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 نووذج طلب خدهت

Service Request Form 
 

 _____Date: ______/______/ 20 هـ 41................. /................... /....................: التاريخ 

   Personal Information بيانات طالب الخدمة   

 

 ______________________________________________________________________:  الاسن 

 _______________________________________________________________________: القسن 

 ________________________________ :البيجر ___________________________:الخحويلت 

 ______________________________________:الجوال 

 ______________________________________________________________:  النشاطهوقع 

___________________________________________ 

 هـ41:        /       /        حاريخ النشاط 

 (يوم)  _______________________  :هدة النشاط 

 ______________________: وقج النشاط 

 
Name:  ________________________________________ 

Section:  _______________________________________ 

Extension: ___________________Pager: ____________ 

Mobile No.: ___________________________________________________________________ 

Event location: _________________________________ 

______________________________________________ 

Event date:           /          /  20______ G 

No. of Days : _______________ day (s) 

Event time: _____________________ 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 Coordination Services: 

 

 Coordinates and Assists in the preparation of  

programs, activities and events. 

 Coordinates and Assists in organizing and  

decorating the location of the activity or event  

(i.e. decorations, electronic equipments, floral arrangement). 
 

 Coordinates with involved departments for a 

schedule tour of the delegations and third parties. 

 Coordinates with all departments as needed. 
 

 Work coordination with the concerned authorities 

conducting international events/conferences. 

 Assists in sending personal invitations. 
 

 Coordinates and conducts follow-up service 

regarding visa application of guests. 

 Obtains internal and/or external approvals for 

development of activities. 

 Assists in the ceremonies and receiving guests. 
 

 

 Work coordination of each publication related to 

the activities and events. 

 

 Coordinates in organizing of social activities and/or 

tour for the guests. 
 

 Coordinates in securing transport services for the 

guests 

 Providing coordination for all procurements  

(i.e. gifts, souvenirs, plaques, etc…)  
 Coordination to secure special teams for the  

ceremony (i.e. performers, artists, musicians, etc…) 

 Provide meals and hospitality. 
 

 Coordination with the program host. 

 
 

 

 الـوولكـت العـربـيت السعـوديـت

 جاهعت الولك عبدالعزيز
 إدارة العلاقاث العاهت 

 بكليت الطب والوسخشفى الجاهعي

Kingdom of Saudi Arabia  

KING ABDULAZIZ UNIVERSITY 
Department of Public Relations 

 Faculty of Medicine and University Hospital 
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 Reservation Services 

 

 Creating and managing reservations for the main 

auditorium in University Hospital. 

 Coordinates in reservation of auditorium outside 

the University Hospital for official activities 

and/or celebrations 

 Coordinates with various prestigious hotels for 

room reservations for the guests. 

 Coordinates in restaurant reservations for  

official lunch and dinner occasions. 

 

 

 

 

 

 Advertising and Media Services 

 

 Advertising and announcing using the social networking site 

(i.e. Facebook, Twitter, Whatsapp) 

 
 Posting announcements and advertisements using the website 

and screens. 
 

 Advertising and announcing via SMS. 

 

 Advertising and announcing using roll-up posters, banners, 

mupi posters, etc… 

 
 

 Media coverage (i.e. local newspapers, electronic newspaper, 

photo and video coverage). 

 
 Others:_____________________________________ 

 

 

 

 _______________________________:   (Applicant’s Signature) توقيع مقدم الطلب 


