Dear Colleagues,
 
As discussed during the Deans Council this week, we are treading towards automating our event management process through CVENT. In the interim, we would like to streamline our manual event request process and here are a few brief guidelines for the same:
1. Attached is the event request form which needs to be populated for any future academic event requests. Should you like to request for a new academic event approval, please populate the applicable segments of the form based on the scale of the event – major, non-major or minor (as per the below table guide).
2. For all future academic events, please identify a focal point from the Academic Unit, who will lead the organization of the event.
3. Kindly seek the VPA’s approval before approaching the Marketing and Communications Directorate for event support. For seeking approval from the Office of the VPA, kindly send an email with the completed form to vpa@udst.edu.qa.
 
	Event Scale
	Event Name
	Level
	Strategic Mapping
	Size (External Audience)
	Duration
	Sponsorship Package
	Frequency
	Event Approval Timeline

	Major
	Conference
	University
	Mapped to the University Strategy and/or University Centers of Excellence.
	Min: 300
	Min: 2 Days
	Major
	Once an Academic year
	Event request form to be approved 1 year (min) in advance

	Non-Major
	Symposium
	College
	Mapped to College / Programs
	Min: 200
	1 day – max 2 days
	Non-Major
	1 per year per College
	Event request form  to be approved 1 year in advance

	Non-Major
	Workshop
	College
	Mapped to College / Programs
	Min: 100
	1 day
	Non-Major
	1 per year per College
	Event request form to be approved 6 months in advance

	Minor
	Seminar
	College
	Mapped to College / Programs
	Min: 100
	1 day – Half a Day
	Minor
	1 per year per College
	Event request form to be approved 3-6 months in advance

	Minor
	Others
	College
	Mapped to College / Programs
	Less than 100
	Half a Day
	Minor
	
	Event request form to be approved 3-6 months in advance

	Major
	Competitions
	International / Regional
	Centers / University
	Varies
	1 day
	Along with a Conference
	Once every other year
	Event request form to be approved 1 year in advance

	Non-Major / Minor
	Competitions
	Local
	Varies
	Varies
	1 day – Half a Day
	Varies
	 
	Event request form to be approved 3-6 months in advance



