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4, INTRODUCTION

G. S. AUTD INTERNATIONAL LTD., was established in 1973 under
the name 'Gurmukh Singh & Sons Auto Parts Pvt. Ltd.' after
it was converted from a partnership concern. The company
produces a wide range of Automobile Parts. The products
have gained a name for their quality and as a result some
of the products are consumed as OE's and lately the Company

has been able to enter the export market.

The company is managed by a Board of Directors, headed by a
Chairman, The Managing Director is responsible for the day
to day management of the company and is assisted by other

executives,

The present management of the company is very forward look-
ing and enterprising, The operations of the company under
the leadership of this management have grown in multiples.

However, it has not been able to match these developments

with advancements, refinements and sophistication in their
way of working, specially the ways and means of collecting,
storing, analysing and transmitting the management informa=

tion,.

In the recent past, the management had been considering and
very rightly so, the application and the usage of the latest
management tools in the working of the organisation so as to

increase its efficiency,
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3. SUMMARY OF RECOMMENDATIONS

Dbjective Statements for the function of
Sales are prepared,

Information flow system designed.

Details of the various reports & formats
worked out,

Detailed job descriptions have been pre-
pared for operating the proposed infor-
mation system,

The Registers/Files rendered redundant

have been identified,




2. TERMS OF REFERENCE ~

After the preliminary discussions and observations the

following terms of reference were arrived at :

e To carry out detailed systems analysis of the
SALES of the Organisation.

2. To identify and document the objectives for

the above function,

3 To design suitable information system in line
with the set objectives for the above mentioned

functions.,

4, To design suitable systems for the information
storage and retrieval pertaining to the above
function,

5. To identify various positions needed and to pre-
pare their job descriptions to operate the
designed MIS.




4,(b)

(e)

(d)

Order recording Registers maintained by order receiving
section, customer files and Agents Register with ASM

contains similar data.

Order Recording Registers in order analysis section and
registers maintained for DGTD reporting similar data of
production (major category-wise sales fiqures).

Hundi Registers and Agentwise Registers contain similar
data.

The management has decided to install a mini-computer,
This acquisition of the computer will greatly help the
management, especially in operation and organisation

of the information system., The proposed information is
suggested keeping in view the availability of the
computer.




7. THE MANAGEMENT INFORMATION SYSTEM

\

FUNCTIONAL OBJECTIVES

The management needs information to decide., The decisions
are!taken in order to utilize the resources available to

the best possible extent, The resources are to be utilized
in order to achieve certain objectives, Thus, the informa=-
tion and objectives should be very well related; any infor=-
mation flow system designed without clearly clearly identi-
fying the organisational/functional objective will not serve
any purpose, It is with this in view that the following

objectives have been identified for the specific functions,

in consultation with the management,

MARKETING SALES & BILLING

The objectives for this function, which have a bearing on
the objectives of the organisation could be stated as
follows.: This list has such objectives only which are guan=
tifiable and therefore, achievable and controllable. The
other objectives could be added to it :

(a) To understand the total market of the company's
product and to decide and to mazke efforts to
achieve certain share of the market by fixing

targets on a periodical basis.

(b) To decide and make efforts to achieve a definite
target of the sales turnover in a defined period
of time in a defined market such as Replacement,

Export etc,

(c) To understand the causes of the customer's com=-

plaints and to make efferts to reduce them to a

defined levelj and to reduce the cash collection

period to a pre-determined time,

CDI‘Itd...-/-



(d) To comply the orders as per the delivery schedule and to
maintain the records pertaining to the function.

INFORMATION FLOW_SYSTEM

- - -

(a) Based on the objectives as mentioned above, the decisions
expected to be made by the various levels of the manage=
ment and thus their information needs a detailed informa-
tion system, The Information network is as given in
Appendix-B.

(b) The details of all the reports, most of which have al ready
been implemented; such as the frequency, no. of copies
made, initiator, receiver, the due date and purpose served
are given in the Form Description Sheets, which alonguwith
the formats of the report are given in Appendix-C. A
summary of the Information Flow, its periodicity & purpose
served is given in the table below.

THE_BUSINESS_PL AN

The proper information flow wlll help the management to decide
on a rational basis azs well as in time. However, in the zsence
of any prefixed targets which are to be achieved, all this
exercise will be futile, Keeping this in view, a formal busi-

ness plan was got made,

ORGANISATION & OPERATION OF MIS

1; The most important link in the operation and organisation
of the designed MIS is the human element, The Form des=-
cription sheets as given in the Appendix-C, give in detail
the procedure of preparation of each of the report. How-
ever, for the smooth operation of the documentation genera=

——tion and flow of information, it is desirable to assign the
specific tasks in the company.

chtd.llno/-
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2.

The job descriptions as given in Appendix-D, describe in
detail the responsibilities of each of the person. These
duties and responsibilities have been categorised in

three main categories viz,

A) To be continued.
B) Proposed.
C) To be deleted.

'To be continued' are the duties which are being performed
at present and will be reguired in future also. The second
category duties are the 'proposed' ones, which are necess-
ary for the organization and operation of the proposed
information system. The last category duties 'to be dele-
ted' include those duties which are not more necessary to
be perfermed. The job description sheets alsp give such
details as to the number of such jobs existing at present
and the number proposed, The table overleaf gives the

necessary changes in manpower,
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8. GENERAL RECOMMENDATIONS

In order to arrive at a rational product mix and a pricing
policy, the management should have detailed knowledge of

the cost break-up of each of the products. It is,therefore,
recommended that the costing of the various products could
be carried out and the data made available to the management
for deciding the product mix, pricing policy etc. on the
basis of the contributions made by each product, This will
also help the management in concentrating its attention on
the vulnerable high cost areas.

The company is poised for rspid growth in the future in
which it will only be successful if the management & other
executives of the company share more important responsibi-
lities and authorities; it is also necessary to create and
adhere to unity of command which will avoid any duplication

of the work and hence, confusion,

In order to keep the balance between the increased expecta-
tions from the employees and executives and their present
level, it is imperative to identify the training needs and
to impart necessary training to them in order to improve
their skills and efficiencies.




REFORTING FORMATS

DEFINITION & NEED

A REPORTING FORMAT IS ANY STANDARDIZED CONMFUNICATION

THAT IS AN ESSENTIAL LIMK IN AN OPERATING PROCEDURE.

The reporting formats help in furnishing information for

a subsystem and produce outgoing information to be used by another

subsystem or an end user,

REQUIRENMENTS OF A GOOD FORMAT

1.
2.

3.

4.

5,

6.

Te

The form should be attractive and easy to read.

The form should have a little which specifies the function
of the form.

Forms should have an identification no: with the date of
issurance.

The items should be so arranged such that there is a lozical
flow from left to right and from up to bottom. The reporting
forms usually gave surmaries in the right columns and bottom
rows .

When extreme emphasis is on acruracy, large boxes, easily
blocked section and lob of open space help.

Consider coloured ink for captions to make variable date
stand out. Coloured ink may also be used for serial
identification no:

Detailed instructions, whereas required, on how to fill the

form may be printed on the back.
Roating instructions for each copy may be indicated by using
a different colour paper for each copy and printing routing

ins tructions on the maragin.



9.
10.

1.

..2..

Standard form sizes should be used.

1f the form is to be placed in a binder, leave adequate
blank space at the top or sidese.

When multiple copies of a form are desired, they may be
obtained in several ways. Multiple sheets may have carbon

interleaves or special no—carbon-recquired paper may be used
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Form Code Title No. of copies F requency
o Gopds lying 2 Weekly
EW-! at Bombay
- - T ‘; 7
Initiator To be sent by Distribution
Asst. in 2nd day of CE/MD
Export Dept. every new week

1'

2e
a)

b)
c)
d)
e)
f)

g)
h)
i)
j)

3.

Purpose

Form Description
Serial No.

Bill No. & Date
Amount

Name of Buyer

Country
No. of Cases

GR Np. & Date
LC No. & Date
LC Validity
Action/Remark s

Dther Instructions

Format Size

Storage Form

-

To control export consignments

Numerical serial no. is ascending
order,

Rafere to the order no., & date
given on the ofder,

It is the amount in rupees billed
to the customer given in sales invoice,

Refers to the customer's name.

Name of country to which goods are
sold.

The total no, of boxes in which the
goods are despatched,

A no, & date given by Despatch clerk,
The Letter of Credit No. & its date.

The date till which Letter of Credit
is valid,

Any action to be taken by management.,

FUll SCapl
File.
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Form Code

EM-1

Title

Export Pending
Order Report

T

No. of Copies F requency

3 Monthly

Initiator

Astt., Export

To be sent by

2nd day of

gvary new month

Distribution

CE/MD/Planning Engr.

Purpose

Form Description

a)
b)

c)
d)
e)
f)

Q)

h)
i)
J)
k)
1)

Serial Number

:

Order Proforma Nn./:

Invoice No,
Date

Amount

Name of Buyer
Country

Delivery date
for factory

LC No.

Validity

Ext. Date
p/Credit availed

Remarks

Other Instructions

Format Size

Storage Fomm

-

-

L]

To follow-up pending export orders

Numerical serial no. in ascending order.

Referes to the number given on sales invoice.:

Date on which order is received.

Value of the order amount,

Name of purchaser.

Name of the country to which goods are sold.

The date on which the goods are asked to be
delivered by the purchaser.

Letter of Credit No.

Date upto which Letter of Credit is valid.

The date extension of Letter of Credit,.

Packing Credit availed amount,

Remarks for order to be pending.

Full Scap.

File.

-
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Form Code Title No, of Copies F requency
Quarterly Export Sales Report 3 Quarterlyl
(Country and Product wiseg

Initiator

To be sent by

Distribution

Asst.(Export) 1st week of every new quarter CE/MD/Computer Deptt,
1. Purpose : To know country-wise & product-wise sales.
25 Form Description

a) Country's Name t The name of the countries to which goods

are sold.
b) Product Category : The quantities given separately of all the
(Quantity) product categories sold for the quarter.
c) Product Categories t The amount in rupees given separately of

d)
e)
£)
.9)

h)

( Amount)

Total Sales (Actual)
Total Sales (Planned)

Cumul ative Sales
(Actual)

Cumul ative Sales
(P1lanned)

Total

ODther Instructions

Format Size

Storage Form

ne

all the product cateapries for the guarter,

Actual sales in rupees of the countries for
the guarter,

Planned sales in rupees of the countries
for the gquarter.

Actual sales in rupees of the countries
till current quarter. :

Planned sales in rupees of the countries
till current guarter.

Give total of all the countries sale both
in quantity and amount figure.

30" x B,5"

File.




YLl

BVWY| LY

BNNVTJ LY v | u v |4 7|7 | IWY | ALY | by | ALY | Ly | ALY BRER
'Sy NI ‘
SIIVS "WaD M.M.\Sﬁmﬂ.\mm. d 3 2 9 YV 90Yd | S,AYLNOOD

— - -

ol
Ao

YL T T T

(0" NI LNy 7 419D

d2LIW0® DHL uou.Awﬂ.z ‘4 3B \,qu:ouusuoo_wu SIMYS LIWXT LTyl gvad



Form Code Title No, of Copies Frequency
Y-1 Export Trend Report 2 Yearly
£ (Product-wise)
Initiator To be sent by Distribution
Asst.(Export) 1st week of new CE/MD
financial year
1. Purpose ¢ To understand product-wise export trend.
2. Form Description
a) Serial Number ¢ Numeric serial no. im ascending order,
b) Producﬁ ¢ The name of product categories to be U-Bolt,
C-Bolt, etc,
c) VYearly Sales ¢t The yearly salesof last 5 years are given for
(Uty) each product category.
d) VYearly Sales t{ The yearly sales in rupees value of last 5
(amt.) vears for each product category.
8) VYearly Growth ! 400 x Increase in sale(0ty) compared to last year
Rate (Uty) Last year's Gale (Wty) s
f) Yearly Growth s 100 x lncrease in Sale(Amt) compared to 1ast year
Rate (Amt) Last year's Sale ( Amt)
g) Remarks t Whether growth trend is increasing/decreasing.
3. Other Considerations

Format Size

Storage Form

Full Scap.
File.
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Form Code

EY-2

Title

Export Trend Report
(Countrywi se)

No. of Copies

2

F requency

Yearly

Initiator

Asst, (Export)

To be sent by

1st week of every

Distribution

CE/MD

new year

1 Purpose :
2, Form Description
a) Serial Number 3
b) Country :
c) VYearly Sale :
(Amt,
d) VYearly Growth .
in percentage '
8) Remarks $
L]
e Other Considerations

Format Size

Storage Form

-

To understand countrywise export trend.

Numeric Serial No. is ascending order,

The name of countries to whom sale is made in
the year,

Total yearly sales in rupees of each cpuntry
for last five years,

100 x Increase in sale (Amt) over last year
Last year's Sales [Amt)

f
Refers to whether rate is incri?sing/decraasing.

Full Scap

File,
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Form Code Title No. of Copies Freguency
FF-I Outstanding Report 2 Fortnightly

Initiator To be sent by Distributinn

Acctts, Officer or 1st/15th of every Sales Manager

made on computer

new month

Te

2.

a)
b)

Purpose

Form Description

Serial Number

Customer's Name

Outstanding Invoice
(Late)

Outstanding Invoice
(Nﬂl)

Dutstanding Invoice
(Billed out)

Outstanding Invoice
(Dutstanding Amt,)

Dther Considerations

Format Size

Storage Form

..

To monitor outstanding payments & follow-up.

Numeric Serial Number in ascending order.

The names of those customers whose payments
are outstanding after 42 days from the date
of billing.

The date on which Invoice was prepared.

The number given on Invoice,

The amount billed in the Invoice.

The amount unpaid by the customer after the
45 days from billed date.

Full Scap

Eilas
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Form Code

FM-2

Title No. of Copies F requency

Finished Goods 2 Monthly
Inventpry Status

Initiator

Store Inch.(Finished
Goods) or Computer

To be sent by Distribution

1st week of every MD/ M
new month

2.

a)
b)

c)

d)

f)

a)

Purpose

Form Descriptions

Serial Number
Finished Goods
Current Month (Uty)

Current Month (Amt)

Previous Month (uty)

Previous Month (Amt)

Totals

ODther Considerations

Format Size

Storage Form

To plan and contrpl finished goods inventory.

¢ Numeric Serial No, in ascending order.

Refers to finished goods product category.

The average inventory in quantity eof current
month.

The average inventory in amount of current
month.

The average inventory gty. of previous month.

The average inventory in amount of previous
monthe.

Only amount figures are added to give total
inventory in (emount).

Full scap.

o Eive
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Form Code Title No. of Copies F requency

FEM-3 Monthly Sales Report 2 Monthly
(Mkt., Segmentwise)
‘Initiator To be sent by Distribution
A/c Officer or wWithin 10 days of MD/CE
made on computer every new month

To plan and control sales promotion efforts
for various market segments,

1. PBurpose

2, Form Description

a) Market Segment

The names of different markets in which goods
are sold i.e. Defence, Original Equipment
manufacturers etec,

b) Current Sales (Amt) Current monthly sales (Amt.) for all product
cateagories.

c) Cumulative Sales :t Sales (Amt.) from financial year tp current
(Amt.) month for all product categories,

d) Total Current Sales : Total Sales (Amt.) of each market segment of
(Amt,) current month,

e) Total Cumulative : Total Sales (Amt.) of each market segment from
Sale (Amt.) financial year to current month,

f) Total Company's Sgle ¢ Refers to total of all individual columns,

3. ODther Considerations
Format Size . 3g% x B.5"
Storage Form ¢ File,
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Form Code Title Mo. of Copies Freauency
FM-4 Price Variance Report 2 Monthly
Initiator To be sent by Distribution
Puchase Deptt, 1st week of every new MD/CE
month

24
a)

b)

Purpose

Form Description

Material Name
Units

Base Year (Date)
Specification/Size

Base Year (Price)
Current prices

Variance (%)

Average Monthly
consump tion

Dther Consideratio

To review product prices.

The names of major raw materials i.e. Mild
Steel, Alloy Steel, Furnace 0il, etc,

..

The unit of measurement i,e. tonnes, litres
etc,

The latest date on which prices of finished
goods were fixed,

¢ Refers to specification and size of the raw
material,

Raw material prices on base year data.

Raw material prices in current months.

Increase in material price from base Yr. dt.
Base year material price e

100 x

Monthly average consumption of each raw
material,

ns

Format Size

Storage Form

full Scap.

Fila,
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Form Code

T b+

Title

Daily Sales Status Report

No. of Copies - Erequency

Maintained in
Register

Daily

Initiator

To be sent by

Distribution

Acctts, Officer Daily next day (10 a.m.) MD/CE/ SM

1. Purpose ¢ To review daily sales position

2 Form Description

a) Serial Number ¢ Numerical Serial Number in ascending order,
b) Date ¢ The date of sales Invoics.

c)

d)

e)

f)

a)

3.

Sales Amount
(Through Bank)

Sales (Amt,) Direct

Total Amount

Cumul ative till date

Month's Total

Dther Considerations

Format Size

Storage Form

Total sales of the day through all the banks.

Total direct sales of the day.

Addition of Direct Sales and sale through
bank Se £ :

Addition of sales from month's start tp that
date,

Referes to total of sales through banks and
direct only.

Full Scap.

Information maintained in a Register.
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Form Code Title No, of Copies F reguency
T™M-) Monthly Demand & 3 Monthly
Supply Report
Initiator To be sent by Distribution
Section Inch, (Order 1st week of every - MD/CE
Analysis Section) or new month - Planning Engr.

made on computer

- Sales Manager

1.

24
a)

b)

c)

d)

3.

Purpose

Form Description

Serial Number

Product Name

Demand Wty. (Mild
Steel & Alloy Steel)

Supply (Uuty)
(Mild & Alloy Steel)

Dther Considerations

Format Size

Storage Form

-

To know monthly sales & demand position.

-

Numeric Serial Number in ascending order.

: Refers to the name and brief description/
size of the product.

$ UWuantity demanded through order received
in the month, Mild Steel & Ally quanti=-
ties are given in mparate columns,

Quantity supplied during the month for
both steel categories.

¢ Full Scap

3. 'Files
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Form Code Fitle No. of Copies F requency

IM-2 Inland (Replacement) 2 Monthly
Pending Orders Report
Initiator To be sent by Distribution
Section Inch.(Order 1st week of very new Asst, Sales Manager
Analysis Section) er month Sales Manager

made on computer

1a Purpose ${ For follow=up action,
2. Form Description

a) Serial Number ¢ Numeric Serial Number in ascending order.
b) Agent ¢ Name of the Agent,

c) Orders Pening The total value of pending orders in rupees
(File previous month) thousand till previous month of each Agent,

d) Orders pening at the The total value or orders pending in current
end of this month month's end, of each Agent, °

e) Orders received The total value of orders received during

during this month current month of each Agent,
f) Reasons t The causes of orders to be pending.
g) Total " 3 Refers to total of amount figures.

D Dther Considerations

Format Size $§ Full Scap

Storage Form §= Eila.
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Form Code Title No. of Copies F requency

TM-3 Inland (Mkt, Segmentwise) 2 Monthly
Pending Drders Report
Initiator To be sent by Distributien
Section Incharge 1st week of every new MD/CE
(0.AeSs) or made month

on computer

1. Purpose To know pending orders position,

Similar to Form Code No, with a diff=
erence that amount figures will be markset
segmentwise instead of Agentuwise.

2. Form Description

e ODther Considerations
Format Size ¢ Full Scape
Storage Form 5 " File

!"-
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Form Code Title No. of Coppies F requency

TM-4 Monthly Sales Report 3 Monthly
: (Productwise)
Initiator To be sent by Distribution
Section Incharge 1st 10 days of svery sM/MD/CE
(DsAsSs) or made new month

on computer

To know and plan monthly productwise sale,

T Purpose

2. Form Dgscription

a) Serial Number $ Numeric Serial number in ascending order,

b) Product's Name

o

Refers to product categories.

c) Current Actugl Sale Product categorywise actual sales in guantity
(Qty. & Amt.) and amount of current month,

d) Current Planned Sale Product categorywise planned salaes in quan-
(Uty. & Amt,) tity and amount of current month,

e) Cumulative aActual Product categorywise actual sales in guantity
Sale futy. & Amt,) and amount from financial year to current
month,

f) Cumulative Planned Product categorywise planned sales in gty. &
Sale (Uty. & Amt,) Amt, from financial year to current menth,

g) Total ¢ Refers to total of amount columns only.

3, 0Other Considerations

Format Size Full Scap.

File

Storage Form
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Form Code Title No., of Coples Frequency
T™M-5 Monthly Sales Report 3 Monthly
(Agentwiss)
> Initiator To be sent by Distribution

Asst., Sales Manager
S or magde on computer

1st 10 days of every
new month

sM/MD/CE

T Purpose

Ze Form Description

a) Agent's Name

b) Product's Sale
(Wty. & Amt,)

a

c) Total

»e

To review Agents,

ASM's, performance & plan

for future strategies.

Agents.

Refers to the name of the Company's Sales

Product category wise actual sales given

both in (Qty. & Amt.) for all Agents against

their targets.

| Refers to total of all columns,

g% Dther Considerations

Format Size

Storage Fomm

Full Scap.

¢ File.
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Form Code

Q-1

Title No. of Copies F requency

Consolidated Report 2 Quarterly
(Misc, Information)

Initiator

Sales Manager

To be Sent by Distribution
1st week of every new MD/CE
gquarter

1.

2,

a)
b)

c)

d)

f)

3

Purpose

Form Description

Sgrial Number

To review sales section performance,.

Numeric Serial Number in ascending order.

Description of Infor- 3§ Refers to various heads like outstanding

mation

Current Quarter (Amt)

Current Wuarter
(% of sales)

Previous Wuarter(Amt)

Previous Wuarter
(%of sales)

amount, pending orders, etc.

Refers to the amount of each individual head
of the guarter.

Individual Head's Amount

¢ 1EE X Total Sales of the Uuarter

Refers to the amount of each individual head
of the previous guarter,

Individual Head's Amt, of previous guarter

¢ 100 x Total Sales of previous quarter

Other Considerations

Format Sizse

Storage Form

Full Scap

File.
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Form Cods

T6 -2

Title

Customer's Complaint
Report

No., of Copies

3

F requency

Uuarterly

Initiator

Asst.

Sales Manager

To be sent by

1st week of every new

quarter

Distribution

SM/MD

1.

-
a)

b)

Purpose

Form Description

Serial Number
Types of Complaints

Np. of Complaints

ODther Considerations

Format Size

Storage Form

t For analysing customer's complaints and to

take corrective

action,

t+ Numeric Serial number in ascending order.

Refers to complaint category.

The number of times the same complaint is

being reported in a quarter by the customer.

Full Scap.

File.
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Form Code - Title No. of Copies Frequency

TY-| Sales Trend Report 3 Yearly
(P roductwise)
Initiator To be sent by Distribution
Section Incharge 1st week of every new MD/CE/SM
(04AeSe) or made year

on computer

1. Purpose : To know product wise sales growth for future
planning.
2, Form Description ¢ It is similar to Form Code « In this

company's total product wise sales figures

are given instead for only export.

Iy Dther Considerations

Format Size Full Scap.

Storage Form $§ Fils
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Form Code Title No. of Copies Freguency
TY-2 Sales Trend Report 3 Yearly
(Agentwise)
Initiator To be sent by Distribution
Asst, Sales Manager 1st week of every — MD/CE/ SM

or

Made on Computer

new year

2.

a)

b)

Purpose

Form Description

Serial Number

Agent's Name

ODther Considerations

Format size

Storage Form

t To know Agentwise Sales for Agents performance

appraisals and setting targets in future.

Numeric Serial number giving the total number

of Agents.

Refers to the name of the Agent through whom

goods are sold,

Other columns are similar to Form Codse No.

with a difference that amounts are given for

sach Agent's sale.

Full Scap.

.

File.,
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Form Code Title Np. of Copies F requency

TIY-3 Yearly Sales Report 3 Yearly
( Agentwise)
Initiator To be sent by Distribution
Asst., Sales Manager 1st week of every MD/CE/SM
or Made on Computer new year

To review Agents'/ASM's performance and plan

1. Purpose
for future strategies,

2. Form Description ¢ Report is similar to Form Code No, wi th

a difference that values in this report
refers to Agent's total yearly smles instead
of monthly,

5 Other considerations
Format Size $ Full Scap.
Storage Form § ¢ File,
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2.

3.

4o

S5

EXPLANATION OF JOB DESCRIPTION PROFORMA

JoB TITLE + HRefers to the designation of the
person.

NO., OF POSTS { Refers to the no. of persons of
this job title.

REPORTS TO : Refers to the designation of the

PERSONNEL UNDER

immediate boss of the persone

Refers to the no. of persons

DIRECT SUPERVISION working under him,

DUTIES AND

Refers to the various activities

RESPONSIBILITIES tp be cashed out by the incumbent.

A

B

C.

Activities presently carried out to be continued.
Activities added now for the operation of MIS.

Activities which have become redundant & thus, to
be deleted.



s Job Title

2 Nos of Posts

3. Report to

..

Sales Manager

Present
1

Proposed

1

Managing Director/Chief Executive

4, Persomnel Under Details Present P roposed
Direct Supervision
AeSelM, 4 4
Section Inch, B 2
Typist 1 1
Steno 1 1
5. Duties & Responsi- ¥
bilities :
P Overall supervision of Sales Deptt,
2. Negotiation with Customers & Agents.,
S General correspondence of the Sales Deptt,

B. 1. Preparation of Reports No:




1.

2,

Job Title Clerk (Production).

No: of Posts

..

Present P roposed
1 1

Reports to Section Incharge (Reali?atiun)

Personnel Under

Direct Supervision b L
Duties & Resonsi- .
bilities >

Ao --

Be To be done on computer.

C.1. Itemwise sales record in sales register,

2. Itemwise production record in production
register,

3, Entry of Agents Realization in Regliza=
tion Reqgister.




4.

5.

Job Title

No: of Posts

Reports to

Personnel lUnder
Direct Supervision

Duties & Responsi=-
bilities

Ae 1.

: Assistant Sales Manager
: Present P roposed
4 4

H Managing Director

- Details Present P roposed
Typist 1 1
Record Keeper 1 1
Clerk 4 3

Scrutinization of Different Rate Contracts,
Follow-up of orders.

Correspondence with customers.,

Liaison with production personnel.

Help in sales promotion activities,

Entertaining of officers, inspection of outer
organisations,

Supervision of subordinztes,
Visit to different depots.
Looking after work of other G.S5. Companies.

Sending reminders for outstanding payments.

Preparation of Reports no:

Listing of pending orders and outstanding payments

will be made on computer instead of A.S.M.




4.

5.

Job Title

No: of Ppsts

Reports to

Personnel Under
Direct Supervision

Duties & Responsi-

bilities

A. 1. Maintenance

2. Maintenance

B.

C. 1. Maintenance

2. Maintenance

: Record Keeper
: Present P roposed
1 1 (may be assigned

as part time).

-e

A. S.Mo (DEFEHCE)

NIL

-

of Complaints records,

of payments received Register.

of outstanding payment records.

of Bill wise Register,

(To be maintained by Computer Deptt.)




4.

5e

Job Title : Clerk
Nos of Posts : Present Proposed
2 1
Reports to - Assistant Sales Manager (Defence)
Personnel under NIL.

direct supervision

Duties & Responsi-

bilities
A. 1. Maintenance of order receiptls register.
2. Daily recagpitulation Statement,
3. Preparation of forwarding letters with bills,
B. -
C. 1. Typing of supply order.
2. Re=typing of Invnices.




2,

3.

4.

Job Title

: Clerk
Not of Posts : Present P roposed
2 2

Reports to ASM (VPefence)

Personnel Under

Direct Supervision s

Duties & Responsi=-
bilities

A. 1. Preparation of Credit Notes,
2. Scrutinizing the correspondence.

3., Wuarterly Standing Committee Statement

preparation,




2.

Job Title

No: of Posts

Reports to

Personnel under
direct supervision

Duties & Responsi=-
bilities

It is assumed that

the preparation of Demand & Supply Reports,

..

Section Incharge Statistical (0AS)

Present P roposed
1 NIL
Sales Manager/ASM
Details Present P roposed
Clerks 5 1

the computer department will take over

Till that

period Section Incharge and personnel under him will con-

tinue to be in this

section,




2.

4.

Job Title

No¢ of Posts

Reports to

Persons under

Assistant (Expert)

1 1

direct supervision

Duties & Responegi="

Typist

bilities

A« 1. Prepare all correspondence documents regarding export,
2. Mgaintains three Export Registers,
3. Tgzkes dictation from MD, CE and SM.

Be 1. Prepares all} Export Reports except

Present Proposed

Managing Director/Chief Executive.

Details Present Proposed



2.

4.

5.

Job Titls

No: pf Posts

Reports to

Personnel under
direct supervision

bDuties & Responsi-
bilities

-

Section Incharge (Realization)

Present P roposed

1

Sales Manager

1

Details Present P roposed
Clerk (Records) 2 1
Clerk (Bank work) 2 2
Clerk (Prod., record) 1 -
Clerk (Tax Return) 1 1
Clerk' (Bank Dak) 1 1

R« 1. Supervision of subordinates.

2. Entries in Bank Details Register.

3. Entries of Payment Realization.

B.

Co 1. Prepare dales & Collection Register,




5

Job Title Clerk (Drder Receipt Section)

No: of Posts Present P roposed

1 1

Sales Manager

Reports to

Personnel under

direct supervision HEL

Duties & Responsi-
bilities

A 1. Endorse file no., & order receipt no! on order,
2. Forwarding orders to other sections,
3. Acknowledge orders to custnmnr;
4, Send certificate of autherized dealership.
5., Maintain record of issue of stationcry to Agent,
6. Entry of order in custpomer File,

7. Giving information to customers & agents,
Be 1. Preparation of Report No:
C. 1. Entry of order in Agent Renisters,

2. Entry of billed amount and realizes amount in

Agent'e Registers,




2.

Job Title

Clerk (Transport

Nop: of Posts Present P roposed

1 1

Reports to Sales Mananer

Personnel under

direct supervision WAk

Duties & Responsi=
bilities

-

Ae 1. Order particulzrs entry in Billing Register and

Excise Register.
2, Sending bills to transport agency.
3. Dgaling with transport correspondence,

4, Road pemmit entries.
5. Entries in goods declaration fomm.

6. Maintaining Despatch Register,

Cc -
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PROPOSED 5TATUS OF REGISTERS/FILES USED

TO B
4. No.| DEACRIPTION 9-'1’/“. D&PTT, PURFPOLL r;oNTl:CK-D ey
" OR NOT Dl coNTINUATION
[. | IND&X ROOK 2 ORDER TO GIVE FILé No.
RECEIVING To ORD&R AND Yés e
b&cC. V&RIFICATION,
2. |ORDéR RECEIVIN
&émé“é : 9 |4 —~do-— FOR ORDé£R ~Ne To B¢ STOREDIN
R.. ENTRY COMPUTER. SYSTEM,
R écoRDIN
3. |5ALLS [’ 3 ORDé& R, ORD&R ~NO i et
R&GISTER, ANALYSIS R&CLORDING
Sec,
4. [IMsURANCE
DLCLARATION | -<lo — EM3URANLCE Yés —
REGISTER DecLARATION,
5. | pANK D&ETALLS 4 ReALIZATION] For BANK el =
REGISTER, LdecTionN ACLOUNTS,
1 sALES AND
e i | ey g R&LPORTING Y b Som
L
coLLecTLO LALEE,
RE GISTER
7. | CH&QUE/ DRAFT | ~_do- Recorping | Y5 =i
ReGISTER
&, | ResvaMITTLD | LALES MAKING Yeéob AR
chses REVISTER DEPTT, R.¢ PORT
. | Regpo €D —
9 € \ ~do- e d 0 = Yé.s
CAsS &S
REGISTER
lo.| compPLAINT i RiLLING R&PORTING Yes =t
REGISTER LeCTION COMPLAINTS
(1. | caeol T NOTE i 8P e CReDIT NO To A& STORED 1INV
K(’QlSTGQ Kéc‘ogbgmc, C_QMPIJTGR GYST‘M.
| &)
12. | HUwoOL 4 ~do - LALELS AMT, NO e
I 2‘66|$1"& — - == éMT RY — - —
12.]| cusTOMER RECOR D DOCUMENTING
fee YES
FiL&S | kEeeP NG CUS TOMER e
poctumM TS
4. £ ATlo
vl BRI 11, | ReAL zaTion KeerPInJG s el
p&rvbInvg Y&
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SUMMARY ""OF THE PRoPosed MANPOIWER DEVELOPMENT

S- | DESIGNATION e ST
e PRESENT PRoPosE
.| SALes MANAGER I I

2 |ASST. SALES PIANAGER 4 4

SECTION INCHARGE | NI L
(STATE Mt/ce )

w

(BILLING)

SecTiony  INCHARGE | ,
( ReALISATION)

4| SecoN  INCHARGE ' !
5
L | AssT.  ExFPORT | t
4 7 | PuRcHAse ASSISTANT l
g
9

FINANCIAL CONTLOLLER ’

AcCouNTS OFFICER & 2
16| CLERK 25 2.6
ni| TYRsT |5 10
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