An essay as requested by Alan Higgs Sensei and Peter Cleydon Sensei
 Mai-ai (distance)

Most of us have a sense of personal space. If we approach someone we will automatically stop at distance that is comfortable, we feel uncomfortable if someone steps too close or invades our personal space, if we examine this distance we will find that it is the distance in which the other person can reach and touch us.
In Aikido, ma-ai means correct or effective distance between uke and tori.

Each time we train every encounter will be different, because each individual's body type, speed, balance and ability is unique. Ma-ai is the integration of distance, timing and reach. The correct ma-ai allows us to respond effectively should an attack be initiated.
Metsuke (seeing)
When we read a text message on our mobile phone our attention is focused on one point and we are relatively unaware of the rest of our surroundings. When we drive our cars our attention is not focused on a single point, but we look generally in the mid-distance and use our peripheral vision to monitor our surroundings.
The same is true if you focus only on one point of your opponent, ie his face or eyes or hands, you would miss the signals sent by his movements, body shifting, leg movements, etc that reveal an attack.
We need to be able to see but without the distraction of focussing on anything in particular.
The concept of metsuke has been described as looking at a distant mountain, basically, you must see everything without focusing on any one object. You must not only see the mountain but everything between you and the mountain. 
In the dojo you must be aware of other people and what they are doing and where the edges of the mats and walls are. 
While focusing on your opponent's eyes, relax and do not allow your face to give your intention away, observe his entire body. Where are his eyes looking? Are his eyes alert and focused or is he day dreaming, what are his hands doing? Are his hands moving? Is his body steady or is he shifting his weight or position? By being able to see everything you will be able to see an opening or opportunity and react.
You know when you're up against an experienced opponent because of the way they look at, or through, you. 
If your ma-ai is incorrect, your metsuke and resultant action will be ineffective.
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