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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 setting a justifiable Annual Budget with 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 setting the Annual Budget. 


3.0 Policy
3.1 To plan and set a figure-smart Annual Budget strictly based on the Annual Marketing Plan. 
3.2 To allow the adjustment of the Annual Budget referring to the previous year’s Budget and the Marketing Plan for the next operating year.    
3.3 To ensure the Budget fits in well to serve the Annual Marketing Plan.
3.4 To allow the leeway of shifting the Budget from one market to another in order to fill in the prioritized needs. 
3.5 As a co-support to the Annual Financial Report at every end of the financial year. 


4.0 Procedures
4.1 Based on last year’s budget and market insight, make a plan for the upcoming year.
4.2 Research on costing of proposed plan.
4.3 Allocate budget accordingly 
4.4 Submit to CEO for approval 
4.5 Adjust plan and budget accordingly to CEO’s direction.
4.6 Submit to BODs for approval 
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