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1. Step

•A meeting is held under the chairmanship of the Director of the Center for the organization of the relevant activity, which
is envisaged to be held in the draft work program prepared for each academic year.

2. Step

•In this meeting, content of the event, participants, the date of the event, event program, environment in which the event
will be held (online or face-to-face) and the budget planned for the event etc. are determined.

3. Step

•Participants are invited to be speaker at the event by contacting them.
•Upon the acceptance of the invitation, the decisions taken at the meeting are shared with the participant and their
approval is taken on these issues.

•If the participant does not accept the invitation, the invitation is sent to the other participants and the same process is
repeated.

4. Step

•For the environment in which the event is held after receiving approval from the participant:
•In the online environment, a meeting link is created through the necessary online event platform by communicating with
the Public Relations and Marketing Department and the IT Department.

•If the event will be hold face-to-face, a reservation is made for the relevant conference room by contacting the Central
Academic Planning Unit (MAP).

5. Step

•An event permission petition is written by the Director of the Center, addressing the Vice-Rector to whom he is affiliated
via EBYS, including important issues such as the name of the event, its content, participants, when and where it will be held
and the budget planned to be spent.

•Short CVs and event program of the speakers are attached to this petition.

6. Step

•If the event is allowed by the Rectorship, the Public Relations and Marketing Directorate Graphic Job Request Form is filled
in for the design of the poster that will be used for the definition of the event inside and outside the institution.

•The designed poster is submitted for the approval of the Center's Director and the Dean of the Law Faculty. The poster is
used for the announcement of the event if found appropriate.

•The Internet Page Event Announcement Form is filled in so that the event can be heard on the Center's web page.

7. Step

•If the event will be held face to face:
•Technical Works Request Form is filled to request from the related department (Project, Construction Maintenance-
Repair or Technical Works Coordinatorship) technical requirements such as microphone, sound system or video recording
etc.

•Support requirements for the conference room such as seats, lecterns, tablecloths etc. are requested by filling out the
Support Services Directorate Transportation-Cleaning Request Form.

8. Step

•About a week before the event day, another meeting is hold under the chairmanship of the Center's Director.
•At this meeting, final checks are made, the missing points are determined and the necessary demands are determined to
be met until the day of the event.

The
Last Step 

•On the day of the event, the final check is made and the necessary information is given to the Director.


