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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 hosting or organizing Familiarization Trip. 


2.0 Scope
2.1 This SOP applies to all staffs under the Tourism Promotions Department and all personnel in PGT office responsible to conduct Familiarization Trip. 


3.0 Policy
3.1 To deliver comprehensive tourism products and update support toward maximizing understanding and increase the interest of Familiarization Trip participants to promote Penang as a tourism destination.
3.2 To collect and support to increase the data pool of overseas travel agencies and media for potential future collaboration. 
3.3 To observe uniform strategies and execution methods and processes for all Familiarization activities.
3.4 To optimize the usage of allocated budget for Familiarization Trip and maximize the impact and return of each Familiarization hosted or organized. 


4.0 Procedures

Planning Stage
1. Parties to confirm the event date, profile of group and the relevant information
2. Agree on motif of visit
3. Prepare itinerary for event
4. Finalise itinerary
5. Forward itinerary to external party on the itinerary for feedback
6. Do the necessary changes on itinerary
7. Obtain confirmation from external parties

Memo
1. Prepare Memo (<RM10,000 approval from PGT CEO and > RM10,000 approval from the State Tourism EXCO)
2. Approval obtained
3. Seek Sponsorship Stage

Hotels
1. Identify hotel & write to them 
2. Confirmation from hotel





Others 
1. Identify restaurants, places to visit etc
2. Discuss with these parties if they are agreeable to sponsorship
3. Receive confirmation from these parties

Transportation
1. Obtain quotation 
NOTE: Not only to select vendor in terms of cost, but based on expertise, work quality, type of vehicles, experience, services and overall suitability for the required project.
2. Confirmation of transportation

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 

























- End –
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