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.

Sr.No. Document Title Document Link

1. Muster Photos

2. Committee Formation

3 Schedule of Housekeeping work

4. Deployment Chart of housekeeping staff in campus

3. Security Responsibility

6. Security Guard Deployment Chart

7. Computer maintenance Policy

8. Electric maintenance

9. Water Purifier maintenance
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SHRI. GOPINATH MAHADEO VEDAK PRATISHTHAN'S
G. M. VEDAK INSTITUTE OF TECHNOLOGY

Approved by AICTE, Recognized by Govt. of Maharashtra & Affiliated to University of Mumbai.
At post &Taluka: Tala, Dist.: Raigad, Maharashtra-402 111

Academic Year 2021-2022

Bieess i T
Ref. No. GMVIT/2021-22/ Date: 22/07/2021

Office Order

Maintenance Committee

Sr. Designation in tact N Sienatia
No. Name of the Member Comusétee Contact No. ignature
AN \
01 Dr. D. N. Jaiswal (Principal) Chairman 9022802204 %&
02 Prof. D. P. Hipparkar (Civil Dept) | Member Coordinator | 8446644095 e—
|
03 Prof. Y. R. Galinde (HOD Civil) Member 7756929294 %
<
04 Prof. S. S. Kasare (Comp Dept) Member 9552128445 | !
05 Prof. 1. N. Magdum (Mech Dept) Member 9850932172 :_F ﬂ lﬁ}
: 1
06 Prof. P. N. Kaninde (ASH Dept) Member 9307672764 Wmﬂ
: \/ A
07 Mr. M. S. Kasarekar (Lab Assistant) Member 9209639153 /‘{\'7//
v
08 Mr. A. A. Pitale (Electrician) Member 9423823756 \ ”
«
. 7
09 Mr. G. S. Shinde (Store Dept) Member 8149411518 l
rus &&N \Q
S "y %
{}? Taiz |5, outl —7‘?"\
I‘; Raigacf/‘gh Dr. D. N. Jaiswal
N /8 )/ oo
O/ Principal
Page 1of 2

GMVIT, Maintenance Committee, 2021-2022




Schedule of housekeeping work.

Sr. Cleaning area Activity Frequency

No.

1 Roads and outside area Brooming & removing grass, | Once a day

shrubs etc.

2 Common areas, passages | Dustings wet and dry moping. | Once a day, as well as Once
and staircases of all in a week by machine with
building. phenol.

3 Class rooms Dusting, wet and dry moping | Once a day

4 Toilets Washing by phenol and | Twice in a day. Removing

drying. Maintain records. stains by acid once in week,
cleaning by high pressure
machine once in a week.

5 Sewage line, gutters Cleaning and flushing Once in a week

6 Septic tanks, chambers Cleaning and flushing Twice in a year or as per

requirement.

7 Height cleaning, cob webs, | Dusting. Once in a month
electrical fixtures e.g., fans,
tubes ete.

8 Windows, partitions etc. Cleaning Once in a week

9 All water tanks Cleaning Once in a month.

10 [ Pest control for all [ Fogging or spraying | Once in months and as per
premises. insecticides for mosquitoes | requirement.

and flies.

11 Areas for students’ | Arrangement of furniture and | As per requirement.
activities & functions material as per requirement.

12 | Grounds Cleaning and removing the | As per requirement

grass




Deployment chart of housekeeping staff in college campus.

Sr.
No.

Location

No. of labours

Working time

1.

Main building no. 1

10

9.00 AM to 12.00 PM
12.00 to 1.00 PM lunch
1.00 PM to 6.00 PM

building no. 2

o

9.00 AM to 12.00 PM
12.00 to 1.00 PM lunch
1.00 PM to 6.00 PM

Workshop

O%

9.00 AM to 12.00 PM
12.00 to 1.00 PM lunch
1.00 PM to 6.00 PM

Library

DA

9.00 AM to 12.00 PM
12.00 to 1.00 PM lunch
1.00 PM to 6.00 PM

All roads

» 3o 3

9.00 AM to 12.00 PM
12.00 to 1.00 PM lunch
1.00 PM to 6.00 PM

Garden

oS

9.00 AM to 12.00 PM
12.00 to 1.00 PM lunch
1.00 PM to 6.00 PM

Total

24  Nos.




SECURITY WILL BE RESPONSIBLE FOR FOLLOWING:

Keep an eye on all personnel entering the college/hostel

a)
b)
¢)

d)

€)

2

h)

i)
i)

k)

)

The Identity Card of all the personnel entering/leaving college/hostel will be checked
strictly and ensure no unauthorized personnel will enter the college premises/hostel
Ensure students will not be allowed to enter college premises without uniform on
stipulated days.

Preventing theft cases, quarrel, fighting and bursting the crackers inside hostel and
college campus.

All entries of guests/visitors will be maintained at the gate and necessary guest passes
will be issued to obtain signature of host and the same will be retained at least one month
for records

Maintain records of items coming IN & OUT of the gate and ensure no items will go out
from the campus without the out pass of the items

Reporting any incidents in the campus/hostel or brief on any security aspect will be
made to Security Officer for further action or for reporting to higher authorities. All the
matters will be through proper channel. A chain to this effect will be maintained at all
the times

Maintain Movement register for staff and faculty those leave college campus during
working hours for any other reasons

Prevent all students, staff & faculty from smoking /drinking alcohol / use of
Ganja/opium or any other items which is not permitted

Ensure correct parking of vehicles

Ensure closing girls hostel gate daily at 2030 hrs& boys hostel gate at 2300 hrs
respectively

Ensure parents/guest visit as per given time (i.e. 1600hrs — 1830 hrs daily & from 0900
Hrs to 1800 hrs on holidays and Sundays

Provide extra security cover during any special events like gathering, functions, VIP
visits, sports or any other special events without charging extra money

m) Ensure frequent rounds of campus/hostel passage and surroundings by supervisor and

n)
0)

p)

duty personnel especially at night and maintain records of rounds taken.
If the performance of any security guard found unsatisfactory, the said guard will be
changed immediately after receiving your complaint
Provide training to security guards about soft skills, use of fire extinguishers, first aid,
emergency calls etc and submit the report along with monthly bill.
Ensure following documents will be put up for Security Officer for monthly inspection
and signature

i) Duty roster of security guards

ii) Records of rounds taken

1)  Vehicle IN/OUT register

iv) Visitors gate pass register

V) Attendance of guards




SECURITY GUARDS DEPLOYMENT CHART

1) Gents Guards -
S Location Duty Time Total Remark
No.
08:00 16:00 | 16:00 | 23:59 | 23:59 | 08:00
I | Main Gate 1 I 1 oy | Repest
2 | Boys Hostel Gate 1 1 1 02 Repeat
3 | Parking 1 Guard from 8.00 am to 8.00 pm 01
4 (I:;iygshgostel 1 Guard from 8.00 pm to 4.00 am (Night) 01 Repeat
Total Gents Guard 05
2) Ladies Guards-
Sr. ; ;
No Location Duty Time Total | Remark
] Ladies Hostel Full time o1

campus

Total Ladies Guards 01




How are the computers and their accessories maintained? (AMC, etc.)

We are getting 3 Years warranty on new computer purchase from
vender.

For old computers maintenance we have Hardware Assistant, one
Network Admin and two Lab Assistants.

Maintenance call is logged through phone call or user is registering
in the maintenance register.

Maintenance person will attend and identify the problem.

If the machine is in warranty period call is logged with the vendor
by phone.

The part will be repaired or replaced or replaced by the vendor’s
engineer.

If machine is not in warranty and our maintenance team is unable

to identify or to solve the problem, they make call to the vendor on
call basis charges.

And bill is paid through recurring budget.




Electrical Maintenance -

D ke - 12 [0 [ 202)

A team of one Electrical engineer and two dedicated electricians look after the maintenance of

electrification works.

Maintenance compliance register is maintained where break down and troubleshooting complaints are
registered.These complaints are identified and attended by the above mentioned team.
Purchase of material required for the maintenance is done by well defined purchase procedure through

recurring budget.

AMC of Diesel Generator -

S.N. Details Make AMC
01 62.5kVA Kirolskar Madhunil Engineering Pvt. Ltd.
Schedule of visits-
S.N. Visit Period
1 Routine Maintenance Every Month one Visit
2 Breakdown Maintenance Whenever of Breakdown call
DG Routine Check List-
S.N. Maintenance Particulars Status
1 Lubricant Oil & K.
2 Radiator water/coolent 0. %
3 Battery a.\.
4 Fuel oY
S Electrical Control Panel 0.
6 Qil, Fuel -Filters o &
7 Engine, Alternator 0
8 Parameters,etc 0\

Refilling of fire extinguishers:-

Utilize a 3" party for Annual maintenance check.
Ensure adequate protection when fire extinguishers are removed for maintenance or recharging.




/

Annual maintenance contract ( AMC ) details of Water purifiers & coolers system

Sr.no. Name of Agency Name of Work Amount Work Period Terms & Conditions

a) Al rates exclusive of GST.
Annual Maintenance

1 . RC _ b) T.D.S 2% will be deducted from your bill.
SlmPLE g: cr; t\;;a:: ec:fc\;l\; i::: fl.'-:;:nﬁer . 'S ,02’ ‘ w@\3 C) 50% advance payment will be paid for 6 months
SATPRTH enNTERPRILES OB CATDLE. %4 , - AD and 50% payment will be paid next 6 months.
d) This contract is vald for 12 calendar months
\(f) o 9" 2n217 (One Year) from the date of this order.

€) The spare parts, if required for repair of Purifier
& Cooler are to be made available from your
side; payment will be made by R.I.T.

f) Institute will not be responsible for any accident
or loss of life of your worker / any employee.




b

Customer GSTIN:

Shipping Address:-

el T T T T el

----------------

Your water purifier solution

cooler, water dispenser etc.

Tax Invoice

GSTIN:-27AHCPP9679B1ZZ

Billing Address: -At -: Tala -Mangaon-Raigad.

Cius?f)'nﬁer‘ Name: - G.M. Vedak Institute of Technology Tala.

Invoice no.:- 158
Invoice Date:-15-02-2019

Sales, service &repairing of all water purifier &R.0O system, softer plants, water

'Sr.N. | Description of goods services HSN CODE | QT | RATE | TOTAL
Y. AMOUNT
01 |UNIT:-3BOWLSET
02 | SPUNJ CANDLE 10 INCH 02 | 250/- | s00/-
03 | SEDIMENT FILTER 01 | 300/- |300/-
04 MINERAL CARTIDGED 01 | 450/- 450/-
05 | SERVICE CHARGE 05 | 254/- | 1270/-
E&O.E Total:- N 2520/-
Terms & conditions:-1.Goods once sold will not be taken back. Taxable | 2520/-
2.We are providing our genuine consumables & spare parts in Amount:
Service. )
3. Cheque in favour of “SAMARTH ENTERPRISES”.
4. On cheque bounce Rs.500/- will be charges. Total 227/ =
CGST
o m— m:- — ————r
Company Bank details:-Bank names:- Bank of Iindia Total 227/-
A/CNO :- 123630110000056 SGST
IFSC code :- BKID 0001236 9%:-
L Branch -  New panvel | Invoice |2974/-
Amount In word: two thousand nine hundred seventy four Rs. only. | Total:-

the of the service request.

Website:

I/We have & agreed with the above mentioned terms & conditions during

An I1SO 9001:2015 certified Registered company

e-mail :- Santosh.samarthenterprises@gmail.com

HELPLINE NO:-

9224107550

WHATSAPP NO:- ___8308299000

L

Vlde Ch. o

payment Made u,_ OOZ

PAID (297%F
3076 _Did. 203713

ony, Jeld
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