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Work Instruction for Product Specification Requirements

	S.No
	Description
	Specification/ characteristics
	Acceptance criteria
	Responsibility
	Frequency
	Record

	1.
	Letters/
Circulars/
Notices
	Address; Name; Reference no; Date; Signature; Enclosures 
	No errors
Completeness
	All RS / HOD


	Whenever ready
	Signed copy

	2.
	ACMA Brochures/ 
Catalogues
	Quantity, Finish, Text
	-No errors

-No shortages

-as per order
	Concerned Coordinator
	On receipt
	One signed sample

	3.
	Members’ Brochures / Catalogues
	Quantity, 
Finish, Address,  Contact details,
Visual Graphics
	-No errors

-No shortages

-as per requirement
	Concerned Coordinator
	On receipt
	-----

	4.
	Buyers Guide, News letter, EC Booklet 
AutoNews

ACT Now


	Quantity; 
Text; 
Data
	-No shortages

-No error

-as per order placed
	HOD/Concerned  Coordinator
	On receipt
	One signed sample

	5.
	Bags, Pens, Folders, Documentation Material, Presentations, Program Sheet
	Quantity, 
Finish, 
Text
	-No shortages

-as per sample

-no errors
	Concerned Coordinator 
	On receipt
	1 sample

	6.
	Agenda papers, Minutes of meeting
	Quantity, Text, details
	-No shortages

-No error

-Completeness
	EC Coordinator
	For each EC Meeting
	1 copy signed

	7.
	Annual Report
	Quantity, Text, data, figures as per order
	-No shortages

-No errors
	Concerned Coordinator
	On receipt
	1 sample

	8.
	Advertisement Material
	Text, Size
	-No errors

-No mis-matches
	HOD/ Concerned Coordinator
	On receipt
	1 sample

	9.
	Cheques
	Figures, Details
	-no errors

-completeness
	HOD/ Concerned Coordinator
	Whenever ready
	Counter-foil

	10.
	Books (Library)
	Quantity, Pages
	-No shortages

-completeness
	HOD / Library In-Charge
	On receipt
	Entry in the register

	11.
	Election Results
	Categories, 
Name, Designation
	- No errors
	HOD-Finance
	Once a year
	Ballot paper, scrutineers report

	12.
	Mission Report
	Quantity, Text
	-No shortages

-No errors
	Mission Coordinator
	After every Mission
	1 copy

	13.
	Stand Lay-out
	As per approved Lay-out
	No deviations
	Concerned Coordinator
	Whenever required
	   ---

	14.
	Photographs
	Appearance, 
Resolution,

Quantity
	· clear

-no shortages
	Concerned Coordinator
	Whenever required
	Album / Contact sheets

	15.
	Work Priorities
	Text
	-No shortages

-No errors
	EC Coordinator
	Once a year
	Copy

	16.
	Certificates

- Membership


	Quantity,
Details, Text
	- No shortages

-No errors
	HOD-Membership
	Every issue
	    ---

	17.
	Mailing List / Labels
	Details, text
	-No errors

-completeness
	HOD- Membership
	Every update
	Updated list

	18.
	Debit Notes/ Invoice
	Quantity

Text / data
	-No shortages

-No errors
	HOD-Finance/ Fin.  Team Member
	Once a year
	Copy

	19.
	Event Budget
	Details
	-No errors
	HOD/ RS/ Concerned Coordinator
	Every event
	Budget Sheets

	20.
	List of Visitors to ACMA Booth/ List of 
participants
	Details
	-No errors
	HOD/ Concerned Coordinator
	Whenever

participated
	List

	21
	ACMA Awards
	Quantity,

Details, Text
	- No shortages

-No errors
	Concerned Coordinator
	Once in an year during ACMA Annual Convention
	Final Approval


Note: All Specifications are verified visually
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