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INTRODUCTION 

TO  FACILITY MANAGEMENT SERVICES
The Facilities Management denotes a complete range of Corporate Services in terms of Techno-administrative support for the Building Maintenance Management provided by a business associate of an Organization. Environmental is a major component of the Facilities Management. Following components in a broad spectrum under the Facility Management Services are covered in this document:

(a) Engineering Services

(b) Environmental Services

(c) Horticulture and Landscaping

(d) Environment Health & Safety
OBJECTIVES OF THIS SOP
The objective of this document is to provide defined guidelines to the Engineering, House Keeping, Horticulture, Landscaping, and EHS and to follow and implement the procedures described in the document and utilize the consumable / chemical etc. following the safety guidelines of the manufacturers.  The document also highlights the job responsibilities of the managerial staff and defines control measure to be taken to avoid occupational health hazard

FACILITY MANAGEMENT TEAM
The following team members and associated business partners of Cognizant - Siruseri and are dedicated to execute Facilities Management Services at the premises:

(1) Management Team: Back-office Support

(2) Management Team: On-site

(3) Outsourced Services Team

Management Team:  Back-office Support

The services are available in general working hours. However, in case of any emergency, key members of the back-office support team can be contacted 24 hours X 365 days to ensure zero downtime of the operational aspects. The core team has been formulated to provide Back-office support in the following category:

· Operational support – during critical event only

· Advisory support for day-to-day operations (need base support)

· Vendor Negotiation (need base support)

· Reports and MIS Generation (Periodical) 

· Process Documentation 



Contact Information Back-end Support Team

	Sl No
	Name of the personnel
	Contact No

	1.
	Mr. T.S. Thiruppathy -Regional Head – FMS
	98844 95445

	2.
	Mr. P. R. Kurunathan - Regional Manager – Technical 
	98846 20529

	3.
	Mr.T.Srivathsan -  Regional Manager ‘- Soft Services 
	98848 13591

	4.
	IPMSL Regional Office
	044 - 2829 1824 / 1835


CALL ESCALATION MATRIX
DURING OFFICE HOURS:
	IL&FS PROPERTY MANAGEMENT SERVICES LTD

Jamals Fazal Chambers, Unit A, 2nd Floor,

# 26, Greams Road, Chennai – 600 006

Phone: 044-28291824/1835


AFTER OFFICE HOURS:
	Mr.I.V.Ramachandran

  Key Accounts Manager

  Mobile No: 9884706088


 Mr.T.S. Thiruppathy
 Regional Head - FMS

 Mobile No: 9884495445


Mr. Sanchi Vasudevan
 Regional Director - South
 Mobile No: 9901175703

Mr. Col Saklani
Country Head - FMS
Mobile No: 9873790900



Management Team: On-site FM Team

The team would ensure availability of services as per the stipulated timings projected in the deployment schedule. Certain services are available 24 hours X 365 days.  In case of unavailability of human resources due to any political, social and other reasons, the backup supports are organized through the business associates to meet the service level requirement. The prime responsibilities of the team would be to execute day-to-day operations including implementation of planned preventive maintenance procedures and other support services. Following personnel will be deployed as per the schedule given

DEPLOYMENT SCHEDULE 
MANPOWER CHART 

(HOUSEKEEPING, HORTICULTURE AND LANDSCAPING AND EHS)
	Sl.No
	 Details of Deployment
	I Shift
	G Shift
	II Shift
	III Shift
	Relievers
	Total

	1
	Facilities Manager
	0
	1
	0
	0
	0
	1

	2
	Soft Service Executive
	0
	1
	0
	0
	0
	1

	3
	Supervisors
	1
	2
	1
	2
	0
	6

	4
	HK Serviceman
	29
	0
	26
	20
	0
	75

	5
	Gardener
	0
	8
	0
	0
	0
	8

	6
	Shift Engineer
	1
	1
	1
	1
	0
	4

	7
	Electricians
	2
	2
	2
	2
	1
	9

	8
	A/C Technician
	2
	0
	2
	2
	1
	7

	9
	Carpenter
	0
	1
	0
	0
	0
	1

	10
	Plumber
	1
	1
	1
	0
	0
	3

	11
	Help Desk Executive
	1
	1
	1
	1
	0
	4

	12
	Front Office Executive
	1
	1
	1
	1
	0
	4

	13
	EHS Officer
	0
	1
	0
	0
	0
	1

	  14
	Purchase Executive
	0
	1
	0
	0
	0
	1

	
	TOTAL
	38
	21
	35
	29
	2
	125


MANPOWER DEPLOYMENT AS PER SHIFT (House Keeping)

	MANPOWER DEPLOYMENT AS PER THE SHIFTS

	Timing
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	
	21.00-22.00
	22.00-23.00
	24.00-01.00
	01.00-02.00
	02.00-03.00
	03.00-04.00
	04.00-05.00
	05.00-06.00
	06.00-07.00
	07.00-08.00
	08.00-09.00
	09.00-10.00
	10.00-11.00
	11.00-12.00
	12.00-13.00
	13.00-14.00
	14.00-15.00
	15.00-16.00
	16.00-17.00
	17.00-18.00
	18.00-19.00
	19.00-20.00
	20.00-21.00

	
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	
NIGHT  SHIFT

 
	20 Housekeeping Servicemen
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	
	2 HK Supervisor
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	AM SHIFT
	 
	 
	 
	 
	 
	 
	 
	 
	29 Housekeeping Servicemen
	 
	 
	 
	 
	 
	 

	
	 
	 
	 
	 
	 
	 
	 
	 
	1 HK Supervisor
	 
	 
	 
	 
	 
	 

	
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	8 Gardeners
	 
	 

	
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	2 HK Supervisor
	 
	 

	
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	1 Soft Service Executive
	 

	PM SHIFT
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	26 Housekeeping Servicemen

	
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	1 HK Supervisor


Legend:
Morning Shift   - 6:00 to 15:00 Hrs

Afternoon Shift - 12:00 to 21:00 Hrs

Night Shift         - 21:00 to 6:00 Hrs

MANPOWER DEPLOYMENT AS PER SHIFT (Board & Help Desk)
	MANPOWER DEPLOYMENT AS PER THE SHIFTS

	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	
	
	
	
	
	
	
	

	 
	21.00-22.00
	22.00-23.00
	24.00-01.00
	01.00-02.00
	02.00-03.00
	03.00-04.00
	04.00-05.00
	05.00-06.00
	06.00-07.00
	07.00-08.00
	08.00-09.00
	09.00-10.00
	10.00-11.00
	11.00-12.00
	12.00-13.00
	13.00-14.00
	14.00-15.00
	15.00-16.00
	16.00-17.00
	17.00-18.00
	18.00-19.00
	19.00-20.00
	20.00-21.00

	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	NIGHT  SHIFT
	1 Help Desk Executive
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	
	1 Board Operator
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	Morning    Shift
	 
	 
	 
	 
	 
	 
	 
	 
	1 Help Desk Executive
	 
	 
	 
	 
	 
	 

	
	 
	 
	 
	 
	 
	 
	 
	 
	1 Board Operator
	 
	 
	 
	 
	 
	 

	General Shift
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	1 Help Desk Executive
	 
	 

	
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	1 Board Operator 
	 

	
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	Afternoon Shift
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	1 Help Desk Executive

	
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	1 Board Operator


Legend:

Morning Shift
-
08:00 hrs to 15:00 Hrs

Afternoon Shift
-
14:00 hrs to 21:00 Hrs

Night Shift

-
21:00 hrs to 08:00 Hrs
General Shift
-
09:00 hrs to 18:00 hrs
MANPOWER DEPLOYMENT AS PER SHIFT (TECH)

	MANPOWER DEPLOYMENT AS PER THE SHIFTS

	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	 
	21.00-22.00
	22.00-23.00
	24.00-01.00
	01.00-02.00
	02.00-03.00
	03.00-04.00
	04.00-05.00
	05.00-06.00
	06.00-07.00
	07.00-08.00
	08.00-09.00
	09.00-10.00
	10.00-11.00
	11.00-12.00
	12.00-13.00
	13.00-14.00
	14.00-15.00
	15.00-16.00
	16.00-17.00
	17.00-18.00
	18.00-19.00
	19.00-20.00
	20.00-21.00

	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	NIGHT  SHIFT

 
	2 Electrician
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	
	2 A/C Technician
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	
	1 Plumber
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	
	1 Shift Engineer
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	AM SHIFT
	 
	 
	 
	 
	 
	 
	 
	 
	2 Electrician
	 
	 
	 
	 
	 
	 

	
	 
	 
	 
	 
	 
	 
	 
	 
	2 A/C Technician
	 
	 
	 
	 
	 
	 

	
	 
	 
	 
	 
	 
	 
	 
	 
	1 Plumber
	 
	 
	 
	 
	 
	 

	
	 
	 
	 
	 
	 
	 
	 
	 
	1 Shift Engineer 
	 
	 
	 
	 
	 
	 

	General Shift 

 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	1 Carpenter
	 
	 

	
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	PM SHIFT
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	2 Electrician

	
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	2 A/C Technician

	
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	1 Plumber

	
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	1 Shift Engineer


Legend:

Morning Shift   - 8:00 to 15:00 Hrs

Afternoon Shift - 13:00 to 20:00 Hrs

Night Shift         - 20:00 to 8:00 Hrs

ORGANOGRAM





ROLES AND RESPONSIBILITIES

BUILDING MANAGER

Mr. B.Senthil Kumar is the Facilities Manager of CTS - SIRUSERI and holds accountability for all Engineering, House Keeping Services and Horticulture and Landscaping, operationally supported by one Soft Service Executive, and Four Shift Engineers (for O&M and A/C Operations) and other related staff in specific trade and duties.

The Building Manager will be available in the premises from 0900 Hrs to 1800 Hrs on extension 6647. However, he can be reachable 24 x 7 on his cell: # +91 9884814126.

The Facility Manager’s core competency would lie in having an eye for details, planning & implementations of systems and procedures and controlling energy consumption by effective operation of the equipment and machineries. He would be responsible for vendor management & OEM co-ordination and all issues related to Facility Services. 

The Building Manager shall be Overall coordinator of the premises and shall be responsible for Service Delivery, Quality Control, Performance Measurement, and Client Relationship, Smooth integration between Engineering and Soft Services, MIS Generation, Financial & Budgetary Controls of Facility Management Services. 
A team of Soft Service Executives, HK Supervisors, EHS Officer, Purchase Executive, Shift Engineers and Technicians would support him to perform day-to-day operations.

Following are the overall duties and responsibilities of the Facility Manager:

· Overall in charge of the CTS - SIRUSERI premises 

· Responsible for all the Environmental, Engineering operations & Horticulture and Landscaping

· Report to Admin (CTS - SIRUSERI) in the event of any major/minor breakdown which would adversely impact CTS - SIRUSERI business operations

· Co-ordinate with the OEMs for service obligations 

· AMC Coordination 

· Understanding the defect liability arrangement with the suppliers of the equipment and co-coordinating all issues covered under defect liability with the vendor 

· Coordinate with the OEM’s and Project Contractors for rectifications of defects in the system

· Periodical round with Facility Executives / Supervisors for the building inspection and modification of systems/procedures

· Co-ordination with local authorities on behalf  CTS - SIRUSERI
· Conduct periodical training and performance evaluation program

· Reviews of the system (along with all the services vendors) on a monthly basis to add value on service level

· Review of HK services on a monthly basis (self assessment procedures)

· Review of electromechanical services on a monthly basis (self assessment procedures)

· Review with FM Manager – CTS - SIRUSERI about various maintenance issues & improvement of the building system.

· Ensure timely renewal of all AMCs

· Ensure all safety guidelines (EHS) / team members/vendors meet requirements.

· Analyze/Recommend solutions on complaint analysis. 

· Review all checklists / log sheets on a daily basis to ensure smooth operations. 

· Innovate, suggest and implement basic energy conservation techniques and any other cost saving methodology related to the facility and its services. 

· Periodically check / amend checklists, operation steps, spare parts consumption analysis. 
· Coordinate with the FM Team to generate monthly MIS and Reports

Soft Service Executive – House Keeping 
The Soft Service Executive works in general shift and the soft service supervisors are available round the clock. Following are the main responsibilities of the Soft Service Executive:

· Shall report to the Facilities Manager. 

· Shall provide training to the cleaning staff on the usage of the equipment, tools, materials, chemicals and consumables.

· Shall be responsible for all environmental activities during his/her shift

· Shall delegate responsibilities to the cleaning staffs. They also ensure that the same is to be carried out as per schedule.

· Shall maintain all checklists & other related records.

· Shall keep track of all consumables, materials, equipment & provide sufficient data to the Facilities Manager to generate MIS and Reports

· Shall brief the staff on a regular basis and maintain standards

· To check and maintain staff grooming and attendance

· To arrange for the back-up strength in case of absenteeism

· Executive will be on rounds, he will be the responsible for the cleanliness in the facility during his shift.
· Executives given the additional responsibility of Horticulture and landscaping will in addition report on the following to the Soft Facilities manager 

· Availability of water for plants

· Tasks assigned and any major changes planned in the horticulture and landscaping.

· Indoor Plant status

· Any other issue relating to horticulture and landscaping.

Supervisor - House Keeping 
The Supervisors are available round the clock. Following are the main responsibilities of the HK Supervisors:

· Shall report to the Soft Service Executive - Housekeeping 

· Shall provide training to the cleaning staff on the usage of the equipment, tools, materials, chemicals and consumables.

· Shall be responsible for all environmental activities during his/her shift

· Shall delegate responsibilities to the cleaning staffs. They shall also ensure that the same is to be carried out as per schedule.

· Shall maintain all checklists & other related records.

· Shall keep track of all consumables, materials, equipment & provide sufficient data to the Soft Service Executive - Housekeeping to generate MIS and Reports

· Shall brief the staff on a regular basis and maintain standards

· To check and maintain staff grooming and attendance

· To arrange for the back-up strength in case of absenteeism

· Executive will be on rounds during, he will take complete round of the facility at least, once an hour; preferably, each round should cover each shift during tour of duty.

· Executives given the additional responsibility of Horticulture and Landscaping will in addition report on the following to the Soft Service Executive.
· Availability of water for plants

· Tasks assigned and any major changes planned in the horticulture and landscaping.

· Indoor Plant status

· Any other issue relating to horticulture and landscaping.

Housekeeping Boys/Ladies
Trained Housekeeping personnel have been deputed at the site to execute environmental services. Following are the responsibilities of the HK Team for upkeep of facility:

· Shall take instructions from the Soft Service Executive / HK Supervisor / Manager - Housekeeping / Facilities Manager on duty & maintain their respective areas as per the schedules.

· Shall work in co-ordination with other housekeeping staffs.

· Shall maintain personal hygiene.

· Shall comply with all the safe work practices.
· Shall attend the periodical training program
· Shall be trained on equipment and utilization of cleaning chemical and consumable 
Duties and Responsibilities of Shift Engineer (O&M)


The Shift Engineer (O&M) shall be overall coordinator of the premises during his tour of duties. There being four Shift Engineers (for O&M and A/C Operations) on the facility, each with their own specilisation fields such Electrical & Mechanical, the duties and responsibilities given below are common for all. The core competencies come into play only when more then one Shift Engineer (O&M) is on duty.
A team of Electricians, A/C Technicians, Plumbers, Carpenter & DG Operators team along with the technicians would support him to perform day-to-day operations.

Following are the overall duties and responsibilities of the Shift Engineer (O&M):

· Report to Facilities Manager (IPMSL) in the event of any major/minor breakdown, which would adversely impact CTS - SIRUSERI business operations.
· Ensure proper turnout and conduct of all technicians 
· Ensure attendance of technicians, report any absenteeism to the Facility Manager and arrange for replacement. 
· Co-ordinate with the technicians and bring to the notice of the Facility Manager, any deviation in the parameter of any of the electro-mechanical functioning of the equipment, however small it may be.
· Co-ordinate with various vendors for timely completion of preventive maintenance schedule.
· Check service report of all the vendors for electro-mechanical work and highlight any deviation from standards thereof.
· Project on time, all monthly material requisition for repairs / stock.

· Co-ordinate with Purchase Executive for timely receipt of the spares approved
· Responsible for the day-to-day activities of Electrical / AC Technicians, Plumbers, Carpenters, DG operators etc.  

· Responsible for upkeep of all electro-mechanical machinery / equipment as per specified parameters.

· Check daily checklists, log Notes and sign the same.

· Plan / Forecast and execute, all the electro-mechanical planned preventive maintenance schedules.
· Maintain proper inventory of all spares and submit inventory report of the previous month to the Facility Manager by the 1st week of every month.

· Ensure adequate cleanliness and hygiene of the electro-mechanical equipment.   

· Preparation of Work Distribution Schedule for the routine maintenance & Work Orders for the Planned Preventive Maintenance for the technicians and contractor working in the premises.
· Maintenance and monitoring of all the  Log Books 

· Keeping track of OEM services under warranty management & AMC management.

· Follow up on PPM and jobs done on a day-to-day basis.

· Recording the Energy consumption on a day-to-day basis and monthly Bills paid for Electricity, water and HSD.

· Recording running hours of the equipment 

· Maintenance, monitoring and recording the consumption of spares & consumables.
· Follow up with suppliers for spares.
· Maintenance of equipment related manuals & records.
· Recording Chiller, VFD drive pumps performance.
· Maintaining logs for the spare parts of Chiller, Gas, AHU, FCU Ventilation fans and cooling towers.
· Keeping track of spares, as built drawing, ducting layout and its performance.
· Monitoring & recording PM schedules for AHU, Ventilation fans and cooling towers for increasing the overall efficiency of the operating system.
· Preparing purchase requisitions for the spares and consumables to maintain the ac systems.
· Maintaining & monitoring water quality for cooling towers, domestic drinking and general-purpose water.
· Maintaining the power factor as per EB norms.

· Taking inventory of as-built drawings Spares for HT, LT Breakers, and Transformers.

· Distribution of power from LT Side to the entire Facility.

· Distribution of power from LT room to all the plant room equipment

· Inventory of cables used, bulbs, special fittings, Garden lights, MCB, ELCB and fixtures in the Facility.

· Power distribution and control circuits for VFD, Chillers, WTP & STP.

· Recording operation and performance of D.G. Sets.

· Operation and maintenance of Hydro-Pneumatic systems.

· Operation / Maintenance of D.G. set, keeping track of spares required.

· Maintaining calibration records for all the instruments.

· Preventive maintenance of corrosion of the equipment and associated areas.

· Operation & maintenance of Elevators

· Keeping all the tools and tackles in operating condition.

· Keeping track of all the plumbing layout and inventory of fixtures.
· Maintain & update equipment details that shall form a part of asset register and history card of all the equipment.

· Recording performance of HT and LT side of electricity
· Understanding the defect liability arrangement with the suppliers of the equipment and co-coordinating all issues covered under defect liability with the vendor 

· Coordinate with the OEM’s and Project Contractors for rectifications of defects in the system

· Periodical round with Facility Manager for the building inspection and modification of systems/procedures

· Co-ordination with local authorities on behalf CTS - SIRUSERI  as regards to engineering  activities such as TNEB
· Conduct periodical training and performance evaluation program

· Reviews of the system (along with all the services vendors) on a monthly basis to add value on service level

· Review of electromechanical services on a monthly basis (self assessment procedures)

· Ensure all safety guidelines/requirements are to be met by team members/vendors.

· Analyze/Recommend solutions on complaint analysis. 

· Review all checklists / log sheets on a daily basis to ensure smooth operations. 

· Innovate, suggest and implement basic energy conservation techniques. 

· Periodically check / amend checklists, operation steps, spare parts consumption analysis. 
· Coordinate with the Engineering Team to generate monthly MIS and Reports

Duties and Responsibilities of Technicians: 
HT/LT/Electricians 
The Technicians are ITI qualified with 4 to 5 years experience in maintenance of a manufacturing Industry or Hotel Industry. In addition, he will be having a valid license obtained from CEIG. The Team is available on site 24 hours X 365 days (as per the deployment schedule) for monitoring day-to-day operation and maintenance at the premises. The business associates in the event of absenteeism or any other problem situation (s) would make back-up facilities (resources for operation and maintenance of equipment) available. 

Their main areas of attention are as follows:

· Update equipment details, which shall form a part of asset register and history card of all the equipment.

· Maintain the power factor as per EB norms or manufacturers specifications.

· Take inventory of electro-mechanical consumables

· Ensure smooth functioning of all the electro-Mechanical system installed in the premises.

· Lubrication management for all the equipment

· Maintain calibration records for all the instruments.

· Preventive maintenance for corrosion of the equipment and associated areas.

· Keep track of ducting layout and its performance.

· Monitor & record PM schedules for utilities.

· Prepare purchase requisitions for the spares and consumables for maintenance.         

· Follow safety guidelines during execution of any tasks
· Attend periodic training program and take part in the performance evaluation program
· Coordinate with Admin helpdesk for any operation related issues 

· Perform Liaison work with Building BMS for smooth functioning of the entire facility after working hours
· Cleanliness of equipment.
· Attending the defects.
· Update registers and books.
· Bring to the notice of supervisor any abnormalities observed
· In the absence of the Shift Engineer, the electrician will take over the responsibilities and carry out supervisory duties in addition to his own.

DG Operators
· Carry out the Checks and schedules as given for DG operations.

· Maintain the equipment and surroundings clean and free of oil spills.

· Ensure the DG’s diesel tank has adequate fuel for running the DG for two hours.
· Ensure that the DG fuel tank is topped up in the morning and again once before sundown.

· Report any abnormalities during the running of the DG sets.

· Start up the DG set manually if the same refuses to start automatically on power failures.

· Update the DG running hours and the KW generated daily.

· Keep a close liaison with the Shift Engineer for any requirements of Power supply even if the TNEB supply is on line.

Will report to the Shift Engineer:

· Maintenance & repair of all Electrical Distribution systems.

· Repair & maintenance of all Electrical Fittings

· Replacement of fused or defective lights

· Follow safety procedures for executing the work orders

· Keeping all the tools and tackles in operating condition.

· Shall coordinate with housekeeping department for maintaining the area clean.
· Maintaining PPM schedules, of equipment.  Such as AC and other household gadgets.

· Regular inspection of all the equipments as per the checklists.

· Cleaning of suction air filters

· Maintaining record of equipment operation
· Attending the complaints in A/C Systems, household gadgets etc.
A/C Technician
The Technicians are ITI qualified with 4 to 5 years experience in Chiller or Air Handling Unit projects/maintenance Industry or Hotel Industry. The Team is available on site 24 hours X 365 days (as per the deployment schedule) for monitoring day-to-day operation and A/C maintenance at the premises. The business associates in the event of absenteeism or any other problem situation (s) would make back-up facilities (resources for operation and maintenance of equipment) available. 

Their main areas of attention are as follows:

· Update equipment details, which shall form a part of asset register and history card of all the equipment.

· Maintain the Chillers, AHU’s, FCU’s etc norms or manufacturers’ specifications.

· Take inventory of consumables

· Ensure smooth functioning of all the A/C system installed in the premises.

· Lubrication management for all the equipment

· Maintain calibration records for all the instruments.

· Preventive maintenance for corrosion of the equipment and associated areas.

· Keep track of ducting layout and its performance.

· Monitor & record PM schedules for utilities.

· Prepare purchase requisitions for the spares and consumables for maintenance.         

· Follow safety guidelines during execution of any tasks
· Attend periodic training program and take part in the performance evaluation program
· Coordinate with Admin helpdesk for any operation related issues 

· Perform Liaison work with Building BMS for smooth functioning of the A/C System after working hours

· Cleanliness of equipment.

· Attending the defects.

· Update registers and books.

· Bring to the notice of supervisor any abnormalities observed

· In the absence of the Shift Engineer, the A/C technician will take over the responsibilities and carry out supervisory duties in addition to his own.

Carpenter

Will report to the Shift Engineer:
· Will ensure all interiors & exteriors are maintained perfectly.
· Follow checklist for doors, door closures, floor springs, kick plates, windows, Doorknobs, skirting, partitions, tables, chairs, cupboards, workstations, curtain, blinds, fixtures etc & attend to any defaults.
· Follow checklist for maintaining all carpentry works in the facility.
· He will be responsible for taking a round of the facility and rectifying all carpentry defects that may arise due to fair wear and tear and due to weather.

· He will bring to the notice of the Shift Engineer of any minor problem that could given raise to a major problem in the days to come. In addition, if feasible ask for immediate repairs by contractors’.  
Plumber 

Will report to the Shift Engineer:
· Will be responsible for monitoring the water consumption

· Operations & maintenance of the fire hydrants and sprinkler pumps and domestic pumps.

· Will be responsible for functional conditions of all valves installed.
· Will maintain all the plumbing fittings, fixtures & drains of the building.

· Keeping track of all the plumbing layout & inventory of fixtures.

· Will help other technician whenever required.
EHS Officer
EHS officer will be responsible for -

· He will report to Facilities Manager and will function as an independent officer for overseeing the following:

· Training of all IPMSL employees & sub contracted staff regarding the fire evacuation process

· Ensure that IPMSL employees & sub contracted staff are trained in basic  fire fighting programs

· Bring to the notice of the Facilities Manager of any non-attendance of any employees for training.

· Basic training for the fresher in their area of operations

· He will be responsible also for all safety training of IPMSL staff as regards to LOTO or ECPL procedures, EHS norms General Environmental, Air Emissions, Solid and Hazardous Waste, Water Resources, Asbestos, General Health and Safety, Equipment, Machine & Electrical Safety, Material Handling, Fire Safety & Accidental Release and Response Planning,  Industrial Hygiene and Construction Work Site Safety etc.

· He will assist CTS - SIRUSERI personnel for training in Fire Evacuation drill and basic fire fighting training if called in to do so.

· He will be responsible to coordinate that all the fire-fighting appliances are maintained in good conditions for use at all times.

· He will be responsible for demanding all fire appliances that would require replacement from time to time.

· He will carry out fire assessment of the premises from time to time to assess adequacy of fire fighting medium at any given point.

· He will in close liaison with BMS team will ensure that all Access doors are to be closed/opened as per the Spec...

· He will in close liaison with BMS team will ensure that all smoke detectors are regularly maintained as per given PPM schedule.

·  He will ensure that all fire hydrants, its associated equipment is functional at all time, and regular checks are to be carried out.
· He will ensure that all Jockey pumps, fire pumps are maintained as per PPM schedule.

· He will ensure that all valves are maintained as per schedule

· He will ensure that all waste are disposed as per EHS and law of the land norms

· He will generate MIS and periodical report for all activity pertaining to his tour of duty.

Purchase Executive
Asst Manager (Stores and Purchase) will be primarily responsible for purchasing services in connection with the provision Facility Management services
All facility management related procurement requirement of the CTS - SIRUSERI will be as per the CTS - SIRUSERI guidelines and policies 

Negotiate and recommend the vendor with whom the order to be placed. 

Prepare work/purchase order and obtain necessary approvals from the CTS - SIRUSERI. 

Ensure
timely delivery of goods /services and completion of works. 

Ensure quality of material. 

Ensure
certification of receipt of goods and/or rendering of services 

Ensure
timely rising of commercially correct invoices for payment 

Contract Administration and Management 

The Executive - Purchase shall have the following responsibilities: 
· Act as CTS - SIRUSERI representative in all dealings with regard to all facility Management related service contracts, where expressly authorised.
· Supervise and monitor the service level of the relevant service contractors/vendors. 

· Manage all facility related service contracts such as (but not limited to) cleaning, UPS, Generator, Fire safety/emergency Systems, electricity provision, air-conditioning provision, pest control, BMS etc.

· Review all existing service contracts and ensure that said service contracts comply with CTS - SIRUSERI procurement guidelines, report variances if any. 

· Benchmark cost/service and report to the CTS – TCO. 

· Establish need to execute for new service contract/s especially for those service contracts, which will be expiring, in a timely manner.

· Determine cost effectiveness of service delivery, review and recommend ways to improve efficiency and achieve maximum savings.

· Monitor, manage, record and maintain all service contracts.

· Ensure that there is continuity in service delivery with respect to those contracts that will not be renewed (if any).

· Ensure that all service contracts deliver the best value for money and are following industry best practice.

· Prepare tender and contractual documents, which meet CTS - SIRUSERI requirements.

· Respond to inquiries from service contractors. Receive and evaluate proposals, arrange and conduct interviews and inspections and make the necessary recommendation to CTS - SIRUSERI for final approval.

· Conduct post-tender negotiation to enhance bidding result.

· Ensure that turnover between outgoing and incoming service contractors are as seamless as possible.

· Bring any risks identified to the CTS - SIRUSERI‘s attention

· Finalize service contracts and arrange for implementation 

All invoices pertaining to CTS - SIRUSERI in the said Premises to be processed & tracked. This will include all bills for payments like electricity bills, water bills, tax payments etc. The F.M will be responsible to ensure that all statutory payments are made on time. All vendor payments also to be processed. MIS for all procurement activities to be generated in the formats approved by the CTS – TCO.
DO’S AND DON’T’S FOR FACILITY STAFF

· Thorough knowledge of the entire office premises, entry-exit routes

· To confirm about the duties of Technicians and to be familiarised with the System and Equipment installed at site.

· To keep good relationship with the Technicians which actually creates a healthy workable atmosphere and leads to smooth functioning of the assigned activities? 

· To check the work physically and personally assigned to the Technicians. Not to assume from a distance that they have accomplished their assigned jobs.

· To guide the Technicians being by their side at regular intervals. 

· To maintain attendance & daily work register, logbooks properly and accurately.

· To be very strict and particular regarding punctuality and absenteeism as this has a direct influence on the quality of service to be rendered.

· To keep the up to date record of rotation and police verification of the Technicians 

· To check the functional status of the equipment and machinery’s everyday and keep proper inventory on regular basis. Also, ensure proper cleaning of the systems and equipment, since maintenance of these expensive machines is one of the rich factors.

· To check the accessories used by the Technicians on regular basis and ensure proper inventory records.

· To visit the allotted areas frequently and report to the Building Manager about any odd findings at any hour.

· Always to keep updated records about the latest developments in the assigned areas.

· To report the immediate superiors (FM Executive) simultaneously on regular intervals about the status of the area allotted regarding any damage, complaints, leakage etc.

· To brief the Technicians at least once in a week to increase their general awareness.

· To ensure that Technicians are not moving on the floor without having proper authorization (Access Cards etc.)

· Always to look for any improvements one can bring to any particular area. Open welcome to all suggestions for improvements and developments in any specific areas. All the inputs related to value added services would be appreciated.

· To check of uniforms, shoes and appearance of the Technicians. Total grooming has to be perfect.

· To show the personal interest and motivations towards the maintenance activities for getting best efforts from the Technicians.

· To keep good and healthy relationship with the superiors for proper functioning of day to day Operation and Maintenance Activities

· To be up to date so far the office follow-up is concerned, regarding the regular needs of the site.

· To be more co-operative with the Technicians, so that they feel ease to express themselves about the regular problems.

· Be familiar with the system to deliver proper training to the Technicians.

· To be innovative, should try to make preventive maintenance schedule based on the needs of regular activities.

· To be careful about the Technicians so far as security system is concerned.

· To be always in proper uniforms.

· Do not allow the Technicians to move in groups on the floors while checking the maintenance activity.

· To attend the complaint first. Reporting to the immediate superior for the same may be the secondary issue some times but not always.

· Not to pass on any wrong information, it should be verified always. 

· To ensure that the Technicians should be available on the respective allotted floors or assigned areas.

Standard Operating Procedures

SOFT SERVICES

The objectives of this document are as follows:

· To promote efficient and effective maintenance of Cleanliness of the area and maintenance of the House Keeping activities in the premises & achieve the realistic goals and objectives.

· To provide cost effective, high level of quality service for the cleanliness and maintain the dust free property.

· To control and monitor the consumption of the chemicals & consumables & implement cost effective solutions

· To achieve proper quality oriented services and planning of new developments and adopt effective cleaning & maintenance procedures

· To educate the Soft Service Personnel for maintain the cleanliness & Perfect housekeeping.

· To administer the periodical training program and performance evaluation systems

· To maintain equipment and system in proper condition by introducing the Schedules for Daily, Weekly, Monthly, quarterly Programmes.

Soft Services:

· House Keeping Services

· Horticulture & Landscaping
· Pest Control Services
HOUSE KEEPING SERVICES

	Emphasis is on prioritizing the deployment of House keeping team throughout day with an aim to cover all areas as listed out:-

	Sl.No
	          Location                                            
	     Frequency
	Remarks

	1
	Main Entrance lobby (Academy, SDB & Canteen Blocks)   
	Regular Basis
	 

	2
	Peripheral area  
	3 Times a day
	 

	3
	      Staircase & all floor lift lobbies 
	Regular Basis
	 

	4
	      Entrance & Exit Doors
	Once in a day
	 

	5
	     Car parking areas
	2 Times in a day
	 

	6
	      Two Wheeler parking area
	2 Times in a day
	 

	7
	      Terrace
	Once in a day
	 

	8
	      Litter Picking
	Regular Basis
	 

	9
	     DG Room
	Once in a day
	 

	10
	     LT Panel Room   
	Once In a day
	 

	11
	      Sub Station 1 & 2
	Once In a day
	 

	12
	      Cafeteria 1 & 2                
	Regular Basis
	 

	13
	      Entrance Glass               
	Once in a week
	 

	14
	      Lift Machine Room
	Once in a week
	 

	15
	      Removal of Cob web
	Once in a week
	 

	16
	      Smoking Zone 
	2 Times in a day
	 

	
	
	
	

	
	
	
	

	
	      Main Entrance lobby & Peripheral area – 4 times in a day  

	
	      Staircases & all floor lift lobbies - 4 times in a day 

	
	      Entrance & Exit gates -   4 times in a day

	
	      All floors sweeping & Moping – 2 times in a day

	
	      Open car parking areas - 2 times in a day

	
	      Basement Car & Two wheeler parking - 2 times in a day

	
	      Terrace – Once in a day
	

	
	      Litter picking done on a regular basis

	
	      Substation & DG Room – Once in a day

	
	      LT Panel Room – Alternative days

	
	      Service Stair case – 4 times in a day

	
	      Ground Floor Entrance glass cleaning – Once in a day

	
	      Lift Machine Room – Once in a week

	
	      Removal of Cob web – Once in a week

	
	· Vacuuming of all floor carpeted areas – Once in a day



	Sl.No
	Area
	Description of cleaning
	Utility Agents
	Utility Materials
	Frequency

	DAILY PROCESS: 

	1
	Lobby
	1.To clean the dust on the area thoroughly
	Approved Disinfectants
	1.Duster Cloth 
	Daily on going

	
	
	2.To wipe clean any decorative items
	
	2.Soft Broom
	

	
	
	3.To sweep the area
	
	3.Mops for wet & dry
	

	
	
	4.To use wet mop
	
	4.Scrubbing machine
	

	
	
	5.To use dry mop
	
	5.Vacuum machine
	

	
	
	6.If required use Scrubbing machine/Vacuum cleaner
	
	 
	

	2
	Staircase and Passage
	1.To Sweep the steps and passage
	Approved Disinfectants
	1.Duster Cloth 
	Daily

	
	
	2.Wet mop with cleaning agent
	Brasso
	2.Soft Broom
	

	
	
	3.Dry mop
	Approved agent
	3.Mops for wet & dry
	

	
	
	4.Polish all metal handrails
	 
	 
	

	3
	Outside area
	1.To Sweep & clean the out side premises
	 
	1.Hard broom
	Daily

	
	
	2.To Clean all drainage passage
	 
	2.Sweeping machine
	

	
	
	3.To remove all waste & debris
	 
	3.Vacuum machine
	

	4
	Floors

 
	 
	 
	

	
	1.Granite/Marble/Ceramic/ Vinyl/Vitrified vinyl
	1.To sweep the area
	Approved chemical
	1.Soft broom
	Daily

	
	
	2.Wetmop using using approved agent
	
	2.Hard broom
	

	
	
	3.Dry mop to obtain shine
	
	3.Hard brush
	

	
	
	4.Use scrubbing machine/vacuum cleaner as required
	
	 
	

	
	 
	 
	
	 
	

	
	2.Concrete areas
	1.To sweep the area
	
	 
	

	
	
	2.To spotting out and scrub the areas stubborn dirt
	
	 
	

	
	
	3.wet mop using approved agent
	
	 
	

	5
	Frame works

 
	
	 
	

	
	1.Aluminium
	1.To wipe dust with a clean cloth
	Approved All Klean agent
	Duster cloth

 

 

 
	Weekly

	
	
	2.To wipe clean using the approved agent
	
	
	

	
	
	3.To polish the area with a soft cloth
	
	
	

	
	
	 
	
	
	

	
	2.Wooden
	1.To wipe dust with a clean cloth
	Approved wooden cleaner
	Duster cloth

 

 

 

 
	Weekly

	
	
	2.To wipe clean using the approved agent
	
	
	

	
	
	3.To polish the area with a soft cloth
	
	
	

	
	
	 
	
	
	

	6
	Glass

 
	
	
	

	
	1.Interior
	1.To remove dust using a clean cloth
	Window shine
	1.Duster Cloth 

2.Soft absorbent cloth

 

 

 
	Daily

	
	
	2.To spray with cleaner
	
	
	

	
	
	3.To wipe clean with absorbent cloth
	
	
	

	
	
	4.To polish down streak marks
	
	
	

	
	
	 
	
	
	

	
	2.Exterior
	1.To wash down with clean water
	Window shine
	1.Duster cloth

2.Soft absorbent cloth

3.Squeezee

 

 
	Bi-Monthly

	
	
	2.To use cleaner
	
	
	

	
	
	3.To wipe down using squeeze
	
	
	

	
	
	4.To wipe dry using absorbent cloth
	
	
	

	7
	Toilets

 
	
	
	

	
	1.Tiled Wall area
	1.To scrub out  strains using scrubber
	Approved Disinfectants
	Scrubber & Duster cloth

Bucket & Mug

 
	Daily

	
	
	2.To wipe dry using clean cloth
	
	
	

	
	
	 
	
	
	

	
	2.Mirror
	1.To wipe the surface first with a clean cloth
	Window shine
	Soft absorbent cloth

 

 

 
	Daily

	
	
	To use the cleaning agent
	
	
	

	
	
	3.To polish down streak marks
	
	
	

	
	
	 
	
	
	

	
	3.Wash basin & Top
	1.To scrub stains using scrubber
	Stain removal
	Scrubber & Duster cloth

Bucket & Mug

 
	Daily

	
	
	2. To wipe dry with a clean cloth
	
	
	

	
	
	 
	
	
	

	
	4.EWC/IWC/Urinals
	1.To clear the bin and put trash bin
	Super lime away
	1.WC brush
	On going/ once in a use

	
	
	2.To flush the toilets
	Disinfectants
	2.Buckets
	

	
	
	3.To pour the disinfectant along side the rim
	
	3.Mug
	

	
	
	4.To Leave for 2/3 minutes
	
	4.Duster cloth
	

	
	
	5.To Scrub thoroughly
	
	 
	

	
	
	6.To flush thoroughly
	
	 
	

	
	
	6.To flush clean
	
	 
	

	
	
	7.To place or spray deodorant as specified
	
	 
	

	
	
	 
	
	 
	

	
	5.Floors tiled area
	1.To scrub out stains using a long handled scrubbing brush
	Disinfectant
	Long handled brush
	Daily

	
	
	2.To wash the floor using water
	
	Bucket & Mug
	

	
	
	3.To use the dry mop of the area
	
	 
	

	
	6.Fittings & Fixture
	1.To wipe a damp cloth using a mild solution
	Natural Detergents
	Duster cloth
	Daily

	
	
	2.To polish down streak marks
	
	
	

	
	
	
	
	
	

	
	WEEKLY PROCESS:
	
	
	

	
	1. To repeat the daily process.
	
	
	

	
	2.To scrub the floor area with scrubber machine using green/red pads
	
	
	

	
	3.Manual

ly clean the edges and wall tiles using steel wool and hard brush
	
	
	


HK WORK PROCEDURES:

	Sl.No
	Description of works
	Frequency
	Remarks

	1
	Sweeping and Mopping of all marble areas *
	Daily
	 

	2
	Cleaning of table, Chairs, Sofas, Couches etc and other furniture
	Daily
	 

	3
	Cleaning of main glass doors and other furniture *
	Daily
	 

	4
	Cleaning of ceilings & other wall fixtures, including light fittings, portable fire extinguishers etc
	Daily/Weekly
	 

	5
	Cleaning of louvers and ventilators
	Weekly
	 

	6
	Clearing of window panes
	Weekly
	 

	7
	Cleaning of wall skirting
	Daily
	 

	8
	Cleaning of glass or other partitions/screens etc
	Daily
	 

	9
	Cleaning of doors & kicking plates
	Daily
	 

	10
	Cleaning of switches & switch plates
	Daily
	 

	11
	Clearing o/Collection of all wastes & dumping in waste yard *
	Daily
	 

	12
	Cleaning /Washing of waste bins
	Weekly
	 

	13
	Cleaning of white boards & Reception sign board (if need)
	Daily
	 

	14
	Cleaning & Maintenance of common rest rooms *
	Daily
	 

	15
	Refilling of water bubbles *
	Daily
	 

	16
	Refilling of Toilet rolls & C-fold towels in rest rooms *
	Daily
	 

	15
	Removing of cobwebs including ceilings
	Weekly
	 

	16
	Vacuuming of carpeted areas
	Weekly *
	 

	17
	Interior Glass cleaning
	Weekly
	 

	18
	Carpet Shampooing (If need)
	As per  Schedule
	 

	19
	Pest Control
	Daily
	 

	
	Extra works:
	
	

	
	 * Water bottle filling in the cabins & meeting rooms
	
	

	
	 * Shifting works if any
	
	

	
	* Shredding work if need on prior approval get from Admin/IGSL
	
	

	
	* On Going
	
	


PEST CONTROL:

	Sl.No
	Pest
	Location
	Operation
	Frequency

	1
	Mosquitoes
	Common corridor of lift lobby. Conference rooms, cabins, Office areas, Common toilets, Service/Utility rooms & admin area & other meeting rooms
	Residual spray
	Daily

	2
	Spiders
	Roof tops, Corners, Coffer areas and Ceilings
	Residual spray
	Daily

	3
	Cockroaches & House Flies
	Pantry/Break out areas and Rest rooms
	Aerial Spray
	Once in a week

	4
	Mosquito and House fly larvae
	Drains, Toilets, Garbage dumping area etc
	Aerial Spray
	Once in a week

	5
	Rodents
	Areas of infestation
	Baiting/Trapping
	Daily 

	 Note
	Flying insects and Bee Hives to be controlled by need basis only 

	
	
	
	
	


HORTICULTURE & LANDSCAPPING:
	Horticulture

	The team carried out the following activities in regular basis:

	a. Watering, Weeding, Pruning, Manure and applying pesticides is ongoing.

	b. Irrigation for the garden & lawns is fed through sprinkler and manual hose on daily basis.

	c. Fertilizer application and manure (organic) application done.

	d. All the damaged / dead plants identified and some are replaced with new plants.

	e. Trimming of Plants is done in required places.

	f. General cleaning of Old and withered leaves and plants are cleared then and there.

	g. Soil loosening is done around the plants & hedges and in the required areas.

	h. Pesticide application has been done.

	i. Trees in the parking area are pruned.

	j. Supports has been given to the Oleander plants around the powerhouse has been done.

	k. Pruning of the plants inside the Academy Block has been done.

	Materials Used:

	KCP double enriched Organic Manure

	Stains BIO catch B Organic pesticide


CHECKLISTS:
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ENGINEERING SERVICES
OBJECTIVES
The objectives of this document are as follows:

· To promote efficient and effective operation and maintenance of Electro-Mechanical system through realistic goals and objectives

· To provide cost effective, high level of service for protection of life and property from fire, panic, and related hazards

· To control and monitor utility consumption level and implement cost effective solutions

· To achieve proper design and planning of new developments and adopt effective maintenance procedures

· To educate the FM Personnel for troubleshooting and precautionary measures

· To implement systems for personnel during emergencies –(call out procedures)

· Formulate and define emergency maintenance procedures during any disaster

· Adhere to the emergency response time and resolution procedures

· To administer the periodical training program and performance evaluation systems

· To maintain equipment and system in proper condition by introducing the Planned Preventive Programmes.

· To perform schedule maintenance to increase efficiency of the Elector-Mechanical systems.

· To limit failure of motorized apparatus.

Technical Services:

· Electromechanical Services

· Engineering and Layout

· Energy Management
· Building and Roads Civil Works Maintenance 
Electro-mechanical Services:

The Electricians would staff the electrical services 24 hours a day on all 365 days of the year. This round the clock service would monitor all the electro-mechanical systems that have been integrated with the Building Management System. During absenteeism and leave taken by the Electricians, back up strength would be ensured well in advance. All the Electricians were trained at site well in advance to take proper handing over of the operational aspects

A Complaint Helpdesk Concept has been formulated with BMS on extension No 2666 to provide maximum comfort level to CTS - SIRUSERI. A problem escalation chart is provided.  However, the Building Manager would fine-tune the details of reporting and problem escalation structure. 

ACTIVITY SUMMARY
All complaints and engineering requirements are reported to SUBSTATION – CTS - SIRUSERI on Admin Helpdesk Extension No. 6667 maintained by IPM&SL. This intern is intimated to technician; the technicians will co- ordinates with his team to solve the complaint/requirement and update the complainant/requester. If any issue is beyond his reach, he should then immediately put the matter in to Facilities/Building Manager’s knowledge.

GUIDELINES FOR ENGINEERING STAFF
Following are the scheduled operations / checks for the system:

· Round the clock observation of all the electro-mechanical system.

· Record the data of consumption for power and runtime of the equipment

· Monitor the alarm calls and rectify the fault conditions 

· Modify the system parameter as per the complaints / request logged.

· Provide data to prepare and update the database for problem escalation procedures

· Collect and provide data for monthly MIS and Reports

· Coordinate with the AMC vendor (s) for PPM

· Coordinate and monitor the break down emergency as per the attached problem escalation chart below:

General

· They should have thorough knowledge of the entire office premises, entry-exit routes

· Monitor round the clock operations of the equipment & systems installed at site

· Carry out the necessary routine operations, testing and maintenance of the system and it’s various components as per OEMs recommendations 

· Conversant about duties and responsibilities and to be familiarized with the System and Equipment installed at site.

· To check the assigned tasks physically and personally. 

· Record the data for scheduled and PPM

· Pay attention to alarm calls and rectifying fault conditions through the installed systems and the technicians looking after the relevant Systems. 

· Keep record of complaints and co-ordinate rectification through the technicians looking after the relevant systems.

· Record all the complaint received in Admin Helpdesk and coordinate with the Shift Engineer/Soft Service Manager / Facilities Manager for issue of work orders for early rectification of the complaints

· Prepare and update the database for problem escalation procedures

· Update data for monthly MIS and Report generation.

· To maintain attendance & daily work register, logbooks properly and accurately.

· To check the functional status of the equipment and machinery’s everyday and keep proper inventory on regular basis. Also ensure proper cleaning of the systems and equipment

· To visit the allotted areas frequently and report to the Building Manager/Facilities Manager/Shift Engineer or Soft Services Manager on duty about any odd findings at any hour.

· Always to keep updated records about the latest developments in the assigned areas.

· To report the immediate superiors simultaneously on regular intervals about the status of the area allotted regarding any damage, complaints, leakage etc.

· Not to move in the premises without having proper entry pass

· Supervisors will ensure the following in addition to the general guidelines given above:

· To be more co-operative with the Technicians, so that they feel ease to express themselves about the regular problems.

·  Be familiar with the system (s) to deliver proper training to the Technicians.

· To attend the complaint first. Reporting to the immediate superior for the same may be the secondary issue some times but not always.

· To ensure that the Technicians should be available on the respective allotted floors or assigned areas.
ESCALATION 





Standard Operating Procedures
· Standard Operating Procedures for Statuary compliance is attached as Appendix “A” to these orders
· The SOP for Energy Management is given as Appendix “B” to these orders.
· Standard Operating Procedures for HVAC is attached as Appendix “C” to these orders
Standard Operating Procedures

STATUTORY PROVISIONS 

The Shops and Establishment Act and Contact Labour Act and other acts, which the original acts refer to in the sections of this act, govern all the IT industry. 

In today’s context, it has become mandatory for maintenance of certain mandatory documents to be maintained at each site. These documents are:

	S. No
	Name of document
	Remarks

	1
	Form XIII; Register of Workman
	

	2
	Form XVI; Muster Roll
	

	3
	Form XVII; Wage Register
	

	4
	Form XXI; Register of Fines
	

	5
	Form XXIII ; Register of Over Time
	

	6
	Form XXII ; Register of Advances
	

	7
	Form XX Register of Deduction/ Loss
	

	8
	Accidents Register
	

	9
	Register of ESI
	

	10
	Register EPF
	

	11
	
	

	12
	
	

	13
	
	


In addition, the labour commissioner’s inspector would be looking for certain mandatory abstracts of Minimum wages Act; Contracts Labour Act etc to be displayed. These display should be in English and local language and should be displayed at prominent location (s)

In addition, in order to comply with security requirement all the employees of IPM&SL and vendor employees need to have their Copies of Bio-data; fingerprints; and proof of residence at site. In addition, the following information too needs to be tabulated and sent to the Principal employer at the earliest. This list is to be updated on a monthly basis and the list to forward as soon as possible. 

	S No
	Name
	S No
	EPF
	ESI
	Nominee/Relation ship
	Martial  status
	No of children

	A
	B
	C
	D
	E
	F
	G
	H

	 
	 
	 
	 
	 
	 
	 
	 

	Residence & Permanent address
	Date of joining 
	Police Verification      (Certificate)
	Passport details
	References Checks of minimum two persons
	Phone no of Residence
	Blood Group
	Language

	I
	J
	K
	L
	M
	N
	O
	P
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ENERGY MANAGEMENT 

ENERGY MANAGEMENT

Energy Management

It would be IL&FS’s endeavor to minimize downtime of the system and conserve energy.  Energy Management Analysis is briefly summarized as below:

Air-Conditioning Strategies:

a) Electrical Load Control

b) Effective use of AHU / Ceiling mounted AHU / packaged Air-conditioners.

Electrical Load Control:  
Demand Limiting: a predictive algorithm calculates the future electricity consumption level. If the future consumption level exceeds a user defined “demand limit”, selected equipment is temporarily turned off (shed) to avoid a peak and the associated charges. When the risk of exceeding the “demand limit” has passed, the equipment is switched on (restored).

Load Rolling / Duty Cycling: All the AHU installed has thermostat-controlled operations, which automatically switches off the AHU once the floor temperature has reached desired/set temperature this is an inbuilt feature for saving electricity. During Non Peak hours, Air conditioners are switched off to save electricity. Further, Electricity consumption is reduced by regularly turning off equipment for short periods. Since most equipment would be sized to accommodate worst-case conditions, load rolling is an effective way of reducing consumption during non-peak conditions

Lighting Strategies:

· Monitoring the lighting circuits in common areas to be integrated with alternate fixtures connected to essential supply would allow lighting to be switched to half level during unoccupied periods to save energy. Our experience estimates that lighting uses 23% of the electricity in an office building.  
· As in traditional energy management as applied to air conditioning systems, there are fundamental maintenance procedures that are necessary to ensure that lighting energy is used efficiently.  Loss of light due to the accumulation of dirt on fixtures is one of the most significant factors contributing to lamp inefficiency.  When fixtures are not properly cleaned, light output can be reduced by as much as 40%.  

· Considerable experience in the past studies have shown that doing lighting retrofits whereby a combination of cleaning of fixtures and installation of reflectors allow lighting levels to remain the same while cutting lighting energy by as much as 25 -30 %.

· Use of optimum lux levels as given for Australian standards AS 1680.2.4.1997 suffices the day-to-day requirements of any IT/BPO industry. Coupled with the same use of standards given by Illuminating Engineering Society, the extract is given below will save about 20-25% of electricity for an average IT floor.

	Lux Level
	Area

	[image: image1]
	

	40 Lux
	Corridors & Passageways

	80 Lux
	Stairs, Warehouses involving search & retrieval tasks

	160 Lux
	Entrance halls, Foyers, Waiting Rooms, Canteens, Machine shop general work bench

	240 Lux
	Counters, Kitchens (food preparation area)

	280 - 320 Lux
	Offices

	400 Lux
	Machine shop high tolerance work bench

	5-17-20
	Parking low on road and higher on intersection
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HEATING VENTILATING AND AIR CONDITIONER

HVAC SYSTEM 
HVAC SYSTEM

Of all the HVAC System (Heating, Ventilating and Air Conditioning) installed on the floors, only AHU can be described as Ventilating system and has a fresh air Ventilating opening, while the Ceiling mounted AHU’s & packaged air conditioners unit has no source of fresh air that can be used. Precision AHU or PAHU installed in the server room have a heating element to control the humidity and hence a true HVAC.

It has been empirically proved that human body is most comfortable for productive work at 230 C with a variation of + 10 C and with a relative humidity (RH) factor of 50 –60%. This human comfort level may vary from person to person and between the genders, but the yardstick remains the same. The air conditioning may be ineffective towards the glass zones where the trapping of long wave radiation leads to higher temperature and hence at CTS - SIRUSERI “Carrier” packaged air conditioners have been installed along the façade glass.

PAHU installed in the server room have the capacity to control the temperature to about 200 C with a variation of + 30 C with a RH factor of about 40 % to 60%, with a variation of + 5 %.

The installed HVAC system provides -

· Conditioned air, with respect to temperature and humidity, to the entire office premises.

· Appropriate ventilation in the premises (Only through AHU installed)
Timings for Operation of the Air Conditioning Plant & Equipment

The services shall be provided on round the clock basis on all working days (24X7X365) of the CTS - SIRUSERI. The preventive and scheduled maintenance will have to be however carried out on weekends and/or holidays. 

The Facilities Manager and/or his team will liaise with the OEM manufactures (M/S. Bluestar) that have been given the contract for operation and maintenance the entire set of equipment located at the premises.

Coverage

· Air Handling Units 

· Ceiling mounted AHU’s 

· Ceiling mounted packaged AC

· PAHU

Duties of the HVAC Team of the OEM manufacturers

· Ensure overall health of all equipment

· Ensure all critical parameters and as per operation manual are maintained

· Ensure proper daily checks and operation of system

· Carry out scheduled maintenance of all equipment

· Physical condition of the unit and the surrounding (always to keep clean)

· Start at scheduled time 

· Ensure proper running of the system – maintain record for the same

· Monitor the temperature at all locations (on regular intervals)

· Shut down as per the occupancy of the wings

· Maintain logbooks, checklists and PPM activities chart

· Understand the defect liability arrangement with the suppliers of the equipment and co-coordinate all issues covered under defect liability

Other Activities:

· Monitor functioning of the AHU’s/Ceiling mounted AHU’s / PAHU / Packaged ceiling mounted air conditioners and other associated accessories

· Check the running condition of all ceiling mounted AHU’s/Ceiling mounted AHU’s / PAHU / Packaged ceiling mounted air conditioners

· All AHU’s/Ceiling mounted AHU’s / PAHU are to be checked for correct opening of chilled water and temperature setting.

· If any complaint of under cooling or overcooling is received, change the Set point (if need be) of the AHU.

· Check for vibration and noise of the blower, act on the blower and motor foundation and belt condition.

· Check for any leakage in chilled water system and report immediately.

· Ensure that all chilled water pipes are lagged and no condensation is dribbling from the pipes.

· Observe power consumption monitoring system and generation of MIS

AIR HANDLING UNITS AND CHILLERS

BMS services for AHU (unit) and Chilled water for all AHU and ceiling mounted units installed other then Packaged AC and PAHU have been provided. The temperature of the floor is indicated in the BMS console for the supply and return air temperature. The AHU’s can be controlled from the BMS systems.

CHILLER

There are three chillers (@ SDB Block) of Carrier make 328 TR providing chilled water to 16 Nos for cooling of the SDB Bloch & 4 AHU’s for Canteen Block. 

There are Carrier make 2 x 250 TR   providing chilled water to 88 Nos AHU Units for cooling the Academy Block.
There are 2 x 11.6 TR Carrier Ductable Split A/C’s @ Academy Block & there are 2 x 8.6TR, 1 x 11.6 TR Carrier Ductable Split A/C’s @ SDB Block.

In Data Centre, we have 8 x 20 TR Stulz PAC Units @ SDB Block.
Critical Service Parameters Check for ceiling units

· Axial Fans installed inside the false ceiling are functional.

· No leakage of drain water and all drain lines are clear.

· Chilled Water Line pressure is normal. 

· Physical Condition of the Condenser Section is clean.

Check of Air-conditioned Work Environment and Server room

In addition to the check of the AHU’s, Ceiling Mounted AHU’s, PAHU’s, Ceiling Mounted Packaged Air-conditioners a check of the air-conditioned environment / work place too needs to be carried out at least twice per shift using a Cyclometer and the temperatures is too be logged. Work place recording of temperature should be recorded from at least six different locations of which at least two locations should be closed to the glass wall to arrive at the correct average.

As regards the temperature of server room the temperature and the RH factor as shown on the PAHU display will be recorded at least twice per shift. In addition, the inlet chilled water temperature and the return water temperature too should be recorded. A walk through the server room will give the hot spots where the air-conditioning is not effective due to high equipment concentration. Under such circumstances, the air balancing needs to be done.

EHS ASPECTS OF HVAC UNITS
· Ensure adequate air distribution to avoid drafty/stuffy rooms 

· Rooms are not to be overcrowded. 

· Avoid high concentration of office equipment (i.e., copiers, fax machines, printers, etc.) in small or poorly ventilated work areas 

· Do not block or shut vents or return air paths 

· Do not burn candles or have other scent-producing materials in the work area

· Ensure fire dampers are functioning in AHU’s.

· Check for leakages in AHU’s – immediately repair and treat with anti-bacterial and anti-fungal agents.  

· Clean air ducts at regular intervals
Check that fresh air dampers are always adequately open.
ESCALATION PROCEDURE

24 hours escalation procedure is to be followed to ensure all unresolved complaints get due attention

In the event the complaint is not responded with in two hours, the complaint may kindly be escalated to the next higher level. IL&FS team in liaison with OEM manufactures (M/S Bluestar), coordinates the operational aspects of the units.

Daily/weekly/Monthly/Quarterly Checklist and PPM Schedules

The Facilities Management and/or his team will besides operating and maintaining the plant, will need to carry out routine checks to ensure the continuous running/working of the Equipment. The operation & maintenance of the HVAC equipment can be  

Daily checks 

To ensure that the following daily checks are carried out by the OEM manufacture’s representative 

a) To check the water level in the expansion tanks, etc. 

b) Check the electrical supply on the A/C panel and start the plant in a desirable sequence to ensure proper operation. To check/replace/rectify, all electrical controls related to AC Plants etc.

c) Maintain logbooks at site to record temperatures, pressures, voltage and current readings.

d) On switching on of Chillers & AHU, check for any abnormal noise/vibrations. 

e) Checking of breakdowns of the plant and reporting the problem to the AM on duty.

f) Switching on of the Package AC is installed within the said premises; check of cooling efficiency and for any abnormal noise.

g) Switch on of ceiling mounted AHU, check for any abnormal noise and for any leakages from its insulation, and sweat glands. 

h) Check the inlet and outlet water temperature of the AHU’s/PAHU and that of ceiling mounted AHU’s at the start of the day and again as per the periodical schedule given and log the same in the log book

i) To properly clean all the machines and equipment daily.

Weekly Checks


In addition to the Daily checks check the following: -

a) Tighten the DB screws and check for heating/burning marks and rectify after ascertaining the reasons for the same

b) To check/replace/rectify, all electrical controls related to AC Plants etc.

c) Maintain logbooks at site to record temperatures, pressures, voltage and current readings.

d) To check and clean air filters (if dirty) and condenser drain pipe of air handling units/packaged air conditioners/ceiling Mounted AHU’s and PAHU. 

e) To check & operate Dampers & Ventilators.

f) Check and cleaning  “Y“ strainers replace gaskets if required

g) Oil and grease the pump sets and motor bearings wherever required. 

h) To check the bearings in all rotating equipments and replace, if found damaged. 

i) To lubricate all moving parts including motor/pump bearings, where necessary. 

j) Checking of belt tensions and adjusting for proper functioning of AHU‘s 

k) Inspection of cooling towers, ducting, AHU units and Ventilation units and their maintenance

l) To check oil of compressor sump and top up as per manuals/guidelines. 

j) Checking of breakdowns of the plant and reporting the problem to the AM on duty.

Monthly Checks

In Addition to the Daily and Weekly checks given above, check and clean the following: -

a) Clean the Filters of the AHU with water and dry before fixing

b) Check the electrical supply on the A/C panel and start the plant in a desirable sequence to ensure proper operation. To check/replace/rectify, all electrical controls related to AC Plants etc.

c) Maintain logbooks at site to record temperatures, pressures, voltage and current readings.

d) To check and clean air filters of packaged Air Conditioners/Ceiling mounted AHU/PAHU and check of Condenser drain pipe. 

e) Check and tightening of anti – vibration pads, replace if necessary.

f) Check and lubricate bearings, replace if necessary 

Quarterly checks

In Addition to the monthly checks given above, check and clean the following: -

a) Check for any wear and tear of the filter pads. In addition, check for any abnormal accumulation of dust in the pads. 

b) Check the electrical supply on the A/C panel and start the plant in a desirable sequence to ensure proper operation. 

c) To check/replace/rectify, all electrical controls related to AC Plants etc.

d) Check the blower alignment and bearing

e) Maintain logbooks at site to record temperatures, pressures, voltage and current readings.

f) To check and clean air filters of packaged Air Conditioners and check of Condenser drain pipe.  

g) Check and tightening of anti – vibration pads, replace if necessary.

h) Check and lubricate bearings, replace if necessary 

To prepare and maintain necessary logbooks, temperature sheets, breakdowns & maintenance records, staff registers and all other necessary records and present the same for verification whenever called upon to do so. 

PLANNED PREVENTIVE MAINTENANCE (PPM)

The checklist for PPM schedule for AHU, Ceiling mounted AHU, PAHU and ceiling mounted packaged air conditioners are given below: -

Chiller

	PLANNED PREVENTIVE MAINTENANCE CHECK LIST

	Eqpt. No   
	
	Week No :

	Eqpt. Name  :   CHILLER                   
	
	Frequency : Daily

	Location      :  Roof Top
	
	Date : 

	 
	 
	Time :
	 

	Details of Checks
	Observation / Remarks

	 Check & record the compressor operating pressure 
	Group A
	Group B

	                   Suction Pressure
	 
	 

	                   Discharge Pressure
	  
	  

	                   Oil pressure
	 
	 

	Compressor 
	1
	2
	1
	2

	Record Compressor Total Run Time
	 
	 
	 
	 

	Record Compressor Run Time for the Week
	 
	 
	 
	 

	Check the operation of crankcase heater
	 

	Check & record No of fans in operation 
	 

	Check the operation of condenser fans for any noise or vibration
	 

	Check & record Chillers temp set point
	 

	Check & record Chiller IN / OUT Temperature
	 

	Check & record the history of Alarms 
	 

	 
	 

	 
	 

	 Service Report:

	 

	 

	 

	 

	Spares Replaced/Required
	Quantity

	 
	 

	 
	 

	 
	 

	 
	 

	 

	PPM Carried Out By:
	Shift Engineer

	 

	

	


	PLANNED PREVENTIVE MAINTENANCE CHECK LIST

	Eqpt. No  :   
	Week No : 

	Eqpt. Name  :   CHILLER             
	Frequency :   Monthly

	Location      :  Roof Top 
	Date : 

	 

	Details of Checks
	Observation / Remarks

	Carry out all weekly checks
	Group A
	Group B

	
	1
	 2
	1
	2

	Record % voltage of the chiller
	 

	 

	Check and record the compressor
	 

	 

	Check/adjust/replace contacts, electrical connections
	 

	 

	Measure and record the system super heat
	 

	 

	Check for any oil leakage
	 

	 

	Clean the condenser coils with low pressure water
	 

	 

	Check the condenser fan free rotation
	 

	 

	Clean the equipment and plant surrounding area
	 

	 

	Service Report:   

	 

	 

	 

	 

	Spares Replaced/Required
	Quantity

	 
	 

	 
	 

	 
	 

	 
	 

	PPM Carried Out By:
	Shift Engineer

	 

	

	


	PLANNED PREVENTIVE MAINTENANCE CHECK LIST

	Eqpt. No  :   
	Week No :

	Eqpt. Name  :  CHILLER                     
	Frequency :  Quarterly

	Location      :  
	Date : 

	 

	Details of Checks
	Observation/Remarks

	Carry out weekly and monthly checks
	 

	 

	Inspect all refrigeration pipe work and control auxiliaries and check for leaks
	 

	     

	Check the leaks / operation of valves
	 

	 
	 

	Check all flare nuts are tight and secure
	 

	 
	 

	Clean control panel enclosure and remove all dust using vacuum cleaner/air blower
	 

	 

	Check the all cables, contactors and relays for over heating / sparkling
	 

	    

	Check all electrical connections and tighten if necessary
	 

	    

	Check all the actuators electrical controls and operation
	 

	     

	Check all sensors & cables for any damages
	 

	 

	 

	 Service Report:

	 

	 

	 

	Spares Replaced/Required
	Quantity

	 
	 

	 
	 

	 
	 

	 
	 

	PPM Carried Out By:
	Shift Engineer

	 

	

	


	PLANNED PREVENTIVE MAINTENANCE CHECK LIST

	Eqpt. No  :   
	Week No :

	Eqpt. Name  :   CHILLER
	Frequency :  Half-yearly

	Location      :   
	Date : 

	 

	Details of Checks
	Observation / Remarks

	
	

	Carry out weekly, monthly, quarterly schedules
	 

	 
	 

	Check operation of all safeties (LP, HP, AFT, FS etc)
	 

	 
	 

	 Check and record the settings of the safety devices
	 

	 
	 

	Check insulation and repair damaged areas
	 

	 
	 

	Check for condenser fan motor bearing noise and  replace if any
	 

	 
	 

	Check for rust on base and mountings and paint if necessary
	 

	    
	 

	 
	 

	 
	 

	 Service Report:

	 

	 

	 

	Spares Replaced/Required
	Quantity

	 
	 

	 
	 

	 
	 

	 
	 

	 

	

	PPM Carried Out By:
	Shift Engineer

	 

	

	

	


	PLANNED PREVENTIVE MAINTENANCE CHECK LIST

	Eqpt. No  :   
	Week No :

	Eqpt. Name  :     CHILLER                  
	Frequency :  Yearly

	Location      :    
	Date : 

	 

	Details of Checks
	Observation n / Remarks

	 
	 

	 Service and overhaul Compressors (As and when  it is required)
	 

	 
	 

	 Carry out moisture / acidity test and record
	 

	 
	 

	Check the oil quality and replace
	 

	 
	 

	Check performance of the Chiller
	 

	 
	 

	 
	 

	 
	 

	 
	 

	 
	 

	 
	 

	 
	 

	 
	 

	 Service Report:

	 

	 

	 

	 

	 

	Spares Replaced/Required
	Quantity

	 
	 

	 
	 

	 
	 

	 
	 

	PPM Carried Out By:
	Shift Engineer

	 

	

	

	


	PLANNED PREVENTIVE MAINTENANCE CHECK LIST

	Eqpt. No  :   
	 

 Week No :

	Eqpt. Name  :   CHILLED WATER PUMP                    
	 

Frequency :  Weekly

	Location      :    
	 Date :

	Details of Checks
	Observation/ Remarks

	Check for leak in pipelines
	 

	Check for abnormal noise or heating of pump and motors
	 

	Check foundation bolts
	 

	Check all fans and shaft guards are secure
	 

	Check operation of duty and stand-by
	 

	Check motor for over heating
	 

	Clean the exterior of the pump and motor
	 

	Check for leaks and specially in shaft seal, replace  gland
	 

	Check the coupling bolts and nuts
	 

	Check and record current of R, Y, B
	 

	 
	 

	 Service Report:

	 

	 

	 

	 

	Spares Replaced/Required
	Quantity

	 
	 

	 
	 

	 
	 

	 
	 

	PPM Carried Out By:
	Shift Engineer

	 

	

	


	PLANNED PREVENTIVE MAINTENANCE CHECK LIST

	Eqpt. No  :   
	 Week No :

	Eqpt. Name  :   CHILLED WATER PUMP                    
	Frequency :  Monthly

	Location      :    
	Date :

	Details of Checks
	Observation / Remarks

	 

	Carry out weekly checks
	 

	Check for correct alignment between the pump and the motor     
	 

	Check the electrical inter locks
	 

	Check foundation plinth/base for rigidness
	 

	Remove the fan guard and clean the fan with a clean damp cloth
	 

	Check for error in pressure gauges
	 

	Ensure pump shaft rotates freely by hand 
	 

	 
	 

	 
	 

	 Service Report:

	 

	 

	 

	 

	Spares Replaced/Required
	Quantity

	 
	 

	 
	 

	 
	 

	 
	 

	PPM Carried Out By:
	Shift Engineer

	 

	

	


	PLANNED PREVENTIVE MAINTENANCE CHECK LIST

	Eqpt. No  :   
	Week No :

	Eqpt. Name  :   CHILLED WATER PUMP                    
	Frequency : QUARTERLY

	Location      :    
	Date : 

	Details of Checks
	 

 Observation / Remarks

	 Carry out weekly and monthly checks.
	 

	Check pump for smooth operation.
	 

	Check and ensure the electrical terminations are   tight
	 

	 Check all the actuator electrical controls and their   operation.
	 

	Inspect all cables, contactors and relays for overheating sparking and replace if necessary.
	 

	Check for leaks and especially in shaft seal.
	 

	Check for sufficient greasing and apply if required.
	 

	Check that grease caps are fitted back and screwed on tightly.
	 

	Check for water quality and submit report.
	 

	Clean the inlet strainers (As and when it is required)
	 

	 

	Service Report: 

	 

	 

	 

	 

	Spares Replaced/Required
	 Quantity

	  
	 

	  
	 

	  
	 

	PPM Carried Out By:
	Shift Engineer

	 

	

	


	PLANNED PREVENTIVE MAINTENANCE CHECK LIST

	Eqpt. No  :   
	Week No :

	Eqpt. Name  :   CHILLED WATER PUMP                    
	Frequency : Half-Yearly

	Location      :    
	Date : 

	
	

	Details of Checks
	Observation / remarks

	

	Carry out weekly, monthly, and quarterly checks
	 

	 

	Check all controls for satisfactory operation
	 

	 

	Check the valves for any seepage
	 

	 

	Check for corrosion/rust and if necessary do the 
touch up painting
	 

	    
	 

	 

	Service Report: 

	 

	 

	 

	 

	Spares Replaced/Required
	Quantity

	  
	 

	  
	 

	  
	 

	PPM Carried Out By:
	O & M Supervisor

	 Shift Engineer

	

	

	


	PLANNED PREVENTIVE MAINTENANCE CHECK LIST

	Eqpt .No  :   
	Week No :

	Eqpt. Name  :   CHILLED WATER PUMP                    
	Frequency : Yearly

	Location      :    
	Date : 

	Details of Checks
	Observation/Remarks 

	Carry out weekly, monthly, quarterly and half-yearly checks
	 

	 

	Overhaul the pumps (As and when it is required)
	 

	 

	Check the insulation resistance of the motor and record
	 

	 
	 

	Check the flow quantity/efficiency 
	 

	 
	 

	 
	 

	 
	 

	 

	Service Report: 

	 

	 

	 

	 

	Spares Replaced/Required
	Quantity

	  
	 

	  
	 

	  
	 

	PPM Carried Out By:
	Shift Engineer

	 

	

	

	


	PLANNED PREVENTIVE MAINTENANCE CHECK LIST

	Eqpt. No  :   
	Week No :

	Eqpt. Name  :     AIR HANDLING UNIT                  
	Frequency :  Monthly

	Location      :    
	Date : 

	Details of Checks
	 

	
	 

	 Isolate power supply before commencing maintenance work
	 

	Check and ensure local emergency lock out
	 

	Check anti-vibration mountings
	 

	Check motor and blower bearings for excessive noise and drive alignment
	 

	Remove and clean filters
	 

	 Check cooling coil and clean
	 

	 Check condensate drain for free flow
	 

	Check and clean the plenum chamber
	 

	Check bearings are sufficiently lubricated and trace of seepage etc.
	 

	Check condition of drive belts, replace if frayed
	 

	Check the belt tension and adjust if required
	 

	 Check filter frames and proper sealing
	 

	Check secure ness of all access doors and panels
	 

	Check all gauges and thermometers are operative    and replace if defective
	 

	Check for water leaks/seepage on chilled water    pipes, mixing valves etc., Rectify leaks if any
	 

	 Resume the power and check the air-handling unit for smooth and effective operation
	 

	Check and record current (R, Y, B)
	 

	 
	 

	 Service Report:

	 

	Spares Replaced/Required
	Quantity

	 
	 

	 
	 

	 
	 

	PPM Carried Out By:
	 

Shift Engineer

	 

	

	

	


	PLANNED PREVENTIVE MAINTENANCE CHECK LIST



	Eqpt No  :   
	Week No: 

	Eqpt. Name  :     AIR HANDLING UNIT                  
	Frequency:  Quarterly

	Location      :    
	Date: 

	Details of Checks
	Observation / Remarks

	Carry out monthly schedule.
	 

	Check the fan and motor drive components, belts, anti-static vibration mounts and channel bases for secure ness.
	 

	 Check and ensure the secure ness of fan impeller on to the shaft. Check the clearance between the blade and the housing.
	 

	Check fan and motor pulleys, re-align if required.
	 

	Check the condition for the access door hinges and locks.
	 

	Check and lubricate all the moving parts.
	 

	 
	 

	 Service Report:

	 

	 

	 

	 

	Spares Replaced/Required
	Quantity

	 
	 

	 
	 

	 
	 

	 
	 

	 
	 

	PPM Carried Out By:
	Shift Engineer

	

	

	


	PLANNED PREVENTIVE MAINTENANCE CHECK LIST

	Eqpt.I.D.No  :   
	Week No :

	Eqpt.Name  :     AIR HANDLING UNIT                  
	Frequency :  Half-Yearly

	Location      :    
	Date : 

	Details of Checks


	Observation / Remarks 



	 Carry out monthly and quarterly schedule.
	 

	 
	 

	 Check for volume control dampers for free and un-obstructed movement.
	 

	   
	 

	Check acoustic lining for damage.
	 

	 
	 

	Check impeller free rotation.
	 

	 
	 

	Check for any dirt accumulation on impeller/casing and clean.
	 

	   
	 

	Check for damages in thermal insulation on duct and chilled water pipe work. Rectify leaks, if any.
	 

	    
	 

	 Check the unit for smooth operation.
	 

	 
	 

	 Check the airflow through the unit.
	 

	 
	 

	Check for corrosion in fittings and valves.
	 

	 
	 

	 
	 

	 
	 

	 
	 

	 Service Report:

	 

	 

	 

	 

	Spares Replaced/Required
	Quantity

	 
	 

	 
	 

	 
	 

	PPM Carried Out By:
	Shift Engineer

	 

	

	

	


	PLANNED PREVENTIVE MAINTENANCE CHECK LIST



	Eqpt. No  :   
	 Week No :

	Eqpt. Name  :   Exhaust fan
	Frequency :  Monthly

	Location      :    
	Date :

	Details of Checks
	Observation / Remarks 

	Check the belt tension and adjust if necessary
	 

	Check the unit for the noise and vibration
	

	
	

	Check the electrical connection for tightness
	 

	Check the bearings and do greasing
	 

	Check the overload setting for motor
	 

	Check the voltage RY, YB, BR
	 

	Check the exhaust fan motor amps
	 

	Check the unit and surrounding
	 

	Check the  damper
	 

	Inform abnormalities, if any 
	 

	 
	 

	 Service Report:

	 

	 

	Spares Replaced/Required
	Quantity

	 
	 

	 
	 

	 
	 

	 
	 

	PPM Carried Out By:
	Shift Engineer

	

	

	


	PLANNED PREVENTIVE MAINTENANCE CHECK LIST

	Eqpt. No  :
	Week No  :

	Eqpt. Name  :  Exhaust fan
	Frequency:   Quarterly

	Location      :    
	Date : 

	 
	 

	Details of Checks
	Observation/Remarks

	Check the belt tension for motor and adjust if necessary
	 

	Check the unit for noise and vibration
	 

	 Check the clearance between the blade and the housing
	 

	Check the electrical connection for tightness
	 

	Check the motor and belt alignment
	 

	Check the motor and blower bearing
	 

	Check the overload setting for all motor
	 

	Check the voltage RY, YB, BR
	 

	Check the exhaust fan motor amps
	 

	Clean the unit and surrounding
	 

	 Inform abnormalities, if any
	 

	 
	 

	 
	 

	 
	 

	 Service Report:

	 

	Spares Replaced/Required
	Quantity

	 

	 

	PPM Carried Out By:
	Shift Engineer

	 

	

	

	

	


	PLANNED PREVENTIVE MAINTENANCE CHECK LIST

	Eqpt No  :
	Week No  :

	Eqpt. Name  :  Exhaust fan
	Frequency:   Half-Yearly

	Location      :    
	Date : 

	 
	 

	Details of Checks
	Observation / Remarks

	 Carry out monthly and quarterly schedule and attach check list
	 

	 Check the all fasteners and tighten
	 

	 Check the housing fasteners
	 

	Check the motor and blower base bolts
	 

	Clean the bearing housing and bearing with Diesel
	 

	Check the motor pulley and blower pulley and adjust if necessary
	 

	Inform abnormalities, if any
	 

	 
	 

	 Service Report:

	 

	 

	Spares Replaced/Required
	Quantity

	 
	 

	 
	 

	 
	 

	 
	 

	PPM Carried Out By:
	Shift Engineer

	 

	

	

	


	PLANNED PREVENTIVE MAINTENANCE CHECK LIST

	Eqpt .No  :   
	 Week No :

	Eqpt. Name  :   Packaged/Split  Air-Conditioner
	Frequency :  Monthly

	Location      :    
	Date : 

	Details of Checks
	Observation/ Remarks

	 Isolate power supply before commencing     maintenance work
	 

	Remove and wash air filters
	 

	Check and clean the cooling coil 
	 

	Check condensate drain for free flow
	 

	Check the out door unit for vibrations
	 

	Check and clean the indoor unit with clean damp cloth
	 

	Check out door unit fan motor and fan
	 

	 Check & Record compressor RLA
	 

	 Check the compressor for overheating and  abnormal noise
	 

	 Check the indoor unit blower motor for abnormal  noise and overheating
	 

	 Resume the power and check the unit for smooth and effective operation
	 

	Record the temperature at the indoor unit
	 

	 
	 

	Spares Replaced/Required                                                                                          Quantity

	 

	 

	 

	 

	PPM Carried Out By:
	Shift Engineer

	

	

	


	PLANNED PREVENTIVE MAINTENANCE CHECK LIST

	Eqpt. No  :   
	 Week No :

	Eqpt. Name  :   Packaged / Split  Air-Conditioner
	Frequency :  Quarterly

	Location      :    
	Date :

	

	Details of Checks
	Observation/ Remarks

	 Carry out monthly checks and attach check list
	 

	 Inspect all refrigeration pipe work and control auxiliaries and check for leaks
	 

	Check all flare nuts are tight and secure
	 

	Clean outdoor unit with sufficient water pressure
	 

	Check the all cables, contactors and relays for over heating/sparkling
	 

	Check all electrical connections and tighten if necessary
	 

	Lubricate the condenser fan motor 
	 

	Check the capillary tube for any pinching or damage
	 

	 
	 

	 
	 

	Spares Replaced/Required
	Quantity

	 

	 

	 

	 

	PPM Carried Out By:
	Shift Engineer

	 

	

	

	


	PLANNED PREVENTIVE MAINTENANCE CHECK LIST

	Eqpt.  No  :   
	 Week No :

	Eqpt. Name  :  Expansion Tank                  
	 Frequency :  Monthly

	Location      :  Roof top
	 Date : 

	 
	 

	Details of Checks
	Observation / Remarks

	 
	 

	 Check the tank for any leaks and damages
	 

	Drain 10% of water if necessary
	 

	Check the level switch operation and maintaining of water level 
	 

	Check and clean level switch sensors
	 

	Check the level switch sensor connection for tightness
	 

	Check the operation of the low level alarm indicator
	 

	Check the expansion tank pump operation in auto 
	 

	Check and tighten all connections of the pump
	 

	Check for abnormal noise or heating of motor
	 

	 
	 

	 Service Report:

	 

	 

	 

	Spares Replaced/Required
	Quantity

	 
	 

	 
	 

	PPM Carried Out By:
	Shift Engineer

	 

	

	

	

	

	


	PLANNED PREVENTIVE MAINTENANCE CHECK LIST

	Eqpt. No  :   
	 Week No :

	Eqpt. Name  :  Expansion Tank                  
	 Frequency :  Quarterly

	Location      :  
	 Date : 

	

	Details of Checks
	Observation / Remarks

	 
	 

	Inform to BMS before commencing the schedule
	 

	 Isolate the chilled water inlet valve of tank when water level less than 
20% of the tank. isolate tank outlet valve also at the same time
	 

	Drain the water and wash the tank internal surface
	 

	Open the water supply valve of tank 
	 

	Check for any damage in pipeline & tank insulation and  repair
	 

	    
	 

	 
	 

	 Service Report:

	 

	 

	 

	Spares Replaced/Required
	Quantity

	 
	 

	 
	 

	 
	 

	PPM Carried Out By:
	Shift Engineer

	 

	

	

	

	


	PLANNED PREVENTIVE MAINTENANCE CHECK LIST

	

	EQUIPMENT NAME:- Ceiling Mounted AHU
	
	

	

	LOCATION:- _______________________________                 
	DATE:-_____________

	
	
	
	

	FREQUENCY:- Monthly
	
	

	
	
	
	

	S.NO
	DESCRIPTION OF JOB / OBSERVATION
	
	REMARKS

	
	
	
	

	1
	CHECK TEMPERATURE SETTING
	 
	

	
	
	
	

	2
	CHECK VALVES ARE OPEN
	 
	

	
	
	
	

	3
	CLEAN CHILLED WATER LINE FILTER 
	 
	

	
	
	
	

	4
	CHECK LAGGING OF CHILLED WATER PIPES
	 
	

	
	
	
	

	5
	CHECK DRAIN IS CLEAR
	 
	

	
	
	
	

	6
	CLEAN AIR FILTER CLEAN
	 
	

	
	
	
	

	7
	CHECK NOISE LEVEL
	 
	

	
	
	
	

	8
	CHECK VIBRATION
	 
	

	
	
	
	

	9
	CHECK EQUIPMENT HYGIENE
	 
	

	
	
	
	

	10
	CHECK FIXATION OF CASING 
	 
	

	
	
	
	

	REMARKS:-_______________________________________________________________________

	
	
	
	

	__________________________________________________________________________________

	
	
	
	

	
	
	
	

	Electrician                                                                                                                  Shift Engineer



Standard Operating Procedures

ELECTRICAL  
 ELECTRICAL SYSTEM 
ELECTRICAL SYSTEM 

In Substation, Power supply to CTS - SIRUSERI is via HT 11KV Electrical Supply, which is supplied by TNEB (Tamil Nadu Electricity Board) Substation located nearer to the out gate. There are two Incoming feeders from TNEB – Thoraipakkam second incomer is fed from Karapakkam substation. However, currently only Incoming -1 charged, Incoming -2 is yet to be charged. The total sanctioned MD being 3500 KVA.

The TNEB 11 KV Incoming – 1 and Incoming - 2 both are feeding to Ring Main Unit, which is available in CTS – TCO SS. The both incomings are 630 Amps Isolators with mechanical interlock and outgoing feeder is 630Amps VCB, which is feeding to CTS - SIRUSERI HT Panel. CTS – Siruseri MV Panel is located in Substation near the main gate. It’s having one Incoming 630 amps VCB and Two 630 Amps VCB’s for Transformer-1 & 2 respectively

In Substation, Transformer -1 & 2 are of 2500 KVA capacity, 11 / 0.433 KV, with OLTC and RTCC facility. The entire time one transformer in charged condition while the other one is in stand by mode. From Transformers the LT supply 430 volts is feeding to LT Incoming panels through bus ducts. From LT incoming panel having 4000 Amps ACB supply is feeding to MV Panel in first floor through sandwich Square D 4000 Amps bus ducts.

Power Supply Failure. In case of power supply failure, the DG would start up within 10 sec, and would rave up to supply mode with 25 sec. Having restored power supply to the electrical system with the help of DG, Shift Engineer on duty will check with the concerned sub station for the resumption of power supply and keep the Facility Manager and the CTS - SIRUSERI facility manager informed if the delay is likely to be for more then one hour. In case of availability of second feeder line and on confirmation of availability of power supply on the same, efforts will be made to switch on the mains using the second feeder line to reduce DG usage.

DG Details. In Substation, We have 3 x 1500 KVA DG’s - Cummins engine with AVK alternator with AMF Panel and Auto synchronization facility. From AMF Panel the three DG outgoings feeding to MV Panel through sandwich (M/S.Shanthi Electricals) 4000 Amps bus ducts.
The MV panel consists two EB incoming breakers of L&T make 4000 Amps ACB’s and three DG incoming breakers of L&T make 2500 Amps ACB’s. It is divided into 4 partitions (Essential / Non Essential / Critical / Hired DG) with three bus couplers connected in between.

MV panel is PLC based fully automatic operating Panel. Each feeder is having selector switch for selecting an option of PLC or Manual operating modes. Every outgoing feeder consists status indications of incoming supply (R, Y, and B) and Breaker ON, OFF and TRIP for monitoring.

Operation and maintenance of Electrical and Mechanical equipment will include -

· Routine Break-downs

· Routine check up/adjustments 

· Preventive maintenance work 

Services of O.E.M / outside agencies may be hired for major breakdown work like engine seizure motor/alternator rewinding, special machining work, grinding work etc. For major breakdown work, the TS - SIRUSERI will, pay/reimburse for the services of such outside agencies and material/consumables on the actual basis. 

Operation & Maintenance of Electrical supply (HT/LT) power distribution system for the said premises including lighting, pantry appliances, lifts, UPS, Task Lighting, tele-communication system etc.  

The Operation & Maintenance of the Electrical & Mechanical Equipments would also include the following: 

· Maintenance and upkeep of plumbing work for the said premises.

· Operation & Maintenance for the tube-well, bore-well, municipal water supply to the said premises, water treatment plant, pumping & distribution system, inter-connections,  piping & valves, storage tanks (underground & overhead), fire fighting equipments. 

· The Shift Engineer shall maintain and manage logbooks and fill checklists to monitor and record performance of the machines. The logbooks should be in the prescribed form as given by equipment supplier or as approved by the CTS - SIRUSERI. 

· A separate logbook should be maintained by IL&FS’s maintenance staff to record various events connected with maintenance & spare parts consumption.

· The Shift Engineer will be responsible for periodic calibration of measuring instruments, in particular, KWH meters, flow meters, in order to ensure accuracy of performance data. 

· Operation and Maintenance of the machines shall be carried out as per the recommendations of equipment supplier. 

· Any breakdown/malfunctioning of the Equipment shall be attended to as per procedures of Equipment supplier. The total responsibility of maintenance and upkeep lies with the F.M.  Spares required shall be arranged by F.M and paid directly by the CTS - SIRUSERI at actual relying on the recommendation of FM.  

· Shift Engineer will be responsible for availability of requisite power at all utility points including lifts, Air conditioners, UPS etc. 

· The Shift Engineer shall arrange to purchase fuel oil from an approved agency which expenses shall be reimbursed by the CTS - SIRUSERI on actual. Collection, handling & accounting of such fuel shall be the responsibility of the INTEGRATED’s team 

· Chemicals for water treatment plants (chlorination, dosing etc.), cleaning work will be arranged by the F.M and paid for by the CTS - SIRUSERI directly.

· IL&FS shall arrange and manage required quantity and quality of lubricants/oil as per recommendations of the equipment manufacturers for all the equipment listed above.  CTS - SIRUSERI will make direct payment for the lubricants/oil. 

· All spare parts and consumables items like switches/socket fuses, cables lugs and glands, insulating tapes, switches, etc. which are not covered in manufacturers warranty will be supplied by F.M and paid for by CTS - SIRUSERI directly on production of certified invoices along with copy of the delivery challan duly endorsed by the CTS - SIRUSERI ‘s security.  

· Cleaning material like Kerosene, Cotton Waste, Dhotis etc. shall be supplied by IL&FS
· Shift Engineer shall keep the Electrical control room/H.T. rooms/pump rooms etc. clean and tidy by IL&FS’s own resources. Cleaning of underground & overhead water tanks should be carried out periodically as per requirements. 

· Shift Engineer will provide and manage all safety equipments, shall be responsible for the safety of his personnel as per applicable regulations, and shall ensure compliance with HSBC Guidelines. 

· Shift Engineer will undertake painting of the Equipment once every year. Cost of paint only will be borne at actual by CTS - SIRUSERI. The F.M will supply and be responsible for all the labour force.

Standard Operating Procedures

DIESEL GENERATING 

Appendix “_I_”
D.G OPERATION & MAINTENANCE

IL&FS’s team will liaise with the OEM suppliers of the DG sets to operate and maintain the system including the Equipment on a daily basis with the deployment of his own-trained minimum staff. This also includes -

· Routine breakdowns checks 

· Routine check up/adjustments

· Preventive maintenance work. 

The list of checks for “A”; “B”; “C” & “D” is given in Annexure “I” to this SOP.

Planned Preventive Maintenance (PPM) for Daily Check “A”; Weekly Check “B”; Check “C” and “D” check is given in Annexure “II” to this SOP. After completion of respective check the AM (Tech) on duty is collect, the format and cross verify if the checks have been carried out to the given/desired level. MIS report generated will have the following columns

	POWER GENERATION DG SETS

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	DAILY READING OF POWER GENERATED IN KWH / AMP

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	Date
	Name of DG
	Capacity
	Running Hrs
	Opening Meter Reading
	Closing meter Reading
	Cumulative reading for the month
	Power Generated in the last 24 hrs
	Cumulative Power generated for the month
	Diesel Consumed in 24 Hrs
	Average diesel consumption/KWH
	Average diesel consumption/KWH for the month
	Cumulative Diesel consumption for the month
	Remarks

	
	 
	 
	 
	 
	 
	 
	Amps
	KWH
	Amps
	KWH
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	
	DG - 1
	2050KVA
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	
	DG - 2
	1000KVA
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	
	DG - 3
	2050KVA
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	
	Total
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 


Integrated will facilitate payment of cess on the power generated is to be paid to AP Government as per Rule 6A of The Power so generated Will be recorded in a registered which along with FORM “AA” (vide Rule 6A) as given in Annexure “III” will be submitted to the Chief Electrical Officer, and after due certification the duty so imposed will be deposited in the Government treasury.

Extract of the Tamil Nadu Electricity Board Duty Act, 1958.

“As per Rule 11, a person or a Generating Company who fails to submit the Return the amount of Electricity Duty so determined by the Chief Electrical Inspector to Government shall be deemed the Duty payable under section “3B” of the Tamil Nadu Electricity Board Duty Act, 1958.”
The brief list of Equipment related to DG Sets @ Substation, which the IL&FS team is to operate and maintain in the said premises, is: -

	1500 KVA  -  DG -1,2 & 3 ;  Make : Cummins & AVK ;  Suppliers : EXCEL  ; Location : Utility Room

	S.No.
	Equipment Name
	Equipment Parts
	Quantity
	MAKE
	CAPACITY
	Serial No./ Model No.

	1
	ENGINE, MTU
	ENGINE
	1
	Cummins
	1500 KVA
	DG1- 25303174

	
	
	FUEL PUMP
	1
	Cummins
	 
	DG2- 25304705

	
	
	TURBO CHARGER
	2
	Cummins
	 
	DG3- 253054654

	
	
	AIRCLEANER HOUSING
	2
	Cummins
	 
	 

	
	
	CHARGING ALTERNATOR
	1
	Cummins
	 
	 

	
	
	LUBE OIL PRIMING PUMP
	1
	Cummins
	 
	 

	
	
	AFTER COOLERS
	2
	Cummins
	 
	 

	
	
	BATTERIES
	4
	EXIDE
	 
	 

	
	
	SELF STARTERS
	2
	Cummins
	 
	 

	
	
	RADIATORS
	2
	Cummins
	 
	 

	
	
	D.C. SOLENOID
	1
	Cummins
	 
	 

	
	
	GOVERNOR ACTUATOR
	1
	Cummins
	 
	 Alt-6726667

	
	
	WATER PUMPS
	2
	Cummins
	 
	Alt2-6726667

	2
	 MAIN ALTERNATOR
	ALTERNATOR
	1
	AVK
	 
	Alt3-6726667

	3
	DIESEL TANKS
	 
	1
	
	990 LTRS 
	

	


Annexure “I”

	CHECK LIST FOR DG SETS

	A-CHECK
	B-CHECK
	C-CHECK
	D-CHECK

	 DAILY /WEEKLY 
	REPEAT "A"
	REPEAT "A" & "B"
	REPEAT "A" , "B" & "C"

	LUBRICANTION
	LUBRICANTION
	LUBRICANTION
	LUBRICANTION

	●Check Engine Oil Level
	● Change Engine oil
	None
	● None

	AIR SYSTEM
	● Change By Pass Filter 
	FUEL SYSTEM
	FUEL SYSTEM

	●Clean Pre-cleaner Dust pan weekly
	● Change Marine gear oil
	● Change Hyd Governor oil
	● Clean and calibrate injectors if required

	● Check Air cleaner Restriction clean/change 
	● Record oil pressure
	● Change Aneroid oil 
	● Replace Fuel pump Filter screw & magnet

	   Air cleaner Elecnent if Required
	FUEL SYSTEM
	● Replace Aneroid Adjustment
	● Replace Aneroid Bellows & calibrate 

	COOLING SYSTEM
	● Check Aneroid Oil 
	● Replace Aneroid Breather
	● Replace Rocker cover gaskets

	● Check coolant level
	● Check HYD GOV Oil 
	● Clean Fuel Tank from Inside
	AIR SYSTEM

	OTHER MAINTENANCE
	● Check Throttle Linkage
	COOLING SYSYTEM
	● Clean Turbo charger compressor wheel  & diffuser if required 

	● Drain Air tank
	● Lubricate Ball Joints of the Throttle Linkage of Hyd Governor
	● Clean the Radiator/Charge air  
	● Check Turbo Charger bearing clearance 

	● Check & Correct leaks
	● Change Fuel Tank Breather
	   cleaner externally 
	● Tighten manifold nuts / caps screws

	● Drain Fuel Filter/Water separator daily
	
	● Clean Fan Hub/Idler & water pump /Ioler
	

	● Check oil level of marine gear & 
	AIR SYSTEM
	OTHER MAINTENANCE
	COOLING SYSYTEM

	   Raw water pump
	● Clean/Change Crank case Breather
	● Inspect following parts & replace if required
	● Change coolant 

	 
	● CHECK Air piping
	   ALTERNATOR/STARTER, etc
	● Descale the cooling system

	 
	COOLING SYSYTEM
	● Check Air cleaner Evacuator valve if required
	OTHER MAINTENANCE

	 
	● Check coolant Inhibitor add coolant 
	 
	● Check vibrate damper

	 
	   concentrate if required
	 
	● Check Air compressor

	 
	● Check Heat Exchanger Zinc Plugs 
	 
	● Check safety controls

	 
	B
	C
	D

	 
	Check Belts, Adjust Every  300 Hrs /Every 6-Months
	Every  1500 Hrs /Every 01year
	Every 6000Hrs /Every 02 years

	 
	First 1500 Hrs Check 
	 
	1500 hrs Every D-CHECK

	 
	● All Steps of C-check & Additional steps
	 
	● All steps of C-CHECK & Additional steps

	 
	● Adjust Injectors & Valves
	 
	● Adjust Injectors & valves

	 
	● Replace Rocker Cover Gaskets 
	 
	● Replace Rockers covers gaskets

	 
	   to be done at First 1500Hrs.
	 
	   To be done at 1500 Hrs after Every D-Check


Annexure “II”
	PLANNED PREVENTIVE MAINTENANCE CHECK LIST

	
	
	
	

	EQUIPMENT NAME:- DG
	
	

	
	
	
	

	LOCATION:- _______________________________                 
	DATE:-_____________

	
	
	
	

	FREQUENCY:- Daily "A" Check
	
	

	
	
	
	

	S.NO
	DESCRIPTION OF JOB / OBSERVATION
	
	REMARKS

	
	
	
	 

	1
	Check Engine Oil Level
	 
	 

	

	2
	Clean Pre-cleaner Dust pan weekly
	 
	 

	

	3
	Check Air cleaner Restriction clean/change 
	 
	 

	

	4
	Air cleaner Element if Required
	 
	 

	

	5
	Check coolant level
	 
	 

	

	6
	 Drain Air tank
	 
	 

	

	7
	Check & Correct leaks
	 
	 

	

	8
	Drain Fuel Filter/Water separator daily
	 
	 

	

	9
	Check oil level of marine gear &    Raw water pump
	 
	 

	

	10
	Raw water pump
	 
	 

	

	11
	Check Fuel level 
	 
	 

	REMARKS:-_______________________________________________________________

	
	
	
	

	___________________________________________________________________________

	
	
	
	

	
	
	
	

	DG Operator                                                                                  Shift Engineer (On Duty)


	PLANNED PREVENTIVE MAINTENANCE CHECK LIST

	
	
	
	

	EQUIPMENT NAME:- DG
	
	

	
	
	
	

	LOCATION:- _______________________________                 
	DATE:-_____________

	
	
	
	

	FREQUENCY:- Weekly "B" Check
	
	

	This check is in addition to the "A" Check to be carried out every 300 Hrs/6 months which ever is earlier

	S.NO
	DESCRIPTION OF JOB / OBSERVATION
	
	REMARKS

	
	
	
	 

	1
	Change  Engine Oil 
	 
	 

	 

	2
	Change By Pass Filter 
	 
	 

	 

	3
	Change Marine gear oil
	 
	 

	 

	4
	Record oil pressure
	 
	 

	 

	5
	Check Aneriod Oil 
	 
	 

	 

	6
	Check HYD GOV Oil 
	 
	 

	 

	7
	Check Throttle Linkage
	 
	 

	 

	8
	 Lubricate Ball Joints of the Throttle Linkage of Hyd Governor
	 
	 

	 

	9
	Change Fuel Tank Breather
	 
	 

	 

	10
	Clean/Change Crank case Breather
	 
	 

	 

	11
	Check Air piping
	 
	 

	 
	 
	 
	 

	12
	Check coolant Inhibitor add coolant concentrate if required
	 
	 

	 
	 
	 
	 

	13
	Check Heat Exchanger Zinc Plugs 
	 
	 

	 
	 
	 
	 

	14
	Check Belts, Adjust Every  300 Hrs /Every 6-Months
	 
	 

	 
	 
	 
	 

	 
	 
	 
	 

	 
	 
	 
	 

	 
	 
	 
	 

	 
	 
	 
	 

	 
	 
	 
	 

	REMARKS:-_______________________________________________________________

	
	
	
	

	___________________________________________________________________________

	
	
	
	

	
	
	
	

	DG Operator                                                                                  Shift Engineer (On Duty)


	PLANNED PREVENTIVE MAINTENANCE CHECK LIST

	 
	
	
	 

	EQUIPMENT NAME:- DG
	
	 

	 
	
	
	 

	LOCATION:- _______________________________                 
	DATE:-_____________

	 
	
	
	 

	FREQUENCY:-  "C" Check
	
	 

	This check is in addition to the "A" & "B" Check to be carried out every 1500 Hrs/12 months which ever is earlier

	S.NO
	DESCRIPTION OF JOB / OBSERVATION
	
	REMARKS

	 
	
	
	 

	1
	● Change Hyd Governor oil
	 
	 

	 

	2
	● Change Aneroid oil 
	 
	 

	 

	3
	● Replace Aneroid Adjustment
	 
	 

	 

	4
	● Replace Aneroid Breather
	 
	 

	 

	5
	● Clean Fuel Tank from Inside
	 
	 

	 

	6
	● Clean the Radiator/Charge air cleaner externally
	 
	 

	 

	7
	● Clean Fan Hub/Idler & water pump /Ioler
	 
	 

	 

	8
	● Inspect following parts & replace if required   ALTERNATOR/STARTER, etc
	 
	 

	 

	9
	● Check Air cleaner Evacuator valve if required
	 
	 

	 

	 
	 
	 
	 

	 
	 
	 
	 

	 
	 
	 
	 

	REMARKS:-_______________________________________________________________

	 
	
	
	 

	___________________________________________________________________________

	 
	
	
	 

	 
	
	
	 

	DG Operator                                                                                  Shift Engineer (On Duty)


	PLANNED PREVENTIVE MAINTENANCE CHECK LIST

	 
	
	
	 

	EQUIPMENT NAME:- DG
	
	 

	 
	
	
	 

	LOCATION:- _______________________________                 
	DATE:-_____________

	 
	
	
	 

	FREQUENCY:-  "D" Check
	
	 

	This check is in addition to the "A" , "B" & "C" Check to be carried out every 6000 Hrs/2 years which ever is earlier

	S.NO
	DESCRIPTION OF JOB / OBSERVATION
	
	REMARKS

	 
	
	
	 

	1
	● Clean and calibrate injectors if required
	 
	 

	 

	2
	● Replace Fuel pump Filter screw & magnet
	 
	 

	 

	3
	● Replace Aneroid Bellows & calibrate 
	 
	 

	 

	4
	● Replace Rocker cover gaskets
	 
	 

	 

	5
	● Clean Turbo charger compressor wheel  & diffuser if required 
	 
	 

	 

	6
	● Check Turbo Charger bearing clearance 
	 
	 

	 

	7
	● Tighten manifold nuts / caps screws
	 
	 

	 

	8
	● Change coolant 
	 
	 

	 

	9
	● De-scale the cooling system
	 
	 

	 

	10
	● Check vibrate damper
	 
	 

	 
	 
	 
	 

	11
	● Check Air compressor
	 
	 

	 
	 
	 
	 

	12
	● Check safety controls
	 
	 

	 
	 
	 
	 

	 
	 
	 
	 

	REMARKS:-_____________________________________________________________________________________

	 
	
	
	 

	_______________________________________________________________________________________________

	 
	
	
	 

	 
	
	
	 

	DG Operator                                                                                                           Shift Engineer (On Duty)






FORM “AA” (vide Rule 6A)




Return for the Month of _______ YEAR_______
1) Name of the Person or 

      Generating Company 



: __________________
      With Address

2)   Type of Fuel




: Diesel

3)    Details of Generators
       a) Number of Generators


: ___________________
       b) Make, embossed serial Number 

: ___________________

      And Capacity of each Generator

 ___________________





 

             ___________________
           




  
  __________________ 







  ___________________







  ___________________

       c) Aggregate capacity of the Generators
:  _________ KVA
4)    Details of meters & current Transformers

       a) Main meter to record units generated
:

       (i) Make, capacity & date of testing

:

       (ii) Seals certificate



:

        b) Meter to record units consumed in 


 Auxiliaries




:

        (i) Make, capacity, & date of testing

:   

        (ii) Seals certificate



:

         c) Details of Current Transformer’s 
:

        (i) CT’s make, capacity, & date of testing
:

        (ii) Seals certificate



:

5)       Meter Reading

          a)  Previous Reading


:

          b)  Date of Previous Reading

:

          c)  Present Reading



:

          d)  Date of Present Reading

:

          e)  Duration between the two dates (d-b)
:

          f)  Total Generated Units


:

6)       Consumption for Auxiliaries

:

           If any, in units

7)       Net Electricity Duty payable 

:

          Units (5(f)-6)

8)       Number of units used for 


:

           Captive consumption
 9)    Amount of Electricity Duty 


:

        Payable on the Captive consumption

10)   Units sold to others with details


:

11)   Electricity Duty payable for 

        Units sold to others



:

12)   Details of Energy /Power 

        Purchased from others, in Units


:

13)   Details of the Challan 

         a) Challan Number with Date 


:

         b) Name of the Treasury 


:

         c) Amount of the Challan


:

14)   Remarks 









SIGNATURE OF THE 








         COMPANY AUTHORITY  

NOTE:

            As per Rule 11, a person or a Generating Company who fails to submit the Return the amount of Electricity Duty so determined by the Chief Electrical Inspector to Government shall be deemed the Duty payable under section “3B” of the Tamil Nadu Electricity Board Duty Act, 1958.

Standard Operating Procedures

DIESEL STORAGE
DIESEL STORAGE 
The Explosive license No given for CTS - SIRUSERI for storage and use of 15 KL of diesel storage for DG generation of electricity and for fire pump is _________________ dated, Expiry of ________. This detail is to prominently display on the entrance gate to the UG storage.

The Board should be a black Board as shown below

	DIESEL STORAGE

	EXPLOSIVE LICENCE NO________________________________

	CAPACITY:      15 KL

	Date:____________________
	Stock 
Balance_________________


The diesel storage area should  not be close to any inflammable storage area and should have a fire extinguisher of   minimum of 50 Kg of AFFF pre-mixed foam (shelf life one year) or 5 X 10 Kgs Dry Chemical powder extinguisher along with other fire fighting appliances such as fire beater, sand bucket on fire stand and hook salvage.

Further, “NO Naked light/No smoking board should be prominently displayed.

Purchase of Diesel. Whenever the diesel storage goes below 5 KL, requisition for diesel needs to be informed in writing/mail to CTS - SIRUSERI .The cost of diesel too needs to be informed. CTS - SIRUSERI will issue a cheque in favour of IOCL. Courier/person will dispatch the cheque.

Note: The HSD yard construction is under progress…
 Preliminary checks for unloading the diesel truck

1. Diesel Truck / Tanker ON arrival should be allowed to settle down for 10 minutes on a level surface, to enable verification of quantity of diesel. 

2. Verify the both the seal of tanker and note down the “seal numbers” and check for proper lock of the seal.

3. Check the diesel truck tank calibration chart and from that again verify the truck no, Calibration chart due date, lengths of the three tank dip levels and physically verify the dip rod and measure with measurement tape.

4. Before checking the dip , open 3 caps on the diesel tank truck and allow the residue gas to escape

5. Use the dipstick as vertical as possible and take the reading.

6. After taking the reading, ascertain the quantity using the calibration chart.

7. Sign for the quantity received after verifying the Delivery Challan.
Planned Preventive Maintenance for diesel storage and pumping area
Standard Operating Procedures

UNINTERRUPTED POWER SUPPLY (UPS)

ELECTRICAL SYSTEM - UPS

Electrical System 

The Electrical System is installed:

· To cater to the entire electrical load of the office complex, in a balanced pattern, at required levels of voltage and power factor, with preset levels of circuit protection.

· To provide uninterrupted source to power outlets at all Server systems, Workstations, Security equipment’s [Access Control, Main Fire Panel] and at critical areas. 

· To cater to the critical load, at times of failure of power supply, by means of diesel generator set.

· To provide minimum levels of lighting at all floors and staircases at times of total black out or during the changeover to the generator set.

· To maintain optimum levels of lighting in the office area with reference to the external lighting level.

Operational Hours and Deployment schedule for these services would be as follows:

Duty Hours:


24 hours X 365 day (7 days a week)

Work Team:


21 Electricians – SIX in each shift 

Workdays:


7 Days of the week

Work Area:


At the respective location 

Coverage
· Systems
· Emergency Lighting System
· Work Stations
· Security equipment’s [Access Control, Main Fire Panel]
Overall Job Responsibilities of the UPS Technicians

· Ensure the entire UPS electrical distribution system is healthy

· Ensure lighting in all areas is adequate

· Ensure all indication bulbs in panels are functional

· Ensure all Air conditioning equipment are in running condition and the temperature is maintained at 200 C, variation of + 10 C

· Check all batteries and batteries connectors visually for any sign of heating and any smell of battery fumes.

· Check no items is stored close to the Inergen gas release nozzle and no items stored are stored 50 cm below the false ceiling.
· Understand the defect liability arrangement with the suppliers of the equipment and co-coordinate all issues covered under defect liability
· Physical Condition of the room has to be clean and dry.
· All alarms to be checked and logged. 
· There should be no leakage from any of the roof/drainage lines passing over the UPS
· Coordinate with the selected vendor for AMC management

· Ensure power supply of the network support rooms at all times.

· Create temperature and parameter monitoring chart for the system and maintain logbooks and checklists created and customized as per the site requirement by the FM Team or as instructed by CTS - SIRUSERI
Critical Service Parameters

· Sink temp

· Input voltage and frequency

· Battery input

· Load factor
Checks: Overall

· Ventilation in the UPS room is proper and adequate.

· Protection relay circuit is healthy.

·  All indication bulbs are functional

· Lighting in the room is adequate.

· Dry cloth to be used for dusting the panels externally under the supervision of Electrical Supervisor.

· Any Breaker or Battery Charger not to be switched off unless there is an emergency or preventive maintenance. 

· Insulating Rubber Mats are present near the panels 
UPS SYSTEM

Location:  Ground Floor in SDB and Academy Block

FOR SDB

	Make
	Merlin Gerin (Galaxy)

	Capacity
	400kVA - 2 Nos.  

	Input Voltage
	400+/-10% V

	Input Frequency
	48Hz - 50 Hz

	Output Frequency
	50 Hz

	Full Load
	577 Amps

	KW
	320


	Make
	Merlin Gerin (Galaxy)

	Capacity
	200kVA - 3 Nos.  

	Input Voltage
	400+/-10% V

	Input Frequency
	48Hz - 50 Hz

	Output Frequency
	50 Hz

	Full Load
	278 Amps

	
	


FOR ACADEMY

	Capacity
	160kVA - 3 Nos.  

	Configuration 
	Parallel

	Input Voltage
	400+/-10% V

	Input Frequency
	48Hz - 50 Hz

	Output Frequency
	50 Hz


	Capacity
	40kVA - 2 Nos.  

	Configuration 
	Parallel

	Input Voltage
	400+/-10% V

	Input Frequency
	48Hz - 50 Hz

	Output Frequency
	50 Hz


Battery Specifications
Make: Panosonic - Sealed Rechargeable battery; ESC 200 – 12; 12 Volts, 100 AH for all UPS Units

UPS and Batteries: EHS
· Follow the precautions to be taken and Dos & Don’ts for electrical systems

· Use gloves, shoes, eye protection equipment, fire protection equipment, electrical testing equipment and accessories

· No maintenance work to be carried out while batteries are charging.

EHS Aspects: Electrical 
· Make sure all electrical equipment is ISI listed.

· Mark equipment that is damaged or that is not working properly with “Do Not Use” tags and turn in promptly for maintenance.

· Do not use multiple-outlet plugs unless they have a built in circuit breaker.

· Extension cords are not to be used as a substitute for permanent wiring

· Label all the circuit breakers and the fuses to indicate whether they are in the “on” or “off” position

· Make sure electrical repairs, splices, and wiring is done by a qualified electrician

· Proper and adequate fire protection system to be installed

· Adequate sand bucket to be placed in appropriate positions.
· Rubber mats of proper size to be placed in front of all electrical panels
· A pair of rubber gloves (11 KV) to be kept handy at all times.
ESCALATION PROCEDURE 

24 hours escalation procedure is followed by us to ensure all unresolved complaints get due attention within the organization.

 Contact Person (Problem in UPS – Power Supply normal)

On first indication of problem in the UPS contact should made with the Service engineer on his mobile number as given the escalation Even if the problem has been resolved by technicians.

If no contact is established with the service engineer within FIVE minuets of any unresolved problem the call need to be escalated to next level escalation as given  Subsequently, report of such incidence should be sent by mail format ASAP to the vendor of UPS OEM/AMC, building manager and to the Clients

If no contact is established with the Service Manager within TEN minuets of unresolved problem the call, need to be escalated to FACILITY MANAGER AND CLIENTS. 

Contact Person (Problem in Power Supply)
On first indication of problem in the power supply on the first feeder coming from Thoraipakkam Sub-station. Follow the escalation chart for ensuring normalcy for TNEB power supply

Inform the Facilities Manager of the problem and inform the Facilities Manager of CTS - SIRUSERI of the power failure

Inform the Facilities manager and Clients if there is a disruption/likely disruption of POWER SUPPLY of more one Hour and DG Set Not starting  for reducing non-critical UPS power supply of the workstation etc to conserve UPS supply for Server/Data room and for emergency lighting. 

CALL ESCALATION CHART
TNEB Department

TNEB – SS - SIRUSERI
Ph.No: 044 - 27470244

Mr.Karunagaran
Asst. Engineer
Mobile No: 9444253364
Note: Number remains same, but official may be transferred.
ELECTRICAL SYSTEM
DB Data

All LDB and UPS DB are to be numbered and tagged as per the sample chart given below:

	FLOOR location
	WING
	UPSDB
	NLDB
	ELDB
	ILDB
	RPDB
	REMARKS

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	


LT SWITCHGEAR LOCATION:


	Make 

	

	Rating of the system
	

	Incoming Supply Lines
	

	HT Panels
	

	Circuit Current
	

	Bus bar Rating 

	


Standard Operating Procedures

CIVIL WORK AND MAINTENANCE

CIVIL WORKS  & MAINTENANCE

For carpentry, masonry, polishing, painting, renovations, repairs, move management and other civil engineering works, the following would be the broad scope of Services: -

Carpentry.-  Carpentry work would generally relate to check and repair all faults on a day to day basis relating to:  

· Door closers 

· Floor springs 

· Handles

· Hinges

· Locks 

· Latches

· Shutters

· Doors 

Inventory of fast moving/regular repair items required would be maintained at the facility with a stock of 15 days at all times. Carpenter would be available on site generally between 0900 – 1800 hrs. All complaints pending from previous day would be collected from the Admin Help desk and closed by 1800hrs the same day. In case of complaints received during the tour of duty of the carpenter, the same would be closed with 30 min of receiving the complaints. In addition, if spare is not available in the store, requisition for the required items would immediately raised by the Shift Engineer with Purchase Executive and closed within two (2) days. In case of a complaint cannot be closed for any reason within the period given the Facility Manager would be informed of the same before cease work  

Co-ordinate with chair repairing technician, floor spring / door closer technicians blinds repairperson etc.   

Painting. The interior wall of the CTS - SIRUSERI has been coated with washable painted surface for ease of maintenance. However, the usage and spoilage of wall cannot be ruled out. Ascertain from Housekeeping the areas that require painting and ensure that the surface has been cleaned as per the correct procedures enumerated in painting manual of the supplier. If the stains are persisting even after correct procedure of cleaning has been applied, plan for painting work over the weekend in coordination with Housekeeping and Clients.

Plumbing: Plumbing works relates to check and repair all faults pertaining to concerned works of: -

1.
Blockage in pipeline.

2.
Check and repair of grease traps.

3.
E.W.C repairs.

4.
Leakages to the internal and external pipelines
5.
Check the water supply from HMWS&SB and accounting for metered water supply

6.
Sewage line problems.

8.
Valve operations.

9.
F & S pump room operations

10.
Ensuring that the fire tanks are full before domestic tank is filled.

11.
In conjunction with pump mechanic and electricians plan and maintain the electrical pumps and diesel fire pumps.

12.
Co-ordinate with Original Equipment Manufacturer (OEM) of auto flush system 

Attend to complaints/requests within 30 minutes of lodging of the complaints on a 24 X 7 basis.

Check and manage inventory of spares & consumables Inventory of fast moving/regular repair items required that would be maintained at the facility with a stock of 15 days at all times

General Repairs. Includes Masonry and Polishing, there being emergency repairs of these civil works required would be carried out over the weekend. Store stock of cement/ polishing stones etc will cater for about 15 days stock. Any modification /new work will require the clearance of clients and will have to be planed ahead. If need be the work of new/renovation work should be given to professional contractors who would have necessary infrastructure and expertise in these fields.

Co-ordinate with contractors for major works of painting, polishing, tiling, ceiling works, masonry works, partition and workstation repairs, modifications, shifting, additions or removals etc. shall be carried out immediately.  

Common EHS Aspects for Sanitary, Civil, Carpentry and Aluminum Work:

· Do not work alone when performing a task that is unusually hazardous.
· Be aware of the location of emergency exits and equipment such as a fire extinguisher
· Wear the proper personal protective clothing and equipment (PPE) for the task

· Label all containers of chemical products, including water, with the identity of the contents. If the contents are hazardous, provide information on the specific hazards and target organs.

· Lift heavy items properly by facing the item directly, bending at the knees and lifting with the legs.
Furniture/Water Cooler/Aqua Guard/False Ceiling Work

FM Executive would be coordinating with the vendors or OEM on the above-mentioned service heads:

· Periodic checks for the system

· Need-based maintenance support 

· Coordination with the vendor for major repair work

· Identification and create vendor database for the maintenance works

	DAILY CHECK LIST FOR PLUMBING & SANITATION 

	
	
	
	
	
	
	
	
	

	Sr.
	Location
	Check Toilets (Urinals, Water Closet, Wash Basin), Pantry & Water Tank for 
	Remarks for any

	No
	
	Leakage
	Choke Up
	*Auto Flushing
	
	
	Abnormality

	1
	
	
	 
	 
	 
	 
	 
	 

	2
	
	
	 
	 
	 
	 
	 
	 

	Plumber
	
	
	
	
	Shift Engineer
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HELPDESK & BOARD OPERATIONS
Introduction:

It is very important that as a Help Desk Executive you should have good knowledge about our clients, service that we offer and locations in the building. You must be familiar with our service personnel’s contact numbers such as House keeping, Engineering, Plumbing, Carpeting, Shift Engineers and Supervisors. 

The purpose of a Help Desk is to provide one window service for all request and services and maintenance requirements that an employee would require during his/her working hours.

Help Desk will have a systematic approach to dealing with facility issues in a coordinated and efficient manner.

Profile of the Help Desk Executive.

The role of Help Desk Executive:

· Consistently deliver Client/associate support.

· Understand and document Client needs.

· Manage client expectation ( in accordance with the SLA Service Level Agreement)

· Resolve the associate’s request or assist in resolution.

· Take ownership of the client’s request.

· Enhance the client relationship with IPMSL.

Responsibilities of Help Desk Executive:

· Ensuring that response time and resolution time objectives are met.

· Maintaining and enhancing customer Satisfaction.

· Documentation and communication with Clients and colleagues.

· Satisfying client needs while following the guidelines of the IPMSL.

· Treating associates in a respectful, courteous and positive manner.

· Providing service accordance with the SLA

Grooming:-

Help Desk Executive must look neat and clean shaved. Hair must comb properly. Always wear plain full sleeve, light color shirt to go with dark color pants. Never should fold the sleeves. Cloths should be nicely pressed and wear clean polished black shoe or any color that matches the pant. 

Fingernails much be cut regularly. Practice personal hygiene always.

The Types of Requests handled by the Help Desk:-

All types of requests will be managed through the Help Desk. This includes requests for the following:

· Mail Room and Dispatch

· Printing and Stationary Requirements

· Housekeeping Issues (e.g. Cleaning, Carpet Cleaning, Pest Control, etc)
· Pantry replenishments

· Reprographics

· Operational issues covering all Maintenance including Mechanical and Electrical Equipment

· Maintenance of Facilities, Office Fixtures and Fittings

· General Administration

· Fire and Life Safety

To resolve the issue promptly and effectively, H/D Executive must have following details of the caller, 

· Name and telephone Extension No.

· Mobile number, if required

· Take note  the exact nature of problem 

· Exact location of problem

· Verify the situation and concern

Attending Calls: 

When answering call, always speak in a professional and a friendly manner with a smile. Your tone of voice should be Sincere, and demonstrate your willingness to help. Greet the Caller, followed by Admin-help desk, and offer your assistance.  

Example: - Good Morning! Admin-help desk, how may I help you?

If you know the name of the caller, [some times the name is displayed on the phone]

Example: - Good Morning Ms. Geetha, How may I help you?

Active listen means that we show we are interested and that we care to resolve their issues.

Listen carefully what the caller is saying and take down their request/complaint. Make sure you get their seat location, and associate ID.

If you are not able understand what the caller said, ask them to repeat again by saying,

“I beg your pardon Madam/sir”

Or

“Would you please repeat that again Madam/sir?”
You make sure that you are ending the conversation with positive answer/assurance that the issue is solved at the earliest possible.
Allocation and logging the Call:

Once the request/complaint is been identified, the respective department supervisors/shift engineers should be notified and give them the exact details of location and the problem to be solved. 

This call must be logged in IFMS software immediately with the appropriate details.

Follow up with the technicians/supervisor to check the status of the job call. Any delays must be informed to the requestor in a positive manner. 
If there is a delay

If there is a delay in the Work Request being completed within the specified timeframe, then the requester will be notified immediately. The requester will be notified of:

1. The reason for the delay

2. The remedial action to be taken to rectify the delay

3. The estimated new completion time for the job 

If the requestor is not satisfied with the response, Contact Facility Manager on Cell or Facility in-charge from IPMSL.
The technicians/supervisor must inform the Help Desk about completion of the work. Help desk confirms with the requestor that the work is done and they are satisfied with that.

Close the call in the IFMS software/I-care with remarks from the requestor.

Receiving request through Email:-

Whenever request is received through email, Help Desk must acknowledge the receipt of mail by saying,
Example:-

Dear Mr. /Ms. Xxxxx,

Thank you for bringing this to our attention. Your request been noted and we will send our technician to resolve your problem at the earliest possible.

Help Desk Exe. Must inform the concern Department/Person regarding the request. 

Log the call the IFMS software with appropriate details, follow up with responsible person for job status, and notify the caller, if any delay is expected. 

When technician informs about completion of work, send mail to the requestor and close the call.

Example:-

Dear Mr/Ms.Xxxx,

This is to confirm that your chair has been repaired (or) set right. We do hope that you are satisfied with the job. Please contact us if you need any assistance. We are at your service, at Always.

The Help Desk Model

The following is the standard IPM&SL Model for operating a   Help Desk. The exact workflow for Cognizant – TCO is outlined on the following pages.


IPMSL
Flow chart:-
PROCESS FOR RECEIVING A CALL AND COMPLETION OF REQUEST


[image: image2]
Determining the Priority

The Help Desk is required to respond within certain timeframes for Service Delivery. The type and nature of the request will determine the priority type. The following Response times are to be achieved:

	Priority
	Response Time



	Emergency
	Immediate Dispatch



	Priority 1
	Attend within one hour



	Priority 2
	Attend within 6 hours



	Priority 3
	Attend within 24 hours



	Priority 4
	Attend within three working days




1.1.1Response Time examples

The Help Desk should determine the appropriate priority for the tasks based on the following indicative criteria. 

Priority - Emergency

	Priority
	Nature of Event



	Emergency


Immediate Dispatch


	· Any life threatening or immediate injury-threatening situation.  Lift entrapment.  

· Any situation that will prevent office opening and operations.  

· Any event that compromises security (e.g. broken window, unlock able door).  

· Any event that compromises major financial EDP operations (e.g. computer centre failure)

· Air conditioning too hot or too cold.

· Security alarm is sounding and will not stop.

· Other emergency events include;

· Significant spill of a toxic or volatile nature

· Fire alarm/sprinkler operating.

· Loss of power.

· UPS Tripping.

· Persons to be removed from site

· Direct instructions if business critical




Priority 1 – Response within 1 hour

	Priority
	Nature of Event



	Priority 1



	Any event that significantly compromises customer service operations.  Any event that prevents localized back of housework continuing.  

For example;

· Lift out of service and there is only one lift in the building (no entrapment).

· No water service in the building.

· Toilets unclean 

· Replenish toiletries

· Access door to building is not operating.

· Replenish vending machine consumables

· Broken glass (depending on safety).

· Car park entrance/exit gate not working.

· Security accesses not working.

· Flickering lights when it is above somebody’s desk

· Spill

· Parked vehicle is blocking driveway entrance preventing immediate exit from building.

· Plumbing problems (sink/toilet).

· Additional pest control if irritating.

· Any event that significantly compromises customer service operations or prevents localized back-of-house work continuing. 




Priority – Response within 6 hours

	Priority
	Nature of Event



	Priority 2


	Events which may reduce operational efficiency but do not prevent work continuing. 

For example;

· Lift out of service.  Nobody in the lift and there are more than 3 lifts in building.

· Garbage clearance and disposal.

· Locker Keys missing/lost

· Broken glass (depending on safety).

· Major spill in car park.

· Broken lock (if not security critical).

· Air conditioning too hot or too cold.

· Telephone not working.

· Events which may reduce operational efficiency but do not prevent work continuing.




Priority 3 – Response within 24 hours

	Priority
	Nature of Event



	Priority 3



	Minor annoyances.  

For example;

· Flickering lights in corridor.

· Boiling water units for the coffee/tea not working and no other facilities available e.g., microwave otherwise it is Priority 1.

· Graffiti (depending on where and context).

· Broken furniture.

· Cracked glass.

· Stiff door.

· Light bulb replacement.

· Stationary requests

· Additional cleaning problems.

· Minor Annoyances.

· Special arrangements for client visits




Priority 4 – Response within 3 days

	Priority
	Nature of Event



	Priority 4



	Events where there is no reduction in operational efficiency or is business critical. 

For example:

· Replenishment of inventories of stationary items, consumables et al

· Minor repairs

· Reports

· Access Card requests




Telephone Etiquette for Help Desk

	When the phone rings


	Telephone calls should be answered within 3 rings



	When  picking up the phone
	Speak clearly in a natural tone, by keeping the mouthpiece 2 inch away from the mouth. Do not cover the mouthpiece with your hand During telephonic conversation



	
	

	Avoid using  words like


	“Ok”, “Yeah”, “Righto”, etc



	Use words like


	“Certainly Sir/Madam”,   Yes Sir, I will …

	Personalise the conversation
	Always try to use the caller’s name, If the name is not known, use Sir/Madam as much as possible.

Never say, “He” or “She”, but use the caller’s name (if you know the name)



	Getting back to the caller
	If you have to call a caller back, make sure you introduce yourself fully.  E.g.  “Good Morning Mr.…, This is YOUR NAME from YOUR DEPT & mention regarding what reason you are calling the caller.



	When the conversation is not clearly understood
	Say, “I beg your pardon Sir/Madam”.

I am sorry, Sir/Madam could you repeat that please?



	If a caller asks for something for which you do not know the answer
	“I will just check on that Sir/Madam, would you please hold for a moment.

Put the caller on hold, do not ask questions or talk to a colleague without using the ‘hold’ button – the caller will hear 



	When ending a call
	Always end the conversation on polite note.

Always thank the caller for calling.

Please place the receiver on the phone gently. Always say “Thank you” before disconnecting & Say “you’re Welcome”, If they thank you.


Always use formal communication:

	Formal Communication


	Informal Communication

	Client Title / Family name is used
	Clients first name is used

	Terminology and Languages are business oriented
	Some times slang used

	There is little or no social discussion occurs
	Social discussion occurs
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OTHER OPERATIONS AND MAINTENACE
OTHER OPERATIONS AND MAINTENACE 

Water distribution & storage Systems

The vendor supplies raw water of potable quality to CTS - SIRUSERI by M/S. VP Agencies from their pumping station located at Sir & Siruseri Sipcot pumping station.
Water received is through a metered point for which a bill is received at the end of billing cycle. Daily reading is taken and the same is reconciled.

Water received is collected in the three underground sumps located near the utility bldg; two are having a capacity of two Lakh of each.  All the sumps are inter-connected at the bottom and thus no strategic reserve sump can be maintained. The sumps have NO dip stick check point and hence any check of water level have to be done visually by opening the man hole cover.

There are no bore well (s) in the facility for fall back in case of water crises.

The water so received is pumped using domestic Hydro pneumatic pump of 4 x 11KW motor with S/by pump also 2 Nos. These pumps can be run individually with a pumping capacity of max 7.2 LPS, this translates to pumping capacity of 26 KL per hour. 

The water is pumped first into the fire tank (300KL) over flow of this tank feeds the domestic tank of 120KL. There is no float to stop filling of water in case of it being full hence a visual check is only answer.

Clean all water storage tanks periodically.  

ELEVATORS

Ensure all critical parameters as per OEM requirement and operating manual are maintained. 

Operations:

Ensure breakdown time for all minor complaints not to be above 1hour

Elevator machine room air conditioning is normal

Co-ordinate with OEM / authorized service agent for all preventive and corrective maintenance

Scope of work for Operation & Maintenance of fire detection, alarm and Suppression system as under:

Fire detection and alarm system:

Daily Checks

Check the power supply position of all the panels

Check the LED of panels through lamp test switch 

Check the health of battery 

Check the battery, if used; boost charges of the same after restoration of power supply. 

Check any fault if indicated on panels and rectify the same immediately. 

Fortnightly checks:

Operational readiness of system during main power failures. 

Check the operation of external hooters. 

Monthly Checks: 

Check the fire circuit of each zone from the panels. 

Check the fault circuit of each zone from the panels 

Check whether signal of fire and fault gets transmitted to main panel. 

Quarterly checks 

Check fault circuit to each zone by actually deactivating wire or by removing detection. 

Check fire circuits by actually giving smoke to each detector of each zone 

Cleaning of all type of detectors with a cloth piece from outside 

Check the sensitivity of the detectors. 

Half-yearly checks: 

Properly clean all detectors with vacuum cleaner or a blower. 

Annual Inspection Test 

All the tests, which are carried out in quarterly inspection 

Operation of at least 10% of the detectors in an installation should be checked each month and the selection should be done in such a way that all the detectors in any installations shall have been checked at least once in every year.  Replacement of faulty one‘s with new ones. The cost of the same to be borne by CTS - SIRUSERI at actual. 

Hydrant System and Sprinkler System 

Run check the Jockey/electrical/diesel pump set daily/ as and when required for at least five minutes. Check the pressure at the pressure gauges. Start the pumps manually/automatically by operating hydrant valves by rotation. 

Check for the pressure drops in hydrant/sprinkler pipelines.  If the drop is frequent in a day, leakage must be identified by isolating the network in phases and all such instances shall be immediately brought to the notice of the CTS - SIRUSERI. 

All pumps glands shall be maintained in efficient working condition and the packing renewed as required to maintain efficiency

All hydrants shall be examined systematically once a week to ensure that values and spring catches are maintained in good conditions and all brass parts properly polished.  

Checks  the  hydrant  main  pressure  at  the  hydraulically remotest  and  highest  location  as  per  system recommendations.  

All working parts shall be kept clean and highly oiled 

Hydrant Accessories 

All the hydrant valves, branch pipes, nozzles shall be cleaned/polished fortnightly, the hose reel and hoses should be properly uncoiled, cleaned and again coiled at least once in a month. After use, hose to be thoroughly washed in clean water and dried. Hose to be rolled up evenly and carefully with the female on spring coupling and being in the center. 

Valves 

All the valves shall be checked for leakage and all remedial action shall be taken if necessary, i.e. changing of gland packing. 

All the valves shall be operated and oiled, if necessary, once a month. 

All the valves shall be thoroughly overhauled annually to remove sludge and other foreign material collected in the valves’ sealing and pit of the valves. 

Maintenance of Valve Chambers, External Hose Boxes and Hydrant/Sprinkler Shafts 

Periodical cleaning including de-watering of Valve Chamber and Hydrant and Sprinkler Shafts shall be carried out. 

All hose boxes shall be inspected externally once every week to ensure that the equipment installed therein is intact.  Further, the hose boxes shall be cleaned internally and externally once in a month. 

Fire Pump 

Run the A. C. Pump set daily for at least five minutes.  Operate pump sets periodically to keep in working order.  Check the pressure at the pressure gauges. Start the pumps manually/automatically by operating hydrant valves by rotation. 

All pump glands shall be maintained in efficient working condition and the packing renewed as required to maintain efficiency.  

A. C. Pumps for hydrants should be maintained according to the instruction of the manufacturer of the pumps. 

Suction and delivery valves shall be examined once every six month. 

All working parts shall be kept clean and highly oiled. 

Fire Extinguishers 

Clean the exterior of the extinguisher. Brass parts with metal polish, and chromium plated parts with silver polish. 

Check the nozzle outlet, vent holes and the threaded portion of the cap for clogging, and check the plunger is in working position and is clean. 

Check the cap washer; grease the threads of cap plunger 

Check pressure of all fire extinguishers. 
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Customer requests/complaints work to Help Desk thru Mail or Phone
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Fault Rectified 





   Shift Engineer /Executive to inform: Shift Technician, affected party in the Building and employees of Clients


    Shift Engineer/ /Sr. Electrician to inform respective OEM/Vendor





Noticed by Egg Team member / Call received at Substation





Contact ARM, Vendor/OEM and Admin














Egg Office to inform / Technician





OEM/Vendor to diagnose & rectify the fault 





No





 Engineer to appraise, Admin Executive and Vendor/OEM





YES





Vendor/OEM Task Force person to mobilize Back up Support & Specialist Team to rush to the site with intimation to the Chief Engineer 





FAULT RECTIVIED





If Not





Specialist/Back up Team rectifies the fault 





 








Vendor/OEM Task Force person to Engineer for further action plans on the fault and contingency plan reviews





Admin.  Executive to review action plan & implement contingency plan till the fault is rectified
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6





5





4





3





2





1





Follow up with requestor as required





Match W/O to any inoice





Close out Service Request





Responsible person notifies of completion





Keep requestor informed





Select & notify responsible person








Log Call and raise Work Request





KEY A/C MANAGER





Carpenter





Plumbing





A/C Technician





Electrician





HK Boys/Ladies 





Executive


Soft service 





Supervisor


Soft service 





Manager 


Soft service 





Shift Engineer





EHS OFFICER





Purchase Executive





Board operator





Help Desk Executive





FACILITIES MANAGER





In House team informed of Job request





Raise the Job request for In House Team action requests / complaints work to Help Desk thru Mail or Phone and the call is registered in the system with required details.





Help Desk receives requests/ complaints








Receive and determine





Team attends and completes the job and gives feed back to Shift In-charge





Close the break down report analyze the root cause of failure and update the equipment history card and inform Help Desk





Inform Ipmsl Admin about works completed / pending with reasons





Close Out customer confirms satisfaction





In case there is a delay





Inform Help Desk which in turn informs customer about the delay and when it is being scheduled





Exception report to be sent to Ipmsl Support Services











IN HOUSE 





Work 


Completed








1HR








6HR








24HR





3 Days












































    IPMSL
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