NOAA  EVENT REQUEST

When completed forward to the Office of the Under Secretary; Scott Rayder, Chief of Staff

CCs To: Legislative Affairs, Public Affairs, International Affairs (for international events), tc \l2 "CCs To: Legislative Affairs, Public Affairs, International Affairs (when appropriate),Program Coordination Office, Decision Coordination Office [Use TAB to Move between sections]
	tc \l1 "Program Coordination Office, Decision Coordination OfficeEVENT NAME:
	     

	tc \l1 "EVENT DATE/TIME:








EVENT DATE/TIME:
	     

	EVENT CITY/STATE:
	     


	ORIGINATING OFFICE:
	     

	CONTACTS/LEADS
	

	Program Coordination Office:
	     

	Line/Staff Office:
	     

	Public Affairs:
	     

	Legislative Affairs Office:
International Affairs Office:
	     

	LINE/STAFF OFFICE CLEARANCE
	

	AA, DAA, SO Director(S Signature:
	                                                                    

	DAS/IA Signature (for international events)
	

	
	

	DATE OF THIS REQUEST:
	     


RECOMMENDATION FOR REPRESENTATION: 

 FORMCHECKBOX 
 VADM Conrad C. Lautenbacher, Jr.

 FORMCHECKBOX 
 Dr. James Mahoney



 FORMCHECKBOX 
 BG Jack Kelly (Deputy Under Secretary)
 FORMCHECKBOX 
 Timothy Keeney (DAS Oceans)
 FORMCHECKBOX 
 Dr. Bill Brennan (DAS International)

 FORMCHECKBOX 
 Jim Walpole (General Counsel)
 FORMCHECKBOX 
 Refer to DOC




 FORMCHECKBOX 
 Request denied, return to originator





EVENT DESCRIPTION (2 sentences or less): 

	     


CONGRESSIONAL REPRESENTATION (if so, then explain):
	     


HISTORY: 
Y  FORMCHECKBOX 
 or  N  FORMCHECKBOX 


Is this the first event of its kind?
Y  FORMCHECKBOX 
 or  N  FORMCHECKBOX 


An annual event?  

Y  FORMCHECKBOX 
 or  N  FORMCHECKBOX 


Have we participated before?
AUDIENCE:  

	     


MESSAGES for Speaker to Convey:    

	1)
	     

	2)
	     

	3)
	     

	4)
	


ROLE of NOAA PARTICIPANT: 

 FORMCHECKBOX 
 Speaker
 FORMCHECKBOX 
 Attendee
 FORMCHECKBOX 
 Other (explain)

	     


FORMAT: 
 FORMCHECKBOX 
Casual   FORMCHECKBOX 
Formal   FORMCHECKBOX 
Round Table    FORMCHECKBOX 
Speech at Podium   FORMCHECKBOX 
Indoors
 FORMCHECKBOX 
Outdoors     FORMCHECKBOX 
Other (explain)
	     


DRESS:  Check one

 FORMCHECKBOX 
Business Attire
 FORMCHECKBOX 
Black Tie
 FORMCHECKBOX 
Business casual  FORMCHECKBOX 
Field casual (NOAA polo & khakis) 

	REMARKS DUE BY:   
	     


PLEASE ATTACHED ANY ADDITIONAL INFORMATION REGARDING THE EVENT

EVENT REQUEST INSTRUCTIONS 

tc \l4 "SCHEDULE REQUEST INSTRUCTIONS 
PCO STAFF: Name and phone number of lead person assigned to develop presentation materials or work with line office lead.

PUBLIC AFFAIRS STAFF: Name and phone number of lead person in Public Affairs Office.

LEGISLATIVE AFFAIRS STAFF: Name and phone number of lead person in Legislative Affairs Office.

INTERNATIONAL AFFAIRS OFFICE STAFF:  Name and phone number of lead person in NOAA Office of International Affairs.  

LINE/STAFF OFFICE STAFF: Name and phone number of lead person in Line office developing the event.

AUDIENCE: Define audience and what are their interests?  List invited VIPs.  Are media interviews expected at event?

MESSAGES:  What do we want audience to remember after this event?  Line office messages are to support NOAA goals and mission.

ISSUES:  What should the NOAA representative know in advance of accepting invitation?

How long will the attendee be required to stay?  How long is the total event?  Is the attendee expected to stay for the entire event?  Time required for NOAA representative.

