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 نموذج طلب خدمة

FormService Request  
 

 _____Date: ______/______/ 02 هـ 11................. /................... /....................: التاريخ             

 

 Application Form الخدمة طالب بيانات
 

 ______________________________                        _______________________________:  الاسم 

 ________________________                        _____________________________________: القسم 

  ____    _    ____________________:لبيجر ا  ____________              ___________   التحويلة

 ____        _  _____________________________  :الجوال 

 _                        ____________________________________________________:  النشاطموقع 

________________________________        _____ ___ 
 

 هـ11:        /       /        تاريخ النشاط 

 (يوم)    _____                   _______   :مدة النشاط 

 _          _______________  :وقت النشاط 

 
 

Name:  ________________________________________ 

Section:  _______________________________________ 

Extension: ___________________Pager: _____________ 

Mobile No.: __________________________________________________________________ 

Event location: __________________________________ 

_______________________________________________ 

Event date:           /          /  20______ G 

No. of Days : _______________ day(s) 

Event time: _____________________ 

 

:خدمات التنسيق  
 

  

 

 

 

 

 

 

 

 

 

 

 

 

 

_________________________________________ 

_____________________________                                   ________ 

 

 Coordination Services: 
 

 Coordinating and assisting in the preparation of programs. 

 Coordinating and assisting in organizing and  

decorating the location of the activity or event  

(i.e. decorations, electronic equipments, LCD screens, setting up 

partition, maintenance, cleaners). 

 Coordinating and assisting in the preparation and distribution of 

invitations. 

 Coordinates and assists on following up visa applications for 

guests 

 Coordinating and assisting in obtaining internal and external 

approvals. 

 Coordinates and assists in receiving guests attending the event. 

 Work coordination in organizing and producing publications. 

 Coordinates and assists in organizing tourism program for 

guests. 

 Coordinates in securing private transport to guests 

 Coordination for all procurements (gifts, souvenirs, plaques, etc.) 

 Coordination to secure special teams for the ceremony 

 Coordination in providing hospitality services 

 Coordination in providing a  reader and presenter of Holy Quran 

 Coordination and assistance in inviting sponsors and supporters. 

 Additional services: __________________________________ 

___________________________________________________ 

 
 

 

 

 

 الـمملكـة العـربـية السعـوديـة
 

 مستشفى جامعة الملك عبدالعزيز

 

 إدارة العلاقات العامة
Public Relations Department 
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: جوزااتخدمات الح 

 

 

 

_________________________________________ 

_____________________________                                   ________ 
 

 

: علام    اإععلامنخدمات الا 
 

 

 

 

  

_________________________________________ 

_____________________________                                   ________ 

 

 

 

 

 
 

 Reservation Services 
 
 

 Coordinating and assisting in making hall reservations 

internally and externally. 

 Coordinating and assisting in making hotel reservations for the 

guests. 

 Coordinates in restaurant reservations for official lunch and 

dinner occasions. 

 Additional services: __________________________________ 

___________________________________________________ 

 

 

 Advertising and Media Services 

 Advertising and announcing through:  Facebook, Twitter, 

Whatsapp, etc… 

 Advertising and announcing through: website and screens. 

 Advertising and announcing through SMS. 

 Advertising and announcing using roll-up posters, banners, 

Mupi posters, Pop-up banner, etc… 
 

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

photo and video coverage). 

 Additional services: __________________________________ 

___________________________________________________ 

 

 

 
 _______________________________:   (Applicant’s Signature) تزقيع مقد  الطلب 


