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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:
e |tem Worksheets on a Word Template

e SV lssue (SVI) Worksheets



e Score Summary Worksheet
e Key Themes
e Key Factors

As the team completes the scorebook, they reach agreement on the applicant’s strengths (Ss) and opportunities for improvement (OFls),
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.



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.



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
486

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

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

o Facilitates discussion of
findings/review of
scorebook components

* Reviews Examiner Word
Template and suggests
edits as necessary

e 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.

o Reviews/edits the Examiner
Word Template as
necessary after leaving the

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

hotel.

o Prepares for the judges’
call.

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

h (Commented [A2R1]:




ROLE

INITIAL PLANNING
PREPARATION

FINAL PREPARATION
AND INITIAL PLANNING
MEETING

sV

PREPARATION OF THE SV
SCOREBOOK

BACKUP
TEAM
LEADERS

e Steps in for the TL if the
TLis unable to go on-site
o 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

o review the draft SV plan

e 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

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

e coordinate the initial
document request

e mentor less-
experienced
teammates

e review requested
documents

Assists TL as needed. For

example, the backup TL could

e mentor less-experienced
teammates

o take the lead on the Key
Factors Worksheet, Key
Themes Worksheet, and/or
Summary of Sites or
organizational area visited

e track progress on completion
of SVIs

o keep team on task and on
schedule

o lead daily debrief and/or
caucus discussions

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

Assists TL as needed. For
example, the backup TL could
o 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.




ROLE

INITIAL PLANNING
PREPARATION

FINAL PREPARATION
AND INITIAL PLANNING
MEETING

ON-SITE

PREPARATION OF THE SV
SCOREBOOK

TEAM
MEMBERS

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

e Meet TLs and
backup TLs
schedules and
deadlines

e 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.)
e Provide feedback on
team’s SVIs and
Copy all assigned
Examiner Word
Template documents
e Complete travel
reimbursement forms
for SV as required

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

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

e 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




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,

o 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

10




ROLE INITIAL PLANNING FINAL PREPARATION SV PREPARATION OF THE SV
PREPARATION AND INITIAL PLANNING SCOREBOOK
MEETING
Process Coach | e Assists the e Monitors the process Supports TL e Attends team meetings Assists team with logistics of

team/TLin
planning and
conducting the
NY

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

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

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

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

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

11




ROLE INITIAL PLANNING FINAL PREPARATION SV PREPARATION OF THE SV
PREPARATION AND INITIAL PLANNING SCOREBOOK
MEETING
JUDGES e Reviews all e Chair conducts training Review scorebooks after SVs and
applicants call for TLs QTF staff edits
e One is assigned Lead judge for each applicant:
to present the prepare highlights for briefing
applicant to other judges
other Judges Recommend award recipients &
e Recommend Category Best Recognition
applicants to Conduct evaluation of judges’
receive the process
award Review and edit feedback reports
POC or e Works with TL e Coordinates e Based on TL's request, e Works with TL to schedule At the completion of the SV, picks
ALTERNATE and Process arrangements for meeting | compiles documents and interviews up all materials from TL and
POC Coach space/online calls arranges meetings for first day e Provides inter-site Process Coach

e Works with TLon
scheduling/logistics for
interviews

e Provides information to
TL/PC

e Schedules site travel and
travel of team to/from
hotel, as needed for SV

e Provides updated results
charts and graphs

of SV

e Ensures applicant documents
arrive at the hotel conference
room before Sunday planning
meeting

e Arranges logistics and
prepares for opening meeting
presentation

transportation for SV

e Provides additional
requested documents

e Coordinates adjustments to
schedule as needed

e Informs PC/QTF CEO of any
concerns or questions about SV
Team interactions

12




SV Preparation: Checklist for Team Members
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SV Logistics
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Computer Use Instructions
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(N&($>17L(BB+I6H! #;-#Yot+>1 #2-8tt+>1%8+1-8538++! (&ISTHILSH) | GUZTAGIS - 75(;#.1&($1-84!

HBSHHIS((&H (2ISHTHIS () H&ST>IA(BI)*Al-&+-5*$#1 (8IS 1#1%( . F7 1S [&(S!-&;#T S T SH=MEAI 14!

H&AH(2ISLH! >SI[-$1-718&53#* S\I[-$I-71&(S1*//* #E&SS\I(17-)-3% 10a(BATF) 104 _ A(<H(<44*:4") . _#*"2

|

OLHISM¥)-&:#.10#)/3*$H19B3I L #1$(1-8.5(./( S (& THETBTIEH, #9615} HEST>I S HHTI(2]

53% -2-5*$-b& &+S1#-1-$H#)| #2# HEEHT1-&S(ISL#1*/].(|.-*$#15(38) &7 (2IS1HILSH) |G F7a1#$ 7
L&2(.)*$-(&14*/7)(13*5F1(218&+#.7$*8+-&A!)BTSI6H! #7(3;#+$1.(B41I$I8Y-&4LILIG(.F71#4#87=
|

L21&H1-82(.)*$-(&!I*.-THTI+8.-&ASTHA(8!)*Al*++15() &S T IS(1S1#1-$#)1%( F 7 1##$=1:-)-3*. 3A>1-2IA(8.!
2-8+-&ATI #) (117 H&ASLI(.I*&IUNL>IA(BNBA-5*SHIXI5 () JH&S!- 71+ #3HS#H+168SI34* HISLH#| H2H HESHIFT)
[50) &SI+ HIHSHH &AL 1*/H&HHS(-BVHTE -GHISHI2-&+-&AT |3 +-8AIS(1&H! |+ H#IHSH 15 () ) HEST!
-QISTHI*I] (1. -*SHLILIG(F7TLHHSTI7(1S1*SIS1H!_8+A#718&+H.T$*&+11(%IS1HI5 () H&ST1H)#. A#+1(1%+# 41
+HE3HSH A=

|

N(1-$#) 7IST*SIA(BI3#*+>1-&+-5*$#1-&IS1H 75(.-8 A THES-(&IA (8.1 #5() J#&A*$-(&!2(.ISL#1-$#)175(.-& A1 *&A#=]
5(.-&A) FQAHTHI&(P- &t -;-+8*31-$H) TS (HT> 1% #1/.(;-+#+ISQTFERE+1%//3-5*8$T7=1 28#.1A(8.I1$#*)!

VH)BH.T 1-8t--+B*3BALH-HYOIH & (;-+#1 28+ 6 BIM(8.) #5() &+ TS (H>I$1HISH*)1%-331+-75877!
75(-&AFTIH2-8*31TSH/=1 &AI+-22# HESHTI&(S!HT (3;#+1+8.-&AISLHISH®) | H#;-#%!/.(5HTTI5*&IGH! #7 (3;#+]
+8.-&41$1-71+- 758774 (&=!

|

INFIQ)0-1, ##" 1

ALIG(F7T1#H$71$.4361#)* (H-)/(.$*&$I-TT8HTIS1*I&##+IS(1BHID-#+1(153* -2-#+1+8 IBME| =133
UNLYB7$I6#153% - 24 &+FIF S HRASL7ISI*SI* #16(3++F&AH(I¥//#* 1-&ISTHIFHAIS) BTSTOH!

-2t

|

ALIG(F71#4STI* HIS1H#] S+AHTWIY*_(L:#1-53#12(18&+#.7$*&+-&AI%1*SIA(BILH* +*&+] T Y HE&IA(S.!
O1#1_8+4#F((F12(.153#* I[*8+-$1$.*-37\12.()1$1#I D(EA*$-(&! (B H&STIS(1S1H#L| 12-8+-847>!
5(85387-(&7 &+ T5(HT>1%1-511* HIE*TH#+(&IA(B.1-8&$#. - HYo 71*&+I+(SB)HESIF&AH+SH #,-#% 7=

|
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N(I.(GHTT-$H) 79 T78H712( | @-$H#4*,0,-" &K 21 7$.#E&ASLTI*EH 0,-" &UBUNLT7!-&538+#1$1#!
*[3-5*&SWT I/ (5 1>ISLHHMSHES! (ST (*SLWTI+#/3(AVHES> (. 4*&-P*$-(&*313#*.&-8A>1*&+!*3-4&)HES!
(1-&$HA *$- (&) #I*SHHS(ISTHI/]. (*SL=IN( HM*)/3#>1-21417$ #&ASLI5 () H&SI+- T58T THTISLHIHM-TSHESH! (21*!
TATSH)*$-51/.(SET>IA(81%6(83+1;#.-2AIS1* SIS 1H#!/. (SHTTHM-TST &+ (/4. *SHT I TV HTHESH+-&IS1H1%.-SSH&!
*/3-5%$-(&=1V8.-&AISIHBIA(BIH#.-2AISL*$I//. (. -*$H15 #+-$1%6+714- #&+8 -&AIS1HB&S-(&!(2!
5()#&$7 =101-71-71/* $-583* 3AI$.8#1% 1 #&ISABD(GA 84* #IS1#11/3-5+*& SIS 1#16#&H#2-$ (21$1#1+(86%$=!

|

V8.-&AI$1#1/3*8&-&A1*THI (21 HLH21A(BIS*&##3(/1$%(1(ISLAH#LILT V.. (5#TT1-$#)=IG1#&IA(8!
3-7$150)#&S$71-&IS1H[D()HEST!, 224#5$#+\15(38) &I (21*&LILIG (F7L#4SI12(.1.(5HT71-$#) T=10LH#TH1:ILT!
2(587!(&IFHAIL (SHTHTIT (1$1*$IA(B.1- & HT$-4*$- (& (25 LI (IS LH) . (;-+H71-8&2()*$- (&I &b+ (!
2-8*3-P#1)(#1$1*&)(&#5())#&$=1S*51LILIT*71-$71(%&): ILIG(.F71##$=!
|
N(.L#783$7!-$#)09#!:ILIG(.F71##$12() #783S7I-$#) 71+-224.712.() 1S 1# (&H12( .1/ (BHTT1-$#) 7=1S*51!
HTB3STH) 1*71 (&AL ILIG(F71HHSIS1*$1-&538+H#TIS1# 7S #&ASL7IS1*$! #R8- #1:#.-2-5+$-(&I*&+1$1#UNL7!
$1*$!.#R8-.#153% -2-5*$-(&=IK (81 TH#3HE$I* 7. #&ASLI (JUNLIS()H#&S$>1%.-$#1*16.-#2178))* A>1*&+1$1#&13- 7SS 14!
2-48 HTV¥T7(5-*$H+%-$11-$>1¥7106#331%71-$ 7 GHEHZHRAEE (#6315 ()/* .- 7(&TSR*SATHTI-&+-5*$#!
VOLHSLH.ISLHI++$H # HTHESI<Y OBIEMSHIZHESI 3 #3T>I6HEH2-5-*3I$ H&+T>1*&+12%;(*63HI5()/*.-7(&TT!
<b@!7HA)HESH+ HTBISTIS()H* T8 HIH.2()*&5HI*5. (77158 TS(#.14.(8/7>1/.(+85$7>1*&+H(.I TH#.;-5#7>!
V¢ FHS ITHAWHEST>*&+1%(F2(5#14.(8/TTHEHI<C@+*$H 1+ #+12. ()| S L#1*//3-5*&SW T 18/+*$#+! #783$7!
H5#H-H+ 8% (1HHPGH2(#H1$14] 2

|

H2(HISLH SB()/3HSH IA(B.ILIG(F7LHHSBK (8!)*Al%*&SIS(*F# I5(/-#71(21$1#1/* $-*33AI5()/3H$H+!
%(.F7LHHSTIS()*FHI&(SHT(SIHL+8.-841 (&7 -SH HHS-8AT=IS*5 11 #&-&A! (1SIHA(81%- 331 #;-#%!
AB.I(SLH.IHM*)-&tt. TE(SHPI&HLHS(+ ISLHTHI2-8o+-&ATI (&) TSH.I5(-HT1 (2ISLHLILIG (. F 7 IRHFBH+!
(&IS1H#196*BI*6IHIS(1641-#Yott+1 (&) #+-412(IS1(TH (ZRS@IN-&*31:ILIG(.F71#4$71%-3316#1/* $I(RIS1#!
S(HB((F! [.(-+#+1$( 1$1#_8+MEAB-+IB1H- 1+#5-7-(&7=

|

L&ISH*) )#HS-8AT>IA(BI&+A(SLH HM*)-&#. Po-3318T#IS14#-. L ILIG(.F 7 1#4$71$(1+- 758771/ #3-)-&* Al
2-8+-&ATI*&+15(85387-(&7=IN-&+-&AT)-41$1-8538+#1(BTH#.:*$-(&7>17/#5-2-51*&T%#. T>1*&+H(.18/+*$#+! #783$7!
STS)*AIBH+IS(H#:-THHS()JHEST=ID(&5387-(87!-&+-5*$#1 1 (%S 1#12-&+-&ATI*22#5$1-$#)15()H&ST=""8$-3!
S1# WEAT> #3-)-&* AlI5(&5387-(&7!* #1786 _HRSEH!*71&#%!-82(.)*$-(&I6H#5()#71*;*-3*634#=1K (8.!
SH)WT14+-75877-(&71*&+!/ #3-)-&* Al5(&5387-(&71%-3311#3/148-+#IA(8.1% (. FH-81&AI$1#!

|

)06 - _ 40:4Q)0-1, ## ™\ INH

TITS(HTI* 3 #2-8HHS1.(841112-&+-&AT>IA(812-8*3-PHIS1H 75(.-&A! *&AH12( H*E11-$5].+!
HT783$-&AB1*EAHTI<1-A1#.1 *&AH>13(Yok.| *&AHS1 T+ HRIGAHIG (.FI0#)/3*$H=IN-&*33A>IA(BI*&+I$1#!
SHA)IBTHISLHLS(-&A&HIVHTS ~1$(. TIS(1+HSH.)-&HI%1-511+#75.-/$(.12(.1/.(GHTTI-$H#) 71*&+1%1-51!
HHT5.-1$(.12( .| #783$71-$H#) 7I6# TS| H2IHSBIBMTIS#06! (1S 1H#1*//3-5*&$>1*&+IS1# 75 HF###.1-&/8$7!
SIHTHI6*&+1&8)6#.7!(&IS1#!:5(.#1:8))* AIG(.F71##SE

)

16 . _ 40:H)EH ("HLIN(L("#O%

O1#1:8))* Al(21:-$H7!1-7-$H+18.- &AM I1*&+1(.4*&-P*$-(&*31* #*71+- 7587 TH+! (&I S 1(BS*-& 7!
-&2()*$-(&1*6(SSISLHIAMSHESI*&+ISL(.(BA1&HTTI(ASIBLHISHY) 13- TS TIPLH13(5*$-(&71-$L;-7-$#+!

*QAIHHTE -BHTIQAL)/ (S &SI TIHEST (1S 1HI 7-SHTIS1$I* HI&(SIH//* #&S$12. ()| S1#1:-$#IBS-8AI*&,

VHT5.-/$(. 71 TH5$- (&) (2!$1#S3-4-6-3-SAIDH#.$-2-5*$-(&IN(.)=IN(. M)/ 3#>I$1#13-7$1)-41$1-&538+#I[(3+#7S!
2¢5-3-$AS\[7-$#106-$11H)* (1. #+85%-(&!1-&12(5#\[3(5*$-(&I%1H#. HISTH&HYH TS (+85$1%-33164!
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V*&B2*5$8 H+>\I(|[SHIH/ L(&H (+*$H TH. ;- SHIDHESH. ISBEBTISLHH#171-257=\IL&I ++-$-(&>HM*)-&#.7!
+H#T75.-641%/.(*S1#T\SLHAIBTH+IS(1#;*38*SHI 7-$H#T7 1S L SIS 1HA+-+1&(P!;-7-$>1-&538+-&41 7-$#71(8$7-+#IS1#!" &-$#+!
$rSHTE=

!

01-719%(. F71##$1*37 (15(8&$*-& 7*&Al($1#.1-&2(.)*$-(&!*6 (BSIS1HISH*)WTI7S *SHAAI (.11 B AL 71!

YL&SH. - HYott+1H)/3(AHTI(&I*33I$ 1 ##I 71 2$7\I

YIL&SH. - HYott-HIS*SHA( -HTHSAHT (1) 3(AHHTIATIH5-2AIS*$#A( -HTHSA/#TE\

VI-7-$H+ I 3H TSI (BHI3(5%$-(&1-&IHS LI (IS HI (/#.4$-&4! #4-(&T\!

VIV-+1517%)/3-&AI*$1* 33134 #371*&-+1-&1*3313(5*$- (RITYBEB P*$-(&W715.-$-5*31+*$* TAT $#) 7\
)
INGF) *L#*1615&D0MH - #5"1")H) - _ #"114%941 ) 014
O1#12-&*31 #R8- #)H&S$! (21 BL0#¥) - 715(&THETBTI(&ISLHIS () HES T &+ IS LI TS EHTHOH) B#*+.]
%-3314H#$11:#. 6*3IAHTI(&(12.() 5 LISH) ) #) 64.=1 &A(BHI%L(1T*ATI&(>IS1HI0#) B#*+#.1%-3315(8$*5$!
$1#I00NIDSU*&+HM/3*-&I2833AIS 1 +- T4 #H#)#E&S=!
|
INHE)0#7))-i+) - $)1(0*
SISTHHEH (2ISTHI>I+$412. ()IS1#ILSH)IG(F71##ST>1ILIG(F7 B XHAIN*5$(. 7IG (. F71##$>I$ 1# I XH#A!
OLH)HTIG(.FT1#H#$>1*&+IS1#1:5( #1:8))* AIG(.F71#48$!-&ICVNI2(A.#1786)-$$#+I$(1$1#DSUEH!
8))* Al(2L:-SHTI1-7-$H+1(1(4*&-P*$-(&F31* H¥TH: -HYbH+E 1/ (TSH+1+- #5SIAIS (13 #/(.$1
§
INHE)0#7))-4167 _ (11()*
SISL#I5(85387-(&1(21$41, Dttt/ 0) *("BHOL) *LI(2ISL#Y L5(HE((FI* #)*+# Q (&HH*S1I2(.I$1#!
C.(SHT7ID(*52ISLHISH) 1 34-+# > EIGFEFG/I$H*) |3+ +#. 31
|

CHH4 5 (T (IS THI TS H6((F- #1(/S-(8*312( S LAISH) 1345+ 4.1+ S 1 #I6*5F /1S4 1344 4. =
|

OLHISH*) 3+ ) Al H#;-HY &) F#12-8*31 #2-&H)HESTIS(1SL#175(H6((SKBY-&H.10#)/3*SHBA!

SHY) TS 1#+83HIN T T-A8#+12.()| OBNIL-7! #;-#98.+12-8&* I HF TE(BI-&SH&+H+IS(H&S(8. A1 (M H&I#.)-$!

SLHISH) I3t +# WTIHMSHE T - #11+-$-8 A1 (2111 41 KTHS TUR(IH& 78 HSLSISLH 75 #6((F1-715()/34$#!

*&+I¥558 *SH=IN(.HM*)/3#>1-$1-71&($18&5()) (&12(N (&H!(.) (H%(F7TLHHSTIS(16#])-77-84>12(.15() H&$T!
S(I6H)-7/3*5H+1(.1-&538+#+1) (HIS1*&I (&EH#12(.1%(+ 71785 LI TI[-$1-71&($I534* \IS(16#1)- T T#+1-&!
50)#&$7>1(12(.175(.-841-8&2()*$-(&S(16#1)-77-8&A41(1-&*558 *$#=!, 331$#+))#)64.7)87$1%*$5112(.!
SLATHT(STI(2M+-STIS(4-HIBLH_8+AHTI&I58 1S 4 HTHESS(& (2ISHISH)WTI2-&-&AT!BH15(&5387-(&7=!
0%6H#*F-&AIS()JHE&ST12(14.%))* &+ TSABH-TI&(SI¥/]. (1. *SHISI$1-71$-) = :
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b
UBO(*DY" , #41 NIS/A**(*Dis , 41#S", 0) 6D , 1", #116%94 1) 04 )*94 24$/4%*(*Di _ ##"(*DT
L&!/ #/* *$-(&!12(1S1#) SIH#*51ISH*))#)6#.1%-3316#I&*)#+IS1#!-S#) 13#*+12(17#;#.*31/.(GHTT!-$#) 7!
*&HH(LHT83S7!-S#)7=10%(1)*_(ISAHT!(2!+(S8)HISTHILSH)|G((F7T1##S7* &+ 1#ILIG(.F7 148$7
%-3316#5()#1/* $I(21$1#1 75(#6((FI1786)-$$H#+I$(1$1#1_8+4#7=!
b
YE GI#&IABI$#))(;#712.0!ID( &13-+*$-(&!(2I5()#&S7!Q .| [EH,-#%3I&H#Y%!SM*)-&#.104#)/3*$#!
%-3316#!5()/3#$#+!171(%-&AS1#16#7SI$1(841$7!2(.1$1#!*//3-5*&$=IL$#)|B#*+71%-33!F##/1*3315())#&$7!
-&IL&AHH&+HESNBAT-TI<2@$1#!1+8.*$-(&!(2!$ 14!
bt [:$* $IBAI+#;#3(/-&A! (8F(BLAH:ILB-21/(7T7-638SIS1#IF#A. (5#TT13#;#312( 145 11-$#)=I'#.#1-T!
(&H%*AIS(17$* $&1ILI (raussbaS 0 - "HSYH (90)1+,1- (10.(0!1.9) 11 2/1%38(4 )
* 0(18&+#.7T$*&+ISLHIFHAN. (SHTTHT-&;(3;#+>].#,-#% IS L#IFHAI-&/BST IS (1S 1#!-$#) 1 <#=4=>ID.-$#.-*!
HR8- HH&ST>IFHAIZ*BS(.7>1*&+I5())#8$7 @=
6% #3#5$!(&#IUNLIS()#&$>17-&5#!*331)87SI6#I53*% - 2-#+> %8+ +#$H#.)-8HS(1%1-5 LIF#AI/ (5#TT!
-SLHA3*SHT=ID(&7-+#.1-&IA(B.LILISI#! (5#T771#;*38*$-(&!2*5$(. 7!<*/[.(*S1>1+#/3(A)#&$>!
3 &-&4>1*&+1-8$#4 *$-(&!d, VBLe @ !*++ #77#+!-&I$1H5() ) #8$=!
5% E#,-#%!($1#.[UNL7THES HEASLTIS(1+#$#.)-&#1-21$1#1-778# T #3*SH#+I$(IST*SIFHA!/ . (5#77!5*&!
6#!53*-2-#+1* &+ #.-2-#+1$1. (841! (&#!-&$H#4 * S+ I L=!

]

PHD0A" () *HB(", (<M INFI(LI<) ", #4144, (*DW1S") - 7(*(*Di(LI6H#IHLSI5*&!6#!
$H)/$-&AIS(/BSI*TI)*QAI-TTSHTI¥T1/(77-6 3 -&BEA3H!:IL=101-71-71&($!1#3/2831941#&/!
SL(THI-TTBHTI* #1&($) HI*SH+IS(SLHI T*VHIFHA (SHTT=101-715 #S#71*1/*$51%(.FL:IL!
G(.F71##$!1$1*$1%-3315(&287HIS1H#ISH*) *&-+1$1#1_8+A#T=IL2I$1#1-T78#71%-331&($!6#!
& HTS-A*$H+IS1.(BALISLHI T*HNHSL (+71<H=4=>1$*3BAIPRBH(/3H> ] H#,-#%-&4)
SLHIT*)#1+(58)HEST>!)* F-&AISTHIT)#I (6 TH#.;*$-(&7 @>1-$!-71/.(6*63AI&(S!*//. (/.-*SH!
$(-&$H4. *$HIS1#)=
|

+3 GI#&IA(BIL*#1*++ #HTTH#+1*33IUNL7>I51#5FIS(1T##1-21$1#1: L 71¥37 (1;#.-2A12- 7$>1*3316 (3 +#+!
<7-4&-2-5*8&$@!7$ H&ASLT*&+ISHYRKIBIATS #&AS17=1S;#.AI5())#&$! 71(83+!6#!
b HTTHHBAELIL=IL21&($>IA(B]) *AI&HH#+IS(15. ¥ 21 TH#/* *#1:IL=
C3 VHT5.-6HIS1# ILISTSIA(BI* #1+#:#3(/-&4>1-&+-5%$-&41%1-511/. (SHTTHTIA(8!%-33153* L 2Al (1:#.-2A=!
!

ILTI)*AL-&;(3;#1H3H)H& ST (21S1# FSMHTI-21$1#A) *AGHIS. (77!5855-84!
<)(HIS1*&) (&HI5*SHA(AITSELIFTIHUNLI2(1%(. F2( 5#1/3*6&-&AI<@!*&+$1#!
7$.%$#A4-51/3% &I <HIDHISH*) | 3H*+#.1)BTSH& TS HIS1 SIS 1#5(33#5S- #1171 #.-2Al
*&-+153% -2AISTHIFHAIS1#)HT =]
| |
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|
g% VH2-&H#IS1#I5(HIRBHTS-(&7I$(| HTKBHEIL=IVHT-A&IS1HIRBHTS-(&7I$(1#3-5-$1-82(.)*$-(&I$1*$!
#.-2-HT1(I53% - 2-HTIS1HI(-4-&*315()H&ST1-&ISTHIT5(#6((F=ID. *2$IS1HTHIS(HIRBHTS-(&7IS(*++ #77!
S/ (SHTTI#;*38%$-(812*5$(.71<,VBL @!-&538+#+1-&I$1#15() H&$T=!

IL7I5%&IGHIFIFH#AIT(8 5#1(21 TH%I8&+#.7$*&+-8A12( I S1HISHY)=IL2IS1#IH& S} #!
B9 1718 (3;#+1-&I+HEHB(-8A &+ HSS-&AL L TI*&+1:$ *$HAAIO((3716#2( 4!
3t%:-AI2( NS LHIT-SH>1$H%) #) 6#.71%-33HESHI I FUHS 11415 ()) (&;-#961 (2!
$1#-.18&+#. TH&+-8AN (21$1#1*//3-5*8$I*&+11 (%!$(12-33 1 ASAHDFH#+6*5F!
[*8H3>17-)-3* 1$(15(&F-+*$- (&1 (215 HES T>1B(14- HIXI$H) ) 6#.1 24+ 6*5F !
(&I*&YILI( 7S $HAA=], 33(%0-&Al-&t-;-+8*3ISH*) ) 6#. TIS(1[(%&\I/*.$-583*.
-TTBHTIS*&IBH*+HI(1+-22-583%-#71-&) #*51-8AI5(&THETBT=I01H# #2( H>1TIHEHS-JHI¥TI*]
BH)HMY-8-8AI*&+15 -$-R8-&ALILTI*&+1:$. *$HAAIO((371+8.-&4!/3*&&-&4>15 1!
BEAA(I(&HA 3*8E&-EANHHS-8A>*&+I$1.(841(8SIS1H#1-7-$=

f=l  TIA(BILH/* #IS(13#*H#12(IS1#E SHE&TS.HA(BI1*#1*33ILSMB (. F71H#4SI*&+IS1#LILIG(F71##$T7!
2(.#*511-$#)I$1*$IA(8I3#*+=11

ht SM/(.$IS1#ICVN!+(58)#&ST!(&S(ISLH#I3*/S(/NA(B!* IS F-8AIS(17-SHI* &+ (&S(H123*T L1+ - H=IU/H&I* &+
&*1- A $H1-&ISTHICVYNTIFEHISHTSIA(B.IH/S(/1*&A1 " (STIS()*FH# 78 HISLHAI7$-3312885$-(&! %6 1#&!
+-75(&EH5$H+12.()1%(.FI(I1(#I&HSY(.F<7@=IL2!A(8!1*# RSATERLRIS!A(S.10#) BH#++#

SHUL(HSTH BHER ) SH(*DIA*ON [)1(*Dh _ 44 (*D14"" , #ASS/(*4*"RIY) " 4" ()L T
=1, 28#.1A(81-&$H.;-HY6IS1H#1*//3-5*&SW 7 1H)/3(AHHTHT$*22H2*5835AH; (38&BH#. 718+ #;-#%1+(58)H&S$T>!
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NAME: CATEGORY
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All agenda items must be covered by Team Leader in phone calls with the organization
point of contact.
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¥ V-75877&AI-TT8HTI(M(77-63#1)-788+#.7$*&+-&4T1%-$1I1$1#1U.4*8-P*$-(8&*31C. (2-3#1<$1-71-7!
HE()H&HHHIS(16#1+(&H! NOSEIS1#104#%) B#*+#.15(&7(3-+*$HTISIHIXHAINISS(.7@

e (Y&

¥ D(&4.*$83*$HISLHI*/3-5*&S>I/.(;-+HE&B)6H#.H2NH)6#.7) 2(Y1AT-5+317-$#!;-7-$>1&8)6#.1(&L:1!
2.0)1:- $8*3)#)BH.7>! *EHISIHRS-5-/*SHEB)6H.1(21(4*&-P*$-(&*31* #T;-7-$#tk
Y B+ SHISTHRGHTI(2IS1H I<-218HEHT T A@>).(BAL1 7S+ SIS-)HTIHIS1I+*A
¥ B SHISTGISLH1//3-5 S AHS TR LR H#$S-8. A1 (2PX(8. |
ol | 7FI-21$1# #1* #I*&AI5(&5H# &7
¥ L&-$-*$HI+-75877-(&7!(&ISL#I(#.*331751#+83#>1L&538+-&49
ol V*AIYH
11 X-5F(22!)##$-8A41<0#*) BH*+HI)-&8$H#T
I L&B.-#21)H#$-&41<,//3-5*QHI@L(8.!
11 hID*$#A(ALJHHS-&ATMIL(8.71#+511<6($117-+#7@!
Y EH#-H%-QAISIHIH*SH/ (-++1<%1-511%-331 1% #I6HH&) #;-#Yo#+6AISLHISH)]
(&!:8&+*A@
¥ E#-#%-&AIS1# #783$7
¥ D*$#4( AIRSHTS-(&7
11 D*SHA(AIBH+T #4061 &HH+HEB)HESTNICZ!)-&B8$HT
11 O#%)IB#*+#.HCUMB3(7#12(.IS1#I+FA
¥ DI*&AHTI-&IS1HI(A*&-P*$-(&17-&5HIS1H#I*//3-5*$-(8I%*T1%.-$$H&.
¥ TFI2(.18/+*$#+ID*$#A( ANIEATSIBVBHY g+*AT!/.-(1$(IS1#) =1
¥ V-7587711(%!SLH#ID*SHA( AlH*SHB/+*$H7 I &HH+IS(16#] HTHESH 1M FABRIS1H*//3-5+&S$!
+HTI&(SIT* IS 1H#1-&$H . &*315*/6-3-SAIS(1+8/3-5*$#IS1#14.*/1-571-&IS1#1*/13-5*$-(&.@
ol M%ll.*/1-57a!
ol "&+ **06&a
o! SM5#31$*63#7a
| '(%ISTHIHMY)-&H. 71%-33IF&(%!%1*$11*7151*&4#+a
¥ &AI5(&23-5$71%-$1IF&(%&!3H*+#.71-/1751#+834#7
¥ RAIFHAISH+ BAIY*ESIS(1HETS H1- 71 *-3+63#
¥ C.#3-)-&* Al+-75877-(&!(21%1# #IS1#)HHS-8AT1%-3316#1 1#3+9

o
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0! G#1%(83+!/ #2#.1S1*SISLH)H##S-&ATI* #1#3+!-&ISL1H#!* #*71%1# #1$1#!+(58)#&$T712(.|$1*$!
$(/-5H#M-7$!(.15*&I6H#I#*T-3AI*BEHT TH#+

| L&-$-*3I5(&;#.7*$- (&) (&IS1HI3(5*$-(&7 1AM T 1IS(;- T-$

0! SMH&+IS1HI7-$#13-7$-8412.()IS1#I#3-4-6-3-BA12(.)1%-$1!) (#14#$*-371(&9
1 B(5*$-(&Y
I S)3(A#HT!
Il NB&5$-(&7
11287
11 &-RBHITH.-SHTI&(SI. (-+H+HITHY 1Y #

1 S7$*63-71!*1.#483*1/1(&#!5(&$*5$! 751#+83#16#2(1AI$1#!

0! O#*)IB#*+#.1D1(-5#hl:844#T$H#+IDICH.IGHHFI<I(&+AI*&+IN.-+AM) @
11 OLH7#I5*&IGH!H#.AIT1(.$I5*33THCTH)-&8SHT> 147184 +#+@

ol CBBISIHIS-)H#T!(&I6($1I5*3H&A*. 7=

ol J*FHIS1#ICUDI2##315()2(.$*63#1%-$S TS5 - 7-$

1 0-)-&A1(21$1#I(;#.*331/.(5#77>1-&538+-&49

ol 0#*)I5()-&41-&$(1$(%&

ol '($#3!

Ol O#*)I/3*&7IS(I3#*#1<$-)# #RS- #+12(.I5(&TH&TBT@

1 GL1("™* #1$1#1*//3-5*&$W79

Ol D*$HA(AISHY)I3H-+#.7>1)#)6#.7>1%8+128&5%-(&!1(._(61$-$3#
Ol XHAIS())-SSHHT18(SI&(SH+-&ISLH! //3-5GUH=4=>1J#+-5*31:$%221D())-$SHHT>I"(* +]
D()-$$1#7@

1 GH#1%-33164#171*.-841(8.1#M*)-&#.1$#*) 1*&+15*SHA( Al3#+71%-$11A(81-&I Vot c=

1 &AI-TT8HTIT8..(88+-&MTH58.-SA&+*S5HT TI*SIS1#1¥//3-5*&$12*5-3-$-H#7=
1 0.#&7/(.$IRSHTS-(&7

o! C-5B/I$I*- /($ !

o! C-5B/H51)(. &-&4

1 ($#3IR8#T$-(&Ta

0! B-7$H&IS(1S1#1,//3-5*&$ #4* +-&AI5(&7$.*-8&ST71<0.*#3>1 87111(8.1$-IH7>1#$5=@

1 0-)-&412(I1$1#IL&-$-*3IV*S*IEHRBHTS

o! :844#73I$1*$I$1#AI&B)6#.1#;#. Al+(58)#&$9
D "#2(#1S14H1 9N01#!13-7$!71(83+!6#1&8)6#.#+>178511*79
¥ D*$#4(.AIY9
ol YM
o! Yd!
o! bX>1#3$6=
11 V(58)#&S$T!.#*+AI*T1#* SAIFIHI&-41$16#2( #I$1#!-&-$-*31/3*&&-& A HAGC&A
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¥ CZIJ-88$H! H#;-H%S(H.-2A9
Ol &+ T$*&+-84
ol ,++$-(&*31.#RBHTIST
¥ V8.-&AI$1H! 9NICBSISIH! (%&H.|(21$1#1+(58)HESWT7I&*)HI*&+13(5+$-(&!(&!
SL#1+(58)HESI*&HS SIS LHI+(58)#&ST%-$11188&-REHI&8)6#.1<8T#1*]
+(58)#&S$!. #RBH#T$I2()@
¥ L2V(77-63#>11(3+IS1#ID*$HA( ANHHS-&ATI-&). () 7IYORBH5 1. #5$(.1q!75.##&I$(171(%!
+(58)H#&STIS(ISLHIHM*)-&HM/ 1AT-5*33A1+&+1;- $8233A
¥ V-758771&+ 1A ##1$().83#T12( LSS FHI 78 #1061 #106( F-8AIS(AHSIHSLH #1- 7141
2H#+6*5F13((/1S(H-S1#. 1S 1#1$H#*) 138 +.1 (| KL#E#7 71D (*59
0! Y2(8.1.83#NI21- SIS FH7IS1H#1%//3-5*&$I3(&AH.IS1*&I (EHIL(8.1S(1] #1* #1*&I*&T Yot 1S(1*&)
HM*)-&# . IRBHTS-(&>1+-T58771%-SLIST#IS#*) 3¢+ 1 (| SLHIHAM*)-&#.
Ol ' ++#&IS(TSTH,&AIT-48-2-5*&$I5(7HI$1*$I-71-&58. #+IS1*$I)*Al&($I6#!*//* #&SIS(1$1#!
$#%) |
|

0" J()*&+ "

¥ &AI(H&I-TTBHD. () %HHF g
¥ C.(-+HISLHISHY) 13- TSI &+ 1 SIS*SHA( A LISHY) )#) 6#.1%- 33 3#++
¥ H-2AISTHI751#+83#IS(15()/3HSHISLHI-&-$-*31+(58)HES! #RBHTSI<+(58)#&S$T1%1-511%-331&##+I$(16#!
LG+ -(1S(1$1# 1| @
ol 1#.-2AI$1*$I$1#1+(58)H&ST!* #164#-84188)6H.H#+
0! D*$HA(AIOHY) ) HHS-&ATIS&IFTFI2(I*&AI+(58)#ES JHES-(&#+1-&I$1*$I D*$#4(.A
¥ 7;6S4+"1$5+" +% $,118.,)-(0) W3-+ SIS ($H3),. *QAH)HESTI* #1)*+#>1-8538+-841$1#!
W(F.() -&IS1#I1($H3
Y 3+ SHISTAISTA#-TIMSH) ()& 7-$H9
0! D(/A-&4>!/.-&$-&4>\($1#4.178//3AI8MH+7
0! 41 BH:H3IT51#+83#12(IVIALY
¥ V-758771-21$1# #1* #17/#5-*39
Ol #3$1H+ HTTH+HRG HH&STI2(.IS1HI$H1T)
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Ol JH371+#3-# #+1$(1S1#11($#3!(.I*5RS- #+!(&17-$#
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ol VHTTID(+#
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¥ E#-#OISTHI(H&)-TTBHTI2.()! #;-(871+-758774&7
¥ IH&BHI2()HHS-QATH-=H#=>ID(82-.) IS 1*$IS1H JHH#S-&ATI+8 - SAISEBBIGHI-&IS1HI* #4106 1# HS1#!
+(58)HESTI* #NI2( HM*)/3H> 1% 1#&ISLHAHHSIVEMS 1#AI%- 33 JHH$!-&ISTHI E Ik #+
0! C.#2#.*63&#*.1$1#1$#*)1.(()*$!1$1#1,//3-5+8$!
¥ D(&2-)($1#.1(&7-$#13(4-7$-5712(.9
ol O#*)W71%(.FL(()1*$I$1#! //3-5*&SW71T-$#
ol JHH$-&AL.(()7!<78511F71-&IEIFTIT$*$#+1*6(H@
0! VA$*| #RBHTSTI*&+IV*SH$(16#ISFHEIS(1 1AL (343
ol C.(BHTTIS(I#$8.&IV*$*I*28#. 19111
¥ N*5-3-$Al-7-$1/3*&I<+(IS1HAIL##+M)* a@
¥ N-&*3-P#9
ol 0.4&7/(.$*$-(&/3*&
ol '($#37
Ol I8-+#7I&#H+H#
0! G(.FIE(()#R8-/)#&S$I</.-&$# >15(/-#.>1/1(&#>123-51* $7@

1 Y8t

¥ N-&*3-PHISIHIB((THIH&+T12.()ISLHI# 3-#.18(/-57!
¥ QAFTHESTI(21$1#1-&-$-*31+*$* #RBHT$I%1-511% #18&53H*.
¥ PF3-HSHISLHIH 1. 710 1-511% #I&HH+H+*&+H(.1%-331&($I6#1;*-3463#
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¥ 550)(+*$HISIHI*.. -39
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¥ N-&*3-PHI*QAIB((THIA&HT
C-5RB/IS1HIHM)-&. THSIS 111 ($#3
- HICZ1)-8BSHTI6H2( HS118H#4-8.&-&MS(1*33(%9
ol :1(%!$1#)I$1#-1$44)1.(01q!#.-2AIS1#1 -&$#.>1#$5=1%(IF7
ol #$I18/I/.(_#HES(HS1H#- .1/ HTHES*$4&
ol JH#SHI##S
ol D(22##
¥ H-2AISTHI751#+83#12( IS 1#1-7-$I<H1249%!)-&8$HTI6#2(HISLH#AT-$I7$* $7@
¥ I#.-2AISTFSIS1HI(4*&-P*$-(&1%-3314# SIS 1HL*REHS#IS1*$1+331 (2IS1#IL&-$-*3IV*$* E#RBHT$ST!
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ol V-75877&AI-TT8H#THI.(63#) TIS1*SI1*#1+#:#B(/#+
¥ V(58)#&S$! #RBHTSTI<(&ITISH@
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¥ V-758771- 21814 #1% #)HH#S-8AT1%1-511&4##+S(164#1 751#+83#-+ (A5 1#+8
Y 1#.-2AI$1H$-)-&41 (2IS1#IDI(7-&A IHHS-&AI<*$I3H TSIDGIL (8. 71+ 2$#. IS LHISH*) 1 17712-&- PLH+HS1H#- 1 (&
7-$#1%(F@
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Suggested Format for Team Member Communication

Team Member Assignments — 7 Member Team

"THH(&IA(B.I TS HRABLT* &+ #2# H&ASHABILHISIHSH) *77-4&)H&ST12( .| STHISH*) £

=14 _ (%#0h | +4"#D)0:4 147-6$f | +0)11A+6™'(*DIF116#24 >" #0h
04 _ # a#4 9k V2 IMO) "#11%
AE5A X#AIN*5$(.7!] ! ¥ D(/(*$#78/I(.$ ! ¥ O#%)I3#%+#.
q!X#A! ¥ B#HET1-[TATSH) B#*+#.71-/1$#*)!
01#)#T7! v VH#3AHES -&S$#.-#%
G(.F71##$7> ¥ U.4*&-P*$-(&*3! ¥ C5(HB((F1H#+-$(.!
:8))*.Al(2! 7855#77-(&!/3*&&1&4 | ¥ 'EUI-&S$H#.;-#%
-SHT-T-$#+ ! ¥ V*-3AI51#3R!%-$CUD
'EU! ¥ V(58)#&$! #R8H#T7$!I3L7$
L&S$#.;-#%!
G(.F71##3
J*F I b=Y>Ib==t! | Y=Y>IY=l ¥ :$.*$#4-5!/3*&&-&4 ¥ "*BE8/I$#H*)I13# +#.]
i=g! ¥ B#+#£.71 ¥ B(4-7$-57
v (#.&*&5H |
D.-7$4& c=Y>lc=b>liq f=Y>!If=b>l v  D87$()#.| #3*$-(&71-M1] ¥ H&-(HM#58$-#7TW!
i=c! ¥ S)/3(A#H# #3*$-(&71-M -&B#.;-HY%IRBHTS-(&T!
! <5((.+-&*$H@
A g=Y>!gel=4 | h=Y>lh=b| v  J*&*4#)H&S$I6AI2*5E | v IHHS-&4!5((.+-&*$-(&!
i=Y! ¥ NUD:L5(#5*.+!! +8.-&41 !
¥ D()/8$#.1#MI#.$!
S33#& f=Y>lf=b>li=q c=Y>lc=b] ¥  V#5#&$.*3-P#+! G*3F*.(8&+'R8#7$-(&7!
i=h! V&H*AH)HES | <+.12$@
v G(.F2(.5# ¥ C.(SHTT\S1HSF#.1%&+!
#)I(%#.)H&S | S-)HFHHH#.)
E#t&r# h=Y>lh=bxllid g=Y>Id=b] ¥  U/#.*$-(&7!N(587 ¥ 5.-6HI< RAHHHHD
|
*&+* ! Y=Y>IY=b3li{ b=Y>lb=b| ¥ U.4*&-P*$-(&*3\.#783] ¥ D.-$#.-*I5(/

i=f 6!
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Team Member Assignments—8-Member Team

:#.#!*.#!$l#!$#*)!*77-4&)#&$7!2(. I$1#1
!

O1*&F71*4*-&I12(JA(8.123#M-6-3-BAI*&+1-&+B34H&SH=IGHI 1*#11 *+ BSEBAL DK 7-48)HESTIS (!
H23H5SI$1#151*84-8A415()/(7-$-(&1(2!(8.1$#*)=

=14 _ (*#0h | +4"#D)0:4 14"-6$f | +0)11A+6™'(*DiF116#24 >" | H0k
04 _# aft494 V#:IMO0) "#114
J*F ! X#AIN*5$(.7!| ! v C*#8&3!-&$#.*584(& ¥ O#Y)I3#*+#.148%-#7
G(.F71##$>! ¥ B#*+#.71-/'TATS#) B#*+#.71-/1$#*)!
:8))*.Al(2! ¥ U *331+#/3(A)HES L&SH.;-#%IRBHTS-(&7!
-SHT-7-$#+ ! <5((.+-&*$H@
'EU! ¥ 5 H6((Fl#+-$(.!
L&SH#.;-#%)! ¥ 'EU-&S$#.;-#9A!
G(.F71##3 ¥ V*-3AI51#3R!%-$CUD
V(58)#&$! #R8#7$!3-7$
<5((.+-&*$H@
¥ V*-3AI751#+83#
NE5A X#AI01#)#T | ! ¥ (! A(GH.&&5H "*5F8/1$#*)13#*+#.!
+83$-#7
¥ B(4-7%$-57
¥ VE-3AISH) )HHS-&4T!
<5((.+-&*$#@
"(6! c=Y>lc=b>liq f=Y>If=H | v D87$()#.I*&+!1/*$-#&$! | ¥ O-)#F##/#. |
i=c! H#3*$-(&71-M7
I
LA g=Y>!gei=f4 | h=Y>lh=b| v  J*&*4#)#&$!6A!2*55 ¥ D()/8$#.\#M/#.$!
i=Y! !
V*%& f=Y>If=b>li=d c=Y>lc=b] ¥  V#5#&3$.*3-P#+! ¥ G*3F*.(8&+'R8#7%-(&7!
i=b! V&*AHHES ! <5((.+-&*$H@
¥ G(.F2(.5# ¥ C.(5#77I51#5F#.
(Yot HES |
D1.-7$-&# | h=Y>lh=b3lli4 g=Y>!g=b|l ¥ C.(5#77'2(587 ¥ 5-GHITI&HHHHH@
i=f 6! ¥ <#*3$1D*#@'"ChIL
D.-7$4& Y=Y>IY=b*!i{ b=Y>H=bl v U.4*&-P*$-(&*3! ¥ D.-$#.-*ID(/
7855#77-(&!/3*&&!&4
E#&ri#t b=Y>!bdb=b | Y=Y>IY=ll ¥ :$.*$#4-5!/3*&&-&4 ¥ D3-&-5*3!/#.7/#53-#
i=g!
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F+&7). 56 S$+>)0% S$+>)0% S$+>)0%
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6<% | F+&"). 3P0 S$+>)0% S$+>)0% S$+>)0%
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Suggested format for On SV Detailed Schedule
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On Site Phase
Suggested Agenda for Initial Planning Meeting
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Effective Interviewing Steps
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Interview Tips and Techniques
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Suggested Agenda for Evening Meetings
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Post-Site Phase: Estimated Time to Complete the Scorebook
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SV Completion Checklist

All Elements of the SV Scorebook must be completed before the team departs.
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