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PROCEDURES FOR UTILIZATION AND MAINTANANCE OF COMPUTER

Standard operating procedure will set the guidelines for utilizing and maintenance of computers across various
departments in the institution.

PROCEDURE FOR UTILIZATION OF COMPUTERS

>

A log book is maintained for the users where they are supposed to make an entry for having logged into the
computer. And they are asked to mention the time of check-in and check-out.

Users are instructed to follow do’s and don’ts pertaining to usage of the computers.

Users are not allowed to plug-in any external hardware devices like pen-drives etc without prior permission of
the lab in-charge.

Users are made responsible for any fault or damage to the computer.

Users should not either delete or install any data or software without the knowledge of the lab in-charge

.PROCEDURE FOR MAINTENANCE /SERVICE OF THE COMPUTERS

>

>

If any problem arises, with the computer hardware or software, the lab in-charge has to send a letter to the
principal through the concerned department HOD’s.

The letter is forwarded to the principal after duly signed by concerned department HOD’s, to initiate repair or
replacement of the same

Depends on the nature of the problem the repair process is initiated with the help of technical staff or by inviting
technicians.

System administrator along with the instructors of the respective labs are responsible for updating of firewall ,
antivirus, office automation software, Microsoft campus agreement and also up gradation of hardware chips to
meet the requirement of course syllabus and curriculum.
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2. STANDARD OPERATING PROCEDURES FOR SPORTS FACILITIES

» Physical Education Director is responsible to schedule the various sports activities,
events, and timeslots accordingly with the sports time table set by SIIET,

» Physical Education Director take part in the events organized by university level.

» Students are allowed to practice and play the games from 3 pmto 5 pm.

» Students are allowed to use indoor and outdoor sports facilities and required sports infrastructure with prior
permission of physical educational director.

» The preventive measures are also taken care by providing necessary first aid kit and telephone numbers of
nearby hospital and ambulance.

> Institute provides facilities both Gymnasium and Yoga practice.

> Necessary training classes are scheduled by Physical Education Director

» Physical Educational Director helps in organizing, supervising, and officiating games and recreational activities.
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SOP FOR ESTABLISHMENT, UTILIZATION AND MAINTENANCE OF LABORATORIES

Establishing a New Laboratory/Procuring new Equipments :

>

YV VV VY

It is the responsibility of the concerned department HOD’s and senior faculty member to prepare a detailed plan for
establishing a new lab based on the requirement to comply with INTUH syllabus.

The lists of the equipments are submitted to the Principal.

On approval, based on the requirement at least three tenders are invited with their quotations.

A comparative statement of both Price & Technical features is made.

On thorough scrutiny, Tendors is finalised and the Purchase of Order is raised.

On receipt of the equipment & completion of Installation, supplier has to train the Lab In Charge about the Operation &
maintenance.

UTILIZATION OF LAB:

>

>
>
>

A detailed schedule is prepared for conducting laboratories by creating required number of batches for each
Class.

Faculty in charge and the lab assistant are responsible to deliver the instructions to conduct the lab.

The institution has unique practice of maintain log books where information about the in and out time.

Also the details of the equipments machines like supplier name, supply date, service date etc are maintained.

MAINTENANCE OF LAB :

>

>

All the laboratories in the institution are subjected to periodic maintenance by the Lab assistant and faculty
members. In the event of failure, repair or replacement will be carried out.

Maintaining the neatness is a prime concern to keep equipments machine etc in good working condition .The
tasks is taken care by attendee and housekeeping staff.
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4. SOP FOR CLASS ROOM MAINTENANCE AND OTHER GENERAL MAINTENANCE

Class room maintenance is monitored by the in charges and HOD’s system of the respective department. Any
issues pertaining to maintenance of class rooms are communicated to concerned persons for further follow-up and
necessary action.

The general maintenance includes maintenance of civil, plumbing and electrical works. This responsibility lies on
the Administrative Officer and Principal

The complaints are normally received by the In charges and HOD ‘s of concern department periodically Based
on the compliant received the nature of the complaints the Administrative officer initiates the process of
maintenance work with the help of concerned workers exclusively recruited for the purpose of maintenance.

Once the process is initiated the list of necessary materials and components submitted to the vice principal and the
same list is forwarded to the central store of the institute. Another important of the general maintenance is
electrical system maintenance which includes diesel generator sets and other equipment.

Also the generator servicing maintaining stock registers will be taken care by the concerned staff.
Apart from the DG set stand-by Electricity Generating Unit , maintenance it is the responsibility of designated

staff to check the earth resistance, watering the earth pits and noting down the readings of various indicating
instruments in the control room

The team of electricians will inspect class rooms, labs corridors and streets etc for lights, bulbs, fuse for their
working condition periodically.

Institute also has installed BIOMETRIC unit to record and monitor the attendance of all the employees
(teaching non teaching supporting staff etc.)

BIOMETRIC units are subjected to periodic inspection by vendors.
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5. STANDARD OPERATING PROCEDURE FOR LIBRARY

Students and faculties use to login to the library after signing in the gate register.

Using their ID S students can be issued 3 books in his/her account for a period of 15 days, and faculty can be
issued only 5 books n his/her account for a year.

Books will be issued by using their IDs in library computer .The books to be issued shall also be scanned for its
Barcode

E-library has been made accessible through login ID and passwords so that to keep its recourses secure and
limited to the students /faculty/researchers only. The library is a user friendly library with Printed journals and
e-journals also available from J—Gate Engineering and Technology, DELNET.

The reference section of the library has the rich collection of INDIAN and international editions textbooks and
reference books.
And request can be made to the concerned for having access to the full text of the desired research paper.

MAINTENANCE:

>

>

The library in charge monitors the well maintenance of the library such as maintaining the registers, availability
of books as per the requirement of the students and staff and the cleanliness of the premises.

As there are large volumes of books in the library, 100% physical check of books will be done at the beginning
of the academic year books added every year will be taken into account.

Loss of volumes of books issued/ consulted in a year will be fined to the user or the user can replace the same
with new once.

Loss of a book of value exceeding Rs.1000/-(Rupees one thousand only) and rare books irrespective of value
shall invariably be investigated and appropriate action taken for that particular user.
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Authentication Certificate

This is to certify that following established Systems and Procedures for Maintaining and Utilizing Physical,
Academic and support facilities are followed in our campus.

S.NO INDEX
I Maintenance process

2 Building maintenance

3 Vehicle maintenance

4 Electricity maintenance
5 Generator maintenance
6 Solar maintenance

7 Laboratory maintenance
8 Water maintenance

Y Sports maintenance

10 Computers maintenance
11 UPS maintenance

12 Library maintenance

Main Read, Sheriguda, Ibrahimpatnam, R.R. Dist. 501 510. https://siict.ac.in

Campus Ph:9640590999, 9347187999, 8096951507.
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Maintenance Process

Maintenance of Laboratory Equipment:

* Laboratory In-charge along with laboratory Assistant ensures proper working of all
equipment at the beginning of each semester.
* Repairs and Maintenance of laboratory equipments are initiated by the respective laboratory

In-charge as and when required.

Maintenance of Computer Laboratories:

* Maintenance of computers, software installations and networking are handled by the System
Administrator.

=  LAN and Wi-Fi are regularly checked by the System Administrator.

=  The computer systems and other sensitive equipments (servers, Projectors, Printers, Scanners,
Xerox machines, Bio-metric machines) are provided with UPS systems to avoid any damage

during power Outages.
Library Maintenance:

= The librarian is the Incharge for handling all the maintenance works required in the library
through maintenance staff. Librarian takes care of utilization of books, computers and other
learning materials in the library.

= Librarian collects the requirement for a list of books, journals and other resources from all
HODs during the commencement of each Academic year. The list is duly verified and approved

by the Principal.
Maintenance of Class rooms:

*  The benches and windows are cleaned and mopping of the class rooms is done everyday.
* In case of any damage to the projector, internet, the class mentor brings it to the notice of the
Administration. The necessary follow up is done by the Administration and steps are taken to

fix whatever is broken.

= At the beginning of each semester the readiness of the classrooms, ICT facilities and furniture

are verified by the Administrative Officer. ; 2 s
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Maintenance of Sports Facilities

» Physical Education Director is responsible to schedule the various sports activities,
Events, and timeslots accordingly with the sports time table set by SIIET,

¥» Physical Education Director take part in the events organized by university level,

» Students are allowed to practice and play the games from 3 pm to 5 pm.

# Students are allowed to use indoor and outdoor sports facilities and required sports infrastructure
with prior permission of physical educational director.

» The preventive measures are also taken care by providing necessary first aid kit and telephone
numbers of nearby hospital and ambulance.

7 Institute provides facilities both Gymnasium and Yoga practice.

» Necessary training classes are scheduled by Physical Education Director

» Physical Educational Director helps in organizing, supervising, and officiating games and

recreational activities.
Maintenance of Vehicle Maintenance:
» Preventative maintenance is performed daily which includes fuel and fluid level checks.

» Vehicle records with all maintenance tasks performed, wvehicle miles and

emissioncontrol reports are maintained.\

Maintenance of Building and Infrastructure:

» Maintenance of buildings and related areas are under taken by the maintenance staff. This
maintenance staff consists of qualified electricians, Carpenters, plumbers and other service

personnel.

Maintenance of sensitive equipment, power and water supply:

Category Capacity | Total Number Company

Generator 125 KvA |1 Kirloskar

RO Plant 500 ml | 1 V.R Agqua chillers

UPS 5 KvA to 20 KvA | (sufficient numbers S,V power Systems
available in all labs)

Main Road, Sheriguda, Ibrahimpatnam, R.R. Dist. 501 510.
Campus Ph: 9640590999, 9347187999, 8096951507.
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d wreEL () ALIGNMENT!

JOHNBEAN A Reliable World Cclass 3D Techn
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Wheel Alignment, Wheel Balancing, Tyre Changing and Rim Throuthing Nitroggz Air
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RIWAH surcharge HYDEL
HEVAH surehargs WIND

Late Paymont Charges  §60.00
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H.T C.C. Bill for the Month of October 2020, Date: 26-Clcr-20

PAYABLE ON OR BEFORE Dated :  0%-Nowv-20
DISCONNECTION DATE: 24-Nov-20

Contracted MO {(KVAMHP) 160 Censumer Number SRN241T
| Spacified Voltage(Kv) 11 tame W/S. GLOBAL TRENDSET EDUCATION
Actusl Voltage(KV) 1" Addressl SHRIGUDAV),

Feodor 180211140301 ( CF ) Address2 IBRAHIMPATNAM{M),

I(Category 2 Addrased RRAROIST

DESCRIPFTIONS KWH KVAK Kva TOD ToD2
(Roading On 18-0CT-20 9182.00 1081800 180 £38.00 2247.00
Reading On 22-SEP-20 £8021.00 10408.00 £2400 218900

! ST01 151 210 14 58

Multiplying Factor 4 4 4 4 4
Total Cansumption 604 640 7.5084 232
Monthiy Minimum Units 3200 120

Main Consumption 3200 Calony 0 LsF 0
|amm CRIPTIONS RATE KVAUNITS

Demand Charges Normal Ra. 390 128

Oemund Charges Ponal Rs. 780 a

Enorgy Chargos Ps, T80 3200

Iincontive TODY1 {FR: 3275 IR: 3183)

Incentive TOD2 {FR: 1162 IR: 1113)

' TOD Chargen a. 100 288

Electricity Duiy Pa. B o

Colony Charges Ps. 630 0

L&F Charges Ps, TEO L

e .

1of2 102030, 340 1M




L L R ] Sammpe  PRAR 0T T A S Al WD TV e P S U SESE N T U

Mt Frgn b+ Tl ey B - oo L LR L PTRE E T .

o
il Ll el IS S e SR S D
—_— _—— = LS B by LE_ ]

L G - g

e - 1 1/
AT o i
B ——— e e = g = - b

Rl B eI L T ) R L T T s T

R WSy A m e bt WIRLE

lisiadd L M ©o
s - u-wnm B Ol
[t s - Beadeiimend waey WL o
= i TTF

[al - A
WS ey e CX)
Trammi i Sl s ¥

T baii - D
Mprvoaunit 1N WWorste ! Masanty Mis Theousend B Homcirsa sareed Pdtaviesnes PTongrensims Ervly. |
Bhrmbon  ALED Wbaree Troe B 51 b o

_w'*“mmmhl'

E e BT D, B tias
AE N PULETVERE e whwar L L e el R LA ] e o -
= SL4PLINTTIE NN IOy T ie
IFTSTIRIBUTICON €O ISFATNY O350 TS
BRI
WEETE T AR e ehee ¥ aE ez, Bt Tar g B
m‘kﬂ_l'l‘ll‘tl—-- R R TR IS Eratee® & WEE T Rae-Rdw e bt i L E L
— = e T e - - =

. e — - — R e e )
| e . - e e .

| ———— YAy P Eadasana S e e L N T

(o - e — ey |

T - T reg— -am - - -
LORT ' S s e - ETTT

Je s - WV R o - e
LT —— - - - - -

| Bemmd 6l e e sEEe - - - -
mmﬂ e o -

e sttt - —— o - - - *
e ki == = = — e e
AR T A e - A L L b W e |
. v ! - 3 e e e i i
T casmeind Ioime s E . o - - —
e e e — R EEL T
I L L R ] AFE 3 aa e Tesa Rl 1 |
et L (AP S e ws—y = ady |
L R TTRE Ty W Wi e e anas
[eeaseasasse sy wousn Lo - -
ety 8 —— - -
o R br— - - e
R RS [t T -~ La B

o RPN F 2 -,




LI T TSN -,

'{_.-—h—-a——

S A lm__ B et

et aw Emes @AW I

[Ty T tw
T —— P
RS .

s L] L
Bt AET Mg fos 2UIT T8 e @

-Egm WEAL A TERAREELACEAS VSN BRSNS MSED BT SRTTERATA FRESS S S8 s T

Fa e T = “'\‘\4?__
‘qd_ Yoy

v Wem T

-

L ]

e Fiwied FARbE

Einrmtaseeiet Lilarue s VREA I

AR B e

WA T e L]

- e

B I e e S Ve S T -
e § 8w b S8 LT

e R mgrressEs SATmeless STen G

v e wnnn 8 TR an i
e e et et

ey

Rt I -

Wemsmmarvimmssry §omma e = o

b b b g -

EPR s ekl -

Ay Tisamt Fmaisog

Frvi Bhme Biemen T -
RSy e sy

e BB A rad S Em O

Morbad Srr—— R

Arime vyt 0% gt Sanm A 4G

weed Elsgpred Frassraicsad mesnd T raety Five i@ pemos Tl

Predge 3l TAD FIO B L

PR meiee B b Sebees ® hsaaiiy §F F PR

m-r)\é"l--m

e

= :‘-G!‘t'!aﬁ) -

s AT TR VY

L} -

SOUTHIERN POWEIR DISTRIBUTLON_

T T BN e e Alssiis sl S wesless 3004,

PANAILE 35 o3l B0V Dated ¢ U8 Thes 26

COMPANY OF TS LLIMITED

ARmaes, Fae: Sy - Fak
(BT TR e Lol S o £ b

IPATE: 2%-03ec- 300
—c v e T me - -
D ] - it Sl Ak TR VIS SITIN Y 0
e e e L ALl B bt ¥ P I e
| ———— ARAEY VI AB RS OF § ke PO ARTIASTA | PLA RA L
4 —y a =) LN ] _-Jl-“'i =
o P T rOa e ar T eea T voos
- - a3 o R L] wan an FET o
VR Ta - Bs = ToaREOs e ERAT B
O BT L s " bt
Wl BT damgy ¥ s s - - - - -
Mawbonl B wavi hdd Pe gl iy = LTS = Adni -rrasm - Rl
R T T Err staes)) [ - - [w g -
L o el e T ———— =
R amm e
. TEW - L
srms srtin = TOIOHY AP aae e RETe - - wzsma
R L L SRS AR RIS AR, SRS i |
VO Charpes - e B ma
Wb by Dty .- . -
e i e w3 o
LA G e TES -
FHA Chammes = e B __ S =
- —— —e e e ] Lo
i Bt B TR T e meie - .
LIS, B

Pl ®




B R Sees—n bdbgs o TEEE TIT S0 DDA B ET Tk by Sebanns § b b W TR

- Ussn il iy -
!_ By 2o s e g Ty . Twam P
i, s DTS e dbuieteaer i ares Semw e w—— G - w.n B
O = R A T
s Comme B = = R
Ct e - - . Bt Py W P b -
T . — ». = St —wann -
= amaess e
" - -
Wit itr iy s -
B SRS R b P e -
Eirlame Awm g -
Theaes s Tessrmms 0 -
S o PR
- At Fhm s et o3 .xEET
- TS e SEmCE o
ST SN M) TRETE G0
B Lt Vr—, oo
x R T T PHRE e
Aiibaiunivl 6 Vo rdio: Sovenity Bie Tivoorsard Tlorsess -0 . el Te ¥ e P g Chevhy.
Febrnms AT Evm fore i S8 Sea o
Hﬂ%ﬁmﬁwmﬁ:ﬂm-—ﬁ“mmur e 5 . oF LS

T erm . Do BRI, B ma TR
BET Fhiliang Sy ekeie e L e L L R e e TR e LT L
ASria ‘ SOUTHERN POWIER DISTRIBU TION
- COMPANY OF TS LIMITELD =ikl

B B e thee Semib sof Thecoindies 20360, Dhatas S dboc-20

FAY A TRLIC €30 ¢ RH SRECIP OIS Dhsnasal o 0¥ dmp-T ) e e e e N1t

AT : Zdodan.21 ¥

R amo - —— s
| Bt wmte g O - BT O L TR AT B T
e e e ) ] R L e S
o FPROEVIIAGION (S R AT R ™=
B e ee = T =
eSO oS e o T resoes ooz
e A LLT LR AR 3] o R
e sk oy a0 FTaTTOS
e et 8 R TR = amg n tal
iR ¢ et - ‘. T a - -
B ety R v Ty L s R ]
D T Py by (=g a =
TR T RO AT AT T AASCILIMET P
ERETIRI i et Fm ] e = L - = LE
T S - e TR b azoe Danoo oo
L T L= T BT L TR ans oo
s TEDE P TR T e rep— ¥ asnn
L re— LIy -
bt b e Tl L B
| Bt e T Fwerr Tem
L P TR -
A e g .
By Sl e S Lt T ] S L
- -
B bt AL = T T --.1

(ReYE | > PoalpmE, ITES AR




(TR T T P — e i L R e e e T S R L T

= [y ree— A W L 1a
L - swees __wrmas -E_J st
ki e ——— = - e == S B ——— -
A_--ﬂ_:_-m i ke L
— - - r P e m e w——
PESTEE——— - - St Py CFemeyve— -
[ - - = = P e -
e b —
-
P i g S -
[ T ——— s
U W v -~
L R LI Sy -
- Fheemam Trahems o b by
rvm o e— ey -—
- B VESS sew EWeSEla 8N -

- S FREY S cheaneved FaaE §
Fertwd Arennen - e
R
Marsarasrst des Wi ruin. Sevmaty Ble Tiusiamasd Eigr Fusccres s Blgtey Tress Sl paes el |
RS AETES EIE R EOAGAY P
WAL T AL S SO, TSI ST e S

PV S PLa . S O R da s ﬂ'f"""’_"“:" "':‘-'.‘:'ﬂm‘i’_ fooys sfe =T # T

ER 3 - o T, AR e
ST BN S L EIE - T TR —
= SOUTHERN POWIER pE—
DISTRIBUTION COMPANY OF TS
LIMITEID
BT €. BRI o e o » 2w, Ermta: 2h-Sme-20
ToAN AN E €F% 350 IMEFOIIEE rmtawl 1 AP0 w20 ERPESE ¥ bt W™
R  Td-Wele-T0
FESu— ) - _!I-_-__ T e Ll i
L] - Ssarrim R GLIEEAL TTLROMEL ¥ LAY M |
R e el L A chuds an e WSRO RN AL W R
B VWOF LY VARO[ OF ) LU g PR A VU TS L
Sk = Rl L __-;.nn-rr
L=t L oAy e i 11 vorod
Hmmeding O 3T SAK TV m AUBAY G0 - LAt o] AT
L 20 . EREL LR o e aew ow
- BT o aan an ..
e Lt - - - - -
mm vaum arsa SLE T e Eery
e et TP £ L am
| Wian s e s gy 3 gl iy S L [y - _.__-.4
| T T R T nATE _m_—-. D m’_ .
| Ermmnd Crisrpes Sures e e e AREER OO
Tl eensmraat Li0smtppiem Fimersi e TR - L]
sty TP L L Ll A D
[CT— WEEE. NG TE AL A .l-\d
[Hissmsstien TIMAE (FG AETR W SERT rap———
| " o “ )
e e Ll - T
LR s . T L .‘1
W R R, A= =

[PPSR — waah FOwrY ua  TOO l

|
|
!

t i3 ETH I |n_|nm




BT Wbl Sy wasen B T 0 212 200 12 BGE0 TIT g Mate Detaids TR

ACD Buraige a.0e
L Chuerges o.a0
Cross Subsidy Burcharse v.e9
AMVAI surcharges HYDEL
FAOVAM suiciasrge WIND
Late Payprvemt Charges 550 60
totutwal vrs ED ooe
Panal lntereet
O o .00
Wleoatireg) Clhust gas ©ag
Tranamission Chargos -E- -]
Other Charges-i 000
Ctivar Charges - LR
Croun Total MOT1.00
e, Heo. from Cevt. 009
IT TCE Wis S0GCTTH) o008

Nt Bl Aungunt TEITY 00
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Totsl Amount Paystls TEIT1.00
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INVOICE

EDDY BATTERY care

EXIDE BATTERIES SALES & SERVICE.
#B.Hn. 12, Market Yard Shutters, Ibrahimpatnam, Ranga Reddy Dist. T.S.
Cell - 9640679768
580 Gndu, Fridibt, sk Jeeh | invoice o '-393
‘ 2 ' L o) =L i
!.nlodaufPaymeﬁt..aM-

. Battery SI. No.

ohone No......... VehicleNo.... ...

PARTICULARS Qty.

A TR




Solar Maintenance

DELIVERY NOTE -
Tinirewery Hiote Mo Daidod
116 28-Aug 2019
n : Mtpdu/Tenne of Payinent
N; 3BAALICSTA08B1ZT L,
. fganm. | Bupphers iRoF Othot Ralaisnodin)
| Eyers Ondint M Talwid
Darspualts Decarreeni boan
Dmapatchad Frougn gt

Tarrme ol Dnieiry

rgr:- Trescnpten of Goodn . FIMGIRAE  [haanity | FAe “Tpan | Anmerd

."1' ‘2100 MM Solar Thermal Vaccum Tubes BAURGROID | 15 Mo's #0000, New 1m'0.°-'
2 Sarviee Amaount ] 1,000.00

I |

i L = = Toam | 18 Mo = ,I ¥ 13,000.00
b rEscE
inmThineun Thousand O, e = 2

| ————————— = ‘1‘5%"&,'&&
e ———— —— e 7

n Amount i wisdn) - NIL
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Water maintenance
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Sports Maintenance
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Computer Maintenance
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UPS Maintenance
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SURYATEIA"
SURYATEJA LUMINAIRES |
SURYATEJA POWER SYSTEMS & SERVICES

SEY TN

Online UPS Digital Home UPS

WE HAVE BEEN ILLUMINATING & ASSURING UNINTERRU
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