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Ministry of Communications and [T
Department of Telecommunications
(Policy-1)
AN
New Delhi dated |2 March, 2012.

OFFICE MEMORANDUM

Subject: -Action relating to Mandatory Indicators included in the
RFD 2011-12--Finalization of an action plan to implement
ISO 9001 certification.

In continuation of O.M. of even number dated 16" February,
2012 on the subject mentioned  above, the undersigned is directed fo
enclose herewith a copy of “Guidelines For Preparing an Action
Plan For Obtaining ISO:9001 Certification” rcceived from the
Performance Management Division, Cabinet Secretariat for further
necessary action,

Enclosure: As above. W e
) ,_.:---"\_"?(Anéﬁ'dr Agrawal)
I)ef)uty Secretary (Policy)
Tel. No. : Ph. 2337 6032
E-mail: anandag@nic.in
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The Prime Minister approved the outline of a “Performance Monitoring and Evaluation
System (PMES) for Government Departinents” vide PMO LD. No. 1331721/PMO/2009-Pol

dated 11.9.2009. Under PMES, each department is required to preparce a Resulis-Framework
Document (RFD),

An RED provides a sunimary of the most important results that a department / mirustry
expects to qchievc during the financial year. This document has two main purposes: (&) move
the focys of the depaﬁ‘r"em from process-orientation to resulis-orientation, and (b) provide an

‘objective and Tair basis To'cvaludle departotenl’s Gverall performance at theend UfL“rrfy"a; ST

In addition to success mdma[o- s proposed by the department, there i s a sct of mandatory
indicators proposed by the Government that are common to all depaitments preparing RID

the High Power Commitiee ([TPC) on Government Performance in its meeting of March 11,
2011, decided to include the following mandatory success indicator relaiing
1“11pi-=mema ion of ISC:HC01 In the Resulis-framework Docuinent (RFD} of government
departments for the year 2011-2012.

Target / Criteria Value

Mandatory

Success Indicator

Mar 26 | Mar 27 | Mar 28 {Mar 29| Mar 30
Finalize an action plan to implement ISO | Dute | 2%

. . 2012 2012 1 2012 4 2012 { 2012
9001 certification

These guidelines are intended to provide guidance to departments / iministries for preparing
the required Action Plan for implementing ISO 9001 in their respective ministries /
departmenis by March 26, 2012. These Guidelines represent the minimuim requirements and

~

ministries / departments are free to add additional material that may be relevant to their
particular context

The next step would be to hire consultants to actually help departments obtain 1SO 9001
certification. Experience suggests that organizations that prepare themselves before hiring
consultants save both time and money. That then is the main purpose of these guidelines.
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3. Intended tlsers

All ministries / depariments and Responsibility Centers (REs)-under them may use these
guidelines to dwclo) an Action Plan for implementing 150:9001 in their organizations.

4, What s [SO?

15O (International Organization for Standardization) is the world's largest developer and
publisher of International Standards.

50 is a network of the national standards insiitutes of 161 countries, one member per
country, ii;h a Cemrai cpmm“i in Geneva, S\-\fuzeriand, that comdlnaﬁs the syatem

150 is a non-governmentz! organization that forms a bridge between the public and private
sectors, On the ona hand, many of its member institutes are part of the governmental siructuic
of their COi,!.mw:ﬂ?.i or ?uc 1‘1__“1(’1:15 ed by Lhr, ir govermment. On the othar hand, other members
have thelr roots und i the private b

o

sector, having been set up by national partnerships of

=

consenhsus to be

dthe broader needs of society.

Because Mlittemational Greanizaiion Tor Standardization” would have different acronyms (i
aifferent lanquc.gcs ("G5 in English, "OIN" in French for Organisation internationale do
normalisation), its founders decided to give it also a shoi, all-purpose name. They chose
HSOY, derived from the Greek isos, meaning "equal”. Whatever the country, whatover the

language, the short form of the organization's name is always 150,

G Wy 5t
standards maks an cnormons and positive contribatiion to most aspects of our fives,

Standards cnsure desirable charcieristics of products and services such as quality,
environmental fricndiiness, safety, reliability, efficiency and interchangeability - and at an
economical cost.

When products and seivices meet our expectations, we tend to take this for granted and be
unaware of the role of standards. However, when standards are absent, we soon notice. We
soon care when products turn out to be of poor quality, do not fit, are incompatible W1¥:h
equipment that we already have, are unreliable or dangerous.

When products, systems, machinery and devices work well and safely, it is often because
they meet standards. And the organization responsible for many thousands of the standards
which benefit the world is [SO.

e the 150 90048 standards?

15O has developed over 19 000 International Standards on a variety of subjects and more
than 1000 new ISO standards are published every year. The full range of technical fields can
be seen from the listing of International Standards at http://www.iso.org/iso/iso_catalogue
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Users can browse that listing 1o find bibliographic information on each standard and, in many
cases, a brief abstract. The online 1SO Standards listing integrates both the SO Catalogue of
published standards and the ISO Technical programme of standardsarider development,

7. Wha s vesponsible for developing the 1SO 9000 standards?

150 standards are developed by technical committees comprising experts from the industrial,
technical and business sectors which have asked for the standards, and which subsequently
put them to use. These experts may be joined by representatives of governiment agencies,
testing laboratories, consumer associations, non-governmental organizations and academic

circles,

The experts participate as national delegations, choser by the 150 national member insfiiiie
for the country concerned. These u,l g tions are required to represent not just the views of
the oreainizations in which their partici

pating experts work, but of other stakeholders tco.

o¢ insilivie is expecled © teke account of the views of the

vange of pai ndard under development. This u'lH\,_, them o presoil 4

"f‘.lselm‘ 2, natioral consensus position fo the technical committe

fraplemeniation of 150 20010 2 Toverumend

benelits;

Foable die deparanent w develop standard opervating procedures (5C1Fs) for its funcilons

and activities. These STEs are codified 1n a Quality Manual and procedures..

L. Compare and benchinark these standavd operating procedures with  other  similay

ST
ul

anizations in Government of India, states, private secior or international organizations.

oo Tdentify ara

unctioning of the department.

d. Codify institutional and personal memories and cxperiences for future geperations.
Hence, when a person leaves, he or she will be able to leave behind 5GPs for others to
follow and improve,

e. Bring in transparency and accountability in the operations of government machinery.

f. Allow the department to audit itself against the 1SO 9001 standards.

g. Allows the Secretary of the Department to focus on strategic issues

h. The annual third party audit keeps the depariment on its toes.

i.  The potential for losing the 1SO 9001 certification during the audit every third year ailows

he system to sustain itself over ime.
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7. 18 I5{F 9001 suitadle fov Gevernment Deparintents?

Of course, it is. ISO 9001 is a generic quality management system. It-cedifies quality
standards in every area of organization’s functioning.

In fact, many governments around the World have made 1SO 9001 a mandatory requirement.
In India too, many Government organizations have successfully obtained 1SO 9001
certification. Besides the trend in developed countries, Malaysia and Kenya have also made it
a mandatory requirement in their government organizations. Prominent examples in the
Indian Government context include, National Authority for Chemical Weapons Convention

(NACWC) in the Cabinet Secretariat and many offices of Central Board of Customs and
Excise. A copy of the actual certificate awarded to NACWC is included on page 9.

B

Government’s General Services Administration’s Office of Property Management—with a
51.5 billion budget at the time-—claimed to be the first US federal agency to become 120
9000-certified. Both NASA and the D ﬂpai'immt of Defonse of USA have cited 150
o;itiﬁsaliﬁn a5 an heportan

auality system oversight.

HEHIIRES Jl l‘“[;lr)\ul“ Cl“’t-:;“ q*]fl I.ra-‘b;u{l—l(' 11‘1\. t(’d@;(-l k"l]l(i\., in

. ISTA YA fam Flmedmiiml A
in Octoher 208 ";, g bredora: &

viation Administration clatmead brageing vighis as the &t g
= "3() /0’}1 cartiiication (wich national and international sites
wloyses). The Small Business Administretion Web site incluaes o
tiak tov IS0 9001 resources. H.L v ave of relevance and use for others as well,

izderal organization to achics
a:m‘nprésiiw *hj’ll'l} 6,500 8

Today, wiormed citizens expect quality operations and hence governments are proactively
becoming quality conscious.

T Wha

W

1S90 9001 is not a substittne for “results” vather itis a complement. 150 9001 guarantees that
ihe internal “piocesses”™ will be of a certaln quality. Tt does not guarantee that cither the
PUOCCSS will inde

zd be foliowed or that results will be assured. For that assurance, we need (o

have RED. Heuce, both are required to get a truly performing qualiiy erganization.

11, Wiat is the relationship between IS0 5601 and Sevoitam?

Sevottam means Uitam Seva {Good Service) in Hindi. Government realized the importance
of this aspect of Government performance long time back and several Government decisions
at the highest levels have reiterated the resolve to is decision. To operationalize this
Government policy, DARPG created a module of following three Initiatives that are together
rzferred to as Sevottam:

a. Citizens’ / Clients’ Chaiter

b. Grievance Redress Mechanism

c. Service Delivery Capability

They are all covered by IS 15700:2005

Page 7 of 29
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172, What is the 4

Both are quality standards but they differ in following respects:

Terence between 150 3601:2008 and 15 15700220557

150 9001 is an internationally recognized and well understood standard. It is the
most widely adopted Guality Management Systern. Whereas, 1S 15700 has been
developed by Bureau of Indian Standards (BIS) and is not known outside India.
Even in India, it has not yet been adopied by a significant number of
organizations.

(50 9001 can be certified by a targe number of highly reputable Indian and
foreign certification bodies. Whereas, 1S 15700 can be certified by only BIS. The

competition is always better than monopoly.

185G 9001 covers all aspects of a management sysiem-—inailagement processes,
s and support processes. That is, it covers all aspects of departmeniz!

| I AN

mandate and functioning. 15 15700 covers mosily service delivery aspects of the
depsrtment.

COIE processe

IOV VY e T R PR R SR B
50 9001 is periodically updated bascd on

globalized would India necds to be at pay with the best, There is techaiesl
comimities worklng continuousty in order to collect updates worldwide,

There is an internationally approved standard (350 17021201 1) for emsuiing the

quality and competence of certifving bodies across the world, Bi% is not required
to adopt such a standard.
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_ Whaatis an Actiea Plan?

The required Action Plan for implementing 1SO 2001 in a department is basically expected to
contain details of eight actions required to get ready for 15O 9001 certification. Experience
suggests that forethought and preparations are the best way o proceed with the implementation
of IS0 9001 in an orgamzation That is the rationale for requiring all depaitmenis to ﬁm
prepare an Action Plan and then beam actual process of implementation.

The requived Action Plan should have following eight sections:

) Actlon i: Constitute~Ma nagenmient C,()flgl_l_it_liﬁ o

Aetion

Action 3t el structure.

Aotipn o Review and Yinalize Vision and Mission

Aetivn 50 Identify processes, along with designations
S0 Delwe ssauenns and intciasoon ol processs

. estribe cutizs of cach designnition
Aol as :ﬁ'r:pailu List of docuimonts

Petatls for preparing these eight seetions of the required Action Flan are lisied below:

To ensure implementation of 150 9001:2008 it must be driven and monitored by a well
defined Management Commitiee. It is the Management Committee that gives direction and
momentum to the impiementation of 1SO 9001:2008. This committee must be formed in a
manner wherein all sections of the department are involved and the leadership is to be
entrusted to the Top most authority. The Management Committee should have a balanced
constitution of policy makers and the implementers.

One Commiitee member is designated as the Management Representative (MR), who shall be
the focal point for the coordination for the implementation. The Management Representative
for the implementation of 1SO 9G01:2008 shall be responsible to ensure that the action plan/

strategy developed by the Management Committee (MC) is enacted and is progressing as
planned.

It is suggested that the Management Representative, who shall be the key person for the
implemeniation and sustenance is at least of a Joint Secretary level so that the [SO 9001
implementation gets the management attention it deserves.
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he Manageiment Representative shall have following main responsibilities:

L7 TEisuring that processes necded for SO 9001 are established, implemented and
maintained,

. reporting to top management on the performance of 1SO 9001 and any need for
improvement, and

il ensuring the promotion of awareness of citizen / client requivements related to 150
9001 throughout the organization

The_other members of the Managerment Commitiee will be responsible for developing and

rmpiementing the Action €ian for geiting 15O 9001 certification in the mi

Y

L Management Couunilice neens o be [“Grrrﬁ:d o ens
90{11:2{}08 is carried

0012008 inthe U“}J“IL;!‘DHL

The Top manageincat should be o part of the commitios and along with them represeniatives
from the entire spectium of funciions and divisions in the Minisus/Depaitment must be
included in it. Minisiry/ Departiment must consiitute a Management Commitice to spearhead
e implementation process in the department as per format given below:

1 slonmm | Committee Status

' Chairman

{ Secretary

Management

Representative }

4 Member

Member

6 o o Member
‘ B R ]
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d. Where can [ get further information?

hitp:TWWiv.iso.org/isofiso_catalogue/management and leadership_standards/quality
management/iso_9001 2008/fags on_iso_9001.htm

2. What is Scafe

The scope of 130 9001 standard establishes the coverage ot l.h(‘ sLandarr‘ in the depa;tmcnt it
¢can be applied to the full depariment or it can be applied in phases. For example, in the case
of National Authority for Chemical Weapons Convention (NACWC) it was applied to the
entire organizath

on in one go. Larger departiments may want apnlv it in phases, The

~ !

cequired aciion flan will bave (o meke the coverage and phasing of 180 5001 cerifization

I o e e iy . . RN U B A
biermiion ot \,(jf\)p;j f‘\)‘l [ oy h.“\"x; fin |!*'\{7{[’,|"il€‘ﬂ(i ‘.}!r, ")(”)1!1”:?&11',‘-\ 1O

\

N 1 P A T
3.EGOT wiatlos Citiz .
| on the services offcred by the wmimisivy/ department.

{
e applicabilicy o 156 9006

It helps in the identificaiion of the activities which need w0 be covered under
implementation.

-

[
LL

it also ascertains that nonz of the wnajor services! aciivitias gets left out while the 150 9601
framewaerle is developed,

- .*" " r\:" !“‘_,
il T B

"[0 mplemcm the Chemical Wpapons Convention (C \N\J on the pthlblthﬂ of the
development, production, stockpiling and use of chemical weapons and matters
connected therewith or incidental thereto and to act as the national focal point for the
Organization for the Prohibition of Chemical Weapons (OPCW) and other states

parties.
& How to develiop a Scope?

Decide what all functions/services of the Ministry/Department shall be brought under the
puiview of ISO 9001 immediately. It is possibie that owing to the size and comple ity or vast
number of services a few of the services may be excluded for the time being. I such a case,
please develop a timeline to cover all such services/ functions.
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There are exclusions that ave perimissible for the implementation of ISG and they shall be
cvaluated at subsequent steps. Format for listing the scope is given below:

Naine of the Departiment/ _\/IinisLL o S

Scope for 1SO 9001 e T T

L penr e
NS R

Organizalional struciure is the formal decision-making tramework by which job iasks
divided, grouped, and coordinated in the department/ministry.

An organization chavt displays the organizational structure and shows job ties, lines of
authority, and relationships within sections in the department/ minisivy.

The formal organization can be scen and vepresented in chart forim and it =stablishes the

nierarchy within the organization.

Organizationa! structure helps in establishing the flow giving divection to the execution and
related information. Ti helps in the identification of the Process owners, Responsibility and
Authority centers regarding each type of processes. 1t helps in the best uiilization of the
organization’s resources to achieve organizational goals.

2. How to develon an Oroanizational Structure?
' £

Depict the organizationa} structure in a pictorial format as per example given on the next
page.

d. Where can § get furiher information on Organizations] Siructara?

http:/fwww.iso.org/iso/iso_catalogue/managemeni_and_leadership_standards/quality manag
ementfiso 9001 2008 htin
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tire Vision and Mission of

a, Whatis

Yinistry/Department

This section should match the Vision and Mission in RFD for the department. As you would
recall this section provides the context and the background for the Results-Framework
Document (RFD). Creating a Vision and Mission for a department is a significant enterprise.
Ideally, Vision and Mission should be a byproduct of a strategic planning exercise
undestaken by the departiment. Both concepts are interrelated and much has been written
about them in management literature.

A Vision is an idealized state for the depariment. It is the big picture of what the leadership
wants the department to look like in the future.

The department’s Mission is the nuts and bolts of the vision. Mission is the who, what and
why of the department’s existence.

Vision is a symbol, and a cause to which we want to bond the stakeholders, {mostly
employees and sometime other stake-holders). As they say, the people work best, when the
are working for a cause, than for a goal. Vision provides them that cause.
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Vision is a long-terin statement and typically generic and grand. Therefore a vision statement
does not change from year to year unless the department is dlamdthdH) restructured and is
expected to undertake very different tasks in the future.

Vision should never carry the 'how' part of vision. For example ' To be the most admired
brand i Aviation Industry'is a fine vision statement, which can be spoiled by extending it
to' To be the most admired brand in the Aviation Industry by providing world-class in-flight
services'. The reason for not including 'how' is that the 'how' pait of the vision may keep on
changing with time.

Writing up a Vision statement is not difficult. The problem is to make employees engaged
,,\,‘QQUI, Many a time, terms lﬁ; vision, mission and strategy become moie a subject of scoti
than being fooked up-to. This is pnmauly y because leaders may notbe ablefomakea™
connection between the vision/mission and people’s every day work. Too often, emp!oy

set a gap betvween the vision, mission and their goals and pl]OIlllCH Even ifthere is a

valid/factical rcason for this mismatch, it is not explained. The leadership of the ministry

H

('\flimatcz and ,uP LL!F‘lle} hmﬂd lhemou, a,orssmt 8 wm ClO::S w&uon and come up with

Fraiuies of & good vision stateneii

Lasy to read and undersiand

Compact and erisp to leave something to people’s Wiaginaiion

o {ives ihe desiination and not the road-map

o Ismeaningful and not too open ended and far-fetched

s Bxcites people and makes them feel energized

@ Provides a motivating force, even in hard times

> g perceived as achievable and at the same time is challenging and compeliing,
siretching us beyond what is comfortable.

The entire process starting [rom the Vision down to the obijectives is highly iterative. The
guestion is fromy where we should start? We strongly recommend that vision and migsion
statement should be made first without being colored by constraints, capabilities and
environment. It is akin to the vision of several armed forces: 'Keeping the country Safe and
Secure from extermnal threats’. This vision is non-negotiable and it drives the organization to
find ways and means to achicve their vision, by overcommg constraints on capabilities ana
resources. Vision should be a stake in the ground, a position, a dream, which should be
prudent, but should be non-negotiable barring few vare circumstances.

Miigsion folicws the Vision:

We strongly recommend that mission should follow the vision. This is because the purpose
of the orpanization could change to achieve their vision. Ministry / Departinent’s mission is
the nuts and bolts of the vision. Mission 1s the who, what and why of your department’s

existence. The vision represents the big picture and the mission represents the necessary
Rt
WUTR.,
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Yision and Mission statements

MINISTRY OF PANCHAYATI RAJ T
Vision

To attain the Gram Swarg] dream of *“Mahatma Gandhi’ through ‘Fower to the People’.
‘ ] g r

-

To enable Fanchayais to tunction as institutions of Self Government

T

2

Lo einfoice the sationsd end
miates/ U Ty

L dmprove quality and standards of school education and lites:
society comimitied to Constitutional values.

v Provide free and compulsory quality education o all children at elameniary lovel o

envisaged undei the RTE Act, 2009.
iv.  Universalise opportunities for quality secondary education,
v.  Lstablish a fully literate society. '

cy wnids buntding a

Unless there 1s a good reason, utilize the vision and imission of the Department/ Ministry as
given in Section 1 of the REFD. Ttimay be reviewed and updated, in case it is vequired by the
Ministry/ Department while implementing [SO 9001, Fach division can also think of its own
vision / mission, though it should be consisten{ with the departmental Vision and Mission.

d Wy hey information

hito:/Awww . extension.lastate edufvalueaddedag/info/Visionandmissionstatement.htm
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5. What is 2 nrocess?

A "process” may be explained as a set of interacting or interrelated activities, which are
‘employed to add value by transforming iputs to oufputs. T

Any activity or operation, which receives inpuis and converts them to outpuis, can be
considered as a process, Almost all activities and operations involved in gencrating a resulis
GF Providing a service are processcs,

For ministrisg/ departments to function, they have to define and manag

nuerons 1l

[P P "
fnked proce

. Why s the identification of

e

rocesses and designations reguired?

IS0 9001 employs the ‘Process Approach’ and ‘Systems approach to Management’ as
guiding principles.

A desired vesult is achieved more efficiently when activities and related resources are
managed as a process and the roles and responsibilities are defined and followed.

. Bxamples of list of processes

Technical Inspections

Enforcement activities

Co-ordination with different agencies involved
Training in the field of chemical weapons

2 o & @
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d. How (o ereate g list of processes?

[t s sugeested that department should identify intended outputs, and the processes needed for
achieving them. This list of processes will include pracesses for all aspects of management
and performance. For depicting these processes departinents may use techniques like flow
chart or block diagrams. Identify all process inpuis and outputs, along with the suppliers and

clients (internal and external). Also, departments need to identify the sequence and
interactions of the processes.

Once the entire exercise of 1ummlcauon of pi omss\,s s (,Camﬂ\, e, ihen itis imnmtan’[ o

identily the responsibility (ownershin) of the identified processes. A szmple format is
suggesicd below:

BRIV A R R

Mini: u)/ Dep: periment: NACWO
Process 11101 Description Technical - Inspections
%equcncr’ of activities

No- Actw;ty |
|| Receiving Notification for inspection from OPCW to NA | Director
CWC India

2. To acknowledge the notification to OPCW if the same is found | Director
) 1o be in order or to intimate OPCW for discrepancy if any. L
|3 | To inform the facility to be inspected about the inspection Pirector / Dy.
schedule and to make necessary arrangements to receive the Dir -Tech
inspection team at the facility

4. | To inform the Department of Chemicals and Petro Chemicals | Director
of the inspection notification and request themn to nominate
escort officer/s from their department.

5 To inform the State Govt., Intelligence Bureau, Custom Director
Authorities, Immigration Authorities, CISF of the inspection
and request them for their facilitation.
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Activity Responsibility
g . . _ .

To nominate escort officer from NA CWC, India Director

7 | Booking of air tickets for domestic travel, hotel for stay and Director
transport arrangementis at the point of entry / exit and at site,

- f . N S
8 1 Receiving the inspection team at the airport. Dy. Dir -Tech

9 | Receiving the Inspeciion Mandate, verifying the equipments Dy. Dir -Tech
and escorting the inspection team for inspection till departure.

10 | in casc of on-site sampling and analysis inspection of Schedule | Dy. Dir -Tech

i 2 tacilities, the following additional steps are followed:

[

a).Comply with all formalities to bring Tn all inspection 1

P araprte 1 el e o ooty N frag +3 P ey
ceuipmenis including custom clerance, authorizing Cargo

Ageni for sineoth costom clearancs (Import and export),

snovalory and prastical

cicincs of sanplng soalysis of schaduled chomicals are

IR |
ISR FHIRYEMS N

F1 | Beibre exit, the escort iomn recsiyas the sealed inspection

)

report

e
SRR L B R L

hitp:/Neww fso.org/isofiso catalogue/management standards/quality management/iso 90
01 2008/concept and use of the process approach for management sysiems.htm

2. What are the sequence and interaction of processes?

The "sequence"” of processes shows how the processes follow each other and also how they
are linked to each other and eventually to the final output. For example, the output from one
process may become the input of the next process or processes.

The "interactions" show how each process affects or influences one or more of the other

processes. For example, poor record keeping may affect the process of ordering stocks on
time and keeping adequate inventory of stocks.

Page 20 of 29



b. Why are the sequence and interaction of processes requived?

Ability to {dentify, understand and manage interrelated processes as a system contributes to
the efficicney and effectiveness of achieving objectives by ministry / departiment.

Ofien the output fiom one process will [orm the input into the next process. The systematic
identification and management of the various processes employed within an organization, and

particularly the interactions between such processes, is referred to as the “process approach’
10 manageinent.

1, their interrelationship may be ideatified using vaiious

(ST T IS T
grams oF block diag

The purpose s o identify

o L
may bo eficctively managed,

LN 1

P e RO

Frocess Descrntion

Gy - B T o T

SUGUCHEC o 2V
i !

cor P S H PO TR FI

eI FOCTRYEELENS B LA Proeass FOSPBOLSIDINY gt
. - [ e m— e —— — — e PR — — —_—— g
i
L

d. Where can [ gat further information on sequence of interaction of processes?
htip://www iso.org/iso/iso catalogue/management standards/quality _management/iso 90
01 2008/concept _and use_of the process _approach for manasement systems.htm
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ction 7:_Describe Duties of Each Designated Position

a. What is the designated duty for the identified positions?

Each position (also referred to as designation) identified to be Involved in the process, plays a
role in the completion of the process. The designated person identified either formulates,
regulates, monitors, reviews, authorizes or executes actions to make the process move
forward. Whatever the designated person is supposed to do in the process is his/her
deslonaLed duty

J .

B Why g

[ el &
g Fod e

ps, overlaps, and dead ends

The desciiption of the duties is an cssential step to identify the
1 ivities within the processes.

i the process, it also he ii“ orexie ihe own

va
act

i.i_fhlp of steps and ¢

fmelines end deliverables can be en

N w B . [N T S [ . 1,
Crce ownocshily inoegmablished, then the

P b Ty DT A AT T T - N
cxample from NACWE Roles and Rosponsibilitizg

Functlon as the escort officer for purposes of

International  Inspection and enforcement Officers

under the CWC Act I
|

Assist in coordination and fijing of various statuiory
declarations to the OPCW, as required under the
COnveLinn.

hlplcrm declaration regime of chemical units under
CWC Act

Provide technical nputs on all the policy matters
relating to the convention

Provide training to concerned officers and staff of the
ceniral/state government

Collect database of declarable facilities under CWC

Prepare various reports, statistics and daia required to
fulfitl obligations under the convention.
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d. How (o deveiop the duties for each designation?

Start with a flow chart of the process, identify the milestones at which any position /
designation intervenes / operates. The action that happens between the preceding and next
milestone shall give clues about the duties each position {designation) needs to perform.

The organizational structure alse imposes inherent duties owing to the place of the designated
position in the hieraichy. The organization chart will also help the Departrent/ Ministry in
identifying the duties of the designated person as per [SO.

E

w.i0.07g/is0/iso catalogue/management standards/quality. managementise 24

61 2008/ implementation_ouidance for_iso 9001 2068.htm}

tEe sy et al Asen o e’
CRG A EST O OB eIIS]

A comprehensive master list of documents / forms/ schedules / memos / office ordeis ¢
guidelines / instructions which are currently being used in the department/ ministiy are e be
identified and the mosi current version of the same is to be collected and recorded.

B, Why is st of documents reguiredg?
i

A cornerstone of the ISO 2001documentation process is the contiol of documents. To be able
to control the usage of correct and current documents, a master list of documents is prepared.
it helps in simplifying the documentation requirement and may also lead to creation of an
effective cross- referencing documentation system thus further simplifying the processes.

. How to prepare a iist of documnents?

Refer to the processes developed at Action 5 and identify each document required. To make
the list more organized it is suggested that the same be built on the basis of individual
processes. Al information in the form of inputs, processing and outputs gets captured in 2
prescribed format. List out all such documents.
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A suggested format for preparing the master list of documents is given below:

‘Document Description Responsibility
Title L )

Document No.

Yhaere can 1 get further vization on list of documents?

hitp:/Awvww 180,07 owhsoiﬁo catalogue/management and leadelmm stendards/oquality manag

~ement/iso 9001 20{)8:faas ot iso 960 htm - et
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5115

Cabinet

"Action Plan for implementing ISO:9001 of the Ministry/Department must be submitted
to the Performance Management Division (PMD), Cabinet Secretariat, by 5:30 PM on

Monday, March 26, 2012 consisting of the following deliverables:

1. List of Management committee for implementing 1SO 9601
2. -Scope for 1SO9001- .. .

3. Organizational stuncture

4. Vision and Mission

5. List of processes with designations

& List of sequence of intoraction of processes

7. fiuiies of each identified designations

5. Listof documenis

iPrinted version (15 copies) should be hand delivered w Performance pManagement

Division, Cabinet Secreiariai, at the following address:

Secretariai

Wing, The Hotel Janpath

Janpath
New Dethi- 110 001

Please refer all enquiries relating to these guldelines to:

Skl Jugnu Gupta
Director
Performance Management Division
Cabinet Secretariat
5™ Wing, Hotel Janpath
Janpath, New Delhi- 110 001

Email: rlraichandani@nic.in » Telephone: 23741165
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L Selection of a Certification body Accredited by Quality Council of India,

i, Application to Certification Body.
i, Stage -1 audit and Closure of Non conformances
iv.  Stage —li audit and Closure of Non conformances

v, Award of ISO 9001:2008Certificate.

i. Conducting  Third nternal Audit and Closure of Nos Conformances.
i Conducting  Third Management Review Meeting and Closuee of actions.

S el e Lol mamalacn o A4S
FLFIORICLIGT OF MNEW mMIeinosrs L0 s

PRI ¥ RPN N
AL M GELNGEY G

T o N P L SN R B Lo
g tor Lnnsncomeanit of lialu)\\‘}ful,l&{ﬁ S RWY

v, Donducting Vowth intornal Andit and Closure of Non Conformances.

w1 Conducting Fourth Manag

nont Review Meeting and Closure of actlons.
wii, Conducting Fitth internal Audit and Closure of Non Conleimances.
vitl, Condusting Uitth Management Review Mesting and Closure of actions.
. Conducting sixth internal Auditand C low 2 of NMon Conformances.
x. Conducting sixth Manageiment Reviow Maeting and Closure of actions.
v, Revise QMS docuneniation as neccessary.
4. Savveillance Audit Phase
1. First Surveillance Audit by Certification body
ii. Second Surveillance Audit by Certification body
3. Receriification Phase

Recertification — after 3 years
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