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Transition Plan

VP Programs (ITEP Incoming)

· Transfer of systems/materials
a) Traineeship files
b) Contacts
c) Training material
d) Templates


· Review of 1997-98
a) Successes and failures and causes for the same
b) How the plans were made and implemented. Problems faced.
c) Best/worst practices
d) National Meetings


· Job-role
a) What would the job-role of VPP ITEP TN look like in 1999-2000
b) What are the major challenges that he might face and how to tackle them

      c) Policies and ethics that have to kept in mind.


· Plan for 1999-2000
a) How to plan and set targets
b) How to translate plans and targets into actions
c) How to measure performance and take corrective actions


· Management of the Department
a) Structure and its implementation (includes function of the department, job role of a department member/manager)
b) Foresee problems that might occur in the implementation of the structure and introduce modifications in the structure or its implementation to avoid those

· Transition of every account
a) Partnerships history
b) Potential and how to best tap it
c) Documentation (contact sheets, annual reports, endorsements, etc)


· Transition on Environment Project
a) Review of the project right from its conception
b) Problems faced in implementation and how to tackle them
c) Contacts 


How to plan

Should have broad priorities based on last year's successes and failures
Activity oriented not just vague priorities

Who's doing what (accountability)

Realistic, but not too easy to achieve

Time bound

Should be capable of being broken down into individual plans

Contents

· Targets (raising, realisation, strike rate, re-raising)
Yearly, quarterly, company specific, member specific

· Company list on the basis of importance 

· Department structure 

Manpower projection, training plan (what level a account manager should have and the methods and the forums to achieve this)

· The priority of the year -- quality traineeships -- how to achieve this

· Local Committee Training -- to do away with the concept that ITEP is specialized

· Environment Project

· Insight Training Seminar

· International Cooperation (TDP San Jose, Finland)/CEEP 

· Financial Plan -- budgets, reimbursement policy.

· AMS implementation (format for an account plan)

· Evaluation Procedures -- for the dept 

· How to ensure that one pays for his/hers mistakes -- dearly

Review of 1998-99
a) Successes and failures and causes for the same

Successes

1. 16 forms raised when only two people were working officially on the dept. -- mostly due to re-raising.

2. 9 realizations (leads AIESEC in India) -- active use of available resources (insight and list) 

3. Better tracking of the trainees this year -- sit down evals. with the trainees

4. Greater LC involvement in exchange -- more people interested in working on exchange

5. Beginning of the transition of exchange from a technical dept. to The Department. 

6. Greater systems development than last year -- eval forms and company histories.

Failures

1. Rashtriya Advertising

2. Improper structuring and allocation of work and members within the department 

3. No clarity of job roles within the department

4. Lack of a financial plan for the department

5. Reception emphasis was lacking initially due to the fact that there was no RO

6. Over-selling proved costly 

7. Non-realisations.

8. Concentration of results in four months of the term

First draft of Plan of Priorities

1999-2000

· Effective functioning of the department

· clarity of job-role

· equitable distribution of work and no dead weight

· implementation of account management system

· improve financial management so that more funds are spent directly on the traineeship and for exchange development

· Building on partnerships 

· Re-raising

· Other past participants

· Building nationalized partnerships

· Adequate research on companies

· Effective X-process implementation

· raise only realisable forms

· improve evaluation forms and have sit down evaluation for ever traineeship

· LC involvement

· Environment Project
· Start project in the new term (May) with a team of 3-4 people concentrating on it.

· Get contacts from CII and approach the companies directly.
· Use the BCF document
Department Structure
· 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

Job-role

· 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

· Raise Traineeship or be doomed
· After match procedures

· Periodic evaluation

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

· Ensure effective account transition

b) Foresee problems that might occur in the implementation of the structure and introduce modifications in the structure or its implementation to avoid those

· Lack of competent personnel in the department -- highly unlikely

· Coordination may be a problem -- communication with the managers has to be perfect.  Have an activity format for your 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

Marketing

Company
1998-99
1999-2000
Comment

CII
5
5
Better job roles

Jindal
1
1
Better match

IND Travels
2
2
Lots of traineeships

Reckitt and Colman
1

Better job role

CB Richard Ellis
1
1
Better communication

TOI
3
3
More traineeships

Span India Ltd.
1
1
Mail France

Imperial

2
VP has the form. Dipin to follow-up

HCL

1
Diler

IIS Infotech

1
Priya






Eicher


Anupam

Ballarpur


Anupam

Technova


Karan/Anisha

Vam Organics


Clarrification

Punj Lloyd


Shringi

Samtel




Pay Phone co.




Anthem



Modi



Usha



O & M



Kohli Printographics



SITA Travels (DU)



Raising Target - 30

Quarterly Targets:

Raising
Realisations

Till OLM - 18
12

Till NatCong - 12
12

24 realisations for the year and a backlog of 8 TNs

What are quality traineeships?

Duration

3 months and above

1. Job-role

2. Should be very specific and detailed.

3. The account manager should communicate with the person incharge of traineeship directly.

4. Should be need based - should add value to the company and the trainee

Realisation Time

Start date of the traineeship should be at least 2 months from the date of form filling

Academic Requirements

If the requirements include anything other than management / finance / accounting / computers research should be done before raising the form.

Regional Requirements

If specific do research

Administration fee

NO TRAINEESHIP IS RAISED UNTIL THE CHEQUE IS CLEARED

Rs. 3000 + Rs. 5000 after realisation. Fully refundable if not realised.

· How to improve LC involvement?

· Effective implementation of the department structure would ensure this.

· Increase number of reception activities

· Plan study tours where the trainees can be accompanied by @'ers

· Proper planning of every aspect of every traineeship by the account manager. (make a user friendly incoming checklist / planning format)

Account Transition

Jindal




Smruti

IND Travels



Madhvi

CB Richard Ellis


Anupam / Karan

Reckitt and Colman


Animesh

IIS Infotech



Priya

HCL




Diler (don’t know who to transition to!!)
Eicher
(Mrs. Gandhi)


Karan / Anupam

· Next Steps

· Make a budget (soon hopefully)

· Finalize yearly / quarterly / monthly targets (May)

· Make the plan time bound (year plan, quarterly plan) (May)

· Review evaluation forms (May)

· Develop a user friendly incoming checklist / traineeship planning format for the account manager. (May)

· Transition all accounts (Feb - May)

· Transfer all systems (May)
