SPEAKING EVENT WORKSHEET

EVENT NAME:______________________________________

EVENT DATE/TIME:_________________________________

EVENT CITY/STATE:________________________________

I.  Recommendation to Accept or Decline Speaking Request
ACTION OFFICE DIRECTOR:  Add name of Region, Office, or Staff Officer Director responsible for recommending participation in event as well as coordinating and developing the presentation, if appropriate.  Should the Assistant Administrator (AA) or Deputy Assistant Administrator (DAA) not be able to attend, this person is expected to fill in or find someone to do so.
RECOMMENDATION: Check One

_________________________

________________________________


Recommend General Johnson speak

Recommend John Jones speak

__________________________

________________________________

Recommend another 



Recommend NWS decline speaking request

NWS employee speak

EVENT DESCRIPTION: What kind of event is this?  An organizational conference? An awards ceremony for employees?  A press conference?  A congressional briefing?
OBJECTIVE:  Why should or shouldn(t Assistant Administrator (AA) or Deputy Assistant Administrator (DAA) speak?  What can the NWS get out of event?  What does the NWS want audience to learn?

ADDITIONAL INFORMATION:
Any additional information that is relevant to AA or DAA

accepting/declining invitation.

(If AA or DAA accepts invitation fill out the remaining worksheet items)

II.
Contacts
ACTION OFFICER: Add name and telephone number of person assigned to develop presentation materials

COMMUNICATIONS OFFICER: Add name and phone number of lead person in Communications Office

III.
Event Information
DATE/ TIME: (Use if multiple events)

LOCATION: (Room Number, Building Name)
HISTORY: Is this an annual event or first time?  Have we participated before?

AUDIENCE:  Who will comprise the audience and what are their interests? Will any VIPs be in audience?  Who?  Will there be media interviews at event?  How familiar is the audience with the NWS/NOAA?

MESSAGES:  What are the key themes of the presentation?  What do we want audience to remember after this event? (No more than five messages.  Three is average.)

ISSUES: Any issues with group/person, topic, geographic area? What should the Director/Deputy Director know in advance of accepting invitation? Identify offices that will provide input for presentation and describe issues and why they are important to include in presentation. 

SEQUENCE OF EVENTS:  Overview of what will happen and when. 

PARTICIPANTS AND THEIR ROLES: For presentations -- List all participant names and describe what each participant is expected to talk about (including Director/Deputy Director).  Identify moderator and who will conduct the question and answer session. 

FORMAT:  Describe the event.  Is it casual or formal?  Will people sit around a table or will AA/DAA speak at a podium?  Visuals?  If so, what format?  Props?
DRESS:   If business attire is not appropriate, what is?  

ANY ADDITIONAL INFORMATION:
