[bookmark: h.rmau73hkyb6g]Preparation Checklist:

GCMD
1. Prepare Next Set of Keywords for External Review

ESO
2. Recommend Appropriate Keyword Reviewers (Primarily Based on Keyword Discipline)
3. Send Keyword Reviewer Invitation Email [Draft Below]
4. Send Accepted Keyword Reviewers Follow-Up Email That Includes: [Draft Below]
· Spreadsheet of keywords to be reviewed (including background information on how to use the spreadsheet)
· Background information that describes the keyword structure (needed especially for keyword hierarchies)
· Related existing keywords (for cross reference)
· Link to keyword governance process
· How to submit feedback - Keyword Forum and/or Email 
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Keyword Reviewer Invitation Email
Dear Mr./Dr./Ms. {insert reviewer name here}

The NASA ESDIS Standards Office (ESO) invites you to review a proposed set of GCMD Keywords in your area of expertise. Our aim is to get at least three sets of reviews for each keyword subject area. Community feedback is an essential element of the ESO review of proposed keywords to ensure that the keywords broadly represent science nomenclature for a particular subject area. 

The proposed keyword changes were compiled by the GCMD science coordinators with input from the community. There are three types of keyword changes: deprecate an existing keyword, modify an existing keyword, or add a new keyword. You can find more information about the keywords and the keyword governance process at https://earthdata.nasa.gov/about/gcmd/global-change-master-directory-gcmd-keywords 

We encourage reviewers to comments on all aspects of the proposed changes and/or on existing keywords including, for example:

· Suitability of a keyword (or set of keywords) in characterizing data associated with a particular science discipline
· Suitability of a keyword as a search term
· Recommendations for alternatives to the keywords that we proposed
· Recommendations for additions to the keywords that we proposed
· Recommendations for keyword deletions
· Recommendations for changes to existing keywords (either the keyword or placement in the hierarchy)
· Questions or concerns regarding any aspect of the proposed changes

Please let us know whether or not you are available to participate in the review process. An additional follow-up email with more detailed instructions will be given if you accept this invitation. If you are not able to assist, and know of anyone else who may be able to review the keywords, we would appreciate your recommendation.

We value and appreciate your feedback.









Keyword Reviewer Follow-Up Email
Dear Mr./Dr./Ms. {insert reviewer name here}

Thank you for your interest in reviewing a proposed set of GCMD Keywords in your area of expertise. The keywords that you will be reviewing are attached in an Excel spreadsheet. The keyword spreadsheet conveys the proposed keyword and whether it was a deprecation, modification, or a new keyword. The keyword definition and original requestor are also provided for reference. To review related keywords for comparison, see https://wiki.earthdata.nasa.gov/display/CMR/GCMD+Keyword+Access. 

Please review each keyword using the following criteria:

· Suitability of a keyword (or set of keywords) in characterizing data associated with a particular science discipline
· Suitability of a keyword as a search term
· Recommendations for alternatives to the keywords that we proposed
· Recommendations for additions to the keywords that we proposed
· Recommendations for keyword deletions
· Recommendations for changes to existing keywords (either the keyword or placement in the hierarchy)
· Questions or concerns regarding any aspect of the proposed changes

You can find more information about the keywords and the keyword governance process at https://earthdata.nasa.gov/about/gcmd/global-change-master-directory-gcmd-keywords. 

[bookmark: _GoBack]Please complete your review of each keyword in the spreadsheet under the ‘Review’ section by indicating that you reviewed each keyword, provided a recommendation, and given any comments. Please return the spreadsheet to the NASA ESDIS Standards Office (ESO) within 14 days. 

We value and appreciate your feedback.

