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	1
	PURPOSE 
	To  describe the methods, responsibilities  adopted for Membership  Subscription Billing    

	2
	SCOPE
	Applicable to entire ACMA membership

	3
	RESPONSIBILITY
	HoD Finance and HoD-Membership Department (For issuing certificates/notices) 


	4
	PROCESS BOUNDARIES  

	
	Starts with: 

Ends with:
	Obtain details of Sales Turnover from the Members
Raising Invoices and receipt of payments


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


Process Inputs 
· Information 

Members list 

Sales Turnover received by members  

Prevailing Subscription rates 

Previous year’s Status 

Minutes book (for any specific decision)

Historical Base
Material

Computer/A4 Paper

Blank Membership Certificate
Document
Record showing Sales Turnover
b.  Process Flow Chart                                        
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     c. 
Process Outputs        

· Records showing Sales Turnover received  from  members                                           

· Invoice 
· Receipt of payments
· Membership Certificates                                                                 

     d. 
Interface with other Processes        

· Election:
PM/13

· Annual Budget:
PM/09

· Process For Management Review Meeting: PM/08

· Process for Membership Management: PM/33 
	6
	KEY ACTIVITIES  

	S NO
	Key Activities
	Responsibility
	Reference  Document
	Time Norms

	1.
	Issue of circular for    

asking Sales Turnover   
	HoD Finance
	
	Within last week of December every year.

	2.
	Issue of  circular  

enclosing Pro-forma Invoice 
	HoD Finance
	 Sales Turnover received/ historical base 
	Within first  week of April every year 

	3.
	  Informing                             

  Membership 

  Department
	HoD Finance
	Receipt
	Within four working days after the issue of receipt

	4.
	  Issue of   

  Certificates
	HoD -M.D.
	Receipt
	Within 7 working days after receiving receipt


	7
	PROCESS MEASURES : 

	
	· Timely issue of Invoice by 1st week of April every year (excluding defaulters)


	8.1
	SERVICE MONITORING AND MEASUREMENT 

	S. No
	Output
	Parameter
	Acceptance Criteria
	Responsibility for Control

	a. 
	Sending Invoices
	Members Sales Turnover
	Sales Turnover and Pre-defined slabs
	HoD-Finance

	b. 
	Receipt of Payments
	Invoice raised
	Invoice and pre-defined slabs
	HoD-Finance

	c. 
	Notice to defaulters
	Members Sales Turnover
	Outstanding List
	HoD-Finance / 

HoD-Membership Dept.


	8.2
	PROCESS MONITORING AND MEASUREMENT


	S. No
	Parameter
	Risk
	Control
	Responsibility for Control

	a.
	Incorrect/outdated contact details in the database
	Person whose contact details are registered with ACMA has left the company


	Keep more than one email IDs per company in the database to mitigate the risk
	HoD-Finance/HoD-Membership Dept.


	9
	CORRECTIVE  & PREVENTIVE ACTION : 
	HoD Finance shall determine appropriate corrective action and identify the responsibility for its implementation. 


10. 
References: 
a. Work instructions
Work Instructions for Membership Subscription Billing

A) For Receiving Sales Turnover Records  

1) To receive the document in respect of Sales Turnover
2) To put the number on each record  

3) To make a file and put all records in the file

B) Use Historical Database in case company has not reported their Sales Turnover
In case no update is received from company by given date, following steps would be undertaken:   

a) Consider the “Sales Turnover” provided by company for the upcoming publication of Buyers’ Guide. Or

b) In case company has not provided the “Gross Sales Turnover” for the upcoming edition of Buyers Guide, add 20% to the latest Sales Turnover available of the Company and raise the bill accordingly. 

C) For Issuing Pro-forma Invoice / Invoice 
1) To compile the Sales Turnover received 

2) To refer historical base in case of non receipt of Sales Turnover 
3) To refer membership rates/ slabs

4) To check the stock of computer paper/ A4 paper
5) To obtain mailing list from membership department

6) To take printout of Pro-forma Invoice/Invoice 
7) To sign them and give for dispatch

D) For issuing Receipts

1) To trace payments received, check the enclosure with payment, if any or trace by comparing Company Name and Amount.

2) To check the amount mentioned in cheque with Pro-forma Invoice, compare the amount with Pro-forma Invoice/Invoice then issue a receipt otherwise check the reason for difference and amend the records accordingly.

Start





Prepare /issue the circular for asking SALES TURNOVER 





Receive the Records in respect of Sales Turnover (Refer WI-A)





Follow-up with members for Sales Turnover by way of sending reminder through Email 





Use historical database in case company has not reported their Sales Turnover 


(Refer WI-B)





Prepare/ issue circular enclosing Pro-forma Invoice asking members to pay their subscription.


  (Refer to work instruction)





- HoD (Finance)/Regional Secretaries to follow-up for  


  outstanding till May end


- Table list of defaulters at next Steering Committee   


   meeting for approval to issue Notice to defaulters as per   


   ACMA Rules


- After approval by Steering Committee, HoD (M.D.) to   


  prepare Notice and issue to defaulters 





Receive payment / issue receipt





Membership Department to issue the certificates





End





Inform / send receipt to Membership Department 
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