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( Q&As Checklist (


The following checklist highlights some of the key items one needs to address when drafting Questions and Answers (Q&As) 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 Q&As.



· Save the Q&As as a Microsoft Word file.
· The first page of the Q&As is an index, or table of contents, of the questions and answers. (Please see page 18 of the Congressional Testimony Handbook for complete Format Guidelines.)

· There are 5-10 sets of Q&As total.
· There is one set of Q&As per page.
· The Q&As are responsive to the issues and questions noted by the congressional committee. (Please see pages 18-19 of the Congressional Testimony Handbook for complete Content Guidelines.) 

· The hard questions that may be asked by the committee have been anticipated and included.

· The answers are written as if the witness will be stating those exact words during the hearing.
· The answers are simple, direct, and two sentences long at most. (Please see pages 19-30 of the Congressional Testimony Handbook for an Example Q&A.)



