SPILLS PROGRAM PLAIN TALK PROCESS

Executive Correspondence Finalized by Program
Assistant/Plain Talk Lead
Support Staff Plain Talks, Proofreads, and Emails to
Program Assistant Following Section Manager’s Approval

Document for Plain Talk

-- Letter “*
-- Web Page “ Plan Ahead!
-- Focus Sheet v 5-day Minimum Turnaround
-- Form Letter 2- Week Minimum for Long Documents N
-~ Report ) Email Document to
-- Policy or Guidance Plain Talk Lead
IE?Ccument (Susanne McLemore)

& cc: Your Support Staff
Provide Details in Email:
Deadline to Finalize Document
Who is the Intended Audience?

Plain Talk Lead Asks
Document’s Author for
Approval on Revisions

To Ensure Technical Content

Plain Talk Lead Works With Plain
Talk Team to Revise
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Plain Talk Lead Emails
Document to Support Staff for
inal Formatting & Proofreading

/
Support Staff Emails Finalized 4
Document to Plain Talk Lead
and Document’s Author

Plain Talk Lead Records
Document for Plain Talk Tracking
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