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1. SOP : IT FACILITY SERVICES REQUEST 

1.1 Purpose 
The purpose of this SOP is to guide HR Executive to raise the IT Assets to the new Employee 
joining MHCPL. 
 

1.2 Scope 
The scope of this SOP is raise IT Facilities for new Employee joining MHCPL. 

 

1.3 Workflow Details 

IT FACILITIES REQUEST 
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1.4 Roles 

Role Responsibilities 

HR EXECUTIVE  Need to login to http://192.168.8.9:8081 . 
 Fill in “Asset Approval” request with all the details. 

PROCESS HOD   Evaluates the request for asset(s). 

HR HOD  Evaluates the request for asset(s). 

MANAGING 
DIRECTOR 

 Evaluates the request for asset(s). 

IT HOD  Evaluates the request against available assets. 

ASSET ADMIN  Evaluates the request against available assets. 
 Recommend the configuration to Procurement team based on the request 

ADMIN  Process the data card request. 

BASIS  Creates SAP ID in PDR. 

 Send the password in separate email. 

PURCHASE 
TEAM 

 Process the new asset request. 

IT  Process the request. 

 

1.5 Activities 
 
Step-1: HR Executive will raise the request on behalf of new employee.. 
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Step-2:  Respective HOD will validate the request and approve the task, request for the HR 
HOD approval. 
 

 
 
Step-3: HR HOD will verify and approve the task and submit for the MANAGING 
DIRECTOR approval. 
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Step-4: MANAGING DIRECTOR will approve the task and submit the form to IT HOD for 
verification of the assets. 
 

 
 
Step-5: IT HOD will approve the assets requested based on the IT inventory to assign or 
request the asset admin to provide recommendations based on the software(s) listed.  



 
My Home Constructions Private Limited Doc No.MHCPL-IT-03 

Rev. No. 00 

MHCPL-IT-Facilities form Date : 06.12.2017 

 

Copyright © 1997 My Home Constructions Pvt. Ltd. All rights reserved. Proprietary and Confidential. Page 7 

 
 

 
 
 

 



 
My Home Constructions Private Limited Doc No.MHCPL-IT-03 

Rev. No. 00 

MHCPL-IT-Facilities form Date : 06.12.2017 

 

Copyright © 1997 My Home Constructions Pvt. Ltd. All rights reserved. Proprietary and Confidential. Page 8 

 
 
Step-6a: Purchase team will get notification to process the asset request based on the asset 
admin request(if requested).  
 
Step-6b: Admin/Facilities will receive notification to process the data card(if selected). 
 
Step-6c: IT team will receive notification to process with Mail and System login id request. 
 
Step-6d: BASIS team will receive notification to process SAP ID request(if selected). 
 
Step-6e: HR Executive will receive the pdf attachment with “terms and conditions for use of 
IT Services and Applications”. HR executive will get signature of the Employee(manually) 
after explaining the terms and conditions of IT services. 
 
 
 
 
 
 
 
 
 
 
 
 
OUTPUT- 
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