

Urban Sustainability Directors Network
Focus Group Planning Tasks

	Tasks
	Subtasks-Considerations
	Notes-Specifications

	Final Focus Group Specifications:

	Date:
Time:

	Building Name:
Room Name:
Address:

	Choose Facility

	
	Room
	

	
	Room size
	

	
	Table-chair layout – allow for rectangular or horseshoe configuration
	

	
	Food – okay to bring in?
	

	
	Electricity – available outlets
	

	
	Technology – built-in projector, screen?
	

	
	White board or easel
	

	
	Bathroom facilities nearby?
	

	
	Logistics
	

	
	Building access
	

	
	Map, address, and directions
	

	
	Reservation
	

	
	Dates considered:
	

	
	Times considered:
	

	
	Facility Contact person:
	

	
	Phone #:
	

	
	E-mail:
	

	
	Verify reservation two days before event
	

	
Choose Food Vendor

	
	Determine food type and variety
	

	
	Determine beverage type and variety
	

	
	Costs:
	

	
	Pick-Up or Delivery (delivery charge)?
	

	
	Time:
	

	
	Invoicing/Payment terms:
	

	
	Food vendor contact person:
	

	
	Phone #:
	

	
	E-mail:
	

	
	Verify order two days before event
	

	Participant Recruitment

	
	Acquire list for participant recruitment
	

	
	Acquire script for recruitment 
(USDN Municipal Pilot Recruitment Script)
	

	
	Schedule staff dates and times for recruitment 
	

	
	Make recruitment calls or send recruitment emails
	

	
	Create participant contact list 
(USDN Municipal Pilot Participant List)
	

	
	Make participant reminder calls or send reminder emails
	

	
	Mail/E-mail facility maps, address, and directions
	

	Session Preparation

	
	Review focus group guidelines 
(USDN Municipal Pilot FG Guidelines)
	

	
	Conduct a prep session with facilitator
	

	
	Technology
	

	
	Voice recorder (batteries)
	

	
	Back-up recorder
	

	
	Computer, if needed
	

	
	Projector, if needed
	

	
	Participant Supplies
	

	
	Make first name card tents (8.5” x 11” card stock folded lengthwise)
	

	
	Pens and pencils
	

	
	Notepads or paper
	

	
	Copies of documents created for the group (power management screen shots)
	

	
	Facilitator Supplies and Needs
	

	
	Facility contact information
	

	
	Easel Paper
	

	
	Markers (paper or white board)
	

	
	Masking tape
	

	
	Clock or other time piece
	

	
	Displays, if appropriate
	

	
	FG guideline document
	

	
	Note taker for session
	

	
	Participant list
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