






























































































































Rev:00 St. Francis Inst. Of Management & Research
Doc. Title: Maintenance Procedure

As Per ISO 900122O15
Rev. Date: 15.03.16

Dept.: Maintenance

o

Maintenance Procedu r e 2Ot9 -2O2O

1. Purpose:

To ensure prompt availability to all stakeholders

2. Scope:

Specific services identified for preventive maintenance and recorded in the

Preventive

Maintenance Schedule - AC/water cooler/ water purifier and pest control

3. Responsibility & Authority :

Admin I/C and Maintenance I/C

4. WorkEnvironment:

The environment is friendly and ensures constant feedback on the progress of work

5. References:

rso 9001-2015

6. Definitions &Abbreviations:

Admin I/C = Admin In-Charge

o

J-L--\ \ ur^^r -*- l-\

Reviewed By: MR Approved By: Dire'ctor Approved By: Chairman
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Maintenance Procedu r e 2019 -2O2O

7. Records:

Sr.
No

Title of the Record Maintained by Retention
Period

1 List of Approved AMC Contractor File Maintenance l/C 7 year

2 List ofApproved Contractor File Maintenance I/C 7 year

3
Preventive maintenance Schedule. (Department Planner)
File.

Maintenance l/C 7 year

4 Complaint Form Maintenance l/C 7 year

J Maintenance Complaint Register Maintenance I/C 1 year

6 Breakdown Register Maintenance I/C 1 year

7 Purchase Order Form Maintenance I/C 1 year

8 Requisition Form Maintenance I/C 7 year

9 Assets Inventory Register Maintenance I/C 7 year

10 Consumables Inventory Register Maintenance I/C 7 year

11 Dept. Budget Form Maintenance I/C 7 year

L2 Vendor Details Re-Evaluation Maintenance I/C TYear

13 Vendor Registration Form Maintenance I/C TYear

t4 Emergency Numbers Maintenance I/C TYear

15 Fire Equipment Preventive Maintenance Schedule Form Maintenance I/C TYear

16 List of Fire Control Equipment in the sfimar campus Maintenance I/C TYear

77 list of Machine [Water Pump) in the sfimar campus, Maintenance I/C TYear

1B List of Air Condition & Preventive Maintenance File Maintenance I/C TYear

T9
List of Fire Detection System & Preventive Maintenance
File

Maintenance I/C lYear

20 List of Close Circuit Camera & Preventive Maintenance File Maintenance I/C .7Year

27 Department Objectives, Maintenance I/C lYesr

k -lr1 Lu.--i 4"#.ry.+"Fr
Reviewed By: MR Approved By: DirActor Approved By: Chairman



Rev:00 St. Francis Inst. Of Management & Research

Doc. Title: Maintenance Procedure
As Per ISO 9001:2015

Rev. Date: 15.03.16

Dept: Maintenance

22 Maintenance Department Obiective Monitoring, Maintenance I/C TYear

23 List of Water Purifier & Preventive Maintenance File Maintenance I/C TYear

24 List of Water Cooler & Preventive Maintenance File Maintenance I/C TYear

Process Owner - Admin I/C & Maintenance I/C.

Prepared By: Maintenance I/C

Method of Monitoring/Measurement

o l00o/o availability of utilities to users
o Internal Audit at least once in six

months
o Mentoring and performance file

Approved By: ChairmanApproved By: Di
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SFIMAR
MAINTENANCE . LIST OF FORMS & FORMATS AS PER ISO 9001:2015

FORMS & Formats

S.No Form Name

7 AMC Contractor List

2 l-ist of Approved Contractors & Supplier

Preventive Maintena
A Comolaint Form
q ttnai ntenance Com plai nt R€gEleI

6 Breakdown Register
7 Purchase Order
8 Requisition Form
9 nsset tnventory Register

10 Consumables Inventorv Register

11 Maintenance DePt. Budget

t2 Vendor Re-Evolution
13 Vendor Registrationletm
t4 Emerqency Numbers
15 Fire Equipment Preventive Malntenance ucne

16 List of Fire EquiPment

t7 List of Machine (Water Pump) In the Campus

18 List of Air Condition in the CamPus

19 t-ist or Siemens conventional Fire Detection system

2C Closed Circuit Television Cameras Details

21 Maintenance DePt .Objective

22 Obiective Monitoring

23 List of Water Purifier

24 List of Water Cooler

25 Sfimar & MDP Building Inspection Report

26 sfimar List of contact Number & Extension Numbers
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Rev. Date: 15.03.16
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Doc. AMC Contractor List
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Dept. Maintenance
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LIST OFAMC CONTRACTOR
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Contractor
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Remark
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Rev:00
St. Francis Inst. of Management & Research

Doc. List of Approved Contractors & Supplier
AS PER ISO 900lz20l5

Rev. Date: 15.03.16

Dept.: Maintenance

Sr.No. Service
Approved
Contractor

Contact
Person

Address Contact No. Remark

LIST OFAPPROVED CONTRACTORS & SUPPLIER
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Reviewed by: MR Approved by: Director Appr
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Rev:00 St. Francis Inst, of Management & Research
Doc. Complaint Form

AS PER ISO 900L=2015
Rev. Date: 15.03.16

Dept.: Maintenance

ST. FRANCIS INSTITUTE OF MANAGEMENTAND
RESEARCH

s v P ROAD, BORIVLI (VV)

MUMBAI - 4OO1O3

Complaint Form
Name: Date:

Nature of Complaint:

Remarks (Office use only):

V.'
Approved by: Clrairman
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Purchase Order
No:

Supplier Address Order Date:

st" Francis rnst. olffi"T"fff &, Researsh

Dept.; Maintenanc,e
r As PER ISO 9001:2015

Strip & Bill To:
SF'['AR
Mount Poinsur, SVP Road

Boivali(V1t)

Mumbai 400103

Phone:

EmaillD:

Requisitioned by:

Lq^l"tiw No.
I

Total

1)

2)
3)

Chairman, SFIMAR
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Rev: 00

St. Francis Inst. of Management & Research
Doc. Requisition Form
AS PER ISO 9001=201.5

Rev. Date: 15.03.16

Dept.: Maintenance

ST. FRANCIS INSTITUTE OF MANAGEMENTAND
RESEARCH

s v P ROAD, BORIVLI (W)

MUMBAI - 4OO1.O3

Requisition Form

Dept / Individual: Date:

Description of ltem required with quantity:

Signature:

Remarks:

Approved By:
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Rev:00
St. Francis Inst. of Management & Resear

Doc. Vendor Re-Evolution
AS PER ISO 9001:2015

Rev. Date: 15.03.16
Dept.: Maintenanc(

Evaluation No:

Evaluation Type:

Department:

Company Name:

Date:

(Quarterly I Half Yearly / Annually)

Vendor Details

Contact Person:

Company Address:

Tel: Mobile No:

Type of services / Product provided:

Vendor Evaluation

Observation Remarks if any :

Sr No Particulars Excellent Good Satisfactory Average Poor

1 Quality

2 Timely Delivery

3 Price Negotiation

4 Flexibility in Business

Terms

5 After Sales Service

5 Level of Assistance
provided in Installation

/ lmplementation
7 Technical Support /

Assistance Provided

8 Query / Complaint
Resolving Time

Evaluated By Dept. Head : Date of Evaluation :
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Rev:00 St. Francis Inst. of Management & Research
Doc. Title: Vendor Registration Form

AS PER ISO 9001: zOLs
Rev. Date: 15.03.16

Dept.: Maintenance

VENDOR REGISTRATION FORM

This form is used to document the details for the selection of Vendor for the purchase of goods
or to take services for St. Francis Institute of Management & Research, Borivali Please submit
this form along with the original quotes, to the maintenance In charge.

Sr.
No

Particular VENDOR DETAIL

L
Name of the Vendor / AMC

Contractor

2 Address with Telephone Number

3 Year of Establishment

4 Branch Office if any

5
Name & Designation of Contact Person

with Telephone No

6 Activity ( Tick whichever is applicable)

Manufacturer E
Authorized Distributor ;1
Authorized Dealer ;1
Authorized Stockiest E
Authorized Services E
Private Services n

7

Income Tax Permanent Account Number
OR VAT Number

I No of employees in the department.

Page 1 of ,,,,',0i,{iliii,$fU[tff sillstti'lt&ir:'i
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Ravr 00
St Frnncis Inst, of Management S, Research

Soc, Enleigenry Numbem
AS PER I$O 9001:2S15

Rev, Date 15-03.16

Dept: Maintenonce

EMERGENCY NUMBERS
Sr.

No
Details Name & Adress Contact Numbers
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Rev: 00
St. Francis Inst. of Management & Research

Doc. List of Fire Equipment
AS PER ISO 9OOL:2015

Rev. Date: 15.03.16

Dept.: Maintenance

LIST OF FIRE CONTROL EQUIPMENT IN THE CAMPUS

Sr.
No. No of Fire Equipment Capacity

Type of Fire
Extinguishers Location Test Due On

ST. FRANCIS IIISTITUTE OF

MAiUAGIMf.NT & RTSTARCH

. . i rirr! iiii'ridit rri ltrnA6llni'T & ::-;
;rlr0lu0cor!

ST. FRANCIS iNSTITUTT Of
MANAGEMTruI & BESEARCH

V
RevJgw,.ed,by: MR

.'''
Approved by: Director
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Rev: 00 St. Francis InsL of Management & Research
Doc. List of Machine (Water Pump) In the Campus

AS PER ISO 9OOL=2015
Rev. Date: 15.03.16

Dept.: Maintenance

Sr. No Machine No Location Brand Name
AMC

Contractor
Remark

LIST OF MACHINE ( WATER PUMP ) IN THE SFIMAR CAMPUS
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Rev: 00 St. Francis Inst. of Management & Research

Doc. Maintenance Dept. Objective

AS PER ISO 9001:2015

ReY. Date: 15.03.16
Dept.: Maintenance

Maintenance Department Obiective
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Rev:00
St. Francis Inst. of Management & Research

Doc, Obiective Monitoring
AS PER ISO 9001=2015

Rev. Date: 15.03.16

DepL: Maintenance

Maintenance Department Obj ective Monitoring
Sr.
No. Period Target

Status achieved/
In Progress
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Rev: 00 St. Francis Inst. of Management & Research

"H'#ifiy;;",1'#lf'Rev. Date: 15.03.16

Dept.: Maintenance

List of Water Purifier in the sfimar campus
Sr.

No.
Machine No Location

Brand
Name /
Model

AMC

Contractor
AMC

Period
Remark

II
npf,ldsbdfft'Dff&or
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Rev: 00 St. Francis Inst. of Management & Research

Rev. Date: 15.03.16 Doc. List of Water Cooler
AS PER ISO 9001:2015

Dept.: Maintenance

List of Water Cooler in the sfimar campus
Sr.

No.
Machine No Location

Brand
Name /
Model

AMC

Contractor
AMC

Period
Remark

R :MR Ap oved bv: Chairman^ ITATNf,fAN
or7: \ t

ST. FRANCIS IITISTITUTE OF ST. FRArrtqlS tNSTtIUTt 0t
,r r -t?tr?llifrlr| ,! '.'/!rF-;'rto', 1 MA NAGE iTEN TMANAGEMENT & RESEARCH
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Rev:00 St. Francis Inst. of Management & Research
Doc' snmar & 

rfil ir:tl'ffi;f 
ion ReportRev. Date: 15.03.16

Dept.: Maintenance

SFIMAR & MDP BUILDING INSPECTION REPORT

Date of Inspection:

Inspection was done by Maintenance In-charge and team

The Team has thoroughly inspected the SFIMAR BLDG on date --. During inspection, we
found the following repairs or new fixing to be made.

Sr. No Location Observation Suggestion Date of Closing Remarks

,,. iidu! iii5tlitilt 0t ili$tfftl{f & R[];'.
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St. Froncis lnstitute of Moncgement E Reseqrch
" Approved by AICTE and affiliated to Univ'ersity of Mumbai

(Grade 'A'Accredited by NAAC, An ISO 9001:2015 Certified Institute)

Mt. Poinsur, S.V.P. Road, Borivali (West), Mumbai- 400103
Tel.: 2891 7089,2892 9156, 2890 6567 (MMS) I 2891 7096 (PGDM) / 2895 8403 (MMM/MFM)

E-mail: info@sfimar.org Website : www.sfimar.org

IT Department Maintenance Policy

The Institute has a definite and systematic mechanism for the maintenance and upkeep of IT
facilities. Some of them are maintained by the internal in-house IT Team; external agencies

maintain some on-demand as needed. A Technical IT Team has been appointed who takes care of
regular maintenance of IT infrastructure on the campus.

A 'maintenance register' is maintained wherein complaints regarding repairs and maintenance of
various facilities in the campus are registered by the staff members and regularly attended by

concerned technical persons.

The following table depicts the schemes for maintenance of some significant facilities in the

campus either by our Intemal IT Team or by some external agency on-demand basis and its

typical frequency -

Facility on the

campus
Type Frequency of maintenance

Website AMC Yearly or as per need

Desktop INHOUSE
Yearly or as per need (Inhouse

Technical Team Support)

Laptop INHOUSE Yearly or as per need (Inhouse

Printer AMC Yearly



Francis Inst. o
Doc. Title: Labs & Classrooms Formatting Schedule

AS PER ISO 9001: zOLs
Rev. Date: 15.03.16

Dept: Computer Centre

Lab / Classroom P.C's Formatting Schedule 2OLS-ZOL6

S.No Lab No Type Floor
No of
Nodes

Date of Formatting Sign

L 105 Lab First 82 3O/s/L6 - 3L/s/L6 HlP

2 109 Lab First 43 3L/s/L6 HlP

3 203 Lab Second 48 Ll6/ts P

4 209 Lab Second 43 2/6/20L6 - 615/L6 HlP

5 2IO Lab Second 42 7 /6/L6 - 8/6/ts H

6 Digital Library Lab Ground 10 3Lls/20L6 HlP

8 G04 Classroom Ground 1 oe106/L5 H

9 G05 Classroom Ground 1 oe/06lL6 H

10 G14 Classroom Ground L oe/06/L6 H

LL Room No 102 Classroom First 1 oe/061t6 H

t2 Room No 103 Classroom First L oe/06/L6 H

13 Room No 104 Classroom First 1 oe/06lL6 H

L4 Room No 201 Classroom Second 1 LO/061L6 H

15 Room No 202 Classroom Second 1 LO/06lt6 H

15 Room No 203 Classroom Second L Ll6/L6 P

t7 Room No 204 Classroom Second L LO/06lL6 H

18 Room No 205 Classroom .. -Qecond L LO/06/L6 H

19 Room No 303 Classroom , /Third 4. L7 /06/L6 lf H

20 Room No 304 Classroom 4w*t{^ .9" 1 LL/6/L6 i{ H
=tD IX fl]lilrftTr {

(
t

fr

T. FltAi\JritS tNsI'f l UTE 0F
IANAGII,IENT & RFSFARnH

rL, ff rlrrl,tvl.ll_It
ST. FRANCIS ihl,{i1 f TUTE O
['ANARFN'T N i A5 REQEA AN

I

Viewed by: MR Approved by: Director Approved by: Chairman'\b@

lLq{

$--
'\e.--{-.



Rev: 00 St. Francis Inst. of Management & Research
Doc. Title: SFIMAR CC Circular

AS PER ISO 9001: 201'5
Rev. Date: 15.03.16

DepL: Computer Centre

SFTMAR/CC-o5

Date: t3l5l20L6

All Students, Faculty & Staff Members are hereby informed that Classrooms PC's, Lab No

105,109,203,209,2L0 & Digital Library would undergo their annual maintenance process w.e.f 13d

May 2015.

All are required to take their data back-ups from the respective Classrooms & labs latest by 21st

May2015

Computer Centre

4
-

{"./ r)fl-tr'\->
TIIRECTOIl, CH.,-4TR.MAN

S

:MR i,
FRANCIS lN:illlUlt uh

4Mfifffi|ilf0fl&:tl[fiC0
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Rev:00 -St. Francis Inst. of Management & 'osearch
-Doc. Title: Labs& Classrooms FormattirfSchedule

AS PER ISO 9001: ?OLS
Rev. Date: 15.03.16

Dept.: Computer Centre

Lab / Classroom P.C's Formatting Schedule 2Ot6-2O17

S.No Lab No Type Floor
No of
Nodes

Date of Formatting Sign

1 105 Lab First 79 L6l6/L7 - Le/6/t7 HlP

2 109 Lab First 43 6/61L7 H

3 203 Lab Second 48 Ls/6/L7 P

4 209 Lab Second 43 20/6/17 H

5 zLO Lab Second 42 ts/6/t7 P

5 Digital Library Lab Ground 19 2L/6/17 H

8 G04 Classroom Ground L Lel6/L7 H

9 G0s Classroom G rou nd 1 Ls/6/17 H

10 G14 Classroom Ground L Ls/6/L7 H

LL Room No 102 Classroom First L Le/6/17 H

L2 Room No L03 Classroom First 1 Ls/6117 H

13 Room No 104 Classroom First 1 Le/6/17 H

L4 Room No L07 MDP First 1 2L/6/L7 H

15 Room No 201 Classroom Second 1 20/6/17 H

16 Room No 202 Classroom Second L 20/61L7 H

L7 Room No 203 Classroom Second L 20/6/L7 P

18 Room No 204 Classroom Second 1 20l6/t7 H

19 Room No 205 Classroom Second L 20/6/L7 H

20 Room No 303 Classroom Third 4 20/6/L7 H

2L Room No 304 Classroom Third 1 20/6/L7 H

w



Rev: 00 St. Francis Inst. of Management & Research
Doc. Title: SFIMAR CC Circular

AS PER ISO 9001: ?OLS
Rev. Date: 15.03.16

Dept.: Computer Centre

SFTMAR /CC-O6

Date:29 15/2OL7

All Students, Faculty & Staff Members are hereby informed that Classrooms PC's, Lab

No 105,109,203,2O9,2L0 & Digital Library would undergo their annual maintenance

process w.e.f 5th June 2Ot7.

All are required to take their data back-ups from the respective Classrooms & labs

latest by O4thJune 2017

@H



St. Francis Inst. of Managemeilt & Research
Doc. Title: Labs& Classrooms Formatting Schedule

AS PER ISO 9001: zOLs
Rev. Date: 15.03.16

Dept.: Computer Centre

Lab / Classroom P.C's Formatting Schedule 2OL7 -ZOLB

S.No Lab No Type Floor
No of
Nodes

Date of Formatting Sign

t 105 Lab First 79 28/Os/20L8 H/P

2 109 Lab First 43 4/06/20L8 P

3 203 Lab Second 48 7 /06/20L8 P

4 209 Lab Second 43 L6los/20L8 P

5 2IO Lab Second 42 ztlos/20L8 P

5 Digital Library Lab Ground t9 Ls/os/20L8 P

8 G04 Classroom Ground L 2L/Os/2OL8 H

H G0s Classroom Ground L 2L/Os/20L8 H

10 G14 Classroom Ground L 2L/Os/2OL8 H

11 Room No 102 Classroom First L 2L/Os/20L8 H

L2 Room No 103 Classroom First 1 2L/0s/20t8 H

13 Room No 104 Classroom First L 2L/0s/20L8 H

L4 Room No 107 MDP First L 22/Os/20L8 H

15 Room No 201 Classroom Second 1 22/0s/20L8 H

16 Room No 202 Classroom Second L 22/0s/20L8 H

L7 Room No 203 Classroom Second 1 2L/0s/20t8 H

18 Room No 204 Classroom Second L 2L/0s/2OL8 H

19 Room No 205 Classroom Second t 2t/0s/20L8 H

20 Room No 303 Classroom Third 4 22/0s/20L8 H

2L Room No 304 Classroom Third L 22/Os/2OL8 H



Rev:00 St. Francis Inst. of Management & Research
Doc. Title: SFIMAR CC Circular

AS PER ISO 9001: 2015
Rev. Date: 15.03.16

DepL: Computer Centre

SFTMAR/CC-07

Date:24lO4l2OL8

All Students, Faculty & Staff Members are hereby informed that Classrooms PCs, Lab

No 105,109,203,209,2L0,303 & Digital Library would undergo their annual

maintenance process w.e.f 8th May 20L8.

All are required to take their data back-ups from the respective Classrooms & labs

tatest by 7th May 2OL8

o



St. Francis Inst. of ManagemetY& Research
Doc. Title: Labs& Classrooms Formatting Schedule

AS PER ISO 900 L= ZOLS
Rev. Date: 15.03.16

Dept.: Computer Centre

Lab / Classroom P.C's Formatting Schedule 2OL8-2OL9

S.No Lab No Type Floor
No of
Nodes

Date of Formatting Sign

1 10s Lab First 79 28/Os/zOLs P

2 109 Lab First 43 3/06/zOLs P

3 203 Lab Second 51 7 /06/2OLs P

4 209 Lab Second 43 t6/os/zoLs H

5 2L0 Lab Second 42 20loslz}Ls H

6 Digital Library Lab Ground L9 Ls/0slzoLe H

8 G04 Classroom Ground L 2L/Os/20t9 H

9 G05 Classroom Ground L 2L/Os/2}ts H

10 GL4 Classroom Ground 1 2L/Osl2OLs H

LI Room No 102 Classroom First 1 2L/Os/zOLe H

L2 Room No 103 Classroom First L 2L/Oslz}Le H

13 Room No 104 Classroom First L 2L/Os/20L9 H

L4 Room No 107 MDP First 1 22/Os/20Ls H

15 Room No 201 Classroom Second 1 22/Os/20L9 H

L6 Room No 202 Classroom Second L 22/Os/zOLs H

L7 Room No 203 Classroom Second L 2L/Os/zOLs H

18 Room No 204 Classroom Second L 2L/Os/2OLs H

19 Room No 205 Classroom Second L 2L/Os/zOLs H

20 Room No 303 Classroom Third 4 22/Os/zOLs H

2L Room No 304 Classroom Third t 22/Os/2OLe H
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All Students, Faculty & Staff Members are hereby informed that Classrooms pCs, Lab
No 105,109,203,209,2L0,303 & Digital Library would undergo their annual
maintenance process w.e.f 13th May zOLg.

All are required to take their data back-ups from the respective Classrooms & labs
fatest by llth May ZOL}
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Labs / Classroom PC’s Formatting Schedule 2019 – 2020 

 

 

 

 

 

 

 
Sr. 
No. 

 
Lab No. 

 
Type 

 
Floor 

 
No. of 
Nodes 

 
Date of 

Formatting 

 
Sign 

1 105 Lab 1st Floor 79 5-6-2020 H 

2 109 Lab 1st Floor 43 10-6-2020 H 

3 203 Lab 2nd Floor 62 12-6-2020 H 

4 209 Lab 2rd Floor 43 16-6-2020 H 

5 210 Lab 2nd Floor 43 17-6-2020 H 

6 Digital Library Lab Ground Floor 20 19-6-2020 H 

7 G04 Classroom Ground Floor 1 22-6-2020 H 

8 G05 Classroom Ground Floor 1 22-6-2020 H 

9 G14 Classroom Ground Floor 1 22-6-2020 H 

10 Room No. 102 Classroom 1st Floor 1 24-6-2020 H 

11 Room No. 103 Classroom 1st Floor 1 24-6-2020 H 

12 Room No. 104 Classroom 1st Floor 1 24-6-2020 H 

13 Room No. 107 MDP 1st Floor 1 24-6-2020 H 

14 Room No. 201 Classroom 2nd Floor 1 26-6-2020 H 

15 Room No. 202 Classroom 2nd Floor 1 26-6-2020 H 

16 Room No. 204 Classroom 2nd Floor 1 26-6-2020 H 

17 Room No. 205 Classroom 2nd Floor 1 26-6-2020 H 

18 Room No. 303 Classroom 3rd Floor 4 29-6-2020 H 

19 Room No. 304 Classroom 3rd Floor 1 29-6-2020 H 
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SFIMAR/CC-09 

          Date:29/05/2020 

 

Due to Covid-19 - Lockdown started from Mar 2019, so all Annual Maintenance Activities were carried in 

the Month of June for Lab's 105, 109, 203, 209, 210, 303, Digital Library and Classroom. 

 

 

 

 

 

 


