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[bookmark: _Hlk144123477][bookmark: _Hlk144123408]ACADEMIC EVENT REQUEST FORM

	PROPOSED EVENT TITLE:
	

	PROPOSED EVENT DATE:
	

	PROPOSED EVENT LOCATION:
	

	[bookmark: _Hlk144123453]Event Overview

	Event Scale

	☐ Major

	☐ Non-Major

	☐ Minor

	Event Level

	☐ University-level

	☐ College-level

	Objective of the Event

	





	Business Units Involved (multi-select)

	☐ xxx
☐ xxx
☐ xxx

	Targeted Audience and Expected Number of Audiences

	☐ International 
	Estimated number:

	☐ Regional (GCC)
	Estimated number:

	☐ Local (non-UDST)
	Estimated number:

	☐ UDST
	Estimated number:

	Proposed Budget

	Forecasted Budget Amount

	

	Registration Fees 
(Please state if there is a registration fee for attendance and propose the amount if so)

	

	Sponsorship Package 
(applicable for University-level events only, such as conferences; preferred sponsorship package to be selected)

	☐ Major   

	☐ Non-major

	☐ Minor

	☐ Sponsorship Package is not required

	Broad Budget Breakdown
(please draft the budget breakdown based on consultation with ARIED and MCD, as applicable)

	Budget Component(s)
	Quantity
	Total Amount
	Comments (if any)

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	Proposed Budget Summary

	Forecasted Budget Amount 
(Estimated Expenses)

	

	Estimated Revenue 
(Including registration fee, sponsorship, etc., as and if applicable)

	

	Net Expense
(Estimated Expenses Less Estimated Revenue)

	



For Major and Non-Major Events only (this section is not applicable for Minor Events)
	Alignment to NDS-3 and QNV 2030

	





	Alignment to SDG Goals

	





	Alignment to UDST’s Strategic Priorities

	







For Major Events only (this section is not applicable for Non-Major and Minor Events)
	Expected Outcomes 
(Tangible outcomes and ROI of the event)

	





	Scientific Components and Supporting Events linked to the theme of the Event (if applicable)

		☐ Abstracts
	Anticipated number: 

	☐ Scientific Papers 
	Anticipated number:

	☐ Poster Session
	Anticipated number:

	☐ Exhibition
	Anticipated number:

	☐ Workshop
	Anticipated number:

	☐ Others, please specify________________

	Anticipated number:




	Similar Event in Qatar for the last 2 years 
Note: The event chair should verify if any major events or conferences with similar themes were/are scheduled in Qatar over the last two (2) years

	





	Any Anticipated Risks

	





	Potential Stakeholders/Sponsors 
(with a potential endorsement; field of stakeholder/sponsor preferably linked to the theme of the event)

	




	Scientific Committee Composition
(please add additional rows as required)

	Name
	Role
	Business Unit

	
	Technical Chair
	

	
	Member
	

	
	Member
	



	REVIEW AND APPROVAL

	
	Name
	Role / Position
	Signature 

	Prepared by
	
	Event Organizer/Chair
Note: the event organizer will be the focal point for the event (unless another focal point is appointed)
	



	
	
	Technical Chair 
(if applicable)
	



	Reviewed By
(based on event scale)
	
	Dean / Academic Manager
(Leader of the Academic Unit)

	

	Concept Approved By
(based on event scale)
	Dr. Vladimir Brusic
	Vice President, Applied Research and Graduate Studies

	

	Reviewed by
	Abitha John
	Research Affairs Specialist, Applied Research, Innovation and Economic Development Directorate
	



	
	Fatema Al-Hadad
	Director, Marketing and Communications Directorate
	



	
	James Poirier
	Director, Finance
	



	Endorsed by 
(based on event scale)
	Dr. Rachid Benlamri
	Vice President, Academics


	



	Approved by
(based on event scale)
	Dr. Salem Al-Naemi
	President
	





Important Notes for the Event Organizer/Chair: 
· Approval Flow:
· Only University-level academic events must be endorsed by the VPA and approved by the President. Events of lower scales can be handled at the respective BU-level, with concept approval by the VPARGS. 
· Supporting Documents (if applicable):
· Draft event agenda
· Budget breakdown memo (for University-level events such as conferences, a detailed budget breakdown memo should be developed, in coordination with ARIED and MCD; please reach out to Abitha John for further details)
· QRDI Conference and Workshop Sponsorship Proposal – Approval can be granted only after this event form has been approved.



The below table is for reference for budget purposes. 

[bookmark: _Hlk171918289]Budget Guideline Table
	Expense Category
	Details/Cost

	Venue
	Provide cost estimates based on location and size. 
For UDST venues, please ensure that a booking is made through the applicable system.
For external venues, please state the cost based on a formal quotation. The Marketing and Communications Directorate can support with this process.

	Keynote Flights and Accommodations
	Include costs for flights, hotel stays, and any additional travel expenses.

	Catering
	Coffee Break: minimum 60 QR per person
Lunch: minimum 150 QR per person

	Gala Dinner
	Minimum 200 QR per person
Note: Gala Dinner is for major events only, subject to President’s approval

	Master Badge
	For health events and CPD points only
(Contact Arlene for detailed quote)

	Abstract/Paper Management Software
	20,000 QR

	Publication Cost
	Include costs for printing, distribution, and any other related expenses.

	Event Management Company
	Approximately QAR 300,000 to 1,000,000 depending on length of event and scope of work

	Conference Video
	Cost varies depending on the duration and shooting requirements.
Approx – 80,000 QR

	Photography
	First hour: 1,100 QR
Each additional hour: 500 QR

	Videography
	First hour: 2,350 QR
Each additional hour: 500 QR

	Printing and Other Marketing Collaterals
	Conference/Sponsorship Brochure, VIP invites, certificates, etc.
Minimum Budget: 5000 QR

	Conference Giveaways
	Delegates Giveaways (Notebook & Pen): Minimum 35 QR per gift

	Branded Gifts
	Keynote Speakers Gifts: 200 QR per gift
VIP/Sponsors Trophies: Minimum 500 QR per trophy

	Translation Equipment
	Interpreter Fees and Equipment: 4,000 QR
Headset Rental: 14 QR per piece

	Badge Software and Printer
	Normal printing - 5000
On-site printing - 20,000

	Online Promotion
	QR 2000 to 10,000

	Miscellaneous
	Include any other expenses that do not fit into the above categories.


Notes:
· All expenses should be itemized and justified.
· Any deviations from the outlined budget should be approved in advance.
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