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	1
	PURPOSE 
	To describe the methods and responsibilities adopted for holding ACMA Executive Committee and Regional Chairman Elections.

	2
	SCOPE
	To meet the statutory requirement as prescribed under Articles 18 and 30 of the Articles of the Association of ACMA. 

	3
	RESPONSIBILITY
	Director General (Secretary) / HoD-Finance   


	4
	PROCESS BOUNDARIES  

	
	Starts with: 

Ends with:
	Preparation of EC Election Schedule 
Circulation of Election results among members


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


a)
Process Inputs: 



Information:

· Time schedule 

· ACMA Ordinary Members list

· List of eligible members

· Subscription status

· Scrutineers



Material:

· Stationery, voting  papers, special envelops, Rubber  stamp, 

· Franking Machine, Postal Stamps



Document:

· Articles of   Association  of ACMA 

· Work instruction   

· Any amendment in the Articles of Association of ACMA 

· Any amendment in election rules of ACMA

· Minutes of AGM/EGM, if any

· Source of SSI Criteria
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c.
Process Outputs:

· Voting Papers

· Nominations

· Withdrawals letters

· Scrutineers’ Report 




· Executive Committee (elected members) 

d. Interface with other Processes: 
· Process For Management Review Meeting: PM/08

· Statutory Requirement - AGM: PM/14

· Executive Committee Meeting: PM/23

· Process for Uploading Information on the Members’ page of the Website:PM/31      

· Dispatch:PM/34

	6
	KEY ACTIVITIES  

	S NO
	Key Activities
	Responsibility
	Reference  Document
	Time Norms

	1


	Prepare Election Schedule
	HoD Finance / Secretary,ACMA
	Work instruction
	At least three months before the date of AGM

	2.
	 Issue Notice to invite  

 Nominations      
	HoD Finance / Secretary,ACMA
	Work instruction
	At least two months before the date of AGM

	3.
	 Issue Notice for 

 Withdrawal
	HoD Finance / Secretary,ACMA
	Work instruction
	Date of issuing of withdrawal notice to be fixed in consultation with E.D

	4.
	Send Voting papers   
	HoD Finance / Secretary,ACMA
	Work instruction
	Within ten (10) days of the last day for withdrawal of nominations

	   5.


	Scrutiny of Voting  papers and obtaining report
	HoD Finance / Secretary,ACMA
	Work instruction
	At least fifteen  (15) days  before the date of AGM

	   6.
	Circulation of election result to members
	HoD Finance / Secretary,ACMA
	Work instruction
	At least clear seven (7)  days  before the date of the AGM


	7
	PROCESS MEASURES : 

	
	· Adherence to timelines for smooth conduct of EC Elections


	8.1
	SERVICE MONITORING AND MEASUREMENT 

	S. No
	Output
	Parameter
	Acceptance Criteria
	Responsibility for Control

	a. 
	Meeting Statutory Requirements
	As provided by By-Laws
	Articles 18 and 30 of  the Articles of the Association of ACMA
	HoD-Finance / DG

	b. 
	Election Results
	Ballot Paper
	Validity of the Voting paper (ACMA Seal)
	HoD Finance / DG


	8.2
	PROCESS MONITORING AND MEASUREMENT

	S. No
	Parameter
	Risk
	Control
	Responsibility for Control

	
	Inviting nominations
	Less nomination for EC Election


	Issue additional notice inviting nominations.
If still not adequate, authorize elected Governing Council to nominate office bearers against vacancies
	HoD Finance


	
	Election Schedule
	Election schedule may get disrupted due to intnernal / external factors
	Ensure implementation of Work Instructions

Schedule has built in margin of 3 weeks
	HoD Finance 


	9
	CORRECTIVE  & PREVENTIVE ACTION : 
	The DG /HoD-Finance shall take corrective actions after the process has implemented by determining the causes of non-conformities


10.
References: 
a.
Work instructions
Work Instructions for   E. C. Election

A) For preparing the election schedule:

	SNO.
	CIRCULARS
	DEADLINES

	1
	Dispatch of Notice to all Members inviting nominations
	AT least two months before the date of AGM

	2
	Last date of receipt of  nomination
	Within 15 DAYS from the date of Notice      

	3
	Dispatch of withdrawal notice to CANDIDATES only
	Date of issue of withdrawal to be fixed in consultation with DG

	4
	Last date for WITHDRAWAL
	SEVENTH DAY from  the date of Notice

	5
	Dispatch VOTING  PAPER
	WITHIN 10 (ten) DAYS of the last day for withdrawal of nomination

	6
	Last date for Receipt of Voting paper
	WITHIN CLEAR 15 DAYS from the date of issue of voting paper

	7
	Election  SCRUTINY                                                     
	AT LEAST 15 days before the date of the AGM

	8
	Dispatch Circular to members
	At least clear seven days

	9
	INFORMING the election results                                 
	before the date of the AGM

	10
	Refer the Rules and procedures     (governing the Election) from the    Articles of the Association of ACMA
	


B) For  Appointment of Scrutineers

The election scrutineers  have to be appointed by the last EC MEETING  before the AGM  by the Executive Committee.


C)  For preparation /issue of circular  for inviting Nominations  

1) to refer Election Schedule for date of issue as well as last date of receipt of the nominations 

2) to prepare the circular 

3) to check the enclosures 

4)  to check the mode of despatch (at present its Registered AD)
5) give it for despatch and web master for uploading on site

D) For Receiving / checking the Eligibility  of nominations

1) To check the date of receipt against the last date

2) To check the subscription status  .only those member company will be eligible to    either stand / vote for election who have paid their subscription for the current year 

3) To check that each field has been filled in.

4) To check that bio-data has been sent on company letter head

5) To check the SSI registration no

E) For  Preparing/ issuing Withdrawal circular 

1) To check the Election Schedule for issue of notice and last date of receipt of withdrawal  

2) To prepare the circular 

3)  check the enclosures (details of each candidate and their GROUP)

4) To check the mode of dispatch  (at present Registered AD)

5) Give it for despatch         

F) For Receiving the Withdrawals

1) To check the date of receipt against last date

2) Withdrawal received before last date will only be accepted 

G) Mandatory regulation for preparing / issuing Voting paper 

1. To prepare circular        

2. To prepare voting paper 

3. to have the voting paper signed by Secretary, ACMA or HoD-Finance and stamped with ACMA seal 
4. Obtain the list of members eligible to vote. Only those members who have paid their current membership subscription will be eligible to vote for election.

5. to check the voting instructions

6. to check all enclosures ( details of candidates and the group under which they    fall)

7. to check Election schedule for last date of receipt of voting paper

8. to check the mode of despatch(at present by registered ad)s

9. give it for despatch

10. to check the no. of votes dispatched with list of eligible members

H) For receipt of voting papers

1) Advise despatch department not to open any voting paper envelop    

2) To check receive date stamp on each voting paper envelop

3) To check that each voting paper envelop is  sealed

4) Voting paper envelop received to keep under safe custody/lock & key

I) For examination of voting papers

 1)   To assist scrutineers during the examination of voting paper.

2) After examination, collect each voting paper and other working in respect of examination of voting paper from scrutineers in a sealed envelope, signed by scrutineers.

Start





* Outsourced





Place the report for confirmation at the Annual General Meeting





End





Circulate the Election result to members.





Receive the report from the scrutinners.








Have Voting papers examined by Scrutineers (� HYPERLINK  \l "For examination of voting papers" ��Refer WI-I�)





Have  the Scrutineers*  appointed .


(� HYPERLINK  \l "For  Appointment of Scrutineers" ��Refer WI-B�)





Receive the voting  papers from the members (� HYPERLINK  \l "For receipt of voting papers" ��Refer WI-H�)





�HYPERLINK "../ACMA/ACMA Procedures- Final Draft 200213/Measurement Charts/PM_13.xls" \l "VOTING_PAPERS_SENT_ON"��Prepare/issue  the voting papers� (� HYPERLINK  \l "For  Preparing / issuing  the  voting paper " ��Refer WI- G�)





Receive withdrawal if any (� HYPERLINK  \l "For Receiving the Withdrawals" ��Refer WI- F�)





�HYPERLINK "../ACMA/ACMA Procedures- Final Draft 200213/Measurement Charts/PM_13.xls" \l "WITHDRAWAL_NOTICE_ISSUED_ON"��Prepare/issue, circular  for withdrawal� of  the candidates for Election (� HYPERLINK  \l "For  Preparing/ issuing Withdrawal circular " ��Refer WI-E�)





Receive nominations and check the eligibility (� HYPERLINK  \l "For Receiving / checking the Eligibility  of nominations" ��Refer WI-D�)





�HYPERLINK "../ACMA/ACMA Procedures- Final Draft 200213/Measurement Charts/PM_13.xls" \l "NOMINATION_NOTICE_ISSUED_ON"��Prepare/ issue, circular inviting the Members to send the nominations� ( � HYPERLINK  \l "For preparation /issue of circular  for inviting Nominations  " ��Refer WI-C�)





Have  the �HYPERLINK "../ACMA/ACMA Procedures- Final Draft 200213/Measurement Charts/PM_13.xls" \l "DATE_OF_AGM"��AGM DATE� and �HYPERLINK "../ACMA/ACMA Procedures- Final Draft 200213/Measurement Charts/PM_13.xls" \l "ELECTION_SCHD_PREPARED_ON"��Prepare the schedule� for entire E. C. Election, at least three months before the date of AGM (� HYPERLINK  \l "For preparing the election schedule" ��Refer WI-A�)
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