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	1
	PURPOSE 
	To describe the methods and responsibilities adopted for holding Annual General  Meeting  as per statutory requirement described from time to time  and;
a) To submit / circulate the report of executive committee for the year under review and the audited balance sheet along with income and expenditure account for that year.

b) To have the documents adopted  as mentioned in (a) above

c) To have the executive committee election confirmed 

d) To appoint the auditor and fix their remuneration  for next financial year

e) To have special resolution, if any, approved    

	2
	SCOPE
	Applicable for holding the Annual General Meeting of ACMA

	3
	RESPONSIBILITY
	HOD Finance along-with DG (Secretary) 


	4
	PROCESS BOUNDARIES  

	
	Starts with: 

Ends with  :
	Announcement of Conduct of AGM 
Minutes of AGM and filing Annual Returns with ROC


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


a.
Process Inputs:



Information 

Information about date, time & venue of the meeting   

Information about travel, if any  

Members list



Material

Stationery, album, attendance sheet, back drop



Documents

                                    A G M Notice & Agenda

Annual report or Report of the Executive Committee
Annual audited accounts

Report of E C Election

Minutes Book

Resolutions to be passed

Draft vote of thanks for Vice President

Presentation by President

Briefing note for President / Vice President

Articles of Association of ACMA


Companies Act



 Equipment

Audio visual equipment
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Process Flow Chart:        
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c)
Process Outputs          


· Annual Report

· Audited annual account / Report of Executive Committee
· AGM Minutes

d) Interface with other Processes: 

· Process for Management Review Meeting: PM/08

· Executive Committee Meeting: PM/23

· Process for Uploading Information on the Members’ page of the Website: PM/31

· Dispatch: PM/34

· Process for Review of Customers’ requirement, Perceptions & Feedback: PM/15
· Process for Bringing out Publications: PM/30
	6
	KEY ACTIVITIES  

	S NO
	Key Activities
	Responsibility
	Reference  Document
	Time Norms

	1.
	  Confirmation of date,  

  Venue & time
	HOD Finance/ Secretary, ACMA
	
	At least twenty days before the date of AGM

	2.
	  Nominate the person for preparation of Annual   Report
	HOD Finance/ Secretary, ACMA
	
	

	3.
	Despatch of AGM notice along with Annual account and report.
	HOD Finance/ Secretary, ACMA
	
	At least 18 (eighteen) days before the date of AGM.

	4.
	Preparation of AV presentation/activity report briefing note Album .. 
	HOD Finance/ Secretary, ACMA
	
	At least 2 (two) days before  the AGM.

	   5.


	Preparation of AGM Minutes
	HOD Finance/ Secretary, ACMA
	
	Within 20 (twenty) days after the AGM

	   6.
	Filing of Annual Return
	HOD Finance/ Secretary, ACMA
	
	As per Statutory timelines


	7
	PROCESS MEASURES : 

	
	· Adherence to timelines (holding the meeting on scheduled date)


	8.1
	SERVICE MONITORING AND MEASUREMENT 

	S. No
	Output
	Parameter
	Acceptance Criteria
	Responsibility for Control

	a. 
	Approval of Final Annual Returns to be filed with ROC
	MOA and AOA of ACMA
	Annual Accounts 
Annual Report/ Report of EC
	HOD-Finance


	8.2
	PROCESS MONITORING AND MEASUREMENT

	S. No
	Parameter
	Risk
	Control
	Responsibility for Control

	1
	Scheduling of AGM
	May not adhere to statutory dead line


	Margin of 3 weeks is taken in scheduling before statutory deadline (30 Sep)
	HOD-Finance

	a. 
	Conduct of AGM
	Contents of presentation by president may be inaccurate
	President’s address to be reviewed by at least two senior persons before finalization.
	HOD Finance 


	9
	CORRECTIVE  & PREVENTIVE ACTION: 
	HOD-Finance / DG shall take corrective actions based on Analysis of Data and identify responsibility for implementation and target date for completion


10. 
Reference: 
1) Work Instructions: AGM Work Instructions
2) Formats: 

· Attendance Sheet: PM-14/F1



WORK INSTRUCTIONS - AGM

A) FOR  STATUTORY  REQUIREMENTS
1) Refer articles no.31, 33, 34, 35,37,38,39, and 40 of  Memorandum and Articles of 

ACMA.
2) Section 166 and 210 of companies Act.

B) FOR DATE, VENUE AND TIME:
1)
Hotel confirmation 

2)
Minutes of EC meetings

C) WORK RELATED TO PRINTING OF ANNUAL REPORT  &  ACCOUNT:
1) To prepare time schedule for preparing and printing of Annual report

2) To get the final accounts ready and have them audited

3) To get the accounts printed as soon as the accounts are finalized and audit is over

D) FOR PREPARING THE NOTICE:
1)
Business to be transacted

2)
Time, venue and date 

3)
Special business, if any

4) 
Members Satisfaction Feedback Form

E) PREPARATION OF AGENDA BRIEFING NOTES FOR PRESIDENT / VP:
1) Detail of each business to be transacted 

2) Resolutions

3) Vote of thanks

4) To prepare the presentation on activity report

F) FOR CHECKING THE OTHER ARRANGEMENTS:
1) The hall has been prepared as per the instruction given  (to be worked out with AGM 
2) Hotel Coordinator)

3) Sitting arrangements(to be worked out with AGM Hotel Coordinator)

4) Audio visual and back drop  arrangements (to be worked out with AGM Hotel 

Coordinator)

5) Required copies of accounts as well as annual reports 

6) Attendance sheet

7) Folder / pack to be circulated to the members

G) FOR CHECKING THE QUORUM:
1) Refer article no.37 of  Memorandum and Articles of ACMA



H) FOR BACK-UP TEAM:
1) The back-up team includes DG, RS and HoD-Finance

I) FOR FILING THE ANNUAL RETURN:
1) Obtain required  copies of Annual accounts and Annual reports duly signed by President 
and the Secretary of ACMA.

2) Form no. 23

3) Detail of EC( elected , co-opted & immediate past president) members of ACMA 
Start





* Outsourced





End





�HYPERLINK "../ACMA/ACMA Procedures- Final Draft 200213/Measurement Charts/PM_14.xls" \l "FILING_OF_ANNUAL_RETURNS"��File Annual return with Registrar of companies� (� HYPERLINK  \l "FOR FILING THE ANNUAL RETURN" ��Refer WI-I)�





Get the Minutes signed by the President and  Secretary 





After the meeting prepare the AGM Minutes





To reach  the venue* before the meeting begins to check the arrangements ( � HYPERLINK  \l "FOR CHECKING THE OTHER ARRANGEMENTS" ��Refer WI-F�)





�HYPERLINK "../ACMA/ACMA Procedures- Final Draft 200213/Measurement Charts/PM_14.xls" \l "PREPARATION_OF_PRESENTATION"��Prepare briefing note / AV* presentation  for President/ Vice-President� (� HYPERLINK  \l "PREPARATION OF AGENDA BRIEFING NOTES  FOR PRESIDENT /  VICE PRESIDENT" ��Refer WI-E�)





Give the list of members and required nos of annual report and audited annual accounts or Report of EC  along with  �HYPERLINK "../ACMA/ACMA Procedures- Final Draft 200213/Measurement Charts/PM_14.xls" \l "AGM_NOTICE_DESPATCH"��AGM notice� to despatch department for sending it to all members  





Obtain the list of members  from membership department





Have the copies of audited  accounts and annual report or Report of EC ready


Receipt of Regret





Prepare the notice /agenda  for announcing the annual general meeting and its Agenda (� HYPERLINK  \l "FOR PREPARING THE NOTICE" ��Refer WI-D�)





Start work for �HYPERLINK "../ACMA/ACMA Procedures- Final Draft 200213/Measurement Charts/PM_14.xls" \l "NOMINATION_OF_PERSON"��Annual report� or Report of the Executive Committee and Annual account (� HYPERLINK  \l "WORK   FOR    ANNUAL REPORT  &  ACCOUNT" ��Refer WI-C�)





�HYPERLINK "../ACMA/ACMA Procedures- Final Draft 200213/Measurement Charts/PM_14.xls" \l "CONFIRMATION_OF_DATE_VENUE_TIME"��Have the confirmation of date and venue� (� HYPERLINK  \l "FOR DATE , VENUE AND TIME" ��Refer to WI-B�)





Refer EC minutes for the date  and  venue of annual general meeting and all statutory requirements  as per co. law. (� HYPERLINK  \l "FOR  STATUTORY  REQUIREMENTS" ��Refer to WI-A�)





Have backup team to assist President to provide requisite information �HYPERLINK  \l "FOR BACK-UP TEAM"��(Refer WI-H)�








Read the notice convening the meeting





At the meeting check the quorum (� HYPERLINK  \l "FOR CHECKING THE QUORUM " ��Refer WI-G)�





After dispatch of notice, follow up for the attendance or take it from confirmation list
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