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	1
	PURPOSE 
	To describe the methods, responsibilities adopted for planning and conducting the ACMA Executive Committee Meetings.

	2
	SCOPE
	Applicable for all the EC Meetings 

	3
	RESPONSIBILITY
	DG and President

	4
	PROCESS BOUNDARIES  

	
	Starts with: 

Ends with   :
	Confirmation of date and venue of EC Meeting

Circulation of Minutes

	5


	PROCESS INPUTS & OUTPUTS: 
	As shown in Flow chart


  a. 
Process Inputs:



Information

· Executive Committee Mailing List

· Date & Venue of the meeting

· Information on the OEM to be visited

· Information on any other interaction/presentation

· Information on travel and accommodation logistics

· Information on the various agenda points 



Material & Documents

· Stationary

· AV Equipment

· Name Badges (in case of Plant Visits)
· Name Boards

· Gift for OEM / other speakers

· Papers for tabling

· Extra copies of agenda

· Copy of last minutes

b. 
Process Flow:
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c. 
Process Output:

· Minutes of the meeting

· Record Note on interaction with OEM / Speaker

· Presentations, Photographs

· Attendance Sheet

· Meeting Notice, Agenda, Briefing Notes

d.
Interface with Other Process:

· Process for Management Review: PM/08

· Process for Vendor Development & Empanelment: PM/18

· E C Booklet: PM/24

· Process for Membership: PM/33

· Process for Uploading information on Members Page of Website: PM/31
· Dispatch: PM/34

	6
	KEY ACTIVITIES  

	S. NO.
	Key Activities
	Responsibility
	Reference  Document
	Time Norms

	1.
	Finalise the Date &

Venue of meeting
	DG / President
	Schedule of EC Meetings & verbal/Email confirmation from president
	At least 15 days before meeting

	2.
	Issue Meeting Notice
	EC Coordinator
	
	At least 15 days before the meeting

	3.
	Upload Notice on Website
	EC Coordinator
	
	Within 24 hrs of issue of meeting notice

	4.
	Issue Agenda
	DG / EC Coordinator
	
	At least 4 days before meeting

	 5.


	Upload Agenda 
	EC Coordinator
	Agenda Papers
	Within 24 hrs of issue of Agenda

	 6.
	Send Briefing Notes to President/Vice President
	DG / EC Coordinator


	
	At least 24 hrs before meeting

	7.
	Committee & Regional  Coordinators and /or ACMA Staff to prepare and send briefing notes /Presentation for Office Bearer for EC Meeting, as per requirement
	Respective Committee/ Regional  Coordinators
	
	At least 24 hrs before meeting while marking a copy to EC Coordinator

	 7.
	Prepare Draft Minutes
	DG / EC Coordinator or Designated person, if required
	
	Within 20 days of meeting

	 8.
	Approval of minutes
	President
	
	Within 1 week of submission of draft

	 9.
	Issue Minutes
	DG 
	
	Within 30 days of meeting

	10.
	Upload Minutes on ACMA Website
	EC Coordinator
	
	With 1 day after issue of minutes


	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. 
	Agenda
	Current Industry Scenario and Government Policy update
	Relevant to Auto Component Industry
	DG 

	b. 
	Briefing Notes
	Committee-wise updates
	
	DG /HODs

	c. 
	Minutes
	
	
	DG 


	8.2
	PROCESS MONITORING AND MEASUREMENT

	S. No
	Parameter
	Risk
	Control
	Responsibility for Control

	a. 
	Quorum 
	Completion of Quorm
	Make prior calls with EC members a week in advance to confirm quorum with margin of at least 1. Cancel meeting 3 days prior if quorum not complete
	DG/ coordinator 


	9
	CORRECTIVE  & PREVENTIVE ACTION : 
	If the planned results are not achieved as per the defined process, then DG along-with EC Coordinator shall identify suitable corrective actions. 


10.
References:

a) Work Instructions for Executive Committee Meetings

b) Formats: 
·    Attendance Sheet PM14/F1
·    Checklist PM23/F1
WORK INSTRUCTIONS

A)  Work Instructions for Booking Venue & block booking accommodation for members if required
1. RS at RO or EC Coordinator to check if venue of meeting is at OEM location or a Hotel

2. If at OEM location, to confirm whether the meeting room has adequate capacity to seat all members

3. If at hotel, to choose a room that has adequate seating capacity
4. Obtain information on Cost involved including Taxes as also Room Tariff for date specified

5. Seating to be either Board Room Style / U Shape

6. Meeting room to have facilities for AV and mikes or indicate outsourcing of AV aids
7. Finalise venue with Minimum guarantee of participants and inform concerned RS, to look for Host of EC Meeting and Dinner, if planned

7.
Make block Room booking at Hotel for EC members
Other details to be sent to Hotel: 

· Number of persons on head-table 

· Podium, if required

· Seating arrangements – Board Room or U shape Seating

· Flower arrangements

· Tea / Coffee timings
      

· Lunch/hi-tea/Dinner Menu
          

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

· Lunch/Dinner Host Board, if any

Other requirements for Meeting:

a) Gifts to be carried for Interactions, if any

b) Verify the material/product on receipt, as per specifications given

B) Work Instructions for issuing Meeting Notice

1. Since the 1st EC Meeting is directly linked with the EC Election hence, the meeting notice will be sent after the Election result has been announced.
2. 1st meeting of the EC should have the following documents attached with the agenda/tabled.

a. Next 2 years Work Priorities 

b. Tentative meeting schedule for next 12 months. It is recommended that one meeting be scheduled between October 15-30, to approve the ACMA Pre-Budget Memorandum for the Union Budget.    

3. Meeting notice to go not later than 15 days before meeting

4. Meeting notice should contain the following information:-

a) Serial no. of the EC meeting

b) Date of meeting

c) Tentative Time of meeting

d) Venue of meeting

e) Accommodation Logistics

5. Meeting notice to go by post/courier on same day at least 15 days prior to the meeting
6. Meeting notice to be posted on the ACMA website latest within one day of issue.

C) Work Instructions for compiling EC Agenda

1. Secretary, RS & HODs to contribute to issues that need to be taken up at the meeting or for briefing on activities of Committees/Sub-Committees/Panels

2. Secretary to consult President and Vice President on specific issues to be included in the agenda for briefing to members

3. ROs/ Committee Coordinators to compile their activity reports (stating information on activities held during the period as asked for) and submit to EC Coordinator, together with forthcoming activities. Following information be shared for both Activities held as also forthcoming ones; 

a) Date of the activity

b) Subject discussed

c) Venue

4. Membership department to advise on new membership applications or requests for withdrawal or other membership matters

5. Finance Department to advise regarding any resolutions to be passed or Finance matters for discussion

6. ACT to give update on Quality Certification of member companies

7. HOD, Database & Data Analysis to contribute data on the recent performance of industry, production, exports etc.

D) Work Instructions for sending detailed Programme and Agenda to EC members

1 Entire Program for the day to be intimated to EC Members 

2.       Details of any accompanying activity e.g. Dinners etc being hosted before/after the 
meeting. However Dinner, if planned, be a day prior only.
1. Agenda should contain the following:-

a) Brief on the matters arising out of previous meetings and action taken

b) Clear and brief descriptions of the issues for discussions

c) Enclosures and attachments on issues requiring further elaboration

d) Most recent available Monthly Production and sales Data on vehicles

e) Scheduled Date of the next meeting for re-confirmation at the meeting.

f) Any other matter that needs to be discussed at Meeting.

2. Agenda along-with Annexure to be sent by E-mail and be uploaded to the ACMA website within one day of release. 
E) Work Instructions for preparing briefing Notes:
Briefing notes for President/Vice President to be sent by DG at least 24 hrs prior to the meeting:
1. DG  to prepare briefing notes for President & VP. Briefing Notes to have 

following information:-

a) List of confirmed attendees for the meeting

b) List of new ISO, QS companies. Any other achievement of ACMA 

members requiring recognition

c) Explanatory notes on each Agenda item

d) Main Speakers – Resume etc.
Send Briefing Note to President & VP at least 24 hrs before meeting by email. Confirm Receipt.

Briefing notes for Committee Chairman to be sent by respective Committee & Regional  Coordinators and /or ACMA Staff at least 48 hrs prior to the EC Meeting:

1.
Committee & Regional  Coordinators and /or ACMA Staff to prepare the briefing notes for respective Committee Chairman, if required. Briefing note to contain following: 
a. Explanatory notes on their activities held as also forthcoming activities

b. Any other update 

F)
Work Instructions for Filing

a) EC Coordinator to maintain a folder for each EC meeting in Computer for easy access of documents.

b) On completion of the meeting, EC Coordinator to give all relevant papers for filing.

Start





Confirm date of next meeting from previous EC Minutes & reconfirm with President and record same





RO/CO to book venue for meeting & accommodation for members, as appropriate (Refer WI-A)





RO/HO to workout detailed program and logistics e.g. travel and accommodation, if required for Plant Visit 





Ok





Regret





Arrange for any other Interaction/presentation, if req.





Confirmation?





Approach OEM for Interaction and plant visit, if any





Compile Agenda points (Refer WI-C)





Concerned RS to reach location of meeting one day earlier, in case it is at outstation





Secretary, RS and Colleagues travelling for EC to firm up travel plans and book tickets





Issue Agenda and Program for Meeting, at least 4 days prior to Meeting (Refer WI-D)





Secretary/DG to prepare and send briefing notes to President & VP; Committee  (Refer WI-E)


Coordinators to prepare and send briefing notes to respective Chairmen (if req.), at least a day prior to EC





EC Coordinator or RO/RS to ensure that each agenda item required for the meeting is under preparation by RO or HO (Refer Checklist –I)





Meeting Notice to be issued at least 15 days prior to meeting except for 1st Meeting (Refer WI-B)





Receive and compile confirmations or follow-up





RS to reconfirm arrangements with the OEM/Hotel* a day earlier and ensure all material*, documents required for the meeting are available (Refer Checklist-I)





Concerned RS with supporting staff to reach the venue an hour prior and check arrangements i.e. AV, Seating etc. (Refer WI-A) and arrange name boards/tent cards, Meeting papers etc.





Take Attendance of all persons attending meeting on Attendance Sheet





In absence of EC Coordinator, Secretary/DG to nominate a person for taking minutes; Secretary and all RS present to also take detailed notes of meeting





Secretary/DG  to communicate key decisions of meeting to all HODs and Concerned RS, HOD to initiate work on decisions taken at meeting (after resuming office after the meeting)





Nominated person to send draft minutes to Secretary/DG and Secretary/ DG to send minutes to President for approval





Receive approval, make amendments, if any and issue minutes to all members and upload on website





End





Filing (Refer WI-F)





* Outsourced
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