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[bookmark: _Toc1466486249]Meeting/Site Visit Agenda
	REMOVE ONCE HANDBOOK IS FINALIZED

	Instructions:  Insert the high-level RTM itinerary using the standard template provided by USTDA. Ensure the itinerary is clear, concise, and accurately reflects key activities and events. Include in the table of contents of this handbook for easy reference by the delegation.






[bookmark: _Business_Briefing_Agenda][bookmark: _Toc855007059]About USTDA	Comment by Robinson, Laura: The language on this page may change after feedback on Tuesday. Please consider this a placeholder until we get Paul’s green light later this week
[image: Logo, company name

AI-generated content may be incorrect.]The U.S. Trade and Development Agency (USTDA) helps companies create U.S. jobs through the export of U.S. goods and services to critical infrastructure projects in emerging economies. USTDA funds project preparation and partnership-building activities that define technical and design options for infrastructure projects, counter unfair foreign competition, and generate results that make America safer, stronger, and more prosperous.
USTDA achieves its mission by funding feasibility studies, technical assistance and pilot projects that integrate U.S. private sector innovation into infrastructure projects at the critical early stages when design choices and technology options are determined. The Agency also connects U.S. industry with overseas project sponsors through its reverse trade missions, industry conferences and expert workshops.
Our Results
USTDA generates an average of $231 in U.S. exports for every dollar it programs. Since its inception, the Agency has supported more than $120 billion in U.S. exports to the infrastructure projects that it has supported in emerging economies, helping companies create good-paying jobs across the United States, including small businesses from approximately 380 communities.
What to Expect from Your USTDA Reverse Trade Mission (RTM)
USTDA is honored to welcome your delegation to the United States as part of its ongoing commitment to building lasting partnerships that support high-quality infrastructure development around the world.
This visit provides a unique opportunity to engage directly with leading U.S. companies and institutions. Through meetings, site visits, and technical briefings, you will experience firsthand the innovation, efficiency, and reliability of American technologies, services, and best practices.
The goal of this Reverse Trade Mission is to support [insert country or region]’s infrastructure priorities by introducing U.S. solutions that can contribute to the success of [insert project name or sector focus]. We hope this engagement will foster meaningful connections, promote mutual understanding, and lay the groundwork for future collaboration.
We are pleased to host you and look forward to a productive and insightful program.

[bookmark: _Toc1305828873]Key USTDA Stakeholders
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[Prefix] [Full Name]
Professional Title
USTDA

Lorem ipsum dolor sit amet, consectetur blorptis elit. Zimzalla frobnicate lorem quazzle drim noptu, flarnock zibble frandip dorn quix. Trambulo nerfit wozzle jamber, yondo clarn snoft drimble.
With over xx years of experience in glarnifical snarkle, [Name] has led numerous blorptastic projects across sectors including snizzlewump, flarnivation, and clorbnoid development. Known for her/his/their ability to splarnify cross-functional greebles, she/he/they excels in converting drangle into tangible results.
In addition to professional blopquizzing, [Your Name] holds degrees in gibberology and snazzle management from the prestigious University of Floob. She/He/They is also a certified Quaz Trainer and a member of the International Society of Sparkle Engineers (ISSE).
When not flibbering through meetings or snizzle-pitching high-stakes initiatives, [Name] enjoys glozzling, frisboating, and raising three rambunctious snortweasels.

	REMOVE ONCE HANDBOOK IS FINALIZED

	[bookmark: _Hlk198213661]Instructions: List the biographies of USTDA personnel the delegation will meet with, following protocol order. Always include the current USTDA Director or Acting Director first, even if they are not scheduled to meet with the delegation. The Director or Acting Director’s biography should be a stand-alone entry on its own page and should include the long version of the biography if available.
Other personnel biographies may be grouped together on subsequent pages, with multiple shorter biographies included on each page for clarity and space efficiency. The standard order is as follows: USTDA Director, USTDA Front Office Personnel at Meet and Greet, Regional Director, Country Manager, etc.








[bookmark: _Toc636756967]About the Delegation
The [insert delegation name or country] delegation participating in this RTM comprises a diverse group of stakeholders representing the [insert sector or project focus] sector. Delegates include government officials, project sponsors, technical specialists, and industry representatives, all committed to exploring innovative U.S. solutions that can advance infrastructure development and economic growth in [insert country or region]. Below is a list of delegation members followed by their biographies.
[bookmark: _Toc221219058]Delegate List
	REMOVE ONCE HANDBOOK IS FINALIZED

	Instructions: Confirm the above text is accurate and insert the complete delegate list using the USTDA-approved template. Include full names, titles, and affiliated organizations for each delegate. Confirm all information with your USTDA point of contact to ensure accuracy. Include in the table of contents of this handbook for easy reference by the delegation.





[bookmark: _Toc1950275045]Delegate Biographies
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[Prefix] [Full Name] – Head of Delegation
Professional Title
Company/Organization
Country

Lorem ipsum dolor sit amet, consectetur blorptis elit. Zimzalla frobnicate lorem quazzle drim noptu, flarnock zibble frandip dorn quix. Trambulo nerfit wozzle jamber, yondo clarn snoft drimble.
With over xx years of experience in glarnifical snarkle, [Name] has led numerous blorptastic projects across sectors including snizzlewump, flarnivation, and clorbnoid development. Known for her/his/their ability to splarnify cross-functional greebles, she/he/they excels in converting drangle into tangible results.
In addition to professional blopquizzing, [Your Name] holds degrees in gibberology and snazzle management from the prestigious University of Floob. She/He/They is also a certified Quaz Trainer and a member of the International Society of Sparkle Engineers (ISSE).
When not flibbering through meetings or snizzle-pitching high-stakes initiatives, [Name] enjoys glozzling, frisboating, and raising three rambunctious snortweasels.
	REMOVE ONCE HANDBOOK IS FINALIZED

	Instructions: List the biographies of the RTM delegates, beginning with the Head of Delegation, if applicable. Follow protocol order when known and confirmed. If protocol order is not available, list the biographies alphabetically by last name. Confirm the final order of delegate biographies with your USTDA point of contact before finalizing.
Biographies may be grouped on pages as appropriate. For clarity and space efficiency, multiple shorter bios may be placed on one page; however, longer biographies or those for senior officials may be presented as stand-alone entries.




[bookmark: _Toc332124177]About [Contractor Company Name]
USTDA has contracted [Contractor Company Name] as the official implementing partner for this RTM. In this role, [Contractor Company Name] works closely with USTDA to manage the planning, coordination, and execution of the full RTM program. 
[Contractor Company Name] Overview
Lorem ipsum dolor sit amet, consectetur adipiscing elit. Suspendisse vitae sapien non velit porttitor accumsan. Integer convallis, tortor in posuere facilisis, lacus magna facilisis nisi, ut efficitur nulla nulla nec erat. Aliquam erat volutpat. Pellentesque habitant morbi tristique senectus et netus et malesuada fames ac turpis egestas.LOGO

RTM Responsibilities
As the RTM contractor, [Contractor Company Name] is responsible for managing and executing key logistical and programmatic elements of the visit. During the RTM, the contractor will:
· Accompany the delegation throughout the U.S.-based program
· Ensure daily logistics (transportation, meals, hotel check-ins) run smoothly
· Provide on-site support at meetings, site visits, and events
· Coordinate with interpreters, facilitators, and local hosts
· Distribute materials and maintain the delegation’s schedule
· Serve as the primary point of contact for the delegation and U.S. stakeholders
· Troubleshoot issues in real time to ensure a seamless experience
[Contractor Company Name] works to ensure that the program is informative, well-organized, and aligned with USTDA’s goals of promoting U.S. solutions to support infrastructure development in partner countries.
	REMOVE ONCE HANDBOOK IS FINALIZED

	Instructions: Update this section to accurately describe your company and ensure the listed responsibilities align with those specified in the applicable RTM Task Order. Please keep the content concise, limited to no more than one page.





[bookmark: _Toc1407606817]Contact Information Sheet
	U.S. Trade and Development Agency – 1101 Wilson Boulevard, Suite 1100, Arlington, VA 22209
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	[Contractor Company Name] – Contractor Address
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	Company/ Organization Name
	City, Country
	Email (hyperlinked)
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	REMOVE ONCE HANDBOOK IS FINALIZED

	Instructions: Please complete the contact information sheet with the details for all key participants involved in the RTM. Follow the column headers as listed in the provided template when filling out the information, but do not include the column headers in the final version of the handbook.

Before finalizing, confirm with USTDA which individuals they would like included in the contact sheet. Additionally, ensure that all delegates have consented—via their pre-RTM delegate survey responses—to share their contact information with other delegates and participating companies.

Ensure that all names, titles, phone numbers, and email addresses are accurate and up to date to facilitate smooth communication throughout the program.

Note: To improve readability and ease of viewing, this section may be formatted in a landscape page orientation.





[bookmark: _Toc126891046][Country] [Industry] Overview
	REMOVE ONCE HANDBOOK IS FINALIZED

	Instructions: Include a U.S. Industry Overview section in the RTM Delegate Handbook that highlights key trends, technologies, regulatory frameworks, and market opportunities relevant to the RTM sector. This content should be prepared by the contractor’s technical specialist and tailored to the delegation’s interests. Ensure the overview is well-organized, fact-based, and appropriately cited. If full citations cannot be provided, please include the following disclaimer at the beginning of the section:

The following section has been provided by technical specialists of the [Contractor Company Name} and is not formally cited. The content reflects the views and expertise of the contributing organization and may not align with USTDA's official positions or findings. USTDA does not guarantee the accuracy or completeness of the information presented. Any opinions, conclusions, or recommendations expressed are those of the authors and do not necessarily represent the official policy or position of USTDA.

Contractors must submit this section to USTDA for review and approval before finalizing the handbook.
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