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OBJECTIVEH I:
Establish effective process to ensureffi 3745 2% FIFE 5 LA O

All sales trips are planned and have clear measurable objectives.
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Duplicate sales trips do not occur in each division unless approved, thus saving resource and funds.
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Host ISOs are aware of the visits and can support where necessary or recommend more appropriate
events/dates.
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Each sales trip is followed up by post sales report with follow up action points.
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APPLICATIONE A T

The process applies fo all Sales Trips and Tradeshows taken by Hotels and I1SOs:
IR AR IE FH T I 15 S2ISOs ™ A i) B 65 22 ik S 2 N i) e b g 2 -
¢ International (Outside the Sales Person’s country)
[EFr CHAE N 03 AR T Z AR H e Tl )
e  BHI Sales Blitzes/Road shows

B EE TN HEL

e  Trade Shows
fess

¢ Independently Organised Sales Trips
H EHRHE 2R

e  Trade Shows/Industry/Association Events
JE ATV IE SIS B

STATEMENT OF POLICYBUFHEIR:

PROCESS/if2

1. Sales person complete a 'Sales Trip Authorization Form
HENGIEE “RREAER"

2. Sales person submits form to their Direct Report via Email
BN B[R L IR SR S 4 ) 3R B R 2 B e P

3. Direct report signs off and sends to CDOSM Sales for approval
HEREHRE 2 J5 K4 DOSMH it

4, On approval, Sales person books appointments. Activity takes place
TEZRAFDOSMIIHEAEZ J=, B N A AT LATRZ) o 1il . 5 3 7] LLAAAT

5. Sales person completes a post sales trip report within two week of returning and copy sent to CDOSM Sales.
BN AR ZE R 45 AR M ) N 56 BRZE TR AR 5 R i 15 0 1% 45 CDOSM

6. Action follow up points & activities to relevant people.
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SALES TRIP AUTHORISATION FORMA#H 5 2 fig {2 AL %

The Sales Manager, prior to submission, must complete the following information:
HELHAARTZRENER LA, HHTRNIUER:

Person Requesting Authorization; Title, First Name, Family Name, Job Title, Line Manager, GSO Office/Hotel Name.
RBBNG: ARil, 4, @k, WL, BHZ&AHE, GSOIMAZNHIE AR

Sales Trip Details 2 e 4 %5

Date of Trip, Number of Days, City/Cities and Country/Countries.
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ZRAWY, RE S A E R
. If attending an industry event the name is required, e.g. World Travel Market.
MRS IATILIES), BWTESIAAAR, it SRS 5 2
. If attending a sales blitz/road show organized by a 3rd Party, the name of the event and 3rd party are required.
RSN b 2 =07 HEV BB N FRLARBR L, 5 TS B A MR ISR A SR =T 2N
. Market segment focus, e.g. Agency, Conference, Incentive, Corporate
W Wi, aRiTe, Sl e, An
. Whether the trip was included in the Sales Plan & Budget.
PR ZE TR B2 75 A0 5 FE A B TRl S B B i o
. Estimated Cost.
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POST SALES TRIP REPORT Z it i &5
The deadline for the ‘Post Sales Trip Report' is set in the ‘Sales Trip Authorization Form which needs to be completed two
week from trip. Report requires the following information:
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. Purpose of the Visit and Key Objectives
ZRH B R EEH bR
. Market Trends
DEZEIRS
. Competitor Activity
SR EATE
. Summary of Appointments
ESSIRN W
. Key Opportunities
FEN =
. Summary and evaluation of the visit, recommendation for future events
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