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	1
	PURPOSE 
	To describe the methods and responsibilities adopted for determining, planning and implementing effective arrangements for internal communication regarding the effectiveness of QMS. 

	2
	SCOPE
	Applicable to all Offices of ACMA (both HO and RO)

	3
	RESPONSIBILITY
	The overall responsibility for implementation of this process is with MR however,
a) for Planning and implementing communication related to HO through LAN: HoD - Administration
b) for other information: Concerned Event Coordinators at ROs 


	4
	PROCESS BOUNDARIES  

	
	Starts with: 

Ends with:
	Any update on QMS or any other Information to be shared among colleagues
High awareness level among all employees about QMS and ACMA activities 


	5
	PROCESS INPUTS / OUTPUTS & INTERFACES : 
	As shown in Flow chart


a.
Process Inputs :
                        Information & Documents

· Information on QMS

· Information on Quality Policy & Objectives

· Information on Internal and External Audits

· Corrective and Preventive Actions

· Planned Targets
· Work Priorities

· Events

· Continuous Improvement Projects



Material & Documents

· Reports




Equipment

· LAN
· Computers/Laptops
· Internet Connectivity

Process Flow Chart:
[image: image1.jpg]

[image: image2.emf]





   

[image: image3.png]





















b. Process Output:

· Updated files on the LAN

· Hard copies of reports

· Minutes of meetings

· Emails

· Updated Staff List at Server

c. Interface with other Processes: All Processes

	6
	Key Activities:

	S.No.
	Key Activities
	Responsibility
	Reference Document

	1
	Identify the information to be shared
	MR /RS / HoDs
	Reports

	2
	Share the information (including details of forthcoming events) among staff through LAN/Email using Staff List maintained at Server at HO and RO
	ED/MR/RS
	Reports, Activities

	3
	Review the arrangements after internal audit
	MR/RS/
HoD-Admin
	Internal audit reports and Internal Communication Feedback 

	4
	Identify Improvements required
	MR/RS/
HoD-Admin
	- do -

	5
	Implement Improvements identified
	MR/RS/
HoD-Admin
	- do -


Note: RS to inform their team members, appropriately

	7
	PROCESS MEASURES : 

	
	· Measurement of awareness levels about QMS and ACMA activities 


	8.1
	SERVICE MONITORING AND MEASUREMENT 

	S. No
	Output
	Parameter
	Acceptance Criteria
	Responsibility for Control

	a. 
	Awareness on QMS 
	Knowledge on  Quality Policy & Objectives, Procedures, Processes along-with their Targets and Process Measures
	ISO 9001:2015, Quality & Process Manuals
	MR & DG

	b. 
	Awareness on Management Decisions
	Inputs from EC, AGM, MRM etc.
	Minutes, Work Priorities
	Senior Management

	c. 
	Awareness of ACMA activities
	TOR, Work Plan, E-Communication, website etc.
	Circular from Event Coordinators 
	All Employees


	8.2
	PROCESS MONITORING AND MEASUREMENT

	S. No
	Parameter
	Source
	Frequency
	Responsibility for Control

	a. 
	Updated Staff List at Server
	Update from HR, whenever there is revision
	Regular
	HoD/ Team Member-Admin 



	b. 
	Feedback on Internal Communication 
	Audits
	Twice in an year
	MR


	9
	CORRECTIVE  & PREVENTIVE ACTION : 
	MR to review the Audit reports for the overall rating on awareness and decide the corrective actions to be taken. 



10. References: 
a) Formats

· Internal Communication Feedback PM07/F1
b) Checklist: Checklist for Internal Communication Arrangement
Checklist
Internal Communication Arrangements:

	S.No
	Description
	Media
	Frequency
	Responsibility

	1
	QMS
	Electronic + Print
	On-going / for any update 
	DG /MR / HoDs/RS/ HoD-IT & Systems

	2
	Quality Policy & Objectives
	Electronic + Print
	On-going / for any update 
	DG/MR / HoDs/RS/ HoD-IT & Systems

	3
	Planned Results
	Electronic + Print
	On-going / for any update 
	MR / HoDs/RS / HoD – IT & Systems

	4
	Internal & External Audit Reports
	Electronic + Print
	After audit
	MR

	5
	Corrective & Preventive Actions
	Electronic
	After MR Meeting
	MR/HoDs

	6
	Work Priorities
	Electronic + Print
	After 1st EC Meeting
	DG / 
EC Coordinator

	7
	Events (Forthcoming)
	Electronic + Print
	While circulating to Members
	Event Coordinator

	8
	Continuous Improvement Projects
	Electronic
	Along-with Audit Reports 
	MR/RS/HoDs 

	9
	Updating Staff List
	Electronic
	Regular
	Team Member-Admin


Start





Team Member-Admin to prepare a Staff List at ACMA Server and same be shared with all Offices of ACMA 





Team Member-Admin to update Staff list maintained at Server, whenever there is any updation in staff list, as communicated by HoD-HR





Colleagues at HO & RO to share all/any information (including details of forthcoming events) by EMAIL (using Staff List) or through Phone, Fax, Staff Meetings etc., as appropriate





MR to send all QMS related documents (Audit Reports, Work Priorities etc. using same list) among all colleagues





MR to review the arrangements after every internal audit





MR to identify Improvements required, if any





Implement Improvements identified





End
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