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Technology Up- Gradation & Skill Development Company (TUSDEC)
Board of Directors

No K4 gk
1 Almas Hyder Synthetic Products Ent. (Pvt) Ltd.
2 Khawaja Khawar Anwar Grays of Cambridge

3 Aamir Ali Sherazi Atlas Group

4 Sohail P Ahmed Thal Engineering

5 Imtiaz Rastgar Rastgar Engineering

6 Faisal Faroog Nirala Sweets

7 Sohail Wajahat Siemens Engineering

8 Hakim F Daud Dawood Sons Armoury

9 Avais M Hussain Angora Textile Limited

10 | Dr. Javaid Ghani LUMS

11 | Imtiaz Ahmed Metro Fans

12 | Asad Ur Rehman Ruby Jewelers

13 | Taufig Habib International Industries Ltd.

14 | Rana Shehzad MM Corporation

15 | Suleman Ghani Ministry of Industries & Production
16 | Nawid Ahsan Secretary Ministry of Finance

17 | Khawaja Zaheer Ahmad Secretary Ministry of Science & Technology
18 | Humayun Farshori Secretary Planning & Development
19 | Abdul Razaq Dawood Engineering Development Board
20 | Mr. Shahab Khawaja CEO SMEDA

21 | Vice Chairman PIDC
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PITAC Governing Body

No. K4 il

1 Mr. Almas Hyder Chairman, Board of Directors, TUSDEC

2 Mr. Javed Majid Secretary to Industries, Government of Punjab

3 Mr. Nasar Hayat Secretary to Industries, Government of the Sindh

4 Mr. Badsha Gul Wazir Secretary to Industries, Government of the NWFP

5 Mr. Ghulam Sarwar Mengal Secretary to Industries & Commerce, Government of the Balochistan
6 Mr. Shahab Khawaja CEO, SMEDA

7 Mr. Tahir Shahbaz Joint Secretary , Ministry of Industries, Production & Special Initiatives
8 Mr. Nauman Wazir CEOQ, Frontier Foundry Ltd

9 Mr. pervez Ali CEO, Al-Ghazi Tractors Ltd

10 | Mr. Sohail Bashir Rana Director, Millat Group of Companies

11 | Mr. Wasim Khalid CEO, Mecas Engg. Ltd

12 | Mr. Nasim Saigal Chairman, Pak Elektron Ltd (PEL)

13 | Mr. Dewan M. Yousuf Farooqi Chief Executive, Dewan Farooq Motors Ltd

14 | Mr. Mian Pervez Akhtar Chief Executive, LG-New Allied Electronics Industries (Pvt) Ltd

15 | Mr. Masroor Ahmed Khan Director, Syed Bhais Ltd

16 | Mr. Imtaiz Ahmed Rastgar CEO, Engineering Development Board

17 | Engr. Syed Anwar Ali Pervaiz General Manager, PITAC
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Procurement
Up to Rs. 10,000
oM Procurement Procurement
Head Clerk
1|Receipt of procurement slip
Receive procurement slip from store X
Collec prices from the market X
Case | - Iltems below Rs 10,000 against each procurement slip
2|Processing for Purchase
Prepare petty cash request X
Approve petty cash request X
Collect cash from cashier if cash is available or wait if unavailable X
3|Purchase
Go to market, negotiate prices, and purchase items X
4|Delivery
Receive gate pass X
Check the quantity of items purchased against procurement slip X X
Inform concerned department of the arrival of materials X
Deliver materials, procurement slip & supplier receipt to store X
Get signature of store on the delivery log book X
5|Filing of procurement documents
Receive procurement slip, supplier receipt, and inspection report from store X
Send a set of procurement documents to accounts, audit & cash dept X
Procurement
Over Rs. 10,000 up to Rs. 40,000
oM Procurement | Procurement
Head Clerk
Case Il - ltems between Rs 10,000 & 40,000 against each Purchase Slip
1|Receipt of procurement slip
Receive procurement slip from store X
Prepare material specifications (concerned shops)
Collec prices from the market X
2|Bidding
Call registered suppliers X
Receive quotations X
Prepare comparative statement, evaluate quotations X
Prepare procurement document file and covering letter X
3|Approval
Send procurement document file to GM X
Approve the supplier (lowest bidder & shortest delivery time) and purchase X
Send procurement file to Manager P&A X
4[Documentation
Receive office memorandum & procurement file from Manager P&A X
CC of office memorandum goes to Accounts, Audit, Master file
Prepare purchase order X X
Send out purchase order to supplier X
CC of purchase order goes to Store, Accounts, Cash Depts.
5|Delivery
Receive materials from supplier
Collect the gate pass
Check the quantity of items purchased against procurement slip X
Inform concerned shop of the arrival of materials X
Deliver materials, procurement slip & supplier receipt to store X
Get signature of store on the delivery log book X
6|Payment Arrangement
Receive inspection report & procurement documents from stores X
Check procurement documents against checklist X
Send a set of procurement documents to accounts, audit & cash dept X
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Procurement

Over

Rs. 40,000

GM

Procurement
Head

Procurement
Clerk

Case lll - Items above Rs 40,000 against each Purchase Slip

=

Rece

ipt of procurement slip

Receive procurement slip from store

Prepare material specifications (concerned shops)

Collec prices from the market

Call tender

Prepare tender documents

Prepare note for advertisement of tender

Approve tender advertisement

Put advertisement on website (if less than Rs 1 million)

Put advertisement on newspaper (15 days) through Gov't Agent (Mgr P&A)

Sell tender documents

Tend

er opening & supplier selection

Select members of tender committee

Open tender (tender committee)

Prepare comparative statement, evaluate quotations (tender committee)

Approve the supplier

XXX (>

Send procurement file to Manager P&A

Docu

mentation

Receive office memorandum & procurement file from Manager P&A

CC of office memorandum goes to Accounts, Audit, Master file

Prepare purchase order

Send out purchase order to supplier

CC of purchase order goes to Store, Accounts, Cash Depts.

Delivery

Receive materials from supplier

Collect the gate pass

Check the quantity of items purchased against procurement slip

Inform concerned shop of the arrival of materials

Deliver materials, procurement slip & supplier receipt to store

Get signature of store on the delivery log book

Payment Arrangement

Receive inspection report & procurement documents from stores

Check procurement documents against checklist

Send a set of procurement documents to accounts, audit & cash dept
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Monitoring Sheet for Training Courses (to be prapared for each course)

Name of Training Course: Mold Design Bsic (Evening Course) Date of Plan: 1-Jul-05

SME promotion in charge: Muhammad Arslan Anwer Course Period: 3 weeks

Technical Officer in charge: Mr. Tariq Baig from  25-Jul-05 to 12-Aug-05

write date or "X"
Activity Person in Charge Plan Actual
Finish by Start Finish

0[Overall management of training courses

0-1 |Prepare annual training plan and budget SME, TD

0-2 |Approve annual training plan and budget PM, GM

0-3 |Update annual training plan upon necessity SME (TD)

0-4 |Take overall responsibility on training SME, TD
1|Preparation of training courses

1-1 |Prepare course outline and propose training fee Tec X

1-2 [Approve course outline and training fee TD, PM,GM  |x

1-3 |Prepare overall implementing schedule SME 1-Jul-05

1-4 |Prepare course schedule and curriculum Tec X

1-5 [Approve overall schedule and contents PM X

1-6 [Give course materials and textbooks Tec 13-Jul-05

1-7 |Print course materials and textbooks Sec 20-Jul-05
2]Invitation of trainees

2-1 |Prepare website page SME, Sec X

2-2 |Upload course outline Sec X

2-3 [List-up companies to send direct mails SME, Sec X

2-4 |Send course outline to companies (4 weeks before start of course Sec 25-Jun-05| 4-Jul-05]  4-Jul-05

2-5 |Call companies to make sure of the delivery of mails Sec 7-Jul-05

2-6 |Receive and answer inquiries SME, Sec 11-Jul-05
3|Selection of Trainees

3-1 |Receive applications (2 weeks before start of course) Sec 11-Jul-05

3-2 |Prepare list of applicants Sec 12-Jul-05

3-3 |Select trainees PM, Tec, SME, (TD] 14-Jul-05

3-4 |Inform trainees of their Selection Sec 15-Jul-05

3-5 |Confirm participation of trainees Sec 15-Jul-05

3-6 |Send regret letters to unselected applicants Sec 16-Jul-05

3-7 |Collect training fees Sec, TD 18-Jul-05
4[Execution of Training

4-1 |Hold opening ceremony GM, PM, Tec, SME[ 25-Jul-05

4-2 |Conduct orientation Tec, SME 25-Jul-05

4-3 |Distribute course materials and textbooks Sec 25-Jul-05

4-4 |Prepare and distribute ID cards Sec 25-Jul-05

4-5 |Prepare attendance sheet Sec 22-Jul-05

4-6 |Conduct training Tec 25-Jul-05

4-7 |Prepare guestionnaire to trainees Tec 21-Jul-05

4-8 |Distribute and collect questionnaire Tec, Sec 12-Aug-05

4-9 |Prepare certificate TD 25-Jul-05

4-10|Issue certificate GM 12-Aug-05

4-11]Hold closing ceremony GM, PM, Tec, SME[ 12-Aug-05

4-12|Produce evaluation report Tec 22-Aug-05
5|Follow-up of Training

5-1 |Prepare questionnaire (benefit analysis) to trainees' companies Tec 25-Sep-05

5-2 |Send questionnaire to trainees' companies Sec 25-Oct-05

5-3 |Ask trainees' companies to send back evaluation sheet Sec 31-Oct-05

5-4 |Produce summary report Tec 7-Nov-05

5-5 [Examine overall evaluation results PM, TD X
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TRAINING COURSES _ JICA PROJECT

2005

2

006

Course Name 1 2 |34 5] 6| 7| 8] 9]10[11]12] 1]2] 3

Seat

Japanese Financial Year

Pakistan Financial Year

3 14 25 12
Basic — 14 J— @ ceee
Eve Eve

Ad 12730
vance — —(: )
- QD - Eve Fve

Mold Design

Beginner's Course

Eve

26

26

3D CAD/CAM — gD —— @

3D CAD — @ N —_ D)
CADICAM (3p cAM 138 (@ 6_24

3D MoldMaker L2 @

CAD/CAM(Advance)

17

16

16

CNC milling 1923 @

Processing |[EDM,W/C 2.5 D

Injection (Basic | R R R N D =1 I O A O e
Molding

Advance Pilot

vy

GRAND TOTAL =

121

[—b} Courses under consideration
No. of Trainees

Course dates yet to be confirmed
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Monitoring Sheet for Marketing (to be prepared quarterly)

SME promotion in charge: Date of Plan:
write date or "X"
Activity PM Plan Actual
Finish by| Start | Finish
0|Overall management of marketing
0-1 [Prepare annual marketing plan and budget SME
0-2 |Approve annual marketing plan and budget PM, MD, GM
0-3 |Update annual marketing plan SME, (MD)
0-4 |Take overall responsibility on marketing activities SME
1|ldentification of potential customers and customers' training needs
1-1 [List-up companies to visit SME, Tec
1-2 |Prepare visiting schedule SME, Tec
1-3 |Approve companies to visit and schedule PM
1-4 |Prepare questionnaire SME, Tec
1-5 [Make appointments Sec
1-6 [Visit companies SME, Tec
1-7 |Analyze collected information and prepare summary report SME, Tec
1-8 |Examine summary report PM
1-9 |Putresulting data into database Sec
2-1|{Receipt of inquiry for back-up services (Mold Design)
2-1-1 |List-up potential customers from database Tec, SME
2-1-2 |Prepare visiting schedule Tec, SME
2-1-3 |Approve companies to visit and schedule PM
2-1-4 |Make appointments Sec
2-1-5 |Visit companies, discuss their problems and receive inquiries Tec, SME
2-2|Receipt of inquiry for back-up services (CAD/CAM)
2-2-1 |List-up potential customers from database Tec, SME
2-2-2 |Prepare visiting schedule Tec, SME
2-2-3 |Approve companies to visit and schedule PM
2-2-4 [Make appointments Sec
2-2-5 |Visit companies, discuss their problems and receive inquiries Tec, SME
2-3|Receipt of inquiry for back-up services (-----)
2-3-1 |List-up potential customers from database Tec, SME
2-3-2 |Prepare visiting schedule Tec, SME
2-3-3 |Approve companies to visit and schedule PM
2-3-4 |Make appointments Sec
2-3-5 |Visit companies, discuss their problems and receive inquiries Tec, SME
3|Updating of website
3-1 |Draft website pages SME
3-2 |Approve website pages PM (MD)
3-3 |Upload website pages Sec
4[Input to PITAC Newsletter (PR committee)
4-1 [Participate in PR committee SME
4-2  |Solicit volunteers to write articles SME
4-3 [Collect articles Sec
4-4  |Approve the contents of articles PM
4-5 |Send the articles to PR Committee Sec
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Updated Date:

Annual Plan for Marketing (Example)

2005 2006
7 \ 8 \ 9 \ 10 \ 11 \ 12 1 \ 2 \ 3 \ 4 \ 5 \ 6
Pakistan Financial Year

Number of Companies to
71819 visit in 200X/200X

Company Visits
(Potential Customers)

— XX companies/year

Company Visits
(Inquiry of Back-up Support Service)

X companies x X times

Mold Design =XX companies
CAD/CAM X companies x X times
=XX companies
. X companies x X time
Processing

= X companies

X companies x X time

Injection/ Trial Shot = X companies

X companies x X time

Entire Process .
= X companies

Website Updating

Issue Newsletter (PR Committee)
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Monitoring Sheet for Back-up Support Services (to be prepared for each order)
Date inquiry was received:

Nam

e of Customer:

Technical Officer in charge:

Activity

Person in charge

Actual

Start Finish

0[Overall management of back-up support service

0-1

(Prepare annual back-up support plan and budget: TBD)

0-2

(Approve annual back-up support plan and budget: TBD)

0-3 [(Update annual back-up support plan: TBD)
0-4 |Take overall responsibility on back-up support services Tec
1|Receive Inquiries Tec, SME
I
2|Processing of orders
2-1 |Estimate volume of work and materials Tec
2-2 |Examine availability of machines, tools and materials Tec
2-3 |Prepare tentative schedule Tec
2-4 |Estimate cost Tec
2-5 |Prepare offer and quotation SME
2-6 |Approve offer and quotation PM, (IED), GM
2-7 |Send out offer and quotation to customer Sec
2-8 |Discuss offer and quotation with customer upon necessity Tec, SME
2-9 |Approve final offer and quotation PM, GM
2-10|Prepare purchase contract and present to customer SME
2-11]Sign purchase contract GM, (IED)
3|Preparation of drawings and production of the product Tec

4|Delivery of the product

4-1 |Fill out inspection sheet Tec, (Inspect. Dept.

4-2 |Fill out delivery sheet Tec, SME

4-3 |Approve inspection and delivery of the product PM, (IED), GM

4-4 |Deliver the product Tec, SME
5|Payment

5-1 |Receive first payment SME, Sec

5-2 |Issue receipt of First payment Sec

5-3 |Send cash for first payment to cashier department Sec

5-4 |Receive intermediate payment SME, Sec

5-5 |Issue receipt of intermediate payment Sec

5-6 |Send cash for intermediate payment to cashier department Sec

5-7 |Receive final payment SME, Sec

5-8 |Issue receipt of final payment Sec

5-9 |Send cash for final payment to cashier department Sec
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MBO Sheet (Management By Objectives and Self-Control)

<Based on this format, discussion should be held between C/P, Expert and Project Manager in the end of every month>

Name of C/P:
Field: Mold Design Group Year:
Expert: Mr. Yoshimatsu Month:
Subjects This Month Next Month
Targeted Achieved Targeted
Level Level Level
1. [Basic Knowledge and Skill for Mold Design Cc/P Expert
1) |General Mechanical Drawing
2) |Property of Plastic
3) |Basic of Mold Material
4) [Basic of Machining
5) |Basic of Injection Molding —1. Condition of injection molding
6) [Drawing by AUTO CAD
7) |Basic Procedure of Mold Design —1. Function of standard Parts
—2. Function of Mold component Parts
2. |Application Skill for Mold Design
1) [Component Design for Injection Molding —1. Element of component
—2. Suggestion to Customer
2) | Structure of Mold for Injection Molding —-1. 2-Plate
(Gate & Runner style) -2. 3-Plate
3) |Layout & System of Mold Design —1. Cooling
—2. Ejection
4) [Sliding Parts for Undercut —1. Design for normal Out side Undercut
—2. Design for normal In side Undercut
—3. Design for special Undercut
5) [Mold Design improvement —1.Trouble Shooting of Injection Mold
—2.Trouble Shooting of injection molding
6) |Standardization of Mold Parts and Mold Design
3 [Mold Design for Target Mold
—1. Tray for Kitchen Cabinet
—2. Front Light Body for Motorcycle
—-3. Mouse Cover (Upper & Lower Case)
-4. Telephone Case (Upper Side)
4 |[Training Course
5 [Backup Support Service
6 |Advisory Service
7_|Number of Final Product (Manuals, Drawings, Training Courses, Backup Support Services, Advisory Services, etc.)

Level= 1:1 can perform the job under expert’s instructions.
2: 1 can perform the job with expert’s advice.

(- or + can be added upon necessity)

Comments from Counterpart (reasons of unfulfillment of targets, requests to Expert, etc):

3: I can perform the job by myself.
4:1 can instruct others.

Comments from Expert:

Signature of C/P Signature of Expert

Signature of Project Manager




PITAC -JICA Phase 2 Project

<Performance Review 1: Work Behavior >

Performance Standards

Self-

Evaluation

Evaluation by
Supervisor

Rating

Score

Rating

Score

Remarks by
Supervisor
(when 0 or 5 is ticked)

1 | Initiative & Innovation (4)

e Creative and innovative when contributing to
organizational and individual objectives.

¢ Originates ideas / actions.

e Receptivity to new ideas and adaptability to
new situations.

O FrR,r N WD

O FrR,r N WD

2 | Judgment and Decisiveness (4)

e Utilize information and logic to develop
alternative courses/ actions.

o Takes calculated risks.

o Takes responsibility for decisions.

¢ Involves others in decision-making process.

O R, N WD

OFrR,r N WD

3 | Team Playing / Leadership Skills (8)

e Motivates others, promotes teamwork, and
fosters good morale

o Appropriately sharing information with others

Self confident and leads by examples

Remains visible and approachable and interacts

with relevant people on a regular basis

Gains support through participation of others

Facilitates the flow of information among

individuals and team

OFrR,r N WD

OFrR,r N WD

4 | Output (3)

e Meeting targets in terms of quality, quantity and
timeliness

o Utilizes resources effectively

e Achieve results

5 | Customer-oriented behavior (6)

e Understands customers’ needs and make
constructive proposals

e Endeavors to satisfy customers’ requests

o Builds customers’ trust with sincere attitude

P NWPRAROEPNWD

o

P NWRAROEPNWD

o

: Outstanding; 3: Exceed Expectations; 2: Meets Expectations; 1: Below Expectations; 0: Unsatisfactory:

Any other comments / feedback by Supervisor

Sub-total Score:

/100




PITAC -JICA Phase 2 Project

<Performance Review 2: Office Work Skills >

Performance Standards Self- Evaluation by | Remarks by
Evaluation Supervisor Supervisor
Rating | Score | Rating | Score | (when 0 or 5 is ticked)
1 | English proficiency (15) 4 4
¢ Understands English materials 3 3
e Writes English documents 2 2
e Communicates in English 1 1
0 0
2 | Computer skills (5) 4 4
e Knows how to operate a computer 3 3
¢ Produces various materials in electronic file 2 2
1 1
0 0
3 | Documentation ability (5) 4 4
e Writes accurate records and reports 3 3
o Prepares logical documents in written form 2 2
1 1
0 0

4: Outstanding; 3: Exceed Expectations; 2: Meets Expectations; 1: Below Expectations; 0: Unsatisfactory:

Sub-total Score: /100
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New Initiatives in Human Resource Management in PITAC-JICA Phase 11 Project

1. New Organizational Structure

The Project will be constituted of six technical sections, one administrative section and one SME promotion
section. One staff will be designated as a section leader in each of the sections. The section leader will be
responsible for all the activities of the section. Among others, the section leader will be expected to:

e Understand all technical matters in his section and have ability to conduct all activities without others’
support

o  Allocate assignments among section members and monitor their progress

e  Monitor attendance of section members and report it to Project Manager

e  Assure the safety of the workplace

e  Maintain the sufficient stock level of materials and tools

e Identify and order necessary items to be procured in due time

e  Motivate section members and promote teamwork

e  Coordinate tasks between sections

e  Continuously improve work methods of the section (“Kaizen” approach)

e  Report the section’s activities to Project Manager

2. Performance Evaluation and Introduction of MBO

Project Manager will strictly monitor each staff’s skills and performance, and the results will be reflected into
each staff’s salary when a market-based salary system is introduced under PITAC’s new by-law that is currently
under consideration. More specifically, Project Manager will monitor each staff’s technical skills, training ability,
documentation ability including English proficiency, contribution to overall management, computer skills,
working behavior, customer-oriented performance, teamwork ability, leadership, interactive communication skills,

creativeness, etc.

MBO (Management By Objectives and Self-Control) methodology will be used, on a monthly basis, for the
assessment of each staff’s technical skills, while each staff’s work behavior and office work skills will also be

evaluated annually.



Proposed New Organizational Structure of PITAC-JICA Phase Il Project
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Procurement Monitoring Sheet

Order # |ltem Date of Target date [Date of order Date of order |Target date of |Remarks Modified |Modified |Delivery
order/drawing |of delivery |made to outside |made to delivery agreed target date [target date | Date
to Procu. Dept.|requested by [Supplier* PITAC Shop* |with Supplier/ of delivery*|of
Shop Shop** delivery*
Table for Surpace 17-May 27-May 25-May 25-Jun
Plate
Drilling Table 26-Apr None 27-Apr None to be made internally 1-Jul
since materials are
Pin Cutter Ditto Ditto Ditto Ditto available. Ditto

Status must be confirmed 3 business days before each due date.
*Whenever date is filled, Procu. Dept must inform Shop
**Consultation with shop is required if the delivery date by supplier is later than the target date requested by Shop
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