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Service Request Form

Date: / /20 A / / s Gl
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Mobile No.: s Jdlsadl
Event location: : Laldl) a8 ga
Event date: / /20___ G ¢ [ ] R AL
No. of Days : day (s) () 1 Blddl) Baa
Event time: : il
% Coordination Services: C el Sk e
"1 Coordinates and Assists in the preparation of - Dl y AV el 2] § Beldly et
programs, activities and events. T T .
[l Coordinates and Assists in organizing and bl Er )83 Bisld) 5 Gomidl [
decorating the location of the activity or event o Sang — B oSO B e = il oSO8
(i.e. decorations, electronic equipments, floral arrangement). (2257 % j’g‘ = ”& )
71 Coordinates with involved departments for a B Oty 3 B 8y deall pLuBY) ps Genidl (]
schedule tour of the delegations and third parties. . . - . 1%
s aall St iy I as ot
[ Coordinates with all departments as needed. DL o Lo dal) oW ew‘i o a
geaeidl S gl Jlug) 3 3 ladl g Gt
[l Work coordination with the concerned authorities ’ St ) & 8 J o U
conducting international events/conferences. . Jﬁ_ﬂ‘ wﬁ;«‘ﬁ Tl Lamlee 3 3usladly Gowsd! [
[l Assists in sending personal invitations. Ly " J ) L -
Chuady dad el Gl g3 (3 el g ol
[1  Coordinates and conducts follow-up service A - ?
regarding visa application of guests. LB e Sl Ol il B Bdsladl s sl [
[1  Obtains internal and/or external approvals for }'A ) ? S i
development of activities. dasiYy Aol Ol gl glaule IS fead Gewsd! [
[0 Assists in the ceremonies and receiving guests. . .
JM&L&?,U@L,»@UJQMQS.@M\)M\ [
[1 Work coordination of each publication related to .
the activities and events. . D sl Sl o el Gl [
[1  Coordinates in organizing of social activities and/or ( tl ..... £ 355 — Lua) ot g il == s el [
tour for the guests.
0  Coordinates in securing transport services for the R Ol Ry Ao 8wl el [
guests Sa U IBL ol o Todaed| roled %
[ Providing coordination for all procurements A O ALl g &) ol Gl [
(i.e. gifts, souvenirs, plaques, etc...) | ik TS Cffu ol [

[ Coordination to secure special teams for the
ceremony (i.e. performers, artists, musicians, etc...)
[0 Provide meals and hospitality.

[l Coordination with the program host.
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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).
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: (Applicant’s Signature)
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