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	Event / Exhibitions - Policy
Owner/ Department: Marketing Department



	Brief
	The responsibility of Event and Exhibitions falls under Marketing department.   

	Purpose
	To make sure that all the Events and Exhibitions are being arranged and covered by Marketing Department. 

	Persons Affected
	All departments in KSA / IBU

	Guidelines:
	Only Marketing Department is responsible to process and arrange all the event that are going to be attend by SMSA.

If any department wants SMSA to participate in any event below are the guidelines:

· Approval should come from Marketing Department
· Department should notify Marketing at least 14 days before the event.
· Department should provide all the details and contacts to Marketing department so that Marketing will be exclusively in communication with the organizers.



	General
	· Any exception to this policy must be approved by the Managing Director or CEO.
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