Sample Request for Team Intro Information

By _______ [time] on ______ [day], _______ [date], please e-mail everyone on our team and our Lead Judges (names and e-mail addresses in the e-mail you received from the Council) with the following information:
1. Whether you have received the application in the mail. Also, whether you found any conflict of interest.
2. Something about yourself, such as where you work, what you do, how many years you’ve been an evaluator, etc.
3. The assets that you bring to our team—for example, you make good brownies, know good jokes, have good writing skills, are a good presenter, good analyst, good at team process, good at detail work, etc.
4. Days or times when you are available to participate in a 45-minute teleconference during _________ [define the target time period]. Also, indicate whether you can host the call.
5. Your first, second and third choices of category you would like to lead for consolidating comments in Stage 2. You will also own these items during the site visit.
6. Dates you are available for an all-day consensus/site visit planning meeting during [define the target time period], and whether you can host the consensus meeting.
7. Whether you would like to volunteer to be the consolidator of the Key Business Factors.
8. Whether you would like to be the final feedback report editor after the conclusion of the site visit.
9. Your complete contact information, including telephone numbers for home and work, as well as your home and work e-mail and postal addresses. This information will be used only by the members of our team for the purposes of this evaluation. 
