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1. Purpose 

This document is prepared for the maintenance of the IT/Non IT infrastructure & services at NST. It covers all the IT & non infrastructure.   
2 Entry Criteria

· Complaint reported for any kind of problem with the hardware/software/services etc

· Need for the up gradation of the existing system or changes. 

· Establishing testing environment

· PMP ( All the IT & non IT Infrastructure needs)
3. Abbreviation 

PMP: Project Management Plan 
PM:  Project Manager
4. Inputs

· Information regarding unsatisfactory performance  

· Preventive & Corrective maintenance action

· Upgrading requests

· Back up Schedule 

· PMP

· Installation of new Hardware/Software/Services

5. Roles & Responsibilities 

5.1 System Administrator
· System Administrator shall be responsible to carry out the corrective actions required with reference to the problem 
· Routine Backups. 

· Corrective Maintenance

· Hardware/Software Installation/Configuration.

· Network Maintenance

· Maintenance of the Data/Voice devices

5.2 Admin Manager 

Admin Manager shall be responsible for the overall functioning of the IT/Non IT infrastructure support and services.

5.3 Project Manager 

PM shall be responsible at the user/team/project level to inform unsatisfactory performance of the equipments, establishing testing environment and project directories 

6. Tasks 

· Maintenance of the Hardware/ Software Log.
· Maintenance of all the desktops, laptops, network equipments, voice telephony etc.
· Upgrading the infrastructure as per the requirement at the user/project/admin level.

· Creation of the testing environment as per the need basis. 

· Management of the domain policies. 
· Managing project directories 

· Backup (To effectively manage backups in accordance with the backup policy) 
· Implementing the Antivirus policy.( Refer to the Antivirus.doc)
· Defining the Access rights and Permissions 

· Controlling /Maintenance of all Internet services. (Refer to Internet Usage Policy).

7. Output 

· Backup Logs  

· Antivirus update log 
· Defined rights/access workflow.

· Complaint logs 

8. Validation

· Approved Antivirus and backup logs.
· The validations are done by the Network Admin -> Infra Manager -> Director
9. Exit Criteria 
· Approved Antivirus Backup logs 
· Approved IT maintenance reports.
10. Reference Documents 

· Antivirus.doc

· Internet Usage Policy

· Backup Policy
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