
Process Flow Chart for the Campus Maintenance  
(Buildings, Classrooms, Grounds, Hostels, Gardens & Roads) (FC IX) 

 
 

 
 

 
 

 

 

 

 

 

RECORDS 

 

 

 

  

Daily work allotted by the Supervisor based on the indents 

received from the depts..Procure the materials required 

for the job thru authorization slips 

Monthly Rota for cleaning classrooms, grounds, toilets, 

hostels by the Supervisor. Daily check list will be signed by 

the supervisor and then by the campus engineer. (Daily 

report to the Bursar) 

 
Checked by the Bursar once in a week 

 

Campus Engineer to receive the daily report from the 

artisans and check the work completed and submit the 

list of work completed for the day to the bursar 

Cleaning of Class rooms, Gardening and 

Campus Maintenance(Supervisor) 

Utilities- Water/ Power/Security 
(Supervisor) 

 

Building Maintenance (Campus Engineer) 

Adhocmaintenance work – request will be submitted by 

the campus engineer, work will be carried out by the 

approval of the bursar 

 

• Monthly Rota 

• List of complaints (E-form and Hard copy) 

• Maintenance charts at each area. (cleaning of 

toilets) 

 

• Daily Rota for the regular supply of water and 

power. 

• Monthly maintenance of the water tanks sumps, 

Rain water harvesting and lines checking. 

 

Bursar 
 



Process for Electrical / Plumbing and Carpentry  Process flow chart for undertaking Major Repair Works 

Complaints / Maintenance  

 

 

 

 

 

 

. 

 

 

 

 

 

 

 

Complaints to the Bursarreceived through Electronic 

and in letter format at the Bursar’s Office which will 

be passed on to the Campus Engineer after recording 

in the Complaint register 

Entry to be made in online form and reported to 

Bursar in the approved format on a weekly basis 

Weekly work completed report generated and 

submitted to the Bursar 

 

Work allotted to electricians / carpenter by the 

Campus Engineer  

Identification of major repair works by the 

management and requests received 

throughdepartments/centers/hostels/offi

ces 

Estimate placed before the Building 

Committee for approval of the estimate 

which exceeds 3 Lakhs 

Preparation of estimate by the 

Campus Engineer/Consultant Engineer 

Estimate less than 3 lakhs was approved 

by the Principal/Bursar in consultation 

with the consultant/ with the Engineer if 

any in the Board 

Repair works undertaken during 

summer/the most convenient time 

The materials required for the job shall be prepared 

by the Engineer and on the approval of the Bursar it 

will be purchased and issued / issued from the stores 

drawn from  the store and issued to the 

artesan 


