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Guidelines for Organizing Training Events

| am planning to organize a training event at CIIMAR. How should | proceed?

The event should Fill this form with The Training We will create a
be reported to the all the information Office will create registration form
Advanced Training about the an informational and manage the
and Career Office workshop poster (for registrations and
at least 1 month outreach payments, as well
before it happens purposes) as send reminders
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ask trainee’s feedback about
> their satisfaction level

The Office will If you need help with After the event, request the invoices to the
articulate with the the logistics of the the Training > financial services and send
Image, Communication event (prepare the Office will: them to participants (if
and Outreach Office to room, materials, applicable)
disseminate the event entrance e
(website, email, social authorization, ..) > send the certificates to the
media, newsletter,... ) contact the Office participants

Contact trainingandcareer@ciimar.up.pt

<is ciimar Any questions?
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