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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 selecting and attending right event which is either benefiting to the agency, Penang tourism or promote self-improvement.  


2.0 Scope
2.1 This SOP applies to all staffs under the Tourism Promotions Department responsible to select and attend external events. 


3.0 Policy
3.1 External event covers from workshop, forum, conference, exhibition etc but not limited to the mentioned and is invited by the organizer which could be held both domestically or internationally. 
3.2 To establish new platform or to strengthen the existing one that will benefit the agency. 
3.3 To learn new knowledge and collect latest market intelligence that benefits the agency and the tourism industry.  
3.4 To share useful piece of information that will benefit other participants and also helps to uplift the image of the Penang tourism. 


4.0 Procedures
4.1 Received invitation from external parties 
4.2 Evaluate the event if it is benefitting to the agency/Penang tourism or able to promote self-improvement 
4.3 Seek approval from CEO 
4.4 To do a report after the event 
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