Resource – Site Visit Confirmation Letter
To:
Contact Name


Organization 

Thank you for confirming your site visit date with me.  A two/three-person team from the Arizona Quality Alliance will be on site on DAY, DATE from XXX to XXX to complete our evaluation of your Showcase in Excellence Awards Program Application.  The site visit will be a busy time.  To help you in preparing for the visit, here is a timeline for our contacts:

Two weeks prior to visit - Request from Team Leader to Contact Point outlining the individuals we would like to meet with and materials we would like to see on site

One week prior to visit – Check in phone conversation between Team Leader and Contact Point to answer any questions and confirm time and place of meeting. 

One day prior to site visit – Final check in phone conversation between Team Leader and Contact Point 

So that you can begin to schedule calendars, a preliminary agenda for our visit will be:

1:00 – 1:45 PM

Welcome meeting – Senior Leadership





Opportunity for presentation by applicant

1:45 – 2:30 PM 

Interviews – participants to be determined

2:30 – 3:15 PM

Examiner review of documents 

3:15 – 4:00 PM 

Interviews – participants to be determined

4:00 – 4:30 PM

Meeting with Contact Point

4:30 – 5:00 PM

Close-out meeting – Senior Leadership

This agenda is flexible and I would be happy to discuss it with you further. 

When we are on site, it would be helpful if you could ensure that we have access to 

· A private, lockable conference room where the team can meet and review documents 
· The documents that we will request from you two weeks prior to our visit. 

Additionally, it would be helpful if you could provide me via e-mail:

· Detailed driving directions and map to the site (including where we should park)

· Information as to who will meet us when we arrive on site

· A list of any information we need to provide you in order to obtain badges for access to the site and any safety related information you would like us for us to know.
We look forward to our site visit and meeting with you and other members of your organization.  Please give me a call at XXX-XXXX  if you have any questions.  

YOU, Senior Examiner

