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	APPLICATION FOR APPROVAL TO ORGANIZE RESEARCH-RELATED CONFERENCES, SEMINARS, WORKSHOPS AND SYMPOSIA
	Ref: SU/RO/RS/EVENT-F/01

	
	Effective Date: 08/04/2011

	
	Amended: 1/5/2012


	SECTION 1: APPLICANT/ORGANIZER’S INFORMATION

	Primary Applicant’s Full Name 

	

	Names of Organizing Committee’s members with their designations in the committee

	

	 Name of organizing School/Department

	

	Email address(es)/Extension number(s) of Applicant and/or Designated Contact person(s)

	

	Co-Organizer(s)’ Name(s) and affiliation(s), if applicable

	


	SECTION 2: EVENT INFORMATION

	Event Title

	

	Proposed Date(s)

	

	Expected numbers and Target Participants.

	

	Summary of Event theme: please summarise the aims and objectives of the theme and its importance to Research.

	

	Proposed Keynote Speaker(s): please list by name, current appointment and thematic contribution to the Event.

	

	Proposed Programme, plans for each day and keynote presentations(s), breakout sessions, social events etc.

	


	SECTION 3: VENUE INFORMATION

	Proposed Venue and rationale for hosting the Event at the proposed venue.

	

	Types of institutional support needed: list all the logistical and administrative facilities involved (eg. Registration, F&B, Technical support, security etc)

	


	SECTION 4: PUBLICITY INFORMATION

	Venues and sites where this Event is advertised (i.e. websites, mailing lists, conferences, publications etc.)

	

	State all the ways Sunway University’s name and logo is used in the planning and implementation of this Event.  

	


	SECTION 5: KEY DATES 

	Please provide a proposed a timeline and schedule for the plan and implementation of the Event.  Include key dates  i.e. registration deadlines, call for paper drafts (1st & 2nd ), promotional activities, reviews timeline etc (Please attach a milestone chart)

	


	SECTION 6: BUDGET INFORMATION

	Income: please indicate proposed Event fees, including applicable discounts, early and late booking fees, if appropriate.

	

	Funding applications: please indicate any applications to other bodies for financial support for the Event, received (indicate amount) or planned; and indicate the purpose for which any grant will be used.

	

	Projected expenditures: please list each group of expenditure, the estimated amount and state justifications. (Please attach spreadsheet and other supporting document(s).

	

	Proposed plan of the apportionment, allocation and utilisation of budget surplus, i.e., after deduction of initial seed fund, how much (in percentage) to be apportioned to Sun-U and how much to be used as seed fund for future Event and other research related activities.  A separate proposal will be prepared upon the conclusion of Event using the actual surplus amount.  (Please attach spreadsheet)

	

	SECTION 7: CO-ORGANIZER’S INFORMATION (IF APPLICABLE)

	Name of co-organizing institution and address

	

	Contact person(s)’ name(s), email address(es), phone number(s) 

	

	Type of involvement, roles, and commitment.

	


	SECTION 8: STATEMENT BY APPLICANT

	I confirm that the information given in this application is correct and I agree to adhere to the Guideline for Organising of Conferences, Seminars, Workshops and Symposia throughout the process of planning, preparation and implementation of this Event.


	Signature            

Name         

Designation
Date


	SECTION 9: RECOMMENDATION BY FACULTY RESEARCH COMMITTEE

	Remarks

	

	Signature

Name

Designation
Date


	SECTION 10: RECOMMENDATION BY UNIVERSITY RESEARCH COMMITTEE

	Remarks

	

	Signature

Name

Designation

Date


	SECTION 11: DECISION OF VICE CHANCELLOR

	
                              Approved                            Not approved



	Remarks

	

	Signature

Date


