


                                                                                                                                     

SOP FOR IT MAINTENANCE 
 

Purpose: 
 
The goal is to p r o v i d e  Sushant University staff 
/faculty/ s t u d e n t / any system users, high-quality technical 
services by the university's IT Team, as well as to help computer 
users to address their inquiries, fix any computer-related repa i r  
/ update i s sues . 

 

Steps involved / Scope of Work 
 

The     Sushant University   computer software / hardware/network and 

other assets are all maintained by the IT Team. These involves the 

following steps: 

 

a. Repair / Update requirement raised by the User through raising a 

Ticket in TCS ERP. 

b. Tickets is attended by IT Helpdesk and requirement is checked for 

resolution. 

c. If no consumables are required, the ticket is escalated to the 

concerned IT Team to attend and close the ticket after resolution. 

d. If any consumables are required for repairing, IT Teams check the 

availability of the required item in stock. If available, item is 

immediately replaced and ticket is closed. 

e. If required item is not available in stock, then a requirement of 

consumables is raised for early procurement. In that case, Ticket is 

updated as “On Hold” till the item is available in stock again. 

f. In case of any procurement of consumables are required, IT Dept. 

invites quotes from the vendor for taking the budgetary approval. 

Meanwhile a comparative statement is prepared for the 

consumables and send to purchase committee for the negotiation 

and deciding the L1 vendor for the supply. 

g. Once the purchase committee decides L1 Vendor, a Purchase Order 

is issued to the vendor for the supply. 

h. Once the item is received at University Gate, items are entered at 

main gate register by the security staff with proper seal / stamp. 

i. Then the items are taken in stock inventory by IT Department and 

issued to the concerned team for immediate replacement and 

closure of the ticket after the repairing is done. 

 

 

 

 

 



                                                                                                                                     
Sample of Screenshots following the steps mentioned above  

 

 

Ticket is raised by the user 

 

 
 

Ticket is attended by the Helpdesk Team 

 

 



                                                                                                                                     
Ticket forwarded to the Concerned Team 

 

 
 

 

Keyboard replaced from Stock, Hence Ticket is Closed after 

resolution 

 

 
  



                                                                                                                                     
Another Ticket is raised by the User regarding System is Dead  

 

 
 

Ticket Attended by the Helpdesk Team  

 

 
  



                                                                                                                                     
Ticket Escalated to the Concerned IT Team for assessment 

 

 

 
 

After Team assessment, SMPS Found Faulty (Need 

Procurement). Quotation for other accessories also called for 

Budgetary Approval of all items in one go 

 

 
 



                                                                                                                                     
Budgetary Approval Processed 

 

 
  



                                                                                                                                     
Comparative Prepared and Purchase Committee Meeting 

Conducted for Choosing L1 Vendor. 

 

 

 
  



                                                                                                                                     
On urgent request, the required item supplied by vendor 

immediately and issued to IT Team for replacement and closing 

the ticket. Remaining items supplied by the vendor later. 

 

 

  



                                                                                                                                     
Purchase Order Issued for Supply of Consumables 

 

 
  



                                                                                                                                     
Items received through Gate Entry and Stock Entry 

 

 
 

 

 

 



                                                                                                                                     

 
 

 

Thank You 



                                                                                                                                     

SOP FOR IT UPGRADATION 
 

 

Sushant University does the auditing of IT Assets every year 

(Annually or During Summer Breaks) to determine the asset’s life, 

their working status and further usability.  

Based on the assessment, assets lists are prepared / categorized in 

the following ways. 

a) Usable Assets, which are up to the marks and have longer life 

in terms of usage. 

b) Assets that are becoming outdated but reusable further for 

some more time after few required upgradations. 

c) Assets which are totally Outdated / Can’t be used in anyway / 

Dead. All such Items are either scrapped or replaced with 

similar suitable latest configuration models. 

 

Steps involved / Scope of Work 
 

a) IT Department prepares the list of assets and send the detail 

to the management for final decision with its recommendation 

to upgrade the reusable items  

b) Budgetary approval is processed for the proposed upgradation 

c) IT Dept. invites quotes from the vendors and a comparative 

statement is prepared for the Accessories required for the said 

upgradation. 

d) Comparative is then send to purchase committee for the 

negotiation and deciding the L1 vendor for the supply. 

e) Once the purchase committee decides L1 Vendor, a Purchase 

Order is issued to the vendor for the supply. 

f) Once the item is received at University Gate, items are entered 

at main gate register by the security staff with proper seal / 

stamp. 

g) Then the items are taken in stock inventory by IT Department 

and issued to the concerned team for the upgradation of the 

systems. 

h) The installation is completed in presence of the In-House IT 

Team & Stock / Inventory is updated accordingly. 



                                                                                                                                     
Budgetary Approval Processed (Sample) 

 

 

  



                                                                                                                                     
Comparative Prepared and Purchase Committee Meeting 

Conducted for Choosing L1 Vendor. 

 

 

 
 

 

  



                                                                                                                                     
Purchase Order Issued for supply of Items required for the  

upgradation 

  



                                                                                                                                     
 

Items received with Invoice  

  



                                                                                                                                     
 

 
 

 

 

Thank You 



                                                                                                                                     

SOP FOR IMPOSING PENALTY AGAINST ASSET DAMAGE 
 

 
Purpose: 
 
Sushant University has a penalty policy for IT Assets being 
damaged in Computer Labs / in Campus. This policy includes 
holding the responsible student liable for the cost of repair or 
replacement, and potentially a penalty fee. The specific penalties 
and procedures vary, but often involve a formal notification and 

a timeframe for payment. 

 
Steps involved:  

 

Sushant University has CCTV Camera Installed in each computer 

labs / at different locations in the campus covering almost all the 

areas. Once reported of any kind of damage, the following steps 

are followed: 

 

a. If a candidate / student, self discloses that asset is damaged 

un-intentionally, in that case he / she is instructed to get the 

replacement or equivalent cost is taken by the student. 

b. If reported by IT Team, then CCTV Footage of the area 

reported is checked to find out who are involved in such act. 

c. After Identifying the person / student, we call them for a 

discussion and to show them the act they have committed. 

d. Initially, a written apology is take by the student and ask them 

to bring a new asset which has been damaged and replace 

them immediately. If the candidate / student agrees, the 

matter is closed.  

e. If not agree, a disciplinary committee is conducted and the 

candidate is called to discuss the issue further. After all the 

required discussions, the candidate is imposed a penalty which 

is 5 times the cost of the damaged asset. This is just to make 

aware to the candidate that he / she should not get involved 

again in such act. 

f. The payment is required to pay in accounts department and 

obtain a payment receipt for his / her record. 

g. Once the payment is done, IT or any Concerned Department 

procures the item for immediate replacement. 

 

Thank You 










































































































