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The Indian Institute of Technology (Indian School of Mines), Dhanbad, stands as a beacon of excellence in the fields of Education 

and Research. With a rich legacy that dates back to 1926, the Institute has consistently pushed the boundaries of Innovation and 

Knowledge, contributing significantly to various sectors through its Alumni, Research initiatives, and Collaborative projects. 

 

Our commitment to excellence is not only reflected in the academic achievements but also in our administrative practices. We believe 

that transparency and efficiency are foundational to fostering an environment where education thrives. This Citizens' Charter serves 

as a testament to our dedication to quality service delivery, accountability, and accessibility for all stakeholders, including Students, 

Employees and the wider community. 

The Citizen Charter ensures that service seekers can access the various units of IIT (ISM), Dhanbad with minimal hassle and maximum 

efficiency. It clearly outlines ‘WHERE TO CONTACT’ and ‘HOW TO PROCEED’ for different services.  

Grievance Redressal : Stakeholders can register grievances whenever the services sought exceed the stipulated time in the Citizen’s 

Charter. The grievance should be submitted to the respective Sections/Offices as the case may be. These grievances will be settled in 7 

days, failing which the matter will be reported to Registrar/Deputy Director/ Director as the case may be.  

Reasonability Clause: The maximum processing times outlined in this Charter apply under normal conditions. However, these periods 

may extend during times of high demand. For instance, during February and March, the Finance and R&D Offices handle a significant 

influx of bills, the Administration (including Faculty Affairs Office) manages numerous pay fixations, and the Academic Affairs Office 

experiences increased workload due to admissions, convocations, and examinations etc.  
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ESTABLISHMENT SECTION 
 

Sl. 

No 

Details of the 

service 

Requirement from the  stake 

holders 

 

Check List Maximum 

processing time 

for the office 

Contact details & 

Escalation 

Matrix   

1.  

Acceptance of 

Joining Report, 

Creation of MIS 

accounts, Email-

ID, Obtaining of 

Employee code. 

 Joining report to be submitted          

through Registrar. 

 All forms (provided with the 

offer letter) duly filled in and 

completed in all respects. 

 Self-attested copies of 

certificates of educational 

qualifications/ experience 

certificate. 

 Relieving letter from previous 

employer, if applicable. 

 Verification of details from the 

application form submitted by the 

candidate at the time of applying to the 

post. 

 Verification of all the documents 

relating to the educational qualification, 

experience, NOC, relieving certificate 

etc. 

 

 

 

07 working days  

 

(excluding the period 

for obtaining the 

medical fitness 

certificate from Health 

Centre, IIT (ISM) 

Dhanbad) 

 

Registrar 

Email id: 

registrar@iitism.ac.

in 

Telephone:  0326-

2235202 

 

 

 

 

Deputy Registrar, 

(Establishment)  , 

Email id: 

drestt@iitism.ac.in 

Telephone:  0326-

2235675 

 

 

 
 

Assistant Registrar, 

(Establishment)  , 

Email id: 

arestt@iitism.ac.in 

Telephone:  0326-

2235609 

 

 

2.  

Leave 

Applications 

HPL/ CL/ EL/ 

RH/ Commuted 

Leave  

 

 

Application for leave must be 

submitted at least 10 days before the 

commencement of leave (except CL), 

through concerned HoD/HoS/HoC. 

 Leave     application     duly recommended 

by the concerned HoD/HoS/HoC. 

 Commuted Leave must be supported by 

valid medical certificate(s).  

 

07 working days. 

3.  

Study Leave/ 

Paternity Leave/ 

Maternity Leave/ 

Child Care 

Leave/ SCL or 

any other kind of 

leave  

 

 

 

Application for leave must be 

submitted at least 15 days before the 

commencement of leave, through 

concerned HoD/ HoS/HoC. 

 

 Leave     application     duly 

recommended by the concerned 

HoD/HoS/HoC. 

 Commuted Leave must be supported by 

valid medical certificate(s).  

 Current family details and Birth 

certificate/ Supporting documents for 

sanction of Maternity Leave / Paternity 

Leave. 

 Leave entitlement as per Institute’s leave 

15 working days 

 

(However, it will 

depend on the 

availability of the 

Competent 

Authority). 
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rule and instructions issued from time to 

time. 

 Bond as applicable in case of Study 

Leave or other leave. 

 Any other relevant documents as 

applicable in accordance with the 

Institute’s leave rules. 

4.  

No Objection 

Certificate for 

Visa Purpose. 

(For Official/ 

Personal) 

Request must be submitted through 

concerned HoD/HoS/HoC. 
 Duly filled Performa. 

 For personal visits, purpose must be 

mentioned. 

 Invitation letter must be enclosed with 

the application, if it is an official visit. 

 Office order for official visit  

 Information regarding source    of 

funding. 

 Vigilance clearance certificate. 

10 working days 

 

(Consequent upon 

receipt of vigilance 

clearance certificate 

from the CVO office) 

 

5.  

 

No Objection 

Certificate for 

Passport 

Request must be submitted through 

concerned HoD/ HoS/ HoC. 

 An application mentioning the required 

documents viz. Annexure-A,G & H, as 

applicable. 

 Two passport size photographs. 

 Vigilance Clearnce. 

10 working days 

6.  

 

No Objection 

Certificate for 

higher studies 
Request must be submitted through 

concerned HoD/ HoS/ HoC. 

 Application duly forwarded/ 

recommended by the HoD/ HoS/ HoC 

concerned. 

 Supporting documents. 

 Verify the earlier NOC, if any. 

 Any other relevant documents. 

15 working days 

7.  

Forwarding of 

application/ NOC 

for outside 

employment/ 

deputation 

Request for forwarding of 

application/NOC must be submitted 

ten (10) days before the closing date of 

submission of application. 

Request must be submitted duly 

 Application in the prescribed format, as 

applicable. 

 Copy of advertisement. 

 Duly filled Performa. 

 Undertaking for resignation, in case of 

15 working days 
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recommended by the concerned HoD/ 

HoS/ HoC. 

probationer 

 Vigilance clearance certificate 

8.  

Issue of office 

order to avail 

LTC 

Approved leave application along with 

the Self-Performa certification through 

MIS. 

 Service Book 

 Personal file 

 Certificate from the employer of the 

spouse, if applicable. 

 Verification of dependency  

 Validation of Special dispensation 

scheme if applicable. 

 Approved Leave on MIS. 

 Self-Certification Proforma. 

 Home Town Declaration 

10 working days 

 

9.  

Issue of Office 

order regarding 

Encashment of 

EL on LTC 

Request   must be submitted before 

proceeding on LTC before 10 days. 

 Service Book 

 Personal file 

 LTC order 

10 working days 

10.  

 

Pay fixation on 

account of 

appointment/ 

upgradation/ re-

engagement etc. 

In case of new joining/ re- 

engagement - Suo-moto 

 

In case of existing employee – After 

receiving the option form 

 Acceptance of offer letter if applicable. 

 Joining Report/Exercising of options, as 

applicable. 

 Verification of all documents 

 Service Book 

 Personal file  

 Audit clearance 

 

Pay fixation order to 

be issued in the same 

month, if the 

employee joins this 

institute/ exercises 

the option as 

applicable up to 15th 

of the month, 

otherwise in the next 

month. 

11.  

Correspondence 

with previous 

employer for 

matters related to 

the past services. 

Request to be submitted. 

 Full details of previous employment and 

employer must be mentioned in the letter. 

 Service Book 

 Personal File. 

15  working days 

12.  Counting of Request to be submitted after  He/she should have applied through proper 15  working days 
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past  services for 

pensionary 

benefits 

confirmation of the employee in their 

post. 

channel for employment in this Institute. 

 Full details of previous employment and 

employer must be mentioned in the letter. 

(After receiving of all 

pensionary benefits 

from the previous 

employer) 

13.  

Forwarding of 

cheques/ drafts to 

concerned 

section received 

from the 

borrowing 

Institute in case 

of deputation/ 

Lien etc. and 

from previous 

organisation in 

case of counting 

of past services. 

  Correspondence from the previous 

employer. 

07 working days 

16. 

Resignation/ 

Technical 

resignation/ Lien / 

Voluntary 

Retirement 

Premature 

Retirement 

Application to be submitted before 

notice period of 03 months (in case 

of permanent employee)/ 01 month 

(in case of probationer) through the 

HoD/ HoS/ HoC concerned. 

 Service Book 

 Personal file 

 Vigilance clearance 

 Leave pending report from the HoD/ HoS/ 

HoC concerned 

 Verification of leave account. 

 Audit Clearance. 

 Exact date of relieving must be mentioned 

in the letter. 

 Proof regarding submission of application 

through proper channel 

 Copy of offer letter must be enclosed, if 

going to join the other Institution 

/Organisation. 

21 working days 

(after receipt of the 

leave pending record 

and vigilance 

clearance) 

(However, it will 

depend on the 

availability of the 

Competent 

Authority). 

 

 

17. 
No-Dues 

Certificate 

The HoD/ HoS/ HoC concerned shall 

ensure to furnish no dues certificate 

 07  working days 

(after receipt of the 
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at the earliest. same from all 

concerned) 

18. 
Service 

Certificate 
Request should be submitted. 

 Service Book 

 Personal File 

15  working days 

(However, it will 

depend on the 

availability of the 

Competent Authority). 

19. 

Processing of 

request for 

relieving on 

deputation.  

Application must be routed through 

concerned HoD/ HoS/ HoC. 

 Exact date of relieving must be mentioned 

in the letter. 

 Proof regarding submission of application 

through proper channel. 

 Copy of offer letter. 

 Vigilance clearance certificate 

 Finalization of Terms & Conditions 

between lending department and 

borrowing department. 

15 working days 

(After Finalization of 

Terms & Conditions) 

 

 

 

 

20. 
Issuance of 

Medical Book 
Request to be submitted 

 Application form 

 Latest Form 3 

 Duly Completed forms as applicable 

 Income certificate for dependent family 

members, as applicable. 

 Verification of Dependency  

 Two passport size recent photographs  

07  working days (in 

case of new joining) 

 

02  working days (in 

case of renewal) 

 

21. 
Issuance of ID 

Card 
Application form 

 Service Book 

 Personal File. 

 Printing of ID card 

15  working days 
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23. Retirement Notice:  

Issue of retirement notice 

None  Service Book 

 

 Personal file 

Within 15 working days 

 

(Before three months from the 

due date of retirement on 

superannuation of the 

employee concerned) 

 

 

24. On Superannuation/ 

Retirement from service: 

(i)- Grant of Pension & 

Gratuity 

(ii)- Grant of capitalized 

Value of Pension due to 

Commutation of pension to 

the extent of 40% 

(iii)- Grant of Ordinary 

 Set of Forms for pension duly 

filled by the retiring employee. 

 Two specimen signatures, 

duly attested in duplicate. 

 Two copies of joint 

photograph with wife/husband 

(passport size) duly attested. 

 Photocopy of current month 

pay slip. 

 Service Book  

 Personal file  

 Specimen signatures, duly 

attested, in duplicate. 

 Two copies of joint 

photograph with wife 

/husband (passport size) 

duly attested in envelope. 

For pension fixation, leave 

encashment and 

commutation of pension:  
Within 30 working days 

(From the date of submission 

of pension papers duly 

completed in all respects) 

 

For Gratuity: 

22. 
Any other matter 

not  listed above 

Request must be submitted through 

proper channel 

 21 working days 

(except the matter 

involving the policy 

decision)  

(Subject to the 

availability of the 

Competent authority). 

 

 

 

 

 

 

 

 

SERVICE BOOK & PENSION IN RESPECT OF NON – TEACHING EMPLOYEES 
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Family Pension (Enhanced 

Rate as well as Normal 

Rate) jointly in favour of 

Spouse. 

 Photocopy of PAN and 

Aadhaar Card. 

 Photocopy of bank passbook 

and/or cancelled cheque. 

 Vigilance clearance 

certificate. 

 Photocopy of current 

month pay slip. 

 Photocopy of PAN Card. 

 Photocopy of bank 

passbook and/or cancelled 

cheque. 

 Photocopy of Aadhar card. 

Within 30 working days  

(From the date of receipt of 

No Dues Certificate/requisite 

papers from  all concerned 

authorities, including Quarter 

Vacation Notice) 

 

25. Issuance of sanction/office 

order regarding Payment of 

Gratuity 

 No Dues Certificates from all 

the concerned offices/units. 

 Internal audit clearance 

 

 Service Book 

 Pension Files 

Within 30 working days 

(From the date of receipt of 

No Dues Certificate/requisite 

papers from  all concerned 

authorities, including Quarter 

Vacation Notice) 

 

26. Family Pension, if 

applicable 
 Form 14 

 Two slips each bearing 

thumb and finger impressions 

duly attested            (Female 

for right hand/Male for left 

hand) 

 Two slips each showing 

particulars of height 

signature/thumb impression, 

two copies of passport size 

photographs and 

identification marks duly 

attested. 

 Bank Declaration Form duly 

filled with and endorsed by 

the Branch Manager. 

 PAN Card 

 Aadhaar Card 

 Service Book 

 PPO 

 Pension File 

Within 30 working days 

(From the date of submission 

of pension papers duly 

completed in all respects)  
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27. Revision of Pensionary 

benefits due to revision of 

Pay 

On receipt of revised pay fixation 

order, pension claims along with 

other supporting documents are 

audited and processed in a similar 

way as cited at Sl. No. 2 

 Copy of PPO 

 Pay Revision Order 

 Current residential 

address, if there is a 

change 

 Pension file 

 Authority of Pension 

Revision Order, if any. 

Within 30 working days 

(Consequent upon issuance of 

pay fixation order by the 

Institute) 

 

28. Revision of Dearness 

Relief 

None Order from Ministry of 

Education, Government of 

India 

Same month’s pension, if 

order received till 15th of the 

month, otherwise next month 

 

 

 

 

 

 

29. Revision of additional 

pension(above 80 years) 

On receipt of application/request 

letter from the concerned 

beneficiary 

 Office copy of PPO of the 

Pensioner 

Within 30 working days 

(From the date of receipt of 

application/request letter from 

concerned beneficiary ) 

30. Restoration of 

Commutation 

On receipt of application/request 

letter from the concerned 

beneficiary 

 Office copy of PPO of the 

Pensioner 

Within 30 working days 

(From the date of receipt of 

application/request letter from 

concerned beneficiary) 

31. Issuance of Pensioner’s ID 

card 

Duly completed form along with 

recent colour photograph 

Receipt of payment 

 

 Office copy of PPO of the 

Pensioner. 

 Payment receipt 

 

Within 15 working days 

(From the date of receipt of 

application/request letter from 

concerned beneficiary ) 

32. Issuance of Pensioner’s 

Medical Book 

 Application Form duly 
completed along with the 
recent coloured Photograph 
of retiring employees and 
his/her dependents, 
forwarded by the concerned 
HOD/HOS/HOC 

 Receipt of payment 
 Duly completed forms as 

applicable 
 Verification of Dependency 

 Latest Form 3 

 Service Book 

 Income certificate for 

dependent family 

members’ as applicable. 

Within 15 working days 

(From the date of receipt of 

application/request letter from 

concerned beneficiary ) 
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33. Any other matter not listed 

above 

Request must be submitted 

through proper channel 

The concerned records/ 

documents. 

30 working days 

(Expect the matter involving 

policy decision) 

 

(Subject to the availability of 

the Competent Authority) 
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OFFICE OF DEAN (FACULTY)  
 

SERVICE BOOK & PENSION IN RESPECT (FACULTY MEMBERS 

 

SL 

NO. 

Details of the service Requirement from the 

stake holders 

Check list Maximum processing time for 

the office 

Contact 

details/Escalation 

Matrix 

1. Retirement Notice:  

Issue of retirement notice 

None Service Book Within 15 working days Dean 

(Faculty), 

IIT(ISM) Dhanbad, 

Email id: 

dfac@iitism.ac.in 

 

Telephone:  0326-

2235204 

 

 

 

 

Deputy Registrar (FA) 

Email id: 

drfac@iitism.ac.in 

Telephone:  0326-

2235254 

 

 

 

 

Assistant Registrar 

(Faculty Affairs) 

Email- 

arfacew@iitism.ac.in  
0326-2235514 

2. On Superannuation/ 

Retirement from service: 

(i)- Grant of Pension & 

Gratuity 

(ii)- Grant of capitalized 

Value of Pension due to 

Commutation of pension to 

the extent of 40% 

(iii)- Grant of Ordinary 

Family Pension (Enhanced 

Rate as well as Normal 

Rate) jointly in favour of 

Spouse. 

1. Form for pension 

2. Two specimen 

signatures, duly attested in 

duplicate. 

3. Two copies of joint 

photograph with 

wife/husband (passport 

size) duly attested in 

envelope. 

4. Photocopy of current 

month pay slip. 

5. Photocopy of PAN 

Card. 

6. Photocopy of bank 

passbook and/or cancelled 

cheque. 

1. Specimen signatures, duly 

attested, in duplicate. 

2. Two copies of joint 

photograph with 

wife/husband (passport size) 

duly attested in envelope. 

3. Vigilance clearance 

certificate 

4. Photocopy of current 

month pay slip. 

5. Photocopy of PAN Card. 

6. Photocopy of bank 

passbook and/or cancelled 

cheque. 

7. Photocopy of Aadhaar. 

Within 30 working days 

(From the date of submission 

of pension papers duly 

completed in all respects) 

 

For Gratuity: 

Within 30 working days (from 

the date of receipt of No Dues 

Certificate/requisite papers 

from  all concerned authorities) 
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3.  Issuance of sanction/office 

order regarding Payment of 

Gratuity 

1. No Dues Certificates 

from all the concerned 

offices/units. 

2. Internal audit clearance 

 

1. Service Book 

2. Pension Files 

Within 30 working days 

(From the date of receipt of No 

Dues Certificate/requisite 

papers from  all concerned 

authorities) 

 

4. Family Pension including 

provisional family pension 

to spouse/dependents of 

deceased NPS subscriber 

 

Note: However 

CCS(Implementation of 

NPS) rules have not been 

extended to this institute 

1. Form 14 

2. Two slips each bearing 

thumb and finger 

impressions duly attested            

(Female for right 

hand/Male for left hand) 

3. Two slips each showing 

particulars of height 

signature/thumb 

impression, two copies of 

passport size photographs 

and identification marks 

duly attested. 

4. Bank Declaration Form 

1. Service Book 

2. PPO 

3. Pension File 

Within 30 working days 

(From the date of submission of 

pension papers duly completed 

in all respects)  
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duly filled with and 

endorsed by the Branch 

Manager. 

5. PAN Card 

6. Aadhaar Card 

 

5. Revision of Pensionary 

benefits due to revision of 

Pay 

On receipt of revised pay 

fixation order, pension 

claims along with other 

supporting documents are 

audited and processed in a 

similar way as cited at Sl. 

No. 2 

1. Copy of PPO 

2. Pay Revision Order 

3. Current residential address, 

if there is a change 

Within 30 working days 

(Consequent upon issuance of 

pay fixation order by the 

Institute) 

 

6. Revision Of DR None Order from MHRD Same month’s pension if order 

received till 15th of the month, 

otherwise next month 

 

 

 

 

 

 

 

 

7. Revision of additional 

pension(above 80 years) 

On receipt of 

application/request letter 

from the concerned 

beneficiary 

Office copy of PPO of the 

Pensioner 

Within 30 days  

(from the date of receipt of 

application/request letter from 

concerned beneficiary ) 

8. Restoration of Commutation On receipt of 

application/request letter 

from the concerned 

beneficiary 

Office copy of PPO of the 

Pensioner 

Within 30 days  

(from the date of receipt of 

application/request letter from 

concerned beneficiary ) 

9. Issuance of Pensioner’s ID 

card 

1. Application 

2. Receipt of payment 

3. Duly completed form 

   

1. Office copy of PPO of the 

Pensioner. 

 

2. Payment receipt 

Within 15 working days 
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10. Issuance of Pensioner’s 

Medical Book 

1. Application Form 

2. Receipt of payment 

3. Duly completed forms 

as applicable 

4. Verification of 

Dependency 

5. Photograph 

1. Latest Form 3 

2. Service Book 

3. Income certificate for 

dependent family members’ 

as applicable. 

Within 15 working days 

11. Any other matter not listed 

above 

Request must be submitted 

through proper channel 

 21 working days 

 

(Where a policy decision is 

involved or otherwise) 

(Subject to the availability of 

the Competent Authority) 
 

OFFICE OF DEAN (FACULTY)- OTHER MATTERS 

 

12.  

Acceptance of Joining 

Report, Creation of MIS 

accounts, Email Id, 

Obtaining of Employee code. 

Joining report to be 

submitted through 

concerned HoD. 

1. All formats provided 

with the offer letter 

have been filled-in and 

forwarded by the HoD. 

2. Self-attested copies of 

certificates of 

educational 

qualifications/ 

experience certificate. 

3. Relieving letter from 

previous employer, if 

applicable. 

 

07 working days  

 

 

13.  Leave Applications 

HPL/CL/EL/VL//Paternity 

Application for leave must 

be submitted at least 10 

1. Leave     application     

duly 
05 working days. 
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Leave/SCL or any other 

leave (Duration less than one 

month). 

 

 

days before the 

commencement of leave, 

through HoD. 

forwarded/recommend

ed by the HoD 

concerned. 

2. Commuted Leave 

must be supported by 

valid medical 

certificate.  

3. Leave applicable for 

Project purpose 

should be forwarded 

through Dean (R&D). 

4. Current family details 

for sanction of 

Paternity Leave  

 

14.  

Sabbatical Leave/Special 

Leave/Maternity leave/ Child 

Care Leave or any other kind 

of leave (duration of more 

than one month) 

Application for leave must 

be submitted at least 10 

days before the 

commencement of leave, 

through HoD. 

1. Leave     application     

duly 

recommended/forward

ed by the HoD 

concerned. 

2. Commuted Leave 

must be supported by 

valid medical 

certificate.  

3. Leave applicable for 

Project purpose 

should be forwarded 

through Dean (R&D). 

4. Current family details 

21 working days 

 

(However, it will depend on the 

availability of the Competent 

Authority). 
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for sanction of 

maternity leave. 

5. Supporting 

documents, if any. 

6. Leave entitlement as 

per Institute’s leave 

rule and notices issued 

from time to time. 

7. Bond as applicable in 

case of Special/ 

Sabbatical Leave or 

other leave. 

8. Any other related 

documents as 

applicable in 

accordance with the 

Institute leave rules.  

15.  
No Objection Certificate for 

Visa Purpose.(For Official/ 

Personal) 

Request must be submitted 

through concerned HOD. 

1. Duly filled Performa. 

2. Invitation letter for 

official visit. 

3. For personal visits, 

purpose must be 

mentioned. 

4. Invitation letter must 

be enclosed with the 

application, if it is 

official visit. 

5. Office order for 

official Visit  

07 working days 

(Consequent upon receipt of 

vigilance clearance certificate 

from the CVO office) 
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6. Information regarding 

source    of funding. 

7. Vigilance clearance 

certificate. 

16.  
No Objection Certificate for 

Passport 

Request must be submitted 

through concerned HoD. 

1. An application 

mentioning the 

required documents 

viz. Annexure-A,G & 

H as applicable. 

2. Two passport size 

photographs. 

07 working days 

17.  
No Objection Certificate for 

higher studies 

Request must be submitted 

through concerned HoD. 

1. Application duly 

forwarded/recommend

ed by the HoD 

concerned. 

2. Supporting 

documents. 

3. Any other relevant 

documents. 

15 working days 

18.  

 

Office order regarding 

attending conference, 

seminar, etc. out of 

PDA/PDF. (India/Abroad) 

Request must be submitted 

through concerned HoD/ 

Dean(R&D) as applicable. 

1. Duly filled Performa. 

2. Purpose must be 

clearly mentioned in 

the letter and 

invitation letter must 

be enclosed for 

seminar/ conferences/ 

workshops and visit 

for research and 

 

10 working days 
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academic activities. 

3. While making request 

for sanction of fund, 

instructions for 

PDA/PDF must be 

adhered to. 

4. Approval of 

Dean(R&D) regarding 

utilization of 

PDF/Project fund as 

applicable. 

5. Any other relevant 

documents.  

19.  
Forwarding of application/ 

NOC for outside 

employment/ deputation 

 Request for 

forwarding of 

application/NOC 

must be submitted 

well in advance by 

the faculty member 

before the closing 

date of submission of 

application. 

 Request must be 

submitted duly 

recommended by the 

concerned HoD. 

1. Application in the 

prescribed format, as 

applicable. 

2. Copy of 

advertisement. 

3. Duly filled Performa. 

4. Vigilance clearance 

certificate 

10 working days 

20.  
Issue of office order to avail 

LTC 

 

Approved leave application 

Self-Performa certification 

1. Certificate from the 

employer of the spouse 

if applicable. 

10 working days 
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through MIS. 2. Verification of 

dependency  

3. Validation of Special 

dispensation scheme if 

applicable. 

4. Leave on MIS. 

5. Self Certification 

Performa. 

21.  
Issue of Office order 

regarding Encashment of EL 

on LTC 

Request   must be routed 

through HoD concerned 

before proceeding on LTC. 

1. Application through 

HoDs 

2. LTC order 

10 working 

Days 

22.  

 

Pay fixation on account of 

appointment/upgradation/re-

engagement etc. 

Suo-moto after joining 

1. Acceptance of offer 

letter if applicable. 

2. Joining 

Report/Exercising of 

options, as applicable. 

3. Verification of all 

documents  

4. Audit clearance 

Pay fixation order to be issued 

in the same month, if the 

faculty member joins this 

institute/exercises the option as 

applicable up to 15th of the 

month, otherwise in the next 

month. 

 

23.  

 

Correspondence with 

previous employer for any 

reason. 

Request must be submitted 

through concerned HoD. 

Full details of previous 

employment and employer 

must be mentioned in the 

letter. 

15 working days 

 

24.  
Counting of past 

services for pensionary 

Request must be submitted 

through concerned HoD 

within three months from 

1. He/she should have 

applied through proper 

channel for Faculty 

15 working days (After 

receiving of all pensionary 

benefits from the previous 
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benefits the date of confirmation of 

the faculty member in the 

respective post in the 

Institute. 

position at the Institute. 

2. Full details of previous 

employment and 

employer must be 

mentioned in the letter. 

employer) 

25.  

Forwarding of 

cheques/ drafts to concerned 

section received from the 

borrowing Institute in case of 

deputation/Lien etc and from 

previous organisation in case 

of counting of past services. 

  

07 working 

days 

26. 

Issue of office order 

regarding encashment of 

leave on superannuation/ 

Resignation/ Voluntary 

Retirement/Premature 

Retirement 

The HoD concerned shall 

furnish details of 

availed leave in the 

prescribed format within 07 

days of 

superannuation/Resignation

/ Voluntary 

Retirement/Premature 

Retirement/Death. 

 

1. Service book 

2. Verification of leave 

account. 

3. Audit Clearance. 

15 working days (after receipt 

of the details from the 

concerned HoD) 

27. No-Dues Certificate 

The HoD concerned shall 

ensure to furnish no dues 

certificate at the earliest. 

 07 working days 

(after receipt of the same from 

concerned Department) 

 

28. Resignation/ Technical Application must be routed 1. Exact date of relieving 21 working days 
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resignation/ Lien / 

Voluntary Retirement 

Premature Retirement 

through HoD concerned 

keeping in view the notice 

period, if any. 

must be mentioned in 

the letter. 

2. Proof regarding 

submission of 

application through 

proper channel 

3. Copy of offer letter 

must be enclosed, if 

going to join a position 

in other Institution 

/Organisation. 

4. Vigilance clearance 

certificate. 

(Note- However Notice must 

be served one month in 

advance in case of temporary 

employee, or three months in 

case of permanent employee) 

29. 
Processing of request for 

relieving on deputation.  

Application must be routed 

through concerned HoD. 

1. Exact date of relieving 

must be mentioned in 

the letter. 

2. Prof regarding 

submission of 

application through 

proper channel. 

3. Copy of offer letter. 

4. Vigilance clearance 

certificate 

5. Finalization of Terms 

& Conditions between 

lending department and 

borrowing department. 

15 working days (After  

Finalization of Terms & 

Conditions) 

 

 

 

 

 

 

 

 

 

 

30. Issuance of Medical Book Request must be 1. Application form 07 working days 
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submitted through 

Concerned HoD 

2. Latest Form 3 

3. Duly Completed forms as 

applicable 

4. Income certificate for 

dependent family 

members as applicable. 

5. Verification of 

Dependency  

6. Two passport size 

photographs  

31. Issuance of ID Card Application form 
1. Service Book 

2. Personal File. 
15 working days 

32. 
Any other matter not  listed 

above 

Request must be submitted 

through proper channel 

 
21 working days (where a 

policy decision is involved 

or otherwise) (Subject to the 

availability of the Competent 

Authority). 
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HEALTH CENTRE 

 

S.N. Details of the Service Requirement from the 

stakeholders 

Check List Maximum 

processing 

time for the 

office 

Concerned Office 

1 Reimbursement of 

personal claim 

 

(Bill should be submitted 

in prescribed time limit) 

1. Claim application Form 

2. Prescription, Discharge 

summary, BST Slip and 

investigation report in 

original 

3. Duly signed GST bill / 

invoices in original 

4. Referral / Authorisation in 

original 

5. Photocopy of Cover page and 

revalidation page of Medical 

Book  

6. Email copy of intimation to 

CMO-I/C for admission on 

emergency 

7. Email copy of intimation to 

CMO-I/C for RMP 

consultation (for Pensioner 

only) 

1. Claim application Form 

2. Prescription, Discharge 

summary, BST Slip and 

investigation report in original 

3. Duly signed GST bill / invoices 

in original 

4. Referral / Authorisation in 

original 

5. Photocopy of Cover page and 

revalidation page of Medical 

Book 

6. Email copy of intimation to 

CMO-I/C for admission on 

emergency 

7. Email copy of intimation to 

CMO-I/C for RMP consultation 

(for Pensioner only) 

15 Working 

Days 

 

 

Dy. Director 

Email- 

dydir@iitism.ac.in  

Tele- 0326-2235210 

 

 

 

 

 

CMO-IC 

Email- 

cmoic@iitism.ac.in 

Tele- 0326-2235617 

 

 

 

 

Administrative 

Officer, Health 

Centre 

Email- 

ao_hc@iitism.ac.in 

Tele- 0326-2235667 

2 HCOs Bill 

 

(Bill should be submitted 

in prescribed time limit) 

1. Referral / Authorisation letter 

in Original 

2. Original bill & BST Slip duly 

signed by authorised person 

of HCO and countersigned by 

the medical beneficiaries 

3. Investigation report in 

original 

4. Discharge summary in 

original 

5. Photocopy of Cover page and 

revalidation page of Medical 

Book  

1. Referral / Authorisation letter in 

Original 

2. Original bill & BST Slip duly 

signed by authorised person of 

HCO and countersigned by the 

medical beneficiaries 

3. Investigation report in original 

4. Discharge summary in original 

5. Photocopy of Cover page and 

revalidation page of Medical 

Book  

6. Signed Consent form regarding 

recovery beyond CGHS rates 

15 Working 

Days 
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6. Signed Consent form 

regarding recovery beyond 

CGHS rates 

7. Intimation and approval 

regarding exceeding of 

prescribed treatment limit  

8. Invoice has GST, PAN & 

Bank A/c details 

 

 

 

 

 

7. Intimation and approval 

regarding exceeding of 

prescribed treatment limit  

8. Invoice has GST, PAN & Bank 

A/c details 

3 Diagnostic bill 

 

(Bill should be submitted 

in prescribed time limit) 

 

 

1. Referral in original 

2. Bill in original duly signed by 

authorised person of 

Diagnostic Centre 

1. Referral in original 

2. Bill in original duly signed by 

authorised person of Diagnostic 

Centre  

15 Working 

Days 

4 Grievance of Medical 

Beneficiaries 

1.  Application stating grievance 

2.  All relevant document like 

bills, proof of exigency if any 

etc. 

 

1. Application stating grievance 

2. All relevant document like bills, 

proof of exigency if any etc 

30 Working 

Days 

5 Pharmacy Bill 1. Institute’s Medical Officer 

Prescription in original. 

2. Challan of medical Bill with 

Signature of Receiver 

(medical beneficiaries) and 

signature of Dispenser of 

outsourced pharmacy. 

3. Original Bill and 

Consolidated excel sheet in 

two copies with soft copy of 

excel sheet. 

 

1. Matching of prescription with 

Challan/Bills Consolidated sheet. 

2. Scrutiny of 

Substitution/quantity/expiry 

date/bill discount with 

calculation. 

3. Scrutiny of admissible and non-

admissible drug in prescription 

 

 

 

 

 

30 Working 

Days 
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6 Referral outside Dhanbad 

through Medical Board 

1. Application 

2. Photocopy of Prescriptions 

and Investigation reports of 

the treatment taken at Health 

Centre / in Dhanbad / Outside 

Dhanbad. 

3. Photocopy of Cover page and 

revalidation page of Medical 

Book (For Employees) 

4. Photocopy of Recent Salary 

Slip (For Employees) 

5. Photocopy of Cover page and 

Lifetime page / revalidation 

page of Medical Book (For 

Pensioner’s only) 

6. Photocopy of Pension 

Payment Order (PPO) (For 

Pensioner’s only) 

7. Photocopy of Previous 

Authorization / Officer Order, 

if applied for follow up 

treatment. 

1. Application 

2. Photocopy of Prescriptions and 

Investigation reports of the 

treatment taken at Health Centre 

/ in Dhanbad / Outside Dhanbad. 

3. Photocopy of Cover page and 

revalidation page of Medical 

Book (For Employees) 

4. Photocopy of Recent Salary Slip 

(For Employees) 

5. Photocopy of Cover page and 

Lifetime page / revalidation page 

of Medical Book (For 

Pensioner’s only) 

6. Photocopy of Pension Payment 

Order (PPO) (For Pensioner’s 

only) 

7. Photocopy of Previous 

Authorization / Officer Order, if 

applied for follow up treatment. 

14 Working 

Days 

7 Joining Fitness of New 

Faculty / Non-faculty / 

Employee / Staff through 

Medical Board 

1. Joining Fitness Form 

2. Investigation reports (in 

original) 

3. Photocopy of Offer of 

Appointment 

 

1. Joining Fitness Form 

2. Investigation reports (in original) 

3. Photocopy of Offer of 

Appointment 

 

7 Working 

Days 

8 Medical Fitness Certificate 

of Faculty / Non-faculty / 

Employee / Staff 

1. Doctor’s prescription 

mentioning rest 

2. Medical Book 

1. Doctor’s prescription mentioning 

rest 

2. Medical Book 

3 Working 

Days 

9 Medical Fitness Certificate 

of Students (for 

Attendance shortage / 

appearing in Makeup 

Exam etc.) 

1. Photocopy of Doctor’s 

prescription mentioning rest. 

2. Photocopy of Investigation 

reports. 

3. Photocopy of ID Card 

1. Photocopy of Doctor’s 

prescription mentioning rest. 

2. Photocopy of Investigation 

reports. 

3. Photocopy of ID Card 

3 Working 

Days 
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10 Medical Fitness Certificate 

of Students for temporarily 

withdrawal from academic 

program 

1. Photocopy of Doctor’s 

prescription 

2. Photocopy of Investigations / 

Tests reports 

3. Photocopy of Medical Fitness 

Certificate issued by treating 

doctor / hospital 

4. Photocopy of Office 

Memorandum issued from 

O/o Dean (Academic) 

5. Photocopy of ID Card 

 

1. Photocopy of Doctor’s 

prescription 

2. Photocopy of Investigations / 

Tests reports 

3. Photocopy of Medical Fitness 

Certificate issued by treating 

doctor / hospital 

4. Photocopy of Office 

Memorandum issued from O/o 

Dean (Academic) 

5. Photocopy of ID Card 

3 Working 

Days 
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SENIOR ACADEMIC HOSTEL (SAH) / EXECUTIVE DEVELOPMENT CENTRE (EDC)  

 

S.N. Details of the Service Requirement from the 

stakeholders 

Check List Maximum 

processing time 

for the office 

Contact details 

of the concerned 

official 

1 Booking of Room for Students 

and Parents 

Must be submitted in proper 

format/email through 

HoD/DSW/Concerned Faculty 

1.I.D Card/ Govt ID Card 

2.If Married (Marriage 

Certificate) 

3.Date and Time of arrival and 

Departure 

3 Working Days  

Dy. Director 

Email- 

dydir@iitism.ac.in  

Tele- 0326-

2235210 

 

 

 
 
 
Officer In-Charge 
(SAH/EDC) 
 
Email-  
sah@iitism.ac.in 

Tele-0326-

2235991  

2 Booking of official/working 

Lunch and Dinner 

Must be submitted in proper 

channel by HoD/Faculty/Officer 

1. Date,Time,Menu 

2. Payment Fund 

3 Working Days 

3 Booking of Lounge Hall Must be submitted in proper 

format by HoD/Faculty/Officer 

1. Date,Time 

2. Payment Fund 

3 Working Days 

4 Booking for Course /project / 

workshop/ conferences 

Participants/Guest 

Must be submitted by project 

incharge/  

Dean R & D 

1. Course /project / workshop/ 

conferences number, which 

issued by Dean(R&D) office 

 

7 Working Days 

5 Booking for Transit 

Accommodation for new 

faculty/Officer 

Must be submitted by Dean 

Faculty/RG  

1.Offer Letter 

2.Date of Arrival 

3. Approval from DT/DD 

5 Working Days 

6 Expert Bookings Must be submitted by Dean 

Faculty  

1.Approval from DT/DD 

2.Date and Time of arrival and 

Departure 

3 Working Days 

7 Institute Guest Booking Must be submitted in proper 

format by HoD/Faculty/Officer 

1.Approval from DT/DD 

 2.Date and Time of arrival 

and Departure 

3 Working Days 

8 No Dues Certificate Notification Letter from Dean 

Faculty/DR(Establishment) 

1.Tansit accommodation 

charges pending 

2.Room rent/Fooding Charges 

pending 

3 Working Days 
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9 Any Outsider guest booking Must be Approved by DT/DD 1. Govt ID Card 

2.If Married (Marriage 

Certificate) 

3.Payment Fund 

3 Working Days 

10 Normal Classroom Booking Must be submitted in proper 

format by HoD/Faculty 

1.Date and Time  3 Working Days 

11 Staff joining Leave, Attendance 

of SAH/EDC  

Must be submitted by OIC, 

SAH/EDC 

All relevant documents 2 Working days 
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CENTRAL LIBRARY 

S.N

. 

Name of the Service Requirement from the 

stakeholders/Employee

s 

Check List Maximum time 

for processing of 

application/reques

t 

Contact details 

of the   

concerned 

official 

1. New Book(s) 

Procurement 

 

1. From the plan 

fund 

2. From the project 

fund 

Book Indent Form duly filled 

in duplicate by the Indenter 

with the recommendation of 

the concerned HOD 

 

Project name and number 

in case of Project Book 

1. Bibliographical details of the 

book filled on Indent Form 

2. Price 

3. Nos of copies 

4. Recommendation of HoD at the 

Book Indent form 

5. Project name and sign of PI (in 

case of project book) 

Book supply time 

Indian edition– 6-

10 weeks 

Foreign edition– 8- 

12 weeks 

 
Dy. Director 

Email- 

dydir@iitism.ac.in  

Tele- 0326-

2235210 

 

 

 

 

 

PIC Library  

Email-  

piclib@iitism.ac.i

n  

Tele- 0326-

2235261 

 
 

 

 
Assistant 
Librarian 
Email- 
alib@iitism.ac.in 
Tele- 0326-

2235509 

 
 

 

2. Donation (Gratis) of 

Books 

Book donation letter by the 

Institute Users/ Director 

office/ Alumni 

1. Relevancy of the book/ latest 

edition 

2. Price on the publisher's website 

or printed on the book. 

3. Physical Condition of the book. 

4. Nos of copies available in the 

library 

3 working days 

3. Lost/ Replacement of 

book (Cost realizing 

in case of lost book) 

Latest edition and new book 

must be replaced in place of the 

lost book 

 

If the book is not available in 

the market the user must 

submit double the cost of the 

book + 20% processing fee as 

per rule 

1. Edition of the lost book. 

2. Physical condition of the book 

3. Bibliographical details of the lost 

book. 

2 working days 

4. Referral and 

Reference Service 

Bibliographic details, 

subject, area of research 

interest 

1. Title, Author, Edition, Year 
2. Broad subject area 

3. Information on relevant research 

area 

1 working day 
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5. New Arrival of 

books 
Indent details 1. Spine label, barcode entry 

2. Display of new books 

3. Thematic display on important 

days 

1 working day Assistant 
Librarian 
Email- 
mona@iitism.ac.i

n 
Tele- 0326-

2235712 
 
Assistant 

Librarian 
Email- 

mantasha@iitism.
ac.in 
Tele- 0326-

2235713 
 

6. Library Membership Membership form to be 

submitted along with 

duly filled-in all columns 

1. Institute ID card (Student) 

/Institute Employee ID (Faculty/ 

Officer/ Staff) 

2. Fee Payment copy 

3. MIS registered user account. 

4. Passport size photograph 

1 working day 

7. Issue and Return of 

Book 

Registered user of Library 1. Institute ID card (Students) 

/Institute Employee ID (Faculty/ 

Officer/ Staff) 

2. Member category issue privileges 

1 working day 

8. Library No Dues No dues form to be 

submitted along with duly 

filled in all columns 

 

MIS triggered mail for 

No Dues 

 

Mail notification from 

Dean (Faculty) Office for 

faculty members and 

Establishment Section for 

Official/ Staff 

1. Institute ID card (Students) 
/Institute Employee ID (Faculty/ 

Officer/ Staff) 

2. Clearance of overdue books and 

library dues 

1 working day 
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9. Thesis Submission 1. CD/DVD with full thesis, 

and PDF files chapter wise 

as per Shodhganga 

guidelines 

2. Individual file size must be 

within 29 MB 

3. Signature of guide and 

scholar in thesis and on 

CD/DVD 

1. Institute ID card 
2. Form PH17 and PH10 hard copy 

3. Clearance of library dues 

1 working day  

10. Dissertation 

Submission 

1. CD/DVD with full 

dissertation, and PDF files 

chapter wise 

2. Individual file size must be 

within 29 MB 

3. Signature of guide and 

student in dissertation and 

on CD/DVD 

1. Institute ID card 
2. PG 5 form hard copy 

3. Clearance of library dues 

1 working day 

11. Research Citation 

and Documentation 

Requisite publication data 

through mail notification from 

Dean (R&D) Office/ Institute 

documentation cell/ Authorised 

Authority 

1. Subscribed/ Available 

bibliographic databases 

2. Journal Citation Report (JCR) 

3. Scimago Database 

4. Updated interlinked ORCID, 

SCOPUS and Web of Science 

Researcher ID 

7 working days 

12. Plagiarism check of 

Research proposals 

1. Requisite PDF proposal/ 

Institute proposal soft copy 

through mail notification 

from Dean(R&D) Office/ 

Authorised Authority 

2. Proposal file must be less 

than 100 MB and 800 pages 

and must not be password- 

protected and pdf image file 

Subscribed/ Available plagiarism 

checking software 

3 working days 
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13. Reference Service Query must be submitted 

through online/ personal visit to 

the section 

Subscribed/ Available books, e- 

resources, and research writing support 

tools. 

1 working day 

14. e-Resource 

Orientation 

New admission and request 

from newly joined faculty 

members, research scholars, 

PG, and UG students 

1. Users are required to attend the 

orientation program after their 

admission 

2. Library users may contact the 

section for more information 

about different e-resources and 

their uses 

3. Organizing author workshops, 

technical sessions, and online 

sessions about how to write 

scientific papers, submission 

process 

1 working day 

15. Collection 

development of e- 

Resources 

Indent/ recommendations for e- 

journal, databases, standards 

and e-books from the 

department HODs or 

Departmental Advisory 

Committee (DAC) 

1. HOD/ DAC recommended lists 

for renewal and new e-resources 

2. Library Advisory Committee 

(LAC) recommendations for 

subscriptions to E-Resources and 

the library budget. 

3. Price list from Price Negotiation 

Meetings (PNC) with publishers 

for non-eSS Journals/ Databases/ 

Standards. 

4. Invoices for payment 

3 to 4 months 

16. Research Assistance 

Tool- Plagiarism 

Detection 

Indent from faculty members to 

create an instructor account via 

e-mail 

1. Email from the institute email domain 

i.e. @iitism.ac.in 

1 working day 
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   2. Deletion request of deposited manuscripts 

with Submission ID and Class ID 

  

17. Academic Writing 

Assistance Tool 

Requests from faculty members, 

research scholars, UG and PG 

students through email or 

physical application 

Email from the ID with institute email 

domain @iitism.ac.in 

1 working day 

18. Case-based research 

assistance tool 

Request from faculty members 

to generate a case-based link for 

the student’s copy 

1. Indented case/ article is under 

subscription 

2. Valid link for user copy for 

studies/ teaching note 

1 working day 

19. Print magazines and 

newspapers 

Indent for print magazine or 

newspaper 

1. Titles, volume, issue, publisher, 

year 

2. Archive/ old collection 

1 working day/ 3 

months for new 

subscription 

20. Document Delivery 

Service 

Requests for articles, e-books, 

standards, and other research 

documents through e-mail or 

users visit to section 

1. Bibliographic details: title, 

author, publisher, year, and DOI 

2. ILL request on document 

delivery service platform 

2 working days 

21. E-Resources access- 

related query 

Access query must be submitted 

with screenshots and e- 

Resource name, volume, issue 

details 

1. Access tried within institute IP 

range. 

2. Service downtime from 

publishers/ Vendors 

3. Update IP address to publishers/ 

vendors 

2 working days 

22. Access to 

Institutional 

Repository 

Dissertation or Thesis Access 

request 

1. Bibliographic details: Titles, 

author, guide, department, year 

2. Access triggered within institute 

IP range 

1 working day 
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INTERNAL AUDIT 
 

 

S.N. Details of the Service Requirement from the 

stakeholders 

Check List Maximum 

processing 

time for the 

office 

Contact details of 

the concerned 

official 

01. Internal Audit Clearance / Observations / 

Reply / Necessary action with respect the 

files / documents / routine matters to the 

Internal Audit section. 

 

Submission of concerned files / 

documents completed in all 

respect as per the GOI / 

Institute’s rules and practices.  

Availability of necessary 

documents / Approvals as per 

relevant GOI / Institute’s rules 

and practices. 

05 Working 

Days 

 

Dy. Director 

Email- 

dydir@iitism.ac.in  

Tele- 0326-

2235210 

 

 

 

 

 

 

Assistant 

Registrar (Internal 

Audit) 

Email- 

aria@iitism.ac.in 

Tele- 0326-

2235627 

 

02. Audit enfacement on superannuation 

pension/family pension 

Submission of audit 

enfacement form along with 

personal file, personal file and 

service book complete in all 

respect with supporting 

documents duly forwarded by 

the co-

ordinator/HOD/Concerned 

Officer as the case may be.  

1.Duly updated      service book 

2. Pension calculation sheet. 

3.Duly filled commutation    

form  

4.Form of family details 

5.Required photograph 

6.Account details 

7.Photocopy of Aadhar/PAN 

10 Working 

Days 

03. Retirement Gratuity/Death Gratuity Submission of audit 

enfacement form along with 

personal file, personal file and 

service book complete in all 

respect with supporting 

documents duly forwarded by 

the co-ordinator/HOD 

/Concerned Officer as the case 

may be.  

1.No dues certificate of all 

concerned departments/Units 

2. Pension file 

3.Gratuity Calculation Sheet 

4.Form of nomination 

5.Required photograph 

6.Account details 

7.Photocopy of Aadhar/PAN 

10 Working 

Days 

04. Commutation of Pension Submission of pension file and 

service book complete in all 

respects with supporting 

documents duly forwarded by 

the co-

ordinator/HOD/Concerned 

Officer as the case may be. 

1.Commutation form duly 

signed and forwarded by the 

concerned Authority 

2. Commutation calculation 

sheet 

 

 

10 Working 

Days 
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05 Leave Encashment 

 

Submission of leave file of 

concerned employee 

completed in all respects with 

supporting documents duly 

forwarded by the concerned 

Officer as the case may  be  

Dully certified leave statements 

in respect of Earned 

leave/Commuted leave/ 

HPL/LTC/EOL 

 

 

 

 

10 Working 

Days 

06. Pay fixation Submission of Pay Fixation file 

complete in all respects with 

supporting documents duly 

forwarded by the 

Coordinator/HoD/concerned 

officer as the case may be 

1.Application of the beneficiary 

2.T&C of the offer of 

appointment 

3.Application through proper 

channel 

4.Nature of relieving, if 

applicable 

5.Last Pay certificate, if 

applicable 

6.“Details required for fixation 

of pay” sheet, if applicable  

 

10 working 

days 

07. Counting of past services. Submission of personal file 

complete in all respects with 

supporting documents duly 

forwarded by the 

Coordinator/HoD/concerned 

officer as the case may be  

1.Application of the beneficiary. 

2.Receiving of pension/pro rata 

pension/ service gratuity from 

previous employer 

3.Receiving of retirement 

gratuity, if applicable 

4.Receiving of accumulated 

GPF/CPF contribution with 

interest form previous employer 

5.Confirmation letter from 

previous employer 

 

10 working 

days 

08. Providing Audit opinion Submission of concerned file 

complete in all respects with 

supporting documents duly 

forwarded by Competent 

Authority as the case may be  

As per the case basis and 

applicable GoI rules/ Institute 

Norms/ Previous rules or 

policies.  

10 working 

days 

depending 

on the case 
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ADMIN SECTION 

 

S.N. Details of the Service Requirement from the 

stakeholders 

Check List Maximum processing 

time for the office 

Contact details of 

the concerned 

official 

1 Outsourcing of 

Manpower Services 

 

Checking and Forwarding 

of Bills of the Contractor 

providing Manpower 

Services on Outsourcing 

basis.  

Submission of Correct Bills / Invoice 

strictly adhering labour law 

compliances along with necessary 

supporting documents e.g. approved 

attendance from the concerned deptt. 

/ Section etc., Proof of the EPF / ESI 

Payments and other relevant 

documents as per norms / practices.  

1) GST Invoice / Bill 

2) Approved  

attendance duly 

forwarded from the 

concerned deptt. / 

section etc. as the 

case may be. 

3) EPF / ESI Payment 

proof documents 

4) Documents w.r.t. 

Labour law 

compliances.  

7 Days   

 

 

Registrar 

Email id: 

registrar@iitism.ac.in 

Telephone:  0326-

2235202 

 

 

 

 

Assistant Registrar 

(Internal Audit) 

Email- 

aradmin@iitism.ac.in 

Tele- 0326-2235627 

 

2 Travel Desk  

 

Checking and Forwarding 

of Bills of M/s Balmer & 

Lawrie / Company to whom 

the Air Ticket booking 

facility has been 

Outsourced by the Institute. 

Submission of Correct Bills / Invoice 

strictly adhering the Agreement 

signed between the Institute and M/s 

Balmer & Lawrie along with 

necessary approval of the competent 

authority of each air ticket booking, 

booking form, copy of ticket and 

boarding passes (if available).  

1) GST Invoice / bill 

as per the signed 

Agreement between 

Institute and M/s 

Balmer & Lawrie. 

2) Approval of the 

competent authority 

on each Air ticket 

booking. 

3) Booking form 

4) Copy Booked Air 

ticket. 

5) Boarding passes, if 

available 

 

7 Days 
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OFFICE OF  DEAN (STUDENTS WELFARE) 

 

S.N Details of the Service 
Requirement from the 

stakeholders 
Check List 

Maximum processing 

time for the office 

Contact details of 

the concerned 

official 

1. Caution Money List of students must be forwarded 

by the academic section. 

&  

All dues must be received form the 

concerned department. 

 All necessary details must be 

filled/submitted by the students in the 

form of a Google sheet. 

Within 02 months 

from the submission of 

the list received from 

the academic section 

 

 

Dean (SW) 
Email-
dsw@iitism.ac.in  
 

Tele- 0326-2235205  

Mob- 7707018419 

 

 

 

 

 

Assistant Registrar  

(SW) 
 

Email- 

arodsw@iitism.ac.in  

 

Tele- 0326-2235677  

 

2. Student Fee collection As per Academic Calendar  Must be paid through parent 

portal/NEFT 

Within 10 working 

days after submission 

of details 

3. Student Insurance Must be paid Annual Semester fee 

(Monsoon Semester) 
 Duly filled claim form. 

 All original bill/invoice, in case of 

OPD. 

 All investigation report/ Doctor slip 

prescription. 

 Other documents (like discharge slip 

etc.) 

As per the insurance 

contract and tender 

terms and conditions. 

4. Students External 

Scholarship 

Must be submit duly filled form 

along with relevant document as per 

notice issued by this Office 

 Duly Filled application form 

 Family Income certificate issued on or 

after current financial year duly 

signed by the competent authority 

authorised by the state Government. 

 Latest grade sheet. 

 Other relevant documents. 

Within 30 working 

days from the last date 

of submission 

5. Students Internal 

Scholarship 

Duly filled application form along 

with all supporting document as 

mentioned in the Notice of 

Scholarship. 

 Duly Filled application form 

 Income affidavit including Schedule 

A in the prescribed format. 

 Copies of Aadhar card of student & 

his/her parents. 

Within 6 months from 

the last date of notice 

of scholarship.  
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 Family Income certificate issued on or 

after the current financial year duly 

signed by the competent authority 

authorised by the state Government. 

 Other relevant documents. 

6. Temporary Hostel 

Accommodation 

Duly Filled SW-05 Form with Id 

Card and Payment Receipt. 
 Duly Filled application form 

 Check Vacancy  In Hostel 

Within 7 working day 

7. Married 

Accommodation 

Must be submit duly filled form 

along with relevant document as per 

notice issued by this Office 

 Duly Filled application form 

 Marriage Certificate 

 Other relevant documents 

Within 30 working 

days from the last date 

of submission 

8. HRA For Married 

Scholar 

Must be submitted duly filled form 

along with relevant document as per 

notice issued by this Office 

 Duly Filled application form 

 Marriage Certificate 

 Other relevant documents 

Within 30 working 

days from the last date 

of submission 

9. No Dues Certificate Must apply  through MIS Portal  Dues Clearance  from respective 

hostels 

 Dues Clearance   from other 

dept./sections 

Within 20 working 

days from the last date 

of submission 

10. Character Certificate Must be submitted duly filled form 

along with relevant document as per 

the notice issued by this Office 

 Form SW-01 

 Degree Copy 

 Other relevant documents 

Within 7 working days 

11. Mess Bills & Hostel 

Bills 

Bills with all compliance i.e. Salary 

sheet with Account details, ESIC, 

Vendor no dues form, Electricity 

bill. 

 E-Invoice details 

 Mess Off & On days 

 Undertaking of Mess Manager 

 Labour compliance 

 Other relevant documents 

Within 20 working 

days from date of 

submission of Mess 

bill  

12. Mess Subsidy & 

Pocket allowance 

Must be submit duly filled form 

along with relevant document as per 

notice issued by this Office. 

 Duly Filled application form 

 Family Income certificate issued on or 

after current financial year duly 

signed by the competent authority 

authorised by the state Government. 

 Latest grade sheet. 

 Caste Certificate 

 Other relevant documents. 

As per notification 

after every semester 

end. 
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13. Full Mess Refund SW-02 form with supporting 

documents (Only for Thesis 

submitted/Withdrawal/Terminated 

before commencement of class). 

 SW-02 form 

 Fees receipt 

 Thesis 

acknowledgement/Termination/Withd

rawal letter 

 Hostel no dues 

 Other relevant documents 

Within 20 working 

days from the date of 

submission of Final 

documents 

14. Forwarding of offline 

outside scholarship 

Duly Filled Scholarship form with 

supporting documents 
 Scholarship Application Form 

 Copy Caste certificate (If applicable) 

 Copy of Previous class marksheet 

 Copy of Current Fee receipt 

 Copy of  Identity card 

Within 7 Working 

Days 

15. Processing of Payment 

scholarship amount to 

the student 

Request letter from Students with 

some documents 
 Request Letter 

 Copy of Bank passbook 

 Copy of Identity Card 

 Confirmation email from Student cell 

Within 7 Working 

Days 

16. Partial Mess Fee 

Refund 

Files must be forwarded from each 

and every hostel after every end 

semester 

 List of students 

 Account details 

 Other supporting documents 

 Proper verification of Recovery 

 Verification of Refund from caterer 

payment  

 If differences are found file is return 

to concerned hostel. 

Within 2 months 

17. All Club bills Request must be forwarded from 

FA 
 Proper Event planning form with 

approval letter 

 Adjustment/Reimbursement/Approval 

/Advance form as applicable 

 Proper Approval from DSW 

 Original Bills with satisfactory 

 Account details 

Within 07 working 

days after sanction (if 

all papers are ok) 
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OFFICE OF DEAN (IIE) - NVCTI 

 

S.N. Details of the Service 
Requirement from the 

stakeholders 
Check List 

Maximum processing 

time for the office 

Contact details of the 

concerned official 

1 

NVCTI Lab Access (Mechanical 

& Rapid Prototyping Unit, 

Electronics & IoT Unit, Pouch 

Battery Cell Assembly Unit & 

Animation and Game Design 

Unit) 

Submission of Lab Access Form 

duly signed by Mentor/Teacher 

Coordinator/FIC 

Application Form 01 working days 
Dean (IIE) 

Mob- 7707018426 
Email- 

diie@iitism.ac.in 
 

 

 

 

 

Technical Officer, 

NVCTI 

Mob- 9824964259 

Email- 
rameshpd@iitism.ac.in 
 

 

 

 

2 

Issue of Consumables of 

Mechanical & Rapid Prototyping 

Unit 

Submission of Requisition Form 

duly signed by Mentor/Teacher 

Coordinator/FIC 

Requisition Form 01 Working Days 

3 
Issue of Consumables of 

Electronics & IoT Unit 

Submission of Requisition Form 

duly signed by Mentor/Teacher 

Coordinator/FIC 

Requisition Form 01 working days 

4 
Issue of Consumables of Pouch 

Battery Cell Assembly Unit 

Submission of Requisition Form 

duly signed by Mentor/Teacher 

Coordinator/FIC 

Requisition Form 01 working days 

5 
Access of Non-Consumable 

items/components at NVCTI Labs 

Submission of Lab Access Form 

duly signed by Mentor/Teacher 

Coordinator/FIC 

Application Form 01 working days 

6 
Minor in Product Development 

Internship 

Filling of Form and submission 

of Ideas based on Advertisement 
MPDI FORM 

07 working days 

(tentative) depends on 

7the no. of application 

received 

7 In-house Product Development 
Submission of Project proposal 

and timeline 
IPD Form 05 working days 
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VEHICLE SECTION 

 

S.N. Details of the Service Requirement from the 

stakeholders 

Check List Maximum 

processing time 

for the office 

Contact details of the 

concerned official 

1 Providing Vehicles to the 

Institute’s Guests 

Request submission with the duly 

approved documents through MIS  

i)Approval from the 

competent authority 

02 hrs  

 

 

Registrar 

Email id: 

registrar@iitism.ac.in 

Telephone:  0326-

2235202 

 

 

 

 

Technical Officer/OIC 

Vehicle Section 
0326-2235296 

Mob- 7707018497 
Email- oicvs@iitism.ac.in 

2 Providing Vehicles to 

institute’s official for official 

movements. 

Request submission with the duly 

approved Documents through MIS 

i)Approval from the 

competent authority 

02 hrs 

3 Providing Vehicles to 

Departments for Excursion, 

Site visits, etc 

Request submission with the duly 

approved Documents through MIS 

i)Approval from the 

competent authority 

02 hrs 

4 Providing vehicle to officials 

for projects/Courses etc. 

Request submission with the duly 

approved Documents through MIS 

i)Approval from the 

competent authority 

02 hrs 

5 Providing Vehicles to 

Institute’s Tech -Fests, Events 

etc. 

Request submission with the duly 

approved Documents through MIS 

i)Approval from the 

competent authority 

02 hrs 

6. Providing Vehicles to Institute 

Placement Cell during the 

campus selections 

Request submission with the duly 

approved Documents through MIS 

i)Approval from the 

competent authority 

02 hrs 

7 Providing Vehicles during the 

semester break to the students 

from ‘Institute to railway 

station and vice versa’. 

Request through E-mail i)Approval from the 

competent authority 

02 hrs 

8 Providing Vehicles to the 

newly joining students at the 

time of admission from 

‘Station to Institute and vice 

versa’. 

Request through E-mail i)Approval from the 

competent authority 

02 hrs 

9 Providing E-Rickshaw to 

Handicapped students and 

faculty for academic purpose 

Request through E-mail with duly 

approved documents 

i)Approval from the 

competent authority 

02 hrs 

10 Providing ambulance 

/emergency vehicles services 

to institute health centre. 

Request through E-mail with duly 

approved documents 

i)Approval from the 

competent authority 

02 hrs 
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11 Providing Bus facility to 

students inside the campus as 

per the requirements. 

Request through E-mail  i)Approval from the 

competent authority 

02 hrs 

12 Providing Bus facility to 

Employee’s Children for 

school movements  

Request through online/offline 

form with required documents. 

i)Self Attested 

documents by the 

employees along with 

the declaration in a 

prescribed format 

02 hrs 

13 Providing vehicles to employee 

for station movements. 

Request through MIS MIS request ID 02 hrs 

14. Providing Vehicles for official 

inventory/relocating etc. 

Request through MIS  i)Approval from the 

competent authority 

02 hrs 

15 Water tank supply during 

official events/emergencies etc. 

Request through email/hardcopy  i)Approval from the 

competent authority 

02 hrs 

16 Providing Vehicles in Funeral 

activities of 

Employee/wards/etc. 

Offline/online request i)Approval from the 

competent authority 

02 hrs 

17 Providing Vehicles in case of 

any type of Emergency 

Offline/online request i)Approval from the 

competent authority 

02 hrs 

18 Provides Vehicles to District 

administration during Elections 

,etc. 

Hardcopy/Email i)Approval from the 

competent authority 

02 hrs 
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PURCHASE  & STORES   SECTION 

 

S.N. Details of the Service Requirement from the 

stakeholders 

Check List Maximum 

processing time 

for the office 

Contact details of the 

concerned official 

1 Inviting Tender (P&S) Section Approval of CA, Indent and 

Specifications 

- 03 working days  

 

Dy. Director 

Email- 

dydir@iitism.ac.in  

Tele- 0326-2235210 

 

 

 

 

 

Deputy Registrar 

(Purchase) 

 

Tele- 0326-2335612  

Mob- 7707018452 

Email- drps@iitism.ac.in 

 

2 Receipt of Tenders Technical & Financial bids - 21-30 working 

days 

3 Expenditure Sanction IA and FC and recommendation of 

the DPAC 

- 05 working days 

4 Placing of Purchase order Expenditure Sanction - 02 working days 

5 Return of EMD Award of Tender - 30 days after 

award of tender 

 

  

38554/2024/RGO
45

mailto:dydir@iitism.ac.in


Page 43 of 99 

OFFICE OF DEAN (IRAA) 
 

S.No. Details of the Service Requirement from the 

stakeholders 

Check List Maximum processing 

time for the office 

Contact details of 

the concerned 

official 

1 Admission of 

International students 

 

Registration on SII/ICCR/Ed CIL 

etc portal and follow the 

guidelines mentioned there 

1. Bio-data or curriculum vitae 

or resume 

2. Proof of 10+2 (Schooling 

and Pre-university studies) 

3. Duration of the 

undergraduate 

programme/qualifying 

examination completed 

4. Certified copies of the 

mark/grade sheets and 

marks/grade transcripts of 

all the courses cleared in the 

undergraduate/qualifying 

examination with 

explanation of assigned 

grades/Cumulative Grade 

Point Average 

(CGPA)/Overall 

Percentage/Class/Division 

(Certified English 

translation is required if the 

documents are in other 

language) 

5. Proof of conversion of 

grades into equivalent 

percentage mentioning 

Class/Division (if the 

grading system is not in 10 

point scale for 

undergraduate/ qualifying 

examination) duly certified 

by the Head of the 

45-60 days  

Dean (IRAA)  

Email- 

diraa@iitism.ac.in  

Tele- 0326-2235212 

 

 

 

 

 

Assistant Registrar 

(IRAA)  

Mob- 0326-2235220 

Email- 

ariraa@iitism.ac.in 
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Institute/University in the 

official letter head) 

6. Proof of English 

proficiency (A certificate 

indicating that the 

undergraduate courses are 

taken in English or IELTS 

Academic score of 5.0 and 

above or equivalent 

certificate by the 

University/Institute 

mentioning that the 

instructions of study is in  

English language) 

7. Two recommendation 

letters either from faculty 

members who have taught 

the applicant earlier or 

persons under whom the 

applicant may have worked 

(at most one) 

8. Scanned copy of relevant 

passport pages showing 

nationality and personal 

details 

9. Statement of purpose 

(maximum one page) for 

Ph.D. programme 

10. Certified copies of the 

mark/grade sheets and 

marks/grade transcripts of 

all the courses cleared in the 

postgraduate/qualifying 

examination with 

explanation of assigned 

grades/Cumulative Grade 

Point Average 
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(CGPA)/Overall 

Percentage/Class/Division 

11. GMAT for MBA admission 

 

2 Collaboration with 

International 

Universities 

 

Mutual consent of either party 1. QS Ranking 

2. Global reputation 

3. Common topic for 

collaboration 

4. Willingness to exchange 

information on teaching, 

learning material and other 

literature relevant to their 

educational and research 

programmes 

5. Willingness to exchange, on 

a reciprocal basis, faculty 

and students for limited 

periods of time for purpose 

of education and /or 

research. 

Depends on either of 

the stakeholders 

 

3 International 

Conferences or 

Meetings of 

International Societies 

attended by faculties 

and students 

 

Obtaining Acceptance/Invitation 

from host country/universities 

1. UG2/PG2 form 

2. IRAA Form 3 

3. Undertaking from Student 

and Parents/Guardians 

4. Passport 

5. ID Card 

6. Tour approval form 

7. Proof of Invitation letter 

10 working days 

4 Faculty Motilities MoU/MoA with concerned 

universities, Vacancy with the 

host/guest and on calls from 

various partnering agencies if any  

Selection based on the criteria 

set in the MoA/ Guidelines/ 

through committee.  

Based on the invitation being 

provided by the corresponding 

universities etc. 

Depends on either of 

the stakeholders 

5 Joint / Dual Ph.D. / PG 

/ UG Program other 

MoU/MoA with concerned 

universities, Vacancy with the 

1. UG2/PG2 form 

2. IRAA Form 3 

Depends on either of 

the stakeholders 
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Exchange Programs 

 

host/guest 3. Undertaking from Student 

and Parents/Guardians 

4. Passport 

5. ID Card 

6. Tour approval form 

7. Proof of Invitation letter 

6 Memberships of 

various International 

collaborative networks 

and consortium like 

ASEAN, ICCR, SII, 

DAAD, CII, Heritage 

Network etc. 

 

Either sending proposal or 

accepting invitation 

Providing document/info as per 

requirement 

Depends on the 

deadline 

 

7 Preparing / amending 

guidelines or norms for 

Joint / Dual Ph.D. / PG 

/ UG program etc. 

 

As per the requirement of either 

stakeholders 

As per the requirement of 

either stakeholders 

NA 

8 Website of 

International relations 

and other Online 

activities 

 

For providing updated 

information  

1. Advertisement 

2. MoUs 

3. Vacancies 

4. Inbound/Outbound 

Motilities 

 

1 day 

9 ISMAANA Awards/ 

Academic Excellence 

Awards/Innovations 

Awards /Distinguished 

Alumni Awards etc. 

Duly filled application form with 

requisite documents. 

1. Application form 

2. Copies of mark sheet  

3. Income certificate from 

Competent Authority 

4. Checking of credentials 

from Academic section 

5. Checking of credentials 

from O/o DSW 

6. Nomination and selection 

by Committees 

15 working days after 

the closing date as 

per the advertisement 

10 Endowments (Merit- 

cum Means) 

Duly filled application form with 

requisite documents. 

 

As per the requirement of 

15 working days after 

the closing date as 
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Scholarship Awards to 

the students, Chair 

Professor) 

scholarship concern and 

Selection of Chair Professor 

through Committee 

 

per the advertisement 

11 Donation from Alumni 

& Stakeholders 

PAN, Aadhar and others details 

as required by Income Tax 

department alongwith payment 

proof 

1. PAN 

2. Aadhar 

3. POI & POA 

4. Bank statement of IIT 

(ISM) Alumni fund 

03 working days after 

receiving & 

confirmation of 

donation  

 

12 Maintenance of active 

alumni database with 

the Institute 

 

Alumni details who have passed 

out from the Institute 

1. Name 

2. Adm. No. 

3. Course 

4. Batch 

 

01 working days after 

receiving this 

information from 

concern department 

13 Number to 

responses/feedback 

received in response to 

alumni survey 

Response/ feedback must be 

received or addressed to the 

concern officers/ authority  

----- 02 working days after 

receiving this 

Response/ feedback 
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FINANCE AND ACCOUNTS  SECTION  
 
 

SALARY CELL 

S. No Details of 

Services 

Requirement from the 

Stakeholders/ Employees Checklist 

Maximum Processing 

time for the office 

Contact Details of 

Concerned Officials 

1 

Leave Salary and 

Pensionary 

Benefits Payment 

Office order for payment of Leave 

Salary and Pensionary Benefits to 

be forwarded by Establishment 

Section/O/o Dean (Faculty) 

1. Office Order along with 

personal file. 

2. Sanction of the Competent 

Authority 

10 Working days Dy. Director 

Email- 

dydir@iitism.ac.in  

Tele- 0326-2235210 

 

 

 

 

Deputy Registrar 

(F&A) 

Tele- 0326-2235611 

Email- 

drfa@iitism.ac.in 

 

 

 

 

Assistant Registrar 

(F&A) 

Tele- 0326-2235144 

Email- 

arfa@iitism.ac.in 

 

salary@iitism.ac.in  

2 

GSLI (Group 

Insurance 

Scheme) 

After receiving Office order 

regarding exit from the institute 

(due to superannuation, resignation, 

death, etc) forwarded by 

Establishment Section/O/o Dean 

(Faculty) the claims will be directly 

processed by Salary Section 

1. Office order 

2. Claim Forms and its 

Annexures 

3. Other relevant Documents  

15 Working days (10 

days  after receipt of 

Office order + 5 Working 

days for release of 

payment after receipt of 

the money from 

concerned agency/office) 

3 

Guest Faculty 

Payment 

(Honorarium) 

Submission of claim in prescribed 

format/ proforma duly 

recommended by concerned 

authority. 

1. Approval and Expenditure 

Sanction from the competent 

authority 

2. Notice copy of Academic 

Section 

3. Details of classes taken 

including attendance sheets 

10 Working days 

4 

Tuition Fee/ 

Children 

Education 

Allowance 

Submission of claims in required 

format along with relevant 

documents. 

The claims may be submitted 

between January to March of the 

respective academic year  

1. Submission of self-certified 

original bills /vouchers against 

respective claims  

2. Any other requirements as 

per GoI norms  

Processed once in a year 

during the month of 

April  
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5 

Payment to 

Outsourcing 

Agency 

Submission of Certified bills/file 

1. Absentee statement 

2. Wage Calculation sheet 

3. Tax invoice 

4. EPF/ESI contribution along 

with challan(s) 

5. Tax deduction, if required, 

along with challan  

10 working days 

6 

Salary/Wages 

Payment to Daily 

Wagers 

Submission of certified bills  

1. Certified absentee statement 

2. Certified Wage Calculation 

sheet 

3. EPF/ ESI contribution along 

with challan 

4. Tax deduction, if required, 

along with challan 

10 working days 

Budget Allocation/Student Fee Receipts/Payment Cell 

 

7 

Sanction of the 

fund 

 ( OH-31, 36 & 

35)  

Request Letter through Proper 

Channel 

1. Budget Provision 

2. Availability of fund 
10 Working days 

 

8 

Permission for 

opening 

Saving/Current 

bank account (s) 

Request Letter from Proper 

Channel 

1. Receiving the request from 

concerned 

Department/Section/Centres 

2. Examine the admissibility of 

the Purpose 

3. Conveying the approval of 

authority 

5 working days 
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9 

Preparation of 

student fee receipt 

(To be generated 

in MIS Portal) 

Payment Receipt generated through 

MIS Portal/Parent Portal 

1. Receiving the confirmation 

of the student name and class 

from the academics in r/o first 

year student and for other 

classes ,details received from 

the concerned 

Department/Sections                       

2. Generation of Offline Fee 

Receipts. 

3. Checking and matching the 

fee amount from the institute 

account                      

15 working days  

 

Bills Processing Cell 

10 
Wire Transfer,  

FDD 

Submission  of  Form/Bill 

complete  in  all  respects    along with 

forwarded by Office of Dean 

(Academics)/Purchase Section or 

Concerned Departments in case of 

puchase matters. 

1. Invitation Letter (in case of 

Examiners)  

2.TRC Certificate 

3. Approval/Sanction by the 

concerned authority 

5. Any   other   requirement    as   per 

Institute/Gol  norms 10 working days 

  

 

11 

A. Processing of 

Bills for Purchases 

( other than Works) 

Submission of Bills/Files complete in 

all respects with supporting 

documents duly forwarded by the 

HOD/HOC/HOS/ as the case may be. 

1. Check the Purchase process 

followed as per the prevalent 

guidelines inconformity with the 

GOI rules & orders. 

2. Internal Audit clearance 

3.FC/Budget Head 

4.Sanction by the competent 

Authority 

5.Tax Invoice/Bill/ GeM Invoice & 

CRAC (in case of GeM), as 

applicable with institute's GSTIN 

6.Stock Entry & Self satisfactory 

certificate by the Indentor & certified 

by HOD/ DPAC recommendation, as 

applicable  

10 working days 
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7. Purchase order/ Contract order 

Copy (in case of GeM) 

8. In case of Reimbursement, 

Payment proof & Bank Account 

details of the beneficiary alongwith 

the above documents as applicable. 

9. Complete bank details of the 

Supplier for RTGS/NEFT Payment 

10. In case of procurement of Assets, 

following additional documents are 

required: 

a.  Installation certificate 

b. Warranty certificate, if any 

c. Asset Register Certificate& 

Payment release form duly filled and 

recommended by the user 

department 

 

B. Electricity Bills 

Submission of Bills completed in all 

respects with supporting documents 

duly forwarded by the SE/Dy. SE/EE 

(Electrical), as the case may be. 

1.Invoice submitted by the 

Electricity Distributor and certified 

by the Competent Authority 

2. Internal Audit clearance 

3. Sanction by the Competent 

Authority 

4. Complete bank details of the 

Supplier for RTGS/NEFT Payment 

Within due date 

12 

Related to Works: 

Processing of Bills 

for Works Contract 

& Job cards 

Submission of Bills completed in all 

respects with supporting documents 

duly forwarded by the SE/Dy. SE/EE 

(Civil/ Electrical), as the case may be. 

1.Tax Invoice/Bill  

2.Check the Purchase process 

followed as per the prevalent 

guidelines inconfirmity with the GOI 

rules & orders. 

3. Internal Audit clearance 

4.FC/Budget Head 

5.Sanction by the competent 

Authority 

6.Deduction of liquidated 

damage/Penalty (if any) as approved 

by the competent authority 

15 working days  
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7.Job Register Entry & Work 

Completion certificate 

8.Measurement Book as certified by 

the Concerned Auhority 

9.Any other documents as per GOI 

norms 

13 

Travel: 

Processing of 

Travel  Bills for 

reimbursement 

Submission   of  TA  bill 

complete   in  all   respects   with 

supporting      documents 

duly      forwarded       by      the HoD   

1.   Tax  Invoice  /  Bill  of  Supply  

is required with  GSTIN 

2.   Budget Head 

3.   Name   of   Recipient   wherever 

applicable 

4.   Signature of Head of Department 

5.    Appropriate  deduction  of   

Taxes alongwith Challan, if 

applicable 

6. Proof   of   receiving   of   

payment by   the   vendor,   boarding   

pass, hotel,   taxi,  food   bills,   etc. 

7.Office Order & proper  approved 

MIS Tour approval                   

8. Any   other   requirement   as   per 

Institute/ GoI norms 

15 working days 

 

14 PDA Bills 

Submission of  

complete bill in all respects 

with supporting documents  

duly forwarded by HoD,  

sanctioned by Dean(Faculty) and 

Internal  

Audit clearance by the  

Audit Section 

1. Tax Invoice/ Bill of Supply 

is required with Institute GSTIN 

2. Budget Head 

3. Name of Beneficiary 

4. Stock Entery & Self-Satisfactory 

certificate ( where ever applicable) 

5.  Expenditure sanctioned 

8. CRAC  (In case of GeM 

Purchase), 

 GeM unavailability report (In case 

of Non-Gem Purchase) 

9. Payment proof for payments over 

Rs. 5000/- ( if reimbursement is 

claimed) 

10. Any other requirement as per 

10 working days 
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Institute/GoI norms. 

15 
TA advance on 

Tour 

Submission   of  application   in 

prescribed  proforma  along  with 

relevant  supporting  documents such 

as Travel Itinerary. 

1.Copy   of   approval        of       the  

Competent Authority 

2.Staff Advance Claim Form to be 

filled in all aspects. 

3.  Purpose  of  journey and 

particulars of journey  should  be 

mentioned on bills as per 

sanction/approval  along with the 

travel itinerary. 

5 working days 

 

16 

Institute  to Guests 

Payment/ Experts/ 

Resource Person 

Submission  of  claim 

in the prescribed  proforma duly 

recommended   by  the Head of 

Department 

1.   Copy   of   sanction    of   fund/ 

approval        of        competent 

authority. 

2.   Invitation letter, if applicable 

3.  Details     of     honorarium,      if 

applicable 

4.   Submission    of   self   certified 

original bills/vouchers 

5.  Complete     bank     details     in 

prescribed          format          for 

RTGS/NEFT 

05 working days 

17 
Settlement of TA 

Bills Advances 

Submission     of     TA Bills/ 

settlement of Advances forms along 

with     necessary certified bills. 

1.   Submission    of   original   bills 

(Tax invoices)/Vouchers   against 

respective claims. 

2. MIS Tour Approval/ Office Order. 

2. Release of 

Payment/Reimbursement after 

adjustment of Advances taken (if 

any) 

3. Other Special Sanction/Approval 

(if any) 

15  working days 

18 

Ph.D Examiner 

payment 

(Indian) 

Exam Unit (Office of Dean 

(Academics)) forwards the 

honorarium bills after verification and 

after the sanction by the 

1.  E-Mail/Invitation containing 

Details of 

Student and examiner, Date of 

Examination/ Viva Voce, 

07 working days  
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DR(Academics) Remuneration rate etc. 

2. Submission of original 

bills/vouchers against respective 

claims duly forwarded by HoD and 

sanctioned by the concerned officials 

of Dean (Academics) 

3. Complete bank details in 

prescribed format for RTGS/NEFT 

  

19 External Experts 

Submission  of  bill  along  with 

necessary self-certified bills 

Recommended/Forwarded by the 

HOD/HOC/HOS of Concerned 

Departments/Sections 

1.   Submission   of   self-certified 

original    bills/Voucher    against 

respective       claims duly forwarded   

by  concerned   Head of the Office. 

2.  Complete      bank     details     in 

prescribed   format          for 

RTGS/NEFT 

05 working days 

through NEFT (if 

provided  by the 

Deptt/School/Office) 

(upto bank level) 

20 
Telephone 

Reimbursement 

Submission of certified bill  

filled in prescribed format of the  

Institute. 

1. Monthly original telephone  

bills/payment receipt self-certified,  

submitted by the individuals 

employees 

2. Sanction from the Registrar 

3. Reimbursement as per entitlement 

10 working days 

(Processed once in 6 

months) 

21 
Mess Payment 

 ( Contarctor) 

Submission of certified bill  

( Exam unit (Office of Dean 

Academic) forwarded honorarium bill 

received from HoD and  aftewr 

obtaing sanction from DR ( 

Academies) 

1. Sanction from Dean Student 

Welfare 

2. Audit Clearance 

3. Work order Copy 

4. E  Invoice duly certified by Chief 

Hostel Warden followed by the 

sanction of concerned authority. 

5.  Certified material bills 

6.    Mess Off and on Details duly 

certified by Chief Hostel Warden 

followed by the sanction of 

concerned authority. 

07 working days  
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Leave Travel Concession (LTC)  

22 LTC    advance 

Submission   of  application   in 

prescribed  proforma  along with 

relevant  supporting  documents. 

1.   Submission  of LTC application 

in  prescribed  format  along  ,    if 

required,    must    be    prior    to onward 

Journey date 

2. Leave sanction  copy/ LTC office order 

3.  Estimate of rail /Air Fare  as per rule of 

GoI ( Travel itinirary ) 

4.    Any other document requirement  as  

per Institute/Govt of India norms 

7 working days 

 

23 
LTC -Leave 

Encashment 

Submission   of  application   in 

prescribed  proforma  along with 

relevant  supporting  documents. 

 Leave Encashment Claim Form along 

with original Office Order of the same 
7 working days 

24 
LTC Final 

Settlement 

Submission   of   claim   in   the 

prescribed form 

1. Supporting     bills/     cash     deposit 

receipt     of    excess     amount     & 

documents as per requirements 

2. Leave sanction  copy/ LTC office order 

15 working days 

Medical Reimbursement 

  25 

Sanction of the 

fund 

 ( OH-31, 36 & 35)  

Request Letter through Proper 

Channel 

1. Budget Provision 

2. Availability of fund 
10 Working days 

 

 26 

Permission for 

opening 

Saving/Current 

bank account (s) 

Request Letter from Proper Channel 

1. Receiving the request from 

concerned 

Department/Section/Centres 

2. Examine the admissibility of the 

Purpose 

3. Conveying the approval of 

authority 

5 working days 
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27 

Preparation of 

student fee receipt 

(To be generated in 

MIS Portal) 

Payment Receipt generated through 

MIS Portal/Parent Portal 

1. Receiving the confirmation of the 

student name and class from the 

academics in r/o first year student 

and for other classes ,details received 

from the concerned 

Department/Sections                       

2. Generation of Offline Fee 

Receipts. 

3. Checking and matching the fee 

amount from the institute account                      

15 working days  

PROVIDENT FUND  

28 
GPF 

advance/withdrawal 
Submission of prescribed form  

 

1. Admissibility as per GPF Rule 

2. Conditions for withdrawal along 

with requisite documents, if 

necessary 

3. Any other provisions as per GoI 

rules 

5 working days 

 

29 GPF Final payment 

Timely release of Final GPF 

Payment on the date of 

Superannuation. 

Not Applicable 
Payment on the Date of 

Retirement 

30 
CPF 

Advance/Withdrawal 
Submission of prescribed form  

 

1. Admissibility as per GPF/ CPF 

Rule 

2. Conditions for withdrawal along 

with requisite documents, if 

necessary  

5 working days 

31 CPF Final Payment 

Submission of request on 

prescribed Form 5 along with 

forwarding of 

Head/Coordinator/Incharge 

Requirement as per Institute/Govt 

of India norms 

5 working days from the date 

of receipt of request 
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32 
NPS conditional 

withdrawal 

Submission of online request 

by the subscriber 

Requirement as per NPS 

regulations as amended from time 

to time 

As per NPS payment 

procedure  

33 NPS Final payment  
Submission of online request 

by the subscriber 

1. Submission of Online generated 

withdrawal form along with Photo  

2. Copy of Address Proof 

3. Copy of Identity Proof 

4. Signature of 2 Witness 

5. Details of Annuity purchased for 

Pension scheme 

6. Requirement as per NPS 

regulations as amended from time 

to time, if any 

As per NPS payment 

procedure 

Student Cell 

34 

Processing of 

Fellowship of 

JRF/SRF as the 

case may be 

Submission of Form (Fellowship Bills) 

completed in all respects with supporting 

documents duly forwarded by the 

concerned Department and further 

forwarding bills with sanction from Office 

of Dean (Academics)- Fellowship Cycle: 

16th of a month to 15th of following month 

1. Absentee Statement 

2. Forwarding of bills from Office 

of Dean (Academics) with 

recommendation & sanction for 

release of Fellowship. 

By 5th of every month 

 

35 
Contingency 

bills of Students 

Submission of bill complete in all respects 

with supporting documents duly forwarded 

by the Coordinator/HOD as the case may 

be 

1. Tax Invoice is required with 

Institute GSTI   2. Major/Minor 

Budget head 

3. Name of Recipient  

4. Signature of Supervisor & 

forwarding from HoD                                                                   

5. Any other requirement as per 

Institute/GOI norms 

10 working days 

38554/2024/RGO
60



Page 58 of 99 

36 

STGS ( Student 

Travel Grant 

Support 

Scheme)- For 

Research 

Scholars 

Submission of Claim form  in prescribed 

format with supporting documents duly 

forwarded by the Supervisor & HoD. 

1. Tax Invoice (Bills) are required 

with Institute GSTIN/ Travel 

tickets/ Tour Approval for 

attending the international 

conference and  

2. Office order issued by Dean ( 

R&D) Office or Approved 

minutes of the scrunity  

committee. 

3. Details of Beneficiary 

4. Budget Head 

5. Forwarding of Claim Form 

through concerned HoD 

5. Any other document required 

as per Institute GoI norms 

10 working days 

37 

Mess Payment 

(Mess Refunds 

to Students) 

File received from office of DSW with the 

list of student eligible for mess refund 

1.Bank account details of students 

2. List of student duly certified by 

Chief Hostel Warden followed by 

the concerned authority. 

10 working days 
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OFFICE OF DEAN (INFRASTRUCTURE) 

S.N. Details of the Service Requirement from the stakeholders Check List Maximum 

processing time 

for the office 

Contact details of the 

concerned official 

1 House Allotment Recommendation of HAC and consequent 

approval of Competent Authority 

Previous Allotment and 

Seniority 

30 days  

Dean (Infrastructure)  

Email- 

dinfra@iitism.ac.in  

Tele- 0326-2235221 

 

 

 

 

 

Assistant Registrar 

(Estate & Infra)  

 

Mob-  8987419512 

Tele- 0326-2235619 

Email – 

arestate@iitism.ac.in  

 

2 Space Allotment Recommendation of ISC and consequent 

approval of Competent Authority 

Availability of Space 30 days 

3 Payment of Holding 

Tax 

Bill given by DMC Area of the Institute and 

any discount given by the 

DMC 

At the earliest 

4 Furniture Distribution For newly joined faculty and officers Availability of the 

Furniture 

07 days 

5 Booking of GJLT & 

PENMAN 

Availability Forwarded by concerned 

HOD 

As per request & 

Approval 

6 Booking of IIIF, 

Kolkata & IIIF, New 

Delhi 

Availability Availability As per 

availability 

7 NOC Information from O/o Dean 

(Faculty)/Establishment section and Shop 

Allotment Committee 

Date of vacation of of 

Qtrs./Shops  

Same Day 

8 Shop Allotment Recommendation of Shop Allotment 

Committee 

Office Order regarding 

allotment of Shop from 

DR (P&S) 

07 days 
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ENGINEERING CONSTRUCTION & MAINTENANCE UNIT (ECMU) 
 

Sl. No. 
Details of the 

Services 

Requirement from the Stake 

Holder/Employees 
Check List 

Maximum Processing 

period for 

applications/request 

from the date of 

receiving for payment 

Contact Details of the 

concerned official 

1. Request for  the  

work  / 

estimate for work. 

After  the  receipt of  request 
from the concerned 

department/office/unit of 

institute in the office of CMU, 

estimate will be prepared and 

sent to the concerned 

department/office/unit after 

the site inspection of CMU 

staff in the presence of user. 

During the site inspection, If 

the user is not present for site 

inspection, the time may 

increase. 

1.  Request  letter duly 
signed & forwarded by the 
head of the department / 
school / unit. 
2. Request letter should have 
mobile no./contact no. and 
e-mail of the user. 
3.  Clear requirement  of  
user be given & his presence 
is must at the time of site 
inspection  for  preparing  of 
estimate. 

10 working days 
The maximum 
processing time for 
preparation of estimate 
after receipt of indent 
and finalisation of 
requirements after joint 
site visit with the 
Indenter shall depend 
on parallel numbers of 
Indents received at a 
time. Also, parallelly, 
day to day maintenance 
works is carried which 
are required to be taken 
up urgently. Generally, 
indents are received 
from various indenters 
at the same time and 
preparation estimates 
require detailed site 
inspection and detailed 
measurements prior to 
preparation of detailed 
cost estimates. Further, 
if the proposal is of the 
value of above Rs. 5 
lakhs, the same is being 
put up in IWC prior to 
processing of tender. 
Hence, the maximum 

Dean (Infrastructure)  

Email- 

dinfra@iitism.ac.in  

Tele- 0326-2235221 

 

 

 

 
 
Dy. SE 
Email- 
dsec@iitism.ac.in  
Tele- 0326-2235621 
Mob- 7707018464 
 
 
 
 
Assistant Engineer 
(Civil) 

Email-  
ravishankar@iitism.ac.in 
Tele- 0326-2235622 
Mob-8292005231 
 
Executive Engineer 
(Electrical) 

Email-  
aeelectrical@iitism.ac.in 
Tele- 0326-2235695  
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time for processing of 
estimates need to be 
based on the number of 
indents received at a 
time. Further for works 
upto 5 lakhs a time of 
15 days is required for 
finalisation of 
estimates. This time 
will get increased if the 
number of indents is 
more. Also, for works 
above Rs. 5 lakhs 
detailed proposals are 
being put up in IWC 
which require more 
time for processing 
which may be 20-25 
days. The Estimate 
preparation involves 
many external agencies 
like arrangement of 
quotation, finalization 
of technology to 
adopted for execution 
of work, the duration of 
work estimate can’t be 
fixed before assessment 
of the actual work 
required. 

2. Tender preparation 

After  the  receiving  of  clear 
fund sanction from budget 

section, the technical  staffs of 

CMU prepare tender 

document   /   BoQ   for   the 

tender process. The tender 

document / BoQ is duly 

checked & signed by the 

1. Fund sanction letter 
2. Estimate copy 

3. BoQ 

5 working days (for 
work up to 1 lakh) 

 
15 working days (for 

work up above 1 lakh) 
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technical  staffs  and converted 

into tender. 

 

As per the present practice, the 
tenders are uploaded only after 
receipt of Administrative 
Approval from CFA after 
receipt of IWC minutes. The 
fund sanction is done after 
opening of financial bids on 
the price quoted by the L1 
bidder which is done after the 
opening of financial bids. 
 

3. 

Tender processing 
till issue of work 
order/agreement 

 

 

Remark: Processes to be executed by the CMU 

 
80 days 

 

3a. 

Tender publishing
 
and upload. 

After   the   receipt   of   duly 
checked & signed BoQ from 

technical staffs of CMU with 

soft copy  of  tender 

documents  along  with request 

of concerned 

department/office/unit of 

institute and clear fund 

sanction of the work. 

Fully checked & signed 
BoQ 
in soft copy along with all 

relevant papers be received 

from CMU technical team. 

05 working days 

3b. 

Tender period As  per  rules  &  regulations 
and tender requirement, the 

tender  documents/BoQ  will 

be uploaded on Institute 

website/CPP portal to invite 

the quotations from the 

registered or empanelled 

vendors/contractors of IIT 

(ISM) 

 

Tender quotations invited 
from 
registered / empanelled 

bidders in a prescribed time 

period. 

 

 

 

06 to 21 days  
 
As per Procurement 
Manual, a minimum 
time of 21 days should be 
allowed for submission 
of bids. This time may be 
reduced to a minimum of 
7 days or so subject to 
approval of the 
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Right now, there is no 

empaneled contractor/ vendor 

for IIT(ISM). Open tenders are 

invited as per condition 

mentioned in NIT document 

which is already approved by 

competent authority 

Competent Authority. 

3c. 

Tender Extension 
(whenever 

applicable) 

If sufficient bid/quotation is 
not received in the office of 

CMU, then the tender time 

may be extended to attract 

more number of eligible 

bidders with the approval of 

CA. 

Minimum three quotations 
are 
required to be received for 

opening in any tender 

process otherwise  time  

extension  will be  given  by  

the  authority  as per 

requirement. 

 

Minimum three quotations are 

not required for opening in any 

tender process. The 

procedures laid down in 

Manual of Procurement of 

Works issued by Department 

of Expenditure needs to be 

followed for processing of 

bids which allow processing 

of single bids also subject to 

receipt of approval from 

Competent Authority in case 

conditions laid down in the 

manual are satisfied. Further, 

if two bids are received in first 

call bid can be opened and 

evaluated technically.  
 

1. Processing 01 day  
2.  Extension  period 

03 to 15 days 
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3d. 

Tender document 
checking and  
verification by 
technical staff 

It    is    depending    on    the 

number of bids/tender 

document invited  by CMU 

and opened by Tender 

Opening  Committee; 

technical staff checked & 

verified the tender 

document/bid and sent to 

CMU office for further 

process. 

Tender opened by a 
committee 
and  given  to  concerned 

persons for checking of qty., 

rate  &  other  relevant 

documents submitted by the 

bidders 

 

 

10 working days 
 
The technical 
evaluation time frame 
depends on no. of bids 
received and no of 
tenders opened in a 
day. The technical 
evaluation process can 
be extended in case 
shortfall documents are 
sought from the bidder. 
Hence, a time of 15-20 
days can be allowed for 
the technical 
evaluation process of 
the bids. The manual of 
procurement of work 
by Dept. of expenditure 
shall be adopted for 
processing of tenders. 

3e. 

Comparative 
statement 
preparation and  
checking of eligible 
L-1 bidder. 

As  per  the  average  size  of 
tender documents/BoQ in 

which minimum 03 bids are 

received, comparative 

statement prepared by CMU 

office staff and duly checked 

by technical staffs of CMU. 

This time line may increase 

accordingly, if number of 

bidders submit their 

bids/tender   documents   and 

the tender BoQ size is above 

average i.e. the items in the 

tenders are more than 6. 

Comparative statement 
prepared by office staff and 

fully checked & signed by 

technical team in respect of 

all prescribed requirement of 

department/office/unit. 

10 working days 
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3f. 

Comparative 
statement signed by 
the IWC members. 

Comparative 
statement signed by 
the TEC members. 

If all the minimum required 
members are available for 

signing on the comparative 

statement   through 

circulation. 

Comparative statement duly 
signed by committee 

members for further process 

03 working days 
 
The minutes of the TEC 
committee after signing 
is sent for IA and FC 
and subsequently for 
sanction to the 
Competent Authority. 
This process usually 
takes 10-15 days at 
present, as it is sent to 
IA for Audit, Finance 
for FC and CFA for 
sanction. 

3g. 

Preparation of 
work order 
and its dispatched. 

Work   order   prepared    by 
CMU office in favour of L-1 

bidder. After being duly 

signed  by  the  authority,  it 

will  be  sent  to  Finance 

Office for the registration for 

approval by the Competent 

Financial  Authority  (CFA). 

If work order value is below 

02  Lakhs,  it  will  be signed 

by the authority and issued 

within 02 working days. 

 

After the accord of sanction 

subject to clearance from IA 

and FC, work order is issued 

from the CMU office. 

 

 

Work order prepared after 
all 
the necessary required 

formalities completed in a 

tender award process in 

favour of  L-1 bidder 

05 working days 
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3h. 

Agreement process  
after Registration 
from the finance 
office 

Issue   of   Letter   of   Award 
(LOA) by next working day 
after the receiving of the 
registered work order. After 
receiving the LOA duly 
signed by the authority, non- 
judicial    stamp    paper    for 
preparation  of  agreement  to 
be taken from L-1 bidder, 

within one week. After 

receiving of non-judicial 

stamp paper, agreement 

papers prepared by CMU 

office  within  02  working 

days for requite signatures of 

contractor and the institute 

authorities. It takes minimum 

03 working days. After the 

signature of contractor and 

authorities, it is given to 

contractor for execution of 

allotted work. 

Issue of LOA duly signed 
by 
the authority. Preparing the 

agreement documents after 

taking  the  required  stamp 

paper & also check the 

signature of bidder & 

authority and a copy 

provided to bidder for 

further action from his side. 

03   to   09   working 
days (02 working days 
for LOA & 07 working 
days for agreement 
papers) subject   to 
submission of stamp 
paper by the 
contractor 

4. 
Work completion 
time 

As per tender document 

 
1. Hindrance free work area. 
2. User committee report 

 

 

 

5 
Complaint Received 
through MIS 

As per complaint As per complaint 07 working days 

6 

Repair & 
Maintenance on 
initial allotment of 
Qtr and before 
possession 

As per requirement As per requirement 30 working days 
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SECURITY SECTION 

 

Sl.

No 

Details of the Service Requirement from the stakeholders Check List Maximum 

processing time 

for the office 

Contact details of 

the concerned 

official 

1 Issuance of Vehicle Stickers 

for  

IIT(ISM) Personnel: 

Faculty/Officer/Staff 

Duly filled-in Vehicle Sticker form 

along with self attested supporting 

(Checklist) documents copies. 

Sticker fees if applicable (read Terms 

& Conditions in the form). 

1) Registration      Certificate of 

vehicle. 

2) Vehicle Insurance document. 

3) Valid Driving License. 

03 working days.  

Registrar 

Email id: 

registrar@iitism.ac.

in 

Telephone:  0326-

2235202 

 

 

 

 

 

Sr. Security 

Officer, 

Mob- 9471193016 

Email id- 

sso@iitism.ac.in  

 

 

   

 

 

 

 

2 Issuance of Vehicle Stickers 

for  

Non IIT(ISM){Visitors} 

Personnel: 

Duly filled-in Vehicle Sticker form 

along with self attested supporting 

(Checklist) documents copies. 

Forwarding from their respective 

HoD/Section-in-Charge. 

1) Address Proof. 

2) Registration Certificate of vehicle. 

3) Vehicle Insurance document. 

4) Valid Driving License. 

5) Letter to prove the purpose of 

visit/Appointment letter (If any). 

6) Vehicle Sticker Fee Receipt. 

03 working days. 

3 Issuance of Temporary 

Security Gate pass. 

Duly filled-in Gate pass form along 

with self attested ID bearing Address 

proof copy. Sign-stamp from the 

person recommending. 

1) Police Clearance Certificate. 

2) Character Certificate from Ward 

Councillor /MP/MLA/ 

Sabhasad/Gazetted officer etc. 

3) ID bearing Address proof. 

10 working days. 
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COMPUTER CENTRE 

 

S.N. Details of the Service Requirement from the stakeholders Check List Maximum processing 

time for the office 

Contact details of the 

concerned official 

1 Internet/Network Support Faculty/Staff/Student and Guest of 

Institute 

- 1 Working Day Dean (Infrastructure)  

Email- 

dinfra@iitism.ac.in  

Tele- 0326-2235221 

 

 

 

 

 

Associate Dean (IT & 

Networking) 

(Infrastructure) 

Email- adin@iitism.ac.in  

Tele- 0326-2235214 

 

 

 

 

 

 

Chief Systems Manager 

Email- csm@iitism.ac.in 

Tele- 0326-2235629 

 

 

 

 

 

 

 

 

2 Internet Account (LDAP) 

Creation 

Account will be created after allotment 

of employee number/student 

registration and request received 

through establishment/Dean 

(academic) and Dean (faulty) office.  

- 2 Working Days 

3 Release of 

Computer/Printer/UPS 

Request should be sent to Head of 

Department/Centre/Section who will 

then forward to Associate Dean (IN). 

Device will be allotted based on 

availability.  

Eligible staff 

can raise 

request. 

3 Working Days 

4 Biometric Attendance 

Registration/Issues 

For registration requesting should 

come from establishment/Academic 

section for staff/student respectively. 

For issues email may be sent directly.  

- 2 Working Days 

5 Email Service in 

Google/Microsoft account.  

- - 1 Working Day 

6 No dues Request must be received through 

establishment section, dean faculty 

office or dean academic office. 

- As per the schedule/3 

Working Days 

7 Software Support in 

Centralized Software licence 

(MATLAB, Anys and 

COMSOL) 

- - 1 Working Day 

8 HPC Access Request must be routed through 

concerned faculty for students 

- 1 Working Day 

9 Booking computer lab at 

NLHC 

Request must be routed through official 

above Assistant Registrar or Faculty 

- 1 Working Day 

10 Video Conference Request must be routed through official 

above Assistant Registrar or Faculty 

- 3 Working Days 

11 MIS Issues - - 2 Working Days 
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12 Web portal/ Faculty page - - 1 Working Day 

13 Digital Signature Dongle Filling online form with complete 

details 

KYC 

document 

30 Working Days 

14 e-office Support - - 2 Working Days 

15 Moodle Support - - 2 Working Day 
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                                                                     OFFICE OF DEAN (ACADEMIC) 
 

Sl. 

No. 

Details of the Service Requirement 

from the 

stakeholders 

Checklist Maximum Processing time for 

the office* 

Contact details of the 

concerned official 

1 Academic Overload / 

Underload 

Form No: A1 Documents to be submitted as 

mentioned in the requisite 

form 

4 working days Dean (Academic)  

Email- dacad@iitism.ac.in  

Tele- 0326-2255213 

 

 

 

 

 

Deputy Registrar 

(Academic) 

Tele- 0326-2235626 

Email- 

dracad@iitism.ac.in  

 

 

 

 

Assistant Registrar (PG)  

Tele- 0326-2235625 

Email- arpg@iitism.ac.in 

 

Assistant Registrar (UG) 

Tele- 0326-2235548 

Email- arug@iitism.ac.in  
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2 Adding/Dropping of 

Course(s) 

Form No: A2 Documents to be submitted as 

mentioned in the requisite 

form 

4 working days  

3 Application for 

Summer Semester 

Form No: A3 Documents to be submitted as 

mentioned in the 
requisite form 

4 working days / As per 

deadline mentioned in 

academic calendar 

4 Application for Make-

up Examination 

Form No: A4 Documents to be submitted as 

mentioned in the 
requisite form 

3 working days / As per 

deadline mentioned in 

academic calendar 

5 Reinstatement in 

Program 

Form No: A5 Documents to be submitted as 

mentioned in the requisite 

form 

7 working days / After Senate 

6 Attendance Waiver 

Form 

Form No: A6 Documents to be submitted as 

mentioned in the requisite 

form 

4 working days / As per 

deadline mentioned in 

academic calendar 

7 Migration Certificate Form No: A9 Documents to be submitted as 

mentioned in the requisite 

form 

3 working days 

8 Transcript Form No: A12 Documents to be submitted as 

mentioned in the requisite 

form 

3 working days for existing 

students / 6 working days for 

graduated students 

9 Duplicate Certificates Form No: A13 Documents to be submitted as 

mentioned in the requisite 

form 

6 working days 

10 Verification of 

Degree/Grade 

Card/Other 

Documents 

Form No: A14 Documents to be submitted as 

mentioned in the requisite 

form 

4 working days 

11 Login Credential of 

Parent Portal, MIS, 

Institute Email 

Form No: A15 Documents to be submitted as 

mentioned in the requisite 

form 

3 working days 

12 Re-Issue of Identity 

Card 

Form No: A16 Documents to be submitted as 

mentioned in the requisite 

7 working days 
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form 

13 Form for Offline 

Registration 

Form No: A17 Documents to be submitted as 

mentioned in the requisite 

form 

4 working days 

14 Form for Academic 

Helpdesk 

Form No: A20 Documents to be submitted as 

mentioned in the requisite 

form 

4 working days 

15 Scholarship (Dual 

Degree / Int. 

M.Tech Program) 

Form No: UG 1 Documents to be submitted as 

mentioned in the requisite 

form 

5 working days / As per 

deadline announced for the 

purpose 

16 Pursuing Internship / 

Academic Work 

Form No: UG 2 Documents to be submitted as 

mentioned in the requisite 

form 

5 working days 

17 Application form for 

Semester Leave 

Form No: UG 3 Documents to be submitted as 

mentioned in the requisite 

form 

5 working days 

18 Claiming Arrear of 

Assistantship / 

Scholarship 

Form No: PG 1 Documents to be submitted as 

mentioned in the requisite 

form 

5 working days 

19 Pursuing Research 

Internship / Academic 

Work 

Form No: PG 2 Documents to be submitted as 

mentioned in the requisite 

form 

5 working days 

20 Application for 

Changing 

Registration from PG 

to Integrated PG-

Ph.D 

Form No: PG 3 Documents to be submitted as 

mentioned in the 
requisite form 

4 working days /As per the 

deadline announced for the 

purpose 

21 Application for PG 

Diploma 

Form No: PG 4 Documents to be submitted as 

mentioned in the 
requisite form 

4 working days /As per the 

deadline announced for the 

purpose 
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22 Inclusion of External 

Co-Supervisor 

Form No: PG 6 Documents to be submitted as 

mentioned in the 
requisite form 

5 working days 

23 Application form for 

Semester Leave 

Form No: PG 7 Documents to be submitted as 

mentioned in the requisite 

form 

5 working days 

24 Intimation about the 

Industrial Internship 

Form No: PG 8 Documents to be submitted as 

mentioned in the requisite 

form 

4 working days 

25 Physical registration 

form for Part-time / 

External Ph.D 

Scholars 

Form No: PT 1 Documents to be submitted as 

mentioned in the 
requisite form 

4 working days 

26 Pre-Submission 

Thesis Assessment 

by Doctoral Scrutiny 

Committee 

Form No: PH 6 Documents to be submitted as 

mentioned in the 
requisite form 

4 working days 

27 Particulars of 

candidate for 

Submission of 

Synopsis for Ph.D 

Form No: PH 9 Documents to be submitted as 

mentioned in the 
requisite form 

4 working days 

28 Copyright and Consent 

Form 

Form No: PH 10 Documents to be submitted as 

mentioned in the 
requisite form 

4 working days 

29 Certificate for 

Classified Data 

Form No: PH 11 Documents to be submitted as 

mentioned in the 
requisite form 

4 working days 

30 Certificate regarding 

English Check 

Form No: PH 12 Documents to be submitted as 

mentioned in the 
requisite form 

4 working days 

31 Statement of 

Corrections for 

Revision of Ph.D 

Thesis 

Form No: PH 14 Documents to be submitted as 

mentioned in the 
requisite form 

4 working days 
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32 Certificate For Final 

Version of Thesis 

Form No: PH 16 Documents to be submitted as 

mentioned in the 
requisite form 

4 working days 

33 Compliance of UGC 

Regulations 

Certificate/ Ph.D 

Course Work 

Certificate / 

Provisional Ph.D 

Certificate 

Form No: PH 19 Documents to be submitted as 

mentioned in the 
requisite form 

4 working days 

34 Inclusion of Co-

Supervisor 

(Internal/External

) Certificate / 

Provisional Ph.D 

Certificate 

Form No: PH 21 Documents to be submitted as 

mentioned in the 
requisite form 

4 working days 

35 Change of 

Supervisor / Co-

Supervisor 

(Internal/External) 

Form No: PH 22 Documents to be submitted as 

mentioned in the 
requisite form 

7 working days 

36 Change of Grade 

[Only for Course 

Instructor] 

Form No: F1 Documents to be submitted as 

mentioned in the requisite 

form 

5 working days 

37 Remuneration Bill for 

Summer Semester 

Form No: F3 Documents to be submitted as 

mentioned in the 
requisite form 

Within two weeks after the 

deadline to submit the bills at 

academic section 

38 Honorarium for 

Teaching Assistance 

for Summer Semester 

Form No: F4 Documents to be submitted as 

mentioned in the 
requisite form 

Within two weeks after the 

deadline to submit the bills at 

academic section 

39 Report on Unfair 

Means in 

Examinations 

Form No: F5 Documents to be submitted as 

mentioned in the 
requisite form 

3 working days / Before 

submission of marks in 

MIS,whichever is later. 

40 Doctoral Scrutiny 

Committee 

Form No: PH 20 Documents to be submitted as 

mentioned in the 

4 working days 
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Recommendation on 

Specific Purpose 

requisite form 

41 Constitution of 

Doctoral Scrutiny 

Committee (DSC) 

Form No: PH 2 Documents to be submitted as 

mentioned in the 
requisite form 

4 working days 

42 Form for 2nd 

Semester Course 

Work Proposed By 

DSC for Ph.D 

Scholar 

Form No: PH 3 Documents to be submitted as 

mentioned in the 
requisite form 

4 working days 

43 Comprehensive 

Examination Report 

Form No: PH 4 Documents to be submitted as 

mentioned in the 
requisite form 

4 working days 

44 Research Proposal 

Seminar Report 

Form No: PH 5 Documents to be submitted as 

mentioned in the 
requisite form 

4 working days 

45 Pre-Submission Report 

of Ph.D Scholar 

Form No: PH 7 Documents to be submitted as 

mentioned in the 
requisite form 

4 working days 

46 Certificate for 

Acceptance of 

Draft Thesis by 

DSC 

Form No: PH 7A Documents to be submitted as 

mentioned in the 
requisite form 

4 working days 

47 Suggested Panel of 

Examiners 

Form No: PH 8 Documents to be submitted as 

mentioned in the 
requisite form 

4 working days 

48 Certificate from 

Supervisor(s) 

Form No: PH 13 Documents to be submitted as 

mentioned in the 
requisite form 

4 working days 

49 Viva-voce Report for 

Ph.D 

Form No: PH 15 Documents to be submitted as 

mentioned in the 
requisite form 

4 working days 

50 Remuneration Bill of 

External Examiner 

(Indian) 

Form No: PH 18 Documents to be submitted as 

mentioned in the 
requisite form 

4 working days 
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51 Fellowship to full 

time PhD and M.Tech 

students 

Online and Hard 

Copy as filled in 

MIS 

Documents to be submitted as 

mentioned in the requisite 

form 

7 working days 

52 Bonafide Cerificate   Can be generated in MIS on the 

same day 

*Except when semester registration/ examination/ final result processing/ physical verification of documents/ convocation preparation etc. is 

going on or when there is a large no.of student requests submitted simultaneously or if some specific/complicated requirements are requested 

that require additional checks. 
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CAREER DEVELOPMENT CENTER (CDC) 
 

Sl 

no Detail of service 

Requirement from the 

stakeholders/ Employee Check List 

Maximum processing  

time for the office 

Contact details of the 

concerned official 

1 

Mail Response to the 

company Mail to cdc@iitism.ac.in - 2 business days 

 

 

 

 

 

 

PIC (CDC)  

Email- 

piccdc@iitism.ac.in  

Tele- Tele-0326-2235231 

 

 

 

 

 

Placement officer 

Email- cdc@iitism.ac.in 

Tele-0326-2235231 

Mob-8017990777 

 

2 

Mail Response to 

student query 

Mail to 

cdc_queries@iitism.ac.in - 2 business days 

3 RTI response 

RTI submitted on the 

portal - As per the govt. norms 

4 
Internship Hiring and 

Full Time hiring 
  

  

  

  

  

  

  

  

  

  

  

  

  

  

1.Preperation of list of 

companies to send invitation 

each year. 

07  business days 

2.Sending invitation to those 

companies 
7 business days 

3.Send reminders to the 

companies each week untill 

confirmation 

7 business days 

4.Creation of all company's 

superset job profile 

2  business days after 

receiving JNF 

5.Sharing and resharing the 

applicant list in the given 

format shared 

1 business day 

6.Confirm the Pre-Placement 

talk(PPT) and Online 

assessment(OA) date 

confirmation 

7 days 

7. Share the PPT schedule and 

venue details among the 

studnets 

7 days 

8. Share the company's 

schedule among the studnets 7 days 

9. For physical PPT, Booking 

of Auditorium, Arrange 

Network support for PPT 

support, For physical OA, 7 days 
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Booking of Labs, Arrange 

Network support for OA 

support 

10. Arrangement of 

invigilation for assessment 3 days 

11. Scheduling Personal 

Interviews 7 days 

12. Blocking the students in 

superset for further placement 

2 days after receiving 

the result 

13. Creating offer declination 

form 7 days 

14. Sharing the offer 

declaration details to the 

company 

2 days after the student 

fill the form 

5 

Preparation and revision 

of institute polices 

related to  Internship and 

placement As per institute policy   30 days 

6 

Preparation of Career 

Survey forms to survey 

the unplaced students 

 

1. Circulating forms for 

survey of unplaced students 

30 days 

 

 

2. Follow up of unplaced 

students' survey form 

3. Calling each and every 

Unplaced students to know 

about their future plan 

4. Consolidated report 

preparation unplaced students 

by CDC team 

7 

  

Finalization of 

Notification Forms 

  

  

  

1.Creation of Job Notification 

Form for the companies 

07 days 

  

2.Creation of Internship 

Notification Form for the 

companies 

8 Building Student teams   

 

1. Open session mail for 

SCPT selection 
30days 

  

  2. Open session speaking 
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content SCPT selection   

3. Frozen task list release 

SCPT 2024 selection 

4. Selection of SCPT  

5. Selection of SIR and SPR 

10 

Accommodation 

arrangement 

Details requirement from 

company   7 days 

11 

Yearly Creation of 

Placement Brochure NA   7 days 

12 

Verification of 

registration data in 

SUPERSET 

Submission of all details 

by students in superset   15-20 days 

13 

Providing Preference 

form to the student for 

taking preference of the 

company they want to 

be blocked 

Google form response 

from the student   7days 

14 

Arrangement of 

uninterrupted network 

support during online 

test and personal 

interviews NA   

Before each placement 

process 

15 

Finalization of slots 

given to the company NA   Before the day1 day 2 
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OFFICE OF DEAN (RESEARCH & DEVELOPMENT) 
 

Sl. 
No. 

Details of the service Requirement from 
the stake 
holders 

Check List Maximum processing 
time for the office 

Contact details of the 
concerned official 

1. Submission of Project 
Proposal and request 
of Consent Letter 

Request letter from the 
concerned faculty along 
with a copy of project 
proposal (soft copy of 
proposal and format of 
consent letter through E-
office. 

1. Forwarding of HoD 05 working days (Subject 
to completion of 
checklist) 

Dean (R&D) 

Email- drnd@iitism.ac.in  

Tele-0326-2235203 

7707018423 

 
 
 
Assoc. Dean (R&D)  
Email- adrnd@iitism.ac.in  

Tele- 0326 5253 
 

2. Allotment of Project 
Code No. (PI may be 
allowed to start the 
project activities like 
advertisement of staff 
Etc. 

Sanction 
letter/administrative 
approval from the funding 
agency with approval of 
Dean R & D 

1. Forwarding of  HoD / CoS 
2. Duly filled in and signed new 

project registration form as 
given in institute project 
guideline. 

05 working days 
(Subject to completion of 
checklist) 

  

 
 

 

 
 

 
 

Dean (R&D) 

 
 
 
Assoc. Dean (R&D)  
 

3. For
 acknowledgeme
nt of funds 

Fund allocation letter/mail 
from funding agency 

1. Forwarding of HoD/CoS 
2. Fund allocation letter/mail 

from funding agency 
3. NEFT/RTGS Details 
4. Any other

supporting document. 

05 working Days 
(Subject to completion of 
checklist) 

AR (Project Accounts) 

Email- arproject@iitism.ac.in  

Tele- 0326-2235624 

 

4. For approval of draft 
advertisement 

Request letter from the 
concerned faculty 

Draft Advertisement must be in 
the format as prescribed in 
Institute Project Guidelines 

05 working days 
(Subject to completion of 
checklist) 

Dean (R&D) 

 
 
 

 
Assoc. Dean (R&D)  
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5. For       approval        of 
recommendation of 
selection committee 
meeting (if in order) 

Request letter 
concerned 
faculty 

from the 1. Forwarding of HoD 
2. Complete set of documents  

05 working days 
(Subject to compliance of 
checklist) 

Dean (R&D) 

 
 
 

 
Assoc. Dean (R&D)  
 

6. For approval of any 
type 
of committee 

Request letter 
concerned 
faculty 

from the 1. Forwarding of HoD/CoS 
2. Composition of Committee 

must be in accordance to the 
Institute Project Guideline/ 
Institute Purchase Manual 

05 working days 
(Subject to compliance of 
checklist) 

 
Dean (R&D) 
 

7. For approval of break- 
up of funds (if 
submitted as per 
sanction of funding          
agency) 

Request letter 
concerned 
faculty 

from the 1. Forwarding of HoD 
2. Forwarding of Mentor/ 

Supervisor (in case of fellow) 
through HoD/ CoS 

3. It must be in accordance to the 
sanction/ original proposal 
(as the case may be) 

05 working days 
(Subject to compliance of 
checklist) 

Dean (R&D) 

 

 
AR (Project Accounts)        

8. Extension of project 
staff tenure (if as per 
rule) 

Request letter from P.I./   
Co- ordinator 

1. Forwarding of HoD 
2. Approval from Funding agency 

(if required) 

05 working days 
(Subject to compliance of 
checklist) 

Dean (R&D) 

 
 
 

 
Assoc. Dean (R&D)  
 

9. For approval of Student 
Travel Grant Support 
Scheme (STGS) 
application (submitted 
by following due 
procedure, 
 having 
endorsement of HOD 
and as per rules) 
 
 

Duly   filled in application 
form of STGS. 

1. Forwarding of HoD 
2. Copy of paper acceptance 

letter 
3. Copy of accepted abstract 
4. Copy of conference brochure 
5. Date of submission (before 

due date or not) 
 6.  Matching grant sanctioned 
by 

HoD. 

05 working days 
(Subject to compliance of 
checklist) 

Assoc. Dean (R&D) (For 
National) 
  
 
 
Dean (R&D) (For 
International) 

 

 

 
 
 

 

 
 
 

38554/2024/RGO
84



Page 82 of 99 

 
 
 

 

 

 
 
 

 

 
 
 

 

 
 

 

 

 

 

 

10. 
Appointment of Ad-hoc 
Staff under Testing / 
Consultancy Project (if 
as per rules) 

Request letter through HoD 
 

Forwarding of HoD 05 working days 
(Subject to compliance of 
checklist) 

        Dean (R&D) 

11. Approval for filing patent Duly filled institute patent 
application form  

Recommendation of HOC (CIIE) 05 working days 
(Subject to compliance of 
checklist) 

        Dean (IIE) 
Mob- 7707018426 

Email- diie@iitism.ac.in 
 

12. Global Initiative for 
Academic
 Network
s (GIAN) related matters 

Request letter from concerned 
faculty 

1. Recommendation of Local 
Coordinator GIAN 

2. Proposal to be checked 
according to GIAN Guidelines 

05 working days 
(Subject to compliance of 
checklist) 

  Assoc. Dean (R&D) 

13. Forwarding of 
applications of faculty/ 
student for travel grant 
support to funding 
agencies 

Request letter from 
concerned 
faculty/ student 

1. Forwarding of HoD 
2. Duly filled application form in the 

prescribed format of the funding 
agency 

05 working days 
(Subject to compliance of 
checklist) 

Dean (R&D) 

 
 
 

 
Assoc. Dean (R&D)  

 
14. Issuance of   unique   tax 

invoice number 
Duly filled in and signed tax 
invoice 

1. Forwarding of HoD 
2. Project consultant signature 
3. Details of amount deposited 
4. Address of client 
5. GSTIN number of clients 

05 working days 
(Subject to compliance of 
checklist) 

AR (Project Accounts)   

15. Noting and Forwarding 
of 
testing consultancy bills 
for its clearance 

Testing consultancy   bills   in 
prescribed format 

1. Forwarding of HoD 
2. Statement of challan No. 
3. P.I./ Consultant signature 
4. Copy of agreement signed with 

the client, if any 
5. Consolidated details, transfer 

entry 
6. Copy of project completion 

report and registration form 
duly signed 
by PI/ Consultant & HoD 

05 working days 
(Subject to compliance of 
checklist) 

 
 
 
 

 

 
 
 
 

 
 
 

  Dean (R&D) 

 

 
AR (Project Accounts) 
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16 Issuance of 
Endorsement letter to 
Faculty/ Staff/ Project 
Fellow for applying 
grant 

Request letter from the  
concerned faculty 

1. Forwarding of HoD 
2. Brief Proposal, Consent of Co-

PIs (if any) and endorsement 
format (Soft Copy) is 
required to be sent through e-
office to Associate Dean (R&D) 
at least 5 working days prior 
to the last date of submission 
of proposal  

05 working days 
(Subject to compliance of 
checklist) 

Dean (R&D) 

 
 
 

 
Assoc. Dean (R&D)  

 

PROJECT ACCOUNTS  
 
1. Salary/Fellowship     

 Processing of 
Salary/Fellowship of 
JRF/SRF/PDF/Contractual 
employees/technicians as 
the case may be. 

Submission of claim in 
prescribed format 
complete in all respects 
with supporting 
documents duly forwarded 
by the P.I./ Mentor/ 
Coordinator /  HoD as the 
case may be. 

1. Absentee statement 
2. Fund availability 
3. Bank acquaintance roll 
4. Forwarding of

 concerned 
P.I./Mentor/Coordinator/H
o D as the case may be 

5. Income Tax challan as the 
case may be 

6. Joining Report (for the first 
bill) 

7. Any other requirements as 
per Institute/GoI norms 

10 working days 
(Subject to 

compliance of 
checklist)  

Dean (R&D) 

Email- drnd@iitism.ac.in  

Tele-0326-2235203 

7707018423 

 

 
AR (Project Accounts) 

Email- 

arproject@iitism.ac.in  

Tele- 0326-2235624 

 

2. 
 

Processing of Bills     
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 Project Purchase Payments Submission of purchase 
file complete in all respects 
with triplicate copy of 
purchase order with detail 
terms and conditions (as 
per institute purchase
 manual
) documents duly 
forwarded by the 
P.I./Mentor/ Coordinator/ 
HoD as the 
case may be. 

1. Sanction Letter (for first 
procurement) 

2. Tender/ inquiry letter 
3. CPPP/ Institute Website/ 

Newspaper uploading as 
the case may be 

4. Receiving of bids
 with proper diary entry 

5. Comparative statement 
6. Minutes of the 

purchase committee 
7. Payment terms 
8. Proprietary certificate, if 

applicable 
9.  
10.9. Performance bank 

guarantee (as per institute 
purchase manual) 

11.10. Liquidated damage 
clause 

12.11. Taxation 
Any other requirements as per 
the      Institute/GoI norms 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

10 working days (up 
to the level of CFA) 

(Subject to 
compliance of 

checklist) 

 OIC (R&D) /DR (PPS) 

Email- drpps@iitism.ac.in  

Tele- 0326-2235660  

Mob- 7766907989 

 
 
 

AR (Project Accounts) 
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 Processing of   LC,   Wire 
Transfer, FDD 

Submission of   required 
form complete in  all 
respects along with LC  
form of SBI/HDFC/Axis 
bank documents duly 
forwarded by the 
PI/Mentor/ Coordinator / 
HoD  as the case may be 

1. Tax Invoice / 
Proforma Invoice, 

2. Payment amount 
3. T&C mentioned in 

purchase order 
4. LC documents as required 
5. Performance bank 

guarantee as the case may 
be 

6. Notary Stamp Paper 
7. 15 CA & CB form 
8. Any other requirements as 

per the  Institute/GoI norms 

10 working days 
(Subject to compliance 
of checklist) 

 
AR (Project Accounts) 

 Processing of bills   for 
payment and 
reimbursement 

Submission of bill 
complete in all respects 
with supporting 
documents duly 
forwarded by the
 PI/Mentor/ 
Coordinator / HoD  as the 
case may be 

1. Tax invoice / bill of 

supply with institute GSTIN 

2. Major/Minor Budget Head 
3. Name of Recipient 
4. Stock

 Entry/Purchase Certificate 
5. Deduction of

 liquidated damage, if any 
6. Signature of PI 
7. Appropriate deduction of 

taxes, as applicable 
8. Fund sanction 
9. Order copy 

 
10. In   case of   

reimbursement, documents 
of receiving of 
payment 

11. Any other requirements as 
per the  Institute/GoI norms 
 

 

10 working days, 
(Excluding time taken 
by Internal Audit and 
Subject to compliance 
of checklist). 

 

AR (Project Accounts) 
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 Processing of Bills in case 
of Online Purchases 

Submission of bill  
complete in all respects 
with supporting 
documents duly forwarded 
by the PI/Mentor 
/Coordinator/ HoD as the 
case may be 

1. Check the limit for online 
purchase 

2. Mode of payment 
(Bank/ Credit

 Card 
Statement) 

3. Tax invoice / bill of supply 
with institute GSTIN as 
applicable
 (Supporting documents of 
purchase is required if Tax 
invoice is not available) 

4. Major/Minor Budget Head 
5. Name of recipient 
6. Stock

 Entry/Purchase Certificate 
7. Signature of PI 
8. Fund sanction 
9. Order Copy 
10. In case of reimbursement, 

documents of receiving of 
payment (in case of cash on 
delivery) 

11. Any other requirements as 
per the   Institute/GoI norms 

10 working days, 
(Excluding time 
taken by Internal 
Audit and Subject 
to compliance of 
checklist). 

 

AR (Project Accounts) 

3. Travel 

 Processing of travel bills 
for reimbursement 

Submission of TA bill  
complete in all         
respects with
 supporting 
documents duly 
forwarded by the 
PI/Mentor/ Coordinator/ 
HoD as the case may be 

1. Tax invoice / bill of 
supply with
 institute 
GSTIN, as applicable 

2. Major/Minor
 Budget Head 

3. Name of recipient 
4. Signature of PI 

10 working days, 
(Excluding time 
taken by Internal 
Audit and Subject 
to compliance of 
checklist). 

 

AR (Project Accounts) 
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   5. Fund sanction, if 
applicable 

6. Order Copy, if applicable 
7. Proof of receiving of 

payment by the vendor 
8. Any other requirements 

as   per the Institute/GoI 
norms 

  

4. STGS 

 Processing of TA
 / DA  Bills and 
Registration fees 

Submission of bill 
complete in all  respects 
with supporting  
documents duly 
forwarded by the 
PI/Mentor/ 
Coordinator/HoD  as
 the case may be 

1. Tax invoice / bill of 
supply with institute 
GSTIN, as applicable 

2.  Budget                                     Head 
3. Name of recipient 
4. Signature of PI 
5. Fund sanction,

 as applicable 
6. Proof of receiving of 

payment by the vendor 
7. Any other requirements 

as  per the Institute/GoI 
norms 

10 working days, 
(Excluding time taken 
by Internal Audit and 
Subject to compliance 
of checklist). 

 

AR (Project Accounts) 

5. UC/SE 

 Signing of                       SE/ UC/Public 
Financial Management 
System UC. 

Submission of prescribed 
proforma of funding 
agency in four copies 
complete in all respects 
with supporting 
documents duly forwarded 
by the PI/Mentor/ 
Coordinator/  HoD as the 
case may be 

Template of funding agency 12 working days 
(Subject to compliance 
of checklist). 
 

  AR (Project Accounts) 
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6. Public  
 Finance 
Management 
System/Expenditure 
Advance and
 Transfer 
(PFMS/EAT) module 

Being registered in PFMS 
portal and receiving fund 
in the appropriate account 
of the Institute for the 
purpose of expenditure. 
Other requirements are 
same as bill processing, 
vendor details are  
required. 

Same as bill processing 10 working days 
(After opening of 
Bank account for 
mapping of Bank 
account on portal & 
processing the  
bill. (Subject to 
compliance of 
checklist). 

AR (Project Accounts) 
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OFFICE OF DEAN (CORPORATE COMMUNICATIONS) 

 

 

S. 
No 

 

Details of 

the Service 

 

Requirement from the stakeholders 

 

Check List 

Maximum 

processing 

time for 

the office 

Contact details of  the 

concerned 
official 

1 Preparing 

Press Release 

 

 

Information regarding 

events/workshops/conferences/research 

etc is provided by the 

departments/sections/administration/offic

es. 

 

 

 

 

 

Based on the events. 

 

 

 

 

 

 

 

 

 

Deadlines as 

defined 

 

 

Dean (Corporate 

Communications) 

Email- dcc@iitism.ac.in  

Tele- 0326-2235313 

 

 

 

 

Deputy Registrar 

(CC/MBC)  

Email- 

drmbc@iitism.ac.in  

Tele- 0326-2235683 

 

2 Publishing 
Research Stories 

2 Maintaining 

Social Handles;- 
1. Facebook 
2. Linkdln 
3. Instagram 
4. Twitter 
5. Youtube 

3 Website Any updates or any changes related to the 

increase in the staff/ students/course/ 
content/advertisement matter/ details etc. 

4 Preparing 

Convocatio

n Brochure 

Information regarding pass out students 

and achievements is collected from 

Academic section. 

Chief Guest information is collected from 

the Registrar office. 

Based on data received 

from academic section. 

5 Arranging 

Press 

conferences 

Detail of the program/events/seminar etc 

is required in advance, information is 

collected 
on spot. 

Based on the events. 

6 Preparing 

News Letters 

Information regarding major events of the 
Institute is compiled every quarter from 
social handle of the Institute and 
departments etc. 

Based on the events. 
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7 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Compilation 

and maintenance 

of the data for:- 

 

a. NIRF Ranking 

 

b. QS Ranking 

 

 

c. (AISHE) 

1. Dean Academic office regarding 

academics (student’s data course 

wise/department 

wise/region/category/year/ programmes/ 

student enrolment/ NEP/ examination 

results etc.) 

2. Dean Faculty office regarding 

faculty details (new 

recruitment/retirement/department 

wise/ etc.) 

3. Chairperson CDC: Data regarding 

placement of the students/employer’s 

data/companies 

participated/visited/packages offered 

etc. 

4. Dean (R&D) office; data related to 

research & 

development/project/patents/ fund 

details/ data related to payments 

through project/capital and 

operational expenditure/ conferences 

(national/international) etc. 

5. Registrar office; data related to 

financial expenditure (including both 

capital and operational) Basic Details 

of IIT(ISM) Dhanbad. 

6. Data from different departments if 

any NPTEL programme and courses 

are introduced. 

7. Office of Dean (SW): Scholarship/ 

fellowship, Loans &Accreditation 

Details 

8. Dean INFRA: details regarding 

residential facilities, Off Campus 

 

 

 

 

 

 

 

 

Data is received from 

concerned sections, verified and 

processed. 

 

 

 

 

 

 

 

1. Data is 

fetched 

weekly 

 

2. It is an 

ongoing 

process 

 

 

3. Round 

the year 

maintena

nce. 
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Centers, regional center & Off-Shore 

center/infrastructure of Institute. 

9. Dean IRAA: foreign students 

enrolment, MoU signed, incoming 

mobility and 
outbound mobility. 

8 Preparation of  

Director’s 

Report 

1. Academics information (student’s 

data student enrolment/examination 

details etc.) 

2. Information regarding faculty details 

(recruitment/retirement/promotion/depar

tment wise/ etc.) 
3. Data regarding placement of the students 

etc. 
4. Data related research and 

development 

activities/project/patents etc. 

5. Data related to financial expenditure 

(including both capital and operational) 

from RG office. 
6. Information related to raging cases. 
7. Details regarding residential facilities, 

Off Campus Centers, regional center & 

Off-Shore center/infrastructure of 

Institute. 

8. Foreign students enrolment, MoU 

signed, incoming mobility and outbound 

mobility/ donations from Alumni/ 

centenary celebration information. 

9. Major events happened during the year 

from Media cell of corporate 

communications. 

10. Publications data from Librarian office. 

11.Information related to cases regarding 

sexual 

 

 

 

 

 

 

 

 

 

 

Data is received from 

concerned sections, verified 

and processed. 

 

 

 

 

 

 

 

 

 

 

Deadlines as 

defined 
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harassment if any from ICC. 
12. Information regarding patent filed and 

granted from. 
13. Student’s activity data from sports 
officer. 14.Information from Centre of 
Societal Mission. 

9 Preparation of   

Annual 

Report 

1. Basic information required ;_ 
Updated list of departments/ BoG 

members/ Finance Committee 

members/ Senate Members/ 
2. Rankings updates of the Institutes 
3. Information related to the convocation 

regarding Ph.D. Degrees Awarded 

4. Data related to Placement 
5. Scholarships 
6. Awards & Recognition of the faculty 

members. 
7. Research Publications/ Sponsored 

Research Projects/consultancy 

projects/ testing projects. 

8. Updates from 

NVCIT/ACIC/Texmin/CIL. 

9. Updates from different departments 

regarding any EDP programs. 

10. Information from IRAA office 

regarding foreign collaborations if any. 

11. Updates from CSM centre and 

students Clubs. 12.State-of-the-art 

Laboratory, Research & Testing 

Facilities 

13. Any data or updates related to the 

Health Centre/Computer Centre 

/Automation Centre 
/Central Workshop 

14. Any Student’s Activity related to 

 

 

 

 

 

Data is received from 

concerned sections, verified 

and processed. 

 

 

 

 

 

Deadlines as 

defined 
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national or international recognition in 

sports or any athletic achievements. 

15. Any Infrastructural enhancements, 

addition of the new buildings/hostels/ 

centres etc. 

16. Report on the implementation of the 

Reservation Policies students and 

employees wise. 
17. Collecting Financial Statements and 

Special Audit Reports from Registrar 
Office. 

10 Compilation of 

data for MoU with 

Ministry of 

Education 

1. Data related to the UG/PG students 
intake 

2.  Ph.D intake and Ph.D pass outs/ 

foreign student’s intake. 

3. Teacher student ratio, number of 

students mentored by faculty and 

admitted out of mentored students. 

4. Combined Metric for Publications 

(Publication per Faculty) Combined 

Metric for Quality of Publications, No. 

of Citation – Scopus, 

5. No. of patents filed, No. of patents 

granted and licensed. 
6. Total revenue accruing through 

consultancies. 
7. Detail of the placements/higher 

studies/entrepreneurship by pass 

out students, Median Salary/ 
8. Utilization of the funds granted from 

MoE. 
9. Information related to cases 

regarding sexual harassment if any 

from ICC. 

10. Information related to 

 

 

 

 

 

 

 

Data is received from concerned 

sections, verified and processed. 

 

 

 

 

 

 

 

 

Deadlines as 

defined 
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raging cases. 11.Percentage 

of girl’s students. 

12. Percentage of the faculty and 

students category wise. 

13. Percentage of the total cost recovery 

by means of fees and other resources, 

except MoE funds. 
14. Alumni donations 
15. Extra Mural Funding from other 

sources (fellowships, associates 

funds/consultancy/non- Govt. R&D) 

16. Other resources for fund generation 

like seminars etc. 
17. NIRF ranking 

 
 Apart from the above, there are several other activities which may not be quantified (such as designing of the flyers &   other related promotional 

activities of the Institute events). 
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CVO OFFICE 
 

S. 

N. 

Details of the 

Service 

Requirement from the 

stakeholders 

Check List Maximum 

processing 

time for the 

office 

Contact details of the 

concerned official 

1 Vigilance Clearance/ 

Status 

Requests receive from Estt. 

Section and Faculty Office 

for Vigilance Clearance for 

various purposes 

Common requirement for consideration of Vigilance 

Clearance in the following cases:  

a) Request letter from Estt. Section/ Faculty Office 

b) Details on seven points related to employee’s service. 

 

1. For apply outside –Details of outside application 

provided by the employee  
 

2. For Private Foreign Tour - Details of foreign tour and 

praforma for private visit abroad  
 

3. For Official Foreign Tour - Details of foreign tour 
 

4. Applying for Visa/Passport – Details related to 

Visa/Passport 
 

5. Nomination for Award – Details of Nomination and 

Award.   
 

6. For Confirmation/Promotion/up-gradation 

/Resignation/ etc. – Details of Confirmation 

/Promotion/ up-gradation/Resignation. 
 

7. Vigilance Clearance required by the 

Ministry/Organisation/Institute in the prescribed 

format - Details of outside application provided by the 

employee and duly filled personal details in the first 

page of prescribed format 

 

04 Working 

days 

CVO 

Email- 

cvo@iitism.ac.in 

Tele Tele- 0326-

2205206 

 

 

 

 

 

 

Assistant Registrar 

(CVO) 

 

Email- 

cvooffice@iitism.ac.in  

 

Tele- 0326-2205609 

Mob- 8375014927 

2 Vigilance related 

Complaint(s)  

Complaint having vigilance 

angle received in any 

Section/Department of 

IIT(ISM). 

1. Complaint along with all annexures/attachments. 

2. Action taken report from the concerned 

Section/Department. 

3. Concerned file/document(s) related to the Complaint.    

As per nature 

and gravity of 

the complaint 
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RTI & GRIEVANCE CELL 

 S. 

N. 

Details of the Service Requirement from 

the stakeholders 

Check List Maximum 

processing 

time for the 

office 

Contact details of the 

concerned official 

1. RTI Application-Forwarding of the RTI 

application(Online/offline) to the concerned 

CPIOs of this Institute. 

 

RTI Application 

 

 

 

 

 

__ 

 

5 working 

days, as per 

the RTI Act-

2005. 

 

 

 

 

 

 

 

 

Deputy Registrar 

&Nodal 

Officer(RTI),IIT 

(ISM), Dhanbad- 

826004,Jharkhand 

Email id: 

cpionodal@iitism.ac.in, 

Phone no.: +91-0326-

2235254 

 

2.   

Furnishing of RTI Monthly report  

 

 

       __       

 

__ 

 

 

Up to the 15th 

day of the next 

month.  

 

3.  

Furnishing of RTI Quarterly report 

 

 

 

       __       

 

 

 

__ 

 

Up to the 15th 

day of next 

quarter. 

 

4. Proactive mandatory disclosure of information 

under Section 4 of the RTI Act – 2005 

 

       __       

 

 

 

__ 

As per the 

time limit 

given by the 

CIC. 

 

 

5.  

Furnishing of reply to the RTI application 

related to RTI & Grievance Cell. 

 

RTI Application 

 

 

 

__ 

 

30 days as per 

the RTI Act-
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  2005. 

 

 

6. Furnishing the reply of RTI Application 

(Offline). 

 

 

        __ 

 

__ 

30 days as per 

the RTI Act-

2005. 

7. PG Portal Grievance/ Ingram Portal 

Grievance/E-Samadhan Portal 

Grievance/Grievance Petition received offline- 

Forwarding of the Grievance Petition(s) to the 

concerned offices of this institute. 

 

Grievance Petition 

 

 

 

 

 

__ 

 

 

5 working 

days  

 

 

 

 

 

 

 

 

 

 

8.  

Transmitting the reply of the Grievance 

Petition to the Petitioner/ uploading the reply 

on the PG Portal/Ingram Portal/E-Samadhan 

Portal 

 

 

 

        __ 

 

 

__ 

 

 

30 days 
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DIRECTOR/DEPUTY DIRECTOR/ REGISTRAR  SECRETARIAT  
 

S.No. Details of the Service Requirement from the 

stakeholders 

Check List Maximum 

processing time for 

the office 

Contact details of 

the concerned 

official 

1 Any time bound matter pertaining to Ministry and other Outside Agency/Statutory matter etc. Within Stipulated 

time 

Director  

Tele- 0326-2235201 

Email- 

director@iitism.ac.in   

 

 

Deputy Director 

Tele- 0326-2235210 

Email- 

dydir@iitism.ac.in  

 

 

Registrar 

Tele- 0326-2235202 

Email- 

registrar@iitism.ac.in 

 

*Action to be taken 

by Director/Deputy 

Director/Registrar as 

the case may be.  

 

2 Any internal Representation/Grievance/Request etc. To be transferred to 

the concerned 

Section/Authority 

within 3 working days 

to be further disposed 

as per their schedule 

3 Disposal of other routine files Within 5 working 

days 
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ACADEMIC DEPARTMENTS  
 

S.No. Details of the Service Requirement from the 

stakeholders 

Check List Maximum 

processing time for 

the office 

Contact details of 

the concerned 

official 

1 Academic work as notified by the Institute As per Academic 

schedule 

Concerned HoD 

 

 

 
2 Administrative work as per approved norms As per schedule 

3 Other administrative requiring received from Central Administration  2-3 days  
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