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Warranty Processor 
CURRICULUM / SYLLABUS 

 

This program is aimed at training candidates for the job of a “Warranty Processor”, in the “Automotive”  
Sector/Industry and aims at building the following key competencies amongst the learner. 
 

Program Name Warranty Processor 

Qualification Reference 
ID 

ASC/Q1603, v 1.1 

Version No. 1.1 Version Update Date  

Pre-requisites to 
Training  

10th Standard passed, preferably 

Training Outcomes After completing this programme, participants will be able to: 

 Monitor and maintain Warranty Claims: Process and manage 
warranty claims as per guidelines of respective component 
manufacturer /OEM. Warranty processor also maintains required 
documentation as per guidelines.  

 Supervise storage and retrieval of failed spare parts: Store 
failed parts or aggregates as per the standard procedures. The 
parts are maintained at the designated location and made 
available to OEM or component manufacturer during the audit. 
The failed parts are disposed at regular frequency as per the 
recommendation of OEM. 

 Plan and organise work to meet expected outcomes: Work 
requirements including various activities, deliverables or work 
output required in the given time, maintain set quality standards 
using available resources. 

 Work effectively in a team: Work effectively within a team,  
      either in individual‟s own work group or in other work groups  
      outside the organisation 

 Maintain a healthy, safe and secure working environment:   
      Monitor working environment and making sure that it meets  
      requirements for health, safety and security.   
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This course encompasses 5 out of 5 National Occupational Standards (NOS) of “Warranty Processor” 

Qualification Pack issued by “Automotive Skills Development Council”. 

Sr. 
No. 

Module Key Learning Outcomes 
Equipment 
Required 

1 Monitor and Maintain 
Warranty Claims  
 
Theory Duration 
(hh:mm) 
100:00 
Practical Duration 
(hh:mm) 
30:00 
 
Corresponding NOS 
Code 
ASC/N1603 

At the end of the module the learner 
should be able to:- 

 Define the term „Warranty‟ 

 State the importance of warranty 

 Explain the organization structure of a 
dealership 

 Explain the types of warranty like 
Manufacturer Warranty, Extended 
Warranty, Service contracts, Insurance 
policies and Product warranty 

 Interpret general terms and conditions 
of warranty 

 Describe the warranty policy and 
procedures applicable to a particular 
vehicle and segment 

 Read job cards and gather vehicle 
history from the system like Service 
record (free and paid service), overall 
maintenance, previous warranty claims 

 Distinguish between warranty repair 
and non warranty repair 

 Inspect damages physically to ensure 
that the claim can be processed under 
warranty 

 Inform relevant authority if the claim is 
not permissible under warranty repair 

 Process day to day warranty claims as 
per the procedure 

 Record any speciality service used and 
claims and recover the amount from 
respective OEM as per the guidelines 
given in the warranty manual 

 Apply standard procedures to record 
and process warranty claims 

 Interact with customers and inform 
about the warranty policy 

 Generate records of details and archive 
files related to warranty claims 

 Monitor warranty sales at dealer‟s point 

 Generate and maintain records of 
warranty sales at dealer‟s point as per 
the policy 

 Maintain MIS of warranty claims and 
payments 

 Create awareness of warranty policies 
at dealer‟s point 

 Interact with insurance companies for 
the repairs carried under insurance for 
quick settlement 

 Organize documents related to 
warranty contracts 

Training kit 
(Trainer guide, 
PowerPoint 
presentation)  
Warranty Manuals, 
Standard 
Operating 
Procedures, parts 
catalogue, 
Computer system 
with recommended 
software, job cards 
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Sr. 
No. 

Module Key Learning Outcomes 
Equipment 
Required 

 Interacts with dealers for payments and 
claims documentation 

 Investigate about overdue claims and 
discuss issues with relevant authority 

 Submit all claims to the manufacturer 
with all details and in the relevant 
format  

 Inform customers about maintenance, 
service appointment reminders over the 
phone or mail 

 Educate customers of the importance 
of regular maintenance to avail 
warranty benefits 

 Maintain all relevant documents and 
prepare for audit 

 Plan work assigned on daily basis and 
provide estimate of time required for 
each task 

 Handle rejected claims effectively 

 Adhere to the safety and health policies 
of a work place 
 
 

2 Supervise Storage and 
retrieval of Failed 
Spare Parts 
 
Theory Duration 
(hh:mm) 
90:00 
Practical Duration 
(hh:mm) 
30:00 
 
Corresponding NOS 
Code 
ASC/N1604  

At the end of the module the learner 
should be able to:- 
 

 Interpret parts catalogue and explain 
the nomenclature used to assign a 
number to the spare part 

 Explain the nomenclature and technical 
specification, and part numbering, 
make, variant for the failed parts or 
aggregates 

 State warranty terms for parts and 
aggregates as per OEM or component 
manufacturer 

 Read circulars or guidelines issued by 
OEM or Auto components 
manufacturer regarding warranty 
guidelines 

 Identify spare parts according to the 
variant or model 

 Stock spare parts as per codes allotted 

 Make inventory of stock received along 
with cost and source  of procurement 

 Read job card and gather information 
relating to warranty repair to be carried 
out 

 Approve warranty repair and instruct 
technician to properly store the 
components at the designated location 

 State the importance of tagging  

 Segregate failed components and 
aggregates    

Training kit 
(Trainer guide, 
PowerPoint 
presentation)  
Warranty Manuals, 
Standard 
Operating 
Procedures, parts 
catalogue, 
Computer system 
with recommended 
software, job cards 
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Sr. 
No. 

Module Key Learning Outcomes 
Equipment 
Required 

 Store failed parts and aggregates as 
per the OEM or Auto component 
manufacturer‟s guidelines with proper 
tagging 

 Prepare failure or compliant 
investigation report  for the warranty 
replacement as per the standard format 
or OEM recommendation 

 Provide failed components during the 
audit   

 Provide suggestions to improve parts 
handling  

 Make entries in the software 
recommended by OEM  

 Seamlessly operate software to 
manage, control and retrieve failed 
spare parts and aggregates. 

 Communicate with auto component 
manufacturer in case of any 
discrepancies 

 Dispose failed parts as per the 
recommendation of OEM or Auto 
component manufacturer 

 Maintain relevant records in the 
warranty room  

3 Plan and Organize 
work to Meet Expected 
Outcomes 
 
Theory Duration 
(hh:mm) 
20:00 
 
Practical Duration 
(hh:mm) 
30:00 
 
Corresponding NOS 
Code 
ASC/N0001  

At the end of the module the learner 
should be able to:- 
 

 Explain the organization structure 

 Identify key people involved in day to 
day operations 

 State roles and responsibilities of 
concerned authorities 

 Explain the importance of 5S work 
place 

 Adapt organization‟s policies and 
procedures in your day to day work 

 Prioritize the work as per urgency and 
importance 

 Plan your work as per the need 

 Identify and gather resources required 
to complete the task 

 Manage time, materials and cost 
effectively 

 Report the progress of the work to the 
relevant authority 

 Communicate effectively with 
colleagues 

 Report anomalies to the concerned 
authority 

 Apply problem solving and decision 
making skills 

 Demonstrate analytical thinking 
capabilities 

Training kit 
(Trainer guide, 
PowerPoint 
presentation)  
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Sr. 
No. 

Module Key Learning Outcomes 
Equipment 
Required 

 State the importance of performing the 
task to the desired accuracy 

4 Work Effectively in a 
Team 
 
Theory Duration 
(hh:mm) 
20:00 
 
 
Practical Duration 
(hh:mm) 
30:00 
 
 

Corresponding NOS 
Code 
ASC/N0002  

At the end of the module the learner 
should be able to:- 
 

 Explain the organization structure 

 Identify key people involved in day to 
day operations 

 State roles and responsibilities of 
concerned authorities 

 State the importance of communication 
in day to day operations 

 Explain various types of communication 
like Speaking and Listening, Writing 
and reading 

 State the importance of tone and body 
language in the communication 

 Explain the importance of listening in 
communication 

 Communicate effectively with 
colleagues using all types of 
communication 

 State the importance of planning in 
achieving daily target 

 Collaborate with colleagues to 
complete the task within the stipulated 
time 

 Seek help or advice from the supervisor 

 Pass on the required message to 
colleagues using verbal and non verbal 
communication 

 Stick to your commitments and inform 
stake holders if the work is getting 
delayed due to unavoidable 
circumstances 

 Foresee the problems that might arise 
and take remedial measures to avoid 
such problems 

 Demonstrate problem solving approach 

 Read instructions, guidelines and 
procedures 

 Deliver consistent and reliable service 
to the customers 
 

Training kit 
(Trainer guide, 
PowerPoint 
presentation)  
 

5 Maintain a Healthy, 
Safe and Secure 
Working Environment 
 

Theory Duration 
(hh:mm) 
20:00 
 

Practical Duration 
(hh:mm) 
30:00 

General Safety Practices: 

 Define the term „Safety‟ and „Hazard‟ 

 State the importance of safe working 
practices at the work place 

 Classify hazards „Electrical‟, „Physical‟, 
„Heat and Fire‟, and „Material and 
Chemical‟ 

 Define the term „Accident‟ 

 List the causes of accidents 

 Interpret the warning signs and act 

Training kit 
(Trainer guide, 
PowerPoint 
presentation)  
 
Class „A‟, „B‟, „C‟, 
„D‟ and „K‟ type of 
fire extinguishers 
First Aid kit 
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Sr. 
No. 

Module Key Learning Outcomes 
Equipment 
Required 

 

Corresponding NOS 
Code 
ASC/N0003  

accordingly 

 Follow safe practices at the work place   
 

Fire Safety: 
 

 Appreciate the importance of fire safety 
practices at the work place 

 List the causes of fire 

 Interpret the „triangle of fire‟ 

 Explain the elements required to ignite 
a fire 

 Explain the methods to detect a fire 

 Explain class „A‟, „B‟, „C‟, ‟D‟ and „K‟ 
fires  

 List various fire control methods 

 List the types of fire extinguishers 

 State the applicability of each type of 
fire extinguisher 

 Use fire extinguisher to control small 
fire 

 
Electrical Safety: 
 

 Explain the importance of electrical 
safety practices 

 Explain the risks associated with 
electric shocks 

 Adapt electrical safety practices at the 
work place 

 Rescue a person from electrocution  

 Carryout CPR (Cardiopulmonary 
Resuscitation) 

 
First Aid: 
 

 State the importance of first aid 

 State the objectives of first aid 

 Explain the roles and responsibilities of 
paramedical staff at the toll plaza 

 List minimum contents of a first aid box 
and explain their use 

 Administer first aid for minor cuts, 
wounds, first and second degree burns  

 
Emergency Evacuation: 

 

 State the purpose of Emergency 
evacuation 

 List various emergency situations at a 
workplace 

 Draw simple action plan in an 
emergency 

 Read the sign boards while escaping 
the work place 
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Sr. 
No. 

Module Key Learning Outcomes 
Equipment 
Required 

 Read and interpret the evacuation route 
map 

 Help the people with specific needs 

 Follow specific evacuation procedure 
 
 

Health: 

 Explain why good health is important 

 Adapt personal hygiene practices 

 Explain the process of hand wash 

 Follow food and water hygiene 

 Appreciate workplace hygiene practices 

 Adhere to fitness tips 
 
 
 
 
 

 Total Duration 
 
Theory Duration 
250:00 
 
Practical Duration 
150:00 

Unique Equipment Required: 
Warranty Manuals, Standard Operating Procedures, parts 
catalogue, Computer system with recommended software, job 
cards Class „A‟, „B‟, „C‟, „D‟ and „K‟ type of fire extinguishers 
First Aid kit 
 
 

 
Grand Total Course Duration: 400 Hours, 0 Minutes 
 
(This syllabus/ curriculum has been approved by Automotive Skills Development Council) 
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Trainer Prerequisites for Job role: “Warranty Processor” mapped to 
Qualification Pack: “ASC/Q1603 v1.1” 
 
Sr. 
No. 

Area Details 

1 Description A Warranty Processor coordinates warranty claims and parts/ aggregates 
replaced under warranty under supervision. The individual also keeps 
track of the failed parts/ aggregates storage and retrieval (in case of any 
quality checks/ audits) along with disposal to be done. The individual is 
also responsible for uploading the claims on the system. 

2 Personal 
Attributes 

An individual on this job should primarily have good memory to recall the 
failed part number and its proper storage location for easy retrieval of the 
parts replaced under warranty. The individual should be methodological 
and systematic in his way of working to ensure proper documentation for 
the failed parts and uploading of claims. The individual should be systems 
and process oriented person to ensure adherence to the overall warranty 
manual along with the required procedures.. 

3 Minimum 
Educational 
Qualifications 

 
Graduate Degree /Diploma in any discipline 
 

4a Domain 
Certification 

Certified for Job Role: “Warranty Processor” mapped to QP: “ASC/Q1603, 
v1.0”. Minimum accepted score is 80% 

4b Platform 
Certification 

Recommended that the Trainer is certified for the Job Role: “Trainer”, 
mapped to the  Qualification Pack: “MEP/ Q0102”. Minimum accepted 
score as per MEPSC guidelines is 80%.  

5 Experience   5-6 years of experience at reputed dealerships having worked on 
similar assignments 

 1-2 years of teaching experience is preferred 
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Annexure: Assessment Criteria 
 

Assessment Criteria   

Job Role  Warranty Processor 

Qualification Pack ASC/Q1603, v1.0 

Sector Skill Council Automotive Skills Development Council 
(ASDC) 

 

Sr. 
No. 

Guidelines for Assessment 

1 
Assessment to be conducted by ASDC as per competency output defined in the NOS/QP and t

heassessment criteria provided in the NOS/QP 

2 Assessment to be carried out by a third party Assessment Body duly affiliated to the SSC. 

3 
ASDC assessments will be comprehensive and cover all aspects of acquired knowledge,  

Practical skills and also basic ability to communicate. Accordingly, evaluation process  

would include: 

i.            Theory/Knowledge test 

ii.           Practical demonstration test 
   iii.          Face to Face Viva-Voce 

4 
Theory/Knowledge assessment will be carried out on line throughalink provided for 

eachassessment that generates a random paper from a bank of questions available at the  

back end. 

- Exception to an online test in favour of Paper Test would be subject to non-

availability of requisitebroad band and/or hardware. 

- On line test would be conducted in the presence of an ASDC assessor till web enabled  

proctoringis deployed. 

5 ASDC assessor would be conducting Practical and Viva as per the criteria provided in the  
NOS/QP. 

6 Cut off criteria for certification (Marks obtained in %):80 % 
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Assessable 
Outcome 

Assessment Criteria 
Total 
Mark 
(500) 

Out 
Of 

Marks allocation 

The
ory 

Viva 
Practical 

1.ASC/N1603 

Monitor and 
Maintain  Warranty 
Claims 

PC1.obtain the information 
related to warranty 
claims from job cards, vehicle 
history, technician 
notes which includes :  

 service (both free 
and paid service) 
record 
of the vehicle 

 overall maintenance 
of the vehicle done 
at multiple workshops 

 previous instances of 
claims given for the 
same failure 
components 

 
150 

 

15 30 

PC2.use the procedure and 
overall process as per the 
manufacturer guidelines to 
record and process the claims 

30 75 

PC3.maintain warranty data for 
various failed components/ 
aggregates as per the 
guidelines 

PC4.handle day to day 
warranty claims for the parts as 
specified in the warranty 
manual 

PC5.ensure adherence to 
warranty policy and procedures 
at dealer‟s end 

PC6.maintain MIS for warranty 
claims and payments 

PC7.follow up with OEM/ auto 
components manufacturers for 
payments warranty claims 
uploaded on the computer 
system 

PC8.maintain records related to 
warranty contracts 

PC9.record any specialist 
service used and claim the 
amount form the respective 
OEM as per the guideline given 
in the warranty manual 

PC10.correct and resubmit the 
rejected claim if it is valid or 
report about the claim if 
resubmission is not possible 

PC11.investigate about 
overdue claims and discuss the 
issues with 
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Assessable 
Outcome 

Assessment Criteria 
Total 
Mark 
(500) 

Out 
Of 

Marks allocation 

The
ory 

Viva 
Practical 

manufacturer/concessionaire 
representatives and colleagues 
as appropriate 

PC12.file and archive the 
required documents to ensure a 
clear audit trail which can be 
clearly followed 

PC13.ensure that trainings 
organized by the OEM from 
time-to-time are attended and 
knowledge levels are upgraded 
(esp. in case of newly launched 
products, product refreshes) 

 
Total 

 
150 

 
45 105 

2.ASC/N1604 

Supervise Storage, 
Retrieval and 
Disposal of failed 
Spare Parts  

PC1.identify the part type and 
model/ variant to which it 
belongs to 

 
125 

 

20 30 

PC2.understand the 
nomenclature and technical 
specifications including the part 
numbering, make and variant 
for the failed parts/ aggregates 

PC3.segregate the various 
types of bigger aggregates 
like axle and gear box from 
small components so as to 
ensure the small parts are kept 
in the same condition as 
removed from the vehicle for 
the audit/ inspection purposes 

PC4.stock the spare parts as 
per their code 

PC5.allocate proper space to 
each component / aggregate 

PC6.manage and improve the 
parts handling ergonomics 

15 30 

PC7.assess the various 
components/ aggregates and 
seek advice of service 
advisor/.workshop manager 
on proper disposal techniques 
as per the mandated guidelines 

PC8.contact the auto part 
manufacturer in case of 
any observed discrepancies 

10 20 

PC9.record and enters the 
required information about 
the failed components/ 
aggregates with respect 
to: 
 type of the spare part and 
its usage 
 spare part condition when 
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Assessable 
Outcome 

Assessment Criteria 
Total 
Mark 
(500) 

Out 
Of 

Marks allocation 

The
ory 

Viva 
Practical 

replaced 
under warranty 

PC10.the cost and part code 
indicating the location where 
the component procured or 
manufactured 

PC11.Dispose the failed parts 
according to the directives of 
the OEM & environment 
policies for the classification of 
the part. 

 
Total 

 
125 

 
45 80 

3.ASC/N0001 

Plan and Organise 
Work to Meet 
Expected Outcomes 

PC1.keep immediate work area 
clean and tidy 

 
75 

 

15 30 

PC2.treat confidential 
information as per the 
organisation‟s guidelines 

PC3.work in line with 
organisation‟s policies and 
Procedures 

PC4.work within the limits of job 
role 

PC5.obtain guidance from 
appropriate people, where 
necessary 

PC6.ensure work meets the 
agreed requirements 

PC7.establish and agree on 
work requirements with 
appropriate people 

10 20 PC8.manage time, materials 
and cost effectively 

PC9.use resources in a 
responsible manner 

 
Total 

 
75 

 
25 50 

4.ASC/N0002 

Work effectively in a 
team 

PC1.maintain clear 
communication with 
colleagues 
(by all means including face-
to-face, telephonic 
as well as written) 

 
80 

 

10 25 

PC2.work with colleagues to 
integrate work 

PC3.pass on information to 
colleagues in line with 
organisational requirements 
both through verbal 
as well as non-verbal means 

PC4.work in ways that show 
respect for colleagues 

PC5.carry out commitments 
made to colleagues 

10 30 



 
 

Warranty Processor  13 
 

Assessable 
Outcome 

Assessment Criteria 
Total 
Mark 
(500) 

Out 
Of 

Marks allocation 

The
ory 

Viva 
Practical 

PC6.let colleagues know in 
good time if cannot carry 
out commitments, explaining 
the reasons 

PC7.identify problems in 
working with colleagues 
and take the initiative to solve 
these problems 

PC8.follow the organisation‟s 
policies and procedures for 
working with colleagues 

 
Total 

 
80 

 
25 55 

5.ASC/N0003 

Maintain a Healthy, 
Safe and Secure 
Working 
Environment 

PC1.comply with organisation‟s 
current health,safety and 
security policies and 
procedures 

 
70 

 
20 50 

PC2.report any identified 
breaches in health, safety, 
and security policies and 
procedures to the designated 
person 

PC3.Coordinate with other 
resources at the workplace to 
achieve the healthy, safe and 
secure environment for all 
incorporating all government 
norms esp. for emergency 
situations like fires, 
earthquakes etc. 

PC4.identify and correct any 
hazards like illness,accidents, 
fires or any other natural 
calamity safely and within the 
limits of individual‟s authority 

PC5.report any hazards outside 
the individual‟s authority to the 
relevant person in line with 
organisational procedures and 
warn other people who may 
be affected 

PC6.follow organisation‟s 
emergency procedures for 
accidents, fires or any other 
natural calamity 

PC7.identify and recommend 
opportunities for improving 
health, safety, and security to 
the designated person 

PC8.complete all health and 
safety records are updates and 
procedures well defined 

 
Total 

 
70 

 
20 50 
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Assessable 
Outcome 

Assessment Criteria 
Total 
Mark 
(500) 

Out 
Of 

Marks allocation 

The
ory 

Viva 
Practical 

 Grand Total      

 

Grand Total 500   160 340 

Percentage Weightage:    32 68 

Minimum Pass% to qualify 
(aggregate): 

   70 

 


