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	1
	PURPOSE 
	To describe the methods and responsibilities, adopted for planning and  publishing Executive Committee (EC) Booklet 

	2
	SCOPE
	Applicable to publication of Executive Committee Booklet

	3
	RESPONSIBILITY
	EC Coordinator


	4
	PROCESS BOUNDARIES  

	
	Starts with: 

Ends with:
	Approval & Circulation of Pro-forma to seek inputs from all EC Members
Dispatch of EC Booklet & uploading relevant information on Website 


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


a. Process Inputs: 


Information

· EC Members contact details including address, telephone/fax number, email, residential address etc.

· ACMA Offices details - Address, Telephone/Fax number, Email etc.

· Government Holiday list  

· List of holidays for Head Office & Regional Offices

· Quotation from Printer

· Calendar of Current and Next year.  
Material

· Members’ Passport size photographs

· Members’ Business card, if new member
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** Outsourced

c.
Process Outputs:  

· Published Executive Committee Booklet with; 
a) Contact details of EC Members

b) Contact details of ACMA Offices

c) Finalised List of holidays for all ACMA Offices

d) Committee Coordinators at ACMA

e) Completed Pro-forma from EC Members along with Photographs
f) Calendar of current and next year

d.
Interface with other Process:  

· Process for Management Review: PM/08
· Annual Budget: PM/09


· Process for EC Election: PM/13

· Process for Vendor Development & Empanelment: PM/18

· Process for EC Meeting: PM/23

· Process for uploading information on members page of website: PM/31

· Dispatch: PM/34

	6
	KEY ACTIVITIES  

	S. No.
	Key Activities
	Responsibility
	Reference  Document
	Time Norms

	1.
	Review the Pro-forma
	EC Coordinator
	Previous Format
	

	2.
	Dispatch Pro-forma to Collate details of EC Members 
	-do-
	
	Within 2 Working days after the 1st EC Meeting

	3.
	Receive and collate details received 
	-do-
	Filled-in Pro-forma received
	

	4.
	Send matter and Photographs to Printer (chosen from Approved Supplier List) or any new supplier
	-do-
	
	At least 10 days prior to the target date of delivery of printed copies 

	5.


	Proof read the matter received from Printer
	-do-
	Printing Process
	

	6.
	Place Printing order, after verifying 
	-do-
	
	

	7.
	Verify printed copies received 
	-do-
	
	Within  3 working days 

	8.
	Dispatch EC Booklets
	-do-
	
	After verifying Data printed, despatch (within 4 days after receiving EC Booklet at the office)

Ensure that the Booklet is dispatched prior to 2nd EC Meeting

	9.


	Discuss with DG   and provide selective data of (EC) Executive Committee to IT Dept. for uploading on ACMA website. 
	-do-
	
	After verifying printed Data (within 4 days of receipt of EC booklet at office) 

	10.
	Uploading on web
	HOD - IT & Systems
	
	Within 2 weeks from date of receipt from EC Coordinator

	11.
	Updation of EC Members’ contact details in Database and sending update to colleagues and EC Members Office, as appropriate
	EC Coordinator


	Email/ Communication  received from EC Members’ Office regarding subject change
	Within 1 week from the date of receipt of communication



	7
	PROCESS MEASURES : 

	
	· Timely release of Booklet


	8.1
	SERVICE MONITORING AND MEASUREMENT 

	S. No
	Output
	Parameter
	Acceptance Criteria
	Responsibility for Control

	a. 
	Evaluate Suppliers performance
	With 15 days of receipt of booklet
	Accurate printed data
	EC Coordinator


	8.2
	PROCESS MONITORING AND MEASUREMENT

	S. No
	Parameter
	Source
	Frequency
	Responsibility for Control

	a.
	Adherence to timelines 
	As mentioned in Key Activities 
	Annually 
	EC Coordinator


	9
	CORRECTIVE  & PREVENTIVE ACTION : 
	EC Coordinator in consultation with DG shall determine suitable corrective action. 



10. 
References:
· Formats : PM24/F1 (Pro-forma Format)
Start





Review EC Booklet Pro-forma and Use cover of Annual Report as cover design of Booklet





Download/access Holiday list from Department of Personnel & Training (refer to: www.persmin.nic.in/DOPT.asp)








Get information on contact details of  ACMA Offices





Dispatch Pro-forma to all: 


Elected Members, Co-opted  Members, Past Presidents, Sub-Committees/ Panels Chairmen, Special Invitees etc. and start collation, based on inputs





Share list with RO and get approval from DG on next year Holidays





Has the database been compiled including photographs?  





Yes





Follow for details with offices of EC Members 





EC Coordinator to send Finalized holiday list & Database to Printer** (Selected from approved Suppliers List) 





No





Proof read the dummy received from Printer and get changes incorporated 





Place final printing order after verifying the Booklet Data





�HYPERLINK "../ACMA/Redrafted Processes of ACMA 150213/Measurement Charts/PM_24.xls" \l "I2"��Receive printed copy and verify for errors �





Yes





Is it Ok?





No





�HYPERLINK "../ACMA/Redrafted Processes of ACMA 150213/Measurement Charts/PM_24.xls" \l "L2"��Provide selected data to HOD-IT  & Systems for  uploading on web�





If not, give it back to Printer for incorporating corrections 








�HYPERLINK "../ACMA/Redrafted Processes of ACMA 150213/Measurement Charts/PM_24.xls" \l "L2"��Give it to Dispatch Department�





Post printing, if information on any amendment in EC Members details is received, EC Coordinator to inform all Colleagues, make amendment in EC Database and communicate same to all EC Members, as appropriate





End
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