The text below is a sample of a message that you could use as an introduction to potential contacts outside the Center.  You may use all or portions of the following in either e-mail or telephonic communications.  

My name is _____________________ and I have been assigned the role of peer reviewer for (name) as part of the Langley Research Center Research and Development Classification Process.

You have been identified by Mr./Ms. __________ as a contact who can provide information about his/her impact and accomplishments.

I would like to arrange a time to speak with you by phone for approximately 30 minutes to go over a few questions about Mr./Ms. ______’s  work accomplishments.  I would like to propose the following dates and times for us to talk:  _____________________________________________

The Langley peer review system is a confidential review process.   I will use the information that you provide in my role as In-Depth Reviewer, and I will share your input with my fellow panel members in our deliberations; information obtained from contacts may be reflected in the written panel report, but will not be attributed to any individual.  Similarly, my specific assignment as In-Depth Reviewer is not disclosed by the Center to the reviewee.  

Please e-mail me by (date) to let me know if you are available to discuss Mr./Ms. (name)’s activities and accomplishments with me.  You may also contact me by phone at (   ) XXX-XXXX.  Thank you.

