
SOP: 

This is for general information to all concerned that the following SOPs are made for hassle free and smooth 
submission of applications to the Dean R&D Office for the following mechanisms: 

1.​ Required documents for endorsements of new project proposals 
 

✔​ Signed project proposal copy/ abstract 
✔​ Budget with overhead component 
✔​ Endorsement form (s) duly signed by the applicant 
✔​ Soft copy of the endorsement forms if the forms needs to be printed in institutional letterhead 
✔​ Cover letter forwarded by HoD of concerned department 

 
2.​ Required documents for registration of new sanctioned research projects 

 
✔​ Signed copy of project proposal with budget 
✔​ Sanction letter 
✔​ Copy of endorsement letter submitted to the funding agency at the time of submission of project 

proposal 
✔​ MOU/MOA copy if any 
✔​ Fund position (may be collected from the Finance Office) 
✔​ Filled up pre-registration form (may be collected from Dean R&D Office/ Website) 
✔​ Cover letter forwarded by HoD of concerned department 

 
3.​ Required documents for registration of new sanctioned consultancy projects 

 
✔​ Signed copy of project proposal with budget 
✔​ Sanction letter/ copy of communications from funding agency 
✔​ CV of PI 
✔​ Start date and duration of project 
✔​ Cover letter forwarded by HoD of concerned department 

 
4.​ Tour Programme 

 
✔​ Cover letter forwarded by HoD of concerned department; if the applicant is project staff, PI 

forwarding is necessary 
✔​ Tour Programme duly forwarded by HoD of concerned department; if the applicant is project staff, PI 

forwarding is necessary 
✔​ For attending conference/ symposium/ workshop etc, paper acceptance communication, invitation 

letter, registration fee details and abstract of the paper is necessary 

 

 

 

 

 

 

 

 

 

 



5.​ Tentative check-list for Selection Committee report. 
 

1.​ Selection Committee report to be signed by the Members. 
2.​ Name of the position 
3.​ Date / time / venue of the interview 
4.​ Mode of interview: 
5.​ Period of appointment: 
6.​ Title of project: 
7.​ Advt. Memo No. and date: 
8.​ Original attendance sheet duly signed by the candidates appeared in the interview 
9.​ Application in prescribed format in original, signed CV along with self-attested documents 

(mark-sheets, certificates from class 10th onwards and other relevant documents), List of candidates 
applied for the post, List of candidates called for the interview, marks obtained by the candidates in the 
interview. 

10.​ Verification of original documents of the candidates by the selection committee 
11.​ Ensure that the qualification of the recommended candidate are as per the advt. 
12.​ NoC from Ph.D. supervisor/ employer in case of Ph.D. student/ in employment 
13.​ Comment on availing fellowship/scholarship/financial assistance from other sources (if any) in respect 

of the recommended candidate(s) 
14.​ Original copy of the Selection committee report needs to be submitted within one week from the date 

of interview. 
15.​ If the recommended candidate is student of TU, please provide supporting documents. 
16.​ Selection committee report to be submitted in a sealed envelope marked as “Confidential” 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



FORMAT 
TEZPUR UNIVERSITY 

REPORT OF SELECTION COMMITTEE MEETINTG FOR PROJECT STAFF 
 

Date:​ ​ ​ Time:​ ​ ​ Venue: 
 
For the Post of ……………. in the ............ sponsored project entitled 
…………………………………………….. , of Department of ………………… Tezpur University vide Advt. 
No. …………………………….. dtd. ………………….  
Mode of interview: Online/Offline/Blended​ ​ Period of appointment: ________________​  
Selection Committee: 

1.​ ………………………………………​ :​ ​ Chairperson 

2.​ ………………………………………​ :​  

3.​ ………………………………………​ : 

4.​ ………………………………………​ : 

5.​ ………………………………………​ : 

Advertisement was published in the following News paper / Tezpur University website 
1.​ ​ ​ ​ ​ ​ 2. 

3.​ ​ ​ ​ ​ ​ 4. 
_______ candidates applied for the post. ________ candidates were shortlisted and called for interview. 
________ candidates appeared in the interview. The committee recommends the following candidates to the 
Dean, R&D for appointment in order of preference. The committee verifies the original documents of the 
recommended candidates (in case of offline interview) 

1.​    

2.​  

3.​  

Committee further makes the following remarks. 

Signature of the members –  

1.​ 4 

2.​ 5. 

3.​ 6. 

 

Chairperson 

Selection Committee 

Encl. (Please tick) 

1.​ Attendance sheet (original copy) certified by the selection committee 
2.​ List of candidates applied for the post. 
3.​ List of candidates called for the interview with report of the screening committee(original) 
4.​ Original application form, signed CV of the recommended candidate(s) along with self-attested 

documents (mark-sheets, certificates from class 10th onwards and other relevant documents). 
5.​ Consolidated marks obtained by candidates in the interview. 
6.​ Any other relevant document(s). 

 

Chairperson 

Selection Committee 



FORMAT 
Evaluation committee report for assessment and up gradation of fellowship for Project staff 

Date:_____________ time:___________ Venue________________ 

Committee Constituted vide Memo No. _______________________________ dated ___________ 

Evaluation/Assessment Committee for assessment of progress of research work of Mr./Ms.________________, 
(designation) under the ______(title of project)______________, Department of _____________________, 
Tezpur University for enhancement of fellowship from Rs. ______________ to ______________ per month on 
completion of ________years. 

Members present: 

1.​ Chairperson 
2.​ Head 
3.​ External Member 
4.​ PI/Coordinator 

The Committee assesses/evaluates the progress of works of Mr. / Ms. _______________ based on the 
presentation made by him/her, ____________ who has completed two years on __________ at the fellowship of 
Rs. ____________ per month. Considering on the performance of Mr. / Ms. _________________, the 
Committee recommends him/her for up gradation to next higher scale of Rs. __________ per month with effect 
from _______________.  

 

 

Signature of the Members: 

 

1. _________________________​ ​ ​ 2._________________________ 

 

3. _________________________​ ​ ​ 4.__________________________ 

 

5._________________________ 

 

 

 

 

 

 

 

 

 

 

 



FORMAT 
Evaluation/Assessment committee report for upgradation from ________ to _______ 

Date:_____________ time:___________ Venue________________ 

Assessment Committee Constituted vide Memo No. _______________________________ dated ___________ 

 

Assessment/Evaluation Committee for assessment of progress of research work of Mr./Ms.________________, 
(designation) under the ______(title of project)______________, Department of _____________________, 
Tezpur University for upgradation from ______ to ______ with a monthly emolument of Rs. 
_________________ on completion of ________years. 

Members present: 

1.​ ………………………………………​ ​ ​ :​ ​ Chairperson 

2.​ ………………………………………​ ​ ​ :​  

3.​ ………………………………………​ ​ ​ : 

4.​ ………………………………………​ ​ ​ : 

5.​ ………………………………………​ ​ ​ : 

The Committee assesses/evaluates the progress of research works of Mr. / Ms. _______________ based on the 
presentation made by him/her, ____________ who has completed _______ years on ___________ as ________ 
at a monthly emolument of Rs. ____________. Considering the performance of Mr. / Ms. _________________, 
the Committee recommends/does not recommend him/her for upgradation to __________ with a monthly 
emolument Rs. __________ with effect from _______________.  

 

Signature of the Members: 

 

1. _________________________​ ​ ​ 2._________________________ 

 

3. _________________________​ ​ ​ 4.__________________________ 

 

5._________________________ 

 

 

Chairperson 
Assessment /Evaluation Committee 

 

 

 

 

 

 

 



TEZPUR UNIVERSITY 
Office of the Dean, Research and Development 

REGISTRATION OF SPONSORED RESEARCH PROJECT 
 

Sl no Question Remark/ Comments of Principal 
Investigator 

1 Name of Principal Investigator:  
 

2 Department:   
 

3 Name of Co-Investigator(s):  
 

4 Title of the Project:  
 

5 Funding Agency:  
 

6 Project Type: National/ International 
 

 

7 Sanction number and date:  
 

8 Date of commencement of the 
project: 
(with valid supporting document) 

 
 

9 Total Grant (in Rs):  
 

10 Details of fund received by Tezpur 
University with supporting 
document. 

 

11 Duration:  
 

12 Collaborating Institute(s):  
 

13 Contribution of the project to 
Sustainable Development Goals (if 
any): Annexure may be attached. 

 

14 Component related to Indian 
Knowledge System (IKS) if any: 

 

 

Signature of Principal Investigator: ​ ​ ​ ​ ​ ​ Forwarded by – 

Date: 

 ​ ​ ​ ​ Head of the Department 

​  


