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REVISION SHEET

1. ISSUE STATUS :

SI.NO ISSUE NO DATE REASON FOR REVISION
1 1 05.07.2017 | Upgradation & Integration of
QMS(9001:2015),EMS(14001:2015),0HSAS(18001:2007)

ISSUE NO: 00

DATE: 05.07.17 APPROVED BY

4|Page




V.0.CHIDAMBARANAR PORT TRUST

INTEGRATED MANAGEMENT SYSTEM MANUAL

SCOPE

The Section deals with Allotment of Quarters, Change of Quarters, Vacation of
Quarters, Allotment of Community Hall, Temporary Allotment of Quarters for Port
Employees & Non-Port Employees and monitoring and maintaining payment of
charges towards Rent, Water Charges and Electricity Charges.

IMS POLICY OF THE PORT

We are committed to provide seaport facilities and related support services for
seaborne transport facilities by —

Ensuring quality service to EXIM Trade, by adhering all legal requirements.
Protecting the environment including prevention of pollution.

Ensuring safety by preventing injury and ill health.

Continually improving the overall effectiveness of IMS through

Employee motivation and empowerment with social responsibility towards the
progress of the Nation.
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IMS OBJECTIVE OF THE DEPARTMENT
QMS
To ensure prompt disposals on matters relating to Establishment the Port To
Implement the Government Policies on various issues relating to Port
Establishment. To give advice to various department of this Port on various issues
relating to the Port Establishment.
EMS
To ensure reduction of paper and to conserve energy

OHSAS
To ensure prevention of ill health and injury.

IMS OBJECTIVE OF THE SECTION

QMS
Starting of every Financial year prepare Seniority list and finalize within 2 months.

EMS
To ensure reduction of paper and to conserve energy.

OHSAS
To ensure prevention of ill health and injury.
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ABBREVIATIONS
CPT Chairman Port Trust
Dy.CPT/ MR Deputy Chairman / Management Representative
HOD Head of Department
V.O.CPT V.0.Chidambaranar Port Trust
SECY Secretary
SR.DY.SECY Senior Deputy Secretary
SR.ASST.SECY Senior Assistant Secretary
AS Assistant Secretary
E.O Estate Officer
SH Section Head
DA Dealing Assistant
AE Assistant Engineer
DFA Draft for Approval
MTC Maintenance
SAP System Application and Products
NCR Non Conformity Report
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SIPOC
SIPOC |RevNo:00
|RevDate:
Process Name: AD| TERS v|.Emzas.nm.t§r: SECRETARY Date: 21.07.2017
Process / Receiver of Output /
Source of Inputs (S Inputs (I .. Outputs (O
puts 3 puts ) Activity (P) puts 0) Customer (C)
roemmme T 1 I et B S 7
I Admin-Quarters I I Proforma application I I Call for Application with I | I I Admin Quarters I
1.7, | | | | | | fromall the conscent | | . |
|~ section | | form | |  approval of HOD | | dept | | section |
| | | | | | | | | |
| | | | | | | | | |
| | | . o I Allotment of quarters for | | | | |
| 2. Non port Employees | | letterwithPayslip | I Non nort emolovees | | Allotment of quarters| | Non port employees |
| [ | | | port employ [ [ | [ |
| | | | | | | | | |
| | | | | | | | | |
Port employees,Non Port employees, non

| plovees,Ton I - I | Temporaryallotmentof | I Temporary quarters | | ployees, non |
| 3.portemployeesin | | Requistion letter | | | | | | portemployeesin |

o quarters are alloted L
: the Organisation : : : : : : : : the organisation :
| | | | | | | | | |
| Port employees,!\lon | | - | | Allotment of Community | I Community hall | | Port employees,.non |
| 4. portemployeesin | | Requistion letter | | | | | | portemployeesin |

- Hall alloted o
| theOrganisation | I I I | | | | theorganisation |
| | | | | | | | | |
I I I I I I I I I port Employees, non |
| Port Employees, Non | | . | | . | | Duescheckedand | | ploy o
| 5 | | Requistion letter | | Vacation of quarters | | | | portemployeesin |

port employees collected L
| | | | | | | | I theorganisation |
| | | | | | | | | |
I L L T L I
| 6 Non port Employees | |  Online Transaction | I NEFT/RTGS | | collected,UTR | | Organisation |
I I I I I | | number I | I
| | | | | | | | | |
| | | Requistion letter | | | | | | |
: 7. Firm : : through conscent : : Advance payment : : Quarters allotment : : Firm :
I [ | dept [ | I I I I I
| | | | | | | | | |
| | | | | | | | | |
| Portemployees,Non | | | | | | | | Portemployees, non |
: 5. port employees in : : requistion letter : : Change of quarters : : Quarters changed : : port employees in :
I the Organisation | I | | I I I I the organisation I
e I J e | e | d

KPI

Seniority list maintained in File for every year
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V.0.CHIDAMBARANAR Port Format No. VOC/IP, Issue No: 01, Date: 05.07.2017

Interested Parties

4.2 Understanding the requirements of the Interested parties

Interested Parties

Requirements

Non Port Employees

Allotment of Quarters

Firm

Allotment of Quarters

Port Employees

Allotment of Quarters

Consent Department

Collect Proforma application

ISSUE NO: 00

DATE: 05.07.17

APPROVED BY

9|Page




V.0.CHIDAMBARANAR PORT TRUST
INTEGRATED MANAGEMENT SYSTEM MANUAL

Title : Allotment of Quarters

Input/Ref.Documents Activities Responsibility/output
Call for Application with the approval of HOD DA/ SH
Circular issued to All HOD's every financial year enclosing the
Application format with indication of last date < DA/SH

The applications received from all departments are scrutinized
Type wise (Type | to Type V) DA/ SH

A

DA/SH

Check Basic pay and Date of Retirement

A

.. < > . | le, If retirement is
If ellilble If not eligible i next 6 months
Prepare seniority list and <« DAISH A DA/SH
Get Approval of Dy.CPT/E.O/ Sr.Asst.Secy Record the same +————
\/NCDT
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Title : Allotment of Quarters

Input/Ref.Documents Activities Responsibility/output

Maintain Seniority list in Quarters Section DA/ SH

A

Based on the vacant position received from MTC Division (bi- DA/ SH

A

monthly) Allotment format is put up to Dy.CPT/E.O/VOCPT for
approval through Intra mail (10.1.1.134)

After getting approval of Dy.CPT/E.O issue allotment order to DA/

A

SH individual, AE maintenance and AE Electrical

After receipt of occupation report, the entire details are fed in the SAP

system (RECN-Process Contract) for monitoring recovery of rent, water, «DA/
SH Electricity, Service Tax etc.,
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Title : Allotment Of Quarters (Non-Port Employees)

Input/Ref.Documents Activities Responsibility/output

Requisition letter received from Non-Port Employees, Contract Employees,
Annrentices Firms AgenciecITPFA Canteen Snarts Canincil & \WWelfare chith

A 4 A 4

Non-Port Employees (Bank, Temple, Stores, Dock Firms
Safetv). Contract Emnlovees. Annrentices

A

A 4
Check Basic pay details of employees for

<u .| Check No.of Quarters requested
bv the Firms

A
)
p

allotment of Ouartersi.e Tvne |-V

A 4

\ 4 A/SH Based on the vacant position received
Based on the vacant position received from [T from MTC Division (bi-monthly)
MTC Division (bl'monthIY) Allotment format is Secy Allotment format s put up to
put up to Dy.CPT/E.O/VOCPT for approval |_ Dy.CPT/E.O/VOCPT  for  approval
throueh Intra-mail (10.1.1.134) Secy thranch Intra-mail (10 1 1 124)
Secy
v l
After getting approval of DY.CPT/E.O issue
allotment order to individual, AE maintenance After approval of DY.CPT/E.O issue
& AE Electrical H allotment order to firm to pay
advanre amniint nf
After receipt of advance payment, issue
> allotment order to firm indicating Quarters No.
DA/SH DA/SH with a rAanv tn AF maintenanre R AF slortriral
Y Y

After receipt of Occupation report, the entire details are fed in the SAP system (RECN-

Prareacc Cantrart) far mnnitarino the rarnvarny nf rant watar alectricitv & Servire tay

A
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Title : Temporary Allotment of Quarters

Input/Ref.Documents Activities

Responsibility/output

Receive requisition letter from
Port Employees & Non Port Employees

DA/SH

Check vacant position received from MTC Division(bi-monthly)

A

v

:

Non-Port Employees

Port Employees

v

Check the vacant position of the

I

DA/SH
H

Quarters

Check the vacant position of the

Collect Rent & Service Tax from
Concerned

Quarters

DA/SH
DA/SH g,

Enter in the Temporary
Allotment Register
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Title : Temporary Allotment of Quarters

Input/Ref.Documents

Activities

Enter in the Temporary Allotment
Register

«DA/SH

\ 4

DA/SH

After getting approval from
Sr.Asst.Secy, Issue Temporary
Allotment order copy to individual,

AF maintenance and AF Flectriral

Sr.Asst.Secy

Responsibility/output

|

After getting approval from Sr.Asst.Secy,
Issue Temporary Allotment order copy to

individual, AE maintenance and AE
Flectrical

\ 4

After receiving Temporary occupation

“DA/SH
As.Secy

\ 4

After receipt of Temporary
occupation report, the details are

verified and entered in the register

h 4

report from MTC the details are entered in
the register and the letter sent to Accounts
Department for recovery in salary bill

~ DA/SH

A 4

Monitoring the rent Collection
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Title : Allotment of Community Hall

Input/Ref.Documents Activities

Responsibility/output

Receive requisition from the Applicant, block the dates in the DA/SH
Community Hall Register maintained in Quarters Section
A 4
Requisition letter received from individuals (Port Employees & Non- duals
Port Employees)
A 4
Cash receipt payment(ZFI_FWD), Community hall Rental Charges(FB- «—BA/SH—
70) have been entered in the SAP System
After Cash receipt from individuals, the Community Hall allotment
format is nut un to HOD DA/SHISTA—
sst.Secy
v
Sr.Dy.Sec
y Get approval from Secretary /VOCPT .
~ DA/SH/Sr.As
st.Secy

A\ 4

~

After approval, issue community hall order to individuals, AE
Maintenance & AE Electrical

Secy

<«BASH—
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Title : Vacation Of Quarters (2 Types)

Input/Ref.Documents

Activities Responsibility/output

1. On request by the Applicants.

Receive requisition letter for vacation from Port Employees & Non-
Port Employees

Non Port Employees

Calculation of pending dues to be
collected from the non port
employees

«DA/SH

DA/SH

After payment of dues, Putup file to HOD for
approval, After approval issue vacation order
to individuals, AE maintenance and AE

Electrical

Port Employees

Putup to HOD for approval, balance
dues if any adjusted from the
employee’s salary bills

After approval, issue vacation order to
individuals, AE maintenance & AE-Electrical

ﬁ

DA/SH/Sr.Asst.Secy
DA/SH/Sr.Asst.Secy
>r-Dy.Secy After receipt of vacation report, enter . >r-Dy.Secy
details in the SAP(RECN-Process Contract) DA/SH
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Title : Vacation Of Quarters (2 Types)

Input/Ref.Documents Activities

2.By Port

Responsibility/output

Non Port Employees

Port Employees

v

I

Verify the Demand Register & Find out | DA/SH >
the Non-remitted payment by persons

Check the Retirement details in SAP
and find the Retirees

i DA/SH/Sr.Asst.Secy

Get Approval from HOD/VOCPT  [%Sr.DySecy

i Pension Section

After approval, issue vacation notice to EE——

individual AE maintenance and AE
Electrical DA/SH/Sr.Asst.Secy

!

Monthly Demand Notice for rent
recovery issue to Pension section

!

Quarters rent to be recovered from

L Sr.Dy.Secy

Continuing the same activities made

by the individual, the cancellation DA/SH/Sr.Asst.Secy

Pension

After 3 months of retirement, if not
vacated, issue vacation notice

order issued to the individual.

Sr.Dy.Secy

I Pension Section

17 If representation —l

—

Yes l—— No

Based on the Representation, File is putup to
Competent authority for further necessary action

Take eviction action as per the Public
Premises (Eviction of Unauthorised

Occupants) Act. 1971
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Title : Cheque Forwarding

Input/Ref.Documents Activities Responsibility/output

Monthly Demand report to be taken from the SAP system _ DA/SH/Sr.Asst.Secy
Demand Send to Non-Port Employees during first week of every| pa/sH/sr.Asst.Secy
month for remittance

Based on the demands the cheques collected from the Non-Port L
employee Verified & Entered in the Cheque forwarding register | DA/SH

Cheque sent to Finance Department with the approval of

Sr.Asst.Secretary J DA/SH/Sr.Asst.Secy
ISSUE NO: 00
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Title : Refund of Advance payment

Input/Ref.Documents Activities Responsibility/output

Advance Payment collected for 12 months/6 months/as per
requisition from Firms before occupying Quarters

i Sr.Asst.Secy

Receive requisition letter from the firm for vacating quarters Firm
before completion of 12 months

:

Putup file for approval of Secretary to refund the dues, the

vacation notice issued to individual, AE Maintenance and AE DA/SH/Sr Asst.Se

¢ Sr.Dy.Secy

Issue separate letter to Finance Department to refund the
advance payment amount after deducting rental charges for

ncciiniod datac af Quiartarce «DASSH——
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Title : Change Of Quarters

Input/Ref.Documents Activities Responsibility/output

Receive requisition letter from individuals DA/SH

.

Check vacant position received from MTC Division (bi-monthly) DA/SH

.

Based on the vacant position, putup file to Secretary for approval

i ““DA/SH/ST.ASS
After approval issue change of Quarters order to individual AE
Electrical and AE maintenance. +BASH

A 4

After receipt of occupation report, the entire details are fed in
the SAP system(RECN-Process contract) for monitoring recovery | PA/SH

nf rent water Flertricitv Servire Tax etr
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ORGANISATION CHART OF QUARTERS SECTION

SECRETARY

SENIOR DEPUTY SECRETARY

SENIOR ASSISTANT SECRETARY

HEAD CLERK

\

DEALING ASSISTANT
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RISK ASSESSMENT AND RISK TREATMENT

RISK

CONTROL METHOD/PROCESS

House allotment, vacation, unauthorized

persons

List should be updated in daily basis

KEY PERFORMANCE INDICATOR:

SI.NO

OBJECTIVES

DESCRIPTION TARGET

1

ACTION TO ADDRESS RISK AND OPPORTUNITIES

We determined the risks and opportunities related to its environmental aspects (see 10.2),
compliance obligations (see 10.4) and other issues and requirements,

Sl ASPECT IMPACT CONTROL
NO METHOD
1 Consumption of electricity Reduction in EMP/01
Natural
resources
2 Consumption of paper Reduction in
natural OCP/01
resources
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Hazard Identification, Risk Assessment and Controls

SI HAZARD RISK CONTROL

NO METHOD

1 Radiation Eye strain SOP/3

2 Electrocution Human Injury SOP/1

3 Dust Health hazard SOP/3
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List of Register

SI.No. List of Registers Period from Retention Period
1 Occupation of Quarters. QS/QTRS/ROQ Permanent
2 Pension and Overstayal Register QS/QTRS/RPO Permanent
3 Cheque forwarding Register QS/QTRS/RCF Permanent
4 Temporary Allotment of Register QS/QTRS/RTR Permanent
5 Demand Register for Rent charges QS/QTRS/RDR Permanent
6 Community Hall Block Register QS/QTRS/RCH Permanent

Reference Rule Books

1 Public Premises Act (Eviction of Unauthorised Occupants) Act, 1971
2 Tuticorin Port Trust Allotment of Residences) Regulations, 1979
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