
Recruitment/Lifecvcle of P ro i ect Staff

Receipt of Project Sanction order fl'om the
funding Agency

Receipt of Project Sanction Approval fl"orn the Funding
Agency along with sauction ol funds, stafi date of the
project is fiorn the date of receipt of funds (as per funding
agency nonns)

Sanction approval to be obtained fiorn Dean R&D for recruitmerrt
ofProject staff as per the funding agency nonrs duly confirrning
the availability of furrds.

l) Project Staff (JRF/SRF/RA)
2) Project Staff other than (JRFiSRF/RA)

recruitment approval fonn to be filled as per requirement:

h ttl):i illrrl. i i li.;re. i rr,/nrrrin,lr'nil 1i rrr rrs

Post approval of Dean R&D. Advertisement approval forrn obe filled and

approval need to be obtained from Dean R&D along with Draft
Advertisernent. lr ttp :,',ill rrl. i ii i..re. i rr /rt lr i rri rn,"l lirrr r r';



Conduct Interviews and on final selection of tlie candidate
approval to be obtained frorn Dean R&D on the selection
comrnittee repoft duly signed by all the selection
cornmittee rnembers. PI & HoD
hI(r);/,'l'n(i iiti,trr.irr, rtririrt,itrrl lirltrr:r

Post approval of the selection committee repott by Dean R&D,offer
letter rnay be released to the candidate and confirrn his acceptance
and the date of joining thror-rgh the offlce of the depafiment
cotrcerned signed by HOD

At the tirne ofjoinirrg of the candidate all the relevant documents to be

filled/obtained lJoining Kit) Joining Report, Bio-data forrn, Safety &
SecLrrity Undeftaking fonn. Bank Account form. HRA declaration forrn (if
applicable). Identity card fonn, copy of bank passbook and PAN. Aadhar
Card and all the Mark sheets are duly verified and there after the docurnents
may be forwarded to R&D Office for approval of Dean R&D through office
of the concerned depaftrnent. lr itp,,li rnrl. i i t i. itc i i rir i ur i rr,'r'rrtl tirlr r r s

Afterthe approval of Dean R&D on the joining report, Off-ice Memorandum to be
prepared by HoD Office and the copyto be forwardedto R&D section with all the
supporting cloctttnents for salary process and the file to be maintained by the office
of the deparlment corrcerned
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One montlr prior to expiry olthe ternr/OM of the project staft. the
tloD office corrcerrred should initiate note l'or extension of the ternr
through PI and I-loD for approval of Dean R&D

Ou approval by Dean R&D, fresh OM of extension to be issLred

and copy is rnarked to R&D section for salary processiug.

On expiry of the tenn/resignation of the project staff, the office of the
departrnent shall imrnediately intirnate to R&D Section

Also process for no dues (lodLreflrdq4!114Lll) and once all the dues are
cleared experience certificate, relieving letter/experience letter may be
issued though the office o[ the departrnerrt and the records/files to be
rnaintained for future requirements as per procedure




