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	1
	PURPOSE 
	To describe the methods and responsibilities, adopted for Dispatch of Circulars/Documents/Publications/Materials and other Correspondence and Letters  

	2
	SCOPE
	Applicable to all Dispatches from HO and RO (excluding bank related correspondence and Private & Confidential matters) 

	3
	RESPONSIBILITY
	Dispatch In-charge / HoD - Admin in HO and RS in RO 


	4
	PROCESS BOUNDARIES  

	
	Starts with: 

Ends with:
	Receipt of documents for Dispatch
Pro-forma of documents


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


a)
Process Inputs: 


Information

· Mailing Lists

· Advance Notice of Dispatch
· Volume/Quantity

· Special instructions for Dispatch, if any 
Material

· Envelope/Gum Bottle/Brush/ Stationery/Stamps/ Labels, Packing Material/ Tapes / Rubber Stamp

Documents

· Material for Dispatch in the form of letters, circulars etc. 

· Work Instructions

· Formats

· Registers

Equipment

· Franking Machine, Photocopy Machine (only for HO)

· Stationery Items etc. 

b) Process Flow Chart:
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c) 
Process Output:             

· Updated Registers 

· Acknowledgement Due Slip

· File Copies

· Receipts, PODs

· Filled-in Courier Approval Forms

d) Interface with other Processes: 

· Process for Management Review: PM/08

· Process for Statutory Requirement – Election: PM/13

· Process for Statutory Requirement – AGM: PM/14

· Process for Reviewing Customer Requirement, Perception and Feedback:
PM/15
· Process for Organising Conferences / Seminars / Workshops: PM/22

· Process for Executive Committee Meeting: PM/23

· Process for E C Booklet: PM/24

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

· Process for Library Management: PM/26

· Process for Outbound Missions:  PM/27

· Process for Inbound Missions: PM/28

· Process for Mission Domestic: PM/29

· Process for Standard Publications: PM/30

· Process for Pre Budget Memorandum: PM/32

· Process for Membership: PM/33
	6
	KEY ACTIVITIES  

	S. No.
	Key Activities
	Responsibility
	Reference  Document
	Time Norms

	   1.
	Receive Advance Notice from respective coordinator

	Event Coordinator /HoD 
	Work Allocation
	For HO only

1-3 Pgs: at least 1 working day

4-20 Pgs: at least 2 working days

21 pgs & above : at least 3 working days

	2.
	To check stock of stamps and balance in Franking machine
	In-charge Dispatch 
	Work Allocation
	 2 working days

	3.
	Receive the document for Dispatch
	In-charge Dispatch
	Work Allocation
	

	4.
	Arrange for photocopying, envelopes, other requirements
	In-charge Dispatch
	Work Allocation
	

	5.
	Mail by Post
	HoD Dispatch
	
	By 1.30 pm (HO)

By 3.30 pm (RO)

	6.
	File papers
	Filing In-charge
	Filing Instructions (specified in PM/02)
	

	7.
	To check for envelop stock
	HoD – Dispatch
	
	

	8.
	Bulk Mail for post to be given 
	All colleagues
	
	By 12.00 noon

	9.
	Mail for Courier 
	All colleagues
	
	By 4.30 p.m.

	10.
	Mail received after specified time for post / courier  
	HoD
	
	To be decided in consultation with HoD-Admin (for HO only)


	7
	PROCESS MEASURES : 

	
	· Return of printed communications due to wrong address in mailing list 


	8.1
	SERVICE MONITORING AND MEASUREMENT 

	S. No
	Output
	Parameter
	Acceptance Criteria
	Responsibility for Control

	a. 
	Product as defined in Work Instructions WI-04
	Specification to Characteristics as defined in WI-04
	As defined in WI-4
	As defined in WI-4
Rechecking by Pro-forma In-charge


	8.2
	PROCESS MONITORING AND MEASUREMENT

	S. No
	Parameter
	Source
	Frequency
	Responsibility for Control

	a.
	Accuracy of addresses
	Mailing List
	Regular
	Pro-forma- 


	9
	CORRECTIVE  & PREVENTIVE ACTION : 
	Dispatch In-charge along-with HoD-Admin shall determine suitable corrective action to be implemented. 


10.
References:
a. Work Instructions  :  Work Instructions for Dispatch (HO) 
b. Formats : PM34/Fs1   

Work instruction - Dispatch
A.
For sending Circulars, the dispatch In-Charge needs to know following; 
1.
Kind of circulars – whether related to  Seminar/ Workshop/ Conferences/ Trade Fairs/ Publications/ Minutes / Trade Missions/ Govt. Notifications/ Membership Subscription/ Balance sheet and data 

2.    
Volume of Circular ------- No. of  Pages/ No. of copies 

3.     
List of members to whom circular is to be sent.

4. Photocopy – whether to be done In-house or to be Out-sourced
5. Advance intimation
6. Balance in Franking Machine. In-charge needs to know Balance in Franking Machine and; 

· If amount less than Rs. 20,000/-, intimate Finance Department to prepare cheque for Franking Machine.

· For circulars that involves the mailing value of above Rs. 20,000/-, notice of 7 working days, needs to be given by concerned coordinators to Dispatch In-charge for arranging sufficient balance in Franking machine.

7. Intimation Time Frame for Circulars: 

· 1 to 3 pages: Intimate dispatch In-Charge at least 24 hrs. prior to the date of distribution
· 5 to 20 pages: Intimate dispatch In-charge at least 48 hrs. prior to the date of distribution
· For Documents above 20 pages:  Intimation needs to be given at least 72 hrs. prior to the date of distribution
8. Checkpoints - after  receiving circular:

· Keep adequate time for photocoping

· Check balance of Franking Machine, 

· Print/ paste Envelopes, 

· Sort Envelopes 
· Making appropriate entry in Dispatch Register
· Going to post office 

· Check papers before couriering 
B.    
Pro-forma of Documents
1. Kind of documents ----- Receipts/ Certificates/ Debit notes

2. Volume ---- No. of Certificates/ Debit notes.

3. List of Members/ Others 

4. Photocopy of documents.

5. Time frame for Preparation, after receipt of document i.e. Photocopy, Packing, Envelopes etc.
6. Intimation Time-Frame:
· 1 to 15 Nos. : intimation to be given at least 2 hours prior

· 15 to 50 Nos.:  intimation to be given at least 5 hours prior

· 50 to 100 Nos. intimation to be given at least 24 hrs prior 
· 100 and above:  intimation to be given at least 2-3 days prior

C.
Publications:
1. Kind of Publications ----- Priced publications/ Publication for free distribution 

2. Volume  ------ bulk / Few copies

3. List of Members/ Others to be sent to
4.       Intimation Time frame:  
· 1 to 20 Nos. – Intimation to be given at least 2 hours prior

· 21 to 50 Nos. - Intimation to be given at least 5 hours prior
· 51 to 100 Nos.- Intimation to be given at least 24 hours prior

· above 100 Nos. - Intimation to be given at least 2 to 3 days prior
D.
Other Material -----  Gifts/ Salvers/CD’s /Bromides etc.
1. Volume of  materials ------ Nos. of things to be dispatched
2. List of  members / Others
3. Timeframe, will depend on volume of the gifts.

4. Intimation Time-frame:

· 1 to 25 packets (materials): Intimation to be given at least 4 hrs prior

· 26  to 50 packet: Intimation to be given at least 6 hrs prior 
· 51 to 100 packet: Intimation to be given at least 24 hrs prior 

E.    
Other correspondence and letters

1. Kind of letter

2. Volume of letters

3. Time frame for Pro-forma: Any single packet for courier should reach to Dispatch by 4.30 p.m. 

G. 
Verification of documents to be dispatched: 

· The communication/material to be sent is to be verified by Dispatch-In-charge against the requirements specified in Work Instruction -04. 
1) The following points are to be verified for;

· Completeness of all the enclosures

· File numbers

· Date of Dispatch

· Whether reference letter is attached to the document

· In case of any discrepancy, Dispatch In-charge to inform concerned HoD.
· If it is found satisfactory then arrange for dispatch and give same for Filing
· In case of single documents to be sent, Dispatch In-charge to ensure that Original 
copy be sent to the addressee.
End





File the papers in Franking File





Provide a copy for dispatch file for Filing and give one to concerned coordinator/ HoD





* Outsourced





Post the mail at Post Office








Receive Photocopied sets and put them in Stamped envelopes and make entry in Dispatch register








Receive POD from courier and File the same





Receive intimation in advance (Refer WI below)





Receive Mailing details


Give documents for photocopying (In-house/ Outsourced)


Arrange Mailing List (Zone-wise)








By post





Check with Finance Dept. and  arrange for Cash/ Cheque





If OK





If Not





Paste complete address on envelopes 


Enter in Dispatch Register and give for courier





By courier





Check Reference No., Date, Signature and all enclosures





Check Balance in Franking Machine?





Receive Documents to be dispatched





Start
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