SOP for proposal for recruitment of research staff 
· Create a new e-file for Research Staff.
· 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 D on the Green Side of the note.
· The Press Note for the recruitment of Project staff to be placed in the Draft list for endorsement by the Registrar.
____________________________________________________________________
D-RDRM  FORM  D
1. Sanctioned 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. Name of the research position sanctioned: 
10. No. of vacancies: 
11. Essential qualifications required for the research position:
12. (a) Paid advertisement in national papers, if essential:
            (b) Budgetary provisions in contingency provided by the funding agency for such                  advertisement:    
13. Names & addresses of the members of the Screening Committee suggested:
a) Program Director
b) Principal Investigator:
c) Co-Principal Investigator (if any):
d) Member of faculty (Suggest 2-3 names)
i. .
ii. .
iii. .
 
14. Names & Addresses of the subject experts for the Selection Committee suggested: 
(i) Subject expert (suggest 2-3 names): 
(a)
(b)
(c) 
(ii) Name and address of nominee of the agency:   
     (in case the funding agency has provided       
     Contingency grants for TA/DA for the nominee) 
15: The Selection committee* should consist of 
 (i) Dean
 (ii)Vice-Dean (Research)
 (iii) Principal Investigator:
(iv) Co-Principal Investigator (if any):
(v)  Faculty member for Screening:
(vi) Subject Expert
 
16. Last date for receiving applications:
17. Date for completion of report of screening:
18. Date for holding the interview:
19. Any other comments:
 
· The Dean of the School can nominate the Vice-Dean (Research) to chair the selection committee meeting, if he/she is not able to attend the selection committee meeting
________________________________________________________________________
 
· E-Sign by Principal Investigator  
· Forward the e-file to the Vice-Dean (Research) for recommendation
· Vice-Dean (Research) forwards the e-file to the Dean of the School
· Dean forwards the proposal and the e-file to Director, RDRM.
· Director, RDRM forwards the e-file to VC for the selection of a faculty member for screening, and the subject expert and later Director, RDRM fills in the following details.
· Director RDRM forwards the e-file to the Registrar for endorsement of the Press Note
· Endorsed Press Note from the Office of the Registrar is sent to the Office of D,RDRM for outward number and issuance on GU website and Public Relation Office.
_______________________________________________________________________
1. Member of the Faculty for Screening Committee: 
2. Subject Expert: 
3. Amount of Contingency for paid advertisement:  
4. TA/DA for candidates (available/not available): __________________________________________________________________
· After entering the above details, the Director, RDRM, forwards the form with e-Sign and forwards the e-file to PI









