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1. SOP : Employee Stationery Service Request 

1.1 Purpose 
The purpose of this SOP is to manage the Stationery utilization across the employees of the 
MHCPL at HO. 
 

1.2 Scope 
The scope of this SOP is to raise Stationery request online individually. 

 

1.3 Workflow Details 

Stationery Service Request 
 

 

 

1.4 Roles 

Role Responsibilities 

Employee  Need to login to http://192.168.8.9:8081  using Active directory User id and 
password. (System login Id and password) 

 Fill in “Stationery for all Employees” request with all the details. 

Concerned HOD  Evaluates the items for the Stationery request and approve. 

HR HOD  Evaluates the items for the Stationery request and approve. 

Assistant Store  Evaluates the request  and issue the items based on the availability. 
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1.5 Activities 
 
Step-1: Employee need to login the portal using Active directory User id and password. 
(System login Id and password) and fill in the details. 
 

 
 

 
 
 
Step-2a:  Stationery for self / others.can be choosen and fill in the details (maximum items 
can be added to the request are 10) and submit. 
 
Note : Maximum quantity is “2” per item and maximum request per employee per month is 
“2”. Additional requests need to contact General Manager -HR and Admin. 
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Step-2b:  Select the Concerned HOD for approval and click “continue”. 
 

 
 
 
Step-3: HOD will receive the request. He/She need to approve/reject the request raised by the 
employee. Then need to click on the continue in the next screen. 
If rejected the process end. 
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Step-4: HR/ADMIN HOD will receive the notification for his approval. After approval, it 
will route to the Assistant Stores or end the process if rejected. 
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Step-5: Based on the request and approvals, Stores Assistant will issue the quantity and 
submit. 
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