
STANDARD OPERATING 
PROCEDURES FOR 
NOAA CDPW DIGEST
NOAA’s National Weather Service

OSTI Research to Operation
NCEP Climate Prediction Center

September 2022



1 
 

Standard Operating Procedures (SOP) for 
NOAA CDPW Digest 

 
Project Title:   
NOAA Climate S&T Digest for Annual Climate Diagnostics and Prediction Workshop Archived 
by NOAA Institutional Repository (App. A) 

Description of Tasks 
Before the workshop (Mid-to-early October) 

1. Create the cover page using the style template with a representative picture of the place 
where the workshop is held (App. B). 

2. Make the Digest Solicitation AD slide (App. C) to be announced in the workshop. 
During the Workshop (Late October)  

3. Take workshop photos for the Photo Gallery as the Digest Appendix.  
Shortly after the workshop (November) 

4. Send a formal invitation email (App. D) to the participants shortly after the workshop, 
soliciting extended summaries from both oral and poster presenters. Ask for contribution 
confirmation for organizer’s benefit.  

5. Build the CDPW Digest working site (App. E).   
Collection & Preparatory Period (December - March) 

6. Contact excellent presenters to promote outstanding works. 
7. Send out reminder monthly.  (Monthly-reminder.docx) 
8. Timely update the Digest working site to make the progress transparent. 
9. Collect contributions by the deadline March 31.  
10. Compose the workshop Overview with the CDPW organizing committee (APP. F). 
11. Create Photo Gallery and request for review.  (App. G) 
12. Make section dividers (App. H) and the inside back cover (App. I). 

Production Stage (April) 
13. Conduct editorial reviews. 
14. Process each extended summary in a unified format (APP. J (a) & (b)). 
15. Remind CPC Director to write the Preface for the Digest (APP. K).   
16. Build up Table of Content (APP. L). 
17. Create the volume and give authors a preview. 

Completion (May) 
18. Pass the accessibility test. 
19. Apply online for a DOI number from NOAA Institutional Repository (IR). 
20. Submit the final version with Section 508 accessibility compliance and the DOI number 

minted to NOAA IR.  https://repository.library.noaa.gov/ 
21. Upload the final version to the OSTI/R2O Climate website and update the NOAA CDPW 

Digest subpage.  https://vlab.noaa.gov/web/osti-r2o/noaa-cdpw-digest 
22. Make an email announcement to the public for the completion of the Digest with summary 

remarks and the public access information. (Completion_Announcement.docx) 

https://repository.library.noaa.gov/
https://vlab.noaa.gov/web/osti-r2o/noaa-cdpw-digest
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Reference Tools 
1. Solicitation working site 

https://sites.google.com/view/46th-noaa-cdpw-digest 
2. Templates 

https://drive.google.com/drive/folders/1Vq30dnlxHlIZnAzBcweXcbFAVR2_ITGQ?usp=sha
ring 
 

a. Communication: 
 

Digest-solicit-AD.pptx       - Solicitation AD slide 
Digest-solicit-email.htm       - Formal solicitation email  
Monthly-reminder.docx       - Monthly reminder email 
Completion_Announcement.docx   - Announcement with public access information 
  

b. Digest: 
 

Cover.pub             - Cover page 
Cover2.doc          - Inside front cover 
Preface.doc        - Preface page 
ToC.doc         - Table of Content 
Overview.doc        - Overview page 
Section dividers.pptx       - Section dividers 
Ext_Summary.doc       - Extended summary 
Abstract_pub.doc       - Abstract (for the paper has been published) 
Appendix_photo_album_cover.docx - Photo album cover and inside cover 
Appendix_photo_album.docx  - Photo album 
Appendix_photo_album_cover2.docx    - Photo album back cover 
Backcover.pdf    - Back cover 
Backcover2.docx        - Inside back cover 
 

3. Section 508 compliance  
 

Create and verify PDF accessibility (Acrobat Pro):  
https://helpx.adobe.com/acrobat/using/create-verify-pdf-accessibility.html 
 

4. Archives  
 

NOAA IR (2010 - ): https://repository.library.noaa.gov/gsearch?collection=&terms=NOAA 
+CDPW+Digest 
NWS OSTI (2008 - ):   https://vlab.noaa.gov/web/osti-r2o/noaa-cdpw-digest 

Points of Contact 
 

Name Affiliation Role 

TBD OSTI/R2O NOAA CDPW Digest Lead Editor 

David DeWitt NCEP/CPC CPC Director, CDPW Host  

Nicole Kurkowski OSTI/R2O OSTI/R2O Lead 

 
  

https://sites.google.com/view/46th-noaa-cdpw-digest
https://drive.google.com/drive/folders/1Vq30dnlxHlIZnAzBcweXcbFAVR2_ITGQ?usp=sharing
https://drive.google.com/drive/folders/1Vq30dnlxHlIZnAzBcweXcbFAVR2_ITGQ?usp=sharing
https://helpx.adobe.com/acrobat/using/create-verify-pdf-accessibility.html
https://repository.library.noaa.gov/gsearch?collection=&terms=NOAA%20+CDPW+Digest
https://repository.library.noaa.gov/gsearch?collection=&terms=NOAA%20+CDPW+Digest
https://vlab.noaa.gov/web/osti-r2o/noaa-cdpw-digest
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Notes 
The NOAA Climate Diagnostics and Prediction Workshop is held annually by CPC with the local 
host during the last ten-day of October.  The extended summary solicitation deadline is March 31 
and the scheduled release of the final version in the end of May the following year. 
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APPENDIX  A :    

CDPW Digest in 
NOAA IR  

https://repository.library.noaa.go
v/gsearch?collection=&terms=N
OAA +CDPW+Digest 

https://repository.library.noaa.gov/gsearch?collection=&terms=NOAA%20+CDPW+Digest
https://repository.library.noaa.gov/gsearch?collection=&terms=NOAA%20+CDPW+Digest
https://repository.library.noaa.gov/gsearch?collection=&terms=NOAA%20+CDPW+Digest
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APPENDIX  B :    

Cover and 
Inside Cover   

Cover.pub 

Cover2.doc 
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APPENDIX  C : Solicitation AD Slide  Digest-solicit-AD.pptx 
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APPENDIX  D :    

Formal 
Solicitation 
Email  

Digest-solicit-email.htm  



8 
 

  
APPENDIX  E :    

Solicitation 
Working Site  

https://sites.google.
com/view/46th-
noaa-cdpw-digest 

https://sites.google.com/view/46th-noaa-cdpw-digest
https://sites.google.com/view/46th-noaa-cdpw-digest
https://sites.google.com/view/46th-noaa-cdpw-digest
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APPENDIX  F :  Overview  
Overview.docx 
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APPENDIX  G :    

Photo Gallery 

Appendix_photo_album_cover.docx 

Appendix_photo_album.docx 

Appendix_photo_album_cover2.docx 
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APPENDIX  H :    

Section Divider 
Styles   

Section dividers.pptx 



12 
 

   

APPENDIX  I :   Inside Back Cover   
Backcover2.docx 
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   APPENDIX  J :  a)  Extended Summary   

Ext_Summary.doc 
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b) Abstract (Paper published)   
  Abstract_pub.doc 
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APPENDIX  K :  Preface 

  

Preface.doc 
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APPENDIX  L :  Table of Content 

 

ToC.doc 
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