
 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

Click here to view full documentation and explore our full collection of deliverables 
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https://drive.google.com/drive/folders/15XZkiLtftisx19IS-4Z0h6F_iy04fZUi?usp=drive_link
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Task 1 - End-to-End Meeting Planning and Coordination 
 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

Our standards of practice provide a 
consistent, outcome-focused 
framework for planning and executing 
stakeholder engagements. They 
establish clear planning activities, roles, 
requirements, and decision points from 
initial concept through closeout, while 
allowing each engagement to be 
tailored to its purpose, audience, and 
desired outcomes. 

Engagement Planning Standards of Practice 

Engagement Planning Checklist 

Our interactive planning checklist turns 
these standards into a practical day-to-
day management tool. Organized by 
planning phase with expandable 
sections and automated due-date 
calculations, it helps teams manage 
dependencies, track responsibilities, 
and maintain readiness throughout the 
event lifecycle. 
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Task 2 - Travel Coordination 
Our travel policy guidelines and “Know Before You Go” communications turn complex travel 
requirements into clear, easy-to-follow guidance for attendees, speakers, and facilitators. 
Communications organize key information, from meeting details and travel arrangements to 
reimbursement requirements, so travelers know what to expect and what they need to do. 

By providing clear instructions, required documentation, and key timelines upfront, these tools 
help reduce confusion and delays, support compliance, and create a smoother experience from 
travel planning through reimbursement. 

 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 

Travel Coordination Guidelines Travel Announcement Support 
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Task 3 - Event Web Platform Hosting 
Our event website platform brings registration, event information, agendas, speaker details, 
and attendee communications together in one easy-to-navigate experience. We design each 
site to help participants find what they need while clearly communicating why the event 
matters, what they will gain, and why they should engage. 

We tailor each site to the audience and goals of the event, using clear messaging, accessible 
content, and visual hierarchy to create an inviting participant experience. This approach helps 
turn registration into an opportunity to build interest and engagement while giving the 
Government a reliable way to manage event information and participation. 

 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

Event Website Platform 
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Task 4 - AV and Hybrid/Virtual Meeting Services 
We approach hybrid and virtual events with the goal of creating a seamless experience for 
every participant, whether onsite or remote. Thoughtful planning at every stage—from 
audience communications and speaker preparation to technical readiness—helps ensure 
participants can focus on the content and engagement, not the technology. 

Our approach anticipates needs, identifies potential challenges early, and builds the right 
preparation and support into the event plan. The result is a polished, engaging, and reliable 
experience that keeps speakers prepared, participants connected, and the event on track. 

 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

Webinar Promotional Graphic 

Hybrid/Virtual Engagement Planning Template 
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Task 5 - Meeting Facilitation and Engagement Logistics 
We design and support meetings with a focus on creating the conditions for productive 
collaboration and meaningful participation. From thoughtful agendas and presentations to 
structured feedback activities and onsite facilitation, we coordinate the details that help 
stakeholders engage, share perspectives, and focus on the conversation.  

Our approach is intentional about audience, purpose, and participation—creating experiences 
that are organized, inclusive, and engaging while generating useful input and actionable 
insights. By anticipating participant needs and managing the details behind the scenes, we help 
turn meetings into meaningful opportunities for connection, dialogue, and action.  

 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

In-Person Engagement Services Meeting Facilitation with Government Employees 

Engagement Activity Results 
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Task 6 - Meeting Reports 
We turn meeting discussions, presentations, and stakeholder input into clear, useful 
documentation that captures not only what happened, but what it means and what comes 
next. Our reports are designed to serve as practical tools for follow-up, accountability, and 
continued coordination—not simply as a record of the event. 

Our approach emphasizes accuracy, clarity, and usability, with information organized so 
decision-makers can quickly understand key takeaways, decisions, stakeholder perspectives, 
and action items. We build review and quality control into the process to ensure each report is 
publication-ready and aligned with Government needs. 

 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

Sample of Meeting Report 
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Task 7 - Layout Design of Various Printed Documents 
We design printed materials to make information clear, accessible, and easy to use. From flyers 
and business cards to engagement tools and conference materials. Each piece is designed with 
its audience and purpose in mind, helping people quickly understand key information and know 
how to engage with it. 

Our approach creates a consistent visual experience across materials while adapting each piece 
to its specific setting and use. The result is polished, practical print materials that reinforce key 
messages, support engagement, and help audiences take the next step. 

 
 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 

  

View more deliverables including Printed Documents 

Business Cards Informational Index Cards 

NOAA Conference Booth Design Two-Pager Reference Guides 

https://drive.google.com/drive/folders/155x073Dd_zieO78fXS-a9ufLFC30IJ2F?usp=drive_link
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Task 8 - Scientific Data Visualizations 
We transform complex scienVfic informaVon into visual experiences that make data easier to 
understand, explore, and apply. Our approach combines scienVfic accuracy with audience-
centered design to help people quickly grasp the meaning and relevance of the informaVon. 
 
The goal is to move audiences from visualizaVon to understanding to informed acVon. By 
tailoring products to different audiences and channels, we make scienVfic informaVon more 
accessible, useful, and easier to integrate into decision-making. 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

View more deliverables including Scientific Visualizations, Storymaps, Infographics, and Illustrations 

Drought.gov Data Dashboard Illustrated Story Map Visualization 

Illustrated Scientific Visualization 

https://drive.google.com/drive/folders/1u2DY9E9yhMV9AW20WIPodL06J5ZYLJ4P?usp=drive_link
https://drive.google.com/drive/folders/1UFrj7S7FI_TfHAZdXFVIpJ0wn2JTVTSp?usp=drive_link
https://drive.google.com/drive/folders/1X7SE5lEwHjdMURI_Q4zbz1Q0_l8Xi-aE?usp=drive_link
https://drive.google.com/drive/folders/1lqbGW3UeYECkTLulywjH0WugoLlHveEF?usp=drive_link
https://www.drought.gov/


Digital Portfolio to RFQ 1305M326Q0298 
National Integrated Drought Information System 

Scientific Meeting and Communication Services 

 
Task 9 – Videos 
We use video to turn complex informaVon into stories that people can connect with, 
remember, and share. We thoughYully develop the narraVve, visuals, interviews, and 
supporVng content around the audience and communicaVon goal while maintaining scienVfic 
accuracy. 
 
From concept through final producVon, we build each video around a clear message and 
intenVonal narraVve. This approach brings scienVfic topics to life and helps audiences connect 
with the people, issues, and ideas behind the informaVon. 
 

 
 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 

Watch full Video deliverables 

Video Production Set 

Video Tutorial Series 

Videos are hosted at ncei.noaa.gov/about/our-impact 

https://drive.google.com/drive/folders/1iJO1OxsHYRdZi6lmJetjTgYhuG7VWmIX?usp=drive_link
https://www.ncei.noaa.gov/about/our-impact
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Task 10 - Public Communication Products 
We develop communicaVons that build trust, deepen understanding, and drive engagement. By 
combining scienVfic and technical rigor with clear, audience-centered communicaVon, we make 
complex informaVon easier to understand, relevant to the people who need it, and useful in 
pracVce. 
 
Our approach helps audiences connect informaVon to their needs, understand why it maZers, 
and confidently apply it. From event promoVon to detailed technical content, we adapt the 
depth, language, and format to the audience while maintaining accuracy, clarity, and credibility. 
 

 
 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 

Explore a suite of public communication products 

Informational Flyers and Handouts 

Social Media Public Communication Graphics 

https://drive.google.com/drive/folders/1K9r7b8pQuzG55vj-kHc0tul004Buo4IQ?usp=drive_link
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Task 11 - Effectiveness Assessment 
We use evidence, user feedback, and real-time performance data to understand what is 
working, where audiences encounter barriers, and how products and services can be improved. 
Our approach combines practical evaluation with a focus on the user experience, turning 
findings into clear opportunities for refinement. 

The goal is to move beyond reporting metrics to understand what the results mean and what to 
do next. By bringing together quantitative data, usability insights, and lessons learned, we help 
teams make informed adjustments, strengthen engagement, and improve outcomes over time. 

 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 

Product Usability Testing Result Sample 

Effectiveness Assessment Result Samples 


