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COMPANY PROFILE

MAHMOOD TEXTILE MILLS LIMITED is a fully integrated organization. The company's shares are quoted on Stock Exchange. The company's registered Head Office is located at Mehr Manzil Lohari Gate Multan. The company's mills are situated at Mahmoodabad, Multan Road, Muzaffargarh, and Masoodabad, D.G. Khan Road, Muzaffargarh. The management body of the company consists of persons, who are highly qualified and have vast experience in the field of Textile.

Members of the board are

Chairman                     khawaja muhammad masood

Chief Executive           khawaja Muhammad iqbal

 Directors                    khawaja Muhammad Ilyas

                                   khawaja Muhammad Younus


                         jalal -ud- din roomi

                                   mrs. Maher  fatima 

                                  Muhammad muzaffar iqbal 

Bankers

The Bankers of the company are;

1. Muslim Commercial Bank Limited.

2. United Bank Limited and

3. Habib Bank Limited.

Competitors

In whole country, the company has many competitors who produce and sell Yarn and Fabric but the company considers the following as main competitors;

 Fazal Cloth Mills. 

 Khokhar Mills. 

 Yahya Mills.

Target Markets

The company does the activities of both. Export and Local Sale. In both the areas company doesn't considers any market as its specific, permanent market. Demand from any city from the country and any country from the world is welcomed.

However in Export following countries are major customers of Mahmood Textile Mills;

 Japan.

 Hong Kong and

 Korea.

The company has four Spinning units and one Weaving unit. For the process of Spinning, MAHMOOD TEXTILE MILLS fulfills its lint requirements from its own eight Ginning factories located in different cities. In addition to that the company also purchases lint from various outside, parties. In addition to producing the yarn, the company also purchases the | yam from its various suppliers including competitors to make sure that enough yarn is available for export. For the process of Weaving, the | company fulfills its Yarn requirement from its own Spinning units. In addition to that company also purchases the yam. The company produces both, 100% cotton and blended yarn and fabric.

The company has a total of 103 looms in its weaving unit. Out of them 5 are big looms with a width of 165" and remaining are of 153" width. All are SULZER PROJECTILE LOOMS. Company has program to purchase 40 more looms to increase the capacity and soon the company is also going to start another Spinning unit.

The company meets its electricity requirements from its own Electric Power Production Plant that is situated near Muzaffargarh.

Financial Highlights(have to change)

PARTICULARS 1998 1999 Net Sales Rs.2,310,286,105 Rs.2,620,710,42 Gross Profit 402,871,095 383,653,930 Pre Tax Profit 1,73,014,067 1,70,468,522 After Tax Profit 1,51,456,236 1,50,875,918 Financial Position   Current Assets 579,307,568 442,325,080 ; Current Liabilities 647,031,361 495,123,975 Fixed Assets 650,001,004 606,687,940 Long term liabilities 177,956,476 97,352,313 Stockholder's Equity 519,849,580 563,387,126 Earnings per Share 15.19 15.13 Financial Ratios   Current Ratio 0.89 0.89 Debt to Equity Ratio 1.58 1.05 Inventory Turn Over Ratio 15.79 15.17 Gross Profit Margin 17.44% 14.64% Capital Structure Ratio 0.25 0.147 Debt to Asset Ratio 0.613 0.5125 

MISSION STATEMENT

We are committed to the achievement of excellence in the quality of our

Product.

We shall achieve quality by motivating all employees towards the satisfaction of our customers.

Our motto:
Honesty

Fair Dealing

Buyer Satisfaction

Reliability

WEAVING

MAHMOOD TEXTILE MILLS is producing Grey Cloth. The process of Weaving starts from the Placement of Order by the buyer (The buyer places the order at the Head Office). When the buyer places the order he/she makes specifications in the order as;

 Count specification for Warp and Weft.

 Number of Ends and Picks per inch.

 The Pattern of Warp and Weft.

 The ratio of chemicals used for Sizing.

 Kind of Packing required.

 Net Weight and Gross Weight of the Packing.

After the buyer places the order, the Director decides whether the yam should be purchased or it should just be transferred from MTM's one of spinning unit to the Weaving unit.

Yarn Store

When the yarn reaches the mills, it is sent to the Yarn Store. A Yarn Store Assistant is there who is responsible for receiving the yam and shifting it in the Yarn Store. He also maintains proper record for Yarn. The documentation of the Yarn Store is done in the following manner.

Documentation for the Yarn Store

(1). Yarn Store Ledger
When the yarn reaches the mill, all the information is entered in the Yarn Store Ledger such as;

 Quality, Supplier, Count and Brand of Yarn. 

 Date of Receipt and Issuance. 

 Closing Balance and Opening Balance.

(2). Yarn Received and Issuance Report

In this report following type of information is inked.

 Count and Brand of Yarn. 

 Date & Amount of Opening Balance, Receipt, Issued,Transfer,Closing Balance. 

 Remarks (If any).

(3). Yarn Requisition
To start any process, a requisition for yarn is sent to the Main Office of the  Mill specifying the Quantity, Count and Brand of Yarn. Based on this requisition the Yarn is issued from the Yam Store and the production process starts which is as under;

PRODUCTION PROCESS
(See Process Flow Chart in Appendix A)

Warping

The production process starts from Warping. From here the Preparatory section starts. Yarn is transferred from the store to the Warping
Department.
In Warping department, there are two machines;

1.   Machine on which cones are attached i-e Creel.

2.   Other one is warping machine. It takes the yarn from the cones and then according to the specification it wraps the yarn on the beams. Here only warping is done (lengthwise yarn is enrolled). On the machine every kind of detail about the requirement is fed. Also the workers do continuous reporting during the process of Warping. After Warping is performed for a certain quality, a detailed report is prepared about the whole process that explains;

1. For what Quality, Warping is done.

2. What was the Duration of the Process.

3. No. of Break Downs.

4. Workers' names.

5. Length of Yarn Enrolled.

6. No. Of Beams Produced.

7. Weight of Beams.

8. Date in which the Process was carried out.

If in any case like when cotton sticks in the yarn or when yarn breaks, the machine automatically stops working so that the workers can correct the problem. During the process a Floor Cleaner cleans any cotton, which flies of from the machines and falls on the floor (Fluff). It causes disruption.

After the process the cones left over, which are partially used, also called

Short Cones are discarded off.

The company also keeps control of Non Conforming Products.
For Warping Department proper documentation is done which is explained

as under;

Reporting done for Warping Department

(1). "Daily Yarn Performance on Warping” Report
This is very important report. The success of the whole Warping process can be judged from this report because this report contains very important information. With the help of this report, one can calculate the Amount of Yam consumed for the process. Weight of Beams produced and the Amount of Yarn Wasted during the process etc. (See example of this report in Appendix B)
(2). Stock Report (Beam Stock)
The Stock Report gives information as;

 No. of Beams Produced.

 Quality Code of the Beams and

 Length of the Beams.

Note
On each beam a sticker is attached that conveys information about the beam. (See Beam Sticker for Warping in Appendix C)

Sizing
Sizing department is the second department in Preparatory Section

Process
Basically here two large type of activities are performed in the process.

First, the ends of the Warped Beams are dipped into the Chemicals so that the yarn could become tense strong and it could bear any jerk in the next department. There are various chemicals used in this process. These are Maize Starch, PVA, Size CB, Wax, T.Wax, and Arkofil.
After the ends are dipped into chemicals, they are separated from one another with the help of needle like pins.

Second, the Warped Beams are converted into a Sized Beam. That is, the ends of all the warped beams are combined together and they are sized on a single beam. For example, if there are eight Warped beams each of 625 ends; then the Sized Beam, will be having 8*625=5000 ends.

Boiler
Boiler plays very important role in the Sizing department. The job of Boiler is to boil the water with the help of certain fuel to convert it in Steam. This steam is then sent to the Sizing department for the purpose of heating the Chemicals. Boiler is run by different things such as. Furnace Oil, Coal and Sui Gas but at MTM it is run by the Sui Gas. The Boiling Point is maintained at 100 degree centigrade. The pressure with which the steam is sent to the Sizing dept. is kept at 150 Pounds/Square Inch. An FD (Force Drive) fan is there to push the fuel into the Boiler. During the working of the Boiler, the level of water is kept at a certain level. The water of the steam comes back from the sizing department to the Boiling Room and is then reused.
Reporting for Sizing Department Reporting at the Production Spot
Two types of reports are prepared at the production spot.

(1). One report is prepared "Set Wise". When a certain set ends, then after that a report is prepared on which different information is listed such as; 

 No. of Beams produced with their specification. 

 No. of Beams brought in from the previous deptt. 

 Yam Count and Quality Code

 Machine Stoppage. 

 Date and Duration of the Set etc.

(2). A second report is prepared when the beam is issued to the Weaving dept. The information on the report contains details as;

 No. of Beams moved to Weaving dept. along with their specification.

 Weave (Drawing Department).

 Yam Count and Quality Code for each Beam.

Reporting at the Main Office of the Mills
At the Main Office of the Mills, "Stock Report of Sized Beams" is prepared. Along with this a "Material Statement" is made which gives all the detail about the chemicals used in the Sizing process.

Note
On each beam a sticker is attached that conveys information about the beam. (See Beam Sticker for Sizing in Appendix D).

Drawing
In "Drawing" the activities are performed manually. In this department, the Drawers work on the Sized Beams. Basically in this department, the Weave is given. The yarn is passed in the reed frame according to the requirement of the design of the fabric. It is actually the drawing section which has to take care of the construction of the cloth. In the drawing section specific reeds are used for specific order. For an average order the reed requires six to eight hours to be prepared.

The supervisors produce different beams of different specifications, under their supervision, for the Weaving Department

Actually, here the drawers work on the part of a loom that is temporarily separated from the loom for Drawing purpose. This part contains following basic things;

 Reed 

 Droppers 

 Heild 1

The yam (single) passes through, first, droppers and then Heild I (single yam). After that according to the requirement of the quality, yarn is weaved i-e in Reed, the weave is given. If weave is 3/1, then from reed single yam passes through dent of reed and from next dent, 3 yarns pass. All this is done

manually. After this whole work is done, the whole pattern is carried to the Weaving Department and fixed on the loom.

Weaving

Introduction
Weaving department is the most important department for any textile mill. The basic and huge investment of installation I-e LOOMS is done in this department. Scale of operation is dependent on the working of this department. Efficiency of the whole unit depends upon the efficiency of the looms in this department.
Process
A loom prepares the "Fabric". On every loom, maximum two beams can be attached. The loom draws the yam from the beams and then weaves it and the finished Grey Cloth is then, wrapped on a rod called "Cloth Roll". Here, the system of Reed, Heilds, Droppers along with manually adjusted yam in them is brought from the drawing dept. by a machine and is fixed over the looms. The loom weaves the cloth in the same manner as it is designed by the drawers. So the design and construction of cloth made on looms depends upon the design and construction that the workers of drawing department give to it.

Here basically the activity of "Wafting" is performed i-e "PICKS" are made here.

The weave (3/1 or 4/1 etc) depends upon the order. As described earlier the drawers make weave by passing yarn through "Dents". When the loom starts working the weaving is done by the "Projectile", which takes the yam and passes it through ends according to the weave. "CAM" which is on the upper side of the loom facilitates this process. During the process, there is a machine called "AIR JET OVERHEAD CLEANER", which moves in paths between the looms and sucks any wasted cotton or yam. This is to ensure that nothing sticks in the looms. Under each shed there are usually 3 or 4 Air Jet Cleaners.

Loom Stoppage

The loom stops due to following reasons;

 When a yarn breaks, the loom stops.

 When a cone ends, the loom stops. The workers put on new cone.

 When a beam ends, the loom stops and the "Knotting" or "Article"
 (explained later) is done.

 The loom can stop in case of malfunctioning. Every loom has got its own meter where Dfferent information is available as;

1. No. of rounds' completed.(In shift A,B,C)

2. RPM of the loom.

3. No. of rounds completed during the year i-e T counts.

In this department special attention is paid on each and every loom to avoid down time and supervisors and foremen play main role here.

Knotting

One beam usually takes ten days to become empty. After that a new beam is attached to it. This process is called "Knotting". In Knotting, the beam replaced is of same quality.

Article

When a beam becomes empty, then when the new beam of another quality is attached to it, this process is called "Article".

Reporting for Weaving Department

Following reports are prepared to view the working of the Weaving Department.

(1). Efficiency Report
It is the most important report for any weaving unit. It tells the Efficiency of Looms, on which efficiency of whole weaving unit depends upon. It is a daily report in which Efficiency is calculated as;

Actual Picks /  Total Picks    * 100 

(2). Article Report
This report is prepared daily by the sizing department to form a link between the sizing and weaving department.

This report specifies the Old and New Quality replaced on a loom along with the Quality specification. It also tells the reading of the loom in all three shifts, on which Article is done.

(3). Reading Report
A third kind of report is made by taking continuous information from the Weaving Dept. A person called " Time Keeper" informs the Main Office about the reputation of the Weaving dept. For every loom, this report gives it's 

 Present and Previous Reading. 

 Difference of the two readings. 

 T counts* and 

 RPM

Folding
Next to the weaving department, is the Folding Department. After the cloth is prepared on the looms, it is thoroughly inspected to ensure quality.

Inspection, Cutting and Packing is done in the same shed i-e "Folding Department".
Inspection

Unrolling the Cloth
First of all, in Inspection, the cloth is unrolled on the Unrolling Machine.
Then this unrolled cloth is taken to the machines where "Inspection Supervisors" check, correct and mark the faults in the cloth. If the fault can be corrected at the spot, it is fine otherwise it is marked and passed on to the cutting area.

The workers on the unrolling machine list various details about the process. Whenever a Cloth Roll enters the Folding department, all the information related to it is listed in a report. A Daily Roll Cutting Card is also made. This card gives details about the length of certain quality cloth cut in a day and other related information. After the cloth is unrolled, it is sent for inspection. There, the Inspection Supervisors inspect the cloth on machines and give points to the faults in the cloth. On a chart called "Cloth Inspection Chart", they write different information as I

 Inspector name 

 Shift

 Loom no.

 Quality 

 Width

 Total yards/meters 

 Type of faults and their  points

 Grade of cloth.

Also the amount of cloth inspected by each inspector is written there. (See Cloth Inspection Chart in Appendix E). There is a formal procedure for "Fabric Inspection". The procedure follows one of two choices of standards. One is "Ten Point Standard (J.I.S. Standard)". It is followed by Japanese. The other is "Four Point Standard". It is followed by Americans. In both the standards the "Grading" done is different.

Hence when the cloth is inspected, it is Graded by counting the number of points in a specific count of yards. More are the Points, lower is the Grade. Note that the fault which is corrected at the inspection spot is not given any point. Only the fault that cannot be corrected is given point. There are 17 kinds of faults that can be in a cloth If the fault is serious and repetitive, then an "Action Slip" is made. This is to take strict notice of the fault so that B and C quality cloth must be avoided.
Folding
After the inspection activity is performed. Folding, Cutting and Packing is done. But first the Folding activity is performed. Folding is done on the Folding Machine. A Folder is there to do that activity on the machine. Every fold of cloth is of one meter.

Cutting
After folding. Cutting is performed. The Inspection Supervisors give the Cloth Inspection Chart to the personnel of the cutting area that specifies the fault i-e place from which the cloth is to be cut. Hence at the time of cutting, in order to ensure quality, the faulted fabric (that is of either B or C quality) is separated from A Grade fabric. At a place of fault, the Inspection Supervisors attach a Strip that gives the detail about the fault. Moreover, whenever the buyer places an order, he specifies the cutting of the cloth. For example he can say that he wants his fabric in ten cuttings each of 110 meters, or he can say that the cloth should be in ten cuttings each one greater than 100 meters. Hence according to this specification the cloth is  cut.

When the cutting activity is performed, all its detail is entered in a register.

For example; Quality of Cloth, Cutting Length (specified by the buyer). Loom number.

 Length of A Grade Cloth.

 Length of B Grade Cloth.

 Length of C Grade Cloth.

 Length of Fents and

 Total Length.

 olding is done on the Folding Machine. A Folder is there to do that activity on the machine. Every fold of cloth is of one meter.

Packing
When the cutting is done, then "Packing" starts but before packing, the cloth is weighted to calculate its "Net Weight". After that according to the buyer's requirement the cloth is packed either in the form of a Roll or Bail. After the packing the cloth is again weighted to calculate its "Gross Weight". Before packing, cloth is first pressed to bring it in proper shape. This activity is carried out by the "Hydraulic Pressing Machine".
After the packing is performed, a list is made that is called the "Packing List". It is given to the buyer when the cloth is dispatched. (See Appendixn F)

Moreover on the bale or roll a Sticker is attached that gives information about the packing (See Appendix G).

For the organization's proper record, a "Daily Summary of Packing" is made to know the amount of cloth made with reference to the Quality. A "Damage Report" is prepared daily. It explains the cloth damaged in daily production (in every shift). Based on this report the performance and efficiency of employees in every shift is calculated and Rewards are given. Dispatch

After the packing, the cloth is shifted to the "Fabric Godown". There, proper record is kept about the amount of cloth and its quality and weight. At the day of dispatch, the cloth is dispatched from the mill.

Spinning

The procedure for making "Yarn" is called Spinning. Spinning is a delicate process because the yarn produced in this process should be exactly of the same quality and count as specified by the buyer. There are many technical aspects involved in this process. At each and every stage of yarn production, one has to take care of all the instructions and technical things to produce a good quality yam.

Process Flow Diagram

The flow of the spinning process at Mahmood Textile Mills (Unit # 5) is as

under, For Spinning unit, listed below is the detail of Production process and the Documentation for the process

Production Process

Issuance of Bales
The production process starts from the issuance of cotton bales. Based on the order (Contract) of yam, an estimate is made for the amount of cotton required for the process. The cotton is then transferred from one of the Ginning factories to the Spinning unit or it is purchased from the outside parties. When the cotton reaches the unit, the bales are weighted and their moisture is checked. After that they are shifted to the Cotton Godown. The moisture of cotton bales is again checked when they are issued for the production process. At this time the laboratory personnel came to know that exactly how much cotton would be needed for the production process with a particular amount of moisture. Relating to this a Daily Moisture Report is also prepared

Blow Room
Blow Room is the first stage in the making of Yarn. Here there are different machines on which different activities are performed in order to clean the cotton. So, the basic objective of this room is to clean the cotton to assure quality in the product. First of all in the blow room, there is a machine called "Plucker". In this, 20 bales of 20 different lots are placed. It means that from every one lot one bale is taken. The role of this machine is to separate the cotton layers because the cotton is in form of layers when the ginning factory packs it. The machine does this role by sucking the cotton into it, sending it in a "Condenser" which forwards the cotton to other place. The dust in the cotton is sent outside the blow room through a pipe. After the Plucker has done its job then the job of women start who clean the cotton by removing different impurities from it. Impurities may include jute, leaves, plastic bags and other impurities. The cotton cleaned by ladies is gathered on one side. Near this gathering of cotton there is a machine that is called "Breaker". In this, cotton is loaded which is cleaned and its wastage called "Dropping" is removed. It is first wastage that is removed with the help of machines. After that the cotton moves along a path and reaches another machine called "Exi Flow". This machine also cleans the cotton. After this the cotton reaches another machine called "Multi Mixer". In this machine cotton is mixed. As explained before that cotton taken is from 20 different bales. So the cotton is mixed together so that the mixed variety produced should be good enough to produce a high quality yarn. After that the cotton reaches a machine called "RM" which further purifies the cotton. After this machine has done its job there are two workers who remove any impurity like jute left over by the machine. After this, there is another machine, which is called "TX". This machine exerts a very strong pressure on the cotton in order to remove any impurity and then sends it to the "Filter Room". In the Filter room there are different machines that clean the cotton very thoroughly to make sure that the cotton passed to the "Carding Section" is clean to produce a high quality yam.
Lacreen- Dropping
Lacreen is the cotton containing different things such as leaves. Dropping is same as Lacreen but it is worse than Lacreen.  Otherwastages are Card Fly and Filter Fan. So the job of blow room is to clean the cotton to make sure that fine quality lint is there for the production of Yam.
Carding Department

After the blow room, the job of Carding department starts.Basically in this department three different major activities are performed.They are "Carding, Drawing and Simpering".

Carding
In Carding "Slivers" are made. These are long, soft and thick ropes of cotton. These Slivers are placed in drums called "Cans".
The cotton passed to the "Carding Section" is clean to produce a high quality yam. Here cleaning the cotton gets different kinds of wastage. These are 

DRAWING
In the drawing section, a process is there where the lengths of the slivers is increased. This process is called "Drafting". Twelve (12) canes of slivers are placed in a sequence and after that slivers from these canes are combined to form a single sliver of larger length. Here, thus, the slivers are combined to form a single sliver of a larger length.

Comber And Carded Yarn
After the Drawing activity, the mill either makes "Carded Yam" or "Comber" or, both, based on the order. Comber is finer than the Carded Yarn. For Comber, a special process is there in a comber section where "Laps" are made. These are made by making rolls from the slivers and removing any further waste (Comber Noil) to ensure quality. After removing the waste, again the slivers are made to prepare them for the "Simplexing" process. Another waste (Short Fiber) goes outside the process with the help of pipes.

SIMPLEXING
In the Simplexing section the Frames of carded yarn and comber are separately run. Here, from slivers, "Roving" is made. This is basically thick yarn from which later the yam with specified counts is made. These Roving are wrapped on specially made thing called "Bobbins". These Roving are then carried over to the Ring department.

Ring Department
Here at the ring department, the yam with specified count is made. The Bobbins made in the previous department are carried to this department where these are run on "Spindles". At spindles the yarn is made which is of the count specified by the buyer. These Spindles are run in frames. Each frame is of 480 spindles.

Auto Cone Department

After the yam is made on "Rings", it is carried over to this department which is called "Auto Cone". Basically in the previous department the yam has been made and the only objective of this department is to join the yarn and bring it on the cones. The "Rings" are placed on the machines that draw the yam from them one by one, joins it and wraps it on the cones.

Packing Department

Here at the Packing dept, the cones are packed. The packing is of two types. One is the Export Packing and the other is the Local packing. Export packing is finer than the Local packing. At this department a certain amount of moisture is maintained to add a certain amount of weight to the yarn.

Note that a certain amount of temperature is also maintained in all the departments to avoid some technical problems.

Yarn Godown

After packing, the yarn is transferred to the Yam Godown. In this Godown, all the record is kept about the amount of yarn, its quality and the count. Packing is of25.21K.gs. (Gross weight) and of 22.68 Kgs. (Net weight). At the time of dispatch the yarn is dispatched from the Godown.

Laboratory

The laboratory plays very important role in Spinning. It's role starts from the issuance of the bales. When the bales are issued, the laboratory checks their moisture and a Moisture Report is prepared for that. In each department the raw material is checked by the laboratory for it's moisture. More over the laboratory also prepares report of various wastage for different departments. It keeps record of daily production, monthly production and wastage etc.

Documentation for Spinning

Like Weaving, for Spinning unit proper documentation is done. The managers keep record of each and every activity. For each and every order, the record about raw material inventory, work in process inventory and finished good inventory is kept. The laboratory prepares different reports relating with the production process. But in contrast to Weaving, the reports prepared in the Spinning unit are less. Now, lets have a view of the reports that are prepared in the documentation of the Spinning.

(1). Cotton Stock Report
This report is prepared about the daily stock of cotton. This report contains information as;

 Daily Incoming Cotton

   Cotton in Opening Balance

  Previous Outgoing Cotton 

  Daily Outgoing Cotton and

  Remaining Stock of Cotton

(2). Daily Cotton Issuance Report
This report is prepared when the bales are issued to the Blow Room. This report contains information as;

 Date of Issuance of Cotton. 

 No. of Bales Issued. 

Station (Ginning factory from which the bales are transferred or purchased).

 Purchase Weight of Bales. 

  Mills Weight of Bales. 

  Shortage or Excess in Weight of the Bales (due to the moisture).

(3). Shortage and Excess Report
Due to the moisture in the bales Shortage or Excess occurs in the bales. Shortage occurs when the moisture is lessened due to heat in the mills. Excess occurs if the bales are kept exposed to any rain in the mills. That is why a report is prepared about "Shortage and Excess". This report contains information as;

 Lot No.

  No. of Bales.

 Shortage.

 Excess.

 Station and  Moisture.
 (4). Cotton Summary Report
This report is about the Opening, Received and Issuance of cotton which is

prepared in a summary form.

This report contains information as;

 Opening Balance of Cotton.

 Cotton Received.

 Total Balance.

 Cotton Issued to B/R (Blow Room).

 Closing Balance.

Note that this report contains figures for the whole month.

(5). Yarn Stock Report
This report gives information about the amount of Yarn in the Opening Balance, Yarn Produced, yarn Packed (Export and Local) and yarn in the Closing Balance, in one day. This report also contains other small reports about yarn as;

 Yarn's Clearance Report. 

  Yarn's Production Report.

  Yam's Doubling Report. 

  Hard Waste Report and 

 Shut Down Report.

(6). Production Accounts of each Month
In Production Accounts for a month, two reports are prepared.

 (1).  One report contains information as;

 No. of Spindles, Installed, Available And Worked.

 Moisture in Cotton and Yam.

 Cotton Opening Work in Process.

 Cotton Issued.

 Net Cotton Consumed.

 Recovery of Cotton from the Waste and

 Detail of Cotton Waste.

(2).  Another report of Production Accounts gives details about Yam Opening, Yarn Received, Yarn Produced, Yarn Clearance (Export, Local) and Closing Balance of Yarn, for the whole month It also gives detail about the "Doubling of Yarn" for the whole month and the "Efficiency of the Spindles" for the whole month.

EXPORT

Introduction
Export is the most distinctive recognition of Mahmmod Textile Mills. It is the most powerful weapon that MTM has got in the field of Textile. It is due to the export that today MTM has got a distinction in the production of textile products. MTM exports both, the Yarn and the Grey Cloth but major export is in the field of yarn. Hence yarn is the major contributor to the earnings from the export. Currently Mahmood Textile Mills has four brands of yarn. They are;

1. Cotton King
2. Palm
3. Zaitoon
4. Engine
In Fabric MTM has 214 qualities of grey cloth.

Export at Mahmood Textile Mills

The activity of Export is carried out at the Head Office of Mahmood Textile Mills. For export, there is a separate department for export known as Export Department.

Procedure for Export at MTM
There are various steps involved in export. These are explained below.

(1). Receipt and Checking of Letter Of Credit (Lc)
At Mahmood Textile Mills, the export procedure begins by the Sales Contract. After the contract, the buyer opens Letter Of Credit (explained below). The concern person of MTM studies the Letter Of Credit on receipt and makes sure that its particulars are according to the sales contract. If there is any discrepancy between the sales contract and LC, it is removed.

Letter of Credit

After the contract is developed, the buyer opens Letter of Credit in his bank (foreign bank) and that LC is sent to MTM's bank by that foreign bank. Then MTM's bank forwards the LC to it.

It is a document that is cashed when exporter hands over the negotiable documents (explained later) to its bank. In an LC the buyer quotes following important explanation;

 Product Specification.

 Amount of the transaction in US dollars.

 Shipment detail

 Packing detail.

 Bank detail (that opens LC)

Note that LC has an expiry date. If the shipment cannot be made on time, then the LC cannot be cashed and it is expired. Hence the expiry date compels the exporter to send shipment on date.

2). Finalization of Production and Shipment Schedule
Then the preceding procedure is over, then the concern responsible person f the export department prepares the Shipment Schedule keeping in view i.e. booking. This schedule is finalized by the director and then it is sent to i.e. GM at the mill who makes the Production Schedule by keeping in view i.e. Shipment Schedule.
3). Custom Clearance, Shipment, Buyer Information

 When the goods are produced, the Office Manager finalizes and discusses all programs with Manager Export before dispatching the goods from mills and makes arrangements accordingly.

 When the goods are dispatched from mills the office manager informs the export manager about the dispatch and gives Performa Detail Of Dispatch (It is a small report that gives the details about the dispatched products) which is used in maintaining the export record.

 The Clearing Agent is also informed accordingly about the dispatch and all the documents are sent to him after they are checked by the Audit Department.

 When the goods are dispatched from the mills, the buyer is informed

 The clearing agent arranges custom clearance and sends the Bill Of Lading (explained below) to the export department.

Bill Of Lading

when the goods are cleared from the custom and reach shipment, then the ipping company issues Bill of Lading to the exporter. Bill of Lading intains following important information;

 Shipper and Consignee's particulars.

 Place of Receipt, Loading and place of Delivery.

 Forwarding Agent.

 Country of Origin of Goods.

 Port of Discharge.

 Description of Goods and Packages.

 Container Numbers.

 Weight of Goods and

 Total Freight (in US $ and local currency).
 4)checking of billoflading and Buyer Information

 against the Letter of Credit to make sure that there is no discrepancy between them. If there is some, then it is the job of the agent to get it removed from the Shipping Company. 

 An Export Register is maintained where all the information is entered about When the agent sends the Bill of Lading to export department, it is checked the documents.

 After checking the Bill of Lading, the buyer is also informed about the shipment by Fax or by Phone.

Now, before explaining the next step, it is necessary to tell you about the Negotiable and Non-Negotiable Documents.

Negotiable And Non-Negotiable Documents. Negotiable Documents
These are the documents without which exporter cannot take payment from its bank. These are the documents without which the buyer cannot receive the goods he imports.

exporter transfers the negotiable documents to its bank and receive the payment which is specified in the LC. This process is called Negotiation of Documents. Our bank sends the documents to the foreign bank and the foreign bank transfers them to the buyer and the buyer receives the goods from the shipping company and gets them cleared from the custom.

Following documents are the Negotiable Documents',
 Letter of Credit.

 Bill of Lading.

 Invoice.

 Bill of Exchange.

 Packing List.

 Certificate of Origin.

 Insurance Policy.

 Form E and

 Beneficiary Certificate.

note that all these documents are original copies. their further explanation will be presented afterwards.
non-Negotiable Documents
These are the non-original documents (either photocopies or faxes) of legotiable documents that are given to the buyer just for providing him nfbrmation about different steps. With the help of these documents, exporter cannot take the payment from the bank and the buyer cannot receive the goods.

These documents are sent directly to the buyer while the Negotiable documents are always sent via banks.

Negotiation of Documents

 After receipt/correction of Bill of Lading, export department prepares the documents for negotiation/collection of the payment and sends them to the audit department for checking.

 If the documents are passed by the audit dept., the director and the export manager sign the Bill of Exchange (explained below). After their approval, the documents are sent to the bank for the negotiation. Two copies of the Invoice (explained below) and Bill of Lading are sent to the account section for Freight and Sale Booking.

 After this, a person appointed by the export department follows up the documents in the bank, removes any discrepancy, if pointed out by the bank and receives the payment from the bank on the same day.

 After this, negotiation file is sent to the Rebate Assistant for the preparation of the rebate cases.

Bill of Exchange

Bill of Exchange is a document that is used to draw money from the foreign bank. Exporter sends this bill to its bank which forwards it to the foreign bank that opens LC.

Invoice

In MTM the invoices prepared are of two types;

(1).  First, the invoice that is prepared is for the purpose of "Custom Clearance". Its only objective is to clear the goods from custom checks. From the two types of Invoices, this one is prepared first. The basic difference between the two is that, in first one, the information about;

Description of Goods, Unit Price and Amount of goods (in any currency) is given to small extent for secrecy purposes. Only that much of information is given that can serve the purpose of Custom Officers.

(2).  The second type of Invoice is prepared for the purpose of "Negotiation of Documents". This Invoice is submitted to the bank. Each and every information about the transaction is given in full detail here.

Settlement/Payment of Expenses
 With each shipping company, the Director or the Export Manager settles the rate of Sea Freight in American dollars for each destination.

 After or before receipt of Bill of Lading, Sea Freight Payment Performa

 (explained below) is filled by the export department which is then sent to the account section for necessary action. 

 The Performa is checked by the account and audit department and is sent to the Director for approval of Demand Draft Issuance. After approval account section arrange Demand Draft.

 After that the Demand Draft is sent to the shipping company along with 

 the Performa and its two copies are kept at the export department for recording purposes.
Sea Freight Payment Performa

It is a Performa made by the export department specifying the terms of transactions with the shipping company. It is sent with the Demand Draft and contains following important information;

 Containers' Numbers.

 Number and Date of Issuance of Bill of Lading.

 Invoice number.

 Destination.

 Freight in Rupees and US$.

Payment of Foreign Commission
 The export department prepares the Outstanding Commission Report and sends it to the accounts department for the issuance of Demand Draft.

 After the verification accounts dept. hands over the documents to the audit dept.

 If the audit department passes the documents, then they are sent to the director for the issuance of Demand Draft and the payment is made.
Payment of Local Commission

After the shipment is made, the agent sends request for the payment of Local Commission.

Export Manager checks the contents of the request and sends it to the account department for payment along with some other concerned files. When the account department checks it, it then sends it to the audit department for further verification. After audit department's verification, account department gets the Demand Draft issued from the director and sends it directly to the agent.

CF,CIF,AND FOB

In Mahmood Textile Mills, there are three different conditions in which the freight is paid. These are;

 CF

 CIF and  FOB

 CF

 Means "Cost and Freight". It means that exporter will pay the freight till destination.

CIF

Means "Cost, Insurance and Freight". It means that along with paying freight till destination, the exporter will also get the goods Insured on his/her own expense.

FOB

 Means "Freight on Board". In this the exporter will pay the freight till boarding only. Remaining freight is paid by the buyer.

Getting Rebate from the Government
When the above steps are over, the job of Rebate Assistant starts.

 With the help of some documents such as Shipping Bill (explained below), he prepares the rebate case and sends it to the custom for payment after the checking of audit department and export manager.

 He then follows the case till receipt of payment.

 After the receipt of payment, he maintains its record and hands over the check to the accounts department.

Shipping Bill

 It is given to the exporter by the shipping company when the ds are shipped on board. Its important contents are;

 Export Registration Number.

 FOB in foreign currency

 Freight

 Rate of Exchange

 Exporter's and Consignee's particulars.

 Name of Vessel or AirCraft

 Port of Discharge.

 Country of Final Destination.

 Packages (description, marks and numbers)

 Quantity (units and amount)

 Description of Goods.

 Export Value and

 Other information (Form E No., Unit Price, Vessels name etc.)

Other documents involved in Export Form E

Form E is attached with the documents when the goods are being cleared from the custom.

In this Form, the exporter informs the government that its specified bank will collect the payment from the buyer within 120 days. It is so because there is a law in our country that the proceeds from exports should be realized within 120 days after shipment, otherwise State Bank Of Pakistan takes strict notices to know, where is the foreign exchange going. On this Form, exporter's specified bank also gives its statement about the exporter that it knows the exporter and will collect the proceeds within 120 days. In case of no realization, it will inform the State Bank about the  circumstances. On Form E, other information is made available as;

 Description of Goods in detail.

 Quantity (In bales, bundles, pieces, tons, Ibs., etc.)

 Invoice Value (In $) and Terms.

 Destination, Port, Station.

 Name and Address of Consignee.

 Name of Steamer or Air company.

 Reference of Bill of Lading or Airway Bill.

 Port of Shipment/Post Office of Dispatch.

 Land Custom Post.

.

Packing List
For the purpose of Custom Clearance and later on providing it to the buyer, a Packing List is prepared. It contains information as;

 Description of Goods.

 Bales numbers.

 Measurement.

 Total number of Packages.

 Total Gross Weight.

 Total Net Weight.

It is a negotiable document and is sent via bank.

Shipment Detail to the Buyer

When the goods are shipped, a detail of dispatch is sent to the buyer that contains all the information about the Goods and their Packing. It is a non-negotiable document and is only for buyer information.
Certificate of Origin

Certificate of Origin, as it is clear from the name is to certify that the goods being exported to the importing country are of Pakistan origin. There are some countries in which goods of certain other countries are banned. Hence this is to make sure that the imported goods are not banned in the importing country, by the government. This is also a negotiable document and is sent via bank.

Bill of Export

When the exporter submits different documents to the custom office for the purpose of Custom Clearance, the Custom Office, issues a Bill of Export. Based on this bill, goods are cleared from the custom. It contains each and very information about all the transactions.

buy-Back-Cum-Indemnitv for Export/Inland Bills
After the exporter has negotiated the documents it signs a "Buy-Back-Cum-Indemnity for Export/Inland Bills". In this it accepts that it will buy the negotiated documents back from its bank. at the amount of bill of exchange plus all the bank charges and mark up at the rate specified by the bank within settled number of days, in the event of the said documents being refused to the bank by the bank opening/confirming the credit or dishonoured by the drawee after acceptance, insolvency of the drawee or the bank that has opened the LC or any other reason whatsoever.

.

PURCHASE

Every organization has the need to purchase the raw material, heavy machinery, daily used products etc., so has Mahmood Textile Mills. At MTM there is a separate department for purchase known as "Purchase Department"
At MTM the purchase falls in four categories.

1. Import

2. General Purchase

3. Cotton Purchase and

4. Yarn Purchase

Let's first have a look on MTM's Import.

Import
Mahmood Textile Mills imports the goods that are not produced locally. So far Import a proper procedure is followed at MTM. or every organization to import, it has to, first, register itself in the list of importers. After that, the Importer can import. MTM is also registered in importer's list.

Import at Mahmood Textile Mills

 The necessity to Import arises from the need. When the need of some thing arises at the mills, they make Purchase Demands and send it to the Import Department.

 When Purchase Demand reaches the Import Department, the Import In charge studies the demand carefully and then sends the detailed information about the required item(s) to the Indenture (Agents of foreign Manufacturers. They act as middleman) for Indent/Performa Invoice (explained later).

 When the Indenture sends the Indent/Performa Invoice to the Import In charge. The Import Incharge sends it to the concerned department at the mills for the verification and the confirmation of the demanded goods. The Head of the concern department evaluates it after his approval sends it back to the Import In charge.

 When the Performa Invoice is confirmed. Import In charge sends       application for opening of Letter of Credit to the bank along with             insurance Cover Note (Insurance is necessary for import. Without              insurance, bank refuses to open LC). The Indenture informs the             manufacturer about it and asks him to send the items.

 When the shipment clearing documents come at the bank, the Import inharge receives them from the bank and gives them to the Clearing Agent or Custom Clearance.

 The Clearing Agent, after clearing the document form the custom, makes delivery Challan and sends them to the mills. Import In charge notes each and every detail about the  Import in the import Register.
Performa Invoice

The Performa Invoice is made by the Indenture to confirm the goods and r particulars, the organization is demanding. Moreover it tells the importer about the Price, Payment, and other Terms and Conditions. Forma Invoice has following contents;

 Exporter's Name and Address.

 Importer's Name and Address.

 Description of items.

 Quantity.

 Terms and Conditions.

 Country of Origin.

  Delivery Date. 

  Mode of Payment.
Other Documents Involved In Import Open Bond Manufacturing Certificate (OBM)
It is an incentive that the government offers to the importers. It is only for the goods which are not manufactured in the local market (and must be imported).

According to this incentive, when the Importer imports the goods, then the government doesn't receives Import duty on the goods, provided that the goods manufactured by the Imported machinery or part, later on, must be then exported. Later, the excise department is responsible to see whether the organization is fulfilling its obligations.

Form I
Form I is an application for permission under the Foreign Exchange Regulation Act, 1947 to purchase Foreign Exchange for payment of Imports. In this Form, the Importer declares;
 That the mentioned payment is due and that he has not already obtained exchange for payment for Imports nor he has made any other application for this purpose.

 That the amount of Foreign Exchange mentioned represents the correct prevailing marker price for the goods on the date of contract in the exporting country.

 That he is neither connected with the exporter abroad directly nor indirectly nor do he has any financial or other interest in the exporters.

the Importer certifies that;
The imports are covered by a valid Import License/Import Permit/Sub uthorization/Authorization duly registered with the State Bank of Pakistan.

importer undertakes that the remittances being made shall be utilized for e Import mentioned and he shall clear the goods for consumption in ikistan with in four months from the date of application.

A part of this Form I is completed by the Authorized Dealer who certifies that the statements made by the applicant in the form are to the best of its knowledge correct and it has seen documentary evidence in support there of.

The dealer also certifies that the remittance has been made in accordance with method of payment as per existing Exchange Control Regulations.
Bill Of Entry 

The Bill of Entry is just like Shipping Bill. With the help of this document, import department clears the goods from the custom. It carries all the information about;

 The Importer.

 Letter Of Credit.

 Freight.

 Goods (Their price, units, weight, packages).

 Shipment detail.

 Sales Tax, Income Tax, Custom and Excise Duty.

Invoice
When the exporter negotiates the documents, he sends Invoice to Import department that specifies;

 Goods imported by MTM

 Air Freight and Forwarding Charges.

 Port of destination.

 Payment (in importing country's currency).

 Type of Packing

Airwav Bill

When the goods are sent by ship. Bill of Lading is made. When the goods are sent by Air, AirWay Bill is made. AirWay Bill possesses following information;

 Airport of destination.

 Flight/Date.

 Amount of Insurance.

 Handling Information.

 Number of pieces of goods.

 Gross Weight and Net Weight.

 Rate/Charge.

 Nature and Quantity of Goods.

It is a negotiable document.

The exporter also sends Certificate of Origin and Letter of Credit to the Import department which are both negotiable documents.

General Purchase

The Purchase department of Mahmood Textile Mills purchases different parts and daily used products from the local market too. But Installations and other heavy machinery are imported, because they offer high-class quality and prolong warranty periods. The goods purchased locally, fall in the category of General Purchase.

General Purchase at Mahmood Textile Mills
 Whenever some locally produced thing is required at the mills, the concern department inchargr  checks that whether the thing lies in Mill's Store. If it is there, he gets it issued from the store. If it is not there, then Purchase Demand (Purchase Demands contain detailed information about required items like Quantity, Quality and other specification) is made, which after approval of the Head of the department goes to the Purchase department.

 After analyzing the Purchase Demand, Purchase In charge asks for Quotations from various suppliers and makes Comparative Statements. Based on them he makes Purchase Order which is then sent to the director for his approval.

 After Director's Approval, Purchase order is sent to the Approved Supplier.

 When the goods are received, they are sent to the mills with a Delivery

           Challan.

 Store sends Goods Receipt Note after receiving the goods, to the

            Purchase Department.

Note that Chemicals and Packing Material for Weaving and Packing Material for Spinning is purchased on the basis of Daily Stock Report. For them Purchase demand is not raised from mills.

In Mahmood Textile Mills, the goods are only purchased from Approved Suppliers. There is a formal system for the evaluation of the Suppliers/Subcontractors. After the suppliers are evaluated the Approved Suppliers' names are entered in Approved Supplier List. Those items that do not affect the quality of the product can be purchased from unapproved suppliers. Also in case of emergency this can be done.

Yarn Purchase

As mentioned earlier, Mahmood Textile Mills also purchase the yarn from outside parties inspite of its own Spinning units. The yarn is only purchased from the approved suppliers and it is made sure that the yarn purchased is of high quality to produce a good high quality fabric.

Yarn Purchase at Mahmood Textile Mills
 Yarn Purchase is responsibility of the Director for Weaving. He receives

 Daily Yam Requirement and Daily Yam Stock Report (explained later)      from weaving mills and based on them he finalizes the purchase of  yarn. The Brand is selected by the Director

 Yam Purchase Assistant prepares the Purchase Order of Yam withconcern of Director and the Director approves the order after analyzing it.

 After Director's approval, order is placed to the supplier. 

 When the goods reach at mills. Yam Go down Incharge receives them and sends confirmation of receipt of goods to the Head Office. 

Note that the order is made in anticipation. Hence no shortage of yarn occurs at the mills.
Daily Yarn Requirement Report

The Daily Yarn Requirement Report carries information as;

 Amount of Yam (in meters) required for Warp. 

 Amount of Yarn (in meters) required for Weft.

 Total Yarn (of different Counts) required for production of different qualities.

Daily Yarn Stock Report

Daily Yarn Stock Report carries information about yarn available for production. It specifies the;

 Yam (of different Counts) available for production.

 Brands.

 Percent PC.

 Opening Balance.

 Receipt (Purchase, Return)

 Issued (for Warp and Weft)

 Transfer and

 Closing Balance.

Cotton Purchase

MTM also carries the activity of Cotton Purchase. Inspite of the owners' own Ginning factories, cotton is purchased from outside parties due to heavy requirement of cotton for four (4) spinning units.

Cotton Purchase at Mahmood Textile Mills

 For Cotton Purchase, Director selects Ginning factories based on their Site Location. On demand of cotton from the mills, he calls for sample from his selected Ginning factories and sends the sample to the mills for testing.  

 After testing, the sample is sent back to director for approval/disapproval  along with the Cotton Testing Report.

 In case of approval, the Assistant for Cotton Purchase makes Purchase Order for Cotton.

Note that Purchase Order is only for outside parties. For owners' own ginning factories, cotton is just transferred from one of ginning factory to the mill by a Transfer Notice.

 After the Director's approval of the order, the order is sent to the supplier and the Godown Keeper is also informed about the purchase order at the mill.

 When the Cotton reaches the mill, Godown Keeper receives it and informs at the Head Office about the receipt of goods.

Local Sale

In addition to Export, Mahmood Textile Mills also sells the Yarn and Fabric in the Local Market. The Local Sale Director makes the contract and he is responsible for sale of cloth in the local market. He takes help of the Local Sale Assistant. Usually, A Grade products are exported and B and C Grade products are sold in the local market. Obviously the rate for B and C Grade products is less than the A Grade products but these are also easily sold in the local market as compared to the foreign market because foreign market is more quality conscious than the local market.

Local Sale at Mahmood Textile Mills
 Local Sale Assistant receives Daily Stock Report for Cotton and Yam to see that the stock is available for sale. 

 Local Sale Assistant discusses with the Director, daily, about the dispatch of products to inform him about the amount of yarn and cloth to be exported and the amount of yarn and cloth available for local sale.

 When the buyer consults the director for purchase of either yam of cloth, the Local Sale Assistant makes Purchase Order Detail for Cotton or Yam  explained later) and sends it to the buyer.

 The buyer, after specifying his/her requirements in the Purchase Order,

       sends it back to the Local Sale Assistant.

 Local Sale Assistant sends this Purchase Order to the Office Manager,

      which then sends the goods to the proper buyer.

 Local Sale Assistant prepares the Invoice and sends it to the buyer after  getting it approved from the Director.

Purchase Order Detail for Cloth
Purchase Order Detail for Cloth is made to know the buyer's requirements. It is then sent to the buyer and based on this the Cloth is prepared for dispatch. The Order contains following contents;

 Date and Buyer's Reference.

 Quality of Cloth required.

 Quantity of Cloth required.

 Dispatch Schedule.

 Number of Bales or Rolls needed etc.

Purchase Order Detail for Yarn
Purchase Order Detail for Yarn is also made to know the buyer's requirements about yarn. It is sent to the buyer and based on this the Yam is prepared for dispatch. 

The Order contains following contents;

 Order Number. 

 Buyer's Name.

 Required Weight per Cone.

 Required Net Weight per bag.

 Required Cones per Bag.

 Total Bags required.

 Yarn Count(s) required.

 Yam Quality required.

 Required Brand(s). 

 Delivery Schedule:

o Date of Delivery.

o Bags per Container.

 Type of Packing required.

ISO 9002

In this era of rapid technological changes and new innovations, every customer has become quality conscious. Customers now a days want the assurance of quality either through product design or through image or the personality of the product. In response to this trend, marketers all over the world are either offering to the customers, products with high quality design specifications or they are concentrating on the image marketing.

The ISO 9000 is the answer of every customer demand through which the organizations can assure customers of their products' high quality. Coping with this Mahmood Textile Mills has also achieved "ISO 9002" Quality Award. It gives Mahmood Textile Mills the international recognition as the producer of High Quality Yam and Grey Cloth.

In the whole world, it is now a general rule that without ISO Certificate, an organization cannot export. Hence for Mahmood Textile Mills, ISO has become a basic requirement.

At MTM, management has a formal procedure to comply with the ISO 9002 requirements. The organization keeps formal record of establishing and maintaining procedures for every kind of activity starting from purchase of raw materials till the dispatch of finished products. All the procedures documented in the ISO 9002 requirements are thoroughly followed at each and every activity. Moreover MTM carries out periodic Quality Control Audits to confirm its compliance with the ISO 9002 requirements The Internal Audits are carried out almost once in a month, but the External Audits are carried out after six months (Each External Audit costs almost Rs.90,000). In each External Audit, the auditors see the compliance of the organization with the ISO standards. They see the various clauses of ISO that whether the organization is implementing them. Moreover they see various ISO documents. They see people working, their awareness about ISO and their training levels.

The company is implementing following clauses of ISO;

1. Management Responsibility.

2. Quality System.

3. Contract Review.

4. Document and Data Control.

5. Purchasing.

6. Control of Customer Supplied Products.

7. Product Identification and Traceability.

8. Process Control.

9. Inspection and Testing.

10. Control of Inspection, Measuring and Test Equipment.

 11 .Inspection and Test Status.

12. Control of Non-Confirming Products.

13. Corrective and Preventive Action.

14. Handling, Storage, Packaging, Preservation and Delivery.

15. Control of Quality Records.

16. Internal Quality Audits.

17. Training

18. Statistical Techniques.

MTM prouds to have achieved this award and hopes to keep up its compliance with it in the long run.
PERSONNEL MANAGEMENT

Personnel Management is a very important activity for any kind of organization. The personnel of any organization are its keys and with the help of them the organization can do miracles in its business. It is but upto the organization that how it manages its employees. Mahmood Textile Mills also does Personnel Management in its own particular way. Let us now see how this organization carries out various activities in the field of Personnel Management.

Recruitment and Selection

Whenever some unit of Mahmmod Textile Mills starts its working the recruitment is done on the basis of Sanction Strength. Sanction Strength is the estimate of the workers, middle and top managers. The recruitment and selection of middle and top managers, that occurs in a normal, day by day working is carried out in the Head Office. For workers it is in the concerned unit. GM (General Manager) or TM (Technical Manager) does that. A register is maintained in the Time Office which gives information about;

No. of workers Enrolled.

No. of workers to be Enrolled in future.

No. Of workers on Leave

No.of workers Absent etc.

Orientation
Orientation is necessary for any kind of worker and the manager. The concerned Officer or the Director is made responsible for conducting Orientation.
Training and Trail
Training and Trail is only for entry level positions.  When a worker is selected, he is, then, passed through a Trial Session for 6 or 7 days. The Foreman of the concerned department conducts the trial. He reports to concerned incharge. If the person is working well in trial, he is passed and Incharge is informed that the person is fit for the job. When a worker has successfully passed the trial, he is then placed permanently and a "Worker Number" is allotted to him. His file is maintained with reference to his worker number in which every kind of information about him is inked. During the trial, the foreman also gives continuous training to the worker but long training sessions are not carried out in the organization. Hence, the worker is examined during his training that whether he can do the job.

Placement
The placement of the worker is temporary when he is selected and placed in a trial session. The placement becomes permanent when the worker passes the trial. The selection of the middle or the top managers is in the Head Office and at the time the managers are selected, they are placement as permanent. For them there is no trial. The job description is given to the worker or the manager after the selection and in this respect the documented procedures of ISO 9002 for job description are followed.

Salaries
The salary of a single worker is Rs. 2100/- per month which is called Gross Salary. Overtime is paid according to the hours worked over and above one shift of eight hours. The salary of the middle and top managers is determined by the concerned Director. There is lot of variation in it.

Rewards

The rewards given to the lower level are of two types

1    Rewards which are given to weavers.

2    Rewards which are given to workers.

(1).  The amount of reward which is given to the weavers is based on their

work done. When a certain weaver weaves the cloth, then the Time Keeper places a sticker (Tape) on the Cloth Roll which describes,

1    Length of cloth weaved.

2    Name of weaver.

3   Loom number.

4     Quality.

5    Efficiency of loom etc.

After that at the Cloth Inspection level, the condition of the cloth is checked and based on the condition of cloth weaved, that is "number of faults" etc., the reward of weaver is determined.

(2).  For second type of rewards which is given to the workers of other depts. the cloth which is at the end inspected determines the rewards. From the cloth, the faults that are due to the workers of different departments is seen. For example, in case of Sizers, the managers see the faults in the cloth which are due to the sizers. The length of the faulted cloth is subtracted from the total length of the beam and then based on this length the reward is determined. Similarly the rewards given to the workers of Warping, Drawing departments etc. follows the same rule. On various reports prepared, different faults with respect to different departments are mentioned . Those are taken into account.

The rewards given to the middle and the top managers depend on the will of the concerned Director.
Bonus
Bonus is given annually with respect to percentage of profit. (Percentage is determined by the concerned Director).

Facilities

The facilities are provided to all the levels.

 The GM of the unit as been given a good reasonable home and a car.

  Middle managers have been allotted homes.

 Lower Managers are also been provided homes but for four lower managers there is one home. 

 Moreover the personnel are provided free Electricity and Gas into their home

Workers Union
Union concept is different here. Union in at the mills (production units). Unit #1,2 and 3 has one union. Unit no. 4 and 5 has another union. Union's President and Secretary are elected by the workers. But usually they are the persons whom the owners want to be president or secretary. They take 1% share from the workers' bonus but according to the workers they are of no use to them.

Attendance

For attendance every worker is given an "Attendance Card" and he brings it in the unit in the morning when he comes to work. From that card the

attendance is shifted to a register for the purpose of making "Daily Attendance Report for a Shift". This report contains information as;

No. of workers that should be on work.

No. of workers actually on work.

No. of workers in trial.

No. of workers present.

No. of workers absent.

No. of workers that have come on time.

No. of workers that have come late.

Leaves

The company has a leave system for the benefit of the workers and the managers. In this system there are three kinds of leaves. They are;

1. Sick Leave (SL). They are 8 per year.

2. Casual Leave (CL). They are 10 per year.

3. Annual Leave or Earned Leave. They are 14 per year.

If a person is on leave, then his salary is not deducted, but if a person has taken his all leaves and is now absent then his salary would be deducted for that day.

According to the government's law;

If a person has taken all the 18 (SL & CL) leaves in a year and is now absent, then he cannot take 14 Annual leaves the next year, even he was absent only once apart from his 18 leaves. But the company has extended this benefit to 4 absentees apart from 18 leaves.

By working more than 8 hours a worker can take either;

1. Overtime or

2. CPL (Compensation Pay Leave).

When ever a worker works more than 8 hours and does not takes overtime, then his CPL is noted and against this he can take one leave without marking himself absent. When a worker is newly selected, he cannot take leave for the first three months, but his leaves are deferred in the proceeding months
Gratuity

Gratuity is another benefit which is given to the employees. It is the one month's basic pay which is added to employees' Gratuity Account after completing his one year in service. For example if the basic pay of an employee is Rs. 1000 per month, then after one year Rs.1000 will be added to employees' Gratuity account but it will not be given to him. When the employee will get resignation or he will get retirement then the whole gratuity will be given to him. If the above employee has retired after 25 years then his gratuity after retirement will be 25,000 rupees.

There is no contract with the workers or managers for their job. However one has to inform one month before his resignation so that the mills can arrange another worker or the manager. Otherwise in case of no reporting, one month salary of that person is deducted.

The Personnel Management of the company is good but it is not like a Multinational company. Specially the salaries of the middle managers are very low and the rewards and fringe benefits are limited.
ORGANIZATION CULTURE

The culture of the organization is very hard working where teamwork is appreciated and there is no communication gap between the various levels of the hierarchy. As far as the rules and regulations are concerned, employees are expected to stick closely with them. No negligence on the part of the workers or the managers is tolerated. The organization values a safe, stable, predictable and rule oriented environment. All the Owners of the mills have a very strong control on the behaviour of the personnel. No one is seen sitting idle and having a chat with someone, rather every one is seen working hard and committed to the Quality. The organization encourages the workers and the managers towards commitment to quality. Every department carries boards and charts with beautiful messages like;

 HARD WORK IS A KEY TO SUCCESS.

 QUALITY IS THE ONLY WEAPON TO WIN CUSTOMERS'

 LOYALTY.

 COMMITMENT TO QUALITY IS OUR MOST DOMINANT TRAIT.

 CUSTOMER IS THE ULTIMATE JUDGE.

Hence whenever some one goes to the mills or at the Head Office, he finds every one working in a very disciplined environment, the environment that is very important for any good and successful organization.
SWOT ANALYSIS

SWOT analysis is a very valuable tool to judge the position of an organization within a given environment. It helps to determine that what will be the response and strategies of the company upon facing certain internal and external environmental stimuli. As a whole, this analysis best captures the picture of the organization within a given context. To determine this picture of Mahmood Textile Mills, I have done the following SWOT analysis, based on my own observation during my internship program and on the comments and views of the organization's one of top manager, Mr. Amin Pal (General Manager Finance).

Strengths

Following are the organization's main strengths.

Good Governance And Policies
The owners of this organization lead the organization by good governance. They provide proper guidance to each and every member of the organization. There is no communication gap between the workers and the owners. Even a worker at the lowest level of the organization can come to the owner(s) and can explain his problem or offer some recommendations for improving some area. Once in the month of July, a sizer was hired for the weaving unit. He faced problems while doing his job. Although he was passed through the trail session but he was not satisfied with the kind of job he was asked to do. He came directly to the director for weaving and explained his problem. The director encouraged him and placed him in another department of the weaving unit where he could be satisfied. He also visited the worker, later on, to see that whether he was satisfied at his job. Now, the worker could also go to the Foreman, or Office Manager or Mill Manger or any other manager but the culture of the organization enabled him to go directly to the director and explain his problem. So there is no communication gap between workers and managers. Moreover the policies of the owners are good and timely. They take accurate and timely decisions to help organization keep pace with the changing environment. Recently they have got ISO 9002 certificate for their ROOMI ENTERPRISES. Although it is very small organization but the owners have found it necessary to get it ISO 9002 certified to keep their compliance with the current trends.

The owners of the organization also have a very strong control on the operations of the organization. Even a bill of tea or ballpoints is first passed by the director and then they are purchased and used. The owners also exert a tight control on the working and behaviour of the employees. The culture of the organization as explained before is very hard working and rule oriented. So the owners have maintained such a control that no body is ever seen sitting idle and having a chat with some one.

Team Work
Teams are now replacing the traditional organizational hierarchy due to their many advantages. They are not threatened to change, encourage innovative ideas, foster social relationship and solve problems rapidly. In Mahmood Textile Mills, teamwork is appreciated. Team's output and not individual output is considered. People work closely with one another, solve problems collectively and offer new and innovative ideas to the management. The teams are made in the departments. Members of the team tolerate one

another's mistakes and faults. In the head office, whenever some new person is hired, he is made the member of the team and by this, he learns the job and brings in him continuous improvements to adapt himself with the culture of the organization.
Communication between Units
Mahmood Textile Mills has four spinning units and one weaving unit. There is free communication between these five units. The office manager of, say, weaving unit is fully aware of the production and stock of yam in those units and efficiency of those spinning units. The office manage receives various reports about output and stock of yam from the spinning units through faxes, and through daily mail. This is very much necessary for a full-integrated organization.

In addition, he maintains continuous contact with the managers of the spinning units through telephone. The head office of the organization also has a strong contact with the five units. All the managers in the export, purchase, audit, account and import departments have a continuous contact with the managers of the production units regarding inventory stock out, purchase requirement, dispatch and many other activities.

So this kind of communication binds the organization together and is a great strength for the organization.

Healthy Resources
The organization has an authorized capital of 150,000,000 rupees which is a great strength for the organization. The organization is not under pressure of creditors. The current ratio of the origination for the year 1999 is 0.89 which is good. In addition, the organization has very expensive and latest plants

available in their various spinning and weaving units. In spinning units, all the plant is fully automatic and computerized. This enables the organization to keep workers strength at a low level. All the workers have to do is to take readings from various machines working there. So latest machinery is also organization's strength.

Product Quality

Quality is major strength of the organization. Due to latest plants and equipment installed, organization is able to offer the local and foreign customers, tremendous quality. The level of quality can be judged from the fact that among all the textile mills working in Multan, Mahmood Textile Mills has high prices of its products (both yam and grey cloth) due to superior quality as compared to other textile mills. This quality has not only been developed through installing latest or modem equipment but this has occurred through organization's strong culture in which workers and the managers are fully committed to quality. They put their best efforts to enhance the quality of their products.

Direct Contact with the Buyers
Direct contact with the foreign buyers is much valuable than contact through trading houses. Mahmood Textile Mill's major exports are through direct contact with the buyers. This has enabled the organization to develop and maintain strong relationships with the buyers and secure big orders.

Low Workers Strength.
As compared with other textile mills, Mahmood Textile Mills has comparatively low workers strength. But in spite of this the productivity of the mill is higher than other mills. The quality of the products is also better than other mills. Hence all the employees in the organization are being optimally utilized.

APTMA
Being a member of All Pakistan Textile Mills Association, this organization

has got power. All the other organizations who are its members also have

got power. Having associated with APTMA enables organization to fight

with the government regarding governmental policies and other rules and

regulations which can cause disruption in the normal operation of the textile

mills.

WEAKNESSES
As far as the views of the General Manager Finance are concerned, he finds no weakness in the organization. But to my viewpoint, organization is unable to offer its middle managers a good salary. Middle managers in every unit complain about their salary. There is a hell of difference between salary of the mill manager or general manager and the office manager or senior accountant or chief accountant. Benefits offered to the general managers are good but the benefits offered to middle managers are not at all satisfactory. It seems that the middle managers are only working in the organization due to the prevalent rate of unemployment and poor economic conditions in our country.

OPPORTUNITIES
Current Markets
Currently, majority of the organization exports are in Japan, Korea and Hong Kong. There is an opportunity to expand further in these markets. This opportunity has been given to the organization by its products quality and

on- time delivery. Japanese are especially quality conscious people and mey don't tolerate any loophole in the quality. Moreover they also value on time delivery of the product. Mahmood Textile Mills has the ability to offer superior quality and quick delivery and this ability offers the organization opportunity to expand in the foreign market.

New Markets
In addition to these countries, great opportunity lies in the Middle East countries. These countries have markets with great potential and ability to pay quality premium. Organization has currently started to exploit these opportunities. In July several orders were fulfilled from Bahrain.

Threats
Government Policies and Interference
No sector in our country is satisfied with the government policies and rules and regulations. Textile sector is also unsatisfied with the governmental policies and restrictions. Every year, government officials make policies and impose such rules and regulations that tend to hinder the performance of textile industry. So government policies are a major threat to the organization.

Recently government has made a rule according to which each textile mill has to give 40% dividend from the profit. This makes a very huge amount. This rule is to be implemented from current year. Organizations with low financial strength and weak resources will find it very difficult to show their compliance with this regulation.

Moreover government has passed another rule according to which a textile mill has to give 10% tax on its reserves. This is also a threat for the organization. So government policies, rules and regulation are a continuous

and ongoing threat to Mahmood Textile Mills and other organizations, especially the organizations with low financial strength.
Non Availability of Raw Material
This is another threat. This year cotton rates are very high. In some areas cotton is being sold at 1100/40 kg. This is very higher rate as compared to the previous year's rate of almost 500/40 kg. The rate is high due to shortage of cotton in the country. Hence cotton is not available at reasonable prices. Moreover government has also not done any thing to make available to the textile industry, the raw cotton at a reasonable rate.

Quota Abolition

Quota abolition in the year 2004 is a major threat for the organization. Our main competitors in textile products are India and China. Their products are 15% cheaper than ours. This is due to the reason that Inflation is low in those countries. Moreover other facilities are also cheaper in those countries. For example electricity is very cheap in India. Therefore, they are able to produce goods at a lower rate than us. When the quota will be abolished, these countries might succeed in capturing markets due to their low prices of the products. The only way for our textile mills to maintain and expand in the foreign markets is to increase competitiveness in their products.
Suggestions

Mehmood Textile Mills is a very efficient organization. Here teamwork is reciated and there is no communication gap between the various levels of hierarchy. As far as rules and regulations are concerned, employees are ected to stick closely with them. No negligence on the part of workers managers is tolerated. Owners have a very strong control on the working :he employees. Every one in the organization is seen working hard and committed to quality. So far as teamwork, communication and commitment quality are concerned, organization is going very well but few areas need ?e improved.

Top managers i.e. Directors should not take the responsibility of controlling minor activities. For example, at this time, directors have to pass bills for tea and ballpoints, pencils etc. This is not good. This thing distracts their attention from most important things and takes time away from making important decisions. Directors should pay more attention to the activities that are most important and that have a major impact on the working of the organization. They should manage their time properly.
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