


Project Administration Guidelines

Preamble

Research sponsored by various funding agencies form a crucial component of the research fabric of any institution or University. Such
funds are beyond those which are provided through the University’s research grants. Sponsored research thus allows for focused, and
area specific research by a faculty member. This calls for a project administration with attendant protocols which delivers a balance
between, (a) compliance, whereby an individual faculty will have to conform to norms and regulations set by the University and the
funding agencies and, (b) independence, whereby a faculty member has sufficient freedom to carry out time — bound and targeted
research.

The following suggested / recommended guidelines are intended to maximize these goals.

Proposals

An application for a sponsored project from an external funding agency is done through a proposal. This describes the project aims
and objectives, staff requirement, core competence and requirement of funds.

All proposals towards award of sponsored projects must be processed through the Projects Administration and Finance Office (PAFQ)
of the University. This is because faculty members are not supposed to submit proposals, negotiate the terms of an award (if
necessary), accept grants or execute contracts on behalf of the University. All project proposals should go through a research body of
the School to identify and qualify various aspects of the project. This will be required to be filled through a format during the project
submission process. The PAFO should provide such assistance to the Pl that which he may require during the project submission
process.

Role/responsibility of the project investigator (Pl) :

(1) The PI of a sponsored project is directly and totally responsible for adhering to the applicable funding source restrictions;

(2) The Pl writes the proposal using assistance provided by his or her School;

(3) The PI will review the content of the technical or project description part of the proposal, which deals with specific areas of
knowledge, unique to each project and School and requires in-depth knowledge of the field;

(4) The PI should ensure that the proposal consists of a narrative or technical section, an administrative section or document, and a
budget. The narrative or technical section should be clear with concise explanation of the planned research including specific goals
and methodologies;

(5) The PI should ensure that the budget is the best estimate of support needed to perform the research proposed and should
accurately reflect how the money will be spent. It should detail and justify each item of cost;




(6) ) The administration of the project, during the project term, is handled by the Pl and the School to which the Pl
belongs. Consultants and subcontractors or service providers (see page 21) can be hired by the Pl and such details
included in the project application. Awards and stipulations for such matters will be governed by norms already in
place under GFR.

Role of the project administration and finance office (PAFO) :

(1) The PAFQO provides assistance to the Pls in submission of project proposals, helps to interpret funding agency
guidelines and provide administrative support by reviewing the completed proposal; the PAFO will not review the
content of the technical or project description, unless the project has compliance issues which are ethics-related or
involves use of animals, dangerous materials etc; ( a compliance form should have all the ‘yes — no’ questions which
must be examined by the PAFQ).

(2) The PAFO should provide the basic format for proposal submission, if the agency does not have a format.

(3) The PAFO will review budgets, gather necessary signatures, and check the proposal to make sure that all necessary
forms have been included and comply with agency, governmental and university guidelines. The PAFO will conduct all
necessary grant and contract negotiations, e.g., IPR issues, and assist in the preparation of any additional documents
requested by the funding agency during the course of those negotiations;

(4) Once award of the project is notified, the PAFO will examine the grant award for all the conditions of acceptance
and will release the award for setting up accounts. The accounting section will monitor expenditures and receivables
(cash) and is responsible for assisting the Pl in developing and submitting the financial reports (on yearly basis). Fiscal
oversight is provided by a combination of the PAFO and the individual faculty department and is intended to ensure
that money is spent for the purpose for which it is given in accordance with University norms and funding agency
guidelines;

(5) During the project term, the administration of the project is handled by the Pl and the School to which the PI
belongs, unless some problem arises with the funding agency. The PAFO is considered the liaison between the Pl and
the funding agency for all issues except the technical ones. The PAFQ shall consider for approval all requests for
modifications and/or no-cost extensions to existing agreements provided it is agreed upon by the concerned funding
agency. The PAFO will provide assistance in interpretation of rules, regulations and other legal issues in consultation
with the legal cell wherever required;



(6) The PAFO will help the Pl and his/her School in the closing period of the project term.

As evident, for smooth running of projects, several offices need to be integrated under one head, identified here
as the Project Administration Office. The structure of such an office is perceived as below :

Deputy Registrar (Project Coordinator) for overall administration of projects within the University.
The other operations require personnel for

1. Account maintenance (Finance personnel)

2. Cost reimbursement (Finance personnel )

3. Specialist, Compliance and Rules

4. Specialist, Project Research Administration

5. Project Analysts, for interfacing with various Schools and Centres in the University. Each Project Analyst will
have 3-4 units in their portfolio and carry out the work outlined in the description above. This will help
communication between the Pl and the PAFO, as described below (page 26)

6. IPR and legal expert for IPR and Patent policy

Policies to be formulated :

Travel Policy

I. Policy Statement

Il. Guiding principles:

Support the productivity and safety of those traveling

Ensure compliance with external and internal requirements

Use resources wisely

lil. General considerations:

Travelers should neither gain nor lose personal funds as a result of travel to carry out project related work.

All necessary approvals and travel documents to be in order prior to travel. PAFO should ensure this.

Airline tickets to be booked as far in advance as possible (at least 14 days) in order to obtain advance purchase
discounts and optimal travel times. If possible a travel help desk/designated official may facilitate the booking of
air tickets through the Government authorised booking agents like M/s Balmer Lawrie and M/s.Ashok Tours &
Travels.

The terms of sponsored research agreements for travel are to be accorded priority unless Government rules are
applicable e.g. air travel by Air India is required where funds from Government and Government funded
institutions are used.



Salary

Subject to the provisions of the project as agreed with the funder, the salaries paid to project
employees may follow the following broad guidelines:

1. Post-Doctoral Fellow/ Research Associate
* Project employment at consolidated salary for those candidates holding a doctoral degree in
the relevant discipline/ specialisation may not exceed the gross salary paid to entry level
Assistant Professors under the UGC salary scales.

2. Research Assistant

* Candidates with a Master’s degree may be paid a consolidated project salary (not exceeding
the UGC-JRF amount by 20% plus HRA where admissible).

* Candidates with an MPhil degree or with at least 2 years’ research experience may be paid a
consolidated project salary (not exceeding the UGC-SRF amount by 20% plus HRA where
admissible)

3. Other Project Employees
*  Other project employees’ consolidated salary be recommended at a suitable level in
accordance with the above guidelines and in consonance with their functional specialisations
and provision in the grant.
* Asfaras possible, project employees’ salary should be a consolidated amount in accordance with
the above cited principles and subject to existing guidelines of the funding agencies.




Full Time Contractual Project
Employment

Invite applications providing full
requirements by wide advertisement,
including INU website
Selection Committee approved by VC
to include PI, Chair/ Dean, External
subject expert and VC’'s nominee
Committee to be proposed by Pl
suggesting 3 names for VC to choose
from (draft at Annex X)
Minutes of Selection Committee (draft
at Annex XX) to be approved by VC
before appointment
Contractual appointment for one year
atatime
May be renewed for another period of
one year on certification of satisfactory
performance from Pl and on her/his
request
Tenure of contractual appointment in
accordance with project requirements
and Pls satisfaction, until the date of
project expiry

Project Em plovmeﬂ
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Interim Project Employment

(Maximum period of 3

months)

Pl  recommends such
contractual employment
for 3 months with full CV
of the  prospective
employee

The tenure of ad-hoc
appointment cannot be
extended. Subsequent
appointment should be
after advertisement and
a selection committee.

Ad Hoc Payment for Services

* Small payments for specific
services (typing, data entry, leger
maintenance, lab cleaning,
equipment maintenance, etc.) may
be made to persons identified by Pl
to have the relevant skills

* The aggregate of such payments to
one person should not exceed
Rs.5,000 per month and to three or
more persons should not exceed
the limit of Rs. 15,000/- per month

* Such payments will require
agreement of the Chair/ Dean for
specific purpose to be recorded in
writing

* Should a one-time payment for
specialized services be required
(for instance, higher levels of data-
processing) at a amount higher
than this, sanction must be
obtained clearly stating reasons
and research relevance. Such
sanction may be considered in the
research interest of the project.




Standard Operating Procedure for Maintaining Project Records by each PI

* For each project, the Pl will create and maintain the following:
* Finance Component
* Stock Register- Consumables
* Stock Register- Non-consumables.
» Advance Register- To record Advance money drawn and adjusted within a month
* Asset Control Register
* Dispatch Register
* Photocopies of all Purchase Orders/Supply orders and Prior approvals
* Photocopies of all submitted bills
* All Tender documents/ call for tenders-advertisements/ web page/CPP copy
* History Sheet- to record repair/service history of equipments
* Administration Component
* All advertisements for project appointments
* Office orders
* Selection committee minutes copy
* Copy of Utilisation Certificate/ Statement of Expenditure



