DRAFT

Hello Dr. TBD,


Here is some information on your site visit.  There will be additional details to work out.  Is there someone you would like to designate to work these details with us?  We refer to this person as the site visit host.  We can provide them the list of names and other details.  
On all email you send to me, please cc TBD who is assisting me with the logistics of this evaluation.  His email is above. 


Here is some information about the your site visit that will be held at TBD on April TBD, 2008.

QUESTIONS
We will send you a list of questions on March TBD, 2008 at noon eastern time.  There will be three types of questions. With your concurrence, these questions will be emailed to the Proposal Team.

Action to Proposal Team:  Send an email to Cindy Daniels confirming that email of questions is acceptable.  The alternative to emailing questions is sending a Fax.  If email is acceptable, please identify who besides yourself should be sent the questions.  Provide the email list of individuals to receive the questions.  

Three Types of Questions:
1) Questions to be addressed in your presentation at the site visit. At the beginning of the site visit, please provide a summary page that indicates where each question will be addressed in your presentations.  Please clearly identify the question topic and number when addressing them in each presentation.
 2) Early Questions.  These are questions that you must provide the answer early prior to the site visit.  Your answers to the Early Questions will be due TBD (usually at least one day prior to the site visit) at noon eastern time.   These questions require detailed data intensive answers that we cannot quickly review in a meeting. The answers to the Early Questions must be emailed to me on the due date and time. You should also address these topics at the site visit to see if we have any further questions after having reviewed the data.
3) Written Response Only questions.  The written responses must be provided to us at the beginning of the site visit. You do not need to address these items in your presentation.  We will ask questions if required based on your written response.

After you receive the list of questions, confirmation of receipt of the questions must be provided to Cindy Daniels by email (cindy.l.daniels@nasa.gov) and phone (757) 846-3205 immediately upon receipt.





SITE VISIT AGENDA

In regard to the agenda for the site visit, the responsibility for deciding on the content of the site visit is yours but we will provide you some feedback on a draft agenda.  So please email me your draft agenda for the site visit (no later than TBD date but around late Feb – Early March) and we will review it and provide you any comments we have when we provide you the questions.

In regard to the site visit, NASA is setting aside one day for the site visit that can include up to 7 hours in presentations and one additional hour for a tour/demonstration which is optional. If your presentation material and our questions do not fill 7 hours then we will end the meeting sooner.  We want to give all proposers the same opportunity in terms of our time and attention. Lunch and breaks are not included in the 7 hour maximum time for the site visit presentations.

All materials provided to the site visit team must be presented to the team within the 7-hour site visit or during the 1-hour tour. Once the site visit is over, the evaluation team will not accept further materials.  

The site visit team will leave immediately after the site visit has ended and will not participate in any social activity after the site visit.


SITE VISIT PARTICIPANTS

The total number of participants for your site visit including evaluation team members, NASA Headquarters personnel, and Program office personnel will be at most TBD but plan to keep number to around 20 people.  
As we get closer to you site visit date I will give you an updated number of attendees.  I can provide you the list of named individuals at this time.  However, there are a few TDBs that will be resolved in a few weeks.  
It is our intention that all participants that we bring will be US citizens.  All the name individuals at this time have been confirmed to be US citizens.   We do not have any special needs such as ramps for handicap access.  


SITE VISIT DETAILS


1. Provide detailed information on the location of the site visit such as address, building number, and room number or name. Provide site visit information with maps and directions to the specific building and room where the site visit will be conducted. 
2.  Name tags for evaluators must be available at the entrance to the site visit meeting room.  Name tags must be provided that state the persons name and their role as either “Evaluator” or “Observer”.
3.  Seating arrangements:  Rows at the front of the room must be reserved for the evaluation team (Evaluators). Seating at the back of the room must be reserved for the Observers. 
4.  Please make arrangements at the gate for badge and passes for the site visit team (all Evaluators and Observers) including escorts to the briefing room, if required.
5. Information on special parking arrangements must be provided.  Provide information on where the evaluators are expected to park.  
6.  Do not provide any promotional material such as pens or other items related to your investigation.   
7.  A lunch break of one hour will be held.  The proposer must make lunch arrangements for the evaluation team that can be held in less than an hour.  The evaluation team will pay for their lunch.  Please provide a prorated cost per person for the lunch and any other snacks that are provided during the day. You will be reimbursed for lunch and any snacks that are provided to the evaluation team shortly after lunch.  Let me know in advance how much lunch will be per person so we can have the correct change.  We sometimes have evaluators with special dietary needs.  We will provide this information when we provide the list of attendees.
8.  A separate room is needed for the evaluation team to meet in private during the lunch break.   After the lunch break, if required, the evaluation team may request a change in the afternoon agenda to focus on specific issues.
9.  Audio or video taping of the site visit is not allowed.
10.  Electrical power must be provided in the evaluator seating area to hookup personal computers.

11. Telecon capability in the presentation room may be requested if key evaluators have travel issues.  This is not standard practice and is requested only by the evaluation team on an exception basis.

Please contact me if you have any questions.

Thanks Cindy Daniels

