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4. Event Management Policy

The Communications Office organizes the central events of ULAB (for instance, International Mother Language Day,
Independence Day, National Children’s Day, National Mourning Day, Foundation Day, and Victory Day). The office also
organizes any special events prescribed by the Management.

The Communications Office also supports different departments, centers, and offices in organizing their events by designing
the materials and managing the program as required.

In case a department, center; or office requires support, it is advisable to send the Service Request Form (Location: Website) 5
working days prior to the date of the event.

Central program/event management activities include, but are not limited to, preparing schedules, approving the budget,

finalizing the guest list, liaising with and receiving the guests, arranging for refreshments, selecting and coordinating with the

emcee, designing/ordering crests and gifts, photography, videography, promotion of the event, LIVE social media telecast,
interviews, and all PR-related activities.
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