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Guide for How to Coordinate the Working Groups
1. Discussion points of Working Group (WG)
1) Review recent progress in global change research

2) Identify knowledge gaps and obstacles to progress

3) Identify opportunities for new collaborative research that address these problems including data exchange and database development

4) Identify potential mechanisms, frameworks and sources of support for Japan – U.S. collaboration

5) Identify concrete steps to be taken on by both Japan and U.S. sides to realize these opportunities
2. Each WG has two co-conveners, two co-chairs, and two rapporteurs from Japan and US each, and general participants.
3. The two co-chairs take a few more minutes but no more than 10 minutes each to provide 
some thoughts on the subject.

4. Each participant introduces themselves in their first working group meeting taking about 3 – 5 minutes each.  Participant may mention where they are from, and what their research interests are in global change research in their topic area, and the reason they decided to participate in the workshop.  These presentations should be done verbally with possible use of overheads or PowerPoint with only a few slides 1 to 3.  No abstract would be prepared for these comments.
5. This meeting is not a conference, but a workshop where through discussion that is recorded by the rapporteurs.  The rapporteurs provide the materials for the findings and recommendations from each WG.  The meeting rooms for WGs will be equipped by a white board, overhead projector for transparency, and projector for PC to keep track of the ideas and comments that people are providing. 
6. Following way can be suggested to steer WG meetings: most of the first meeting of the WG would likely be filled by introductions and discussion of how the group would move forward to obtain their findings and recommendations. The second working group meeting could concentrate on the findings, and the third on the recommendations or the co-chairs might wish to move sequentially through the 5 objectives.  Such decisions should be left to the co-chairs. 
7. Working group co-chairs with the rapporteurs would prepare the presentations for the session on the last morning using PowerPoint, if possible, overheads if not.  They (co-chairs and rapporteurs) would remain to finalize their report in the early afternoon of the last day.  Each working group reports on the five topic areas would be 2 to 8 pages. 
8. The time of WG should not be used to make formal presentations although it would be a good idea for individual participants to collect their thoughts about the 5 topic areas and make some notes or overheads about their thoughts.

9. Co-chairs may arrange a way to exchange ideas ahead of time but not to prepare formal materials.

10. The main operational goals would to keep a written summary or outline of the main points and seek input from all participants.  Co-chairs should take turns in leading the discussion and rapporteurs should take turns in providing a record.  Main findings and recommendations would be discussed in the group or on the last morning in response to the presentations.

