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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 participating and organizing Roadshow and Sales Mission


2.0 Scope
2.1 This SOP applies to all staffs under the Tourism Promotions Department and all personnel in PGT office responsible to participate or organize Roadshow. 


3.0 Policy
3.1 Roadshow is a ​series of events that take ​place in different ​places both domestic and international in ​order to give the ​public ​information about an organization for our case, Penang as a tourism destination. 
3.2 Sales Mission is a coordinated visit by a group of trade representatives to meet up potential buyers or agents, usually after an initial market research and usually accompanied by a networking session. 
3.3 To deliver comprehensive tourism products, tourism knowledge and update support toward increasing of the interest of public stopping by the show to travel to Penang.
3.4 To showcase Penang as a tourism destination to first timer and to ensure the continuation of awareness to returnee. 
3.5 To observe uniform strategies and execution methods and processes for all Roadshow and Sales Mission activities.
3.6 To optimize the usage of allocated budget for Roadshow for assigned market and maximize the impact and return of each Roadshow attended or organized.


4.0 Procedures

Memo
1. Prepare Memo (<RM10,000 approval from PGT CEO and > RM10,000 approval from the State Tourism EXCO)
2. Memo approval 

Preparation Stage
1. Prepare Payment to Tourism Malaysia/Organiser 
2. Flights and hotel bookings
3. Preparation marketing collaterals and gifts 
4. Prepare presentation slides on destination introduction and produce update
5. Prepare press release if needed

Roadshow and Sales Missions
1. Seek venues or seek recommendation from local partner
2. Compare and review Quotation to fit the objective 
3. Inform and send out invitation to Penang Hoteliers, Buyers and local travel agents on the 

networking cocktail
4. Confirmation of attendees

Follow up
1. Follow-up with attendees after the Roadshow or Sales Mission
2. News clipping if any media invited to the Roadshow or Sales Mission

Finance
1. Prepare Purchase Requisition (PR) Form for all payment
2. Submit PR for approval  
3. Send Purchase Order (PO) to vendors/suppliers 
4. Request Invoices 
5. Follow up payment with PGT Finance 
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