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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 partnering and sponsoring the tourism related event by third party. 


2.0 Scope
2.1 This SOP applies to all staffs under the Tourism Promotions Department and all personnel in PGT office responsible to coordinate the partnership and sponsorship of third party event. 


3.0 Policy
3.1 To identify and support potential homegrown, domestic and international event which will bring fame or awareness to Penang as a tourism destination.
3.2 To establish stronger rapport with trade stakeholders including National Tourism Board by inter-supporting each others’ event to ensure the bond last. 
3.3 To help support the sustainability of homegrown event which is unique to Penang or event that would bring significant recognition to Penang or event that would bring tourist arrival into Penang. 
3.4 To ensure the partnership or allocated sponsorship will maximize the return for Penang tourism. 


4.0 Procedures

Planning Stage
1. To review the proposal that fit PGT’s objectives
2. Parties to confirm the campaign period/event date 
3. Agree on objectives of campaign/event 
4. Agree on sponsorship details
5. Obtain relevant information 

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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