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The Numbers

Non-realised TN forms, June ’98 

Company
TN-ID
Current Status

Targus Technologies
TN-In-IN-DI-1998-1
Company Break

Jindal Strips Ltd.
TN-In-IN-DI-1998-2
Traineeship Completed

Reckitt & Colman
TN-In-IN-DI-1998-3
Traineeship Completed

IIS Infotech
TN-In-IN-DI-1998-4
Hold

Insta Design
TN-In-IN-DI-1998-5

TN-In-IN-DI-1998-6
Expired

Total
6


TN Performance

Raising Target
(June 1998)
Realisation Target
(June 1998)
Raised
Realised

15
100%
18
9

TNs Raised 1998-99

Company
Type 
TN ID Number
Current Status

CII
Assistant
TN-In-IN-DI-1998-18

TN-In-IN-DI-1998-19

TN-In-IN-DI-1998-20

TN-In-IN-DI-1998-21

TN-In-IN-DI-1998-22
Hold

Hold

Hold

TN'ship Completed

TN'ship Completed

CB Richard Ellis
Management
TN-In-IN-DI-1998-23
TN'ship Completed

Times of India
Management
TN-In-IN-DI-1998-24

TN-In-IN-DI-1998-25

TN-In-IN-DI-1998-26
TN'ship Completed

TN'ship Completed

Expired

Rashtriya Advertising Agency
Specialist
TN-In-IN-DI-1998-27

TN-In-IN-DI-1998-28

TN-In-IN-DI-1998-29

TN-In-IN-DI-1998-30
Company backed out

Company backed out

Company backed out

Company backed out

IND Travels
Management
TN-In-IN-DI-1998-31

TN-In-IN-DI-1998-32
TN'ship Completed

TN'ship Completed

Span India Ltd.
Specialist
TN-In-IN-DI-1998-33
Yet to be matched

Imperial Hotel
Management
TN-In-IN-DI-1999-1

TN-In-IN-DI-1999-2
Yet to be realised

Yet to be realised

TNs Realised 1998-99

Company 
TN ID Number
Trainee
Country

CB Richard Ellis
TN-In-IN-DI-1998-
Lars Spader
Germany

CII

Kim Byoungrak
Korea

CII

Ken Nakajima
Japan

Times of India

Andrej Kramberger
Slovakia

Times of India

Stephan Odendahl
Germany

Jindal Strips Ltd.

Marij Tillmanns
Netherlands 

Reckitt and Coleman

Tijn van Winsen
Netherlands

IND Travels

Nils Stycke
Denmark

IND Travels

Monica Armas
USA

Total - 9




Realisation Rate

Numer of TNs raised + Number of TNs in Backlog - TNs where companies backed out or rejected an SN for invalid reasons - TNs still valid (hold / yet to be matched) = 18 + 6 - 5 - 6 = 13

Number of TNs realised = 9

Realisation Rate = 9/13 *100 = 69.23 %

Alternatively,

Number of TNs raised - TNs where companies backed out or rejected an SN for invalid reasons (out of the ones raised in 1998-99) - TNs still valid (Hold / yet to be matched) out of the ones raised in 1998-99 = 18 - 4 - 5 = 8

Number of TNs realised out of the ones raised in 1998-99 = 7

Realisation Rate = 7/8 * 100 = 87.5 %

Marketing

Company
Response

CB Richard Ellis (July)
· 1 traineeship form filled up (August 98)

· Tnship completed

· Re-raised in May 99

· Regular servicing required

The Pay Phone Company (July)
· Interested in ITEP

· No TNs as yet but might take in next 2-3 months

Goodyear (August)
· Company environment not suitable for trainee

Samtel (August)
· Interested in trainee from specific institutes abroad

· May be interested in a trainee from Italy as they are looking to expand there.

· To be followed-up

Microclinic (August)
· Interested in trainee from Israel, specialising in a particular kind of computer software

· To be followed-up

Creative Works Ltd (September)
· Positive towards ITEP but company environment might not be suitable.

· Not interested in ads as they don’t want to expand right now

Technova (September)
· Endorsed ITEP

· Interested in taking trainee but didn't due to office expansion plans

· Follow-up June '99

· Interested in ABD

Rashtriya Advertising Agency (September)
· Filled up 4 TNs

· Broke the contract abruptly without paying admin fee

Amkette 
· Positive towards ITEP but declined to take trainees when followed up

· Check contact sheet for details

Apollo Tyres
· Negative

India Glycols
· Supporting through ads

· Positive towards ITEP

· Follow-up June '99

Times Bank
· Negative

Brila White
· Positive towards ITEP

· Supporting through ads

· Follow-up June '99

Ansals
· Positive towards ITEP

· Follow-up June '99

Vam Organics
· Positive towards ITEP

· Might take more than one trainee

· Follow-up June '99

IND Travels
· Filled up two TNs

· Tnships completed but unsuccessful

· Company not yet prepared for trainees, keep in touch and raise appropriate (more details in the traineeship files)

HCL Perott Systems
· Filled up TN yet to be realised

Imperial Hotel
· Filled up two TNs yet to be realised

Reception
Key Observations

· Evaluation forms suggest that there have been adequate number of reception activities for the trainees. However most of the activities have been spontaneous and not planned. 

· LC involvement in reception activities has improved through the year. I would say we as a local committee realise our responsibility towards our trainees.

· However, we tend to lose focus on reception when some project is coming up and our trainees have felt that. 

Reception should look a lot better with the effective implementation of the account management system. For details on how this is expected to happen please refer to the Account Management Manual.

List of Reception Activities Conducted During the Year

· Airport pickups for all trainees, including trainees going to / coming from other local committees

· Home-stays for all trainees for the first 2-3 days of their stay in India.

· Country Presentations at the LCM
Suggestion Trainees should be asked to prepare a presentation before they arrive in India 

· Eat-outs 
Suggestion Lunches have been found to be better attended than dinners and to have these things on weekends would be a good idea (before/after an LCM perhaps!)
· Picnics
Suggestion Once a month, combine with DU
· Movies
Suggestion Just take your trainees along when you go for a movie!
· Trainee Participation in LCMs
Suggestion Don’t just invite your trainees to the LCMs and have them get bored. Find activities that involve the trainees. 
· Cultural Events
Suggestion Get all the information about ICCR events. Invite trainees for family functions (marriages, festivals, etc) if possible.
· Paties
· Study Tours
Suggestion Just call DTDC!
 

Prospective Places for Trainee Accommodation

C-159, East of Kailash, New Delhi - 65

Ph: 6829196

Contact: Pramod 

East Patel Nagar

Ph: 5744944

Contact: Gaurav Chadda 

Contact Nidhi (DU) nidhira@giasdla.vsnl.net.in 6963585

Tours

Delhi Tourism Development Corporation

Coffee Home, Baba Kharak Singh Marg

Opposite Hanuman Temple, Connaught Place

New Delhi

Ph: 

Tours to Agra everyday except Monday

Tours to Agra + Jaipur every Tuesday and Friday 

Tours of Delhi everyday

Department Structure

June 1998 - July 1998

During this period the local committee was facing a severe manpower crunch with only about 20 working members. During these two months only the VPP and the Manager formed the department. This period was used by both to self-train themselves on ITEP. Marketing department supported the department in marketing the programme to companies during this period.

July 1998 - 7th November 1998

· There were an average of 6 people on the department during this period. The manager was responsible for delegating and coordinating the work in the department in consultation with the VPP. Each member was allocated 3-4 companies and was expected to act as account manager for each of those companies. This structure faced the following problems:

· unclear distinction between the job-role of VPP and manager's jobrole.

· Untrained members expected to act as account managers without adequate training was not a smart idea.

· Non-existent member tracking and evaluation made the allocation of members to the department and subsequent allocation of work amongst them very subjective.

· The manager should have had greater say in allocation of members to the department.

This structure worked reasonably well except that most of the work remained concentrated on the manager and the VPP. This problem was sought to be countered by a new structure.

7th November 1998 - 19th February 1999

· This period saw the department without a manager. Different functions of the ITEP department were split up and allocated to each of the members (e.g. one person each was made responsible for accomodation hunting, tours and travels, marketing, etc). Each member had the additional responsibility of 3-4 companies. This system was expected to create a sense of responsibility in the members as each of them had a clear responsibility of their own. This structure failed to live up to expectations on account of the following reasons:

· Lack of faith in the structure as members were vary of trying out a new system without a manager and some members felt that they should have been entrusted with the responsibility of the manager.

· The LC hosted National Congress 98 in December 98 which caused all focus to be shifted towards that and some members on the department were allocated to the Nat Cong OC.

This kind of structure is not recommended for the future.

19th February 1999 - 31st May 1999

There was no specifically defined ITEP department in this period of time as the local committee was officially shut. But work did continue to a certain extent. Effectively the people handling one or more ITEP accounts formed the department. This was the first time that accounts started to be effectively managed by members other than the EB and the managers. This period in a way forms a basis for what the ITEP department should look like in the future (the details of which are given in the following pages).

Recommended Structure of the ITEP Department for 1999-2000

What's New

· The structure recommended for the future is more or less the traditional structure used in the July-Nov period of 1998-99 with the following key differences:

· The stress would be on inducting such people in the department who are or can be effective account managers. 

· There would be greater job-role clarity. The account management manual clearly explains what an account manager is expected to do and how he/she can best manager accounts.

· The number of people in the department would be higher as the targeted numbers are higher.

· There would be better and more systemized training for members on the department rather than adoption of ad-hoc methods.

· Details of the structure recommended are as follows:

· VPP 

· 2 managers

· 2 reception officers (one in each team)

· 10 team members divided into two teams under each manager (including the RO)

Each member would have an account and the additional responsibility of managing one of the heads under reception (accommodation, tours & travel, IS, etc.)

· Job-role of VPP

· Overseeing the overall functioning of the department

· Initiating and executing international/national partnerships

· Training members

· Communicating internationally/nationally

· Evaluation and appraisal of department members in co-ordination with the managers

· Handling some key accounts

· Systems development

· Networking through participation in external forums

· Attending international/national conferences

· Financial management of the department (making budgets, allocating expenditures, etc.)

· Allocation of members to the department

· Planning and periodic review of the department

· Job-role of the Managers

· One manager can concentrate on existing and past supporters

· The other can concentrate on new companies (which will include the environment project and other new companies)

· Each manager will be responsible for maintaining a record of all the companies approached by his/her team and the current status with that.

· Each manager will be responsible for ensuring the maintenance of systems (contact sheets, forms, etc.)

· Each manager will be responsible for keeping the VPP update about all activities that his/her team undertakes and status of each account.

Job-role of Reception officer

Coordinating Reception (accommodation hunting, airport pick-ups, home stays, tours, outings for the LC and trainees, handle ICCR, keeping in touch with Nidhi)

Job role of an Account Manager

· (For details please refer to the account management manual)

· Ensure complete research

· Identify needs of the company that can be fulfilled through AIESEC's product

· Plan on how to approach and when (in co-operation with the department)

· Ensuring execution of these plans

· Maintenance of all systems with respect to that account and evaluation

· Job raising

· After match procedures

· Periodic evaluation

· Organizing reception/integration activities for the trainee in co-operation with other account managers

· Ensure effective account transition

· Expected problems with the structure and suggested solutions

· Lack of competent personnel in the department - careful allocation after making sure that the member to be allocated realises his/her responsibilities as member of the department.

· Coordination may be a problem - communication with the managers has to be perfect.  Have an activity format for the managers. Have regular team OCM's. If possible, have VPP-Manager meetings

· Poor transition of accounts - standardize procedure for account transition and make sure there is written history and clarity of job role

Environment Project

Addressing the issue of industrial pollution in the local environment through the International Traineeship Exchange Programme

· Ends

· To assist companies in Delhi in making their activities more environment friendly thereby reducing industrial pollution in Delhi.

· To give students, who have a background in environment related studies, a chance to apply their academic knowledge in real industry conditions and thus gain practical experience in environment related fields.

Means

Organise environment based traineeships through the International Traineeship Exchange Programme.

· Plan of Stages involved

· AIESEC Delhi IIT publicises the project in the AIESEC world and obtains resumes of students interested in environment based traineeships

· These students are placed in companies in Delhi, who wish to utilise the student’s expertise towards making its activities more environment friendly.

· After the formal procedures the student comes to Delhi for the traineeship and works towards making the company’s activities more environment friendly.

· The company and the student both evaluate the traineeship in terms of contribution towards project objectives.

Performance

Raising Target
Realisation Target
Raised
Realised

3
3
Nil
Nil

Partners

Partner
Role in the Project

Environment Management Division, CII
Committed to place the students in its member companies or CII itself.

AIESEC Athens
Committed to provide resumes of students matching the requirements of this project.

· This project totally failed to take off due to the following reasons:

· AIESEC Athens after numerous delays and renewed promises failed to provide the required resumes for the project.

· CII failed to provide placements in companies as promised although they were given 4 resumes that matched the requirements. 

Thus the failure of the two partnerships that were essential for this project failed and hence the project never really happened. This project however still holds a lot of promise. 

· Recommendations for the future

· Acquire some student resumes that might be prospective for an environment traineeship and raise traineeships using them as sample resumes.

· Have a commitment from CII which is in writing and time bound if they are to be relied upon for partnership in this project.

Systems Inventory

· Templates

· Evaluation forms (Mid and end term for trainee and company manager)

· Expectations forms (for trainee and company manaer)

· Job Questionnaire

· Company Acceptance Note

· Traineeship Systems Record (contents of a traineeship file)

· Documents

· All traineeship files for the year 1996-97, 1997-98 and 1998-99

· Activity Reports of the ITEP Department for the year 1997-98 and 1998-99, including reports for each period between national meetings.

· Reception package

· Exchange Manual

· Account Management Manual

· The Matching Manual

· Contacts

· All visiting cards in the department
· All e-mail Ids that might be helpful in matching
· All contacts for the Environment Project

