NWS REQUEST FORM 
 
NAME OF REQUESTOR: ___________________________________________
OFFICE/ BRANCH NAME:___________________________________________
PHONE #: ___________________ ROOM: __________________
NAME OF FOLDER REQUESTED:____________________________________
FOLDER WILL BE: Departmental: ___________ Global:__________
PURPOSE OF FOLDER:____________________________________________
________________________________________________________________
________________________________________________________________
________________________________________________________________
RIGHTS/ PERMISSION OF FOLDER: Provide who need access to folder by providing Office /Branch (global group name if known) and permission required. Rights and permission by individuals will be restricted unless totally necessary. Each Division will have groups established by each Branch/ Section and the all-inclusive Division. Group names will be created by the "Division name"- "Branch routing code" without the "W/" which is in front of the routing code.
Office/ Branch


Group


Permission
EX. AA/ EEO
AA/ IA (AA-IA)
(AA-EEO)

Read, Write, Delete, Read
______________________ 
_____________
_____________________
______________________ 
_____________ 
_____________________
______________________ 
_____________ 
_____________________
______________________ 
_____________ 
_____________________
______________________ 
_____________ 
_____________________
