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4.4.2 - There are established systems and procedures for maintaining and utilizing
physical, academic and support facilities - laboratory, library, sports complex,

computers, classrooms etc.
Table of Contents
INEPOAUCLION . ....... . s e ey e e AN S Vo S A A o A S G0 0 e S B s i s

Physical FACIlities MAINTENANCE .. .cv.iviviriesiieireesie et nte sttt ettt et sr et e sr et et et st csneseenbe e e

Agreement and Contract of Housekeeping Work ........oici i
Agreement and Contract 0f SECUNILY SEIVICES.....c.iiuirviiriinieiiiierii ettt et cste e
IT policy and Undertaking fOrm.....c..ueeeveeeireerrcersenieresessersessnssseseesmssmesnsessessessmsemssmnemnsemnssnssmssssenmenenns
LiDIarY POLICY . 1vvveevrirreeresramrnesensesisrseessersesrasasssersessassssssssessassssssessessessessesnassneassersenssernensoessemsassassassrens

Dedicated Teams and Committee for Maintenance WOTK ..ot

EIOCIIICAL .o s e i S 6 B B G S S S ST
Garde N N s s S T S R R e e T A R s s R e BT
CAIPEILIY 1evtretrereerersenreeseessaesesessessanrseessessassassanseassansansanssassassansennssessessanssessanssesssnssersansenstansesssensensansenss
Construction and MAINTENANCE ........c..ecueereiiiieereerierietesieseersesaesseesasssesbaessestasssenssessenteessersaesaemsesssnsaeseens
PUICASE «icisummvinsmsnsmssmsmsunisaaioiis tosstssssinms s b ot on domma s Ve sanmsive s s A s oSS i A A B s i

LADIATY coeeveenneneebueormennee somiisidasvss i o e e oS T N e s S R s

Campus Maintenance and BeautifiCAtION . ... ..cvecueiereeeeeeeee et eeeeee et cebseenesesa e s e ssaessnnesanesnnsssserbnean

NEIWOTK ANA SECUITEY v.uveevrirveersirrerserreesessaesssssisseesserserssssesssessarseeseessesseesaesessaesseessesnnassansasnsessessassarssarsans

High Power Purchase COMMILIEE. ... e e s e s s

.. L 3 § \ ! k’_’—‘

U of Sclence
ang Technoiogy, Indora

i
h—«---}-‘..---’
[
=
[= B
o
(1]
=
&3
44
=
<
r:) P

/10U

S



1| |Indore Institute of
Indore Institute of SCIenCe & TeChHOIogy

y Science & Technology

Approved by AICTE, New Delhi, Affiliated to RGPV, Bhopal, Recognized by UGC under Section 2(f)

2023-2024
SOP- Maintenance of Computers (Hardware & Software) and Networking ... 59
SOP- Examination FOrm FOrwardiNg.......ccccocviiiiiiiemamrsimsissmasessssssassssnsiss s s s s s s 61
QOP- HOSEEL. .. eteaeueeiisssesseesssssessarasesnsessensssebaassasassseattss b b bsbas s s s mE o5 h e b e e R b e A4 450 S S AL B R R e b s o r g s mn s mesnsemt et aans 62
SOP- INSHLULE SYSTEM POLICY 11vvevueesiacseresensiasmmimsmasssmsasssisisssiesststaareasss s as s sasssasasssassssasessssissastissins 65
Work Request Form for Workshop Work ..o 66
System Maintenance fOTIM ..ot et a0 68
Laboratory Maintenance POLICY ......occoviciriiiimeisiisssssasssessmsiibs e s st st 69
Computer Programming LabOratories .. ....cruurrrererreeuniereisiiiisi i 71
Mechanical ENZINEETING . ..o w.eurueriirsriemeursisiasiessase sttt b s st 71
CiVil ENZINEETING ....vrueresesesesssirereresimsensmsnnseassssssssessssssssssssssatoss s s st assassossesnaa 44488848 1 1s0eb bbbt s 72
Electronics and Communication ENgineering ........cocouvevmiimniiioiiinnniiienciisii i 72
Laboratory Sample Maintenance and ISsue RE@ISTEr ... 73
Computer Laboratory Sample Maintenance Register ........oouviviiiiiiiiii i 79
Library usage guidelines General MainteNanCe........oueueueurrsesisimsismens ittt 82

RO Water Maintenance
BUS IV TN EIIATICE .vvvvvveessssesssssssaseesessessssssesssnssnsesssssssessesassessnssnssssnssssssssssesisresrsensrnnnssasssbansassssisteninnsesannsiaains

Sports Maintenance ........c.oceieiimasnisianiusnnes

% Princing

o~

Indore jnep
nstituse of Scisnee

an-,‘ i
\ s\eumca‘agv, Indore 2
N ¥ N

M

Chief Adminisirat



B

moemsiaet | Sci€NCE & Technology

Science & Technology

"1 |Indore Institute of .

Approved by AICTE, New Delhi, Affiliated to RGPV, Bhopal, Recognized by UGC under Section 2(f})
2023-2024

Introduction

-

The institute implements established systems and procedures to maintain physical, academic,

and support facilities, including labs, sports complexes, computers, and classrooms. This

comprehensive approach ensures proper daily and periodic maintenance by dedicated

departments and in-house staff. Equipment functionality is prioritized, and a standard

procedure addresses breakdowns.

A dedicated team handles maintenance, electrical work, gardening, carpentry, CCTV,

plumbing, bus upkeep, etc. Additionally, various committees oversee specific aspects:

Physical Facilities Maintenance

For 1iSWy

Chief Administrativ

Labs: Regular calibration / Maintenance of equipment, chemical disposal protocols if
required, safety inspections, specialized cleaning procedures.

Sports complexes and Canteen: Field and court maintenance, equipment
upkeep, lighting systems, hygiene checks in canteen.

Computers: Anti-virus updates, software maintenance, hardware repairs, replacement
schedules, data backup protocols.

Classrooms: furniture maintenance, lighting adjustments, accessibility
features, hygiene, and sanitation.

Plumbing: Regular inspections, leak detection and repair, pipe maintenance, water
conservation initiatives.

Bus Maintenance team: Safety checks, driver training, fuel efficiency measures.

IT Maintenance team: The IT Maintenance team keeps the organization's
technology humming: fixing breakdowns, securing networks, and helping users.
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Agreement and Contract of Housekeeping work

Rs. 100
UNDRED'RUPEES
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e TEH MADHYA PRADESH CS 972216
F 3
HOUSE KEEPING AGREEMENT
B
]

Signed on this day 05/12/2024 and effective from April 01, 2024 between

M/s Maa Chamunda Enterprises having its registered Office / Principal place of business as 9,
Saket Nagar Dewas 455001 through its Proprictor Mr. indrapal Singh Maik here-in-after referred w

W as Service provider. providing services at our Campus,
§ ;
B AND

SHAIL EDUCATIONAL AND WELFARE SOCIETY, a soclety registered under Madhys

Pradesh Society Registrykaran Adhiniyam 1973 through is Chief Administralive Officer as
" Second part (which shall include its successors and assignees) here-in- afler referred w0 as the
: Client.
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Signed on this day 05/122024 and effective from April 01, 2024 between

Mi/s Maa Chamunda Enterprises having its regisiered Office / Principal place ol business as 9. Sakel Nugar
Dewas 453001 through its Proprictor Mr, lndsapal Singh Maik here-in-after referred to us Service provider.
providing services at our Campus.

AND

SHAIL EDUCATIONAL AND WELFARE SOCIETY, a sociery registered under Madhye Prudesh
Sociery Registrykaran Adhinivam 1973 througl its Chiel Administrative Officer as Second part (which shall
include its successors and assignees) here-in- after referred to as the Client,

AND whereas the Service Prowider is engnged in providing cleaning solution and Jannorial Services having
requisite, competent and experienced personnel w provide such services and agreed 1o provide Junitorial
Services o the complete premises of the Client sitwated at Raw Pithampur Road. Opp. 1M, Rau, Indore,

WHEREAS the Client has a Campus by the name *OSTHPHIMR at Rau Pithampur Road, Opp. 11M, Rau
Dndore and wish 10 avail the services of the Service Provider Tor its Campus.

AND WHEREAS the Client has aeeepted the Service Provider's Offer (2™ Appearance) is the rate quoted by
you vide vour Bid and forther revised Ofler Relerence: MOEMR/ANDVI9782/05, dated U371 172019 subject 10
the conditions indicated in the tender and otlser terms as indicated herein,

Eeane
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NOW THIS AGREEMENT WITNESSES AND IT 1S HEREBY AGREED AS

FOLLOWS ®

TERMS AND CONDITIONS:
DURATION

This Agreement shull be operative for the period starting from April 01, 2024 und ending on March 31,
2025 (hereinafier referred to as the “Term ) and which shall be renewable at the discretion ol the Chient

i

2.

5

LN

The service provider agrees and nndertale to render the specialized ho usekeoping work as per stope
of arcas & work 48 details in Schedule (A) and shall receive payment thereofas detailed in Schedule
B.

The Client shail allow the Service Provider and jts authorized personnel for the aforesaid acvess 10
the Premises Tor 09 hours & 26 days as required for the performance of the sarvices.

The service provider will provide o teum of adequaute number of personnet not below 30 (€ ieneril
WM = 23 + Chamber Workmen = 05 + Superviser = 02} In case the service provider fails to met
this reguirement without adequate reasons justifiable 1o the client, the service provider shall be
charged a penulty of a sum equal 1o half day salary ef the no of persons [alling sho of the maximum
umber of persons reguired.

The service provider shall maimain good standard ol services as indicated, The performance of the
service provider will be reviewed on monthly basis and in cuse the services are not found up 1o the
mark the contract will be terminated even before the expiry of contract period by giving one month’s
nolice.

The Service provider will be responsible t ensure safe handling of all Rurniture & fixtures, neaterisls.
in Client’s premises, ete. vide the cost of missing items/shortages of stocks materials ele. w il be

deducted from the monthly pavmentsany others sum/deposit due to the service provider.

Cheeklist in washrooms in required & Supervisor needs to sign it twice o day

e
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The Service provider shail issue dppointiment letturs to all the pessons employed by him inconnection
with performance of his contract for house-keepi ny services, fumish proof by submitting copies ol
such letters recelved by the emplovess. The appoinument letters shall make clear that the concerned
employee is the employee of the Servicee provider ealy and Client where house-keeping services ure
rencered bas no obligation or many relationship 10 cmployment or otherwise whatsoever with
himvthem, The Service provider will pay saluey . allowances. ete to his employvees as per rule at s
end and the Client will not be responsible for puyvizsent of anything to the employee of the Serviee
provider / Service provider,

Nothing contained in this agrecment is intended 1o be nor shall be construed to be o grann, demise or
assignment in the law of premises or any part thereod by e Clicat t the Service provider ar his
cmployees and the service provider aixl is employess shall vacate the same and handover all the
client’s fumiture, goads. ete. which were handed over ty Service Provider for their use, in good
condition on the termination of the ayreement period either by efflux of time or otherwise.

The agreement shall be tenminated as provided in clauses above (witiout notice) or by the efflux ol
tinie or earlier by one manth’s notice or ut the discretion / at the option of the Client as the case man
be. The Serviee provider shall alse v the apiion 1o lenninate the agreament afler giving one montl
notice o the Client,

On termination of the contract by the Client for any reason whatsoever, the Client shall be entitled 1o
engape the services of any other person. agency or Serviee provider to meet its requirement. without

prejudice w its right including claim lie damages against the Senvice provider.

Subject to any variations made by the Client, the Service Frovider Shall during the tenn provide
continuous and uninterrupted serviees in an efficient and professional muanner,

The Service Provider and its personiiel will not hve any unofficial dealing on the campus.

IBLICGATION OF THE CLIENT

13,

14,

e Client shall allow the Service provider and its authorized persannel tor the aloresaid, secess o
the premises for 9 hours in @ day ss requited for the performance of the services with & hunch break
of Balf un hour.

The Client shall provide to the Service Provider free electricity, free water and lockabie room keep
machingry and chemicals. wols und ek |es uted 1o perform the contract and area of changing o1
clathes’ Uniforms of the janitoriul stafl. The Client shall have the right w recover an approprinte
SPRYITE AT (e Service Frovider fOr iy wasteful use ol any resources mentioned herein.
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List of machines, tools & Equipment for the Work

| The Contrector should provide the machines as gquoted in the wnder o.g. High Pressere
Wash, Scrubber etc. x

., The Contactor shaldl provide the material alongwith lvaice s per reguirement at the site
wiorked out mutually as per tender and the sane will be neim bursed to him apainst
production of Invoice.

HI. Ihie Institute reserves the right o add new areas with rates finalized for the other area work
or remove any lees from the conract after swarding the work centract.

1V, 26" Januery, 15" August & il Ceralber are prid holidays, contrctor have 1 wive paid
bolidoys tw workers those are working in their contract. Workers those who e performing
duty o these days, they wre cmtitled for double salary for that days vnly,

b &1 The renewal of housckeeping contract o the Cantmclor musy be done ut the end ol evers
wear, when contractor will submit preposel ane months belane the expiring the application
Lo resguest the Admin for extension.

VI I the event of any dispute over this contract, the decision of the Group Advisor (SEWS sl
Spursh Ciroup) shall be il and hinding on the Serviee Provider,

PAYMENT

i5.

L&,

Al personne! provided shall be the employess ol the Service Provider amd alt stotstory Habilities will
be borne by the Service Provider such as ESL PF. Waorkmen's Compensation Act, #ic. The list of
stafl going w be deptoyed shail be made aval lhle 1o the Institute and i uny change bs requined on
pant of the Institute fresh fist of stall shall be made avaitable by the agency after each and every
whinyge:

The Service Provider shall abide by and comply with all the relevant lawes e statulony teguinements

covered under Labour Act, Mmimum Wages and (Contreet Labowr (Regulation & Abolition Act
1070y, EPF ete. with regand 1o the Seeurity of personnel engaged by hie for works, JUwill be the
sespopsihility of the Service Provider provides details o manpower deployed by hise, in the Institue
pndd 1 the Labonr Department.

As lor as BPT is congerned, it shall be the diny of the Serv iee Provider to gel PF sode number alletted

by RPFC against which the PF subseription, dedected from the payment af the personnel engaged
and equal emplayer’s amount of contribution should be deposited with the respective PFF authorities
within 7 dnys of elose of every month and downbouded (LCR)Y from the portal of PF dept. should be
submined along with the monthly invoice for reimburscment.

Chiving particukars of the employees engnged for the Institute works, is required to be gubmined w
the lnstite. 1o any eventuality. i the Service Provider failed to remil cmployesiemployer s
contriburion towards PF subseription ete. within the stiputuied time Instituie is entithed w revoves 1he
eguul amrount from any moeney due or juorue w the Service Provider under tins s
othier comdract and deposic with RPFC, with sn sdvice o RPFC. duly furnishing pasticelars of
persennel engaged [or the Enstitete, S
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TERMS OF PAYMENT

U} s % . .

L. Na advance payment agiinst ensuring Housekeeping bills will be made under any
CICERSLLICeS.

1L Monthly Bill will be paid on the basis of work completed as per seope of work. Amount of
shert manpower angd santuey matesial mecmplete work and peaaley will be deducted from
the total moenthly bills.

ni. Comgraetor showld sulsmit PF, & FSIC contribution wsesd online payment detoils statenment ol
their workers lor those are working in the premises.

Iv. The totad security deposit eguivaient o 5% of the bill shall be deducted trom monthly renmng
bill.

. Income fax will be recovercd st the prevailing rates from the bills payvible o the contrnctorn

Vi, Wages ol laborers shall be paid by through bank and necessary Bunk statement & Nerx copy
of attendance sheet & satary disbursement sheet shall be produced w Admin along with bill

Vi Contractor should submit service ax peid challan & letter of C AL for work complete along
with monthly bill and seimbursement of it will be made in the same montk,

WVIIE  In the event of uny dispule over this comtract, clients” devision shall be finul and
Binding.

THE PERSONNEL OF THE SERVICE PROV

OTHER SPECIFIC TERMS AND CONDIUTIONS OF THE CONTRACT:

19, The antecedents of HouseResping suff deployed shall e gou verified by the Service Previder from
local police suthority and an undertnking in this regand o be submitted 1o the Institute and lnstitute
skl ensare that the comteact or complies with the provistons.

20,

Al Hebilities arising out oF scetdent or death while on duly shall be borne by the Service Provider:
However, a workmen compensation Insurance policy to be purchased by Service Provider an bas cost

21. Al ecessary reports and other information will be sepplicd immedintely as required and regulor
ereetings Wil Be Iigld with thee Institute,

22, The Institute shall have the right. within reason, 1o have any person removed that is considered 0 be
undesirable or otherwise and sbmilarly Scervice Provider regerves the right o change the sl with
prive intimation to the Institule.

23, The Service Provider shall be responsible to maintain all property and equipment of the Institure
entrusted Lo i

TR
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The personne! engaged by the Sérvice Provider shall sstere In clean unitarm (ineluding proper Xame
Badges  1dentity Card issued by Service Provider), failing which invites a penalty of Rs.500/- each
ecceasions and ol any is habitual o) wedersizn this regard be shail be removed from the Instinae. The
penlty on this account shall be deducted rom the Service Provider *s bills,

The personng! engaged have to be extremely courteous with very plegsant manner while dealing with
the Facelny /StaftStudents and should projeet an image of uimost discipline. The Institute shail have
right 1o have nay person moved in cose of complaints oe as decided by representutive of the Institute
ifthe parsor is pot performing the job satistactorily or otherwise, The Service Provider shall Bave o
arronge Uhe suitable replacement in ull suoh cases,

Prolong duly hours (more than Bhes. at a streteh) shall not be ablowed, No payment shall be made by
the Institute for double duty, if any,

Any damage or Joss caused by Service Provider Ts persons 1o the Institme in whatever form would
b recovered from the Service Provider.

28, The contract period is of Twelve months from the date of the commencament Gus mentsoned i Notice

o Proceed) ond can be extended Murther, i foungd sstisfactory.

. During the course of contract, i’ oy Serviee Privider s personnel are found w be indulging in an

Corrip practices causing any loss of revenue 10 the Institute shall be entitled o wemimee the contaact
forth with duly forfeiting the Service Provider “s Performunee Guarantee.

1 the event ol default being made in the payment of any money in respect of wages of any person
deployed by the Service Provider for carryving out ol this contract and if & ¢labm therefore is fled in
the office of the Labour Authorities and proot’ thereal is furnisked w the satisfction of the Labour
Authorities, the Institute may. feiling payment of the said money by the Service Provider - make
pavment alsuch ¢laim on behalf of the Service Provider o the said Labour Authoritles and any sums
50 puid shall be recoverable by the Institute from the Service Provider .

The Service Provider shall not engape any such sub-Service Provider or transter the contract o any
alher person in sy manner.

. The Service Provider shall indemuity and bold the Institute Barmiess from and sgainst sl claims,

chimsges. losses and expenses avising o of. or resulting from the works/services under the contract
provided by the Service Provider,

™,
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33, The Service Provider should be registered with the concerted authorities of Labour undér Contract
Pabowr (R & A) Act 1970 and any other lawiact (wherever zpplicable).

M. The Service Provider shall ot eimploy any person below the ane of 18 vis and above the age of 33
yrs. Man power so engaged shall be teained for providing Housekeeping services.

- The Institute shall not be wnder any obligation for providing emplovment 1o any of the worker of the
Service Provider alfter the expiry ol the contradl. The lnstitute does not recounize any emplovee
employer relationship with any of the workers of the Service Provider.

Lad
bl

b
I

- s result of post payioent audit any overpaviment is detected in respeet ol any work done by the
sgency or olleged to have done by the agency under the tender, it shall be recovered by the Institure
from the sgeney.

37. i any underpayvment is discoverud, the amount shall be duly paid o the ageney by the Institute.

38. The Service Provider shall provide the copies of relevant records during the periad of coatrset.
afherwise even afler the contract is over whenever reguired by the Institute ete.

9. The Service Provider will have to deposic the prool of depositing emplavee’s contribution 1owards
PEES] ele. of each employee en moenthly hasis with monthiy service along with a list dowaloaded
Trowm thee portal of PF and ESIC,

AL The Service Provider shall disburse the wages 10 its stafl deployed in the Institute every month
through ECS transler {The copy of Bank Transfer Challan/NEFT/RTGS shall be provided us
evidence) or by Cheque in the presence of répresentative of the Institute,
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SCOPE QF WORK FOR HOUSERKEEFISNG SERYT

Fhie details of scope work For various solivities relates] 1o bousckeeping are as ander
<

GuaActivitiss and freguency of Sweeping OWet Aopping of ail the buildings:

|‘- r. No. - Works Detuily - _ Freguency of Cleaning |
! 1 Class Rooms/OMice Rooms/Sports Complex i
Clessing of the doors C Weekly
Hemaoval of the Cobwebs Once ina week [
S L S _ - |
I Desting of the vertical blinds Onree in o woeek |
{ Sleaning of Electrical Switehes, Fane & tube Onee in» Formigh i
lights : .
SpotsMarks clenning on e walls Once in o week
| C eaning of winsdows Ornee o week l
‘ ;ﬂ:mﬁhing of the Skirting Cance in o week 1
S e
Prusting of other anticle ins the room Omee ina dasy |
‘ l\\'e.l ropping of the Floor [Twive ina day ‘
} drv mopping of the Floor o T Trwice ina iy ]
Dusting of the Fumitine & ixtures 'Firme ina day '

lelephane amd .uihcr“insuumé-r.:t:s & lab
myripTent,

Trnsh Remuowvals ¢ Dust Bios Bompoving

nee ina day

Opce 4 Doy & suhqe_tu;;l.li
on Cadl, o |

sl

Viacuum Cleaning n:.if.(‘urpcl:-

Twice in a week

Spotting of Carpet

As requi.:::.l

Clenning of the Doorm

Onee In u-;ln)'

Poilets

]

[."Icanlng of doors and windows Weekly
Scerubbing of the Urinals - Weekiy
Soerubbing of the sinks T 'Weokly

Washing of Toilet walls and floor

Twice i day

“hanging of the ?*q-‘_apl.al.?;mh hibes
Changing of the Odonil cubes

w.

sl

__.;..-,&_Jg 1527

A recpuired

As required

12
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FING: SERVICES

SCOPT OF WORK FOR HOUSEK
Faae eletails of seape swork for sardows sclivities selated o Bonsckeening sre as asder:

GrlAvtivitios and fregueney of Sweeping AWl Mapp ey of a8 e huildiogs:

e Works Details | ) f‘:l't;qucnc)' of ] i.mnuinp,___
5 Reoms/Office Raoms/Sports Complex |
— e _me_y

K’lcaﬁi]lzz??r; d(_m-r'( -

Removal «f the Cobwebs Once in o week

|
| Desting of the vertical biinds Once ina woek
|

[' leaning of Electrical Switehes, Fang & tube Onee ina Fortnight
|

ights o )
spots/Marks clesning on the walls e a week
| - e ol S
Cleaning of windows Onee in o week
1
Scrabbing of the Skirting lOnee in 1 week
1- l')usting af other artlele in the rowsny Onece ino day
| Wet mopping of the Floor Twive inadiy
\'- | Dy mopping of the Floor ) "~ rwice Ina chiey B
Dusting of the Fumniture & Fixtures Once ina d;}_ o
Telephone and other instruments & lnb 'U",;.,: ;.;;;h,y
EguEpment.
Urnsly Reamovals £ Dust Bins Fmptving Onee in e Day & subseguent
o Call,

| Macuum Cleaning of Carpats [Twice ina week

As reguined

I rpotting of Carpiet
©Oneeinaday

| ey . - e
Cleaning of the [Doormar

| t_lmg md“ﬂiminwa - ) “'co!;:])’
Serubbing of the Uringls T Weekdy

| ‘";Zrm! the sinks o “-'1:!:,4\'!3:

: Wnshin-é. of Toilet wails and Noar [ Twice in dl‘l;-'
Changing of the Naptha Balls /Cuhes  [As required

Ias lgl.-;ili;é

aaul‘g; rtg,. af the Ocdonil eubey
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} e Cleaning of the Daormail f{l-ga.-c i s dlay }

Trash Removals

Retill ing of the ‘:c_mp dis p:.n.«.:t

KCleaning af Toilet httmbx EWmek.l_}- - o }
Cleaning of W’mshhaqn Twice in ni.l} ]
leaning of Mirrors o o Twice in wu....k -
- S = —
T Fwace in o day
Wt Muopging of stairs
Doy (rvorndag: muiini..]
Dry Mopping of Stales ‘—'mm aday
Serubbing of Stairs /Red stairs Onee in o week
4 Fassuge ares i -
Wet Mopping i Twice in a doy
Diry Mopping T |As rcqude _
Ser uhl:um' of front e:‘ntrlm‘ J s - Iwice ina week
Washang of the Floors [ S VSO R — =
3 iuest House fTatul u pkrepi il
i):s_lu,; Onee i o day T
Wﬁu;a_{}h;g T E'Twics.' in o day
'.]}qr '\.ﬂop‘pt_lb ‘"ﬂvicc in dn:lu'.
E Washing of the ‘E“Emvr Onee in week |
\_ ‘Trash l-'L.:mm-ui o T |Asrequired

Doetails of Waork :-
DAILY CLEANING WORK
1. Sweeping of front road entranee, cyele stand & parking aves, remoeval of paper. plastics. from the

area between the wings and arownd the bostel & removal of wwamed material from this location &
dispose ul given locution before 10,00 am. everyday.

2 Sweeping and moping of loor tn all Offices and apes Noor area with floor cleaner & disinfeetan:
(dilution of mmerial as per prescribed von packing )
A Coblection & seeregalion of waste materind trom ol dusthins i verandan’ corridor twice a day and

storge at given location as per direction of Admin represeniative.

- prineipal

v A0}
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. Sweeping & moping with foor ¢leaper & disinfectant from alf staireases, versnda & corridor floor
wtree o day.

Indore Institute of
Science & Technology

5. Twe time cleaning of oll oilet blocks floarn, urinals. washbesin and W.C. pans with floor cleaner &
disinfectant as per time schedule given by Admin representative.

d, Cleaning of MNofreon (Desin Outless) trap and removal of chollesup of bBothrooay, WO Liginal snd
Washbasin & Chambers up to main Chamber,

7.  Cleaning of water cooler & s surrownding wrea.

3. Cleanine of chaies, wbles & other fumitore from founge, TV room, computer room. ball manager
& warden ofliee with wet ¢loth,

9. Cleaning ol all stairense & veranda’ baleony vallings with ooy duster,
10, Sweeping & mopping of canteen front ares and collection of paper, plastics from surrounding arca,

11, Stop the entry of stray animals in the Hosrel premises and cleaning of dist made by them on floor
with disinfectant.

12, Collection & sepregation of wel & dry garbage from corvidors and olTices ol hosiels & stomge of
wet & dey garbage as per divection of Admin.

13, Cleaning of all entrance glass doors,

MONTHLY CLEANING WORK:

I Hard cleantng of all wilet blocks flooes, dndo, glasses, door & window panels, marror plumbiog
fxtures, WO, pans, urinals and Wash basin, piping, hand mils and cob sweb semoval with veguined
sanitary materials, wals, egquipment and machines,

2. Unyamed materinl eollection from hulhmn_ swrroundin: up to the fenee ard disposal ot given
Jacation,

3 Sweeping & moping of floor with disinfectant (A% per dilutaon preseribed on malerial packing ). cob
web rempaval. cleaning of furmiture, window glass, daor panels from mside & ostside of all rooms im
the presence of students. ‘

4. Washing of all dusthins from the comidor with disinfectant and cleaning material,

3. Cleaning of Sports Complex {GymEbana) Tiled Floor, Equipment & Minors, Tennis Cours, Bashet
Ball Court, Volley Ball, Football & Cricket Groand.

O, Removal of cob web fronn all blocks! Wings at all heights in the corridor, stuircase, vermdas, foyern
TV room. lounge. offices, camputer rooms. gvmkhana rocm, TV room J& apen space e,

7. Shifting of mattress, furnitere {omattress, lable, cotes. cupboard eto.p & collected umwanted
materiads within that hostel only s per instructions of wisrden & hall maneger

], Pressure Washing of Red Stane Stair Case in “B° Block and other seaing pl::lt_es

MB
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ONCE IN TWO MONTH CLEANING WORK

s

("1

Al flooring to be sceebbed washed & cleaned with reguined tonls, equipment & maclibhes & sanitary
material as per dilution factors given on branded flems & lor Non-bronded doms ADMIN will advise

the diluticn and use.

Cleaning of storm witer drains and semoval of silt & waste material from it & dispose QL as per
divection of ADNMIN representativ,

Removal of cobrweb from sl wings an all haeights fom owside the hostel building.

Clenning of plinth protection from bhuifding surrounding inside the compound and sempyal of wildl
grawth from plinth protection.

Cleaning of all glass panels with plass cleaer from inside & outside.

Parking. conerete walkwiys & ronds ardn to be eleaned with blenching powder dusing reipy seasan.

Beilding, termees, and rools cleaning.

OTHER MISCELLANIOUS DAILY CLEANING WORK:

=

ek

Cleaning of entrunce, front road. cveleBike stomd & car parking ares. removal of paper. plastios,
from the surreundings & removal ol mud, silvadl type of waste material and unwanted material from
open arcas & dispose at given location before TO0F am, everyday.

Sweeping and moping of Neoes (as per dilution preseribed on packing) from all offices, rooms,
conference room. cabins, comidors, by, commaon arcas, stairesses & arca around the swimming
powl.

Iwo time cleaning of all wilet bBlocks Toor, uritsals, washbasin and W.C. pans with fleor cleoner &
disintectant (dilution of material as prescribed on packing) as per time schedule given by ATMIN
representative,

Collection & segregution of waste meterial from-all dusthins in vemundn’ corvidor twicea day and
sturzge 8l given lovation as per dircction ol ADMIN representative,

Cleaning of all notice board mbles, chairs amd benches from all offices, rooms, confercnee room. and
cabins.

To stop the entry of stray animals in the SAC. Indoor stadium & swimming pool premises & ¢leaning
of dirt maede by them on floor with diginfectant,

Cleaning of water ¢ooler & its surrounding avea,

Cleaning of all staircase & veranda vodbings with wet & dry Hoar duster,

Cleaning of entrance glass doors,

inddre taslitl
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LPING (:HA RCES
FOIt 02 YEARS

 S.NO. | _ HEAD = ] Clussification [
' 01 l(;?:;-;:] ].F-Iclll.'ii.'kr.'ﬂpiﬂg Workmea (i) Rs. 7950/Month + 23 (Unskilted) 1
I a2 C'l.a-n.‘.tmbn:z Workmen {(@Rs. 3207/ Month IF‘%ITI‘i} T U_‘» ;’;:r;;;ki!lu.n.l] X ]
03 -Super'-'im:r Sr. (Basic (@ {Er: lfw(mi]-’Mnnﬂ.h + PFAESIC) ol ‘
o4 mp:.-r;ri.mn{'ﬂusic @) Rs. t?i'ﬂlm.f?\'rﬁm!h + l"l-'-rl':‘ﬁll_"‘-: 0% - e

Qs Uniform Clwlgu {for 30 Work miulp i Ra. 250/Month ll

! ;S“_:( leaning Material (_ l;;lnl-m-nlhj M .;::muls t'm Reecipts “ :
E_-ﬂ(\ ] Agency C?urgﬂts < - l ) 7o ) i m

®  Workmoen Wages will be | b on tle Mind Wage rate declared by Labor Commissioner
Crovi. of MIP from Thme to Time fur the month specific. 2

P‘.m.-uma Sinh Malik AT ey T Prok Puneet Gugpal i
| Propriciar Chiwl Adion pefserutive Officer
Mo Chamsends Enterprives Shail Educntionsl & Welfare Society

| (Slanature with stamgs) ISlgmeture with stump) _|
Place : Villuge Dehrd, Rowu (Indore)
In the presence of Witness : In the presence of Witaess
B . AN

— A -
ﬁ-- IR = L % A P,
EP I C atile i Borato-e

z Zi:tii'}’ = I 2 q’;:::,’éﬁ-{ Se
i ';!-:&@:u ﬁﬁﬁ%ﬂ—] (Bowerragl %Mﬁw
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Agreement and Contract of Security Services

‘ONE e

y HUNDRED'RUPEES

[ 29T MADHYA PRADESH CT 597065

¥ SECURITY AGREEMENT

)

11 Signed on this day Devember 18. 2024, and effective from February 10, 2024 between:

gSH.ML EDUCATIONAL & WELFARE SOCIETY, a society registered under Madhya Pradesh
Society Registrykaran Adhininiyam 1973 and having its registered office at Village Dehri, Opposite
118, Rau, Indore (ML) through its Admin Officer Mr. Nishant Bansal, hereinafier called the Client
{which shall include its successors and nssignies).

AND

_M/s Gama Guard Services Pyt Lid., & company registered under company Act 1956 and having its

g{:ﬂl”ﬁcr at H No.35, Narayan Magar, Mear harat Gas Contractor, Hoshangebod Road, Bhopal- P~
§463t126 through its Branch Head Lt Col Kuldeep Raina herein after called the Contractor.

Printipal
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SECURITY AGREEMENT

Signed on this day December 18, 2024, and effective from February [0, 2024 berwveen:

SHAIL EDUCATIONAL & WELFARE SOCIETY. a socicty registered under Madhya Friglesh
Society Registrvkaran Adhininiyam 1973 and having its registered office at Village Dehrl, Opposite
1M, Rau. Indore (M.P.) through its Admin Officer Mr. Nishant Bansal, hereinafter called the Client
(which shall include its successors and assignees).

AND

Mis Gama Guard Services Pvt Lid., a company registered under company Act 1956 and having its
office ot H No.35. Namyun Nogur, Near Bharat Gas Contractor. Hoshangabod Road, Bhopal- MP-
462026 through its Branch Head Lt Col Kuldeep Raina herein after called the Contractor.

WHERE AS

The Client is deslrous to avail the security services of the personnel of the contractor for an
independent job contract for safeguarding the premises of its institutes UST, UP MR with hostels
and open land,

AND

Countractor agrees to provide security Personnel at above mentioned premises in speeific numbers
as requested by the Client.

Scope of Work:

1. The scope of work would involve Providing of Sccurity cover for the entire area of
College and Hostel Premises and 2]l such sreas associated with College and Hostel
Campus, These services will be required on all working days during the period of contract
as per institute’s requirement.

2. The contractor shall ensure protection of the personnel & property of the Institule, prevent
trespuss In the assigned arca with/withowt arms. perform watch and ward functions
including night patrol on the various points and to prevent the entry of stray dogs and
cattle and anti-social elements, unauthorized persons and vehicle into the campus of the
Institue building.

3. The contract is initially for one year (From February 10, 2024 to February (Y, 2025)
but extendable as mutually agreed by both the parties for next term of one year.

\ - Pricipal
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4. Comtractor has to adhere 1o the tenms and conditions pat forward in the tender document in
principal and spirit. Contracior will submit a Performance Bank Coaranmee Fised Deposit
issuexd by o seheduled commercial bank in Indin for s 2,00 lakh os aceeptaisie 1o the client

C 1El S AND CONMNDITIONS QF THE CONTRACT

1. Al personel provided shall be the employvees of the Contractor and all statutory lHubilities will be
padd by the contractor such as BS1, PR, Workmen's Compensating Act. ete. The fist of staff going
tir be deployed shall be mode available o he Institute and @ wny change is required on part of the
Institute Fesh list of staff shall be made available by the ¢ontractor atter ¢ach and every change.
The contractor shall abide by and comply with all the relevant fmws and stasutory requirements
corvered under Labor Act. Minumem Wages and (Contract Labour {Regulation & Abolition At
L9700 EPF ete. with regard to the Secarity personne] cngaged by hinm for works. It will be the
responsibility of the contrascior 1o provide details of manpower deploved by him. in the lnsiinute
o regular basis,
3. As far as EPF i concerned. it shall be the duty of the Contractor to get PF code number aflotted
by RPFC against which the PF subseription, deducied from the puyment of the personnel engagoed
and equal employer’s amount of contribution should be deposited with the respective TF
authorities” within-7days ol close of every month. However, in any case it should be paid befisre
15th af the month giving particulars of the emplovees engaged for the Institure works, is reguired
to be submitted o the institute. In oany eventoalitys i the contoclor failed o remit
employec/employer”s contribution towards PF subseripiion within the stipulated time Instituze is
entitled 10 recover the equal amount from any money due or acerae w the Contractor under this
agresment or any other contracet with RPFC, with an advice o RPFC. duly furnishing particudarn
of personnel engaged for the Instinne. Dewmils of deductions and deposit amount 1ist downloaded
frvnm the PF portal will be the part of bills enclosed

4. The Contractor will maintain a register on which day wday deplovimem of personnel will be
eptered. This will b¢ counter sipned by the awhorized official of the Institute. While raising the
bill. the deployment particulars of the personnel engaged during each month, shift wise. should be
shosvn.

Al Fiabilities arising out of pecident. including disabilities of'any kind or death, while on duty <hal
o bome by the contractor. However, o workman compensation policy for the personnel provided
should be purchased by the contractor. Copy of the sime 10 be provided 1o the institule betore
payment of irst service bill

G Al meecssary report send with the informuation will be supplied immediately as required and regular
meelings will be held with the Institule offiedr as per reguirements.

el

7. Field Officer of conractor will visit thw npnis twiee inoweek on Tuesday and Friday. Sioailaris
the Operation ead will visil twice i g month, More over 10 ensure the smaooth Tunctioning, Held
officer will visit the campuas daily for the frst mvonth.

B Convactor and its staff shall take proper and reasonuble precoutions oo preserve rom loss,
destruction. waste Or misuse the arcas of responsibility given to them by the Institate and shall o
Enowingly lend to any person or company any of the effeets of the Institute under its controd,

~ Principal
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9. Protection of personal (Foculyy swlfl Sudents. Official visitors and residents) of institute and
property (all gates Academic Area netivity, Hostels, Guest Hloase, Play Grownd, Canteen, Stall
Flats and Account office. Administrative Area. all the progrecly within boundary wall of campus)
against will full harm will be responsibility of the contrcior,

10, Contractor shall provide protection in transit to the stall and (e vehicle, if guawrd sent with vehicle

11, The swalf deployed shall not aceept any gratitude or reward in any shape.

12, The contractor’s shall have his own establishment ‘setup mechanism’ Training institute 1o provide
training aids or Should have tie up with o traindng instiate with 2-3 Ex —servicemen/paramilitary

forces/Ex-palice for tmining Purpose this awn cost 1o ensure correct and sutistoctory Performance
ot his liabilitics and responsibilities 1linder the contract.

13. Under the 1emus of their employvment agrecment with the Contractor the Security stnfT shall not do
any professional or other work for reward or otherwise either directly or indireetly. exeept for and
on bBehalf of the Contractor,

14, The controctor shall ensure that the person deployed are disciplined and shall enforce in prohibition
of consumption of alcoholic drnks, poon zotkba, smoking, loitering and shall not engoge in
gambiing, satta or any immoral nel.
The personne] engaged have 10 be extremely courteous with very pleasant masnnerism in dealing |
with the StaffrStudents/Parents and should project an image of utmost discipline. The Instisue
shall bave righ to have any person moved in case of Studentsfstal¥ coinplaints or as decided by
representative of the Institute if the person is not peclorming the job satistuctorily or otherwise
he contrnetor shall have to wrrange e seitable replacement in all such cases.

=
A

16, Fhe persome] will have to report 1o the Security Dept. office at least 15 minutes in advanee of the
commencement of the shift for collecting necessary documents/instructions, and o complete all
other required formalities as approved by the [Institute:

17, The payment would be made by I15th day of the next momth based on the actunl shift
manned/operated by the personnel™s applied by the contractor and based on the documentary proaol’
jointly  signed by the Representative  of  the  Enstitute  and the  contractor bas
wepresantative personnel authorizsd by him, No other claim on whatever account shali be
entertained by the Institute.

18. The contractor shall ensure thar its personne! shall not ar any time, withow the consent of the
[nstitute in writing. divalge or make known aiy oust. accounts matter or transaction underaken
o handled by the Institute and shull not diselose o any information about the affiqirs of Institue.
hig clause does ot apply o the inlommation, which becomes public knowledge.

2 Any Lability arising ool of any Hegatiwn (inclading those i consumer coearts) due to any aet of
comtractor’s personnel shall be directly bome by the commictor including all expensesifines. he
coneerned contractor’s personne! shal? attend the court as and when required.

The contractor shall engage only such guards and supervisors. whose antecedents and health
haave been thorougehly verified, including charneter and police verification and other Drmalitics
I'he contractor shall be fully vesponsible for the conduct of his stalf,

L=
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The Gontradiar shall subimiiihe Adhar card, Voter 11F card, Policé Verificatioh and €osid-accine
cerificate of nll the emplovees and Gun License of Gunmen-at the time ol joining.

The contractor shall deploy his personnel only after obpiniong. the, Jostitute_upproval duly
subiiitiing curricdlum vitae (CV) of these personnel. the fnStitute shall be informed at least one
week in advance and contractor shall be reguired w obtain the Institute’s approval for sll sueh
change along with their CVs,

Physical Standard and Qualifications: the personnel ol the Contractor shall be of oo
character and of sound health.

SN | Criterin Security Cheard Supervisor

1 Age Not more than 40 Y ears Not more than 45 Yeurs
2 Hdueation Qualification Matricuiure Giraduate

E Physical Standard 51t 7 Inch S Ft 7 Inch

Foree Majeure 3

I at any thne during the currency of the contract, either party is subject to force majeure. which
can be termed as civil disturbanee. rols. strikes, tempest, acts of Godd ¢te. which may prevent
either party 1e discharge his obligation, the affocted party shall promptly notify the other parny
about the huppening if such an event. Neither party sholl by reason of such event been titled w0
terminate the contracl in respect of such performance ol their ebligations. The obligations under
the contract shall be resumed as soon as practicable aller the event has come o an end or ceased
o exist. The performance of any obligntions under the contract shall be resumed s Soon as
practicable after the event has come w sn end or ecased o exist. I the performance of any
obligation under the contract is prevented or delayed by reason of the event beyond & period
mutually agreed lo it any or seven days, whichever is more. elther party may al it option
termiinate the contract.

I the comractor is a joint venlure / consortimn /group partnership ol two or more persons, all
sueh persons shall be jointly and severally lioble to the Institute for the fulfillment of the terms
uf the contract. Such persons shall designate one of them 1o act as leader with authority 1o sign
The joint venture/consortimm/group partnership shall e be alteved withowt the approval of the
Institute.

During the course of contract, il iy vontrgetor’s personnel are found o be indulging in any
corrupl practices causing any loss ol revenue to the Dstiiote shall been titled to terminate the
contract forth with duly farfieiting the contractor’s Performance Security earnest money,

On giving one month’s potice ut any time during the currency of serviees. in case the servives
rendened by the Contractor are not found satisfictory and in conformily with the general nooms
and the standard prescribed tor the services. 2
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29. Inthe event of defaudt being made in the payment of any money in respect of wages of any person
deployed by the contractor for carrying out of this contract and if a claim therefore is filed in the
office of the Labour Authoritics and proof thereof is furnislred to the satisfuction of the Lubour
Authorities, the Institute may, failing payment of the said money by the contracior, make paymeaent
of such claim on behalf of the contractarto the said Labour Authorities and any sums so paid shall
be recoverable by the Institute from the contracior.

30. The contractor shall not engage any such sub-contractor or transfer the condract to any other
PLIEOR in any manner.

31. If any money shall, as the resuli of any instructions from the Labour authorities or claim or
application made under any of the Labour Iaws, or Regulations, be directed to be paid by the
Institute, such meoney shall be deemed to be payabic by the contractor to the Institute within seven
days. The Institute shall be catitled to recover the amount from the contractor by deduction from
money due to the contractor fiom the Performance Security,

32. The contractor shall indemnify and hold the Institute barmless from and again stall claims,
damages, losses and expenses arising out of, or resulting from the worksiservices under the
contract provided by the contractor.

33. The contractor shall not employ any person below the age of 18 yrs manpower, and also engaged
shall be trained for providing security services and firefighting services before joining. In
addition, contracior will also arrange training in batches by Civil Defense and Fire Service
Institutes for deployed manpower. During this training, contragtor shall have to amange foc
Substioute for the staff undergoing training.

34. The contracting contractor shall cmploy experienced manpower for all the category of stalf. The
contractor shalt provide proof of experience and Institute shall get it verified on its own.

35, Provide Security and watch end Services during olficial, social and religions funders and
patherersievents inside the campus,

36. That a Contractor should have an investigation cell to carry out investigation of thefls, accidems
or amy other matters regains from time fo time. .

37. The Contractor/Contractor shall be responsible for proper maintenance of decorum, punctuality,
discipline and work outpa,

38. The cantractor shall get guards and supervisors sereened for visual, hearing, gross physical delects
and contagious diseases and will provide a certificate 1o this effect for cach personnel deployed.
Hospital will be at liberty to get anybody re-examined in case of any suspicion. Ordy physically
tit persannel shall be deployed for duty.

39. :Gec»urity staff engaged by the contractor shall not take part in any staff union and association
activities.

40. The Institute shall not be responsible for providing residential accommodation o any of the
employee of the contractor.

41. The Institute shall not be under any obligation for providing employment o any of the worker of
the contractor afer the expiry of the contract. The Instifute does not recognize any employge
employer relationship with any of the workers of the contractor.

P \ \
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42, I us @ result of post payment audit any over payment is detected in respect of any work done by
the contractor or alleged to have done by the comtractor under the tender. it shall be recovered by
the Institute (tom the contractor -

43, Ifany under payment is discovened. the amaount shall be duly puid to the contractor by the Tnst Fute.

44, The contractor shall provide the copies of relevant records during the period of contiact or
otherwise even after the contract is over whenever regquired by the Institute exc.

45, The eontractor will have 1o deposit the prool” of depositing employee’s contribution 1owards
PFASE ele. of each emplayee in every month with bill. With the separate shoet of employees work
in the institute. Further list downlouded from PF Portal will be part of supporting of Bill.

46, The contractor shall disburse the wages to its siafl deployed in the Institute every month through
ECS or any other mede. Contracter is reguired to submit the salary Sheet. baale statespent and
pay ment confirmation documenis overy mosth,

47. The contractor should have round the clock service in Indore along with quick response wams )
deal with emergent situations. if arise ol uny point of time,

48, OBLIGATION OF THE CONTRACTOR: The contractor shall ensure full compliance with
tax laws of India with regard 10 this contract ml shall be solely responsibie for the same. The
contractor shall submit copies of neknowledgements evideneing filing of returns time 1o time and
shall keep the Employer fully indemnified against liability of tax, mterest, penalty cte. of the
contractor in respect thereof, which may arise.

4% PENALTY @ Phe penalties t be imposed on violation of terns and conditions are listed ar one
pluce as wader:-

SN[ Description of irregulavities Penalty
1. | Fail w report on ime Troated us Absent
2. | Found Sleeping K. 2500 per case - conteactor o be panclized
A, | Found Steeping twice in one month Craard to be replaced by contractor
4. | Any Damuges / Loss by the contracun’s Recovered rom the Contractor / Contractor
persnn
=, | Fail to wear proper umilorm (dross. hadges. | Rs, 1000 cavh (deduet from Contraetor’s Bill)
Shoes, cie.)
6. | Fublic compluint on misconduct Rs. 250/ per ingident
misbeluve by the comtmaetlor’s person talso concerns shall be removed immedintely)
Found invelved in any malicious activity
7 tor Rs. 10000/ per case
fruud or abetting i
8. | Not giving weekly ofl'as per gove, fiw Rs. 1.000/- per cuse
RS S00/- per day per case (In addition to non
9. | Reliever not provided (blank post) payment of salary for thot post)

Penalty as decided by the Competent Auathariny of clicnt for any other fmezularitios.
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38 Dispute Resolution

{n) Any dispute and or difTerence arising out of or minllllyju this contract will be resolved through
joint discussion of the authorities” representatives of the concerned partics. However. if the
disputes are not resolved by joint discussions. then the mudter witl be referred for adjudicane
o toa sele Arbitralor appeinted by the Group Advisor (SEWS and Sparsh Group), Indove

(b) The award of the sole Achitrutor shull be final and binding on all the purtics. The arbitration
proceedings shall be governed by Indian Arbiration and Conciliation Act 1996 as amendud
from time o time.

(¢) The cost of Arbitration shall be borne by the respective parties in equal proportions. During
the pendency of the arbitrate on proceeding and currency of contract. neither party shall be
titted to suspend the work/service (o which the dispute relates on secount of the arbitratsion and
payment 0 the contractor shall comtinue to be made in terms of the contract, Arhitrtion
proceedings will be held at Indore ondy.

51. Jduarisdiction on of court: The courts at Indore shail have the exclusive jurisdiction 1o wy oll
disputes, if any, arising out of this agreement between the parties.

DUTIES AND RESIFONSIBILITY OF SERVICE PROVIDER AND THE
SECURITY STAFF:

o The Security service provider compuny shall assess and plan the seeurity arangements required
tor the Campus on it own and develop a Mapual 10 govern its work for sach pest / position
indivating the duties and responsibilities,

2, The Security Supervisors ol the comracior will he responsible for overall security arraneement
- af the concerned Institute covered in the contract and shall report through the designaled

officials in this regard,

3. The security stafT depuied skall be with prior consent 0f the Administration of the client and for
any deplovment. change fram the [nstitute ew,

4. Security Supervisor will ensure thut uil the jnsiractions of the client’s administration are strictly
tallowed und there is no lapse of any kind.

= The entry system through proper Gate pass shall be mahaged by the Serviee provider and no
outsiders shall be allowed o enter without the sume and an entry in the Visitor Register 1o be
niaintained.

G, Mo iwms are allowed 1o be when out withost proper Gote Passes issued by the competent

alticers as laid down in the contractor authorized by the employer for in-out movement of stares
The speciman signatures and telephone numbers of the above stated offivers will be availuble
with the Security personnel. T
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7. The officers and stafl of the Institute are expeeted o carry their Identify cards while entry or
exit with them and shall produce on denvand Tor cheeking and allowing entry by the security
parsonmel. -
8 Deployvment of Guards/Gunmen Security Supervisors will be as per the instructions of the

authorities of the Institute and the same will be monitered personully by the concerned
authorities from time W Howe and will be responsiBble Tor its optimum ueilization,

LA Security personnel deployed in the premises on belidays and Sundays will b assessed as per
setual requirement and the number of personnel will be suitably reduced.

10, The Security Supervisor/Guand will ulso take round of all the important and sensitive points of
the premises as specilied by the Institute.

11 Security personnel shall also ensure door keeping duties und other timely checking of the sume
as per need. .

12, The Guards on duty will also ke care of vehicles, scooters /£ motorevelesbicyeles parked in
the parking sites located within the premises of the Institute.

13, Enwry of the sureet-dogs and striy cattle dnto the premises is to be prevented. It should beat once
driven out,

14 Fhe Guards on patrol duty should teke care of all the light switches. water taps, valves. water
hydrants. etc. installed in the open all over the premises.

i5. It should be ensured thot Qower plants, lrees and grassy lavwns are not damaped either by the
staff or by the culsiders or by swmy cantle.

to. The Securily Guards/Supervisors should be treined 0 extinguish fire with the help of fire
extinguishing eylinders and other Hirefighting material available on the spol. They will nlso help
the frefighting stafY in extinguishing the fire or in any other naturnl calamities.

17, In emergent situations, security stafl’supervisor deployed shall also participate as per their role
delined in the disaster plan, if any, of the Institute. Goards/Supervisors should be sensitized lor
their role in such situations.

18 The Security Guard on dury shall pot leave the premises until his reliever reports for duty,

19, Any other provisions as udvised by the client may be incorporated in the ugreement, The same
shull also be binding on the contracior .

20, Security Supervisor will ensure that ol the instrections of the administration are strictly
followed and there is no lapse of any kind.

2L Additonal manpower will have w be provided on Speeial Oceasinns viz Gathering, Regai,
Amual Functions, Seminars, eto.. as and when required by the ¢lient on Pro rala basis.
)

=
[5]

On special vecasions like Republiv Day ., Indépendence Day. International Labouy Dy and other
callege Function requirements, all guards will be required for Flag Moisting Ceremonind Parade
in full ceremonial Uniform s they should know the correct drill for that occasion.

Pringipal
Shtute of Seianea
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Al security Guards at all times should be smartly lurned owt in Company Uniform approved by
the client nnd provided by the congractor company.

The contractor shall bear all the expenses incurred on the fellowing items e all guards (Male

and Female) at all times must be in proper Unifomn., leather black shoes, 10 Card and in

possession of o Stekdathis/ballas. toreh and & Whistle. The contractor shall provide
rainceoat/Umbrelia in rainy season,

All supervisors must be compuslsorily with adequate experienced and exposure of Security ancd
Flatoon leadership duties.
In addition to the preseribed number ol guards the Chent will have liberty o incrense/decrease

the total number of Guards by civing @1 (one) day notice o the contractor. The comtracior shall
provide extra manpower required by thie Client for any sathering, cvent, annual function or any

other function at no extra cosl

It would he desirable that the Security Stfl provided should have knowledge of Fire Fighting.
First Aid, Scooter/Motorcyele/LMY Driving & handling Wire-less communication equipment.

All Guards & Supervisors should have working knowledge of ENGLISEH und Hindi both.

The information of security stafl” deployed shall be got verified by the contractor from local
podice authority and an undertaking in this regard W be submitted o the clicat und client shall
ensure that the contractor complies with the provisions, .

The contructor should provide lnclvdinner packs to its employees on their positions itself (s
those who don’t bring their Tiltin with themi No position at the thne of lunchadinner shoulkd
rerrrin blunk.

There will be three shifts of § hours (including Lunch Break of 30 Minutes). The timing
penerally will be from O6:00hrs, 1o 12:000rs. T4:00hrs, to 22:00hrs 22:00 s, to O6:00brs B

. the timings of the shift are changeable amd sball be fixed by the elient from time 1w Gme

depending upon the requirements, Prolong duty hours (more than 8lws. at streteh) shall not be
allowed. No payment slul] be made by the client lor double duty, if any,

I'he Security Guards and Sccurity Supervisors shall be normually required 10 work in three shills
hasis. No Secarity Guard/Supervizor will be allowed @ perform double dury/continuons buasis
unless authorized by the Oftficers of the Chent.

The comractor shall have propers stuadard operating procedures (SO sy of reeruitmant amd
training. The contractor will provide a copy of Training Manual and certificate of truining
completion for ingpection w Client authoritics,

The contractor shall have o proper system for checking the guaeds on duty during diey & mighn
shifts. Records of the same should be effectively maintained and shorcoemings if any. should
he immediately veetified. A daily report o be submitted by the Securiny Contrctor. The
Contractor should supply Guard Check Books 1o all paards post wise at its awn cost,

' Security supervisors of the Client will earry oul independent check of the guard posts during
day and night and will submit a report to Admin Officer’ Facility Olficer. which will be
considercd as final report L

#*
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36, One "Tield Office ] he Contracto xperi d_ A peable of secur
requirements at the institute premises 11 be e aval nee in g week at its own CosL
lor taking cars ueries/m 12 1o ge line, ircidents. aceidents rela
the tractor lovees and or_immediate _ipteraction with the Clieni

L]

In case of misuse of telephone line provided at the seourity gate, conlraclor will he responsible
10 pay for extra calls. Maximum Number of calls in a month will not exceed 200.

38, All Employees of the contractor shéuld follow the safety morms and procedures as per
government instructions.

39, Breakup of wages for § hes duty per day (Both day & night):-

$. No. Position Rate | No.of Personnel
SECURITY ‘ i
I | SUPERVISOR 13,790/~ 3 :
2 | ARMED GUARD 15,790/- 4
3 | SECURITY GUARD 12,592/ 24

a) The bill will be processed on the actual attendance every month verified by Admin,
by GST as applicable.

SIGNED AND DELIVERED by: SIGNED AND RECEIVED by:

y uc-ﬁ IO

Lt Col Kuldeep Raina
Brach Head Chief Administrative Officer
M/S Gama Guard Services Pyt Lud Shail Educational & Wellare Society
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IT — Policy

Guidelines for Usage of Computing Resources

Opp. IM{indore), Rau-Pithampur Road, Rau, Indore (MP] - 453331
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The Guidelines concerning usage of Computing Resources provided by Institute:

Indore Institute of Sei und Technology provides a strong information technolopy
environment 1o support its sdents and faculty in the pursuit of their instructional objectives and
teaching. These resources are to be used for edueational purposes and to carnry out the lepitimate
business of the Institute.

Understanding that for the Institute to maintain an environment of open aceess o nerworked
computing resources is imporiant, those who use these facilities must comply with the written
policics covering their use as well as the “spirit and intent” of those policies,

Approprigie use of the resources includes instruction, independent study, academic resenrch, and
the official work of the offices, departments, recognized smdent organizations, and the agencies off
the Institute. Any activity that intentionally obstructs or hinders the authorized use of campus
K_' compuling and network resources is prohibited. Examples of inappropriate activities include
(but are not limited to):

1. Interfering with system security or integrity by:

«  Unauthorized breaking into a system/network and/or accessing data files and programs
without suthorzation.

*  Releasing a virus or other malicious program/software that disables system network
perfonmance or hinders other clients,

*  BExploiting security gaps.
* Hindering/changing supervisory or pecounting functions of the systems,
*  Tapping network lines and changing of IP Address,
Dishonestly moving data from Institute System or through emails that belongs o
HST/IIP/IMR.
2. Obstructing users from autherized services by:
=  Monopolizing computing resources or computer neeess,

*  Obtaining, possessing, using, or atempting o use someone else's user account or
password without nofification or permission.

+ Unauthorized Accessing, or attempting to access, another user’s dota or
—\ information without proper suthorization.

__W Opp. IM{indore), Rau-Pithampur Raad, Rau, Indore (MP) - 453331
Lreen Tdreer (TES s%% - (5 822 407 OG0 7 TO00 / I000 /4600 SE00 | Tels (HTF1) AMILS20 | Fax: [0737) A010522 | Toll Froe: 1800 103 3069
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+  Sending unsolicited evmail, junk mail, or propegating chan Jetlers,

+  E-mail "bombing™. "sparmming”, elc.

Any activity of @ person or group of persons bave violent offects upon another person
or a sockal group comes under definition of eyber violemee,

4. Offensive Materisl

= Transmitting or storing / shering offensive material lke racial or religious hatred
messages, pornography data/picturedividesdaudiolext ole.

5. Forging clectrunic information

= Cremting, sllering, or deleting the attribution of orgin (e.g., "From" in e-mail, 1P
asddress in headers),

= Bending messages under someone eise's address (e.g., hoax messages, even il intended
a5 ajoke).

6. IPR Viglations: - Includiog with sofiware piracy. copyright infringement. tradenmrks
violations, theft of computer source code, patent violutions. o,

Atempting Cyber Squattings Domain names are also trademarks and protected by
ICANN's domsain dispute resolution policy and also under trademark laws.

7. Ownline gambling: - Any attempt to indulging any form of gambling, betting, money
laundering unauthorized money transfer  wging Institute computing and nelwork resources is
Prohibited.

8. Defamsution: -Indigenous in any form of online derogatory. defaming. charncter
assassination or degrading any person, Institute, Group. Sector. selipion. caste, political
party eto. is prohibited,

9. Physically damaging s computer svstem: - Physically damaging a computer or il
peripherals either by shock, fire or excess clectrie sapply efe. DESCRIPTIONS of
Sample Violations (Not Exclusive).

10, Mishandling email: You must net everload the communications servers; dio not abuse
vour convmunications.
privileges., E-mail is a fast, convenient fom of communication. This makes it ensy o
send mail o muhiple recipients and puts o strain on shured systemns,

W Opp. IM{indore), Rau-Pithampur Road, Rau, Indore (MP) - 453331
L R —
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11, Do not help propagate chain e-mail letters: Forwarding chain e- miadl is a viotaton ol
Institnte computing policy. Phrases in the subject line con usually identily chain e-mail,
such as "Forward - do not delete.” "don't break the chain,” ¢ic. Some chain e-mails promeise
good luck, promise essy money, tell steries and ask for help, or wirm ol fislse e-mail viruses.
If there are a large number of addresses in the message, chances are very good that it s o
chain e- mail. "Get rich quick" schemes will invaviably claim o be "completely legal™
Do not be fooled. Delete all chain e-mall from your account, Contact IT DEPT. for uny
clarificalions.

12, Do not "bomb" c-mail sceounts: Sending numerous or Jarge e- mail messages W one
person s considered "e-mail bambing." This may or may pol be done in an atempt 1o
disrupt the recipient's notwork services. Sometimes e-mail "hombs” wre used as a4 method
of retaliation. Even if no harm was intended or it was simply @ "harmless peesd,” o comaozl
"bomb™ can disrupt service to hundreds of users.

13, Copyright Infringements: For your use, the Institute provides many seftware and duta
at have been obteined under contmers or lieenses stating that they may nat he copied
cross-assembled. or reverse- compiled. You sre responsible for determining whether or not
programs or data are restricted in this manner helore copying, cross assembling, or reverse-
compiling them in whole or in any part. 1€ it is unclear whether or not you have permission
to do so, assume that you do not have permission 1o do so. I'T DEPT. will assist with any
uestions regarding software usage and licensing issues.

4. Interfeving with a User's Auwthorized Services: Amy activity that causcs distuptions in
service 10 other users is considered interference. In some cases, using more resourcss than
you are entitled to can also be considered interference (e.z., using excessive storage space
on the shared systems, flooding chor channels or newsgroups), Maore importanily, you must
not monopolize computing resources for nonacademic activities such us gume playing snd
other trivial applications locally or over an affiliated network: printing excessive copies of
docements, files, images or data. You should refrain from using unwarranted o excessive
amounts of storage; printing documents or filles numerous times because you have nat
checked toroughly for all errors and corrections; or run grossly inefficient programs when
efficient alternatives are Knoswn 1o be available. You should be sensitive 1o specind needs
for software and services availuble in only one location; and cede place to those whase
work requires the special items.

15. Sharing Resource Accounts and Passwords ar Sharing Objectionable material on Institute;
Your network login and password are for your personal use. If you share vour login and
password with yours eollogues, friends or roomniates, then you are giving them access o
services they are not authorized to nse. They may emboreass yom by sencling e-mail | pasting

e ..(W Opp. IM[Indore), Rau-Pithampur Read, Ray, Indore (MP) - 453331

O SEZ T 1000/ 2000 ) 3600 /5000 £ SO0 | Tel (G731) 00520 | as- (0737) deasze | Toll Free: 1800 103 30685

[ %m (Hird

Prificipal
ore Institute of Sc i

shd fechnology, Indore
i

J i,

e

33



.. [ |Indore Institute of .
moemsiest | SgieNce & Technology

Science & Technology

Approved by AICTE, New Delhi, Affiliated to RGPV, Bhopal, Recognized by UGC under Section 2(f)
2023-2024

Indore Institute of
[ e gt o Science & Technology

| @y by - RGP IMhrad s Apparaves by - ACIB{Rgw Diwihd)

messages, or even chatting with people while posing us you. Do nal share your sccount ar
password with anyone. If you suspect that someane may have ebluined your Password,
change it immediately. If vou suspect that someone has repeatedly accessed vour logm
and  possword, notify T DEPT.  oer  send esmail w  IT DEPT.
systemadministrmor@indoreinstitute.com Conversely, using semeone else’s password W
access services or data is alse a violation of policy, regardless of how the password was
obralped. Do not use anyone else’s password, sceount, or c-mail,

Further. sharing any form of objectionable material (pormography. religions lutred mails
ere.) on your PC bard-drive on HST/HUPAIMR Network is strictly prohibited.

Disruption of System Security or Integrity: Tampering with the operation ol pny server
or network resource is prohibited. Any such activity constitutes o thremt to the normal
operation of that resource and can potentially effect hundreds of users. Any attempt will
be regarded as malictous in intent and will be pursued in thut perspective.

Unauthorized access: Legitimate use of the Group Institules computer systems does nol exiend
to what one is capable of doing on that system. In smme cases. there may be secarity loophales
through which people can gain access fo a system or to data on that sysem. a petwork, or data.
This is unautharized access, [T a student accidentally permits access o s or her files throogh the
network, you do not have the right to access those files unless you have beer given explicil
thorization the material, This is similer to accidentaily leaving your door room
unlocked. You would not expedt your neighbor to ese that as un excuse for ¢niering your soom.

Dao's & Don't

Forgery: You must nsl alter any form of electronic communication {especially via lTorged
electronic mail and mews postings). Messages, sentiments, and declurations sent as eleotrorie mudl
wr sent us electronic postings should meet the same standards for distribution or display as i thes
were tangible decuments or instruments. Forgery includes using another persen's identty,
Forgeries intended as pranks or jokes are still viokstions, Attempts 1o alter the anribution of origin
(e.g.. the "from™ or "adidressee” lines) in electronic mail, messages, or postings, will be considercd
transgressions of Institute rules. You are free o publish your apinions, but they stould be clearly
and aceuratcly identified as from you. or. if you are acting as the authorized ngent off a group
recognized by the Institute, us coming from the group you are authorized to represent

= Always use olficinl mauil id for professionn]l communication within & outside the
orgonization also use of personal mail id is prohibited.

Please check your nsall accoums regrulardy.

Opp. IM{indore), Rau-Pithampur Road, Rau, Indore (MP} - 453331
)2 0T TG 0D 4 SUIN  4000 ¢ SU00 | Tel (BT 020 | kas (a7sn) 4010522 | Toll Free: 1800 103 3668
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«  If you have received o pmil containing an atlachment, form an tnknawn sender don’e
open it you need to scan the pttachment through Antivirus, if vou found virus with
the sttachment then please delete it

v If you receive a mail contsining an attachment, from a sender you know, but withioan
any mention regarding the pitachment. don’t open it It may be caring a virus, whick
gets sutomatically attached with mails. You can confirm from the sender if he bas sem
vona this atgachment and only then apen it

*  Please ensure that sttnehments sent by you are free from virus and worms. Always use
official Mail id for communication within & owtside the organization also uvse of
persenial mail id is prohibited.

= [fwvoudon’s have official email id contact o HSTAIPAIMR Administrative Department
for new official email. Also these mail ids are for afficial use only.

+  Use MS-Outlook for Official Fmail Address and if outlook is not properly configured
please contact System Administrator.

CONSEQUENCES OF MISUSE: Infractions of this shared use policy will result inv loss of
system and network priviteges and will be referred either o the Dean of Department Principl
/Mirector.

When I'T depariment has reason o believe a user has violated the shared system policy. iU may
suspend e user’s account(s) pending the outcome of an inguiry into the matler, [T Department
will notify the staff or student of the alleged violation and the facts on which the alleged violation
i% based. The stafl or student will have an opponunity to respond w the afleged vielation. Afler
pathering and considering all the facts available, and in consululon with the Dewn of Depurtanent
Principal/Directer. the user's privileges to the shared use systems oy be withdemwn for the
rermainder of the Semester/Course.

I, in addition to withdrawing privileges, IT Department believes the violation is sulTiciently
serious 1o warran! more severe disciplinary sction, meluding restitution. they may refer the matter
10 the Dean of Depariment/Principal/Director for approprinte disciplinary sction.

= -_'_w Opp. IIM{Indore), Rau-Pithampur Road, Rau, Indore (MP) - 453331
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Conclusion: The IT Departiment recognizes that S TAIPAIMR Informotion Svstem users are
extremaly diverse in their needs and requirements. Providing this large range of services for
research and instruction necessarily entails providing a reladvely unrestricted and flexible system
and nepwork organization. To this end. we expect that cur users practice considerate and
responsible computing and adhere 1o commeon sense standards,

When problems arise. they will be dealt with to ensure the unimpeired operation of our systens
and network, but we request that all users are considerate and prudent in their use of the resources.

The shared symems are an exmemely mportant and ever-chanping resource for the
HSTAIPAIMR. As a member you are responsible for staving informed about the policies and
procedures updates.

Princi pal
Principal

intore Ingitute of Sclence
and Technology, Indore
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POLICY FOR STUDENTS FOR USING EMAIL ID @indoreinstitute.com DOMAIN

HST/UMRBR/IP Group of College provides a strang information technology environment o support its
students and faculty in the pursuit of their instructional objectives and teaching. These resources are to
be used for educational purposes and 1o carry out the legitimate business of the Institute.
Understanding that for the Institute to maintain an environment of open access to networked computing
resources is important; those who use these facilities must comply with the following written policies:

1. Obtaining, possessing, using, or atternpting to use someone else's user account or password
withoul notification or permission is prohibited,

2. E-mail "bombing”, "spamming”, is not permissible.

3. Transmitling or storing / sharing offensive material like racial or refigious hatred messages,
pornography etc, is strictly prohibited.

4. Forging electronic information is not permissible,

5. Creating, altering, or deleting the attribution of adgin {e.g., "From™ In e-mail, IF address in
headers) is not allowed.

B. Sending messages under someone else's address (e g.. hoax messages, even if intended as a
joke) is strictly not allowed.

7. Do not overload the communications servers; do not abuse your communications privileges.

8. Farwarding chain e- mail Is a violation of Institute computing policy.

4. If you have received a mall containing an attachment, from an unknown sender don’t open it, you
need to scan the attachment through Antivirus, If you found virus with the attachment then
please delate it.

10. Do not share your account or gassword with anyene.

11. Sharing any form of abjectionable material (pormography, religious hatred mails etc.) Using
Institute Email id Is strictly Prahibited

12, Sending unsolicited e-mall, junk mail, or propagating chain letters is not allowed.

Name of the student: Father's Name:
Date: Admission Year:
Time: Branch:
Mobile No.: Parent’s Mobile No.
Aadhar No.:
Student's Sigaature Parent's Slgnature

MNote: Kindly Attach Photocopy of Aadhar Curd and Fees Receipt of college.

Principal
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Indore Institute of Science and Technology, Indore

Institute Librarvy Policy

ST Library provides the best library services to Students, Faculty and Staff. These rules are
designed 1o ensure that nll users may abain the maximum benefits from Library [eilities. Al
users should exercise self-discipline, respect and consideration for others when using 1he
Library. The Students, Faculty and Staff of the ST Indore are aumomatically cHgible to avail
facility of Library. Central Library is under COTV surveillance. By using any facility of the
Library o user agrees (o abide by following rules.

M. General rules

B. Lending’ Borrowing rules

C. Conventions for Lending/Borrowing
2. Renewal rules

E. Reservation fucility

F. Late returns

G. Loss and damage of Tibrary resources
H. Photocopying facility

I Computers and internet access

J. Libracy Updates

Al General Rules:-

I. The Library is o be used for the purpose of academic study und other refated material,
Everyone in the library shall respect the rights of other users.

2. Ounly registered member are permitted o enter inside the Libesry, alter scanning D) cand
on barcode reader,

3. Users will not be aliowed 1o bring the issued book(s) iuside the library, However, they will
be permitted if they wish o Re-lsste/Relurn the hook(s) during Issue/Return Timings,
Note books, writing malerials, lapiops ete. may be carried inside,

4. Books, Journals, etc. taken from the shelves for rending should be left on the reading rables
after use.

5. Readers are nequested o handle Library property carefully e avoid any dumege:-
{2} No users may misfile, misuse, diswrrange, damage or attempt 1o damage any library
TeSOUrees,

(b) Users must not bring their personal belongings like personal books, briefonse. wmbrella,
boxes, bag, e, into the library, The sume may be left in the dedicated space provided st
entrance of the Library. Users are advised not o keep their valushles in these pm_pg@-"?_iﬁ-;a\
counters. 'The library is not responsible for the loss or damage nf any sneh ortiebe /‘_N‘ iom Lo
l|

(]
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(e} Users should not mark. underline. write or tear pages. Users shall be responsibie for sny
damage to the documents or any other property belonging to the Library, and shall be
required 1o replace such library resources property damaged or to pay the value there of!

6. Silenve must be strictly observed both by the users and the library stafl. Engaging in loud
Conversation discussion or group study inside the reading halls s stwicily prohibiced.

7. Use of Cell phones is not allowed. I readers wish to keep them while using the Hbeary,
they must be switched off or 1o be kept on silent mode,

8. Useof eatables, drinking. smoking and sleeping in the Library are stmetiy prohibited.

9. Notices. brosdsheets, handbills, newspapers, or other materials will be displaved i the
Library only after prior approval of the Library awthority.

10, Improper use of library facilities by user(s) will lead 10 the suspension/termination of his
her membership or may be lead to suspension of lbrary privilege.

11. Users should inform the Library as soon as possible of any circwmstances (such as illness
or hardship), which might affect their use ol the Library and their ability to comply with
the Hules and Regulations. The Library Authority has the discretion to granl special
privileges on compassionate grounds.

12. Enforcement of these rules for users may take the form of any of the following actions.
depending on the severity of the misconduet that will be determined by the Library staff on
Duty at that time.

(a) In the case of minor disruption, the user recetves 1wo warnings, At the third warning.
the user must leave the library for rest of the day.

() Library Users causing destructions/miscondues on repeated visits will he warned by tlwe
Librarian that they will not be allowed 1o enter the Library if the behavior continues.

(¢) Library Users who eagage in destructive behavioss that interfere with others use of the
Library, who engage in behaviors that violate Library rufes may be banned permanant]y
from the Library premises and a disciplinary action may be mken with due approval of the
compaten authority,

13, The library rles and regulations may be modified from time to time und shall be binding

on all Concerned.

B. Lending/ Borrowing Rules:-

1. Library timings 09:00AM to 08.00°M on all working dawvs.

2. Timings for borrowing and returning of books:
(&) During 2:20 AM to 4:00 PM on all working days,
(0} From 10:00 AM 1o 4:20 PM on Saturdays, Sundavs and oher Holidays, (Duaring
Examination).

3. It is essential to show TIST ID Cards during checkowt and check-in transactions of lthrary
items,

4. Membership IDENTATY CARD is non Transferable. A borrower should not bomos
documents in any other person’s name. Borrowers ane responsible for books issued against
their nnme. —

5. The borrower should check the fitness of the documient before wpeiting it isspedc At
discrepancy should be brought to the notice of the library staff a0 the Circulation Chatinfler, 2

il
e J Opp. IIM{indore), Reu-Pithampur Road, Rau, Indore (ME) - an;;f ;
P P — cw%w (2 W2 407 10007 2000/ 3000 / S000 / S000 | Tel: (07317 S0T0R520 | Fa: (0731) 4090527 | Toll Free: 1800103 3069
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who will put necessary remarks en the document before issuing it. Otherwise, the last

borrower will be held responsible for any defect/damage found a1 the time of return of the

document. if not recorded on it earlier, and will be liable to puy the penalty as decided by
the Library Authority.

6. Any document issued, may be recalled by the Library before its due dute and the borrower
has to abide by the decigion.

7. The Library Authority has the discretion to restrict certain categories of materialis) beld by
the Library from being borrowed such as standard reference documents, theses, items of
special value or rarity. and loose issues of periodicals, mupsintlases. special collections,
CDs, data documents and damaged documents, ete,

8. 1F s user does not pay off the Library due{s). or retums overdue documents the privilege of
borrowing library resources may be suspended till the clearunee of previous dues,

Y. During powerfsystem failure or during Internet downtime, the circulation counter serviees
will be suspended wnti! services resumes.

(1) In case of due date of library items submission, and the library has internet downtime,
the user may refizrn the material on the very next day withourt any late charges.

(b) In case any user already crossed the due submission date and sebmit the library
material and the library has intemet downtime, the user will be charged for Inte subnussion
for tho doy also.

1. Identity card is to be preserved safely. If misplaced! damagsd o duplicate 112 card will be
issued by student section, after depositing charge of Rs 100/

C. Conventions for Lending/Borrowing:-

1. The Number of book(s) that user(s) can borrow is as [ollows:
(a) Students:- UG Students © 08 Books lor 21days
PG Studenis: 08 Books for 180 days
(b) Faculty*: 08 Books for 180 days
(2) Staff*: 02 Books for 180 days

“If boaks are not retwrmed by Faculty/SialT by the due date, fine is not charged on them.

A reminder mail will be sent to them periodicully, However, No Dues Certificate will
not be 1ssued until the library dues are cleared,

2. Reserve/Reference Collection consists of books and other reading mmerials
recommended by the respective faeuity members for different cowrses for cuach
semester are kept in the Relerence Section. Relerence books are not issued,

3. Major Project reports, Theses, dissertations, CDs, are not lent out of the Lilwary.

4. [ssued Books must be returned on or before the last date stamped on the dee-date slip of
each books, Sending reminders to defaulters is not obligatory on the pan of the library.

5. Library resources in demand mayv be issued only for such limited periods, as the
Library Authority deems desirable,

6. Loan periods may be adapted to take sccount of vacationfexamination requirements. In
exceptional circumstances extended loan periods may be negotlaled.

7. Pre-Approval of the competent autharity will be required for any exceplional cases. .

8. If books sre not returned by student the due date fine will be charged %{[ﬁfﬁ'—"ﬁ::- a2

Y

reminder mail will be sent to them periodically. However, No dues certificags will Gi}p
be issued until the library dues are cleared. = :
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. Renewal Rules -

1. Book(s) may be renewed if the same are pot in demsand or not reserved by the other
USErs.

Borrowers can get book(s) reissued on or before the due date by personal visit Lo the
library.

Already overdue items will not be renewed.

Already reserved items cannot be renewaed,

Bomowed Book(s) cannot be renewed more than once. After that the borrower must
return the book(s).

The borrower has o bring the moterial physically to the library for senewal

hhEw N

f

E. Reservation facility :-

L. Users musy reserve the bogk(s) to issue o the Circulation Counter in cise they arc
alrendy issued.

2. A user cannot reserve more than ane hook.

3, I the reserved library book is not laken within one day, it will be issued to another user
in gueue or it will be put back on its shell.

F. Late Returns :-

1. 'The fullowing overdue charges will he collected from Students. if the hookis) ane o
deposited by them on the date last stamped on Due Date Slip, For Texthooks - R, 5 per
day per book will be charged.

2. Detaulter List of stodents will be sent to the concerned department ot the end of cach
semester for recovery purpose. These students will be restricted from regisiration of the
next semester unless dues are cleared

3. If the book due date falls on a holiday of the lbrary, the next working day will be waken
as the due date.

4. Absence from the University will not be allowed as an excuse for delay in the retirn of
book(s),

5. Borowers are advised to retum the books while proceeding on long leave, semester
break, winter / suminer break,

6. I & book is not returned within the loan period, issue of another book(s) may bhe
stopped until the overdue items have been returned and fines are paid.

7. Faculty and Staff members are advised 1o deposit the books on time and reminders witl
be sent 15 days after the due date. However. sending reminders 1o defaulters is not
obligatory on the part of the library.

8. Library Authority may exempt the late fee depending upon the circumstances of detay,
any human error in issuing a book by the library circulation siaff, ete.

€. Loss and Damage of Library Resources :-

L. The borrower will be responsible for loss of any booki(s) and other reso thc¢(§}4 ;
against histher [D card. = {ips

.b
‘;;;’??,.N,_ — Tpp. M (indore), Rau-Pithampur Rosd, Ray, Indore {pP) -% e
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2. If a user loses or damages library nesources, he/she should report the loss in writinge 10
the Librarian. otherwise hefshe pays the acerued fine from the date the documuenis s
due for return,

3. Replacement Process:-

(@) The borrower may repluce a lost library document with the swme edition of the
document or by a latest edition.
(b) The cost of out-of-print document will be:
(1) 02 times the cost of the lost document ut the curren! exchinnge rate in case of
Foreign document,
€2) 02 times the ¢ost of the lost document in date of purchase oF books INR in cose
of Indian book.
(e} The replacement cost of a CIV/DVD or other clecuwonic library resources wiall be
based on the replacement cost of the same.
(d) If a book/ieose journal of a set is damaged / lost or misused. the entire set bas o be
replaced and processing fee should be paid.
(£} If an accompanying material is lost or damaged, the original fibrary resource o1
entire set has to be replaced.

4. 1fthe item’s original price is In foreign currency, compensation will he calculated based
on present exchange rate,

5, If the lost item does ot show any price. is withoutl any price. users will be chasged the
requisite replacement cost.

H, Photocopying Facility:-
The photocopying scrvice is provided in the Library to cater 1o the requirements of the
library users. This serviee is limited w library material, decument ineluding copying

resenrch papers published in journals, conference proceedings for aendemic and
research work without violating the Copyright Act.

Charges:

1. Copies (! to 10 Number pages 1Rs. 1.00 (One Rupee) per page Tor A-4 size paper
Copies {11 to 30 Number pages) Rs 0.75 Rupee Pér puges Tor A-4 size Paper
Copies (31 to maximum pumber of pages) Rs 0.50 Rupee Per pages for A-4 size Paper and
A-3 size Paper Rs 2.00 (two Rupees) Per Pages. i

2. Payment Mode: Cash only

Thmings: 10 AM 10 01 PM andd 02 PM to 04 PM on all working days only.

Note: Photocopy service is not available on Satrdays, Sundays and Insmuh:}cclﬁrcd\_
halicdays. Pl '

DX

S driang

Rules for Photocopying:-

1. Library stef¥ will review and evaluaste all material before pholocopying,

_MV Opg. liM(indore), Rau-Pithampur Road, Rau, Indore (MP) - 453331
e Fiiress ETl = T B22 40T 1000/ 2000 J 30RO 4006/ SOM0 | Tel (07IN DTSN | Fan- (P73} durs 22 | Toll Frec: 1800 107 366G
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Heqguest for photocopies from bound items and special collectons will be evalunted, based

on eriterin, such as the tghtness of the binding, the feagility of the paper(s) and the size of

the piece, tipped in maps, illustrations. and charts are all unsccepiable photocopy Tegquests

sinee the bandling esnnot be done withour risk of 1earing.

3. Only standard paper size (A4, A3 size) will be used.

4. No refunds will Be given for any resson other than mechanical mudfunction, vg
unintentional multdple copies, e,

5. Users may be requested to limit the number of copies when others are waiting for the
service.

6. Photocopying will be done subject to the availability of staff and time,

7. Photocopy services may be delaved if any machinery or power default occurs,

Caopyrighi=-

1. Users should be aware of Copyright rules and regulations. Please remember  that
photocopying a complete document is violation of copyright rules.

2. Users are solely responsible for upholding copyright laws and library is not responsible for
any Copyright infringement by users,

L Computers! Laptop and Internet Acecss:-

Computers are placed mt e-library in the Library for sccessing the resources for academic
and resesrch work. These should be used exclusively 1o access OPAC (Oaline Public
Access Cotalogue) of IIST Library, subseribed/purchased e-resources. Becudse these
computers are shared resources, users may be asked to limil time spent on thess computers.
Users should not wse the Libmary Computers lacility in o manner, wiich will bring
disrepute W the pame of the Institute. Disciplinuey action will be saken sgoinst those
breaking the rules. One computer is placed ai main Gate for OPAC (online public sccess
catalog) scarch. User need w turn of 7 computers using. Plesse note, in partieular, that the
following are not allowed:

1.  Accessing of wndesiteble Internet sites and downlosding, pronting und circulating of
undesireble materisis

2. Unauthorized use of passwords, Computer accounts and passwords mast be kept swicily
Confidential.

3. Installing and reening computer sofiware(s), which is not owned by the librory

4. Changing the PC system semp.

5. Duplicating any software or asudie-visual programmer. This  infinges copyreight
regulations and offenders will be liable for legal action

6. Chatting and game playing on Intermet

7. Creation, display, importation, cireulation or stomape of effensive nuaterial

8. Online chatting. sudio /video stremwming, browsing of socianl networking sites s sieictly

prohibited. striet disciplinary sction will be taken againg the defaulters .

9. Playing games on computers or laptop is strictly prohibited in the entipe Li :lg{ EU 5
premises, &

10, Readers are pot allowed o share their Infernet access [ and Password with Jayhcrs

T i8rarian

students.
LS
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11. Use of laptops in the cubical systems where computes are already instalied s mot
permitted. .

12, Changing the setting and display of the computer kept in the fibrary is not permined.

13. Readers should not remove fumplug computer cables fconnections. network cables and
olher peripherals faccessories in the library.

14, Personal keybhoard, mouse, ete. are not allewed inside the Librory.

15, Downloading, accessing /opening of pornographic sites or starsge of offensive matorial
are not allowed inside the Library.

16. Hlegal /lnlawful sctivities such as (but not limited 1) hacking, deleting of files,
changing / tweaking of system configurmtions’ / passwords resulting 1o domage of
systems and network are prokibited.

17. User muy not temper with any equipment inside the facility, specially the computer unit,
1o case of hardwane fsoftware problems. ask assistance from the stalt on duaty.

I8, Library will not be responsible for any kind of missing {tems of students” (Pen drives.
Laptop, CYDVD ROMS, Earphone, Bar buds ete).

General Library Updates:-

1. All general notices about Librory Resources will be displaved on the Library Notice Board
and other Notice Boards.

2. Eleetronic mail is the default means of communication berween the tibrary and users, Lisers
are reguested to check their email regularly.

3. Library is fully Wi-Fi enabled. Reading kall facility with Wi-Fi connectivity, Keeping
open hetore and after Institute thaing, :

4. Library timing/ howrs can be extended during examination.

5. Thewe is provision of additionn] switches for connecting, PCS ¢ Laptop in the Hibrrey,

6. Non- registered members can usel access the librey material onl ¥ with the permission pf
the Librasian.

7. Taking News papers out of librery or any ather avea is not aflowed, It must read anly in the
library.

8. Readers /) users suggestions are alwavs weleomed.

@

- Readers should not mark, underline, dog —car, write, tear pages or nther ihwrmaige the librry
dogumenig. —— ]
e, U7

e, Keshav Patidar
Librarian Prisscipak
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Dedicated Teams and Committee for Maintenance work
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Electrical

Power monitoring, energy efficiency initiatives, generator testing, safety training for staff.

Gardening

seasonal planting and maintenance, waste management practices, pest control methods.

Carpentry
Furniture repairs and restorations, custom builds for specific needs, workshop safety

procedures.

Construction and Maintenance
Project planning and budgeting, material selection, contractor oversight, sustainability

assessments.

Purchase
Vendor selection, price negotiations, quality control checks, adherence to ethical sourcing

practices.

Library
Collection development, digitization projects, user education programs, accessibility

initiatives.

Campus Maintenance and Beautification

Waste management systems, recycling programs, green building principles.

Network and Security

Cybersecurity measures, data access controls, network monitoring, disaster recovery plans.
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Following Maintenances team are working in the campus.

‘Garden Team

1 | Mr. Roop Singh 7e-20 Supervnsor
2 [ Mr. Arjun Singh : 7 | Supervisar ) N
_3 Ms. Kavitn Dec-2 Garden Labour |
[___ 4 | Mr. Ram Sundar Yadav J Z—JZ_H_FZOZI Gurden Laboaur _]
|5 | Mrs, Yashvantee | 2-jan-202 | Garden l.abour e
6 | Mr, Rajesh ! i-Mar-2021 Garden Laboue
7 | Mr. Jeewan Singh [ 1-Sep-2023 Garden lLabour
8 | Mrs. Maya 1-5ep-2023 | Garden Labour
9 | Mrs. Jyori 1-Jan-2024 | Garden Labour B ]
|10 | Mrs. Kanta Ginava 1-Jan-2024 | Garden Labour
11 | Mr. Santash Ginava | 1-Jan2024 | Garden Labour
12 | Mr. Chaganlal || {-Jan-2024 | Garden Labour T
|13 | Mr, Satayanarayan | 12-1un-2024 | Garden labour — |

EIectrlu&lSuperwtmr
-Ju]-2005 | Blectrician

M. Mukc:.h Kumar Aleriva [-Jun-2011" Maintenance Electrical
Mr. Chandar Singh Clhouhan g:Juﬁ-ZDld : 1 -
Mr. Om Prakash Lohar ENE T

| 6 Mr. Badul Belira | 12°Nov-2022 | Electrician

[7 | Mr. Krishris Bhawars B 10-Jun-2024 | Electrician

|1-15ec-2024 Pump Opudlol

1
ll 2 [ Mr. Mewalal Chouhan | LO-Apr-2012 ] Helper Plumber
|_3 i Mr. Vimlesh | 2-1an-2021 J iLabour .I
- " —Principal
—Z rhré‘ P rusum\e__,,_,m incrtte of Scignce

. snalore
) a
T, HMindore], Rau-Pithampur Rond, Rau, jnﬁ@rﬁs’éﬂﬂ’% By g@f

= \_/’ e g ’ ]
i 2 M @ 822 467 $000 72000 / 3060 £ 4000 7 SO0 | Tel: (07393 SDT6526 | Fan: (731) 4810522 § Toil Fres: 1800 103 3065

e
G Fhdrew (VG

e i bk et

Principal
re Institute of Sclentd

in

For 1IST/ 1P/ 1
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High Power Purchase Committee

Indore Institute of Science & Technology
Indore [nstitute of Pharmacy
Indore Institute of Management & Research
Dt 61123
Office Order
Henceforth, the high power purchase conunittec will consist of the following members

i br. Keshav Patidar

i Dr. Nimita Manocha
itd. Dr. Aradhans Chouksey
iv.  Mr.Rajesh Bhandari

w.  Mr.Puneet Singh Duggal
vi. r. Neeraj Sond
wit, Br. Ankit Jain

1. The committee members will be consulted in all cases where purchase amount is higher than Rs.
25,001/ - for IIST and Common Purchases.
Minutes of meeking should be maintained.
The committee shall meet periodically (daily, il possible} at pre-decided time and place and note
their comments, with their signatures collectively. on the comparative sheet or via a separate
attachment to the existing comparative sheot.

4, Purchase officar will make sare to call the RFQ for making the comparative charts, Fle wiil
maintain all the Quotation, comparatives and MOM with the parchase Jdocuments,

5. The Pre and Post approval note sheets should duly mention the words Pre-approval and Post-
approval respectively in the heading.

6. The signature for approval of Group Advisor {Spassh & SEWS) has o be taken duly after
following above points.

7. The conumittee will put their recommendations (if any) to the Group Advisor (Sparsh & SEWS),
for his approval.

8. Purchase comumitiee + 1O user (initiator for purchase), will e solely responsible for ensuring

Quality, Quantity, Technical Specifications and Rates for purchases.

ﬁﬁﬂipa\
U&e Of SC‘

jndorene

anﬁ'\"'\e& "0

47

-



" | Indore Institute of
moe et | SCiENCE & Technology

Approved by AICTE, New Delhi, Affiliated to RGPV, Bhopal, Recognized by UGC under Section 2(f)
2023-2024

Library Committee

ST June-23/11

This is v inform alt of vou that the Instizue has constitisted Enstitute

EE .

Aendensic 1var 2027-24

Indore

Institute of
Scienco £ Technology

Dute: 09062023

Institute Library Advisory Committee

Library Advisory Comemittee oy

the acpdemic year 2823-24 as mentioned below:

;:.,‘: Name Designation
1, |Pr. Keshav Patidar Head of Commitiee
I (Erincipal)
o Mr. Paneet S, Duggal
> 1 )
= 1(Mioe Principal-1 & CAG-1) Member
Dr. Richa Gupta
3+ | (Vice Principal-2 & 1HOD-ATML) _Member |
Dr. Niraj Soani %
L _i._ (HOD-CE3 B Member
Br. Namrata Kaushal i
3 (Dean & Course irccror-1 First Yesrd - Meniber
Dr. Dheerendra Vikram Singh 2 =
6. (Cowrse Directior-2 Firse Yewr & HCO-A) DL
Mr, Ankit Jain
hrd .
 lon-EcE) Member
. Sathish Penchaln
8. (FIOD-CSE) B Membwer
Dr. Margi Patel f
s
9. (HODITS Member ) —
Mr. Rahul Gupta -
|19 | mon-cwm) _ it raisniscl ~
Mirs, Rupali Tiwari = :
! VU | Asar Prof-ESH & Faculy Library Incharge) Membiés |
|12, | Pr. Amit Jain ’\icmhu |
(Asst. Prof-ESH & Faculty Library Incharipe) a2 " i
13 Mr. Sudhir Sohain M ‘un‘,\«:r |
* | (Libraran) e |
3 Ms. Debottama Bardhan it . -
4. {Seucdenty M(..mhn.r
i Ms. Suhani Jain " . S _l
oL | (Student) Member |
A
LR _—
L

C.C.re-

(Dr. Keshav Patidar)

Principal, 118°F,

Indore

1. All faculty and staff
2, Dean/HOD

3. Admin Dept.,

4, Registrar Office

5. Librarv Office

6. DG Office

7. Office Record

A P iasis

Principal
\’\ Me of Science
an ech/ﬁk‘f:’% Indore
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Beautification of buildines (institute wise) & surrounding areas

Dr Nimila Manocha

LIST & other buildings
Dr. Richa Gupta
Dr.Sourabh Shriwas
Ms.Kirti Choubey

IIMR

Dr.Vishal Geete
Dr.Shubhangi Jain
Dr.Asha Mishra

iy
Dr.Pritesh Paliwal
Ms.Nisha

General administration & purchases
Dr.Keshav Patidar

Dr. Nimita Manocha

Dr. Aradhana Chouksey

Prof. Puneet Duggal (overall in charge)
Dr.Niraj Soni
Mr. Ankit Jain

o

SO
"'\-4-1

-

v
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Various SOP for Maintenance

SOP - Electric Maintenance

Y

Mrhatiup , Oral Communicatiorn ]

41

[ Faculty In charge post Comalzint to Electrical Maintesance Whatsap Groug. ]

il

[ Efectric Supearvisor Visit Complalnt Location and assign Eiectrician set ]

Complalnt Received [By Pail, Google Complaint forrm , 1
-

tirmming counter for problem solution

After the visit complaint {acation |
tollowing cases possible
e 1l
=iy l[

Case-I Minar Compiaint and schee without J [ Case -2 requlred Electric Item for complaint ‘]

Solution agsin Two Cases Possiblie
x 1
] | ‘U
= . -2

clrig iterm Raguirsment

"

J

Electric Item Available in store Then Follow ﬂ;:trlr lTarm not available in store Thep S
Follawing Steps. ¥ Fallow Foliowing Steps,
Step-1 Write name of electric item an Step-1 Electrician grovide namo of
- requisition sip reguired ¢lectric iterm to Flectric In
Step -2 Sign by Electrician Charge
Step-3 Sign by Supervisor and note in Step-2 Electric in Charge sends
registrar Step-4 Approved by Electric In Requirement to faculty In charge
charge Step-3 faculty In charge takes Pre
Step-5 Approved by Principal Siv Approval of Principal and DR Sir
Step-6 Appraved by DG Sir i Step-4 aflter Approval af DG sir Faculty In
Step -7 Requisition send Lo store and issue charge sends Reguirement ta Purchase
ey Officer

Step-5 Electric in Charge take follow up
w Fill Prograss Repodt and in Fnrw:n/

Cornplaint Closed and fill complaint form by electric superwvisar and
submit to electric in charge




Indore Institute of
Science & Technology
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indore Institute of
Science & Technology

DG Sir

-

Principal Sir

[ Faculty in charge ]

I

[ Mr, Anil Verma ]
"h
5
[ﬁle:trical Supervisor J
[ - U’ =
i B - Bl
T [ [ |
4. |
Electrician -1 I [Electriﬂ'an-z ] Eludrlcran—:-) ] {tiecw-c‘:an-ﬂ J [Electﬁc}an-s w
—

e s
W
r{j’\' ‘p.: REJ%&
Principal
Indore Institute of Scitnie

and 1 chwmiaré
—

For 11T/ 11P/ 1IMR

e:ngf;; %

Chief Administ A2

i -:;‘ﬁgf

i
4
.5‘1:
L]

o

=
L Xl
\ %
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Science & Technology

New Electric Item Purchase

Whoever Needs the Electric item will be talk to the Faculiy In charge

Faculty In Charge informed o Electric Supervisor

Eleetrie Supervisor visit site Along With Electrician.

Adter the visit site Electric supervisor will inform the one who needs Plectric ltem,
Whoever Needs the Electric 1tem will be Fill Electric Ilem Requirement form and
Submitted to Faculty [n Charge.

* 6. Faculty In charge will be Proceed for Approval of Pringipal Sic and DG sir.

Adter the Approval of DG Sir Blectric In Charge Will be Send Form To Purchasing
Officer andd Take Follow Up.

8. Afler the electric item Arrival ot Store Department Electric Supervisor fill
Requisition form and Received Eleetric Item

eoiglesce e R

b

s 9, Alter the completion of work Electric supervisor must be Received Complaint form
one who pencrates complaint,
140 AL the end eleetrie supervisor must be submit complaint lorm to Faculty In Chargs.
S

For IIST/

Chief Admi
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Indore Institute of
Science & Technology

HSTAIPAIMR
Electric Maintensgncee Card

Docket No. Trate

Name & Departsnert

Building Masme & Location

Detail of Complaint

Mame of Technician

Werk Detail - -
Electric Item Reguired
P i Avallable : ;;t‘!fifiﬁd by
| SiN D ipti Ite
eseription of Item | Rumntity in Store Elactkric in chorge
||_ S PESCR —
= v ; I— —_— —
|
~ — -
Name of Compleinan Sig re Davie
Magne of BElectrician Signatyre Dute S
Name of Electric In Charge Signuwture Eluate
Navgne 0F Faculty o Charge Signature Iate

Principal
Indoce Institite of Sclence
and gy, indore

—

Chigf A
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o= Electric Work Pre Planning
| *0 DAY WORK PLANNED | COMPLETE OR NOT

| 01

‘uz

03

04

Liz

. i I

U8

e — —} TR T =

Principal

i do in ftute of Scienee
,mdcre

For II.ST[ 1P/ 1]

| -
Chief Ad'
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SOP - Purchase

Flow Chart for SOP of Purchase

Receive Goods / Services 1 [

and make Gate Entry |
b

)

[ Forward to
. Accounts for
' beoking

' DG approvat for biil
recording and payment for
. more than 20,000

For indore nstitid e of L1 il

,]:-' E' Togh
\

Tpa-Fman .;-3‘1
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Online/Offline Payment System Mechanism

For IIST
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Note 1: In case of purchase value between 20,001 to 50,000 comparative sheet
to be signed by 1. G.M. Finance, 2. User Dept. HOD and 3. Sr. Admin

Note 2: In case of purchase value more than 50,000 comparative sheet to be
signed by 1. G.M. Finance, 2. User Dept. HOD and 3. Sr. Admin and 4. DG
nominge

Note 3: If goods return by after preparation of Goods Received Note [GRN],
then stores to prepare Material Return Note [MRN] in 4 copies. One copy to be
kept with Stores. Second copy to be sent to Vendor alongwith Goods. Third
_ copy to sent to Purchase Officer. Fourth copy to be sent to Accounts Dept.
L=
Accounts Dept. to immediately enter debit note in books of accounts effecting
vendor ledger.

P
p

,-‘/‘:5_;3“1'-]-‘?"‘1.‘
# Q\ wwiviids 1
1(‘:?}- fw.‘\:‘;’\\ Q\l’ﬂ”{:lpa
;‘r = 'f Az hfio'e institute cﬁ’St iente
e }'} and Techﬂo!ow indore
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SOP - Placement

For IIST/ 1IP/ IIMR o i.. |
indore ~eftute of Sciefice
o 3nd‘\'echno\ogv, indore
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SOP- Maintenance of Computers (Hardware & Software) and Networking

*

s | Science & Technology

— -

indore Institute of Science & Techr}ology, Indore

SOP- Maintenance of Computers (Hardware & Seftware) and Netwaorking

Purpose: The purpose of this Standard Operating Procedure (30F) is to fonm guidelines wnd

procedures to be adopted for maintesance of computers (Hardware & Software) and networking,

a) Scope: This procedure is applicable for maintenance of computers in all the Departments,
Sections and Computer Centers,
b) Responsibility: System administrator.

¢) Policies and Procedures:

Whenever there is a problem with computer hardware or software the respective lab-
in charge/Lab Staff / individual has to call the repuir request to the System
adminisirator.

After received request system admin assign one lab staff and lab staff visit the place
and check the problem if problem is small he or she immediately resolve it and entry
the detsil in the register and if problem is little complex then machine will be
forwarded to system admin office.

In System administrator office they maintain log register and they entry the details
with problem and assign the lab stafl for the same.

Assign Lab staff coordinate with system admin and resolve the problem and filled the
form and mention the issues and solution.

The repair form is seemed to be ¢losed once the problemn is solved with System admin
signed and end user signs the form.

At last again outward entry in register and machine will be send to respective place

In due course of repair, if the need for purchase of spare parts arises, the request from
systern administrator is ratsed and the same is submitted 1o principal with signature of
end user.

if the required amount is less than Rs 10000/-, principal approves it for the necessary
purchases and if the requirement is more, the requisition is forwarded to purchase
committce as per SGP.

. “k‘-‘l‘)\ 4 Conl. |

o
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Indare Institute of
Science & Technology

4 indare Institute of Science & Technology, Indore

d) Guidelines for the users:
e For utilization of computers, the users have 1o make an entry in the log register.
e The user is not allowed 1o plag in their external drives without prior permission,
e The respective user will be held responsible for any damage or maltunction of the
compuier,
= There will be no claim for loss of data saved on deskiop.
e The user should not delete/uninstall any data or software.

s Only necessary documents are allowed to print on nominal charge basis.

¢) Records te be maintained:
e Repair form

s Log book

\.-’ \
A \
s v N

N

N \ N\
System Gd:ﬁf"i‘?jfum-“?’ : Princpal
AR SRR Principal
indore Institute of Sclence
VIST/ERDAEH and Technology, Indore
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SOP- Examination Form Forwarding

Principal
ind el\{ﬂt e of Sciente

Wﬂ@"‘-
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Indore Institute of
Science & Technology

SOP- Hostel

Admission Process

Hostel Enquiry

Hostel Visit

Hostel Form filling process

Passport photo

Update the student nane at stedent ecell

Fees deposit process

Room Allotinent

Enter the name on hostel attendance register
Update the name in ERP Module

(SR

S T

Maintenance Process

The comptlaint is registered by the student in the maintenance register

The warden visits to the student room and check the complaint status

The complaint s is segregated into different categories by the Hostel warden

The complaint after being analyzed by the warden and send to the maintenance
department through Googie form/call

The maintenance department collects the form and assigned them to the exceutive.

R

S

Exccutive will come from tlie vespective department and will closc the complaint &
signed in the complaint register.

Regards,
Hostel Wardens LCERRNCS 3

Rohit Dwivedi AP e 3
Kirti Chaubey 571

s Pﬁngipaﬂ .
P INnORS indore !ns\titubt&@f-i%tlence
| ’ and Techiiolegy, Indare

/ TIMR

Chief Adm'mistrati'\f Officer
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coordinalor 1 ol with |
ﬁil\d}ul&tﬁg u_pp]!)ﬂg‘g!g I

4

Warden bo dnform parents ansd

arnll

disciplinazy action against sroag dooes. |

cali HOD.

o

=
i
HRPTSIYE,

theissie ia
T pegider,

e mcords
N e p e

eonrdinatin

Sty

I T S o
T

|

ir

sond indisopling report of the
wards!

p}mivu call

M s
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%
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Call facully - ]

A= =

g% “g .E ;’g
s32) |gif
i3 ESE
[
ol R ! |

1

5% g
gl RE
e iz
| 1=
P 3;
v

i |
il

Cathphnrnacib refe st |
aid box or mwedicine box & |
Peolth s uinder

e madicne.§

\\  principa! -
\.__. .‘E- i

% institute of ¢
in \rg ?’Ea-o’ , Indore

64



= | |Indore Institute of -
woensieot | ScieNce & Technology

Science & Technology

Approved by AICTE, New Delhi, Affiliated to RGPV, Bhopal, Recognized by UGC under Section 2(f)
2023-2024

SOP- Institute System Policy

Indore Institute of Science & Technology
Indore Institute of Pharmacy
Indore Institute of Management & Research

Date : D6-June-2018

SOP- Institute System Policy|
Purpose: The purpose of this Standard Operating Procedure (SOP] is to form guidelines
and procedures to be adopted for New Computer Systems & 1T Equipment Purchase and

Upgrade.

New Purchase should be of Latest Technology.

Warranty 3 Years or else max possible.

First Major Upgrade 5 to 7 Years after purchase of the system.

Second Upgrade 10 Years after the purchase of the system and follows Annexure -1.

{
O

. After 10 Years follow Annexure -1

W :
y ol tatIEles
System Atgqmis‘ﬁramr s
: = TiE
o ' i J-\’“"r :
R/ I I |
! Principal Pnnupal Pﬂm:arml E"‘-\_ - GM FirfAnce -
L. Pripeapd _— i1l 2N I'i"?r_f‘.efﬂ! Wanagar Wwance -
. |-:-’.3]:§:Er-‘ ot gplence el Eﬁ’. 1 ... 2 !‘]1' :'-n'.'!;'_l-%’_ln ||," ¥. f ;‘; Shait Educaly innal & &353—1&
+ Yachnropy, in8oT® B
1'”“'\4*"': A --I'a__ e g

DG Simirector Genaral) '
Tor Shall Egueatioral B W"‘ff’k'f‘ 5'3'*&’\‘

L/
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Work Request Form for Workshop Work

I. m:’@%&mm, INBORE INSTITUTE OF SCIENCE AND TECHNOLOGY
Discipline of Mkchaﬂical Engineering
{Wark shap}

WORK REQUEST FORM

Name of Requester:-

Designation of Reguester:-

MName of Requesting Department / Section flnstitute:- —

Conswmabiles to be providad by:-

*For HST ndore community: - Except for the purpase of G Teaching, Alf the CONSUMABLES
{such as Raw material, Cuzzing Tools, Dielectric, Eleciralyta, e1c.) are ta ba grovided oy the
Requester.

Far others: Ali the consumables can gither be provided by the Reguester or can he arrangad by
the work shog depending wpen the nature of work fpraject.

DETAILS OF THE WORK REQUESTED

S.NO | Complete Description of | Required Completion Quantity | Estimated
work to be dane date cost{Rs.)

Signature of the requester with Date:-

Principal -

tirute of Scient”
prhhetemy P alaldel
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DETAILS TO BE PROVIDED BY ASSISTANT SUPERINTENDENT (Work Shop Incharge}

1. Name of machine’s Assigned:-

2. Details of consumables Required :-

S.No

Mame and details of the Consumables Required

Quantity R, | Total cost

3. Name of machine operator’s & ins. Assigned:-

4. Total man Hours required:- —---

5. Total cost of the Work Requested (Rs.):-

Signature of Work shop superintendent

Signature of dean

2. Rrincipal
Indore nm;ance

and Technology, Indore
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System Maintenance form
Form No. lj‘( s - !
System Maintenance Report |
User Name Department System Name ‘
| = | Lt Yirer—y [ t—&87 = 3 |
System Model 1P . MAC
[ Frd z= [ 921638 2+ \S7 | |
Data of Receive Date of Daliver i )
[ walzl2my | sl o s\ 200y |

Previcus Installed OS -:
[J windows xP (i Windows 7] Windows 16[] Any Other

Issue/Problem -~; !
Cos r:urrup&:! M.B. Failure EIHDD Failure [ RAM Failure [J 5MPS Failure [T SATN(;ahle [ cMOs Battery |
] other

Action taken -
Oos Installd] muB. Rep!aceEl—-HDD Replace [J rAM Replace UBMPS __ﬁpfaceD SATA Csble Replace
0 cmos Replace L other i

Current install OS -2 v,
[ windows Xk ] Windows 7 [_] Windows 10 [&] 17 Any ﬂ‘;hgr b

05 Activate -; [Yes []No

Driver Install -; 1 ves []No

Windows update-: [] Yes [] Mo

Antivirus -2 [ ves [} No 5 |

Antivirus Upd.ate~; [JYes []Ne i

System S¢an - ] Yes N e

Firewall - oo ﬂ 01! L

Browser Update -: D Ye

Required Appiicatmkq I:E:'stal? - f!fjms office [JAcrobat [ Winrar [ vic [ Java

Version -: L l 20 .4 | I NP [ U ] s "
R

r!l Any Other

% -z ozill Fifefox Dﬁuugle Chreme [l Internet Explare
ver Cizg ]

Other Peripherals Failure ~; [] Monitor [] Keyboard O Mouse Other,

A ‘
=S ”J Y-
User Sign. System tur Attended By |
S}'ﬁum 5‘*"‘ . MName & Sign.
14 o, i
TST/AIP/II 2 "
Principal

i titu te of Science
Qgﬁ,f, gy, indore

For IIST/
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corm no. [ TT4 ]

System Maintenanceé Report <

User Name = Department _Systemn Name :
_}'i Vorichs  Lreds | o - | £-96 !
Systern Maodel L e e MGG -
[ Va-ipa'lie OF i |
Date of Recelve . y Date of Deiiver
L gloelz2y [~ Wlosloou, |

Previous Installed OS -: B
[0 windows P T Windows 7[[ windows 10[¥] any Other

IssuefProblem -; n
E1'os corruptl _IM.B. Failure [JHDD fFailure ] fRAM Faiture [J smes Failure [[] sATACable[ ] CMOS Battery
[ Other ot 3 = |

T el |

Action taken - 1, SR =
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Laboratory Maintenance Policy

1. Each laboratory has a Laboratory in-charge who is responsible for its maintenance.
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2. Every day in the morning all the laboratories are swept and mopped, properly by the

dedicated cleaning staff. .

3. All the laboratories are provided with the dustbin.

4. To maintain the record of equipment’s and their repair maintenance, Maintenance
register, which is available in the laboratory.

5. Consumable equipment record is maintained by the lab assistant.

6. All the laboratories have internet connectivity.

7. Right procedures are followed while starting and shutting down the computer.

8. Servicing of equipment’s is done by qualified personnel only.

9. All other facilities like printers and scanners are available in sufficient numbers.
10. Laboratory timetable is displayed in each lab.

11. List of experiments of the subjects is displayed by the respective subject in charge.
12. CCTV cameras are installed in most of the lab.

13. In case of any damage or theft the matter is first conveyed to the HOD by the lab in
charge and then further required action is taken.

‘14, Power cables are properly msulated and ‘1aid away from patnways.

The maintenance of laboratories for various departments is furnished below.

Computer Programming Laboratories

1
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2. Installation of antivirus program on the computers

3. Back up of computers on a regular basis

4. Hard disc clean-up and defragmentation utilities regularly

5. All computers are checked for applications at the start of semester.

6. Frequent maintenance of computers, AC, Printer, and other equipment every 6 months

or as and when required.
7. Software license renewal is done as per the license period.

8. Turn off all computers by selecting the shutdown option on the desktop.

Mechanical Engineering

All the labs in the department are very well equipped with all the equipment/instruments/
machines required to conduct every experiment given in the curriculum and beyond. All the
labs are equipped with good technical support staff available during working hours and

beyond (as and when required).
1. All electrical equipment and installations are checked at start of semester.
2. All mechanical & electrical machines are inspected at the start & mid semester.
3. Fire extinguishers are recharged after expiry date.
4. All computers are checked for applications at start of semester in CAD lab.
5. License renewal is done for the software as per the license period in CAD lab.
6. Water sump is cleaned at the regular interval in Thermal Lab.

7. Calibration of equipment is done every academic year.
Prncipat
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Civil Engineering

All the labs in the department are very well equipped witlr all the equipment /instruments/

machines required to conduct every experiment given in the curriculum and beyond. All the

labs are equipped with good technical support staff available during working hours and

beyond (as and when required).

Is
2.
3.

All computers are checked for application at start of semester.

License renewal is done for the software’s as per the license period.

Calibrations of dial gauges are done for every academic year.

The Equipment’s are tested for its working condition in starting and mid of the
academic year.

Fire Extinguishers are recharged after expiry date.

All the equipment is tested before going to work in field.

The painting to the equipment done to prevent from corrosion.

Electronics and Communication Engineering

Students are given instruction in handling the equipment/system/component before the

conduct of experiment during their lab sessions to maintain equipment/system/component in

good condition and the maintenance of labs is depicted as follows:

1.

Regular checking of Meters, Cathode Ray Oscilloscope (CRO) and Function
Generator (FG) are being carried out and calibration is also done for every month.
Components are tested using Digital Multi Meter (DMM) and faulty components are

replaced.

. Linear & Digital ICs are checked using IC Testers and faulty components are

replaced.

Regular checking of Digital Trainer Kit, Linear and Digital Power Supply will be
done for every month.

Regular checking of ICs in trainer kits 8085, 8086 and 8051 are done. Then faulty ICs

are replaced.

Hard disc clean-up and defragmentation utilities are done regularly.
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7. Maintenance of computers, AC and kits are done regularly.

8. Turning off all computers by selecting the shutdown option on the desktop.

Laboratory Sample Maintenance and Issue Register

TssUED
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SHAIL EDUCATIONAL & WELFARE SOCIETY
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Device MAC ID
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Allotted IP Address

User Name {In case of WIFI}:

t hereby declare that the above information provided by me is true to the best of my knowledge,

| also declare that | will not misuse the facllity and would only use it for educational and official purpose.
In case, if any unethical incidence takes place from my PC/Laptop, | wouid be completely responsible for

the same & appropriate action may be taken against me.
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Library usage guidelines General maintenance is carried out by Library Assistants.

1.
2.
3.

10.

S iz B @ W

For 1IST/ 1P/ ]

The maintenance of the library is done by the library staff.

A utilization register / software is used for maintaining the library usage

The library staff will make the entry of the issue, return, renewal of books in library
using software.

The library stock is periodically maintained.

The library staff will list down the new books to be installed in the library and on the
permission from Principal and approval from management it is updated in the library.
As per the Head of the Department’s recommendation, the new technical books are
also updated in the library periodically.

Due dates are monitored regularly.

Any discrepancy in the return of book, fine amount is collected from the students and
faculties.

After reading newspapers, journals, or special reports, they are kept in appropriate
places.

Library staff provides the login for access to e-journals.

RO Water Maintenance

The plumber replaces all filters every 6-9 months or a maximum of 12 months.
Replace RO membrane is done every 24-36 months.

Sanitization of the water tanks is done every year.

The plumber cleanses and re-assemble the plumbing pipes every 2 years.

The plumber replaces and buy new parts whenever necessary.

The pressure nozzle is checked at regular intervals.

Bus Maintenance
1. The driver checks the tire pressure at the start.

2. The driver inspects the lightbulbs throughout the vehicle.

3. The cleaner wipes and clean the seats with a damp rag or cloth.
83
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4. The driver checks the fuel level of the bus at the start.

-

Sports Maintenance
Sports complex Indoor and Outdoor Games Equipment, Courts, Playground and Gym are

maintained by Dean, Department of Sports. The damaged Sports materials are immediately
replaced with new ones.

1. The grounds are maintained at regular intervals by the rollers.

2. The grounds are marked periodically.

3. The gym equipment is cleaned and lubricated properly.

4

. The sports equipment is checked and serviced at regular intervals by physical

education director.
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