Sample Electronic File Organization Suggestion for Team Leads
	Folder
	Folder
	Folder
	Folder
	Contains

	Stage 0
	
	
	
	Stage 0 stuff, including:

Standard Message #1 from the Council

Standard Message #2 from the Team Leaders

Team intros and contact information

	Stage 1
	
	
	
	Stage 1 stuff

	
	KBFs
	
	
	Consolidated KBFs

	
	Item 1.1 Comments
	
	
	Team members’ Item 1.1 comments

You may wish to keep your notes/comments as well.

	Stage 2
	
	
	
	Stage 2 stuff

	
	First Consolidated Item
	
	
	First consolidated item from all category leads

	
	Consensus Outputs
	
	
	Stuff coming out of the consensus meeting

	
	
	Consensus Report
	
	Consensus comments reflecting changes agreed to during consensus meeting

	
	
	Consensus Key Themes
	
	Nice to have if the team sends them

	
	SV Planning
	
	
	Site visit planning stuff

	
	
	SV Agenda
	
	Site visit agenda

	
	
	SVIs
	
	Site Visit Issue information

	
	
	
	SVI List
	Summary list of all SVIs

	
	
	
	SVI Drafts
	Draft SVI worksheets sent to backups

	Stage 3
	
	
	
	Stage 3 stuff

	Stage 4
	
	
	
	Stage 4 stuff

	
	Feedback Report
	
	
	Feedback report drafts and final

	
	Judging
	
	
	Information related to the judging session

	
	
	Logistics
	
	Scheduling, agenda, directions

	
	
	Judges Presentation
	
	Judges presentation drafts and final

	Tools and Forms
	
	
	
	MQA training materials, forms, templates
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