Team Lead Communications to Applicant: Stage 0
Simultaneous to Sending of Standard Message #2:

· Introduce self

· Exchange contact information

· Negotiate consensus/ Site Visit training dates and agenda – distribute ASAP after launch

· Establish expectations for subsequent contacts

Team Lead Communications to Applicant: Stage 1
At regular intervals agreed to in first call:

Check in as agreed to provide progress updates, answer questions.

Team Lead Communications to Applicant: Stage 2
At regular intervals agreed to in first call:

Check in as agreed to provide progress updates, answer questions

One week before Consensus Meeting:

· Confirm who from applicant organization is attending

· Ensure that applicant has agenda, directions to meeting place and understands what information to bring.

One week before Site Visit
· Check in with applicant:

· Ensure preparations are occurring.

· Answer any last minute questions from team perspective.
Team Lead Communications to Applicant: Stage 3
Opening Meeting:

Introduce self and team (name only). 

Throughout Site Visit:

· Conduct liaison with applicant:

· Develop interview and logistical arrangements.

· Progress of site visit communicated to applicant and MCQ President.

· Storyboard review
Executive Preview:

Conduct executive preview of exit presentation.

Closing Meeting:

Introduce and facilitate exit presentation.

Team Lead Communications to Applicant: Stage 4
Improvement Planning:

· Lead discussion of feedback report.

· Co-facilitate discussion of next steps.

· Thank applicant for participation

