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	1
	PURPOSE 
	To describe the method and responsibilities adopted for bringing out various ACMA publications. 

	2
	SCOPE
	Applicable to ACMA Publications

	3
	RESPONSIBILITY
	HoD/ Coordinator of respective Publication

	4
	OBJECTIVE
	A.        Annual Report
To provide a comprehensive report on ACMA’s activities throughout the preceding year (Statutory Requirement)
B.         Auto News (Once in two months)
To provide information to members about developments related to Auto Industry and ACMA activities 
C.        IMPACT (once in 4 months)

To share best practices and achievements of ACT Clusters and update about ACT activities

D.        Other Publications - Statistical and other publications 

To provide detail data on production, sales, export, import, etc., on the Indian/Global Automotive & Auto Component Industry

E.         Buyer's Guide (Annual)

To provide detailed information about Automotive Companies to the prospective buyers. 

Product-wise Indexing to help in identifying companies for a certain product.

To enable companies create impact through advertisement in this Publication. 




	5
	PROCESS BOUNDARIES  

	
	Starts with: 

Ends with :
	Compilation of data/information/news/manuscript

Obtaining hard/Soft copies of the publication from the printer for distribution


	6
	PROCESS INPUTS / OUTPUTS & INTERFACES : 
	As shown in Flow chart


a.
Process Inputs:

· Manuscripts, company logos, advertisement material, bromides, etc.

· Format of Questionnaire to gather data from members.

· Published information from other sources

· Trade data from SIAM, DGCI&S, Relevant Ministries, GTA, other domestic & overseas agencies and statistical compilation of data organised by ACMA
b) 
Process Flow Chart:
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B. Auto News: 
























C. IMPACT: 



D. Statistical & Other Publications:




E. Buyers Guide: 

















































  










c.
Process Output: 


· Hard/soft copy of the Publications
· Database
d.
Interface with other Processes: 

· Process for Management Review: PM/08

· Process for Vendor Development & Empanelment: PM/18

· Process for Monitoring Customer Perceptions & Requirements: PM/15
· Process for Membership Matters: PM/33
· Dispatch: PM/34
· Process for Printing: PM/41
	6
	KEY ACTIVITIES  

	A.   Annual Report

	S NO
	Key Activities
	Responsibility
	Reference  Document
	Time Norms

	1
	Appoint Coordinator for the year
	DG
	
	As per AGM Process

	2
	Finalise the release date in consultation with Finance-Head
	Coordinator 
	
	Statutory compliance 21 days prior to AGM (X Year) 



	3
	Check with printer on days required for printing after final go ahead given & do a back calculation for activities listed below:
a. Collate matter from all editions of Auto News of FY
	-do-
	
	

	4
	Finalise the Overall  structure / design in consultation with DG/ Dy. ED
	-do-
	
	

	5
	Finalise Photographs/ Captions of all events to be printed
	-do-
	
	

	6
	Design Annual Report in consultation with DG
	
	
	

	7
	Obtain the approved Presidents Message 
	-do-
	
	4th week of July

	8
	Give the matter & photographs/captions to the Printer
	Coordinator
	
	

	9
	Get options for cover design & finalise the cover design based on theme of the Annual Session
	Coordinator
	
	

	10
	Get the first proof and take more proofs based on requirement & finalise the Annual Report
	Coordinator
	
	

	11
	Finalise & place order 
	Coordinator
	
	

	12
	Receipt the printed Publication and verify the printed copies against the specifications given through sampling and store appropriately to avoid damage of any kind
	
	
	

	13
	Issue the Annual Report to all Members
	Coordinator/HoD-Finance
	
	21 working days prior to AGM

	14
	Upload the soft copy in ACMA website and give one copy for Library
	HoD / Team Member - 
IT & Systems
	
	Within 2 working days


	B.  Auto News

	S NO
	Key Activities
	Responsibility
	Reference  Document
	Time Norms

	1.
	Solicit information/articles that needs to be included in Auto News from Staff and other external sources
	Coordinator
	
	25th of the first month (activity write-ups for the first month). 25th of the second month (activity write –ups covering second month)

	2.
	Collate Information  
	Coordinator
	
	On receipt and for the last dates of the month- within 2 working days of the second month covering activities of previous month. 

Where initial mailer for details has gone out to all staff. Deadline if missed no matter to be entertained beyond this date



	3.
	Select and Edit the information
	Coordinator
	
	On receipt  - within 3 working days

Write-ups received beyond 4 working days from the day of the event will not be entertained in-spite being sent on the mentioned deadline by the Auto News editor.



	4.
	Seek approval from Editorial Board
	Editorial Board
	
	

	5.
	Send the approved manuscript for designing / layout to the printer
	Coordinator
	
	The same day after seeking approval

	6.
	Get the first proof from the publisher 
	Coordinator
	
	Within 3 working days, the first art work must be received

	7.
	Ist Proof:  Read the dummy
	Coordinator
	
	Within 1 working days after receiving the artwork. 

	8.
	Take more proofs based on requirement & give final approval for printing 

Final Printed copy to reach
	Coordinator
	
	as per the requirement

within 3 working days



	9.
	Verify the printed copies against the specifications given through sampling and store appropriately to avoid damage of any kind


	
	
	On receipt



	10.
	Handover the publication to dispatch for dissemination along with the printed copies.
	Coordinator
	
	On receipt post verification

	13.
	Upload the e-version on the website/server and trigger email to subscription list


	HoD-IT & Systems
	
	Within 2 working days after receiving the final issue.


	C.  IMPACT 
	
	


	S.N.
	Key Activities
	Responsibility
	References
	TimeLines

	1
	Prepare a Circular to solicit advertisements
	Coordinator
	PM_30_RS2_Representative Sample for Circular Seeking Advertisement in IMPACT 
	· Feb.

· June

- October

3 months before dispatch of issue

	2.
	Seek articles/case studies from designated persons/companies and others
	Coordinator
	Email/ Personal Meeting


	· Feb

· June

- October

3 months before dispatch of issue

	3
	Collect manuscripts
	Coordinator
	Email/ Personal Meeting


	· March

· July

· November
2 months before dispatch of issue

	4.
	Follow up and receipt of advertisement material
	Coordinator
	Email


	· April

· August 

· December

1 month before dispatch of issue

	5.
	Design the cover page based on a theme and seek approval from DG
	Coordinator
	Email/ Personal Meeting


	· April

· August

December

1 month before dispatch of issue

	6.
	Obtain Chairman’s message
	HOD
	Email/ Personal Meeting


	· April

· August

· December

1 month before dispatch of issue

	7.


	Collect all articles’ manuscript, advertisement material and cover page design and hand over to HOD for Editing
	Coordinator
	Email/ Personal Meeting


	· March

· July

· November
2 months before dispatch of issue

	8.
	Select the Printer from the approved panel
	Coordinator
	Email/ Personal Meeting
	· March every year

	9


	Prepare the Layout and a dummy (with the help of the printer) and proof read 
	Coordinator
	Email/ Personal Meeting


	· April

· August

· December
1 month before dispatch of issue

	10.
	Seek approval from HOD on the dummy and also the print order (Quantity)
	Coordinator
	Email/ Personal Meeting


	· May

· August

· January

3 weeks before dispatch of issue

	11
	Seek approval from Chairman / Head ACT
	Coordinator
	Email/ Personal Meeting
	· May

· August

· January

3 weeks before dispatch of issue

	12
	Coordinate with the printer.
	Coordinator
	Email/ Personal Meeting


	

	13
	Receive copies and verify them against the specifications given, through sampling and store appropriately to avoid damage of any kind


	Coordinator
	
	

	14
	Hand over to Dispatch department for sending to members
	Coordinator
	
	· 4th week of May August
· 1st week of September December (subject to ACT Summit)
· 4th week of January April


	D.  Statistical and Other Publications

	

	S.No
	Key Activities
	Responsibility
	Reference Document
	Timelines

	1
	Decide on the title, format of publication and date of release
	Concerned coordinator in consultation with DG
	
	

	2
	Finalise Content Formats and Data Source
	-do-
	Last Edition of the Publication
	Within seven days of final decision on release of Publication

	3
	Compilation of Data
	-do-
	
	On going

	4
	Finalise and send content to printer
	-do-
	
	At least 21 days before release of Publication

	5
	Hand over the first proof read manuscript to printer for carrying corrections
	-do-
	
	Within 3 days

	6
	Final Proof Checking and format for checking of Content etc. and decision on print order with advertisements received 
	-do-
	
	At least 10 days before releasing of the publication

	7
	Printing & Delivery
	-do-
	
	At least 2 days before releasing of the book

	8
	Receive printed/ e-copies and verify them against the specifications given, through sampling and store appropriately to avoid damage of any kind


	-do-
	
	On receipt


	E. Buyer’s Guide

	S N
	Key Activities
	Responsibility
	Ref.Document
	Time Norms

	1.
	Prepare/Modify the Format of Questionnaire & Advt. Reply Form 
	HoD in consultation with Director General
	
	Last Week of July

	2.
	Prepare a Circular (Check list II), attach the Questionnaire and the Advt. Reply Form and mail to all members (E-mail/hard copy)
	HoD/ Coordinator
	
	

	3.
	Collate Information gathered i.e. Filled-in questionnaires and Advertisement matter
	Coordinator
	
	

	4.
	Ist Reminder: Follow-up on Circular  
	HoD
	
	After 21 Days

	5.
	Update the Existing Database from Responses
	Coordinator
	
	On Going

	6.


	II Reminder: Send mail of existing company profile to non- responded member companies along with available advertisement options
	HoD/ Coordinator
	Source India Database
	At Least 2 Months before Printing of Buyers’ Guide

	7.
	III & final Reminder: to member companies to send their updated profile or else use the old data with available advertisement option
	HoD/ RS/ Coordinator
	
	At Least 1 Month before Printing of Buyers’ Guide

	8.
	Based on responses give a feedback to DG to specify the timeline for printing
	Team Member/ Coordinator -Publication
	
	One Month Before Releasing of the Publication

	9.
	Send database to the printer to submit first proof
	HoD/ Coordinator
	Last year's format
	At least 20 days before releasing of the book

	10.
	Hand over the first proof read manuscript to printer for carrying corrections
	Coordinator
	
	Within 3 days

	11.
	Final Proof Checking and format for printing/Checking of Logos, etc. and decision on print order with advertisements received from member companies
	Coordinator
	
	At least 15 days before releasing of the book

	12
	Printing & Delivery
	HoD/Coordinator
	
	At least 1 days before releasing of the book

	13
	Verify the printed books against the specifications given through sampling and store appropriately to avoid damage of any kind

	Coordinator
	
	On receipt before taking stock in stores.


	7
	PROCESS MEASURES : 

	
	· Makeover of Publications 

· Customer rating for Buyers Guide, ACT Now
· Circulation of Buyers Guide (enhancement in no. of Buyers Guide circulated)
· Adherence to timelines for release of publication on schedule date 


	8.1
	SERVICE MONITORING AND MEASUREMENT 

	S. No
	Output
	Parameter
	Acceptance Criteria
	Responsibility for Control

	a. 
	Printed Document(s)
	Printing Errors/Defects (on a sample basis)
	Minor errors only  that can be corrected with corrected stickers
	HoD/ Coordinator


	8.2
	PROCESS MONITORING AND MEASUREMENT

	S. No
	Parameter
	Risk
	Control
	Responsibility for Control

	a.   
	Auto News
	Non publication of Auto news due to lack of content
	Conduct annual  review for inflow of content and match frequency of publication or size of publication based on the review outcome
	HoD/ Coordinator

	b. 
	Time compliances – Auto News
	Adherence to timelines for release of publication on schedule dates 


	Monitor publication timelines irrespective of receipt of content.
	HoD/ Coordinator

	c. 
	Buyers’ Guide
	Lack of renewed information from Members
	At least 2 reminders to defaulting members before finalization of data. The last reminder shall contain last available data with message that this will be published unless new data is furnished.
	HoD/ Coordinator


	9
	CORRECTIVE  & PREVENTIVE ACTION : 
	HoD / Respective Coordinators shall determine suitable corrective action to be taken. 



10.
References

1) Work Instruction:   

2) Checklists

3) Formats: 
· Format for Questionnaire for Buyers Guide: PM30/F1 

· Format for Advertisement for Buyer’s Guide: PM30/F2
· Format for Buyer's Guide Feedback: PM30/F3
· Format for Customer Rating for IMPACT: PM30/F4
4) Representative Samples:

· Representative Sample for Circular Seeking Advertisement in IMPACT: PM_30_RS2
Work Instruction

General Work Instructions: 

Concerned Staff to have some knowledge of abbreviations used by printer to ensure corrections are understood in the press and do not have to be repeated.

1. When sending/receiving proofs, dates of dispatch to Printer and receipt from, to be noted on top of proven matter.

2. Final proof to be sent to Printer, keeping requisite time before the delivery date. 

Receive printed copies. 

Coordinator to check quality of printing. If not up to standard return to Printer for taking out coorections. 

Buyers Guide- WI-1
Complete Advertisement: Advertisement of Eight kinds

- Book Mark(4 Colour)

- 4 Colour Full Page

-B & W Full Page 

-Back Inside Cover

-Back Outside Cover

-Front Inside



- Last Inside Page

- Section Separator

· Ads for all preference slots will be first come first serve basis.  

· For four colour ad(Both Book Mark & Full Page)  the ad-material should be in positive/Editable, High Resolution Format (CDR Etc.)
· If it is an artwork company should directly deal with the printer to get their Art-Work to convert in to a 4 Colour Positive(ACMA should forward it to the printer if the company is interested to get it done from ACMA's printer).

· All 4 colour ad material should meet ACMA's requirement other-wise it will be considered as incomplete AD and it should go back to the concerned party to get the proper size.

· In case of B & W Art-work or in the form of positive/Ad Material (Soft Copy) in proper size will be considered as complete AD-Material, exception of this will be an incomplete Ad-Material. 

· No commission to the Media from ACMA for developing the ad for the companies.

WI - II: for sending complimentary copy
· The complimentary copy will go with the circular attaching a feedback form for further improvement of the book and also the correction form with a deadline of 15 days to all ACMA members. 

· Companies released advertisement shall get extra copy of buyers’ guide for each advertisement in the buyers’ guide with a thank you letter.

WI-III: For Regional Follow-up:
HoD should provide the updated and selected list to regional secretary for follow-up.

Regional secretary should send a reminder from the regional chairman/chairperson’s side and do a telephonic follow-up to get the information. If regional secretaries are unable to collect the information, then they should intimate HoD, in that case HoD should take this responsibility.

Finally, HoD should do a personal visit for collecting these data. 

Buyers Guide - Check List  I
Dispatch should ensure all enclosures 

· Circular letter(Covering letter)

· Questionnaire

· Advertisement Form

· Correct Addresses of Companies

Buyers Guide - Check List  II
1. Approved questionnaire for component manufacturer as well as for vehicle manufacturers (If necessary). 

2. Approved Advertisement form

3. Send Circular in the Last Week of July in every year to all members and vehicle manufacturers (if necessary). It should be a separate circular to each group.

4. Reminder letter after 21 days of release of 1st Circular via mail, website or e-mail
5. Responses

-
Check the details, responded by the companies.

· Check the logo, Sales Turnover, Export information thoroughly.

6. Data Entry
-
New database file should be clear, all fields should also be visible 

· Explain every detail before handing over the responses for data entry. 

· Data field should be checked after entering it. 

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 (Logo, Copyright) 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:

· Concerned Coordinator to 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 needs to be validated by 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, intimate the company and return the balance brochures, as appropriate.
Work Instructions - while dealing with Auto News

· It should be remembered that to eliminate delay in the collation of matter HoD’s/ Staff, must adhere to the timelines specified by the Coordinator. 

· As a step forward to streamline the entire process the matter to be sent should be in a prescribed format of a word document along with relevant pictures. Each department must send the best pictures that they think are most appropriate to the coordinator, for Publication. 

· Also, the coordinator and the Editorial board should have the right to edit matter/ picture captions & pictures, as they may deem fit in terms of the overall appropriateness of the Auto News.

· All the advertisers to be given a minimum of 3 copies of the printed Auto News additionally that should be couriered instead of being sent as open post by dispatch. 
Start





Appoint Coordinator for printing annual report





Check with Printer for the requirement of number of days for printing 





Finalise Release Date in Consultation with Finance Head





Create a list of events organised by ACMA during the last year year





Finalise overall structure and design, in consultation with DG or Dy. ED





Select Photographs & Captions, in consultation with DG





Give Matter & Photographs with captions to printer 





Make the Narration / Description in the Annual Report Format





Obtain approved message from ACMA President / Vice President 





Get Cover Design Options from Printer based on Theme. 


Seek more designs, as appropriate





After finalisation of Cover design and matter, send matter to printer for drafting Dummy 





Post approval from editorial board, place final printing order 





Verify on receipt and Issue Annual Report to all members  





File papers and upload same on ACMA website





End





Start





Get Quotation from the Printer 





Compare Quotation received with Annual Budget 





Write to companies asking for Ad Material, as appropriate 





Collate contributions from journalist 





Write to HoD’s / Regional Director / Committee Coordinators submission of Matter & Photos for AutoNews





On receipt of AD, send Invoice and follow-up for payment 





Follow-up with colleagues for Articles on events 





Collate all matter received for Auto News. Proof read and Edit Matter, as appropriate. Cancel advertisements, in case of non-compliance 





Place advertisements and Proof Read matter together and send to printer for making dummy, while taking inputs from editorial board





Receive dummy and seek approval from the editorial board





Place final order for printing. Post receipt of Hard Copy, verify for correctness and handover to dispatch for dissemination





Upload softcopy of AutoNews on ACMA Website





End





Preparation of circular to solicit advertisements








End





Handover copies to Dispatch for distribution to members





Go ahead for printing Coordinate with printer and receive printed copies





Seek Approval from Chairman or Head ACT





if not





if Ok





Handover copies to Despatch for distribution to members.





Handover copies to Despatch for distribution to members.





Is dummy ok





Seek approval from HoD on dummy, place order quantity with printer





Prepare dummy with edited document with the help of printer and proof read





Select printer from approved panel list.





Collect all articles’, manuscripts, Advertisement material and cover page design and give to HoD for editing 





Receipts of advertisements after follow up





Collect Manuscripts


Design cover page as per theme, 


Get approval from DG


Obtain Chairman’s message





 Declaration of IMPACT publication with theme 





Start





Start





* Outsourced





End





Place final printing order to Printer 


Receive Hard Copy (Transcripts etc.) of Ad-Material from Printer





If Ok





Intimate corrections to Printer and get verified copy





If Not





Verify for errors





Get the final printed proof from printer 





Finalise Primary Database and send to Printer





Proof Read the matter (checking contents, advertisements, disclaimer etc.) received from Printer using all sources of checking. Ask for more proofs, if required 





Decide tentative date of release of publication


Fix the advertisement Tariff/rate (if applicable)





Compile Data





Dispatch Circular


Receive advertisement (Refer WI-1)





Collect New Data/Updated data from Agencies & Other Industry Bodies





Decide/Finalise Data Source


If required draft circular for Advertisement





Finalise Content Format





Start





Decide tentative date of releasing the Publication


Fix the Advertisement Tariff/Rate 





�HYPERLINK "F:\\AppData\\Local\\Microsoft\\Windows\\Temporary Internet Files\\Content.Outlook\\AppData\\Roaming\\Microsoft\\Word\\Measurement Charts\\PM_30.xls" \l "d2"��FINALISE QUESTIONNAIRE� 





Drafting of Circulars 








OEM’s data from SIAM





Targeting data Sources





MEMBERS 





-�HYPERLINK "F:\\AppData\\Local\\Microsoft\\Windows\\Temporary Internet Files\\Content.Outlook\\AppData\\Roaming\\Microsoft\\Word\\Measurement Charts\\PM_30.xls" \l "f2"��Dispatch of Circulars�� HYPERLINK  \l "Check List  I." ��(Check List  I.), �  reminders, After 21 Days of Release of 1st Circular. 


Send reminders in consultation with concerned HoD





Follow-Up from HO & Regional Offices (Work Instruction-III)





Receipt of New Data/Updated data from members





Receipt of Advertisement � HYPERLINK  \l "Complete Advertisement " ��(Work Instruction I)�








Check completeness of AD material and send complete AD Material to the Printer





Data Entry (Buyers Guide entry should be done within 2 working days from the receipt of the responses.)





Taking Printouts and Proof Read as per Questionnaire





Carry-out Correction of Entered Data and Check sample size 


 And 





Yes 





No 





Is Sample Sufficient?





No 





Yes 





Inform HoD concerned and decide accordingly





Finalize Primary Database for Printing by Proofing and converting Data in Report Format





Proofing process* * (checking logo and contents / thorough proof reading using all sources and checking of  advertisement incl. disclaimer





Send collated & proof read matter to Printer along-with AD Material





Product Indexing





�HYPERLINK "F:\\vs.ACMAHO\\AppData\\Roaming\\Microsoft\\Word\\Measurement Charts\\PM_30.xls" \l "n2"��Receiving one copy of Printed Book �Printer








�HYPERLINK "F:\\AppData\\Local\\Microsoft\\Windows\\Temporary Internet Files\\Content.Outlook\\AppData\\Roaming\\Microsoft\\Word\\Measurement Charts\\PM_30.xls" \l "l2"��FINAL PROOF� 





Verify for errors








If not





If OK





Is the proof received Ok?





Intimate printer and get  the Correction incorporated and verified Errors/Mistakes to  Printer





Place Printing Order








Receive hard copy of Manuscripts etc. of AD Material from Printer





On receiving printed Copies, send complimentary copy to all Members (refer WI-II) 





Send hard copy (Transcripts etc.) of AD Material to companies





On the basis of feedback received from members, change database and Errata Sheet





Follow-up for AD-Payment





* Outsourced





END
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