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L POLICY & GENERAL STATEMENT
Information resources are owned by VSPM AHEand exist to support its mission
managed and protected appropriately to ensure that data is:

VSPM AHE's [nfarmation resources must be used,

avatlable
accurate and complete; and
2 Discloced appropriately when required.

1

¢
-
-

VEOM AHE'S intormation resources fall under the authority and respansibilite ol the Chief Information Officer {£10) and are subject to
federal state and local laws and regulations, and VSPM AHE policies. The Munagement delegates the responsibility to department heads
the university 1s i compliance with all relevant laws, regulations and policies. The Chief Information Secunity Officer (C150)

{or ensunnag the
assists department heads by establishing security policies, procedures and guidance for university infornmation resources

VIPM AHE s mformation resources are subject to many difterent threats that can reduce or elimimate data availability, compromise
integrity and violate confident:ality; so it is imperalive they are safeguarded aopropnately. Individual users’ actions can contribute to or
reduce the risk of most threats; se all users are responsible far their use, it wwement and protection of information resources and are
accountable for their actions. All users have one or more roles to fulfill relatec to university information resgurces

11 DEFINITIONS

Information Kesources - Data, software, equipment, facilities and devices that are designed, built, operated and maintained to create,
collect, record. process, store, retrieve, display and transmit VSPM AHE information. Any electronic equipment, devicgg or mediathat a
user connects o the nelwark or uses to process or store university nformatnn, including equipment, devices or media owned by the

user or funded by another source, are considered university information resounees [or the pur pose of compliance with laws, regulations

and policies.

Applications, web sites, software programs, servers, personai computers, notebook computers, netboak computers, personal digital assistant
(PDA). pagers. mobile phones, USB flash drives, external hard drives, CDs, DVDs, backup tape, telephones, fax machines, routers. switches,
cobling, neowork attached data storage, printers, networi actached or computer controlled medical and laboratony equipment

{ .Ju-‘.".‘__.

111. RESPONSIBILITIES
All users must identify their information resource role(s) and accept the assooated responsibiiities

assigned the User information resource role. Users miuy have more than one role, and are respansibie for
xambole, a User who 13 responsible for a

for the implementalion of a new

Cach user, by default, is
identifying all of their acditional roles and meeting the responsibilities of each role. For e
~cs function that depends on a system may also be a System Owner; a Vser whas respons:ble

busint
system may alsobea Project Manager; a User who is responsible for technical support of a system may aiso be a Custodian.

Infarmation Resource Roles:

e User
e System Owner (Information Owner, Data Owner)
. Custsdian / Information Security Administrator

e  Project Manager
o T infrastructure Owner
Chuef information Security Officer

»
. Chief Information Officer
e Auditing & Advisory Services L
« Officect tnstitutional Compliance
s Trapge Team \/ ) |
AASEY OEP'“ Co\\cc} \\'\ =
‘\'e,\- : (;0\‘ a0\
= 08t OV AN
QW 2 - gt g¥® o
GOF . O ey 2
(G G
oo A0
RS 2
o’

Scanned with CamScanner



IT Department

o of Medica! Sciences & Lata Mangeshkar Hospital

NKP Salve Institut
Digdoh Hills, Hingna Road, Nagpur
Contact 07!94'6@'19_9_____

county-focused e sponsibilities. A third party providing

an that has addinion

An Information Security Administratat (ISA) is a Custods

outsourced support cannot be an ISA
dtrators, third parties prov ding

Lad application agnniis
.oftware or services.

Crs, system, database
al or logical controt over hardware,

IT Infrastructure Own
| who have phys

Examples of Castodians include
ment support pet sone

outsourced support, school or depart

Custodian’s primary responsibilities:
ation and maintenanee of the VSPM AHE inforimation pesource’
cncluding ehonge management and security safeguards

oy, procedures and puidon

Ferform required admimstr

2. implement applicable intor mation resouree polici
and controls

v incdents, including unintentional or intentivtia MISUSE,
aluating the cust elfectiveness ol controls

are in place as appropriate.

. Report information secar

i

Assist Svstem OQwaer in pel forming risk assessments and ev
stem Owner and confiim they

. Implement contrels specified by Sy
and investigating se

L7

sority incidents.

6. Implement processes that aid in detecting, reporting
Maintain a copy of the disaster recovery

7. Assist System Owners in disaster recovery planning
plan in the appropriate location(s).
ith the destruction of records.
-~

for the university injormation resource

&, Assist System Owners w

D. Project Manager
(e implementation from concept to rollout, which

ctis built anc implemented securely. The
chnical specilication documentation, de
manual or automated processes the
Judes or relies on a unversity mformation

Ation technology projectis responsible for its et

includes strategic, financial and technical responsibilities, and ensuring the proje
implementation includes all or most of the following: procu ement, functiona: and te
testing integration, installation and training. Consideration mnust also be given toany
implementation will impact. Aninformation technology project is any project that mnc

A Project Manager for an inform
velopment,

resource
qus, 1T lalrastructure Owners,

Examples of Project Managers include System Owners, Custodi

re iand ibilities;

deliver the information techrology project by contacting the Central Information

outsourced or hosted by a third party

1. Determine if existing resources can be used to
Technology department.

2. If the existing university resources are not adequate, the information te
who will transmit, process or store data.

chnology project will be

2. Follow the necessary guidelines when implementing information technology projects.

4 Ensure the information technology project is in compliance with applicable Liws and regulations.

ss security requirements in all phases of development oracq vsitton of information resources.

5. Identify, document, and addre

E. AT tnfrastructure Owner
o for maintaiung and operatiog b wdware and
urces. T infrastructure Gwners ave

An IT Infrastructure Qwnerisa Custodian of shared technolopy and s respor
assocated software to prnvldv Computing services, storage and copnectiviey nlormation s
information technology professionals who report to the Central Informaticn [ ecnology department directly or inatrectly

17 Infrastrugture QWHEr's PUIKALY responsibilities:
1. Procure, support, mamntatn and/or operate computing seivices, stonige connectivity, vchuding bist not i

R LV A

sServersaredtorage S)’S!ems‘.s}r'-lnlcrnct\l»,olnlrancm»_c Wide Area Ethernet ne cwork (clinies and business partaet connections ldmeFice
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otection

T o prewallsge ittt n detection/pe
rity camera systemse Telephone gystenuder! srewallsgrelt ) |
ge management controls.

alarm systemirssecur
o secunty and chan

) ' il ance i cludin
2, Implement applicable information resource policies, proce dures and guidan "

Security and DI saster
the Chief Compliance
y asist the CI50.

ity Officer (C1S0)
The CISO lead: the Information

lirect reporting retationship to
minsstrators (15A%

F. Chief Information Secur
aton security ohiiee!
yement, with annt

S0 to serve s the inform
and Informativt security Ad

ts directly to the Manag

The Management designates the Cl
IT Security Core team

Recovery Planming department and repor
Officer and the Chief Information Officer. The

s and related security policies and

Jation Security Proy
infurmation)

CISQ’s xfr;ixtu.u',rs;s'.‘qmm.m;;
- mission critical

on of, and monitor & duunmcnted Inforn
effectiveness of defined contrals i

by the Management

1. Develop, oversee the imph-mem.m
procedures (including monitoring the
a Security Program

_ Obtain approval of the Informatio
< to the Compliance Team.

r

.+ to central and decentralized

and update
uidelines appiic.ml.

3. Provide regular reports
* Promote the information resource security policies, procedures. standards anthy

PM AHE

o

Lructure Qwners, projuct Managers and other information technology
sts for information resources and security solution imp'xcmontn:ions that
), destruction of rdisclosure. -

areas of V'S
om Owners, Cust
termine security
uthorized or acci

odians, I1SAS, IT Infras
requiremel
dental modificatior

w

. Work with Syst
professionals L0 de

protect against una
entation decisions.

ardware, softw

ty soluticns and implem
rvices or system

ments for purchases ol h

6. Have authority over securi
are, applications, information s¢

. Review and approve security require
development services.
ssments to determine if
\anges and practice recon
o address violatiens
policies and proc
artof the risk asses

~2

information resources are adequaiely protectcd.

imendations as appropyi
Jolicies and procedures.

8. Perform risk asse
ate to improve security posture.

g. Make policy and procedure cl

10. £stablish and administer d process t

ue exceptions to security
d communicated as p

of security
cdures alter appropriate re
srent process.

view. Any such exceptions shall

11 Exercise authority to iss
be justified, documented an

rsity information resource as needed.

12. Obtain access to any unive

13 Report certain viclations to the Triage Team as required.

14 Ensure information security awareness training is pmvided to all empleyeesona reguiar basis and to all new employees
within 30 days of date of hire.

G. Chief Information Officer
The Management has designated the CI0 as the informatien resource Mandager he C1G 15 responsible for overs - )
the information cesources and risk management proprai eing the management of
o
23
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C10’s primary responsibilities:

1 Develop strategic information tochnology plans and operating angd capits
hich nclude apphcations i Vil

university informatien resources, w
research and clinical funcnons of the unmver ity
2 Promote the university informatl

applicable o central and decentralized areas

3. Promote record management polhicies and proceduies and provide
records management cap

4 Promote partnerships with internal and external partics.

5. Serve as VSPM AHE'S technical representative.

6. Perform an annual risk assessment for unive

7. Responsible for the
effective and eflicient, assets are safeguarde
procedures are met.

8. Respond to information resource audit recommendations and ris

H. Auditing & Advisory Services

——

Auditing and Advisory Services assess informatio
Audit Commitice. Failurc on the part of manageme

1. Office of {nstitutional ¢Compliance (o1c)

0IC promotes compliance with all applicable legal, regulatory
department it conducting an annual risk assessme

verification activities Lo ensure the level of information resou

J. Triage Team

ncidents of suspected

The Triage Team meets regularly to review i
nd as needed:

permanent members, with others requested to atte
«  Chict Legal Officer

. Chiet HHuman Resources Officer

. Chicf Audit Officer

«  Chief Compliance Officer

Hiwmu&mmmﬁsnmmmuﬂm

nee Officer, in coordination with the

1. The Chuef Complia
with federal, staie ol

guspected non-compliance
commends an appropriate conme ol
a5 required

esults of all investigations

2. The Trage Team ¢
another agency

The Triage Team reviews the!

l\’.PRO(Ilil)U RES

service Requests

a helpdesk systeim, email or telephone.
I i Deparunent

requests vi
m\r()prlalc pet sonne

1, User inputs
ssipned 108

y: Request 157

NKP Satve fi! tut

on resource admostratve and operatic
af the university

appropriate systems and senaces

abilities consistent with wdustry standard

rsity information resourte:

design, execution and effectiveness of internal contrat:
J, financial information &

n resources and the conlr
nf to enforce complianc®

and policy requirements,

nt, 1dentifying high risk ar¢
ree risk is within 2 range acceptable.

non-compliance. The

Iriage Teamn,
Jocal laws or ret

action, whichiy

and rccmnm-.'m!

IT Department

v of Medical Sciences & tata Mangeshkar Hospital
Digdoh Hills, Hingna Road, Nagpur
~Lentact 07104-66500 _______.
KL B b4

Ludpets for the miversity to provide eliable and secure
crpucture supperin s the adonimstrative, acadennc,

n'

| nolicies, proccdures, st andards and guidehnes

i g

. for effective and efficient
nd federal, state, and local Jaws and regufations

nroviding reasonable assurance that operations are

reliable, and applicable laws, regulations policies and

K muticauon requiremet to.

o

i environment and reparts results to management and the

qhay result in fiaes and penalties

The OIC assists the fnformatien Technology

as, developing, visk mitigation plans and performing

Triage Team is made up of the following

Lpates ot covt Ainates the nvestp Juon of all reports of
atations, VSPM £ b System palicies
action and/er reporting v

clude counsehing, distiphinaty

iy ther action as s essary

A
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mformaton s requited tu cony

ton date
request taa Lewvel J oo an

3 User s contactedf more
4. User s contacted with ant L\]x.llr«lunmp‘.cl

& 1 iital fechpician cannot resalve request, 1eassil

€. Technictan completes request.
% Technician resolves ticket

Creatlon of User Accounts for new staff
1. Receive signed Acceptable Usage policy trom Human Resources
2. Ticket created and assigned to System.

2. Account created and account infanmation sentin tckel

4. Email sent to immediate supecvisor with requested account informatio:.

Termination of User Accounts
1. Receive notification from Enrollment Services that an employee is no loapi active.
2. Generate a help desk ticket.

3 Assign ticket to Network Support
4. Generate a help desk ticket. sirASSH

Team.
gn ticket Lo IT Support Team

Computer Moves

_ User fills necessary details and gets signatures on Lovable Property for
User submits form to helpdesk.

. Helpdesk request is generated and as

. Computer ts moved and completed Mo

. Helpdesk requestis resolved.

signed to appropriate personnel
vable Property form forwarded to Property Contres

WA =

[

Request for new software

_ User submits helpdesk request with required specifications/software titles.
. Request is assigned to appropriate personnel.
. Technician requests quotes from vendor(s).

. Once quote(s] is received, technician attache

Helpdesk request is resolved.

e

s quotes (o request.

- Wors

3

N

Custom Report Request

Source of

quired specifications for report.

t4l7b. Required ficldsic. Sort orderssd. Group orderibie. Point of contactabs.

1. User submits helpdesk request with re

2. Report request should include: a. Forma
information (form names)

signed to appropriate pers:nnnel.

3. Request is as
W report requirenicnis,

Technician contacts user to revie
5 Create report
6. Report attached to helpdesk request for user reviev
4. If user approves report, request is resolved.

Multimedia Request

1. User submits helpdeskuckc( or email with meeting rooin cequiremments v minknum « { oue-week prior notice
2 Ticket/email should include:
Date and tune of meeting
Locationsr
Equipmient requirement’ (1.e. laptop, video, audio}

Type of meeung

arch G€
Reseat 4, Nagsu
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cnts (if needed]

3. 1T coordinates wath Facilities Services for setup requiteis
4 Multimedia requirements are setup.

Suspected security violation

wipdesk request with detailed information

S Erior messag
* Lomputer name
3. Request is assigned to appropl nate |
4. Validity of request will be determined
5. 1 valid, investigation will occur

~— 6 Heipdesk requestis resolved.

yersonnel

Software
5y tem. As it pertains to software, the following procedures

The 1T Program will maintain all software, which is located on VSPM AHE
8

will be followed:
a) The IT Program will maintain a current list of standard and recommviided software
b) To ensure software is compatible and not destrucave to the computer systems, the 1 Program will approve any and all

software programs.
¢) Ifauserisinterestedin software that is not on the maintained list, the user will need to complete an 1T Work Order to request
assistance in determining if that software 1s sustainable on computer wystems and netvork
d) The IT program will determine if software is qualified as being componble with VSPM AHE's system.
fied Lo look for alternative

e) If software is not qualified as being compatibic with the standard -oltware or systeim. coitware cannat be installed on the
system.
or system, the user will be notihed

f) Ifasoftware program exceeds the specifications of the user's compu’
software or to find program funds to upgrade the system.
All software installed on computers or on the servers must have a valil license.

Should sever-based software make a server unstable, the IT Program will be responsible tor
on a sever is backed up by the IT Program’s backap server.

The IT Department must monitor all software jieenses i urder to 2
Users may contact the I Depaniment to obtain additicnal guidance

restoring any data that was stored

are compliance wita the vendor's heense agreements.

eSS ,l!x\( ’ld\’l(‘ on s software

k) Typesof sottware used

'S al Coc!
vSPIS pental LOL-Y

RQBU&“‘-"“ s
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project Manug ement Processi

rh
84

‘A formalized project management process will ensure that projects are dotuies ted, that use s |
ymited persum-rl respurces are used to the best advanmge "he Project M o 15 the key U

responsible for the analysis, design, workload planning, L g and implementation of projec
requests and assign the project to the staff member wiose talents are the clo-eat fit '

P

A. Request For Services:

The first step in project management is generating a formal request for a project has
come from any 1evel in the organization, including from within {nformation
to become projects must be formalized before beingst acted upon. The reason
workload in the IT Department and to obtain a written description of the u
user in docurmenting their request It also ensures that dep srtrment heads i
for them, and wili enable therm to prioritize projects if necessary

L request.
cwvare of the projects

submitted through the requestas s chawn of commant

pond via email to all requests within ten (10) wortung days. There
cted time line for the projedt based on the curreot workload

[ach request must be
The IT Department will res
accepted or rejected, and a proje

sSpo

B. lu-questForServlccsl\pprovalPrncess:

Form, the Project Manage!
anager evaluates the p

possihle alterna!

When a request is received on a Project Request
the C1O will evaluate any new requests. The Project M
recommendations on an appropriate course of action and
complete the \mitial review, The C10 then evaluates the review and forward

comments. Within two (2) working days, the Cl0 receives the review and 2jpre

solem identified
(ither staff memb
(e request ba

ith its original priority or

ppropriate Group W
vith the requestor to di

and arrange a meeting v
study is completed

o Approvethe request and assign jttothea
o Reject the request identifying the reason,
¢ Delay the request until a preliminary feasibility
eceipt of the ree

The C10 must respond withiten (10) working days fromthe

(. Project Manapement Steps:

( untrol 1s inveived v
ot plan will e pre
Jhose skills are nee

and controlled by the project Managy:

two do not tos respond. The ot
he individuais
Lo Project Mana i

planned in detail
action when the
d to be done. The plan also lists t
and a projected ume Iine with milestones
user input or discovery o new informae
jally time b

informed of chanyes, eanec
£ should keep all inforimes

f:ach project must be
the plan and taking corrective
dotail all the work that will nee
breakdown chart for the project,
during the process due to additional
stbe lard out and users kept
oping the plan. The project Manage

Lon. However,
vl

plan mu
.1 changes Lo

(o assist in deve!
follaws while constiee G a project piait: 1
plan.and desigiiit
anager ot both t
ert should be Lie

Below 15 alist of steps thata Project Manager typically

every Project Manager should follow when developing, l}\cxr
require moye of less time, and may involve only the Proje M
upon the scopé of the project.’1 he user who requests the proj

wily involved 10

ed the CIO L0 makes 3 4o
Project Maripec o bepin the

avelop & plan

ceiv
he basis to? the
begins to d

After a user's request is 1€
ts by the 10 becomest
project and

blem Definition -

1. Pro
and any commen

ons a number and 10g

, and implementict
.+ Project Manager ait
the project m

is;0n whether tw acc
project, Onie assig

roject managy
n2g

ed on VSPM AHE'S requires
Ccchnology itself Requirements iy
iaf the formality in this proc
A standard Project Reguest Form to assist the

that the 1T Uepartment i worki

. nis/her Department Head or €.
sponse will include wh

i1 the request and make
. are consulted as necessary to
ck o requester with any additional

1aest to all formal reguests for

vith compari
pared by the Pre
ded to work o the p
may
beluit peginning the o
pes. The GG will pe ave
e project p

‘he steps belo
their project

epl or peject a prv)

ill be

I review project

nent Requireinents may
{ are substantial enough
es5 s to document the

ngon

fair to the IT Deparument.
ether the request is

A

25 the request. At weekly meeungs,

e}

ves one of the following three actions:

adjusted priority.
scuss the issue.
1. At that e, the project is approved or rejected.

1 wctual progress with
sect Manager and will
roject Jwork
find it necessary to revise the plan
jevelopment Step. 4

he Project Manager

aulanle tot
lan as they oCCur

w are guidelines that
Some steps may

} Project Team Members depending
agement process.

P

ject, The users
med, the Proyect

request '
Manage! reviews all documents with the
M anag
i wo o OrOCES oo tad
. o caiect with a thoroush uaderstanding of (he busingss process being modeled.
p + Manager will begin the projectw ith
o process Aralysis . The Projec
2, Process ’
~ g TRALIEE A L™l
L} Al |
LA vt T¢I i
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(amiliar with the e’ busimess proce efore developiing the discrete t
axiot |1 ) TG Ml j the discrete tasks to accom i
s that exist i the current systers pecifying objectives and goats sod sty '5‘ ‘-}1‘,‘)”“
oats. . g possitie system
lrements within or

t Manager must become
his mcludes determining proble
A determimation and

The Projec

project. T
defimtion ntinterfaces with oy other existiog tem, and
Rlem, and regu

constraints of [imitations.
penween departments, must also be completed Thisy valves allorgani that vither at > p
L. . L4 rces of d Of use 4 i
1 formation from this particular system Full analysis of the system must be conducted to prod £ e AR V3Lt requice
plare systen produce the tunctional requicements of the
ot Alter conducuing 4 proaess analyvan the Praject B ver will deve i n o lunctional o »
V wonal desor iption. The functisnal

1 nepronal Descnpin

mre ‘l‘"ll‘"‘l(‘l\(\' and prov: les tae reguestar v 1 clear stateme ot ot Jprra $ L) bilit ) ue
\ (] 2 gperationd Apabiiity to be
any I’(HI\‘,”IH functiona de -“”‘I\I' i saould b up Lited and receive « Arrenco f’ > he s
{ n f P U 1l rece peurrence irom the user,

al understanding between the el and I'T Depaitment

fescrniplion {erines the syste
developed. If the regquirements change at
The functional description is the hasis for mutu

aes

4. User Requirements « After the functional description s developed, the Project Manager mus b ctermine exact
! i e . weteny ¢ exactly what is to be ¢
in the system design and define these elements, Alist ofevery o Ao g
well as those features that are desirable must be prepared. System features that the user would ke to have incoro ated int
. e ave iInorporate ne new
system must he recorded. Specifications must be based on what the user wants, not on what the Project Manager wants i
ianagei wWanis

single necessary cequirement that the new system must accommodate as
3t acrommodate as

ments are furtier developed and refined. Possibly, several alternate
new io , FEPOTTS,

grams willbe

design phase, the functional require
d from the standpoint of beal cost and benelit factors. Mock up

software project. Physical and togica
5o tial the user has an opportunity to 2pprove the design For
lished. For all projects, the unpact on systems and

s

5. System Design - [n the
approaches may be conceptualized and compare
screens, and other systems documents may be prepared, if the projectis a
prepared if the project is a system or network. Prototyping is encouraged
software design projects, the file uon must be acconp
networks must be determined be

structures and report desi
{ore a design is approved.

veloped, the Projuct Manager will develop a Plan of Action and Milestones (POAM) and a
POAM aud the warklorce ioading plan the Project Man: should plar on t2am
- “rhe Project Manager must o

| the supery

ceptable design has been de
workforce ivading plan Normally when developing a

.5 available towork on projects no more than 28 hours per e
- commitments to develop a realistic tine line. The ClO wili approve the project team, ant
of project time ruquircmenrs.’{'hc warliorce-loading plan can be inany
find it useful to develop a matrix of tasks and project U h the number of hours each te 3
on a task. Critical tasks, tasks that must be completed done, should be defined. Duriag the
hould develop the Life Cycle Managenme

Once an ac
4

sider the project t2am

ors of the project

format, bu

members’ oths
miers must be kept notified

cam piembers wit
before other work can e
o1 and obtain LCHM approval if itis required.

teamIme
Managers may
expect 10 WOrk
design phase the Project Managers

; arc required, it may be recessary Lo

emented. 1 design chanje:
informationis developed.

the systein design is impl
and mainienance

s phase,
ed properly. Operation, nse

6 Systemn Development - During thi
he system is design

revisit earlier steps to ensure that t
srem complies with the

\

t plan must be devised thatstates which tests wili be conducted o verily that the s
. of the test is 1deatified

¢ requirements specification. The test requirements are developed, the scope

tem is tested. The entire integrated system must be tested to ensure that the kardware and all
{ take placeina controlled environment before the complete projectis =
rformed to ensur ¢ that system periormance complies with requirements
i performed to ensure all deliverables have been ia fact

7 Acceptance Testing - Ates
reguirements identified in the use
along with pass/fail criteria, and the sys
software components work as designed. All testing mus
introduced to users. A functional configuration audit is pe
specifications and any approved changes. A physical configuration audit
produced, procedures were followed, and standards were adhered to.

of operalors,
Nected by the new systein
n of sofoware somewhat

Lnew knowledie A usually new Jalls on the part
L oeveryonen e rganization
reiease d ne

everal hoars cf brichings

a User Traming - AnY change ina system requires at ieas

tors, users, and nanagers. Orientation on (he sysiean required
1o Create a new system, but to revise d aystem, muh

¢d For some, orientation (may require only o shi

L etwork, or
cemo, for otheis e

administra
If the project was not

less training may be requir
aining aids,

b as s OO (raimng sesst ms,
y include techniques it = formal classroom raimng SESsICS. B8 0 0
A for developng Lraiing plans bused an system

w skills and ma
iger 1§ respo

< the teaching of ne
job. The Project Man.

Iraining require
,and assistance on the

practice sessions
1 cqunrvmcms
A e “v,’!{'il\
o Pacumentation - Docume as pequired. Atamin ‘mn:lx.}lu‘uf ur\\:‘..‘ ‘.&l 4-::'::t:;\.;:.:;;1[;‘5
-cribe and explain all system programs and operattons. Ot changes anic Hi= i ' sans 10 ‘: i ‘ £ a1l files neede 4 by the 5);,_0“‘“,.\)“.‘
-Lh e ni ri the production environment, Joeation of al exteit (e used, angd a hstobalt i ' wdpsind a e
l“d\":"-‘;to‘; :;::'?)r'::l(‘i‘r,nx ou' e x(‘h This type of documentis essential for troatee shooting putpanes. for modilying o upprading tik
sgummary ¢ e
13

wnentation to fully
mtailohiia e “ sance manual must

/
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NEP Satve tnot tute of Medicad Sclences & Lata Mangeshkar Hospital
Digdoh Hills, Hingna Road, Nagpur
(qn'gap 07104-66500

SR T —
TRy ey =
==

anew one. I is also essential to prepare puidanee tot onta w
wdable and understandabl b uher w i 0 the penpla who will operate the system.

AR derstandable to the user who must appi o therm LOM documentation developed

a¢ part of the documentation ) veluped during the design

existing svstein and for designing

Documents must be re
phase should be inchaded

The system s (n\ph‘mrnlvd and tarned over to the user, Data cooation and dar .
wedd, i necessavy, 1 the svster s aveplacenen oo an existing o5tem pha 1
y LA L i the old system niust

10 Cperepon -
new system must be accomphs!

be plapned

11 Ewelwation - All team members will contribute leasons learmed on the o and send th , .
consalidation These will be compiled inte a written recoid for future refeien - and matntain | s
v } nration i,
theproject I applicable, the Projedt Manager will prepare a buture A tion Fliv on possible uggo ad B '
’ nents

Guidelines for Preparing an Iinformation Technology Services Project Hequest

within 10 workimg days to all requests received by the 1 tieparanent, The loliowing are guidelnes loe

e are guideimes ke preparing the

A response {s dut
N

Proect Regquest Form

e Proect Name: Tobe fillecin by the [T Department.

o Department. Provide the name of the requesting departin
o Date of Request: Enter the date of the request,
o Requesting Individual: Provide the name, title
e Cortact/Liaison: Provide the name, title, and phone num

relating to the project for the requestor.

«  Nature of Request: Describe in as much de
e Priority Requested: Indicate priority needed and justify
will be marked in the priority-approved space.
Emergency Priority. (Emergency fix or change

and phone number of persot: intuating the request.
ber of person who ts the principal contact pa all matters

tail as possible the nature of the request:
why. Priorities changed by information Technology Services

required. lnumcdiate response required. This prioricy is anly available

”
for operational systems.).
»  High Priority. (Iimpacton operational readiness, develapient schedule, or significant costunpact, if ot fixed
immediately.)
5 Normal Priovity. (Al other.)
g the I'roject Request. cnter the critical date and justification

e Critical Date: The latest acceptable date for satislyin

s Basic Purpose/Objective: Describe 11 a briet but specilic nmner the basic purposes or objectives ol th

Reason for Request: Provide reasons for the request (v i amply with clanges in policies edures}

o ldentify Source of Funds: Identify potenticl spurce of funid ur alternate resources for thi
information Technology Services resouroes are not availabe

o Department Head Signature: The Head of Department (1101 fmust s1gn and dat

s Manogement Signature: Management sipnature indicates «pproval. Paper copies must be stgned

ropect in the svent

¢ the request

Cusiomer Feedback
s Filled Custoner Teedback fomus arc 1o be vo!

&
wed periodically and renoi

tested on ¢ danly Basis from chients

ot Customer Satsstation index shall be gener wad

L. Customer feedback Form shall be revic
quarterly.

¢. Customer Sstisfaction Report shal | improvemeit

| be checked/reviewed tor vo Wi

11051 and complaini v foggest in the Conyg laint Register.
+ cedressed though intermal

S

Complaint
d In case of the Customer Complaint, Customer b cordially heaid!
¢ Compiaint recorded by the customer 5 revies d and according iy voareetion and o coupladi
discussions |
i Goods pot 4 por presariplion post correction and/or

{. In case the complain falls i the severt catepory, ¢ bapudd o oernpery o e
ressal, Corrective Action ts aitated by wentily 63 ! on to avou! recaTe !
orrective Action taken for cligeunensys

sol cause, L

complamt red
reviewang the U

wU/}

/‘3 "’5/-: i
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i1 Department

tute of Medical Sciences & Lata Mangeshkar Hodpital
Digdoh Hills, Hingna Road, Nagpur
Lontact 0710466300

orrection and Corrective Action (1f applicable) is ¢

& Records ofe
Report
4 Corrective Action Report shall be also penerated in case of Critical

sraduct/sen iee noncontonnity intermatly idennticd

Preventive Action Report shall be penerated 1 case ol potentia

Appendix 1

tablished and maieined i the Corective Preventive Action

stomer feedivack and/or suggestions ardior i case of any

e with the action Cow similes o the Corrective Action
¢ Corrective Action

DRCAMOL R DESHMUKH
. MANAGING DIRECTOR
HERD MEDICAL FOUNDATION PVT.LTD

Project Request Form

PROJECT NAME:

DEPARTME

DATE OF RE

NT

QUEST:

TITLE:

PHONE NO:

NAME OF REQUESTOR:

NAME OF CONTACT/LIAISON:

TUSTIFICAT

“PRIORITY REQUESTED:

PRIORITY APPROVED:

{ON FOR REQUESTED PRIORITY

TITLE:
PHONE NO.
TYPE OF REQUEST:

[CRITICAL DATE:
REASON: - R
BASIC PURPOSE/OBJECTIVE: - - l
[ e N |

- e —— Popmaciens l 5

DEA )

- \ege &

s pental Gp . '

:2\\5 ,e\w}.\'e,' \ga?l\d ;\3\1\2,
%?2?:«1', Road, agPul

Scanned with CamScanner




IT Department

NP Salve Institute of Medical Sciences & Lata Mangeshkar Hospital
Digdnh Wills, Hingna Road, Nagpur

- IS oo L Contact 07104-66500

——— — e
REASON FOR REQUEST: -

SOURCE OF FUNDS = R e I
REQUESTOR SIGNATURE: fes e s e ]

DATE:

HEAD OF DEPARTMENT SIGNATURE:
DATE:

MANAGEMENT COMMENTS:

APPROVAL: Y/N REJECTION: ¥ /NDELAYED: Y/N
DATE:

REASON: o

-
_— —
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[ ~ (BI04 A
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B\ \T Department
oy b ?i
.\t:.‘\\_.__:,.__ ey NKP Salve Institute of Medical Sciences & Lata Mangeshkar Hospital
‘wfl Dizdoh Hills, Hingna Road, Nagpur
T e Contact 07104-66500___
Annexure 2
Request for Serviees Approval Flowehart
D to overwhelming requests Ure 11 Department i asking tha st faculty A aff follow the beto p— i
thevate
1.1 you are having a computer o phone problem please il detnled v etto computes setvicesyspinibe Lamor submit the
HelpDesk Request form to the U1 Departinent
2. 1f vour problem does not Allow you access to your emafl please call us at ext XXX,
This procedure w il help us to Reep a dated log so that your problem canbe b sdled in the order in which | jve
‘Thank you for your cooperation.
e e—————— e ——————— e . -
[ JIELY DESK REQUEST FORM |
- {
NAME: . [ . ‘
' 1
. DEPARTMENT. __ i
| ROOM #: e ——— |
| i
| ROOM PHONE # U
|
REQUEST: )
{
S TAY N :
(PLEASE TICK THE OPTION THA [ APPLIES) i
sies O s P VOTHER - s ‘l
COMPUTER:?/ [NTERNET:/ PHONE / stz OTH |
- ‘
DATE OF REQUEST: e ‘
EXPLANATION OF PROBLEM/REQUEST: |
PLEASE BE AS SPECIFIC AS pPOSSIBLE. i
| —— 2
o o e A —— - i
— e aanat seamanannil S _ o -
e e ——— e = —— I
—‘:""‘"‘——‘_ - . - == il
! e — e |
S e |
T §

—
FOR OFFICE yst ONL ,

I
l

DATE OF COMPLETION: - B 17

. DEAN
VA fental Colieae &
% #4reh Centre, Digdoh Hilks,
it e Oand N'\nnnr.dﬁﬂﬂ‘lg
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VSPM DENTAL COLLEGE AND RESEARCH CENTRE, NAGPUR

Clinical Posting of FINAL BDS 157 SEMISTER (NEW COURSE)

Appearing For 4 Subjects in MAY 2017

DEPT. 12/03/17 to 02/04/17 3/4/17 TO 9/4/17 PRELIMS 15/4/17 TO 19/4/17
b c : S
ORTHO. A D I 12/4/17 D
ODMR B A ‘ 13/4/17
]
THEORY Subject Time
10/4/17 PHD 12.30 TO 3.30
11/04/17 PERIO 12.30 TO 3.30
12/04/17 ORTHO 1230 TO 330
13/04/17 ) 1230 TO 3.30
ODMR
PRACTICAL : 9 AM TO 12.15 PM
DEPT. 10/4/17 11/4/17 12/4/17 J 13/4/17
PHD A D C |B
PERIO B A D [ c- =
ORTHO C B A } D E\§ J
ODMR D C B A
Rservol cosensmmand o he el peforc 20)06—; /> N !
- ) _ P 1al College &
GP1 Jo ol comtonad 0 s s IRCug
- ‘e e G Cleotin e _ Y ne Mat Connntter Hinana Road, Nugpur-34304t
per> H \ ) :
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VSPM DENTAL COLLEGE AND RESEARCH CENTRE, NAGPUR

Clinical Posting of FINAL BDS 2" SEMISTER (. NEW COURSE) Appearing For 4 Subjects in MAY 2017

DEPT. 18/03/17 to 31/03/17 PRELIMS 8/4/17 TO 27/4/17 28/4/17 TO 3/5/17
| ORAL SURGERY C 3/4/17 B C
| CONSERVATIVE D 5/4/17 C D ]
[ PROSTHO. A 6/4/17 D A .
| PEDODONTICS B 7/4/17 A B
l |
THEORY Subject " Time |
o o |
|
03/4/17 Oral and maxillofacial surgery 12.30 TO 3.30 |
05/04/17 Conservative and endodontics 12.30TO 330
06/04/17 Prosthodontics and crown and bridge 12.30TO 3.30
07/04/17 ) 12.30 TO 3.30
Paediatric and preventive dentistry

PRACTICAL : 9 AM TO 12.15 PM

DEPT. 3/4/17 5/4/17 | 6/4/17 714117
ORAL SURGERY A D C B
CONSERVATIVE B A D C
PROSTHO. C B A D
PEDODONTICS D C B A i
"‘Ll 0.2 9 V\’(/\ . s o
| ©z —D. DEAN
! W/ — : VSPR'S Dental College &

Research Conre, Dipdoh Hi
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VSPM DENTAL COLLEGE AND RESEARCH CENTRE, NAGPUR

Clinical Posting of FINAL BDS 2" SEMISTER (NEW COURSE) Appearing For 4 Subjects in MAY 2016

REVISED TIMETABLE (Time 9.30 am To 2.30 pm) From 11/01/2016 to 14/05/16

. FIRST POSTING BATCHES
Date of posting 11/01/16 | 94/02/16 [ 07/03/16 [08/04/16 | 09/05/16
Departments TO TO TO TO TO Priliminary | A=1 to 31
3/2/16 | 06/3/16 | 07/4/16 | 08/5/16 14/5/16 | Examination
(additional posting) B-32to 62
ﬁ Oral and macxillofacial Theory
surgery A D c B A C=63to 93
Conservative and
@ endodontics , B A D c B 02/05/16 to D=94 to
L Prosthodontics and crown ] 124
%X\( and bridge = B A D C  |os/05/16
Paediatric and preventive ’
g\}?/ dentistry D C B B A D

1° PCT (Theory) From 22/2/16 TO 25/02/16
Last Date of Submission of Internal Assessment Marks to the Student Section on or Before 28/5/2016
Time Table of 1%, PCT & Preliminary Examination Is Enclosed

Copy to:

2
All concerned Depts 4. ‘-’;-O/Tx_‘o -
Notice board Final BDS b, % % )\ an, -
Dr. Rajshree Kolte, Chairman, Time-table committee ®.? )

// VSPM Dental College and Research Centre,
% Naggur,

VSPM'S Dental Collsne &
ﬂ_esearch Center, Digdo
fingna Road, Nagpur-&

Encl: List of students.

7/
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VSPM’S DENTAL COLLEGE AND RESEARCH CENTRE, NAGPUR

TIME-TABLE FOR FIRST BDS FOR W.E.F. 28/07/2015

2.00TO 3.00 P.M.

DAY | 9.00 TO 10.00 A.M. | 10.00 TO 11.00 A.M. | 11.00 AM.TO | 12.00 TO 1.00 P.M. 100 TO 3.00"1'] 400 P.M' 400T0 5.00
12.P.M. # 2.00 P.M. TPM
MON DENTAL DADH PHYSIOLOGY | BIOCHEMISTR | ANATOMY PRACZT:ICAL
MATERIAL PRACTICAL LECT. Y LECT. * Y
LECTURE o
/ { > %
TUE PROSTHO PRECLINIC DENTAL - ANATOMY - ANATOMY ANATOMY
PRACTICAL ANATOMY & | LECT {- LECTURE |PRACTICAL
HISTOLOGY | LUNCH |- S &
WED DADH PRACTICAL DENTAL MATERIAL PHYSIO LECT PHYSIO-
PRACTICAL BIOCHEMISTRY
PRACTICAL
THU PROSTHO PRECLINIC PHYSIOLOG |BIOCHEMISTR ANATOMY | ANATOMY
PRACTICAL Y LECTURE | Y LECTURE DEMO. |PRACTICAL
FRI | DADH LECT | ANATOMY ANATOMY DADH LECT PHYSIO-
LECT. PRACTICAL BIOCHEMISTRY
PRACTICAL
SAT DADH PHYSIO. ANATOMY
PRACTICAL LECT LECTURE
Copyto: bl(ﬂQLL ‘
1) Dr Rajashri Kolte, Chairperson timetable —
Examination committee DEAN

2) All concerned Depts
3) Notice Board

VSPM DENTAL COLLEGE,

NAGPUR.

‘SPM’'S Dental College &
‘esearch Benter, Digdoh Hills,
dingna Road. Nagpur-440 n1e

z
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VSPM’S DENTAL COLLEGE & RESEARCH CENTRE,
: : NAGPUR-19 :
SCHEDULE OF CLASSES FOR SECOND B.D.S. (IST AND IIND TERM) (NEW COURSE)

: | 1130T0 |11230 ’
DAY 830T09.30 | 930TO 1030 | 103070 1130 | 13070 | g 130T230 | 230TO330 |  3.30T0 430
- Br ‘ 1.30
MONDY PROSTHO PRECLINIC FRN-TATHO: & MICRO. ~ DM. LECT. MICROBIOLOGY LECT.
TUESDAY CONSERVATIVETECH, | OEN PHARM. TP ROSTHO-| L | PROSTHO. PRECLINIC. PRACT.
WEDNESDAY | bRoSTHO PRECLINIC (OBN-PATHO.&MICRO. |y | CONSERVATIVE TECH, PHARMECOLOSS
THURSDAY | ORAL PATH. | ORAL PATH. | . g “CONSERVATIVE '
BECT: SR CONSERVATIVETECH. | N Ay PHARMACOLOGY LECT.
‘ TGEN. e '
FRIDAY D.M. PRACTICL DM.LECT. | PATH. € MR %Y | pHARMACOLOGY PRACT.
AN LRy i :
SATURDAY : GEN.
D.M.DEMO + LECT. il

(b

DEAN'
VSPM'S Dental College &
Raesearch Center, Digdoh Hills
Hingne Road, Nagpur:44001¢

@85 "
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VSPM’S DENTAL COLLEGE & RESEARCH CENTRE,

SCHEDULE OF CLASSES FOR SECO%(;?II){IS{.-:IS’ST AND IIND TERM) (NEW COURSE)
| " Cron? -2or2)
DAY 830T0930 | 930TO 1030 | 1030TO 1130 | 113010 |1 -11%;3{ 130T230 | 23070330 | 330T0430 |
MONDAY - PROSTHO PRECLINIC GEN. PA;;‘S&% BAEERD: D.M. LECT. MICROBIOLOGY LECT.
TUESDAY CONSERVATIVE TECH. OFN, PUARM. | PROSTHO. | || PROSTHO. PRECLINIC. PRACT.
MEENESDAY PROSTHOPRECLINIC | OFN-PATHD &MICRO. )y CONSERVATIVE TECH. PR o
THURSDAY. | ORAL PATH. | ORALPATH."|  cONSERVATIVETECH. | N | O PHARMACOLOGY LECT.
PRIREE 'D.M. PRACTICL D.M. LECT. PATH ¢ | MICROBIOLOGY | pHARMACOLOGY PRACT.
LECT H i

SATURDAY D.M. DEMO + LECT. Pg’?gd '

DEAN '

YSPM’S Dental C‘nmce )
Ressarch Center, Digdoh Hilis
Hingna Road, Negpur-44001%
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III BDS I/II term (NEW_ COURSE)

TIME TABLE FOE!.ECTURES (with effect from 28/7/201§)
8.30AM TO 9.30AM TO 10.30AM TO 11.30AM TO- 12.30PM TO 1.00PM TO
9.30AM 10.30AM 11.30AM 12.30PM 1.00PM '330PM
MONDAY ogﬁé?&sgm ORAL PATHOLOGY +PRACTICAL 'PERIODONTICS |
S IESDAY PEDODONTIA | ORAL PATHOLOGY | CONSERVATIVE | ORALDIAGNOSS [~
LECTURE LECT . -LECT ~LECT.
WEDNESDAY | PROSTHO LECT ORTHSSC?rNT'-CS * ORAL PATHOLOGY +PRACTICAL
TORSRAY BATCH A GEN MEDICINE CLINIC GEN MEDICINE LUNCH
GEN SURGERY (UPTIL11.45am). ' LECT ( on Thursday & CLINICAL
LECT BATCH B GEN SURGERY CLINIC (11.45am TO | Fridayfrom12.45 |- POSTING
(‘UPTIL11.45am) +12.45 pm) pm) )
A BATCH B GEN MEDICINE CLINIC GEN MEDICINE
GEN SURGERY (UPTIL 11.45 am ) LECT
LECT BATCH A GEN SURGERY CLINIC ( 11.45am TO*
(UPTIL11.45am) 12.45 pm)
PUBLIC HEALTH ODMR/
SATURDAY ORTHO PRECLINIC BEERYiEer ‘|- PERODCHTIA
00pyto ‘ - ‘

‘1) Dr Rajashri Kolte, Chairperson ,| tlmetable
Examination committee

2) All concerned Depts third BDS

3) Notice Board
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FINAL BDS 2™ SEMISTER (NE

VSPM DENTAL COLLEGE AND RESEARCH CENTRE, NAGPUR

WCOURSE) Appearmg For 4 Subjects in Oct/Nov. 2015

Dr. Rajshree Kolte, Chairman, Time-table comimmnittee

TIME TABLE FOR LECTURES  (with effect from 01/07/2018)
DAYS 8.30 am t0 8.30 am 9.30amto 2.30 pm J 2.30 pm to 3.30 pm :
MONDAY PROSTHODONTIA 7 1 OMFs _ j
TUESDAY CONS. DENTISTRY i L PEDODONTIA 7
WEDNESDAY PEDODONTIA CLINICAL I PROSTHODONTIA 7
3 POSTING B :
THURSDAY CONS. DENTISTRY . L PROSTHODONTIA
FRIDAY CONS. DENTISTRY L ~ OMFs.
SATURDAY OMFS ‘ [  rrcaeee
" Copy to: /{_(«/'
- All concerned Depts
Notice board Final BDS Dean,

VSPM Dental College and Research Centre,
Nagpur
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