Procedure for Issue of Office Orders

Employee/ officer in
‘Administration Division approves
the competent authority after
receiving application from
individual officer.

—>

Competent Authority
receives the note sheet
&issues approval in
respective matter /work
in note sheet

>

Concerned- in- charge
issues office orders within
2 days with copy of the
same sent to responsible
Authorities.

GM

Provision of FR & SR as in
Govt. of India office is
followed for according

Sanctions and Approval.

Procedure for Booking Project Related Expenditure

Project related expenses are
classified for obtaining approval
for internal estimated of the
project.

Technical Divisions provides
man month chargeability to
Finance Wing by 15 ™ of every
month, in case of change the
same is intimated by 30/31 * of
the month.

Based on chargeability
details provided by
concerned HODs
expenditure under other
Heads are considered as
respective claims/bills

Technical division
re-approprriates the
project internal
estimate

Project related expenses are broadly
classified into

1. Personnel expenses

2. Charges for services

3. Traveling expenses

4. Infrastructure expenses

5. Transportation expenses

6. Printing and stationery expenses
7. Other expenses

GM (Finance) monitors the

entire procedure.

(P&A) monitors the
procedure

Incase expenditure
exceeds provision.
Competent Authority
gives the required
approval.

Project related
expenditure is generated
on monthly basis & issued
on 15" of every month
and paid in previous
month.

'

Concerned HODs
«—— response to comment on
expenditure statement.




Procedure for Public Relations

Chief (BD) maintains
innovative and informative
website

Regularly Participative

Chief (BD) regularly updates in workshops

brochures, pamphlets ,films mposiums. Exhibition
and communication aids & posiums, EXhibions
Key note addresses,

lm:zzttr\g’grc [:nngctj;nd Advertisements
Nomination of Delegates

Interaction is made by

1. Press release

2. Interviews

3. Video Film on WAPCOS

OSD (Technical) CMD
monitors the entire
procedure.




Procedure for Interaction with existing and Prospective Client

Appropriate functionary
» WAPCOS maintains
records

Concerned GMs, HODs & CE (BD)
does Business related interactions &
Project related interaction

CMD, concerned GMs, HODs
monitors the entire procedure.

Interaction with client
for other purpose

1. Procedure for providing
information and guidance
to customer

2. Procedure for Hospitality

1.Procedure for response
to tender notification
2.Procedure for capturing
business

1. Procedure for collection ,processing and analysis of
data for product delivery

2. Procedure for handling over project reports to client
3.Procedure for maintenance of compliance of statutory
regulations in overseas products.

4.procedure for customer complaints .

5.procedure for collection. Collation & analysis of
customer feedback.




Procedure for Store Management

anager (Records &Store
receives the serviceable items
from concerned division &
makes entries in serviceable
goods register

Manager (Records & Stores) gives
permission to concerned division

to take back serviceable division &
issues non-available certificate for
purchasing the items

"| done in separate non

Entries of Non-
serviceable item is

serviceable register

Register of the goods
includes

1. Date of receipt

2. Description of the
equipments

3. Cost

4. Division etc

Senior Manager
(Administration) monitors

the procedure

Condemnation and disposal
of non- serviceable items is
done once in six months




Procedure for Product Identification and traceability

MR identifies all records PC identifies Quality Respective HOD decides Records of correspondence

rtaining to th i records pertaining to th _| the number of project are identified by the file index
p:waia egr]ngntse gt'e%ty e?rot?ui? r:alize?ti;)n e related files to be attached in the inside cover
9 4 ’ . maintained. of each project file.

All the files are stored in
almirah. All records after
their active time are
Identified record is made stored in the respective

available to the individual division in the project
team members , files.
responsible for
maintaining the recording
respective project files. #

Seprate files are
maintained for each
projectin 4 categories —
General correspondence,
input data, output data,
contract document

List of all records are
scrutinized once in every 5 |~
year

HOD is consulted for
disposal of specific
records.

Financial division does
indexing of the project files
based on project codes.

'

Project coordinator & MR HOD gives the Project Coordinator WAPCOS personnel have
monitors the entire permission of the same , .«— gives permission for |«— access to all Project /quality
procedure. if necessary. assessing the record. records.

Procedure for WAPCOS Statistics

ompilation is submitted an

payment realization
presented in as Annexure —
AB,C,D

HOD submit the complete Division wise statistics

format ion monthly basis _| discussion are done in
to the concerned GM, HOD meeting in
GM(F) and CE (BD) chairmanship of CMD

GM (Finance )/
Concerned GM
monitors the entire
procedure

Compilation of turnover
achieved ,Business
procedure, Proposals
EOIs / PQDs




Procedure for Synergy Meetings in WAPCOS

Synergy meeting is held
every month

Division heads
forwards topics of

two days prior to the
meeting.

discussion to CE (BD)

CE (BD) prepares brief
agenda & circulates to all
concerned & monitors
various actions taken.

Sr. General Manager

CE(BD) prepare &

(Power) chairs the Synergy
meeting & HODs attends
the Synergy meeting

—

circulates the
minutes of meeting
to HODs, GMs, and
CMD

General Manager (Power)
| manager monitors the
entire procedure.

if HOD is not available.
second command of
division attends the
meeting

Procedure for Preventive Action

Non -Conformities areas
of potential is identified
and causes is diagnosed,

Periodic review of Training is for personnel
Quality procedure and new legal or
documents and customer requirements in

manuals is done for
MRMs determining
status

Preventive Action Plan
for potential non —
conformity

Examine of non-
conformities &
implementation of result
of CAPs & decide
strategies to adopt.

|

Deterrent action is
taken /disincentives
imposed in case of
chronic defaulters

MR Monitors &assist
CMD for implementation

implementation identified status is
1. Technology

2. Methodology

3. Personnel

4. Customer requirements

5. Legal or other requirements

Implementation of QPs

1. Counseling sessions with
personnel their understanding the
QMS

2. Analyzing the administrative
areas and causes of non-
conformities in future

Chronic defaulters
restrict the growth of
potential areas of non
conformities




