Executive Affairs Site tour (Script)

Hello, my name is Daphne Love; I work in the National Weather Service Office of Communications Executive Affairs.  Executive Affairs is the focal point for correspondence actions assigned by or prepared for signature of the Assistant Administrator and Deputy Assistant Administrator for Weather Services.  Our goal is to partner with Weather Service offices to produce quality correspondence products.

I’ll be your navigational guide through our website.  This website was created to function as a resource to assist you in preparing correspondence for the signature of NWS senior management, as well as NOAA and Department of Commerce leadership.

Follow me as I lead you through this site highlighting useful information and guidance on producing executive correspondence actions.  

We’ll begin on the home page – this page contains an introduction to Executive Affairs, highlighting our role and responsibilities.  You will also find direct links to our “Guide to Successful Executive Correspondence Actions” and our “Quick Reference/Common Error Guide” – two great resources. 

If you want to get to a particular page quickly, use the left navigation bar.  It links you to each page on the site.  

Let’s move to the “Guide to Successful Executive Correspondence Actions” – this page helps offices prepare correspondence and reports that are clear, concise and timely.  Here we identify valuable reference materials to help you plan before you start writing, and provide tips on writing, packaging, submitting and processing correspondence actions.

Moving over to the “Quick Reference Guide” – this guide provides bulleted grammar, usage, and style guidance including spelling, spacing, acronym usage and capitalization. 

By selecting ‘Correspondence Tips’ you will view tips on improving NWS controlled correspondence.

The NWS Correspondence Manual link brings you to the Executive Affairs and Correspondence Directive.  Attachment A of the Directive contains the correspondence manual – this manual provides detailed instruction and samples on preparing and formatting a letter, versus a memorandum; preparing correspondence for the Secretary’s signature; assembling the correspondence folder; specific models of address and salutations; and guidance on effective written communication.  This is the ‘bible,’ if you will, of NWS correspondence. 

To further assist you, we have created various NWS, NOAA and DOC document templates and formatting samples.  They can be found here.  And NOAA Decision Coordination Office templates and resources are found here. 

We hope you find this website to be a valuable tool; we invite you to bookmark this page for future reference.  Should you need to contact Executive Affairs, you can do so by e-mailing us at nws.executive.affairs@noaa.gov
Thank you for your time.  



