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Use this format as an internal NWS request for Assistant Administrator (AA) or Deputy Assistant Administrator (DAA) participation in an internal or external even.
Corporate Board members, NWS Staff Office Directors, or their designated representatives should send an e-mail with the information below to “NWS.Event.Request@noaa.gov” with the Subject Line: Event Request – [Event Name].
Event Name:

Event Date/Time:

Event Location:

Point of Contact:  Provide name and phone number of focal point.
Date Decision Needed: 
Request for: Indicate whether the request is for the AA or DAA.
Role: Describe expected role (e.g., opening/closing remarks, keynote, presentation, panel, conference, guest)
Objective:  What can NWS/NOAA get out of AA/DAA participation?  What should the audience take away from the AA/DAA participation?
Additional Information:  Any additional relevant information (e.g., agenda/itineraries, event information, Web sites, etc.).
