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1. SOP : PRINTER/SCANNER/PROJECTOR           
REQUEST 

1.1 Purpose 
The purpose of this SOP is to guide IT team to raise the Printer/Scanner/Projector request to the 
existing Employee. 
 

1.2 Scope 
The scope of this SOP is to raise the Printer/Scanner/Projector request to the existing Employee 
of MHCPL. 

 

1.3 Workflow Details 

Printer/Scanner/Projector Request 
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1.4 Roles 

Role Responsibilities 

       IT Team  Need to login to http://192.168.8.9:8081 . 
 Fill in “Printer” request with all the details. 

PROCESS HOD   Evaluates the request for Printer/scanner/projector. 

IT MANAGER  Evaluates the request for usage. 

MANAGING 
DIRECTOR 

 Evaluates the request for asset value more than INR : 50,000.00 

ASSET 
MANAGER 

 Evaluates the request against available assets. 
 Recommend the model/ configuration to PS/Procurement team based on the 

request 

PS/Purchase 
Team 

 Process the request. 

 

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

 
 
Step-3: IT MANAGER will verify and approve the task and submit for the MANAGING 
DIRECTOR approval if price cost >50K otherwise submit for ASSET MANAGER. 
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Step-4: MANAGING DIRECTOR will approve the task and submit the form to ASSET 
MANAGER for verification of the assets. 
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Step-5: ASSET MANAGER will approve the assets requested based on the IT. 
 

 
 
 
Step-6: Purchase team will get notification to process the asset request based on the ASSET 
MANAGER request(if requested). 
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OUTPUT- 
 
 

 
Note : New/Existing employee need to contact IT (it@myhomeconstructions.com) to raise 

the printer/scanner/projector/IT related request.  
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