
	

	Other Marketing Campaign 
	Document no:
	SOP/TP-006

	
	
	Revision:
	0

	
	
	Responsible area:
	Tourism Promotions

	
	
	Effective Date:
	1st Draft





	Revision
	Revision Description History
	Date Released
	Released By

	0
	Initial Release
	
	



	



Signature
	Prepared by:




	Reviewed by:
	Approved by:

	Name
	
Yoon Pauline
	
Ooi Chok Yan
	

	Job Title
	
Manager
	
Chief Executive Officer
	

	
Date 
	
	
	







 1.0 Objective
1.1 The objective of this SOP is to establish the universal understanding of procedures, guidelines and goal of creating and running other/adhoc marketing activities that are not covered under Familiarization, Tradeshow, Roadshow, Sales Mission and Partnership & Sponsorship.  


2.0 Scope
2.1 This SOP applies to all staffs under the Tourism Promotions Department and all personnel in PGT office responsible to create and run other/adhoc marketing activities. 


3.0 Policy
3.1 Other Marketing Campaign covers all possible promotional activities outside of Tradeshow, Roadshow, Sales Mission, Familiarization and Partnership & Sponsorship categories. Campaign will be identified, selected and executed based on the market trend and demand and it could vary from one to another. 
3.2 To create instant visibility and exposure that leading to the awareness and liking of Penang as a tourism destination.
3.3 To provide convenience and easy accessibility to wider scope of market resulting in the increasing will of travel to Penang. 
3.4 To observe uniform strategies and execution methods and processes for all Other Marketing activities.
3.5 To optimize the usage of allocated budget for each adhoc campaign for assigned market and maximize the impact and return.


4.0 Procedures

	Planning Stage
1) To review the proposal that fit PGT’s objectives
2) Parties to confirm the campaign period/event date 
2)	Agree on motif of campaign/event 
3)          Obtain relevant information 
4)          To get approval from CEO 

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

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 
	
Follow up
1)	News clipping/Campaign results 
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