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1. Introduction

The college is marching ahead under the able guidance of Chairman Rtn (PHF) Dr. K.
Someswara Rao who is a Paediatrician by profession and committed to social service with a
special reference to technical education with unstinted support from the Secretary Sri. L.L.
Naidu, Director Prof. V.V. Nageswara Rao and other members of the Sri Aditya Educational

Society.

Aditya Institute of Technology and Management currently offer 6 U.G programs in the
disciplines of ECE, CSE, IT, EEE, CE and MECH, P.G program in MBA, and 6 disciplines
of M. Tech. The total sanctioned intake per year is 900 in B. Tech programmes, 60 in MBA
and 60 in M. Tech.The college is affiliated to JNTU Kakinada and hence follows the
curricula prescribed by the Boards of Studies of the affiliating university. Based on industry
and student feedback, the college faculties interact with university in updating the curriculum

time to time.

The college has a total built-up area of 3867.79 Sg.m with 69 class rooms, 6 seminar halls of
different sizes, and 59 laboratories. The current annual budget of the college is of the order of
about Rs. 2803 lakhs. The College Library has about 52,851 volumes of books and has also a
Digital Library with 74 journals as hard copies and 243 journals on-line. All the laboratories
are provided with the state of art equipment namely computer labs, internet centre, language
lab and digital library. The college has 125 KVA, 24 hours power supply from A.P. State
Electricity Board. Besides this the college has three generators with a capacity of 325 KVA,
125 KVA and 62 KVA with 30 UPS of total capacity 143.5 KVA to ensure uninterrupted
power supply for the smooth functioning of all routine academic activities. Hostel
accommodation is available for about 561 boys and 278 girls in separate hostels. Sports
facilities are available with play fields in all major games and sports spread over an area of

about 5 acres.

The pass percentage has been consistently around 80% right from the inception of the college
with some university ranks. The placement record for the previous three years has been
laudable about 85% of eligible candidates get placed in various campus recruitment drives.
The institute is always quality conscious and got NBA Accreditation for all B.Tech programs
and NAAC Accreditation with A+ grade. Its commitment towards quality and growth
enabled AITAM to become a TEQIP funded institution, in Andhra Pradesh in 2011.



The management provides whole-hearted support for the improvement of the college in all
aspects. About 90 lakhs of rupees are allotted every year for augmenting / modernizing the
equipment to pursue M. Tech, Ph. D. works by giving them study leaves and financial
assistance. The faculty and students are closely associated with all administrative and

academic policy decisions through membership on appropriate committees.

This document provides a management framework and an outline on the allocation of

responsibilities to ensure effective use and maintenance of existing infrastructure facilities.
2. Maintenance of Physical Facilities

The physical facilities are maintained by Central Maintenance team associated with Estate
Manager, System administrator, Supervisor (Civil works), Supervisor (Electrical works) and
Technicians. The services of plumbers, electricians, and computer analysts are available in
the campus for the uninterrupted power supply and maintenance of equipment like generator
sets, general lighting, power distribution system, solar panels etc. Maintenance of water
plumbing plants, sewage and drainage is undertaken by supporting staff. Supervisor (civil
works) monitors the maintenance and cleanliness of the buildings, classrooms, labs, furniture,
campus ground, sports facilities, staff lounge, students amenity areas, cafeteria and hostel
buildings. Transport facilities are monitored and maintained by the Transport Coordinator
and team. Annual maintenance of all vehicles is done promptly at the end of the academic

year.
2.1. Maintenance of Classrooms, Furniture and Laboratories

Classrooms with furniture, teaching aids and laboratories are maintained by the respective
department staff and attendants under the supervision of department Heads. Laboratory
assistants take care of their respective laboratories. The Heads of Departments report to the
administration for all the maintenance works periodically. Minor repairs are registered in a
ledger maintained in the office and are attended on priority basis. Staff of respective
department monitor effective utilisation of the laboratories. Students optimally utilize all

classrooms during the daylong working hours and are also mentored to upkeep the furniture.
2.2. Maintenance and Utilisation of Library and Library Resources

The library staff is clearly instructed in the care and handling of library documents,
particularly during processing, shelving and conveyance of documents. The steps taken are as

follows:



. Bound volumes are not to be sorted out from their fore edges, as this process weakens
the binding.

. Shelves should not be fully packed. A too-full shelf can crack spines and cause

damage when a reader tries to remove a volume. Huge volumes need to be kept flat.

. Dust should not be allowed to deposit on the documents because the collection of dust

causes staining of documents and promote chemical and biological problems.
. Cleaning and using vacuum should be done regularly and carefully.

. Magnetic discs or documents containing disc(s) should not be kept open or near any
magnetic or electric equipment, i.e. tape recorders, air-conditioners, etc. Such materials

should be kept in a dust-free, temperature and humidity controlled room.

. Proper pest management is done to minimize the problems caused by insects. Borax
or common salt is used to prevent cockroaches. Sodium fluoride is applied to bound volumes

to save them from silverfishes.

. Spread of kerosene oil, DDT or gammaxine powder over the affected area can help in

removal of termites or white ants.

. Proper cleaning, fumigation and exposure to sunlight to the documents are done to

reduce the effect of insects in the library.
. Repellants are used to save materials from Rats.
2.3. Maintenance and Utilisation of Seminar Halls and Auditoria

Seminar halls and auditoria are under the purview of the civil and electrical technicians and
the cleanliness is taken care of by the housekeeping team. Effective utilisation of seminar
halls and auditoria for organising academic meetings, seminars, conferences and cultural
events is made. For accessing the facilities, the organising faculty/staff member submits a

form through HOD and Dean and the date of event is registered and the halls are accessed on

priority basis.
3. Maintenance of ICT Facilities
In Campus, E — services team comprising of System administrators, networking

administrator and technical staff to maintain the ICT facilities including computers and

servers. The annual maintenance includes the required software installation, antivirus and



upgrading. To minimise e-waste, electronic gadgets like projectors, computers, printers,

photocopiers are serviced and reused. Campus Wi-Fi is maintained by respective centre.
4. Maintenance of Lab Equipment

The respective faculty members, staff, lab assistants and other service personnel are given
responsibility to maintain the equipment under their purview. Stock registers, asset registers,
log books, tools and plant registers are maintained by the respective laboratories to report
entries and defects arising for rectification. All major repairs are identified and external
expertise sought for maintenance of equipment wherever necessary with the permission of the

Head of the Institution.

Standard operating procedures for all high end equipment is made available to the users. In-
campus, users register in the log books and are responsible for the safe handling of the
equipment. Breakage and repair if any, are reported to the Head of Department or the faculty-
in- charge as the case may be and suitable measures are taken for speedy functioning of the
equipment. Breakage of glassware intended for use by students and scholars is entered in the
breakage register and charges levied based on the cost of the equipment payable by the
students at the end of the year and by the research scholars at the culmination of the course

programme.

4.1 Maintenance and Utilisation of Advanced Research Lab and the Central Computing
Lab

Advanced research labs with sophisticated equipment are operated for the benefit of the
research scholars. They are maintained by a faculty-in-charge who reports to the
corresponding Dean/HOD on all matters related to working, maintenance, in-campus service
and outsourcing of the equipment. Entry to the labs is through log book registration. Users
must duly submit a service requisition form to the concerned HOD. Access to equipment and
service for recording analytical and computational data is given on first-cum- first served

basis. Same procedure is followed with regard to samples from other institution users
5. Maintenance of Sports and Games Facility

The sports equipment, fitness equipment, ground and various courts are supervised and
maintained by the Physical Directress and Faculty members of Physical Education
Department respectively. Extensive equipment in the Gymnasium are maintained. Ground

level maintenance is done annually during vacation in addition to the seasonal maintenance



done once in every three months. Grounds men, vendors of Sports goods and students of

Physical Education jointly maintain the sports equipment.
6. Maintenance of Campus Cleanliness

Cleaning of the campus areas including the academic and administrative buildings is
performed daily in the morning before the regular classes begin with the help of
housekeeping team. Toilets are cleaned thrice every day. The whole campus area is
maintained by the housekeeping supervisor who will be reporting the completion of work to

the Estate Manager.
7. Maintenance of other amenities

The effluent treatment plants and rain water harvesting systems are maintained by the Estate
Manager and support staff. The maintenance of equipment for water pumping plants, sewage,
elevators are undertaken as per their preventive maintenance schedules and guidelines by the
equipment supplier. The campuses are equipped with 24/7 safe and adequate drinking water
supply. Fire extinguishers are installed in various blocks and are maintained by the respective
departments with the support of technicians. Amenities like canteen and juice shop,
stationery, bank and ATM facilities, laundry and reprography accessible for all stakeholders

are maintained by respective service providers on annual contract.

Green environmental aspects —Garden, the orchards, bird feeders, solar panels, wind mill,
rainwater harvesting systems, and the green house are maintained by the gardeners every day

and frequently by the National Service Scheme volunteers as a service activity.

8. Annual Stock Checking

Annual stock checking of furniture, lab equipment, stationery, ICT facilities, sports items and
all assets and reporting of repairs is done by designated faculty as a year ending activity and
the consolidated report is submitted to the administration to take up necessary actions if

required.

9. Replacement of Equipment/ Electronics /Computers

The maintenance comprises actions that are carried out to replace worn out assets. To avoid
e-waste, the outdated electronics /computers are put on buy back as per norms and new items

are procured.



10.  Day to Day Emergency Maintenance

Day to day maintenance includes daily running repairs, like replacing light bulbs, repairing
water leakages, leaking water pipes, taps, valves and cisterns, cleaning blocked drains,
repairing locks and door handles and other minor repairs that necessitate day to day

maintenance checks are taken care of by the Manager and his team members.
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Date: 07/03/2021

To

The Director,
AITAM, Tekkali.
Respected Sir,

Sub: - Request for replacement of computer key board mouse — CGC - Reg.

I am (S. Bhaskara Babu) working as Asst. Professor (Student Counselor) in our esteemed
organization from 02/08/2010.

I was given a Lenovo Desktop, Keyboard and Mouse in 2010. I would like to bring to your
kind notice that after several years of usage, the keyboard became stiff and it is not supporting properly.
Sroller of the mouse is also not in working condition. As I am also looking after CGC, Alumni, R & D
& EBSB cells proper equipment with latest configuration is a much needed for me to complete the
tasks on time. Desktop system is in good condition, hence it is not required at present.

Apart from the above, if possible I also request you to provide a printer (Now a days, funding
agencies and INTU are asking for the scanned documents).

I request you to kindly grant the required accessories for completing the assigned tasks on time.

Thanking you,
Ve
Yours sincerely, qﬂ LA
/7 \a
(Bhaskara Babu Suthroy)
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30/03/2021
To,

The System Administrator
AITAM, TEKKALI,

Subject: Requesting you to provide hardware components ar:d internet access at Student Activity

Center.

Respected Sir,

We are the team of SAC writing this letter to request you to provide us the following hardware and
access to Internet for the smooth functioning of Learning Activities of Club students in our Student
Activity Center.

We attached the tabular details of requirements for your reference. Please consider our request and do

the needful at the earliest possible.

T Power Cables for Desktop 2 e

SN T Hardware Name Quantity =2 ro,,-b-*
=

VGA Cable for Desktop i ===

2
3 Wired Mouse @\—/
4 Epson Prinier (y

Thanking You Sir,

Regards, WQ;\W A 9,5‘4 \
J=2 Nl
(J.Suresh Kumar) 1 Y

|
In charge, SAC \Vx @
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ADITYA INSTITUTE OF TECHNOLOGY AND MANAGEMENT, TEKKALI
DEPARTMENT OF NBA

Tekkali,

Date: 16-02-21.
To

The Incharge,

Systems Administration Dept.,
AITAM,

Tekkali.

Sir,

NBA office computer hard disk are not working properly. So please arrange the
new Hard disk.

Yours Sincerely

.‘! é)
= Dr. Ch. Ramesh

: 4"‘% Associate Dean, IQAC
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Date: 04.02.2021

To

The Incharge,
System Admin Dept.
AITAM, Tekkali.
Sir,

Sub: Regarding 2 Computers, 2 Monitors, Ram, UPS — BS&H Department.

For smooth working of the Department, there is a requirement of 2 Monitors &
a Ram at BS&H Department Library and a UPS for the computer assigned to Physics
In charge at E-Block. Two new Computers for Head of Department (HoD) BS&H and

Clerk BS&H Department to be replaced the old Dell Computers.

HoD, H

S rtrmoes
LRI b

Yo 71 T

T
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