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( Oral Testimony Checklist (


The following checklist highlights some of the key items one needs to address when drafting oral testimony for congressional hearings and is a supplement to the Congressional Testimony Handbook. Please refer to the Handbook for additional information, guidance, and direction on process, format, and content of NOAA’s oral testimony.



· Save the testimony as a Microsoft Word file.
· The oral testimony is between 4-5 pages in length, double-spaced, 14-point font or larger. (Please see page 14 of the Congressional Testimony Handbook for complete Format Guidelines.)

· The oral testimony is limited to five minutes maximum. (Please see pages 12-13 of the Congressional Testimony Handbook for complete General Guidelines.)
· Read the oral testimony aloud to time it and hear it.

· Know how your witness speaks to ensure they are comfortable conveying the message clearly. 

· The oral testimony does not include views or policy statements not in the written. 
· The oral testimony is responsive to the issues and questions noted by the congressional committee. 
· NOAA’s mission, vision, goals, programs, and activities are clearly stated and connected to the hearing topic.

· The oral testimony effectively summarizes two or three main points from the written testimony supported with examples, imagery, or anecdotes. (Please see page 14 of the Congressional Testimony Handbook for complete Content Guidelines.)
· Visual aids that enhance the oral testimony are used.
· Sentences in the oral testimony are short, simple, direct, and punctuated for the ears and the lungs. (Please see pages 15-16 of the Congressional Testimony Handbook for Tips and Tricks to Make it the Best.)
· The oral testimony conveys ideas through imagery, repetition, variation, the “rule of three”, and gives life to numbers. 



