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	1
	PURPOSE 
	To describe the methods and responsibilities adopted for planning, implementing and conduct of ACMA Awards annually in recognition of operational excellence 

	2
	SCOPE
	This is applicable to all ACMA members. Awards are given in the various categories based on suggestion by ACMA Awards Jury Panel, Assessor, Applicant companies, Pillar 3 Chairman, DG ACMA, Awards team and Industry feedback. 



	3
	RESPONSIBILITY
	DG ACMA / Pillar 3 Head / ACT Head Cluster Program


	4
	PROCESS BOUNDARIES  

	
	Start with: 
End with   
	Selection of Jury Panel & Announcement for holding the ACMA Awards for various categories and inviting applications
PDCA meeting


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


Process Flow: 
A)  Process Inputs: 

Information:

· Minutes / Presentation of PDCA Meeting 
· Award Applications.

· Awards Circular.

· ACMA Awards Assessors.

· ACMA Awards Jury Panel.

· Expenses to be incurred on budgeting.

· ACMA Awards Online Management System
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B). Process Flow Chart
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*Report of Jury Consists of: 

(a) PPT Presentation Giving background, Awards process, Yearly Trend of applications, etc.

(b) Score Sheet for each category of award. This sheet would describe companies in each category with provision for jury to give assessment scores.
(c) Site Diagnosis reports

(d) Customer/Supplier  Feedback reports

C) Process Output

· Feedback reports 
· Customer/ Supplier Feedback 

· Finalization of Awardees.

· MoM of Jury Meeting 
· MoM/ Presentation of PDCA Meeting

D) Interface with other Processes

· Process for Management Review: PM/08

· Process for Income Generating Events: PM/10

· Process for Review Customer Requirement, Perception & Feedback: PM/15

· Process for Vendor Development and Empanelment: PM/18

· Process for bringing out publications: PM/30

· Process for Membership Management: PM/33

· Process for Printing: PM/41

· Process for Organizing Seminars, Conferences, Workshops, Training Program & Joint Events: PM/22
	6
	KEY ACTIVITIES  

	Sr. No.
	Key Activities
	Responsibility
	Reference Document
	Time Norms



	1.
	Based on Lessons learnt/ improvements from previous year’s PDCA meeting, modify circular
	Pillar 3 Head 
	PDCA- Presentation / Minutes 
	Before releasing circular 

	2.
	Prepare budget & get it approved from DG 
	Process Owner / ACMA Awards Committee
	Refer Process for Income Generating Events: PM/10
	Before expense

	3.
	Formation of ACMA Awards Committee
	DG / Pillar 3 Head
	Hard / Soft
	Before releasing circular

	4.
	Review Awards criteria,  applications & related formats if required 
	Process Owner / ACMA Awards Committee
	Refer Formats

PM_44 / F41 


	Before releasing circular

	5.
	Release of Circular for inviting participation
	Executive Officer in Delhi/Pune
	Email 


	Six months Before Award Ceremony


	6.
	Finalization of Jury
	ACT Chairman / DG / ACT Head Cluster Program   
	Hard / Soft 
	Before Jury meeting


	7.
	Selection & finalization of external assessors
	ACT Head Clusters Program   
	Refer Format
PM_44 / G7 
	Before site assessment

	8.
	Conduct ACMA Members Briefing Meetings (Physical / Teleconf) 
	Pillar 3 Head / Process Owners / ACMA Awards Committee  
	Refer Formats

PM_44 / F41 
	Before application receipt deadline 

	9.
	Receipt of applications in soft / hard copies (In case of hardcopy as contingency).  Online register applications and issue acknowledgement
	Executive Officer
	Refer Formats PM_44 / / F41 & Process for Membership Management: PM/33
	Three months prior to Jury meeting

	  10.


	Screening of applications for completeness as per checklist 

	Executive Officer
	Refer Format

PM_44 / F10

	Before site assessment

	   11.
	Communicate completeness gaps to applicants for re-submission within prescribed date, if any
	Executive Officer
	Email / Telephone
	Before site assessment

	   12.
	Send communication to Seek Applicant’s Customer feedback
	Executive Officer 
	Refer Format

PM_44 / F12
	Before submission of reports to Jury

	13.
	Conduct Assessor Briefing Meetings (Physical / Teleconf) for normalization & Confidentiality Statement Signing
	Pillar 3 Head / Process Owner / ACMA Awards Committee  
	Refer Format

PM_44 / RS2 / RS3 & G9


	Before Site assessment 

	14.
	1st Shortlisting of applications 
	Pillar 3 Head / Process Owner / ACMA Awards Committee  
	Refer Format

PM_44 / F11 & RS2
	Before Site assessment

	15.
	Nominate Assessor(s) for shortlisted companies 
	Pillar 3 Head / Process Owner 
	Email
	Before Site assessment

	16.
	Intimate site visit schedule and guidelines to shortlisted companies & Assessor(s)  
	Executive Officer
	Refer Formats 

PM_44 / G9 & G19 
	Before Site assessment

	 17.
	Conduct site assessment
	External Assessors
	Refer Formats mentioned above & PM_44_RS3
	Before submission of reports to Jury

	 18.
	Prepare Site assessment Report as per format 
	External Assessors
	Refer Formats
PM_44 / F13 
	Before submission of reports to Jury

	19.
	2nd Shortlisting based on site assessment score sheet for submission to Jury
	Pillar 3 Head / Process Owner / ACMA Awards Committee  
	Refer Formats
PM_44 / F13 & 
PM_44/F19 
	Before dispatch of reports to Jury

	20.
	Printing & Dispatch / Online submission of Site assessment reports to Jury
	Executive Officer
	Refer Formats
PM_44 / F13 
	Few days before Jury meeting

	21.
	Jury Meeting to decide the winners.
	Pillar 3 Head / Process Owner
	Refer Format 

PM_44 / F19 
	Before Award ceremony

	22
	Preparation of Trophy thro’ a vendor 
	Executive Officer
	Refer Process for Vendor Development & Empanelment: PM/18
	Before Award ceremony

	23


	Invite shortlisted companies to Award ceremony 
	Executive Officer
	Email
	Before Award ceremony

	24
	Prepare news release on the Award Winners for IMPACT
	Executive Officer
	Process for bringing out publications: PM/30


	Before Award ceremony

	25
	Finalisation of Citation for Awards ceremony
	ACMA Awards Committee/Pillar 3 Head 
	Refer PM / 22
	Before Award ceremony

	27
	Prepare Work allocation   for the Award ceremony day
	Pillar 3 Head / Process Owner
	Refer PM / 22
	Before Award ceremony

	28
	ACMA Awards Distribution Ceremony
	Pillar 3 Head / Process Owner
	Refer Process for Organizing Seminars, Conferences, Workshops, Training Program & Joint Events: PM/22
	During Award ceremony

	29
	Communicate ACMA Awards winner list to all ACMA & SIAM members
	Executive Officer
	Email
	After Award ceremony

	30
	Release Feedback report to companies (shortlisted & non-shortlisted)
	Executive Officer
	Refer Format

PM_44 / F18
	After Award ceremony

	31
	Send communication to Seek Applicant’s Company feedback
	Executive Officer 
	Refer Format

PM_44 / F28
	After Award ceremony

	32
	Thank you letter to Jury & assessors & seek their feedback
	Executive Officer 
	Refer Format

PM_44 / F29
	After Award ceremony

	33
	Carry out evaluation of Trophy supplier 
	Executive Officer
	Refer PM/18

	After Award ceremony

	34
	PDCA Meeting 
	Pillar 3 Head 
	Refer PM_44 / F28 & F29
	Before start of New cycle


	7
	PROCESS MEASURES : 

	
	· Perception rating of participants regarding a) Fairness of ACMA Award Adjudication Process; b) Value addition from Feedback Report 

· Percentage Increase in number of participants Y-O-Y   As Award categories and criteria are revised each year, hence target “to be decided by management at the start of each cycle. 


	8.1
	SERVICE MONITORING AND MEASUREMENT 

	S. No
	Output
	Parameter
	Acceptance Criteria
	Responsibility for Control

	a. 
	Site assessment report
	Completeness and clarity of report
	Should be complete and clear to comprehend
	Process Owner

	b. 
	Summary report for Jury 
	Award Criteria
	a. Compliance with award criteria.

b. Selection by consensus.
	Process Owner


	8.2
	PROCESS MONITORING AND MEASUREMENT

	Sr No
	Parameter
	Risk
	Control
	Responsibility for Control

	1
	Number of applications
	Received less number of applications (average of last 5 years)
	Simplify application document & application submission process.
	Pillar 3 Head / Process Owner

	2
	Online applications submission
	Award software not working
	Present s/w will be modified for uploading application directly instead filling online / ACMA Award committee may accept offline applications
	Pillar 3 Head / Process Owner

	3
	Site diagnosis report not received in time
	Assessor not submitting site diagnosis report in time
	In time handholding with assessors to speed up the activity

	Pillar 3 Head / Process Owner


	9
	CORRECTIVE & PREVENTIVE ACTION : 
	ACT Head Cluster Program shall take corrective & preventive actions as appropriate.


10. References 

a. Formats:

1. Specimen Template for ACMA Awards application document PM_44_F41
2. Specimen for Format for Screening of applications. PM_44/F10
3. Specimen Format for Shortlisting Panel Score & Rank Sheet. PM_44/F11
4. Specimen Format for Applicant’s Customer or Supplier Feedback. PM_44/F12
5. Specimen Format for Site assessment report prepared by assessor for all categories. PM_44_F13
6. Specimen for Format for Feedback report to applicant company PM_44/F18 

7. Specimen Format for Jury Score & Rank Sheet – for all categories PM_44/F19
8. Specimen Applicant company feedback report PM_44_F28 
9. Specimen Assessor feedback report PM_44_F29
b. Guidelines: 

1 Assessors Scoring Guidelines PM_44_G19
2 Guidelines for Selection of Assessors. PM_44_G7
Start





Prepare / Review Awards criteria, guidebook, applications & related formats


 considering action points emerged from PDCA Meeting if any. 





Preparation of Budget & get approval from DG 








Release Circular of invitation to all Members for Participation in ACMA Awards & upload it on ACT / ACMA website & ACMA APP






































Finalize ACMA Awards Jury Chairman and Jury Members 





Arrange for ACMA Award Awareness Program for applicant companies (optional)





Receipt of Applications for Awards





Select and finalize External Assessors for Shortlisting Panel & Site Diagnosis





Seek applicant company’s customers’ feedback 





Inform to non-shortlisted companies along with feedback report 





 Conduct Assessors briefing meeting 





Screening of Applications & Informing Applicants for corrections, if any data shortage


1st Shortlisting to select applications for site diagnosis based on shortlisting panel’s score sheet 





If company shortlisted?





No





Yes





Nominate Assessors to shortlisted applications


Intimate selected Companies for site diagnosis plan and Assessors information


Conduct site diagnosis





Assessor to compile & endorse site diagnosis report 





2nd Shortlisting based on site diagnosis score for submission to Jury





Print & Send site diagnosis report * to Jury





Conduct Jury meeting for Award Winner selection








No





If the company selected for Award?





Yes





                  Contact Vendor for Trophy and / or Certification





Intimate Winners and invite them for Award ceremony





Preparation for Award Ceremony





Prepare IMPACT special award





 Award ceremony





Send Feedback Report to Shortlisted Companies





PDCA Review Meeting and Review Process Risk Analysis








    END
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