
Step Description/Guideline  Timeframe 

Stage 

1: 

Student submit proposal of event in ELE Portal. 

(Refer to the manual for instructions) 

 

You are not allowed to publicise the event or collect any payment for the event 

before the proposal is being approved. 

a) Normal events 

– 1 month in 

advance 

 

b) Intervarsity 

events – 2 

months in 

advance  

 

c) Event involving 

ambassadors or 

government 

bodies – 3 

months in 

advance of the 

publicity period 

Stage 

2 

Speaker Approval: 

After you submit the proposal in ELE Portal, if an external party is invited to give a 

talk to the student population in your event, submit the speaker approval form to SAA 

immediately. Proposal will not be process and will be rejected if the speaker approval 

form is not received by SAA. 

Process: Obtain the Speaker Approval Requisition Form, fill in the form accordingly, 

get advisor signature, attached together with the speaker profile and a brief content 

of the talk, then submit to SAA.   

Stage 

3 

Student Organisation President approve the event in the ELE Portal 
 

Stage 

4 

Student Organisation Advisor approve the event in the ELE Portal 
 

Stage 

5 

Conditional Approval by Student Affairs & Alumni 

At this stage, the organising chairperson of the event will receive a conditional 

approval email from Student Affairs & Alumni.  

Upon recipient of this email, you can start the preparation of your event, but you 

should not publicise the event at this stage, publicity of event can only start after the 

event had obtained full approval (Stage 8) 

Around 7 

working days 

Stage 

6 

Booking of venue (only for event using internal UCSI venue) 

Step 1: Forward the conditional approval email from SAA to Ms. Mariamma of logistic 

office (mariamma@ucsigroup.com.my) together with the details of your venue 

booking (date, time, venue, layout plan) 

Step 2: Ms. Mariamma will reply to your email, confirming the availability 

Step 3: If the venue is available, obtain the venue booking form online or at Student 

Affairs & Alumni counter, get the signature of your club advisor on the form and 

submit to SAA. 

Step 4: Ms. Mariamma will confirm your venue booking after she received the form. 

 

Booking of Vehicle (If any) (No UCSI Bus available during weekdays) 

 

mailto:mariamma@ucsigroup.com.my


Step 1: Forward the conditional approval email from SAA to Mr. Krishnan of logistic 

office (krishnamurthy@ucsigroup.com.my) together with the details of your vehicle 

booking (date, time, destination, type of vehicle needed, Google Map from UCSI To 

the destination) 

Step 2: Mr. Krishna will reply to your email, confirming the availability 

Step 3: If the vehicle is available, obtain the vehicle booking form online or at 

Student Affairs & Alumni counter, get the signature of your club advisor on the form 

and submit to GLMO. 

Step 4: Mr. Krishna will confirm your vehicle booking after he received the form, with 

the driver details. 

 

Confirmation of Publicity Material (if any) 

All publicity material that you plan to use during your event (event t-

mailto:swa@ucsiuniversitytrust.com




Stage 

12 

After Event Review 

All event committee listed in the proposal will have the access to submit Event 

Review Report in ELE Portal. Please submit the event review report in ELE Portal, 

and submit all receipts (Including sponsorship, participation fee collected and all 

payment made) to the President and Advisor of your Student Organisation for 

verification, after your submission of report in ELE Portal. Please ensure that the 

President and Advisor review and approve the Event Review Report in a timely 

manner after you submit the report. 

Within 30 

days after the 

event date 

 


