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	1
	PURPOSE 
	To describe the methods and responsibilities adopted for receiving proposals from members, preparing and submission of Pre Budget Memorandum. Pre-Budget Memorandum to include:
a) Recommendation to the Government on Indirect /Direct Tax  issues which need to be addressed by the auto component sector in the forthcoming Union Budget 
b)  Recommendation on changes/tax implementations/fiscal procedures  

	2
	SCOPE
	Applicable to proposals/ suggestions received from Members

	3
	RESPONSIBILITY
	Department –Public Policy & Government Affairs


	4
	PROCESS BOUNDARIES  

	
	Starts with: 

Ends with:
	Seeking inputs from members on Direct/ Indirect Tax related issues & its compilation
Submission of final PPT to MOF


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


a)
Process Inputs: 


-     Information

· ACMA’s last year’s Post Budget Memorandum, Customs Tariff,

· Excise Tariff, Central Excise Ready Reckoner                 

· Representations from Companies thru’ Faxes, E-mails, Letters, minutes of EC Meetings, personal interactions, etc.

· Material

· Folders and Copies of Pre-Budget Memorandum

b)
Process Flow Chart:
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   c) 
Process Output:             

· Pre-Budget Memorandum 

· Expert Opinion

· Chairman Points

· Presentation Materials 

· Briefing Note/Record Note

d) Interface with other Processes: 

· Process for Management Review: PM/08

· Executive Committee Meeting: PM/23

· Process for Monitoring Customer Perceptions: PM/38

· Process for Membership matters: PM/33
· Process for uploading information on Website: PM/31
	6
	KEY ACTIVITIES  

	S. No.
	Key Activities
	Responsibility
	Reference  Document
	Time Norms

	1.
	Issue Circular to  all members requesting for inputs for Pre-Budget Memorandum 
	Head of Department/ Team Member
	Work Allocation
	By 15th  August


	2.
	Collate inputs and Prepare Draft Pre-Budget Memorandum & send to Tax Consultant for views 
	Head of Department/ Team Member
	Representations from members 

Work Instructions


	By 30th September



	3.
	Modify Draft if necessary based on Tax Consultant’s views 
	Head of Department/ Team Member
	Representations from members 


	By 15th October



	4.
	Send Draft to the President/ Committee Chairman/Director General, for views and approval 
	Head of Department/ Team Member
	Pre-Budget Memorandum
	By 20th October



	5.


	Prepare final Pre-Budget Memorandum after approval from the President/ Committee Chairman/Director General
	Head of Department/ Team Member
	Pre-Budget Memorandum
	By 30th October



	6.
	Submit Pre-Budget Memorandum to the concerned Department in Ministry of Finance 
	Head of Department/ Team Member
	Pre-Budget Memorandum
	By 1st  November *(date subject to change based on schedule given by MoF)


	7.
	Convert main issues to Power Point Presentation
	Head of Department/ Team Member
	Pre-Budget Memorandum
	By 2nd November*(date subject to change based on schedule given by MoF)


	8.
	Finalise Presentation
	Head of Department/ Team Member
	Pre-Budget Memorandum
	One Day before Meeting


	7
	PROCESS MEASURES : 

	
	· Number of Meetings with relevant Ministries 

· Number of recommendations made regarding the Pre-Budget Memorandum


	8.1
	SERVICE MONITORING AND MEASUREMENT 

	S. No
	Output
	Parameter
	Acceptance Criteria
	Responsibility for Control

	a. 
	Collation of Members suggestions 
	Tax related issues and/or issues impacting Members interest
	Members Responses
	HOD-Economic Affairs

	b. 
	Consultants Views & finalalisation of  ACMA recommendations to MOF
	Industrial & Economic scenario
	Meeting members interest
	HOD-Economic Affairs


	8.2
	PROCESS MONITORING AND MEASUREMENT

	S. No
	Parameter
	Risk
	Control
	Responsibility for Control

	a.
	Members responses
	Lack of Responses
	Engage consultant for expert advice for preparing consolidated recommendation on behalf of the industry


	HOD-Economic Affairs


	9
	CORRECTIVE  & PREVENTIVE ACTION : 
	HOD / Team Member - Public Policy & Government Affairs Committee shall determine suitable corrective action.


10.
REFERENCES:
a. Work Instructions: Work Instructions for Pre-Budget Memorandum 

Work Instructions for Pre-Budget Memorandum

· Compiling Draft Pre-Budget Memorandum

a) 
Start with a note of current status of challenge

b) 
Give graphs/tables, etc. to indicate growth and status of industry
c) Recommendation under each point to be mentioned in bold

d) EXIM Issues to be included, if relevant
e) 
Categories of recommendations

i) Customs 

ii) Excise

iii) CEN VAT

iv) Any other issues


(Only those pertaining to the automotive industry)

· Sending Draft Pre-Budget Memorandum for approval

a) Send by E-mail/Fax/Courier after finalization of draft in consultation with KP
b) Enquire receipt by a phone call

c) Follow-up with President/Committee Chairman/Director General/Tax Consultant for selection of points and approval/views
· Tabling of Pre-Budget Memorandum in EC Meeting

a) If  Executive Committee Meeting is held before the Pre-Budget Meeting, then add the Pre-Budget Memorandum in the Executive Committee Agenda and table it during the EC Meeting for appraisal & views of Executive Committee members of ACMA.

b) If Executive Committee Meeting is held after the Pre-Budget Meeting, then add the Pre-Budget Memorandum in the Executive Committee Agenda and table it during the EC Meeting for information of Executive Committee members of ACMA.

· Submit Pre-Budget Memorandum to the concerned Ministries/Departments and the Association
a) Submit printed and email copies of  Pre-Budget Memorandum to Ministry of Finance, Ministry of Heavy Industries & Public Enterprise

b) Send Pre-Budget Memorandum to CII, FICCI, ASSOCHAM

· For Meeting at Ministry of Finance

a) Carry 10 extra copies of Pre budget Memorandum

b) Carry at least 15 copies of the Presentation

c) Carry presentation in pen drive    
Start





Issue Circular to all members requesting them to send Direct/Indirect Tax issues that concern the industry





Compile & analyse data received from member Companies





Prepare Draft Pre-Budget Memorandum based on last year’s Post Budget Memorandum & new inputs received from members





Send Draft to Tax Consultant* for expert views/opinion








Meeting MMMeeting.





Modify draft if necessary based on tax consultant’s views





Send Draft Pre-Budget Memorandum to Committee Chairman, Public Policy & Government Affairs for views & approval











Circulate to Executive Committee for information/ inputs








Convert main issues of Pre-Budget Memo into Power Point Presentation for Meeting





Prepare the final Pre-Budget Memorandum after approval from the Committee Chairman 








Send the finalized PBM and ppt for uploading on Website to IT Department after meeting at Finance Ministry 


Send copy of PBM by email to all HODs & regional Offices








Submit Pre-Budget Memorandum to the concerned department in Ministry of Finance,  Ministry of Heavy Industries & P.E and CII, FICCI and ASSOCHAM








End





* Outsourced
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