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	1
	PURPOSE 
	To describe the methods, responsibilities, adopted while organising and marketing exhibitions in India and overseas

	2
	SCOPE
	Applicable to all Product display Exhibitions, organised by ACMA or jointly with a partner. 

	3
	RESPONSIBILITY
	Designated/ Nominated Exhibition Coordinator nominated by DG/HoD-International Division / Domestic Exhibitions 


	4
	PROCESS BOUNDARIES  

	
	Starts with: 

End with   :
	Selection & approval to participate in an Exhibition, dates & Venue
Feedback from Exhibitors & conducting a variation analysis


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


a. Process Inputs:

 

Information 

-
List of probable participants
-
About the trade show-venue, dates, location, type, target segment

· Rates of participation
· About hostesses/ interpreters available
· About Stand contractors
· About Freight Forwarders
· About services available at the fair grounds
· About accommodation available
-   Technical specifications of the hall

-
List of visitors to ACMA booth/database
Documents & Material

-
Exhibition Brochure

· Application Forms
· Exhibitor manual
· Quotations / Actual Costs
· Checklists

· Formats
· Bromides
· ACMA Exhibitor Catalogue
· ACMA publications
· Stationery
· Gifts/ give always
Equipment

· Exhibition System, carpet, lights, furniture, podium, shelves, etc.

· Telephone, fax machine, internet connectivity, computer, photocopier

· For hospitality services eg.: water dispenser, fridge, tea / coffee maker

b. Process Flow Chart:
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c.
 Process Outputs:
· Stand Layout/s

· Cheques/DDs

· Feedback 

· Exhibitor Catalogue

· Data base on Exhibitors

· Database on Visitors to ACMA information booth

d.
 Interface with other Process:

· Process for Management Review: PM/08

· Annual Budget: PM/09

· Budgeting (Income Generating Events): PM/10

· Process for Vendor Development & Empanelment: PM/18

· Executive Committee Meeting: PM/23

· Dispatch: PM/34

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

	S NO
	Key Activities
	Responsibility
	Reference  Document
	Time Norms

	A.   International Exhibitions:                        

	1.
	Send in Space request
	Coordinator in consultation with DG//HoD Intl. Divison
	Any information about the exhibition
	

	2.
	Prepare Budget
	Coordinator 
	Exhibitor Manual / Quotations / variation analysis/Previous Budget/Estimates 
	Within 2 weeks of receipt of  costs 

	2.
	Announce Exhibition details among Participants*   
	Coordinator 
	EC forthcoming activities/sending space application/ note to chairman/ Minutes of the EC Meeting 
	Within 5 working days of approval of Budget 

	3.
	Get Stand Layout, get quotations from Freight Forwarders, Interpreters / hostesses / catalogue cover layout
	Coordinator 
	Space confirmation and dimensions of area allocated to ACMA 

As per show organisers schedule 
	

	4.
	Intimate members about individual booths 
	Coordinator 
	Final stand layout
	Before the show dates 

	7.
	Send invites to companies/ Association
	Coordinator 
	Database
	At Least one week before the event

	8.
	Order all services, requirement i.e. Hostesses, Equipment, etc.
	Coordinator 
	Forms, if available
	As per show organisers deadlines

	9.
	Collate  requests / special requirements of members 
	Coordinator 
	Checklist & Reply Forms/Communication from exhibitors
	At least 1 week before the show 

	10.
	Review Budget and Revise, if necessary
	Coordinator 
	
	At least 1 week before the show 

	11.
	Finalise orders with overseas agencies, stand contractor, freight forwarder, etc.
	Coordinator 
	Inputs from Exhibitors 
	At least 1 week before the Show

Or as per show organisers deadlines

	11.
	Receive ACMA Exhibitor Catalogue & Bromides
	Coordinator 
	Exhibitor Catalogue Reply forms
	At least 1 day prior to travel

	12.
	Analysis of  Exhibitor Feedback form
	Coordinator
	Exhibitor Feedback Forms 
	Within 15 days of return from fair

	13.
	Preparation of Report 
	Coordinator
	Relevant Papers
	Within 15  days of return from fair

	14.
	Preparation of Album for all events including MAI/MDA supporting events and hard copy for MAI/MDA supported events

	Coordinator
	Relevant Papers
	Within 30 days of return from fair

	15.
	Write up for Auto News
	Coordinator
	Relevant Papers
	Within 15 days of return from fair

	16.
	Submit  Accounts / Follow-up for payments / Settle all  bills
	Coordinator & Accounts dept.
	Pro-forma for giving statement of accounts
	Before & after the Fair

	17.
	Submit travel expense incurred during Fair 
	Coordinator + concerned staff
	Service Manual
	Within 2 working days after return to office

	B.  Domestic Exhibitions

	1.
	 Send in Space request
	Show Coordinator in consultation with DG//HoD-Domestic
	 Any information about the exhibition
	

	2.
	Prepare Budget
	HoD-Domestic
	Exhibitor Manual / Quotations / variation analysis/Previous Budget/Estimates 
	At least 2 months prior to the event (for Exhibitions)

At least 1 month prior (for BSM)  

	3.
	Announce Exhibition details among Participants*   
	Show Coordinator
	EC forthcoming activities/ sending space application / Note to chairman/ Minutes of the EC Meeting 
	Two Months prior to the date of Exhibition/show

	4.
	Get Stand Layout, get quotations from Freight Forwarders, Interpreters / hostesses / catalogue cover layout
	Show coordinator
	Space confirmation and dimensions of area allocated to ACMA 

As per show organisers schedule 
	

	6.
	Intimate members about individual booths 
	Show Coordinator
	Final stand layout
	Before the show dates 

	7.
	Send invites to companies/association
	Show Coordinator
	Database
	At least one month before show/event

	8.
	Order all services, requirement of hostesses, equipment, etc.
	Show Coordinator
	Forms, if available
	As per agreed deadlines with service provider(s)

	9.
	Collation of  requests / special requirements of members 
	Show Coordinator
	Checklist & Reply Forms/Communication from exhibitors
	At least 1 week before the show/event 

	10.
	Finalise orders with outsourced agencies, stand contractor, freight forwarder, etc.
	Show Coordinator
	Inputs from Exhibitors 
	At least 2 weeks before the Show



	11.
	 Receive ACMA Exhibitor Catalogue & Bromides
	Show Coordinator
	Exhibitor Catalogue Reply forms
	At least 1 day prior to the show/event date

	12.
	Analysis of  Exhibitor Feedback form
	Show Coordinator
	Exhibitor Feedback Forms 
	Within 15 days of the show/event

	13.
	Preparation of Report 
	Show Coordinator
	Relevant Papers
	Within 10 days of the show/event

	14.
	Write up for Auto News
	Show Coordinator
	Relevant Papers
	Within 7 days of the show/event

	15.
	Submit  Accounts / Follow-up for payments / Settle all  bills
	Show Coordinator & Accounts dept.
	Proformas for giving statement of accounts
	Before & after the show/event

	16.
	Submit travel expense incurred during the show/event
	Show coordinator + concerned staff
	Service Manual
	Within 2 working days after return to office


* Participants could be Members/Non-Members


	7
	PROCESS MEASURES: 

	
	· Percentage of Target space / slots sold
· Customer rating for services (in percent)
· Adherence to time lines for handing over Stall (in percent) 


	8.1
	SERVICE MONITORING AND MEASUREMENT 

	S. No
	Output
	Parameter
	Acceptance Criteria
	Responsibility for Control

	a. 
	Stall layout
	Dimensions
	As specified 
	Coordinator

	b. 
	Brochure & Exhibitors’ Catalogue
	All specifications of participating members
	As per specifications 
	Coordinator

	c. 
	Provision of onsite support
	As per checklist
	Compliance to checklist
	Coordinator


	8.2
	PROCESS MONITORING AND MEASUREMENT

	S. No
	Parameter
	Risk
	Control
	Responsibility for Control

	a. 
	Budgetary provisions
	Budget overrun
	Monitor Income & Expenses vis-à-vis approved Budget under each Head, three times during the preparatory stages
	Coordinator

	b. 
	Venue arrangments/  layout
	Site / Layout or Design Verification  may be different from that committed by organiser
	Verify site / layout at the time of possession to ACMA
	Coordinator

	c. 
	Venue infrastructure
	Quality of Furniture/ Structures/Branding/Flooring etc. may be at variance with that committed by organizer/supplier
	Verify quality / quantity of furniture / strcutures / branding / flooring etc at the time of possession to ACMA
	Coordinator


	9
	CORRECTIVE  & PREVENTIVE ACTION : 
	HoD - International Department / HoD-Domestic Exhibitions shall  determine suitable corrective action and identify the responsibility for implementation


10.     References:


a. Work Instructions  

b. Formats: 


· Reply Form Cost of Participation Finalised: PM25/F1
· Catalogue Entry Form: PM/25/F2

· 
Feedback Form: PM25/F3
· Feedback Analysis Form: PM25/F4

· 
Tabulating Payment Made by Exhibitors: PM25/F5
· Checklist for Packing Bags: PM25/F6


· 
Rules & Regulations: PM25/F7


c. Check List

WORK INSTRUCTIONS

Work Instructions for obtaining information about the Exhibition (WI – 1)
1. Get information on the trade show

2. Show profile

3. Layout of fairground

4. Hall/s Layout

5. Obtain information on :

-     Other participants

· Other national pavilions

· Distribution of exhibitors, if applicable 

6. Obtain Space Application Form, if necessary, & Show regulations 

Work Instructions for Preparing Budget (WI – 2)
1. Refer to Budget Process PM 10. 

2. If marketed/organized by a local body, negotiate or take discounts wherever possible and prepare budget.

3. Ensure that the following have been considered when preparing the budget: 

Space Rental, Stand Installation & Construction, Entry in Show Catalogue, Telephone/ Fax at the stand, Hospitality, Interpreters/ hostesses, Travel costs, per diem, Gifts/give always/carry bags, Excess baggage/ Freight forwarding, Postage, photocopying & stationery, Telephone/ Fax expenses, Bromides, Printing, Updating CD Rom & ACMA profile, availing any of the promotional/ publicity services offered by show organisers

4.
Get necessary approval from Chairman/ DG before announcing cost of participation.
Work Instructions for Informing Exhibitors about the Exhibition (WI – 3)

1. Intimation to  Exhibitors must contain:

· Name of show

· Venue

· Duration and dates

· Organisers

· Profile of the exhibition

· Frequency (if information available)

· Information on response received from the previous exhibition

· Proposed size of ACMA joint stand 

· Proposed size of individual booths

· Participation Costs 

· Deadline date for receiving confirmations, if necessary

2. Send communication along with reply form 

3.
Upload on website 
Work Instruction for Stand Design and Layout (WI – 4) Outsourced
1. On receipt of space allocation from show organisers, check on dimensions of stand – length, width, and also for any obstructions that may be there in the form of pillars.  

2. Send space allocation along-with hall layout to stand contractor, if not using the standard shell scheme / built up booths, with requirement.  Ensure that the following have been taken into account:

· No. of booths required

· ACMA information booth

· Common area of pantry, storage, location of communication facilities

· Furniture requirement for individual booths, ACMA information area and common area

· India projection 

· Ceiling height, if necessary

3. Get quotations from more than one contractor, if possible.

4. Obtain stand design/s from stand contractor/s

5. Obtain quotation on approved design.  This should include :

· The costs of 

-
     Carpet

· Partitioning walls

· Lights

· Tables

· Chairs

· Display area

· Shelf

· Plants

· Dustbin

· Ashtrays (optional)

· Fascia lettering

· Costs of  “India brand”/special requirements

· Additional costs for information booth/ pantry/business requirements

· Shelves

· Storage area

· Chairs

· Tables

· Refrigerator

· Telephone/ fax machine

· Internet connection (if required)

· Audio visual equipment (if required)

· Electricity, Water/Waste 

· Stand cleaning

6. Present quotations for DG/’s approval after checking that they fall within the budgeted expenditure.

7. Finalise order, along-with details of furniture, lighting fixtures, India projection etc.  Also ensure that there is a delivery date mentioned in the order / contract.

8. If items such as electricity, water, telephone, fax, refrigerator, tea / coffee machines, need to be ordered separately, deadlines fixed with show organisers must be adhered to.  Ensure that there is a confirmation, in some form, that the order has been received and item/s will be delivered as per order placed.  

9. Final payment to stand contractor should be cleared after stand is completed.  In some cases advance payment for items / services is necessary.  Ensure that you carry a copy of the payment.

10. 
Where ACMA takes built-up booths assess additional requirements and place orders as per requirements

Work Instructions For Freight & Forwarding  (WI – 5) ) Outsourced
1. Use single forwarding company.  

2. Either use freight forwarder used regularly by ACMA/ get quotations from more than one freight forwarder. Seek the advice of a reputable forwarding company

Finalise company giving best rates & services. One who can reserve shipping space in good time and will avoid trans-shipments

3. Give exhibitors details of the forwarding agents name, address, telephone, fax and contact person and the rate.

4. Give exhibitors instructions concerning dates, handling, delivery to the stand Also give exhibitors information about the official freight forwarders and all details available on sending exhibits to exhibition site.

5. Advice participants about proper packing of material, that should be clearly marked, preferably on more than one side.

It is advisable to put colored mark or sticker on the packaging so that it can be recognized from a distance. The marking should include name of the company, name of the exhibition with city & country, hall and stand number, name and address of the site agent. 

6. Check delivery date of exhibits with each participant. To avoid risk of receiving material at the last moment or after exhibition starts, make sure that you are informed about all details so that exhibitors may be advised appropriately.
Work Instructions for Organising Interpreters / hostesses (WI – 6) ) Outsourced
1. Identify need for Interpreter / Hostesses based on previous participation in the show.  In case, of first time participation, in countries where the local population speaks a language other than English, it is always advisable to get an interpreter.

2. It is advisable to check with the local Indian Mission / Stand Contractor to give references of persons.  This proves to be both cost effective and it has been found in the past that they are more willing to work as team members.

3. In the last instance, contact the official agency providing these services.  

Work instructions for ACMA Exhibitors’ Catalogue (WI – 7 ) 

1. Send ACMA Exhibitor Catalogue Entry form to all exhibitors.

2. Check for Completeness on receipt.

3. Form must contain the following clarification referring to missing data : 



Please Note :

· All fields must be filled-in. Secretariat reserves the right to take data/information/ logo from the last available Buyer’s Guide.
· Please write “Nil” or “Not applicable” wherever relevant.

· Any fields left blank will be printed as “Data not available”

4.
Collate data and necessary information such as bromides of company logos, advertisement material etc.

5.
Send collated information to Printer (selected from Approved Supplier List) 
6.
Obtain 1st Proof and carryout corrections through printer. 

7.
Take as many proofs, and place final Printing order

8.
On receipt of Exhibitors Catalogue, Verify as per specifications given

Work Instructions while dealing with Customer Property – WI-7(a)
All Advertisement Material and Catalogue received for display in exhibitions or any other event at ACMA is called Customer property. Personal records and intellectual property is also regarded as customer property. 

Due care needs to be exercised, while dealing with customer property/ material. Customer Property/ Material needs to be kept safely with proper identification for easy traceability.
For Storage of customer’s property in Advertisement form:

· Coordinator to enter the details about the material in a separate Folder  
· Maintain a running list of Ad-material received by date. 

· For Physical form of material, ad-material shall be kept in an Envelope, with details i.e. the name of the Company, Type of Ad and Use for etc. or 

· For Soft copy, all information to be kept under events folder and be validated from Printer for required resolution. 

· Concerned Coordinator/HoD stores the material in a manner that ensures no damage/deterioration.
· If any of the advertising material and catalogues received for display in exhibitions is lost, damaged or otherwise found to be unsuitable for use, then the same is reported to customers and new samples shall be arranged by coordinator.

· If in hard copies, once the purpose of information is solved, return the balance brochures to the company.
Work Instructions for Gifts / Give-aways (WI – 8)  Outsourced
1. Intimate Purchase-Head about requirement for Standardised Gifts. If any special/personal gift is required, Exhibition coordinator to arrange same directly from market.  
2. Ensure the Quantity, Type of Gifts/ Give-away required – Corporate/Personal.

3. For all Gifts, ensure that the cultural conformity, be met.

4. Pack gifts appropriately
Work Instructions for Intimating Members about Participation Details (WI – 9)
While giving details of participants in the ACMA Stand, Following should be included; 
1. ACMA Stand Location : 

· ACMA stand size

· ACMA stand nos. 

*    Enclose layout of the exhibition

*    Enclose layout of hall where in the ACMA stand is located. 

*    No objection certificate from ITPO (Direct Participation of ACMA)
2. Services Provided by ACMA to Exhibitors in its Stand : 

· Built-up, Fully equipped booth.

· Pre-fair publicity of companies exhibiting in the stand. 

· Entry in the show catalogue under the alphabetical listing. 

· ACMA shall print its own catalogue of the exhibitors in its stand for distribution at the trade show.

· Business facilities to include ______. 

Please state that rental costs for the equipment will be paid by ACMA. Actual cost incurred on usage will have to be paid by exhibitors. 

· Interpreters/hostesses , if being provided 

· Hospitality would include ____________ 

· Advice on arranging visual display.  

· Freight forwarder 

3. ACMA Stand Layout, Construction and Individual Booths: 

· Give size, dimension and type of panels 

· Size of booth/s

4. Items Provided by ACMA to Exhibitors in the Individual Booths : 

Each __sq. mtr. / sq. ft.booth in the ACMA stand will be provided with the following items.  The quantity of items will be in proportion to the size of the booth.  

1.  Facia with company name
2.  Side and Rear Walls 

3.  Carpeting 

4.  Lights 

5.  Table 

6.  Chairs 

7.  Display area - with a total surface area of 2 sq. mtrs.

8.  Display shelf  

9.  Reception Counter/Lockable Component 

10.  Dustbin 

11.  Ashtray 

12.  Potted Plant 

13.  Plug point - to be used to run a T.V. or Computer

14.  Pre fair and daily booth cleaning

(These items should be within the budgeted services offered by ACMA, when taking raw space. This does not apply when taking builtup booths. )

5. Facia Lettering:

Ask companies for the company name as they would like it to be written on the facia.

6. Telephones, Fax, Photocopier:  

Give information on telephone connections and  instruments available, if companies require a separate telephone. 

7. Car Parking Permits : 

 
Give this information, wherever valid.

8. Accommodation  : 

  
Give details for members to book accommodation. 

9. Entry in the  Official Show Catalogue 

Ensure that relevant information is given to companies. 

10. ACMA Exhibitor Catalogue  : 

Send ACMA Exhibitor form. 

11. Publicity 

 
Send information on publicity options available. 

12. Freight & Forwarding

  
Send information on freight & forwarding. 

13. Cost of Participation :  

       Give cost of participation and ask for final payment, if any 

Work Instructions for Packing Bags  (WI 10) - Use Checklist
1. All bags should contain complete name, address and contact numbers of Secretariat staff.

2. Bags to carry ACMA baggage sticker.

3. Packing List to include :

· Two copies each of the catalogues sent by companies  that are “catalogue exhibitors”

· Some ACMA Exhibitor Catalogues

· Hard copy of latest ACMA presentation on Indian Automotive Industry

· Soft copy of latest ACMA presentation 

· Talking points for office bearers, if any

· Gifts

· Medicines

· Stationery (Don’t forget the reversible tape & packing tape)

· ACMA publications

· All communications with various agencies

· ACMA Bromides

· Indian snacks, if any

· Exhibitor Feedback form

4. Bags to be packed a day prior to departure.

5. Staff deputed for the show to arrive at least two days before start of exhibition.

Work Instruction for Marketing the Event (WI – 11)
Identify and prepare a list of Buyers - Visitors from the last year Event/ Counterpart Association/ ACMA Database/ Incoming delegation to India/ Outgoing missions/ Business Enquiries etc.
To keep the Embassy informed about the Exhibition, and in case they would like to invite some of their contacts.

Do send an invite to OEMs/ Buyers/ Others giving some basic information on Stand No., Location, How to enter the fair ground, List of suppliers with products being displayed, if possible

Visitors Entry Regulation to be informed, if required 
Checklist - For Organising Stand at venue and monitor all arrangements 

	1. Facia Name

	2. Stall/Booth Number

	3. Hall Number

	4. Stall/Booth Area

	5. Corner Location, as applicable

	6. Guaranteed Items as per stall area

	7. Extra Requirements, if any

	8. Daily Stand Cleaning

	9. Security during fair days

	10. Hospitality at ACMA Stall 


Start





Domestic Exhibition





International Exhibition





Exhibition





Collate responses and payment





Announce the details of exhibition to invite participation (Refer WI-3)





Fix participation fee and other revenue sources


Refer PM 10 & � HYPERLINK  \l "WI – 2" ��WI-2�





Decide on Focus of Show (Aftermarket / OEM), Venue, Dates





Get Quotation on Space Rental / Build up cost





Obtain Information about the exhibition, visitors profile and cost (WI-1)





Prepare Budget


Refer to PM 10 & WI- 2





Check status of membership subscription from Finance 





If not paid








If paid








Collect Membership Subscription Outstanding








Start working on specific arrangements


Stand Design & Layout* Refer to WI 4


Freight Forwarding* Refer to WI 5


Interpreters/ Hostesses* Refer to WI 6


ACMA Exhibitors Catalogue* Refer to PM 41 & WI 7   


Security & Other Agencies





Tabulate Format No. 6 to understand members’ payment status, requirement of space, location, advertisement/ Sponsorship/ catalogue details etc. 


Compile other / special requirement of members, if any and share with Fair Organisers





�HYPERLINK "file://\\\\192.168.0.202\\d\\ACMA ISO 9001_2008\\ACMA\\AppData\\Local\\Microsoft\\Windows\\Temporary Internet Files\\Content.Outlook\\AppData\\Local\\Microsoft\\Windows\\Temporary Internet Files\\Content.Outlook\\AppData\\Local\\Microsoft\\Windows\\ACMA ISO 9001 2000\\ISO-FINAL PROCESS\\Measurement Charts\\PM_25.xls" \l "INTIMATE_MEMBERS_ON_INDIVIDUAL_BOOTHS"��Intimate Exhibitors about the stand layout, their individual booth dimensions and full details of participation in the ACMA stand.�


Refer to � HYPERLINK  \l "WI – 9" ��WI 9�











Write to ITPO/Other relevant Agencies seeking no objection for direct joint stand participation of ACMA





Order gifts* / give aways*, if required


Refer to WI-8


Refer to WI 8





Send invites to Companies/ Associations/ Other stakeholders  for visitors promotionWI-11





�HYPERLINK "file://\\\\192.168.0.202\\d\\ACMA ISO 9001_2008\\ACMA\\AppData\\Local\\Microsoft\\Windows\\Temporary Internet Files\\Content.Outlook\\AppData\\Local\\Microsoft\\Windows\\Temporary Internet Files\\Content.Outlook\\AppData\\Local\\Microsoft\\Windows\\ACMA ISO 9001 2000\\ISO-FINAL PROCESS\\Measurement Charts\\PM_25.xls" \l "ORDERS_FINALISD_WITH_OVRSEAS_CONTRACTRS"��Finalise orders with Stand contractor(s), freight forwarder(s), service providers, hostesses/ interpreters�





If subscription outstandings are not over 6 months Confirm space to companies and send relevant forms and information 





-  Collect Fee from  


   Exhibitors/Sponsors 


 Bills from Suppliers





Organise Stand at venue and monitor all arrangements at Venue, as per checklist given below





�HYPERLINK "file://\\\\192.168.0.202\\d\\ACMA ISO 9001_2008\\ACMA\\AppData\\Local\\Microsoft\\Windows\\Temporary Internet Files\\Content.Outlook\\AppData\\Local\\Microsoft\\Windows\\Temporary Internet Files\\Content.Outlook\\AppData\\Local\\Microsoft\\Windows\\ACMA ISO 9001 2000\\ISO-FINAL PROCESS\\Measurement Charts\\PM_25.xls" \l "BAGS_PACKED_ON"��Pack bags�  Refer �HYPERLINK  \l "Work Instructions for Packing Bags  (WI 10)"��WI 10�





Make payment if any, to contractor and local service provider





Receive feedback from exhibitors at the Venue





�HYPERLINK "file://\\\\192.168.0.202\\d\\ACMA ISO 9001_2008\\ACMA\\AppData\\Local\\Microsoft\\Windows\\Temporary Internet Files\\Content.Outlook\\AppData\\Local\\Microsoft\\Windows\\Temporary Internet Files\\Content.Outlook\\AppData\\Local\\Microsoft\\Windows\\ACMA ISO 9001 2000\\ISO-FINAL PROCESS\\Measurement Charts\\PM_25.xls" \l "REPORT_PREPARED_ON"��Prepare Report�





Follow-up on pending payments and finalisation of statement





�HYPERLINK "file://\\\\192.168.0.202\\d\\ACMA ISO 9001_2008\\ACMA\\AppData\\Local\\Microsoft\\Windows\\Temporary Internet Files\\Content.Outlook\\AppData\\Local\\Microsoft\\Windows\\Temporary Internet Files\\Content.Outlook\\AppData\\Local\\Microsoft\\Windows\\ACMA ISO 9001 2000\\ISO-FINAL PROCESS\\Measurement Charts\\PM_25.xls" \l "AP2"��Create� Album of the event





Give matters for Auto News





End








Compare Income/Expenses vis-a-vis budget and do a variation analysis





* Outsourced
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