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	1
	PURPOSE 
	To describe the methods and responsibilities adopted  by ACMA  for planning, marketing & conducting Seminars, Conferences, Workshops & Training Programmes, Joint Programmes  and achieve the following objectives as applicable: 
a. Identify New avenues for growth of business opportunities

b. Sharing of experiences 

c. Keep membership informed about changes, developments and challenges faced by the  Industry

d. Develop awareness amongst members about the latest advancements and technical details on various subjects of interest 

	2
	SCOPE
	Applicable to all ‘Income Generating’  Seminars /   Conferences / Workshops / Training Programmes organised by ACMA and Jointly organised by any other Company/Association/Institutions

	3
	RESPONSIBILITY
	DG/ RS / HoD or the person designated 

	4
	PROCESS BOUNDARIES  

	
	Starts with: 

Ends with:
	Selecting the topic of Event to be organised
Analysis of Feedback received from Participants and recovery of all outstandings 


	5
	PROCESS INPUTS / OUTPUTS: 
	As shown in Flow chart


a)  Process Inputs: 

· Information 

· Information on Present need(s) of the industry / economic scenario

· Information on Faculty/Speakers/Sponsors

· Information on Expenses to be incurred for budgeting

· Information on various Hotels / venues & their availability
· Information on Roles to be played by other Companies/ Associations/ Institutions (for joint events) – Agreement with role clarity on following: 
· Logistics Management
· Financial terms
· Participation & Promotion
· Faculty/Speaker

· Material

Stationery, Tent Cards, Gifts, Bags, Folders, Pens,

· Venue 

Venue booking, Backdrop, A-V aids, Banners, Stand designs, Panels, Fascia

· Documents

Faculty Engagement Letter , Checklists, Programme sheets, Documentation    Pack, Database, Work Plan

b) Process Flow Chart: 
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C) Process Output

· Brochure / Circular

· List of participants

· Registration/Participation forms

· Cheques/DDs

· Documentation Packs

· Feedback Forms

· Updated Database

· Photographs

· Notes-Briefing notes, Summary of The proceedings, Press release/Auto news etc.

· Audio / Video Recordings (if any)
· Faculty Engagement Letter 

D) Interface with Processes:

· Process for Management Review: PM/08

· Process For Annual Budget:
PM/09

· Budgeting (Income Generating Events): PM/10

· Process for Reviewing Customers’ requirements, perceptions & Feedback: PM/15

· Process for Vendor Empanelment & Development: PM/18

· Executive Committee Meeting: PM/23

· Process for Standard Publications: PM/30

· Membership Management: PM/33

· Process for Printing: PM/41
· Process for Course Design: PM/45 

· Process for Cluster Development: PM/46
Definition
Major Events:  Any Event more than 80 delegates is a major event

Minor Event:  Any Event which has a participation of less than 80 is a minor Event  

Note: * *Any Presentation(s) that are of special nature and the company / the presenter do not want to share can be excluded from circulation 

6. 
Key Activities:
	  S. No
	Key Activities
	Responsibility
	Reference Document
	Deadlines


	A.
	Selection of Subject, Faculty, Dates of Programme/Event

	1
	Select the event, subject, date(s) of the event based on Work Priorities/Work Plan/ Industry Needs
	Coordinator
	Work Plan
	

	2
	Identify Faculty/Speakers/  Experts and seek their availability
	Coordinator
	
	At least 1 month prior to the event

	3
	Select & block the venue from the approved panel
	Coordinator
	Approved list of Suppliers’ list
	At least 1 month prior to the event

	4
	Prepare Budget based on assumptions like no. of participants, estimated expenditure on Hall, AV aids, banners etc. Check whether Sponsorship is solicited.
	Coordinator
	PM 10
	At least 1 month prior to the event

	5
	Seek Budgetary approval
	Coordinator
	Work Plan
	At least 2 weeks prior to the event (minor events)

At least 1 month  prior to the event (major events)

	B.
	Marketing the event

	1
	Prepare circular, brochure after seeking approval (Refer WI-4)
	RS/   Coordinator
	Work Plan
	At least 2 weeks prior to the event (minor events)

At least 1 month  prior to the event (major events)

	2
	Select the target audience from the existing data base 
	RS/ Coordinator
	Work Plan
	

	3
	If Sponsors are invited, send brochures, tariff details and benefits to attract them (Refer WI-3)
	Coordinator
	Work Plan
	2 weeks prior to the event or as appropriate

	4
	Start sending fliers/announcement through bulk e mails/ hard copies where necessary
	Coordinator
	Work Plan
	After release of circular

	5
	Follow up with the prospects customers on telephone/e mail
	Coordinator
	Work Plan
	

	6
	Prepare list of confirmed participants
	Coordinator
	Work Plan
	One day before the event

	7
	Check the break-even level where decision on holding the event or postponing the same is taken.
	Coordinator
	Work Plan
	One day before the event (minor events)
One week before the event (major events)

	C.
	Outsourced/Vendor related activities 

	1
	Finalise the venue with min. guarantee of participants (Refer WI-01)
	Coordinator
	Work Plan
	At least 2 weeks prior to the event (minor events)

At least 1 month  prior to the event (major events)

	2
	Finalise backdrop, banners, folders, stationery, stand design, panels, facia and A-V aids etc. as per approved list of vendors. (Refer WI-6-9)
	Coordinator
	Work Plan
	At least 1 day prior to the event or as appropriate

	3
	Send collated Customer’s property (Logo, catalogues etc.) to Printer for validation of resolution required (WI below)
	
	
	As per work plan

	4
	Place orders on different vendors accordingly
	Coordinator
	Work Plan
	

	5.
	Verify the material on receipt as per specifications given and store accordingly to avoid damages
	Coordinator
	Work Plan
	PM-18

	6.
	Provide one set of Documentation pack to Library
	Coordinator
	
	After commencement/ conclusion of event

	D
	Dealings with Faculty/Presenters

	1 
	Have faculty engagement letter signed 
	Coordinator
	
	Before issuing the circular 

	2

	Procure Speakers’ profile 

(Refer WI-5)
	Coordinator
	Work Plan
	At least 2 weeks prior to the event (minor events)

As appropriate, for major events

	3
	Procure Presentation and program structure 

(Refer WI-5)
	Coordinator
	Work Plan
	At least 1 day prior to the event

	E.
	Internal Preparations 

	1
	Prepare briefing notes, Talking Points, as appropriate
	Coordinator
	Work Plan
	At least 1 day prior to the event

	2
	Prepare Work Allocation (for major events)
	Coordinator
	Work Plan
	At least 1 week prior to the event, as applicable

	3
	Prepare Documentation Packs for participants
	Coordinator
	Work Plan
	At least 1 day prior to the event

	E. 
	Event Day Activities (Refer WI 10 & 11)

	1
	Check Physical arrangements at the venue ( Refer WI-11)
	Coordinator
	Work Plan
	1 hr. before the event

	2
	Registration 
	Coordinator
	Work Plan
	During registration period

	3
	Collect feedback forms from participants
	Coordinator
	Work Plan
	End of program/event

	F.
	Post Event Activities

	1
	Send final list of participants to Finance Div. for raising Invoice
	Coordinator
	Work Plan
	Within 3 days of completion of event

	2
	Send Thank You letters to Speaker/Faculty
	Coordinator
	Work Plan
	

	3
	Prepare write up and send same for Auto News
	Coordinator
	Work Plan
	Within 4 (Four)  days of completion of event

	4
	Analyse feedback received from participants and file them
	Coordinator
	Work Plan
	Within 7 days of completion of event

	5
	Follow up with participants for O/s payments.
	Coordinator
	Work Plan
	Till payments are received

	6
	Send all papers for filing in the respective files for closure.
	Coordinator
	Work Plan
	After completion of event


	8
	PROCESS MEASURES: 

	
	· To achieve Customer Satisfaction level for each event  (In percent)
· Percent of events planned Vs. Actual conducted
· Recovery of Outstandings


	9.1
	SERVICE MONITORING AND MEASUREMENT 

	S. No
	Output
	Parameter
	Acceptance Criteria
	Responsibility for Control

	a. 
	Feedback of Participants
	As per Feedback form

	At least 60% of participants should rate the program as ‘Good or above’
	Coordinator


	9.2
	PROCESS MONITORING AND MEASUREMENT

	S. No
	Parameter
	Risk
	Control
	Responsibility for Control

	a. 
	Participation
	Fluctuation in no. of Participation
	Monitor Income & Expenses vis-à-vis approved Budget under each Head, during the preparatory stages of the program. 

Monitor the breakeven to do the program  else cancel 


	Event Coordinator

	b. 
	Availability of Faculty/ Speakers
	last minute changes in the schedule of Faculty due to any eventuality
	Have list of alternate faculty to the extent possible
	Coordinator/Team Member


	9
	CORRECTIVE  & PREVENTIVE ACTION : 
	Event Coordinators shall carryout the corrective actions to close the Non-conformities identified. 


10.   References:

a. Work Instructions: 

· For Organising Seminars, Conferences, Workshops & Training Programs
· While dealing with Customer Property

b. Formats:

· Attendance Sheet PM14/F1
· Work Allocation PM22/F1
· Feedback Form for Seminar/Conference/Workshop  PM22/F2
· Feedback Analysis Form for Seminar/Conference/Workshop PM22/F3

· 

HYPERLINK "https://www.acma.in/uploads/isodocmanager/PM_22_F5_Engagement_Letter_External_Faculty.doc"

Faculty Engagement Letter: PM22/F5

c. Checklist: PM22/F4 

Work Instructions
A) For Organising Seminars, Conference, Workshops & Training Programs:
1) For Booking the Venue :

Confirm the date and book the venue based on the number of Expected delegates.  

Recheck and collect information from the hotel such as Cost of Lunch/ Hi-tea, Dinner / Tea-Coffee charges (as appropriate), Percentage of Taxes or any other charges.

2) Vendor Selection/ Outsourcing of Activities
a) The vendors for all purchases/outsourced activities shall be empanelled at the beginning of every year and informed to all HoDs as per PM-18 (Process for Vendor Empanelment & Development). 

b) The respective Event Coordinators/HoDs shall select the vendors directly from the approved list and place orders as per their requirement/ planned budgets.

c) While placing orders, for new supplier (out of approved list), sufficient time cushion be kept.

d) Event Coordinators/ HoDs to verify and access conformance of Purchase Product/ Material to the specified requirements by sampling. In-case of any deviation, suitable corrective action be taken in consultation with HoD
e) The respective Event Coordinators/HoDs to send Suppliers performance within 15 days of conclusion of event.

HoD-Admin shall be contacted for following services: 
Transport Hire, Travel Agents, Photocopier/Fax machine maintenance, Photocopying, Cleaner’s Agency.

(Refer Process for vendor Empanelment & Development PM/18).

3) For preparation of Work Allocation :

Coordinator to decide the key activities and nominate Team Member for each key Activity with a team of staff (if required).  

4) For Sponsorships :

Check if Sponsorship required for the programme.  If yes, then decide the type of Sponsorships to be collected and the amount for each of them.

Finalise the list of companies to be approached.  Send communications to the companies.  Follow-up with them.  If regrets, approach other companies if required.  If confirms, take confirmations in writing and send thanks letters.  Collect their company bromides.  Ensure the “Benefits Promised” are adhered to during the Programme. 

5) For Preparation of Circular :

A)
The Circular to state, as heading the following :

· Name of the Program/Event
· Time, Day & Date of the Program

· Venue of the Program
B)
The suggested body of the Circular may indicate following :

· Objective of the Program / Background 

· Faculty(s) and their brief resume, as appropriate 

· Target Audience for Program
· If it is in any Plant and  representatives from the Competing Products Manufacturing companies are not allowed to join, then a clear mention about this in the circular

C)
The Circular to have the following as its enclosures:

· the Draft Program structure along with the Topic of the Presentations and its Faculties, as appropriate

· Reply Form – To indicate clearly the Delegate Fee charged 

· The Reply Form to indicate that the “Change in Nomination is allowed and the 
· Participation Fee is non-refundable” etc.
D) 
Work  Instruction  for  preparing Reply Form 
(It may be noted that the work  instructions given  hereunder  are minium basic information that is required to be  mentioned  in a Reply Form .  There ccould be addtion / modification depending  upon nature of the event / activiuty )  

1. Put  ACMA Name on  the top with name of Region / HO  

2. Mention  name of the event / activity along  with date , time and venue 

3. Mention  ACMA address and details of the person ( email , mobile no. ) whom Reply Form need to sent  

4. Ask for participant details such as Name, Designation, Mobile no. Email etc. 

5. Mention participation fee for ACMA Member and Non Member  under various   categories such as  Large , small companies etc. as applicable 

6. Mention about sponsorship offer if any or prepare a separate communication for sponsorship 

7. Mention discount schemes if any 

8. Ask for billing address 

9. Ask for details of the person confirming nomination, such as his Name, Designation, Mobile no. Email etc.

10. Mention ACMA office address where payment need to  be sent 

11. Mention ACMA Bank details for NEFT/RTGS  

12. Ask for payment details such as TDS made from the participation fee etc. 

13. Mention as Note : a) Participation fee is non-refundable, however change in nomination is acceptable & b) Programme is non-residential
E) Soft copy of the circular to be uploaded on ACMA website.

6) Coordination with Faculty(ies):

Event Coordinator to be in touch with the Event/Program faculty. Take confirmation from Faculty for announcing the Program.
Event coordinator to check following from the Faculty:

· If on Chargeable basis, Finalise the amount with the faculty and accordingly Budget
· Brief Resume 

· Copy of Presentation, for inclusion of the same in Documentation pack

· The Audio-Visual aids required by Faculty to make his Presentation

· If from Out-station, then ask for logistics required by him. If logistics are to be charged under Event’s account, Budget for same.
7) Backdrop / Banner contents:

· Logo 

· Name of the Program
· Date, Month and Year of the Program and the Station where it is held

For Minor Events --- Coordinator can decide the need.  In case the hosting organisation is making the banner, please send the required matter. 

For Major Events --- Placement of order should be well in advance, say at least a week before the Program date.

The Standard instructions to the Banner / Backdrop suppliers should be to place the complete banner well in advance on Program day / the day before as required.  He should be instructed to be at the venue with the same colored alphabets, to take any corrective measures, if required.

Definition:

Banner - A piece of cloth of any given dimension in which the matter is printed/pasted  and hung on the wall/partition

Backdrop - A piece of cloth/wood of any given dimension in which the matter is printed/pasted and fixed on a frame.  This frame is put up between two stands/frame

8) Hotel Coordination: Following details to be sent to Hotel much in advance.
· Number of persons on head-table and dais (raised if needed)

· Number of delegates (minimum and expected)

· Seating arrangements

· Flower arrangements

· Tea / Coffee timings

          also inform where these are to be

· Lunch/hi-tea/Dinner Menu
          placed

· Requirement of Registration  

· Matter for Indication Boards at the entrance and outside venue hall

· Lunch Host Board if any

9) For Documentation Packs

a)
If Documentation pack cover is to be printed:

· Coordinator to print the Doc. pack cover  in consultation with HoD with specifications for colour scheme / quantity / Sponsors logo etc. 

b)
Preparation of Doc. Packs :
· Seminar team to specify the number of packs to be made  based on the list of confirmations and the number of faculty & head table.  

· The suggested Doc. Pack Folder to contain Pad, Pen, Programme Sheet, the Background Paper, Feedback Form, any circulars of future programme

· Extra sets of Folder, Pad, Programme sheet, Feedback form as required

c)
Preparation by Admn. Team : 

-
The Tent Cards / Name Boards for Head table 

· Attendance Sheets to be backed with thick pad at the back

· List of Participants (few copies for Head Table only)

· Gifts / memento for Faculty (packing)

· Camera with Film Roll

· Receipt Book 

10)
For Arrangement of Audio-Visual Aids for the Conference :
Refer Check list.

Coordinator in consultation with HoD to send requirements and arrange Audio-Visual aids required for the Program at least one day before the Program.

Coordinator to ensure that the screen/the presentation is placed such a way that it can be visible to all.  

Coordinator to ensure that the A/Vs are placed at least half an hour before the Registration time of the Program at the Program venue.

11)     For Top Table Arrangement :
The Top Table Arrangement, the Program Coordinator to ensure the following arrangements for the top table:

· Nice and Small Flower arrangement on top table

· Water bottles & glasses

· Mikes

· Name Boards / Tent Cards 

· Folders / Doc. Packs 

· Pens

· Gifts for Faculty & Chief Guest ( if any)

· Eye-to-eye contact

· Seating Plan  for Top Table  :  Coordinator to decide and may consult HoD / DG (if necessary) the Seating Plan for the Top Table and have the plan ready at least a day before the programme day.

12)
For Checking Physical Arrangements at the Venue on the Event Day :

Event Coordinator to check following at the venue:

· Top Table & Seating Arrangements as per the details given earlier

· Backdrop as per the details given earlier

· Audio – Visual Arrangements as per the details given earlier

· Any other arrangements (signages, etc.) (if required)

B)
Work Instructions while dealing with Customer Property:
All Advertisement Material and Catalogue received for display in exhibitions or any other event at ACMA is called Customer property. Personal records and intellectual property is also regarded as customer property. 

Due care needs to be exercised, while dealing with customer property/ material. Customer Property/ Material needs to be kept safely with proper identification for easy traceability.
For Storage of customer’s property received in form of Advertisements:

· Coordinator to collate the details of material received in one folder. 
· Maintain a running list of Ad-material received by date. 

· For Physical form of material, ad-material shall be kept in an Envelope, with details i.e. the name of the Company, Type of Ad and Use for etc. or 

· For Soft copy, all information to be kept under events folder and be validated from Printer for required resolution. 

· Concerned Coordinator/HoD stores the material in a manner that ensures no damage/ deterioration.
· If any of the advertising material and catalogues received for display in exhibitions is lost, damaged or otherwise found to be unsuitable for use, then the same is reported to customers and new samples shall be arranged by coordinator.

· If in hard copies, once the purpose of information is solved, return the balance brochures to the company.
In case of any exclusion to be made, DG / HoD / RS to decide
Start





Select the subject & event to be organised (based on work plan/Industry needs)





Finalise date, Block Venue (after considering tariff), prepare structure of program and Identify Faculty,  


have Faculty engagement letter signed  and collect Resume 





engaand collect Resume 





Decide Participation fee (after taking into account proposed expenses and Sponsorship (if req.) and accordingly prepare Draft  Budget





Prepare Budget as per Budget Process and submit to Finance (refer WI-3)





End





Relocate/ Postpone or Cancel program and inform participants





Analyse Feedback Received 





Prepare & send matter for AutoNews 





Send Thank you Letter for Speakers 





Prepare the Final list of Participants and send to Finance section for raising Invoice





Post Event 





Take detailed notes on proceedings & Collect Participants Feedback








Complete Registration & collect participation Fee





Check Physical Arrangements at Venue





Follow-up with participants/companies for O/s payment till all payments are received 





Place Order (as per list of confirmations) and receive material by required date





No





Seek Logistics of Presenter 


(if required)








Seek copy of presentation, Resume & A/V requirements, Structure of Program from Faculty/Presenter 


(Refer PM-ACT-04), wherever applicable








Finalize the Venue – as per the approved Vendor List








Finalize Backdrop/Banner, Stationery, Folders, Gifts, Stand Design (if req.), Panel, Fascia & A/V Requirements as per the Approved Vendor List 





Logistics








No





Yes





Prepare Doc. Packs


(Refer WI-8)








Prepare and send Briefing Notes, Confirmation List, Talking Points to the Chairman





Prepare Work Allocation


(if required)








Marketing





Prepare Circular/Brochure (WI-4)








Market the Program








Speaker(s)





Internal





Continue to market program and compile confirmations & Acknowledgements





Whether enough confirmations received to breakeven





Give papers for Filing in respective Files 





Yes





Event Day
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