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	Product and Services Promotion - Policy
Owner/ Department: Sales & Marketing Department



	Brief
	The fourth element of the 4P’s of Marketing is Promotion.
The policy is designed to understand the elements and different process to promote product and service.

	Purpose
	To cover promotions to increase sales, to encourage repeat business and to boost customer satisfaction & brand awareness in targeted audience.

	Persons Affected
	All departments in KSA / IBU

	Features & Procedure
	· Features:
Promotion of Product / Service includes the following features;
· Creating awareness
· Getting Customers to try new services.
· Keeping loyal customers.
· Increasing the amount and frequency of use.
· Identifying target customers.
· Process / Procedures:
The promotional process is comprised of following steps;
i. Problem Definition: identify the need of the promotion and consider the following point;
· Which Product/Service is to be promoted?
· Who is the target audience?
· How much budget is allocated for the promotional activities?
· What message is to be conveyed to the prospective buyers?
· What marketing strategies are to be adopted?
· Which analytical tool is to be used?
ii. Establishment of detailed Objectives: The objectives are the end goals towards which all the efforts are directed. The objectives could be as following;
· To encourage the non-user of the product / service.
· Increase the usage of the existing customers.
· Enter in a market with modified product line.
iii. Design of Promotion Mix: These provide the basis for selecting an appropriate promotional Tool such as advertising, personal selling and sales promotions. Etc.)
iv. Planning Promotion Program: Promotional planning that requires to decide the time duration of the promotion.
v. Implementation: The promotion is ready to launch, there are two factors to be consider lead time and sell in time.
vi. Monitoring and Evaluation: The performance of the promotional plan is checked against the set standards and objectives and the corrective actions are taken accordingly.

	General
	· Any exception to this policy must be approved by the Director, Sales & Marketing.
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