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COCHIN PORT AUTHORITY
GENERAL ADMINISTRATION DEPARTMENT

Revision: 0.0

QUALITY MANUAL
COCHIN Date : 22.11.2022
PORT
hsedbisopanirn QUALITY POLICY Document No.ADM/G/02
QUALITY POLICY

(ISO 9001:2015 Certified Port)

“COCHIN PORT AUTHORITY IS COMMITTED TO ENHANCE CUSTOMER

SATISFICATION WITH COST EFFECTIVENESS THROUGH CONTINUAL

IMPROVEMENT OF PORT FACILITIES AND PROFESSIONAL SERVICES FOR

SEA BORNE TRADE DULY COMPLYING WITH STATUTORY AND

REGULATORY REQUIREMENTS.”

Sd/-

CHAIRPERSON
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Cochin Port Authority

COCHIN PORT AUTHORITY Revision: 0.0

GENERAL ADMINISTRATION DEPARTMENT
QUALITY MANUAL Date : 22.11.2022

Document No.

ADMI/G/07/A/01
AMENDMENT RECORD
o, §o. Page | Revision | Effective Sanendment Detils Approved
o ~No. | No. Date by
Objectives of the Department
ADM/G/07/A/01 2 0.0 21.08.2023 | compiled and included in DQM Secretary
as 2(a)
Control Methods included in
ADM/G/Q7/A/08 10 0.0 21.08.2023 DQM as 10(a) Secretary
Form/Formats -included in
ADM/G/07/A/08 10 0.0 21.08.2023 DQM as 10(b)- i to v Secretary
Target of ‘Timely processing of o
ADM/G/07/B 5 1.0 11.09.2023 appllca’tlon for temporary Secretary
license’ amended
Register for allotment of
ADM/G/07/B 10 1.0 11.09.2023 | temporary license included in Secretary
the Quality records
Format for Allotment register
ADM/G/Q7/B 15 1.0 188,202 for temporary license included Sepreiry
Quality Objectives modified Secretary
/ 1- . 21.08.202 o
ABNEOTC - 0.0 Le.apas Control Methods included in S oratar
DQM y
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Cochin Port Authority

QUALITY MANUAL

COCHIN PORT AUTHORITY

GENERAL ADMINISTRATION DEPARTMENT

OBJECTIVES

Revision: 0.0
Date : 22.11.2022

Document No.
ADM/G/07/A/01

OBJECTIVES OF GENERAL ADMINISTRATIVE DEPARTMENT

SI.
No.

RESEARCH DIVISION

Description

Cargo & Vessel Report

Dock Safety Report

Physical Performance
(Appendix-4)

Submission of operational
performance report for

| board’s review

Flag wise Tonnage
Statement

Preparation of
Administration Report

Monthly report on Ports
Performance v/s targets
Replying to Parliament
qguestions

| Atleast 80% of

ISO Target

Target

Responsibility

100% before due
date

100% before due
date

As prescribed by
Southern Railway

Sr. Dy. Director (R)

As prescribed by
Safety Officer, Dock
Safety

Sr. Dy. Director (R)

100% before due
date

As prescribed by
IPA

Sr. Dy. Director (R)

Before Board
Meeting date

As prescribed by
MOPS&W

Sr. Dy. Director (R)

100% before due
date

As prescribed by
MOPS&W

Sr. Dy. Director (R)

Atleast 80% of
the time before
due date

Atleast 80% of
the time before
due date

As prescribed by
MOPS&W

As prescribed by
MOPS&W

Sr. Dy. Director (R)

Sr. Dy. Director (R)

the time before
due date

As prescribed by
MOPS&W

Sr. Dy. Director (R)
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Cochin Port Authority

COCHIN PORT AUTHORITY

GENERAL ADMINISTRATION DEPARTMENT
QUALITY MANUAL

OBJECTIVES

Revision: 0.0

Date :

Document No.
ADM/G/07/A/01

ESTATE DIVISION

Sl. - .
No. Joecrtion |
1 Timely award of fresh

lease / renewal of
existing lease / license
5 Timely processing of
application  for  Sub-
lease
Timely processing of
3 | application for
temporary license
TRAINING
SI o
No Description
1 Training Class I, I, 11l & IV
Officers/Employees

Metrics

Metrics Target Responsibility
Days |15  working| Sr Asst
days after Estate
approval/confi Manager
rmation of the
Board
15 working Sr. Asst.
Days days after Estate
approval/confi Manager
rmation of the
Board
Days 15 working Sr. Asst.
days Estate
Manager
Target Responsibility

No. of employees
and mandays

20% employees

Secretary

Page 2(a) of 11
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COCHIN PORT AUTHORITY Revision: 0.0
GENERAL ADMINISTRATION DEPARTMENT

COCHIN AL Date : 22.11.2022
b % FABBREVIATIONS Document No.
ADM/G/07/A/02
SL.NO. SHORT FORM FULL FORM
1 DY Deputy
2 MGMT Management
3 IPA Indian Ports Association
4 MOPS&W Ministry of Ports, Shipping & Waterways
5 ACCT. Accountant
6 SR.ACCT. Senior Accountant
rd SR.DD(R) Senior Deputy Director (Research)
8 STAT. ASST. Statistical Assistant

Page 3 of 11
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COCHIN PORT AUTHORITY Revision: 0.0
GENERAL ADMINISTRATION DEPARTMENT
COCHIN QUALITY MANUAL Date : 22.11.2022
PORT )
m T m A. RESEARCH DIVISION Document No.
QUALITY OBJECTIVES ADM/G/07/A/03
Sl. - .
No Description ISO Target Target Responsibility
100% before due | As prescribed by .
1 Cargo & Vessel Report dules Southern Railway Sr. Dy. Director (R)
As prescribed by
0
2 | Dock Safety Report 109% before due | safety Officer, Dock| Sr. Dy. Director (R)
ate
Safety
Physical Performance 100% before due | As prescribed by ;
3 (Appendix-4) e PA Sr. Dy. Director (R)
Submission of operational .
Before Board As prescribed by :
< performance report for . Sr. Dy. Director (R)
Ceevsiols peaa Meeting date MOPS&W
Flag wise Tonnage 100% before due | As prescribed by :
C Statement date MOPS&W Sy Beacior ¢R)
. Atleast 80% of .
Preparation of . As prescribed by .
6 s : the time before Sr. Dy. Director (R)
Administration Report dus date MOPS&W
Atleast 80% of :
Monthly report on Ports ; As prescribed by .
7 Performance v/s targets the time before MOPS&W Sr. Dy. Director (R)
due date
: . Atleast 80% of .
Replying to Parliament g As prescribed by ;
8 questions ;hfetgtteebefore MOPS&W Sr. Dy. Director (R)
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COCHIN PORT AUTHORITY Revision: 0.0

o GENERAL ADMINISTRATION DEPARTMENT
7 COCHIN QUALITY MANUAL

C_7 PORT Date : 22.11.2022
Sfrs e mftrson A. RESEARCH DIVISION
Cochin Part Authority RESPONSIBILITIES Document No.

ADM/G/07/A/04

1.

2.

3.

4.

Sr. Dy. Director (Research)
v General Administration and overall supervision of Research Division.
v Respond to queries from MoPSW/ IPA/ Port Authorities.
¥ Submission of the reports mentioned in the Quality Objectives.
v Corrective / Preventive action and maintaining the Quality Management System.

Deputy Director (Research)
* Monitoring the compilation of vessel and cargo related data.
Preparation of Annual Administration report.
Respond to queries from MoPSW/IPA/Port Authorities.
Replies to Parliament Questions.
Effective monitoring of Plan projects.
Preparation of Corporate Presentations.
Timely release of Advertisements.
Submission of the reports mentioned in the Quality Objectives.
Effectiveness of documentation, implementation and maintenance of DQM.

Manager
Supervising of PRD4/PRD5/PRD6/PRD7 & Sr.0.A

Sr. Accountant 1
* Timely reply to Parliament questions (Rajya Sabha, Lok Sabha & Legislative Assembly)
» Collection and Compilation of data for preparation of Administration Report
* Preparation of Port Agenda
* Reply to Swachh Bharath queries
* Collection & compilation of AR Ministry
» ATR of Parliamentary Committee Assurances
* Preparation of Indent for stationary
* Recoup Stamps
* Monitoring Plan expenditure
* Collection and compilation of OOMF
» Collection and compilation of IEBR & GBS
*  Monthly up-dation of projects
* Maintaining General File

Page 5 of 11
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COCHIN PORT AUTHORITY Revision: 0.0
GENERAL ADMINISTRATION DEPARTMENT

COCHIN QUALITY MANUAL
PORT Date : 22.11.2022
s T A. RESEARCH DIVISION
Ft iR dofhcuky RESPONSIBILITIES i e

ADM/G/07/A/04

5. Sr. Accountant 2
= Preparation of BDC statement

= Updation of Unnati Site

= Detailed commodity wise cargo traffic

= Preparation of Traffic handled against Target
= Traffic Handled by Principal commodities

= Preparation of data for PMO Niti Aayog

= Compilation of Dwell time of Containers

= Preparation of Dock Safety Statement

* Preparation of Cargo and Vessel Report

6. Sr. Accountant 3
= Preparing PPT for Board Meeting/ Review meeting / Parliamentary committee/ Minister’s
meeting/ Secretary shipping meeting etc.
= Preparation of TRW Statement/ Major Port Profile/ Administration Report/ Port Performance/
Monthly projects for Award and Completion/ Berth Occupancy
= Uploading yearly performance in Port Web Portal
= Timely reply to Ministry on various queries/ updation.

7. Accountant

= Preparation of Turnaround Statement/ Readiness/ Vessel wise Tonnage/ Berth wise
Tonnage/Ships Entered and Cleared/Flag wise Tonnage/ Board Statement/Major Port Profile/
TRW statement/ Administration Report.

= Updation in PDMP Portal
Preparing PPT for Board Meeting/ Review meeting / Parliamentary committee/ Minister’s
meeting/ Secretary shipping meeting etc.

= Timely reply to Ministry on various queries/ updation

8. Sr. Office Attendant
= Tapal registration and distribution
= Taking photo copies
= Despatch all speed posts/ normal posts and registered posts

9. Statistical Assistant
= Compilation and preparation of TRW statements/Major Port Profile statements/ Indian Port
Sector/ Traffic Projection/ Performance Budget/ Statements for State Planning Board/
Administration Report/ Board Statements.

Page 6 of 11
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COCHIN

COCHIN PORT AUTHORITY
GENERAL ADMINISTRATION DEPARTMENT

Revision: 0.0

PORT SUAUTY RARUAE Date : 22.11.2022
oot o huthory A. RESEARCH DIVISION Document No.
PURPOSE & SCOPE ADM/G/07/A/05
1.0 PURPOSE

Provide statistical information related to various operational parameters to the
management and other port related matters at various time intervals for taking
appropriate decisions.

2.0SCOPE

Monitoring the reports on KPI's and port related communications for producing the

information to the management for decision making.

Page 7 of 11
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COCHIN PORT AUTHORITY Revision: 0.0

GENERAL ADMINISTRATION DEPARTMENT

corggg}i QUALITY MANUAL Date : 22.11.2022
A e R A. RESEARCH DIVISION
Cochin Port Authority ORGANIZATION CHART Document No.

ADM/G/07/A/06

CHAIRPERSON

v

DEPUTY CHAIRPERSON

A

SECRETARY

A

SR. DY. DIRECTOR (R)

DY. DIRECTOR (R)

y

MANAGER » STAT.ASST.
A A l V}
SR.ACCT. SR.ACCT. SR.ACCT. ACCT. SENIOR
OFFICE
ATTENDENT
Page 8 of 11
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Cochin Port Authority

COCHIN PORT AUTHORITY Revision: 0.0

GENERAL ADMINISTRATION DEPARTMENT
QUALITY MANUAL

Date : 22.11.2022
A. RESEARCH DIVISION
FLOW CHART OF PROCESS Document No_
ADM/GI/O7/A/07

PROCESS FLOW CHART FOLLOWED WHILE PREPARING

a) Replies to Parliament questions

b) Monthly report on Ports Performance vs targets

¢) Submission of operational performance report for board’s review

Email received from top mgmt. to Sr.DD(R)

'

Acct./ Sr.Acct. will go through the contents of email and
forwards the mail to the respective depts. requesting for

reply.

The replies received from different depts. are compiled in
order and file is initiated for competent authority’s approval

Manager will supervise the Sr.Acct. & Acct.
in preparation of the reports

Reports will be verified by Dy. Director (Research) & approval will
be accorded by Sr.DD(R) to forward it to the top mgmt. for final
approval.

The reply is communicated to MoPS&W/ IPA/ etc. after the
approval of the competent authority.
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Cochin Port Authority

COCHIN

COCHIN PORT AUTHORITY

GENERAL ADMINISTRATION DEPARTMENT
QUALITY MANUAL

PORT

A. RESEARCH DIVISION

Date

Revision: 0.0
1 22.11.2022

Document No.

QUALITY RECORDS ADMI/G/07/A/08
- Authority
:I(; Description Rt:::)gg:;?r:hty Location | for review Q.R. No.
9 & Disposal
1 | Cargo & Vessel Report Manager R;ig?;f‘h Sr.DD(R) | GA/F St-03
Research
2 | Dock Safety Report Manager Division Sr.DD(R) | GA/F St-04
Physical Performance Research
3 (Appendix-4) Manager Division Sr.DD(R) | GA/F St-06
Submission of
4 | operational performance Manager RDehs/ieseilg:\h Sr.DD(R) | GA/F St-07
report for board’s review
Flag wise Tonnage Research
8 Stetermant Manager Division Sr.DD(R) | GA/F St-09
Preparation of Research
6 | Administration Report ManggEr Dvigion | SRR} | GAFSHD
Monthly report on Ports Research
7 Performance v/s targets hanager Division SROB(R] | GAFSE
Replying to Parliament Research :
8 questions Manager Division Sr.DD(R) | GA/F St-12
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COCHIN PORT AUTHORITY Revision: 0.0

GENERAL ADMINISTRATION DEPARTMENT

QUALITY MANUAL .
et POHT A. RESEARCH DIVISION R
f’?ﬁfﬁfﬂ ' PROCESS Document No.
ADM/G/07/AI08

CONTROL METHODS

A. PROCESS MONITORING

Process Metrics Standard or ’ Record Frequency of | Remarks
- . |target monitory
Planning & Before due As prescribed Output Weekly/
Research date by MOS & statements Monthly/Yearly
Administration B ) -

B. NON CONFORMITY & CORRECTIVE ACTION

Date ' Process | Non- Corrective Root Cause Preventive
Conformity action | action
!
[
'C. DATA ANALYSIS
"Performance i:reqtien'c"{/ﬂ% o ‘Methods Analysfé_ Responsi'b‘iwl'i—t'y
analysis adopted for preventive
action

FORMS & FORMATS

Attached as 10(b) -ito v
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GA/FST-03

COCHIN PORT AUTHORITY
CARGO & VESSEL REPORT
TRAFFIC HANDLED FOR THE MONTH OF MARCH 2023

(IN TONNES)

SL.
NO

COMMODITY

*

Mar, 2023

Apr 2022 TO

Feb, 2023
eb, 20. Mar, 2022 Mar 2023

Apr 2021 TO
Mar 2022

o

le © © 5 3 _ x . _

A.IMPORTS
P.O.
Ferl. & its Raw materials
Food Grains
Container Tonnage
Iron, Steel & Machinery
Cement
Coal
Others
Liquid Ammonia
Phosphoric Acid
Sulphuric Acid
Methanol
LNG
EDC
Edible Oil
Cement Clinker
limenite Sand
Salt
Bauxite
Benzene
Defence Cargo
Project Cargo
Alumina in jJumbo bags
Cement in Bags

General cargo B

TOTAL

Container TEUs

- T O 0 T & W N =

B.EXPORTS
P.O.
Container Tonnage
Others
UTl Cargo
Iron,Steel & Machinery
LNG

Defence Cargo

2| Synthetic Rutile

General cargo

TOTAL

Container TEUs

GRAND TOTAL

Total Container TEUs

SHIP ENTER

ED AT COCHIN PORT AUTHORITY DURING MARCH 2023

SL.
NO

TYPE OF SHIP

*Mar, 2023

Apr 2022 TO

F 2 2
eb, 2023 Mar, 202 Mar 2023

Apr 2021 TO
Mar 2022

~N AW N -

lankers

Colliers

Food Grains

Fertilizer vessels
Container Vessels
Passenger Vessels(f)

Others

TOTAL

Page 10(b) i

* Months shown are for representative purpose
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COCHIN PORT AUTHORITY

STATEMENT OF CARGO HANDLED DURING

DOCK SAFETY

MONTH

GA/F ST-04

No. of Ships called at the Port during the month

Tankers:

Others:

(In tonnes)

SI. No.

COMMODITY

IMPORT

EXPORT

il

Fertilizers

a)
b) Food grains
c) Coal

d) Salt

Bagged, Packed, Bundled case, drums

a) Fertilizers

) Oil Products

1) Machinery

w

Steel Cargo

N

Containerised Cargo

No. of TEUs

(&)l

Dangerous goods

()}

Liquid Cargo

P.O.L

Miscellaneous

TOTAL

[CONTROLLED COPY |
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FY 2022-23

Month wise data collection sheet

GAJF St-11

Name of Port:

Award of Projects

(Rs. in Crore)

.
A h?umumi:: Achiovament Acgil:eT::;lnv:for
! FY 21-22 Port |FY 22-23 Port|Achievementfor) g, nq the

Mettics vai Achievement Target the FY 22-23 month... ( I'\htilFt: ﬁ;fah
(Aprilto | (March, 2023)| (AP ik

February, 2023) 2023)

Nos
Investment

Capacity (MTPA)

Completion of Projects

Nos

Investment
(Rs. in Crore)

Capacity (MTPA)

Average vessel turnaround

Private CAPEX

. Hours
time
Average vessel turnaround

Hours
time — Container
—
Av. Ship Berthday Output Tonnes
Traffic Volume handled in

. MT
major ports Cargo
T |

Cost per Tonne Handling Rupees
(provisional)
Operating Surplus Crore
(provisional)
Reduction in Expenditure %
Time for border compliance — Elouirs
Shipping (export)
Time for border compliance -

Hours
shipping (import)
Coastal Tonnage MTPA
Capital Expenditure
IEBR (provisional) Crore

* Months shown are for representative purpose

CONTROLLED Copy
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COCHIN PORT AUTHORITY Revision: 0.0
GENERAL ADMINISTRATION DEPARTMENT
Corgg% QUALITY MANUAL Date : 22.11.2022
A. RESEARCH DIVISION
rwehbosberais RISK ASSESSMENT Document No.
ADM/G/07/AI09
1 2 3 4 5 6 7
Cause of Impact (l) Likelihood (L) Risk (I,L)
S| Type of | the failure/ Control
" | failure (or factors Affects/ measures
No. Strengths) | supporting | Supports Score | Frequency | Score | Factor | Score in place
strengths
Delay in Dela_y n Follow up
g | E8ACIng el Y P (S earl 2 | High | g | Wihtne
AR to for AR yearly 9 concerned
Ministry preparation officials
. Delay in
sD:rl\?j)i/nlg receipt of Follow up
) information Almost . with the
2 ﬁﬂ:sets t/o from Affects 2 daily = High 8 concerned
IPA ry concerned officials
dept.

Page 11 of 11
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COCHIN GENERAL ADMINISTRATION DEPARTMENT QUALITY MANUAL

PORT

COCHIN PORT AUTHORITY Revision: 0.0

e e s
Cochin Port Authority

B. ESTATE MANAGEMENT

Date : 30.11.2022

Document No :
ADM/G/07/B

1.0

2.0

PURPOSE

Sub-lease.

oow»

SCOPE

Licensing of land/building.

Lease of land to Port related and Non-Port related purposes.
Renewal of lease.

Allotment of land / building as per the land use plan and Government guidelines
within the Port premises.

Page 1 of 17
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COCHIN PORT AUTHORITY

GENERAL ADMINISTRATION DEPARTMENT QUALITY MANUAL

Y5 port

B. ESTATE MANAGEMENT

Revision: 1.0
Date : 11.09.2023

Document No :
ADM/G/07/B

3.0 QUALITY OBJECTIVES

SI.
No.

Quality objectives | Metrics Target

Responsibility

1 |Timely award of Days |15 working days after

fresh lease / renewal approval/confirmation of
of existing lease / the Board
license

2 | Timely processing of Days |15 working days after
lease the Board
3 | Timely processing of | Days |15 working days after

application for approval of the competent
temporary license authority.

application for Sub- approval/confirmation of

Sr. Asst. Estate
Manager

Sr. Asst. Estate
Manager

Sr. Asst. Estate
Manager
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MANAGER
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4.0 ORGANISATION CHART
CHAIRMAN
Y
DY.CHAIRMAN
v
SECRETARY
v
SR.ASST.ESTATE
MANAGER
v 4
ASST. ESTATE JR.ENGINEER

(LAND)
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Revision: 0.0
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Cochin Port Authority

B. ESTATE MANAGEMENT

Document No :
ADM/G/07/B

5.0

5.1

PROCESS DIAGRAM (FLOW CHART)

PROCESS DIAGRAM - LEASE / RENEWAL

Identify land available for lease as per land use
plan and as per the demand of land for Port
related/non-Port related activities.

]

:

'

Put up proposal for fresh
lease on tender

Put up proposal for fresh
lease on nomination

v

Receive Highest Bidder in
case of tender

Approval of Chairman for
placing before the Board

v

Approval by the Board

Process application for
renewal as fresh lease

v

Receive Highest Bidder
in case of tender

A

Approval of Chairman for
placing before the Board

Approval by the Board

Pre Acceptance Letter

A

y

Remittance of Security Deposit
and Lease rent by the Lessee

!

Formal Allotment Order

A

Handing Over / Taking Over

A

Lease deed execution

Project completion
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5.2 PROCESS DIAGRAM - SUB-LEASE

Process of request for Sub-
lease / extension of Sublease

A 4

Approval from Land Allotment
Committee

A
Approval of Board

h 4

Issue of permission for Sub-
Lease/extension of Sub-Lease

Y
Remittance of Sub-Lease Levy
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COCHIN GENE DM
Sl RAL ADMINISTRATION DEPARTMENT QUALITY MANUAL Date : 30.11.2022
Contuibd A B. ESTATE MANAGEMENT e
ADMIG/07/B

5.3 PROCESS DIAGRAM - LICENCING / EXTENTION

Process of application for fresh
License / renewal of License

Put up proposal for fresh
License / renewal of
License on tender

v

Receive Highest Bidder
in case of tender

+

Approval of Chairman

Pre Acceptance Letter

l

Remittance of Security
Deposit and License Fee

Issue of formal Allotment
Order

A

:

Put up proposal for fresh License on
nomination on short term basis

Handing Over / Taking Over

Ratification of the Board

|

Recommendation from
Dy. Conservator in case of
Water Body / Traffic
Manager in case of Land /
Building

Approval of Secretary

v

Remittance of Security
Deposit and License Fee

Issue of formal Allotment
Order

Handing Over / Taking Over

A

Ratification of the Board
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COCHIN PORT AUTHORITY T
GENERAL ADMINISTRATION DEPARTMENT QUALITY MANUAL e
COCHIN
PORT Date : 30.11.2022
e s it B. ESTATE MANAGEMENT
sl Document No :
A. Lease of land to Port related and Non-Port ADM/G/07/B
related purposes
6.0 [INPUT - PROCESS - OUTPUT CHART
SI.| INPUT PROCESS OUTPUT | T.CODE | INTERA | CONTROL | RESPON | Q.R.No.
No. CTING | METRICS - Format
MODULE SIBILITY No.
1 | Lease of
land -
Fresh /
Renewal
Approved | Preparation | Issuance of 15 working | Sr. Asst.
Board of formal Pre days Estate
Resolution | order as per | Acceptance Manager
regarding the Govt. Letter
acceptance | guidelines
of tenders
Submission| HO/TO & Issuance of |REBDRO, Fi 5 working | Sr. Asst. | ADM/G/
, of remittance| Creation of Allotment RECN, days Estate 07/07
i proof from contract in order FBL5N Manager
the Party/ SAP
Finance
Dept.
Issuance On submission,| Issuance of 20 working | Sr. Asst. | ADM/G/
Lease |verification with| final deed to days Estate 07/01
Deed lease deed | be executed Manager
format format and on stamp
approval of the| paper and
Secretary after| thereafter for
the vetting of | registration
Legal/Finance
Receipt of | Verification | Lease deed 5 working | Sr. Asst. | EST/F/
Registered and under safe days Estate 01
lease deed | forwarding to | custody of Manager
FA&CAO FA&CAO
: Page 7 of 17
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it Bl B. ESTATE MANAGEMENT Document No :
B. Sub - Lease ADM/G/07/B
Sl.| INPUT PROCESS OUTPUT | T.CODE | INTERA| CONTROL | RESPON | Q.R.No.
No. CTING | METRICS - Format
MODULE SIBILITY No.
2 Sub -
Lease
Request | Verification of
for dues.
sublease/ | Inspection of
extension JE (Land).
of Recommendati
sublease |on of the LAC
Approval Order of Creation of |REBDRO, Fl 15 working | Sr. Asst.
of the permission of | contract in RECN, days Estate
Board sub-lease SAP FBL5FN Manager
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Revision: 0.0
Date : 30.11.2022

Document No :

C. Licensing of land/building ADMIGIHT
Si.| INPUT PROCESS OUTPUT | T.CODE | INTERA| CONTROL | RESPON | Q.R.No. |
No. CTING | METRICS - Format
MODULE SIBILITY No.
3 | License —
Fresh /
Renewal
Approval Preparation | Issuance of 15 working | Sr. Asst.
of of formal Pre days Estate
Chairman | order as per | Acceptance Manager
regarding the Govt. Letter
acceptance| guidelines
of tenders
Submission, HO/TO & Issuance of |[REBDRO,  FI 5working | Sr. Asst. | ADM/G/
of remittance| Creation of Allotment RECN, days Estate 07/06
proof from contract in order FBL5FN Manager
the Party/ SAP
Finance
Dept.
Issuance On submission, Issuance of 20 working | Sr. Asst. | ADM/G/
License \verification with| final deed to days Estate 07/06
Deed License deed | be executed Manager
format format and on stamp
approval of the| paper and
Secretary after| thereafter for
the vetting of | registration
Legal/Finance
Receipt of | Verification License 5working | Sr. Asst. | EST/F/
Registered and deed under days . Estate 03
License | forwarding to | safe custody Manager
deed FA&CAO of FA&CAOQO
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Revision: 1.0

11.09.2023

Document No : ADM/G/07/B

7.0 QUALITY RECORDS

SI. Description Responsibility | Location | Authority for Q.R. No.
No. for holding review
1 Register for allotment of | EM5,EM6,EMS, Estate | Sr. Asst. Estate | ADM/G/07/07
land (Allotment Register / EM10,EM11, Manager &
Lease Register) EM2, EM9 ADM/G/07/01
2 Register for allotment of EM1,EM9 Estate | Sr. Asst. Estate | ADM/G/07/07
Office space / Godowns / Manager &
Shop rooms/Bunks ADM/G/07/06
(Allotment Register /
License Register)
3 Register for allotment of
temporary license
(Allotment Register for EM 1 Estate | Sr. Asst. Estate | ADM/G/07/08
temporary license / Manager &
License Register) ADM/G/07/06

|
|
[
|
i

|
i
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ADM/G/07/B

8.0 RESPONSIBILITIES

1.Secretary
e Overall Supervision of General Administration Department.
e Assist Chairman and Dy. Chairman for the effective functioning of the organization.
» Responsible for co-ordination of training activities.
¢ Estate Management & Management Information system.
e Interact with customers and review and amend the procedures to meet the customer
requirement.
o Effectiveness of establishment, documentation, implementation and maintenance of quality
e Management system requirements.
¢ Developing training policy in line with the business plans.
» Giving feedback to the Chairman.

2. Senior Asst. Estate Manager
e Overall supervision of estate division
o Ensure effective management of land
» Address litigation and proper revenue collection
» Corrective and preventive action and maintaining quality management.

- 3. Asst. Estate Manager
» Assist Senior Asst. Estate Manager in routine functions of the office, viz. allotment of land &
buildings on lease, license, sublease, allotment of residential quarters Hostel
accommodation, bunks, shop rooms, renewal thereof.

4. Manager
o Assist Asst. Estate Manager and Sr. Asst. Estate Manager in routine functions of the office
e Supervision of supporting staff.

5. Sr. Accountant |
e Supervision and checking of works done by section EM9, EM8, Em6 & EM3.
« Correspondence related to audit queries, audit paras in respect of Estate Wing.

Page 11 of 17
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6. Sr. Accountant Il
e Checking of works done by EM2, EM5,EM7, EM10 & EM 11.

 Forwarding of leave applications and other applications and other application of the office
staff.

7. Accountant

e Payment of property tax in r/o. ports land and buildings.

e Encroachment on foreshore within Port limits.

e Leasing of Port’s land outside W/lsland to various parties.

e Lease of Port’s land to Navy.

e Permanent lease in r/o. land on W/island.

e Renewal of lease.

e Permission for giving Sub lease.

» Realization of dues relating to leases.

e Granting permission for Hoarding

» Permission for giving renewal of Hawking License.

» Correspondence relating to Govt. of India Guidelines on Port’s land management.
e Furnishing of details of periodical revision of land rent.

» Framing of periodical revision of rules and regulations relating to Lease of land.

» Correspondence with other Ports.

e Temporary allotment of open space on W/lsland.

e Allotment of ICD yard developed area and undeveloped area.

» Renewal of periodical license, remittance of license fee verification of license agreement.

« Allotment of open space for storing bulk cargos-renewal of temporary license — remittance of
rent.

¢ Allotment of shop rooms.
¢ Periodical renewal — remittance of license fee.

Page 12 of 17
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B. ESTATE MANAGEMENT Document No :
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8. Assistant Engineer (Civil)

» Processing of tenders and related activities such as giving advertisements in news papers,
website and exhibiting notices in various government offices in Cochin etc. and finalization
of the tender.

¢ Correspondence related with tenders.

» Conducting pre-bid meeting and its various back up work.

9. Junior Engineer (Lands)

e Inspection of Port Lands at various locations.

¢ Provide sketch in connection with licensing of building/lands.

e Inspection of structural construction of the lessees at different stages.

e Ligison with various government offices viz. District Collectorate, Taluk Surveyor's office,
Taluk office, Village office, Corporation office etc. in connection with land allotment.

Page 13 of 17
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9.0. CONTROL METHODS
PROCESS MONITERING
Process Metrics | Standard or Record Frequency of | Remarks
Target ~_monitoring
Estate 10 Output registers Monthly/
Management | Days | workingdays | Ref.............. Yearly

NON-CONFORMITY & CORRECTIVE ACTION

Date | Process | Non-conformity | Corrective action | Root course | Preventive action

DATA ANALYSIS

Performance | Frequency of analysis | Methods adopted | Analysis | Responsibility
For preventive

Action

Page 14 of 17
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Document No :
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*{ 10.0 FORMS AND FORMAT
1. Lease deed format
2. Terms and conditions for license
3. License deed format
Refer File No.EST/F/Forms & Formats.
10. 1 LEASE REGISTER FORMAT (ADM/G/07/01)

- EST/F/01
- EST/F/02
- EST/F/03

SI.No.

File
No.

Name
of the
lessee

AREA

Plot
No.

CATEGORY

LEASE
PERIOD

FROM

TO

Lease
deed

Remarks

10. 2 LICENSE REGISTER FORMAT (ADM/G/07/06)

Name

Address

Allotment
Order
No. &
Date

Measurement

Location.

Purpose

Rent

D ate
of
HO/TO

10. 3 ALLOTMENT REGISTER FORMAT (ADM/G/07/07)

Sl.
. No

File
. | No.

Name
of the
lessee

Date of
Board
Approval

Agenda ltem
& Resolution
No.

Pre
Acceptance
letter No. &
Date

Allotment
Order
No. &
Date

Remarks

10. 4 ALLOTMENT REGISTER FOR LICENSE FORMAT(ADM/G/07/08)

Sl.
No

File
. | No.

Name of
the
licensee

Date of
Approval
of
Competent
Authority

Provisional
Order No. &
Date

Pre

Date

Acceptance
letter No. &

Allotment
Order
No. &
Date

Remarks

Page 15 of 17

'CONTROLLED CO°V ]




COCHIN PORT AUTHORITY

Revision: 0.0
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1 2 3 4 5 6
Type of ~ Impact (1) Likelihood (L) Risk (I,L)
failure (}ause of the - Affects Control
Sl failure / factors
No (or SuoBoHin L Sco | Frequen | Sco | Sco | .. . | measures
" | Strength PP g - Suppo | re cy re re in place
s) strengths | Hs
| Allotment
Party lost process
1 mtetrrc]e:t | Not allotted on time | Affects 2 Yearly 1 2 Low - o:i;gr ad
property periodicall
y
Payment
Lessee status of
not : : 1 : lessees
. Change in business | Half Mediu
e rg;'g?f prospects of lessee S Yearly . 5 m mor?i;z -
payment ' periodicall
y
Expert
L Survey & :
Variation . . service of
. demarcation of plot Half Mediu
? ":)ﬁ:tﬁgt not done using L o Yearly £ 4 m Sur\c/neﬁ/ors
survey instruments Solifesd
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PORT Date : 30.11.2022
B mer B. ESTATE MANAGEMENT
RISK ASSESSMENT Document No : ADM/G/07/B
1 2 3 4 5 6
Catiss of fha ATfsact (I) | Likelihood (L) Risk (I,L)
. failure / Control
: ‘I)' Typgt:;;?;tl:;? {or factors gt: / Sco | Frequen | Sco | Sco Factor | measures
’ supporting 02 re cy re re in place
strengths P s
Collect
Underground Pipe Hls(;?glcjc(:‘ata dfertoaxlls
4 "g:ss ;?gucahb'tlewse underground /ftfse 2 Yearly 1 2 Low | concerned
P == er?y installations departmen
Nop not available. ts before
allotting.
Delay in
Not commencing | approval from | Sup : -
"8 the proposed Regulatory/ | port 1 Monthly | 4 4 e
. m approvals
project Statutory S
authorities
. Slack Sup . .
Un authorized , . Mediu Intensify
6 . inspection port 1 Monthly 4 4 . .
constructions regime 5 m inspection
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Revision No. 0.0

DEPARTMENT Date : 31.10.2022
B aee s QUALITY MANUAL Doc. No. : ADM/G/07/C
Cochin Port Authority PROCESS
C.TRAINING
TRAINING
1.0 PURPOSE

To ensure that technical, managerial, supervisory and human competencies are
developed in the employees on a continuous basis to enable them to perform their current
assignments effectively and also prepare to perform their future assignments.

To offer the attitude based training to ensure that a value base and self sustaining
culture is built in the organization.

2.0 SCOPE

To offer the necessary training inputs to employees in a need based, systematic
and cost effective manner.

3.0 QUALITY OBJECTIVES

Ellc; Description Metrics Target Responsibility
1. | Training Class I, II, Il & IV | No. of employees | 20% employees Secretary
employees
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e T e DEPARTMENT Ratls 131.10.2022
Cochin port Authority QUALITY MANUAL Doc.No.  : ADM/G/O7/C
PROCESS
C.TRAINING

4.0 ORGANIZATION CHART

CHAIRPERSON

.

Dy. CHAIRPERSON

v

SECRETARY

l

Sr. Dy. SECRETARY

l

Dy. SECRETARY

MANAGER
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DEPARTMENT Date :31.10.2022
A — QUALITY MANUAL Doc. No.  : ADM/G/07/C
Cochin Port Authority pROCESS
C.TRAINING

5.0 PROCESS DIAGRAM (FLOW CHART)

(A)
TRAINING

(B)
IDENTIFICATION OF TRAINING NEEDS

(C)
YEARLY TRAINING PLAN

A

(D)
CONDUCT THE TRAINING

!

(E)
Receive feedback and effectiveness
evaluation from HODs/Divisional Officers with
in a time limit of 4 months

!

(F)
ANALYSIS
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e 9wl QUALITY MANUAL Doc. No - ADM/G/07/C
Cochin Port Authority PROCESS
C.TRAINING

COCHIN PORT AUTHORITY

5.1 PROCESS FLOW CHART (COMPETENCE, TRAINING AND AWARENESS)

Identification of Training needs and setting up of competency

standard by the HoDs

Training needs Analysis

A 4

standards/performance target

Action plan in developing competency

A

Implementing  competency  development
programmes with the help of Govt. Training
Institutions like JNPA/IMU/National = Safety

Depute Officers to
JNPA/ IMU for
specialized trainings

Council etc.

programme

Invite experts from institutions
like ISTM/IIM/IMU/Safety
Council etc., for holding training

Delivery of training & Monitoring Feedback of
Participants and Evaluation by Divisional
Officers/ HoDs
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P gkl AR ENT TN Date (TN DR
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Cochin Port Authority PROCESS

C.TRAINING

-—

5.2 INFRASTRUCTURE

. Training Halls

5. Hospitalities and support services as required.

2. Power equipment like Lights, Fans, Air condition, Sound etc.
3. Process equipment like Computers, OHP, Board, Screen etc.

4. Communication facilities like Phone, Transport etc.

Cochin Port Authority takes care of requirements in providing and

maintaining infrastructure needed to achieve conformity to service/training
requirements such as:-
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HIET g Tty QUALITY MANUAL Doc. No. : ADM/G/07/C
Cochin Port Authority PROCESS
C.TRAINING

5.3 WORK ENVIRONMENT

Cochin Port Authority focuses on conducive work environment needed to
achieve conformity to service requirements as well as conditions under which
work is performed and provides congenial ambiance visa-a-vis Physical,
Environmental, and other relevant factors including IT support to ensure a

safe and pleasant working environment for maximum Human Resources

Development.
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E“«B‘rﬁﬂ GENERAL ADMINISTRATION | Date $31.10.2022
o qa+d DEPARTMENT Doc. No - ADM/G/07/C
Y A S— QUALITY MANUAL
Cochin Port Authority PROCESS
C.TRAINING
6.0 INPUT -PROCESS - OUTPUT CHART
T- | Interact Control | QR
s INPUT PROCESS | OUTPUT | Cod | ing | RESPON | \iirics | No.
0 SIBILITY
e Module
Training Need | Exercise of | Release of Secretary TRG
1. | analysis. determining | Yearly Training F-07
Survey based | needs Plan.
on
performance
gaps in
previous year
and
performance
opportunities in
the next year.
2. | Periodical Verification | Issue of orders Secretary
request from of need to of deputation
Department prepare for individual
Heads based training program
on potential plans.
appraisal
exercises
3. Information on | Deciding to | Feedback on
implementation | conduct on | effectiveness Secretary
of new site a)From
practices, programs if | participants.
technological large b)Received
changes, number of from
strategic participants | HoDs/Division
moves and requires al within a time
changes in the | training. limit of 3
environment. months.
1. Objecti
veness
of
training
2. Method
of
implem
entation
of
training.
) Page 7 of 22
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% qqe GENERS'E-F',“ADRN}'S:ESJFAT'ON Date £ 31.10.2022
Bt e wiftrawor QUALITY MANUAL Doc. No : ADM/G/07/C
Cochin Port Authority PROCESS
C.TRAINING
T- ; Control | QR
Sl. Interactin | RESPON .
No INPUT PROCESS OUTPUT ng g Module | SIBILITY Matrics | No.
4. | Information | Deputation of | Feedback/ Secretary
on new employees for | Evaluation
recruitment | short term
s training
program
conducted by
JNPA/ IMU
5. | Updation of | Conducting Feedback/ Secretary
procedures | induction Evaluation
, rules and | training to
regulations | new recruits
and refresher
programmes
to others
already in
service
6. | Training Periodical Feedback/
Information | training to Evaluation
from employees on Secretary
JNPA/IMU | various
aspects of
port activities
through In-
service
training
programme.
TRG
7. | Feedback | Monitoring the | Analysis/ Sr. Dy. F-02
on training Evaluation Secretary TRG
effectivene | conducted by F-03
ss of technical
Training departments.
8. | Training Implementatio | Monitoring/ Secretary
policy of ns of changes | Evaluation
the in the
administrati | program as
on necessitated
by the
Feedback
Page 8 of 22
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:31.10.2022

DEPARTMENT
7 SR — QUALITY MANUAL Document No :ADM/G/07/C
Cochin Port Authority PROCESS
C.TRAINING
7.0 QUALITY RECORDS
- Authority for
Sl. - Responsibility . .
NoL Description for holding Location Rgvuew & Q R No.
Disposal
Training Attendance Training Cell,
01. | (Onsit eg/ll n-service) Dy. Secretary G A?D Secretary TRG-F-01
Training Feedback from
02. | the participants Training Cell, TRG-F-02
(onsite training) Dy. Secretary GAD Secretary
Training feedback from
the participants (In- Training Cell, TRG-F-03
03. | service training) Dy. Secretary GAD Secretary
Training Evaluation
from HoD/Divisional Training Cell,
04 | officers Oy Ssartary GAD Secretary | 1RG.F-04
Register TRG-01 Trairiing Call
05 (Onsite/In-service) Dy. Secretary G AgD ' - Secretary TRG-F-05
Register TRG-02 . TRG-F-06
06 (External) Dy. Secretary TrangrEDCell, Secretary
Identification of training . TRG-F-07
07 needs Sr. Dy. Secretary TralrgrEDCell, Secretary
Training Register
08 -sr:raz:%? (Onsite/In- Dy. Secretary TralrgrEDCell, Secretary TRG-F-08
Page 9 of22
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C.TRAINING

8.0 RESPONSIBILITIES.
1.Secretary
e Overall Supervision of General Administration Department.

* Assist Chairperson and Dy. Chairperson for the effective functioning of the
organization.

* Responsible for co-ordination of training activities.

* Estate Management & Management Information system.

* Interact with customers and review and amend the procedures to meet the
customer requirement.

» Effectiveness of establishment, documentation, implementation and maintenance of
quality management system requirements.

* Developing training policy in line with the business plans.

e Effective implementation of QMS.

» Giving feedback to the Chairperson

2. Sr. Dy. Secretary
* Assist Secretary in administration matters for effective functioning of the Dept.
e Assess training needs in consultation with all Depts.
e Conduct training programs as per the training calendar.
e Evaluation of training program based on the feed back collected.
» Corrective and preventive action and maintaining the quality management system.
» General Administration and overall supervision of training cell.

 Redesigning training programs based on feedback.
e Arranging training need survey.

3. Dy. Secretary
* Assisting the Sr. Dy. Secretary.
e Examining training proposals.
 Supervising the preparation of training plans.

* Corresponding with the JNPA/ISTM/IMU and other agencies for conducting training
programs.

e Suggesting timing.
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4. Manager.

e Assisting the Dy. Secretary

Sending the correspondences in time.

Implementation of the training program.

Collecting information of training plans and list of participants.
Arranging venue and other facilities.

Arranging study materials for the training in consultation with faculty
Preparing estimate of expense.

Correspondence relating to the training.

Calling for nominations from Departments.

Preparation of the list of participants for the onsite training.
Arranging the participants for outside training program in consultation with Depts.
Preparation and maintenance of registers on training
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C.TRAINING
9.0 CONTROL METHODS
Training programme (Calendar year)
In house . Total No. % of employees
In house training by | training External External Total No. | of Total no. | undergone training
Sl. Year | CoPA experts program training training of employee | of
No. me by program programe | Trainings | s employee
external me (Online) attended | sason
faculty (Offline) trainings | ............
G H |
A B c D E F (C+D+E+
F)
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10.0 FORMATS

Format record

SI. No. Name of the Format rurser Remarks

1. Training Attendance TRG -F - 01 Signed by all
(Onsite/In-service) participants

2. Training Feedback from the TRG -F - 02 Received filled up
participants feedback
(Onsite training)

3. Training Feedback from the TRG -F - 03 Received filled up
participants feedback
(In-service training)

4. Training Evaluation, from TRG -F - 04 Received filled up
HoD/Divisional Officers. evaluation format

from the HoDs/
Divisional Officers.

5, Register TRG - 01 TRG -F -05 Onsite/in-service
: Training

6. Register TRG - 02 TRG -F - 06 External Training

7. Note TRG-F-07 Note to HoDs for

identification of
training needs and
setting up of
competency
standards

8. Training Register TRG-F-08 Onsite/In-
service/External
Training
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COCHIN PORT AUTHORITY TRG F 01

Onsite/In-service training program
Title of the Program

Institute
Date/Duration
Venue

ATTENDANCE OF PARTICIPANTS

Name Design. | Staff No. | Division/Deptt. | Signature

Signature of Officer
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[~ 14

o ar Authorty PROCESS

C.TRAINING
COCHIN PORT AUTHORITY TRG F- 02
Onsite training program
FEEDBACK

Name
Designation

Division/Department
Title of the Program
Institute/ Faculty
Duration

Venue

Please give your opinion of the various attributes of this Training Program:-

1. Whether subjects covered were relevant
2. Adequacy of time

3. Whether the knowledge gained can be
made useful in your work situation

4. Faculty performance
a) Knowledge
b) Conduct of class
5. General arrangements

6. No. of training programs attended earlier

7. Any other remarks

(SIGNATURE OF PARTICIPANT)
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COCHIN PORT AUTHORITY
TRG-F 03
In-service Training Programme
FEEDBACK

Name ' :
Designation
Division/Department
Title of the Program
Institute/ Faculty
Duration
Venue
Please give your opinion of the various attributes of this training Program:-

Sl. ) Good Adequate | Not adequate

No.

1. Theoretical knowledge gained

2, Practical knowledge gained

3. Adequacy of time

Faculty :- Knowledge

8. Faculty:- Conduct of class

6. Any other remarks

SIGNATURE OF PARTICIPANT
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Cochin Port Authority PROCESS
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TRG F-04

COCHIN PORT AUTHORITY
GENERAL ADMINISTRATION

TRAINING EVALUATION QUESTIONNAIRE FOR HEAD OF DEPARTMENTS/ DIVISIONAL OFFICERS
To

Sir,
This is a questionnaire to evaluate the effectiveness of training imparted to the officials in your
department / division. The Survey is done to ascertain the improvement of performance in the work place.

Kindly fill in appropriately. This is sent in duplicate to facilitate immediate return of one copy to this office on
or before .................(DATE)

DY. SECRETARY
EVALUATION OF TRAINING PROGRAMME

Name of the Programme

Training Programme conducted by
Duration of the Programme

Name & Desig. of the official attended

Sé Question Excellent Very

1. | The improvement in the performance
of the existing job after training.

; No
Good Good | Fair change |

2. | The improvement in the
understanding of the subject after the
training.

3. | The improvement in the potential to
take up higher responsibilities after
the training.

4. | Improvement in the inter-personal
skills/ communication sKills.

5. | Attitudinal improvement visible after
the training.

6. | Was the official given further respo
nsibilities  suiting  the - training
undergone.

7. | Would you recommend this training/
technical assistance to more officials?
8. | Do you have any suggestions for
future training?

Signature of Head of Dept./
Divisional Officer
(Designation)
The duplicate to be returned to Training Cell, GAD, CoPA on or before .............(DATE)
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TRG F-05

REGISTER TRG 1 - Details of participants of Onsite/In-service Training Programme

Name of the Onsite Training Programme

Conducted by (Faculty)
Date/duration of programme

COCHIN PORT AUTHORITY

Name

Desgn.

Staff No.

Division/Deptt. | Remarks

Signature of Officer
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Cochin Part Authority PROCESS
C.TRAINING
TRG F-06

COCHIN PORT AUTHORITY

REGISTER TRG 2 - Details of participants of External Training Programme

SI. | File No., | Course Title & Venue | Date/ Course | Name of

No. | Sanction | Institution Duration fee Nominating
Order Officer/Designation
No. &
Date

1.

2.

3.

4.

5.

6.

7.

8.

9.

10.

Signature of Officer
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C.TRAINING
FORMATS
TRG F-07
FI=F T == /COCHIN PORT AUTHORITY
g~ F1 FTaTera/ Secretary’s Office
FIt= Cochin-09
G&qT/No. TC/Training needs/20..../S feA/Dated: ... n...

Note to All HoDs/CVO, Cochin Port Authority

faw=/Sub:- Identification of Training needs and setting up of competency
standards-reg.

In order to achieve maximum personal development of employees in
consonance with the organizational goals, it is imperative to determine the necessary
competence for personnel performing work and organize necessary training and/or other
actions to achieve the said objectives from time to time.

It is therefore, requested to determine the competence standards of employees
working in each department and identify & communicate the training needs/requirements to
the training cell, General Administration Department for preparation of the Training Calendar
for 2022.

The information may be forwarded to Dy. Secretary, Training Cell (email ID-
trainingcell@cochinport.gov.in (Tele. No. ....... ) by

af=ra/Secretary

gfafaf¥/Copy to: PS to Chairperson/PS to Dy. Chairperson/PA to Secretary, CoPA
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TRG F-08
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wifr o sl

Cochin Port Authority

COCHIN PORT AUTHORITY

GENERAL ADMINISTRATION
DEPARMENT
QUALITY MANUAL

PROCESS
C. TRAINING

Revision No. 0.0
Date: 31.10.2022

Doc. No.
ADM/G/07/C

COCHIN PORT AUTHORITY

REGISTER TRG 03 - Department wise & Category wise details of participants— Internal & external
Training Programmes

—]
Sl. | Name of No. of employees attended - Department wise Category wise
No. | Training | Dat
& e
Faculty Cl {Cl|{Cl]|cCl
GA | Tra | Mech | Civi | Mar | Fina | Medi | Tot | {1 |Iv|Wome | SC | ST | OB
D ffic | ine nce cal al S S Cs

B S

Signature of Officer

21 of 22

[CONTROLLED COPY ]




COCHIN PORT AUTHORITY Revision: 0.0
~ 16T GENERAL ADMINISTRATION DEPARTMENT evision: 1.
X~ il QUALITY MANUAL
Qv+ Date : 31.10.2022
SR T FTRISRO PROCESS
Cochin Port Authority C.TRAINING Document No.ADM/G/07/C
RISK ASSESSMENT
RISK ASSESSMENT
1 2 3 4 5 6 7
Cause of Impact (1) Likelihood (L) Risk (I,L)
g| Type of the failure/ ~. Control
| failure (or factors Affects/ measures
No. Strengths) | supporting | Supports Score| Frequency |Score| Score | Factor in place
strengths
As the staff
strength is
Failure in declining in ls?éiﬁ%?\fwore
getting all the participants in
sufficient departments, training, it is
1 e Chieiclic Affects 2 Half Yearly 2 4 Medium | suggested to
for unable to conduct the
participation | nominate training with
in t_hg sufficient les serg
training ?Orrr\frllgyees participants
training
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