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	Event Title
	

	Date
	

	Time
	

	Venue
	

	Target Participant Group 
	

	Estimated No. of Participants
	

	Organizer

(Club/School/Department)
	

	Co-organizer (if any)
	

	Estimated Expenditure
	RM



	Expected Outcome of Event


	

	


1.0 Introduction of Event
Provide a BRIEF description of your event. This section provides the approver with a basic overview of what the event is about. 

Your BRIEF description should include:

· An overview of the event (include the most important feature of the event)

· Benefits of the event to the university college, the community and other stakeholders (include such things as the financial benefits, development of expertise, increasing community access to participation, etc)

__________________________________________________________________________

__________________________________________________________________________

__________________________________________________________________________

__________________________________________________________________________

2.0 Objective of Event
Objectives must be in accordance with the club objectives and gives positive impact to the club, UOW Malaysia KDU University College and public
2.1 ____________________________________________________________________
2.2 ____________________________________________________________________
2.3 ____________________________________________________________________

3.0 Pre-Event Planning (How to prepare for the event) 
Draft a plan (attach a gantt chart if necessary) and follow the timeline to execute the tasks and achieve the event’s objective. Describe the tasks involved in preparing the event.

4.0 Risk Management
Forecast and evaluate event risks together with the identification of procedures to avoid or minimize their impact

	Identified Risks
	Risk Mitigation

	
	

	
	

	
	


5.0 Proposed Program (Itinerary)
Provide an itinerary for the event. It is appreciated that any timetable you provide to the approver will likely undergo many adjustments leading up to the event. If the event lasts more than one day, provide a timetable for each day of the event.

	Date 
	Time 
	Program 

	
	
	

	
	
	

	
	
	

	
	
	


6.0 VIPs & Guest of Honour
List down the VIPs and Guest of Honour invited for the event. 

	Name
	Position
	Organization
	Contact Number
	Opening / Closing Ceremony

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	


7.0 Speakers/Panel/Presenters/ Facilitators/ Coaches/ Vendors

If the event involves any of the party above, attach External Parties Information
	Name
	Position
	Organization
	Contact Number

	
	
	
	

	
	
	
	

	
	
	
	


8.0 Organizing Committee
	Name
	Position
	Student Id. 
	Contact Number

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	


9.0 Proposed Budget
Prepare a statement of anticipated income and expenditure.

Only include sponsorship in the anticipated income if it has been negotiated with the sponsor.

	No.
	Description
	Budget

	
	
	Quantity
	Per Unit (RM) 
	Total (RM) 

	A
	Anticipated Income
	
	
	

	
	
	
	
	

	
	
	
	
	

	B
	Anticipated Expenditure
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	Total Cost
	
	
	

	
	
	
	
	

	
	Profit/Loss
	
	
	

	
	
	
	
	


10.0 
Verification

Prepared by



Verified by



Approved by
……………………


…………………….


…………………….

Name:




Name:




Name:

Position: Event Secretary

Position: Event Chairman

Position: Advisor

EVENT PROPOSAL














Insert club logo here








Remarks: You may add more rows suitable to your needs.           
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