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	Comitato Eventi FTL

	Event organization form


The form is required for every event organized by the Facoltà di Teologia di Lugano (FTL) or its member organizations. It must be completed in its entirety and sent to eventi.ftl@usi.ch.
Depending on the type of event and the requests made to the FTL, the promoters will be contacted by the Comitato Eventi FTL to schedule a meeting to discuss all aspects of the organization.


	Event type
Check the appropriate box and enter the number of days and meetings if applicable
	☐   
	Conference 
	duration:             days
	3 months notice

	[bookmark: _Hlk220582018]
	☐       
	Exhibition 
	duration:             days
	3 months notice

	[bookmark: _Hlk220581785]
	☐   
	Lecture
	
	2 months notice

	
	☐   
	Series of conferences
	consisting of             meetings
	2 months notice from the first meeting

	
	☐   
	Workshop
	
	2 months notice


Timeframes indicated are a reference to ensure correct organisation of the event and are based on the time required to carry out the advertising activities. Failure to meet these deadlines may prevent the full provision of the planned promotional services.

	Event
	Title	
	                                                                                                       
	
	Dates and timetable	
	                                                                                                       
	
	Co-organizers or
other collaborators
	                                                                                                       
	
	☐   FTL Cost Center
☐   External Funder
	Specify which:                                                     


	
	Available budget (in CHF)
	                                                                                                         

	
	Participants/Speakers
	                                                                                                        

	
	Target audience
	                                                                                                        
	
	Expected audience
	                                                                                                         



	Goal /
Motivation
	Describe the purpose of the event or the motivation behind the initiative.
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Organizer Details
	Promoter	
	                                                                                                                     
	
	Contact person
	                                                                                                                     
	
	Address 
	Street                                                                                                            

	
	
	Postal Code	      
	City	                                                              

	
	
	Canton or State	                                                                                        

	
	Telephone
	                                                                                                                    
	
	Mobile   
	                                                                                                                    
	
	E-mail   
	                                                                                                                   

[bookmark: _Hlk220584274]
	Requests
to the Faculty
Check the 
appropriate box
	☐	FTL classrooms
	☐	Advertising flyer
	☐	Final publication of proceedings**

	
	☐	Audio-video recording*
	☐	Multimedia equipment (beamer, microphones, PC)
	☐	Simultaneous translation**

	
	☐	Book counter
	☐	Welcome**
	☐	Reception/Coffee break**

	
	☐	Transport rental**
	☐	Speakers’ accommodation**
	☐	Materials to print and distribute**

	
	☐	Mass at the Basilica del Sacro Cuore
	
	
	
	



* Full service (including any live broadcast via ZOOM and subsequent publication on the FTL YouTube channel) is guaranteed 
  only for events taking place on the university campus.
** Cost coverage will be mutually agreed upon with the FTL Events Committee during the first meeting following receipt of this  
    form. Please note that some of the services listed will be covered by the promoting organization.


Advertising
For promotional purposes, please attach the event title, a brief presentation, and the event program to this form.
Each event features a representative image, which will be included in advertising materials and on the dedicated website. The organizer is required to provide it in high definition, certifying the rights of use. A catalog is available at http://www.shutterstock.com (to which FTL is a subscriber).
The event will be promoted through institutional channels (poster, newsletter, website, Facebook, and Instagram). Upon request, and for an additional fee, FTL’s graphics department can provide an A5 postcard.

	Other promotional materials
	☐	Request A5 postcards
	
	printed in             copies
	
	



FTL organizes a maximum of one event per day to ensure smooth operations.



                                                         
_________________________________ 		_________________________________
Date		Signature
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