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2. SCOPE

3.1
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37
3.8

UM

PMU

MO
'HM
AHM
AA2 -
MMRS
‘DBSB - _,
“TECH/STECH
Defect :

WWR
Customers

: Th|s procedure is prepared 40 ensure that the. handhngs of facﬂttles and
‘maintenance complaints at Mahallah such as roof leaking, pipe. leaking and -
doorknob defect are to be managed efflaentiy and effectlvely accordmg to L
Umvermty’ s procedures : Vi . '

~ This procedure is to be used in all Mahallah at IIUM _Gombak Campus. - - N

3. DEF!NITION/ABBREVIATION o

_'[nternatlonal !s[amlc Unaver5|ty Malaysia
‘Residential and Services Department
- Project and Maintenance Unit . =

Mahallah Office

" Hostel Manager - |
~Assistant Hostel Manager . - .
- Administrative / Assistant

Maha!lah Mamtenance Report System L
DayaBersihSdnBhd .=

' Techmman/SemorTechnlman '

Such as leaking, electricity failures, broken mirror
Web Work Request
Students/ staff/ DBSB cleaners
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4. REFERENCES

o 41 _Mahél[ah Maintenan_ce Rep_or_t System
4,2 DBSB Web Work Request .

4.3 Service Level Agreement with DBSB -
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| s. : RESPONSIBILIT&ESAND DETAILED PROCEDURE L

Respon5|blllty

DETAILED PROCEDURE

. 51

Report via MMRS

© Mo/aA2

511

i,

To recelve complamts from customers via MMRS e
To check and identify the complamts genuineness. -

AA2/TECH/ -

' STECH

©5,1.2

To remind the TECH/STECH regarding the complaints
.- To ensure AA2/STECH record the complamts in DBSB
~ Web Work System '

. To record the Work Request Number

AA2/STECH

513

To receive the Work Order Number from STECH.

. AA2 to update Work Order Number in MMRS.

TECH/STECH/. |

: ':.'1MQ. o

514

.~ To notify MO for public announcement {practlce at

female Maha!lah only) if the male TECH or Contractor _ '

_ :nvolved in the site visit at Mahallah compound. -
. Togofor ground check based on last of Work Order _

Number.

TECH/STECH

5.1.5

Upon ground check, TECH/STECH to categorized the report;

Maintenance work to be done by TECH/STECH or by
DBSB appointed contractor.

AA2

5.1.6

To notify customer via email or phone regarding the
status of complaints when necessary (E.g. Out of DBSB -
scope of work)
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~ Responsibility

| Detalled Procedure

i. To check and follow up on the maintenance work done by

AA2/AHM/HM | 5.7  TECH/STECH or contractor.
_- Maintena'nce_w_ork d'on'e' successfully by TECH/STE_CH? o
AAZ/AHM/H_M | 518 a If YES AAZ to update the }ob was comp!eted in the MMRS
' b lf NO AA2/AHM/HM to report to Zone Supervrsor
Mamtenance work done successfully by Contractor?
5 .1 9 a If YES, AA2 to update the Job was completed in the MMRS

AA2/AHM/HM

b, If NO, AA2/AHM/HM to report to PMU if exceed 30 days.
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Responsibility | Detailed Procedure o

52

‘| Monthly Maintenance Report

AR2/JAHM/HM | 521

L fAAZ to update the status of work completton in MMRS on -
- 'weekly basis ' o '
il AHM/HM to check the status on weekly basas o

AHM/HM | 522

- ' Submission of MMRS monthly report by 7% to PMU

523

i. End of process
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6. QUALITY RECORDS . -
N_o. "RECORD TRETENTION | LOCATION | RESPONSIBILITY
PERIOD - - I
1 General file: . 2Years Filing cabinet AA2 5
e Monthly report on Facmties and : : : : :
" .| Ground Maintenance. © ... . ..
2.. '] Report from student in MMRS '2"‘(ear_s.'- Softcdpy in ' AA2
_ _ O -~ 1 PCFolder o
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7. ' FLOWCHART

- "As per attached .
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8. APPENDICES -

1 Appendix 1 : Work flow of MMRS :




WORKFLOW FOR ONLINE MAHALLAH o o Version : 03
MAINTENANCE REPORT (MMRS) _ Eective Dat}:?;,}sllzoamo ?g

~ Student fill up the Online google form maintenanance report
(scan QR code or links@RSD website)

Y

~
‘MO receive complaint/report from student via google sheets
. data and remind the DBSB Technician
. | : }
'
DBSB Technician to ensure all maintenance reports were
* ‘recorded in Webwork System for futher actlon

Maintenance work to be done by -

-Mainténance work to be done by _'DBSB Senior

contractor appointed by DBSB. - | 4— "~ Techuicianto ~ " DBSB In house technician,
' IR [ categorised the L ' e
l o oreport 3 !
accordingly. - — N
-Contractor to work on site ' - ' - * Work to be completed -
w:thm30 days. . e v oo within KPI,

] T

[ To report to PMU, RSD ]

%

: : MO to
. l — T o follow up/

report to
Zone

Supervisor

MO to check the status of \Yo_rk Order, Put a remark in RSD.
" google sheet i.e. work order no, date of completion.
B

Work order closed by DBSB Senior Technician.
Submission of weekly maintenance report to MO.

v

HM/AHM to verify the Monthly
Maintenance Report

Guide:

RSD  : Residential & Services Dept,

DBSB ;: Daya Bersih Sdn Bhd Filing and documentation Vi .
PMU : Profect & Maintenance Unit [ ¢ Major KPl:

HM : Hostel Manager + Tripping 24 hrs

AHM : Asst, Hostel Manager

MO : Mahallah Office

Door knob_24 hrs
Fan_3 days
Light I day

LI I I )




