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OBIJECTIVE

The purpose of this document is to ensure that the media services i.e. invitation to the media
to cover ITUM events and the media coverage are efficiently managed to meet customer’s
satisfaction.

SCOPE

The procedure covers the following activities:

2.1 Sending Note to Editor (NTE)

2.2 Media Coverage

ACCOUNTABILITY

ABBREVIATION

3.1 SAD : Senior Assistant Director

3.2 AA : Administrative Assistant

3.3 OCAP : Office for Communication, Advocacy and Promotion

3.4 K/C/D/1/O : Kulliyyah/Centre/Division/Institute/Office

REFERENCE
NA-

RECORD RETENTION PERIOD
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7.0 PROCESS FLOW

Responsibility

SAD

SAD/AA

Flow Chart

Received the information/request from
K/C/D

v

Liaise and discuss with the applicant
on the assignment

v

Prepare Press Release

v

Provide the Press Release to all
reporters and photographers attending
the programme

v

Conduct Press Conference
(if permissible)

v

Record the document in
the relevant files
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