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	"EVENT REQUEST FORM"
	Document No
	

	
	
	Publication Date
	

	
	
	Revision Date
	-

	
	
	Revision No
	




	Requesting Unit
	Date

	
	



	Name and Type of Event
 
(Panel, Conference, Seminar, Concert, Exhibition, etc.)
	

	Date and Time of the Event
	Starting date
	
	Start time
	

	
	End Date
	
	End time
	

	Is there a rehearsal request for the event?
	☒	YES
	If your answer is yes:
	Date
	

	
	☐	NO
	
	Time
	

	The place where the event will be held
	Please write to Booking ID*

	Salon Technical Equipment
	☐	Projection

	
	☐	Presentation Remote

	
	☐	Platform Computer

	
	☐
	Camera for Zoom or Microsoft Teams Meetings

	
	☐	Microphone Stand

	
	☐	Show Lighting

	
	☐	Audio Equipment

	
	
	☐	Podium Microphones

	
	
	☐	Handheld Wireless Microphone (… Quantity)

	
	
	☐	Headset Wireless Microphone (… Quantity - In the conference hall only)

	
	
	☐
	Monitor Speaker (In the conference hall only)

	Music
	☐	Live Music
	☐	Play List
	☐	Other

	
	If Your Answer is Other, please explain

	
	












*Before filling out the Event Request Form, please complete the hall reservation at https://ibumedia.center/book-appointment/ and write down the Booking ID code provided in the confirmation email sent to you.








	Requests

	Request Type
	Approval of the IBU Media Center

	
	Suitable
	Not suitable
	Staff

	☐	News
	☐	☐	

	☐	Photograph
	☐	☐	

	☐	Video 
	☐	☐	

	☐
	Live Stream
	☐
	☐
	

	☐
	Press release
	☐
	☐
	

	☐
	Press invitation
	☐

	☐

	



	Guests who will attend the training and the topics they will present

	S/N
	Name Surname
	Title
	Institution
	Topic to be Presented

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	
































	Transportation and Accommodation for Event Guests

	Guest to be Invited
 
Name and surname
	Do you want accommodation?
	Is transportation required?

	
	☐	YES
	☐	NO
	☐	YES
	☐	NO

	
	If Your Answer is Yes, write the Unit That Will Make the Payment
	If Your Answer is Yes, write the Unit That Will Make the Payment

	
	
	

	
	☐	YES
	☐	NO
	☐	YES
	☐	NO

	
	If Your Answer is Yes, write the Unit That Will Make the Payment
	If Your Answer is Yes, write the Unit That Will Make the Payment

	
	
	

	
	☐	YES
	☐	NO
	☐	YES
	☐	NO

	
	If Your Answer is Yes, write the Unit That Will Make the Payment
	If Your Answer is Yes, write the Unit That Will Make the Payment

	
	
	

	
	☐	YES
	☐	NO
	☐	YES
	☐	NO

	
	If Your Answer is Yes, write the Unit That Will Make the Payment
	If Your Answer is Yes, write  the Unit That Will Make the Payment

	
	
	

	
	☐	YES
	☐	NO
	☐	YES
	☐	NO

	
	If Your Answer is Yes, write the Unit That Will Make the Payment
	If Your Answer is Yes, write the Unit That Will Make the Payment

	
	
	



	Event Budget

	Requested Material
	Amount
	Unit to Make Payment
 
*Please specify if support will be received from institutions other than our university.

	
	Requested
	Accepted
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	












	Important

	· Event requests must be notified to the IBU Media Center via this form at least 15 days before the event's start date.
· Responsibility for the text and content of the visual design of the event belongs to the requesting unit.
· In designs related to events, it is mandatory to use the emblem appropriate to the corporate identity of our university, which can be found at "https://ibumedia.center/corporateidentity”
· Other documents requested for the event (Certificate of Participation with Acknowledgment and Name Badge, etc.) are required in accordance with the corporate identity format and according to the corporate template. It will be created and printed by the relevant unit.
· The requesting unit will carry out printing of works requiring printing. 
· Flowers, awards, gifts, etc., to be given to the speaker. The requesting unit will provide presentations such as these.
· The appointment of the presenter and attendant will be made by the unit preparing the meeting. 
· IBU Media Center will handle all news follow-up and photo-shooting planning regarding the events.
· The IBU Media Center will send invitations that will only go to the protocol. 
· The design of printed materials such as posters and invitations for the events to be held by student clubs will be made by the student club that requests it. The design will be printed after the approval of the IBU Media Center. 
· The program flow of the event will be added to the request form by the requesting unit. 
· The event officer must arrive at the venue one hour in advance.
· The high-resolution visual material requested to be used in the invitation or poster must be sent via e-mail to media@ibu.edu.mk along with the event request form.
· The Department of Health, Culture, and Sports will provide coordination with other units regarding the issue.

	… / … / 20..

	


Rectorate


	Organizer

	Name Surname
	Telephone Number
	Email
	Signature

	
	
	
	





	ACCEPTANCE

	… / … / 20..
	… / … / 20..
	… / … / 20..

	
Muhammed Erdem İşler
Head of Media Center

	Seyhan M. Ibrahimi
General Secretary
	Asst. Prof. Dr. Ahmet Lökçe
Vice-Rector
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