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	1
	PURPOSE 
	To describe the methods and responsibilities, adopted for planning, marketing and  conducting Missions & Plant Visits in India and to achieve the following objective, as appropriate:

· Developing relations

· Identifying new avenues for growth

· Sharing of experiences at regional as well as international level

· Sharing of Best Practices

· Any other specific objective  



	2
	SCOPE
	Applicable to all “Income generating” Missions & Plant Visits organised by ACMA 

	3
	RESPONSIBILITY
	HoDs, RS or person designated by them


	4
	PROCESS BOUNDARIES  

	
	Starts with: 

Ends with  :
	Establish purpose and identify the companies to be visited
Site Visit and obtaining feedback from members: prepare feedback report and follow-up for payment, if any


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


a)
Process Inputs:  



Information 

· Members Mailing List
· Information on Company(ies) to be visited

· Information on Transporter, A/V supplier

· Talking points for Mission Leader
Material

· Folders, Stationery, Tent Cards, Badges,

Memento/Gifts
Documents

· Checklists, Formats, Work Plan, 
· Quotation (Hotel, Transport, A/V), 
· Publications, CD, Agenda




Equipment
· Audio-Visual Equipment

· Camera, Batteries, PenDrive 
b) Process Flow Chart:[image: image1.jpg]
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c)  Process Outputs:
· Cheques/DDs

· Reports

· Minutes of Meeting

· Feedback forms

· Analysis

· List of Companies

· List of delegates


· Financial Statements

· Attendance Sheet

· Confirmation / Regret letters


d)  Interface with other Process:

· Process for Management Review : PM/08

· Process for Budgeting (Income Generating events): PM/10
· Process for Vendor Empanelment & Development: PM/18

· Executive Committee Meeting: PM/23
· Process for Bringing our Publications: PM/30

· Process for Membership Development: PM/33
· Process for Printing: PM/41

	6
	KEY ACTIVITIES  

	S NO
	Key Activities
	Responsibility
	Reference  Document
	Time Norms

	1.
	Decide Objectives
	RS / HoDs
	Work plan
	As appropriate

	2.
	Identification of Companies
	RS / HoDs
	Buyers Guide data
	

	3.
	Announcement of the Mission/Plant Visit
	Event Coordinator
	Previous Circulars (if applicable)
	At least 10 days before the Mission date

	4.
	Travel, Hotel & Logistics

Arrangements 
	Event Coordinator
	Performa for travel, Checklists
	To complete all arrangements at least 2 days before the date of the Mission

	5.
	Order for 

Mementos / Gifts & verify them against specifications
	Event Coordinator/

HoDs
	
	Gifts to be ordered and received prior to the commencement of event, as appropriate.
Regular items: Inform Purchase dept. at least 2 days prior to the event.

Off the Shelf items: for specific items, touchbase with Supplier at least 3-4 days prior to the event, as appropriate.

All Gifts received must be verified against specifications given, post receipt.

	   6.


	Budget & Receipts 
	RS / HoDs/ Event Coordinator along-with Finance Team Member
	Performa for giving statement of accounts
	Within 2 days after return

	   7.
	Preparation of Reports


	Event Coordinator/

HoDs
	Notes taken during

Mission/visit
	Within 4 (Four) days of completion of Mission/visit

	8.
	Collate, Analyse and Summarise learning from Feedback received
	Event Coordinator
	Notes taken during

Mission/visit
	Within 1 week of completion of mission/visit

	9.
	Giving Papers for filing
	Event Coordinator
	Correspondence papers
	Within a week after the completion of the Mission/visit


	7
	PROCESS MEASURES : 

	
	· Delegates Rating


	8.1
	SERVICE MONITORING AND MEASUREMENT 

	S. No
	Output
	Parameter
	Acceptance Criteria
	Responsibility for Control

	a. 
	Reports 
	
	Objective of Mission/Visit
	HoDs/Event Coordinator

	b. 
	Feedback forms
	Logistics, Experience, Perception
	Objective of Mission/Visit
	HoDs/Event Coordinator


	8.2
	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. 

Cancel event at least 5 days in advance if break even figure not achieved 
	HoDs/ Event Coordinator


	9
	CORRECTIVE  & PREVENTIVE ACTION : 
	HoDs/RS shall determine suitable corrective actions along-with the responsibility for implementation of action.


10. 
References:

a.  Work Instructions:
Work Instructions for organising Domestic Missions & Plant   Visits 
b.   Formats:

· Attendance Sheet: PM14/F1
· Feedback Form: PM29/F1
· Feedback Analysis Form: PM29/F2
 
WORK INSTRUCTIONS FOR DOMESTIC MISSIONS & PLANT  VISITS
1)   For identification of Companies to be visited :

a)
Select a list of companies to be visited, based on the Objective / purpose of the Mission.  Select the number of companies more than what is actually required, to have a back-up, if a company regrets to receive the Mission to their company.

b) While sending a letter to the Chairman / MD / Chief Executive of the company(s) to visited, clearly indicate in the letter, the following :

· the objective / purpose of the mission

· profile and expected number of the Mission

· Expectations from their company

-
Date(s) of the Mission.  Give alternate dates to avoid delay

· If possible, a draft programme

· Ideally the letter to be signed by President / Chairman / DG/ HoD as required

2)   For Logistics :

a) The co-ordinator to collect the following information :

· Flight & Train services available to the city of the visiting company

· Travel time to reach the company / factory from the terminals (airport / station)

· Travel time between two companies if the Mission is visiting more than one company

· Based on these information, the suggestive date(s) and time can be mentioned in the letter to the visiting  company 

b) After receiving the companies confirmations, before announcing the Mission, the co-ordinator may do some block bookings for the mission members to stay in any good hotel, preferably for all members in the same hotel.  This will help in easy co-ordination and in getting a competitive rate / discount from the hotels.  

c) For local travel during the stay in the city, the coordinator may arrange transport for the mission members.  Before booking, may consider the following :

d) Soft copy of the circular to be sent to SA/RO for Uploading 

· whether to book A/c coach or Non-a/c based on the weather and the budget

· this could be done with the help of the local offices of any member company if there is no ACMA office in that city

· Brief the driver about the location of the factory to be visited OR give a Route Map of the Company on Mission day 

3)    For Announcing the Mission

A)
The Circular to state as heading the following in big letters :

· Name of the Mission

· Time, Day & Date of the Mission

B)
The suggested body of the Circular to indicate the following :

· Objective of the Mission / Background if any to be given

· Complete address of the Factory(ies) to be visited

· Target Audience / Profile of the Mission (OR) who could attend the Mission

· If representatives from the Competing Products Manufacturing companies are not allowed to join then a clear mention about this in the circular

C)
Body of the Circular / Programme may indicate the Venue where the Mission will meet and how will it proceed to the factory (ies)

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

· the draft Programme structure (if available)

· Reply Form 
             E )    Work  Instructions  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 ReplyForm.  There ccould be addtion / modification depending  upon nature of the event / activity)  

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

2. Mention  name of the   Domestic Mission / plant(s)  to be visited  along  with date &, time.  

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

4. Mention if ACMA is providing transport facility from – to .

5. Mention if the participant would like to use ACMA Transport or would like to reach direct to the Plant 

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

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

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   cheque   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
4) Details to be procured from the Visiting company

· The name of the person who would be coordinating the Mission, his contact details

· Location Map of the company

· Name of the officials who will be present on the day of the Mission

· Detailed Programme Structure

-
Audio – Visual Aids, if needed

Start





Decide the Objective(s)


Identify Mission Cos.


Suggest tentative dates





Send confirmation to the participating companies





Yes





No





To send a list of confirmation to visiting companies





Arrange Logistical Requirements*





Receive and collate confirmations, Follow-up  /  Payment status





Prepare budget  &  draft Circular 


and keep them ready


- Give a approved copy of budget to HoD Finance (for HO only)





Personnel travel* & accom. bags 





Finalise Budget & �HYPERLINK "\\\\192.168.0.202\\d\\AppData\\Local\\Microsoft\\Windows\\Temporary Internet Files\\OLK2456\\Redrafted Processes of ACMA 150213\\Measurement Charts\\PM_29.xls" \l "TRAVEL__HOTEL___LIGISTICS"��Travel Arrangements� (if any)


Finalise circular & Send Information to members (Refer Work Instruction 2)








Preparation of Request Letter to Company(ies) to be visited.


     (Work Instruction 1)





Prepare necessary documentation for delegates (pads*, pens*, background material [if any], talking points for Delegation Leader and gifts* for visiting , final list of confirmation





Analyse Feedback received 


�HYPERLINK "\\\\192.168.0.202\\d\\AppData\\Local\\Microsoft\\Windows\\Temporary Internet Files\\OLK2456\\Redrafted Processes of ACMA 150213\\Measurement Charts\\PM_29.xls" \l "REPORT__mm_dd_yy"��Prepare Report on visit or Record Note of Meeting�


Prepare & Send Thank You Letters


Follow-up for Payments, every 15 days / Presentation, if any





During Visits/ Interactions 


Take attendance		


take detailed notes


Collect Feedback forms





Give required papers for filing





* Outsourced





End
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