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	1
	PURPOSE 
	To describe the methods & responsibilities adopted for

· Scrutiny and Approval of Applications for Membership 

· Updating the Members’ Mailing List

· Cessation of Membership 

	2
	SCOPE
	Applicable to prospective applicants aspiring to become members of ACMA or to cease their membership.

	3
	RESPONSIBILITY
	HoD – Membership 


	4
	PROCESS BOUNDARIES  

	
	Starts with: 

Ends with:
	Receipt of Application Form/ update from Members/ Resignation request

Confirmation of Membership / Updated Membership Database


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


Process Inputs: 




For new members:

· Initial request from the prospective applicant company

· Filled application 


For existing members:

· Once approved, add to the membership list 

· For any changes/amendments a written request from member/Regional Office along with Certificate from ROC ( wherever applicable)

· In case of Cessation, a written request from member/ RO; This is also applicable in the event of merger & acquisition (M&A)

b.
Process Flow Chart: 

-  Scrutiny and Approval of Applications for Membership:
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-  Updating the Members’ Mailing List:





























-   Requests for Cancellation of Membership::
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ii)  Mergers/Acquisition: 
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c..
Process Outputs:


For new members:

· Welcome letter from President with kit ( latest information about ACMA, membership ID, selected publications, etc)

· Membership ID

· Certificate

· Website access

· Add to mailing list for future communication


For existing members:

· Confirming the changes/amendments

· Modified mailing list incorporating the changes

· Inform HO/RO Officers and staff


For cessation:

· Approval from Regional Chairman and EC

· Written communication about the cessation of membership

· Modify the mailing list

d.
Interface with Other Processes:

· Process for Management Review: PM/08

· Process for Reviewing Customers Requirement, Perception & Feedback: PM/15

· Process for Business Enquiries: PM/16

· Process for Conferences / Seminars / Workshops: PM/22

· Process for Executive Committee Meeting: PM/23

· Process for Organizing Trade Fairs & Exhibitions: PM/25

· Process for Functioning of Library: PM/26

· Process for Outbound Missions (International): PM/27

· Process for Inbound Missions: PM/28

· Process for Organizing Domestic Missions: PM/29

· Process for Bringing out Publications: PM/30

· Process for updating Information on Website: PM/31

· Process for Dispatch: PM/34

	6
	KEY ACTIVITIES  

	S. No.
	Key Activities
	Responsibility
	Reference  Document
	Time Norms

	A.  Scrutiny and Approval of Applications for Membership 

	1.
	Scrutinise Membership Application Form
	HoD
	Work Instruction, Membership Eligibility Criteria and Memorandum and Articles of Association
	Within 10 working days from receiving the Application Form

	2.
	Giving Applicants’ Details for the E.C. Agenda to seek approval
	HoD
	Sample from previous Agendas/Member-ship Application
	Before the date of EC Meeting

	3.
	Seek information about the approval from EC

And add the details of the new member in mailing list
	HoD
	
	Within  five working days of EC meeting

	4.
	Prepare Welcome Letter  and enclose the kit material & Dispatch
	HoD/Support Staff/Dispatch Section
	Previous Letter Sent
	Within  10 days after the E.C. meeting

	B. Updating Members’ Mailing List

	1.
	Receive  written communication from the member for change
	HoD Membership
	
	 

	a.
	If clarification required, revert back to member for complete details
	HoD Membership
	
	

	B
	Carry out the changes in the member’s data
	Support Staff
	Info from company
	Within one week from receipt of information

	2. 
	Inform Dispatch/ ROs/All Staff about changes made.
	Support Staff
	Members’ Mailing List
	Within one week

	3.
	Send letter of confirmation to the member company
	HoD/ Support Staff
	Letter from company
	Within one week

	4
	Updation of Records after every 6 months
	HoD/ Support Staff
	Send Email to companies
	After every five months

	5.
	Call Companies who haven’t responded to email to get updation
	HoD/ Support Staff
	Compiled list of reply received 
	Within one month of sending email reminder 

	C. (i)  Cessation of Membership

	1.
	Forward request received for cancellation of membership to concerned RS 
	HoD-Membership
	Member’s Letter 
	Without delay

	2.
	Receive Chairperson’s recommendation/ views from RS 
	RS
	Member’s Letter 
	10days prior to the date of EC meeting



	3.
	Put up the request for the E.C. Agenda for approval
	HoD-Membership
	
	As per Process for Executive Committee meeting

	4. 
	On the basis of approval, cancel the membership and inform staff  after updating mailing list
	HoD-Membership
	Members' Mailing List
	Within  5 (Five) working days 

	5.
	Send intimation to the ceased member
	HoD Membership & Dispatch Section
	
	Within  8 (Eight) working days after approval from DG


	C(ii)  In the case of merger & acquisition of members:

	1.
	On receipt of written communication from the member, examine the pros and con about the technicality involved in the cessation (Refer Flow Chart)
	HoD Membership
	Letter from the company 
	Without delay

a) Ineligibility of   

    a new co.

b) the non 

    existence of a 

    member co./ 



	2.
	If identity remains the same, change only the details and incorporate in the mailing list.
	HoD Membership
	Sample from previous Agendas/ Letter from member opting to resign 


	As per Process for Executive Committee meeting

	3. 
	Remove the details of the acquired member details from Mailing List, after E.C.’s approval, and inform staff 
	HoD Membership
	Members' Mailing List
	Within 5 (five) working days after EC approval



	4.
	Send communication about cessation of the membership 
	HoD Membership & Dispatch Section
	
	Within  8 (Eight) working days after getting approval from DG



	7
	PROCESS MEASURES : 

	
	· To arrest withdrawal due to dis-satisfaction with ACMA services (% of membership withdrawing)
· Updation of mailing list following Addition/ Deletion of members within 5 working days of approval from EC (compliance in percent)


	8.1
	SERVICE MONITORING AND MEASUREMENT 

	S. No
	Output
	Parameter
	Acceptance Criteria
	Responsibility for Control

	a.
	Confirmation letter for new membership
	As per template/format
	Completeness and accuracy of information
	HoD - Membership

	8.2
	PROCESS MONITORING AND MEASUREMENT

	S. No
	Parameter
	Source
	Frequency
	Responsibility for Control

	a.
	Identify returned letters due to incorrect mailing address and secure correct address
	Dispatch
	Every month
	HoD - Membership


	9
	CORRECTIVE  & PREVENTIVE ACTION : 
	HoD-Membership shall determine suitable correction actions along-with its implementation. 




10. 
References:
1. Work Instructions:  
· Work Instructions for Process for Scrutiny and Approval of Membership Application 
2. Formats: 
· Ordinary Member - Application Form: PM33/F1
· Associate Members- Membership Application Form PM33/F2
· Affiliate members – Membership Application Form PM33/F3
· Format for Membership Resignation: PM-33/F4 

Work Instructions

Receiving Application Form, Payment and other Documents:

1.
The Applicant should apply from the region where his main manufacturing operations are established (in case of Ordinary Member) 

2.
An Applicant should send the Application to the ROs with all relevant documents and payment.

3.
In case an application comes to CO, then HoD-Membership to send Xerox copy/ scanned copy of form to relevant RO and send the original page of  the “Chairperson’s Approval” sheet. 

4.
In case RO receives an Application Form then the following has to be done:

· Take a Xerox copy of the Application Form.

· Keep the original of the “Chairperson’s Approval” sheet and send a copy of this along with all the original documents to the Membership Department.

Scrutinising an Application Form:

STEP 1

1. The Form must be Proposed and Seconded by a senior representative, (preferably by someone who is on the ACMA Members’ Mailing List), of two different member companies of ACMA. Signature, name of the person, designation, and company stamp (if not an EC Member) is a must, for both (except if it is being proposed and seconded by the EC member then the company stamp is not necessary).

2. Application Form must bear the company stamp, name and designation of the Applicant.

3. “Holding” companies are not eligible to apply. 

STEP 2

1. Check for specific information in the Application according to the eligibility criteria.

2. The Application must contain all information sought in it (otherwise refer to point iv of Step 2) and must be accompanied by all documents required to be submitted. Should there not be any specific information/document, write to company to seek information/document.

3. Despite making a request, if the applicant does not reveal its P & L account (in Audited Balance Sheet) then MD should ask the applicant to send a document stating the sales turnover, certified by a Chartered Accountant/Company Secretary/Finance In-charge, only after HoD discusses the matter with the DG.

4.
In case the applicant is unable to provide any other specific information/document required during processing, HoD to discuss with DG, if necessary, and decide course of action/rejection.

5.
The sales figures given in the form should match the figures in the P & L account or with the Chartered Accountant/Company Secretary/Finance In-charge certified-document.

6.
Applicant is required to submit both the entrance and membership subscription fee, via a cheque/demand draft, along with the application form

STEP 3

1. In case application is satisfactory then send communication to RO to get approval of the chairperson.

2. Approval page to be faxed by RO to MD and then couriered or handed over at forthcoming E.C. meeting.

Prepare details of applicant for agenda:

1.
The One-Sheeter with details of a membership applicant should be given to the EC meeting in-charge, for inclusion in the agenda, at least one week before the date of the meeting. In case this is not possible for any valid reason, then the One-Sheeter could be given for inclusion in the President’s Briefing Note, prior to the meeting, subject to the DG’s approval and only if the application is complete in all respects.

2.
One-Sheeter for EC agenda to be prepared as per prescribed format.

3.
One-Sheeter to be given to EC agenda in charge for inclusion.

Feed mailing details/inform staff:
1. Feed mailing details in members’ mailing list after E.C.’s approval.

2. Inform secretariat staff via inbox/printout (complete list for dispatch section). Inform RO via e-mail/fax.

3. Give  application form to members’ database in-charge to update their record and take back the application form.

4. Upload the list.

Welcome Letter:  

i) Prepare President’s welcome letter and send to him for signature. The welcome letter will contain: 1) Mention of date and venue of E.C meeting at which the applicant's membership was approved 2) Welcome statement 3) Mention of ACMA's office network 4) Mention of the following being enclosed: ACMA Auto News, Annual Report (Latest available), Automotive Buyer's Guide (Latest available), Recent circulars issued to ACMA members and ACMA membership certificate (in Acrylic Frame). 5)Request to register at the website www.acma.in
ii) Send letter of welcome to new members, signed by President, by courier along with enclosures.

Work Instructions for Updating Members’ Mailing List

1. Points to keep in Mind/for action before updating the list 

(i) Information on change in company’s name, mailing address, name of addressee, etc., should be given in writing along with required supporting document, as applicable by law (such as “Registrar of Companies” certificate) or otherwise, by the member company.

(ii) In the case where especially a change in company name is notified by a RO/any colleague, then Membership Department to write to the company seeking verification/ a “Registrar of Companies” certificate / any other additional information to enable change in members’ mailing list.  

(iii) In the case of receipt of information on change in member company’s name/ name of addressee/mailing address, Membership Department to inform dispatch section /RO concerned, for the interim, about notification received verbally or via e-mail – if consequential.

2. Points to keep in mind/for action especially when changing company name (such as a complete change in name of a company or a change in status from “Pvt. Ltd” to “Ltd”. or vice-versa) --

(i) Seek a “Registrar of Companies” certificate or any other government agency certifying-document from the member company if not enclosed.
(ii) Find out if change in company name has taken place due to a merger/acquisition and if this has led to the formation of a new legal entity (a company) and if it has led to a change in management, products, customers, etc.
(iii) In case change in company name arose out of formation of a new legal entity (thus leading to a change in management, products, customers, etc.) then the company will have to apply afresh for membership.
3.
Transfer of Membership

(i) Transfer of  ACMA membership from one company to another is not permissible. If such a request is received then the new company will have to be told to apply afresh for membership.

4.
Inform dispatch/all staff on change in Members’ Mailing List.

(i) In case of a minor change in the company name (where alphabetical order of the list is not disturbed)/designation/mailing address, make the change, print a label and give to dispatch for sticking on the existing mailing list. Ensure that dispatch in-charge sticks the label immediately on the same day.

(ii) In case of change in complete name of company (if it disturbs the alphabetical order of the list) /inclusion of new member, then print complete mailing list and give to dispatch and send soft copy to RO via e-mail.

(iii) Inform all staff in the Secretariat through computer inbox messages and ROs through e-mail. Once information is received from MD on any change in Members’ Mailing List, then RS/Support Staff to make a label of the update and paste on existing list which will be used till such time a soft copy is received from HoD after an E.C. meeting.

However, in case a company’s name changes totally, leading to a change in the order of the list, then MD to send updated soft copy by e-mail to ROs.
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Receive Application Form, Payment and other Documents (refer WI-1)





Head of Membership Department to scrutinise Application Forms (� HYPERLINK  \l "Scrutinising an Application Form" ��WI-2�)





Check if clarification/ additional Information is  required?
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Ask relevant ROs to get Chairperson's Approval (WI-2)





�HYPERLINK "../pv.ACMAHO/AppData/Local/Microsoft/Windows/Temporary Internet Files/Content.Outlook/3ZOVRJKG/Measurement Charts/PM_33.xls" \l "DETAILS_FOR_EC_AGENDA"��Details of Applicant to be given in the ACMA E.C. Agenda for Final Approval only after getting Chairperson's Approval� (WI-3)








Feed Mailing Details in Mailing List after E.C.’s approval (WI-4)





Inform All Staff about Induction of New Members (WI-4)





Send Letter of Welcome from ACMA President to Approved Applicant along with other enclosures (WI-5)
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Receive written information (WI-1)





Is any addl. information required?


(WI-2)
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Follow-up with Source





Receive addl. info
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Make a change in Mailing List





Inform Dispatch/RO/All Staff on the change made (WI-4)





Send  confirmation to the company
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Receive request on Cancellation of Membership 














Forward the request for Cancellation to concerned Regional Secretary (RS)





RS to discuss cancellation of membership with Regional Chairperson and obtain his/her recommendation 





Receive recommendation from Regional Chairperson for Cancellation of Membership from RS





If OK by Chairperson 











Action as per Chairpersons' advice





Forward request to Chairman Membership for his approval








If approved 











Action as per Chairman Membership Advice





Suspend service to the company








Details of member to be given in the ACMA E.C. Agenda for ratification  








Inform All Staff about Cancellation of Membership





Amend Mailing Details in Mailing List








Send Removal letter to co. with a copy to ROs & Chairperson
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Info receive on Merger/Acquisition





Ask for complete info on Merger/Acquisition, if required














If Member company gets merged with another Member Company to create a new entity














If Member company acquires another member company 











If Member company gets acquired by a Non Member Company














Therefore the acquired Member Company would be removed from rolls after giving information to EC











Resulting entity would have to apply fresh for ACMA Membership 














If eligible? 











Resulting co to send filled in application form








Follow PM-33





Inform Chairman membership/ Regional chairman about non existence of the member co. due to merger/ acquisition














Suspend Service to the Company











Details of member to be given in the ACMA E.C. Agenda for ratification  








Send Removal letter to co. with a copy to ROs & Chairperson




















Amend Mailing Details in Mailing List








Inform All Staff about Cancellation of Membership
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