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 1.0 Objective
1.1 The objective of this SOP is to establish the universal understanding of procedures, guidelines and goal of planning and compiling a Marketing Plan for the department on year to year basis.  


2.0 Scope
2.1 This SOP applies to Tourism Promotions Department who are planning and compiling the Annual Marketing Plan. 


3.0 Policy
3.1 To thoroughly study the latest market trend and needs, plan and compile the Annual Marketing Plan utilizing the market intelligence collected. 
3.2 To provided other departments a guideline or direction which will help them to plan and execute relevant marketing activities.  
3.3 To ensure the marketing activities ran by the agency not to be diverted away from the marketing objective. 
3.4 To keep all marketing activities in line and synchronize with the marketing objective. 


4.0 Procedures
4.1 Based on last year’s budget and market insight, make a plan for the upcoming year
4.2 Spread the plan across all targeted markets with justifiable activities
4.3 Submit to CEO for approval 
4.4 Adjust plan accordingly based on CEO’s input
4.5 Submit to BODs for acknowledgement 
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