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Purpose: To register, review, and approve all research-related events (e.g., workshops, seminars, training sessions, conferences) and ensure alignment with institutional strategy, logistics, and compliance requirements. All approved events will be listed in the University Research Calendar.
[bookmark: _Toc225351586]Event/ACTIVITY DETAILS
	Please complete the following:

	Event Title:
	

	Event Type: 
	☐ Workshop
☐ Seminar
☐ Training
☐ Networking Event
☐ Conference / Symposium
☐ Guest Lecture
☐ Other: ______________________

	Event Scope: 
	☐ Internal (OU only)
☐ National
☐ International

	Organizing Unit:
(Department / College / Research Group)
	☐ Computing and Data Science
☐ Engineering and Construction 
☐ Business and Leadership
☐ Foundation Studies and Mathematics 
☐ Other:____________________________

	Lead Organizer (Name & Email):
	

	Co-Organizers / Partners:
	

	Duration
	Start: 
End Date (if multi-day):
Time:
Duration:

	Event Format:
	☐ In-person
☐ Online
☐ Hybrid

	Brief Description (100–150 words): 
(Include purpose, theme, and expected outcomes)
	


[bookmark: _Toc225351587]LOGISTICS & OPERATIONS
	Filed
	Response

	Venue Requirements: 

	☐ Auditorium
☐ Seminar Room
☐ Multiple Rooms (for parallel sessions)
☐ Online (Zoom / Teams)
☐ Off-Campus (Specify): __________________

	Expected Attendance:  
	☐ < 20
☐ 20–50
☐ 50–100
☐ 100+

	For Conferences Only:
	· Number of Tracks / Sessions: 

· Keynote Speakers (if confirmed): 

· Registration Required: ☐ Yes ☐ No

	Equipment Needs: 

	☐ AV / Projector
☐ Microphones
☐ Recording / Streaming
☐ Poster Boards
☐ IT Support
☐ Other: __________________

	Catering Required: 
	☐ No
☐ Yes → Estimated Number: ______
Budget Code: __________________





[bookmark: _Toc225351588]FUNDING & BUDGET
	Filed
	Response

	Is this event funded?
	☐ No
☐ Yes

If yes:

Funding Source: 
☐ Internal 
☐ External (Specify): __________

Estimated Budget: __________


	Expenses Required:  
	☐ Venue setup
☐ Catering
☐ Speaker honorarium
☐ Travel / Accommodation
☐ Marketing materials
☐ Other: __________________



[bookmark: _Toc225351589]AUDIENCE & PROMOTION
	Filed 
	Response

	Target Audience: 

	☐ UG Students
☐ PG Students
☐ Faculty
☐ Researchers
☐ Industry / External Partners
☐ Public

	Promotion Support: 

	☐ University Website Listing
☐ Social Media Campaign
☐ Email Announcement
☐ Posters / Digital Screens
☐ Media Coverage





[bookmark: _Toc225351590]COMPLIANCE & APPROVALS
	Filed 
	Response

	Ethics Approval Required?
	☐ Yes 
☐ No

	External Speakers / Visitors?
	☐ Yes 
☐ No

	Risk Assessment Required (for large events)?
	☐ Yes 
☐ No

	Security / Access Requirements:
(If applicable)
	


[bookmark: _Toc225351591]OUTPUTS & IMPACT (IMPORTANT FOR CONFERENCES)
	Filed 
	Response

	Expected Outputs:
	☐ Proceedings
☐ Publications
☐ Industry Collaboration
☐ Student Engagement
☐ Grant Development
☐ Other: __________________

	Will this event contribute to external funding or partnerships?
	☐ Yes 
☐ No





[bookmark: _Toc225351592]RKEO REVIEW & CONFIRMATION (OFFICE USE)
	Filed 
	Response

	Calendar Conflict Check:
	☐ Clear 
☐ Conflict

	Venue Booked:
	☐ Yes 
☐ No

	Budget Approved:
	☐ Yes 
☐ No

	Compliance Cleared:
	☐ Yes 
☐ No

	Final Decision:
	☐ Approved
☐ Approved with Conditions
☐ Not Approved




Approved by: __________________________ 

Date: ___________
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