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( Written Testimony Checklist (


The following checklist highlights some of the key items one needs to address when drafting written 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 written testimony.



· Save the testimony as a Microsoft Word file.
· The testimony is between 5-10 pages in length. (Please see pages 3-4 of the Congressional Testimony Handbook for complete Format Guidelines.)

· The testimony has a clear outline from the introduction, through the body, to the conclusion. (Please see pages 5-8 of the Congressional Testimony Handbook for complete Content Guidelines.)

· The 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 testimony effectively addresses three or four main points related to the central issue or theme of the hearing.
· The testimony clearly defines the facts, challenges, and solutions. 

· The testimony backs up all statements with proof or the source, and reinforces them with specific examples, analogies, or statistics.
· The testimony speaks with one voice and is consistent, clear, and concise. 

· The testimony is composed for the right audience — Members of Congress and their staff.

· Technical terms, acronyms, initialisms, and insider terms and details are minimized and defined.
· Standard grammatical and editorial guidelines have been followed and common errors avoided. (Please see pages 8-11 of the Congressional Testimony Handbook for complete Grammatical, Editorial, and Common Error Guidelines.)



