
 

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. 

 

Describe policy details of systems and procedures for maintaining and utilizing physical, 

academic and support facilities on the website within a maximum of 1000 words 

 

Established Procedures for Maintenance 

 

Institute has established systems and procedures for maintenance and utilization of the  

laboratory, library, sports complex, computers, classrooms etc.. The scan copy of  document 

showing the procedure for  repair/brake down maintenance is elaborated for the equipment 

maintenance The in workshop department on sample basis. The same procedure is adopted for 

maintaining the equipment and appliance in laboratory, library, sports complex, computers, and 

classrooms. 

 

 

Flow chart of Procedure  

 

 

 

The Lab Assistant raises the need for equipment maintenance, which the Lab In-charge verifies 

and forwards to the Head of Department. The Department Head will forward it to the Principal. 

The requirement is forwarded by the principal to the accounting department for budget 

information, which is then forwarded to the Foundation office. The Foundation Office issues a 

work order for the equipment's repair and maintenance. After the repair work is completed, the 

equipment is tested, and the lab in charge submits the test report. The bill is then paid to the 

appropriate agency. 
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Case Study: Repair Maintenance of lab equipment 

1) Application from  Technical Assistant 

 

 

 

 

 

 



 

 

2) Budget note  

 
 

 



 

 



3)Quotatiion Details

 
 
 



4)Work Order 

 



5) Calibration Certificate : 

 
 



6) Application for Bill Sanction

 
 

 



7)Tax Invoice 

 

 


