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* Important Notice:

The Activities and Events Committee is committed to ensuring that all events
are organized and conducted in accordance with approved regulations and
procedures. Therefore, all event organizers across various departments are
kindly requested to adhere to the following guidelines:

1.

Fill and Submit the event proposal 3 months in advance with
attachment copy of:

v Activity/Event Advertisement Flyer
v Activity/Event program
v Sponsor's letter

Do not contact any potential sponsor for any event without obtaining prior
approval from senior management and informing them accordingly. Once
approval is granted, an official letter must be sent to the Public Relations
Office under the Minister’s Office at least one month prior to the event, to
coordinate and select the appropriate patron—be it a member of royalty, a
minister, or another dignitary.

For any questions or inquiries, please communicate directly with the
committee. Avoid making individual decisions without prior consultation.

If the Director General is to be invited as a patron for the event, or if any
individual outside the directorate is to be invited, prior coordination must be
made with Ms. Suhaila Al-Subhi — Executive Office, to confirm the
reservation in the Director General’s schedule.

Please be advised that new regulations will be implemented, stipulating that
appreciation and recognition will be limited to speakers only. Event
organizers will not be included in the recognition process.

It is strictly prohibited to publish or distribute any event posters or flyers,
whether internally or externally, without final approval from the Activities
and Events Committee. (Please follow the official approval process set by
the committee.)
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.We kindly request everyone to comply with these approved rules and procedures to ensure high standards of quality and unified institutional efforts
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