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Service Request Form

Date: / /20 2\¢ / / : gyl
Application Form PO | {1~ b
Name: : @Y
Section: : et
Extension: Pager: : v Alygmt
Mobile No.: s Jlgd!
Event location: s dolid) adige
Event date: / / v G 26 /) bladi gl
No. of Days : day(s) (ps2) s dolaidiBe
Event time: s doldadi cdy

4+ Coordination Services:

[0 Coordinating and assisting in the preparation of programs.

[1  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).

[0 Coordinating and assisting in the preparation and distribution of
invitations.

[1  Coordinates and assists on following up visa applications for
guests

[0 Coordinating and assisting in obtaining internal and external
approvals.

[ Coordinates and assists in receiving guests attending the event.

[0 Work coordination in organizing and producing publications.

[1  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

[J  Coordination in providing a reader and presenter of Holy Quran

[ Coordination and assistance in inviting sponsors and supporters.

[l Additional services:
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4+ Reservation Services : alljgaall ciload =

0 Coordinating and assisting in making hall reservations ey g A Wl e G suelally Gl [
internally and externally.

O  Coordinating and assisting in making hotel reservations for the - Bl ol Bl e 8ol g ol [
guests. . L - i

O Coordinates in restaurant reservations for official lunch and C ot stie g sl LBY eolll pr G Busldly Gl L
dinner occasions.

[1  Additional services: D ddlol Ol
+ Advertising and Media Services : gal g @il iload
O Advertising and announcing through: Facebook, Twitter, .(Whatsapp—Twitter—-Facebook) : 3 b & oMy

0

Whatsapp, etc... (S g SO @) ¢ G e e (]

.SMS : b s ey [
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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...

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

photo and video coverage). (e s B P ppai — hy pSUy l o)

[l Additional services: D adle) Ol
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