SOP 
for Information of sanctioned project and approval for implementation from 
Vice-Chancellor 
 
· Use the e-file created at the time of submitting the project proposal.
· Create the project sanctioned letter as a receipt
· Add the project-sanctioned letter using Add Receipt on the document side.
· The project-sanctioned letter will now appear on the document side of the e-file.
· Type the following RDRM Form A1 on the Green Side of the e-file.
____________________________________________________________________
D- RDRM  FORM  A1
1. RDRM Project Number:
2. Project Title and Sanction Letter No: 
3. Funding agency:
4. School:
5. Principal Investigator:
6. Co-Investigator(s):
7. Project Coordinator (if any):
8. Duration:
9. Total amount of the project:
10. Sanctioned Sub-Heads and amount: 
(a)
(b)
(c)
(d)   
11. Overhead:
12. Number and Designations of research staff: 
13. Terms and conditions:
(a) Dates for submission of Report:
(b) Dates for submission of utilization certificate:
14. Year-wise break-up of the sanctioned amount:
15. Plan of utilization of sanctioned grant over the year: Refer (Add the Plan on the document side and use the reference to link it.) 
_______________________________________________________________________
 
· E-Sign by Principal Investigator  
· And forward the e-file to the Vice-Dean (Research) for recommendation
· Vice-Dean (Research) forwards the e-file and forwards it to the Dean of the School
· Dean forwards the proposal and the e-file to Director, RDRM.
· Director, RDRM, forward the file to the dealing hand 
· The dealing hand fills the following details (the dealing hand can keep a copy of the sanction letter for reference and for NAAC/NIFR)
_______________________________________________________________________
1. Sanctioned Project Number:
2. Overhead expenditure sanctioned: 
3. Mode of submission of utilization certificate (Half-yearly/yearly):  
_____________________________________________________________________
· After entering the above details, the dealing hand will forward the e-file H.C.—AR(DTT) – DR(DTT) to Director, RDRM for recommendation
· Director, RDRM, forwards the proposal with e-Sign and forwards the e-file to VC for approval
· VC approves the proposal with e-Sign and sends the e-file to the Director, RDRM, who forwards the e-file to FO for Budget Head Creation.  
· Budget Head creation at the Finance Division and e-file returns to PI.

