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INFRASTUCTURE UTILIZATION AND MAINTENANCE POLICY 
The objectives of the Infrastructure Utilization and Maintenance Policy are: 

To achieve optimum utilization of facilities and services for the benefit of beneficiaries. 
To receive constant, uninterrupted and smooth functioning of physical, academic and 
support service facilities. 

To reduce probabilities of accidents at workplace for ensuring safety. 
To have effective and smooth functioning of the institute. 
To prevent misuse and misconduct of resources and services. 
To achieve timely up-gradation, repairing and replacement of resources and services. 

" To set standardized maintenance and utilization procedures for resources. 

INFRASTRUCTURE UTILIZATION POLICY 

The institute adopts standard established systems and procedures for utilizing the physical, academic and support facilities as mention below: 

" Laboratory Utilization: 
In-house Utilization: 

> Beneficiaries need to put in a fornmal request for utilization of laboratory of other 
department through email/ permission letter to respective head of department. 
Beneficiaries can utilize laboratory for practical, project work etc. only in 
presence of faculty or lab assistant. 

> Utilization hours are as per the timetable but not restricted to only that. 

> Beneficiaries must follow all safety precautions while utilizing laboratory. 
Third Party Utilization: 
> Beneficiaries need to put in a formal request for utilization of laboratory through 

email/ permission letter to respective head of institution. 
> Beneficiaries can utilize laboratory for practical, project work etc. only in 

presence of faculty or lab assistant. 
> Utilization hours are as per institute working hours. 

Beneficiaries must follow all safatgtagijans while utilizing laboratory. RA COLls 
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" Library Utilization: 
> Beneficiaries must write their name in Entry register before utilizing library. 
> Beneficiaries must carry ICEM ID card and display when requested by the 

authorities. 

Beneficiaries must adhere to all rules and regulations of library while utilizingit. 
Utilization of Sports Facilities: 

Beneficiaries must write their name in Entry register before utilizing Sports 
Facilities. 

> Beneficiaries must carry ICEM ID card and display when requested by the 
authorities. 

> Beneficiaries must adhere to all rules and regulations of Sports Department while 
utilizing it. 

" Utilization of Institute Infrastructure: 
> Beneficiaries need to put in a formal request for utilization of infrastructure of 

other department through email/ permission letter to respective head of 
department. 

> Beneficiaries must follow adhere to all rules and regulations of respective 
department while utilizing it. 

INFRASTRUCTURE MAINTENANCE POLICY 
The institute adopts standard established systems and procedures for maintaining the physical, academic and support facilities as mention below: 

Lab In-charge 

Laboratory Maintenance: 
In case maintenance/purchase of equipment arises, the concerned laboratory assistant compiles the requirements and forwards them to laboratory in-charge. Then laboratory in charge calls for quotations and prepares a comparative statement of 3 or more quotations. This comparative statement along with requisition form is forwarded through HOD to Hon. Principal for approval. Approved quotation is then forwarded to budget committee for sanction. Based on the request, the equipment maintenance/purchase is assigned to third party equipment experts through Central Store committee. These experts carry out the repair/maintenance of the equipment. 
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Library Maintenance: 
In case maintenance/purchase of library assets and facilities arises, the library support staff 
compiles all the maintenance requirements and presents them to Library Committee. After 
deliberation this requisition is forwarded to Hon. Principal for approval through Library 
In-charge. Approved requisition is then forwarded to budget committee for sanction. 
Based on the request, the maintenance/purchase is assigned to third party vendors through 
Central Store committee. 
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Maintenance of Sports Facilities: 
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Maintenance of Computers: 
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A sports committee and a physical director are appointed for the maintenance/purchase of 
the sports facilities available in institute. The physical director calls for quotations and 
prepares a comparative statement of3 or more quotations after discussion with sports 
committee. This comparative statement along with requisition form is forwarded to Hon. 
Principal for approval. Approved quotation is then forwarded to budget committee for 

sanction. Based on the request, the maintenance/purchase or purchase work is assigned to 
third party vendors through Central Store committee. 
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IT support cell is formed for governing the maintenance/purchase of the IT and ICT 
facilities available in institute. A requisition is forwarded to IT support cell through 
department heads. If material is available in house, it is directly supplied as per need after 
taking approval from Hon. Principal. If out sourcing is needed then the head of IT support 
cell calls for quotations and prepares a comparative statement of 3 or more quotations. 
This comparative statement along with requisition form is forwarded to Hon. Principal for 
approval. Approved quotation is then forwarded to budget committee for sanction through 
IT Director. Based on the request, the maintenance or purchase work is asigned to third 
party vendors. 
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Maintenance of Institute Infrastructure: The infrastructure maintenance includes maintenance of civil works, electrical maintenance, maintenance of fire extinguishers., STP and WTP, water coolers, garden, plumbing maintenance etc., In case of maintenance of the Institute Infrastructure, department forwards the requisition to maintenance in-charge through respective departmental heads. Then maintenance in-charge calls for quotations and prepares a comparative statement of 3 or more quotations. This comparative statement along with 
requisition form is forwarded to Hon. Principal for approval through Deputy Director 
Admin. Approved quotation is then forvwarded to budget committee for sanction. Based on 
the request, the maintenance or purchase work is assigned to external agency. 
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