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SECTION 1: THE SV (SV) 
 PROCESS & PLANNING INFORMATION 

 
Section 1: The Hybrid (SV) Process and Planning Information 
 
SV Process Overview 
During a SV, a team of Quality Texas Foundation (QTF) Examiners (normally 4 with the Process Coach) will travel to an applicant’s site(s) 
to more fully understand how well the organization is applying the Baldrige Framework and concepts. A number of other Examiners will 
work remotely with an online meeting source. During the SV, the team verifies their understanding of the applicant’s key strengths and 
clarifies their understanding of key opportunities for improvement. The team also identifies the Key Themes (Executive Overview) for the 
applicant. The SV team communicates their findings to the QTF CEO and to the Judges. This will help determine the feedback that is most 
relevant for the applicant through the Scorebook, in addition, the team helps to ensure that the applicant demonstrates role-model 
practices to the public should it be named an award recipient.  
 
The SV Team 
A SV Team typically consists of at least eight to ten members (perhaps more with the new virtual component) from the Board of 
Examiners and a Process Coach. More members may be added for training purposes. The number and composition of team members 
depend on the size of the applicant and the anticipated complexity of the site visit. 
  
The team routinely includes at least three or four senior examiners. Typically, one serves as team leader and the others as some of the 
backup team leaders. The senior examiners should have had previous SV experience. Routinely, examiners on the team have participated 
in the Independent Analysis (IA) and Consolidation of comments for the applicant are assigned to the SV Team. SV team members are 
selected based on experience, sector knowledge, and availability. Each team should have two or three members who are considered to 
be subject matter experts. Roles such as scorebook editor, Framework (Criteria) cop, and process checker are assigned to various team 
members. The Process Coach routinely does not (except in emergency situation) take part in the evaluation process but helps to ensure 
that a consistent review process is followed during SVs. 

 
SV Deliverables 
The SV Team produces the SV Scorebook. This scorebook represents the team’s products and includes: 

• Item Worksheets on a Word Template 

• SV Issue (SVI) Worksheets  
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• Score Summary Worksheet  

• Key Themes   

• Key Factors 

As the team completes the scorebook, they reach agreement on the applicant’s strengths (Ss) and opportunities for improvement (OFIs), 
the resulting scoring range for each item, a proposed final score, and identify the scoring band descriptor total score for process and 
results items.  
 
SV Activity 
The SV includes planning, on-site, and post-site activities. The on-site/online and post-site activities require five-to-seven days, 
depending on the size and complexity of the applicant. Before the SV, the team leader (in conjunction with the backup team leaders and 
team members) conducts planning, primarily by media sources (such as Zoom, Microsoft Teams, etc. hereafter known as media call) 
using the Examiner Word Template. On the Sunday before the first day PSV, all team members meet at their hotel or online for the VSV 
to finalize strategies, plans, and assignments and to review documents. The next day, the team visits the applicant’s locations for the PSV 
and by media for the VSV. This normally occurs on Monday, Tuesday and a half day on Wednesday. After the team physically leaves the 
applicant (PSV) or Wednesday noon (approximate) and offline for the VSV, team members have no further contact with the applicant, 
and they continue to work together to complete the Final Draft Scorebook.  
 
The SV Scorebook (final Examiner Word Template) is finally submitted to the QTF CEO for review. The CEO will prepare information for 
the Panel of Judges. The scorebook, along with a media call between the Judges and team leader, forms the basis for the panel’s decision 
on whether to recommend the applicant as an Award Recipient. The scorebook is also the basis of the feedback report for the applicant. 
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 2022 SV Process Timeline Award Level 
 
 
 
Team Leaders, Process Coaches, and Team Members will follow the Calendar for the Timeline for 
the Applicant Evaluation that is sent for each of the applications by the QTF CEO. Each calendar is 
specific for the applicant/team. 
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TEAM ROLES AND RESPONSIBILITIES 
 ROLE INITIAL PLANNING PREPARATION FINAL PREPARATION  

AND INITIAL PLANNING 
MEETING 

ON-SITE PREPARATION OF THE SV  
SCOREBOOK 

TEAM 
LEADER 
(TL) 

• Serves as contact point for 
QTF CEO and Process 
Coach 

• Manages completion of 
scorebook components 

• Works closely with backup 
TLs to help the team work 
effectively 

• Backup Team Leaders 
(BUTLs) will be assigned 
Category 1 & 2; 3 & 5; and 
4 & 6 

• Assigns leads and backups 
for all items (if possible, TL 
does not lead any items, 
allowing more time to 
back up and coach the 
entire team) 

• Coordinates the roles and 
responsibilities of the 
BUTLs 

• NEW – Schedules a virtual 
call with the applicant to 
discuss the OP only 

• Calls team members and Applicant Point of 
Contact (POC) 

• Drafts tentative SV plan two weeks prior to 
the actual SV and shares plan with team 
and Process Coach 

• Works with the team to develop and 
finalize SVIs, focusing on issues of central 
importance to Criteria and applicant 

• Prepares a list of documents for team 
review, aggregated in Examiner Word 
Template, to request from the applicant 
point of contact (POC), as well as a 
tentative interview schedule. If appropriate, 
interview requests include staff listed 
specifically on organization chart 

• Keeps POC apprised of plans during 
regularly scheduled media calls 

• Develops a timeline to help manage the 
work of the team throughout all phases of 
the SV Review 

• Downloads all items from Examiner Word 
Template and SVI Worksheets to take to SV 

Leads development of, 
reviews, and finalizes SV 
strategy, agendas, document 
requests, and interview 
schedules 
 
Sends POC the document 
request list (this list should 
be minimized) and a 
tentative agenda for day one 
of the SV two weeks in 
advance 
 
Prepares for opening 
meeting, featuring QTF 
slides. Reviews requested 
documents 

 

• Begins opening 
meeting using QTF 
PowerPoint approved 
slides and providing 
brief remarks 

• Adjusts the SV plan as 
required 

• Monitors progress on 
completion of SVI 
Worksheets 

• Keeps the team on 
task and on schedule 

• Plans and conducts 
caucuses to help keep 
the team focused on 
key themes and other 
important issues 

• Informs POC of 
changes and needs 

• Conducts highest 
ranking official (HRO) 
interview with process 
coach  

• Ensures that the team 
has all relevant 
information and 
documents to close 
out each SVI before 
ending the on-site 
phase 

• Ends the SV with a 
short “thank you” and 
next steps, using QTF 
PowerPoint slides, at 
the closing meeting  

• Provides the team with a 
time frame for completion 
per QTF calendar 

• Facilitates discussion of 
findings/review of 
scorebook components 

• Reviews Examiner Word 
Template and suggests 
edits as necessary 

• Ensures that SVI, Item, and 
Key Themes Worksheets 
are appropriately prepared, 
reviewed, finalized, and 
shown in Examiner Word 
Template 

• Retains a copy of all Item 
Worksheets and SVIs in PDF 
and other documents in 
Word.  

• Reviews/edits the Examiner 
Word Template as 
necessary after leaving the 
hotel.  

• Prepares for the judges’ 
call.  

• Responds to and works 
with QTF and judges to 
address questions/ 
comments on SV Scorebook 
during and after Judges’ 
Meeting. 

 
  

Commented [A1]: Check SN 

Commented [A2R1]:  
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 ROLE INITIAL PLANNING 

PREPARATION 
FINAL PREPARATION  

AND INITIAL PLANNING 
MEETING 

SV PREPARATION OF THE SV 
SCOREBOOK 

BACKUP 
TEAM 
LEADERS 

 

• Steps in for the TL if the 
TL is unable to go on-site  

• Works closely with TL to 
plan, coordinate, and 
communicate with the 
team 

• Serves as a mentor for 
team members on-site 
and assists as needed to 
keep the team on track  

• May be assigned to help, 
coach and assist other 
less experienced 
Examiners 

• Look to be trained to 
become a Team Leader 
in the near future 

Assists TL as needed. For 
example, the backup TL 
could  
• review the draft SV plan  
• review other team 

members’ SVIs and give 
feedback on 
improvements  

• assist in scheduling 
planning calls  

• suggest item and other 
team assignments  

• help with draft call 
agendas  

• take the lead in SV logistics 
planning  

• join TL/PC monitor on 
planning call(s)  

• review the initial 
document request and edit 
as needed 

• orient new team members  
• review confidentiality 

requirements  
• participate in planning calls 

with QTF just in time 
training, TL and POC 

• review, manage, and track 
the leadership questions, 
walk-around questions, 
and/or interview requests 

 
 

Assists TL as needed. For 
example, the backup TL 
could  
• draft the agenda for 

the team’s planning 
meeting at the hotel 
(SV) or for the media 
call 

• coordinate the initial 
document request 

• mentor less-
experienced 
teammates  

• review requested 
documents 

 

Assists TL as needed. For 
example, the backup TL could  
• mentor less-experienced 

teammates 
• take the lead on the Key 

Factors Worksheet, Key 
Themes Worksheet, and/or 
Summary of Sites or 
organizational area visited 

• track progress on completion 
of SVIs 

• keep team on task and on 
schedule 

• lead daily debrief and/or 
caucus discussions 

• take leadership role for 
traveling teams so TL can 
remain at headquarters 

Assists TL as needed. For 
example, the backup TL could  
• facilitate the discussion of 

findings and review of 
scorebook components 

• review the scorebook and 
provide edits as necessary 

• ensure that SVI, Item, and 
Key Themes Worksheets 
are appropriately 
prepared, reviewed, 
updated, and finalized  

• retain a copy of the SV 
Scorebook; help TL prepare 
for the judges’ call. 
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 ROLE INITIAL PLANNING 
PREPARATION 

 

FINAL PREPARATION  
AND INITIAL PLANNING 

MEETING 

ON-SITE PREPARATION OF THE SV 
SCOREBOOK 

   TEAM    
MEMBERS 

• Plan, maintain focus, 
contribute, and 
communicate 
effectively in 
performing assigned 
SV tasks 

• Meet TLs and 
backup TLs 
schedules and 
deadlines 

 
 

• Arrange transportation 
to and from the site 
(between home and 
hotel for SV) and provide 
travel details to TL and 
QTF staff 

• Help organize the media 
call for virtual meetins 

• Review evaluation 
materials 

• Review online training 
materials 

• Working with item 
backup, develop SVIs 
and start work on SVI 
Worksheets  

• Review rules of conduct 
• Complete other 

assignments 
(consolidate document 
requests, establish 
interview schedule, etc.) 

• Provide feedback on 
team’s SVIs and  

• Copy all assigned 
Examiner Word 
Template documents 

• Complete travel 
reimbursement forms 
for SV as required 

• Finalize interview 
plans, the list of 
required documents, 
and strategies for SVI 
Worksheets and by 
the deadlines 
established by the TL 

• Attend and participate 
in Sunday planning 
meeting at hotel for 
SV or Sunday noon 
online meeting for SV 

• Review requested 
documents 

 

• Work in pairs for 2–
3 on-site or on 
media calls for VSV 

• Gather information 
to clarify/verify 
assigned SVIs 

• Conduct interviews 
with applicant’s 
representatives 

• Review documents 
and data 

• Attend all team 
meetings 

• Take thorough notes 
• Record findings and 

conclusions on SVI 
Worksheets as SV 
progresses 

• Have all documents 
needed to close out 
all SVIs before the 
closing meeting  

• Share findings with team at 
team caucuses/meetings 

• Update SVI Worksheets, seeking 
shared  

   understanding among team 
members 

• “Walk the wall” or “Walk the 
Screen” (virtual team) 
reviewing all information (SV) 
to review and provide feedback 
for all SVI, Item, and Key 
Themes Worksheets 

• Complete scorebook 
components, building on 
content of the Consensus part 
of the Examiner Word Template 

• Review scorebook components 
of other team members 

• Stay with team until scorebook 
is completed and signed by all 
team members  
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 ROLE INITIAL PLANNING 
PREPARATION 

FINAL PREPARATION  
AND INITIAL PLANNING 

MEETING 

On-Site PREPARATION OF THE SV 
SCOREBOOK 

SCOREBOOK  
EDITOR 

(TL, backup TL, or 
another team 
member) 

Ensures that the 
scorebook 
adheres to 
Criteria 
requirements 
and follows the 
Comment 
Guidelines  

SAME AS TEAM MEMBERS SAME AS TEAM MEMBERS 
 
 
 
 
 

 

SAME AS TEAM MEMBERS 
 

In addition to team member 
responsibilities,  
• Clarifies/aligns the language 

among item comments and 
key themes 

• eliminates any conflicts 
between Ss/OFIs within and 
between items and key 
themes 

• ensures that all statements 
such as “it is not clear,” “it 
does not appear that,” and “it 
is not evident” are changed to 
reflect the findings of the SV 

• revises scorebook as 
necessary to ensure that 
comments adhere to 
Comment Guidelines 

• changes all references to the 
“applicant” to the initials of 
the organization 
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 ROLE INITIAL PLANNING 
PREPARATION 

FINAL PREPARATION  
AND INITIAL PLANNING 

MEETING 

SV PREPARATION OF THE SV 
SCOREBOOK 

Process Coach • Assists the 
team/TL in 
planning and 
conducting the 
SV 

• Assists the 
applicant in 
understanding 
the SV process 
and serves as a 
contact for the 
applicant to 
address issues 
and concerns  

 

• Monitors the process 
• Supports TL in planning 

the SV 
• Provides coordination and 

guidance 
• Reviews draft SVI 

Worksheets   
• Participates in planning 

calls 
• Coordinates with TL and 

organization POC for 
documents requested 
before Sunday planning 
meeting 

• Downloads all documents 
before leaving for site 

• Supports TL 
• Stays in contact with POC 
• Ensures necessary equipment 

and supplies are available 
before the beginning of the 
Sunday planning meeting 

• Ensures that the team room is 
set up appropriately 

• Coordinates arrival of applicant 
materials at team room before 
the Sunday planning meeting 

• Attends Sunday planning 
meeting to monitor the 
process and provide logistical 
assistance 

 

• Attends team meetings 
• Answers process questions 

from applicant and team 
• Keeps POC apprised of plans 

and answers questions each 
day 

• Provides logistical support for 
team (hotel issues, food, etc.) 
if needed for PSV 

• If approved by TL, serves as the 
contact person to deal with 
problems or issues for PSV 

• Coordinates pickup of the 
applicant’s materials at the end 
of the visit 
 

• Assists team with logistics of 
Examiner Template, printing, 
and posting  

• “Walks the wall” or “Walks the 
screen” to review the work of 
the team and provides feedback 
related to the process and 
Comment Guidelines 

• Reviews the SV Scorebook, 
checking comments for 
consistency with Comment 
Guidelines  

• Ensures that all applicant 
materials are returned to POC at 
completion of the SV 
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 ROLE INITIAL PLANNING 
PREPARATION 

FINAL PREPARATION  
AND INITIAL PLANNING 

MEETING 

SV PREPARATION OF THE SV 
SCOREBOOK 

 
JUDGES • Reviews all 

applicants 
• One is assigned 

to present the 
applicant to 
other Judges 

• Recommend 
applicants to 
receive the 
award 

 

• Chair conducts training 
call for TLs 

  • Review scorebooks after SVs and 
QTF staff edits 

• Lead judge for each applicant: 
prepare highlights for briefing 
other judges 

• Recommend award recipients & 
Category Best Recognition 

• Conduct evaluation of judges’ 
process 

• Review and edit feedback reports 

POC or 
ALTERNATE  

POC 

• Works with TL 
and Process 
Coach 

• Coordinates 
arrangements for meeting 
space/online calls  
• Works with TL on 
scheduling/logistics for 
interviews 
• Provides information to 
TL/PC 
• Schedules site travel and 
travel of team to/from 
hotel, as needed for SV 
• Provides updated results 
charts and graphs  

• Based on TL’s request, 
compiles documents and 
arranges meetings for first day 
of SV  
•   Ensures applicant documents 
arrive at the hotel conference 
room before Sunday planning 
meeting 
•  Arranges logistics and 
prepares for opening meeting 
presentation 

• Works with TL to schedule 
interviews 
• Provides inter-site 
transportation for SV 
•   Provides additional 
requested documents 
•  Coordinates adjustments to 
schedule as needed 
•  Informs PC/QTF CEO of any 
concerns or questions about SV 
Team interactions 

• At the completion of the SV, picks 
up all materials from TL and 
Process Coach 
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SV Preparation: Checklist for Team Members 
 

Step Action 
!"#$%$#&'()%&*+&%,#-.%+""/'(+$&%'0%0)/)(&)1%&#%.)()'2)%+%345  

Check 
Complete 

6% 7)2')8%34%'00-)%8#.90*))&0:%7)2')8%&*)%(+/)$1+.%;#.%&*)%)$&'.)%+""/'(+&'#$:% %

<% =$%&*'0%>+$-+/!%0(+$%&*)%?+@/)%#;%A#$&)$&0%&#%/)+.$%+@#-&%+2+'/+@/)%.)0#-.()0B%+$1%
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%

W% Q.+;&%0&.+&)F')0%&#%.)0#/2)%34=0%;#.%".#()00%'&)>0:%
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SV Logistics 
 
Airlines/Rental Cars 
! This must be approved by the QTF CEO/COO prior to travel!!!

!

Ground Transportation 
"#$%##&!'()#!*&+!,-./(.$ !
01#!2(33(%-&4!*.#!*55#/$*63#!)(+#7!(2!4.(8&+!$.*&7/(.$*$-(&9!a privately-owned vehicle: mileage 
will be reimbursed at the rate of IRS policies.  

!

'($#3!$(!:-$#!!
01#!*//3-5*&$!-7!.#7/(&7-63#!2(.!/.(;-+-&4!$.*&7/(.$*$-(&!2(.!$1#!$#*)!<#=4=>!*!/.(2#77-(&*3!718$$3#!
7#.;-5#!(.!*&!*//3-5*&$?78//3-#+!;#1-53#!%-$1!*!+.-;#.@=!0#*)!)#)6#.7! !"#$%&'$+.-;#!;#1-53#7!
/.(;-+#+!6A!$1#!*//3-5*&$=!

 

'($#3!$(!,-./(.$ !
0#*)!)#)6#.7!*.#!.#7/(&7-63#!2(.!*..*&4-&4!$1#-.!(%&!$.*&7/(.$*$-(&!$(!$1#!*-./(.$=!0#*)!
)#)6#.7!)*A!5((.+-&*$#!$1#-.!$.*;#3!$(!$1#!*-./(.$!-2!7#;#.*3!*.#!+#/*.$-&4!*$!$1#!7*)#!$-)#=! 0B!*&+!
C.(5#77!D(*51!%-33!/.(;-+#!48-+*&5#=!

!

Hotel 
'($#3!E(()7 !
All hotel rooms are billed to the master account of the applicant. ,!63(5F!(2!.(()7!%-33!6#!.#7#.;#+!
*$!$1#!51(7#&!1($#3=!Examiners do not need to reserve or pay for the rooms=!

!

! D(&2#.#&5#!E(()!$(!87#!*7!*!G(.F.(()!*$!$1#!1($#3!
01#!*//3-5*&$!%-33!7#58.#!*!5(&2#.#&5#H)##$-&4!.(()!*$!$1#!1($#3!2(.!$1#!$#*)!$(!%(.F!-&!
$1.(841(8$!$1#!:I !E#;-#%!*&+!75(.#6((F!%.-$-&4!/.(5#77=!

!
J#*37HE#2.#71)#&$7!*$!K(8.!:I! '($#3!
J#*37!*&+!.#2.#71)#&$7!%-33!6#!+#3-;#.#+!$(!$1#!5(&2#.#&5#!.(()=!J#*37!$*F#&!-&!$1#!5(&2#.#&5#!
.(()!*.#!6-33#+!+-.#5$3A!$(!$1#!)*7$#.!*55(8&$!(2!$1#!*//3-5*&$=!L&+-;-+8*3!#M*)-&#.7!)87$!/*A!2(.!*33!
($1#.!)#*37=!N(.!#M*)-&#.7!%1(!%-33!6#!.#-)68.7#+!6A!O0N>!-$#)-P#+!.#5#-/$7Q&($!7(3#3A!*!5.#+-$!
5*.+!.#5#-/$Q*.#!.#R8-.#+>!*&+!$1#!.#-)68.7#)#&$!.*$#!%-33!&($!#M5##+!$1#!)#*3!/#.!+-#)!.*$#!2(.!
$1*$!3(5*$-(&=!

!

Expense Reimbursement 
SM*)-&#.7!.#R8#7$-&4!.#-)68.7#)#&$!!()'$ 5()/3#$#!$1#!O0N!SM*)-&#.!E#-)68.7#)#&$!N(.)! *&+!
*$$*51!53#*.>!3#4-63#!5(/-#7!(2!$1#!(.-4-&*3!.#5#-/$7T!*33!.#5#-/$7!)87$!6#!-$#)-P#+=!:86)-$!$(!0B!%1(!
%-33!7#&+!2(.!$1#!%1(3#!$#*)!$(!O0N!2(.!.#-)68.7#)#&$=!All expense requests must be submitted no 
later than 30 days after the PSV SV completion. 

!
Non-reimbursable Expenses  

The following expenses are not reimbursable: alcohol, housekeeping, concierge, and bellhop 
services, and internet charges in guestrooms if internet is available in the hotel team room.  

!
Office Supplies: U22-5#!78//3-#7!%-33!6#!/.(;-+#+!2(.!$1#!$#*)!*$!$1#!1($#3!6A!$1#!*//3-5*&$=!  
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Computer Use Instructions  
!
V8.-&4!*!/3*&&-&4!5(&2#.#&5#!5*33>!$1#!$#*)!%-33!+-75877!$1#!2(33(%-&4!/.*5$-5#7!*&+!5(&7-+#.*$-(&7!
.#3*$-&4!$(!/#.7(&*3!5()/8$#.!87#=!C3#*7#!2(33(%!$1-7!48-+*&5#!-&!/.#/*.-&4!2(.!$1#!:I =!!
 

In General  
¥! ".-&4!A(8.!(%&!3*/$(/!5()/8$#.!*&+!23*71!+.-;#!(&!$1#!:I =!Test your flash drive independent of 

your regular network to make sure that it will still accept and read downloaded files=!!
¥! S&78.#!$1*$!A(8.!;-.87!7(2$%*.#!-7!$1#!)(7$!.#5#&$!;#.7-(&!*&+!$1*$!-$!%-33!75*&!*33!2-3#7!*8$()*$-5*33A!

2(.!;-.87#7!<;#.-2A-&4!$1.(841!$1#!7(2$%*.#W7!(/$-(&7!7#$$-&4@=!
¥! X##/!$1#!3*/$(/!5()/8$#.!7#58.#+!-&!7851!*!%*A!*7!$(!/.#538+#!$*)/#.-&4!%-$1!*&+!.#)(;*3!(2!

5()/(&#&$7!*&+H(.!2-3#7=!
¥! :*;#!2-3#7!2.#R8#&$3A!$(!*;(-+!$1#!3(77!(2!5.-$-5*3!+*$*=!
¥! "*5F!8/!5()/8$#.!2-3#7!2.#R8#&$3A=!
¥! G1#&!&($!87-&4!$1#!5()/8$#.>!53(7#!*33!*//3-5*$-(&7!$(!*;(-+!3(7$!2-3#7=!
¥! ,3%*A7!7#58.#!*&+!/.($#5$!*//3-5*&$?7/#5-2-5!+*$*=!!
 

Preparing for the SV 
¥! SM/(.$!*33!-$#)7!$1*$!A(8!&##+9!L$#)!G(.F71##$7>!:IL!G(.F71##$7>!*&+!:$.*$#4A!0((37=!!
 

While in Transit 
¥! V(!&($!/*5F!$1#!5()/8$#.!-&!*!78-$5*7#=!
¥! G1#&!$.*;#3-&4!-&!*!5*.>!7$(.#!$1#!5()/8$#.!-&!$1#!3(5F#+!$.8&F!-2!A(8!3#*;#!$1#!;#1-53#=!'(%#;#.>!

#M5#77-;#!1#*$!(.!5(3+!5(83+!+*)*4#!-$!*&+H(.!.#783$!-&!$1#!3(77!(2!+*$*!-&$#4.-$A=!
 

While at the Applicant’s Site(s) 
¥! K(8!)*A!87#!A(8.!3*/$(/!%1-3#!(&!$1#!*//3-5*&$W7!7-$#=!'(%#;#.>!-$7!87#!-7!*+)'*,-'+.$'&$'/+$'+"!$

-&%0+*+%-+$*&&!$&%1#$2+*$3(,."%-+$&0$'/+$4+"!$5+".+*=!!
¥! Do not use your laptop while interviewing employees.!V(!&($!87#!A(8.!5()/8$#.!%1-3#!*7F-&4!%*3F?

*.(8&+!R8#7$-(&7=!
¥! V(!&($!87#!$1#!*//3-5*&$W7!5()/8$#.7=!L2!+*$*!*.#!&##+#+>!.#R8#7$!$1#!+*$*>!68$!+(!&($!#M$.*5$!(.!

.#$.-#;#!$1#!+*$*!A(8.7#32=!
¥! V(!&($!.#)(;#!*&A!+*$*!2-3#7!2.()!$1#!*//3-5*&$W7!7-$#=!
 

While at the Hotel 
¥! B#*;#!5()/8$#.7!-&!$1#!)(7$!7#58.#!3(5*$-(&!*&+!(8$!(2!4#&#.*3!;-#%=!
! !
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SV Dos and Don’ts:   
DOs  
¥! V(!5()#!/.#/*.#+!2(.!*!1#*;A!751#+83#T!#M/#5$!YZ?1(8.! %(.F+*A7!)*M-)8) =!01#!*4#&+*!-7!2833>!$1#!

751#+83#!1#5$-5>!*&+!$1#!#&;-.(&)#&$!-&$#&7#=!
¥! V(!.#;-#%!$1#!*//3-5*&$W7!F#A!2*5$(.7>!-&538+-&4!-)/(.$*&$!-778#7>!$1#!7-P#!(2!$1#!(.4*&-P*$-(&>!*&+!

$1#!&*$8.#!(2!-$7!)*.F#$7H(/#.*$-(&7=!!
¥! V(!/3*&!$(!7$*A!#&4*4#+!2(.!$1#!#&$-.#!:I =!S;#.A(&#!)87$!.#)*-&!$1.(841!$1#!5()/3#$-(&!*&+!

7-4&-&4!(2!$1#!:I !:5(.#6((F= !
¥! "#2(.#!$1#!:I >!+(!*7F!$1#!$#*)!3#*+#.!$(!.#R8#7$!-$#)7!(.!-&2(.)*$-(&!$1*$!%-33!.#R8-.#!7/#5-*3!

/.#/*.*$-(&!6A!$1#!*//3-5*&$!<#=4=>!.#R8#7$7!2(.!-&$#.;-#%7!%-$1!7$*22!)#)6#.7!-&!.#)($#!3(5*$-(&7!(.!
2(.!+*$*!$1*$!%-33!&##+!5()/-3*$-(&!(.!($1#.!/.#/*.*$-(&@=!!

¥! V(!*7F!2(.!%1*$#;#.!-&2(.)*$-(&!-7!&##+#+!$(!53*.-2A!(.!;#.-2A!A(8.!*77-4&#+!-778#7=!,7F!7/(&$*&#(87!
R8#7$-(&7=!'(%#;#.>!6#!.#*3-7$-5>!*&+!+(!&($!/3*5#!*&!8&+8#!68.+#&!(&!$1#!*//3-5*&$!6A!.#R8#7$-&4!
*&A$1-&4!8&&#5#77*.A=!!

¥! V(!%(.F!-&!/*-.7!+8.-&4!-&$#.;-#%7=!01#!C.(5#77!D(*51!)*A!6#!$1#!7#5(&+!/#.7(&>!*3$1(841!
.(8$-&#3A!$1#A!+( !&($!*7F!R8#7$-(&7!(.!/*.$-5-/*$#!-&!$1#!#;*38*$-(&!/.(5#77=!!

¥! V(!*+1#.#!$(!$1#!*4#&+*!-$#)7!68$!6#!23#M-63#=!L$!-7!;-$*3!2(.!$1#!*//3-5*&$!$(!2##3!$1#.#!%#.#!
7822-5-#&$!(//(.$8&-$-#7!$(![$#33!-$7!7$(.A=\!,3%*A7!6#!(&!$-)#!2(.!)##$-&47]!

¥! V(!6#!*3#.$!$(!*&A!.#7/(&7#!(.!3*5F!(2!.#7/(&7#!$1*$!)*A!*22#5$!$1#!:I !0#*)W7!*4#&+*!(.!*//.(*51=!
B#$!$1#!$#*)!3#*+#.!F&(%!(2!$1#!2-&+-&47!7(!$1*$!*!51*&4#!-&!$1#!*4#&+*!(.!*//.(*51!5*&!6#!
5(&7-+#.#+=!'(%#;#.>!*;(-+!*//#*.-&4!-&+#5-7-;#!6A!.#R8#7$-&4!$((!)*&A!51*&4#7=!

¥! V(!6#!/.()/$!2(.!*33!*//(-&$)#&$7 =!
¥! V(!$*F#!$1(.(841!&($#7!2(.!+(58)#&$-&4!$1#!2-&+-&47!(&!:I !%(.F71##$7=!^($#!$1#!F-&+7!(2!$1-&47!

$1*$!%-33!1#3/!$1#!*//3-5*&$!;-*!$1#!2##+6*5F!.#/(.$!*&+!%-33!*77-7$!$1#!_8+4#7!-&!8&+#.7$*&+-&4!$1#!
*//3-5*&$W7!/.(5#77#7!*&+!.#783$7=!G1#&!6*5F-&4!8/!*&($1#.!#M*)-&#.!+8.-&4!*&!-&$#.;-#%>!(22#.!$(!
$*F#!&($#7!2(.!1-)H1#.=!!

¥! V(!1*;#!(.-4-&*$(.7!(2!+(58)#&$7!*$$*51!687-&#77!5*.+7!(.!/3*5#!$1#-.!&*)#7>!3(5*$-(&7>!*&+!/1(&#!
&8)6#.7!(&!$1#!2.(&$!(2!*33!+(58)#&$7!7(!$1#A!5*&!6#!.#$8.&#+!$(!$1#!5(..#5$!/#(/3#=!

¥! V(!/*.$-5-/*$#!-&!+*-3A!)##$-&47!*&+!+#6.-#2-&47!$(!71*.#!-&2(.)*$-(&!*&+!-)/.#77-(&7>!$(!#&78.#!
$1*$!*33!.#3#;*&$!-&2(.)*$-(&!-7!(6$*-&#+>!$(!*7F!R8#7$-(&7!(2!($1#.!#M*)-&#.7!*6(8$!$1#-.!-&$#.;-#%7>!
*&+!$(!*+_87$!7$.*$#4A!*7!&##+#+=!

¥! V(!*..*&4#!%-$1!$1#!0BHC.(5#77!D(*51!2(.!$1#!.#$8.&!(.!+-7/(7*3!(2!*33!)*$#.-*37!*2$#.!$1#!:I =!,33!
*//3-5*&$!)*$#.-*37!)87$!6#!.#$8.&#+!$(!$1#!*//3-5*&$!<#M5#/$-(&9!$1#!0BH"`0B!.#$*-&!*!5(/A!(2!$1#!
+.*2$!75(.#6((F>!*//3-5*$-(&>!*&+!8/+*$#+!.#783$7!$(!/.#/*.#!2(.!$1#!_8+4#7W!5*33@=!,33!&($#7>!+.*2$7>!
D(&7#&787!:5(.#6((F7>!+.*2$7!(2!:IL!G(.F71##$7>!*//3-5*$-(&7>!*&+!23-/!51*.$7!)87$!6#!71.#++#+=!,33!
+-4-$*33A!7$(.#+!)*$#.-*3!*6(8$!$1#!:I !)87$!6#!+#3#$#+=!01#!$#*)!3#*+#.!%-33!*+;-7#!A(8!%1#&!2-3#7!
71(83+!6#!+#3#$#+=!

¥! V(!%#*.!687-&#77!/.(2#77-(&*3!53($1-&4!*//.(/.-*$#!2(.!$1#!$A/#7!(2!2*5-3-$-#7!A(8!%-33!;-7-$=!G#*.!$1#!
7*)#!$A/#!(2!53($1-&4!$1#A!%#*.!2(.!$1#!)(7$!/*.$=!!

¥! V(!%#*.!5()2(.$*63#!53($1-&4!2(.!$1#!(22?7-$#!$#*)!7#77-(&7!%1#.#!+-75877-(&!*&+!%.-$-&4!(558.=!
! !
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DON’Ts 
¥! V(&W$!6.-&4!(.!%#*.!53($1-&4!(.!($1#.!-$#)7!$1*$!2#*$8.#!O0N!(.!"*3+.-4#!3(4(7=!!
¥! V(&W$!5(&$*5$!$1#!*//3-5*&$!6#2(.#!$1#!:I !8&3#77!A(8!*.#!$1#!$#*)!3#*+#.!(.!6*5F8/!$#*)!3#*+#.!

$1*$!1*7!6##&!7/#5-2-5*33A!+#7-4&*$#+!6A!0B!2(.!$1-7!*5$-(&=!
¥! V(&W$!+#/*.$!6#2(.#!$1#!:I !:5(.#6((F!-7!2-&-71#+!*&+!7-4&#+=!:I!)87$!*37(!6#!5()/3#$#!68$!

5(&2-.)*$-(&!5*&!6#!.#5#-;#+!(&!$1#!)#+-*!/3*$2(.)=!
¥! V(&W$!$*F#!5*)#.*7!(.!;-+#(!.#5(.+#.7!$(!$1#!*//3-5*&$W7!7-$#<7@=!
¥! V(&W$!87#!"*3+.-4#!7/#*F!68$!87#!*!5())(&!3*&48*4#!-&!$1#!*//3-5*$-(&=!J*F#!-$!#*7A!2(.!$1#!

*//3-5*&$!$(!-&2(.)!A(8!(2!$1#-.!/.(5#77#7!*&+!.#783$7=!
¥! V(&W$!+-75877!*&A!(2!$1#!2(33(%-&4!%-$1!$1#!*//3-5*&$9!

!! /#.7(&*3!(.!$#*)!(67#.;*$-(&7>!2-&+-&47>!5(&5387-(&7>!(.!+#5-7-(&7>!%1#$1#.!-&!*!5.-$-5*3!(.!
5()/3-)#&$*.A!%*A!!

!! /.*5$-5#7!(2!($1#.!*//3-5*&$7!
!! $#*)!(67#.;*$-(&7!*6(8$!($1#.!*//3-5*&$7!
!! &*)#7!(2!(.!*&A!($1#.!-&2(.)*$-(&!*6(8$!($1#.!*//3-5*&$7!
!! A(8.!/#.7(&*3!(.!/.(2#77-(&*3!R8*3-2-5*$-(&7!
!! -&2(.)*$-(&!*6(8$!A(8.!(%&!(.4*&-P*$-(&!

¥! Don’t drink alcohol. 
¥! V(&W$!4-;#!;#.6*3!(.!&(&;#.6*3!2##+6*5F!+8.-&4!-&$#.;-#%7=!V(!&($!3#$!$1#!*//3-5*&$W7!

.#/.#7#&$*$-;#7!F&(%!A(8.!#;*38*$-(&!(2!$1#-.!*&7%#.7=!
¥! V(&W$!-&$#.;-#%!5(&783$*&$7>!587$()#.7H7$8+#&$7H/*$-#&$7H/*$-#&$!2*)-3-#7>!(.!78//3-#.7!8&3#77!*&!

#M5#/$-(&!1*7!6##&!-+#&$-2-#+!6A!A(8.!$#*)!3#*+#.!-&!5(&783$*$-(&!%-$1!$1#!C.(5#77!D(*51=!
¥! V(&W$!1(3+!+#6.-#2-&47>!)##$-&47>!(.!+-75877-(&7!(2!$1#!:I !-&!*&!(/#&!*.#*=!
¥! V(&W$!$*F#!*//3-5*&$!)*$#.-*37>!.#/(.$7>!+(58)#&$*$-(&>!#$5=>!(22?7-$#!8&3#77!+(-&4!7(!-7!#77#&$-*3!

<.#R8#7$#+!+(58)#&$*$-(&@=!
¥! V(&W$!%.-$#!(&!*&A!(2!$1#!*//3-5*&$W7!)*$#.-*37=!
¥! V(&W$!3#*;#!2(.!1()#!%-$1!*&A!(2!$1#!*//3-5*&$W7!)*$#.-*37=!
¥! V(&W$!*55#/$!4-2$7!(2!*&A!7(.$=!
¥! V(&W$!6.-&4!2*)-3A!)#)6#.7!(.!2.-#&+7!(&!:I !$.-/7=!
¥! V(&W$!-&$#.*5$!%-$1!$1#!*//3-5*&$!*2$#.!3#*;-&4!$1#!7-$#=!
!
!
 

!
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! !"#$%&' "#'$(!)*($&+'#,!' !%'&!%''! "%(!-%%. (
 

Introduction and General Instructions 01#!:I !:5(.#6((F!-7!A(8.!2-&*3!+#3-;#.*63#=!K(8!%-33!6#4-&!
/.#/*.-&4!-$!*7!7((&!*7!A(8!*.#!&($-2-#+!$1*$!A(8.!$#*)!%-33!6#!4(-&4!(&?7-$#>!*&+!$1#!/.(5#77!%-33!
5(&$-&8#!$1.(841!$1#!5(8.7#!(2!$1#!;-7-$=!,7!*!)#)6#.!(2!A(8.!$#*)>!A(8!%-33!6#!*&!-)/(.$*&$!
5(&$.-68$(.!$(!$1#!75(.#6((FW7!5(&$#&$!*&+!R8*3-$A>!*7!6($1!*!%.-$#.!*&+!*!.#;-#%#.=!01#!_8+4#7!%-33!.#*+!
$1#!75(.#6((F!$(!3#*.&!A(8.!5(&5387-(&7!2.()!A(8.!-&$#.;-#%7!%-$1!7$*22!*&+!A(8.!.#;-#%!(2!;*.-(87!
+(58)#&$7!*&+!+*$*=!K(8.!75(.#6((F!-7!$1#!6*7-7!2(.!$1#!_8+4#7W!.#5())#&+*$-(&7!.#4*.+-&4!A(8.!
*//3-5*&$=!L$!%-33!*37(!6#!$1#!2(8&+*$-(&!(2!$1#!2##+6*5F!.#/(.$!2(.!$1#!*//3-5*&$=!!!
!

Scorebook Requirements  
01#!:I !:5(.#6((F!/.(;-+# 7!*!%#33?+(58)#&$#+>!&(&6-*7#+!$.*-3!(2!#;-+#&5#!$1*$!+#)(&7$.*$#7!1(%!$1#!
2-&*3!75(.#6((F!5(&5387-(&7!.#3*$#!$(!-&2(.)*$-(&!(6$*-&#+!2.()!$1#!%.-$$#&!*//3-5*$-(&!*&+!$1#!:I =!01#!
$.*-3!(2!#;-+#&5#9!!

¥! -7!5*/$8.#+!-&!$1#!:IL!L$#)!G(.F71##$7>!%1-51!-&538+#!5(&7#&787!5())#&$7>!*!78))*.A!(2!
5(&5387-(&7>!*&+!8/+*$#+!5())#&$7!$(!53#*.3A!71(%!$1#!#;(38$-(&!(2!5())#&$7!6*7#+!(&!
2-&+-&47T!!

¥! 23(%7!2.()!$1#!:IL!G(.F71##$7>!%1-51!5(&$*-&!)(.#?+#$*-3#+!#;-+#&5#!(2!2-&+-&47!3#*+-&4!$(!
51*&4#7!-&!$1#!L$#)!G(.F71##$7!*&+!75(.#7T!!

¥! -7!.#23#5$#+!-&!$1#!X#A!01#)#7!G(.F71##$>!%1-51!23(%7!2.()!$1#!L$#)!G(.F71##$7T!*&+!
¥! 71(%7!$1#!*//.(/.-*$#!F#A!2*5$(.7!$1*$!*.#!.#23#5$#+!-&!$1#!5())#&$7=!

!
0(!/.#/*.#!$1#! :I !:5(.#6((F>!A(8!%-33!7$*.$!A(8.!%(.F!(&!$1#!SM*)-&#.!G(.+!0#)/3*$#!6A!-+#&$-2A-&4!
$1#!:I !-778#7!<:IL7@!6*7#+!(&!$1#!5(&7#&787!.#;-#%!(2!$1#!*//3-5*&$=!^#M$>!A(8!%-33!+#$#.)-&#!7$.*$#4-#7!
$(!53*.-2A!*&+!;#.-2A!$1#!:IL7!-&!(.+#.!$(!+#;#3(/!)#*&-&4283!2##+6*5F!2(.!$1#!*//3-5*&$=!01#!SM*)-&#.!
G(.+!0#)/3*$#!&($#7!-7!%1#.#!A(8!5*&!5*/$8.#!$1#!-778#7!*&+!7$.*$#4-#7=!
!
,7!A(8!2-&-71!A(8.!/3*&&-&4!*&+!/.#/*.#!$(!3#*;#!2(.!$1#!7-$#>!A(8!%-33!5()/3#$#!*33!(2!A(8.!%(.F71##$7=!
V8.-&4!$1#!(&?7-$#!/1*7#>!A(8!%-33!+(58)#&$!A(8.!2-&+-&47!*&+!.#;-7#!$1#!%(.F71##$7=!K(8!%-33!.#;-#%!
($1#.!$#*)!)#)6#.7W!%(. F!*&+!.#5#-;#!$1#-.!2##+6*5F!+8.-&4![%*3F!$1#!%*33=\!01#!75(.#6((F!2-&*3-P#+!
$(!/.#/*.#!2(.!$1#!_8+4#7W!.#;-#%!*&+!$1#!2##+6*5F!.#/(.$=!
!
!
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Building the SV Scorebook  
!
01#!:I !:5(.#6((F!5(&7-7$7!(2!*33!$1#!2(33(%-&4!-$#)7!$1*$!1*;#!6##&!8/+*$#+!*&+!5()/3#$#+!$(!.#23#5$!
$1#!2-&+-&47!*&+!5(&5387-(&7!(2!$1#!$#*)!+8.-&4!$1#!:I 9!

¥! X#A!N*5$(.7!G(.F71##$!
¥! X#A!01#)#7!%(.F71##$!
¥! L$#)!%(.F71##$7!
¥! :IL!G(.F71##$7!
¥! :5(.#!78))*.A!G(.F71##$ !
¥! :8))*.A!(2!7-$#7! ;-7-$#+!
¥! 'EU!L&$#.;-#%!%(.F71##$!
¥! :-4&*$8.#!<0#*)@!/*4#!

!

Key Factors Worksheet 
01#!X#A!N*5$(.7!G(.F71##$!.#5(.+7!$1#!F#A!687-&#77H(.4*&-P*$-(&!2*5$(.7!$1*$!$1#!$#*)!5(&7-+#.#+!-&!
#;*38*$-&4!$1#!*//3-5*&$=!X#A!2*5$(.7!1#3/!+#2-&#!%1*$!-7!-)/(.$*&$!*&+!.#3#;*&$!$(!$1#!*//3-5*&$=!01#7#!
*.#!3-7$#+!-&!$1#!D(&7#&787!:5(.#6((F!*&+!)(+-2-#+!*7!&#5#77*.A!$(!.#23#5$!&#%!-&2(.)*$-(&!(6$*-&#+!
+8.-&4!$1#!:I =!X&(%3#+4#!*&+!87#!(2!$1#!F#A!2*5$(.7!*.#!#77#&$-*3!$(!$1#!/.(/#.!5(&+85$!(2!*!:I !
#;*38*$-(&=!In anticipation of the team leader’s discussion with the Panel of Judges, the team provides 
the consensus key factors, and completes the question at the bottom: “Thinking about the questions 
in the Organizational Profile, did the team have any new insights about the applicant as a result of the 
SV?” !
 
Key Themes Worksheet  
01#!X#A!01#)#7!G(.F71##$!/.(;-+#7!F#A!/(-&$7!*&+!*&!(;#.*33!78))*.A!(2!$1#!:I !0#*)W7!#;*38*$-(&!(2!
$1#!*//3-5*&$=!L$!-7!*&!8/+*$#!(2!$1#!X#A!01#)#7!G(.F71##$!2.()!D(&7(3-+*$-(&!(2!5())#&$7!2.()!L, =!!
!
X#A!$1#)#7!*.#!6*7#+!(&!$1#!(;#.*33!5(&$#M$!/.(;-+#+!6A!$1#!#;*38*$-(&!2.*)#%(.F!<$1#!D.-$#.-*!
5*$#4(.-#7@!*&+!$1#!5(.#!;*38#7!*&+!5(&5#/$7!<2(8&+!-&!$1#!6*,'+*,"$0&*$7+*0&*!"%-+$89-+11+%-+!6((F3#$7@=!
01#!X#A!01#)#7!G(.F71##$!+(#7!&($!.#/#*$!$1#!2-&+-&47!4-;#&!-&!$1#!L$#)!G(.F71##$7=!E*$1#.>!-$!/8$7!
$1#)!-&!/#.7/#5$-;#>!5(&7-+#.-&4!5*$#4(.A!3-&F*4#7>!F#A!2*5$(.7>!*&+!5(.#!;*38#7=!:##!$1#!N-&*3!G(.+!
0#)/3*$#=!
01#!X#A!01#)#7!G(.F71##$!.#7/(&+7!$(!$1#!2(33(%-&4!R8#7$-(&79!

*=! G1*$!*.#!$1#!)(7$!-)/(.$*&$!7$.#&4$17!(.!(8$7$*&+-&4!/.*5$-5#7!<(2!/($#&$-*3!;*38#!$(!($1#.!
(.4*&-P*$-(&7@!-+#&$-2-#+!-&!$1#!*//3-5*&$W7!.#7/(&7#!$(!/.(5#77!-$#)7a!

6=! G1*$!*.#!$1#!)(7$!7-4&-2-5*&$!(//(.$8&-$-#7>!5(&5#.&7>!(.!;83&#.*6-3-$-#7!-+#&$-2-#+!-&!$1#!
*//3-5*&$W7!.#7/(&7#!$(!/.(5#77!-$#)7a!

5=! D(&7-+#.-&4!$1#!*//3-5*&$W7!F#A!687-&#77H(.4*&-P*$-(&!2*5$(.7>!%1*$!*.#!$1#!)(7$!7-4&-2-5*&$!
7$.#&4$17!<.#3*$#+!$(!+*$*>!5()/*.-7(&7>!*&+!3-&F*4#7@!2(8&+!-&!-$7!.#7/(&7#!$(!.#783$7!-$#)7a!

+=! D(&7-+#.-&4!$1#!*//3-5*&$W7!F#A!687-&#77H(.4*&-P*$-(&!2*5$(.7>!%1*$!*.#!$1#!)(7$!7-4&-2-5*&$!
(//(.$8&-$-#7>!;83&#.*6-3-$-#7>!*&+H(.!4*/7!<.#3*$#+!$(!+*$*>!5()/*.-7(&7>!*&+!3-&F*4#7@!2(8&+!-&!
-$7!.#7/(&7#!$(!.#783$7!-$#)7a!

!
! !
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X#A!$1#)#7!5())#&$7!2(.!R8#7$-(&7!*=!*&+!6=!*++.#77!$1#!#;*38*$-(&!2*5$(.7!(2!*//.(*51>!+#/3(A)#&$>!
3#*.&-&4>!*&+!-&$#4.*$-(&!<,VBL@=!01#!5())#&$7!2(.!R8#7$-(&7!5=!*&+!+=!*++.#77!3#;#37>!$.#&+7>!
5()/*.-7(&7>!*&+!-&$#4.*$-(&!<B#0DL@>!-&538+-&4!7#4)#&$*$-(&>!*7!%#33!*7!3-&F*4#!$(!$1#!*//3-5*&$W7!
(.4*&-P*$-(&*3!.#R8-.#)#&$7!*&+!4*/7=!!
 

Item Worksheets  
01-7!%(.F71##$!-7!$1#!.#5(.+!(2!A(8.!2-&*3!#;*38*$-(&!(2!$1#!*//3-5*&$!2(.!#*51!(2!$1#!D.-$#.-*!-$#)7=!!
!
,7!A(8!53*.-2A!(.!;#.-2A!"11!UNL7!*&+!"11!7$.#&4$17!$1*$!*.#!6(3+#+!*&+H(.!*//#*.!-&!$1#!F#A!$1#)#7>!
5*/$8.#!$1#!2-&+-&47!*&+!5(&5387-(&7!(&!$1-7!%(.F71##$=!,33!($1#.!5())#&$7>!%1#$1#.!2833A!-&;#7$-4*$#+!
(.!&($>!71(83+!6#!.#;-#%#+>!.#2-&#+>!*&+!-&538+#+!(&!$1#!L$#)!G(.F71##$=!L2!A(8!+-75(;#.!&($1-&4!
.#3*$#+!$(!(&#!(2!$1#7#!5())#&$7>!A(8!)*A!-&+-5*$#!(&!$1#!%(.F71##$![&($!-&;#7$-4*$#+!(&?7-$#=\!"A!$1#!
#&+!(2!$1#!:I >![-$!-7!8&53#*.>\![-$!-7!&($!*//*.#&$>\!(.!7-)-3*.!%(.+7!must not remain in any comment=!
!
01#!SM*)-&#.!0#)/3*$#!%-33!1*;#!$(!-&5(./(.*$#!D(&7#&787!E#;-#%!5())#&$7>!$1#-.!&($#7!(2!
53*.-2-5*$-(&>!*&+!$1#-.!-$#)!.#2#.#&5#7!-&$(!$1#!*//.(/.-*$#!5(38)&7!(2!$1#!L$#)!G(.F71##$7=!
L&2(.)*$-(&!4*/7!(.!3*5F!(2!8&+#.7$*&+-&4!)87$!6#!.#7(3;#+!$1.(841!$1#!:I >!87-&4!:IL!G(.F71##$7=!!
!
L2!&#%!-&2(.)*$-(&!*.-7#7!+8.-&4!$1#!:I >!A(8!)*A!*++!5())#&$7!$(!$1#!-$#)!%(.F71##$=!:-)-3*.3A>!-2!A(8.!
2-&+-&47!.#)(;#!*!7$.#&4$1!(.!*&!UNL>!A(8!)*A!-&+-5*$#!*!5())#&$!-7!+#3#$#+!68$!3#*;#!$1#!.#2#.#&5#!*7!
[5())#&$!+#3#$#+\!*&+!%1*$!1*//#&#+!$(!-$=!V#75.-6#!$1#!2-&+-&47!3#*+-&4!$(!&#%!(.!+#3#$#+!5())#&$7!
-&!$1#!*//.(/.-*$#!:IL!G(.F71##$7!7(!$1*$!$1#!_8+4#7!8&+#.7$*&+!1(%!$1#!5())#&$7!#)#.4#+!(.!%#.#!
+#3#$#+=!!
!
N(.!-$#)7!$1*$!A(8!3#*+>!-&+-5*$#!-&!$1#!75(.-&4!7#5$-(&!A(8.!.#5())#&+*$-(&!2(.!$1#!-$#)!75(.-&4!.*&4#=!
:5(.-&4!.*&4#7>!&($!-&+-;-+8*3!-$#)!75(.#7>!*.#!/.(;-+#+!$(!7-$#?;-7-$#+!*//3-5*&$7=!,2$#.!A(8.!$#*)!
)#)6#.7 !-&+-;-+8*33A!.#;-#%!*&+!/.(;-+#!2##+6*5F!(&!A(8.!.#5())#&+#+!75(.#>!$1#!$#*)!%-33!+-75877!
75(.-&4!*7!*!2-&*3!7$#/=!,&A!+-22#.#&5#7!&($!.#7(3;#+!+8.-&4!$1#!$#*)!.#;-#%!/.(5#77!5*&!6#!.#7(3;#+!
+8.-&4!$1-7!+-75877-(&=!!
!
SVI Worksheets  
:IL!G(.F71##$7!$.*5F!$1#!)*_(.H-)/(.$*&$!-778#7!$1*$!&##+!$(!6#!;#.-2-#+!(.!53*.-2-#+!+8.-&4!$1#!:I =!,33!
UNL7!)87$!6#!53*.-2-#+!*&+!*33!7$.#&4$17!$1*$!*.#!6(3+#+!*&+H(.!*//#*.!-&!$1#!F#A!$1#)#7!)87$!6#!
;#.-2-#+=!
!
:IL!G(.F71##$7!*.#!$1#!_8+4#7W!)*_(.!;#1-53#!2(.!8&+#.7$*&+-&4!%1*$!A(8!1#*.+!*&+!7*%!(&!A(8.!:I =!
01#!_8+4#7!3((F!2(.!53#*.![*8+-$!$.*-37\!2.()!$1#!D(&7(3-+*$-(&!(2!5())#&$7!$(!$1#!:I !2-&+-&47>!
5(&5387-(&7!*&+!75(.#7>!%1-51!*.#!6*7#+!(&!A(8.!-&$#.;-#%7!*&+!+(58)#&$!*&+!+*$*!.#;-#%7=!!
!
! !
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N(.!/.(5#77!-$#)79!L778#7!2(.!(&?7-$#!:+*,0,-"',&%!(2!7$.#&4$17!*&+!-1"*,0,-"',&%$(2!UNL7!-&538+#!$1#!
*//3-5*&$W7!*//.(*51>!$1#!#M$#&$!(2!$1#!*//.(*51W7!+#/3(A)#&$>!(.4*&-P*$-(&*3!3#*.&-&4>!*&+!*3-4&)#&$!
(.!-&$#4.*$-(&!.#3*$#+!$(!$1#!*//.(*51=!N(.!#M*)/3#>!-2!*!7$.#&4$1!5())#&$!+-75877#7!$1#!#M-7$#&5#!(2!*!
7A7$#)*$-5!/.(5#77>!A(8!%(83+!;#.-2A!$1*$!$1#!/.(5#77!#M-7$7!*&+!(/#.*$#7!*7!/.#7#&$#+!-&!$1#!%.-$$#&!
*//3-5*$-(&=!V8.-&4!$1#!:I >!A(8!;#.-2A!$1*$!*//.(/.-*$#!5.#+-$!%*7!4-;#&!+8.-&4!$1#!D(&7(3-+*$-(&!(2!
5())#&$7 =!01-7!-7!/*.$-583*.3A!$.8#!%1#&!$1#!D(&7(3-+*$-(&!4*;#!$1#!*//3-5*&$!$1#!6#&#2-$!(2!$1#!+(86$=!!

!
V8.-&4!$1#!/3*&&-&4!/1*7#!(2!$1#!:I >!-2!A(8!5*&>!+#;#3(/!$%(!(.!$1.##!:IL7!/#.!/.(5#77!-$#)=!G1#&!A(8!
3-7$!5())#&$7!-&!$1#![D())#&$7!,22#5$#+\!5(38)&!(2!*&!:IL!G(.F71##$!2(.!/.(5#77!-$#)7=!01#7#!:IL7!
2(587!(&!F#A!/.(5#77#7!7(!$1*$!A(8.!-&;#7$-4*$-(&!(2!#*51!(2!$1#)!/.(;-+#7!-&2(.)*$-(&!&##+#+!$(!
2-&*3-P#!)(.#!$1*&!(&#!5())#&$=!S*51!:IL!1*7!-$7!(%&!:IL!G(.F71##$=!!
!
N(.!.#783$7!-$#)79!01#!:IL!G(.F71##$!2(.!.#783$7!-$#)7!+-22#.7!2.()!$1#!(&#!2(.!/.(5#77!-$#)7=!S*51!
.#783$7!-$#)!1*7!(&#!:IL!G(.F71##$!$1*$!-&538+#7!$1#!7$.#&4$17!$1*$!.#R8-.#!;#.-2-5*$-(&!*&+!$1#!UNL7!
$1*$!.#R8-.#!53*.-2-5*$-(&=!K(8!7#3#5$!*!7$.#&4$1!(.!UNL!5())#&$>!%.-$#!*!6.-#2!78))*.A>!*&+!$1#&!3-7$!$1#!
2-48.#7!*77(5-*$#+!%-$1!-$>!*7!%#33!*7!-$7!6#&#2-5-*3!$.#&+7!*&+!2*;(.*63#!5()/*.-7(&7=!,&*3A7#7!-&+-5*$#!
%1#$1#.!$1#!+*$*!.#/.#7#&$!<Y@!4((+?$(?#M5#33#&$!3#;#37>!6#&#2-5-*3!$.#&+7>!*&+!2*;(.*63#!5()/*.-7(&7T!
<b@!7#4)#&$#+!.#783$7!$(!)#*78.#!/#.2(.)*&5#!*5.(77!587$()#.!4.(8/7>!/.(+85$7>!*&+H(.!7#.;-5#7>!
)*.F#$ !7#4)#&$7>!*&+!%(.F2(.5#!4.(8/7T!*&+!<c@!+*$*!+#.-;#+!2.()!$1#!*//3-5*&$W7!8/+*$#+!.#783$7!
.#5#-;#+!$%(!%##F7!6#2(.#!$1#!:I =!

!
"#2(.#!$1#!:I >!5()/3#$#!A(8.!:IL!G(.F71##$7=!K(8!)*A!%*&$!$(!)*F# !5(/-#7!(2!$1#!/*.$-*33A!5()/3#$#+!
%(.F71##$7!$(!)*F#!&($#7!(&!$1#)!+8.-&4!(&?7-$#!)##$-&47=!S*51!#;#&-&4!(2!$1#!:I >!A(8!%-33!.#;-#%!
A(8.!($1#.!#M*)-&#.7W!&($#7!*&+!.#5(.+!$1#7#!2-&+-&47!(&!)*7$#.!5(/-#7!(2!$1#!:IL!G(.F71##$7!</(7$#+!
(&!$1#!%*33!(.!*63#!$(!6#!;-#%#+!(&!)#+-*!2(.!$1(7#!(22?7-$#@=!N-&*3!:IL!G(.F71##$7!%-33!6#!/*.$!(2!$1#!:I !
:5(.#6((F! /.(;-+#+!$( !$1#!_8+4#7!$(!48-+#!$1#-.!+#5-7-(&7=!
!
L&!$#*)!)##$-&47>!A(8!*&+!A(8.!($1#.!#M*)-&#.7!%-33!87#!$1#-.!:IL!G(.F71##$7!$(!+-75877!/.#3-)-&*.A!
2-&+-&47!*&+!5(&5387-(&7=!N-&+-&47!)-41$!-&538+#!(67#.;*$-(&7>!7/#5-2-5!*&7%#.7>!*&+H(.!8/+*$#+!.#783$7!
$1*$!)*A!3#*+!$(!.#;-7#+!5())#&$7=!D(&5387-(&7!-&+-5*$#!1(%!$1#!2-&+-&47!*22#5$!-$#)!5())#&$7=!`&$-3!
$1#!:I !#&+7>!/.#3-)-&*.A!5(&5387-(&7!*.#!786_#5$!$(!51*&4#!*7!&#%!-&2(.)*$-(&!6#5()#7!*;*-3*63#=!K(8.!
$#*)W7!+-75877-(&7!*&+!/.#3-)-&*.A!5(&5387-(&7!%-33!1#3/!48-+#!A(8.!%(.F!+8.-&4!$1#!:I =!!
!
Score Summary Worksheet—SV  
,7!75(.#7!*.#!.#2-&#+!$1.(841!:I !2-&+-&47>!A(8!2-&*3-P#!$1#!75(.-&4!.*&4#!2(.!#*51!-$#)!*&+!.#5(.+!
.#783$-&4!51*&4#7!<1-41#.!.*&4#>!3(%#.!.*&4#>!7*)#!.*&4#@!(&!$1#!G(.F!0#)/3*$#=!N-&*33A>!A(8!*&+!$1#!
$#*)!87#!$1#!:5(.-&4!"*&+!V#75.-/$(.7!$(!+#$#.)-&#!%1-51!+#75.-/$(.!2(.!/.(5#77!-$#)7!*&+!%1-51!
+#75.-/$(.!2(.!.#783$7!-$#)7!6#7$!.#23#5$!$1#!$#*)W7!;-#%!(2!$1#!*//3-5*&$>!*&+!$1#!75(.#F##/#.!-&/8$7!
$1#7#!6*&+!&8)6#.7!(&!$1#!:5(.#!:8))*.A!G(.F71##$=!
 
Summary of Sites Visited  
01#!:8))*.A!(2!:-$#7!I-7-$#+!+8.-&4!*!:I!*&+!(.4*&-P*$-(&*3!*.#*7!+-75877#+!(&!$1#!:I!5(&$*-&7!
-&2(.)*$-(&!*6(8$!$1#!#M$#&$!*&+!$1(.(841&#77!(2!$1#!:I =!01#!$#*)!3-7$7!$1#!)*_(.!3(5*$-(&7!-$!;-7-$#+!
*&+!+#75.-6#7!*&A!-)/(.$*&$!*7/#5$7!(2!$1#!7-$#7!$1*$!*.#!&($!*//*.#&$!2.()!$1#!:-$#!B-7$-&4!*&+!
V#75.-/$(.7!7#5$-(&!(2!$1#!S3-4-6-3-$A!D#.$-2-5*$-(&!N(.)=!N(.!#M*)/3#>!$1#!3-7$!)-41$!-&538+#![(3+#7$!
2*5-3-$A>\![7-$#!%-$1!*!)*_(.!.#+85$-(&!-&!2(.5#>\![3(5*$-(&!%1#.#!$1#!&#%#7$!/.(+85$!%-33!6#!
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)*&82*5$8.#+>\!(.![$#3#/1(&#!(.!+*$*!7#.;-5#!5#&$#.!$1*$!.8&7!$1.##!71-2$7=\!L&!*++-$-(&>!#M*)-&#.7!
+#75.-6#!*//.(*51#7!$1#A!87#+!$(!#;*38*$#!7-$#7!$1*$!$1#A!+-+!&($!;-7-$>!-&538+-&4!7-$#7!(8$7-+#!$1#!`&-$#+!
:$*$#7=!
!
01-7!%(.F71##$!*37(!5(&$*-&7!*&A!($1#.!-&2(.)*$-(&!*6(8$!$1#!$#*)W7!7$.*$#4A!2(.!*!$1(.(841!:I >!7851!*7!!!

¥!!![L&$#.;-#%#+!#)/3(A##7!(&!*33!$1.##!71-2$7\!!
¥!!![L&$#.;-#%#+!5*$#4(.-#7H$A/#7!(2!#)/3(A##7!d7/#5-2A!5*$#4(.-#7H$A/#7e\!
¥!!![I-7-$#+!*$!3#*7$!(&#!3(5*$-(&!-&!#*51!(2!$1#!(/#.*$-&4!.#4-(&7\!!
¥!!![V-+!*!7*)/3-&4!*$!*33!3#;#37!*&+!-&!*33!3(5*$-(&7!(2!$1#!(.4*&-P*$-(&W7!5.-$-5*3!+*$*!7A7$#)7\!

 
SV Consensus Agreement to Comments and Scores 
01#!2-&*3!.#R8-.#)#&$!(2!$1#!:I !0#*)!-7!5(&7#&787!(&!$1#!5())#&$7!*&+!$1#!75(.#7=!01#!0#*)!B#*+#.!
%-33!4#$!*!;#.6*3!A#7!(.!&(!2.()!#*51!$#*)!)#)6#.=!,&A(&#!%1(!7*A7!&(>!$1#!0#*)!B#*+#.!%-33!5(&$*5$!
$1#!O0N!DSU!*&+!#M/3*-&!2833A!$1#!+-7*4.##)#&$=!!
!
SV Scorebook Composition 
,$!$1#!#&+!(2!$1#!:I >!+*$*!2.()!$1#!L$#)!G(.F71##$7>!:IL!G(.F71##$7>!X#A!N*5$(.7!G(.F71##$>!$1#!X#A!
01#)#7!G(.F71##$>!*&+!$1#!:5(.#!:8))*.A!G(.F71##$!-&!CVN!2(.)!*.#!786)-$$#+!$(!$1#!DSU=!01#!
:8))*.A!(2!:-$#7!I-7-$#+!(.!(.4*&-P*$-(&*3!*.#*7!.#;-#%#+!*.#!/(7$#+!+-.#5$3A!$(!$1#!2-&*3!.#/(.$=!!
 
SV Scorebook Submission 
,$!$1#!5(&5387-(&!(2!$1#!:I >!three electronic versions!(2!$1#!:I !:5(.#6((F!*.#!)*+# Q(&#!#*51!2(.!$1#!
C.(5#77!D(*51>!$1#!$#*)!3#*+#.>!*&+!*!6*5F8/!$#*)!3#*+#.=!!
!
C*/#.!5(/-#7!(2!$1#!75(.#6((F!*.#!(/$-(&*3!2(.!$1#!$#*)!3#*+#.!*&+!$1#!6*5F8/!$#*)!3#*+#.=!
!
01#!$#*)!3#*+#.!)*A!.#;-#%!*&+!)*F#!2-&*3!.#2-&#)#&$7!$(!$1#!75(.#6((F!(&!SM*)-&#.!0#)/3*$#!6A!
$#*)!751#+83#!*77-4&#+!2.()!O0N=!01-7!.#;-#%!*&+!2-&*3!#+-$!-7!&($!-&$#&+#+!$(!#&5(8.*4#!(.!#;#&!/#.)-$!
$1#!$#*)!3#*+#.W7!#M$#&7-;#!#+-$-&4!(2!$1#!.#/(.$T!-$7!/8./(7#!-7!$(!#&78.#!$1*$!$1#!75(.#6((F!-7!5()/3#$#!
*&+!*558.*$#=!N(.!#M*)/3#>!-$!-7!&($!8&5())(&!2(.!(&#!(.!)(.#!%(.F71##$7!$(!6#!)-77-&4>!2(.!5())#&$7!
$(!6#!)-7/3*5#+!(.!-&538+#+!)(.#!$1*&!(&5#>!2(.!%(.+7!7851!*7![-$!-7!&($!53#*.\!$(!6#!)-77#+!-&!
5())#&$7>!(.!2(.!75(.-&4!-&2(.)*$-(&!$(!6#!)-77-&4!(.!-&*558.*$#=!,33!$#*)!)#)6#.7!)87$!%*$51!2(.!
$1#7#!7(.$7!(2!#+-$7!$(!4-;#!$1#!_8+4#7!*&!*558.*$#!.#/.#7#&$*$-(&!(2!$1#!$#*)W7!2-&+-&47!*&+!5(&5387-(&7=!
0%#*F-&4!5())#&$7!2(.!4.*))*.!*&+!7$A3#!-7!&($!*//.(/.-*$#!*$!$1-7!$-)#=! !
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"#$%&'(%)*#$!+#,!-*&!.&*(/$$!+#,!0/$'1%$!"%/2$!
!How to Prepare Process Item Worksheets and SV Issue (SVI) Worksheets  

 
During the SV planning phase (through the Sunday or Monday planning meeting) 
L&!/.#/*.*$-(&!2(.!$1#!:I >!#*51!$#*)!)#)6#.!%-33!6#!&*)#+!$1#!-$#)!3#*+!2(.!7#;#.*3!/.(5#77!-$#)7!
*&+H(.!.#783$7!-$#)7=!0%(!)*_(.!$A/#7!(2!+(58)#&$7Q$1#!L$#)!G(.F71##$7!*&+!$1#!:IL!G(.F71##$7Q
%-33!6#5()#!/*.$!(2!$1#!75(.#6((F!786)-$$#+!$(!$1#!_8+4#7=!!
 

Y=! G1#&!A(8.!$#*)!)(;#7!2.()!D( &7(3-+*$-(&!(2!5())#&$7!$(! :I !E#;-#%>!*!&#%!SM*)-&#.!0#)/3*$#!
%-33!6#!5()/3#$#+!71(%-&4!$1#!6#7$!$1(841$7!2(.!$1#!*//3-5*&$=!L$#)!B#*+7!%-33!F##/!*33!5())#&$7!
-&!L&+#/#&+#&$!,&*3A7-7!<L,@!2(.!$1#!+8.*$-(&!(2!$1#!:I =!!

b=! !:$*.$!6A!+#;#3(/-&4!(&#?$(?$1.##!:IL7>!-2!/(77-63#>!*$!$1#!F#A!/.(5#77!3#;#3!2(.!#*51!-$#)=!'#.#!-7!
(&#!%*A!$(!7$*.$!*&!:IL9!

*=! 0(!8&+#.7$*&+!$1#!F#A!/.(5#77#7!-&;(3;#+>!.#;-#%!$1#!F#A!-&/8$7!$(!$1#!-$#)!<#=4=>!D.-$#.-*!
.#R8-.#)#&$7>!F#A!2*5$(.7>!*&+!5())#&$7@=!

6=! :#3#5$!(&#!UNL!5())#&$>!7-&5#!*33!)87$!6#!53*.-2-#+>!*&+!+#$#.)-&#!$(!%1-51!F#A!/.(5#77!
-$!.#3*$#7=!D(&7-+#.!-&!A(8.!:IL!$1#!/.(5#77!#;*38*$-(&!2*5$(.7!<*//.(*51>!+#/3(A)#&$>!
3#*.&-&4>!*&+!-&$#4.*$-(&!d,VBLe@!*++.#77#+!-&!$1#!5())#&$=!!

5=! E#;-#%!($1#.!UNL7!*&+!7$.#&4$17!$(!+#$#.)-&#!-2!$1#!-778#7!.#3*$#+!$(!$1*$!F#A!/.(5#77!5*&!
6#!53*.-2-#+!*&+!;#.-2-#+!$1.(841!(&#!-&$#4.*$#+!:IL=!!

!
Integration within an SVI is not the same thing as combining issues. L$!5*&!6#!
$#)/$-&4!$(!/8$!*7!)*&A!-778#7!*7!/(77-63#!-&$(!*!7-&43#!:IL=!01-7!-7!&($!1#3/283!%1#&!
$1(7#!-778#7!*.#!&($!.#3*$#+!$(!$1#!7*)#!F#A!/.(5#77=!01-7!5.#*$#7!*!/*$51%(.F!:IL!
G(.F71##$!$1*$!%-33!5(&287#!$1#!$#*)!*&+!$1#!_8+4#7=!L2!$1#!-778#7!%-33!&($!6#!
-&;#7$-4*$#+!$1.(841!$1#!7*)#!)#$1(+7!<#=4=>!$*3F-&4!$(!$1#!7*)#!/#(/3#>!.#;-#%-&4!
$1#!7*)#!+(58)#&$7>!)*F-&4!$1#!7*)#!(67#.;*$-(&7@>!-$!-7!/.(6*63A!&($!*//.(/.-*$#!
$(!-&$#4.*$#!$1#)=!
!
+=! G1#&!A(8!1*;#!*++.#77#+!*33!UNL7>!51#5F!$(!7##!-2!$1#!:IL7!*37(!;#.-2A!2-.7$>!*33!6(3+#+!

<7-4&-2-5*&$@!7$.#&4$17!*&+!$1#&>!$1#!.#)*-&-&4!7$.#&4$17=!S;#.A!5())#&$!71(83+!6#!
*++.#77#+!6A!*&!:IL=!L2!&($>!A(8!)*A!&##+!$(!5.*2$!*!7#/*.*$#!:IL=!

c=! V#75.-6#!$1#!:IL!$1*$!A(8!*.#!+#;#3(/-&4>!-&+-5*$-&4!%1-51!/.(5#77#7!A(8!%-33!53*.-2A!(.!;#.-2A=!!

!

:IL7!)*A!-&;(3;#!#3#)#&$7!(2!$1#!F#A!$1#)#7!-2!$1#A!)*A6#!5.(77!58$$-&4!
<)(.#!$1*&!(&#!5*$#4(.A!7851!*7!*!UNL!2(.!%(.F2(.5#!/3*&&-&4!<f@!*&+!$1#!
7$.*$#4-5!/3*&!<b@=!01#!$#*)!3#*+#.!)87$!#&78.#!$1*$!$1#!5(33#5$-;#!:IL7!;#.-2A!
*&+!53*.-2A!$1#!F#A!$1#)#7=!!

! !

!"##$%&$'()*+,-( "#$%&#'(!%)!*+,!-.(!/0.(()!1.%)'/!12//%3$(4!
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!
g=! V#2-&#!$1#!5(.#!R8#7$-(&7!$(!.#7(3;#!$1#!:IL=!V#7-4&!$1#!R8#7$-(&7!$(!#3-5-$!-&2(.)*$-(&!$1*$!

;#.-2-#7!(.!53*.-2-#7!$1#!(.-4-&*3!5())#&$7!-&!$1#!75(.#6((F=!D.*2$!$1#7#!5(.#!R8#7$-(&7!$(!*++.#77!
$1#!/.(5#77!#;*38*$-(&!2*5$(.7!<,VBL@!-&538+#+!-&!$1#!5())#&$7=!!

!
:IL7!5*&!6#!*!F#A!7(8.5#!(2!71*.#+!8&+#.7$*&+-&4!2(.!$1#!$#*)=!L2!$1#!#&$-.#!
$#*)!-7!-&;(3;#+!-&!+#;#3(/-&4!*&+!;#$$-&4!:IL7!*&+!:$.*$#4A!0((37!6#2(.#!
3#*;-&4!2(.!$1#!7-$#>!$#*)!)#)6#.7!%-33!#&$#.!$1#!:I !%-$1!*!5())(&!;-#%!(2!
$1#-.!8&+#.7$*&+-&4!(2!$1#!*//3-5*&$!*&+!1(%!$(!2-33!4*/7=!`7#!$1#!2##+6*5F!
/*&#3>!7-)-3*.!$(!5(&7(3-+*$-(&!(2!5())#&$7>!$(!4-;#!*!$#*)!)#)6#.!2##+6*5F!
(&!*&!:IL!(.!7$.*$#4A=!,33(%-&4!-&+-;-+8*3!$#*)!)#)6#.7!$(![(%&\!/*.$-583*.!
-778#7!5*&!3#*+!$(!+-22-583$-#7!-&!.#*51-&4!5(&7#&787=!01#.#2(.#>!7/#&+!$-)#!*7!*!
$#*)!#M*)-&-&4!*&+!5.-$-R8-&4!:IL7!*&+!:$.*$#4A!0((37!+8.-&4!/3*&&-&4>!$1#!
:8&+*A!(.!J(&+*A !/3*&&-&4!)##$-&4>!*&+!$1.(841(8$!$1#!;-7-$=!

 
f=! ,7!A(8!/.#/*.#!$(!3#*;#!2(.!$1#!:I >!#&78.#!A(8!1*;#!*33!L$#)!G(.F71##$!*&+!$1#!:IL!G(.F71##$7!

2(.!#*51!-$#)!$1*$!A(8!3#*+=!!!

h=! SM/(.$!$1#!CVN!+(58)#&$7!(&$(!$1#!3*/$(/!A(8!*.#!$*F-&4!$(!7-$#!*&+!(&$(!*!23*71!+.-;#=!U/#&!*&+!
&*;-4*$#!-&!$1#!CVN7!*&+!$#7$!A(8.!3*/$(/!*&+!`:"!/(.$7!$(!)*F#!78.#!$1#A!7$-33!28&5$-(&!%1#&!
+-75(&&#5$#+!2.()!%(.F!(.!1()#!&#$%(.F<7@=!L2!A(8!1*;#!R8#7$-(&7>!5(&$*5$!A(8.!0#*)!B#*+#.=!

On-site (between the opening and closing meetings at the applicant’s location[s]) 
i=! ,2$#.!A(8!-&$#.;-#%!$1#!*//3-5*&$W7!#)/3(A##7H7$*22H2*583$AH;(38&$##.7!*&+!.#;-#%!+(58)#&$7>!

78))*.-P#!$1#!#;-+#&5#!&##+#+!$(!78//(.$!*!5(&5387-(&!$(!$1#!5(.#!R8#7$-(&7!(&!$1#!:IL!
G(.F71##$7=!01-7!#;-+#&5#!48-+#7!A(8!-&!+#$#.)-&-&4!%1#&!A(8!1*;#!5(33#5$#+!#&(841!
-&2(.)*$-(&=!!

j=! L&!/.#7#&$-&4!$1-7!#;-+#&5#>!6#!78.#!$(!/.(;-+#!A(8.!$#*))*$#7!*&+!$1#!_8+4#7!%-$1!#&(841!+#$*-3!
$1*$!$1#A!*.#!*63#!$(!#;*38*$#!A(8.!5(&5387-(&=!L&538+#!6.-#2!5-$*$-(&7!(2!$1#!7(8.5#!(2!$1#!+*$*>!
7851!*7![-&!-&$#.;-#%!%-$1!7#;#&!1-.-&4!)*&*4#.7>\![$1.(841!*&*3A7-7!(2!$1#!/*7$!$1.##!A#*.7W!:CC!
-&/8$!+(58)#&$7>\!*&+![+8.-&4!%*3F?*.(8&+!-&$#.;-#%7!%-$1!*//.(M-)*$#3A!bg!7$*22!)#)6#.7!
2.()!*33!3#;#37!*&+!+#/*.$)#&$7=\!!

k=! ^#M$>!+.*2$!*!7855-&5$!5(&5387-(&!$1*$!.#7/(&+7!$(!$1#!5(.#!R8#7$-(&!*&+!+.*%7!(&!$1#!#;-+#&5#!
/.#7#&$#+=!K(8!)87$!6#!*63#!$(!*&7%#.!#*51!:ILW7!5(.#!R8#7$-(&7>!$187![53(7-&4\!$1#!:IL>!6#2(.#!
$1#!53(7-&4!)##$-&4=!K(8.!5(&5387-(&!+-.#5$3A!-&+-5*$#7!*&A!51*&4#7!A(8!&##+!$(!)*F#!-&!$1#!
(.-4-&*3!5())#&$7!(&!$1#!L$#)!G(.F71##$7=!

!

V8.-&4!$1-7!/1*7#>!A(8!%-33!/(7$!$1#!:IL!G(.F71##$7!2(.!A(8.!$#*)!)#)6#.7!
$(!.#;-#%!+8.-&4![%*3F!$1#!%*33\!%-$1!/1A7-5*3!(&?7-$#!)#)6#.7!(.![%*3F!$1#!
75.##&\!%-$1!;-.$8*3!)#)6#.7=!K(8!)*A!#+-$!$1#!:IL!2(.!53*.-$A!(.!$(!*++!
-&2(.)*$-(&!*&+!$1#&!/.-&$!*&+!.#/(7$!2(.!*&($1#.![%*3F=\!
!
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Post-site (after the closing meeting) 
!

,2$#.!*33!%(.F!-7!5()/3#$#!*&+!$1#!$#*)!-7!.#*+A!$(!4-;#!$1#-.!;#.6*3!*4.##)#&$!(&!$1#!:I !
:5(.#6((F>!$1#!$#*)!3#*+#.!%-33!4*$1#.!*33!L$#)!G(.F71##$7!*&+!:IL!G(.F71##$7!*&+!71(%!$1#!
-&2(.)*$-(&!-&!$1#!0#)/3*$#= 

 
How to Prepare Results Item Worksheets and SVI Worksheets 

 
During the SV planning phase (through the Sunday or Monday planning meeting) 
01#!2(.)*$!(2!$1#!L$#)!G(.F71##$!2(.!.#783$7!-$#)7!-7!$1#!7*)#!*7!2(.!/.(5#77!-$#)7=!'(%#;#.>!$1#.#!-7!
(&3A!(&#!:IL!G(.F71##$!2(.!#*51!-$#)!-&!5*$#4(.A!i=!01#!:IL!G(.F71##$!-7!(.4*&-P#+!6A!5())#&$7!-&!$1#!
L$#)!G(.F71##$!*&+!+(58)#&$7!$1#!2-48.#7!-&538+#+!%-$1-&!$1#!5())#&$7=!U&!$1#!:IL!G(.F71##$>!A(8!
%-33!*37(!3-7$!*&A!-&$#.;-#%7!.#R8-.#+!(.!*++-$-(&*3!+(58)#&$7!$(!.#;-#%=!!
!
Y=! G1#&!A(8.!$#*)!)(;#7!2.()!D(&7 (3-+*$-(&!(2!5())#&$7!$(!:I !E#;-#%>!A(8!%-33!&##+!$(!5(&7(3-+*$#!

5())#&$7! $1#!SM*)-&#.!0#)/3*$#=!!!
!

b=! U&5#!A(8!1*;#!5()/3#$#+!+*$*!2(.!#*51!-&+-;-+8*3!7$.#&4$1!*&+!UNL>!5(&7-+#.!$1#![C#(/3#Hl.(8/7!$(!
L&$#.;-#%\!*&+!$1#![V(58)#&$7!$(!E#;-#%=\!D(&7-+#.!%1-51!/#(/3#!*&+!+(58)#&$7!%(83+!*&7%#.!
A(8.!R8#7$-(&7=!01-7!-&2(.)*$-(&!%-33!6#!87#283!2(.!A(8!-&!/.#/*.-&4!2(.!$1#!:I >!68$!-$!%-33!&($!6#!4-;#&!
$(!$1#!_8+4#7=!

!
Upon receipt of updated results (one or two weeks before the SV) 
c=! G1#&!A(8!.#5#-;#!8/+*$#+!.#783$7!2.()!$1#!*//3-5*&$>!7#3#5$!#*51!.#783$7!:IL!*&+!$1#&!#*51!

5())#&$!%-$1-&!$1#!:IL=!!
!

g=! "#2(.#!A(8!3#*;#!1()#!2(.!$1#!:I >!#M/(.$!$1#!L$#)!G(.F71##$!*&+!:IL!G(.F71##$!2(.!#*51!.#783$7!
-$#)!$1*$!A(8!3#*+!-&$(!*!CVN!+(58)#&$=!U&?7-$#>!87#!$1#!CVN!+(58)#&$7!$(!.#5(.+!A(8.!2-&+-&47>!
*&*3A7#7>!5(&5387-(&7>!*&+!.#;-7#+!5())#&$7=!
!

On-site (at the applicant’s location[s]) and Post-site (after the closing meeting) 
f=! G(.F-&4!-&!A(8.!CVN!+(58)#&$7>!5(/A!A(8.!5(&5387-(&7!2(.!#*51!5())#&$!2.()!$1#!:IL!G(.F71##$!

$(!$1#!L$#)!G(.F71##$!-&!$1#!5(38)&!3*6#3#+![:8))*.A!(2!D(&5387-(&7!*&+!L)/*5$!(&!D())#&$7=\!!
!

h=! L&!$1#!3*7$!5(38)&!(2!$1#!L$#)!G(.F71##$>!*7!*//.(/.-*$#>!.#;-7#!5())#&$7!$(!.#23#5$!$1#7#!
5(&5387-(&7=!"(3+!$1#!5())#&$!-2!$1#A!*.#!*!;#.A!4((+!7$.#&4$1!(.!*!;#.A!%#*F!UNL=!!
!

i=! l(!$(!$1#!3*7$!/*4#!(2!$1#!L$#)!G(.F71##$!CVN!*&+!.#;-#%!$1#!5(&7#&787!75(.#!*&+!75(.-&4!.*&4#>!
+#$#.)-&#!%1#$1#.!$1#!75(.-&4!.*&4#!&##+7!$(!51*&4#>!*&+!+(58)#&$!$1#!.*$-(&*3#=!!!

!
!

01#!L$#)!G(.F71##$!%-33!6#!/(7$#+!2(.!.#;-#%!+8.-&4![%*3F!$1#!%*33=\!"*7#+!
(&!$1#!$#*)W7!2##+6*5F>!A(8!)*A!#+-$!$1#!L$#)!G(.F71##$!5())#&$7!(.!75(.#!
*&+!$1#&!8&+#.4(!*&($1#.!.(8&+!(2![%*3F!$1#!%*33\!(.![%*3F!$1#!75.##&=\!
!

!"##$%&$'()*.,-( 52)6%.7!'8(!1.20(//!%)!*+!
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Summary of Sites Visited or Organizational Areas Reviewed  

01-7!%(.F71##$!5(&;#A7!$1#!#M$#&$!*&+!$1(.(841&#77!(2!$1#!:I =!

Length of the SV!<&8)6#.!(2!+*A7!%-$1!$1#!*//3-5*&$@!

b!?!b!m!+*A7!

Sites visited!<B-7$!$1#!*//3-5*&$W7!)*_(.!7-$#7!;-7-$#+!(.!(.4*&-P*$-(&*3!*.#*7!;-7-$#+!*&+!+#75.-6#!*&A!
-)/(.$*&$!*7/#5$7!(2!$1#!7-$#7!$1*$!*.#!&($!*//*.#&$!2.()!$1#!:-$#!B-7$-&4!*&+!V#75.-/$(.7!7#5$-(&!-&!
$1#!S3-4-6-3-$A!D#.$-2-5*$-(&!N(.)=@!!!!!

Other information!(&!$1#!$#*)W7!7$.*$#4A!2(.!*!$1(.(841!:I !<#=4=>!5*$#4(.-#7>!$A/#7>!*&+!71-2$7!(2!
#)/3(A##7!-&$#.;-#%#+@!
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!" #$%&'()*+,#-*.# /%%0,#
"#$%&'()!*#+ !

NAME: ______________________________________                CATEGORY_________________________ 

 

DOCUMENT CATEGORY SOURCE RETURNED 

! ! ! !
! ! ! !
! ! ! !
! ! ! !
! ! ! !
! ! ! !
! ! ! !
! ! ! !
! ! ! !
! ! ! !
! ! ! !
! ! ! !
! ! ! !
! ! ! !
! ! ! !
! ! ! !
! ! ! !
! ! ! !

 

!"##$%&$'()*/,-( *829$&!'8%/!:2!#'!'8(!()&!%)!#)!#11()&%;4!
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1:
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;(0-.%",%<+=*>*=?(@.%!!"#$%#&!'()* "

Interview Log 
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,(-#.&/)0#(!1'2%'3) !
!
"#$!%&'#!()*+!%)!*$,-$#%!#-..)*%'/0!'/()*+1%')/!2-*'/0!1/!'/%$*3'$45!!67$1#$!.*)3'2$!%&$!1..7'81/%!
%&$!,-$#%')/9#:!%)!;$!1/#4$*$25!!<&$!1..7'81/%!4'77!.*)3'2$!%&$!#-..)*%'/0!'/()*+1%')/!92)8-+$/%#=!
21%1=!$>1+.7$#=!3$*;17!3$*'('81%')/=!$%85:!%)!122*$##!%&$!,-$#%')/5!
!
!
?1%$0)*@!A%$+!BBBBBBBBBBBBBBBBB! ! ! ! ! ! C$,-$#%)*D!
BBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBB! ! ! !
!
E-$#%')/!%)!;$!1/#4$*$2D!

!
!
!
!
!
!

!
A/()*+1%')/!6*)3'2$2D!! !!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!F@DBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBB!
!
G5!BBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBB!

!

H5!BBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBB!

!

I5!BBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBB!

!

J5!BBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBB!

!

K5!BBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBB!

!

L5!BBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBB!

!

M5!BBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBB!

!

N5!BBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBB!

!

O5!BBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBB!

!

GP5!BBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBB!

! !

 



 

30 

 

!

! !"#$%&' " '# ($)*&"!'+%,' $ !*-' %!*)!,. &
!"#$$%$&'!(#)*'
!" #Overview 
 
01#!/3*&&-&4!/1*7#!(2!$1#!:I !6#4-&7!*2$#.!O0N!&($-2-#7!$1#!$#*)!3#*+#.!$1*$!$1-7!-7!*&!*%*.+!3#;#3!
*//3-5*&$!<(.!C.(4.#77!.#R8#7$-&4!:I @!%-33!6#!.#5#-;-&4!*!:I =!01-7!7#5$-(&!*++.#77#7!/3*&&-&4!#77#&$-*37=!
!
Contact the Applicant!
The team leader contacts the applicant’s POC within 72 hours after the notification from QTF staff. 
!
!
$
$
$
$
!
!
!
V8.-&4!$1#!-&-$-*3!5*33>!$1#!$#*)!3#*+#.!/.(;-+#7!$1#!2(33(%-&49!

¥! 5(&4.*$83*$-(&7!(&!$1#!7#3#5$-(&!
¥! 1-7!(.!1#.!&*)#!*&+!#)/3(A#. !
¥! 1-7!(.!1#.!$#3#/1(&#!&8)6#.<7@>!.#)-&+-&4!$1#!CUD!&($!$(!3#*;#!*&A!)#77*4#7!$1*$!5(83+!.#;#*3!

[$1#!%1(\!*&+![$1#!%1#.#\!(2!$1#!;-7-$!
¥! $1#!&*)#!*&+!$#3#/1(&#!&8)6#.<7@!(2!$1#!6*5F8/!$#*)!3#*+#.!*&+!*&!#M/3*&*$-(&!(2!1-7!(.!1#.!

.(3#!
¥! +*$#7!(2!$1#!:I 9!<7##!$1#!0-)#3-&#!2(.!7/#5-2-5!+*$#7@!

 

01#!$#*)!3#*+#.!+-75877#7H.#;-#%7!$1#!/8./(7#!*&+!(8$5()#7!(2!$1#!:I !%-$1!CUD=!
 

(NEW 2022) Communication with the Applicant concerning the Issues of Understanding the 
Organizational Profile 
,2$#.!$1#!$#*)!1*7!.#;-#%!$1#!U.4*&-P*$-(&*3!C.(2-3#>!+#$#.)-&#+!-&+-;-+8*3!X#A!N*5$(.7>!*&+!$1#!0#*)!
B#*+#.!1*7!5(&7(3-+*$#+!$1#!X#A!N*5$(.7>!$1#!0#*)!B#*+#.!%-33!7#$!8/!*!5*33!%-$1!$1#!*//3-5*&$!$(!
+-75877!-778#7!$1*$!&##+!53*.-$A!2.()!$1#!*//3-5*&$=!,7!*&!#M*)/3#>!$1#.#!)*A!6#!*!)-78&+#.7$*&+-&4!*7!
$(!$1#!&8)6#.!(2!3(5*$-(&7>!$1#!$A/#7!(2!#)/3(A##7>!$A/#7!(2!587$()#.7>!*&+!($1#.!2*5$(.7=!01#!0#*)!
B#*+#.!)*A!*33(%!#*51!SM*)-&#.!*!R8#7$-(&!$(!*7F!$1#!*//3-5*&$!(.!$1#!0#*)!B#*+#.!)*A!*7F!*33!$1#!
R8#7$-(&7!%-$1!$1#!$#*)!3-7$#&-&4!(&!;-.$8*33A=!01-7!5*33!-7!2(.!53*.-$A!(2!$1#!UC!(&3A!*&+!1(/#2833A!%-$1!
7#$!$1#!7$*4#!2(.!*!6#$$#.!2##+6*5F!.#/(.$!*&+!6#$$#.!%(.F!(&!$1#!L&+#/#&+#&$!,&*3A7-7=!!
 
 
Establish Ongoing Communication with the Applicant!
V8.-&4!$1#!5*337!%-$1!$1#!CUD>!(6$*-&!28.$1#.!-&2(.)*$-(&!2(.!/3*&&-&4!$1#!:I =!01#7#!5*337!*37(!1#3/!$1#!
CUD!8&+#.7$*&+!$1#!:I !E#;-#%!*&+!/.(;-+#!$1#!(//(.$8&-$A!2(.!$1#!CUD!$(!*7F!R8#7$-(&7=!!
  

U&3A!$1#!$#*)!3#*+#.>!+#7-4&*$#+!6*5F8/!$#*)!3#*+#.!<*7!
*//.(/.-*$#@>!*&+!C.(5#77!D(*51!)*A!$*3F!$(!$1#!CUD=!01#!*//3-5*&$!
)*A!-+#&$-2A!*&!*3$#.&*$#!CUD!%1(!*37(!)*A!5())8&-5*$#!%-$1!$1#!
$#*)!3#*+#.=!01#!$#*)W7!5())8&-5*$-(&!%-$1!$1#!*//3-5*&$!-&!$1#!
/3*&&-&4!/1*7#!-7!3-)-$#+!$(!$1#!CUD!*&+!*&A!+#7-4&*$#+!
*3$#.&*$#<7@=!
 

!"##$%&$'()*0,-( <#=(!'8%/!#!/(1#.#'(!&2097()'!'2!.(&90(!
7#'(.%#$/!62.!'(#7!7(73(./!>0#)!3(!2?(.@8($7%):A!
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Early in the Planning Process!
E#;-#%!$1#!(/#&-&4!*&+!53(7-&4!)##$-&4!/.(5#77#7>!-&538+-&4!#M/#5$*$-(&7!(2!6($1!$1#!*//3-5*&$!*&+!
$1#!:I !0#*)=!<O0N!%-33!/.(;-+#!A(8!%-$1!C(%#.C(-&$!/.#7#&$*$-(&7!2(.!6($1!$1#!(/#&-&4!*&+!$1#!
53(7-&4!)##$-&47!%-$1!$1#!*//3-5*&$=@!!

¥! E#)-&+!$1#!CUD!(2!$1#!:I !6(8&+*.-#79!
" ! L&!)(7$!5*7#7>!$1#!:I !0#*)!5*&&($!)##$!%-$1!*&A!78//3-#.7!(.!587$()#.7H7$8+#&$7H!

/*$-#&$7=!SM*)-&#.7!71(83+!51#5F!%-$1!$1#!C.(5#77!D(*51!2(.!48-+*&5#=!
" ! SM*)-&#.7!)87$!&($!*55#/$!4-2$7=!
" ! ^(!+*$*!(.!+(58)#&$7!%-33!6#!*7F#+!2(.!(.!*55#/$#+!6A!$1#!:I !0#*)!*2$#.!$1#!53(7-&4!

)##$-&4=!
" ! ^(!2##+6*5F!(2!*&A!$A/#!<;#.6*3!(.!&(&;#.6*3@!-7!/.(;-+#+!6A!$1#!:I !0#*)!+8.-&4!$1#!:I !*7!

)(7$!(2!$1#!%(.F!(&!$1#!N##+6*5F!E#/(.$!(558.7!*2$#.!$1#!5(&5387-(&!(2!$1#!:I=!
¥! E#R8#7$!-&2(.)*$-(&!(&!38&51!%1-3#!$1#!$#*)!-7!(&?7-$#!<$(!6#!*..*&4#+!*&+!/.(;-+#+!6A!$1#!

*//3-5*&$!-&!$1#!#)/3(A##!5*2#$#.-*>!-2!*;*-3*63#>!(.!$1(841!7()#!;#&+(.7@=!L2!7()#!$#*)!
)#)6#.7!*.#!%(.F-&4!-&!#;#&-&47>!+-&&#.!%-33!&##+!$(!6#!*..*&4#+!*7!%#33=!

¥! ,7F!*6(8$!*//.(/.-*$#!53($1-&4!2(.!$1#!$#*)!$(!%#*.!%1-3#!;-7-$-&4!$1#!*//3-5*&$!7-$#<7@=!
¥! D(&2-.)!$1#!*;*-3*6-3-$A!(2!F#A!/#(/3#!*&+!*7F!2(.!*!3-7$!(2!$1#!*//3-5*&$W7!/(-&$7!(2!5(&$*5$!2(.!

#*51!(2!$1#!7#;#&!D.-$#.-*!5*$#4(.-#7=!
¥! V-75877!$1#!:I !751#+83#>!%1-51!6#4-&7!%-$1!$1#!(/#&-&4!)##$-&4!*&+!#&+7!%-$1!$1#!53(7-&4!

)##$-&4=!0(!*77-7$!$1#!*//3-5*&$!-&!*..*&4-&4!2(.!$1#!*;*-3*6-3-$A!(2!F#A!/#(/3#!2(.!-&$#.;-#%7>!
+-75877!*&+!7#&+!A(8.!/.#2#..#+!-&$#.;-#%!751#+83#!2(.!+*A!(&#!(2!$1#!(&?7-$#!/1*7#!*$!3#*7$!$#&!
+*A7!6#2(.#!$1#!7$*.$!(2!$1#!:I =!!

¥! C.#/*.#!*!3-7$!(2!+(58)#&$7!$1#!$#*)!%-33!&##+!$(!1*;#!-))#+-*$#3A!*;*-3*63#!-&!$1#!1($#3!
5(&2#.#&5#!.(()!2(.!$1#!:8&+*A!/3*&&-&4!)##$-&4!*$!&((&!*&+!4-;#!$1#!3-7$!$(!$1#!CUD!*$!3#*7$!
$#&!+*A7!6#2(.#!$1#!7$*.$!(2!$1#!:I =!D3*.-2A!$1*$!$1#!$#*)!%-33!.#R8#7$!*++-$-(&*3!+(58)#&$7!
+8.-&4!$1#!:I =!

¥! 4/+$7;6 $/")$<++%$%&',0,+.$'&$/":+$"11$.&-(!+%')$*+0+*+%-+.$,%$'/+$"221,-"',&%$":",1"<1+$0&*$'/+$
'+"!$'&$*+:,+=>$$4/+$7;6 $"1)&$/")$<++%$%&',0,+.$'&$2*&:,.+$'/+$?@$4+"!$=,'/$(2."'+.$*+)(1')$"'$
1+")'$'/*++$=++A)$<+0&*+$'/+$?@>$

¥! V-75877!($1#.!$#*)!&##+7!
¥! D3*.-2A!$1*$!&(!%(.+?/.(5#77-&4!*77-7$*&5#!2(.!$1#!:I !0#*)!-7!*33(%#+=!

!
Develop the Initial High-Level Plan!
V#$#.)-&#!$1#!2(33(%-&4!$(!2-&*3-P#!$1#!/3*&!2(.!7-$#7!$(!6#!;-7-$#+!*&+!$(!6#4-&!%(.F!(&!$1#!+*A!(&#!
751#+83#!<7##!7*)/3#!751#+83#7!-&!$1#!U&?:-$#!C1*7#!7#5$-(&!*&+!-&!$1#!,//#&+-M@$
$
C.(;-+#!$1#!$#*)W7!$.*;#3!/3*&7!6($1!$(!$1#!*//3-5*&$>!%1-3#!%-$1!$1#!*//3-5*&$>!*&+!3#*;#!$1#!*//3-5*&$!
$(!$1#!CUD!*&+!$1#!C.(5#77!D(*51!*7!7((&!*7!/(77-63#!68$!&(!3*$#.!$1*&!$%(!%##F7!6#2(.#!$1#!7$*.$!(2!
$1#!;-7-$=!
!
!
!
!
$
!
The day one schedule is to be delivered to the POC two weeks in advance of the SV. 

01#!*//3-5*&$!-7!.#7/(&7-63#!2(.!/.(;-+-&4!$.*&7/(.$*$-(&!$(!
*&+!2.()!-$7!3(5*$-(&7>!*&+!$1#!CUD!%-33!*//.#5-*$#!*7!)851!
3#*+!$-)#!*7!/(77-63#!2(.!*..*&4-&4!$1-7!$.*;#3=!E#&$*3!
5*.7H;*&!)*A!6#!/(77-63#!-2!*//.(;#+!-&!*+;*&5#!6A!O0N=!
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Communicate with QTF!
,! C.(5#77!D(*51!-7!*77-4&#+!*7!*!:I !)(&-$(. =!01#!$#*)!3#*+#.!)*-&$*-&7!.#483*.!5(&$*5$!%-$1!$1#!
C.(5#77!D(*51!*&+!-&538+#7!$1#!C.(5#77!D(*51!-&!/3*&&-&4!#22(.$7=!01#!C.(5#77!D(*51!-7!-&538+#+!-&!*33!
$#*)!5*337!*&+!-7!*!.#5-/-#&$!(2!*33!$#*)!5())8&-5*$-(&7=!01#!C.(5#77!D(*51!)*A>!68$!-7!&($!.#R8-.#+!
$(>!/*.$-5-/*$#!-&!$1#!%##F3A!$#3#/1(&#!5*337!6#$%##&!$1#!$#*)!3#*+#.!*&+!$1#!CUD=!!
 
Participate in Team Leader conference call !
O0N!)*A !6#!-&;(3;#+!-&!$1#!5(&2#.#&5#!5*337!2(.!:I !$#*)!3#*+#.7!*&+!*&!*3$#.&*$#!+*$#!2(.!$1(7#!$1*$!
5*&&($!/*.$-5-/*$#!-&!$1#!2-.7$!5*33=!!S*51!$#*)!3#*+#.!)87$!/*.$-5-/*$#!-&!(&#!(2!$1#7#!#;#&$7=!01#!5*33!-7!
(/$-(&*3!2(.!6*5F8/!$#*)!3#*+#.7!*&+!($1#.!$#*)!#M*)-&#.7!68$!*33!*.#!-&;-$#+=!!
!
Communicate with Team Members $
V8.-&4!$1#!/3*&&-&4!/1*7#>!$1#!:I !0#*)!5(&+85$7!5(&2#.#&5#!5*337!*7!&##+#+!68$!*$!3#*7$!$%(!$(!53*.-2A!
-778#7!<mandatory call two weeks before the SV@=!01#7#!5*337!F##/!$1#!$#*)!-&2(.)#+>!.#;-#%!_87$?-&?
$-)#!)*$#.-*37>!*&+!5(;#.!*33!*7/#5$7!(2!$1#!/3*&&-&4!*5$-;-$-#7!$(!#&78.#!$1*$!$#*)!)#)6#.7!*.#!
5()/3#$-&4!*33!&#5#77*.A!$*7F7!<#=4=>!+#$#.)-&-&4!7$.*$#4-#7!$(!53(7#!(8$!:IL7>!+#;#3(/-&4!:IL!
G(.F71##$7>!*&+!+-75877-&4!$.*;#3!*..*&4#)#&$7@=!01#!$#*)W7!*+;*&5#!/3*&&-&4!*//3-5*&$W7!3(5*$-(&!-7!
#77#&$-*3!2(.!#&78.-&4!*&!#22#5$-;#!:I =!!
!
Request Information and Materials 
01#!$#*)!3#*+#.!)*A!.#R8#7$!-&2(.)*$-(&!*&+!)*$#.-*37!2.()!$1#!*//3-5*&$!*$!(&3A!$1.##!$-)#79!!

¥! B(*,%3$?@$21"%%,%3>!$1#!$#*)!3#*+#.!.#R8#7$7!*&+!7#58.#7!2.()!$1#!CUD!)*$#.-*37!&##+#+!$(!
/3*&!$1#!7$.*$#4A!2(.!$1#!:I !<:##!,//#&+-M@!!

¥! 4=&$=++A)$,%$".:"%-+$&0$'/+$?@>!$1#!$#*)!3#*+#.!786)-$7!$(!$1#!CUD!*!3-7$!(2!+(58)#&$7!$(!6#!
*;*-3*63#!-&!$1#!1($#3!5(&2#.#&5#!.(()!2(.!$1#!/3*&&-&4!)##$-&4=!01#!C.(5#77!D(*51!
5((.+-&*$#7!%-$1!$1#!CUD!$(!#&78.#!$1#!)*$#.-*37!*.#!*;*-3*63#=!!This list should contain a 
maximum of 15 documents for categories 1 – 6, and only missing results for category 7. The 
applicant needs to provide an updated Category 7 for the team.!!

¥! C!!+.,"'+1#$(2&%$-&!21+',&%$&0$'/+$&2+%,%3$!++',%3$"%.$.(*,%3$'/+$&%D),'+!2/")+$&0$'/+$?@>!
$1#!$#*)!3#*+#.!*&+!$#*)!)#)6#.7!)*A!.#R8#7$!*++-$-(&*3!+(58)#&$7=!$

$
$
$
$
$
Ensure That You Have Communicated Appropriately 

¥! L2!$1#.#!%-33!6#!-&$#.&*3!$.*;#3>!/.(;-+#!%1#.#>!%1#&>!*&+!%1(!%-33!$.*;#3!$%(!%##F7!6#2(.#!$1#!
:I =!<01#!*//3-5*&$!)*F#7!$1#7#!*..*&4#)#&$7=@!

  

,2$#.!$1#!53(7-&4!)##$-&4>!&(!28.$1#. )*$#.-*37!(.!
-&2(.)*$-(&!)*A!6#!.#R8#7$#+!2.()!$1#!*//3-5*&$= 
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Inform the applicant that, during the SV, examiners will 
¥! ;#.-2A!*&+!53*.-2A!#3#)#&$7!(2!$1#!%.-$$#&!*//3-5*$-(&=!
¥! .#;-#%!8/+*$#7!$(!$1#!51*.$7!*&+!4.*/17!*&+>!-&!)*&A!5*7#7>!.#;-#%!$1#!7(8.5#!+(58)#&$7!2(.!

$1#!+*$*!-&!$1#!51*.$7!*&+!4.*/17=!
¥! *++.#77!7/#5-2-5!:I !-778#7=!

Do not tell the applicant!
¥! 7/#5-2-5!-&2(.)*$-(&!*6(8$!$#*)!)#)6#.7>!7851!*7!/.(2#77-(&*3!#M/#.-#&5#!(.!6*5F4.(8&+7=!

<01#!*//3-5*&$!.#5#-;#7!*!$#*)!3-7$-&4!$1*$!%-33!-&538+#!$1#!#M*)-&#.7W!&*)#7!*&+!$1#-.!
#)/3(A#.7!(&3A=@!

¥! 7/#5-2-5!:I !-778#7!*&+!$1#)#7=!
!

Ask the applicant to provide!
¥! $-)#!2(.!-&$#.;-#%7!%-$1!/#(/3#!2.()!.#)($#!7-$#7!<01#!$#*)!3#*+#.!-&+-5*$#7!$1#!/#.7(&!6A!

&*)# >!$-$3#>!(.!28&5$-(&=!L&$#.;-#%7!)*A!6#!+(&#!-&!/#.7(&>!6A!$#3#/1(&#!(.!;-+#(!5(&2#.#&5-&4>!
(.!$1.(841!($1#.!)#+-*=@!!

¥! +#/3(A)#&$!*&+!.#783$7!-&2(.)*$-(&!2.()!.#/.#7#&$*$-;#!7-$#7!&($!;-7-$#+!<-&538+-&4!.#)($#!
(2271(.#!*&+!2(.#-4&!7-$#7@!

!
Direct, Support, and Mentor the Team!
01#!$#*)!3#*+#.W7!.(3#!-&538+#7!$1#!2(33(%-&4!$*7F79!

¥! 0#33!$#*)!)#)6#.7!%1#&!*&+!%1#.#!$1#A!71(83+!*..-;#!*&+!+#/*.$!2.()!$1#!1($#3!*&+!%1#&!
;-.$8*3!$#*)!)#)6#.!)87$!6#!(&!5*337=!L&+-;-+8*3!$.*;#3!/3*&7!)87$!&($!*+;#.7#3A!*22#5$!$1#!
$#*)!(.!$1#!#;*38*$-(&!(2!$1#!*//3-5*&$=!

¥! ,7F!$1#!6*5F8/!$#*)!3#*+#.!$(!1#3/!/3*&!*&+!5*..A!(8$!$*7F7=!
¥! V#;#3(/!$#*)!*77-4&)#&$7!*&+!-&7$.85$-(&7!2(.!$1#!:I =!V-75877!$1#!/3*&!%-$1!$#*)!)#)6#.7!

*&+!$1#!C.(5#77!D(*51=! 
¥! ,77-4&!$#*)!)#)6#.7!-&!/*-.7T!)*$51!#M*)-&#.7!%1(!1*;#!7#5$(.!#M/#.-#&5#!%-$1!$1(7#!%1(!

+(!&($=!L&!*++-$-(&>!5(&7-+#.!"*3+.-4#HO0N!#M/#.-#&5#!*7!%#33!*7!:I !#M/#.-#&5#=!
¥! :#&+!*!5(/A!(2!*33!$#*)!5(..#7/(&+#&5#!$(!$1#!C.(5#77!D(*51!*&+!*7F!$1#!$#*)!)#)6#.7!$(!+(!

$1#!7*)#=!L&538+#!$1#!C.(5#77!D(*51!-&!*33!5(&2#.#&5#!5*337=!
¥! :#$!#M/#5$*$-(&7!*&+!+#;#3(/!*!%(.F!751#+83#!%-$1!*33!$#*)!)#)6#.7=!
¥! E#)-&+!$1#!$#*)!$1*$!*33!)*$#.-*37!*.#!5(&2-+#&$-*3=!
¥! :$.#77!$1*$!*33!*77-4&#+!/3*&&-&4!$*7F7!&##+!$(!6#!5()/3#$#+!6#2(.#!$1#!6#4-&&-&4!(2!$1#!:I =!
¥! S&78.#!$1*$!*33!*.#!.#*+A>!1*;#!5()/3#$#+!$1#-.!*77-4&)#&$7>!*&+!1*;#!#M51*&4#+!*//.(/.-*$#!

)*$#.-*37!%-$1!#*51!($1#.!6#2(.#!*..-;-&4!*$!$1#!*//3-5*&$W7!7-$#=!!
!

  



 

34 

 

Develop a Detailed Draft Schedule!"#$$!#%&'($!)*+,-.$!/$%&!,01$23($!-*!.1$!4(%**-*5!41%#$!#$0.-6*7!
!
N(33(%!$1#7#!7$#/7!$(!+.*2$!$1#!(&?7-$#!751#+83#9!

¥! V#$#.)-&#!$1#!&8)6#.7!*&+!$A/#7!(2!#)/3(A##7!$(!-&$#.;-#%!$(!#&78.#!$1*$!$1#!$#*)!5*&!
*+#R8*$#3A!*77#77!$1#!(.4*&-P*$-(&W7!)*$8.-$A>!+#/3(A)#&$>!*&+!5(&7-7$#&5A=!

¥! :#3#5$!7822-5-#&$!*&+!*//.(/.-*$#!7-$#7!$(!;-7-$>!6*7#+!(&!#M*)-&#.7W!.#R8#7$7!+(58)#&$#+!<-=#=>!
.#3*$#+!$(!$1#-.!)(7$!-)/(.$*&$!:I !-778#7@>!6*3*&5#+!6A!$1#!*//3-5*&$W7!&##+!$(!#M/#.-#&5#!*!
$1(.(841!#;*38*$-(&=!!

¥! V#$#.)-&#!7-$#7!$(!;-7-$!-&!/#.7(&!*&+!7-$#7!$1*$!5*&!6#![;-7-$#+\!;-*!;-+#(!5(&2#.#&5-&4!$(!
#22#5$-;#3A!(6$*-&!$1#!&##+#+!-&2(.)*$-(&!*&+!.#+85#!-&$#.&*3!$.*;#3=!

¥! D*3583*$#!5(7$7!-&!$-)#!;#.787!$1#!6#&#2-$<7@!*&+!-)/(.$*&5#!(2!$.*;#3-&4!$(!*&($1#.!7-$#=!
" ! L+#&$-2A!$1(7#!7-$#7!%1#.#!$1#!$#*)!5*&!6#7$!;#.-2A!*&+!53*.-2A!-)/(.$*&$!-778#7=!G(.F!%-$1!

$1#!$#*)!$(!4#$!-+#*7!*&+!68A?-&=!
" ! L+#&$-2A!%1-51!$#*)!)#)6#.7!$(!7#&+!$(!%1-51!7-$#>!(&!%1*$!+*A7>!*&+!%1#&!$(!1(3+!

5(&2#.#&5#!5*337=!!!
" ! V#5-+#!$1#!&8)6#.!(2!+*A7!*&+!$1#!+*$#7!$(!6#!7/#&$!%-$1!$1#!*//3-5*&$!(&?7-$#=!D((.+-&*$#!

%-$1!O0N!*&+!0B=!
" ! C.(;-+#!$1#!O0N!DSU!*&+!$1#!CUD!%-$1!$1#!751#+83#!(2!$1#!7-$#7!$(!6#!;-7-$#+>!$1#!+*$#7!(2!

$1#!;-7-$7>!*&+!%1(!%-33!6#!$.*;#3-&4!%1#.#=!
¥! L&!*++-$-(&!$(!$1#!+*A!(&#!*4#&+*!$1*$!A(8!%-33!/.(;-+#!$(!$1#!CUD!$#&!+*A7!-&!*+;*&5#>!+#;#3(/!

*!/.(_#5$#+!*4#&+*!2(.!$1#!.#)*-&+#.!(2!$1#!(&?7-$#!/(.$-(&!(2!$1#!;-7-$=!,3$1(841!-$!)87$!
.#)*-&!23#M-63#>!*&!-&-$-*3!/3*&!%-33!7*;#!$-)#!*7!$1#!:I !#;(3;#7=!!

!
Conduct the Planning Meeting E?++$'/+$)"!21+$71"%%,%3$F++',%3$G3+%."$,%$'/+$;%D?,'+$7/")+$)+-',&%$
&0$'/+$G22+%.,9H$
$

On-Site Phase  
01#!:I !E#;-#%!6#4-&7!%-$1!$1#!(/#&-&4!)##$-&4!*&+!#&+7!%-$1!$1#!53(7-&4!)##$-&4>!%1-51!$*F#!/3*5#!*$!
$1#!*//3-5*&$W7!7-$#=!01#!#&$-.#!:I !/.(5#77!-7!5()/3#$#!%1#&!*33!#3#)#&$7!(2!$1#!:I !:5(.#6((F! *.#!
5()/3#$#!*&+!7-4&#+!6A!#*51!$#*)!)#)6#.!<5()/3#$-(&!(2!$1#!75(.#6((F!878*33A!$*F#7!$%(?$(?$1.##!
+*A7!*2$#.!$1#!53(7-&4!)##$-&4!%-$1!$1#!*//3-5*&$@=!!
!

Opening Meeting 
01#!(/#&-&4!)##$-&4!-7!1#3+!2(.!#)/3(A##7H2*583$AH7$*22!(2!$1#!*//3-5*&$!*&+!$1#!:I !0#*)=!01#!!
*//3-5*&$!%-33!+-75877!*&A!+#;-*$-(&<7@!2.()!$1-7!48-+#3-&#!%-$1!$1#!$#*)!3#*+#.!*&+!$1#!C.(5#77!D(*51=!O0N!!
%-33!7#&+!*!/.#7#&$*$-(&!$#)/3*$#!$(!87#=!
!
!
$
$
$
$
$
! !

L2!#M*)-&#.7!*.#!*7F#+!$(!-&$.(+85#!$1#)7#3;#7>!$1#A!/.(;-+#!(&3A!$1#-.!&*)#!
*&+!58..#&$!#)/3(A#.=!SM*)-&#.7!*.#!^U0!$(!/.(;-+#!*++-$-(&*3!6*5F4.(8&+!
-&2(.)*$-(&>!7851!*7!$1#-.!O0N!#M/#.-#&5#>!5.#+#&$-*37>!$-$3#>!%(.F!#M/#.-#&5#>!(.!
7/#5-*3$A!-&!$1#-.!(.4*&-P*$-(&=!
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01#!F#A!5()/(&#&$7!(2!$1#!(/#&-&4!)##$-&4!*.#9!
¥! *!/.#7#&$*$-(&!6A!$1#!*//3-5*&$!<8/!$(!Y?1(8.@!%1-51!-&538+#7!$1#-.!687-&#77!)(+#3!/ .#7#&$*$-(&!!
¥! -&$.(+85$-(&7!(2!$1#!:I !0#*)!)#)6#.7!*&+>!87-&4!;-78*37!/.(;-+#+!6A!O0N>!*!/.#7#&$*$-(&!6A!

$1#!:I !$#*)!3#*+#.!<2-;#!)-&8$#7@!*6(8$!$1#!O0N!,%*.+ !(.!C.(4.#77!E#5(4&-$-(&!*&+!$1#!:I !
E#;-#%!!

01#!(.+#.!(2!$1#!/.#7#&$*$-(&7!-7!(/$-(&*3= 
 
Photographs and/or Videotape Parameters  
01#!*//3-5*&$!)*A!$*F#!/-5$8.#7!6#2(.#!$1#!(/#&-&4!)##$-&4=!01#!(/#&-&4!)##$-&4!*37(!)*A!6#!
;-+#($*/#+=!01#!*//3-5*&$!-7!*7F#+!&($!$(!/1($(4.*/1!(.!;-+#($*/#!$1#!#M*)-&#.!$#*)=!C-5$8.#7!*&+!
;-+#($*/#7!*.#!.#7$.-5$#+!$(!-&$#.&*3!87#!(&3A!6A!$1#!*//3-5*&$=!
!

Emphasis on Changes to Key Factors 
G1-3#!(&?7-$#>!)*&A!$#*)7!-+#&$-2A!&#%!(.!#M/*&+#+!8&+#.7$*&+-&47!(2!$1#!*//3-5*&$W7!(.4*&-P*$-(&!*&+!
#&;-.(&)#&$=!01#7#!51*&4#7!*.#!5(&7-+#.#+!-&!$1#!-&;#7$-4*$-(&!(2!:I !-778#7!<:IL7@=!01#7#!&#%!F#A!
2*5$(.7!*.#!.#5(.+#+!*$!$1#!6($$()!(2!$1#!X#A!N*5$(.7!G(.F71##$>!*&+!$1#!$#*)!5(&7-+#.7!$1#-.!-)/*5$>!
-2!*&A>!(&!$1#!(.4*&-P*$-(&=!01#!$#*)!5*.#2833A!5(&7-+#.7!$1#!R8#7$-(&!(&!$1#!%(.F71##$>![01-&F-&4!
*6(8$!$1#!R8#7$-(&7!-&!$1#!U.4*&-P*$-(&*3!C.(2-3#>!+-+!$1#!$#*)!1*;#!*&A!&#%!-&7-41$7!*6(8$!$1#!
*//3-5*&$!*7!*!.#783$!(2!$1#!:I a\!01#!$#*)!3#*+#.!%-33!#M/*&+!(&!$1#7#!-&7-41$7!+8.-&4!$1#!_8+4#7W!5*33=!
!
Additional Meetings with the Applicant 
,2$#.!$1#!(/#&-&4!)##$-&4>!$1#!$#*)!)##$7!%-$1!$1#!*//3-5*&$W7!5*$#4(.A!5(8&$#./*.$7=!L&!*++-$-(&>!$1#!
#M*)-&#.7!5(&+85$!-&$#.;-#%7!-&!/*-.7>!*&+!$1#A!.#;-#%!+(58)#&$7!*&+!*77(5-*$#+!.#783$7=!L&!)(7$!
5*7#7>!#M*)-&#.7!*.#!&($!/#.)-$$#+!$(!-&$#.;-#%!587$()#.7>!78//3-#.7>!/*$-#&$7>!7$8+#&$7>!/*.#&$7>!(.!
&(&#)/3(A##7!<#M5#/$!2(.!;(38&$##.7!%1(!*.#!78/#.;-7#+!6A!$1#!*//3-5*&$@=!01#!'EU!-&$#.;-#%!-7!
3-)-$#+!$(!$1#!'EU>!$#*)!3#*+#.>!*&+!C.(5#77!D(*51=!S*51!+*A!$1#!$#*)!3#*+#.!51#5F7!-&!%-$1!$1#!(22-5-*3!
5(&$*5$!/(-&$!<CUD@!$(!2-&*3-P#!$1#!751#+83#!2(.!$1#!&#M$!+*A!*&+!$(!+-75877!*&A!#)#.4-&4!-778#7=!
!
Applicant Materials!
SM*)-&#.7!&##+!$(!$.*5F!*33!)*$#.-*37!$1#A!.#5#-;#!2.()!$1#!*//3-5*&$=!4/+$'+"!$%++.)$'&!A++2$,%$!,%.$
'/+$?@I)$',!+$-&%)'*",%')$"%.$*+J(+)'$&%1#$%+-+))"*#$,%0&*!"',&%>$01#!*//3-5*&$!-7!*7F#+!$(!*$$*51!*!
687-&#77!5*.+!(.!$(!%.-$#!$1#!(.-4-&*$(.W7!&*)#!(&!#*51!7#/*.*$#!+(58)#&$=!01#!:I !0#*)!+#;#3(/7!*!
$.*5F-&4!7A7$#)!87-&4!$1#!V(58)#&$!B(4!*$!$1#!1($#3!*&+!$1#!L&2(.)*$-(&!E#R8#7$!(&?7-$#!<7##!
,++-$-(&*3!0((37@!$(!#&78.#!$1*$!*33!)*$#.-*37!*.#!*55(8&$#+!2(.!*&+!.#$8.&#+!$(!$1#!*//3-5*&$=!01#!
C.(5#77!D(*51!%-33!5((.+-&*$#!%-$1!$1#!CUD!$1#!.#$8.&!(2!*33!$1#!)*$#.-*37!$*F#&!$(!$1#!1($#3=!!
!
Team Meetings!
B"#',!+>$01#7#!)##$-&47!*.#!751#+83#+!#*51!+*A!*$!$1#!*//3-5*&$W7!7-$#>!/.#2#.*63A!)-+)(.&-&4!*&+!
)-+*2$#.&((&>!$(!#M51*&4#!-&2(.)*$-(&!*&+!*+_87$!$1#!751#+83#=!!
!
8:+%,%3=!0#*)!)#)6#.7!+#6.-#2!(&!$1#-.!*77-4&#+!-$#)7!*&+!$1#!.#3*$#+!:IL7!+8.-&4!$1#!&-41$3A!$#*)!
)##$-&4!6($1!/1A7-5*33A!*&+!;-.$8*33A=!01#7#!)##$-&47!-&538+#!+-75877-(&!(&!F#A!$1#)#7>!5(&5#.&7>!
&##+#+!*+_87$)#&$7!$(!7$.*$#4-#7!*&+!-&$#.;-#%7>!*&+!*&A!&#%3A!-+#&$-2-#+!:IL7=!01#!0#*)!)#)6#.!
5(&2#.#&5#!.(() !*&+!;-.$8*3!5*337!*.#!$(!53(7#!*.(8&+!YZ9ZZ!CJ!#*51!&-41$!$(!4-;#!SM*)-&#.7!7()#!$-)#!
$(!.#7$=!! !
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01#!$#*)!3#*+#.!*37(!87#7!$1#!#;#&-&4!)##$-&47!$(!)(&-$(.!$#*)!)#)6#.7W!/.(4.#77!(&!53(7-&4!(8$!
$1#-.!:IL7!*&+!(&!$1#-.!*77-4&)#&$7=!L2!*&A!#M*)-&#.7!*.#!&($!)*F-&4!7822-5-#&$!/.(4.#77>!-$!)*A!6#!
&#5#77*.A!2(.!$1#!$#*)!3#*+#.!$(!+#$#.)-&#!%1(!%-33!/.(;-+#!*77-7$*&5#!$(!$1#)=!J*F#!78.#!$1*$!$1#!
[5(.#!R8#7$-(&7\!(&!$1#!:IL!G(.F71##$7!*.#!&($!2(.4($$#&!*7!#M*)-&#.7!/.#/*.#!$1#-.!7$.*$#4A!$((37=!!!
!
B(*,%3$'/+$&%D),'+$"%.$2&)'D),'+$2/")+)K$'+"!$!+!<+*)$A++2$"11$%&'+)$&0$'/+,*$,%'+*:,+=)$"%.$!++',%3)=!
01-7!1#3/7!$1#!#M*)-&#.7!$(!/.(/#.3A!+(58)#&$!2-&+-&47!*&+!5(&5387-(&7!(&!:IL!G(.F71##$7=!01#7#!
&($#7!*.#!4-;#&!$(!$1#!0B!(.!"`0B!2(.!71.#++-&4!*$!$1#!53(7#!(2!$1#!:I =!
!
Last Chance!
L+0&*+$'/+$-1&),%3$!++',%3$"'$'/+$"221,-"%'I)$),'+K$'/+$?@$4+"!$!()'$,.+%',0#$"%#$,!2&*'"%'K$*+!",%,%3$
?@$,))(+)$"%.$.,)-())$=/"'$,%0&*!"',&%$,)$%++.+.$'&$-1&)+$'/+!>!L$!)*A!6#!&#5#77*.A!$(!.#*77-4&!$#*)!
)#)6#.7!$(!*++.#77!5.-$-5*3!-778#7=!01-7!-7!&(.)*33A!+(&#!(&!$1#!#;#&-&4!6#2(.#!$1#!+*A!(2!$1#!53(7-&4!
)##$-&4=!01.(841(8$!$1#!:I >!$1#!$#*)!2(33(%7!$1#!:I !/3*&!68$!-7!23#M-63#>!#M/#5$7!78./.-7#7>!*&+!*+_87$7!
*7!&#5#77*.A=!
!
01#!$#*)!&##+7!$(!6#!7#&7-$-;#!$(!$1#!*//3-5*&$=!L2!$1#!*//3-5*&$!7*A7!$1#!$#*)!-7!)-77-&4!$1#!/(-&$>!$1#!
$#*)!)87 $!)*F#!$-)#!$(!3-7$#&=!L2!*!$#*)!)#)6#.!6#1*;#7!-&*//.(/.-*$#3A>!$1#!$#*)!3#*+#.!)87$!
-))#+-*$#3A!5(&2#.!%-$1!$1#!C.(5#77!D(*51!*&+!O0N!DSU!%1-3#!$*F-&4!$1#!&#5#77*.A!*5$-(&=!

!
Closing Meeting 
01#!53(7-&4!)##$-&4!7-4&-2-#7!$1#!#&+!(2!$1#!(&?7-$#!/1*7#!(2!$1#!:I =!01#!53(7-&4!)##$-&4!71(83+!3*7$!YZ!n!
cZ!)-&8$#7=!0(!$1#!#M$#&$!/(77-63#>!$1#!*//3-5*&$!71(83+!#&78.#!$1#!'EU>!$1#!CUD>!*&+!+#7-4&*$#+!
)#)6#.7!(2!$1#!:.=!B#*+#.71-/!$#*)!*.#!/.#7#&$=!01-7!)##$-&4!-7!&($!3-)-$#+!$(!$1(7#!)#&$-(&#+=!,$!$1#!
#&+!(2!$1#!)##$-&4>!$1#!$#*)!3#*+#.!/.#7#&$7!*!2-;#?)-&8$#!53(7-&4>!87-&4!;-78*37!/.(;-+#+!6A!O0N=!!!01#!
)##$-&4!-7!-&$#&+#+!$(!7-)/3A!/.#7#&$!$1#!&#M$!7$#/7!*&+!$1*&F!$1#!*//3-5*&$!2(.!-$7!1(7/-$*3-$A!*&+!
78//(.$!(2!$1#!C.(4.*)=!!,2$#.!$1#!53(7-&4!)##$-&4>!$1#!$#*)!)*A!&($!*55#/$!*&A!+*$*!(.!+(58)#&$7>!
*&+!-$!1*7!&(!28.$1#.!5(&$*5$!%-$1!$1#!*//3-5*&$=!!
!
Scoring Band Descriptors 
See information given during training. 
! !
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Post-Site Phase 

 
01#!/(7$?:I !/1*7#!5(&7-7$7!(2!$%(!)*_(.!5()/(&#&$7=!01#!2-.7$!-7!$1#!5()/3#$-(&!(2!$1#!:I !:5(.#6((F!
<N-&*3!0#*)!SM*)-&#.!0#)/3*$#@!6A!$1#!:I !0#*) !*&+!786)-77-(&!$(!$1#!O0N!DSU!2(.!.#;-#%=!01#!
7#5(&+!-&;(3;#7!$1#!$#*)!3#*+#.W7!5(&2#.#&5#!5*33!%-$1!$1#!C*&#3!(2!o8+4#7!+8.-&4!$1#!o8+4#7W!J##$-&4!
#*.3A!J*.51 =!
!
Deliverable: the SV Scorebook!$

¥! 01#!75(.#6((F!71(%7!$1#!/.(4.#77-(&!(2!5())#&$7!2.()!D(&7(3-+*$-(&!$(!:I !E#;-#%!-&!(.+#.!$(!
/.(;-+#!$1#!_8+4#7!%-$1!*&!*8+-$!$.*-3!(2!$1#!$#*)W7!2-&+-&47!*&+!5(&5387-(&7=!01#!_8+4#7!87#!
%1*$!$1#A!3#*.&!2.()!$1-7!75(.#6((F>!-&!5()6-&*$-(&!%-$1!$1#!5*33!$(!$1#!$#*)!3#*+#.>!$(!
+#$#.)-&#!%1-51!*//3-5*&$7!$1#A!%-33!.#5())#&+!*7!*%*.+!.#5-/-#&$7=!!

¥! D()/3#$-&4!$1#!V.*2$!N-&*3!:5(.#6((F!-7!$1#!583)-&*$-(&!(2!$1#!:I !E#;-#%=!0#*)!)#)6#.7!
71(83+!F##/!-&!)-&+!$1*$!-&!21+',%3$'/+$)-&*+<&&A$*+J(,*+)$"$),3%,0,-"%'$"!&(%'$&0$',!+$"%.$
+%+*3#=!0(!)*F#!$1#!/.(5#77!)(7$!#22-5-#&$!*&+!#22#5$-;#>!'+"!$!+!<+*)$!()'$(2."'+$'/+,*$?@C $
M&*A)/++')$'/*&(3/&('$'/+$=++A=!01-7!1#3/7 $1#!$#*)!$.*5F!$1#-.!/.(4.#77!*&+!#&78.#7!$1*$!*33!
&##+#+!-&2(.)*$-(&!-7!(6$*-&#+!6#2(.#!$1#!53(7-&4!)##$-&4!*$!$1#!*//3-5*&$W7!7-$#=!0A/-5*33A>!-$!
$*F#7!Yf?bZ!%(.F!1(8.7!$(!2-&-71!$1#!75(.#6((F!*2$#.!$1#!(&?7-$#!/1*7#!-7!5()/3#$#+= 

 

Work Process Essentials!
,33!$#*)!)#)6#.7!5()/3#$#!$1#!2(33(%-&4!$*7F79!

¥! :1*.#!F#A!+*$*!(.!(67#.;*$-(&7!.#3#;*&$!$(!:IL7!(.!F#A!2*5$(.7!.",1#!%-$1!$1#!$#*)!)#)6#.!
.#7/(&7-63#!2(.!%.-$-&4!$1#!*//.(/.-*$#!:IL!*&+!L$#)!G(.F71##$7=!!

¥! `/+*$#!:IL!G(.F71##$7!.",1A=!
¥! ,7!&#5#77*.A!6#5*87#!(2!+*$*!71*.-&4>!8/+*$#!7$.*$#4-#7=!
¥! C(7$!*33!+.*2$!:IL!G(.F71##$7=!!
¥! E#;-#%!*33!($1#.!:IL!G(.F71##$7!*&+!/.(;-+#!-&/8$! (&!$1#!-&2(.)*$-(&!(.!5(&5387-(&7!$1#A!

5(&$*-&=!<U&#!7844#7$#+!.#;-#%!)#$1(+!-7!$(!/(7$!$1#!%(.F71##$7!(&!$1#!%*337!*.(8&+!$1#!$#*)!
)##$-&4!.(()!7(!$1*$!$#*)!)#)6#.7!)*A!)*&*4#!$1#-.!(%&!$-)#!-&!.#;-#%-&4!$1#!+(58)#&$7=!
01-7!-7!F&(%&!*7![%*3F!$1#!%*33!<75.##&@=\@!!

¥! N-&*3-P#!:IL!G(.F71##$7!6*7#+!(&!$1#!$#*)W7!-&/8$=!!
¥! :8))*.-P#!2-&+-&47H5(&5387-(&7!*&+!$.*&72#.!$1#)!$(!L$#)!G(.F71##$7=!
¥! E#;-7#!5())#&$7>!*7!*//.(/.-*$#=!!
¥! D(&2-.)!(.!*+_87$!75(.#7!$(!*3-4&!%-$1!$1#!2-&+-&47!*&+!5(&5387-(&7=!!
¥! C(7$!$1#!5()/3#$#+!L$#)!G(.F71##$7!2(.!($1#.7!$(!.#;-#%=!!
¥! E#;-#%!*33!($1#.!L$#)!G(.F71##$7!*&+!/.(;-+#!-&/8$!(&!$1#!78))*.-#7!*&+!5())#&$7= !
¥! N-&*3-P#!L$#)!G(.F71##$7!2(.!#*51!*77-4&#+!-$#)!6*7#+!(&!$1#!$#*)W7!-&/8$!*&+!-&+-5*$#!$1#-.!

5(&58..#&5#!%-$1!#*51!2-&*3!L$#)!G(.F71##$=!!
!
01#!$#*)!3#*+#.!1#3/7!$1#!$#*)!)*-&$*-&!2(587!(&!F#A!/.(5#77#7!*&+!.#783$7!*&+>!)(7$!-)/(.$*&$>!$1#!
.#2-&#)#&$!(2!F#A!$1#)#7=!
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SV Scoring 
,7!*!2-&*3!7$#/!-&!$1#!#;*38*$-(&!/.(5#77>!$1#!$#*)!%(.F7!*7!*!4.(8/!$(!5(&2-.)!$1#!75(.-&4!.*&4#!2(.!
#*51!-$#)!*&+!$(!+#$#.)-&#!$1#!(;#.*33!75(.-&4!6*&+!+#75.-/$(.7!2(.!/.(5#77!-$#)7!*&+!.#783$7!-$#)7=!!

¥! ,7!*!2-.7$!7$#/>!$1#!$#*)!3#*+#.!(.!+#7-4&*$#+!)#)6#.!5()/3#$#7!*!:5(.#!:8))*.A!G(.F71##$!
6A!$.*&72#..-&4!$1#!-$#)!75(.-&4!.*&4#7!2.()!$1#!L$#)!G(.F71##$7=!!

¥! V8.-&4![%*3F!$1#!%*33>\!-$#)!3#*+7!/.(/(7#!*&+!.#5#-;#!2##+6*5F!(&!.#5())#&+#+!75(.-&4!
.*&4#7=!

¥! N-&*33A>!$1#!$#*)!3#*+#.!5(&+85$7!*!75(.-&4!+-75877-(&!$(!5(&2-.)!$1#!.*&4#7!(.!$(!5()#!$(!
5(&7#&787!-2!&##+#+=!,!+#7-4&*$#+!$#*)!)#)6#.!-&+-5*$#7!(&!$1#!:5(.#!:8))*.A!G(.F71##$!
%1#$1#.!$1#!75(.-&4!.*&4#!51*&4#+!+8#!$(!:I !2-&+-&47=!L$!-7!-)/(.$*&$!2(.!$1#!$#*)!$(!#&78.#!
$1*$!$1#!75(.#7!(&!$1#!L$#)!G(.F71##$7!*&+!$1#!:5(.#!:8))*.A!G(.F71##$!)*$51= !

¥! 01#!$#*)!$1#&!.#2#.7!$(!$1#!:5(.-&4!"*&+!V#75.-/$(.7!*&+!+#$#.)-&#7!%1-51!6*&+!+#75.-/$(.!2(.!
/.(5#77!-$#)7!*&+!%1-51!2(.!.#783$7!-$#)7!)(7$!*558.*$#3A!.#23#5$7!$1#!$#*)W7!;-#%!(2!$1#!
*//3-5*&$=!C0$'/+ $'+"!$,)$-&%),.+*,%3$"$)-&*,%3$<"%.$-/"%3+K$'/+$.,)-()),&%$!()'$,%-1(.+$*+")&%)$
0&*$'/"'$-/"%3+$E'/+$'+"!$1+".+*$*+-&*.)$'/+$*+")&%)$'&$)/"*+$.(*,%3$'/+$0,*)'$-"11$"'$'/+$N(.3+)I$
F++',%3H>!01#7#!75(.-&4!6*&+!&8)6#.7!*.#!-&538+#+!(&!$1#!:5(.#!:8))*.A!G(.F71##$= 01#!
:5(.-&4!"*&+!V#75.-/$(.7!*.#!87#+!-&!$1#!(/#&-&4!/*.*4.*/1!(2!$1#!*//3-5*&$W7!2##+6*5F!.#/(.$=%

!
Completing the Scorebook (before leaving the SV)!

¥! 01#!75(.#6((F!#+-$(.!(.!$#*)!3#*+#.!.#;-7#7!$1#!2-&*3!X#A!01#)#7!G(.F71##$!%-$1!8/+*$#+!
5())#&$7!.#783$-&4!2.()!$1#!2-&+-&47!*&+!$1#!5(&5387-(&7!&($#+!(&!$1#!:IL!*&+!L$#)!
G(.F71##$7=!0#*)!)#)6#.7!/.(;-+#!-&/8$!(&!$1#!5())#&$7!(&!$1#!X#A!01#)#7!G(.F71##$!
$1.(841!(&4(-&4!+-75877-(&!*&+![%*3F!$1#!%*33!<75.##&@=\!0(!2-&*3-P#!F#A!$1#)#7>!*7!2(.!75(.-&4>!
$1#!$#*)!3#*+#.!2*5-3-$*$#7!*!$#*)!+-75877-(&=!

¥! 01#!*77-4&#+!$#*)!)#)6#.!+.*2$7!$1#!:8))*.A!(2!:-$#7!I-7-$#+!*&+!71*.#7!-$!%-$1!$#*)!
)#)6#.7 =!01#&!*++7!$(!$1#!2-&*3!+.*2$!2##+6*5F!.#/(.$=!

¥! 0#*)!)#)6#.7!5(/A!$1#!CVN!2-3#7!(2!$1#-.!5()/3#$#+!L$#)!G(.F71##$7!*&+!:IL!G(.F71##$7!$(!
(&#!23*71!+.-;#!(.!3*/$(/=!!

¥! 01#!$#*)!3#*+#.!5(/-#7!$1#!L$#)!G(.F71##$7H:IL!G(.F71##$7=!,++-$-(&*3!5(/-#7!*.#!)*+#!2(.!
$1#!6*5F8/!$#*)!3#*+#.!*&+!$1#!)(&-$(.=!!

¥! C!2&*'"%'O!01#!$#*)!/.-&$7!$1#!2-&*3!SM*)-&#.!0#)/3*$#=!!
¥! ,33!$#*)!)#)6#.7! 4-;#!;#.6*3!5(&7#&787=!L2!$1#.#!-7!+-77#&$-(&>!$1#!0#*)!B#*+#.!)*A!5(&$*5$!

O0N!*&+!#M/3*-&!$1#!7$*$87=!
¥! 0#*)!)#)6#.7!<#M5#/$!$1#!$#*)!3#*++*K$2*&-+))$-&"-/K$"%.$&%+$<"- F8/!$#*)!3#*+#.@!3#*;#!*33!

)*$#.-*37!-&538+-&4!$1#!*//3-5*$-(&!*$!$1#!*//3-5*&$=!<71.#++-&4!)*A!6#!*&!*3$#.&*$-;#@!!
¥! D()/3#$#!$1#!:I !51#5F3-7$=!

!
Conducting Final Checks (may be performed on-site or in intensive editing after returning home)  

¥! D3*.-2AH7$*&+*.+-P#!$1#!3*&48*4#!(2!$1#!-$#)!5())#&$7!*&+!$1#!F#A!$1#)#7!<#=4=>!&*)#7!(2!$1#!
*//3 -5*&$!*&+!/.(5#77#7@=!

¥! S3-)-&*$#!*&A!5(&23-5$7!6#$%##&!7$.#&4$17!*&+!UNL7!6($1!%-$1-&!*&+!6#$%##&!-$#)7!*&+!F#A!
$1#)#7=!

¥! S&78.#!$1*$!*33!5())#&$7!5(&2(.)!$(!$1#!D())#&$!l8-+#3-&#7!<#=4=>!*;(-+!_*.4(&>!/.#75.-/$-;#!
7#&$#&5#7>!*&+!&#4*$-;#!$(&#T!-&538+#!7/#5-2-5!#M*)/3#7!*&+!2-48.#!.#2#.#&5#7T!2(587!(&!$1#!
D.-$#.-*!.#R8-.#)#&$7@=!
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¥! I#.-2A!$1*$!*33!7$*$#)#&$7!7851!*7![-$!-7!&($!53#*.>\![-$!+(#7!&($!*//#*.!$1*$>\!*&+![-$!-7!&($!
#;-+#&$\!*.#!51*&4#+!$(!.#23#5$!$1#!:I !2-&+-&47=!

 
Making Copies!

¥! 01#!$#*)!3#*+#.>!/.(5#77!5(*51>!*&+!6*5F8/!$#*)!3#*+#.!3#*;#!$1#!:I !%-$1!*!5(/A!(2!$1#!2-&*3!
+.*2$!SM*)-&#.!0#)/3*$#!*&+!$1.##!/*/#.!5(/-#7!<(&#!2(.!0B>!CD>!*&+!(&#!2(.!(&#!"`0B@=!

¥! 01#!0B!786)-$7!*!2-&*3!+.*2$!5(/A!$(!+.)*5pR8*3-$A?$#M*7=(.4!*&+!3-&%.-&F3#pR8*3-$A?$#M*7=(.4= 
 
Checking and Refining Comments in the draft final Examiner Template  

¥! 01#!$#*)!3#*+#.!)*A!)*F#!*++-$-(&*3!#+-$7!*2$#.!$1#!:I >!/(7$-&4!*&!8/+*$#+!;#.7-(&!(2!$1#!
0#)/3*$#!6A!)-+&-41$!D#&$.*3!0-)#!(&!$1#!J(&+*A!2(33(%-&4!$1#!:I =!

¥! ,2$#.!$1#!:I !1*7!6##&!5()/3#$#+!*&+!$1#!#M*)-&#.7!1*;#!.#$8.&#+!1()#>!$1#!$#*)!3#*+#.!
/.#/*.#7!2(.!$1#!J*.51 !5(&2#.#&5#!5*33!%-$1!$1#!C*&#3!(2!o8+4#7!*&+!$1#!5*33!%-$1!$1#!3#*+!
_8+4#=!01#!$#*)!3#*+#.!.#;-#%7!$1#!.#/(.$!2(.!7-4&-2-5*&$!5(..#5$-(&7!*&+!53*.-2-5*$-(&7=!!

!
Participating in the Call with the Panel of Judges 

Scheduling and logistics  
¥! 0#*)!3#*+#.7!*.#!.#R8-.#+!$(!/*.$-5-/*$#!-&!*!5(&2#.#&5#!5*33!%-$1!$1#!_8+4#7!+8.-&4!$1#!o8+4#7W!

J##$-&4=!!
¥! "#5*87#!(2!$#*)!3#*+#.7W!751#+83#7>!O0N!)-41$!&##+!$(!5(&$*5$!$1#)!6A!5#33!/1(&#=!V8.-&4!$1#!

)##$-&4>!$1#!_8+4#7!)*A!.#5(&7-+#.!*&!*//3-5*&$!*$!*&A!$-)#!+8.-&4!$1#-.!)##$-&4=!
¥! L2!$1#!$#*)!3#*+#.!-7!&($!*;*-3*63#!2(.!$1#!5(&2#.#&5#!5*33!%-$1!$1#!_8+4#7>!$1#!6*5F8/!$#*)!

3#*+#.!&##+7!$(!/*.$-5-/*$#!(&!$1#!5*33=$!
¥! O0N!%-33!&($-2A!$1#!$#*)!3#*+#.!cZnhZ!)-&8$#7!6#2(.#!$1#!C*&#3!(2!o8+4#7!-7!.#*+A!$(!+-75877!$1#!

*//3-5*&$=!01-7!%-33!#&*63#!$1#!$#*)!3#*+#.!$(!4(!$(!*!7#58.#!(22-5#!*&+!7#58.#!/1(&#>!-2!
&#5#77*.A=!

!
Preparation!
0(!/.#/*.#!2(.!$1#!5*33!%-$1!$1#!C*&#3!(2!o8+4#7>!$1#!$#*)!3#*+#.!.#;-#%7!$1#!2-&*3!+.*2$!SM*)-&#.!
0#)/3*$#!*&+!)*F#7!&($#7!(2!*&A!7/#5-*3!-778#7!$1*$!$1#!$#*)!2(8&+!(&!$1#!:I !(.!*&A!$1*$!)*A!&($!
6#!*+#R8*$#3A!5(&;#A#+!-&!$1#!75(.#6((F=!!
!
4+"!$1+".+*)$!()' $":&,.$".:&-"',%3$0&*$&*$"3",%)'$'/+$"221,-"%'$&*3"%,P"',&%Q*"'/+*K$,'$,)$'/+,*$R&<$
'&$2*&:,.+$'/+$'+"!I)$0"-')K$0,%.,%3)K$"%.$-&%-1(),&%)>$$
!
V8.-&4!$1#!5*33>!$1#!$#*)!3#*+#.!/.#7#&$7!*&!(;#.;-#%!(2!$1#!F#A!$1#)#7Q/*.$-583*.3A!/($#&$-*3!.(3#?
)(+#3!/.*5$-5#7!*&+!F#A!;83&#.*6-3-$-#7T!51*&4#7!$(!$1#!75(.-&4!.*&4#7T!*&+!*&A!)*_(.!+-75.#/*&5-#7!
+-75(;#.#+!-&!$1#!SM*)-&#.!0#)/3*$#=!,2$#.!$1-7!5*33>!$1#!_8+4#7!+#3-6#.*$#!(&!$1-7!-&2(.)*$-(&!*&+!
+#;#3(/!2(33(%?8/!R8#7$-(&7=!!

 
Call  

¥! 01#!$#*)!3#*+#.!2(587#7!(&!.#7/(&+-&4!$(!$1#!R8#7$-(&7!7851!*7>!!

¥! G1*$!78./.-7#+!A(8!*$!$1#!:I a!
¥! V-+!$1#!$#*)!1*;#!*&A!&#%!-&7-41$7!*6(8$!$1#!*//3-5*&$!*7!*!.#783$!(2!$1#!:I a!

¥! ,2$#.!7()#!$-)#>!+(!A(8!1*;#!*&A!(;#.*33!-&7-41$!*6(8$!$1#!*//3-5*&$!&(%a!
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¥! !01#!$#*)!3#*+#.!+#75.-6#7!$(!$1#!_8+4#7!*&A!&#%!(.!#M/*&+#+!8&+#.7$*&+-&47!(2!$1#!
*//3-5*&$W7!(.4*&-P*$-(&!*&+!#&;-.(&)#&$=!!

¥! ,2$#.!71*.-&4!$1#7#!-&7-41$7>!$1#!$#*)!3#*+#.!+-75877#7!$1#!F#A!$1#)#7!$1*$!*-)7!$(!5(&;#A!F#A!
7$.#&4$17!*&+!;83&#.*6-3-$-#7!%-$1(8$!7-)/3A!.#*+-&4!$1#!$#M$=!01-7!/.#7#&$*$-(&!1#3/7!$1#!_8+4#7!
$(!6#$$#.!8&+#.7$*&+!*&A!/(77-63#!.(3#?)(+#3!/.*5$-5#7!(.!F#A!*.#*7!(2!;83&#.*6-3-$A!2(.!$1#!
*//3-5*&$!-&!6($1!/.(5#77!*&+!.#783$7!*.#*7=!

¥! L2!$1#!:I !0#*)!.#5())#&+#+!*!75(.-&4!6*&+!51*&4#>!$1#!$#*)!3#*+#.!#M/3*-&7!$1#!F#A!+.-;#.7!
2(.!$1*$!51*&4#=!

¥! N-&*33A>!-2!$1#!$#*)!3#*+#.!+-75(;#.7!*&A!)*_(.!+-75.#/*&5-#7>!7851!*7!5(&23-5$7!(.!)-77-&4!
-&2(.)*$-(&>!1#!(.!71#!71*.#7!$1-7!-&2(.)*$-(&!%-$1!$1#!_8+4#7=!

 
Receiving and Providing Feedback on the Process!
,$!$1#!5(&5387-(&!(2!$1#!2-&*3!SM*)-&#.!0#)/3*$#!+-75877-(&>!$1#!3#*+!_8+4#!/.(;-+#7!2##+6*5F!$(!$1#!
$#*)!3#*+#.!5(&5#.&-&4!$1#!5*337!%-$1!$1#!_8+4#7=!:/#5-2-5!2##+6*5F!*&+!.#3*$#+!5())#&$7!)*A!-&538+#!
$1#!2(33(%-&49!

¥! V-+!$1#!$#*)!3#*+#.!5(&+85$!*&!#22#5$-;#!/.#7#&$*$-(&!(2!-&7-41$7!.#3*$#+!$(!$1#!U.4*&-P*$-(&*3!
C.(2-3#>!F#A!$1#)#7>!*&+!75(.-&4!51*&4#7a!!

¥! L&!.#7/(&+-&4!$(!R8#7$-(&7!2.()!$1#!C*&#3!(2!o8+4#7>!+-+!$1#!$#*)!3#*+#.!/.(;-+#!8&6-*7#+!
-&7-41$!$1*$!#&*63#+!$1#!_8+4#7!$(!.#*51!53(78.#!(&!$1#!-778#7a!01-7!R8#7$-(&!-&538+#7!$1#!
2(33(%-&4!#3#)#&$79!
" ! ,33!.#7/(&7#7!%#.#!6*7#+!(&!2*5$7!#7$*63-71#+!$1.(841(8$!$1#!#;*38*$-(&!5A53#=!
" ! E#7/(&7#7!%#.#!53#*.!*&+!5(&5-7#=!
" ! E#7/(&7#7!2(587#+!(&!7/#5-2-5!R8#7$-(&7!*$!1*&+=!
" ! 01#!$#*)!3#*+#.!*7F#+!53*.-2A-&4!R8#7$-(&7!$(!#&78.#!8&+#.7$*&+-&4=!

¥! V-+!$1#!75(.#6((F!/.#7#&$!*&!-&$#4.*$#+!;-#%!(2!$1#!*//3-5*&$a!01-7!R8#7$-(&!-&538+#7!$1#!
2(33(%-&4!#3#)#&$79!
" ! ,33!)*$#.-*37!%#.#!%#33!-&$#4.*$#+=!
" ! 01#!75(.#6((F!.#23#5$#+!$1#!5(33#5$-;#!-&/8$!*&+!/#.7/#5$-;#!(2!$1#!#&$-.#!$#*)=!
" ! 01.(841!$1#![*8+-$!$.*-3>\!5(&5387-(&7!5(83+!6#!$.*5#+!6*5F!$(!(.-4-&!*&+!#;-+#&5#=!
" ! 01#!75(.#6((F!#&*63#+!2*-.!;($-&4!*)(&4!$1#!_8+4#7=!
L&!*++-$-(&>!$1#!3#*+!_8+4#!*7F7!$1#!$#*)!3#*+#.!2(.!-&/8$H2##+6*5F!(&!$1#!_8+4#7W!/.(5#77!*&+!
5(&2#.#&5#!5*33=!0#*)!3#*+#.7!*.#!#&5(8.*4#+!$(!6#!1(&#7$!*&+!2(.$1.-41$!-&!$1#-.!5())#&$7>!*7!
$1-7!2##+6*5F!1#3/7!-)/.(;#!$1#!_8+4-&4!/.(5#77=!

! !
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" !!"#$%& !
!
!

! !"#$%& " '%()!* #&! +,%)-$%* $
!()& %.,%/& &00$* '!
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Planning Phase  
 
SV Preparation  
!
¥! Make travel arrangements: :51#+83#!A(8.!*..-;*3!7(!$1*$!A(8!*33(%!#&(841!$-)#!$(!51#5F!-&!*&+!

6#!.#*+A!%-$1!A(8.!5()/8$#.!*&+!2-3#7!-&!$1#!$#*)!.(()!6#2(.#!$1#!7$*.$!(2!$1#!-&-$-*3!/3*&&-&4!
)##$-&4!<&(.)*33A!6#4-&&-&4!*$!&((&@=!J(7$!$#*)!)#)6#.7!$.*;#3!(&!:8&+*A !(.!J(&+*A !8&3#77!
1*;-&4!$(!23A!6A!*-.=!01#!$#*)!3#*+#.!%-33!/.(;-+#!48-+*&5#!(&!%1#&!A(8!)*A!/3*&!$(!3#*;#!2(.!
1()#!(&!$1#!2(33(%-&4!N.-+*A!/)!(. !:*$8.+*A!*) =!E#)#)6#.!$1*$!$1#!#&$-.#!$#*)!)87$!7$*A!(&!
7-$#!(.!#&4*4#+!<;-.$8*33A@!8&$-3!$1#!75(.#6((F!-7!5()/3#$#+!*&+!;#.6*3!5(&7#&787!-7!*4.##*63#!$(!*33!!
#M*)-&#.7=!K(8.!1($#3!.#7#.;*$-(&7!%-33!6#!)*+#!2(.!A(8!6A!$1#!*//3-5*&$=!01-7!71(83+!6#!+-75877#+!
%-$1!$1#!(.4*&-P*$-(&*3!CUD=!

¥! Review the application: E#;-#%!*&+!6#!2*)-3-*.!%-$1!$1#!#&$-.#!*//3-5*$-(&=!

¥! Review the Consensus Scorebook: E#;-#%!*&+!6#!2*)-3-*.!%-$1!$1#!#&$-.#!D(&7(3-+*$#+!
5())#&$7 >!/*A-&4!/*.$-583*.!*$$#&$-(&!$(!5.(77?58$$-&4!-778#7!-+#&$-2-#+!(&!$1#!X#A!01#)#7!
G(.F71##$=!

¥! Follow instructions for developing a set of worksheets: "#4-&!6A!.#;-#%-&4!$1#!L$#)!G(.F71##$7!
2(.!:I !*&+!.#;-#%!$1#!2(.)*$=!N(.!/.(5#77!-$#)7>!+#;#3(/!Y?c!:IL!G(.F71##$7!$(!53*.-2A!*&+!;#.-2A!
5())#&$7=!!N(.!.#783$7!-$#)7>!$1#.#!71(83+!6#!(&#!E#783$7!:IL!G(.F71##$!/#.!-$#)=!`7#!$1-7!:IL!
%(.F71##$!$(!+#75.-6#!$1#!2-48.#7!*&+!.#783$7!-&538+#+!-&!$1#!5())#&$7!2(.!$1*$!-$#)=!!

¥! Follow instructions to draft SVI strategies: `7#!:I !7$.*$#4-#7!<1(%!*.#!%#!4(-&4!$(!;#.-2A!*&+!
53*.-2A@!$(![53(7#!(8$\!#*51!:IL!2(.!/.(5#77!-$#)7!*&+!$1#!:I !L778#!G(.F71##$!2(.!.#783$7!-$#)7=!01#!
7$.*$#4-#7!)*A!51*&4#!*7!$#*)!)#)6#.7!(6$*-&!)(.#!-&2(.)*$-(&=!V#$#.)-&#!%1()!A(8!%-33!
-&$#.;-#%!<-2!/(77-63#@>!R8#7$-(&7!$(!*7F>!+(58)#&$7!A(8!&##+>!*&+!%*3F?*.(8&+!R8#7$-(&7!$1*$!%-33!
1#3/!$#7$!$1#!#M$#&$!(2!+#/3(A)#&$=!

¥! On strategies, develop the list of people or groups to interview: C.#/*.#!*!3-7$!(2!$1#!/#(/3#!A(8!
%(83+!3-F#!$(!-&$#.;-#%!*&+!$1#!$(/-5<7@!$(!6#!+-75877#+=!S7$-)*$#!$1#!3#&4$1!(2!$-)#!&##+#+!*&+!
$1#!/.#2#..#+!+*A!$(!5(&+85$!$1#!-&$#.;-#%<7@=!'*;#!$1-7!-&2(.)*$-(&!/.#/*.#+!2(.!$1#!$#*)!3#*+#.>!
%1(!%-33!5((.+-&*$#!$1#!-&$#.;-#%!.#R8#7$7!7(!$1*$!$1#!$#*)!%-33!&($!6#!*7F-&4!$1#!*//3-5*&$!$(!
1*;#!/#(/3#!-&!$%(!/3*5#7!*$!(&5#=!C3#*7#!.#)#)6#.!$1*$!+*A!(&#!(2!$1#!:I !%-33!-&538+#!*!)##$-&4!
%-$1!$1#!3#*+#.71-/!$#*)!*&+!A(8.!5*$#4(.A!5(8&$#./*.$7=!

¥! On strategies, list the documents to review: C.#/*.#!*!3-7$!(2!$1#!+(58)#&$7!A(8!%(83+!3-F#!$(!
.#;-#%=!01#!$#*)!3#*+#.!%-33!75.86!$1#!3-7$!2(.!+8/3-5*$#7>!#$5=>!*&+!7#&+!$1#!+(58)#&$!3-7$!$(!$1#!
*//3-5*&$!$#&!+*A7!6#2(.#!$1#!:I =!01-7!%-33!1#3/!$1#!*//3-5*&$!$(!1*;#!$1#!)*$#.-*37!*;*-3*63#!$(!A(8!
*$!$1#!1($#3!5(&2#.#&5#!.(()!6#2(.#!$1#!$#*)W7!:8&+*A!/3*&&-&4!)##$-&4=!K(8!%-33!6#!*63#!$(!
.#R8#7$!)(.#!+(58)#&$7!*2$#.!$1#!(/#&-&4!)##$-&4!*$!$1#!*//3-5*&$W7!7-$#=!

¥! On strategies, prepare walk-around questions: C.#/*.#!(&#?$(?$1.##!%*3F?*.(8&+!R8#7$-(&7!2(.!
#*51!-$#)!$1*$!A(8!3#*+=!01#!$#*)!%-33!.#;-#%!$1#!3-7$!*&+!2-&*3-P#!$1#!R8#7$-(&7!*$!$1#!:8&+*A!
/3*&&-&4!)##$-&4=!

¥! Export your documents to PDF to test that process.!̀ /+*$#!$1#!;#.7-(&!(2!A(8.!CVN!,+(6#!
E#*+#.>!-2!&##+#+=!!

¥! Draft cross-cutting issue strategies: N(.!A(8.!*77-4&#+!:IL7>!+#$#.)-&#!%1#$1#.!($1#.!$#*)!
)#)6#.7!%-33!6#!;#.-2A-&4!*&+!53*.-2A-&4!7-)-3*.!:IL7!$1*$!1*;#!*!5())(&!$1#)#=!G(.F!$(4#$1#.!
(&!1(%!$(!#M/3(.#!$1#7#!:IL7!<#=4=>!$1.(841!-&$#.;-#%7>!%*3F?*.(8&+!R8#7$-(&7>!+*$*!.#;-#%@=! !
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¥! Prepare an interview question for the applicant’s senior leaders:!S*51!$#*)!)#)6#.!/.#/*.#7!
(&#!5.(77?58$$-&4!R8#7$-(&!$(!*7F!$1#!7#&-(.!#M#58$-;#!$#*)!+8.-&4!$1#!-&$#.;-#%!$1*$!2(33(%7!$1#!
(/#&-&4!)##$-&4=!01#!-&2(.)*$-(&!4*$1#.#+!2.()!$1#7#!R8#7$-(&7!-7!;*3-+*$#+!+8.-&4!$1#!
.#)*-&+#.!(2!$1#!(&?7-$#!/1*7#=!

¥! Discuss SVIs with backup: V-75877!A(8.!/.(/(7#+!:IL7!%-$1!A(8.!6*5F8/!6#2(.#!$1#!$#*)W7!
/3*&&-&4!5*33=!

¥! Share drafts with the team: V.*2$!A(8.!L$#)!G(.F71##$7!2(.!:I >!:IL!G(.F71##$7!%-$1!/.(/(7#+!
5.(77?58$$-&4!-778#7>!*&+!/.(/(7#+!:I !7$.*$#4-#7!2(.!.#;-#%!6A!A(8.!$#*)!*&+!$1#!C.(5#77!D(*51=!
01-7!&##+7!$(!6#!+(&#!&(!3*$#.!$1*&!$1#!:#/$#)6#.!+#*+3-&#!7#$!6A!A(8.!$#*)!3#*+#.=!01#!$#*)!
%-33!6.-#23A!.#;-#%!$1#!3-7$!(2!:IL7!*&+!*4.##!(&!$1#)!+8.-&4!$1#!/3*&&-&4!5*33=!

¥! Review updated results:!01.##!%##F7!6#2(.#!$1#!:I >!$1#!$#*)!%-33!.#;-#%!5(/-#7!(2!$1#!*//3-5*&$W7!
8/+*$#+!.#783$7=!"#!78.#!$(!-&538+#!*&A!8/+*$#7!-&!$1#!2-#3+7!2(.!$1#!*//.(/.-*$#!5())#&$7!(&!$1#!
.#783$7!:IL!G(.F71##$7=!!

¥! Finalize the draft documents: ".-&4!CVN!2-3#7!(2!$1#!)(7$!58..#&$ +.*2$7!(2!A(8.!L$#)!G(.F71##$7>!
:IL!%(.F71##$7>!*&+!:$.*$#4A!0((37!%-$1!A(8!$(!$1#!:8&+*A!/3*&&-&4!)##$-&4!*$!$1#!1($#3=!K(8!%-33!
8/+*$#!A(8.!%(.F71##$7!$1.(841(8$!$1#!:I =!!

 
Scorebook Preparation  
 

¥! ,2$#.!A(8!1*;#!8/+*$#+!*33!A(8.!*77-4&#+!:IL7>!5(/A!$1#) !$(!$1#!G(.+!0#)/3*$#>!%-$1!A(8.!L$#)!
G(.F71##$7=!

¥! N(.!$1#!-&-$-*3!(&!7-$#!/3*&&-&4!)##$-&4>!6.-&4!5(/-#7!2(.!*33!$#*)!)#)6#.7!(2!A(8.!:IL!G(.F71##$7!
2(.!A(8.!*77-4&#+!-$#)7=!

¥! ,77-4&#+!$#*)!)#)6#.<7@!.#;-7#!$1#!X#A!N*5$(.7!G(.F71##$!<75.(33!$(!$1#!6($$()!(2!$1#!
%(.F71##$@>!$1#!X#A!01#)#7!G(.F71##$>!*&+!$1#!:8))*.A!(2!:-$#7!I-7-$#+=!`/+*$-&4!$1#7#!
%(.F71##$7!5(&$-&8#7!$1.(841(8$!$1#!;-7-$=!

¥! V8.-&4!$1#!:I >!$#*)!)#)6#.7!53(7#!(8$!*77-4&#+!:IL!G(.F71##$7!*&+!.#;-7#!L$#)!G(.F71##$7=!
E#)#)6#.!$1*$!8/+*$-&4!%(.F71##$7!5(&$-&8#7!$1.(841(8$!$1#!;-7-$=!U55*7-(&*33A>!&#%!:IL7!*.-7#!
6#5*87#!(2!*++-$-(&*3!-&2(.)*$-(&!4*$1#.#+!+8.-&4!$1#!:I =!

¥! :$*.$-&4!%-$1!$1#!-&-$-*3!/3*&&-&4!)##$-&4!*&+!$1.(841(8$!$1#!:I >!$#*)!)#)6#.7!/.#7#&$!*&!(.*3!
78))*.A! *&+!7$*$87!(2!$1#-.!:IL7!$(!$1#!$#*)=!B*$#.>!$1#A!+-75877!1(%!$1#!L$#)!G(.F71##$7!1*;#!
51*&4#+!2.()!$1#!D(&7#&787!0#)/3*$#=!01#!$#*)!+-75877#7>!*4.##7>!*&+!.#;-7#7=!,2$#.!+-75877-(&!
*&+!#+-$7!$(!$1#!:IL!G(.F71##$7>!#*51!)#)6#.!*4.##7!$(!$1#!2-&+-&47!*&+!$1#!5(&5387-(&7!2(.!#*51!
:IL=!"A!/(7$-&4!#*51!:IL!G(.F71##$!(&!%*337!*.(8&+!$1#!$#*)!)##$-&4!.(()>!#*51!$#*)!)#)6#.!
1*7!$1#!(//(.$8&-$A!$(!5())#&$!(&!*33!:IL!G(.F71##$7=!D())(&3A!F&(%&!*7![%*3F!$1#!%*33!
<75.##&@>\!$1-7!/.(5#77!878*33A!1*7!7#;#.*3!-$#.*$-(&7=!

¥! 0#*)!)#)6#.7!)(+-2A!*&+!2-&*3-P#!$1#-.!:IL!G(.F71##$7!6*7#+!(&!$1#!$#*)W7!-&/8$=!!

¥! 0#*)!)#)6#.7!/(7$!$1#-.!+.*2$!L$#)!G(.F71##$7!%-$1!8/+*$#+!5())#&$7>!*&+!$1#A!.#5())#&+!*!
75(.-&4!.*&4#!.#783$-&4!2.()!$1#-.!.#7/#5$-;#!:IL!G(.F71##$7=!`7-&4![%*3F!$1#!%*33!<75.##&@>\!$#*)!
)#)6#.7!.#;-#%!*33!L$#)!G(.F71##$7!*&+!/.(;-+#!-&/8$!(&!$1#!5())#&$7!+-.#5$3A!(&!$1#!
%(.F71##$7=!,4*-&>!$1-7!/.(5#77!878*33A!1*7!7#;#.*3!-$#.*$-(&7=!01#!$#*)!%-33!3*$#.!*4.##!(&!*!
75(.-&4!.*&4#!2(.!#*51!-$#)>!*4*-&!6*7#+!(&!5())#&$7!*&+!-)/*5$7!(2!$1#!:IL7=!

! !
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¥! 0#*)!)#)6#.7!)(+-2A!$1#-.!L$#)!G(.F71##$7!6*7#+!(&!$1#!$#*)W7!-&/8$=!!

¥! ,&!*77-4&#+!$#*)!)#)6#.!.#2-&#7!$1#!X#A!01#)#7!G(.F71##$!(&!*&!(&4(-&4!6*7-7=!

¥! 01#!$#*)!5(&+85$7!*!2-&*3!+-75877-(&!(&!$1#!X#A!01#)#7!G(.F71##$=!01#!*77-4&#+!$#*)!)#)6#.!
)*F#7!2-&*3!#+-$7=!

¥! ,&!*77-4&#+!$#*)!)#)6#.!$.*&72#.7!75(.#7!2.()!#*51!L$#)!G(.F71##$!$(!$1#!:5(.#!:8))*.A!
G(.F71##$=!0(!2-&*3-P#!75(.-&4>!$1#!$#*)!+-75877#7!$1#!7#3#5$#+!.*&4#!+#$#.)-&#+!+8.-&4![%*3F!$1#!
%*33!<75.##&@\!2(.!#*51!-$#)!*&+!%1#$1#.!$1#!.*&4#!-7!1-41#.>!$1#!7*)#>!(.!3(%#.!$1*&!*$!
D(&7(3-+*$-(&!(2!5())#&#$7=!,37(>!$1#!$#*)!+-75877#7!*&+!5()#7!$(!*4.##)#&$!(&!$1#!(;#.*33!
/.(5#77!-$#)7!*&+!.#783$7!-$#)7!75(.-&4!6*&+7=!01#7#!+#$#.)-&*$-(&7!*.#!6*7#+!(&!.#783$7!2.()!$1#!
2-&+-&47!*&+!$1#-.!-)/3-5*$-(&7!(&!$1#!L$#)!G(.F71##$7=!L2!$1#!$#*)!-7!5(&7-+#.-&4!*!51*&4#!-&!*!
75(.-&4!6*&+>!-$!71(83+!+-75877!$1#!F#A!+.-;#.7!6#1-&+!$1-7!+#5-7-(&=!!

¥! "*7#+!(&!*&A!2-&*3!+-75877-(&!(2!$1#!:I !:5(.#6((F>!.#)*-&-&4!5(..#5$-(&7!*.#!)*+#!(&!$1#!7/($>!
*&+!*33!7-4&!$1#!7-4&*$8.#!/*4#!(2!$1#!75(.#6((F=!!

 
Proposed Ground Rules  
 
'#.#!*.#!7()#!/.(/(7#+!4.(8&+!.83#7=!C3#*7#!.#;-#%!*&+!/.#/*.#!$(!+-75877!$1#)!+8.-&4!/3*&&-&4!
5*337=!J (+-2A!$1#)!*7!&#5#77*.A=!!
!
¥! Working as a Team: U8.!(6_#5$-;#!-7!$(!5(&+85$!*&!#22#5$-;#!*&+!(6_#5$-;#!:I !6A!87-&4!*33!$1#!

#M/#.$-7#!(2!(8.!$#*)!)#)6#.7=!01-7!)#*&7!%#!3-7$#&!5*.#2833A!$(!#*51!($1#.!*&+!$*F#!2833!
*+;*&$*4#!(2!(8.!6.(*+!#M/#.-#&5#!*&+!$1#!+-;#.7-$A!(2!(8.!5(33#5$-;#!$1-&F-&4=!L$!*37(!)#*&7!%#!
*.#!23#M-63#!*6(8$!/-$51-&4!-&!*&+!1#3/-&4!#*51!($1#.!$1.(841(8$!$1#!/.(5#77=!^(&#!(2!87!3#*;#7!
8&$-3!$1#!_(6!-7!5()/3#$#+=!G(.F-&4!*7!*!$#*)!*37(!)#*&7!$1*$!%#!/.#7#&$!*!8&-2(.)!*&+!8&-$#+!
2.(&$!+8.-&4!*33!-&$#.*5$-(&7!%-$1!$1#!*//3-5*&$=!

¥! Customers: U8.!-))#+-*$#!-&$#.&*3!587$()#.7!*.#!$#*)!)#)6#.7>!%1(!&##+!$(!8&+#.7$*&+!
(.*3H%.-$$#&!5())8&-5*$-(&!*&+!6#&#2-$!2.()!#*51!(2!(8.!5(&$.-68$-(&7=!,&($1#.!-&$#.&*3!
587$()#.!-7!$1#!C*&#3!(2!o8+4#7>!%1-51!-7!3((F-&4!2(.!*&!(6_#5$-;#!#;*38*$-(&!(2!$1#!*//3-5*&$!6*7#+!
(&!$1#!*%*.+!N.*)#%(.F =!01#!_8+4#7!-&!$8.&!+#$#.)-&#!-2!$1#!*//3-5*&$!1*7!&*$-(&*3!.(3#?)(+#3!
/.*5$-5#7!$(!71*.#=!01#!*//3-5*&$!-7!$1#!/.-)*.A!#M$#.&*3!587$()#.>!%1-51!-7!3((F-&4!2(.!-&7-41$283>!
&(&?/.#75.-/$-;#!2##+6*5F!$1*$!1#3/7!.#-&2(.5#!-$7!7$.#&4$17!*&+!-+#&$-2A!*5$-(&*63#!UNL7=!

¥! Feedback-Ready Comments: ,7!%#!5()/3#$#!(8.!%(.F>!%#!)*F#!#;#.A!#22(.$!$(!+.*2$!
5(&7(3-+*$#+!5())#&$7!$1*$!*.#!2##+6*5F!.#*+A=!01*$!)#*&7!%#!-)*4-&#!$1*$!$1#!*//3-5*&$!-7!
.#*+-&4!$1#!5())#&$7!*7!%#!%.-$#!*&+!5*&!8&+#.7$*&+!1(%!#*51!5())#&$!-7!*//3-5*63#!*&+!
*5$-(&*63#=!L&!*++-$-(&>!%#!&##+!$(!)*F#!-$!#*7A!2(.!$1#!_8+4#7!$(!2(33(%!$1#!$.*-3!2.()!$1#!!

!"#! $1#!D(&7(3-+*$-(&!:5(.#6((F! .6!
!$#! :I !L778#!G(.F71##$7!.6!
!%#! L$#)!G(.F71##$7!.6!
!&#! $1#!X#A!01#)#7!G(.F71##$!

¥! Item Ownership: ^(!(&#![(%&7\!*&A!-$#)=!L&7$#*+>!%#!*.#!$.A-&4!$(!4#$!$1#!6#7$!5(33#5$-;#!
$1-&F-&4=!D.(77?$#*)!71*.-&4!(2!(67#.;*$-(&7!*&+!-&/8$!-7!*!&#5#77-$A=!

¥! Time Management: G#!$.A!;#.A!1*.+!$(!6#4-&!*&+!#&+!(&!$-)#=!G#!7$-5F!$(!$1#!*4.##+?8/(&!
(;#.*33!751#+83#!(2!#;#&$7=!L$!-7!-)/(.$*&$!$(!+(58)#&$!*7!%#!4(=!:I !L778#!G(.F71##$7!)87$!6#!
F#/$!8/!$(!+*$#=!L2!%#!4#$!6#1-&+>!-$!%-33!6#!+-22-583$!$(!5*$51!8/]!
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¥! Facilitation: G#!*33!1*;#!*!.#7/(&7-6-3-$A!2(.!2*5-3-$*$-(&=!N(.!#M*)/3#>!-2!%#!4#$!*%*A!2.()!$1#!)(.#!
-)/(.$*&$!/(-&$7!*&+!-&$(!)-&8$-*>!*&A(&#!5*&!5*33!*![/.(5#77!51#5F\!$(!1#3/!87!4#$!6*5F!(&!$.*5F=!

¥! Active Listening and Consensus: G#!3-7$#&!$(!($1#.!/(-&$7!(2!;-#%>!/*.$-583*.3A!$1(7#!$1*$!*.#!
+-22#.#&$>!-&!*++-$-(&!$(!#M/.#77-&4!(8.!(%&=!G#!5*&!*&+!+(!.#7/#5$2833A!+-7*4.##>!68$!%#!*.#!
7$.-;-&4!2(.!5(&7#&787=!D(&7#&787!)#*&7!%#!1*;#!1#*.+>!1*;#!6##&!1#*.+>!*&+!$187!5*&!*&+!%-33!
78//(.$!$1#!$#*)W7!5(&5387-(&7=!

¥! Professional Behavior: G#!%*&$!$1#!*//3-5*&$!$(!2##3!$1*$!%#!*.#!/.#/*.#+>!3-7$#&!%#33>!*&+!
$1(.(8413A!8&+#.7$*&+!-$7!(.4*&-P*$-(&=!

¥! Have Fun and Learn from Each Other: G#!-&$#&+!$(!1*;#!28&!*&+!#&5(8.*4#!18)(.!*$!$1#!7*)#!
$-)#!$1*$!%#!*.#!%(.F-&4=!G#!5*&!#;#&!71*.#!7()#!18)(.(87!)()#&$7!%-$1!$1#!*//3-5*&$>!*7!%#!
4#$!$(!F&(%!-$7!7$*22!)#)6#.7!+8.-&4!$1#!:I =!

¥! Personal Information: G#!)*A!$#33!$1#!*//3-5*&$!(&3A!(8.!&*)#!*&+!$1#!&*)#!(2!(8.!(.4*&-P*$-(&>!
&($!/.(2#77-(&*3!#M/#.$-7#!*&+!#M/#.-#&5#!%-$1!"*3+.-4#=!!

¥! Other: G#!*33!$*F#!5(33#5$-;#!(%&#.71-/!*&+!.#7/(&7-6-3-$A!2(.!$1#!:I !:5(.#6((F=!L&!*++-$-(&>!%#!+(!
&($!$*F#!*&A!7(8;#&-.7!</#&7>!7$*$-(&#.A>!#$5=@!2.()!$1#!*//3-5*&$W7!7-$#!(.!2.()!$1#!1($#3=!!

!

Generic Walk-Around Questions 
!
¥! L&!%1*$!/*.$!(2!$1#!(.4*&-P*$-(&!+(!A(8!%(.Fa!'(%!3(&4!1*;#!A(8!6##&!%-$1!$1#!(.4*&-P*$-(&a!

'(%!3(&4!1*;#!A(8!6##&!-&!A(8.!58..#&$!/(7-$-(&a!
!
¥! G1*$!*.#!$1#!)(7$!7-4&-2-5*&$!51*&4#7!$1*$!A(8!1*;#!/#.7(&*33A!#M/#.-#&5#+!-&!$1#!3*7$!$%(!$(!

$1.##!A#*.7a!G1Aa!
!
¥! V(!A(8!1*;#!+-.#5$!-&$#.*5$-(&7!%-$1!A(8.!587$()#.7!*&+H(.!7$*F#1(3+#.7a!'(%!(2$#&a!D(83+!A(8!

+#75.-6#!*!5(8/3#!(2!#M*)/3#7!(2!$1#7#!-&$#.*5$-(&7a!L&!4#&#.*3>!+(!A(8!F&(%!%1*$!A(8.!587$()#.7!
*&+H(.!7$*F#1(3+#.7!#M/#5$!2.()!A(8a!

!
¥! G1*$!+#/*.$)#&$7!(.!4.(8/7!+(!A(8!+#/#&+!(&!$(!+(!A(8.!_(6a!'(%!-7!$1#!%(.F!*33(5*$#+!$(!A(8a!

V(!A(8!/.(;- +#!$1#7#!4.(8/7!2##+6*5F!(&!%1*$!-)/.(;#)#&$7!5(83+!6#!)*+#a!'(%!(2$#&a!'(%!
<2(.)*3H-&2(.)*3!2##+6*5F@a!

!
¥! ,.#!A(8!-&;(3;#+!-&!5())8&-$A!*5$-;-$-#7a!V(!$1#7#!-&;(3;#!$-)#!(22!2.()!%(.Fa!V(#7!$1#!

(.4*&-P*$-(&!*33(%!A(8!$-)#!(.!/*A!A(8!%1-3#!A(8!;(38&$##.a!
!
¥! ,. #!A(8!58..#&$3A!/*.$-5-/*$-&4!(&!*&A!%(.F!$#*)7a!'(%!3(&4!1*;#!A(8!6##&!*!)#)6#.a!G1*$!-7!

$1#!$#*)W7!)-77-(&H.(3#a!,.#!A(8.!$#*)!*5$-;-$-#7!%(.$1!$1#!$-)#!A(8!7/#&+a!G1Aa!
!
¥! '(%!+(!A(8!71*.#!-&2(.)*$-(&!%-$1!($1#.7!(.!.#5#-;#!-&2(.)*$-(&!2.()!($1#.7!$(!1#3/!A(8!+(!A(8.!

_(6a!
!
¥! G1#&!%*7!$1#!3*7$!$-)#!A(8!*$$#&+#+!*!2(.)*3!$.*-&-&4!53*77a!0(/-5a!B#&4$1a!G1*$!F&(%3#+4#!

2.()!$1#!$.*-&-&4!%#.#!A(8!*63#!$(!87#!6*5F!(&!A(8.!_(6a!
!
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¥! V(!A(8!.#5#-;#!-&2(.)*$-(&!*6(8$!$1#!(.4*&-P*$-(&W7!F#A!7$.*$#4-5!(6_#5$-;#7a!'(%!<#?)*-3>!
&#%73#$$#.7>!4.(8/!)##$-&47>!#$5=@a!G1-51!)#$1(+!-7!)(7$!#22#5$-;#a!,.#!$1#.#!($1#.!%*A7!A(8!
%(83+!3-F#!$(!4#$!-&2(.)*$-(&!*&+H(.!($1#.!-&2(.)*$-(&!A(8!%(83+!3-F#!$(!1*;#a!

!
¥! V(!A(8!.#5#-;#!-&2(.)*$-(&!(&!F#A!(.4*&-P*$-(&*3!.#783$7a!'(%!+(!A(8!87#!$1-7!-&2(.)*$-(&!$(!

)*F#!+#5-7-(&7a!
!
¥! '(%!(2$#&!+(!A(8!7##!A(8.!+-.#5$!78/#.;-7(.a!'-7!(.!1#.!78/#.;-7(.a!'-7!(.!1#.!78/#.;-7(.a!`&+#.!

%1*$!5-.58)7$*&5#7a!
!
¥! G1(!*.#!A(8.!)*_(.!5()/#$-$(.7a!G1*$!+(!$1#A!+(!6#$$#.!$1*&!A(8a!,.#!A(8!*%*.#!(2!*&A!#22(.$7!

$(!-)/.(;#!-&!$ 1#7#!*.#*7a!
!
¥! G1*$!5(&5#.&7!+(!A(8!1*;#!*6(8$!$1#!28$8.#!(2!$1-7!(.4*&-P*$-(&a!'*;#!A(8!71*.#+!$1#7#!%-$1!

A(8.!7#&-(.!3#*+#.7a!'*;#!$1#A!*7F#+!A(8!2(.!-&/8$a!'(%H1(%!(2$#&a!
!
¥! '(%!+(!A(8!2-$!-&$(!$1#!(.4*&-P*$-(&W7!7$.*$#4-5!/3*&a!
!

! !
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!"#$%&"#'"()*+,% -./01//.23 %45"3'#/ %
 

All agenda items must be covered by Team Leader in phone calls with the organization 

point of contact. 

!"#$%&'(")*&+"

¥! V-75877!*&A!-778#7!(.!/(77-63#!)-78&+#.7$*&+-&47!%-$1!$1#!U.4*&-P*$-(&*3!C.(2-3#!<$1-7!-7!
.#5())#&+#+!$(!6#!+(&#! ,N0SE!$1#!0#*)!B#*+#.!5(&7(3-+*$#7!$1#!X#A!N*5$(.7@!

,"-../(")*&+" "

¥! D(&4.*$83*$#!$1#!*//3-5*&$>!/.(;-+#!&8)6#.!(2!:I !)#)6#.7! 2(.!/1A7-5*3!7-$#!;-7-$>!&8)6#.!(&!:I!
2.()!;-.$8*3!)#)6#.7>! *&+!$1#!*&$-5-/*$#+!&8)6#.!(2!(.4*&-P*$-(&*3!*.#*7!;-7-$#+!

¥! I*3-+*$#!$1#!+*$#7!(2!$1#!:I !<-2!&#5#77*.A@>!.(841!7$*.$!$-)#7!#*51!+*A!
¥! I*3-+*$#!$1*$!$1#!*//3-5*&$!4#$7!*&!-&?6.-#2!)##$-&4!(2!Y?1(8. !

o! ,7F!-2!$1#.#!*.#!*&A!5(&5#.&7!!

¥! L&-$-*$#!+-75877-(&7!(&!$1#!(;#.*33!751#+83#>!-&538+-&49!
o! V*A!Y9!

! ! X-5F(22!)##$-&4!<0#*)!B#*+#.@!n!Yf!)-&8$#7!
! ! L&?6.-#2!)##$-&4!<,//3-5*&$@!n!Y!1(8.!
! ! h!D*$#4(.A!J##$-&47!Y!m!1(8.7!#*51!<6($1!7-+#7@!!

¥! E#;-#%-&4!$1#!+*$*!/.(;-+#+!<%1-51!%-33!1*;#!6##&!.#;-#%#+!6A!$1#!$#*)!
(&!:8&+*A@!

¥! E#;-#%-&4!$1#!.#783$7!

¥! D*$#4(.A!R8#7$-(&7!
! ! D*$#4(.A!B#*+7!.#;-#%!&##+#+!+(58)#&$7!n!cZ!)-&8$#7!
! ! 0#*)!B#*+#.HCUD!53(7#!2(.!$1#!+*A!

¥! D1*&4#7!-&!$1#!(.4*&-P*$-(&!7-&5#!$1#!*//3-5*$-(&!%*7!%.-$$#&!

¥! ,7F!2(.!8/+*$#+!D*$#4(.A!i!E#783$7!n!V8#!Yg!+*A7!/.-(.!$(!$1#!:I =!!!

¥! V-75877!1(%!$1#!D*$#4(.A!i!+*$*!8/+*$#7!&##+!$(!6#!/.#7#&$#+!</*.$-583*.3A!-2!$1#!*//3-5*&$!
+(#7!&($!1*;#!$1#!-&$#.&*3!5*/*6-3-$A!$(!+8/3-5*$#!$1#!4.*/1-57!-&!$1#!*//3-5*$-(&@!

o! ^#%!l.*/1-57a !
o! '*&+ ?+.*%&a!
o! SM5#3!$*63#7a!
o! '(%!$1#!#M*)-&#.7!%-33!F&(%!%1*$!1*7!51*&4#+a!

¥! ,&A!5(&23-5$7!%-$1!F&(%&!3#*+#.71-/!751#+83#7!

¥! ,&A!F#A!3#*+#.!$1#A!%*&$!$(!#&78.#!-7!*;*-3*63#!
¥! C.#3-)-&*.A!+-75877-(&!(2!%1#.#!$1#!)##$-&47!%-33!6#!1#3+9!
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o! G#!%(83+!/.#2#.!$1*$!$1#!)##$-&47!*.#!1#3+!-&!$1#!*.#*7!%1#.#!$1#!+(58)#&$7!2(.!$1*$!
$(/-5!#M-7$!(.!5*&!6#!#*7-3A!*55#77#+!

¥! L&-$-*3!5(&;#.7*$-(&!(&!$1#!3(5*$-(&7!%#!)*A!%-71!$(!;-7-$!
o! SM/*&+!$1#!7-$#!3-7$-&4!2.()!$1#!#3-4-6-3-$A!2(.)!%-$1!)(.#!+#$*-37!(&9!

! ! B(5*$-(&7!
! ! S)/3(A##7!
! ! N8&5$-(&7!
! ! :1-2$7!
! ! `&-R8#!7#.;-5#7!&($!/.(;-+#+!#37#%1#.#!

¥! S7$*63-71!*!.#483*.!/1(&#!5(&$*5$!751#+83#!6#2(.#!$1#!:I !
o! 0#*)!B#*+#.!D1(-5#!n!:844#7$#+!b!C#.!G##F!<J(&+*A!/)!*&+!N.-+*A!*)@!

! ! 01#7#!5*&!6#!;#.A!71(.$!5*337!<Yf!n!cZ!)-&8$#7>!*7!&##+#+@!
o! C8$!$1#!$-)#7!(&!6($1!5*3#&+*.7=!
o! J*F#!$1#!CUD!2##3!5()2(.$*63#!%-$1!$1#!7-$#!;-7-$!

¥! 0-)-&4!(2!$1#!(;#.*33!/.(5#77>!-&538+-&49!
o! 0#*)!5()-&4!-&$(!$(%&!
o! '($#3!
o! 0#*)!/3*&7!$(!3#*;#!<$-)#!.#R8-.#+!2(.!5(&7#&787@!

¥! G1(!*.#!$1#!*//3-5*&$W79!
o! D*$#4(.A!$#*)!3#*+#.7>!)#)6#.7>!*&+!28&5$-(&!(.!_(6!$-$3#!
o! X#A!5())-$$##7!&($!&($#+!-&!$1#!,//3-5*$-(&!<#=4=>!J#+-5*3!:$*22!D())-$$##7>!"(*.+!

D())-$$##7@!

¥! G#!%-33!6#!71*.-&4!(8.!#M*)-&#.!$#*)!*&+!5*$#4(.A!3#*+7!%-$1!A(8!-&!%##F!c=!

¥! ,&A!-778#7!78..(8&+-&4!7#58.-$A!*&+!*55#77!*$!$1#!*//3-5*&$!2*5-3-$-#7=!

¥! 0.*&7/(.$!R8#7$-(&7!
o! C-5F?8/!*$!*-./(.$ !
o! C-5F?8/!#*51!)(. &-&4!

¥! '($#3!R8#7$-(&7a!
o! B-7$#&!$(!$1#!,//3-5*&$!.#4*.+-&4!5(&7$.*-&$7!<0.*;#3>!.871!1(8.!$-)#7>!#$5=@!

¥! 0-)-&4!2(.!$1#!L&-$-*3!V*$*!E#R8#7$!
o! :844#7$!$1*$!$1#A!&8)6#.!#;#.A!+(58)#&$9!

! ! "#2(.#!$1#!:I 9!!01#!3-7$!71(83+!6#!&8)6#.#+>!7851!*79!

¥! D*$#4(.A!Y9!
o! Y?Y!
o! Y?b!
o! b?Y>!#$5=!

! ! V(58)#&$7!.#*+A!*7!#*.3A!*7!$1#!&-41$!6#2(.#!$1#!-&-$-*3!/3*&&-&4!)##$-&4!<%(.F!
%-$1!*//3-5*&$!CUD!2(.!+#3-;#.A@!

! ! 01#!/.(5#77!$(!;*3-+*$#!$1*$!$1#!$#*)!.#5#-;#+H87#+!+(58)#&$79!

¥! V-75877#+!-&!$1#!D*$#4(.A!$#*)!)##$-&47!



 

49 

 

¥! cZ!J-&8$#!.#;-#%!$(!;#.-2A9!
o! `&+#.7$*&+-&4!
o! ,++-$-(&*3!.#R8#7$7!

¥! V8.-&4!$1#!:I 9!!C8$!$1#!(%&#.!(2!$1#!+(58)#&$W7!&*)#!*&+!3(5*$-(&!(&!
$1#!+(58)#&$!*&+!$.*5F!$1#!+(58)#&$7!%-$1!*!8&-R8#!&8)6#.!<87#!*!
+(58)#&$!.#R8#7$!2(.)@!

¥! L2!/(77-63#>!1(3+!$1#!D*$#4(.A!)##$-&47!-&!.(()7!%-$1!*!5()/8$#.>!/.(_#5$(.!q!75.##&!$(!71(%!
+(58)#&$7!$(!$1#!#M*)-&#.7!n!/1A7-5*33A!*&+!;-.$8*33A=!

¥! V-75877!*&+!*4.##!$(!.83#7!2(.!$1#!:I !$(!)*F#!78.#!%#!*.#!%(.F-&4!$(4#$1#.!n!$1#.#!-7!*!
2##+6*5F!3((/!$(!#-$1#.!$1#!$#*)!3#*+#.!(.!$1#!C.(5#77!D(*519!

o! Y?1(8.!.83#!n!L2!-$!$*F#7!$1#!*//3-5*&$!3(&4#.!$1*&!(&#!1(8.!$(!/.#/*.#!*&!*&7%#.!$(!*&!
#M*)-&#.!R8#7$-(&>!+-75877!%-$1!$1#!$#*)!3#*+#.!(.!$1#!#M*)-&#.!

o! '-++#&!5(7$7!n!,&A!7-4&-2-5*&$!5(7$!$1*$!-7!-&58..#+!$1*$!)*A!&($!6#!*//*.#&$!$(!$1#!
$#*) !

!

0"-../(")*&+ "

¥! ,&A!(/#&!-778#7!2.()!%##F!g!

¥! C.(;-+#!$1#!$#*)!3-7$!*&+!%1*$!5*$#4(.A!#*51!$#*)!)#)6#.!%-33!3#*+!

¥! I#.-2A!$1#!751#+83#!$(!5()/3#$#!$1#!-&-$-*3!+(58)#&$!.#R8#7$!<+(58)#&$7!%1-51!%-33!&##+!$(!6#!
/.(;-+#+!/.-(.!$(!$1#! :I @!

o! I#.-2A!$1*$!$1#!+(58)#&$7!*.#!6#-&4!&8)6#.#+!
o! D*$#4(.A!0#*)!)##$-&47!5*&!*7F!2(.!*&A!+(58)#&$!)#&$-(&#+!-&!$1*$!D*$#4(.A!

¥! 7;6S4+"!$5+".+* $=,11$.,)-())!?!I*3-+*$#!$1*$!'($#3!,..*&4#)#&$7!*.#!)*+#>!-&538+-&4!$1#!
%(.F.(() !-&!$1#!1($#3!

¥! I*3-+*$#!$1*$!$1#.#!-7!*!$#*)!.(()!(&!7-$#9!
o! D(/A-&4>!/.-&$-&4>!($1#.!78//3A!&##+7!
o! '-41 ?3#;#3!751#+83#!2(.!V*A!Y!

¥! V-75877!-2!$1#.#!*.#!7/#5-*39!
o! '#*3$1H+.#77H+-#$!.#R8-.#)#&$7!2(.!$1#!$#*)!
o! :&*5F7!
o! J#*37!+#3-;#.#+!$(!$1#!1($#3!(.!*5R8-.#+!(&!7-$#!
o! V.#77H7*2#$A!.#R8-.#)#&$7!2(.!$1#!2*5-3-$-#7!<53(7#+?$(#!71(#7>!1-41!1##37a@!
o! V.#77!D(+#!
o! ,&A!583$8.*3!-778#7!

¥! ,..-;#!cZ!)-&8$#7!6#2(.#!$1#!(/#&-&4!)##$-&4!$(!*33(%!)##$!*&+!4.##$=!

"

!"-../(")*&+ "
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¥! E#;-#%!$1#!(/#&!-778#7!2.()!/.#;-(87!+-75877-(&7!

¥! I#&8#!2(.!)##$-&47!n!-=#=>!D(&2-.)!$1*$!$1#!)##$-&47!+8.-&4!$1#!:I !%-33!6#!-&!$1#!*.#*!%1#.#!$1#!
+(58)#&$7!*.#!n!2(.!#M*)/3#>!%1#&!$1#A!)##$!%-$1!'E>!$1#A!%-33!)##$!-&!$1#!'E!*.#*!

o! C.#2#.*63A!&#*.!$1#!$#*)!.(()!*$!$1#!,//3-5*&$!

¥! D(&2-.)!($1#.!(&?7-$#!3(4-7$-57!2(.9!
o! 0#*)W7!%(.F!.(()!*$!$1#!,//3-5*&$W7!7-$#!
o! J##$-&4!.(()7!<7851!*7!-&!'E!*7!7$*$#+!*6(;#@!
o! V*$*!.#R8#7$7!*&+!V*$*!$(!6#!$*F#&!$(!$1#!1($#3!
o! C.(5#77!$(!.#$8.&!V*$*!*2$#.!$1#!:I !

¥! N*5-3-$A!;-7-$!/3*&!<+(!$1#A!&##+!*!)*/a@!

¥! N-&*3-P#9!
o! 0.*&7/(.$*$-(&!/3*&!
o! '($#37!
o! l8-+#7!&##+#+!
o! G(.F!E(()!#R8-/)#&$!</.-&$#.>!5(/-#.>!/1(&#>!23-/51*.$7@!

"

1"-../")*&+ "

¥! N-&*3-P#!$1#!3((7#!#&+7!2.()!$1#!#*.3-#.!$(/-57!!

¥! ,&A!*7/#5$7!(2!$1#!-&-$-*3!+*$*!.#R8#7$!%1-51!*.#!8&53#*.!

¥! I*3-+*$#!$1#!3#*+#.7!%1-51!*.#!&##+#+!*&+H(.!%-33!&($!6#!*;*-3*63#!

"

!"234(")*&+""

¥! N-&*3-P#!$1#!3((7#!#&+7!2.()!$1#!#*.3-#.!$(/-57!!
¥! ,55())(+*$#!$1#!*.. -;*39!

o! 0.*&7/(.$*$-(&!
o! '($#3!/-5F?8/ !<-2!23A-&4!1*7!6##&!*//.(;#+@!
o! ,..-;#!cZ!)-&8$#7!6#2(.#!$1#!6#4-&&-&4!$(!*33(%!)##$!*&+!4.##$!

"

" "
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#$5%6%7"$8"1!""234"$8"&'."9: +"

¥! N-&*3-P#!*&A!3((7#!#&+7!

¥! C-5F?8/!$1#!#M*)-&#.7!*$!$1#!1($#3!

¥! ,..-;#!cZ!)-&8$#7!6#2(.#!$1#!6#4-&&-&4!$(!*33(%9!
o! :1(%!$1#)!$1#-.!$#*)!.(()!q!;#.-2A!$1#!/.-&$#.>!#$5=!%(.F7!
o! :#$!8/!/.(_#5$(.H$1#-.!/.#7#&$*$-(&!
o! J##$Hl.##$!
o! D(22##!

¥! I#.-2A!$1#!751#+83#!2(.!$1#!;-7-$!<*!2#%!)-&8$#7!6#2(.#!$1#!;-7-$!7$*.$7@!

¥! I#.-2A!$1*$!$1#!(.4*&-P*$-(&!%-33!4#$!$1#!51*&5#!$(!;*3-+*$#!$1*$!*33!(2!$1#!L&-$-*3!V*$*!E#R8#7$7!
%#.#!)#$!

;8&.5%$$%"$8"<3='"234"$8">'."9: "?)886=63@"A$%&3=&"B$6%&"C"B)AD"3%E"
>.3F"G.3E.5HB5$=.(("A$3='"#..&6%7+"

¥! I*3-+*$#!$1*$!$1#!*//3-5*&$!-7!4#$$-&4!$1#!51*&5#!$(!$#33!$1#-.!7$(.A!
o! ,+_87$!751#+83#!*7!&##+#+!
o! V-75877!*&A!-778#7H/.(63#)7!$1*$!1*;#!+#;#3(/#+!

¥! V(58)#&$!.#R8#7$7!<(&!7-$#@!
o! E#/(.$!$(!$1#!$#*)!3#*+#.!$1#!+*$*!4-;#&!$(!$1#!$#*)!+8.-&4!$1#!+*A!
o! E#;-#%!*&A!(/#&!V(58)#&$!.#R8#7$7!<-2!*&A@!

¥! V-75877!-2!$1#.#!*.#!)##$-&47!%1-51!&##+!$(!6#!751#+83#+!(.!.#751#+83#+!

¥! I#.-2A!$1#!$-)-&4!(2!$1#!D3(7-&4!J##$-&4!<*$!3#*7$!bg!1(8.7!*2$#.!$1#!$#*)!1*7!2-&-71#+!$1#-.!(&?
7-$#!%(.F@  
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Suggested Format for Team Member Communication 
 
Team Member Assignments – 7 Member Team 
!
"*7#+!(&!A(8.!7$.#&4$17!*&+!/.#2#.#&5#7>!1#.#!*.#!$1#!-$#)!*77-4&)#&$7!2(.!$1#!:I !$#*) =!
!
!

Examiner 
Name 

Category 
Lead 

Backup Cross-Cutting Issue/ 
Key Process 

Other 

^*&5A! X#A!N*5$(.7!
q!X#A!
01#)#7!
G(.F71##$7>!
:8))*.A!(2!
:-$#7!I-7-$#+>!
'EU!
L&$#.;-#%!
G(.F71##$!

! ¥! D(./(.*$#!78//(.$ !
¥! B#*+#.71-/!7A7$#)!
¥! V#/3(A)#&$!
¥! U.4*&-P*$-(&*3!

7855#77-(&!/3*&&-&4!
!

¥! 0#*)!3#*+#.!
¥! B#*+#.71-/!$#*)!

-&$#.;-#%!
¥! :5(.#6((F!#+-$(. !
¥! 'EU!-&$#.;-#%!
¥! V*-3A!51#5F?-&!%-$1!CUD!
¥! V(58)#&$!.#R8#7$!3-7$!

J*.F ! b=Y>!b=b>!i=f!! Y=Y>!Y=b>!
i=g*!

¥! :$.*$#4-5!/3*&&-&4!
¥! B#*+#.71-/!
¥! l(;#.&*&5# !

¥! "*5F8/!$#*)!3#*+#.!
¥! B(4-7$-57!

D.-7$-&! c=Y>!c=b>!i=b! f=Y>!f=b>!
i=c!

¥! D87$()#.!.#3*$-(&71-/7!
¥! S)/3(A##!.#3*$-(&71-/7!
!

¥! :#&-(.!#M#58$-;#7W!
-&$#.;-#%!R8#7$-(&7!
<5((.+-&*$#@!

'*..A ! g=Y>!g=b>!i=f*! h=Y>!h=b>!
i=Y!

¥! J*&*4#)#&$!6A!2*5$!
¥! NUD`:!:5(.#5*.+!!

¥! J##$-&4!5((.+-&*$-(&!
+8.-&4!:I !

¥! D()/8$#.!#M/#.$!
S33#&! f=Y>!f=b>!i=c! c=Y>!c=b>!

i=b!
¥! V#5#&$.*3-P#+!

)*&*4#)#&$ !
¥! G(.F2(.5#!

#)/(%#.)#&$ !

¥! G*3F?*.(8&+!R8#7$-(&7!
<+.*2$@!

¥! C.(5#77!51#5F#.!*&+!
$-)#F##/#.!

!
E#&r#! h=Y>!h=b>!i=Y! g=Y>!g=b! ¥! U/#.*$-(&7!N(587!

!
¥! :5.-6#!<*7!&##+#+@!

!
!

:*&+.* ! Y=Y>!Y=b>!i=g*! b=Y>!b=b>!
i=f 6!

¥! U.4*&-P*$-(&*3!.#783$7! ¥! D.-$#.-*!5(/!
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Team Member Assignments—8-Member Team 
!
'#.#!*.#!$1#!$#*)!*77-4&)#&$7!2(.!$1#!:I =!
!
01*&F7!*4*-&!2(.!A(8.!23#M-6-3-$A!*&+!-&+834#&5#=!G#!1*;#!1*+!$(!51*&4#!5*$#4(.A!*77-4&)#&$7!$(!
.#23#5$!$1#!51*&4-&4!5()/(7-$-(&!(2!(8.!$#*)=!
 

 

Examiner 
Name 

Category 
Lead 

Backup Cross-Cutting Issue/ 
Key Process 

Other 

J*.F ! X#A!N*5$(.7!
G(.F71##$>!
:8))*.A!(2!
:-$#7!I-7-$#+>!!
'EU!
L&$#.;-#%!
G(.F71##$!

! ¥! C*.#&$!-&$#.*5$-(&!
¥! B#*+#.71-/!7A7$#)!
¥! U;#.*33!+#/3(A)#&$!
!

¥! 0#*)!3#*+#.!+8$-#7!
¥! B#*+#.71-/!$#*)!

L&$#.;-#%!R8#7$-(&7!
<5((.+-&*$#@!

¥! :5(.#6((F!#+-$(. !
¥! 'EU!-&$#.;-#%!!
¥! V*-3A!51#5F?-&!%-$1!CUD!

¥! V(58)#&$!.#R8#7$!3-7$!
<5((.+-&*$#@!

¥! V*-3A!751#+83#!
^*&5A! X#A!01#)#7! ! ¥! "(*.+! 4(;#.&*&5#! ¥! "*5F8/!$#*)!3#*+#.!

+8$-#7!
¥! B(4-7$-57!
¥! V*-3A!$#*)!)##$-&47!

<5((.+-&*$#@!
"(6 ! c=Y>!c=b>!i=b! f=Y>!f=b>!

i=c!
¥! D87$()#.!*&+!/*$-#&$!

.#3*$-(&71-/7!
!

¥! 0-)#F##/#. !

'*..A ! g=Y>!g=b>!i=f*! h=Y>!h=b>!
i=Y!

¥! J*&*4#)#&$!6A!2*5$!
!

¥! D()/8$#.!#M/#.$!

V*%&! f=Y>!f=b>!i=c! c=Y>!c=b>!
i=b!

¥! V#5#&$.*3-P#+!
)*&*4#)#&$ !

¥! G(.F2(.5#!
#)/(%#.)#&$ !

¥! G*3F?*.(8&+!R8#7$-(&7!
<5((.+-&*$#@!

¥! C.(5#77!51#5F#.!

D1.-7$-&#! h=Y>!h=b>!i=Y! g=Y>!g=b>!
i=f 6!

¥! C.(5#77!2(587! ¥! :5.-6#!<*7!&##+#+@!
¥! <'#*3$1!D*.#@!I"C!:IL!

!
D.-7$-&! Y=Y>!Y=b>!i=g! b=Y>!b=b! ¥! U.4*&-P*$-(&*3!

7855#77-(&!/3*&&-&4!
¥! D.-$#.-*!D(/!

E#&r#! b=Y>!b=b>!i=b! Y=Y>!Y=b>!
i=g!

¥! :$.*$#4-5!/3*&&-&4! ¥! D3-&-5*3!/#.7/#5$-;#!

 

  

!"##$%&$'()*1,-( B/!'8%/!1#:(!)(0(//#.C4!
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!$%%&'(&)#*+,-.(#/+,#01 2!3(&#4&.-#!56&)$7& #

8+1).9####

!
!

! Sub team 1 Sub team 2 Sub team 3 

W]D_%+:>:% J)+2)%*#&)/%;#.%#")$'$F%
>))&'$F%

` % ` %% ` %%

Z]__aZ]D_% b..'2) %

E#2)%&#%9'(9#;;%

` %% ` %% ` %%

Z]D_aZ]LO% c'(9#;;%>))&'$F%

S?)+>%J)+1).T%

` %% ` %% ` %%

Z]LOa^]LO% V")$'$F%E))&'$F%

Sb""/'(+$&T%

` %% ` %% ` %%

6_]__a
6<]D_%

A+&)F#.,%E))&'$F0% A+&%6% A+&%<% A+&%D%

6<]D_R6]D_% J-$(*%+$1%?)+>%A+-(-0% %% %% %

6]D_%RL]__% A+&)F#.,%E))&'$F0% A+&%L% A+&%O% A+&%P%

L]__%RL]D_% A+&%J)+1%7)2')8%;#.%\))1)1%
Q#(->)$&0%

` % ` % ` %

L]D_%RO]__% ?)+>%(+-(-0% ` %% ` %% ` %%

O]__aO]D_% ?J%+$1%>#$'&#.%>))&%8'&*%
CVA%&#%1'0(-00%$))10%;#.%$)[&%
1+,%+$1%(##.1'$+&'#$:%7)0&%#;%
&)+>%.)&-.$%&#%*#&)/%%

` % ` % ` %
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4$&').9  

! ! Sub team 1 Sub team 2 Sub team 3 

W]D_%+:>:% J)+2)%*#&)/%% ` %% ` %% ` %%

Z]__a^]__% ?)+>%'$&).2')80%+$1%1+&+%
F+&*).'$F%

`%3&+;;%

S$+>)0T%

A+&)F#.,%6%

S$+>)0T%

3'&)%d<%

S$+>)0T%

^]_Oa6_]__% ?)+>%'$&).2')80%+$1%1+&+%
F+&*).'$F%

E+$+F).0X%F.#-"%
S$+>)0T%

U)@I'$&.+$)&%

S$+>)0T%

3'&)%d<%

S$+>)0T%

6_]_Oa
66]__%

?)+>%'$&).2')80%+$1%1+&+%
F+&*).'$F%

3'&)%d<%

S$+>)0T%

A+&)F#.,%<%

S$+>)0T%

A+&)F#.,%L%

S$+>)0T%

66]_Oa
6<]__%

?)+>%'$&).2')80%+$1%1+&+%
F+&*).'$F%

A+&)F#.,%D%

S$+>)0T%

3+;)&,%A#>>:%

S$+>)0T%

=&)>%W:L%

S$+>)0T%

6<]_Oa6]__% J-$(*%+$1%1'0(-00'#$% ` %% ` %% ` %%

6<]LOa6]__% ?J%+$1%>#$'&#.%>))&%8'&*%
CVA%.)]%0(*)1-/)%+1N-0&>)$&0%
+$1%+11'&'#$+/%1#(->)$&0%
$))1)1 %

% % %

6]_Oa<]__% ?)+>%'$&).2')80%+$1%1+&+%
F+&*).'$F%

3'&)%d6%

S$+>)0T%

A+&)F#.,%<%

S$+>)0T%

A+&)F#.,%6%

S$+>)0T%

<]__a<]<O% ?)+>%(+-(-0% ` %% ` %% ` %%

<]D_aD]__% ?)+>%'$&).2')80%+$1%1+&+%
F+&*).'$F%

?.+2)/%&#%0'&)%d6% ?.+2)/%&#%0'&)%d6% A+//%()$&).%

S$+>)0T%

D]_OaL]__% ?)+>%'$&).2')80%+$1%1+&+%
F+&*).'$F%

H#//#8%-"%8'&*%
e7V%S$+>)0T%

3'&)%d6%

S$+>)0T%

Q#(->)$&%.)2')8%
S$+>)0T%

L]_OaO]__% ?)+>%'$&).2')80%+$1%1+&+%
F+&*).'$F%

3'&)%d6%

S$+>)0T%

Q#(->)$&%.)2')8%
S$+>)0T%

3'&)%d<%

S$+>)0T%

O]__aP]__% 7)&-.$%&#%*#&)/%%

C.)"+.)%;#.%8#.9'$F%1'$$).%

` %% ` %% ` %%

 

# #
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:&)1&').9 #

! ! Sub team 1 Sub team 2 Sub team 3 

W]D_%+:>:% J)+2)%*#&)/%% ` %% ` %% ` %%

Z]__a^]__% ?)+>%'$&).2')80%+$1%1+&+%
F+&*).'$F%S)$0-.)%&*+&%+//%34=0%
(+$%@)%(/#0)1%#-&T%

H'$+/'Y)%(+&)F#.')0%
f%'&)>0%

H'$+/'Y)%(+&)F#.')0%
f%'&)>0%

H'$+/'Y)%(+&)F#.')0%
f%'&)>0%

^]_Oa6_]__% ?)+>%'$&).2')80%+$1%1+&+%
F+&*).'$F%S)$0-.)%&*+&%+//%34=0%
(+$%@)%(/#0)1%#-&T%

H'$+/'Y)%(+&)F#.')0%
f%'&)>0%

H'$+/'Y)%(+&)F#.')0%
f%'&)>0%

H'$+/'Y)%(+&)F#.')0%
f%'&)>0%

6_]_Oa
66]__%

?)+>%'$&).2')80%+$1%1+&+%
F+&*).'$F%S)$0-.)%&*+&%+//%34=0%
(+$%@)%(/#0)1%#-&T%

H'$+/'Y)%(+&)F#.')0%
f%'&)>0%

H'$+/'Y)%(+&)F#.')0%
f%'&)>0%

H'$+/'Y)%(+&)F#.')0%
f%'&)>0%

66]_Oa
66]<O%

?)+>%(+-(-0%S)$0-.)%&*+&%+//%
34=0%(+$%@)%(/#0)1%#-&T%

` %% ` %% ` %%

66]6_a
66]<O%

?J%+$1%>#$'&#.%>))&%8'&*%
CVA%.)]%0(*)1-/)%+1N-0&>)$&0%
+$1%+11'&'#$+/%1#(->)$&0%
$))1)1 %

% % %

66]D_a
6<]__%

A/#0'$F%>))&'$F% ` %% ` %% ` %%

6<]__a6]__% 7)&-.$%&#%*#&)/%%

C.)"+.)%;#.%8#.9'$F%/-$(*%

` %% ` %% ` %%
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Suggested format for On SV Detailed Schedule  

!
3-$1+,B%%
^]__R6<]__% % Q#(->)$&%7)2')8%S0))%V$R3'&)%C*+0)%0)(&'#$%;#.%+%0+>"/)%*+#&%,$-.%##"#/$0))1"#/$
2/)#&%T:%
66]__%% % ?)+>%>))&0%'$%`gh%e#&)/%;#.%"/+$$'$F%>))&'$F%
6<]__RP]__% % ?)+>%1'0(-00)0%+F)$1+B%34=%8#.90*))&0B%+$1%"/+$0%;#.%"*,0'(+/%+$1%2'.&-+/%>))&'$F0%
%
E#$1+,B%%
W]D_%+:>:% % C*,0'(+/%#$R0'&)%?)+>%'0%"'(9)1%-"%+&%*#&)/:%
Z]__% % % c'(9#;;%E))&'$F%
Z]6O% % % V")$'$F%>))&'$F%S$#%>#.)%&*+$%#$)%*#-.T%

¥! V.F+$'Y+&'#$%#2).2')8%@,%&*)%e7VICVA%
¥! G?H%C.#F.+>%#2).2')8%@,%&*)%&)+>%/)+1).%

^]D_% % % A+&)F#.,%E))&'$F0%+$1%e7V%=$&).2')8%
6<]__%% % J-$(*%+$1%&)+>%(+-(-0 %a%"*,0'(+/%+$1%2'.&-+/%a%8#.9'$F%/-$(*%
6]__% % % A+&)F#.,%E))&'$F0%
<]D_%% :% % b11'&'#$+/%=$&).2')80B%1+&+B%1#(->)$&%.)2')80%
L]D_% ?)+>%A+-(-0%a%" *,0'(+/%+$1%2'.&-+/%
O]__% ?)+>%J)+1).%+$1%E#$'&#.%>))&%8'&*%CVA:%%7)0&%#;%&)+>%1)"+.&0%;#.%*#&)/:%%?.+2)/'$F%&)+>0B%';%

$))1)1B%1)"+.&%;#.%+'."#.&%&#%2'0'&%#&*).%0'&)0%
¥! E+.('+%+$1%E+.9%1)"+.&%;#.%3'&)%<:%%
¥! e).@%+$1%J#-'0)%1)"+.&%;#.%3'&)%D:%
¥! 7#$+%+$1%J+..,%1)"+.&%;#.%3'&)%L:%

b//%&)+>%>)>@).0%-"1+&)%34=%U#.90*))&0B%".)"+.)%'$&).2')80%;#.%$)[&%1+,B%+$1%.)2')8%
+""/'(+$&%>+&).'+/0:%

%
P]D_%% b&%*)+1K-+.&).0B%b//)$B%i)2B%+$1%C.#()00%A#+(*%)+&%1'$$).%+$1%(#$1-(&%'$&).2')80%2'+%

(#$;).)$()%(+//%8'&*%"/+$&%>+$+F).X0%/)+1).0*'"%&)+>:%C*,0'(+/%+$1%4'.&-+/%?)+>%E))&'$F0:%
%
P]D_% % U*'/)%&.+2)/'$FB%&)+>%>)>@).0%-"1+&)%34%=00-)%U#.90*))&0B%".)"+.)%'$&).2')80%%

;#.%&*)%$)[&%1+,B%+$1%.)2')8%+""/'(+$&%>+&).'+/0:%?*),%'$1'2'1-+//,%0->>+.'Y)%$#&)0%;#.%&*)%1+,%
+$1%.)2')8%1#(->)$&+&'#$%.)()'2)1:%?*)%#@N)(&'2)%'0%&#%1)&).>'$)%*#8%>+$,%34=0%(+$%@)%
(/#0)1B%8*+&%+11'&'#$+/%'$&).2')80%+.)%$))1)1B%+$1%8*+&%(#$(/-0'#$0%(+$%@)%>+1)%&#%=&)>%
U#.90*))&0%@+0)1%#$%&*)%1+,X0%;'$1'$F0:%%

%
Z]__a6_]__% ?)+>%>)>@).0%.)2')8%8'&*%&*)'.%.)0")(&'2)%&.+2)/'$F%&)+>%>)>@).0%&*)%.)0-/&0%#;%&*)'.%

+(&'2'&')0%;#.%&*)%1+,%+$1%(#$(/-0'#$0%1.+8$:%b//%'1)$&';,%)>).F'$F%&*)>)0B%0-.".'0)0B%+$1%'00-)0%
&*+&%*+2)%@))$%.)'$;#.()1B%+0%8)//%+0%+.)+0%&#%+11.)00%#2).%&*)%$)[&%0)2).+/%1+,0:%U*#/)%&)+>%
(+-(-0%(+//%>+,%&+9)%"/+():%

%
?-)01+,%+$1%U)1$)01+,B%
E#.$'$F%% %% ?)+>%(#$1-(&0%'$&).2')80I8+/9R+.#-$1%K-)0&'#$0%+$1%1+&+%F+&*).'$F:%

¥! 3'&)%e)+1K-+.&).0ab//)$%+$1%i)2%
¥! 3'&)%<aE+.('+%+$1%E+.9%
¥! 3'&)%Dae).@%+$1%J#-'0)%
¥! 3'&)%La7#$+%+$1%J+..,%

6_]D_%+:>:% % ?)+>%*#/10%(+-(-0%(#$;).)$()%(+//%#.%&)+>%>))&'$F%"*,0'(+//,I2'.&-+//, :%
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66]LO%% % J-$(*%'$&).2')80%+&%+//%0'&)0%
b;&).$##$% ?)+>%(#$1-(&0%'$&).2')80B%'$(/-1'$F%8+/9R+.#-$1%'$&).2')80B%+$1%F+&*).0%1+&+:%
L]__%":>:% ?)+>%*#/10%(+-(-0%(#$;).)$()%(+//%#.%&)+>%>))&'$F%"*,0'(+//,I2'.&-+//, :%?)+>%/)+1).B%>#$'&#.B%

+$1%CVA%1'0(-00%0(*)1-/)%+1N-0&>)$&0%+$1%+11'&'#$+/%1#(->)$&0:%
L]LO% % ?)+>%(#$1-(&0%'$&).2')80B%'$(/-1'$F%+09'$F%8+/9R+.#-$1%K-)0&'#$0B%+&%+//%0'&)0:%
j2)$'$F %% =$&).2')80B%8+/9R+.#-$10B%(/#0'$F%#-&%#;%34=0 "*,0'(+//,I2'.&-+//, :%
P]__% %% Q'$$).%'$&).2')80%8'&*%)>"/#,))0%+&%+//%0'&)0%
W]__a66]__% ?)+>%(#>"/)&)0%1#(->)$&+&'#$%+$1%(/#0)0%#-&%34=0%"*,0'(+//,I2'.&-+//, :%
W]__% % % ?-)01+, M3'&)0%<%+$1%D%#$/,]%'$&).2')80B%8+/9R+.#-$1%K-)0&'#$0%;#.%&*'.1%0*';&%
W]__% % % U)1$)01+, a3'&)%L%#$/,]%'$&).2')80B%8+/9R+.#-$1%K-)0&'#$0%;#.%&*'.1%0*';&%
W]__aZ]__% ?)+>%>)>@).0%'$1'2'1-+//,%0->>+.'Y)%$#&)0%;#.%&*)%1+,%+$1%.)2')8%1#(->)$&+&'#$%.)()'2)1:%

?*)%#@N)(&'2)%'0%&#%1)&).>'$)%*#8%>+$,%34=0%(+$%@)%(/#0)1B%8*+&%+11'&'#$+/%'$&).2')80%$))1%&#%
@)%1#$)B%+$1%8*+&%(#$(/-0'#$0%(+$%@)%>+1)%&#%=&)>%U#.90*))&0%@+0)1%#$%&*)%1+,X0%;'$1'$F0:%%

$
$
$
$
$
%
Z]__a(/#0)% ?)+>%>)>@).0%.)2')8%;'$1'$F0B%.)K-)0&)1%1#(->)$&0%;#.%&*)%1+,B%+$1%&*)%(#$(/-0'#$0%&*),%

*+2)%1.+8$%8'&*%&*)%.)0&%#;%&*)%&)+>:%?*),%'1)$&';,%)>).F'$F%&*)>)0B%0-.".'0)0B%+$1%'00-)0%&*+&%
*+2)%@))$%.)'$;#.()1B%+0%8)//%+0%+.)+0%&#%+11.)00%@);#.)%&*)%(/#0'$F%>))&'$F:%

^]__% % ?)+>%*#/10%(+-(-0%(+//:%%
%
?*-.01+,B%%
E#.$'$F%% % %
Z]D_RP]__% ?)+>%*#/10%(#$;).)$()%(+-(-0%(+//%#.%&)+>%>))&'$F "*,0'(+//,I2'.&-+//, :%?)+>%/)+1).B%>#$'&#.B%

+$1%CVA%1'0(-00%0(*)1-/)%+1N-0&>)$&0%+$1%+11'&'#$+/%1#(->)$&0:%
% % ?)+>%>))&'$F "*,0'(+//,I2'.&-+//, :%
P]__% % ?)+>%>))&0%&#%"/+$%0(#.)@##9%8.'&'$F "*,0'(+ //,I2'.&-+//,:%
j2)$'$F %% U#.9'$F%1'$$).%

¥! ?)+>%1)@.');0 "*,0'(+//,I2'.&-+//, %
¥! j[(*+$F)%;'$1'$F0%;#.%34=0%
¥! A#>"/)&'#$%#;%34=%1#(->)$&+&'#$%
¥! ?)+>%+00)>@/)0%+//%#$R0'&)%;'/)0%+$1%&*)$%.)$)80%j[+>'$).%?)>"/+&):%?)+>%&+9)0%

'$2)$&#.,I".)"+.)0%>+&).'+/0%;#.%.)&-.$%&#%+""/'(+$&:%?'>)%;#.%1)"+.&-.)%&#%*#>)%1)")$10%#$%&*)%
(#>"/)['&,%#;%&*)%+""/'(+$&%+$1%8#.9%(#>"/)&)1%@,%&)+>:%C.#()00%(#+(*%+$1%?)+>%J)+1).%)$0-.)%&*+&%
&*)%34%(*)(9/'0&%'0%(#>"/)&)1:%

341)$14$1)%5$.)%&)67$8645$%$6)'")9$4:$1;"<$946=!$,4+$<;4+.&$>)$%>.)$14$&)1)65"#)$9;4$
"<$%<="#/$1;)$6"/;1$?+)<1"4#<$%#&$/)11"#/$1;)$6)?+"6)&$&%1%!$%<$9)..$%<$9;4$(%#$
&6%9$(4#(.+<"4#<@$A:$1)%5$5)5>)6<$(%##41$:465$(4#(.+<"4#<!$1;"<$"<$%$/44&$1"5)$
14$6)'")9$1;)"6$%BB64%(;$%#&$/"')$1;)5$<45)$;).BC$

 

!"##$%&$'()*2,-( 52)6%.7!1.20(//!

!"##$%&$'()*3,-( D.(?%29/!/9::(/'(&!/08(&9$(!62.7#'!0#)!3(!
9/(&!62.!#)C!'C1(!26!#11$%0#)',!
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On Site Phase 
Suggested Agenda for Initial Planning Meeting  
 
:8&+*A!(.!J(&+*A!<+#/#&+-&4!(&!$1#!7-P#!(2!$1#!(.4*&-P*$-(&@>!
!
YY*) !!!!0#*)!)#)6#.7!.#;-#%!+(58)#&$7!*&+! 6#4-&!8/+*$-&4!#;-+#&5#!5(38)&!(2!L$#)!G(.F71##$ 

/1A7-5*33AH;-.$8*33A=!
!
U/#&!0#*)!J##$-&4!

¥! L&$.(+85$-(& /1A7-5*33AH;-.$8*33A=!
¥! E#;-#%!$#*)!*77-4&)#&$7!2(.!:I =!
¥! E#;-#%!$#*)!.(3#7!2(.!$1#!+*A9!75.-6#>!$-)#F##/#.>!#$5=!
¥! E#;-#%!(;#.*33!/8./(7#!(2!$1#!:I =!
¥! E#;-#%!#M/#5$*$-(&79!%1*$!%(83+!%#!3-F#!$1#!*//3-5*&$!$(!7*A!*6(8$!(8.!:I a!
¥! E#;-#%!2-&*3!(8$/8$!(2!$1#!:I Q$1#!:I !:5(.#6((F= !
¥! E#;-#%!#*51!:I !L778#!G(.F71##$!*&+!-$7!/8./(7#=!
¥! C(-&$!(8$!$1#!&##+!2(.!*!5(&&#5$#+!7$(.A!2.()!$1#!D(&7#&787!:5(.#6((F!$(!$1#!2-&*3!:I !

:5(.#6((F!$(!2*5-3-$*$#!$1#!_8+4#7W!8&+#.7$*&+-&4=!!!
¥! V-75877![%*3F!$1#!%*33\!<6.-#2!-3387$.*$-(&!2(33(%7@=!

!
Yb!/)!!G(.F-&4!B8&51!
!

¥! E#;-#%!$1#!:I !751#+83# /1A7-5*33AH;-.$8*33A=!
¥! L2!&($!*3.#*+A!/3*&&#+>!-+#&$-2A!7/#5-*3!38&51!-&$#.;-#%7!$(!751#+83#!-&!*+;*&5#=!
¥! V-75877!#*51!7$#/!*&+!*++.#77!R8#7$-(&7=!
¥! '-413-41$!-778#7!$(!#M/#5$!<#=4=>!-$!-7!&($!8&5())(&!2(.!$1#!*//3-5*&$!$(!.#7#*.51!$1#!$#*)!

)#)6#.7@!*&+!.#R8-.#)#&$7!(2!#*51!$#*)!)#)6#.!<#=4=>!78.;-;-&4!*!3(&4>!-&$#&7#!%##FT!&($!
%.-$-&4!(&!$1#!*//3-5*&$W7!+(58)#&$7T!F##/-&4!*33!&($#7!5(&2-+#&$-*3T!&($!71*.-&4!-778#7!%-$1!
$1#!*//3-5*&$T!/.(;-+-&4!&(!2##+6*5F!$(!$1#!*//3-5*&$!d;#.6*3!(.!&(&;#.6*3e!*&+!.#)*-&-&4!
4.*5-(87T!7$-5F-&4!$(!A(8.!*4#&+*T!/.(;-+-&4!(&3A!A(8.!&*)#!*&+!$1#!&*)#!(2!A(8.!#)/3(A#.@=!!

¥! C(-&$!(8$!$1#!7/#5-*3!-)/(.$*&5#!(2!$1#!2(33(%-&49!
" ! l.(8/!)##$-&4! $-)#7T!6#!/.()/$= !
" ! "*5F8/!)##$-&479!6#5*87#!$.*;#3-&4!$#*)7W!751#+83#7!51*&4#!*&+!3*&+?3-&#!/1(&#7!*.#!

&($!*3%*A7!*;*-3*63#>!-$!)*A!6#!&#5#77*.A!$(!751#+83#!6*5F8/!$#*)!)##$-&47=!
" ! X##/!8/!%-$1!:IL!G(.F71##$!+(58)#&$*$-(&=!
" ! L&$#.;-#%-&49!.#;-#%!#22#5$-;#!-&$#.;-#%-&4!7$#/7!<7##!800+-',:+$C%'+*:,+=,%3$?'+2)!

-))#+-*$#3A!2(33(%-&4!$1-7!7#5$-(&@=!
" ! "8++A!7A7$#)9!L&$#.;-#%!-&!/*-.7!*&+!4-;#!(&#!*&($1#.!2##+6*5F=!G*3F?*.(8&+!R8#7$-(&7!

)*A!6#!5(&+85$#+!6A!/*-.7!(.!-&+-;-+8*37=!!
" ! :51#+83#!.#483*.!$#*)!)##$-&47!$1.(841(8$!$1#!+*A=!
" ! V-75877!$1#!87#!(2!3*/$(/7!*&+!/.-&$#.7>!;-.87!51#5F-&4>!.#7$.-5$-(&7!(&!5#33!/1(&#!87#!(&?

7-$#>!#$5=!
!
!
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!
Y!/)=!!!:$.*$#4A!E#;-#%9!<T&'+O$C'$,)$<+)'$,0$'/,)$)'+2$,)$-&!21+'+.$'/*&(3/$)/"*,%3$&%$21"%%,%3$-"11)$"%.$

<+0&*+$'/,)$!++',%3>@!
L2!$1#!$#*)!1*7!&($!*3.#*+A!+(&#!7(>!.#;-#%!#*51!-$#)!$(9!

" ! #&78.#!$1*$!F#A!-778#7!*.#!5(;#.#+ !
" ! 2-&*3-P#!F#A!$1#)#7!
" ! #&78.#!$1*$!*33!(2!$1#!*//3-5*&$W7!F#A!(.4*&-P*$-(&*3!8&-$7!*.#!-&$#.;-#%#+!
" ! 7844#7$!*&A!7$.*$#4A!#&1*&5#)#&$7!
" ! -+#&$-2A!*&A!5.(77?5*$#4(.A!-778#7!*&+!1(%!$(!)(+-2A!:$.*$#4A!0((37!$(!*++.#77!$1#7#!!
" ! 6#!/.#/*.#+!$(!#3-)-&*$#!(.!5()6 -&#!-778#7!*&+!$(!/.-(.-$-P#!-778#7!2(.!#*51!-$#)!

<4-;#&!3-)-$#+!$-)#>!/.-(.-$A!-778#7!&##+!$(!6#!*++.#77#+!2-.7$@!!
!

b!/=)=!!:86!$#*)!".#*F(8$! n!V#$*-3#+!:51#+83#!
!
S*51!4.(8/!/.#/*.#7!*!+#$*-3#+!751#+83#!(2!/3*5#7!*&+!(.4*&-P*$-(&*3!8&-$7!$(!;-7-$!6*7#+!(&!
:$.*$#4A!0((37=!

" ! D(&7-+#.!5(;#.*4#!(2!8&-R8#!(/#.*$-(&7!*$!#*51!3(5*$-(&!*7!$1#A!.#3*$#!$(!.#7(3;-&4!
-778#7=!

" ! V#;#3(/!$1#!/3*&!2(.!%1-51!/*-.!$(!4(!%1#.#>!%1#&!*&+!1(%=!
" ! :51#+83#!;-7-$7!2(.!bg?1(8.!(/#.*$-(&7>!-2!*//3-5*63#=!!

!
c!/=)=!!!S*51!786!$#*)!/.#7#&$7!-$7!/3*&!2(.!-&/8$=!N-&*3!/.(+85$7!*.#!<Y@!*!+#$*-3#+!751#+83#!2(.!#*51!
+*A!2(.!#*51!/*-.!*&+!<b@!$1#!.#3*$#+!:$.*$#4A!0((37=!
!
g!/=) =!!!!:51#+83#!%*3F?*.(8&+!R8#7$-(&7!2.()!$1#!5(33*$#+!3-7$=!
!
f!/=)=!!!L&+-;-+8*3!0#*)!J#)6#.!G(.F!0-)# !
!

¥! L&538+#!*!2-&*3!.#;-#%!(2!+(58)#&$7!/.(;-+#+!6A!*//3-5*&$>!-2!&##+#+!.#5(.+-&4!#;-+#&5#!-&!
$1#!S;-+#&5#!5(38)&!(&!$1#!L$#)!G(.F71##$=!!!

!
h!/)=!!!!V-&&#.!
!
i!/=) =!!!

¥! J##$!%-$1!-$#)!6*5F8/!$(!2-&*3-P#!7$.*$#4-#7!2(.!-&$#.;-#%7!%-$1!5*$#4(.A!3#*+7=!V#$#.)-&#!
7/#5-2-5!R8#7$-(&7!2(.!$1#!-&$#.;-#%7!$(!6#!5(&+85$#+!(&!$1#!2-.7$!+*A=!s!

¥! E#;-#%!-&$#.;-#%-&4=!
!
i9cZ!/=)=!

¥! N-&*3-P#!$1#!751#+83#!2(.!$1#!&#M$!+*A=!L2!$-)#>!5(&7-+#.!*!$#&$*$-;#!751#+83#!2(.!+*A!$%(=s!
!
j9cZ!/=)=!

¥! ,4.##!(&!*!4*$1#.-&4!$-)#!*&+!/3*5#!2(.!$1#!)(.&-&4 /1A7-5*33AH;-.$8*33A=!,+_(8.&!*&+!
ES:0]]!

$
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Effective Interviewing Steps 
<E#;-#%!+8.-&4!$1#!:8&+*A!C3*&&-&4!J##$-&4@ 
 

Establish the Goal: :-&5#!$1#!-&$#.;-#%-&4!/*-.7!&##+!$(!4*$1#.!*!3($!(2!-&2(.)*$-(&!-&!*!71(.$!$-)#>!$1#A!
&##+!*!53#*.!/-5$8.#!(2!%1*$!#*51!(2!$1#!-&$#.;-#%7!*-)7!$(!*55()/3-71=!01#A!7#$!4(*37!6A!*7F-&4>![G1*$!
+(!L!%*&$!$(!.#5#-;#!2.()!$1-7!-&$#.;-#%a\!*&+![G1*$!7/#5-2-5*33A!*)!L!3((F-&4!2(.a\  

Know the Audience9 X&(%-&4!/#(/3#W7!/(7-$-(&7!%-$1-&!$1#!(.4*&-P*$-(&!1#3/7!$1#!#M*)-&#.7!/.#/*.#!
2(.!$1#!-&$#.;-#%7=!01-7!F&(%3#+4#!*37(!1#3/7!#M*)-&#.7!+#$#.)-&#!1(%!$(!+#;#3(/!.*//(.$!%-$1!$1#!
-&$#.;-#%##7!7(!$1*$!$1#A!2##3!5()2(.$*63#!*&+!$*3F!2.##3A=!SM*)-&#.7!*.#!7#&7-$-;#!*&+!*3#.$!$(!$1#!
-&$#.;-#%##7W!&(&;#.6*3!2##+6*5F!$(!$1#!R8#7$-(&7T!$1#A!3-7$#&!%-$1!$1#-.!#A#7>!*7!%#33!*7!$1#-.!#*.7=!!

Prepare the Questions9 V#;#3(/!7/#5-2-5!R8#7$-(&7!6*7#+!(&!$1#!:I !-778#7!*&+!D.-$#.-*!-$#)7=!
L+#&$-2A-&4!R8#7$-(&7!-&!*+;*&5#!5.#*$#7!$1#!-&$#.;-#%!2.*)#%(.F=!:()#!:I !-778#7!5*&!6#![53(7#+!(8$\!
6A!*7F-&4!R8#7$-(&7!$1*$!5*&!6#!*&7%#.#+!%-$1!7/#5-2-5>!2*5$?6*7#+!*&7%#.7=!U/#&?#&+#+!R8#7$-(&7!
4*$1#.!-&2(.)*$-(&!(&!%1#$1#.!(.!&($!$1#!)-77-(&>!;-7-(&>!*&+!;*38#7>!*7!%#33!*7!/.(5#77#7>!*.#!
+#/3(A#+!$1.(841(8$!$1#!(.4*&-P*$-(&=!01#7#!R8#7$-(&7!*37(!*33(%!$1#!-&$#.;-#%##7!$1#!(//(.$8&-$A!$(!
71*.#!$1#-.!$1(841$7>!6#3-#27>!*&+!#M*)/3#7!(2!7/#5-2-5!6#1*;-(.7= 01#!83$-)*$#!4(*3!(2!*33!$1#!R8#7$-(&7!
-7!$(!#&*63#!$1#!$#*)!$(!4#&#.*3-P#!$1#!2-&+-&47!*5.(77!$1#!(.4*&-P*$-(&=!L2>!1(%#;#.>!*33!/3*&&#+!
R8#7$-(&7!%#.#!*&7%#.#+!-&!*+;*&5#!(2!*!751#+83#+!)##$-&4>!-$!-7!6#7$!$(!5*&5#3!$1#!)##$-&4!*&+!87#!
$1#!$-)#!$(!6#$$#.!)##$!$1#!$#*)W7!&##+7=!

Assess the Environment9 "#2(.#!7$*.$-&4>!#M*)-&#.7!&##+!$(!*77#77!$1#!#&;-.(&)#&$!$(!#&78.#!$1*$!-$!-7!
5(&+85-;#!$(!$1#!-&$#.;-#%!*&+!+*$*!4*$1#.-&4=!D(&7-+#.!$1#!3(5*$-(&>!$1#!*)(8&$!(2!$-)#>!*&+!%1(!$1#!
-&$#.;-#%##7!*.#>!*7!%#33!*7!$1#!$($*3!&8)6#.!(2!/#(/3#!6#-&4!-&$#.;-#%#+=!01#!7-P#!(2!$1#!-&$#.;-#%##!
/((3!%-33!-&238#&5#!$1#!$A/#!(2!$1#!-&$#.;-#%!<#=4=>!2(587!4.(8/!(.!(&#?(&?(&#@=!N(587!4.(8/7!*.#!
$A/-5*33A!)(.#!#22#5$-;#!*&+!#22-5-#&$!%-$1!*!3*.4#!&8)6#.!(2!-&$#.;-#%##7=!

Review the Information9 0(!#&78.#!$1*$!$1#A!1*;#!8&+#.7$((+!$1#!*&7%#.7!$(!$1#!R8#7$-(&7>!$1#!
#M*)-&#.7!R8-5F3A!.#;-#%!$1#!-&2(.)*$-(&!%-$1!$1#!-&$#.;-#%##7=!01-7!#&*63#7!$1#!-&$#.;-#%##7!$(!
53*.-2A!%1*$!%*7!)#*&$!*&+!$(!/.(;-+#!*++-$-(&*3!-&2(.)*$-(&=!E#;-#%-&4!$1#!-&2(.)*$-(&!*37(!/.(;-+#7!
*!)#51*&-7)!2(.!53(7-&4!$1#!-&$#.;-#%=!

Capture the Information9!U&#!#M*)-&#.!3#*+7!$1#!-&$#.;-#%T!$1#!($1#.!5*/$8.#7!$1#!&($#7=!,2$#.!$1#!
-&$#.;-#%>!#M*)-&#.7!.#;-#%!$1#-.!&($#7!(&5#!)(.#!$(!#&78.#!$1*$!$1#!&##+#+!-&2(.)*$-(&!%*7!
(6$*-&#+=!SM*)-&#.7!5*&!)*F#!&($#7!*6(8$!3-&F*4#7!(.!($1#.!*.#*7!$(!#M/3(.#!-&!$1#!&#M$!-&$#.;-#%7=!
01#!/*-.!*37(!.#;-#%7!#*51!($1#.W7!&($#7!$(!;#.-2A!$1#!-&2(.)*$-(&=!!

Be Self-Aware9!SM*)-&#.7!&##+!$(!6#!5(&75-(87!(2!$1#-.!(%&!&(&;#.6*3!5())8&-5*$-(&!$(!#&78.#!$1*$!
$1#A!+(!&($!7#&+!)#77*4#7!$(!$1#!*//3-5*&$=!,37(>!$1#A!&##+!$(!6#!*%*.#!(2!1(%!$1#-.!6-*7#7!5*&!
-&238#&5#!$1#!R8#7$-(&7!$1*$!$1#A!*7F=!
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Interview Tips and Techniques 
 
¥! "#!/.()/$!-&!7$*.$-&4!$1#!-&$#.;-#%=!
!
¥! L&$.(+85#!A(8.7#329!['#33(>!LW)!tttttttttt!2.()!$1#!O8*3-$A!0#M*7!N(8&+*$-(&!:I !0#*)=\!,7F!$1#!

/#.7(&W7!&*)#!-2!-$!-7!&($!(22#.#+=!,7F!$1#!/#.7(&!7()#!R8#7$-(&7!*6(8$!1-7!(.!1#.!6*5F4.(8&+!$(!
1#3/!/8$!1-)!(.!1#.!*$!#*7#=!!

!
¥! "#4-&!$1#!-&$#.;-#%!6A!7*A-&4!$1*$!#M*)-&#.7!*.#!&($!3((F-&4!2(.!.-41$!*&7%#.7!68$>!.*$1#.>!$1*$!

$1#A!*.#!$.A-&4!$(!2833A!8&+#.7$*&+!/.(5#77#7!*&+!.#783$7=!
!
¥! :*A!$1*$!A(8!%-33!6#!$*F-&4!&($#7=!!,37(!7*A!$1*$!-2!%#!58$!A(8!(22!-$7!&($!6#5*87#!%#!*.#!.8+#T!%#!

1*;#!3-)-$#+!$-)#!$(!5(33#5$!*&+!*&*3AP#!-&2(.)*$-(&=!
!
¥! ,7!*//.(/.-*$#!*&+!28&5$-(&*3>!F##/!*!7#/*.*$#!/*4#!2(.!#*51!)##$-&4!(.!/#.7(&!%-$1!%1()!A(8!

$*3F!*&+!2(.!#*51!:IL=!01-7!/#.)-$7!#*7-#.!71*.-&4!(2!-&2(.)*$-(&!%-$1-&!$1#!:I !0#*)=!!!

¥! '*;#!-&$#.;-#%##7!2-33!(8$!$1#!-&$#.;-#%!3(4!$(!$.*5F!-&$#.;-#%##7W!&*)#7>!_(6!28&5$-(&7>!
+#/*.$)#&$!(.!8&-$>!*&+!7-$#=!

!
¥! ,7F!7-)/3#>!7$.*-41$2(.%*.+!R8#7$-(&7!87-&4!$1#!*//3-5*&$W7!3*&48*4#=!,;(-+!"*3+.-4#!(.!($1#.!$A/#7!

(2!_*.4(&=!
!
¥! V(!&($!*7F!3#*+-&4!R8#7$-(&T!6#!5*.#283!&($!$(!-&*+;#.$#&$3A!/.()/$!*&7%#.7=!N(.!#M*)/3#>!*7F>!

['(%!(2$#&!+(#7!$1#!/3*&&-&4!$#*)!)##$a\!.*$1#.!$1*&![V(#7!$1#!/3*&&-&4!$#*)!)##$!#;#.A!
%##Fa\!
!

¥! ,7F!$1#!-&$#.;-#%##!-2!1#!(.!71#!%(83+!3-F#!$(!*++!*&A$1-&4=!K(8!)*A!1*;#!)-77#+!7()#$1-&4!$1#!
*//3-5*&$!2##37!-7!;-$*3=!

!
¥! 01*&F!$1#!-&$#.;-#%##!2(.!1-7!(.!1#.!$-)#T!5())8&-5*$#!*//.#5-*$-(&!2(.!$1#!*//3-5*&$W7!#22(.$7=!
!
¥! E#5(.+!)*$#.-*37!.#R8#7$#+!*&+!.#5#-;#+=!
!
,//3-5*&$7!*.#!$A/-5*33A!-&$#.#7$#+!-&!*77#77-&4!$1#-.!/.(4.#77!(&!*!:I !*&+!)*A!*7F>!['(%!*.#!%#!
+(-&4a\!:-)/3A!$#33!$1#!*//3-5*&$!$1*$!$1#!$#*)!-7!7$-33!4*$1#.-&4!-&2(.)*$-(&!(&!-$7!:I !-778#7!*&+>!*7!
7851>!-$!-7!/.#)*$8.#!$(!*&7%#.=!'(%#;#.>!A(8!5*&!5()/3#)#&$!$1#!*//3-5*&$W7!1(7/-$*3-$A>!23#M-6-3-$A>!
*&+!5((/#.*$-(&!-&!1#3/-&4!$1#!$#*)!(6$*-&!$1#!-&2(.)*$-(&!-$!&##+7=!!!
! !
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:.7; #(6&#:.77##

Post SVI 

Worksheets 

Review SVI 

Worksheets 

Review Item 

and Key 

Themes 

Worksheets 

Post Item and 

Key Themes 

Worksheets 

Update SVI 

Worksheets 

Update Item 

and Key 

Themes 

Worksheets 

!"#$%&'()*+,))9%
A#2).%0*))&%
3->>+.,%#;%3'&)0%4'0'&)1%
c),%H+(&#.0%U#.90*))&%
c),%?*)>)0%U#.90*))&%
e7V%=$&).2')8%U#.90*))&%
=&)>%U#.90*))&0%
3(#.)%3->>+.,%U#.90*))&%
34=%U#.90*))&0%
3'F$+&-.)%C+F)%
 

:8&+*A!C3*&&-&4!J##$-&4!*&+!J(&+*A!S;#&-&4>!08#7+*A!S;#&-&4!*7!
&##+#+=! U&?:-$#!*&+!C(7$?:-$#!

C1*7#7!
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Suggested Agenda for Evening Meetings 

¥! E#5(.+!*//3-5*&$!)*$#.-*37!.#5#-;#+ /1A7-5*33AH;-.$8*33A=!
¥! `/+*$#!F#A!2-&+-&479!!

" ! F#A!2*5$(.7!
" ! :I !-778#7!6A!-$#)!<S*51!$#*)!)#)6#.!/(7$7!+(58)#&$*$-(&!(&!(&#!:IL!(&!J(&+*A!#;#&-&4!2(.!

$1#!$#*)!3#*+#.!$(!51#5F!+#$*-3!*&+!2(587=!S*51!-$#)!3#*+!/.#7#&$7!7$*$87!(2!:IL7>!%1#$1#.!-$W7!
(/#&>!53(7#+>!(.!&#*.3A!53(7#+=!!L$#)!6*5F8/7!$*F#!&($#7>!)(+-2A!:IL!G(.F71##$7!*7!&##+#+=!

" ! X#A!01#)#7!G(.F71##$!
" ! .(3#?)(+#3!7$.#&4$17!
" ! ;83&#.*6-3-$-#7!
" ! .#783$7!

¥! V-75877!%*3F?*.(8&+!R8#7$-(&7!2(.!$1#!&#M$!+*A /1A7-5*33AH;-.$8*33A=!
¥! :#$!*4#&+*!2(.!$1#!&#M$!+*A9!%1(>!%1*$>!%1#&>!%1#.#=!

" ! E#)-&+#.9!4-;#!&(!;#.6*3!(.!&(&;#.6*3!2##+6*5F!$(!$1#!*//3-5*&$!
¥! V-75877!-778#7!.*-7#+!6A!$1#!CUD=!
¥! On the evening before the closing meeting with the applicant, consider what information and 

documents the team needs to close out each SVI before the on-site phase is completed. 
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Post-Site Phase: Estimated Time to Complete the Scorebook  

TASK HOURS 

D()/3#$#!2-.7$!+.*2$!(2!:I !L778#!<:IL@!G(.F71##$7!<7$*.$#+!+8.-&4!/3*&&-&4!/1*7#@= 6 

E#;-#%!*&+!.#;-7#!:IL!G(.F71##$7= 3 

N-&*3-P#!:IL!G(.F71##$7= 1 

E#;-7#!L$#)!G(.F71##$7=!  3 

E#;-#%H28.$1#.!.#;-7#!L$#)!G(.F71##$7= 3 

N-&*3-P#!L$#)!G(.F71##$7=!  1 

N-&*3-P#!75(.-&4!2(.!#*51!-$#)= 1 

V-75877!F#A!$1#)#7!*&+!F#A!2*5$(.7=! ! 1 

E#;-7#!F#A!$1#)#7!*&+!F#A!2*5$(.7=! ! 1 

N-&*3-P#!F#A!$1#)#7!*&+!F#A!2*5$(.7=!!
!

2 

N-&*3-P#!:8))*.A!(2!:-$#7!I-7-$#+=! 1 

D()/3#$#!:5(.#!:8))*.A!G(.F71##$>!*&+!-+#&$-2A!$1#!
)(7$!*//.(/.-*$#!(;#.*33! /.(5#77!*&+!.#783$7!75(.-&4!6*&+7=!

1 

l*$1#.!*33!+(58)#&$7!-&!$1#!75(.#6((F!*&+!8/3(*+!$1#)!$(!SM*)-&#.!0#)/3*$#=!!!!! 1 

C.-&$!*&+!7-4&!5()/3#$#+!75(.#6((F=! 1 

TOTAL! 26 
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SV Completion Checklist  
 
All Elements of the SV Scorebook must be completed before the team departs.   
 
Task Checked Done 
=&)>%U#.90*))&0%+.)%.)2'0)1%&#%.);/)(&%;'$1'$F0%").%&)+>%(#$0)$0-0%+$1%+0%
1#(->)$&)1%'$%34=%U#.90*))&0%%

%

34=%U#.90*))&0%(#$&+'$%1)&+'/)1%)2'1)$()%;.#>%'$&).2')80%+$1%+.)%(#>"/)&)1%&#%
'$(/-1)%+//%;'$1'$F0B%(#$(/-0'#$0B%+$1%-"1+&)1%(#>>)$&0%

%

c),%H+(&#.0%+.)%-"1+&)1%&#%.);/)(&%&)+>%(#$0)$0-0% %
c),%?*)>)0%+.)%-"1+&)1%&#%.);/)(&%&)+>%(#$0)$0-0%+$1%;/#80%;.#>%'&)>%8#.90*))&0% %
3(#.)%0->>+.,%0*))&%'0%(#>"/)&)% %
3->>+.,%#;%0'&)0%2'0'&)1%0*))&%'0%(#>"/)&)% %
b//%&)+>%>)>@).0%*+2)%0'F$)1%0'F$+&-.)%"+F)% %
b//%)/)>)$&0%#;%&*'0%(*)(9/'0&%+.)%(#>"/)&)% %

 
 
Retain this checklist with all SV documentation 
 
 

 
 
 
 

Quality Texas Foundation 
201 Woodland Park, 

Georgetown, Texas 78633 
 


