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NOTICE

This is the QUALITY MANUAL leading the Quality Management System
established in the Aid Accounts and Audit DivisidAAAD), for the scope of
operation mentioned within.

1 This Manual is approved by the undersigned and governed by the Document

control procedure establishdterein.

This is the Copyright property ¢(AAD and no part of this or other manual is
permittedto be copied in any medium, partly or fully, for any purpose.

This manual is released as controlled copy to the specified users as per the
approved distribution list provided herein. Any other copies of this manual
used are treated as uncontrolled copies not governed by the system.

The members ofAAAD are encouraged to react/suggest points for the
improvements of the QMS. However, any change in the Quality Manual is
treated as valid only if formally approved.

The Management RepresentativélR) can be approached for any
clarification or doubts.

Thisis the £ revision of manuahpproved on the™ March, 2009

Controller of Aid Accounts and Audit
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DISTRIBUTION LIST

1. T h &onirolled copyo of theQuality SystemDocumentswill be held by MR.

: Covering Controlled
Name of Quality
S No. copy Remarks
system Document
released to
1 Description of the QMS
Principles
1 Leading the QMS MR ( Notel Note-1
1 Quality Manual 1 Quality Policy and 2)
T Scope of QMS
1 Documented (ISO Mandatory)
Procedures
. CAAA
' Overview, Role and structucé | \ir (Note 2)
AAAD JCA
2 Procedure Manual | Y Operating Procedures DCAl Note -2 & 3
1 Activity descriptions DCA2
§ Process contents of activities | DCA3
§ Operational Records Keeping | Section Heads
Note 1: This copy is meant for the use of any other person asreefjuBut, this is
physically available with the Management Representative (I88f}. copy of
the manual is available on the desk top of all officers.
Note2: These are the activities carried out by AAAD during tperation and are

normally referredd asiPROCEDURES®. Hence, this compilation is called
as OProcedure Manual 6.
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ORGANISATIONAL BACKGROUND

1 The organisation, Aid Accounts and Audit Division, referredA#D , is one of
the divisions of the Department of Economic Affairs under the Ministry of
Finance, Government of India.

2. Government of India, throudbilateraland multilateral agreements, takes external
assistance by way of loans / grants. The assistance/aid may be for the
programme/projects implemented directly by the Central/ State Goeatnon
for nongovernment bodies where GOl is a guarantor.

3. Generally these aids are not utilised/disbursed in one go, but, disbursed at various
stages of the project. Similarly, the repayment generally starts after the expiry of
moratorium period.

4, Since GOl is involved, directly or indirectly in utilisation and debt servicing of
this assistance, AAAD is responsible to maintain and control the accounts of this
assistance.

5. The Ministry of Finance, Department of Economic Affairs consists of many

operationhwings addressing various requirements of Economy.

6. One such wing of Depart ment of Economic
which has the following divisions:

(1) CM Division

) FT&IT

3 Bilateral Credit Admn.& Coord .Division
4 InfrastructureX ADB Division

5) Fund BankDivision

(6) Aid Accounts and Audit Division

@) Economic Division

7. Each Division is headed by a AJoint Secr
External Finance Wi ng headed by an ndAdd
Section QM 10.3.1.
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8. The A°dMAccounts and Audit Division is headed
Joint Secretary and is supported by a set of officers and staff.

0. In addition to accounting of External Aid and other related issues, the audit of
import licenses issued to registeérexporters under EXIM Policy by the Ministry
of Commerce, GQIfor Export Promotion is also the responsibility of AAAD and
is functioning from the office of Controller, AAAD.

10.  For the purpose of compilation of Central Government receipts and expenditure
on a monthly basis and onward submission to the Controller General of Accounts
(CGA) towards records keeping on behalf of the Government of India (GOI), a
PAO is also functioning and interacting witharious sections oAAAD, as
needed.

11.  The established QMS however, does not cover the above mentioned two
functions, i.e. EP Audit and PAO, under the scope.

12,  Thus, AAAD is an integral part of GOI functioning at the location indicated
below Q.M.3.1i.e. 58" Floor, B Wing, Janpath Bhavan, New Delhi110001

13.  The oficers and staff are GOl employees and are governed by the regulations,
responsibilities and obligations of the positions they hold.

14. The Controller (CAAA) is mainly supported by a teasonsistingof Joint
Controller (1.CA), three Deputy Controllers §PCA). This team, in turn, is
further assisted bySenior Accounts Officers $rAO) & Accounts Officers
suitably grouped in section wise arrangement.
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15.  The staff strength (as sanctioned) and the current strength is depicted in table
below:

Name of the Rst Sanctioned Filled Remarks
CAAA
JCA
DCA
SAO/AO
JAO/AAO
Steno 6 C |
Auditor
Alc Clerk
Assistant
Group O6DO
Driver
PAO
JAO / AAO
Accountant
LDC
Peon
ubC
LDC

(6]
©

=

PRBORRRERPONEOWEE

( Filled From Oveall
Sanction)

NNOR, ' RRNPR T ORPRPUONRERNNER R

Total 82

N

16.  Since the external bilateral and multilateral agencies interact with the project
authorities through AAAOor disbursal of External Aidthe functional efficiency
of AAAD is very important to buillupa fAr eput at ieoon owhetnhd fii me
externalagencies.

17 AAADOGs past record 1Is very |Iimpressive an
agencies have identified AAAD as a model for training their members.



AAAD QUALITY MANUAL

Doc. No.:QM 2.2

OPERATIONALARRANGEMENT OVERVIEW Issue No. : 1
Rev. No. : 0
Signature Approved | Pagel of 3

Management Representative | Date :09/03/2@9

OPERATIONAL ARRANGEMENT

1. AAAD is responsible for drawing, accounting, maging and servicing of
external loans/assistance taken by GOl from multilateral/bilateral funding
agencies for implementing various developmental/social projects. This external
assistance may be in the form of cash, commodities and technicalhavewAt
present, there are more than 25 multilateral/bilateral funding agencies providing
external assistance through more than 1300 active loans/grants. Each funding
agency has different systems/procedures/rules for disbursing/maintaining/
recording the externalebt.

2. In a nutshell, the role of AAAD can be summarised as:

1 Acting as an interface between the funding agencies, various Ministries of
GOl and the beneficiaries/project implementing agencies.

1 Debt recording and management covering:

A Maintaining and rearding loan agreements

A Handling disbursements

A Raising demands and recovering GOI dues from the importers where the
imports have been financed out of external funding

A Debt servicing of Government loans

A Advising Plan Financé Division under Department of Benditure for
release of funds to State Governments in relation of projects related with
external funding

A Debt reporting to international funding and monitoring agencies

A Requesting CCA (Fin) for recovery of GOI dues in respect of B to B

loans.

1 Preparationof sovereign external assistance receipt and debt service budget
for inclusion in GOI budget document.

9 Publication of external assistance brochure on an annual basis

1 Web-publication of sovereign external debt portfolio

3. The Aid Accounts and Audit Divien is organised intahree Group i.e.
Disbursement Group, Debt Service Group;ddination Group. Each group is
divided into Sections for functional efficiency. Disbursement Group has three
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sectionsviz. Disb.1,11 & Il ; Debt Servicing Group hawo secton Disb.l and R&

| and EPA ( EPA does not fall under the scope of Qlst®) the Ceordination
Group has three sectioniz. Co-ord, EAP and PAO ( PAO also does not fall
under the scope of QMS)

The sections in Disbursement, Debt Service anei@mationGroups deal with
all matters relating to

Arranging of External aid receipts, under loans/grants and accounting of such
receipts

Arranging of repayment/interest payment/premium/commitment charges payment
etc.

Preparation of Budget Estimates for receiptsler external loans/credits/grants,
repayment of principal and payment of interest premium and commitment charges
under loans/credits

Laying down accounting procedures for each Loan/ Grant Agreeiet
/Preparatiorof ExternalAssistancéBrochue.

Recovery of Rupee equivalent of foreign currency payments rfrade foreign
loan/credits and grants under direct payment procddureimporters

The incoming and outgoing papers are handled and routed thougidi@ation
SectioriR&I as the case may be.

The EP Audit Section carries out audit of export incentives availed by registered
exporters covered by different types of licences, such as import replenishment
licences, advance licences, export promotion Capital Goods licences etc.

EDP Section is respsible for maintenance of data on External Aid in two
different systems i.eWeb basedCS and CSDRMS and generation of various
MIS reports using the computerised system.

The entire external assistance taken by GOI can be classified in its charesteristi
as under:

1 Loan and Grants
1 Government and Negovernment
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1 Multilateral and Bilateral
1 Single state and Mutstate
I Back to Back

8. The Accounts Wing is responsible for the final compilation of external assistance

transactions in the accounts of Governmdrindia. The Accounts wing, known

as t he PAO of AAAD i s responsi bl e f
reconciliation.
9. The PAO compiles the accounts on monthly basis in the form of reports and

forwards to CGA.

10. The external assistance that is directligen by GOI falls under the category of

Government, whereas the external assistance given by the donors directly to non

government agencies with GOI as guarantor are classified agovemnment.

11 The external assistance agreements duly signed are rebgive8lAD from the
concerned Credit Division in Ministry of Finance.

Based on the terms and

condition of the agreement, disbursements and repayments are made by/to the

donor agencies.

12.  Atypical external assistance cycle comprises of

1 Commitments and Amendmnts

91 Disbursement cycle (initial-3 years)
1 Repayment cycle (80 years)
1 External assistance commitment (recorded in foreign currency)
T Equivalent records maintained in
book.
13. In addition, AAAD generates a budgetaproposal every financial year

N R

contributing data towards Annual Economic Survey report published by MOF and
Proposals towards the \goming Financial Budget.

14. As a link between the donor and the projects, AAAD is responsible to process the

disbursement cim at the earliesind releas®f Additional Central Assistance

(ACA) to projects through RFand State Governments.

or

f

(0]
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15

16.

17.

18.

109.

The external Assistance Agreements are first updated in the Master of the ICS
software which actually function as the master account ,boskereby
maintaining the status of various loan/aid.

Another major function of AAAD is to provide data relating to external assistance
for answering Parliament Questions directly or indirectly.

The entire responsibility of discharging debt service liighof Government loans
on due date rests with AAAD

Tracking of exchange rate variation/adverse balances.

Release of central Government dues from various state governments on account
of payments made to donors against back to back loans/credits thGatiyh
(Finance)
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BUSINESS PROFILE

1. AAAD is functioning as a division under the MOF as outlined in organisation
background.

2. The operational control of AAAD is carried out through the organisational
arrangement headed by the Controller. The hierarchiaigegment of AAAD is
presented in QM 10.3.1.

3. Physically the AAAD is functioning atthé"¥ | oo r , "Bd6 Wing, Janp
New Delhi- 110 001.

4, For effective functioning, AAAD is organised inteight Sections, and two
additional sections (PAO and EP diusections that are excluded from the scope
of QMS). The role and functional coverage of these sections are as presented in
page 3 herein.

5. The incoming and outgoing papers are han
ADIi spatcho f un c tationnhat isoattachedhte one of the threes t r
Disbursement Section.

6. The functioning of AAAD is mainly supported by two important computer

system:

Commonwealth Secretariat Debt Recording and Management System (CS

DRMS)

Web basedntegrated Computerised Sgm (ICS)

7. CSDRMS -Commonwealth Secretariat Debt Recording and Management
systemmainly used to record and monitor external debt portfolio. This serves as
a good information source for future debt service cost analysis and planning.

8. Considering the falities and promptness required, an-lore computerised
System <call ed Al ntegrated Computerised
necessary compatibility with GBRMS for data sharing. (For an outline on ICS
see QM 2.7)

0. The Internet era provides possibégi of instant information. Keeping pace with

the trend, AAAD also maintains a web site that providdmke to various
agencies. The web site is expected to reduce the cycle time for document flow
and information flow.
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10.  The web site is hosted through Maial InformaticsCentre (NIC) of Ministry of
Information Technology and is updated regularly.

11.  The operation of AAAD caters to the main function of External Debt Accounting
in the form of

Commitment anéamendments

Disbursement

Debt service payment

Data onsolidation

Accounting in loan currency and rupee equivalents

12, The process varies slightly from case to case. But, a general typical flow of
events is as outlined in QM 2.6.

13.  The operation of AAAD is overall controlled by CAAA. The established Quality
Management System covers all vital operational elements and governed by ISO
9001:2008

14.  The coverage and overview of the QMS is outlined in QM 4

15.  The documentation controlling the AAAD functioning as well as the QMS are
outlinedini Do c u @® mt ProdeloreQM 9.1.

16. As a result of the QMS and as warranted by the 1ISO 920Q8 the Quality
Records are maintained as outlinediiRe c or ds Contr ol i Proced:
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AAAD
y
Disbursements Debt Servicing Coordination EDP R&I PAO E P Audit
Activities related to Activities related to | Preparation of Budget Upkeep of the ICS and GS Receipt and distribution | ( Not under scope of | ( Not under scope of
Grant. Donor Demand . . DRMS of all inward Dak and QMS) QMS)
Advice Preparation of External Assistand despatch of abutgoing
Act_ivities relatgd to o Brochure on yearly basis Solving day to day problems o] pai MontthA(_:counts Interpretation of EXIM
claim processing Activities related to L L the AAAD staff on ICS consolidationto Policy
intimation of Providing Statistics to external C.GA.

Educate to repayment agencies/Credit Divisions Close interaction with IT . .

) ) ) consultants andendors of House keeping Monitoring E.P. Audit
Project Management | aciivities related to Pa]}rllamant Questions and related| nargware and software Preparatiorof S.C.T. | results

it debt service rererences and Finance accounts
Activities related to sanction. Website updation Audit  of  import

RBI Debit Advice

Application and
disallowance

Activities related to
importers

Activities rdated to
GFT and Donor
Payment Advice

Logistic support in
preparatiorof receipt
budget

ACA Release
recommendation

Activities related to R F

Prepaationof
payment budget.

Issue of Sanctions
and coordination
with Banks

Writing off of
adverse balances.

Systems Audit

Activities relating to Govt/non
Govt Loans/consolidation of
Budget for sending to budget
Division

Preparation of Appropriation
accounts

General Administration of the
office

Matters concerning men power
requirements

Monthly reports and returns
Comments on Draft Agreements/
other matters and supply of

information to VIP references.

Control of Group D
staff.

licences issued undsg
special schemes liki
REP/Advance licences|

Note : Shaded functions are not untlee scope of QMS.
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ABBREVIATIONS
AAAD Aid Accounts and Audit Division
ACA Additional Central Assistance
ADB Asian Development Bank
AFF A F Ferguson & Cmpany
AMC Annual Maintenance Contract
BIS Bank of International Settlements
CA Controlling Authority (QM 9.2)
CAAA Controller of Aid Accounts and Audit
CAS Central Assistance System
CDB Common Data Base
CGA Controller General of Accounts
CSDRMS Commonwealth Secretariat Debt Recording and Management System
DCA Deputy Controller of Aid Acounts and Audit
DSPS Debt Servicing Payment & Sanctions
DFID Development of International Development
DEA Department of Economic Affairs
EC European Community
EDP Electronic Data Processing
EPA Export Promotion Audit
FMC Facility Management Cordct
FMS Facility Management Services
GFS Government Financial Statistics
GFT Government Foreign Transaction
GOl Government of India
ICS Integrated Computerised System
IDA International Development Association
IDRBT Institute for Development and Reseh in Banking Technology
IBRD International Bank for Reconstruction & Development
IFAD International Fund for Agriculture Development
IMF International Monetary Fund
INFINET Indian Financial Network
INR Indian Rupee
ISO International Standardis€drganistion
JCA Joint controller of Aid Accounts & Audit
JBIC JaparBank forinternational Ceoperation
KFW Kreditanstalt Fur Wilderaufbau
LAN Local Area Network
MIS Management Information System
MOF Ministry of Finance
MR Management Represeriteg
MRM Management Review Meeting
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NAM Network Access Module
NIC National Informatics Centre
OECD Organisation for Economic Gaperation and Development
OPEC Organisation of Petroleum Export Community
PA Project Authority
PAO Pay and Accounts Offec
PFI Plan Finance Divisioth
PMU Project Monitoring Unit
PQ Parliament Question
P&T Post & Telegraphs
RBI Reserve Bank of India
RF/Spl Acct Replenishment Fund /Special Account
RA Replenishment Application
SCT Statement of Central Transactions
SFMS Structured Financial Messaging System
TA Technical Assistance
TCC Transaction Confirmation Code
UNDP United Nations Development Programme
UNICEF United Nations Childrenés Fund
UPU Universal Postal Union
WA Withdrawal Application
WFP World FoodProgramme
WHO World HealthOrganisation
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TERMINOLOGY/DEFINITIONS

The following are the definition/brief description of terms used in AAAD functioning:

1. Agreement

The formal Aid Agreement between the funding agency and the Government of
India (GOI) wth GOl either as a borrower/guarantor.

2. Claim

The reimbursement / direct payment request in the prescribed format by the user
body with the necessary documentary support.

3. Recommendation

Formal communication to PPDivision for release of ACA to Stat8overnments

after due evaluation of the claim.

4. PF-|

Plan Financd Division of Department of Expenditure in MOF who is the ACA

sanction/issue authority.

5. ACA

The Additioral Central Assistance (ACA) that the State Government is eligible to

receive fron External Aid Receipt of the GOI.

6. GFT

Government Foreign Transaction Advice from the Reserve Bank of India (RBI),

DEI O, Mu mb a i t o RBI

Rupee equivalent of the foreign currency received on accountiefriak Aid.

7. RBI Debit Advice

Advice sent by AAAD to RBI, DEIO, Mumbai for debiting the US Dollar
denominated Revolving Fund Special Account equivalent to the claim received

from the project authorities/beneficiaries.

New Del hi

for

credi
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8. ACA Sanction

The Authority leter issued by P Division to PAO, Department of Expenditure
to effect transfer of funds from the Central Government to the State Government.

9. Payment Advice
Advice sent by the Donor to the Borrower intimating the details of disbursement
made from thedan/grant funds, based on the claim/Letter of Authority/Letter of
Credit.

10. Withdrawal Application

Request in the prescribed format sent to Donor by AAAD for withdrawing funds
from the loan/grant account.

11. Special Account
US Dollar denominated accounpened with RBI, DEIOand Mumbaifor each
loan/grant where the agreement provides for advance withdrawal as a Revolving
Fund.

12. Demand Advice

Notice sent by Donor to AAAD demanding payment of the amount due under the
loan agreement.

13. Intimation of Repayment
Intimation sent by the designated commercial bank to RBI, PAD, Dmlluredit
of the Indian Rupee equivalent of the foreign currency remitted to the Donor
their accounts per Debt Service Payment Sanction (DSPS) issued by AAAD.
14. Donor
Bilaterd/multilateral institutions granting External Aid.

15. DSPS

Debt service payment sanction authority issued by AAAD on designated banks to
remit foreign currency towards External Debt servicing.
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PROCESS FLOW

The AAAD operation mainly deals with Sovereigrt&nal Aid extended by
funding agencies/institutions to the Government of India (GOI) for funding
various project activities in India. The main responsibility of AAAD is te co
ordinate with all the agencies concerned and the donor and to maintain the
acounts of external aid flows.

In view of the above, the main operational process consists of disbursement,
repayment, accounting and reporting, value monitoring, data updation and
statistics. In each of these functions there are one or more sequeititésc
involved. Since the grant/loan process from the external agency to the user
authority is with the objective to aid and support the project/user authority, the
flow of events is more or less same in most of the cases. However, there are
variations in the terms and conditions of agreements with the funding
agencies/institutions.

Therefore, a varied style of handling the loan accounts is practised at AAAD.
Overall a computerised support system (Integrated Computerised System
called as ICS) is éasblished to maintain the loan/grant accounts.

Since many of the activities are similar, the sequence also is treated as similar.
The entire set of external agencies is suitably grouped under four sections for
handling these cases separately. In othedsyahe activity sequence in one

of the sections may be nearly or fully identical with that of the other section
except for the name and source of the Donor.

As above, the operational variations between case to case of loan agreement is
an important magr and clearly known to the functional authority handling the
cases.

In line with the above description, in order to understand the general
operational flow of events, the followir@perational sequencesre defined.
(These are typical in nature and vatightly in actual performance style from
case to case).

Operational Seqguences

7.

The operational sequence followed at AAAD with respect to external
assistance is briefly discussed below.
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Pre-agreement support

8. AAAD offers their commentas requiredon thedraft loan/grant agreements
before negotiation begins between MOF/DEA (borrower) and the lender,
keeping in view overall Debt Management in relation to currencies, interest
rate, maturity etc

Receipt of Agreement

0. When the agreement is formally signedvieen GOI and the donor, a copy of
the same is supplied to AAAD. AAAD is responsible for executing various
terms and conditions of the agreements relating to disbursement, repayments,
accounting and recording.

Master Updating

10. For handling the agreemetiet computer support by way of ICS is established
(for details see QM 2.7). This computerised system is comprehensive in
nature and is able to monitor the status of loan/grant as required. But, this
needs fAone time i niti afthaotmlycantainsthhe f or m
basic details of the external assistance agreement. Each agreement is
identified by a unique number and is updated in the master by the EDP
Section.

Claim Processing

11.  The activities that relate to document/information flow @irols submitted by
the project authorities/beneficiaries of the external assistance are grouped
under this category. These activities are critical in nature as the entire
disbursement/fund flow is based on this document/information. These
activities are:

Submission of claims by the Project Authorities to AAAD

Recommendation / Rejection of claims by AAAD

Submission of withdrawal/replenishment application by AAAD to the funding
agencies
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12.  The agencies involved in these activities are:

(1) R.B.
(2) Project aithorities
(3) AAAD

(4)  Funding agencies

Disbursement

13.  The first phase of the external assistance cycle is the disbursement which, in
turn, consist of one or more cycles of a chain of events. These chains of
events are like claim processing, debit pe@al account, receipt of funds
recommendations for ACA release etc.

14.  All the activities that involve document/information/funds flow from the
funding agencies to the project implementing agencies fall under this category.
Such activities are based othe withdrawal/replenishment application
submitted by AAAD to the funding agencies.

15.  Since the activities in this category effect the funds flow between agencies,
these are treated as sensitive. These activities comprise of :

Transfer of funds by the fuhi ng agenci es into AAADOSs
(including special account of the project).

Transfer of funds from special accounts

Receipt ofdisbursement advic€Donor Payment Advice) from the funding
agencies.

Acknowledgement of ieipt of funds (Government Foreign Transaction) from
funding agencies in AAADG6Gs account sent

Issue of recommendation for ACA release (ACA recommendation) for
releasing funds by GOI to the State Govt.
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16.

Issue of ACA sanction advice by RDivision of Department of Expenditure
for transferring the funds to State Governments.

Issue of advice by the PAO (Expenditure) to RBI, CAS, Nagpur for
transferring the funds to the State Governments.

Transfer of fund by RBI, CAS, Nagpur to the State Goreents.
Release of funds to project authorities by the State Governments

The agencies involved in these activities are:

Funding agencies (Donor)
AAAD

RBI

Ministry of Finance

State Governments
Project Authorities

Debt Servicing

17.

The process of disbunsent continues till the completion of project activities

or terminal date of disbursement, whichever is earlier. The repayment begins
according to the terms and conditions of the external assistance agreement.
This function of AAAD towards the repaymestvery crucial in the sense that

the due dates of payments, the functioning and availability of banking
facilities at both the ends and the currency fluctuations are all very important
in deciding upon the repayment. Even though the donor sends deméare adv
AAAD is responsible for initiating action for debt service payment.

Repaymentincluding interest payment/other charges

18.

The activities involving document flow of repayments made by AAAD to the
funding agencies are grouped under this category.

Recept of demand advice from funding agencies

Issue of sanction (Repayment sanction advice) by AAAD to nominated bank
to make payment in foreign currency.

Receipt of intimation of payment by AAAD and RBI from the nominated
banks.

Release of Rupee fund by RBbd the nominated domestic banks from
AAADOGs account at RBI



AAAD

QUALITY MANUAL

Doc. No. .:QM 2.6
PROCESS FLOW Issue No. : 1

Rev. No. : 0

Signature Approved | Page5 of 6

Management Repreentative | Date :09/03/20@

109.

The agencies involved in these activities are:

Funding agencies (Donor)
Correspondent Bank/Donor Bank
AAAD

RBI

Nationalised Banks

Data Updation

20.

21

Web basedCS is designed in a manner that amggessing done through it
immediately updates the status with various facilities for usage in various
combinations. Since these updations are done automatically as and when the
process is executed, the scope of manual errors and mistakes are minimised.
The authorities for approval of various functional activities are retained with
the Section Heads to ensure correctness and accuracy before approving any
process.

The documents used for data updation are:

Loan/grant agreement
Cancellatiohamendment tagreement

Claims

RBI Debit advice
Disallowance/rejection/approval of claims by Donor
Donor payment advice from Donor
Government Foreign Transaction from RBI
Donor Demand Advice from Donor
Intimation of repayment from Banks

List of holidays in Bank inndia/Foreign Banks
Daily exchange rate from RBI

Reporting and Statistics

22,

23.

The updated data wweb basedCS, agreement wise is available in the form of
loan/grant master in the computerised system. AAAD send monthly, quarterly
and annual report to CGA SCT), RBI and MOF for
information/reconciliation.

The reports as required can be generated and printed agreement wise, sector
wise, project wise, donor wise, payment wise and so on. These information
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are also used in the form of statistics for variouseotpurposes of future
planning (Budget proposal), Parliament Questions and External Assistance
Brochure. A number of reports are published on the website for the
information of general public.

Special Account

24.  Some loan/grant agreements of select donegsires the borrower to open a
special account with the Central Bank (RBI) wherein the estimated
expenditure for specified period expressed in US $ are withdrawn and
deposited by the donor. This account is managed by AAAD to reimburse the
expenditure inarred by the project implementing agencies. The donor
periodically replenishes the account based on the request submitted by AAAD.
AAAD manages the size of special account deposit within the limit prescribed
in the agreement, by surrendering or enhandirgdeposit depending upon
the requirement of the project activities. The amount lying in special account
at the close of loan/grant are refunded to the doSgpecial Account is
annuallyAudited by CAG of India.

Reconciliation & Reporting

25, The PAOOfAAAD i s responsible for the #ACI|I ass
appropriate heads (as per Government guidelines) and reconciliation with ICS
is needed. After duly completing the Accounting process the PAO
consolidates the summary of the transactions basetieoRBI vouchers and
prepares the monthly accounts and submits to CGA.

Clearing and Closing Account

26. Loan account is closed for withdrawal on the terminal date of disbursement
mentioned in the agreement and loan account is finally closed with the
repaynent of last instalment of principal to the donor on final maturity as per
amortisation schedule. Grant account is closed when the full amount of the
grant is withdrawn or on the terminal date of disbursement. Amounts
remaining unutilised till that dateeacancelled.

Correspondence

27. During various stages of operations AAAD interacts with various stakeholders
including the bilateral and multilateral donors and the project authorities.
There are many standardised correspondence, formats for this purpose.
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addition, AAAD contacts these agencies through famé&d etc., for any
clarification etc.
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OUTLINE OF INTERGRATED COMPUTERISED SYSTEM

1 The AAAD functions are carried out based on manual book keeping till
November 1999. During the financial year 198®0 the ICS was launched and
the manual entries w.e.f. 01/04/19993®/03/2000 were reconciled with ICS
and the ICS was completely online w.e.f. 012000i.e. no manual record is
available after 01/0200QThis system hmagain been upgraded to a Webédas
system w.e.f. 1.4.2007 The upgraded web based ICS also provides e
sbumission of claims and audit monitoring.

OBJECTIVE

2. The Web basedntegrated Computerised System ICS) is aimed at maintaining
the data on various External Aid flows and status oftanting debt on a real
time basis.

3. The key objectives okeb-basedCS are:

(1) Availability of up-to-date/online information on external assistance
including ACA release

(2 Drastic reduction in manual effort

©)] Enhance Debt Management capabilities

4) Ensuring timéy electronic updation of GBRMS database
(5) E-submission of disb. Claims

(6) Audit report monitoring

DESCRIPTION

4. The Web basedCS is an operational computer software that maintains various
ledgers and registers as needed by AAAD for carrying out its funsctibhe
system provides a comprehensivelioe, reattime view of the external debt
portfolio of GOl and maintains various ledgers, registers, subsidiary records etc.
required by AAAD.

5. The web basedCS maintains a Master that contains all the basicnméion
relating to each loan/grant agreement. When a new agreement is signed with
donor, the first activity is to create loan/grant Master in the ICS. Any
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amendments to the provision of the agreement are captured in ICS by updating
the master or througlancellation/enhancement screen.

6. Theweb basedCS is controlled and operated with the main server at the EDP
and network consisting of client machines with the users of the computerised
systems. The ICS consists of three main processes

Q) Disbursement prass
(2 Repayment process
©)] Data compilation process

7. A brief overview ofweb basedCS is given below.

A
Claim Handling Disbursement
Disbursements Process Debt
ACA Management
Donor 6s Dem
Repayment Sanction Repayment
Recording of Repayments Process v
Budget Preparation Compilation Consolidation
Brochure Generation Process & Compilation
MIS
Portfolio
Analysis
8. The fADiIi sbur sement Processo, covers the

updation), claim processing, ACA recommendations/release, withdrawal
applicdions etc.,

0. The ifRepayment Processo covers t he doi

sanctions, repayment and reconciliation with donors and banks.
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10. The nData Compilationo mainly covers Vva
processes and other data updatian raquired, like budgetary proposals,
brochure publications etc.,

Modules

11.  The ICS contains the following modules:
(1) Master/control information
2 Loan agreement
(3 Claims
4) Disbursements
(5) Debt servicing
(6) Budget
(7) External AssistancBrochure
8) Reports

@ Ledgers

(b) Registes

(© Statements

(d) Summaries
9) MIS

Compatibility with CS -DRMS

12 Initially CS-DRMS was the computerised system maintained for the purpose of
portfolio anal ysi s. The database ADRMS
purpose.

13. When ICS was developed, the CDB (Cernted Database) was made as the
data source for ICS operation.

14. In order to provide compatibility and to avoid data entry duplication, the ICS
provides a buiin module that automatically transfers data tc[@EMVS.
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15

16.

17.

18.

The ICS is designed with a variety of meoptions and with a overall possible
templates of more than 100 for viewing the reports/queries.

The ICS provides for formal approval of entered data through specified authority
levels controlled by appropriate passwords.

The Section Heads (or functiom-charges) are authorised for certain approvals
through their passwords.

The EDP is responsible for providing access permissions to staff members as per
their duty allocations.

Front-end Correction

19.

In case of some inadvertent entries and wrong ajajspthe account operation

can be corrected by appropriately putting in rectification entries through the

same channel . T he msd i Go rkrneocwni oensd fafrdo ntth i
using the authorised fAkey passwordo by
(formal / informal) justifications. Thus, the approving authority is aware of the
frequency anenldeCeoelrrefttiememt sought by r

Back-end Corrections

20. In order to monitor and to develop further requirements of software the access to
the database is directly available to the system administrators through their
existing systems with suitable key passwords. Any ICS data can be approached
through this and corrected. Heemde ver , a
Correctiono regulatmgthimbl|l i shed f or

21. The ICS caters to the various information needs sought by various associates/
stakeholders as summarised below.

Agency Information
1 Funding agencies i Claims received
1 Claim status
{1 Utilisation
)l

Cumulative urdisbursed balances
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Agency

Information

Debt oustanding

Limit tracking for each expenditure category
Repayments falling due and cleared
Statewise utilisation

2 Internal monitoring
agencies

Disbursement Profiles
Repayment Profiles
Sectorwise utilisation

3 Reserve Bank of India

Receiving disbuesments

Fund transfer to states / Other banks
Special Account management
Repayment profiles

Repayment falling due

4 Nationalised Banks

Repayment becoming due
Repayments made

5 Project Authorities

A A A A2 A A A A A A AAa A"

Claim status

ACA status

Demand letter of importer digutstanding
Status fund deposited for settlement of
importers due

6 Central Govt.
Departments

E I E ]

Receipt and repayment budgets

Brochure and key statistics

Disbursement and repayment profile
Utilisation of funds ( funding agency, sector,
state, ministry wis )

7 State Govt. Departments

=a =

Claim status (awaiting disbursement)
ACA status (recommended but not released
released)
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SCOPE OF QUALITY MANAGEMENT SYSTEM

The Quality Management System established in the Aid Accounts and Audit Division
functioning athe following address:

Aid Accounts and Audit Division
Department of Economic Affairs
Ministry of Finance

5™ Floor, B Wing

Janpath Bhawan

New Delhii 110 001

has thescope of coverage that includes

The various functions of External Assistance
(Aid/Grants/Loans) handled by the office of
AAAD

and excludes

Export Promotion Audit handled by the AAAD
office and the accounting fecord keeping and
compilation handled by the PAO.
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QUALITY POLICY

AAAD commits itself to achieve
excellence in its servies by consistently
ensuring timeliness, accuracy and
transparency in its operations, adopting
best practices and aiming for continuous
improvement in all areas including
technology for ensuring utmost
satisfaction to its stakeholders.
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OVERVIEW OF QUALITY OBJECTIVES

1. For the purpose of monitoring the level of achievements and improvements
emerging out of effective implementation of the QMS, the parameters and
their measurability are defined and guided by the Quality Policy. These
parameters, their computaitis and the targets aimed are referred Queity
Objectives.

2. The Quality Objectives evaluate the performance of the QM&rvis the
spirit and intention of the Quality Policy.

3. The operations of AAAD are guided and controlled by the QMS established

within. The QMS is |l ead by a formally
3.2)
4. In order to effectively monitor and measure the level of success and the

attitude towards the spirit of t he Qua
identified as described héme

5. In line with the essence and spirit of the Quality Policy, two important factors
Vi z. t he 6Stakehol der Satisfactiond a
monitored.

Stakeholder Satisfaction

6. In light of the scope of operation, AAAD has the followingtonser scenario.
The organisations/entities, seen as beneficiaries from the operations of AAAD,
are considered as the customers/stake holders. They are:

@ Fund Sources/Agencies

2 Fund users/Projects

3 RBI

4) State Governments

©) Ministry of Financg GOl)and the otheline Ministries
(6) Nationalised Banks

@) Parliament

(8) National Informatic Centre

9 Project Monitoring Unit/ PH
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7.

The following presents an overview of the customer satisfaction factor :

Complaints register

v

Stakeholder Dissatisfaction score

The 00bjective o f t he Qual i tofytheSyst embd
Stakeholder Satisfaction Factor through displayed grapmgiati noticeable
improvement

Deficiency Level

Half Yearly Period

Continuous Improvement

9.

10.

11.

12.

In light of the computerised environment for the main business (through ICS),
all possitbe improvement can be grouped in two groups.

Q) The operation related improvements
2 Internal (Human Resources) improvement.

With the control of the Human Resources being mainly governed by the
Government of India (GOI) regulations and guidelines, the agbraisd
consequenti al actions are all/l executed
system prescribed within the GOI rules and related notifications. In order to
encourage focus on quality, monitoring and recognition scheme for individuals

is practised as paof QMS as outlined in QM 3.4.

The operation related i mprovements rel
ATi melinesso of the various executions.

The following is the overview of Continuous Improvement Factor
monitoring :

ICS Data
(Accuracy and Timeliness)

v v

Performance Factor
(Monitored for continuous improvement)

Complaint Register
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13.  The Quality Objective is to omitor the trends and patterns to identify and
focus on areas indicating scope for further improvement, through the noticed
Performance Factors.
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DESCRIPTION OF QUALITY OBJECTIVES

Stakeholder Satisfaction

1 In order to assess the level of customer satisia generally some form of
survey is undertaken. But, in light of the nature of function of AAAD a
formal survey is not practicable. The operational role of AAAD generally
involves many forms of communication on a deyday basis thereby

providingthescope of i nferring any possible (¢
all arising.
2. I n |I'ight of the above, in order to reco
a Register called as fACompl aint Registel
3. Even though it i &egamedrasi iComphasnont us
any event |l eading to possible AStakeho

registering the formal complaints, if any.

4. When there is a formal complaint it is registered irrespective of the nature,
size, seriousrss and media of the complaint.

5. During the course of operation of AAAD activities, the customers interact
with AAAD through various correspondences. Their level of satisfaction can
be gauged through them.

6. The communications, (generally in the form otdet/faxes and occasionally

oral communication) are routed through the CAAA/JCA/DCA prior to
reaching the sections.

7. These senior members of the Organisation ensure appropriate entry in the
complaints Register (FMT 003) briefing the case or event.

8. For theother lapses/events the CAAA or JCA or DCA of the organisation
consider the event and its seriousness. After necessary discussion with the
CAAA/MR the event is registered by any one of the above.

9. Any case of complicated event, the JCA / DCA will joirdigcuss and decide
upon the content of the register entry.

100 A ifDeficiency Value Tabl eo (see 10. 1.
score for events, is maintained within the QMS. The likely dissatisfaction
score for the entries in Complaint Register khalas per Part A.

11. The level of stakeholder satisfaction is computed based on the number of
complaints and the total value of dissatisfaction score.
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12. JCA, in light of the above (during the period) interprets the Stakeholder
Satisfaction Factor.

13.  This interpretation is forwarded to the MRM through MR for discussion and
action as necessary.

14.  This Stakeholder Satisfaction Factor is plotted, displayed and monitored by
the MR

Continuous Improvement

15. The various performance aspects are identified in lightthe likely
mistakes/shortcomings during operation. These performance aspects are also
listed and tabled as part B of the Deficiency Value Table.

16.  The information relating to the Accuracy (by way of number of days taken
beyond limits) is available in €hiCS.

17.  With the networked environment, MR summons the details relating to the
above either from the ICS database or from other Registers maintained for this
purpose.

18. Guided by the Deficiency Valutable Part B) MR arrives at the section wise
performane factor.

19. This section wise Performance Factor is plotted, displayed and monitored by
the MR

20. In order to encourage focus on improvement in individual contributions to the
overall organisational performance all members (except DCA and above) are
evaluatedby the respective supervisor(s). For such evaluations the Individual
Monitoring Guidelines Table (given in QM 10.1.01) is used as a reference
benchmark.

21. The above evaluation is done every six months and due recognition is
accorded.
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QUALITY MANAGEMENT S YSTEM

General

1.

The organisation, Aid Accounts and Audit Division (AAAD) of the Ministry
of Finance, Government of India, (referred as AAAD) has established a

Quality Management system for its functioning in line with the international

standard ISO 9002008

The QMS is established for the operations covered by the scope statement

(QM 3.1) and the QMS is aimed for continuously improving effectiveness.

The organisatioiMAAD, has determinedhe various operational processes

be followed withinthe orgarsation. These processes are briefly introduced in
O0Pr okles®™M 2.6) and described i

interacting with AAAD is illustrated below:

@ |-

Parliament
Praject
Authorities

™~

State Govt.

n

t he

An over view of the AAAD operation showing the other stakeholders

OPr o
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5. An outlineof the process inside the AAAD and the main flow of evésittustrated below:

Data & Statistics

Pre-agreement Receipt of P?u& (:)t:ter
support Agreement / PP
Master Updating I Claim
(ICS) Processing
Repayment Corresponflence Disbursement
and closing
6. The facilities and resources available at AAAD are matching with the
requirements.
7. The operational processes are regularly monitored, measwbére
applicableand analged.
8. Subsequently, necessary corrective actions are planned and implemented.
0. These processes are managed and controlled as guided by the QMS which is

in line with ISO 90012008

10. Under the operations of AAAD, tyher e
of the functions or activities. Certain specialised supports like software
development, consultancy support etc., are, however, hired from outside.

Documentation

11.  The QMS, as outlined above, is functionally guided and controlled by the
following documatation.

SNo Quality System Covering Approv?ng Controll'ing
Document authority Authority
1 Description of the QMS Principles
1 Leading the QMS MR M R
1 Quality Manual ng (on behalf of
1 Quality Policy CAAA )
1 Scope of QMS
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SNo Quality System Covering Approving | Controlling
Document authority Authority
1 Documented ( ISO Mandatory)
Procedures
1 Overview, Role and structure (
AAAD
1 Operating Procedures
Procedure . L
2 Manual T Activity descriptions MR MR
I Process contents of activities
1 Operational Records Keeping

12.  The Quality Manual presents the scope of coverage of the QMS (see QM 3.1)

13. The Quality Manual contains the QMS procedures (as mandatory
requirements of the QMS)

14.  The operation description (see subsections QM 2.3 and QM 2.6) describes the
processes and interaction between them.

Scope and Exclusions

15. The scope of th@QMS QM 3.1) indicates the functional role of AAAD
included in the coverage of the QMS.

16.  The functional activities and those clauses of standardised QMS which
are excluded from the QMS are described below.

17. The functions of the Export PromotioAudit (EPA) and the PAO are
EXCLUDED since these functions are not directly connected to the main role
of AAAD.

18. The following requirements of the international standard are excluded in the
QMS established in AAAD as justified here under:

Design & develpment (clause 7.3)

Q) The operation of AAAD is mainly keeping the accounts of External
Aid as stipulated in the respective agreements. Therefore, AAAD does
not have any scope for Design and Development of any product or
infrastructure.
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Purchasing (clauser.4)

2)

In light of the scope of QMS, AAAD does not purchase any input
regularly which becomes part of output directly or indirectly. Only
when special services hired as one time input they are done on merit.
Otherwise there is no purchasing involvedha bperation.

Validation of processes (clause 7.5.2)

3

Since the Account keeping is a proven process over the years, there is
no need or meaning in process validation except for some realignment
of responsibilities for updating the accounts. Thereforecqgss
validation is not addressed.

Customer property (clause 7.5.4)

(4)

In the AAAD operations, no customer property in any form is likely to
be under the custody of AAAD. Hence, this is not addressed and
excluded from the QMS.

Control of monitoring devies (clause 7.6)

()

Since there is no physical product involved, monitoring and measuring
devices are also not relevant and hence not addressed.

Documents Control

19.

The documents required for the operation are controlled and governed by a
documented proceduréQM 9.1) This procedure ensures that

(1)

)
3

(4)
©)
(6)

The documents are reviewed for correctness and adequacy before
approval.

Only approved documents are released for use.

The review and approval takes place even when changes / amendments
happen.

The user can easilgentify the current revision status.
Relevant versions of documents are available at points of use.
Documents are uniquely identified and remain legible enough for use.
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(7 The documents of external origitetermined by the organisation to be
necessary for thelanning and operation of the quality management
system are identified and their distribution controlled.

(8 Withdrawn documents are distinctly identified, when retained for
reference.

Records Control

20. Those documents that transform into records capablesimiodstrating the
effective functioningo f QMS ar e kKknown as AQual ity
Quality Records are legible enough to be used for any purpose.

21 A documented procedure (QM 9.2) is established wherein Quality Records
are

Q) clearly identifableand remaied legible.
2 stored and protected as needed

3 easily retrievable for referencand

4 disposed off after specified retention time
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MANAGEMENT RESPONSIBILITY

Management Commitment

1. At AAAD, top management is committed to the QMS and ensures that

(1) The membersfahe organisation are well informed of the expectations
through various training, workshop, posters etc.,

2 The members are aware of the relevant statutory and regulatory
requirements including that of fund movement and foreign currency
movements.

3 The established Quality Policy is well understood,
4 A set of measurable parameters identified as quality objectives ,
(5) Management reviews are conducted as stipulated, and

(6) Necessary resources are provided for effective implementation of the
QMS.

Customer Focus

2. At AAAD functioning, there are no commercial profits that are aimed. As a
functionary establishment of Government of India (GOI), AAAD has certain
operational obligations to be conducted with the other parties and agencies.

These agencies and associatexlusive of GOI, are all recognised as

NSt akehol derso in AAAD. Therefore, wh
satisfaction, it is this set of stakeholders whose expectations are of prime

concern for AAAD.

3. In light of the above, AAAD ensures that AAAD medhe entire stakeholders
requirements including the statutory and regulatory ones.

4. The level of satisfaction of these stakeholders is also measured with aim to
improve the same.

Quality Policy

5. The CAAA, as the head of the organisation has declaretoamélly issued a
Quiality policy which is:
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Q) Matching with the organisational purpose

(2 Well focused towards commitmentompliance and continuous
improvement,

(©)) The basis for establishing the set of Quality Objectives,
(4)  Well committed and understood witithe organisational members

) Reviewed for continuing suitability at reasonable intervals.

6. The quality policy is presented here@N] 3.2)

Planning

7. Quiality objectives are identified in line with the spirit and intent of the Quality
Policy (see QM 3.&and QM 3.4). The objectives, which are measurable are
suitably backward integrated and are computed from all functional levels
through stipulated methods.

8. The QMS is planned and implemented so that the intended purpose is
achieved and the quality objeats are also met.

0. While administering changes / modifications in the QMS, it is ensured that the

spirit and intent of the QMS, as a whole, is not violated even slightly or
temporarily.

Responsibility, Authority and communication

10.

11

The AAAD administratio functions with the specific organisational hierarchy
and authority levels are stipulated clearly under the GOI notifications. The
broad functional responsibilities and authorities are as per the GOI gazette
notifications. The overall organisationaltst&under the Ministry of Finance

and the arrangement within AAAD are both illustrated in Section 2
(Introduction) of this Manual. However, with the QMS established, the
operational processes are redefined. The roles and responsibilities within the
gazettenotifications are compiled in table (see 10.3.02)

The CAAA nominates a Management Representative (MR) from within the
organisation who is additionally responsible for

Q) Planning and implementing the QMS
2 Appraising the top management regularly,
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3 Promd i ng awareness within the organis
expectations.

12 The spirit and objective of the QMS is well communicated within the
organisation. The progress, achievements and the trend analysis results are
publicised within the organisatio

Management Review

13. The QMS is reviewed at specified intervals through Management Review
Meetings (MRM) for continuing suitability and effectiveness. The review
covers the scope for improvement in QMS and the need for change in Quality
policy/objectives at reasonable long periods.

14. The MRM is governed by the documented procedure (see QM 9.7) and the
outcome treated as quality records.

15. The MRM review considers the following inputs,

(1)  Audit reports,

2 Stakeholders feedback / complaint

3 Operational process ahacteristics

4 Preventive action /corrective action status
() Outcome of previous MRMs

(6) QMS changes and implications

@) Suggestions for improvements

16. With these input points compiled suitably as needed at the time of meeting, the
MRM is held aiming at clear deams and the output of the MRM is compiled
in the form of minutes.

17.  The output of MRM , in the form of minutes positively includes :

Q) Decisions taken in MRM along with targets dates and responsibilities
2 QMS improvement points

3 Operational process improvents

4 Any resource needs identified.
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RESOURCE MANAGEMENT

Provision of Resources

The AAAD top management ensures that the following resources are
provided:

Q) Resources that are needed to effectively implement and continuously
improve the QMS

2 Resourceshiat enhance the stakeholders satisfaction by meeting the
requirements.

The various support resources available in AAAD are described in the
Procedure Manual.

Human Resources
Competence, training and awareness

Those AAAD members whose functional rolesar a direct impact on the
stakehol ders6 satisfi@Gatdrea poei tiideemst i €I
10.3.13).

By virtue of the nature of operation, these members are reasonably at the
higher level of the organisation and are educated enough to meet t
operational responsibilities and obligations.

The quality focus of the members are monitored and recognised as outlined in
QM 3.4 of this Manual.

As a division the MOF, these positions as well as other positions of the office
are administered by thé&stablishment and Administration wing of the
Ministry of Finance. Therefore, the exhaustive data relating to the Human
resources under AAAD are available only with the Ministry.

However, the basic information relating to education, experience and grainin
(since joining AAAD) are compiled at the Administration Section (urGCer
ordinatior) of AAAD, as and when necessary.

The training needs are regularly identified, planned and provmedthieve
the necessary competence.
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The functional role and effaeeness of the actions are evaluated and
implications of the job roles wv&vis s t a k e h satisfdotian srid quality
objectives are clearly publicised within the organisation by MR.

Once new incumbent report to this office, a brief on the work harmjietis
office and also effective service quality while performing work is handed over
to himher. Quarterly training is also given on Quality Management System
and ICS related workef. File No. AAAD/EDP/HWSW/ADBTA/2004). The

new incumbent is also prmed hands on training by the reliever for a week
before being asked to achieve necessary competence.

Infrastructure

The AAAD office maintains necessary basic infrastructure and resources as
needed for its operation as well as the QMS.

The overview ofresources and the salient features of the resources are
outlined at appropriate places in section 2 of this manual as needed. These
infrastructure provide

()
(2)

3

Adequate buildingsvork spaceandassociateditilities

Necessary hardware mainly in the form of coneps and software as
necessary

Supporting services as necessasych as communication or
information system)

Work Environment

The operation of AAAD is mainly office based activities of maintaining Aid
Accounts and hencauitable workingatmosphere iprovided in the form of

(1)
(2)
3

Computerised central network
Centralised air conditioning

Adequate lighting system.



AAAD

QUALITY MANUAL

Doc. No. .:QM 7
PRODUCT REALISATION Issue No. : 1

Rev. No. : 0

Signatue Approved | Pagel of 5

Management Representative| Date :09/03/20®@

PRODUCT REALISATION

Planning of Product Realisation

1.

The organisation, AAAD had planned the operational processes to realise the
delivery of sevice obligations of External Aid accounts keeping. The
planning and the consequent arrangement are in line with the organisational
responsibilities and the QMS objectives.

Since there is no physical product involved, the planning covers the operations
of Aid Accounts as covered in the Scope of QMS. As essential set of outcome
of the planning process the following are determined.

Q) Quiality objectives

2 Specific operational process sequences

3 Inter linkages and section wise control

4 Documents related to thequess

) Software and online requirements

(6) Various checks, checklists and guidelines

@) Records to be generated (both in soft as well as printed form) to
demonstrate evidence of operational compliance as well as adherence
to QMS.

Customer-related Process

In the AAAD operations scenario, under the scope of QMS, there is no
commercial activity directly involving any customer. However, AAAD
actually is a part of and represents Government of India for the process of
accounts keeping for the External Aid. As a resBiBAD provides services
meeting t he expectations of a set
association with AAAD. These stake holders are:

Q) Fund Sources/Agencies.

2 Fund users/Projects.

3 RBI.

4 State Governments.

(5) Ministry of Finance(GOI) and the other Minigts.
(6) Nationalised Banks.

(7 Parliament.

In light of the above (customer) stake holders scenario, AAAD has
determined,

Q) The requirements and expectations of each of the stakeholders.

of
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(2 The formal terms of each Aid are available in the concerned Aid
Agreement. The updation of the agreement details in the computerised
system (1 CS) is done foll owing proce:

3 The implied and expected requirements from AAAD by way of
correspondence/communication are also compiled.

(4)  Any statutory, reguatory or international requiremeniss applicable
are also addressed.

(5) Any special/additional requirementsonsidered necessamyre also
identified onmerit basis.

Review Requirements

5. With the defined scope of operation (see QM 3.1) the Sovereign Bk#&ch
accounts are maintained as provided in the terms and conditions of the
agreement. Since AAAD is responsible only to maintain the aid accounts, the
agreement and its terms are controlled and finalised between GOl(and the
beneficiaries) and the donagency.

6. However, the MOF may refer the draft agreement to AAAD for suggestions/
improvements/modifications, when certain new type of agreement is proposed.
In such cases AAAD does a thorough Review.

7. This review is conducted prior to the formal recomuhaion for approval of
the proposal.

8. This review positively addresses any new requirements expected of AAAD
and prepares to meet them by ensuring capability.

9. The review is done under record and the details of review and the consequent
suggestions areléd in proposal file, which is treated as Quality Records.

10. In the working of AAAD, the terms of agreement are the governing points and
the agreements are always in the documented form.

1L When the agreements are formally signed AAAD also gets a copy frem th
MOF which is used to update the Master in ICS.

12. Since the operation of AAAD is ICS based, updating the ICS Master takes
care of all the updations at the working levels.
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Customer Communication

13, The organisation (AAAD) ensures that the stakeholderscanemunicated
enough to ensure smooth flow of operational processes. This communication
relating to main (critical) milestones of the processes are standardised by way
of stipulated formats.

14. In addition, AAAD interacts with all the stakeholders usihg@ modesof
communication such as telephone, faxail and the internet.

15. This communication covers

Q) Any matter relating to AAADOGs operat |
(20  Agreements and amendments thereof

3 Parliament questions relatingExternal Aid

4 Any complaint or feedback from amy the stakeholders.

16. The documented proce QM 9.5 proviGes forfaensat i ve Ac
recording of the stakehol dersd compl ai nf
Design & Development
17. Since the process of Aid Account keeping responsibility is entrusted to
AAAD, thereis no physical product which is designed at AAAD. Even the set
of services and the accounting procedures are also predetermined by virtue of

the agreement terms.

18 In view of the above, this requirement of the standardised QMS is not relevant
to AAAD andhence excluded from the established QMS.

Purchasing

19. In view of the scope of operation of the QMS there is no purchase done at
AAAD, which may have a bearing on the qualitative performance of AAAD.

20.  The input to AAAD is mainly data or information or forhm@mmunication
from the one of the stakeholders and the output is also similar.

21 Some office support material like stationary etc, are also not directly
purchased by AAAD, but processed by a centralised Government agency.

22, Il n 1 ight of theo absvepoptiPetehasat to th
excluded from the established QMS.
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Product and Service Provision.

23, At AAAD, service is provided to the stakeholders by way of processing and
maintaining the aid accounts.

24.  These services are provided through cdlgdocondition supported by the
Integrated Computerised System called ICS.

25. The controlled condition include

Q) Unambiguous description of the terms involved

(20  Work instruction / check list / guidelines as necessary

3 Appropriate target levels / parameteracluding some time targets)
4 Certain periodic and special reporting,

(5) Periodical Preparation of annwsd Accountsand financial status.

Validation of Process/Service Provision

26.  The service provided by AAAD is governed by the terms and conditions of the
agreement and hence there is no scope of process validation. In view of this,
this subsection is excluded from the QMS.

Identification and Tractability

27. The AAAD operations deal with a number of aid accounts each one of which
is uniquely identified. Everprocessing is also uniquely identified by way of
claim number, disbursement date, project authority etc.,

28. Since the ICS is the centralised support for AAAD operation, the activities
carried out at AAAD are recorded in the ICS indicating the vital atality of
information.

Customer Property

29. Under the specified scope of operation of AAAD there is no customer (or
stakeholder) property of any kind coming under the custody of AAAD.
Therefore, this part is not addressed and excluded from QMS.

Preservaion of Product

30. Il n AAAD operation, there is no product
status and the financial figures related to that are all very critical to the AAAD
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operation. Therefore, the preservation is meaningful to the extent of
maintaining ad safeguarding the account status details.

31 As above, the ICS data as updated are backed up systematically and is readily
available. The operational requirements leading to correct backup medium are

described in the Procedure Manual.
Control of M&M Device s

32 I n |ight of the AAADOS

scope

monitoring and measuring any parameter during operation.

33.  Therefore, this requirement is not addressed and excluded from the QMS.

of

oper at |
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MEASUREMENT, ANALYSIS AND IMPROVEMENT

1 At AAAD monitoring and measurement are done in the following areas for
planning and achieving improvement.

Q) Monitoring conformity of QMS
2 Monitoring and measuring improvement in effectiveness of QMS.
3 To demonstrate conformity to service requirements.

2. This measureent clearly indicates the measurement methods and the random
sampling scheme whenever used.

3. Since there is no physical product involved in AAAD operation, there is no
product conformity to be monitored or measured.

Measurement of Stakeholder Satisfaction

4. The stakeholders of AAAD have varied expectations from AAAD. The level
and degree of satisfaction of these stakeholders are monitored by direct
interaction with them by the top management. This is done through formal
and informal correspondence.

5. Since the Top Management (DCAs and above) are directly involved in
handling these correspondence the information relating to the possible
stakeholder dissatisfaction is perceived at this level. Any such event is
registered in the Complaint Register (FMT 003imtained with the MR
Subsequently, such entries are evaluated to find out the stakeholder
satisfaction as an important outcome of the AAAD operation.

6. The descriptions and details of these computations are presented in Section 3.3
and 3.4 of this Manual.

Internal Audit

7. To evaluate the effective iIimplementatio
Audito is incorporated within.
8. The vital sequence of activities of this feature is scheduling of the IA annually,

planning and holding the IA as scheduled, rapgrand recordingthe IA
findings, committing and completingorrections andcorrective action,
monitoring effectiveness aforrection anccorrective action and referring the
outcome to the Management Review.
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0. The QMS established in AAAD maintains an Imir Audit Process governed
by a documented procedure titled Alnter.|

10.  The procedure covers the responsibilities for various Internal Audit related
activities.

11 The purpose of Internal Audit is mainly to verify

Q) Operational arrangements amdine with the international standard
1SO9001:2008

2 Conformance to the QMS standard and
3 Effective implementation of the QMS.

12. Based on the importance of complexities and previous results, audit program
is planned and scheduled.

13.  The procedure presceb the audit frequency requirements, scope of coverage
and methods whenever relevant. The QMS planned prescribes a set of criteria
for auditors. The MR ensures that he maintains an auditor base consisting of
sufficiently trained auditors.

14.  The audit findhgs are reported formally in audit reports, whichragntained
as Quality Records.

15.  The auditee area-charge (Section Head) is responsible for identifying and
carrying suitable corrective actions within reasonable time. Necessary analysis
and invesgations are initiated as appropriate.

16.  Whenever necessary, a follayp or verification audit is also planned prior to
formally CLOSING the audit finding.

Monitoring and Measurement of Process

17.  The QMS functioning is monitored by way of possible deficies occurring
and the likely dissatisfaction of the stakeholders.

18. In addition, the time period recording of various important processes are
automatically being recorded in the ICS. These {peeod recording are
aimed to study the achievement ofuphed results and suitable corrective
measures initiated whenever felt needed.

19. These features are used to monitor and measure the QMS achievements as
Quality Objectives as explained elsewhere.
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Monitoring / Measurement of Product

20. The product output of AAD is in the form of service of various type to all
stake holders. Therefore, the measurement is for certain service factors or
some fAprocessing timeo are measured at
chain.

21.  The processing is centralised through a caensed system called ICS,
which maintain the records of the processing. The criteria are built partially
into ICS and partially in the form of checklists.

22. At ICS the authority who passes/approves the content of the accounting
process is indicated andcarded, and these records are treated as quality
records.

23.  The service delivery is done only when the planned arrangements and
stipulated checks are satisfactorily completed.

24.  The individual members are evaluated for reliability and recognised
accordingly. The performance of sections is compiled through Performance
factors. The details of these evaluations are presented in QM 3.4 of this
Manual.

Control of Non-conforming Product

25. In the operational process of AAAD naonforming product can be in the
foom of any AClI ai mo or any other Adocumen
These are termed as fiRejectedo and trea
procedure Non Conformity Control (QM 9.4)

26 These fArejectedo items ar é&oledavoitirgb!| y mar
unintended passing/forwarding of the same.

27.  These items are handled by considering

(1)  Through stipulated checklists / guidelines
2 Possibilities of direct cordination to eliminate the neconformities
3 At specified authority levelthrough sutabletolerance / concessions.

28.  The operation process is mainly ONLINE in a computerised environment and
the ARejectedod ones are recorded and t
Records.
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29. In the AAAD operation, such itentannotbe corrected or modifiedt AAAD
end. They are either ARejectedo or tre
concession by duly stipulated authority level only. Thereforegerdication
is not relevant and hence not done.

30. Draft forms of correspondence are also treated ascaoformance till they
are formally approved by the concerned officer through the act of signing on
them.

31  Since the process does not involve physical product,-dedstery non
conformance is not relevant.

Analysis of Data

32.  For monitoring, controlling rrd improving the QMS a clear set of data are
coll ected and anal ysed. These are as p
3.4) and these data relate to

Q) Stakehol dersdé satisfaction | evels.
2 Operational processing time duration.
3 ACI ai mb conformance trends.

| mprovement

33, Continual Improvement is the focus point for AAAD operations. The driving
force and guiding points of the AAAD are the Quality Policy, Quality
Objectives, Audit Results, Management Reviews.

Corrective Action

34.  AAAD, through the operational pcesses takes action to eliminate the causes
of nonconformities in order to avoid recurrence. Suitable corrective actions,
matching the nowonformities encountered, are initiated and effectiveness
ensured.

35. The QMS maintain a documented procedure (QNb) Ovherein

@ Non-conformities are reviewed

2 Customer complaints are registered, reviewed and attended
(©)) Non-conformities are analysed for root causes

4) Recurrences are avoided

5) Specific corrective actions are decided

(6) Records of corrective actions are maintdine
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(7 Corrective actions are reviewed for effectiveness.

Preventive Action

36. In addition, the QMS provides scope for initiating preventive action even
when a @APot en t-dgofdrmiance is noficed. dlie dotumented
procedure@QM 9.6) is maintained whein

(1)
(2)
(3)
(4)
()

Any fipot ecanfoimdylraisesrihe alarm for necessary action
A complete analysis is undertaken

Suitable action is identified and implemented

Results of actions are recorded and treated as Quality Records
Preventive actions are reviewed fofeetiveness
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DOCUMENT CONTROL
Purpose:

1 To outline the system elements ensuring appropriate control of documents
under the QMS.

Scope

2. This procedure covers

Q) Quality system document§QSD) as described herein. (known as
Type A)

2 Operational document@QPD) as specified herein. (known as Type B)

3 External origin documentsEQD ) related to operation (known as
Type C)

Responsibility
3. The MR is overall responsible
General Description

4, The documentation scenario (as illustrated in QM 10.3.8) is briesfigd
below.

5. The Quality System documents (QSD) (Type A) are the Quality Manual and
the Procedure Manual. (See QM 4)

6. The operational documents (OPDIype B) such as Regulatory Manuals,
Ministry Guidelines, Notifications, Loan/Aid agreements etc., aetrolled
slightly differently, as described herein.

7. The Documents supplied by stakeholders wherein AAAD has some usage but
no authority to alter/correct the contents, such as international currency
regulations, Standards, Manuals etc. are known asrat@rigin Documents
(EODs) (Type C). The control method for EODs is outlined herein.
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Definitions
Authority
Q) The approving authority is the position person) that approves the

contents of the documents.

(2)  The controllingauthority is responsible facorrect distribution of the
documents to the user.

3 The authorities for QSD are tabled in the Q S DOCUMENTATION
(QM 4). Wherever, not explicitly mentioned, MR is the authority.

Header

4) The QSD (except Forms/Formats) are used with a header, which

appeas on every page. The header is the same as of this very page. In
case of Procedure Manual the header is slightly different and self
explaining.

Cover Sheet

()

Like header, in the case of operational documents and EODs, suitably
designed Cover Sheets areediswherever a unique identification is
needed, giving the identification, title and the custodian.

Document No.

(6)

Each document (Type A) is numbered as per numbering scheme
outlined in S.No.15 below. The Document Number is also referred to
as AReNemkearce.

Issue/Revision

(")

When QSD undergoes a change/ modification in part or portion, it is

referred to as revision. When the QSD as a wisdleléased for use, it
is known as Issue.

Revision Record

(8)

Within each issue, the revisions are updated @nadrthe front sheets
knownasi Re viReicom do (FMT 001), indicat.

n
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Page No.

9 Each QSD is a page numbered section/item wise for practical
convenience, giving the total number of pages also in that section/item.

Controlled Copy

(10)  All QSD (except Form / Formats) are controlled as Controlled Copy
byf i x ICONITRGLLED 0 R U B Btanip inBLUE colour in all
pages. The forms/formats are, however, controlled through the rubber
stamp below across the face of the form / format, plated. The
sign and date of approval provide the validity of the form/formats. The
M Ré6s copy is always treated as the
decision.

APPROVED

Date Sign

Uncontrolled Copy

(1) All other copies of QSDs (i.e., not meeting the above definition) are
called Uncontrolled Copies.

Date

122 The O0dated on the documents header
document is released whether as an Issue or Revision, whichever is
later.

Side Mark

(13) In QSD, whenever a Revision is done, to ease spotting of the changes
made a vertical line, made in the margin is known as side mark.
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OBSOLETE:
(14 Documents withdrawn from active use

They are marked by a roubibrerr esd,a mpl aic
prominently on the face of the document.

Updation

(15 The process of replacing the amended document with the revised
documents is known as Updation.

Distribution

(16) The formal table describing the distribution of QSD ( Type A ) is
known asthe Distribution list and is presented in this Manual
(QM 1.4)

Document Numbering Scheme (QSD ) ( Type A)

QM  for Quality Manual y — Section /Subsection No

> Serial (Ref.) No.
for Forms / Formats

FMT for Forms/ Formats <+—

8. For Procedure Manual the activity number and the Process Number
are used to identify the particular part of the document

Example : Process 03.0lindicaes Process no. 1 of Activity no. 03 in
Procedure Manual

Example : QM 3.2indicates second subsection of the third section of Qualit
Manual, FMT 008 indicates the eighth format.
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Procedure: QSD (Type A)
1 External Origin

0.

10.

11

12

13.

14.

15.

16.

17.

18.

109.

Every QSD is reviewed prior to formal approval for release. The approving
authority is responsible for this.

The distribution list is approved by the approving authority.

The MR is responsible for distributing theSQ documents as per the list, if
not specified otherwise.

Only the "~ Controlledb copies are updat e

The concerned HOS are responsible to ensure only controlled and valid copies
are used at places of work.

The user is responsible for the upkeep andofisgee documents (QSD). The
approved user is responsible for QSD updation at respective places.

The ~ OBSOLETE® <copi es, when withdrawn,
mar ked ~ OBSOLETE®6. All such obsol ete co|

The MR maintains &egister known a®QSD Master Register (FMT 002)
to record the revision/distribution status of QSD to verify the validity of any
QSD at anytime.

During operations, change requests on QSD are forwarded to MR formally or
informally. He initiates necessargction, after considering all possible
repercussions.

No controlled copy of document is causally amended by overwriting or cutting
or other wise to be treated as valid.

The documents of external origin determined by the organisation to be
necessary fothe planning and operation of the quality management system
are identified and their distribution controlled.

Procedure: Operational Documents (Type B)

20.

The Control System for the operational documents are not formally defined.
However, the following arensured
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Q) The initiator/originator of such document ensures clarity, legibility,
authority and date of release in addition to other relevant requirements.
2 Every document is suitably titled and refers to the correct linkage

details, as necessary.

Procedure: External Origin Documents (Type C)

21 For External Origin Documents (EODs), the marked custodian maintains a
consolidated list along with a Master list with the MR The possible
Categorisation of the EOD is presented in Table listed in QM 10.3.12sin thi
Manual.

22. The Custodian is responsible for ensuring updation of the EOD, as appropriate
through necessary monitoring and interactions with the source of EOD.
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RECORD CONTROL
Purpose
1 To describe the controls and responsibilities established underMige fQ
record management.
Scope
2. This procedure covers all records identified as an essential part of QMS and

listed in the table below.
Responsibility
3. The Management Representative is overall responsible.
General Description
4, Those records generated part of QMS for demonstration of conformity at

various stages and of effective operatafnthe quality management system
arecontrolled anctovered under this procedure.

5. Such records are |listed below and are r.
QMS Record Format Control Media (for | Life period Remarks
No. storage) (in years)
Complaints Register | FMT 003 | M R Register 3 See note 1
Alarm Note Register | FMT 004 | M R Register 3
Internal Audit Report | FMT 005 | M R File 3
Minutes of MRM FMT 006 | M R File 3
Alarm Note FMT 007 | MR File 3
Training Record - Section Head| File 3 All training since
(Admn) joining AAAD

Agreements - Section Head| File 3*
Note: The Life period indicates only the Passive Life when the QMS Record is bundled

and stored afterth A Acti veo | ife. When the QMS Recoc

basis it is known as Active Life. After the year closing (or account closing) the

QMS record is bundled and stored. The fA*o

the record starts only whehe concerned Aid Account or case is closed.

All other operation related records are in the form of electronic data and are
available as part of ICS as and when needed.
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Procedure

6. Each of the QMS Record is suitably collected and stored in appropridia me
such as file cover, bunch, Register floppy etc.

7. Al | the QMS records arQ@o iedietnhteirf iiend poryi nt
rubber stamped i mpression on the right
or its storage media or both. This is the Geneettification and in addition
to the respective unique format no. if any.

8. Each QMS record is associated with a controlling authority (CA) who is
responsible for monitoring and improving legibility amcetrievability. The
CA is independently responsibler devising and maintaining a storage
system for the respective QMS records.

0. QMS records are gathered and bundled suitably at the close of every financial
year (3£ March). This is done during thé' half of April every year under
the direct supervien of Management Representative.

10. Prior to such bundling, these QMS reco
records. Guided by the ALife periodo
gi ving all necessary information incl ud]i

11 For the purposes of di sposition, each
periodod. The indicated |ife period sta

12 The Management Representative organises disposition of QMS records once
in a year after ensuring mectness and verifying all details.

13. For the purpose of QMS operation many of the day to day activities carried
out in ICS are also involved. The online records relating to the ICS are
governed by the regulations and authorisation provided for this pR®Ss
described and controlled by the Procedure Manual.

14 Any Atemporary removalo of record from
is done only after placing marker sheet/card describing the complete details of
the removal. Short reference during cutr@peration, however, is not
temporary removal.

15. The respective CA is responsible for the safety and protection of the QMS
records during the AActive periodo. Ho
overall responsible for the QMS records control.
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INTERNA L AUDIT

Purpose

1 To describe the procedure and sequence of activities relating to the Internal
Audit, evaluating continuing suitability and effectiveness of the QMS and
system conformance.

Scope

2. All areas falling under the QMS.

Responsibility

3. The Managment Representative.
General
4, The MR is the key functionary apprising the top management of the level of

success of the QMS.

5. The Internal Audit and the MRM are two important tools for such appraisal, in
addition to any other personnel/direct observations

6. Arranging appropriate resources, the MR initiates and maintains an Internal
Auditor Base, considering the competence requirements.

Procedure

7. The MR considers the importance and complexity of the various areas of
operation visxvis the Quality Objectes and proposes a tentative timetable
for Internal Audit at various places.

8. In addition, the MR amends the timetable, if necessary considering the results
of the previous Audit.

0. The Internal Audits are conducted as per the timetable.

10.  The Internal Audits planned suitably as above, but ensures that each area is
audited at least once in 3 months.

11.  The marked Internal Auditors clearly indicate the scope, the method and the
audit criteria while starting the audit and adhere to.



AAAD

QUALITY MANUAL

Doc. No. :QM 9.3
INTERNAL AUDIT Issue No. : 1

Rev. No. : 0

Signature Approved by | Page2of 2

Management Representative | Date :09/03/20@

12.  The MR is responsible for idafting auditors independent of the area being
audited.

13. The MR also ensures that the Audit process is aimed at satisfactory level of
objectivity and the auditors perform impartially and with total commitment to
the QMS.

14.  The audit findings, the committed cective actions are all reported in
Internal Audit Report (FMT 05).

15.  The auditee area-charge is responsible for identifying the corrective action
and for commitment thereto. He ensures timely and effective completion of
the identified action.

16. The MR is werall responsible for monitoring the progress of the corrective
action closely, directly or through the auditor and for CLOSING the Audit
Report.

17.  The MR also plans and conducts follow up verification activities whenever
needed and maintains additional Augleports, if generated.

18. The CLOSED Audit Reports only are filed.

19. The MR also compiles the Internal Audit status and the corrective action
action pendingstatus and refers to the MRM for necessary decisions relating
to QMS.

20.  Arising out of the results dhe Internal Audit, if the MR or the MRM desires
any analysis towards deciding corrective/preventive action, the MR initiates a
Alarm Note (FMT 007) governed by the procedure relating to Corrective
Action (see Section QM 9.5) or procedure for Preverdntéon (see Section
QM 9.6)

Documents/Records

Q) Internal Audit Timetable

(2)

Internal Audit Report
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NON-CONFORMITY CONTROL

Purpose

1.

Scope

2.

To describe the sequence and responsibility relating to the control ef non
conformities occurring during the course of rieguwperations.

All types of operational nenonformities in the form of wapproved draft
correspondence or documents / records.

Responsibility

3.

ManagemenRepresentative

General Description

4, In the AAAD operations covered by the scope of QMSc(QM 3.1) no
product of physical nature is involved.

5. The nonconformities are likely to be encountered only in the form of
documents not fit for further passage/despatch/processing.

6. These norconformities may be in form of some incoming papers (such as
claims etc.,) or outgoing correspondence (such as letters, sanctions etc)

7. The incoming items not meeting the requirements are held or rejected for
processing and are known as AHOLDO item:

8. Those outgoing correspondence or reports or results not finallp\eggpare
known as ADRAFTSO.

Procedure

0. Whenever any AHOLDO item is identified
section fixes the rubber stamp readHi@LD on the first page.

10. Subsequentl vy, the same may be reviewed
following appropriate procedure.

11.  Hold items are generally treated as provided in the checklists maintained for
such purposes.

12 But, due to operational urgency and case conditions, the section head, at times,

waives the requirements and approves deviations.
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13. Whenevera HOLD item is deviated only the concerned approving authority
decides on that.

14.  Such deviated approvals are recorded on the face of the HOLD items as
prescribed in the related procedures. (For example: If a hold claim is deviated
and approved, the concethprocess flow covers that)

15. I n case of ADRAFTSO, the correspondenc
finally approved by the signing authority. Till such (final) signing it is treated
as DRAFT.

16.  Generally, all the preparatory works are destroyed when thedig@ing is
done therebyeliminating norconformities. (Drafts)

17. But, however, in some cases due to the importance of the matter / contents
such I t ems ar e retained for reference
maintained unsigned (or initialled with suitablenrarks and thereby
controlled.

18. In case the non conformity is observed after services has been delivered or in
use, correction and corrective action is taken to deal witkcooformity.
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CORRECTIVE ACTION

Purpose
1. To describe the sequence of activitibsittidentify the need for corrective
action and responsibilitieselating to effective implementation of the same,
under QMS
Scope
2. All consequential actions under the QMS arising out of external complaints
and AAl arm Noteo. T h i ot cpverocorediwer e , hov

actions that are carried out based on Audit findings.
General Description

3. The functioning of AAAD is such that the external agencies notice the
operational mistakes and point out through correspondence. Irrespective of
whether theyare complaining in nature or not, the operational mistakes are
treated as O0Compl aint so.

Procedure: Complaints Handling

4, All complaints (irrespective of the media, nature or source) are registered in
the ACompl aint Register otheRMT 003) unde.]

5. Even or al compl aints are also formalise
the person receiving the complaint.

6. After the entry, the complaint is forwarded to the CAAA for grading.

Grade A- Very serious and urgent
Grade B- Major
Grade G Minor

7. When the complaint is registered (with a number) and graded, the JCA ensures
a formal acknowledgement to the complaints.

8. For al | the Grade A cases and for ot he
generated by the Jt. CAAA.

9. When the complaint is sataftorily handled the Joint CAAA completes the
register entries and AClosedo the compl a
complaint and in the register.
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100. The AAl arm Not eo i slosedegeacricedbelbwy handl ed

Procedure: Alarm Note

11 Alarm Note is an instrument formally initiating review and investigation of
any nonconformity or complaint fit enough for thorough study.

12 An AAl arm Noteo is raised by anyone and
controller or above.

13.  The approving authoritysnur es t he i niti al entry in t
and fixes the reference number to the f,

14.  The register is normally under the custody of the MR.

15.  The approving authority also identifies the investigation officer for the case
while approving.

16.  The investigation officer marked is provided with all data and support needed.

17.  The result of the analysis and the possible corrective action is recommended
by at least, a deputy controller.

18 The proposed action is approved by Jt. CAAA or CAAA.

19.  Subsequaetly, the concerned person/section ensures the corrective / preventive
action.

20.  After monitoring as necessary, if satisfied on the effectiveness of the action
the investigation officer may propose 0

21.  Then, after considering all posb| e angl es, the AAl arm N
stamping AClosedo with due remar ks and

22.  The records of results of the corrective action are clearly briefed or referenced
either as remarks on the Alarm Note or as separate additional attachments.

23. Thei Al arm Noteo is closed by the MR [/ JC/
24.  The register entries are also closed.

25 TheJCAAA |/ MR is responsible for prepari
status for discussion in MRM.



AAAD QUALITY MANUAL

Doc. No. :Q M 9.6
PREVENTATIVE ACTION Issue No. : 1

Rev. No. : 0

Signature Approved | Pagel of 2
Management Representative | Date :09/03/20@

PREVENTATIVE ACTION

Purpose

1 To describe the sequence of aittds that identify the need for Preventive
actions and responsibilities relating to effective implementation of the same,
under QMS

Scope

2. All areas under the QMS where any potential-aonformity is visualised or
noticed.

General Description

3. Whencomplaints occur, they are treated as prescribed in the documented

Proce@areecfiive Actiono (QM 9.5)

4, If any possible mishap or mistake or even scope of misunderstanding of
accounting interpretation is noticed, it is considered as a paltembi
conformity.

Procedure:

5. All members of AAAD are responsible to identify any possible -non

conformity likely to occur during the course of regular operation.

6. When any possible neconformity is noticed, the member informs the
immediate superior.

7. The possible root cause and circumstances leading to the situation is well
analysed.
8. Subsequently, based on the potential seriousness an Alarm Note is raised as

prescribed in Corrective Action Procedure. (QM 9.5)

9. The MR who identifies the investigatiasificer entrusts the responsibility of
identifying, planning and implementing suitable preventive action to the
suitable person.

10.  The preventive action is monitored and verified for effectiveness.

11.  When the effectiveness is satisfactorily realised, MRedake Alarm note
and the Register entries as provided.
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122 The MR summarises the Preventive Actions in every MRM and proposes
suitable Award Plan for encouraging member participation.
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MANAGEMENT REVIEW

Purpose

1 To describe the sequence and responsilslitidating to the Management
Review of the QMS

Scope
2. All areas under the coverage of QMS.

Responsibility

3. Management Representative

General Description

4, The management review is carried out by way of a formal meeting in the
senior set of managers.

5. The MRM (Management Review Meeting) is held under the chairmanship of
CAAA at least once in 3 months ( i.e. subsequent MRM is held within 90 days
of each MRM)

6. The MR is the convenor of the MRM and the permanent member of the
management review include CAAA, JCAdithe three DCAs

In addition the MR summons any other members as necessary.
The MRM are serially numbered for reference convenience.
9. The MR announces the MRM with the details of the agenda points.
10.  The Input to the MRM are the data (or summary) relatirthedollowing:

@ Audit results

2 Complaints and feedback

(©)) Performance data

4) Corrective action status

©) Preventive action status

(6) Pendancy from previous MRMs
@) Changes relating to QMS

(8) Any scope for improvement

1. The MRM output is in the f@yocompied @fMi nut
by the MR and circulated (or distributed) to all those concerned.
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12.  The minutes indicate the following:

Q) The decisions against each point discussed.
(2 The action and the member responsible for the action.
(©)) The target dates, if any, decided in MR

13.  The output of MRM positively cover

Q) Improving QMS and its effectiveness

2 Improving operational process with specific reference to stakeholders
expectations.

3 Any resource needs and the related decision there to.

14 The AMinutes of MRMSQuUalRyNRécord.06) i s treat
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COMPETENCE MONITORING GUIDELINES

1 For each of the section, there is a certain specific knowledge level required.
This is decided and listed by the Section Heads. These are generally:

(1)  The name of the Funding agencies.

2 Their internatioal standing.

3 The language generally used

4 The currency and its floating status.

) Festivals/holidays of the country concerned.

2. The Section Head generally monitors,

Q) The overall reliability of the member.
2 Work efficiency and accuracy.

3 Discipline, attitude andbsenteeism.
4 Focus towards QMS.

General points like dealing with multhgual correspondence, style of written
communication, clarity in communication, knowledge about other sections
operations, etc., are also monitored.

3. Individual Monitoring Guideli nes Table :

S.No. | Aspect to be Considerations Max. Remarks
evaluated Possible
Score
(%)
1. Promptness | Response time, Availability, Commitment toward{ 20 This Table is
work only as o
2. Accuracy in | Errors and repetitions, Complaints against, 20 benchmark
work negligence reference g
3. Efficiency Grasping capacityabour, Focus towards outcom¢ 30 broadly guide
Quantum ofwork handled, Compliance level the evaluato
4. Awareness of | Knowledge of repercussions, Customer focus, | 10 who considers
implications | Casual approach, these in light
5. Functional Subject knowledge, Information readiness, 20 of the
Knowledge | Knowledge updation, Related current affairs activities
during the
Total 100 period unde
consideration
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DEFECIENCY VALUE TABLE
(PART A)

Event description Stakeholder | Possible Remarks

satisfaction Dissatisfac
perception tion
(%) (%)

1 | No deficiency

Dissatisfaction of Funding Agencies towards Disbursements

Audit recovery nbadjusted Note-2

Claim when R.F. is available

Claims without information of approval of contrag

Claims over and above the contract value

Ineligible expenditure claim

issatisfaction of Funding Agencies towards DelService Payments

~N|glo|o|s|w|n

I nsufficient payeebds G Prompt debt
Note-2 Note-2 service

oo

I nsufficient payeeds ¢

9

Slippage in debt servicing (delayed/early/non
payment)

Dissatisfaction of Funding Agencies towards Repting

10 | Delay / Error in international debt reporting | Note-2 | Note-2 \

Dissatisfaction of Project Implementing Agencies

11

Delay in processing claims Note-2 Note-2 (Note 1)

12

Improper communication at the closure stage of
agreement

13

Delay in sending Demand Notice

14

Wrong rejection of claims.

15

Non-receipt of reimbursement. ( by project)

Note 1: Normally ICS records the number of days of the activities. Seven days
are generally allowed.

Note 2: All necessary informa&n and data are summoned by MR once in 6
months. The satisfaction / dissatisfaction (in percent) is evaluated by
the MR (assisted by a committee, if needed) considering on dccase
case basis
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DEFECIENCY VALUE TABLE
(PART B)

PERFORMANCE FACTOR PARAMETE RS TABLE

S. Parameters Performance
No. score lost
(from a possible
100 percent )
(see note 3 below )
1 Agreement received and not activated
2 Claims received and not processed within 7 days
3 Replenishment applicatiorot filed for three months or special
account not having sufficient funds (Note-2 above )
4 Disallowance from funding agency on account of ineligible
expenditure, lack of supporting etc.,
5 Delay in ACA recommendation after receipt ofshdirsement
6 Delay in sending Demand Notice to Importers
7 Slippage in debt servicing in terms of nopayment, early
payment or delayed payments
8 Time taken and accuracy in preparation of External Assistanc
Budget
9 Time taken and accuracy in preparation of External Assistanc
Brochure
10 Time taken and accuracy in answering Parliament Queries
11 Time taken and accuracy of data compilation for Internationa
debt Reporting
12 Time taken ad accuracy of online web
13 Pre agreement Comments
14 Delay in data entry of disbursement
15. Delay in transfer of Advance(8449) to respective Heads of Accoul
16. Delay in distribution/despatch of dak
Note3 : These performance loss t®nsidered for section /individual based

on the clarity of the case.



AAAD QUALITY MANUAL
Doc. No. :Q M 10.2.02
MASTER REGISTER FOR DOCUMENT RELEASE Issue No. : 1
Rev.No. : 0
Signature Approved | Pagel of 1
Management Representative | Date :09/03/20@

FMT : 001
REVISION RECORD
The following is the compilation of amendments dorg in
QUALITY MANUAL Issue No. : 0
S. No. . Document Reference Rev. Brief on .Updation
Title Doc. No. | Page [ ‘o Amendments Sign Date

No.




AAAD QUALITY MANUAL

Doc. No. :Q M 10.2.02

MASTER REGISTER FOR DOCUMENT RELEASE Issue No. : 1
Rev.No. : 0
Signature Approved | Pagel of 1

Management Representative | Date :09/03/20@

FMT : 002

MASTER REGISTER FOR DOCUMENT RELEASE

Sno. | Date Document Reference| Reason | Released to| Sign Remarks
No.
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FMT : 003
COMPLAINT REGISTER

Sno. | Date Source / Reference| Subject Brief Grade * Action Closure
Complainant Details Description Brief Remarks
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Representative

ALARM NOTE REGISTER

FMT : 004

Sno

Date Subject | Reference | Description
Details

Investigation
officer

Analysis | Closure | Remarks
Brief
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FMT : 005
INTERNAL AUDIT REPORT
Auditor Auditee Audit area Date(s) of | AUDIT No. Page
audit (Ref): No. :
Sno | Audit findings | Category | Reference Corrective Action Closure
Brief Description Target Remarks Sign

Date

Remarks: Remarks: Closing Remarks:

Auditee Auditor Management Representative
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FMT : 006
MINUTES OF MRM
Date: MRM NO. :
Chairman Attended by Absentees Venue Next meeting
proposed on:
S.No.| Subject Details of minutes Action by Target | Remarks

Date

Management Representative
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FMT : 007
ALARM NOTE
Alarm Source Raised by Subject matter Other Date Alarm Note No :
Reference
(ifany)
Details of issue requiring investigation Action by Target date
Approved by
Investigation / analysis summary | Proposed Support / | Attachments, if any
Corrective / Reference
Preventive actions
Details of action undertaken Results observed

Closing remarks :

Jt.CAAA
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ORGANISATIONAL HEIRARCHY

AAAD AS GOI DIVISION

GOl

4

4

Ministry of
Finance

A 4

Finance
Secretary

v

v

Additional Secretary
(External Finance)

Other Additional
Secretaries/ Special
Secretaries

Other
Ministries
y
Other Divisions of
External Finance
WITHIN AAAD

Controller
(CAAA)

Joint Controller
(JCA)

A

Aid Accounts and
Audit Division

v

A 4

v

Deputy Controller
(DCA)

Deputy Controller
(DCA)

Deputy Controller
(DCA)

y

y

v

Senior Accounts Officers/ Accounts Officers
(Section Heads)

|

Task Holders

(Junior Accounts Officers, Assistants, Auditors, Upper Divisional Clerks,
Account Clerks, Lower Divisional Clerks, etc.))
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OPERATIONAL RESPONSIBILITY/AUTHORITY

Key Respondbilities Authorities

Position

CAAA | 1 Overall Responsibilities of AAAD 1 Final Authority ( GOl Gazette )
1 Operational System Planning 1 Quality Policy of AAAD
1 QMS Policy and Principles 1 Overall Operational Decisions

I Awards / Reprimands

JCA 1 Operational Control / Morutring 1 Manpower Deployment
1 Administration. (R &1 ) 1 Alarm Note decisions
I Liaison with other wings 1 Representing CAAA
1 External ceordination ( consultants etc., )
1 Overall control of EDP
1 Internal Audit

DCA 1 | Operation and control of Debt servicg,P Audit 1 Operational Authorities ( for

the sections)

DCA2 |1 Operation and control of Gordination, EDP, PAO | § Operational Authorities ( for
the sections)

DCA3 1 Operation and control of Disbursement, HR functio § Operational Authorities ( for
O&M functions the sections)

QMS Planning and Conduct
Management Review and Improvement
External ( QMS ) Liaison

Internal Communication

QMS Training
QMS Decisions

E R
=a =
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SALIENT FEATURES OF ICS

The Integrated Computerised System (ICS) is dhatralised accounting
system functioning at AAAD through the LAN existing in AAAD. The
background and description of ICS is presented elsewhere. (see. QM 2.7)

The salient features of ICS are discussed below.
On line Accounting

Q) All the documents and pcesses concerning aid flows are uniquely
numbered and the accounting is done on line through various
processing cycles.

Authorisation

2 The ICS is loaded on a server at AAAD and is accessed by the users
through the LAN. The various input to ICS are amga through
specified levels of authorisation. These authorisations are through
specified controlled passwords.

Front-end Correction

3 Any data entered incorrectly can be corrected through appropriate
rectification/adjustment entries and the process@aa as Fronend
correction This is limited to certain identified fields only.

Back-end Correction

(4)  Avoiding Frontend corrections, access is available to the database
through the system administrations for monitoring and emergency
purposes. Correction® data base directly through this window is
known as Back end correction.

CS1 DRMS Compatible

©) The CSDRMS package is mainly used by AAAD to compile and
generate different reports relating to debt portfolio analysis. When ICS
was developed and implemted, in order to avoid duplication of data
entry efforts, all the data available in ICS can be transferred to CS
DRMS through a routine developed for this purpose.
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Screens and Reports

(6) Since each account is uniquely numbered, the accounting is digect a
convenient. This is carried out through selective set of screens from
more than 150 possible options and a wide variety of reports from
more than 300 possible options can be generated.

On-line Updating

(7)  The ICS being otine, any updation in ICS wilprovide updated
information to the web site users.

Reminders to users

(8) In order to remind action for initiating repayment etc., suitable
warnings called ALERTs are automatically popped up thereby
ensuring timely actions.

Standardised Correspondence

9 As apart of the accounting process, at selected events suitable ready
made correspondence are prompted so that the concerned party is
formally informed as needed.

Reconciliation

(10) The final closing of various transactions happens only when the
transaction iscompleted by the banks/funding agencies. When the
corresponding closing takes place the accounting is suitably matched.
Any unmatched accounting are listed out for reconciliation.

Registers and Statement

(11)) The data in ICS is maintained (or available)tie form of various
operational registers in line with the operating process cycles, such as
Claim Monitoring Registers, Withdrawal Application Report,
Disbursement Register, Payment Advice Register etc.

Master Updation

(120 The ICS function is based on thdaster generated for each aid
account. The Master is updated through due authorisation.
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Back-up

(13 The ICS is functioning from the EDP. The data in ICS is very
important and is backed up following specific guidelines as described
in the Procedure Manla

Supplementary Function (CAS

1. The actual fund release is done at-IPBf the MOF based on the
recommendation from AAAD. Therefore, a supplementary part of
computerised software Central Assistance System (CAS) under
supplementary functionis instaled at the PH where the ACA fund release
document is identified and used to post in the ICS for completing the cycle.

Updating CS-DRMS database

2. CSDRMS package implemented at AAAD is primarily used for carrying out
the portfolio analysis and regorg external debts to international monitoring
agencies. Both the computerised system implemented at AAAD require entry
of transaction into their respective databases (i.e. CDB for ICS and DRMS for
CSDRMS). To avoid duplication of work a separate medhlas been
developed in ICS that automatically transfers the information maintained by
CDB to CSDRMS package.

Website Module

3. The information relating to the activities performed by AAAD is periodically
published on the AAADOG Sodisvpdason asethe whi c h
information maintained in ICS changes with each transaction. In order to
avoid manual process in updating the website, a separate module has been
developed in ICS. This module automatically summaries the external
assistance informan and generates the HTML pages required for updating
the website. Depending on the nature and criticality of the information, the
periodicity of updation is decided.

Hardware Infrastructure

4. The computing infrastructure at AAAD consists of servers dadktops
connected through Local Area Network (LAN). Two servers have been
installed. One server is exclusively used for@SMS (Unix, Informix) and
the other for ICS (WindowBIT, SQL Server). All the desktops are window
based and are equipped witle thffice automation tools (MS Office).
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SCREEN TEMPLATES OF ICS
Report/Register Information Remarks
Claim monitoring register Claim application details for Summary also
selected periods available

Withdrawal application report

Details of withdrawal apfiations
generated through ICS and relate
approvals

Claim status

Shows complete backup of
individual claims from receipt to
ACA release.

Report on rejected claims

Rejected claim details on various

Summary also

parameters. available
Utilization report Loan / source wise Summary also
available

Disbursement register

Disbursement Status / details for
the selected period

Statement, Summary
available

Donor payment advice registe

Donor wise payment advice
details

Gouvt foreign transaction
register

GFT Status / details

Summary also
available

Donor debt service
Demand advice report

Demand advice details and
summary

Repayment initiation register

Details of Repayment action

Statement, Summary
available

Repayment falling due

Caution note

Bark Statement

Account statement with specific
no of transactions

Bank wise exception Report

Debt Servicing Details

Details of Debt servicing
agreement wise

Summary also

Detailed DSPS Statements

DSPS details for reconciliation

Pendng Sanction Advice

Sanction advice reminding

Commitment Charges Repor

Case wise commitment charges
paid / payable

Special Account Advice
register

All SA advises details

Revolving Fund Register

Utilization of revolving funds

Summary

R Fnot generated List

For any period

Special Account Balance
Statement

Account statement of special
account

Challan Deposit Register

Deposit Challan details

Rupee Deposit Register

Adjustment details relating to
rupee deposit

Suspense Redesr

Outstanding principal dues from th

importer

Suspense outstandin
summary
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Report/Register Information Remarks
Demand Summary Demand Details
Demand / Adjustment Registg Adjustments history
Importer Ledger Net Rupee amount due from the
importer
Outstanding Challan Challans remiaing unadjusted
Utilization Reports LA/LI/AP/SC
Loan Summary History of loan account
Loan Ledger History of loan account with
details of transactions
Debt Outstanding Classified Summary

Claims in Pipeline

Withdrawal application awaitg
disbursement

RBI Scroll

Scroll details from RBI, New
Delhi

Repayment of Principle
Budget

Details for Repayment budgeted

Donor wise net Flow

For period specified

Donor wise Loan Counts

Loan details donewise

Documents count sunary

BOP Monitoring Report




AAAD QUALITY MANUAL

Doc. No. :Q M 10.3.05
WEBSITE OF AAAD Issue No. : 1

Rev. No. : 0

Signature Approved | Pagel of 1
Management Representative | Date :09/03/20@

WEBSITE OF AAAD

1 The AAAD web site is hosted through NIC.

2. The web siteyww.finmin.nic.in/caad is aimed to ultimately to serve as an instant
on-line information source relatitgo A Ai d Accounts. 0O

3. It is intended to update the web site on a daily basis so that the viewer is away
only by a period of less than 24 hours.

4, The web site is aimed to provide following initially
Q) Brochure - A general overview of AAAD providing consohged
compilation based on different parameters as well as on-staté
loans.
2 Loan / Grant summary as needed
3 Claim Status
4 Disbursement Status

5. The web site is aimed to provide ultimately :

Q) The repayment status
2 Loan status


http://www.finmin.nic.in/caaa
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QMS PROCESS OVERVIEW




