model mrc instructions e-mail letter
Merit Review of Funding Opportunity Announcement No. DE-PS36-0YGO90XXX 

[Title of Funding Opportunity Announcement]

Point of Contact: [insert point of contact]

Phone Number: [insert point of contact phone number]

Fax Number: [insert point of contact fax number]

Email Address: [insert point of contact email address]

Address:  Golden Field Office, 1617 Cole Blvd., Golden, CO 80401

MRC Members:

On behalf of the U.S. Department of Energy (DOE) Golden Field Office (GO), thank you for agreeing to participate on the Merit Review Committee for the Funding Opportunity Announcement for Financial Assistance Applications noted above. Your participation will require you to review and rate the applications without consultation with fellow reviewers prior to participation in the panel discussions.  The panel is planned for [date of MRC panel meeting] and may continue through [insert planned MRC panel end date].

As a member of the Merit Review Committee, DOE requires your review of the Evaluation and Selection Plan and signature on the Certification and Acknowledgement Form (attached).  Please review the Evaluation and Selection Plan, and read and sign the Certification and Acknowledgement Form. This document must be completed and returned prior to your review and should be faxed or mailed to the Point of Contact noted above no later than [insert closing date].     

The attached Evaluation and Selection Plan more specifically addresses your responsibilities as a member of the Merit Review Committee.  However, any questions can be addressed to the Point of Contact above.  

DOE uses an internet-based system called the Industry Interactive Procurement System (IIPS) to distribute the Funding Opportunity Announcement to prospective Applicants and to distribute Applications to reviewers.  In order for you as a reviewer to access assigned Application, you must register in IIPS at http://e-center.doe.gov prior to [Date].  Instructions for Registering in IIPS are provided as an attachment.  Your “User Name” for IIPS is [Insert User Name].  Any IIPS-related questions shall be addressed to the IIPS HelpDesk at IIPS_HelpDesk@e-center.doe.gov or (800) 683-0751.  You may access the Funding Opportunity Announcement at any time at the IIPS address above.

Once the Funding Opportunity Announcement closes on [Date], and prior to the Merit Review Committee convening, you shall receive email(s) from our office with a subject line of “IIPS Evaluator Assignment”.  The email(s) will indicate that you have been assigned as an evaluator for the Funding Opportunity Announcement and will contain link(s) to your assigned Technical Volume(s) for you to independently review.  You may access the assigned Technical Volumes in IIPS by clicking on the links or you may follow the instructions provided as an attachment.
After you have been notified, please independently review your assigned Technical Volumes against the criteria listed in the Evaluation and Selection Plan (attached) and, for each criterion, identify strengths and weaknesses, and rate each using the rating standards (attached). As part of the independent review, record strengths and weaknesses for each criterion and rate each on individual Rating Sheets (attached).  Be prepared to discuss the strengths and weaknesses of each Technical Volume during the Merit Review Committee meeting.

Forward completed Individual Rating Sheets to [insert GO contact point] at [insert email address], no later than [insert due date for Rating Sheets].

The Committee will convene at [insert start time, date and location of MRC panel meeting].  The meeting will focus on developing consensus strengths and weaknesses for each criterion, consensus scores for each application, and a final listing indicating which applications are recommended by the Committee to the Selection Official for funding and those that are not.  
OR

The MRC meeting will be conducted via teleconference at [insert start time and date].  Please call (303) 275-4700 to be connected.  The meeting will focus on developing consensus strengths and weaknesses for each criterion, consensus scores for each application, and a final listing indicating which applications are recommended by the Committee to the Selection Official for funding and those that are not.  
Any questions can be addressed to the Point of Contact noted above. Your participation on this Merit Review Committee is greatly appreciated.

Attachments:

Evaluation and Selection Plan

Certification and Acknowledgement Form

IIPS Registration Instructions

Reviewer Instructions

Technical Rating Standards

Individual Rating Sheets

