Name of Activity/Event: ________________________________________________________________________________________________________________________
	Date: ________________________________________
	Time: ________________________________________
	Venue: _______________________________________


Before the event

	Time Frame
	Task/Duty
	Committee

In-Charge
	Proposed

Deadline
	Date

Completed

	Small/Medium Scale Activity/Event

Budget ≤ RM 500
	Large Scale Activity/Event

Budget ≥ RM 500
	
	
	
	

	3 – 4 months

Before the event date
	7 – 8 months

Before the event date
	ExCo meeting to decide and approve the activity and elect/appoint organizing committee.
	
	
	

	3 – 4 months

Before the event date
	7 – 8 months

Before the event date
	Draft proposal and budget.

a) Sponsorship list + Sponsorship letter

b) VIP list + Invitation letter

c) Publicity materials (Flyer, Poster, Brochure, etc.)

d) Polis permit (for traveling or invitation of outside speakers/judges/performers) (if applicable)
	
	
	

	3 months

before the event date
	6 months

before the event date
	Submission of final proposal and budget.

(DSA to approve within 5 working days)
	
	
	

	Book immediately

Once the proposal and budget are approved
	Book immediately

Once the proposal and budget are approved
	Venue/Room/Bus/Equipment booking via DSA.

(DSA to reply within 5 working days)
	
	
	

	Book immediately

Once the proposal and budget are approved
	Book immediately

Once the proposal and budget are approved
	Book the event date in UTAR President’s/VIP’s diary via DSA.
	
	
	

	Send immediately

Once the proposal and budget are approved
	Send immediately

Once the proposal and budget are approved
	Sponsorship letter sends to potential sponsors.
	
	
	

	Send immediately

Once the proposal and budget are approved
	Send immediately

Once the proposal and budget are approved
	Invitation letter/card sends to VIPs.
	
	
	

	Invite immediately

Once the proposal and budget are approved
	Invite immediately

Once the proposal and budget are approved
	Invitation to First Aid Society for seeking assistant on the event.
	
	
	

	Once every 2 weeks

After the sponsorship letter sent out
	Once every 2 weeks

After the sponsorship letter sent out
	Follow up with potential sponsors.
	
	
	

	2 – 3 months 

Before the event date
	5 – 6 months

Before the event date
	Publicize the activity/event 

(After publicity materials are approved by DSA).

a) Distribute flyer/pamphlet/brochure

b) Poster on notice board

c) Booth setup

d) UTAR website announcement (via DSA)
e) UTAR Intranet announcement (portal) (via DSA)
f) UTAR mail master (via DSA)
g) UTAR Facebook announcement (via DSA)
h) Promotional video (if applicable)
i) To liaise with relevant departments to promote the event to public (DCCPR, DPP, CEE and etc)
	
	
	

	2 – 3 months

Before the event date
	3 – 4 months

Before the event date
	Application of Advance (to be recorded).
	
	
	

	2 – 3 months

Before the event date
	2 – 3 months

Before the event date
	Submission of booklet (after proof-read by English lecturer) to DSA.
	
	
	

	1 – 2 months

Before the event date
	3 – 6 months

Before the event date
	Ticket Sale
	
	
	

	1 – 2 months

Before the event date
	2 – 3 months

Before the event date
	Submission of program flow with performers/speakers/judges (detailed bio-data if involve outsiders) and description of the performers/talks to DSA.
	
	
	

	1 – 2 months

Before the event date
	2 – 3 months

Before the event date
	Invitation letter/card sends to VIPs.
	
	
	

	1 – 2 months

Before the event date
	1 – 2 months

Before the event date
	Finalize the item/cash sponsorship.
	
	
	

	1 – 2 months

Before the event date
	1 – 2 months

Before the event date
	Follow up and finalize the VIPs’ attendance.
	
	
	

	1 – 2 months

Before the event date
	1 – 2 months

Before the event date
	Submission of Emcee Script (after proof-read by English lecturer) to DSA.

	
	
	

	1 – 2 months

Before the event date
	1 – 2 months

Before the event date
	Submission of speeches (after proof-read by English lecturer) to DSA. 
	
	
	

	1 – 2 months

Before the event date
	1 – 2 months

Before the event date
	VIPs seating arrangement.
	
	
	

	1 – 2 months

Before the event date
	1 – 2 months

Before the event date
	Logistic arrangement.
	
	
	

	1 – 2 months

Before the event date
	1 – 2 months

Before the event date
	Finalize and submit the number of participants/ticket sold to DSA.
	
	
	

	1 – 2 months

Before the event date
	1 – 2 months

Before the event date
	Preparation of refreshment (if applicable).
	
	
	

	Depend on 
the committee’s decision
	Depend on 
the committee’s decision
	Decoration.
	
	
	

	Depend on 
the committee’s decision
	Depend on 
the committee’s decision
	Practices & Rehearsal.
	
	
	

	1 day 

Before event date
	1 day 

Before event date
	Final check on facilities, equipments and manpower.
	
	
	

	1 day 

Before event date
	1 day 

Before event date
	Get ready the holding room if involved of VIPs to grace the event.
	
	
	

	Once the venue handed over to the organiser
	Once the venue handed over to the organiser
	To check the venue before the event to ensure the condition is in good order by using the “Event Assessment Form” –(FM-DSA-020) 
	
	
	


On the event
	Time Frame
	Task/Duty
	Committee

In-Charge
	Proposed

Deadline
	Date

Completed

	Small/Medium Scale Activity/Event

Budget ≤ RM 500
	Large Scale Activity/Event

Budget ≥ RM 500
	
	
	
	

	On the event day itself
	On the event day itself
	Mark attendance of department concerned & final check of facilities, equipment & manpower.
	
	
	

	On the event day itself
	On the event day itself
	Photo taking.
	
	
	

	On the event day itself
	On the event day itself
	To tidy up the event venue.
	
	
	


After the event
	Time Frame
	Task/Duty
	Committee

In-Charge
	Proposed

Deadline
	Date

Completed

	Small/Medium Scale Activity/Event

Budget ≤ RM 500
	Large Scale Activity/Event

Budget ≥ RM 500
	
	
	
	

	On the next day of the event day
	On the next day of the event day
	To check the venue to ensure the condition is in good order after the event by using the “Event  Assessment Form” – (FM-DSA-020)
	
	
	

	Within 1 week 

After the event date
	Within 1 week 

after the event date
	To have post-mortem meeting.

Submit post-mortem report to DSA.
Submit activity report together with photos to DSA.
	
	
	

	The day after the event 
	The day after the event
	To return borrowed equipment to DSA.
	
	
	

	Within 2 weeks 
After the event date
	Within 2 weeks 

After the event date
	Submit income statement together with original receipts to DSA.
	
	
	


Important notes
1) Invitation to Minister/politician/Special Guest must go through President and send out at least 2 months before the event day. Please refer to the Officer In-Charge for the definition of the Special Guest
2) Request of message from Minister /politician/Special Guest for booklet purpose and sponsorship for the event must gain approval from President.

3) Progressive meeting to be carried out once a week to update the status of each department.

4) Meeting to be conducted by the main organizing committee; 

a) At least 3 times before the event after the proposal and budget are approved (small/medium scale activity/event).

b) At least 6 times before the event after the proposal and budget are approved (large scale activity/event).

Monitored by                                                                                                                                  Confirmed by

________________________                                                                                                        _____________________________

Officer In-charge                                                                                                                             HoD, DSA
