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FOREWORD

Having come into existence more than a decade ago, the Indian Institute of Technology
Hyderabad can no longer be considered a toddler anymore. It has not only evolved into a full-
- fledged self-reliant institution but also acquired the requisite potential to mentor any new
institution of the ilk. It has already earned the reputation of having mentored IIT Bhilai and IlIT
Sri City (Chittoor) and is currently mentoring I1IT Raichur.

However, it is not just enough for IIT Hyderabad to claim to be a fully grown-up
> institution. It is time for it to prove its mettle and maturity by demonstrating not only academic
excellence but also its administrative soundness. With this objective in mind, we have
concentrated some of our efforts on revamping and reinforcing the administrative structure of the
institute. It has been observed that the practices adopted, and the interim informal arrangements
made with a view to overcoming the teething problems during the Institute’s initial formative
- years, have remained deep-seated, and over these years have unduly acquired the strength of the

formal procedures. All such incongruities have been identified and are being eliminated one by

one or realigned in conformity with the formal and well-established procedures so as to bring
- about more transparency, efficiency and accountability in each and every administrative function
of the Institute. I am sure that the Institute’s academic and administrative excellence will soar to
new heights of reputation.

This book entitled ‘Administrative Manual’ is a small effort to help not only the newly
> joined students and recruits but also the existing ones. This book, which offers an overview of
the administrative structure and the services it offers, is intended to serve as a handy reference

= guide on whom to contact for various services and facilities at IITH. It may, however, be noted
- that this Manual contains only an outline of various service rules and regulations for quick
understanding and reference. In the event of any conflict of facts and figures, the extant orders of
e the Central Government on the subject shall prevail.
3 I hope that this Manual will prove to be very useful to the IITH fraternity. ()
|
4 \
i k’“ J
B.S. Murty
v = \
Director
- September 15, 2021
.
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CHAPTER-1
ABOUT IIT HYDERABAD

The Indian Institute of Technology Hyderabad is a Centrally Funded Technological
Autonomous Institution foundeahd registered under the Andhra Pradesh Societies Registration
Act 2001 (Act No.35 of 2001) in 2008 he Institute functions under the aegishe Ministry of
Education, Department of Higher Education, Government of India.

2. IIT Hyderabad is one among the 2nd generation of IITs started by the Govt. of India.
Although the Institute was founded in 2008, its first faculty joined only in August 2009 and the
Institute had to function from a tem@ry location inside the ODF, Y¥dumailaram until 2015.
Despite this humble start, ITH has made great strides witkimog span of 10 years and has
been able to createot only a vibran research and development anmgie and innovative
academic ecosystebut also arve outa niche for itselfin NIRF and QS world rankingand
claims the top position among all second gatien IITs. It is ranked No.8 inindia for
Engineering, and N&7 in overall by NIRF.IITH has entered the QS World University Ranking
for the first time in position 66G650.

3. Today IITH offers 11 B.Teclprograms, 1 B.De®rogram, 3 M.Sgrograms, 18 M.Tech
programs, 1 M.Des program, 1.M Program and @ Ph.D. programs in all branches of
engineering, science, liberal grtslimate changeand design. IIT Hyderabad offers all its
Programs to foreign nationals as walibject totheir fulfilling the eligibility criteria. The very
foundation of IIT Hyderabad is based on research and innovation. Invention and innovations have
been the governing vision for IIT Hyderabad. This vision is reflected in all aspects of IITH
reseach and development, teaching, campus development, student activities and administration.
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CHAPTER-2
| 1 TH6S VI SI ON, MI SSI ON & VALU

Vision @

[ITH will be the cradle foinventions and innovations. It will advance knowledge and scholarship
to students in science, technology and liberal arts, and equip them to handle the challenges of the
nation and the world in 21st century.

<]

Mission

To be recognized as ideators daaders in higher education and research, and to develop human
power with creativity, technology and passion for the betterment of India and humankind.

I=>

Values

IITH recognizes the importance of ethics and integrity in the discharge of duties and

responsibilities and attaches high importanceadoesin its work culture.
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CHAPTER-3
ORGANOGRAM OF IITH

[ Finance Committee ] [ Building Works Committee ]

[ Director ]

f

Chair, HCU
" FIC, Student Activities
( Dean . FIC, Sunshine

(Students) FIC, Sports
T -
Deputy Registrar (Students)

PP—
\ Dean FIC, Library

ﬂ (Academics) Deputy Registrar(Academics)
& 2

NS

Deputy Registrar (HR)
: Deputy Registrar (MS
Dean | Deputy Reglstr.ar(S&P) ang C)F,’IO gistrar (MS)
(Admin.) FIC, Green Office Joint Registrar (F&A) and
k-4 ni
FIC, Clinic DDO Registrar
Chief Security Officer
T Y
— Dean «—| Deputy Registrar (HR) Co-ordination Section
(Faculty)
b _ g
PEE—— The following Chairs/FICs directly report to Director
P Dean | Associate Dean (Planning) .
(Planning) SE (Civil SI. No. | Officer / Faculty
s il 1 Chair, JEE
o i 2. Chair, GATE
Dean - IAR Section 3 Chair. G tor Cant
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@ B :
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)}
“7 Hobs
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CHAPTER-4
BOG, SENATE, FC & BWC

1. Board of Governors(BOG):

The Board of Governors is the apex authority of the Instanteisresponsible for the
general superintendence, direction and control of the affairs dfighite and exercises all the
powers of the Institute and has the power to review the acts of the Sedreafoardconsists of
the following persons, namely:

(&) The Chairmanto be nominated by the Visitor (viz.The President)

(b) The Director(IITH), ex offtio,

(c) One person to be nominated by the Government of each of the States comprising
the zone inwhich the Institute is situated, from amotige persons who, in the
opinion of that Governmenaye technologists andustrialists of repute;

(d) Four persons havin special knowledge or practical experience in respect of
educationgngineering or science, to be nominated by the Council; and

(e) Two professors of the Institute, to be nominated by the Senate.

1.1. Tenure of the Board Members:

(a) Generally, the term abffice of the Chairman or any other member of the Board
shall be three years from the date ofteésnomination.

(b) The term of office of an ex officio member shall continue so long &hdéeolds
the office by virtue of which Heheis a member.

(c) The term 6 office of a member nominatday the Senatshall be two years from
the 1st day of January of the year in whicksheis nominated.

(d) The term of office of a member nominated to fill a casual vacancy shall continue
for the remainder of the term of tmeember in whose place /sbe has been
nominated.

1.2. Present Composition of the Board

Present composition of the Board of Governors is as follows.

(a) ShriB.V.R.Mohan Reddy - Chairman

(b) Prof. Vinod Krishan - Member

(c) Dr. Prema Ramachandran - Member

(d) Prof. MLakshmi Kantam - Member

(e) Mr. Rakesh Ranjan,IAS - Member

() Dr.B. Janardhan Reddy - Member

(g) Prof. Ch.Subrahmanyam - Member

(h) Prof. C Krishna Mohan - Member

(i) Prof. B.S.Murty, Director, [ITH - Member(Ex-officio)
() Cmde.Manohar Nambiar (Retd.) - Secretary
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1.3. Meetingsof the Board:

(a) The Board meets not less than twice in a calendar year;

(b) Meetings are ordinarily convened by the Chairman on his own or at the request of
Director or not less than three members;

(c) All orders and decisions of tigoard are authenticated by the signature of the
Registrar.

2. Senate

The Senate comprising dlleans, lads of the departments and senior faculty members
of the Institute decides the academic policy of the Institute. It controls and approves the
curriculum, courses, examinations and results. It appoints committees to look into specific
academic matters arising from time to time. The teaching, training and research activities of
various departments of the Institute are periodically reviewed to improveiéscéitd maintain
standards. The Director of the Institute is theo#icio Chairman of the Senat&he Chairman
nominates two distinguished persons from the industry, R&D, Financial Institutions and any
comparable organizations for a period of two year&l up to five student representatives as
special invitees for a period of one year.

2.1. Powers of the Senate

Some of the important powers of the Senatdisted below The Senate is empowered

(a) To sanction academic programs and couesgbstheir content;

(b) To fix the criteria for awaraf academic degrees and honours.

(c) To approve changes in the program of study of students; and

(d) To create new academic departments or aboligiter theexisting ones.

2.2. Minutes of the Senate

(a) The Senate meets not less than 4 times in a calendar yeatr,

(b) Meetings are ordinarily convened by the Chairman on his own or at the request of
not less than one third of members;

(c) All orders and decisions of the Senate anéhenticated by the signature of the
Reqistrar.

3. Finance Committee (FC)

This Committee provides its views and makes its recommendations to the BOGwather
mou or on the advice of the BOG or the Director on any financial matter pertaining to the
Institute. The composition of the Finance Committee is as under

(a) The Chairman, exfficio;

(b) Two persons nominated by the Central Govt.;
(c) Two persons nominated by tBeard;

(d) The Director, exofficio; and

(e) The Registrar acts as Secretary oro#icio basis.
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3.1. Minutes of the FC:

(a) The Committee meets not less than twice in a calendar year;

(b) Meetings are ordinarily convened by the Chairman on his own or at the request
of Director or not less thahmembers;

(c) All orders and decisions of tieommitteeare authenticated by the signature of
the Registrar.

4, Building and Works Committee BWC):

The Building and Works Committee (BWC) consists of not less than five and not more
than seven members as appointed by the BOG including the Director as Chairro#iti@x
The BWC is responsible for construction of all major capital works under taetidm of the
BOG.

4.1. Minutes of the BWC:

(&) The BWC meets not less than twice a year;

(b) In emergent cases, the Chairman may exercise the powers of the committee, and
report the decisions taken to the committee/Board at next meeting;

(c) All orders anddecisions of the BWC are authenticated by the signature of the
Registrar.
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CHAPTER-5
STRENGTH/CLASSIFICATION OF STAFF AND POSTS

1. Total Strength of Posts in the Institute

Just like any other IIT, IITH is permitted to have its staff strength in an ideal ratio of
10:1:1.1 (Students:Faculty:Ndraculty). At present, the Institute h&829 sanctioned faculty
posts Existingaculty i 242)and318 nonfaculty sanctioned posts (exing nonfaculty staffi
272). A summary ofgradewise andcadrewise breakup of strength of various posts in IITH
can be seen in the following para

2. Classification of Staff:

The members of staff of the Institute &readlyclassifiedasfollows.

(a) Academic Staff The incumbents of the following posts constitute the academic
staff, alsocalledas the Faculty, of the Institut€he Institute has a sanctioned
strength of 329 academic posts as on dageregards the breakp of this
strengththe Institute has the liberty of creating and filling the posts in different
graces (i.e. Pay Levels) The following table gives theresent incumbency
position in each grade.

Sl. No. Name of the Post Pay Level | No. of Postdilled

1 Director Apex 1
2 Professors 15 5
3 Professors 14A 39
4 Associate Professors 13A2 87
5 Assistant Professors () 13A1 44
6 Assistant Professors (&) 12 54
7 Assistant Professors (&) 11 11
8 Assistant Professors () 10 1

Total 242

(b) Technical Staff The incumbents of the following posts constitute the technical
staff of the InstituteThe Institute has a sanctioned strength of 169 technical posts
as on date. The following table gives the casige breakup of this strength.

Engineering Cadre

Sl. No. Name of the Post Pay Level | No. of
Posts

1 Superintending Engineer 13 1

2 Executive Engineer (Civil) 11 1

3 Executive Engineer (Electrical) 11 1

4 Asst Executive Engineer (Civil) 10 3

5 Asst Executive EngineerHlectrica) 10 1
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6 Assistant Engineer (Civil) 8 4
7 Assistant Engineer (Electrical) 8 4
8 Junior Engineer (Civil) 6 8
9 Junior Engineer (Electrical) 6 6
Total 29
Technical Cadre
Sl. No. Name of the Post Pay Level | No. of
Posts
1 TechnicalOfficer 11 1
2 Senior Technical Superintendent 10 13
3 Technical Superintendent 8 41
4 Junior Technician 3 61
5 Junior Laboratory Assistant 3 1
Total 117
Medical Cadre
Sl. No. Name of the Post Pay Level | No. of
Posts
1 Medical Officer 11 01
2 Junior MedicaOfficer 10 03
Total 04
Physical Education Cadre
S.No. Name of the Post Pay Level | No. of
Posts
1 Junior SportOfficer 10 07
2 SeniorPhysicalTraining Instructot 08 02
3 PhysicalTraining Instructor 06 02
Total 11
Psychological Counselor Cadre
S.No. Name of the Post Pay Level No. of
Posts
1 PsychologicaCounselor 10 01
2 Junior Psychologicalounselor 08 02
Total 03
Isolated Posts
S.No. Name of the Post Pay Level | No. of Posts
1 Bio-SafetyOfficer 10 1
2 VeterinaryDoctor 10 1
3 Network/System#&dministrator 11 2
4 Physiotherapist 6 1
Total 05

(c) Administrative Staff: The incumbents of the following posts constitute the
technical staff of the Institute. The Institute has a sanctioned strengéfof 1
administrativeposts as on date. The following table gives the catise break
up of this strength.
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Administrative Cadre

Sl. No. Name of the Post Pay Level | No. of Posts
1 Registrar 14 1
2 Deputy Registrar 12 7
3 Assistant Registrar 10 14
4 Section officer 8 13
5 Executive Assistant 6 36
6 Senior Assistant 5 7
7 Accountant 4 8
8 Junior Assistant 3 15
Total 101
Library Cadre
Sl. No. Name of the Post Pay Level | No. of Posts
1 Chief Library Officer 13 1
2 DeputyLibrarian 12 1
3 Assistant Librarian 11 1
4 Library Information Assistant 6 2
Total 05
Security Cadre
S.No. Name of the Post Pay Level | No. of Posts
1 Chief Security Officer 13 01
2 Security Officer 11 01
Total 02
Isolated Posts
S.No. Name ofthe Post Pay Level | No. of Posts
1 Junior Hindi Translator 6 1
2 Hospitality Mangement Asdt. 6 2
Total 03
Multi Skill Assistant Cadre
S.No. Name of the Post Pay Level | No. of Posts
1 Multi Skill Assistant Gll 02 11
2 Multi Skill Assistant G-I 01 27
Total 38

3. Classification of Posts

The classification of posts followed by the Institute is the same as notified by the Central
Government from time to time which at present is as follows.

Sl. No. Pay Level (as per 7 CPC) Classified as
1. A Central Civil Post carrying the pay in the Pay Matriy Gr o u p
the Level from 10 to 18.
2. A Central Civil Post carrying the pay in the Pay Matriy Gr ou p
the Level from 6 to 9.
3. A Central Civil Post carrying the pay in the Pay Matriy Gr ou p
the Level from 1 to 5.

—~—————
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CHAPTER-6
ADMINISTRATIVE OFFICES AND THEIR RESPONSIBILITIES

1. Di r e cQffiee: The duties and responsibilities generally include

(a) Assisting the Director in discharge of all his duties;

(b) Mai ntaining the Directords schedul e of
them from time to time and apprising the Director;

(c) Fixing appointmentsfahe VIPs and visitors with Director;

(d) Liaising with MoE and District Administration on behalf of IITH;

(e) Liaising with Deans, HoDs, Faculty, Students and any other officer of the Institute
on behalf of Director;

(f) Ensuring timely receipt of requisite agenda @ther papers to enable the Director
to prepare for BOG/Senate/FC/BWC meetings;

(9) Arranging the meetings @eans/HoDsgAculty with the Director Circulating the
agenda and minutes of such meetings;

(h) Ensuring timely issue of necessary office orders fobagpment of Deans, HoDs,
FICs, CVO and various Committees;

(i) Any other responsibility assigned by the Director from time to time.

Vide Annexure-10 at Appendixfor Channel of Submission & Workflow of this office

Contact Details:
Sl. No. Contact person Contact Email Contact Phone No.
1. Assistant Registran office.director@iith.ac.in 04023016002

2. Regi st r a:TlReguti€3farfd respensibilities generally include

(&) The Registrar of the Institute shall be the custodian of records, the common seal,
the funds of the Institute and such other property of the Institute as the Board shall
commit to his charge;

(b) The Registrar shall act as the Secretary of the Board, the Senate, and such
committees as may be prescribed by the Statutes and the Director, and prepare the
agenda and minutes of their meetings;

(c) The Registrar shall take action, as may be directed by thet®irtecfill up the
vacancies including casual vacancies of the authorities of the Institute;

(d) The Registrar shall exercise such other powers and perform such other duties as
may be assigned to him by the [IT Act 1961 or the Statutes of the Institute or by
the Director;

(e) The Registrar shall act as the legal interface of the Institute and authenticate all
documents and papers to be filed by the Institute before courts of law, tribunals
etc.

( Arranging the meetings of key administrative officers andstdff with the
Director. Circulating the agenda and minutes of such meetings;

(g) In addition to the above, the Registrar is presently discharging responsibilities as
the First Appellate Authority also in respect of RTI matters.
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Contact Detalils:

Sl. No. Contact person Contact Email Contact Phone No.
1. Registrar registrar@iith.ac.in 04023016055
2. Regi st r ar 0 {officeregistrar@iith.ac.in 04023016055

Academic Section:The Academic Section deals with the core activities of the Institute,
and caters to the needs of students and faculty alike. It welcomes the student by issuing
the Identity card, aids in all matters throughout the academic life cycle and bids adieu by
issung the final consolidated grade card. It deals with all the processes related to
admissions, progress reports and assessment of the students enrolled at IIT Hyderabad.
The section processes all the financial incentives (scholarships, fellowships) and non
financial incentives (awards, medals) for meritorious students. It also facilitates in
creating the right ambience for students by maintaining the best of classroom
infrastructure. It processes and prepares the Original Degree, the coveted dream of
studens and facilitates the issue of the same.

The section not only acts as the academic repository of rules, regulations and guidelines
governing the Institute but also maintair
since inception. It coordinatesith various departments and faculty to ensure that the
curricula are consistent with the guideline$t provides administrative support to the
highest academic decision making body i.e. The Senate as well as its supporting statutory
bodies such as the S#a Under Graduate Committee (SUGC), the Senate Post Graduate
Committee (SPGC) and the Academic Advisory Committee (AAC).

The Academic Section has the following three verticals to deal with the academic matters
related to various programs:

i) UG Cel: to deal with UndefGraduate (UG) courses:
i) PG Cell: to deal with Po&raduate courses; and
iii) PhD Cell: to deal with Doctoral programs

Vide Annexure-10 at Appendix for Channel of Submission & Workflow of this office

Contact Details:

Sl. No. Contact person Contact Email Contact Phone No.
1. Dy. RegistraifAcademic) dr.acad@iith.ac.in 04023016057
2. Assistant Registrar (UG) | ar.acadug@iith.ac.ir 040-23016064
3. Assistant Registrar (PG) | ar.acadpg@iith.ac.ir 040-23016065
4. Section Officer (PhD) acad.phd@iith.ac.ir 04023016767

Dean (Students)Office: The primary responsibility of thBean (Studentdpffice is to

take all necessary measures and actions so as to ensure for all students a comfortable
accommodation and a pleasant stay on the carDmas (Students) Office comprises the
following offices:

a) Student related activities (Handled by K&tudents) and DR (Students)
b) Hostel Office (Handled by HCU Chair along with council of Wardens and AR
Hostels);
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c) Sunslne Activities (Handled by FIE&Sunshine and Psychological Counselors);

and

d) Sports Activities (Handled by FKSports and Sports Officer)

The usual duties and responsibilities of Bean (Studentpffice are as
follows.

a) Student Related ActivitiesStudent related Activities like ELAN and nVision,

MILAN, Gymkhana Activities, Recreational Activities, SciTech Activities,
Cultural Activities, Eell, Tedex, Gymkhana Account maintenance, EML,
literacy club activities, EBSB, NSS, NSO, Sports Activities which comes under
Hostel & Hostel Office etc.

(i)

(i)
(iii)
(iv)

Liaison between students and appropriate staff related to student activities,
organization ofannual technical, Cultural and Technical workshop
conducted by students Gymkhana.

Monitoring of functioning of various literacy clubs under student
gymkhana.

Preparation of financial statement of Cultural, SciTech, Elan, Literacy
club, Ecell & Tedex.

Gymkhana Bank Account Maintenance, EML Events, Recreational and
Sports Activities.

b) Hostel Office:

(i)

(ii)

(iii)
(iv)

Mess ManagemenMess related duties, Sanitation, Maintenance of Mess
and Stores, Daily menu vetting (food quality check, cleanliness, Liaoning
with floor manager), Dining app working with student volunteers,
updating the mess wardens, Monthly meeting with caterer, Regular
meeting with mess team, AMC of mess equipment, Minutes of Minutes,
Ice cream DJ, Dinig halk upkeeping Stores and upkeep, Purchases
related to Dining hall, Mess feedback, Room servicéhesick.

Inventory and Maintenancélousekeepig, Maintenance (Student related
activities in hostels, CafeteriaPest Contrio Monitoring), Inventory
management, Prepaia@ns of travel Plan, Date base management, Student
Complaints, Peripheral Maintenance, Accounting of Furejdrafting of
mails, Letterd? PT 6 s as p e Physica eerficatioa ofeStores
Drafting of letters and liaison with all departments. SAQaintenance,
cleanliness, Nalue related to hostel & mess, Handling CMD issues related
to Hostels. Cafeteria, Wet and Dry Canteen documentation maintenance,
Physical Checking of Wet and Dry Canteen Services, Assistant to
Administration for Cafeteria, landry and Stationary services. Attends
complaints related to Kent, Washing Machines, water Dispensers &
furniture in hostels. Gym identify needs, cleanliness, maintaining
equipment CafeteriaSurprise inspection, Rent payment on time.
Purchase & TenderProcurement, Mess tender, Furniture Tender, Wet
Canteen, All Hostel related procurement, Stock taking/Inventory.
Accommodation Processing Bills related to hostel office, Water Bills,
Mess Bills, Accommodation, Preparation of travel Plans, date
management, workshops, coordination with Wardens, Housekeeping Staff
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attendance sheet/OT Hours. HCU Website updating, Registrations,
Attendance, Sports facilitation of students in inteiT meets, keeping
record of Hostel Documents, Maintenance of keys, Bill Preparation, PWD
transport file, Student vacation, Updating In/Out moment of students.
Imprest Bills, Physical Verification of roomsattending to CMD
complaints, Dak/letters and signatures from concerned authorities,
Emergency Medical cases

(v) Emergency and Maintenance of PosRdom Liaising with Medical
Officers. Ensuringphysical and mental wellbeing of the students. Sick
students andhedical emergencies of students are handled which includes
providing attender for accompanying students to hospitals, taking care of
all their needs, delivering food et®ostal Room Administration i.e.
receiving postal dak meant for students and dehgethe same to the
student concerned.

c) Sunshine ActivitiesThere is a Counselling Cefieaded bya Faculty. Open
house sessions are conducted by professional counsellors during week days and
weekends. The services of Counsellors are availablgtiments 247. Sunshine
activities include

() Conduct oflcebreakers & sunshine weekendental Health Articles
sharing every 15 day§&roup Sessions for quarantine sessidmeasure
hunt and Vlogathon Competitioesc.

(i) Training in life skills through groumsessions and with a counsellor,
covering awide range of topics, such essilience, sefesteem building,
goals and dreams, mindfulness, and-kerlé.

(i) Training student mentors in basics of emotional intelligence, personality
development, public speakinigasic mentoring skills, problem solving and
suicide prevention since 2012. These training sessions are being
successfully conducted online.

(iv) Further informatio of Sunshing Counseling Cell can be accessed at
https://sunshine.iith.ac.in

d) Sports Activities

i) An online video channel f-gpecifitdmé& i ns
yoga exercises are posted regularly on this channel to encourage the
student community to giage in healthy physical activity.

(i)  The National Sports Organization, IIT Hyderabad has been conducting
online classes for students on Wednesdays and Fridays.

(i) To provide a boost to th@arting spirit, a Fit India Run isonductedrom
to time where IIT Hyderabad community members run a specific track on
their own and post their rdiime on social media platforms. A similar
event for cyclings alsoconductederiodically.

(iv) Online yoga classes are regularly conducted (all weekdays except
Wednesay, 56pm), and June 2% celebrated as Yoga Day.

Vide Annexure-10 at Appendix for Channel of Submission & Workflow of this office
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Contact Details:
Sl. No. Contact person Contact Email Contact Phone No.
1. Dy. Registrar(Students) dr.students@iith.ac.ir 040-23016061
2. Assistant Registrar (Hostel| ar.hostels@iith.ac.ir 04023016075

Human Resource(HR): HR Section isbroadlyresponsible for framing and executing
policies to ensure that the Instituteods
and that the personnel recruited are so well oriented and trained as to deal with the
assigned work efficiently.

The HRSectionhas the following two wings.

() HR (Faculty)i looks afterall the recruitmentupgradations, upward placemegis
establishment matters of Faculty members

(i) HR (Staff)i looks afterall the recruitmentpromotion, upgradatior& establishment
mattersof Staff members

Each of these wings is looked after by an Assistant Registrar under the overall supervision
of a Deputy RegistrarThe HR Section usually deals with the following activities:

(@) All activities related to notifying vacancies amgtruitments.

(b) Assisting the new employees in all possible ways like getting ID card issued,
official email account opened, providing office spaicéroducingthemto 1ITH
fraternity;

(c) IssuingJoining & Posting Orders

(d) Opening, updating and maintaining SeevBooks

(e) Issung Medical books & updating the dependent record

(H  Conducting dentation/induction programs for Faculty and Staff members

(g) Fixation of Pay & Allowances

(h) Joining time, joining time pay, Relocation (Faculty)/CTG/TTA related matters

() Probationclearance and Confirmation of Services

() Organizinglearning and development programs;

(k) Matters related to Career advancement/Training Programs

(D  Processing Block grant/CPDA requests of Faculty members

(m) Issuance of Address proof certificatsnd NOCgto obtin Passport/Visa; to apply
for outside jobs; to pursue higher studies gtc.)

(n) Internal transfers

(o) Matters related to incentives

(p) Matters related to lien and deputation

(q) Mattersrelated to grant of leave and annual increments

(r) Processing of LTC requests/claims

(s) Disciplinary proceedingagainst regular faculty/staff;

() Obtainingand maintainingAnnual Performance Appraisal Reports (APARS) and
Annual Immovable Property Retur(i®Rs)

(u) Matters related to Placements, Movements and Promgtions

(v) Matters related to webeing/welfare of the Employees

(w) Drafting/revising Recruitment and Promotion Rules of the Institute

(x) Retirements and its related claims

(y) Maintaining database dculty for NIRF & other ranking framework;
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(z) Any other work assigned by the Director from time to time

Vide Annexure-10 at Appendixfor Channel of Submission & Workflow of this office

Contact Details:

Sl. No. Contact person Contact Email Contact Phone No.
1. Dy. RegistrafHR) dr.hr@iith.ac.in 04023016060
2. Assistant Registrar (HR ar.hrfaculty@iith.ac.in 04023016069

Faculty) office.establishmentfacul
y@iith.ac.in
3. Assistant Registrar (HR ar.hrstaff@iith.ac.in 04023016074
Staff) office.establishmentstaf
@iith.ac.in

Management Services (MS)Section: MS Section is responsible for general
administration of the I nstitute. The Sec
various services, facilities armmenities on its campus are fully and timely met and
efficiently run. The usual work of the section is summarized below.

(a) Dealing with a multitude of service contracts for Housekeeping, Manpower,
Civilian Security, ExServicemen Security, Mess, TrangpoAmul Parlor,
Nescafe, SBI & Canara Bank, Solid Waste Management, Apollo Pharmacy,
Ambulance, Pest Control, Media Outreach, Wet Canteen, Dry Canteen,
Sampoorna Supermarket, Stationery shop, Laundry, Hair Salon, Naturals Beauty
Parlor, Vijaya DiagnosticServices etc;

(b) Recruitment and service matters of all contractual project staff;

(c) Telephone connections, complaints and issue of SIM cards to Key Functionaries.
Payment of their bills; Updating the communication directory;

(d) Keeping track oMinimum wages orders issued from time to time and processing
the monthly bills of all the aboweentioned contractors;

(e) Filing of Periodical Returns with RLC in respect of all the above service contracts;

(H  Procurement of (raw) materials for sanitinatand disinfection and housekeeping
activities;

(g) Dealing with BieMetric Attendance System;

(h) Dealing with LDP issues;

(i)  Allotment/Cancellation of quarters;

() Organization of events like Republic Day/Independence Day etc;

(k) Preparation oFactSheet and sending it to Ministry of Education;

(D Arrangement of Lunches/Refreshmenas per requests received through
admin.facilities@iith.ac.in

(m) Collection of monthly rentals/License Fees fralihcontractors;

(n) Receipt, dispatch, distribution and record maintenance of all Institute
Inward/Outward communications;

(o) Deployment of manpower and housekeeping staff for various locations and
purposes.

(p) Supervision of t heanspartrCkll amdfthe Guesthousey and i t L

() Any other work assigned by the Director from time to time.

Vide Annexure-10 at Appendix for Channel of Submission & Workflow of this office
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Contact Details:

Sl. No. Contact person Contact Email Contact Phone No.
1. Dy. RegistrafMS) dr.ms@iith.ac.in 040-23016058
2. Assistant Registrar (MS) ar.ms@iith.ac.in 04023016066
3. DispatchCell despatch@iith.ac.ir 04023016776

Stores & Purchases (S&P)Section: The primary role of the S&P Section is to ensure
adequate and timely supply of materials to the Faculty/Departments and students for
carrying out their research and educational activities, in a fair and transparent manner in
keeping with the principles gfrocurement. S&P Section shall ensure speed, efficiency,
economy and transparency in procurement process.

The procedure covers procurement of all/l
plants & machinery, furniture, fixtures, ramaterials, spares, chemicals, glassware,
stationery etc. and all kinds of services, which include concluding rate contracts, annual
maintenance contracts, customs clearance and cargo handling & consolidation services,
exporting of goods fo warranty replaements/repairsinventory and stock register
maintenance and upilag the same from time to timetc, but excludes publications,
printing works, outsourcing activise connected to infrastructure,ousekeeping,
manpower, scurity, cleaning, horticulturéransportetc.

Vide Annexure-10 at Appendix for Channel of Submission & Workflow of this office

Contact Details:

Sl. No. Contact person Contact Email Contact Phone No.
1. Deputy Registrar dr.snp@iith.ac.in 040-23016062
2. Assistant Registrar ar.purchase@iith.ac.i 04023016071

Finance & Accounts (F&A) Section: Finance & Accounts Section is primarily
responsible for maintaining the budget and the accounts of all the funds of the Institute.
It shall release the amounts only againstdpproved claims. The usual work oketh
Section is summarized below.

(a) Preparation of Budget requirements and various other reports for BWC, FC and
Board, HEFA loan payments, TRP related payments etc. and submission regular
reports to JICA India officand MoE. Payments;

(b) Operation of bank accounts in the name of the Institute as per approved
requirement and maintaining a cash book in the prescribed form for each of them;

(c) Compliance with statutory requirement under IT Act and reconciliation of
payments wh the Bank;

(d) Collection of fees, its accounting, payments, reconciliation, issuing certificates
etc., in respect of the activities of TEQIP, GIAN, SPARC workshops and TLC
activities;

(e) Exercising necessary Budgetary control in view of the limited fundsieaad by
the MoE and making allocations to different departments and Faculty under
various schemes/names like Departmental Contingency, IRG, BUILD, Rural
Development, Inter Disciplinary;
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(f)

(9)
(h)

()
()

(k)

()
(m)

(n)

(0)

(P)
(@)

Uploading of all payments information in PFMS in time so as to ensuther
release of funds by the MoE. Similarly, updating tally entries to facilitate
preparation of reports for MHRD every month and also for the Director;
Preparation of Annual Accounts within the time allocated for submission to the
Parliament througthe MoE;

Payroll preparation and release of salaries for all faculty and staff and their Income
Tax calculation, collection of monthly deductions from various sections, effecting
Pay increases and calculation of arrears, calculation of increments, DAsarrea
Pay Fixation vetting on appointment, promotion, placement and movements etc.
Remittance of Statutory deduction from the Salary and issue of certificates like
Form16 etc;

Processing of medical claims of all employees and their dependants and students
for reimbursement;

Payments to Hospitals, Apollo Pharmacy, LTC and CEA claims of all Faculty and
Staff. Medical claims process requires specialized knowledge regarding CGHS
rules and admissibility of medicines etc;

Collection of fee payable from New Studigrcalculation of fee payable for all old
students (¥ Semester and above) for all batches i.e. UG, PG and PhD considering
the fee structure prescribed by Academic Section, verification of IT Returns of all
the students every year for Vidya Lakshmi bé@neéconciliation of fee paid and
balance fee collection, issue of No Dues to outgoing students etc. One of the main
activity is payment of Stipend to Ph.Bnd M.Tech Students (both Institute and
Project students), scholarships, every month. Settlement of Mess Bills and refund
of caution deposits at the end of the course is also one of the major activity.
Uploading PFMS reports related to CSS schemes etc., also wékée care of

by the Section;

Maintenance of BGs and MoUs and Agreements submitted by the vendors;
Release of payments to vendors and (construction) contractors like Security
Services, Housekeeping, Manpower, Pest Control Services, Transport, Gardeners/
plantation, in a timely manner. In addition to this payment in respect of all
purchase orders issued by Stores section will be made by this staff;

Imprest, reimbursements, Temporary Advances, Travel Advances, Block Grants/
Seed Grants;

Rendering necessaryport to C&AG audit and GST audit, Tax audit by way of
providing them with necessary information. For this purpose, the F&A section
shall ceordinate with all other sections in collecting the information for the audit;
Conduct of Internal Audit as perghnternal Audit Manual; and

Any other work assigned by the Director from time to time.

Vide Annexure-10 at Appendix for Channel of Submission & Workflow of this
office.

Contact Details:

Sl. No. Contact person Contact Email Contact Phone No.
Joint Registrar (F&A) jr.fna@iith.ac.in 040-23016(%9
AR (Accounts) ar.accounts@iith.ac.if 040-23016®7
AR (Finance) ar.finance@iith.ac.in 040-23016®8
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10.

Construction & Maintenance Division (CMD): Construction and Maintenance
Division (CMD) broadly responsible for the Construction & Campus Development and
Oversee facility management of Buildings and Infrastructure on the Campus. The usual
work of the Division is summarized below.

(&) To oversee the present ongoing major construction activitiPbasel Package
-3A & 3B works and patrticipating in weekly review meetings with contractor,
consultants, Architects & PMC to review the progress and to clear the bottlenecks;

(b) To execute the Maintenance/Minor works by floating the tenders through e
procuement portal OR by calling the quotations for the works which received
Administrative Approval & Expenditure Sanctions and its Execution as per the
CPWD works manual/specifications with the help ehouse Engineering Staff
comprising various cadres;

(c) To Process the Contractor bills of Phds®ackage3A & 3B works, other capital
work bills, Consultant bills, other services/Utility bills etc;

(d) ConstructiorandMaintenancéivision is oneof theimportantserviceunitswhich
playsa vital role providing requisite infrastructurefacilities and performingthe
day to day maintenanceuchasElectricity, ELV, HVAC, watersupply,disposal
of sewageandsolidwaste roads& PathWays,Horticultureandall otheramenities
in thecampus.

(e) To ensure a satisfactoryig of maintenance, CMD unit shall conform to the latest
building codes and respect theddiiwersity of the [IT Hyderabad campus.

Vide Annexure-10 at Appendixfor Channel of Submission & Workflow of this office

Contact Details:

Sl. No.| Contact person Contact Email Contact Phone No.
1. SE (Civil) se.civil@iith.ac.in 040-23016090
2. EE (Civil) ee.civil@iith.ac.in 04023016091
3. For complaints | civil.complaints@iith.ac.in 040-23016796(Civil)
elec.complaints@iith.ac.i 040-23016797(Elec)

Co-Ordination Section: This Section is responsible to ensure timely disposal of the
communications including Parliament Questions received from the Ministry of
Education, through an efficient and promptardination withvarious departments and
sections of the Institute. The usual work of the section is summarized below.

(a) Organizing various events such as vigilance awareness week, Quami Ekta
Diwas, Constitution Day etc., and administering requisite pledges;

(b) Collecting andsubmitting QPRs to the CVO,;

(c) Replying to the informatioseeking communications received from the Ministry
of Education and other offices; and

(d) Any other work assigned by the Director from time to time.

Vide Annexure-10 at Appendix for Channel of Submigsn & Workflow of this office
Contact Details:
Sl. No. Contact person Contact Email Contact Phone No.
1. Registrar registrar@iith.ac.in 040-23016055
2. Assistant Registrar (Coord.)| ar.coord@iith.ac.in 04023016073
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11. Research & Development (R&D)Section: The R&D Section shall render all necessary
administrative and accountse | at ed support to the I nstit
Research and Development projects and activities. The usual work of the Section is
summarized below.

(&) Appointment of staff for each R&D Project as per the requirement of the Project
In-charge concerned,;

(b) Accounting for budget of all R&D projects;

(c) Processing of Projects Staff Salaries, Reconciliation of Accounts, Project
Receipts, EntryfoRDF, DDF and SRC amounts;

(d) Invoices, RDF and DDF Commitments and Payments and GST payments.

(e) Payments from all project funds;

(f) Utilization Certificate and Statements of Expenditure of all Projects; &

(g) Any other work assigned by the Dean(R&D) from time toetim

Vide Annexure-10 at Appendixfor Channel of Submission & Workflow of this office

Contact Details:

Sl. No. Contact person Contact Email Contact Phone No.
1. Assistant Registrar (R&D) ar.rnd@iith.ac.in 040-23016070
2. Assistant RegistrgiR&D)-11 ar.rnd@iith.ac.in 04023016073

12.  GreenOffice: The green office is organized into four committeEampus Biodiversity,
Solid Waste Management, Energy Conservation and Plantation. These committees are
coordinated by a faculty member who serves as Convener for Green Office.

a) Biodiversity: The Biodiversity Team supervises and coordinates tree plantation
/urbanforestry activitiego ensure thahdigenous species of floexe planted, and
takes measures to improve biodiversity.

b) EnergyConservation: The Energy Conservation Team introduces programs to
promote energy saving habits and awareness of the same. Solar energy will be
used on the capus by setting up a solar farm.

c) Waste ManagementThe Waste Management Team monitors thecampus
recycling program and procures the required bins for garbage and recycling.

d) Plantation:The Plantation Team supervises and coordinates tree plantation/urban
forestry activities to ensure thiadigenous species of flora are planted, and take
measures to improve ecological balance of the environment of the earth.

Contact Details:

Sl. No. Contact person Contact Email Contact Phone No.

1. Convenor Green Office fic.green@iith.ac.in 040-23016845
office.green@iith.ac.in

2. AE(Civil), Plantation plantation@iith.ac.in 04023016309

13.  GuesthouseOffice: At present, the flats located ofttb 5" floors of FT-3 Building are
being used assuest House. Each flat has one common hall and four bedrooms with
attached washrooms. All the bedrooms arecairditioned and each washroom has a
geyser facility.
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Sl. No.| Floor No of bedrooms

1. First 12 bedrooms (9 Rooms with One King size bed and 3 rooms
One Single size bed)

2. Second| 12 bedroomg9 Rooms with One King size bed and 3 rooms w
One Single size bed)

3. Third 12 bedroom$9 Rooms with two single size beds and 3 rooms v
OneSingle size bed)

4, Fourth | 12 bedroom$9 Rooms with two single size beds and 3 rooms V
One Single size bed)

5. Fifth 12 bedroom$9 Rooms with One King size bed and 3 rooms w
One Single size bed)

Guesthouse Booking and Cancellation ProcedureA detailed policy can be viewed at
the following link

https://docs.google.com/document/d/1jMcwZ7HMniiu0oDWwFkyM74TOEK9Ft3cIml

CUZj1rUQ/edit?usp=sharing

However, some important points et procedure tbe followed are mentioned below:

(@)

(b)
(©)
(d)
(e)
(f)

(9)
(h)
0

(k)

For booking a room in the Guest House, a request should be sent by the
Faculty/Staff to the Guest house emailatfice.gh@iith.ac.irwith the mandatory

details like Name of the guest, his organizatand address, nationality, purpose

of visit, No. of persons and the rooms to be booked.

In case of requests for official category bookings, the same should be approved by
Director/ Dean/ Chairman JEE / Chairman GATE/ HOD/ Registrar.

The room is allotte@n the condition that if necessary, the allottee shall have no
objection to sharing accommodation with another guest.

Cancellations can be made by sending an email as early as possible. No Telephonic
cancellations will be entertained.

Any booking requestdr a continuous period of a two weeks or more than two
weeks (Official or Payment) need to be approved by the competent authority.
Priority for accommodation will be accorded to guest covered under Official
category.

Due to limited no of rooms in Guest Hs®y any request from Students will not be
considered.

Any damage or |l oss to the room ameni
occupants will be charged to the guest under Payment category and to the Host
under Official category.

Guest Houses do notVeprovision of providing extra beds in the rooms.

In case of rooms with double occupancy having one king size bed, only one
quilt/blanket neeslto be shared by the two guests.

Bills have to be settled by the Guest/Indenter.
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() GueshouseAccommodation Charges including GST are as follows:

Sl. Period Total charges | Charges for | Remarks
No. incl. GST (Rs.) [ Alumni (Rs.)
1. Single occupancy | Full day(24 1,400 320f Rooms
hrs basis) with one
2. Doubleoccupancy 2,000¢ 450+ king size
_ _ bed/ two
3. Single occupancy | Day time only 800+ 180+ single
4. Double occupancy 1,100¢ 250F beds
5. Single occupancy | Full day(24 1,200 270 Rooms
hrs basis) with one
. _ single
6. Single occupancy | Day time only 600F 140F size bed
7. New faculty/Staff | Guest House room will be allotted until he/she occupies
allocated quarters, he/she will be charged at the rate of Rs
per month per room or part thereof for the first month.
When he/she, continues to stay in the guesthouse |traged
month, he/she will be charged at the rate of Rs.3000 per
per room or part thereof.
No HRA will be paid for the above period of stay at
Guesthouses.
If he/she wants to avail dining facility in guesthouse, he
will have to pay the redar dining charges.
Basic amenities will be provided at the time of allotment o
room only. Faculty/ Staff have to pay the laundry charges
changing the bed linen.
Note:
1 Complimentary Breakfast, Lunch, Tea and Dinner will be provided for slioation
guests, vide Sl. No.1 above.
1 Room rates may vary subject to change in GST rates.
1 If GST invoice is required, please inform while check in itself.

(m) All the facilities in GH are necessarily for official purposes only.

(n) The indenters areadvised not to book rooms for personal
visitors/unknown visitors in view of the resource crunch as well as security hazards.

(o) By filling up the requisition form for allotment of GH facilities, the indenter/forwarding
official/visitor shall ke treated to have accepted to abide by all the rules and take personal
responsibility for the genuineness of the visitor, behavioral issues with the visitors and
any damages caused by the visitor during the stay.
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Guest House Room Bookin@ategories:

SI.No

Categories

Approval required from

On Official Basis

1. All lIT Directors Director
2. Directors Office Director
3. Institute Guests such as Instity Director
Statutory committee (BOG, B&W
Finance)
4, External thesigxaminers Dean Academic or booking request sho
come from the office of the Dean Acaden
5. JEE/ CEED/ UCEED Members Chairman JEE
6. GATE/ JAM Members Chairman GATE
7. Candidates for Faculty interview, | Dean Faculty orbooking request shou
Expert committee members come from the office of the Dean Faculty
8. Invited Speakers/Visitors to a Booking request should come from HOL
department
0. Visiting faculty Dean Faculty

On Payment Basis

1.

Personal guest, collaborator, visitor|
conference, workshops, etc.

Concerned Faculty/staff should send
request with full details of the gues
(Name, Mob no., address). In the case
bulk booking (More than 10 rooms
approval from Dean Administration

required. Bookings made on paymbasis
for which payment will be cleared fro
Department contingency fund, in su
cases GST will not be levied.

New joining faculty/Staff

Requests should come from the Dg¢
Faculty Office/ Recruitment Office. Roon
will be reserved only for 7 days amdll be
extended further depending on
availability of rooms.

Alumnus

Requests should come through the Alur
Office. Alumni are charged @25% whe
compared with regular guests.
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14.RTI Cell: The Cell has been constituted with a view to having an exclusive team of
officers and staff to deal with and dispose of all requests received under the RTI Act 2005
and all the matters related thereto. The Cell is composed of a Section Officer, a Nodal
Officer, a CPIO and the First Appellate Authority. Besides, a suitable officer from each
Section of the Institute has been designated and declared as Assistant Public Information
Officer. The names of all these functionaries can be viewbtp://www.iith.ac.in/rti/
The usual work of the Cell is summarized below.

(&) Ensuringsuo moa disclosure of as much information as possible on the
Il nstitutebds website;

(b) Processing and disposal of all the requestsformation received under the
RTI Act online or offline;

(c) Filing of seltappraisal report to the CIC;

(d Arranging for conduct of a third part
the provision of the Act related smo mat disclosure of information;

(e) Filing other periodical returns required to be filed with CIC;

() Dealing with the correspondence with the CIC or another office on the subject;

(g) Any other work assigned to the Cell by the Director from time to time.

Contact Details:

Sl. No. Contact person Contact Email Contact Phone No.
1. CPIO dr.cpio@iith.ac.in 04023016058
2. First Appellate Authority registrar@iith.ac.in 04023016055
3. RTI Cell office.rti@iith.ac.in 04023016773

15.Transport Cell: The transport cell provides transport facilities to students and staff from
IIT Hyderabad to Lingampalli, Miyapur and Sangareddy. This service is offered to ensure
hasslefree and safe transportation. However, the transport service to
Lingampalli/Miyapuris presently under temporary suspension on account of pandemic
situation.Further, intra transport within the campus is available from 7.15 am to 11.00
pm once in every 15 minutes from the Main Gate to the Hostel and vice versa. One can
view the updated luschedule dittps://www.iith.ac.in/bus_schedule/

All the students and staff can avitlemselves ofhe irtra-campus transport facilities
while those traveling by the buses that go out of the cafipushgampalli, Miyapur and
Sangareddy) will have to pdlge faresasfixed by the Institute from time to time. Only
QR code based payments are allowed for travel on these buses.

However,as stated earliethe bus facility to the areas outside thenpas has been
temporarily suspended on account of the prevailing pandemic situation.

Air Travel Arrangements for Official Purposes

(a) Henceforth, MS section will book air tickets only for the Director and the Institute
guests invited by him.

(b) All others can directly book their air tickets from M/s Balmer Lawrie Co. Ltd., for
travels to attend to Institute related activities duly approwedhe competent
authority, themselves or through their respective offices, and submit their claims of
settlement or reimbursement to the Accounts Section.
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(c) It may be noted that all air travels funded by the Govt. Agencies and the IITH should
be done by Ailndia only. In case of travel by ngkir India, a specific approval of
the competent authority shall be obtained mandatorily.

Local Transport Arrangements for Official Purposes

(a) Institute will arrange local transport, only for Institute Guests invibgdthe
Director, Deans, HoDs and the Registrar.

I nstitute wil!/l arrange transport for |
other functionary only when they themselves need to travel for Institute related
activities. A request for the same mayseat tooffice.transport@iih.ac.in

(c) Faculty members should use their project funds/block grants for their
travel/transport needs. As of now, the Institute is utilizing the services of M/s Sri
Sai Travels, OF Main Gate, Shankerpally ((Ce817947482/553841137/email:
rajusanju824@gmail.comat the rates mentioned below. Faculty can directly
contact them for their travel needs and settle the bills with themevdr, faculty
are free to choose any other travel agent/cab supplier also.

S.No. Vehicle Particulars Amount* (Rs.)
Type
1 Sedan RGI Airport, Sgcunderat_)ad, Nampally.& 1,700/-
) Kachiguda Railway Station, Drop or Piclp
Sedan 8 Hours 80 KM 1,700~
2. (City Local) Each extra hour 125-
Each extra KM 12/-
3 Innova RGI Airport, Sgcunderak_)ad, Nampally_& 2,400~
) Kachiguda Railway Station, Drop or Piclp
Innova 8 Hours 80 KM 2,400/
4. (City Local) Each extra hour 175-
Eachextra KM 13~
* NOTE:
1. These rates get revised from time to time and notified by the MS Section as
revised. Users are advised to che
2. The above charges are excluding Toll charges/GST/Parking charges
3. The above charges are from IITH to IITH.
Contact Details:
Sl. No. Contact person Contact Email Contact Phone No.
1. Deputy RegistrafMS) dr.ms@iith.ac.in 04023016058
2. Assistant Registrar (MS ar.ms@iith.ac.in 04023016066
3. Transport Cell office.transport@iith.ac.ir 040-23016773

16.Patent& Technology Transfer Cell: The Institute has recently established Intellectual
Property Facilitation Center (IPFGp support Innovation and intellectual property
activities of the [ITHcommunity. This center shall provide the following services to the
[ITH fraternity.

(&) Assisting and conducting prior art search in respective technology domains;
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17.

18.

(b) Liaison with a IP attorney office for filing National & International patent
applications;

(c) Helping in Patentability search for the inventions and research proposals;

(d) Conducting awareness and training programmes on IPR & its allied topics;

(e) Coordinating in Patent drafting in tandem with inventor & IP attorney offices;

(H Maintaining of the IIFH Patent database and categorizimgrious stages of its
prosecution;

(g) Conducting Freedom To Operate (FTO) search for prototypes;

(h) Patent landscaping for business development;

(i) Making of technology patentability assessment report;

() Exploring tre opportunities for Technology Transfer etc.

IPFC has procured 100 licenses of Orbit Express software module for premaach
(Orbit Expressis userfriendly, basic patentsearchdatabase, and it gives preliminary
results).Orbit Expressusermay communicatevith IPFC for more details on Prior art,
Patentability, Freedom To Operate (FTO), Competitive analysis Bnosiness
Intelligence.

[OR]
Inventors may directly submit Google Form; Innovation Disclosure Form (IDF) to IPFC
for initiating prior art, Patentability, Freedom To Operate (FTO), Competitive analysis
and Business Intelligence

Contact Details:
Sl. No. Contact person Contact Email Contact Phone No.

1. Patent Analyst office.ip@iith.ac.in 040-23017080

JICA Cell: There shall be a JICA Cell in the Institute for providing all necessary support
to theDean Planning) for implementation of the II'FBapan Collaboration.

The various positions and their strength shall be decided from time to time as may be
approved by té Institute. All positions shall be temporary for such fixed period as may
be decided in each case by the Institute.

The payscale or fixed pay as also any other facilities would be as may be mentioned in
the letter of appointments issued by the InstitAleother terms and conditions shall be
according to those mentioned in the letter of appointments of the individual incumbents.

The various positions and their job descriptions are mentioned as follows which are
subject to changes from to time as maydecided by the Dean(Planning), in the interest
of better distribution ofvork pertaining to the project.

All staff members shall devote their full time for performance of their respective duties.
All staff members are subject to the conduct rules ofribitute.

IAR Office: The office of International and Alumni Relations (IAR) shall undertake
various activities and initiatives so as to increase its international outreach and strengthen
the alumni community. It shafacilitate and enhance faculty &tudent exchange
programs, academic partnerships, industry and research collaborations and other
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international activities on the campus. Further, it should facilitate global & national
Alumni networking and conduct varioddumni events.

19. Development Office: This is a newly established office functioning as part of the IAR
Office. The mission of this office is teverage the alumni network for the benefit of the
institution and raise funds for various initiatives of IIT Hyderab&dimni of the Institute
are one of the important stake holders who have interest in seeing their alma mater grow
in stature. The development offieegagesalumni with the Institution for a mutually
rewarding relationshipThe office also enables Alumni to shaheir Time, Talent and
Treasure with the institutiorDevelopment officéunctions aghe single point of contact
of alumni with the institution. The office alsoengagse with corporates and other
philanthropic trusts and foundations and raifsmdsfor various projectsA few of the
activities usually performed kihe alumni development offiGrelistedbelow:

(a) Maintain the data base of alumni.

(b) Create engagement opportunities for the alumni with the institution.
(c) Constantly update the funding oppanities needed.

(d) Raise funds.

(e) Provide the Funds Utilization Reports to the donors.

Contact Details:

Sl. No. Contact person Contact Email Contact Phone No.
1. Dean (IAR) dean.iar@iith.ac.in 040-23016119
2. IAR Office office.iar@iith.ac.in 040-23016765
20.PCR Office: The office of Public and Corporate Relations (PCR) facilitates a holistic
public and corporate relations networ k,
brand along with its faculty anslit udent tal ent . 't support :

education mission by attracting, engaging, and cultivating a broad spectrum of strategic
partnerships with corporates which benefit the student's career development. The PCR
office works towards itgision and mission through the following wings by facilitating a
strong and comprehensive public and corporate relations which would result in higher
student recruitment, industry liaison, funds for faculty research, greater visibility, and
strategic invesnents.

(a) Public Relations Office

() Institute Publications and Communicationis addition to the publication

of the Instituteds Annual Report
chri stgliittedTr hie Cr owni ng G| dissgminatingg b r
the interesting articles written by

and alumni. Beside@romotional videos whenever required are also made
and disseminated by this office.

(i) Media Management and Public Relatisn#\s a policy, students, faculty
members and institute functionaries are required to take clearance from the
Office of Dean PCR, before interacting with media. It is also advisable to
keep PRO informed about any communication with the media and take
appoval from the Competent Authority before inviting any journalist to the
campus.
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(b) Corporate Relations Office

(i) Office of Career Services (OCSYo ensure 36@egree development of the
students, the erstwhile Placement Cell of the Institute has undergone a
metamorphic transformation and is renamed as the Office of Career Services
(OCS). The OCS imparts career guidance to all the students in addition to
providing excellent internship and placement opportunities. It arranges
knowledge sharing sessions by fessionals from various organizations of
repute. It works on a defined structure of hiring procedure. Further, the OCS
also works towards increasing the interactions of IIT Hyderabad community
with various management, research and industrial organizatisuasing the
students are given enough exposure and training from second year itself so
as to enable them to be employed by the best of the firms.

(i) Corporate Relations and Social Responsibilitin order to augment
student sdé pl ac e misoaoifficesactaas abridge detevgemIBTh i p
Hyderabad & industry and strives to strike new Corporate relations and
strengthen the I nstitutebds existing
access the institute's vast resources which include cuttigg reseah,
stateof-the-art infrastructure, student recruitment & collaborations.

Contact Details:

Sl. No. Contact person Contact Email Contact Phone No
1. Dean (PCR) dean.pcr@iith.ac.in 04023016039
2. PCR Office office.pcr@iith.ac.in
3. PRO pro@iith.ac.in 04023016099

internships@iith.ac.in
career.cell@iith.ac.ir]

21.Security Office: The Institute is under professional security cover 24x7x365. Security
Agencies having decades of experience of commendable security management at various
government/private organizations and educational institutions of repute are contracted
with the task of ssurity management at I[IT Hyderabad. A variety of personnel,
sufficiently trained and qualified, with majority retired from Army, Paramilitary Forces
and other Armed Forces are being utilized. They are entrusted with the task of ensuring a
safe and securampus conducive to all educational and research activities and residence
of the employees.

The Security Office is administered by the Chief Security Officer and a Security Officer
under the guidance of the Registrar. In addition to physical deploymesegcafity
personnel, various monitoring methods such as a surveillance system and access control
techniques are being utilized to achieve the objectives. The Roles and Responsibilities of
the Department are summarized below:

(a) Provide a safe andecure campus conducive for all educational, teaching and
learning activities;

(b) Ensure the safety of all personnel and property belonging to the institute;

(c) Aid and assist the residents in any exigency with minimum delay;
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(d) Effectively manage and control veblar and personnel movement within the
campus;

(e) Manage, guide and assist visitors;

() Provide security cover to various student and Institute events;

(9) Control vehicular traffic and monitor vehicle parking;

(h) Ensure authorized entry only, by issuing varityses of passes for Vehicle,
Visitors, Servants etc;

() Ensure authorized material entry/ exit through Gate Pass system;

() Liaise with police, law enforcing agencies and Fire department to assist [ITH in
case of need;

(k) Maintain records as required at securitggsdor accountability;

() Ensure effective Key Management System at needed locations;

(m)Make emergency contact numbers available at vantage points;

(n) Support Fire Officer to maintain Fire Fighting Systems in the campus

(o) Assist Campus management in maintainingedgdbehavior of all personnel on
campus at all times;

(p) Make and issue Identity cards to students, permanent faculty/ staff/ Project staff
etc.

Vide Annexure-10 at Appendixfor Channel of Submission & Workflow of this office

Contact Details:

Sl. No. Contact person Contact Email Contact Phone No.
1. Chief Security Officer cso@iith.ac.in 04023016083

2. Security Officer so@iith.ac.in 04023016084
3. Main Gate (IN) 04023016815
4. Main Gate (OUT) 04023016816
5. Security Office 04023016812
6. Security Control Room 04023016813
Help-Line No. 8331036114

22.Computer Center. The Computer Center provides students, faculty, and staff of 1ITH
various compters and IT related facilities/servicesluding, but not limited to internet
access, LAN, email, VPN, software licenses, daatres, website maintenance, and
process automation. The Computer Center consists of the following divisions.

(a) Data Center Fality (DCF)

Scope:

(i) Setting up and maintenance of Data Center/HPC including racks, UPS, DG
Set, Cooling, and Access control;

(i) Monitoring of DC/HPC resources and physical infra of DC;

(i) Allocation of rack space for hosting clusters, storage systems aneitigh
servers procured by the faculty.

(b) IT Services (ITS)

Scope:
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(i) Software licensing (e.g., Microsoft, Symantec campus agreements) and
managing license keys;

(i) Procurement ofomputers/servers and other ICT equipment at the institute
level;

(i) Video Conferencing and lecture recording facilities;

(iv) Helpdesk for handling various ICT related complaints from users.

(c) Network Operations Cell (NOC)

Scope:

(i) Campus LAN to all units ithe institute;

(i) Campus WAFi;

(i) ISP links and fiber links management;

(iv) Purchase of networking equipment, firewall and accessories and AMC for
critical infrastructure of the institute;

(v) Monitoring of active network components and NOC servers using tools like
Nagios.

(d) Process Automation Cell (PAC)

Scope:

(i) Design and implementation/procurementeftP or ERP likesolutions for
automating work flow of various institute operations (e.g., automation of
registration process, academic record maintenance, transcript generation,
other activities of the academic section, accounts, stores & purchases,
leaves, admissions, seurce booking, recruitment of staff/faculty, guest
house booking, timetabling, library management, R&D project account
management, etddased on the inputs from respective sectans making
them available on Intranet or Internet with birltsecurityfeatures;

(i)  Backups of data periodically and regular upgrades of automation software.

(e) Server Management (SM)

(f)

Scope:

(i) Private Cloud setup on common compute resources of the instritable
in the data centres

(i) Providing computing resources fdrosting of web servers of various
websites of IITH, AIMS, ERP systems on CC servers/cloud;

(i) Managing key services like Discourse, storage system, Name server, VPN,
DHCP, Email, LDAP etc;

(iv) Auditing, advising, implementing security mechanisms on CC services and
ICT activities.

Web Design and Management (WDM)

Scope:

() Institute Website Design and content management (Note: Creating and
maintaining department web pages is tlsponsibility of respective
departments and does not come under the scope of work of this cell);
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(i) Content design and review for other groups (e.g., review of static pages for
automation subgroup).

In order to streamline support requests and betteesine IITH Community, the
Computer Centre utilizes a support ticket system. Every support request is assigned a
unique ticket number which a user can use to track the progress and responses online.
For reference they provide a complete archive and listoall support requests to the
respective user. A valid [ITH email address is required to create a ticket.

Computer Center Escalation Matrix

L1: Support Website Portal of Computer Center, IITH L2: Faculty In-Charge's

End users seeking helpfrom  Raise a ticket at https://support.comp.iith.ac.in/ if the If the concerned CC technician does not respond in the predefined time
Computer Center, IITH Help and HowTo Manuals did not address your issue. window advertised or if your ticket is pending beyond the average
Computer Centre Staff Check the tickets raised and resolve them ASAP reso!ution time adverltised, plesse escalat? Itbyforwarding the icket
details to the respective Faculty In-Charge’s.
Response Time Window Each ticket type is having a predefined response time
which can be seen when raising the ticket on the CC

Support Portal. If you try raising a ticket by emailing to

IT Services fic.it@comp.iith.ac.in
Dr. Antony Franklin

support@comp.iith.ac.in, you will receive an Network Operations fic.noc@comp.iith.ac.in
Auto-Reply email asking you to visit CC Support Portal Dr. Kotaro Kataoka

to raise the ticket online from anywhere as it requires
additional manpower in the backend to manually
classify and assign it to the concerned technician.

Web Design and Management webadmin@comp.iith.ac.in
Dr. Karteek Sreenivasaiah

ERP/Pracess Automation fic.erp@comp.iith.ac.in
Dr. Siva Rama Krishna Vanjari
Computer Centre Help Desk: In case of emergency or any issues with Data Centre Facilty fi de@comp.ithacn
CC support portal, please contact CC Help Desk directly over mobile Dr. Sathya Peri
phone (8331036102 and later raise your ticket on the support portal Server Management root@comp.ith.acin
for the follow up. Dr. Saurabh Joshi

To check average response times and resolution times of tickets, Click Here

L4: Director L3: Computer Centre Chair
If the ticket is still not director@iith.ac.in
resolved after repeated 040-2301-6001 (0) If the ticket is pending for more thana chair@comp.ith.ac.in
requeststo CCteamorit 8331036001 (M) week or it requires approval from 040-2301-6354 (0)
requires special approval of Computer Centre Chair oryouwantto 8331036054 (M)
the Director, IITH share any feedback on CC activities

Contact details:

Sl. No. Contact person Contact Email Contact Phone No.
1. Chair, Computer Centre chair@compiith.ac.in
2. CC Help Line By raising tické on 8331036102
https://support.comp.iith.ac.in

Page34of 221


https://support.comp.iith.ac.in/

23.Library: IITH Library servesas a resource bank with a rich collection of books on
Engineering, Science & Technology, and Design. Library stands as a unique Knowledge
Centre that offers access to essential and specialized information resources and services.
[ITH Library operations are aomated using KOHA. Library currently houses 24,000
books. Also we have subscribed 3,000,000+ scholaRgsources (ebooks, journals and
databases) titles from various publishers includesess Engineering IET Digital
Library, ACM Digital Library etc. The collection includes reference books, text books,
CDs etc.

Being a premier research Institute, IITH has subscriptions to major STEM publishers
Databases andjeurnals. Such as Science Direct, IEERE digital library, 3Store, ACM
Digital Library, Ameican Chemical Society, ASCE, RSC, ASTM, Scopus etc. Students
need to fill up a registration form for joining the library. In addition, students can check
more details on thisRL: https://library.iith.ac.in/

\\\\\
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CHAPTER-7
RECORDS MANAGEMENT AND RETENTION

Managenent ofrecordsis very crucial for any organization to ensure econofgpace
and ease of retrieval as and when needed. With the advent of the Right to Information Act, this
aspect of management has assumed even more significance.

Once all necessary action on a particular file has been completed and no furthesaction i
considered pending. The file is required to be classified as a particular type of file retainable for
a certain perio@ft i me . This action is known as o6fil e
categorized into the following categories anairetd for the specified length of time.

1. Categorization of Records:
1.1. Physical Records File may be recorded undamaone of the following categories
Category 'Ameaning 'keep and microfili’

(a) Files which qualify for permaneiptreservation for administrative purposes and
which have to be microfilmed because they contain:

(i) A document so precious that its original must be preserved intact and
access to it in the original form must be restricted to the barest minimum
to avoid its denage or loss; or

(i Material likely to be required for frequent reference by different parties
simultaneously/frequently.

(b) Files of historical importance.

Category "Bmeaning “keep but do not microfitm
This category will cover files required for pernesh preservation for administrative
purpose. It will, however, exclude the nature of material falling under the category
described in (i) or (ii) of suipara (1) (a) above and therefore need not be microfilmed.
Category "Cmeaning "keep for specified period only".
This category will include files of secondary importance having reference value for a
limited period not exceeding 10 years. In exceptional cases, if the record is required to be
retained beyond 10 years it wbe upgraded to B Category-3; G5 & C-10 means
CategoryC files to be kept for 3 years, 5 years and 10 years respectively.

1.2. Electronic Records- e-Files/records may be digitized any one of the category:
a) Categoryl (e-Files/records to preserved permanently on which are of historical

importance)i For 10 year s, it wi | | be kept I
transferred to the server tfe National Archives of India.
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b) Categoryll (e-Files/records of secondary importance and have a reference value for
alimtedperiodf 10 years on the Instituteds ser.\
is required to be retained beyond 10 yeardlitbe upgraded to Categoity

2. Action to be taken by the Department/SectionEach department and section of the Institute
should follow the aforesaid guidelines and do the file recordings from time to time. The
Government of India has already laid downideal record retention schedule for each kind
of record in a generic manner which could be adopted by all the government organizations
mutatis mutandis.

Each department and section of the IITH may take necessary action in respect of the records
pertam ng to their department/section from ti
guidelines which can be accessed hitps://dop.gov.in/acts/recordetentionschedule
prescribeedo-administrativereformsandpublic-grievances

Page37of 221


https://dopt.gov.in/acts/record-retention-schedule-prescribed-do-administrative-reforms-and-public-grievances
https://dopt.gov.in/acts/record-retention-schedule-prescribed-do-administrative-reforms-and-public-grievances

CHAPTER-8
FORMS AND PROCEDURE OF COMMUNICATION

An Organizationds communication with its emj
effective and impressive both in its form and content as to get across well its views and decisions
and elicit a ppmpt response from others. The different forms of communication and the format
that are in vogue in official business are explained below, in the context of their relevance and
usageat [ITH.

1. Letter: Generally, this form is used to correspond with the Ministry of Education and its
departments, State Governments, PSUs, Statutory Authorities, Other Autonomous Bodies
and the members of the public.

A letter begins with the address of the addresseewietloby an outline of subject and

previous references, and then by a suita
suitable subscription |Iike AYours faithf.
2. Demi-Official Letter: Generally, this formis used in correspondeémeet we en t he |

Director and the directors of other IITs, NITs, CFlIs, Senior Officers of the State
Government and in replying to VIPs like MPs and MLAs etc. Communications to non
officials such as CEOs of Infosys or TCS or any voluntary organizatigrcan also take

the form of a demofficial letter.

A demiofficial letter is written in the first person in a personal and friendly tone, and is
addressed by name. AYours sincerelyo is t
be followed by he address of the addressee.

3. Office Memorandum: Generally, this form is used for internal correspondence i.e. from
one department/section to another of the Institute for calling for or conveying information.
The Institute may also use this form if amfarmation is to be conveyed to all its
employees or a category of them.

An OM begins with an outline of subject and is written in the third person only and bears
no salutation or subscription or superscription except the name and signature of the person
signing it. The names of the offices/sections for whom it is intended are mentioned on
the left side of the OM at the bottom.

4, Office Order: This form is normally used for issuing instructions meant for internal
administration of the Institute such gimnt of regular leave, appointments and transfers,
distribution of work among officers/staff etc.

An office order does not bear any outline of the subject. In all other respects, it looks like

an OM. It bears neither salutation nor subscription nor sapption except the name and
signature of the person signing it, followed by the details of whom it is distributed to.
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Order: Generally, this form is used for issuing certain types of financial sanctions and
for communi cat i ng disclplemary cassdtsifotmativagids a littke and e r s
looks like something between an OM and an Office Order.

Circular: This form is generally used by the Institute if any information or guidelines are
to be conveyed to all IITH fraternity such as Covid19tgcol, Advisories, Transport
timings etclts format is almost the same as an OM, but only the context of its use differs.

Notification: This is the form used by the Institute for notifying the available vacancies
for recruitment, tender notices for vargservices, and declaration of the results of these
processes on the website.

A notification is not addressed to anyone as it is meant for information to all including
the general public.

Corrigendum: All amendments and corrections to théormation already placed in the
public domain by way of a notification are again notified and placed in the public domain
in the form of a corrigendum.

Its format is the same as a notification but contains a reference to the original notification
and tke amended or corrected provisions.

Addendum: Any additional information to the information already placed in the public
domain by way of a notification is again notified and placed in the public domain in the
form of an addendum.

Its format is the samesa notification but contains a reference to the original notification
and the information being additionally provided.

Minutes: A record of discussions prepared immediately after the meeting of the

Il nstitutebds BOG, Senat e, drks Cammdtee ar@amymi t t
ot her meeting held in the Institute is ca
by the Chairman of the meeting and circulated to all the participants of the meeting and

to all those departments and sections whichsapposed to take necessary follow up
action on the minutes. The minutes contain the date, time and the venue of the meeting
held, who chaired it, the list of participants, and the conclusions reached etc.

~————
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CHAPTER-9
IITH PURCHASE PROCEDURE

1. Objective: The objective is to make a provision of adequate and timely supply of
materials to the Faculty / Departments and students for carrying out their research and
educationahctivities, in a fair and transparent manner falling in line with the principles
of procurement. IITH shall also strive to achieve implementation-Bfdeurement,
which aims to ensure speed, efficiency, economy and transparency in procurement
process, whah is a mandatory step for every government organization as per the recent
guidelines laid down by the Governmentiodia. The procedure covers procurement of
all kinds of goods viz. equipment, instruments, plants & machinery, furniture, fixtures,
raw mderials, spares, chemicals, glassware, stationery etc. and all kinds of services,
which include concluding rate contracts, annual maintenance contracts, customs clearance
and cargo handling & consolidation services, exporting of goods for warranty
replacenents / repairs etc. but excludes publications, printing works, outsourcing
activities connected to Infrastructure, Housekeeping, Security, cleaning, horticulture etc.

2. Fundamental Principles of Buying The most fundamental and important principle is to
bring efficiency, economy, transparency in matters relating to procurement and for fair
and equitable treatment of suppliers and promatfccompetition in procurement.

The procedure to be followed in making procurement must conform to the following
yardstcks:

(@) The specifications in terms of quality, type etc., as also quantity of goods to be
procured, should be clearly spelt out keeping in view the specific needs of the
Institute. The specifications so worked out should meet the basic needs of the
Institute without including superfluous and ressential features, which may
result in unwarranted expenditure. Care should also be taken to avoid purchasing
quantities in excess of requirement to avoid inventory carcgisis;

(b) Offers should be invitedbflowing a fair, transparent and reasonaiscedure;

(c) The Indenter / User Department should be satisfied that the selected offer
adequately meets the requirement irredpects;

(d) The Indenter / User Department should satisfy itself that the price oélgnetex
offer is reasonable and consistent with the quadityired;

(e) At each stage of procurement, the concerned Indenter / User Department must
place on record, in precise terms, the considerations which weighed with it while
taking theprocurementlecision.

3. Stages ofProcurement:

(&) The Budgeprovision.

(b) Prioritization of purchase of equipment, machinery etc. for the finareaal

(c) Preparation of specifications/identification of exact requirement by the User
Dept.

(d) Placement oindent by the Users / Facultypkepts.

(e) Consideration of the indents by the respective Purchase Committees, where
required.
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4.

5.

()
(9)
(h)

(i)
()

Request for quotations / tenders, wherever required and proctssieof.
Evaluation of tenders by the Indent€dmmittee.

Submision of relevant papers to the competent authority for approval and
sanction.

Placement of Purchas#rders.

Arrival of equipmentijnstallation,commissioningandinspection& certification
by indenter / user for processipgyment.

Placement of Indents, Framing Specifications Bratessing:

(@)

(b)
()

While placing an indent for any procurement, the Faculty / User concerned has to
ensure that the details like detailed description of the equipment, quantity required,
useful life of the equipng, availability of spares, estimated cost, available list of
vendors, space availability, inspection schedule, budget provision, expected date
of delivery etc. are incorporated in theent.

Single Tender Enquiry Certificate should be furnistaéahg with the indent,
whereverrequired.

Indent should be submitted-tine or typewritten, not handritten.

Framing Specifications While framing specifications of the indented items, efforts must
be made to ensure that the following pointstaken care of

(@)

(b)
(©)

(d)

The specifications of the goods should be framed giving all details in such a
manner that it is neither too elaborately restrictive as to deter potential bidders or
increase the cost of purchase nor too sketchy to leave scope for sulostandar
supply.

Specifications must be complete and meet the essential requirements -aimskend

of the user department and must aim at procuring the tatéstology.

Specifications should have a mention on the factors like efficiency, optimum fuel
/ power cosumption, adhering to Green Purchases, reduced noisdoand
maintenance costc.

Indents shall be processed by Purchase Section only after obtainrstgcko
certificate from Stores Section and budgetary clearance from the Accounts
Section.

Processing of Indents

(@)

(b)

The indents clear in all respects shall be thoroughly checked and processed as per
rules. Faulty or incomplete indents may be returned to the Indenter usually within
two working days. Minor defects in the indents should be corré@tmzhsultation

with theindenters.

The Officers incharge of Purchase Section must play a facilitating role while
vetting the specifications. They may guide the indenters in such a manner that the
key objectives of purchase i.e. 5 Rs of Purchase (RightitQuRight Quantity,

Right Price, Right Time and Right Place) ariilled.

General Procedure and Rules For All PurchasesThe following are the types of
purchases which are applicable to all purchases through the recurringdcaarng
budget heads and through funds received for sponsored / consyiltaejents:
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(a) Purchase of goods without quotation (Tylpe

(b) Purchase of gats by Purchase Committee (Type

(c) Purchase of goods directly under Rate Contract (Bype
(d) Purchase of goods by obtaining bids/quotations (Bype

) Advertised TendeEnquiry
(i) Limited TendetEnquiry
(i)  Single Tender Enquiry
(@) Purchase of Goods without Quotation (Vpe 1)

Purchase of goods up to the value of Rs.25,000 (Rupees tikantiiousand only)

on each occasion may be made without inviting quotations or bids on the basis of
the a certificate to be recorded by the Competent Authority/HOD/Project
Leader/Senior most aulable officer incharge of Stores & Purchase Section in the
following format:

,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,

eeeeeeeeeeeeeeeeeeeeeeeeeeeeeecece

fil , am personally satisfied that these goods purchasedf the
requisite quality and specifications and have mrenhased from a reliable supplier
at a reasonable price 0.

Signature
eéeéeéeéeceéeéceecéecéeéeéeéeéece. . ecée

(b) Purchase of Goods By Purchase Committee (Type 2)

Purchae of goods costing above Rs@80f (Rupees twentfive thousand only)

and up to Rs.50,000f (Rupees two lakh and fifty thousand only) on each occasion
may be made on the recommendations of a duly constituted Local Purchase
Committee consisting of three members of an appropriate level as decided by the
Head of the Department, including User/Intkx, of the level of Assist.
Professors/Group A Officers. The committee will survey the market to ascertain
the reasonableness of the rate, quality and specifications and identify appropriate
suppliers. Thereafter, the LPC will obtain a quotation froemendor so identified

and hand over the quotation along with the indent to the Purchase Section for
placement of Purchase Order. Before recommending placement of the purchase
order, the members of the committee will jointly record a certificate as under

""""""""""""""""""""

eeeeeeeeeeeeeeeeeeeeeeeeceeeeeeecece

ACertified that we, the members of the
individually satisfied that the goods recommended for purchase are of the requisite
specifications and quality, priced at tpesvailing market rate and the supplier

recommended is reliable and competent
Member Member Member
Name Name Name:
Desig.: Desig.: Desig.:
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If the required items are not available withithe twin cities of
Hyderabadbecunderabad, the Committee can invite offers from sources available
in any other city withinndia, throughfax, e-mail, registeredoostor with approval

of the Director, visit the place of availability of the material, if considered
absolutely necessagnd economically viable, to finalize such purchases. If the
material is not available within the country, then the offers may be invited on limited
tender basis directly bythe Officer incharge of Purchase Section (Dy.
Registrar/Asst. Registrar /Section Officer) and be processed further, without
reference to the PurchaGemmittee.

(c) Purchase of Goods Directly Under Rate Contract (Type 3)

A Rate Contract (commonlknown as RC) is an agreement between the Institute
and the supplier for supply of specific goods and allied services, if any, at specified
price and terms and conditions during the period covered by the Rate Contract

Based on the requirements identifledthe Stores Section / User Departments, the
Institute may conclude Rate Contracts with one or more manufacturers / authorized
dealers for supply of all goods including furniture, chemicals, glassware, stationery
items etc., for specified period. The lihste may also place purchase orders with
the suppliers / authorized dealers, who have entered into a rate contract with any
other IIT or any Central Government Organization e.g. DRDO, CSIR Laboratories
etc. or on the basis of DGS&D Rate Contract. Any iteay be purchased on single
guotation basis at DGS&D approved rate from authorized and established firms
authorized by the manufacturer. But the firm has to furnish latest DGS&D rate
contract copy. The Institute shall make its own arrangement for inspeantic
testing of such goods where required.

(d) Purchase of Goods By Obtaining Bids / Quotations (Type 4)

Except in cases covered under rules spelt out above, the Institute shall procure goods
under the relevant rules, by following the standard method afrobg bids in:

() Advertised (Open/Global) Tender Enquiry.
(i) Limited TendeEnquiry.
(i) Single Tender Enquiry.

Advertised (Open / Global) TenderEnquiry:

(@) This method must be followed where the estimated cost of the indabbie
Rs.25.00 lakhs Advertisement in such case should be given in the Indian Trade
Journal (ITJ) published by the Director General of Commercial Intelligence and
Statistics, Kolkatarad to bring about economy in expenditure, the Institute must
host the NIT on its website with pointer advertisement in at least in one National
Daily having widecirculation.

(b) Deliberate splitting of indents with a view to bring it outside the framework of
advertised tender enquiry method is strigtghibited.

(c) The Institute must also post the complete bidding documents in its website and
permit prospective bidders to download the bidding documents foestof
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(d)

(€)

Where the Institute feels that the goodshaf tequired quality, specifications etc.,
may not be available in the country and it is necessary to also look for suitable
competitive offers from abroad (Global Tender Enquiry), the Institute may send
copies of the tender notice to the Indian embas&iesad as well as to the foreign
embassies in India, throughneail. The selection of the embassies will depend on
the possibility of availability of the required goods in such countries.

Ordinarily, the minimum time to be allowed for submission of bidsikhoethree
weeksin case of open tender method (obtaining bids from within the country) and
four weeksin case of global tender method (obtaining bids from abroad).

Limited Tender Enquiry:

(@)

(b)
(©)

(d)

(€)
(f)

This method must be followed where the estimated cost of thatinslep to
Rs.25.00 lakhsCopies of NIT may be sent directly by speed post / registered post
/ courier / fax / email to the prospective bidders, free of cost. Efforts should be
made to identify a higher number of suppliers to obtain more responsiverbids
competitive basis. Further, wdtased publicity should be given for limited tenders,

if there is prospects of enlisting more suppliers. Any bid received against such
limited tender enquiry should also be considered, subject to fulfillment of all terms
and conditions stipulated in the bidding documents, by the prospective bidder.

The availability of sources may be finalized as suggested by the User Department
and through Internetearch.

Purchase through Limited Tender Enquiry may also be ad@ptexd where the
estimated value of the procurement is more than Rs.25.00 lakhs, in any one of the
following circumstances

(i) The Indenter / User certifies that the demand is urgent and any additional
expenditure involved by not procuring through advertisedi¢ér enquiry is
justified in view ofurgency.

(i) Itis notin the public interest to procure the goods through advertised tender
enquiry.

(i) The sources of supply are definitely known and possibility of fresh source(s)
beyond those being tappedrésnote.

Opering of bids where response is poein case where the response to the limited
tenders in respect of procurements costing more than Rs.25.00 lakhs, is poor i.e.
response being two or less bidders, the Purchase Committee may take a decision
either to openhe tenders or to extend time for submission of tenders or otherwise,
as may be necessary under the circumstances.

While adopting the LTE method, care must be taken in the sense that NITs must be
sent to parties of comparable reputation, in order to epsaper comparison.

The time frame allowed for submission of bids in LTE should-Benkeks.

Single TenderEnquiry: Procurement from a single source may be resorted in the
following circumstances:

(@) It is in the knowledge of the user department thially a particular firm is the

manufacturer of the requirepbods.

(b) In case of emergency, the required goods are necessarily to be purchased from a

particular source and the reason for such decision is to be recorded and approval of
competent authority obtaed.
Paged44of 221



10.

(c) For standardization of machinery or spares, accessories, consumables etc., the
required item is to be purchased only from a selduoted

(d) The item is required to be purchased from the selected firm in order to ensure that the
consistency andontinuity is maintained with regard to achieving the desired end
results.

(e) The indented items are required to be purchased from a GoverAmenty viz

Indenter / User Department shall furnish a Single Tender Enquiry Certificate, in the below
mentionedformat, along with the indent, which is required to be approved by the
Chairman, Stores & Purchase Committee before processing by the Purchase Section.

//////////////////////////////////

eéeéeéeéeéeéeéeéceeceeceéeéeéeéeéecece
The indented goods are manufacturedvby

//////////////////

"""""""""""""""""""""""

""""""""""""""""""""""

Eééééeéeécécécécéeéeceeéeéeécéecéeecéeccee
Signature of the IndentetJser

Approval of the Chairman, Purchase Committee:

///////////////////////////////////

eeeeeeeceeeceeeeeeeeeeeeeeeeeeeeeeeecece

The Office in-charge of Purchase Section (Dy. Registrar / Asst. Registrar / Section
Officer) shall call for the quotation from the source already identified and approved, by
fax / speed post fmail etc. After receiving the offers and obtaining the recommendations
of the Indenting Officer and sanction of expenditure by the competent authority, Purchase
Section may directly place the order with the supplier, without any reference to the
Purchase Committee. However, the reasonability of prices and acceptabilitgraieoins

and conditions are required to be certified by the Indenting Officer. In case commercial
negotiation becomes necessary, the Purchase Committee maydmtedoand the
decision / minutes of the negotiations be recorded ifilthe

Purchase Committees: There shall be the following two Purchase Committees for
recommending and deciding the procurements in the Institute:

Purchase Committdael
Purchase Committgell

Constitution and Functions of Purchase Committee’ |1:The Director, IITH, will
constitute the Purchase Commitied¢ which will consider all cases of procurements,
both consumable and n@onsumable items including equipment, RCs, AMCs e&fz.,
to an estimated value of Rs.25.00 lakh§he Committee shall carst of the following
members:

1. Chairman : One Faculty Member, not below the rankPobfessor HOD.
2. One Member :Indenter/ Projedteader

3. One Member : One more Faculty (Other Department)

4. Member . Available officer ofAccountsSection (JR/DRAR)

5. Member : Available officer of Purchassection (DR / AR)
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11.

12.

The Director, IITH may also nominate an alternative Chairman. The quorum will consist
of Chairman, Indenter / PL, Members from Accounts &dRase.

Thefollowing shall be the functies of Purchase Committéd:-

(a) The PCI will also consider the cases of procurements above Rs.25.00 lakhs, where
LTE method is to be adopted in view of the specifessons.

(b) All the members of the PCshall be responsiblef the recommendations made by
the Committee, with respect to their own areasoofipetence.

(c) Wherever necessary, HGnay also constitute a separate technical sonmittee
for vetting of specifications and for technical evaluatiohid$.

Constitution and Functions of Purchase Committeg Il: The Director, IITH will

constitute Purchase Committéell, in each case, which will consider all cases of
procurementabove Rs.25.00 lakhdncluding equipment, plants and machinery, turnkey
projects, and where advertised tender enquiry (open / global) method has been adopted
for invitation of bids. The Committee shall consist of the following members:

1. | Chairman |: | A senior Faculty of the Institute, not below the rank
Professor/HOD
2. | One : | Indenter / Project Leader
Member
3. | Two . | Two other Faculty Members (1 other than Indenter/PL & 1 g
Members dept.)
4. | Member . | Available officer of Accounts Section (JR/DR/AR)
5. | Member . | Available officer of Purchase Section (DR/AR)
6 Any other member nominated by the Chairman, Pdl,
wherever felt necessary

The following shall be the functions of Purchase Committie

(a) The PCII will consider all cases of procurements above Rs.28Kits.

(b) The mode of tendering shall invarialidg through open / global methods and in two
bid system.

(c) All the members of the RQ shall be responsible for the recommendations made by
the Committee, with respect to their own areasoofipetence.

(d) Wherever necessary, the members ofIP€xcept Members from Accounts &
Purchase wings, may act as a technical-cmmittee for consideration of all
technical aspects e.g. vetting of specifications, technical evaluation etdids

(e) The Indenter/PL shall convene the meetings of TechnicalCaubmitteewhereas
MemberPurchase shall convene the meetings of FQilI.

PROCUREMENT MATTERS WHICH NEED NOT BE REFERRED TO
ACCOUNTS & PURCHASE COMMITTEE: The following matters of procurement
need not be referred to Accounts / Purchase Committee and chatided by the Sr.
most available officer htharge of Purchase Section
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(a) Enhancing the order quantity to 50% within the delivery period, subject to availability
of funds, on the advice of Indentanly.

(b) Placing Purchase Orders on DGS&D R/Cs and R/Csluded by other lITstc.

(c) Procurement from Kendriya Bhandar / NCCF etc up to a value of Rs.1.00 lakh on
eachoccasion.

(d) Procurement cases where the prices of the indented items are regulated by the Central
| State Govts. Eg. Petrol, Gassgs.

(e) Any payment twvards statutory levies e.g. VAT, Edic.

Two Bid System

For purchasing high value plant, machinery etc. of a complex and technical nature, bids
may be obtained in two parts asder:

(a) Technical Commercial Bid (Technical Bid) consisting of aléchnical details along
with commercial terms and conditioras)d

(b) Commercial Bid (Financial Bid) indicating iterwise price for thetemsmentioned
in the technecommerciabid.

The technical bid and the financial bid should be sealed by the biddemmatgepovers

duly superscribed and both these sealed covers are to be put in a bigger cover which should
also be sealed and duly superscribed. The technical bids are to be opened by the Institute,
at the first instance, and evaluated by a competent coeenattauthority. At the second

stage, financial bids of only the technically acceptable offers should be opened for further
evaluation and ranking before awardingdbetract.

The procurements valuing between Rs.5.00 lakhs and Rs.2&l@may be normally
done on single bid system. But, for procuremahisve Rs.25.00 lakhs, two bid system
should invariably be adopted.

Repeat Order

(a) Repeat Orders may be processed stligetbe following conditions

(b) The repeat order should not exceed the quantity of the orayihe.

(c) The repeat order can be made with no change in the rates, specifications as well as
terms and conditions aupply.

(d) The repeat order(s) shall be placeithin three mo n t fesod from the date of
placement of originabrder.

(e) It must be ensured that there is no reduction in the cost ibéhs).

() Norepeatbrderwill beplacedif buy-backis involvedin thepurchase.

(9) Repeat Order shall not be placed parrchase of certain items for which the rates
fluctuate often. There may be a situation where the repeat order is placed when the
prices have actually gone down. Such items are computers, electelaatscals
etc.

Bid Security

@To safeguard against a bidderdés withdra
period in the case of advertised or limited tender enquiry, Bid Security (also known
as Earnest Money Deposit (EMD) is to be obtained from the bidders except those
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who are registered with Directorate General of Supply & Disposals (DGS&D),
National Small Industries Corporation (NSIC), Government Public Undertakings,
Central Autonomous Bodies and with the sister IITs, provided such registration
includes the item they ardfering, which are manufactured by them and not for
marketing the items which are manufactured by other firms. Bid Security may be
forfeited in case a bidder withdraws or alters its tender during the bid validity period.

(b) The bidders may submit bid securifong with their techn@ommercial bids
(technical bids), in the form ofmaAccount Payee Demand Draft / Fixed Deposit
Recei pt / Bankerds Cheque or Bank Gua
scheduled banks in an acceptable form, safeguarding the Indtie 6 s i nt er e
respects. The bids received without bid security are to be summegeityed.

(c) Bid Security may be @ 2%5% of the estimated value of the goods to be procured.
However, there are some provisional orders issued by the Gol vide, OM
No.F.9/4/2026PPD dt.12/11/2020 enjoining collection a Sekclaration in lieu of
bid security in respect of all tenders issued tiff Becember 2021.

(d) Bid Security may invariably be collected in cases for equipment / items costing above
Rs.25.00 lakhs. T Director, IITH, in the rare cases, may waive off the condition of
Bid Security in case of highly reputed firms.

(e) The bid security shall be valid for a period of 45 days beyond the final bid validity
period.

(H Bid Security may be obtained from theanufacturers or their authorized dealers in
case of indigenous purchases and in case of foreign purchases, the same may be
obtained from the Principal or from their Indian Agents.

(9) Bid Security of the unsuccessful bidders should be returned to them @Gtldays
from the date of completion of evaluation of tenders (including selection of lowest
responsive bidder). Bid Security of the successful bidder should be returned to him
after the receipt of Performance Security.

Performance Security

(a) Performance Security is to be obtained from the supplier, who has been awarded the
contract, only for the items costing above Rs.2fakBs.

(b) To ensure the performance of the contract, Performance Security is to be obtained
from every successful bidder wihas been awarded the contract for an amount of
3% of the value of the contract, in the form of Account Payee Demand Draft / Fixed
Deposit Receipt |/ Bankerb6s Cheque [/ Ban
bank, in an acceptable form safeguardmgt | nst i t ut eds i nteres
be submitted by the manufacturers or their authorized dealers in case of indigenous
purchases and by the Principals or their Indian Agents in case of fpregmases.

(c) Performance Security should be obtaineithin 21 days after the award of the
contract.

(d) Performance Security should remain valid for a period of 60 days beyond the date of
completion of all contractual obligations of the supplier including warranty
obligations.

(e) The percentage/amount of performoa security may be increased / decreased or
waived off, with the approval of the Director, IITH in exceptional circumstances by
recording the reasons which warranted samth

() In case of a breach of contract by the supplier, the Performance Securityedbtali
may beforfeited.

Page48of 221



13.

14.

15.

16.

17.

(g) Performance Security should be refunded to the supplier within 60 days from the date
of completion of all contractuabligations.

Reference: Ministry of Finance, No. F.9/4/202BPD Government of India Ministry of
Finance Departmentof Expenditure Procurement Policy Division 512, New Delhi
Dated the 12th November 202@Dn account of slowdown in economy due to the
pandemic, there is acute financial crunch among many commercial entities and
contractors, which in turn &ffecting timely execution of the contradtsview of above,

it is decidedto reducePerformanceecurityfrom existing5-10 % to 3% of the value of

the contract for all existing contracts. However, the benefit of the reduced Performance
Security will na be given in the contracts under dispute wherein arbitration/ court
proceedings have been already started oc@rtemplated.

Further, all tenders/ contracts issued/ concluded till 31 .12.2021 should also have the
provision of reduced Performance Setyurin all contracts where Performance Security

has been reduced to 3% in view of above stipulations, the reduced percentage of
Performance Security shall continue for the entire duration of the contract and there
should be no subsequent increase of Pexdoice Security even beyond 31.12.2021.
Similarly, in all contracts entered into with the reduced percentage of Performance
Security of 3%, there will be no subsequent increase in Performance Security even beyond
31.12.2021.

Restrictions under Rule 144(xi) of the General Financial Rules (GFRs), 2017:
Requirement of Registration: Any bidder from a country which shares a land border
with India will be eligible to bid in any procurement whether of goods, services (including
consultancy services and roonsultancy service®r works(includingturnkeyprojects)
onlyif thebidderis registeredvith theDepartment for promotion of Industry and Internal
Trade (DPIIT), Ministry of Commerce & Industry, Government of India.

Public Procurement (Preference to Make in India), Order 2017 The policy of
Government of I ndia to encourage MnAMake |
production of goods and services in India. Purchase preference shall be given to local
suppliers in all procurements wrtbken by procuring entities.

Execution of Works: The Procurement of Works is done under the Construction and
Maintenance Division (CMD) of the Institute. The procurement of works shall be done in
accordance with the proceduremd guidelines prescribedin the Manual for
Procurement of Works 2019 published by the Ministry of Finance and thePWD
Works Manual 2019 and CPWD Standard Operating Procedures 2019 publishdxy
CPWD with all the provisions contained in these manaatsasperthe amendments
issuedrom timeto time.

Thisisin line with Rule1390f the General Financial Rules (GFR)17.

Suiting to Institutebds requirements and t
Chief Engineer and the Director is mapped vidirector General, CPWD for operating
these rules/guidelines.

Authority of procurement through GeM: Procurement through GeM has been
authorized as per Rule 149 of GFR 2017: GovernmentMarket Place (GeM). The
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19.

Govt. of India has establish&bvernment éMarketplace (GeM) for common use Goods

and Services. The GeM SPV will ensure adequate publicity including periodic
advertisement of the items to be procured through GeM for the prospective suppliers. The
procurement of Goods and Services bynigliries/Departments will be mandatory for
Goods and Services available on GeM. The credentials of suppliers on GeM shall be
certified by GeM SPV. The procuring authorities will certify the reasonability of rates.
The GeM portal shall be utilized by the @@nment buyers for direon-line purchases

as under:

(&) Up toRs. 25,000 / through any of the available suppliers on the GeM, meeting the
requisite quality, specifications and delivegriod.

(b) Above 25,000/ (Rupees twentfive thousand) and up to 2,50@0 (Rupees two
lakh fifty thousand) through the GeM Seller having lowest price amongst the
availablesellers, (excluding automobiles where the limit of Rs. 30.00 lakhs will
apply) of at least three different manufacturers, on Gem, meeting the requisite
guality, specification and delivery period by a specially constituted Local Purchase
Committee. The tools for online bidding and online reverse auction available on
GeM can be used by the Procuring Entity, if decided by the LPC. The LPC shall be
responsibldor ensuring reasonableness of rates.

(c) The invitation for the online-bidding/reverse auction will be available to all the
existing Sellers or other Sellers registered on the portal and who have offered their
goods/ services under the particular produntise category, as per terms and
conditions oiGeM.

(d) The abovementioned monetary ceiling is applicable only for purchases made
through GeM. For purchases, if any, outside GeM, relevant GFR Rules shall apply;

Compensation for the delay/penalty for latedelivery: As the time is the essence of the
work/Purchase order, the date of delivery should be strictly adberetherwise the
Director IITH reserveghe right not to acceptthe deliveryin partor full and to claim
liquidated damages at 1% perek subject to a maximum of 10% the total vadtie
purchaserder.

The Percentage/amount of penalty may be increased/decreased or waived off, with the
approval otheDirector,IITH in exceptionatircumstances

Contents of the Bidding Documents: All the terms, conditions, stipulations and
information to be incorporated in the bidding documents are to be shown in the
appropriate chapters as belew:

(@) Chapter 1instructions t@idders

(b) Chapter 2Conditions ofContract

(c) Chapter 3Scheduleof Requirements

(d) Chapter 4Specifications and allied Technidaétails

(e) Chapter 5Price Schedule (to be utilized by the bidders for qudtiegprices)

() Chapter 6ContractForm

(g) Chapter7: OtherStandard-orms,if any,to beutilized by theInstituteandthe
Bidders.

All interested bidders who wish to submit their bids in response to our NIT, should remit
a tender document fee at a uniform rate of Rs:50@kpective of the estimated value of
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20.

the goods to berpcured beyond Rs.25.00 lakh&his clause is also applicable to the
prospective bidders who wish to submit their offers by directly downloading the bidding
documents from IITHvebsite.

Transparency, Competition, Fairness and Elimination & Arbitrariness in the
Procurement Process All purchases should be made in a transparent, competitive and
fair manner, to secure best value for money. This will also enable the prospective bidders
to formulate and send their competitive bids with confidence. Some of the measures for
ensuing the above are as follows

(a) The text of the bidding documents should be-sefftained and comprehensive
without any ambiguities. All essential information, which a bidder needs for sending
responsive bid, should be clearly spelt out in the bidding document in simple
language. The Hding document should containter-alia:-

() The criteria for eligibility and qualifications to be met by the bidders such as
minimum level of experience, past performance, technical capability,
manufacturing facilities and financial positiett;

(i) Theeligibility criteria for goods indicating any legal restrictions or conditions
about the origin of goods etc., which may be required to be met by the
successful bidder;

(i) The procedure as well as date, time and place for sending the bids;

(iv) Date, time and plac of opening of the bid in the presence of authorized
representatives of the bidders;

(v) Terms of delivery;

(vi) Special terms affecting performance, if any.

(b) Suitable provision should be kept in the bidding document to enable a bidder to
guestion the bidding coitibns, bidding process and / or rejection obit

(c) Suitable provision for settlement of disputes, if any, emanating from the resultant
contract, should be kept in the bidding document. The bidding document should
indicate clearly that the resultant ¢@ct will be interpreted under Indian Laws. The
venue of arbitration shall be the place from whbeecontract has been awarded.

(d) The bidders should be given reasonable time to send their bids.

(e) The bids should be opened in public and authorized représentaf the bidders
should be permitted to attend the bid opening.

() The specifications of the required goods should be clearly stated without any
ambiguity so that the prospective bidders can send meaningful bids. In order to attract
sufficient number of lnlders, the specification should be generalized and broad based
to the extent possible. Efforts should also be made to use standard specifications
which are widely known to thiadustry.

(9) PreBid Conference: In case of turnkey contract(s) or contracti&)exfial nature for
procurement of sophisticated and costly equipment, a suitable provision is to be
incorporated in the bidding document for a-pré conference for clarifying issues
and clearing doubts, if any, about the specifications and other @dbdital details
of the plant, equipment and machinery projected in the bidding document. The date,
time and place of prbid conference should be indicated in the bidding document.
This date should be sufficiently ahead of bid opening date.
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(h) Criteria fordetermining responsiveness of bids, criteria as well as factors to be taken
into account for evaluating the bids on a common platform and the criteria for
awarding the contract to the responsive lowest bidder should be clearly indicated in
the bidding doaments.

(i) Bids received should be evaluated in accordance with the terms and conditions
already incorporated in the bidding documents; no new conditions which was not
incorporated in the bidding documents should be brought in for evaluation of the bids.
Determination of a bidbés responsivenes:
itself without recourse to extrinsic evidence.

() Bidders should not be permitted to alter or modify their bids after expiry of the
deadline for receipt of bids.

(k) The basis ofcomparison between the indigenous and foreign bidders should be
indicated clearly in the bidding documents. It may also be made clear whether overall
lowest or itemwise individual lowest shall be the criteria for evaluation.

() Contract should ordinarily bewarded to the lowest evaluated bidder whose bid has
been found to be responsive and who is eligible and qualified to perform the contract
satisfactorily as per the terms and conditions incorporated in the corresponding
bidding document. However, where thmvest acceptable bidder againsthamt
requirement is not in a position to supply the full quantity required, the remaining
guantity, as far as possible, be ordered from the next higher responsive bidder at the
rates offered by the lowest responsive bidd

21.  Processing of Quotations / TendersThe following are the stages while presing the
guotations / tenders:
(a) Receipt of quotations within the specified date tme
(b) Opening of quotations on the specified date and time by a Tender Opening
Committee.
(c) Preparation of comparativ&atement.
(d) Evaluation of bids and selection of lowest responkidder.
(e) Recommendations of the Indenter / Us€ommittee.
() Submission of tender papers for approval and sanction of the competent authority.
(g) Placement oPurchase Order / Award Qfontract.
(h) Follow up of orders and amendmentsanidy.
() Arrival of material / equipment iStores.
I nspection, certificationpaymentock entry

While going through the above mentioned stages duringepsotg of quotations, efforts
should be made to adhere to the following procedure:

(a) Quotations / Tenders are received by post / courier / by hand and shall be dropped in
the tender box, duly locked and sealed and its keys shall be with designated Purchase
Officer. Tenders received in open condition or through farad etc. within the due
date and time, shall also be accepted but at the risk and responsibility of the bidder A
separate register shall be maintained for keeping records of the bids regdiead b

(b) In the case of advertised tender enquiry or limited tender enquiry, late bids (i.e. bids
received after the specified date and time for receipt of bids) should not be considered
and returned to the bidders, in their original envelopepened.

(c) All the tenders shall be opened by a standing Tender Opening Committee (TOC)
consisting of three representative®ne each from User Department, Accounts and
Purchase Sections, not below the rank of Section Officer, at the specified date and
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time. The TOC shall read out the important particulars aftiegations received such

as tender number, name of the firm, dgimm of the itemprice irclusive / exclusive

of tax, delivery schedule, terms of delivery amdrranty obligationstc, for the
information of the bidders or their representatives present at that time. The TOC shall
sign each of the quotations contamispecifications, price schedule etc. and also
attest all the corrections / alterations.

(d) Evaluation of tenders must be done on the basis of the terms and conditions
incorporated in the bidding document, eventually to finalize the lowest responsive
bid. Nonew condition should be added and no already stipulated condition shall be
overlooked. The tendergho do not meet the basic requirements are to be treated as
unresponsive andnored.

(e) In case of discrepancies between the unit price and total pricamith@ice shall
prevail and the total price shall be calculated accordingly. In case of discrepancy
between the figures and words of the quoted prices, the amount in words shall prevail.
In case of discrepancies between the original and copies of adidriginal copy
will prevail.

(H A neat comparative statement of the quotations opened shall be prepared and
evaluated by the Indenter / Committee and recommendations are recorded for
placement of purchase order by PurcHasetion.

(g) When bids are received ifferent currencies, the price comparison is to be done
clearly by giving the exchange rate as notified in the newspapetiseatate of
opening of financial bids or the conversion details can also be got from the websites
e.g.www.xe.com www.rbi.org.inetc.

(h) In the case of single bid system, the lowest evaluated bidder is selected and awarded
the contract. In the case of toad system, first theechnecommercial bids are
opened and evaluation on technical parameters is done, then the financial bids of
those bidders whose technommercial bids are meeting the tendered specifications,
will be opened next. Among the financial bids so opened, thes lalvarded the
contract. The comparison between the indigenous and foreign offers shall be made
on Final Landing Cost of theremiseems to b

(i) Negotiation with bidders after bid opening must be severely discouraged. Hpweve
in exceptional circumstances like in case of proprietary items and in cases where price
negotiations are warranted due to some unavoidable reasons, the same may be
resorted to only with lowest evaluated responsive bidder (L1) for holding such
negotiatian.

(1) Purchase Order / Contract should be awarded to the lowest evaluated bidder, after
obtaining approval / sanction of the competent authority. The details of the orders
valuing more than Rs.25.00 lakhs should be hosted on the Institute website.

(k) After placenent of purchase order, the order acknowledgement from the supplier
should be obtained within Iays.

(D Amendments to all purchase orders not involving financial implications and LC
amendments without any change in the price, specifications, quantity enthdr
terms and conditions, may be made directly by the senior most available officer in
charge of Purchase Section. Amendments which require financial and / or legal
implicationsshould be made through Purchase Committee and with the approval of
the conpetentauthority.

(m)The ordered material / equipment etc. are received in Stores Section. The receipt of
material is intimated to the User / Indenter concerned. After the equipment is
delivered, installed and commissioned satisfactorily, the User Deparinspetcts
and furnishes the final acceptance report to the Stores Section. Thereafter, Stores
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22.

23.

24.

25.

26.

Section issues the stock entry <certifi
Purchase Section along with copy umf t he
is forwarded to Accounts Section for making payment.

(n) After all the supplies araffectedand the payments released to the supplier, the
Purchase files / records are to be retained for a maximum period of 5 years.
Thereafter, all such files / recordseato be weeded out provided theaee no
audit/vigilance objections

Advance Payment toSupplier: Ordinarily, payments for services rendered or supplies
made should be released within 30 days after services have been rendered or supplies
made (aftesatisfactory installation and commissioning in case of equipment). However,

it may become necessary to make advance payments on some occasions e.g. in some
proprietary purchases, where a reputed supplier specifically requests / insists for advance
payment.In such cases, on the specific recommendations of the User Department /
Purchase Committee, the Director, IITH shall decide on the matter, whose decision shall
be final. However, efforts must be made to obtain a Bank Guarantee from the supplier to
the exent advance payment is releasedito.

Part Payment to Suppliers: Depending on the terms of delivery incorporated in a
contract, part payment to the suppliers may be released after it despatches the goods from
its premises in terms of tle®ntract.

MaintenanceContract: Depending on the cost and nature of the goods to be purchased,
it may also be necessary to enter into maintenance contract(s) of suitable period either
with the supplier of the goods or with any other competent firm, not necessarily the
supplier of the subject goods. Such maintenance contracts are especially needed for
sophisticated and costly equipment and machinery. It may, however, be kept in mind that
the equipment or machinery is maintained free of charge by the supplier during its
warranty period or such other extended periods as the contract terms may provide and the
paid maintenance should commence only thereafter.

Buy Back Offer: When it is decided with the approval of the competent authority to
replace an existing olgem(s) with a new and better version, the Institute may trade the
existing old item while purchasing the new one. For this purpose, a suitable clause is to
be incorporated in the bidding document so that the prospective and interested bidders
formulate tkeir bids accordingly. Depending on the value and condition of the old item to
be traded, the time as well as the mode of handing over the old item to the successful
bidder should be decided and relevant details in this regard suitably incorporated in the
bidding document. Further, suitable provision should also be kept in the bidding
document to enable the Institute either to trade or not to trade the item while purchasing
the newone.

Other Provisions: Nonetheless, all Rules and Regulations of Government of India and
amendments/modifications issued thereunder from time to time especially those relating
to GFR2017, Manual of Procurement and Goods/Services/Works and the
Guidelines/Instructions issued betDepartment of Expenditure whie applicable to IIT
Hyderabad.

1 The operation of the above procedure and rules shall be in supersession of all existing
procedures andiles.
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1 These rules and procedure may be reviewed at suitable intervals for further
modfications.

1 In case of clarification with regard to interpretation of these rules and procedure, the
matters will be referred to the Director, IITH, whose decision shall be final and
binding.

Delegation of Financial Powers

by obtaining bids
(Type 4

Enquiry

Above 50 lakhs

Limited Tender

From 2.50 lakhs

Enquiry to 25.00 lakhs
25- 50 lakhs
Above 50.00
lakhs

Single Tender Up to 25.00 lakh

Enquiry 251 50 lakhs

Above 50 lakhs

Sl. | Type ofPurchase | Mode of Purchase Monetary Limit | Approving /

No. (Rs.) Authority

1. Purchase of Goods Without Quotation| 25,000¢f () Institute funds
without Quotation below 20 lakhs
(Type ] Dean(Admin)

2. Purchase of Goods By Local Purchas(2,50,000/
by theCommittee | Committee (i) R&D Funds
(Type 2 below 20 Lakhs

3. Purchase of Goods Placing Order Up to 5.0 lakhs | Dean (R&D)
directly under RC | directly on supplie
(Type 3 with R/C (iii) Institute/R&D

4, Purchase of Goods Advertised Tende| 251 50 lakhs | funds, Directoii

No limit
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CHAPTER-10
HOSTELS AND WARDENS

IITH Hostel Blocks

All the students, namely, undgraduate, posgraduate and research scholars shall reside in

the Hostels builand managed by the [ITH inside the campus. However, in exceptional cases,
the Director may permit a student, scholar or fellow to reside outside the campus subject to
certain conditions.

The Director appoints for each Hall and Hostel a warden and suchenwh associate
wardens and other staff as deemed fit from time to time.

The offices of warden arakras soci at e war den are held by
faculty.

Every resident in the Halls and Hostels shall abide by the rules laid down by ritens/a

with the approval of the Director.

The conditions of residence of students, levying of fees for residence and other charges as
also the management of the Halls of Residence and Hostels shall be in accordance with the
rules approved by the Director.

The hostel blocks of IITH have been recently renamed as mentioned below.

SI.No | Old Name of the Block New Name of the Block
1. A Aryabhatta

2. B Bhaskara

3. C Charaka

4 D Susruta
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5. E Kautilya

6. F Vyasa

7. G Brahmagupta
8. H Varahamihira
9. I Maitreyi

10. J Gargi

11. PSH Kapila

12. New block Ramanuja

7. Each hostel block will have a warden and all the wardens constitute a Council of Wardens and
report to the Chair, HCU and to the Dean(Students). Besides, there is a team of administrative
staff consisting ol Deputy Registragn Assistant Registrand a few otheadministrative
staff assisting the Dean (Students) Office in management of student hostelseaRtC
(Students) instudent activities. AR(Hostels) reports to DR(Students) and taHCU.
DR(Students) reports ean (Students).
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CHAPTER-11
EMPLOYMENT WITH IITH

1. Working Hours: The Irstitute follows a fiveday work schedulee. Monday to Friday.
The normal hours of attendance are from 9:00 AM to 5:30 PM, with lunch Interval from
1.00 PMto 1.30 PM on all working days

NOTE: Offices will remain closed on Saturdays and Sundays. However, a member of the
staff may, however, be required to work outside office hours if the state of work in the
office so demands. Every member of thdfssaexpected to be in his/heea and to start
work by 9.00 M unless special permission for late attendance has been obtained.

2. Leave(General conditions) The grant of leave to employees of the Institatgoverned
by the CCS (Leave) Rules, 1972Leave cannot be claimed as a matter of riJime
following instructionsshould be observed by members of staff in submitting applications
for leave.

(a) In the caseof leave of any kind for private purposes (i.e. leave othan that on
medical certificate), an application should be submitted sanctionedvell in
advance before the date of commencement of the leave.

(b) In the case of leave on medical certificate,application should baccompanied by
a medial certificate, from Competent Medicaufhority statingclearly the nature,
probable duration of illness atige period of leave required for restoration of health.

(c) The leave addressd contact numbehouldinvariablybe indicated in all cases.

3.  Kinds of leave available toFaculty:

(a) Casual Leave:Eight days in a calendar year is allow&ahturdays, Sundays and
holidays, whether intervening, prefixed or suffixed shall not be counted as casual
leave. Casual leave cannot be combined with any other kind of leave except vacation
leave.

(b) Special casual leaveA faculty can avail up to a maximuaf 30 days Special Casual
Leave (SCL) excluding Saturdays/Sundays/Closed holidays in a given calendar year.
During the semester time, it is advised to restrict the same up to 5 days in one spell.
This leave is allowed for the following professional atigég: (a) national and
international conferences, (b) workshops/seminars, (c) PhD viva, (d) project related
meetings (defense, reviews), (e) research visits and fellowships to other
institutes/labs/universities, (f) industry visits, (g) state level coremitteetings and
(h) for delivering talks. These leaves are approved by the HoD, and Dean (Faculty)
if it entails travel outside Hyatabad

(c) Earned LeaveNacation: Earned leave is admissible to members of vacation staff
(faculty). In a given academic yearfaulty can avail up to a maximum of 60 days
of vacation as declared by the Institute, which can be converted into a credit of 30
days of EL by not availing the vacation. Every two days of vacation that is not availed
will be converted as one day EL sutijéo a maximum of 30 days in a calendar year
and 300 days in entire service. Institute will, however, afford an advance credit of 15
days in every half year i.e. on 1st January and 1st July and the credit earned as above
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will be adjusted from this advanceedit. Further, EL is allowed to be encashed at

the rate of not more than 10 days on each occasion of availing LTC up to 60 days in
the entire career provided that the balance at the credit should not be less than 30 days
after deducting the amount ofale being encashed. EL can be accumulated up to
300 days in addition to the number of days encashed at the time of availing LTC.

(d) Half pay leave: Up to 20 days with halpay (called a HaiPay Leave) or up to 10
days with full pay (called a Commuted Leareamedical certificate) can be availed
on various grounds. This leagetsaccumulated if not used every year.

(e) Commuted Leave: This Leave is granted on medical certificate normally.
Commuted leave not exceeding half the amount ofpe)fleave due can liaken
on medical certificate. Up to a maximum of 90 days can be taken during the entire
service without medical certificate where such leave is utilized for an approved course
of study certified to be in institute interest. A maximum of 60 days can b&grto
a female employee in continuation of maternity leave without medical certificate and
up to a maximum of 60 days can be granted without medical certificate to a female
employee with less than two living children, on adoption of a child less than one
yearold. Commuted leave may be granted at the request of the employee even when
he/she hasarned leavat credit

(H Maternity leave:Female employees with less than two surviving children may avail
themselvesod maxi mum of 180 daysdéd maternity
its commencement. Maternity leave not exceeding 45 days in case of miscarriage
including abortion on producth of medical certificate, may also be granted to a
woman faculty member (irrespective of the number of surviving children) on full pay.

(g) Paternity Leave: A male employee with less than two surviving children may be
granted Paternity Leave for a period &f days during the confinement of his wife.
During the period of such leave he shall be paid leave salary equal to the pay drawn
immediately before proceeding on leave. Paternity Leave shall not be debited against
the leave account and may be combined witier kind of leave as in the case of
Maternity Leave.

(h) Child Care Leave Female employees may avail up to a maximum of 730 days of
Child Care Leave, for taking care (sickness, examination, etc.) of up to two children
below the age of 18 years with 100%aswglfor first 365 days and 80% of the salary
next 365 days.

() Sabbatical leave This leave may be granted with full salary to faculty for
academic/professional work in India or abroad for a period of up to twelve months,
after each six years of continuouswsee (apart from shoitierm leave). In no case
Sabbatical leave shall exceed three times during the entire service of the Teaching
Staff. The faculty seeking grant of sabbatical leave has to submit his/her application
in the prescribed form and executeband on norudicial stamp paper. The
prescribed format of the applicatioguidelinesand thebond are appended to this
Manual atAnnexure-7.

This leave is granted for:

() To conduct research and advance studies in India or abroad.

(i) To write Textbooks, standard works and other literature.

(iii) To visit or work in industrial concerns and technical departnar@vernment
to gain practical experience in their respective fields.

(iv) To visit or work in a University, Industry, or Government research labogato
in India and abrogdand
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(v) Any other purposes for the academic development of the teaching staff / Faculty
member Approved by the Board of Governors.

() Absence Onduty (AOD): Absence Orduty will be granted for the following
purposes: (a) National level committee meetings like PACs of SERB, DST, MEITY,
DB T etc., and BOG meetings of CFls, (b) faculty selection committee meetings at
CFls, (c) PMRF Selection Committees and (dhew a faculty is assigned any other
duties by the Institute.

4. Kinds of leave available for NonFaculty:

(a) CasualLeave: Same as 3 (i) above.

(b) Special Casual Leave: This may be granted in circumstances like
Mountaineering/Trekking Expeditions approved by Indian Mountaineering
Foundation or aganized by Youth Hostels Orgaation of India; for family
planning; for casting of vote, Conference, Research visits etc.

(c) Earned Leave: Thisl eave i1s credited to the empl
uniform rate of 15 days on 1st January and 1st July every year. ftbe eavailed
any time of the year subject to availability and granting by the competent authority
EL is alloned to be encashed at the rate of not more than 10 days on each occasion
of availing LTC upto 60 days in the entire career provided that the balance at the
credit should not be less than 30 days after deducting the amount of leave being
encashedEL can be accumulated up to 300 days in addition tauh&er of days
encashed at the time of availing LTC.

(d) Half Pay Leave:Same as at 3 (iv).

(e) Commuted Leave:Same as at 3 (v) above.

() Maternity Leave: Same as at 3 (vi) above.

(g) Paternity Leave: Same as aB (vii) above.

(h) Child Care Leave: Same as at 3 (viii) above.

5. Conversion of one kind of leave into another leaveWhen requested by an
employee, the sanctioning authority may convert any kind of leave within
30 days of leave availed, but such conversion cannot be claimed as a
matter of right.

6. Maintenance of Leave Account A record of all kinds of leavéexcept Casual Leave)
availed by an employes maintained by the respective HR Section in respect of Faculty
and Nonfaculty. Therefore, the leave granting authorities shall forward all the granted
leave applications (expeCL) to the HR Sectiovia leaves@iith.ac.ifior further necessary
action. As regards the Casual Leave and the Restricted Holidays availed by an individual
employee, a record of the same shall be maintainedebelad of the department/section
concerned.

6A. Holidaysfor the Institute: The Institute observes a total of 17 days on different occasions
as closed holidays every year. A list of such approved holidays for each year is circulated
well before the beginning of the year concerned. It is also placed on the intranet of the
Institute. In addition to these 17 holidays, all regular employees of the Institute may avail
themselves of any two of the other holidays which are known as Restricted Holidays. A
list of Restricted Holidays is also circulated by the Institute along withighef Closed
Holidays.
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Procedure to be followed whendaving Headquarters/Station No employee should

leave the Institute headquarters/station without permission. If anyone needs to leave the
headquarters/station during working days for pagpose other than on approved official
business, he/she shall apply for leave by duly mentioning the leave address and contact
number in their applicatiortHowever, separate permission is not necessary if the employee
has already indicated his intentioh leaving the headquarters/station and mentioned his
outstation address in his application for leave.

Procedure to be followed when proceeding abroadon private visits:. Employees
desirous of going abroad for private visits while on leave shouléhabiprior permission

of the Institute before proceeding. For this purpose, they should submit their application
for permission in the prescribed format which can be obtained from the HR Section. If
there is no response from the Institute even aftedl&®% of submission of the complete
application, the employee concerned may be free to assume that permission has been
granted to him/her.

Probation Period: This period lasts for 1 year from the date of joining. There are important
issues that aréaken into consideration when one is under probation. Just as the word
suggests, one is under observation for behavior towards colleagues and students,
professional competence and gener al adhe
faculty/nonfaculty manber can be asked to leave without warning and/or without reasons
being given. However, the procedure usually followed is:

A warning letter is given by the HoD/Director to the faculty/Afaoulty concerned advising
them toimprovetheir performancdiehavor and the probation period may be extended by

6 months to 1 yearlf the faculy/nonfaculty member continues to misbehaves/her
employment with [ITH may be terminatetf. maternity or paternity leave is sought during

the time ofprobation, the probation period is suspended and will resume once the faculty
member returns to normal duties.

Career Advancementscheme for Faculty There areno promotions in the IIT System.
Every move to a higher rank is a new appointment made aganest application for that
rank. The selection is done by a committee of experts and the Director. Ewven éf 6 s
application fora higher paition is unsuccessfulpne can still continue to getannual
increments till themaximum of your present pay levePositionwise growth path is
explained below.

(a) Assistant ProfessoiGr -l to Assistant Professor Grl: Facultywith less than 3 years
of work-experienckar e sai d to be onl FadsasintketPaynt Pr
Level 10 or 11 (based on experience); t
|l 0 rank in pay | evel 12 upoassessementbywayg t |
of an internal review. After completing 3 years as full Assistant Professbth@ére
will be transition to pay level 13A1.
(b) Asdstant Professor Gr-I to Associate Professor To be appointed to this rank
faculty membeneed a minimum of 6 yeadTeaching/Industry/Research experience
after PhD ncluding at least 3 years of g&re as an Assistant Professor. The faculty
must also have publishedeasonable number of good quality papeafter joining the
Institute, anchaveat least one or two funded projects, and a PhD guidance completed
or near to completion.
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(c) Associate Professor té’rofessor: To be appointed to this position, a faculty member
shall haveat least 10 years of peBhD experience and at least 4 yéassan Associate
Professor, witha good number of papers publisieand several funded projects
obtained at that rank. The key consideration here isth®atffaculty should have
supervised several (say, 3) PhD students to qualify for this post. The quality of
publications and citations count significantly particularlyréach this level. The
research infrastructure developed tne facultythrough the sponsored research is
valued a lot. Up to 40% of senifarculties, after having completed six years in the rank
of Professor areligible for the Higher Academic Grade (HA&)ale.

1 Work experience: Experience after PhD is counted. Periods spent pursuing Post Graduate degree or

PhDandin -bet ween Mastersd and PhD or Bachel orsd and Master s
2 TheWord 6 Grade 116 here is misnomer; the posttiackal sgnperm
3 These figures may vary from department to department, and even from field to field.

The PayMatrix applicable to the faculty of IITH is appended to this ManuAlnsiexure-3.
10. Special Grants Available for Faculty.

(a) Book Grant: There is no separate book grant available to faculty members as of now.
However, if any facultyishesto buy books fohis/herpersonal referencége/shes
expected to use the money from the 4sonsumable budget dfis/herexternally
funded research pjexts or fromhis/herblock grant allowance of R&lakhs for every
3 years from the date of joiningSuch books have to be entered in the
Instituted /s L i b rstack negister, and may be required to be returned thiediaculty
retires or resigrs from thelnstitute

(b) Block Grant: All faculty members are entitled tobdock grant of R®,00,000 for 3
years. IITH allows the block grant to be used for participating in the conferences both
in India and abroad, for purchasing books and for his/her professional development
(attending project related meetings (defense, review etc.), reseaith and
fellowships to other institutes/labs/universities, industry visits, state level committee
meetings and for delivering talks, purchasing laptops/tabs/computer, computer
software/ databases/ cartridges/ stationery, membership fee for professidiesl, b
journal subscriptions, author publication charges, patent filing chatggsan upper
limit of Rs.1 Lakh per block exists for all nemavel expenditure. For conferences or
such visits, the cost of expenditure includes per diem, travel chaeding local,
accommodation, registration fees, visa fees, travel insurance.

Faculty can put up a request through HoD to Dean Faculty, via email for using the
block grant for the aforesaid purposes. The block grant period of 3 years stiugs on
date ofjoining.

Allowances payable to facultyfor participation in internal conferences:

The per diem/daily allowance for faculty members participating in international
conferences is as follows:
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(i) If the conference is ircurope/Japan/US/Canada: US$ 100 per diem. If hotel
accommodation is taken, then a maximum of US$200 on production of hotel
vouchers in reimbursed.

(i) If the event in other Asian (including China) and African Countries: US$ 75 per
diem. If hotel accommodatias taken, then a maximum of US$ 150 on production
of hotel vouchers is reimbursed.

(c) Seed Grant or Startup Grant IITH provides a seed grant to new Faculty to get them
started on their research, while they await the results of their project proposals
submited to external funding agencies. Therefore, new faculty should apply within
one year of joining only. Assistant Professors are eligible for a Seed grantt@f up
Rs25 lakhs, soon after they join the Institute. New Faculty Members at Associate
Professor/Professor level can get a seed grantaip lakhs (they are expected to
generate their own funding from funding agencies). To get this graatieed to
submit a formal research proposal (of a few pages) to the Dean of Research &
Development in the ECRST project proposal formdt.may, however, be noted that
project staff cannot be hired under this grant, nor it can be used to purchase furniture,
laptops, mobiles, or other portable personal electronic devices. The grants can be used
for National Trave

(d) Applying for Projects: [ITH is very keen that all of its new Faculty apply for external
funding in their very first year at the Institute. There are several sources of external
funding for available for Research/ Development such as: CSIR, DRRDL, DST,

DBT, DIT, MoES, MNRE, ADE, ISRO, etc. Formats for project proposal are available
on the respective websites.

There are three typed projects recognized by thedtitute:

(i) Grantin-aid projectsThese will usually come from agencies named above. The
Faculty will make a proposal to the sponsor to do research in an area of interest to
the Faculty.

(i) Sponsored projectsthese will come from Private industries. In these cases,
research activities wilbe carried out to meet the specific requirements of the
sponsor.

(iif) Consultancy projectsthese usually will come from Industry. In these type of
Projects, Faculty will render advice to industry and/or provide assistance in
utilization of technologies alreadygeveloped. Consultancy projects, unlike
sponsored projects, may allow payments to the Investigators as consultancy fees.

Usually, both Granin-ai d and Sponsored projects ar
projectso. Al pr oj e c tasperithe BdGuwarras aadrallow n s t
project staff to be hired. The consultation fee for the Project Investigator(s) may be
claimed from Sponsored / Consultancy projects as per the Project norms. The initiative
for applying for projects has to be taken by tidividual Faculty members, or by self
chosen groups applying collectively. All documentation will have to go through the
HoD to be forwarded for the approval of Dean (R&D).

(e) Research Development Fund (RDF)From externally funded project overheads, a
certain proportion depending upon the type of project is credited to the RDF. Faculty
may utilize RDF for activities related to academic research. Some of these include: (1)
Consumables, Purchase of Books, Jalanticles and publication fees, (2) Equipment,

(3) Office furniture up to Rs.25,000 in a financial year, (4) Conference registration fee

Page63of 221



and travel expenses, (5) Membership fees for professional bodies, (6) Payment of
communication expenses, (7) Suppugtistudents to attend national/international
conferences and (8) other expenses.

() Research Equipment Maintenance Fund (REMF)From externally funded project
overheads, a certain proportion depending upon the type of project is credited to the
REMF. REMF maybe utilized only for repairs and maintenance of facilities including
expenditure for cleaning, overhauling, assembling arassembling, replacement of
parts and spares, and all such expenditure deemed necessary for maintenance of
facilities.

11. Recruitment and Promotion Rules(RPR) 2021for Non-Teaching Posts

11.1 Introduction & Features:

The Non-Teaching Employeesof IIT Hyderabadare integral to achievingthe

| n st igdals of exéeBence in Academics & Research. They perform muiige
acrossDepartments, Centers and Administrative sections and therefore have to be
competenandup-to-date in theikknowledgeandskills.

Ministry of Education (earlier known as Ministof HumanResourcéDevelopment
(MHRD)), Governmenbf IndiaVide its letter numberF.N0.32-14/2013TS.I, dated
Junel0, 2013 has communicated that:

Aln exercise of power s conferred by
TechnologyAct 1961, Indian Institutesof Technology(lITs) are allowed to

design their administrative/ management/technical staff structure as per
requirement after duapprovalfrom the Boardof Governorskeepingin mind

the sustainability olexpenditureon this account.

[ITs are allowed to institute and recruit Rfatulty positions as pehe 10:1.1
Studento nonfaculty ratio after due approval of ti@oard ofGov er nor s . 0

11.2. Objective

Themainobjectiveof theseRecruitmen®& Promotion RuleghenceforthcalledlITH

RPR)is

1 to appoint the bestuited candidate for a post hgentifying appropriate
eligibility normsand followinga proper method ofecruitment.

1 to ensure a fair process of selection in accordance with the Act & Statutes of the
Institutealongwith the guidelines/directiongssuedby the Governmenbf India
fromtime totime.

1 to provide a careerpath to employeesthat will encourageconsistenthigh
performancand motivate employees to achieve excellence in their work, thereby
attaining theircareergoals.

1 to strike a healthy balance between ftilnectional requirements of the Institute
andthecareer progression tfie nonteachingemployees.

11.3.Classification of posts

As per the provision under the Statues 16 of the Institute, the members-@klcinng
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staff of the Institute shall be classified as follows:
a) Technical Staff

The poss of Technical Staff compriseechnical Cadre, Engineering Cadre, Medical
Officer Cadrelibrary Cadre, Physical Education Cadre, Psychological Counsellor
Cadre, Physiotherapist cadre and any other Cadre(s) as proposed by the Institute and
approved by the Board of Governors.

b) Administrative Staff

The posts oAdministrative Staff compris@dministrative Cadre, Security Cadre,
Hindi Cell Cadre, Multi Skill Assistant cadre and any other Cadre(s) as proposed by
the Institute and approved by the Board of Governors.

11.4.Sanctionedstrength:

TheSanctionedtrengthis thetotalnumberofe mp | o gadrewsedeterminedy
theDirector of this Institute and subsequently authorized by the Board of Governors.
The numberof employeesoperatedshall be equalto or lessthan the sanctioned
strengthThisshallbetermedastheoperatingstrengthThepresensanctionedtrength
hasbeenarrived at based on the studestrength of 20120. This is subject to
periodic review agnvisagedn theparall.7.4below.

11.5.Methods of selection:

The methodsof filling up of the post ineachlevel have beenprescribedfor each
cadre.

Two types of selection have been adopted under IITH RPR viz., (i) Open selection
through direct recruitment, and (ii) Interrsglection by promotion. These will be
calledRecruitmentend Promotion, respectively.

11.5.1 Direct Recruitment is recruitmentby anopenadvertisemenivhich is open
to all candidates based on prescribed agducational qualification,
experience, etc. andicated in the IITH RPR i.e. recruitment from the open
market. The minimureducational qualification, percentage of posts in a level
in each cadre and experience required for direct recruitment are indicate
the AvenueCharts that follow para 11.7 of this chapter.

11.5.2 Promotion is a selectionfrom identified feedergradesfrom amonglITH
employees to a higher post in the avenue prescribed in the IITH RPR. This
will be as per the prescribepialification, number of years of qualifying
service,percentage of posts to be filled up by promotion etc. These criteria
have beerevolvedto ensurethat the employeehas ample opportunityto
demonstratéis/hercompetence for holding the highmst & indicated in the
Avenue Charts that follow para 11.7 of this chapter

In addition,the Institutemaygoin for othermodesof filling up of posts,asprovided

forin the statutes and DoP&T guidelinesmicluding deputation, contractre-
employmenetc.
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11.6.Appointing authority:

In accordance with Section 25 of the Act, all appointments of thelidaching posts
of the Institute except that of tirector, shall benadeby:

11.6.1 The Board, if the appointment is made tonbe-teaching posts carrying Pay
Matrix Level 10 and above as péf Tentral PayCommission(CPC) and
categorized undehe Groupo A 6 .

11.6.2 The Director, if the appointment is made to the-teaching posts carrying
PayMatrix level lesghan Level 10 as pef"TCPC anccategorizedinder the
Gr o u p andooCBi0.

11.7.Basicprinciples of recruitment and promotion rules:

11.7.1 RPR provides for merbased career advancement in a given cadre based on
thevacanciesn the cadre.

11.7.2 All posts will be filled up as per the methods prescribed in the IITH
Recruitmenand Promotion Rules in force at the time of occurrence of
vacancies. This is iaddition to the operationof MACPS, which assures
a time-bound financialupgradation.

11.7.3 If any decision is taken to create a hew post estmecture any service, the
[ITH RPR shall suitably be amended for that particular post with the approval
of theBoard.

11.7.4 TheDirector shall proposethe numberof postsin eachlevel within thetotal
postssanctioned for |1 TH for the Boar di
presensanctionedtrength isarrived atbased onthe student ansitaff ratioof
10:1.1.

11.7.5 Nothing in theserules shall affect the provisionsregardingreservations,
relaxationof age limit and other concessionsequiredto be provided for
Scheduled Castes, Scheduled Tribes and other categories in accordance with
theorders issued by the Government of India from time to time. Acagisdin
therostersshall bepreparedicast aper Government of Indiguidelines.

11.7.6 Subject to the powers specified in these norms, any amendment to the basic
provisions in thdRPRcan bedoneonly with theapproval of thé3oG.

11.7.7 Certain posts masequire specific skills, experience or expertise which may
befilled up through contracor deputationfor a fixed periodor tenure.The
decisionto fill thesepostsby contractor deputationwill be madeasperthe
statutes byhe competentuthority.

11.7.8 Compassionate appointmeshall be made as per the Government of India
provisions i.e., maximum of 5% of vacancies at the eletrgl post of Group
C category, in general, and technical category if qualified suitably, based on
the availability of positions

A cadrewise avenue d@rts containing details of the post(s) along with the method of
recruitment and eligibility criteria are givéelow:
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ADMINISTRATIVE CADRE

REGISTRAR
(Pay Matrix Level 14)

Direct Recruitment; 100%

SENIOR JOINT REGISTRAR
(Pay Matrix Level 13A)

1 Financial Upgradation
5 Years

JOINT REGISTRAR
(Pay Matrix Level 13)

Movement
5 Years
DEPUTY REGISTRAR
(Pay Matrix Level 12)
Direct Recruitmentt 75% 1 Promotion ¢ 25%
5 Years
SENIOR ASSISTANT REGISTRAR
(Pay Matrix Level 11)
Movement
5Years
ASSISTANT REGISTRAR
(Pay Matrix Level 10)
Direct Recruitment50% 1 Promotion ¢ 50%
5 Years
SECTION OFFICER
(Pay Matrix Level 8)
Direct Recruitment25% 1 Promotion¢ 75%
5 Years
EXECUTIVE ASSISTANT
(Pay Matrix Level 6)
Direct Recruitmentc 50% 1 Promotion ¢ 50%
6 Years
SENIORSSISTANT
(Pay Matrix Level 5)
Promotion ¢ 100% 1 1 Promotion ¢ 100%
5 Years 5 Years
ASSISTANT ACCOUNTANT
(Pay Matrix Level 4) (Pay Matrix Level 4)
Direct Recruitment; 100%
Movement 1
3 Years

JUNIOR ASSISTANT
(Pay Matrix Level 3)
60%Direct Recruitment; 40% from Multi Skill Assistant Cadre h&aufpelor Degree and
o &SI NEQ S E LaghnngBlyhii&i Depaftmdntal&gamination
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TECHNICAL CADRE

SENIOR TECHNICAL OFFICER (NFS)
(PayMatrix Level R)

Financial Upgradatiorf

5 Years
TECHNICAL OFFICER
(Pay Matrix Level 11)
Direct Recruitment 1 Movement
5 Years
SENIOR TECHNICAL SUPERINTENDENT
(Pay Matrix Level 10)
Direct Recruitment50% 1 Promotion ¢ 50%
5 Years
TECHNICAL SUPERINTENDENT
(Pay Matrix Level 8)
Direct Recruitment25% 1 Promotion ¢ 75%
5 Years
JUNIOR TECHNICAL SUPERINTENDENT
(Pay Matrix Level 6)
Direct Recruitment; 50% 1 Promotion ¢ 50%
6 Years

SENIOR TECHNICIAN
(Pay Matrix Level 5)

Promotion ¢ 100%

5 Years
TECHNICIAN
(Pay Matrix Level 4)
Movement
3 Years

JUNIORTECHNICIAN/ JUNIOR LAB ASSISTANT
(Pay Matrix Level 3)

Direct Recruitment; 100%

*Subject to approval of MoE, which is awaited.
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ENGINEERING CADRE

SUPERINTENDING ENGINEER (NFS)
(Pay Matrix Level 3A)

Financial Upgradation

5 Years
SUPERINTENDING ENGINEER
(Pay Matrix Level 3)
Direct Recruitment; 100%
SENIOEXECUTIVE ENGINEER
(Pay Matrix Level?2)
1 Financial Upgradatiorf
5 Years
EXECUTIVE ENGINEER
(Pay Matrix Levell)
Direct Recruitment50% 1 Promotion ¢ 50%
5 Years
ASSISTANT EXECUTIVE ENGINEER
(Pay Matrix Level0)
Direct Recruitment; 50% 1 Promotion ¢ 50%
5 Years
ASSISTANT ENGINEER
(Pay Matrix Level 8)
Direct Recruitment; 25% 1 Promotion¢ 75%
5 Years

JUNIOR ENGINEER
(Pay Matrix Leveb)

Direct Recruitment; 100%

*Subject to approval of MoE, which is awaited.

Page69of 221




LIBRARY CADRE

CHIEF LIBRARY OFFICER (NFS)
(Pay Matrix Level 3A)

Financial Upgradation
5 Years

CHIEF LIBRARY OFFICER
(Pay Matrix Level 3)

Direct Recruitment; 100%

DEPUTY LIBRARIAN (NFS)
(Pay Matrix Level 3)

Financial Upgradation

5 Years
DEPUTY LIBRARIAN
(Pay Matrix Level?2)
Direct Recruitment 75% 1 Promotion ¢ 25%
5 Years
ASSISTANT LIBRARIAN
(Pay Matrix Levell)
Movement
5Years
LIBRARY INFORMATION OFFICER
(Pay Matrix LevelO0)
Direct Recruitment; 50% 1 Promotion ¢ 50%
5 Years
ASSISTANT LIBRARY INFORMATION OFFICER
(Pay Matrix Level 8)
Direct Recruitment; 25% 1 Promotion¢ 75%
5 Years

LIBRARY INFORMATION ASSISTANT
(Pay Matrix Leveb)

Direct Recruitmentc 100%

1 Whenever the present incumbent vacated the Assistant Librariafl {[Ppost, the vacancy
will be notified at the Level dfibrary Information Officer (PL0) for the purpose of Direct
Recruitment.
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MEDICAL CADRE

CHIEF MEDICAL OFFICER
(Pay Matrix Level 14)

Direct Recruitment; 100%

DEPUTY CHIEF MEDICAL OFFICER (NFS)
(Pay Matrix Level 3A)

1 Financial Upgradation
5 Years

DEPUTY CHIEF MEDICAL OFFICER
(Pay Matrix Level3)

Direct Recruitment; 50% 1 Promotion ¢ 50%
4 Years

SENIOR MEDICAL OFFICER
(Pay Matrix Level?2)

Direct Recruitment; 75% 1 Promotion ¢ 25%
5 Years

MEDICAL OFFICER
(Pay Matrix Level 11)

Direct Recruitment 1 Promotion
4 Years

JUNIOR MEDICAL OFFICER
(Pay Matrix Level0)

Direct Recruitment; 100%
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SECURITY CADRE

CHIEF SECURITY OFFICER (NFS)
(Pay Matrix Level 3A)

1 Financial Upgradation
5 Years

CHIEF SECURITY OFFICER
(Pay Matrix Level 13)

Direct Recruitmentc 100%

DEPUTY CHIEF SECURITY OFFICER
(Pay Matrix Level?2)

1 Financial Upgradatiorf

5 Years

SECURITY OFFICER
(Pay Matrix Level 11)

Direct Recruitment; 100%

*Subject to approval of MoE, which is awaited.
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PHYSICAL EDUCATION CADRE

SENIOR SPORTS OFFICER
(Pay Matrix Level?2)

I Financial Upgradatior¥
5 Years

SPORTS OFFICER
(Pay Matrix Levell)

Movement
5 Years
JUNIOR SPORUSFICER
(Pay Matrix Level0)
Direct Recruitment; 50% I Promotion ¢ 50%
5 Years
SENIOR PHYSICAL TRAINING INSTRUCTOR

(Pay Matrix Level 8)
Direct Recruitment; 25% I Promotion ¢ 75%
5 Years

PHYSICAL TRAINING INSTRUCTOR
(Pay Matrix Leveb)

Direct Recruitment; 100%

*Subject to approval of MoE, which is awaited.
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PSYCHOLOGICAL COUNSELLOR CADRE

DEPUTY CHIEF PSYCHOLOGICAL COUNSELLOR*
(Pay Matrix Level?2)

1 Financial Upgradatiort
5 Years

SENIORSYCHOLOGICAL COUNSELLOR
(Pay Matrix Levell)

Movement
5 Years
PSYCHOLOGICAL COUNSELLOR
(Pay Matrix LevelO)
Direct Recruitment; 50% 1 Promotion ¢ 50%
5 Years

JUNIOR PSYCHOLOGICAL COUNSELLOR
(Pay Matrix Leve8)

Direct Recruitment; 100%

*Subject to approval of MoE, which is awaited.

Pager4of 221




MULTI SKILL ASSISTANT CADRE

SENIOR MUTISKILL ASSISTANT Gr.lI
(Pay Matrix Level 5)

1 Promotion ¢ 100%
5Years

SENIOR MUTI SKILL ASSISTANT Gr.lI
(Pay Matrix Level 4)

1 Promotion ¢ 100%
4 Years

SENIOR MUTISKILL ASSISTANT Gr.I
(Pay Matrix Level 3)

Promotion ¢ 100%

3 Years
MULTI SKILL ASSISTANT Gr.lI
(Pay Matrix Level 2)
Promotion¢ 1002
3Years

MULTI SKILL ASSISTANT Gr.I
(Pay Matrix Level)

Direct Recruitment; 100%
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11.8.Recruitment and Promotion rules 2021

These rules may be called the Al ndian I ns
& Promotion Rules l&oei Mmaefatcdrn nge Pw&ad &9
These Rules shall come into force with effect from the date of approval by the Board of
Governorf IIT Hyderabad.

Definitions:
In the presentRules,unlessthe contextotherwiserequires:

11.8.1 A4 A cmeanghelnstitutesof Technology(lIT) Act, 1961

11.8.2 Ap p | inmeanghecaniidatesvhoapplyagainstheadvertisegost(s).

11.8.3 B o amedné&he Boardof Governorf the Institute.

11.8.4 Ch a i meaaghe&Chairmanof the Board.

11.85 Di r emeanghebrectorof thelnstitute.

11.8.6 I 1orrH | n sméanghalndiennstituteof TechnologyHyderabad.

11.8.7 | nt @a md il deartsagegularemployeeof the lITH who appliesfor
thepost(s).

1188 ARul eso means t he Al nHydeelbad Recrgitment ut e
& PromotionRules (NonTeachingPo st s), 20210

11.89 AnOf fi cers and Employees of the 11 THO
theRulesincludingrecruitedprior to implementation ofheseRu | e s 0 .

11.810AScr eeni ng Co m@mmitee eanstitoteddyntise Conipetent
Authority for scrutinizingthe applicationsand shortlisting candidatedor
particularpost (s).

11.8.11 i S e ¢ meaodh&@Sectionof theAct.

11.8.12 1 Se | €a n d d deartdlee candidateselectedor the post(s).

11.8.13 A S e | eCot ni noi ntmeamsthe SelectionCommitteeconstitutedby the
CompeteniAuthority for Selection ofCandidatedor particularpost(s).

11.814 A Shor tClain &l i ehdansthedcandidateshortlistedby the Screening
Committeefor the next stagef selection process.

11.8.15 i St a tmeansheSiatutes othe Institute.

f
11.8.16 i Co mp & u € h bmeanghe Appointing Authority for the saidpost.

jn ? e } S ) S ! S ) S 1

11.9 General Principles

11.9.1 Under these rules, the Ndreaching posts of IITH have been classified into
two categoriesviz., Non-technicaland Technical. The postshave been
organizedntocadreswhich consistof multiple grades/level®f employees
within a workdomain. The RPR is presently aligned to the existing
nomenclature, Pay Levelsiith VII CPC scales, and will undergo
modifications as maybe notified bgovernmentof India or any other
authorityfrom time to time.

11.9.2 The posts specified in each category are as approved by the Board of
Governorsof the Institute from time to time basedon the sanctioned
strengthfor Non-Teachingposts as pavioE norms (10:1.1).



11.9.3 Reservationprovisionswill be followed as per the guidelinesissued

by the Governmenbf India.

11.9.4 GeneralAge limit recommendedbr Direct Recruitment:

Post Age Post Age
No. | Nameof the post limit No. | Nameof the post limit
1 Registrar 55 19 Security Officer 45
e , Technical
2 ChiefLibrary Officer 50 20 Superintendent 40
Superintending AssistantEngineer
3 Engineer 50 21 (Civil/Electrical) 40
4 Chief Security Officer 50 22 Section Officer 40
5 DeputyRegistrar 50 23 Junior Psychological 40
Counsellor
ExecutiveEngineer Junior Translator
6 | (Civil/Electrical) 45 24 | Officer 35
7 TechnicalOfficer 45 o5 ExecutiveAssistant 35
. L Library Information
8 Assistant_ibrarian 45 26 Assistant 35
9 Netvyo_rk/Systems 45 27 Hos_pltalltyManagement 35
Administrator Assistant
AssistantExecutive
10 | Engineer(Civil/ 45 28 Physiotherapist 35
Electrical)
. . PhysicalTraining
11 | Junior SportOfficer 45 29 Instructor 35
12 | Junior MedicalOfficer 45 30 Lady Physical Training 35
Instructor
Junior Lady Medical JuniorEngineer
13 | Officer 45 31 | (CivillElectrical) 35
14 | Senior Technical 45 32 | Accountant 35
Superintendent
15 | AssistaniRegistrar 45 33 JuniorAssistant 35
Junior
16 | Bio-SafetyOfficer 45 34 Technician/Junior 35
Laboratory Assistant
17 | VeterinaryDoctor 45 35 glrlf:t' Skill Assistant 30
18 Psychological 45
Counsellor

11.9.5 No agelimit for internal candidatesapplying for the direct recruitment

posts.

11.9.6 Crucial date for calculation of agelimit will be the closing date for
receiptofapplicationdrom candidates
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11.1Q Method and Procedureof Recruitment and other requirements:

Method of Recruitment:

11.10.1 Direct recruitmenti This shall include appointments through open
selection,Deputation and/or Absorption, appointments on Contract, and
appointments otenurebasis.

11.10.2 Promotion.

Procedurefor Recruitment:

11.10.3 Direct Recruitment: The following procedure shall be followed for
making Direct Recruitment tathe posts, wherevat is prescribedn the
Rules.

(@) The Institute shall invite applications for the posts through an
advertisement.

(b) Applications received pursuant to the advertisement as, shall be
scrutinizedor eligibility by the Screening Committee constituted by
the CompetentAuthority in accordance with the statutes. Where
applications received ammore than 10 times the numberof posts
advertised, the Screening Committee may formulate additional
criteriafor shortlisting,basedonacademigerformanceand/oryears
of experiencef the Applicants.

(c) A Selection Committee will be constituted by the Competent
Authority ofthe IITH in accordancevith the Statutes.

(d) Recommendations of the Selection Contegtshall be placed before
the Appointing Authority for approval.

(e) Qualifications, experience, and other requirements for Direct
Recruitment: Foall thepostsdentifiedfor DirectRecruitmentbased
on the requirementprevailing at the relevantpoint of time;
qualification(s), experience, anather requirement(s)will be
determinedy theDirectorbasedntherecommendations of the Head
of the Department/Centre/Section before thavertisement is
releasedlin casajualification(s), experience, and otlhequirement(s)
have been laid down by MHRD or any other competarihority,
then,laid downqualification(s),experienceandotherrequirement(s)
shall applyto such posts, tthe extent applicable.

11.10.4Promotion: Proposed recruitment and promotional schemes is based on
the currentand foreseeablescenarioof the Institute. The postsand their
numberamay change as may be necessary for effective functioning of the
Institute and subjetb variousdirectionstheBoard ofGovernors majssue
from timeto time.

(@) Vacancy based:All the promotions and direct recruitments are
subject toavailability of vacancy.

(b) Percentagefor promotion and direct recruitment: Consideringhe
current situation various percentagedor Direct Recruitmentand
Promotionhavebeenmentionedagainstvariousposts. Forexample,
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(©)

(d)

()

(f)

(9)

(h)

(i)

0

if theprescriptiots 50%:50%,it impliesthat50%of the postswill be
by Promotion and 50% of the posts will be filled by Direct
Recruitment.

Review of percentagesLower level post will form feeder post for
thehigher post to which promotion or direct recruitment is to be made.
Thepercentagefor promotionanddirectrecruitmenmaybevariedas
andwhenfound necessaryrom theview point of functioningof the
Institute and will be subject to directions and/or approval of the
approval of the Board dbovernors.

Filling up of promotional poststhrough direct recruitment: IIT
Hyderabad being a new Institute at this point of time, sufficient
number ofstaff in feeder posts may not be available for promotions.
With a view toenable smooth functioning of the Institute, promotional
posts may be filledhrough Direct Recruitment ithe years in which
candidates for promoticere not available. As and when candidates
for promotion become availablgirect recruitment vacancy to the
extent available will be channeled fwomotion to the extent of
number of promotional s filled by directecruitment.

Filling up single post where percentagef®r promotion and direct
recruitment are prescribed: In view of limitations on creating
posts,it would not be possibleto createsufficientnumberof postsin
onegoin everylevel in every cadré/Nhere a single post is available
in any level in anycadre and there is a percentage prescription for
filing up the posts througipromotion and direct recruitment,the
Director will determinethe method offilling up the post and the
decision ofthe Director shall bénal.

Assessment of vacancy for promotion and direct recruitment:
Vacancys on the %January of every calendar year will be assessed.
Further,vacanciedikely to ariseduringthe calendayearwill alsobe
estimated.

Meeting of Promotion Committees:There will be periodic meetings
of thePromotionCommitteesNeverthelesgherewill beatleasttwo
meetingof the Promotion Committee ayear.

Performance evaluation and Bench Mark for promotion:
Assessmentof performance shall be through APAR (Annual
Performance Apprais&eport).Minimum Benchmarkfor eligibility

for consideratiodforpr omot i on is fAVery Goodbo
years of the year in which theandida¢ becomingeligible for the
promotion.

Non-applicability of qualifications and experiencerequirement of
direct recruitment for promotion posts: Qualifications and
experiencaequiremeniapplicableto direct recruitmentshall not be
applicableto promotions.

Minimum length of service in feeder cadre post(s) for promotion:
will be asstated in structuref cadre.
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(k) Composition of Selectioncommitteefor Promotion: Thefollowing
committee may be Constituted by the Director for moving
recommendation

() Chairman

(i) HoD concerned/Registrar

(iii) Member(Outsideof the DepartmentSection)

(iv) Member

(v) Representative of SC/ST/OBC (In case of the candidate from the
saidcommunity)

(vi) FemaleMember(In caseof thecandidatas female)

12. Grant of Increments: The annual incremeid granted as specified in the vertical cells of
the applicable Level in the Pay Matrix of both Faculty and-Raaulty.

There are two dates for grant of incremeizt, 15t January and *1July of every year
provided that an employee is entitled to only one increment eithéft daniary or % July
depending on the date of his/her appointment, promotion or upgradation.

The increment in respect of an employee appointed or promoted or upgraded during the
period between the"2day of January and theé'Hay of July (both inclusive) will be
granted on ¥ day of January. The increment in respect of any employee appointed or
promoted or upgraded between théday July and $day of January (both inclusive) will

be granted on®iday of July.

13. Leave Travel Concession (LTC) & Block YearsOnce in every two years, an employee
is eligible for a paid travel to home town. LTalows for a trip made by employee and
dependent family members (income of dependent family member from all sources should
not exceed Rs.9000+ Dear ness Rel i ef per month) to v
upon joining the Institute), irrespective of tlkstance between IITH and declared
hometown. The following are some of LTC rules:

(a) Eligibility: One-year regular service must have been completed to be eligible for LTC.
Prior intimation / application is required to be submitted to the office (HR Section)
before availing LTC.

(b) Block Years: For the purpose of LTC, block years are definddyasrblock and2-
yearblock. Duringablock of 4 yearsone Home Town LTC and one Alacein-

India LTC can be availed. (For Eg: Under 2B block period (four yea), an
employee can avail 201B (2 years) to Home Town and 2020(2years) to Any

place in India and vice versa). However, it has been the practice of the Government to
allow a grace year, i.e. LTC for the block year 2088can be availed (i.e. outward
journey commenced) up to 3December, 2020.

(ccHome Town: It is a place that i s decl ar
Institute. Anemployee and his/her family members can avail once in two years
irrespective of the distance between IITH dneldeclared hometownThe declared
home town can be changed only once dutiirggentire service. An employee can avail
LTC to hometown every yedary surrenleringAny-Placein-India LTC.

(d) Any place in India: Will cover any place within the territory of India, whether it is
within mainland India or overseas.

(e) Leave has to be mandatorily takehis Concession is not admissible during
weekends/holidag/alone without any leave. At least esteey leave isequiredto be
availed.
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() Special provision for fresh recruits: New recruits can avail this concession thrice to
Ahomet owno and once to fAany place in 1|n
of oneyear of service at IITH. This facility shall be available only for the first two
blocks of 4 years each. For new recruits, the first block of 4 years applies from their
date of joining the Institute. i.e., if an employee joins ofi B&@cember 2019, then
he/she can avail the one remaining day éfBécember 2020 in the first year of LTC
block, for subsequent years LTC is treated under calendar years (first 8 years only) for
fresh recruits. After completion of 8 years of service, LTC may be availedsagain
regular 4 year blocks. i.e. 2024, 202225 and so on.

(g) Class of Acommodation: Journey may be performed within India by
Rail/Road/Ship/Air. In case of Air, journey to be performed only by Air India as per
DoPT, Gob gnstructions, however exemptiors iapplicable for few routes, as
permitted by Ministry of Civil Aviation, from time to time. The employees of pay
level 10 and above are entitled to perform journey by Economy class. In case of
journey by train, pay level 10 and 11 entitled BY2C and p# level12 and above
by 1% AC. No taxi or road mileage is admissible to reach the airport/railway station.
However, for internal travel to destination road mileage for 100 km is allowed, where
government buses/transport are not available to reach tleatbdestination. (Bills
to be enclosed as proof of travel). LTC rules are strictly observed and it is necessary
to enclose tickets along with boarding passes to claim the fares (In case of advance
drawn claim to be submitted within 30 days from the dditeeturn journey and in
cases where advance is not drawn, the claim is to be submitted within 90 days from
the date of return journey). Production of aticket without the boarding passes is
not considered as proof of travel.

(h) Advance: Up to 90%, advae of the probable amount of reimbursement is granted on
requestApplication can be submitted to the Fection, naximum 120 days prior to
the date of journey in case of journey performed by train and 45 days in case of air
travel.

When both husband and wife are Government employees:

() They can declare separate home towns independently.

(i) LTC can be claimed for their respective families, viz, while husband can claim
for his parents/minor brothers/ unmarried & unemployed sisters and wife can
claim for her parents/minor brothers/unmarried & unemployed sisters.

(i) Either of the parents can claim the concession for children in a particular block.

(iv) The husband awife, who avails LTC as a member of the family of the spouse,
cannot claim independently foelé (Joint declaration is to be submitted at
both the offices). TC is not applicable to persons whose spouses are employed
in Indian Railways and National Airlines (Air India)

Children Education Allowance Scheme (CEAS)Under the scheme of CEA/Hostel
subsidy, reimbursement can be availed for up to a maximum of 2 eldest surviving children
with the exception that in case the second child birth results in twins/multiple births.

The amount of reimbursement of CEA will be. B0/ per month per child (fixed)
irrespective of the actual expenses incurred by the Govt. servant for a maximum of 12
months in an academic year.

For Divyaang children of government servants, CEA shall be payable at double the normal
rates of CEA pregibed above i.e., Rs.450@er month (fixed).
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Hostel Subsidy:

This scheme allows for the reimbursement of hostel fees up to the maximum limit of
Rs.6750/ per month per child or actual expenditure incurred by the Govt. servant
whichever is lower.

Hodel subsidy is applicable only in respect of the child studying in a residential
educational institution located at least 50 kilometers from the residence of the Government
servant.

The CEA and Hostel Subsidy is admissible in respect of children studgmdwo classes
before Clasd to 12, in a Recognized School.

Reimbursement can be claimed just once in a financial year after completion of the
financial year.

The Hostel Subsidy and Children Education Allowance can be claimed concurrently.

If both the spouses are Government employees, then only one of them can avail
reimbursement under CEAS.

Medical Policy and Care: For general health cgra 24x7 medical clinic together with a
24/7 Apollo Pharmacys located on the campu$he clinic is headed by the CMID-
Chargewith a team of full time Medical Officers, Visiting Specialists and Nursing
staff. Medical needs of the Campus population cetnsj of Students, Staff members and
their families are met by the Institute Clinic

Further, specialist doctors will be visiting tl

campus on select days. Furthermore, all fac

and norfaculty members of the IIT Hyderaba

as well as theidependent family members, a

entitled to medical attendance and treatm

including reimbursement, as per procedu

approved by the Board of Governors. Howe\

for receiving reimbursement for depends

family members there are a few criteria that n

to be met:

(a) Members of the family other than spouse, are considered dependent if their income(s)
from all sources, including pension (excluding DR), does not exceed Rs.pé08/onth
on the date of consideration. For spouse no monetary limit is fixed.

(b)Fr determining other dependents, Gover nme
Il nstituted medical policy for details on

When it comes to consulting a specialist, and forpaitent (OPD) and Hpatient
treatment, the proderre tobe followed is that the patient has to first consUltH
Medical Officer/an authorized medical attendant (AMA). Upon this consultation, if
advised by the Medical Officer/AMA, specialist OPDfiatient treatment can be availed
from any Hospital aéir obtaining necessary referral from the Medical Officer/AMA.
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All faculty members and their dependents may avail credit facility at Institute empaneled
hospitals and diagnostics after obtaining necessary referral from the Medical
Officer/AMA.

A few important points to remember in thegyard

() Treatment facilities will be allowed in the Institute Dispensary only on the basis of
valid booklets, which will be provided by the Institute.

(i) The reimbursement bills are expected to be submittedkiimbursement within a
maximum period of 6 months of treatment. The reimbursementhwllever be
restricted to the approved norms.

15.1. Various Medical Services being rendered at the [ITH Clinic:

(a) Emergency services Medical staff /Ambulance availabl4x7, Detailed
Medical Emergency Protocol and therms for usage of ambulance services
are appended to this Manualfatnexures-10 & 11in the Appendix.

(b) OPD - Timings: 8 AM8 PM (on all institute working days)/8 RBIAM-
Emergency cases only;

(c) Treatment facilities- Student/faculty/staff and their dependents are issued
with medical books from admin/hostel office. They have to bring the book
while visiting theclinic. Day care treatment, ECG, minor surgical procedure
like dressing of lacerated wound, suturing of minor lacerations;

(d) Pathology lab servicesare catered by/s Vijaya Diagnostics (P) Ltd., as
per the MoU signed with the InstituteSample collected by the Institute
Clinic are picked up by them twice daily, and reports are sent ¢nline

(e) Pharmacy- IITH clinic has tied up with Apollo for its pharmacy needs within
the campus. Apollo provides 24*7 support with a cashless facility for stident
and faculty as per CGHS norms;

() Specialty Medical Center - The IITH speciality medical center is adjacent
to Sampoorna Super Btket situatediearthe faculty towers area. Consultant
specialists from Apollo Hospitals visit thepecialty center. Schedule is
updatecbn IITH website;

(g) List of empaneled Hospitalsand AMAs and list of hospitals/diagnostic
centres not onthe empaneled list areavailable ont h e l nstitu
websitehttps://intranet.iith.ac.in/wiki/FormsCirculars .

15.2. Treatment/Reimbursement policyCGHS Norms:

(a) Treatment within HyderabagdFacultyand staff including dependenisthin
Hyderabad/campus)Referral/ approval from Institute Medical Doct®
required to be takerReimbursement will be as per ITH/CGHS norms

(b) Treatment at Hometown/outside Hyderabad (Facahy staff including
dependentsuiside HyderabaelPrior approval from Registrar/Dean Admin
is required except in medical emergencies

(c) If dependents are at home town and for regular monthly
medicine/consultadn, prior approval from Registrar/Dean admin is required.
No cashless fadiy from Apollo pharmacy of theampusn this case;

(d) Confinement of a lady staff member or the wife of a staff member in a
recognized hospital in hometown/outside HyderaBeadr gproval from
Registrar/Dean Admin is required
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(e) If the Employee/their spouseand children are in home town/out of
Hyderabad (nowfficial/vacation)and are in need afeatment/consultatign
their requests are considered subject to the followomglitions;

(i) Considered only in emergencies

(i) Cases treated as OPD cases are not considered emergency except in
accidental injuries.

(i) Reimbursement for OPD treatment is limited to treatment availed from
Government hospital.

() For students (within th€ampus)i All students are covered under health
insurance. Referral/approval from Institute Medical Doctor, Reimbursement
will be as per IITH norms

15.3. The medical claim is not recommended for reimbursement if

(a) There is no official reference in @mergency case. Direct admission of campus
residents to referral hospital where the Institute Medical Doctor retrospectively
cannot confirm lifethreatening emergency.

(b) A patient is already under treatment of a private doctor who later decides to
admit thepatient in emergency.

(c) A patient is treated for neemergency condition at naecognized hospital. CT
Scan/MRI/other investigain is performed on OPD basis without reference
from IITH Hospital.

Note: These are only guidelines and will be updatexin time to time. If any

discrepancy arises on the basis of interpretation of language in the above guidelines,

the rules as approved BOG shall apply.

15.4. Treatment charges for nondependent family memters: The faculty and non
faculty members of the Institute can avdiemselves of theervices of the Clinic
for their nondependent family members by paying for the services at the following
rates.
(a) Consultatiorfee (nstitute medical officer)Rs100F
(b) Consultatio fee (Visiting specialist): RB00¢
(c) Treatment charges (indV fluids, injections, consumableds.100+
(d) RBS, ECG, Wound dressing: INR 100/
Contact Details:

Sl. No| Contact person Contact Email| Contact PhNo.
1. FIC(Clinic) fic.clinic@iith.ac.in
2. Clinic doctors@iith.ac.in 04023016828
8331036101
3. Treatment room 040-23016826
4. Multi-Specialty Clinic 040-23016829
5. Dr.Kanaparthi Anilkumar 040-23016076
6. Dr.Raja Adharnath 040-23016077
7. Dr.Baiskhakhi Chandra 04023016078
8. Ambulance 8331036100
9. Vijaya Diagnostics Enquil 9100096962
10. Manager, Vijaya 9000542497
Diagnostics
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16. Reimbursement of Telephone/Internetharges:The Institute is presently implementing
a scheme of reimbursement of telephoneritége charges incurred by the faculty/non
faculty. This scheme has been in force since 18/01/2ZD& details of the reimbursement
facility are as follows.

Sl. No | Designation AGP/GP Pay Level Limit per
(as per 8" CPC) (as 7" CPC) month

1. Professor/Registra| HAG/10500/10000 | 15/14A/14 Rs2500

2. Associate Professq 9500 13A2 Rs2500

3. Assistant Professo| 9000/8000/7000/600{ 13A1/12/11/10 | Rs2000

4, SE or equivalent | 8700 13 Rs1000
DR or equivalent | 7600 12

5. EE or equivalent | 6600 11 Rs750
AR or equivalent | 5400 10

The above reimbursement is subject to the following conditions.

The amounteimbursable is the maximum and covers all forms of telephony and internet
connectivity excluding service tax and any other applicable taxes;

(a) If the actual expenditure is less, the actual expenditure will be reimbursed;
(b) There will be no deductions on aced ofusage of the free internet Wi connection
being provided to the residential quarters of the Institute. However, the expenditure
incurred on the FTTH landline teleph@euminternet facility will be deducted
from the aforesaid limit, and the reimsament will be limited to only the balance,
if any, left in the case of residents of the campus
(c) This scheme will be available to Visiting Faculty also;
(d) This scheme is not applicable to Adjunct/Honorary Faculty and Consultants;

Guidelines to be followed while availing the abovecheme:

(a) Claims for reimbursement duly supported by cash memos/receipts may be tendered
every montHor the immediately preceding calendar month. In any case, no claim for
any prior period.e. more than three immediately preceding calendar months will be
accepted.

(b) Production of cash memos/vouchers/receipts is compulsory.

17. Provision of Housing on thecampus:IITH hasa housing facility for its faculty and nen
faculty inside the campus. At present, the Institute has five residential towers catering to
the needs of housing for its employéehree towers for faculty and two towers for ron
faculty.
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Residential Towe rs of ITH

The details of accommodation available in each of these towers are as follows.

Tower [ ST-1 ST-2 FT-1 FT-2 FT-3
Type El E2 E3 D1 D2 C4 C1l Cc2 C3 Bl B2 B3 Al A2 A3
Area 902 | 902 | 902 | 1219 | 1219 | 1278 | 1278 | 1278 | 1278 | 1638 | 1638 | 1638 | 1987 | 1987 | 1987

LF 640 | 640 | 640 | 1190 | 1190 | 1560 | 1560 | 1560 | 1560 | 1870 | 1870 | 1870 | 2190 | 2190 | 2190
Pllaot.SOf 17 |17 |15 | 17 17 17 17 17 17 17 17 17 17 16 16

TOTAL FLATS :- 251

(1) Eligibility for all ot Aieegular employdes (Faculty ut e ¢
and NonFaculty) are eligible for allotment of residential quarters available on the
campus according to their pay level.

(i) No allotment of quarters to an employee whose spouse has been allotted
quarters: Quarters will not beallotted to an employee whose spouse has already
been allotted a quarter. When two allottees in occupatiora ;feparate
accommodation marry each other, they shall surrender one of the quarters within one
month of their marriage.

(i) Application for allotment: Allotment of quarters is not done automatically. It is
done against the specific application/request made by an employee. A request for
allotment of Institute quarters can be sent to the Accommodation Committee via
email: office.housing@iith.ac.in

(iv)  Acceptance ofallotment: An offer of allotment of a quarter shall be accepted by the
allottee within 8 days from the date of allotment.

(v) Non-accepance of allotment or failure to occupy: Non-acceptance within 8 days
or failure to take possession within 5 days of receipt of the allotment letter will debar
the allottee from applying for a period
normal liense fee. However, if an allottee occupying a lower type of
accommodation refuses to accept an offer of the type to which he/she is entitled,
he/she will be permitted to continue in the previously allotted quarter.
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(vi)

Allotment of a quarter to an employee wmder suspension:The allotment of a
guarter to an employee who is under suspension would be made as if suspension did
not take place.

(vi)  Personspermitted to reside with the allottee: The allottee shall reside in the

(vii

(ix)

allotted accommodation with his/her family and immediate relations. For this
purpose, Ofamilyo6é means s p occhislren parfentst he ¢
brothers or sisters as ordinarily residing with and aresggnt on the allottee.
Al mmedi ate relationsod means grandfather
fatherin-law, mothefin-law, sonin-law, daughtein-law and any other relationship
established by legal adoption.

i) Surrender of an allotted quarter: An allottee may surrender his/her quarter at any
time during the currency of his/her allotmentlis/hersubsequent request, if any,
for re-allotment will be considered on merits by the competent authority.
Concessional period of retention of Institute Acommodation An allottee may
be permitted to retain the Institute accommodation on the happening of any of the
events specified in Column (2) of the following Table up to the period specified in
the corresponding entry in Column (3) thereof provided that the accomprodat
required for thdonafideuse of the allottee or members of his/her family.

Scenarios and limits of retention of Institute Quarters
Sl. No. Events Permissible period of retention

1. Resignation, dismissal or remoy One month on normal license fee
from service,termination of service
or unauthorized absence withg
permission, compulsory retireme
under CCS(CCA) Rules.

2. Retirement, VRS, compulsol Six months on normal license fee
retirement under FR 56(j), technig
resignation, death of allottee on-1
employrent and death of an allottg
who is not a regular employee
deputation outside Indwaithin India

3. To eligible spouse or ward in case| 12 months onnormal license feg
death of the allottee or in case t and for a further period of 1
allottee is missing. months on normal license fe

provided the deceased or t
missing allottee or any member
the family does not own a house
the place of occupation of quarte
4. Study Leave/Sabbatical Leave Actual perod of leave or two year
whichever is earlier.

Note: Email addresses to which a request needs to be made for various services with
regard to residential/office accommodation are mentioned below.

1. Request for quarter allotmenoffice.housing@iith.ac.in
2. Collection of keys of the allotted quarteffice.cmd@iith.ac.in
3. Civil or electrical complaints in the allottedigrter:civil.complaints@iith.ac.in
& elec.complaints@iith.ac.in
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4. Request for cleaning of the allotted quarsetmin.facilities@iith.ac.in
5. Quarters vacating intimationffice.cmd@iith.ac.in

6. Complaint aboutnon-collectionof garbageoffice.green@iith.ac.in
7. Complaint about Common areas cleaniagmin.facilities@iith.ac.in
8. Request for behive removal office.green@iith.ac.in

9. Request for office spacspace@iith.ac.in

10.Request for community hall bookingffice.gh@iith.ac.in

18. Expectations of IITH from its employees

(a) Expectations from Faculty.- The Institute has many expectations frais faculty
membersA few of them are listed belofor the sake of illustration.

(i) Teaching: Faculty are expected tedch well, grade impartially and fully cover
the prescribed course contents anthe up with a new technique to teatiiiH
encourage and are proud ofthe faculty membersw h o arenot afr
experimenting with their teaching style to find one that engages, attracts and holds
st ude nt s Bacuitytotghtriotbé mumctual for classes admchgs make up
classes thahey may have mis=d due to leave, conferences, official travel, etc.
Further,facultyise x pect ed to encourage students
ensure thatheir classes have a friendly atmosphere. Never rebuke students in
harsh terms, or make them uncomfortable bydrttention to their physical
attributes, beliefs, ethnicity, gender, or any matter not directly relevant to their
studies.

(i) Research, research, researc®neProject as Pl at least within 3 years of joining
and 2 more as Pl within next 3 years. Thetfand most important quality that
faculty must have is the urge to contribute their field through consistent,
excellent researciheirachievement in research will bring recognition and glory
to the InstituteEach faculty member expected to become a leader withis'her
field in a 1Qyear time frame after startirtgs/hercareer at ITHHe/she isalso
encouraged to help the institte 6 s st artup eco system.
technologies are also giveignificant importance by thestitute.

(iii) Friendly environment for growth: IITH expects that faculty will help each other
to reach their personal professional goals and thbs® Institute.

(b) Expectations from All Employees- The Institute has the following expectations
from all its employees.

(i) Code of Ethics and nitegrity: IITH recognizes the importance of ethics and
integrity in the discharge of duties and responsibilities and attaches high
importance to it in its work culture. All employees should act with integrity and
comply with I nstitut ee8 Jheyshduldtseatstudentgsu | at
colleagues, and other stakeholders with due respect.

(i) The code of ethics includes honesty, attendance and punctuality, courteous
behavior towards one and all, avoiding conflict of interest, maintaining office
decorum and high personal integrity. These principles govern the decisions,
attitude and behavior dhellTH fraternity.

(iii) Furtherance of the goals of the InstitutdITH has gained a significant stature
among the second generation IITs wherthi@ Instituteranks 6 Fi r st 6 ( c oL
NIRF rankings). While the credit for this rests largely on the distinguifstoedty
(academic staff), the nescademic stafdlsoplay an important role in furthering
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19.

20.

21.

22.

23.

the goals of the Institute by owning up the organizational interests, being efficient
in their work domains and facilitating a better learning environment.

(iv) Professionalism and dedicatianlt should bea continuous endeavor of IITH
fraternity to strive to move ahead in the space of technology, innovation and
learning. Inan endeavor to grow from strength to strength, every mensber
expected to be a team playshow genuine commitment, take the teaong|
own up responsibility, help and support colleagues and focus on solutions.

Conduct of employees while withlITH: The conduct of all employees of the I[ITH
throughout their service with the Institute shall be governed by the CCS (Conduct) Rules
1964. There are a lot df 0 &nsld o ntd bedollowed under these rules. However, a few
important provisions of these rules are listed below.

(a) Oneshould maintairabsolute integrity, accountability, transparency and devotion to
duty at all times

(b) Oneshould not associatmesdf with any banned organization;

(c) One should not join or support any illegal strike;

(d) One should not undertake private consultancy work;

(e) Ore should not indulge in any act of sexual harassment of any woman at her work
place;

() Wheneverone acquires or dispose of any immovable property either ;mn eodrs
name or in the name of any@fn edépgndent family membeisneshould give prior
intimations to the Institute regarding such transactions. Furtheneifisholding a
Group OAO omeisrequiBd to gubnstin annual immovable property return
as on 1st January every year.

(g) Similarly, any transaction in mokke property either io n eo@wis name or in the
name of any of dependent family members should be reported to the Institute within
one month of such transaction if the value of such propeyc e e ds t wo mont
pay.

Disciplinary Rules: IITH may initiate appropriate disciplinary proceedings in respect of

any delinquentfaculty or nonfaculty in accordance with the rules and orders of the

Government of India, namely under the Central Civil Services (Classification, Control and

Appeal) Rules, 1965.

Forwarding of applications for outside employment Ordinarily, every employee

(whether scientific and technical or neaientific and nostechnical personnel) is

permitted to apply for an outside post even though he/she may be holding a permanent

post, for a mximum of four times in a yeaAs regards applications for deputation outside,

the requests will be decided on case to case basis. Requests for deputation to a lower post

will not be entertained.

Grant of permission to pursue various coursesAn employee who wants to enroll for a

course of study shall do so only after a permission for the same is obtained from the

Institute Ordinarily, permission is granted to pursue the courses offered online or through

distance mode subject to certain condgiorlowever, permission to pursuere than one

such course at a time will not be granted.

Procedure to be followed for change of nameevery employee goes by his/her name as

entered in the first page of his/her Service Book, which in turn is basdt orame as

entered in his School Certificate, produced by him/her at the time of recruittosvever,

if anyone desires to adopt a new name or effect modification in his/her existing name, the

following procedure has to be followed.
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(a) All cases ofaddition/deletion or change in namegurname:

(i) An employee wishing to adopt a new name or to effect any modification in
his/her existing name may do so formally by a Deed changing his/her name. The
sample Deed form is appended to this MamaiAnnexure-5;

(i) The execution the Deed should be followed by publication of the change in a
prominent | ocal newspaper as welsl as
own expense.

(b) Addition/Change in surname only on account of marriage/remarriage of a

female employe:

(i) If the employee desires a change, she should give a formal intimation to the
Institute about her marriage and request to update her surname in the official
records;

(i) Particulars of the husband may be given for making necessary entries in her
Service Book

(c) Deletion of surname or reversion to maiden name on divorce/separation or

death ofthe husband of female employee

() An intimation is required to be given to the Institute regarding the change in
marital statusand

(i) A formal request for reversion to haiden name.

NOTE: There is no prescribed form for iteif®) & (C) above.

24. Grant of NOC to acquire Indian Passports:The Ministry of External Affairs, GOI has
given an option to the Govt. Servants to submit any one of the following documents from
their department along with their application for a fresh Indian Passport or Reissue of an
old one.

() ldentity Certificate (known as Annexuéein their parlancer

(i) No Objection Certificate (known as Annex@ein their parlance®r

(i) Prior Intimation Letter (known as Annexui¢ in their parlance)

The above f or ms ar e downl oad a lhttpg// fr
passportindia.gov.in/AppOnlineProject/online/annexureAffida®egular employees
who needsuch a document from the Institute may submit their request to the HR Section.

25. Resignation/Termination of Service:

(a) Temporary Employees- As per Rule 5(1) of the CCS (Temporary Service) Rules
1965, the services of a temporary employee are lialikErtwnation at any time by a
notice of one month in writing given either by the employee to the Institute or by the
Institute to the employee.

Distinction between a notice under Rule 5 (1) of CCS (TS) Rules and a simple letter
of resignation is thahe famer is an exercise of the right conferred by statutory rules
enabling a temporary employee to cease performance of his/her duties automatically
on the expiry of the notice period of one month while the latter requires acceptance by
the Institute in ordeto become effective.

(b) Resignation on PersonalGrounds: Resignation from service on personal grounds
entails forfeiture of past servideg. Theemployee will not be entitled to any terminal
benefits like gratuity etc., except for cash equivalent of ede@aae at his/her credit
on the date of cessation of service to the extent half of such leave at his credit subject
to a maximum of 150 days.
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(c) Resignation on TechnicalGrounds: A resignation will not entail forfeiture of
terminal benefits if it has been submitted to take up, with proper permission, another
appointment in Central Government/Central Autonomous Bodies/PSiBtate
Governments.

26. Voluntary Retirement: An employee has #right to voluntarily retire and get terminal
benefits by giving thremo n t nbtieedto the Institute in writing

(a) After attaining the age of 50years:Gr oup O AOG and o6B6 offic

service before attaining the age of 35 years.

(b) After attaining the age of 55years:Gr oup O AOG and o6B6 offic
service after attaining the age of 35 vy
(c) After completion of 30 years ofservice: All employees.
27. Superannuation: The maximum age limit uip which various categories of the employees
of IITH are continued in service is indicated below.
(a) Director- up to 70 years of age;
(b) Faculty - up to 65 years of age;
(c) Registrani  up to 62 years of age;
(d) Others - up to 60 years of age.
NOTE: The detds of the Pension Schemiee. National Pension Scheme (NPS)
applicable to the employees of the IITH can be se&@hapterl?2 of this Manual
28. Schemeof Compassionate Appointmentst [ITH :

A. Objective of the SchemeThe Scheme is to graappointment on compassionate
grounds to a dependent family member C
Employee. A permanent employee dying in harness or who is retired on medical
grounds, thereby leaving his family in penury and without any meansbhbtwod, to
relieve the family of the Employee concerned from financial destitution and to help it
get over the emergency.

B. To whom applicable: To a dependent family member

permanent employee who:

(a) dies while in service (including death by suicide); or

(b) is retired on medical grounds under Rule 2 of the CCS (Medical Examination) Rules,
1957 or the corresponding provision in the Central Civil Service Regulations before
attaining the age of 55 years; or

(c) is retired on medical grounds under Rule 38 of the CCS (Pension) Rules, 1972 or the
corresponding provision in the Central Civil Service Regulations before attaining the
age of 55 years;

(d nAnDependent f ameanssy member O
0] spouse; or
(i) son (including adoptesion);
(i)  daughter (including adopted daughter);
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(iv)  brother or sister in the case of unmarried Employee, who was wholly
dependent on the Employee at the time of his/her death in harness or
retirement on medical grounds, as the case may be.

Concession ofompassionate appointment is admissible to one dependent only.

Exception: In exceptional circumstances, with the prior approval of the Board of
Governors, the appointment on compassionate grounds may be considered even when
there is an earning member Iretfamily of the deceased.

(@)
(b)
(©)

()

(b)

()

(d)

Authority Competent to make appointments:Director, IIT Hyderabad.

Posts to which appointments can be madeGr oup 6C6 post s ag
Recruitment quota.

Eligibility:

The family is indigent and deserves immediassistance for relief from financial
destitution; and

Applicant for compassionate appointment should be eligible and suitable for the post
in all respects under the provisions of the relevant Recruitment Rules.

A person appointed on compassionate grourmi¥eruthe scheme should give an
undertaking in writinghat he/she will maintain properly the other family members
who were dependent on the employee in question and in case it is proved subsequently
(at any time) that the family members are being neglextade not being maintained
properly by him/her, his/her appointment may be terminated forthwith.

Relaxations:

The Upper age limit will be based on the recruitment rules for the post to which the
compassionate appointment is made. It could be relaxeztewdr found to be
necessary, subject to a maximum of 55 years, provided they fulfill all the required
eligibility criteria. The lower age limit should, however, in no case be relaxed below
18 years of age.

Note I. Age eligibility shall be determined witteference to the date of application

and not the date of appointment;

Note Il. Authority competent to take a final decision for making compassionate
appointment in a case shall be competent to grant relaxation of upper age limit also
for making such appointment.

In exceptional circumstances, with the approval of the Board, Institayeconsider
recruiting persons with relaxing the minimum educational standards against the post
of MSA only.

In case of appointment of a widow not fulfilling the requirement of educational
qualification, against the post of MSA, she will be placed iouprC: Pay level 1 as

per " CPC, directly without insisting on fulfillment of educational qualification
norms, provided the appointing authority is satisfied that the duties of the post against
which she is being appointed can be performed with hedprag on job training. This
dispensation is to be allowed for appointment on compassionate ground against the
post of MSA only.

However, in both the above cases (b & c), the subsequeradgtion/ promotion etc.

will be admissible to such incumbents ordfter they acquire the prescribed
gualification as per the Recruitment and Promotion Rules.
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Determination/Availability of vacancies:

(&) Appointment on compassionate grounds should be made only on regular basis and that
too only if regulavacancies meant for that purpose are available.

(b) Compassionate appointments can be made up to a maximum of 5% of vacancies
falling under direct recruitment quota

(c) A person selected for appointment on compassionate grounds should bedaitjus
the recruitment roster against the appropriate categan5C/ST/ OBC/General
depending upon the category to which he/she belongs. For example, if he/she belongs
to SC category he/she will be adjusted against the SC reservation point, if he/she is
ST/OBC he/she will be adjusted against ST/OBC point and if he/she belongs to
General category he/she will be adjusted against the vacancy point meant for General
category.

Time limit for making applications for compassionate appointment:

(&) Requests for copassionate appointment even where the death or retirement on
medi cal grounds of an I nstitutedbds confi
be considered within orgear subject to availability of vacancy and fulfillment of
other conditions. However, tltempetent authority can relax grounds for cases within
5 years of death/retirement of the Employee. While examining belated requests it
should, however, be kept in view that the concept of compassionate appointment is
largely related to the need for immedat e assi stance to the
permanent employee in order to relieve it from economic distress. The very fact that
the family has been able to manage somehow all these years should normally be taken
as adequate proof that the family hadme dependable means of subsistence.
Therefore, examination of such cases would call for a great deal of circumspection.
The decision to relax the time limit and make appointment on compassionate grounds
in such cases may, therefore, be taken only bfpttextor.

(b) Whether a request for compassionate appointment is belated or not may be decided
with reference to the date of death or retirementthen medical grounds of the
I n st ipermdanend employeeand not the age of the applicant at the time of
consderation.

Cases where there is an earning member in the family:

(@ In deserving cases even where there is already an earning member in the family, a
dependent family member may be considered for compassionate appointment with
prior approval of théirector who, before approving such appointment, will satisfy
himself that grant of compassionate appointment is justified having regard to number
of dependents, assets and liabilities left by the Employee, income of the earning
member as also his liabilis including the fact that the earning member is residing
with the family of the Employee and whether he should not be a source of support to
other members of the family.

(b) A widow appointed on compassionate grounds will be allowed to continue in service
even after remarriage.

Missing Employee:

(@) Cases of missing employees are also covered under the scheme for compassionate
appointment subject to the following conditions:
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(b)

()

(d)

()
(f)

(@)
(b)

(©)

(@)

A request to grant the benefit of compassionate appointment canbielered only
after a | apse of at |l east 2 years from
employee has been missing, provided that:

() an FIR to this effect has been lodged with the Police,

(i)  the missing person is not traceable, and

(i) the competent ahority feels that the case is genuine;
This benefit will not be applicable to the case of an employee:

() who had less than two years to retire on the date from which he has been

missing; or
(i)  who is suspected to have committed fraud, or suspected to haed pny
terrorist organization or suspected to have gone abroad.

Compassionate appointment in the case of a missing employee also would not be a
matter of right as in the case of others and it will be subject to fulfillment of all the
conditions, including the availability of vacancy, laid down for such appointment
under the scheme;
While considering such a request, the results of the Police investigation should also be
taken into account; and
A decision on any such request for compasaie appointment should be taken by the
Board of Governors of the Institute. In case of any clarifications, the BoG may refer
the matter to the Ministry.

Request for change of Post / PersonWhen a person has been appointed on
compassionate grounds tparticular post, the set of circumstances, which led to such
appointment, should be deemed to have ceased to exist. Therefore,

he/she should strive in his/her career like his/her colleagues for future advancement
and any request for appointment to any bighost on considerations of compassion
should invariably be rejected.

an appointment made on compassionate grounds cannot be transferred to any other
person and any request for the same on considerations of compassion should
invariably be rejected.

A person appointed on compassionate ground in a particular year may be placed at the
bottom of all the candidates recruited/appointed through direct recruitment, promotion
etc. in that year, irrespective of the date of joining of the candidate on compassionate
ground.

Termination of Service: The compassionate appointments can be terminated anytime
on the ground of neaoompliance of any condition stated in the offer of appointment
after providing an opportunity to the compassionate appointee by way of iskavof s
cause notice asking him/her to explain why his/her services should not be terminated
for noncompliance of the condition(s) in the offer of appointment and it is not
necessary to follow the procedure.

Procedure

Applications shall be submitted to the Registrar, IT Hyderabatherprescribed
format which can be seen immediately after-pua rG& @ o wn albng With w ,
following documents:

()  Age proof certificate.

(i) Educational qualificationsertificates.

(i) Community Certificate in the prescribed format duly obtained from the
competent authority in case of SC/ST/OBC candidates.
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(b)

(©)
(d)

(@)
(b)

()

(d)

()
(f)

(iv) Income Certificate.

(v) Pension Pay Order, if any

(vi) Details of amount received under LIC/PLI etc., if any
(vii) Movable/Immovable mpperty details

The Standing Committee to consider the applications for appointment on
Compassionate ground:

1) DeanAdministration

2) Registrar

3) Two (2) members nominated by the Director
The applicant may also be granted personal hearing bgothenittee, if necessary,
for better appreciation of the facts of the case.
Recommendation of the committee should be placed before the Director for a
decision/approval.

Other Terms & Conditions of the Scheme:

No compassionate appointment willbe mad&€inoup O6A6 & O6BO post
At the time of being given compassionate appointment, the applicant must be
medically fit in all respects as per the Institute norms.

The family of the deceased employee will be provided an Institute accommodation/
may continue withalready provided accommodation at the Institute for a period of
two years after which they will either move to an entitted accommodation against
vacancy available or look for alternate accommodation if Institute accommodation is
not available.

In case thevidow or the eligible son/daughter wishes that compassionate appointment
be deferred till he/she attains the required minimum age/adequate educational
gualification for compassionate appointment, such a request should be granted for
deferment up to a pedoof not more than three years. In case the family is occupying
lIT accommodation, they will be allowed retention of Institute accommodation as per
the Institute/Directorate of Estate, Gol norm

There is no bar against a widow appointed on compassionatedgragontinuing in

the appointment after i@arriage.

An affidavit with declarationgs given apoint no. 6of theapplicationformatwhich

can be seen immediately afterthespub r a 6 O6 )dhalWba sulbnatteddowthe
Applicant along with his application.

Criteria for making compassionate appointments On the basis of various attributes
included in the application fornthe following system of allocation of points is hereby
proposed on a scale of 100 points. Appointments will be offered to the candidate
starting from the one who has the maximum points and going down in the list till the
number of available vacancies axhausted.
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(@ The Lump sum amount available under NPS (Includes withdrawn and investment in

annuity)
Max: 20 points

SI.No. | Points Slab
1 20 Up to Rs. 5,00,000
2 18 Rs. 5,00,001 Rs. 10,00,000
3 16 Rs. 10,00,001 Rs. 15,00,000
4 14 Rs.15,00,0017 Rs. 20,00,000
5 12 Rs. 20,00,001 Rs. 25,00,000
6 10 Rs. 25,00,001 Rs. 30,00,000
7 08 Rs. 30,00,001 Rs. 35,00,000
8 06 Rs. 35,00,001 Rs. 40,00,000
9 04 Rs. 40,00,001 Rs. 50,00,000
10 02 Above Rs. 50,00,00

(b) Lumpsumamount received by the family on the death of Govt. servant (i.e. DCR
Gratuity, Leave encashment, CGEGIS, LIC/PLI etc.)
Max: 10 points

Sl.No. Points Slab

1 10 Up to Rs, 5,00,000

2 08 Rs. 5,00,001 Rs. 10,00,000

3 06 Rs. 10,00,001 Rs.15,00,000
4 04 Rs. 15,00,001 Rs. 20,00,000
5 02 Above Rs. 20,00,000

(c) Whether the deceased employee owns a house
Max: 05 points

SI.No. | Points | Slab

1 05 Not have an own house. Family residing in a rental hg

2 02 Have own house in other tharunicipal/corporation/urba
limits

3 00 Have own house in municipal/corporation/urban limits

(d) Movable/ Immovable property of the family (latest market value) including fixed
deposit/ bank balance etc. but excluding the lumpsum amount receirezhisned
under i), ii) & iii) above.

Max: 10 points

SI.No. Points Slab

1 10 Up to Rs, 5,00,000

2 08 Rs. 5,00,001 Rs. 10,00,000
3 06 Rs. 10,00,001 Rs. 15,00,000
4 04 Rs. 15,00,001 Rs. 20,00,000
5 02 Above Rs. 20,00,000

(e) Number ofdependents
Max: 15 points

SI.No. | Points | No. of dependents
1 15 3 and above

2 10 2

3 05 1
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(H  Number of unmarried daughters

Max: 15 points

SI.No. | Points | No. of un married daughters
1 15 3 and above

2 10 2

3 05 1

4 00 None

() Number of MinorChildren (below 18 years)

Max: 15 points

SI.No. | Points | No. of minor children
1 15 3 and above

2 10 2

3 05 1

4 00 None

(h) Left over service

Max: 10 points

Sl.No. | Points | Left Over Service

1 10 Over 20 years

2 08 Over 15 Years & Upto 20 Years
3 06 Over 10 Years & Upto 15 Years
4 04 Over 05 Years & Upto 10 Years
5 02 5 years or less than 5 years

In addition to the above, cases where the wife of the deceased employee has applied for
appointment on compassionate ground for herself, she shall getdittonal points as Grace
points. This will be in line with the general principle that the widow needs to be given preference
for Compassionate Appointment.
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INDIAN INSTITUTE OF TECHNOLOGY HYDERABAD
FORM FOR SEEKING COMPASSINATE APPOINTMENT BY DEPENDENTS OF
THE EMPLOYEE DECEASED WHILE IN SERVICE OR RETIRED ON MEDICAL
GROUNDS

PART A

1. Details of the Employee (deceased/disabled)
1.1 | Name of the Employee (deceased/ disable
1.2 | Designation of th&mployee:

1.3 | Date of joining the Institute:

1.4 | Date of birth

1.5 | Date of death/ disablement:

1.6 | Total length of service rendered:

1.7 | Whether permanent or temporary:

1.8 | Whether belonging to SC/ST Community:

2. Details of thecandidate for appointment (Dependent of deceased/ disabled employg
2.1 | Name of the candidate for appointment:
2.2 | His/ Her relationship with employee:
2.3 | Date of birth:

2.4 | Educational Qualifications and Experience
2.5 | Whether any othemember of the family of
the deceased/disabled employee is an ear
member if so, the detalils:

3. Particulars of total assets of the Employee (deceased/ disabled)
3.1 | Family Pension:
3.2 | Life Insurance policies (including postal life

Insurance):

3.3 | Movable and Immovable properties &

annual income earned there from the famil
3.4 | Encashment of leave:

3.5 | Any other assets:
4. Brief particulars of liabilities, if any:

5. Particulars of all dependent family members ofdeeeased/disabled employee (if some are
employed, their income and whether they are living together or separately be specifically be
stated).

S.No. | Name(s) Relationship with Age Address Employed or not. I

Govt Servant employed particulars @
employment ad
emoluments)

1.
2.
3.

6. Declaration/Undertaking
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6.11 hereby declare that the facts given by me above are, to the best of my knowledge, correct.
If any of the facts herein mentioned are found to be incorrect or false at a future date, my
services may be terminated.

6.21 hereby also declare that | shall maintproperly the other family members who were
dependent on the deceased/disabled Employee mentioned against 1(a)fobPit
form and in case it is proved at any time that the said family members are being neglected
or not being properly maintaineg me, my appointment may be terminated.

Date: Signature of the candidate
Place: Name:
Address:

Verification Certificate to be issued by HR Section, IIT Hyderabad

| have verified that the facteentioned above by the candidate are correct.

Date:
Sectionin-Charge

HR Section, IIT Hyderabad
Name:

Designation:
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PART B

(To be filled by the HR Section for approval of the compedethority)

1. | Name of the candidate for
Appointment

2. | His/ Her relationship with the
|l nstitutebds per manen

3. | Age (date of birth), educational
gualifications and experience

4. | Post (Group C) which employment is
Proposed

5. | Whether there is vacancy in that post within
the ceiling of 5% prescribed under the scher
of compassionate appointment

6. | Whether the relevant Recruitment Rules
provide for direct recruitment

7. | Whether the candidate fulfils the requiremer
of the Reruitment Rules for the post.

8. | Whether the facts mentioned in RArhave
been verified by the office and if so, indicate
the records

Date: Sectionin-Charge

Recommendation of the Selection Committee:

Recommendation of the Director:
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CHAPTER-12
NATIONAL PENSION SCHEME (NPS)

The National Pension Scheme (NPS) is a social security initiative by the Central Government.
This pension programme is open to employees from the public, private and even the unorganized
sectors except those from the armed forces. The scheme encouraespevest in a pension
account at regular intervals during the course of their employment. After retirement, the
subscribers can take out a certain percentage (40%) of the corpus and buy an annuity with the
remaining 60% corpus to secure a regularime@s a monthly pension after retirement. Earlier,

the NPS scheme covered only the Central Government employees. Now, however, the PFRDA
has made it open to all Indian citizens on a voluntary basis. The scheme is portable across jobs
and locations, withax benefits undeBection 80C and Section 80CCPBeatures of the Scheme

differ depending on the category of subscribers as to whether they are public sector employees
or private sectorraployees

(a) Government sector NPSmodel: The pension scheme is applicable to the Central
government employees who joined the service on or after 01/01/2004, except for those
employed with the armed forces. Under this model, a contribution of 10% of a
gover nment e mped Bagicepayoptus AR doesrtoythe (National Pension
System with an equal contribution by the government. Central Government employees
receive a contribution of 14% from the government w4.f04/2019.

The extant rulesregr di ng recovery of the empl oyees

various scenarios are summarized below.

(i) Suspension: During suspension, the employee need not pay any contribution.
However, on exoneration or other, the subscription will be based on emoluments to
which he/she was entitled to on the first day of his/her return to duty. If the employee
concerned is willig to pay for the period of suspension, he/she may be allowed to
do so. The subscription in that case shall be based on the emoluments he received
during the period of suspension.

(i) HPL:Dur i ng HPL, the employeeds subscript

(iif) EOL: During EOL, there will be no contribution either from the employee or from
the employer.

(b) Accounts Maintained under NPS: NPS offers two accounts: Tiérand Tierll
accounts. Tiet is a mandatory account and TFiéris voluntary. The big difference
between the two is on withdrawal of money invested in them. You cannot withdraw the
entire money from Tiel account till your retirement. Even on retirement, there are
restrictions on withdrawal on the Tieaccount. The subscriber is free to withdraw th
entire money from the Tidl account.

(c) Managementof PensionFund: The money invested in NPS is managed by the Pension
Fund Managers registered by the Pension Fund Regulatory and Development Authority
(PFRDA), such as ICICI Prudential Pension Fund, LIC Pension Fund, Kotak Mahindra
Pension Fund, SBI etc.

(d) Standard Tax benefits: Income tax benefits for National Pension Scheme investments
are available under the following sections.
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Sections under

Income Tax Act 1961 Tax Benefits Allowed

Own contribution of a subscriber towards Fiénvestments
tax deductible within the total ceiling of Rs.1.5 lakh u/s 8

In addition to deductions under section 80CCD
subscribers are allowed up to Rs.50,008% deductior
towards Tier | contributions. The scheme, therefore, allg
taxdeduction of up to Rs 2 lakh in total.

U/S 80CCD (1)

U/S 80CCD 1(B)

Contribution of an employer towards Tier | investmen
eligible for deduction up to 14% for central governn
contributions. This deduction is over and above the dedt
limit applicable u/s 80C.

U/S 80CCD (2)

(e) Other tax benefits: Other tax benefits oNPSTier | investments include

(i) Up to 25% of Tier | contributions withdrawn by a subscriber are exempt from tax.

(i) Annuity purchase from National Pension Scheme corpus isxampt. However,
incomegenerated from such annuity in the following years is taxable.

(iif) Lump-sumwithdrawal of up to 40% of aNPScorpus after a subscriber turns 60 is
exempt from tax.

(iv) Thus, after 60 years of age if the total corpusatad through National Pension
System amounts to Rs.20 Lakh, a lump sum withdrawal of 40%, i.e., Rs.8 lakh will
not attract any tax. Further, if the remaining 60% of funds are utilized for annuity
purchase, the entire corpus will be fage. Only the incme generated from the
annuity will be taxable.

(H Withdrawal of amount from NPSaccounts:No withdrawal is allowed from Tierr

Account. However, partial withdrawal is allowed from FieAccount subject to the

following conditions.

(i) Subscriber shouldave been in the NPS for 3 years;

(i) The amount to be withdrawn should not exceed 25% of the contributions made by
the subscriber;

(i) Withdrawal is allowed only against the specified reasons such as higher education of
children, marriage of sons/daughters, pasghor construction of a residential house
or flat, treatment of specified illnesses etc.

(iv) A subscriber is allowed to withdraw to a maximum of three times during the entire
tenure of subscription;

(v) After superannuation, a subscriber is allowed a lump suhdvaitval up to 60% of
the corpus without citing any reason. He/she is, however, required to compulsorily
keep aside at least 40% of the corpus to receive a regular pension from a-PFRDA
registered insurance firm.

(g) Exit from NPS: Generally, exit of a subsber from the NPS occurs in the following
scenarios.

(i) Upon Superannuation:As already stated at (f) (v) above, after superannuation, a
subscriber is allowed a lump sum withdrawal up to 60% of the corpus without citing
any reason. He/she is, however, requiecompulsorily keep aside at least 40% of
the corpus to receive a regular pension from a PHRrEdstered insurance firm;

(i) (i) Upon Death At least 80% of the accumulated pension wealth of the deceased
subscriber has to be utilized for purchase ofianuity which would provide for
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monthly pension to his/her spouse and the balance is paid as lump sum to the
nominee/legal heir;

(i) Upon Resignation:NPS is a pension system which offers financial security after
retirement to a person (not only opened for Government service holder but for all the
citizen of India). So one should not think about withdrawing from it before attaining
the age of retirement

If an employee resigns from the 1ITH to join a Central Government Department or
another Centrally Funded Autonomous Body, he/she just needs to transfer his/her
PRAN Number to his/her new DDO/Department. If he/she resigns to join a Non
Govt Organization (NGO), then he/she can continue his/her subscription in NPS
provided that organization has the NPS facility. If he/she resigns from the IITH to
start his/her own venture (business, entrepreneurship etc.) or joined in an
organization where the is no NPS, at least 80% of his/her accumulated pension
wealth shall be utilized for purchase of annuity providing for his/her monthly pension
and the balance is paid to him/her as a lump sum payment.

Thus, during the service life of an employee, ontg NPS account is maintained
irrespective of change of employer.

~————
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CHAPTER-13
WASTE MANAGEMENT AT IITH

For an institution like IIT which is of a national importance, there has to be a clearly laid down
policy of its waste disposal in a manner befitting its statliherefore, the responsibility of
disposing of various kinds of waste generated on the Itestampuswithout any harm to the
neighbourhood and the environmentaccordance with the extanbrms prescribed by the
Ministry of Environment, Forest and Climate Changeyernmenbf India, is fixed as under.

1.

Disposal ofGarbage: The Management Services Section is responsible for safe disposal
of various types of garbage such as dry waste, wet wasteal carcasses amsdnitary

waste generated from the households, hostels, class rooms andinsideshe campus

The Section shll explore the vaous options available for safe disposal of the waste and
take necessary action promptly to ensure a neat and clean campus.

Disposal of BieMedical Waste: The Bio-Safety Office is responsible for safe disposal of
various types of bignedical waste generated from the laboratories and the clinic/hospital
inside the campus. The office shall explore the various options available for safe disposal
of this wasteand take necessary action promptly to get rid of it without any harm to the
neighborhoodind the environment in compliance with the extant norms prescribed by the
Government of India, in this regard.

Disposal ofChemical & Hazardous Waste: Chemical/BieSakty Office is responsible

for safe disposal of various types of chemical and hazardous waste generated from the
laboratories inside the campus. The office shall explore the various options available for
safe disposal of hazardous waste and take necessany promptly to get rid of it without

any harm to the neighbourhood and the environment in compliance with the extant norms
prescribed by the Government of India, in this regard.

Disposal of EWaste: The Stores & Purchase Section is responsible f&r diaposal of
various types of -evaste such as unserviceallemk computers, keyboards, mouse
batteriesUPSs and other electronic equipmgemerated from thieostels, class rooms and
offices inside the campus. The Section shall exploredheus options available for safe
disposal of the waste and take necessary actammptty to free up the space occupied by

this waste and unclutter the passages and the premises

Disposal of obsolete and unserviceable items &irniture: The Stores & Pwhase
Section is responsible for safe disposal of various typebswletaunserviceable items of
furniture such agbles, chairs, almirahs, cabinets, rafitks the hostels, class rooms and
offices inside the campus. The Section shall explore the \woiptions available for safe
disposal of the waste and take necessary action promptly to free up the space occupied by
this waste and unclutter the passages and the premises.

Disposalof RecyclableWaste: The Green Office is responsible for disposal of various
types of recyclable items such as paper waste, shredded paper, cardboards, plastic waste,
packing wood, scrap iron (steel), and sahpmirum. The office shall explore the various
options availabledr safe disposal of the waste and take necessary action promptly to get
it cleared from the campus.

Disposal ofLeafage and TreeWaste: The Green Office is responsible for safe disposal

of various types of leafage fallen from trees and plants, and deadogs inside the
campus. The office shall explore the various options available for safe disposal of the waste
and take necessary action promptly before this waesgns toharbour reptiles or clogs

the drains or gets strewn on the roadsthegassage
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Disposal of Construction Waste: The CMD is responsible for safe disposal of various
types of construction waste such as concrete mix, sand, bricks, hardened cement, junk
scaffoldings etc. The office shall explore the various options available for safe disposal of
the waste and take nessary action promptly before this wabtgins toharbour reptiles

or other poisonous insects or clogs the drains or gets strewn on the rotiuspasdages.

~————
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CHAPTER-14
CAMPUS LIFE AT IITH

The Institute has a vast campus beside the National High No.63 (Hyd&abdxhy) just a little

away from the city, Hyderabad. Nestled amid green fields and form houses on the one side and
two big lakes on another sidégtlITH campus affords a beautifahd quieambience to liven

and study. TMere is a 24x7 medical clinic together with a 24x7 Apollo Pharmacy located on the
campus. The services of six qualified Doctors and a Physiotherapist are also available at the
campus clinic on shift basis. Furthermore, Specialist Doctors will be visiting the campus on select
days. Two ambulancsarestationed at the campus clinic for use in emergencies round the clock.
Furthermorethe campus has a tight security with ségipersonnel available 2Zx Being able

to take a walk without combating traffic and without any security theabmething that
everyone would long for and the IITH camparsables.

To make life on the campesen more enjoyable and comfortable, there are wet and dry canteens
and a swimming pool, brahes of SBI and Canara Bank etc. Snaps of all the amenities and the
sports facilities available on the campus are appended to this MaAnaletures1 & 2. Many

more amenities are in the offing.

~————
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1.

CHAPTER-15
FAQs ON ACADEMIC, HR AND ADMIN MATTERS

FREQUENTLY ASKED QUESTIONS (FAQ6s) ABOU®

DISCLAIMER

Disclaimer: These FAQs are merely suggestive in nature. They are an attempt to facilitate
information to students. These are subject to change, from time to time, based on the
administrative exigencies/ institute requirements.

1-Q1:

Ans.

1-Q2:

ANS.

1-Q3:

ANS.

1-Q4:

ANS.

1-Q5:

Ans.

1-Q6:

AnNS.

1-Q7:

AnNS.

1. Common Queries (U5, PG and PhD)

Where can | find the Academic Calendar?

Academic Calendar is available at the following link:
https://iith.ac.infacademics/assets/files/calendarsiBesB-Tech-2020-Batch(l -
and-1l -Semesters).pdf

Where is the detailed Fee Struiet available?
Detailed Fee structure, is available at the link:
https://iith.ac.infacademics/feestructure/

What is meant by Financial Registration?

Financial registratiomeans payment of semester fee. It has to be done online through
SBI collect mode. Please pay through the following link:
https://www.onlinesbi.com/sbicollect/icollecthome.htm?corplD=372897

Regarding fee payment issues to whom | have to contact?
Regarding fee payment issues the scholar may write to Accounts section at:
students.accounts@iith.ac.in

How to obtain various Bonafide Certificates?
You may send a request emaildifice.acad@iith.ac.in with all relevant details.

| have not done my acadenfinAncial registration? How to proceed?

The students are advised to ensure to do their financial & course registration within the
stipulated deadlines as mentioned in the academic calendar from time to time. In case
of failure to do so will lead téhe following fines/penalties and are applicable for all
students.

| have paid the fees. The transaction was successful and | even got message from my
bank. But when | want to print the receipt it is showing "No Payment Details Available"
How to proceed?

A student can download the transaction receipt by entering the required details in SBI
collect under payment history. A screenshot is attache@ference.
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1-Q8: Options to use debit cards or UPI to pay the application fee isnadiied in the SBI
collect site.

Ans.  Students can pay using Other Banks Net banking, NEFT/RTGS/ Credit Card. They can
also pay through Bank challan at any SBI using debit card. We have not enabled debit
cards and UPI payments as we are facing highréifates.

1-Q9: What is the schedule to add or drop the course?
Ans.  Students are allowed to add any course in the first week of start of the respective
segment and
can drop 1 credit courseNithin one week from the start date of course
can drop Zredit course Within two weeks from the start date of the course
can drop 3 credit coursewithin three weeks from the start date of the course

1-Q10: How to Check my Grades?

Ans.  You can view your Grades in your AIMS login as per the academic caldplgase
note that submission of course feedback is mandatory and failure to do so will render
you ineligible to access your grades.

1-Q11: When can we submit the course Feedback?
Ans. 10 days before completion of each course as per the segment.

1-Q12: How can | get an ID card / Duplicate ID Card?

Ans.  You can apply for the student ID card in the online portal (AIMS Portal) under the
section ARequest I D cardo. Once your I D
the same.
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1-Q13:
Ans.

1-Q14:
Ans.

1-Q15:
Ans.

1-Q16:

Ans.

2-Q1.:
Ans.

2-Q2:
ANS.

2-Q3:
Ans.

If you have Ist the ID card, you have to file an FIR in any Mee Seva centre and pay the
fee Rs.200/in SBI collect. Submit the hard copy of FIR and fee payment receipt in the
Academic office along with the new ID card application form. Once your ID card is
ready you Wl receive a malil to collect the same.

Where to collect my Semester Grade Card?
You may collect your semester grade card after every semester from the Academic
office.

Where can | get the CGPA to Percentage conversion certificate?

CGPA To Percentage conversion certificate, is available at link:
https://iith.ac.in/facademics/assets/files/forms/CGPAo-percentage

conversion.pdf

Where can | get the Medium of instruction certificate?
Medium of instruction, is available at link:
https://iith.ac.infacademics/assets/files/forms/Intructiorof-English-lanqguage.pdf

Where can | get the forms?
All forms are available dink: https://intranet.iith.ac.in/wiki/FormsCirculars

2. Queries related to Undergraduate Programs (BTech and BDes)

Is there any tuition fee reimbursement for BTech/BDes PrograniBHi? |

As per Govt. of India guidelines, the tuition fee remission is given as detailed below:
The SC/ ST/ PH students shall get complete fee waiver.

0 The most economically backward students (whose family income* is less than Rs. 1
lakh per annum3hall get full remission of the fee.

The other economically backward students (whose family income* is between Rs. 1
lakh to Rs. 5 lakhs per annum) shall get remission &t @f3he fee.

All students shall have access to interest free loan und¥iidizalaxmi scheme for

the total portion of the tuition fee payable.

(*Only the ITRs of both the parents will be considered as evidence for income proof)

(@]

O«

O«

What are the documents required to avail Fee remission.

The following documents are reqged to avail Fee remission:

0 Fee remission form and

0 Income Tax returns and Acknowledgement received from the IT department of both
the parents for the respective Financial Year.

It is to inform that all the students have to submit full fee as per their category in the

first semester. After registration in the institute, the student has to apply for the tuition

fee remission as per the income criteria. Subsequently, the refundtabtefee amount

will be refunded as per rules. If you have any query / problem with regard to tuition fee

waiver you may write tostudents.accounts@iith.ac.in

Details of Vidyalaxmi Scheme:

Vidyalaxmi Scheme details are:

0 If students opt for this scheme, the Institute will pay the interest on the loan for a
period of five years. To avail this scheme, it is mandatory for students to submit
Income Tax Returns of both the parents (irrespedif the fact that ITR need not be
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filed if income is below Rs 5 lakhs). If a student wishes to avail loan under Vidya
Lakshmi, then they need to file ITR for both the parents.

0 Since, the fee payment is time bound, some students may first pay the therand
opt for an Education Loan. This is allowed and, in such cases, the bank will refund
the amount once the loan is sanctioned. Further, in cases where fee remission is
allowed as per income limits, banks will sanction loans only to that extent.

Branch Change details

2-Q4:
Ans.

2-Q5:
Ans.

2-Q6:
AnNS.

2-Q7:

Ans.

2-Q8:
Ans.

When can one apply for a Branch Change?
First year B. Tech students can apply for branch change at the end of the first semester.

What is the basis of allotment of a new branch?

The allotment of new branches is done on the basis of the CGPA at the etd of 1
semester, for those who seek branch change. In case of a tie, the higher JEE rank student
will be given allotment.

How many students are eligible to opt for a new branch within a department?
No more than 10% students can move to anotherhepat under branch change. Each
department can take 10% of new students from branch change.

Once we are eligible for branch change, will we have an option to choose between the
new branch and the current branch?

Once the allotment is madéetre is no possibility of a further change either to a new
branch or to the original branch.

Whom to consult regarding courses and curriculum of the new department?
Contact the Faculty Advisor of the new department for the courses and eurricul

Minor / Honors Details:

2-Q9:
ANS.

What is the eligibility requirement for registration in terms of number of backlogs?
A student must have cleared all outstanding backlogs by the time of enrolment into
Minor/Honors.

2-Q10: Is there a CGPAriterion for registration?

ANS.

2-Q11:

AnNsS.

No CGPA criterion for Minor. However, a CGPA criterion for Honors can be set by the
respective Departments.

Departmentwise maximum number of students (or a percentage of existing student
strength) that can avahis option?

To avoid overloading, departments offering Minor/Honors can put an upper limit on the
number of Minor / Honors students they wish to take. The students have to understand
that since the number of seats available for each of the progrdrasways be limited,

one has to compete for a place; he/she thus cannot ignore the basic CGPA.

2-Q12: When can one apply, in which semester?

AnNsS.

A student can enroll for Minor in fifth semester only. There is no CGPA criteria for
enrolling into a Mino. A student can enroll for Honors in fifth or sixth semester,
depending on the policy of the department. The department can plan the Honors from
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fifth or sixth semester. There is no CGPA criteria for enrolling into Honors at institute
level.

2-Q13: Whom to inform/seek approval if a student wishes to pursue an option of Minor /

Ans.

Honor?
The student has to inform the Faculty advisor to pursue the Minor/Honors program.

2-Q14: Is any approval required from the other department if a stugkents to pursue a Minor

Ans.

option?
Approval of the DUGC Convener of the other dept. is required to pursue a minor option.

2-Q15: What is the process of information flow?

AnNS.

Faculty advisor informs the academic office.

2-Q16: If a student would lik to withdraw from minor or honors what is the procedure and

ANS.

when can that be done, again whom to contact?

The Student can withdraw from Minor/Honor at any point of time but the courses
registered under Minor / Honors cannot be dropped after dropdpdine registered/
completed courses will be shown under additional. Students can conta&a&ciliey
advisor to withdraw from the Minor / Honors program.

2-Q17: Can a student be terminated from the program and under what circumstances?

AnNS.

After enpolling into Minors / Honors, if a student gets FS/FR grade in more than 3 credits
his/her enrolment to the same will be terminated.

2-Q18: What is the department's take if a student wants to pursue more than one option such as

Ans.

major as well as minor or rjuax as well as Honors?

Should be permitted on the recommendation of the Faculty Advisor. Minor and major
cannot be done in the same department. Students can enroll for both Minors & Honors
or for 2 Minors.

Additional Details for Minor / Honors:

O«

In order to earn a minor, a student has to earn a minimum of 12 extra credits from a basket

of courses prescribed for each minor stream.

In order to earn honors, a student has to earn a minimum of 12 extra credits out of which

six credits from project work and at least six credits are from courses offered by the

student s major department. These can cha

The final transcript will only show the basic CGPA corresponding to the minimum

requirement for the degree. The Minors / Honors will be indicated by a separate CGPA.

The additional courses taken will also find separate mention in the transcript.

Students can be allowed to convert the credits as shown below from their Minor / Major

degee, given he / she has completed the 2/3rd number of total credits:

0 For Minori Up to 3 credits may be converted to Free electives.

0 For Honoursi Up to 3 credits may be converted to Free elective / Departmental
electives.

Double Major Details:

0

Double mgr means a student can get ONE BTech degree mentioning two different
departments.

Pagelllof 221



A student may join the IITH in any particular discipline. S/he may then require additional
courses (24 credits) in a different discipline. An additional 24 credits as bgtede
seconddepartment needs to be completed by the student and the second department may
also list an additional set of prerequisite courses in some cases.

This program is based on the premise that there is a fair amount of fundamental and
common subjets amongst engineering curriculum and a reasonable amount of additional
work can also make the student eligible for degree requirements of two departments.

An additional one year is permitted for the student to complete these additional
requirements.

There will be a cap on double major registrations: 10% of the UG intake of the host

department.

0 The guidelines may vary from time to time, as per IITH Senate norms.

Double Major FAQSs:

2-Q19:
Ans.
2-Q20:
Ans.
2-Q21:
Ans.

2-Q22:
ANS.

2-Q23:

Ans.

2-Q24:

Ans.

2-Q25:

AnNS.

2-Q26:

AnNS.

2-Q27:

What is the eligibility requirement for Double Major registratio terms of number of
backlogs?

There should not be any backlogs (Fail courses) at the time of registration for double
major.

Is there a CGPA criterion for registration?
Department will shortlist and select the studentDiouble Major registration.

Departmentwise maximum number of students (or a percentage of existing student
strength) that can avail Double Major option?
10% of the UG intake of the host department.

When can one apply f@ouble Major, in which semester?
Starting from 4th Semester

Whom to inform/seek approval if a student wishes to pursue an option of Double Major?
The student has to inform the Faculty advisor

Any approval required from the ah department if a student wants to pursue the
Double Major option?

Approval of the other departmentds DUGC
Major option.

If a student would like to withdraw from major, what is the procedure and wdie

that be done and whom to contact?

The Student can withdraw from Double Major at any point of time but the courses
registered under Double Major cannot be dropped after drop period, the registered/
completed courses will be shown under additioB&udents can contact th&culty
advisor to withdraw from the Double Major option.

Can a student be terminated from the program and under what circumstances?
After enrolling into majors, if a student gets FS/FR grade in more than 3 drisdtsr
enrolment to the same will be terminated.

Can a student pursue more than one option such as major as well as minor or major as
well as honourso?

Pagell2of 221



Ans.

Should be permitted on the recommendation of the Faculty Advisor. Minor and major
cannotbe done in the same department.

2-Q28: Whether Students are allowed to convert the credits given if he/she has completed the

Ans.

2/3rd number of total credits?
If the Double Majoii Up to 6 credits may be converted to Free electives.

Conversion from B. Tech to B.Tech. plus M. Tech details:

(@]

O¢ O«

O«

O« O¢ O¢ O«

O«

The option to convert will be given at the end of 6th semester and no conversion related
request will be allowed after the add/drop perio@ @egment) of seventh semester.

A formal application musbe submitted through the Head of the Department.

The candidate will appear for a technical interview with a panel of at least 3 faculty
members nominated by the HoD.

Minimum CGPA requirement for B.Tech. to M.Tech. is 8.5 for General category, and 8.0
for OBC/ SC/ ST. This rule wildl be applica
earlier batches, the old eatf f wi | | be applicabl e ryan@. , C:

6.5 for SC/ST/OBC.

B. Tech fees will be paid up to th#® 8emester.

Degree requirement for both degrees should be fulfilled.

Maximum time allowed for the completion of the degree is 7 years.

In case, the student decides to leave at the efaudh year, he/she may be awarded a
B.Tech. provided all the appropriate credit requirements are completed.

Fifth year later, he/she may be awarded an M.Tech. degree provided all the appropriate
credit requirements are complete.

M.Tech Fellowship will bepaid after & semester.

Queries related to Scholarships

Institute Scholarships:

Merit - cum- Means (MCM)

O¢ O¢ O«

O«

GEN, GENEWS / OBC category students can apply

Parental Income shall not exceed Rs. 4.5 Lakhs for any category.

Income Tax Return witlhcknowledgement from IT Department has to be submitted as
Income Proof of Parents (Father and Mother or Guardian if any)

The number of students to be awarded MCM scholarship will be limited to 25% of Class
Strength.

The student should secure a SGPA / C@PA.0 and above with no active backlogs (Fail
Grade) in any type of courses (Including Additional courses).

The Shortlisted students are eligible for Pocket Money of Rs. 1,000 per month.

ST / SC Scholarship

O¢ O¢ O«

O«

Students belonging to SC / ST category apply.

Parental Income shall not exceed Rs. 4.5 Lakhs for any category.

Income Tax Return with Acknowledgement from IT Department for the AY -2020as

to be submitted as Income Proof of Parents (Father and Mother or Guardian if any)
There is no ceilingn the award of SC / ST scholarship subject to fulfilling the required
criteria.
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O«

The student should secure a SGPA / CGPA of 7.0 and above with no active backlogs (Fail

Grade) in any type of courses (Including Additional courses).

O«

The Shortlisted studernase eligible for Pocket Money of Rs.250 per month and are eligible

for refund of License Fee and Dining Charges at actuals and as per the eligibility.

Scholarship FAQs

2-Q29:
Ans.,

2-Q30:
AnNS.

2-Q31.:
ANS.
2-Q32

ANS.

2-Q33:
Ans.

2-Q34;

Ans.

When to apply for the scholarships
Government Scholarships once a yddndly refer to the NSP website regularly).
Institute Scholarships once a year, notified through email.

How will students know about various scholarships?
Students will be informed through email whenever the institute receives the information
from the sponsored government/ agency.

Can a student avail dual Scholarship / Financial benefit?
No, however please refer to the guidelines from timene for updates.

W.r.t dual scholarships, how does the Institute ensure the transparency / integrity of

students?

Institute takes following measures:

0 Students are asked to submit an undertaking / declaration that they are not availing
any dher financial benefit / scholarship other than what they are applying for

0 Students are asked to produce a valid ITR as income proof for claiming any financial
benefit from the Institute

What is the Grant receiving mechanism?

(@]

Government scholarship$he amount is directly sent into the student's account via
DBT mode through PFMS, only the admission fee component will be remitted to the
Institute account and the same will be disbursed to the Student.

Institute scholarships Remitted directly to the student's bank account.

O«

Which income will be taken into consideration for award of scholars@ipss income
[/ taxable income?
Gross Income will be taken into consideration.

3. Queries related to Post Graduate Programs

Queries Related to Fresh Admissions:

3-Q1:

ANS.

3-Q2:

Ans.

Do we need to submit the migration certificate also during the physical verification
process? What is the tentative date for the submission of the same?
Migration certificate is not required

Is a melical certificate required? If yes, then is there a condition that the medical
certificate should be signed by a government doctor. Can | consult a private hospital for
a medical certificate?

Yes, any qualified medical practitioner
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3-Q3:

Ans.

3-Q4:
Ans.

3-Q5:
Ans.

3-Q6:
Ans.

3-Q7:
ANS.

3-Q8:
ANS.

3-QO:

AnNsS.

3-Q10:
Ans.

Is the orginal degree certificate required? | have uploaded a provisional certificate. Will
it be sufficient?
Original degree certificate is required for claiming stipend

What is academic registration? When is the academic registration?
AcademicRegistration means course registration. The course registration for every
semester will be placed on our website in the Academic calendar page. Please follow
the link: https://www.ith.ac.infacademics/calendéisietables/

How do | know the procedure for academic registration?

On receiving the fee payment confirmation from the student, a roll number will be
created, which will be communicated to the studené-byail (available as per IITH
records). The roll number is needed for the academic registration in AIMS (Academic
Institute Management System) portal.

The step wise procedure for Academic Registration is as follows:

a) AIMS Login ID is the Roll No- A unique id (roll number) and password will be
communicated to the student through email. Students are advised to change the
password.

b) Please follow a step by step procedure outlined in the demo link which will be
shared through-amail.

c) Students g advised to complete the AIMS registration.
Link: https://aims.iith.ac.in/aims/

In AIMS portal, the stages of updation required are for following fieREquest 1D
card, my details, Course Registoa (you may consult your Faculty advisor, for list of
courses, if required)

If I do not have a valid OB@ICL Certificate?

You have to provide an undertaking and provide the valid DB certificate at the
time of registration. Undertakingrim is available at the below link:
https://iith.ac.in/academics/forms/

Is GATE qualification mandatory for [IT Graduates?

No, it is not mandatory. You must have 8.00 CGPA ingihaifying degree. However,

at the time of applying at Il TH you ha
registration number field and proceed further.

Is COAP registration mandatory for [IT Graduates?
No, it is not mandatory for IIT gradies. However, at the time of applying at IITH you
have to enter the digit Azeroo in the CO

Is there any separate provision for OCI candidates to apply for the M. Tech/M. Des/MA
program at IITH?

No sepaate provision for OCI candidates in MTech Program, they have to apply online
through 1IITH admission portal subject to fulfilling required eligibility criteria as
prescribed.

Can | apply with a valid temporary PWD Certificate?
Yes, you can applwith a valid temporary PWD Certificate
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3-Q11: What Should I do if I do not get security code?
Ans.  Please check your spam folder if you do not get in inbox/spam folder, then write to
acad.pg@iith.ac.inmentioning the user ID.

3-Q12: If the final resuls are awaited what should I fill in the Percentage/CGPA column?
Ans.  You may enter the Percentage/CGPA of the previous semester.

3-Q13: Does the candidate have to pay separately when applying for admission in different
funding programmes such &HRD/Project/Govt. Lab/Self Sponsored in the same
department?

Ans.  Yes, the candidate has to pay separately when applying for different funding programs
in the same department.

3-Q14: In case of failure of online transaction for application fee whom khahtact?
Ans.  You may please mail tetudents.accounts@iith.ac.in

Queries Related to Courses, Curriculum and other Miscellaneous Items:

3-Q15: What are the Guidelines for Dual Degree?

Ans.  Minimum CGPA requirement for any conversiordefjree, such as B.Tech. to M.Tech.,
B.Tech. to PhD, M.Tech. to PhD, is CGPA of 8.5 for General category, and 8.0 for
OBC/SC/ST. This rule will be applicable for students of 2019 batch onwards;

For earlier batches, the old eoff will be applicable ie.CGPAO 7.0 for
category and 6.5 for SC/ST/OBC.

M.Tech/M. Des to PhD Conversion:

For M Tech/M Des students, the conversion should be based on 2nd semester CGPA and this
should be done before the start of reqgular MHRD PhD interviews for theeregster.

B. Tech to M. Tech Conversion:

B. Tech student should apply before the add and drop perddéfment) of 7 semester and
6th semester CGPA will be considered for shortlisting.

3-Q15: Can | be entitled for short leave/ Semester break?
Ans. Yes, you are entitled on medical grounds subject to submission of medical certificate
and approval from competent authority

3-Q16: Can | get the details of Guide allocation for Thesis/Dissertation?

Ans. Details are available in Academic Hand B@okailable at the following link:
https://intranet.iith.ac.in/chrome/site/files/academic/2020030Academics
Handbook.pdf

Queries Related to Fees, Scharships etc.,

3-Q17: Is a medical certificate mandatory for getting a stipend?
Ans.  Medical certificate is mandatory to ensure that the student is medically fit to take up the
studies.
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3-Q18:

Ans.

3-Q19:
Ans.

3-Q20:
Ans.

3-Q21:

Ans.

3-Q22:
AnNS.
3-Q23:

ANS.

3-Q24:
Ans.
3-Q25:
Ans.

3-Q25:
ANS.

3-Q26:
Ans.

What exactly are the certificates that we have to uploagetiing our stipend (Please
provide a list)?

SSC, Intermediate, UG/PG, All qualifications marks sheet and final degree/provisional
certificate, GATE / GPAT / CEED Score Card, Medical Certificates, Fee Receipt,
Passbook/Account Details, Category Gmdite (OBC, ST, SC and EWS), PWD
Certificate (if any), Aadhar Card.

Can we upload bank statements (with all the details of bank, account no. IFSC code),
cancelled cheque instead of passbook?
Yes, it must contain your bank account numberI&S(C details.

Is a TC migration certificate necessary to get a stipend?
Not required.

Due to some reason | am not able to upload my bank details this month, so if | will
upload at a later date will it be considered?

Stipend will be paid only after submission of bank details along with all required
certificates.

Is the original degree certificate required? | have uploaded a provisional certificate. Will
it be sufficient?
Original degree certificate required for claiming stipend.

Would a change in bank account details (IFSC and branch name) be entertained later in
the academic years?

Yes, however you have to inform the accounts section whenever there is a change in
IFSC and branch name.

Is an eaccount statement ok in place of a passbook? (It has all relevant details as a
passbook)?
Electronic account statements will be accepted.

All the required documents have been submitted at the time of admission, is there
anything else required apart from the Bank Passbook?
Please ref. SI. No. 2 above, if it is fulfilled then not required to upload any documents.

What is the expected date to receive a stipend in our account?

First List: Students have to apply AIMS portal from 28" to 25 of each month and

FA has to approve the same by 26th to 29th, processing of bill by academic section is
30th, forwarding of bill to academic section is 31st/1st. Stipend will be credited
tentatively by the 05th of each monsubject to fulfilling all the prescribed norms.

Second list:Students have to apply in AIMS portal fromia® 10" of each month and
FA has to approve the same by"td 13" processing of bill by academic section is
14", forwarding of bill to acconts section is %5 Stipend will be credited tentatively
by 20", subject to fulfilling all the prescribed norms.

What is meant by Financial Registration?
Financial registration means payment of semester fee. It has to be done onlinle throug
SBI collect mode. Please pay through the following link:
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4-Q1:

Ans.

4-Q2:

AnNS.

4-Q3:

AnNS.

4-Q4:

Ans.

4-Q5:

AnNS.

4-Q6:

AnNS.

4-Q7:

AnNS.

https://www.onlinesbi.com/sbicollect/icollecthome.htm?corplD=372897

4. Queries related to Ph.D. Program

| have got the Ph.D. admission offer letter. In the offer letter it is mentioned that | have
to pay the advance fee and have to do the Financial Registration. What is meant by
Financial Registration?

Financial registration means payment of sstieefee. It has to be done in online mode
through SBI collect. The following is the SBI collect payment link:
https://www.onlinesbi.com/sbicollect/icollecthome.htm?cor=372897

What is meant by Academic Registration? When is the Academic Registration?

On the day of Academic Registration scholars have to report the Institute along with
their original certificates for the verification. On the same day schdiave to do
Course registration in the online portal. The scholars will be given a demo on Course
registration. The date of Academic Registration is mentioned in the Academic Calendar
which is available at the following link:

https://iith.ac.in/facademics/calendardimetables/

What is the Roll number? How can | get the roll number?

After the completion of Academic Registration, scholars will be allotted a Roll number
and emd ID. The roll number, email ID and online portal login credentials will be
communicated to the student through personal email ID (available as per IITH records).

How can | register the courses in the online portal?

The step wise procedufer Academic Registration is as follows:

a) The student has to login to his/her IITH mail ID

b) In his inbox, the student will find the AIMS Login ID (which is also the Roll No.)
and the password.

c) With this AIMS login ID (roll number) and password he/she needs to login to AIMS
portalhttps://aims.iith.ac.in/aims/

d) Students are advised to login to AIMS

e) Please follow the step by step procedure to register in AIMS

f) Students are advised to entleeir personal details, upload the certificates, fill the
details in the request ID card section and do the course registration

Which courses | have to choose while doing the course registration in the portal? To
whom | have to contact to discusoabthe courses?
The scholars may contact the Faculty Advisor to discuss about the courses to be register.

When will the classes start?

The date of commencement of classes is available in the Academic calendar. The
complete Academic scHale is mentioned in the Academic calendar. The link for
Academic calendar is as followsttps://iith.ac.in/academics/calendargimetables/

Who should be contactedgarding Hostel allotment?
Hostel office should be contacted. Mail ID of Hostel officeoifice.hostel@iith.ac.in
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4-Q8: | want to withdraw my admission. How can | withdraw agmission? Will | get my
fee refund?

Ans. To withdraw the Ph.D. admission the scho
& nN-Noeds for mo, get the necessary signa
Academic office. Academic office will take threecessary approvals and inform the
scholar. The same will be forwarded to the Accounts section to process the fee refunds.
The forms are available at the lirtktps://iith.ac.in/facademics/forms/ The policy of
fee refund in case of admission withdrawn/ cancellation is available at the following
i nk, under ASeat Acceptance Fee
https://iith.ac.in/facademics/feestructure/

4-Q9: What is the maximum duration of the Ph.D. program?
Ans.  The maximum duration of Ph.D. program is as follows:
For Regular PhD (Full time)6 years
For External Ph.D. (Part time) years

4-Q10: What is the procedure for Guide/Supervisor selection?

Ans.  Ph.D. scholars can select the Guide/Supervisor at the beginning of enrolling semester
i.e., before the first course add/drop period of the semester (or) at the end of the enrolling
semester Regarding Guide allocation, the scholar may contact Faculty
Advisor/ DPGC/ HOD. Once the Guide is allo
consent formo along with the nefheGusary s
Consent form is availablg the following link:https://iith.ac.in/academics/forms/

4-Q11: What is the Doctoral Committee?

Ans. Each Ph.D. scholar will be guided by a Doctoral Committee (DC). The Guide will
constitute the ©. The DC may be constituted within a month from the date of Guide
allocation. The DC has at least 3 members including the Guide. The DC will have at
least one external member i.e., members from other departments. After the DC
constitution the form has tbe submitted in the Academic office along with the
necessary signatures. The DC constitution form is available at the following link:
https://iith.ac.in/academics/forms/

4-Q12: How many credits do have to complete during my Ph.D. coursework? In how many
semesters, | have to complete my coursework? What is the minimum CGPA that | have
to secure during my course work?

Ans.  Ph.D. scholars have to complete their minimum course weagkirement in the first
two semesters and have to secure a minimum 7 CGPA.

The minimum course work credit requirement is as follows:

Schol ar 6s Admitted to Minimum no. of credit
gualification requirement
B.Tech Ph.D. 24
M.Tech Ph.D. 12

(from Non-1IT/lISc /IISER)

M.Tech Ph.D. 12
(from IIT/IISC/IISER)
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(DC may waive off up to
6 credits on case to cas

basis)
Master 6s [ Ph.D. 12
(from NorHlIT/IISC/ISER) | (Sciences, Liberal Arts, Desigt
and Entrepreneurship &
Managementlepartments)
Master 6s [ Ph.D. 12

(from IIT/IISC/IISER) (Sciences, Liberal Arts, Desigr (DC may waive off up to
and Entrepreneurship & 6 credits on case to cas
Management departments) basis)

M.Sc. Ph.D. 24
(Engineering departments)

4-Q13: How can | get the Semester grade cards for the coursework | have completed?

Ans.  Scholars may request for the semester grade card through mail. Please mail to:
acad.phd@iith.ac.in Please not¢hat the request has to be given 4 working days in
advance.

4-Q14: Is Clean India (C11010) a mandatory course?

Ans.  Yes. It is a mandatory course for all the scholars. Each scholar has to complete this
course once in entire duration of the program. 3d¢telars may register this course as
additional.

4-Q15: | have completed my Ph.D. course work. Do | need to register in the AIMS portal every
semester?

Ans.  Yes. You have to register in the AIMS portal for each semester until completion of your
final PhD. Viva. Even if not registering for any courses the scholar may mention the
comments in the comments box and submit the course registration.

4-Q16: How can | apply for the Ph.D. Fellowship?
Ans.  The fellowship initiation and application process forfaetént funding agencies is
mentioned below.

a) MoE (MHRD), PMRF, QIP & ASEAN Fellowship: Upon receiving the
confirmation from the Academicoffice, the scholars can apply for monthly
fellowship in the AIMS portal between the dates28 of every month. Guide and
TA may approve the same by"29Academic office will process furtherlf a
scholamisses to apply for the fellowship within thaid dates then the scholar can
apply in the second spell i.e., from-08" of next month. The Guide and TA may
approve the same by "1 8f the same month. Academic office will process further.

b) Project: The procedure of initiation of Ph.D. Project fumgdiellowship is as
follows:

Stepl: Applicationfor fellowship (format available in intranet) should be
submitted in R&D sectiofoffice.rnd@iith.ac.in) through Faculty in
chargefProject PI(Guide)

Pagel20o0f 221


about:blank
about:blank
mailto:office.rnd@iith.ac.in

4-Q17:
Ans.

4-Q18:
ANS.

d)

Stepll : R&D office will prepare a Project approval (with the details of fellowship
amount and tenure) and will forward to the Academic officad.phd@iith.ac.in
Steplll: Academic office will update the Project dis in the AIMS portal. The
same will be informed to the scholar concerned, so that the scholar can apply for
the fellowship in the AIMS portal as mentioned in the point (a) above.

DST INSPIRE, DBT & ICMR: Scholars has to submit the joining reportcaher
documents as mentioned by the funding agency in their respective funding agency
website login. Upon receiving the funds from the funding agency, R&D office will
forward the information to the Academic office. Academic office will update the
details n the AIMS portal then will inform the same to the concerned scholar.
Subsequently, the scholar can apply for the fellowship in the AIMS portal as
mentioned at point (a).

CSIR Fellowship: Scholar has to submit the joining report, bank accetails

and other documents as mentioned by CSIR in the Academic office
(acad.phd@iith.ac.in). Academic office will send all the documents to CSIR. After
receiving the sanction letter from CSIR the fellowship process will be started.
Scholar has to subntite monthly fellowship claim bill with the approval of Guide

in the Academic office every month, the same will be forwarded to CSIR. The
fellowship will be paid to the scholar through DBT mode from CSIR. To claim the
contingency scholar has to submit teepective form in the Academic office. For
further details please refer the CSIR website at:
https://www.csirhrdg.res.inf[Home/Index/1/Default/1886/60

UGC Fellowship: Scholar has to submit the joining report, bank account details and
other documents as mentioned by UGC in the Academic
office(acad.phd@iith.ac.in). Academic office will upload the same in {6G€ U
online portal. Upon the approval of UGC, the fellowship process will be started.
Scholar has to submit Continuation certificate and HRA form in the Academic
section with the approval of Guide, once in three months.

What is Comprehensive Exam?

Each Ph.D. scholar has to attend the Comprehensive Exam within 12 months from the
date of joining. After the completion of the course work (at least 75% of credits),

student is eligible for Comprehensive exam. The scholar needs to achieve a minimum
CGPA of 7.0 in coursework to be eligible for the comprehensive exam. The Department

will decide and inform the pattern of the exam to the scholar. It is applicable from

July/ Aug62020 batch onwards. The for mat

following link:https://iith.ac.infacademics/forms/

What is meant by Proposal Defence (or) RPS (or) Research Proposal?
Each Ph.D. scholar has to present the Proposal Defené&egaarch Proposal Seminar

(RPS) (or) Research Proposal. Scholar has to present the RPS within 3 months from the
date of passing the Comprehensive exam. RPS for regular and direct PhD students

should be done within 18 months of registration.

The format forProposal Defence (or) RPS (or) Research Proposal is available at the
following link: https://iith.ac.infacademics/forms/
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4-Q19: What is the procedure to convert from JBRF?

Ans.  Ph.D. is a 5year tenure program. The firsty2ar period is called as JRF and the next
3year period i s cal | eSRF apgrad&iFhas toTbk donesirc h o |
the presence of the committee members out of which one should be an external
examing . Upon successful completion of the
will be upgraded to the SRF fellowship amount. Eachtiie scholar has to go through
this to receive SRF fellowship amount. Scholar has to follow the respective funding
ageny guidelines and formats in this regard. For MoE funded scholars, the format is
available at the following linkhttps://iith.ac.in/academics/forms/

4-Q20: What is the scheduleevi ®fwoil Reog 9 arDCh mered g rme
Ans. The AResearch progress Reviewo (or) a DC
every year for the first 3 years and subsequently, every six months until 5 years. Beyond
5 years, DC meetings have to be conducted evergrghs and an extension need to be
sought, if required, in each of these DC meeting for 3 additional months. The Guide will
conduct this meeting. The format is available at the following link:
https://iith.ac.infacademics/forms/

4-Q21: What is the procedure to submit Open Colloquium (OC) and final Thesis for evaluation?
Ans.  Upon the recommendation of the DC, the scholar can submit the Open Colloquium (OC)
request. Along with the OC request form sitholar has to submit the list of documents
as mentioned in the form. The proposed date for the OC has to be mentioned in the
form. OC request form has to be submitted at least 7 days before the date of OC. After
the verification, Academic office will takthe approval of Dean Academics and will
inform the same to the guide. Then the OC may be conducted. After the OC, the report
form needs to be submitted to the Academic offitke OC Request and Report forms
are available at the following linkttps://iith.ac.in/academics/forms/

4-Q22: What is the procedure of Thesis evaluation and Viva?

Ans.  After the successful completion of OC, scholar has to submit the final thesis to the
Academic officewithin one month along with a copy to Guide for the evaluation. The
Thesis will be sent to the external examiners for the evaluation in mode (A) or (B) as
chosen by the scholar in the prescribed form.

Mode/Option (A): The competent authority will seledtet two examiners/ referees to
evaluate the thesis. After the acceptance by the examiners, their details will be shared
with the supervisor(s) by the Academic office. Thereafter, supervisor(s) can directly
contact these referees, requesting for timely cetignl of evaluation and fixing the

date of final Viva. Both the referees have to attend the final Viva. The Acad office is to
be kept informed about the scheduled date of Viva.

Mode/Option (B): The competent authority will select the three examinersfees to
evaluate the thesis. After the acceptanc
time to submit a report. Once, two positive reports are received, the competent authority
will select a final examiner for the Viva. The examiner detail$ vdlshared with the

Guide, Subsequently, the Guide will contact the examiner and dehadinal Viva

date. The Academiaffice is to be kept informed about the scheduled date of Viva.

4-Q23: | have submitted my Ph.D. final thesis. Will | get athesis submission proof
document?
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Ans.

4-Q24:

Ans.

4-Q25:

Ans.

4-Q26:

Ans.

4-Q27:

Ans.

4-Q28:

ANS.

4-Q29:

ANS.

4-Q30:

AnNS.

4-Q31:

AnNsS.

4-Q32:

AnNsS.

Yes, we will issue the fiThesis submissio
the Thesis submission date. Scholar may submit the request through mail to
acadphd@iith.ac.in The document will be issued ird3working days.

How can | apply for Provisional Degree certificate?

Scholar may submit the request through mail to <acad.phd@iith.ac.in> with the
recommendation of Guide. To apply for the Rsmnal Certificate, the scholar should
have defended his final Viva successfully and needs to submit tHiuB® certificate.

The provisional Degree certificate will be issued B working days.

Till when do | have to pay the semester fee?
Ph.D. scholars have to pay the semester fee till the date of final Ph.D. Thesis submission
(for evaluation after the OC).

What is the procedure to get the-Roes certificate?
The format for NeDues certificate is available at the followilugk:
https://www.iith.ac.in/academics/forms/

The scholar has to get the Mwes confirmation/signature from all the offices
individually and finally submit in the Academic Section. Only submission of No
Dues the scholar will be issued the Provisional certificate.

How can | get my Ph.D. final Degree certificate?

The final Degree Certificate will be awarded in the immediate (next) Convocation. If
the scholar is unable to attbthe Convocation the certificate will be sent to the scholar
through post.

How can | get my Consolidated Grade report?
The Consolidated Grade report will be awarded along with the Degree certificate.

What are the Joint Ph.[programs/exchange programs with the foreign universities
available at IITH? How can | apply for them?

Pl ease contact the AOffice of I nternatic
reach the IAR office at the mail IRffice.iar@iith.ac.in. Also, please visit our website

at: https://www.iith.ac.in/iar/

| have Graduated from IITH. How can | get my Alumni ID card?
Pl ease contafctl nther maOtf if o Tal & Al umni Af f
reach the IAR office at the mail IDffice.iar@iith.ac.in

| have an issue with login to my institute mail ID. Whom do | need to contact?
Regarding all network issues, please visit the website of Computer Centre and follow
the instructions. The link for website of Computer Centre Iis:
https://iith.ac.in/computer-centre/

| have submitted my Ph.D. thesis within 4.5years. What is the procedure to apply for
the Institute PDF fellowship?

The Ph.D. scholars who submit their thesis within 4.5 years are eligible to get the
Institute PDF fellowship for a-éhonths period. After the submission of thesis, the
scholar has to submit a request along with the approval of Guide and HoD. The scholar
may submit the request through mail.
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4-Q33: What is the procedure and eligibility criteria to convert from Project to MoE(Institute)
funding?

Ans.  The scholar who has met the following eligibility criteria may submit a request to her/his
guide. The Guide ay forward the request to the Academic offea(d.phd@iith.ac.)n
for further processing.

Eligibility Criteria guidelines:

1. S/he should have minimum 2.5 years of support as on application date & should be SRF
2. Minimum 1 Journal article (in Scopus or web of science indexed; 1st Author or equal
contribution authorship) or 1 Patent application (filed). Only For CSE Dept.: Minimum 1
Journal/Conference article* (in Scopus or web of science indexed; 1st Autequalr
contribution authorship).
* For Conference Article: Should be published in a proceeding with page number given.
3. Not more than 1 project student per faculty will be eligible for such support

Once approved, following points to be noted:

1. Theapproval will be effective from the date of approval

2. Approval will be for 1 year

3. After 1 Year, if DC recommends, then some extension can be given (3 months at the
maximum).

4. These project Ph.D. students are not eligible for the institutedpodacility.

4-Q34: Whom to contact to know further details not covered here about the Ph.D. program?
Ans.  Please write to Ph.D. Academic office at: acad.phd@iith.ac.in

4-Q35: Can | have an overall Ph.D. program structure as a flow chart?
Ans. Please sthe following flow chart:
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Ph.D Admission

If the scholar’s highest qualification is ‘
Matafs hegiee: Coutee fock If the scholar’s highest qualification is
"5”2; PHD Engg>> Min 24.Cr = B r’s Degree:
‘MSc>> PhD Sci >>Min 12 Cr NN X
M.Tech >> Min 12 Cr (6 Cr, If DC recommends Course work - Min 24 Cr
the candidates from IITs/IISER/ lISc )

Within 1 month

If CE failed re-exam is
. conducted within 1-3 months

Comprehensive Exam
* Within 12 months from the date of
joining
o 75% of the credit requirement with ol If CE failed 2" time
minimum 7 CGPA to be achieved 8

Within 3 months

PhD Research Proposal Seminar

2 years from the date of Joining

JRF to SRF upgradation
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Within 1 month If OC is satisfactory

Award of Ph.D Degree

(Upon the successful completion of Final Viva,
Ph.D degree will be awarded)

If OC is not satisfactory
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5-Q1:

Ans.

5-Q2:

Ans.

5-Q3:

Ans.

5-Q4:

AnNS.

5-Q5:

ANS.

6-Q1:

Ans.

6-Q2:

ANS.

6-Q3:

Ans.

5. Queries Related to Certificate Charges

How can | get the additional transcripts/ Migration/Duplicate grade card /Duplicate
degree certificate/Attestation certificate /Courier /postaltdauadling charges?

Send an email to concern section for example for UG: acad.pg@iith.aca.in. Certificate
charges details are available at the following link:
https://www.iith.ac.in/academics/assets/files/pdf/certificatehargespdf

How to get Certificateof Medium of instruction (English)/ CPI to Percentage (%)
Conversion Certificate
CGPA-to-percentageconversion.pdf/Intruction -of-English-language.pdf

What are the late penalty for financial registration?

A penalty of Rs. 1,000per day after the date of financial registration till one week and
Rs. 10,000/ beyond one week with necessary approvalDepartment & Dean
Academics.

What are the Penalty for Late Add / Drop of Courses:

a) Penalty of Rs. 500 per day up to one wedhkr add/drop of courses after the
deadline.

b) Beyond one week add /drop requesafter obtaining approvals from FA &
DUGC/DPGC and Dean Academics, the penalty would be Rs-5000/

What are the uniform seat acceptance fee to be collected for various PG/PhD
Programs/ Refund of fees
Please refer the link for the informatid®eat Acceptance Fee and Refund Policy

6. FAQs On Ticketing System Information

How to get Bonafide certificate fararious purposes (like Scholarship / ID / BANK
/SIM / laptop / credit card / education loan / ID (Aadhar, Voter card / Passport / Visa
etc.)?

The student can upload the filled template (based on his /her own requirement/ format/or
institute template)

How to get No Objection certificate for placement/internship/attending conference
related activities?

Student can avail no objection certificate by following these steps.

0 Details to be provided in remarks Box: Template attachdédrasat 2 (Name of the
company and duration of internship/ visit etc. required)

Upload documents as per requirement

Approval (email) copy for UG program®f Faculty Advisor, HoD

Approval required for internshipM. Tech and PhD scholars need to takprapal

(from Guide, HoD and the same approval (email) copy needs to be uploaded.

To upload other formats (if any) provided by the company.

O¢ O¢ O«

O«

How to get provisional certificate for BTECH / BDES / MTECH / MDES / MSC / MA
Pleaseupload thecopy of NOC from all sections/departments. The provisional
certificate will be issued in-8 working days.
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6-Q4.
Ans.

6-Q5:
Ans.

6-Q6:
AnNS.

6-Q7:
Ans.

6-Q8:
Ans.

6-Q9:
ANS.

6-Q10:
AnNsS.

How to get Migration Certificate?
Please upload following documents

0 Upload the copy of NOC from adlections/departments.
0 Upload the fees receipt (charges of Rs. 5§00/

How to get expected graduation certificate?
Student needs to uploagproval email copy from his FA/ Guide, DUGC/DPGC and
HoD.

How to get duplicate Grade Cardspy/transcripts/consolidated grade card

Following are the requirements:

Duplicate Grade Card: Student has to pay Rs-280per the institute charges

Attested Grade CopyStudent has to pay Rs.5@& per the institute charges
Pleaseupload: Payment Receipt / In case of attestation copy student need to upload
copy of grade card along with payment receipt

O¢« O¢ O«

How to get my Transcript?

Students should be awarded grades for all courses (there should notbé girage).

He needs to pay:

Student has to pay Rs.200&r copy as per the institute charges

For each copy of attestation Rs. 200/

Please upload Payment Receipt / In casgtebtation copy student needs to upload
copy of transcript along with payment receipt.

(The on roll students will get the transcript till last semester and consolidated grade
report will be given to passed out students)

O« O« O«

How to getDuplicate Degree Certificate/Attested copy

Student has to file the police complaint (FIR) and has to pay the fee as per the institute

norms.

0 Degree Attested copies: Student has to scan his original Degree certificate and
forward it to the Institute hile filling the form.

0 Please Upload PaymentReceipt (Rs 2,500for duplicate and Rs. 100 for
attestation) & copy of FIR for duplicatdn case of attestation copy student needs to
uploadcopy of degree certificate along with the payment receipt.

1. FIRCopy
2. Approval Copy
3. Payment Receipt

How to getPermission for Conferences?
Permission can be availed by following these steps.
0 Upload the approval from Guide/FA, the Department HoD.

v

0 Upload filled in template.

How to get Courseompletion certificate?

Following are required to get the certificate Requirement:

Approval of FA/Guide and HoD.

Please write any additional information requinedRemarks Box.

Upload Option: PhD scholars need to take approval from Gapgepval copy
from guide needs to be uploaded, & filled in template need to be uploaded.

O« O¢ O«
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6-Q11:
Ans.

6-Q12:
Ans.

How to getPhD Thesis submission certificate/ Viva completion certificate?

Pl

ease wr it e Thesis sRoenissaon/ Kigasconipletion certificate

How to get provisional certificate for PHD?
Follow these steps:

0
0

O«

O¢ O«

No dues clearance certificate needs to be submitted.

PhD Scholars should have completed VIVA successfully and subntiied
necessary docs.

If attested copy is needed, thstudent has to pay Rs.10Gs per the institute
charges.

Upload the copy of NOC from all departments.

In case of attestation copy, payment receipt & copy of provisional need to be
uploaded.

*kk
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2 FREQUENTLY ASKED QUESTI ONS (FAQOs)

Disclaimer

Frequently Asked Questions Disclaimer: These FAQs are merely suggestive in nature.
They are an attempt to facilitate information to Faculty/ Staff. These are subject to change,
from time to time, based on the administrative exigencies/ institute requirements.

Common Queries from Faculty in particular.

1.Where can | find faculty orientation document.?

Ans. Faculty ordination document, Important circulars, Important informattated to rate
contracts, IPR and all forms in use are available on intranet at the following link.
https://intranet.iith.ac.in/wiki/ForFaculty

2What is the procedure for claiming Relocationexpenses?

Ans: Relocation expenses covers airfare (By Air India) and transportation cost of personal
belongings from the place of work to Hyderabad. You will have to submit your claim within 60
days from the date of journey performed. Note, howeveratbiim can be submitted only once

1 So be sure to complete all the components (books being parceled by sea, for example) of your
move before claiming reimbursement. The maximum amount reimbursable is Rs. 1 lakh. For
claiming this kindly submit all ticket& TA claim form to HR (Faculty) office along with your

office order.
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3.What are latest CPDA guidelines for use of CPDR

Ans: Following is an update on the use of CPDA (approved by FC/BoG), and this comes into
effect from 26005-2021.:

As per MoE: A sum of R300000.00 (Rupees Three Lakhs only) will be earmarked as CPDA to
each faculty member for a block period of three years. The CPDA is primarily provided to meet
the expenses for participating in both National and International conferences, for paying the
membership fee of various professional bodies and for contingent expenses.

From the aforementioned 3 lakhs, a maximum of Rs 100000.00 (Rupees One lakh only) may be
utilized from the earmarked CPDA towards contingent expenses relating ttrameh
expenditre. Procurement of Laptop/Desktop/Tablet/printer/software /research
consumables/ computer peripherals / phones/ hard disks and such items are NOT allowed
under CPDA.

Non travel expenditure includes:

1. Membership Fee for Professional Bodies

2. Purchase ofbooks/monographs/journal subscriptions/author publication charges
for peer-reviewed, reputed (nonpredatory) journals/patent filing and related
charges/any research related certification.

For using CPDA for all of the aforesaid purposes:

1. Faculty areexpected to take an approval via email, from the HoD, and Dean Faculty
prior to any procurement/conference registration/membership.

2. For Author Publication Charges, the HoD is requested to confirm that the said journal is
nonpredatory, before approving tsame.

Please also note: A Maximum of 50% of the MHRD sanctioned CPDA grant for a block period
can be carried forward from the one block period to the next block period. Since the current
sanction is for INR 3 Lakhs/block period, a maximum of Rs.1.5 Ilcakhise carried forward to

the next block. At any given point of time, the total CPDA cannot exceed INR 4.5 lakhs (3 lakhs
of the current block and 1.5 lakhs from the previous block).

4 What is the procedure for probation completion for faculty?

Ans. You will receive a mail approximately 15 days before your probation completion date from
HR (Faculty), requesting you to send a one page write up on your work at IIT Hyderabad in past
one year to your HOD. Which will be routed through given channel of ssiomiand approved

by Director finally.

(The channel of submission is Faculty HOD --> Dean Faculty-> Director)

5What is the procedure for placement from pay level 10 to pay level 11?

Ans. Placement from pay level 10 to pay level 11 is time bglackment, as and when a faculty
attains one year of post PhD experience he is placed in pay level 11, with the approval of
Director.Eg: On joining if you have 5 months of post PhD experience you be placed in Pay level
10.

After serving in IIT for 7 months you will be placed in pay level 11
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Pay fixation for Assistant Professor Grade Il

SI.No. | Experience after PhD | Basic Pay | Level
1 Nil 98,200 10
2 01 year 98,300 11
3 02 years 1,01,200 11

6.What is the procedure for movement from pay level 11 to pay level 12, Assistant Professor
Grade Il to Assistant Professor Gr | (Assistant Professor (on contract) to regular
Assistant Professor as per 6th CPC)?

Ans: A faculty who joins as Assistant Professor Gr Il in pay level 10 or 11 will have to face an
internal review after attaining 3 years of p&$tD experience for upgrading himself/herself to
Assistant Professor Gr I. Committee will consist of Director, Dieanlty, HoD and other
members appointed by DirectoY.ou will have to share your updated CV & WFii@ on your

work at [IT Hyderabad, to be shared with the committee members & keep a small presentation
of 5 minutes ready to be presented on the day aéweVyYour write-up should cover following

points

Summary of activitiegfter joining [ITH:
1. Teaching
2. Research projects sanctioned/granted/applied for
3. Publications with IITH affiliation (pl mention the ones with [ITH students or no IITH
students, sepasy) and patents if any.
4. Administrative responsibilities & outreach activities
5. Future plans for teaching and research.

7What is the procedure for movement for placement in pay level 13A1 from pay level 127

Ans: All Assistant Professors Gr |, in pay level 12, will be placed in pay level 13A1 after
spending three years in 11 Tbés, this is ti me

What is the procedure for leave during semester

Ans:

1. To prevent disrupbn of academic activity and sponsored/consultancy or other project
work, Faculty may avoid availing leave and/or LTC during Semester.

2. In exceptional cases, during the semester, leave of any kind, with or without LTC, for
duration not exceeding 1€en) working days in a single spell, may be availed, on a case
to case basis, by Faculty with the approval or the Head of the Department. In case of
leave of any kind, with or without LTC, for duration exceeding 10 (ten) working days in
a single spell, mabe availed by Faculty, on a case to case basis, during Semester with
the approval of the Head of the Department and the Dean of Faculty.

3. The above provision, is subject to the stipulations that academic work/activity as well as
work relating to projectif any, shall not be adversely affected. The concerned Faculty
shall make necessary arrangements, with written intimation to the Head of the
Department, relating to academic and project activity/work so that there will be no
disruption of any kind.
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8.What are Earned (vacation) leave rules?

Ans: Earned leave is admissible to members of vacation staff (faculty). In a given academic year,
a faculty can avail up to a maximum of 60 days of vacation as declared by the Institute, which
can be converted into aedit of 30 days of EL by not availing the vacation. Every two days of
vacation that is not availed will be converted as one day EL subject to a maximum of 30 days in
a calendar year and 300 days in entire service. Institute will, however, afford aneadretit

of 15 days in every half year i.e. on 1stJanuaryand 1stJulyand the credit earned as above will be
adjusted from this advance credit.

9.Procedure for obtaining NOC for a visit abroad.
Ans: Mail may be sent to faculty office with following informnan

1 Invitation letter (attached)
1 Source of funds
1 Period of stay

On receiving the above information note will be moved for issue of NOC, which will be routed
through given channel of submission and approved by Director finally.
(The channel of subng®on is HOD--> Dean Faculty-> Director)

10Procedure for obtaining Passport/ VISA documents.
Ans: Mail may be sent to faculty office with following information

1 Photo to be handed over physically

1 Current address (if address proof is alseded)

1 If NOC for dependent is required, it is to be ensured that name of dependent is reflected
on form3

FAQs for Employees (common for Faculty and +k@culty):

11What are the mandatory documents to be produced for the first time ofeporting to
duty?

Ans: The Institute will inform the selected candidate about documents to be submitted at the
time his/her reporting. However, the list is as follows:

a) Proof of date of birth

b) Attested copies of Educational and Techniqgaklifications along with the
Originals for physical verification

c) Attested copy of Community certificate along with the original, in case of
SC/ST/OBC

d) Relieving certificate from the present employer, if employed.

e) Medical Certificate from a Gazetted GovteMlcal Officer or a Medical Officer
of a Govt. undertaking

f) Declaration of not having any bond and fsubmission of any application at
other Organizations
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g) Property Declaration Form

h) Attestation Form in triplicate

i) Declaration of Marriage

]) Personal Data

k) Charater certificate

[) Identity certificate

m) Any other documents asked for

12 Can | get any financial/travel assistance at the time of joining in IIT Hyderabad?

Ans: The benefit of Transfer Travelling Allowance is available only to the regular employees
of Certral Govt. organization/Central Autonomous Bodies consequent to their appointment in a
post of IIT Hyderabad.

For details on Transfer Travelling Allowance one may go through the following document
https://doe.gov.in/sites/default/files/TA%20English.pdf

13What is the time-limit for submission of bills to claim Transfer Travelling Allowance?

Ans: Time-limit for submission of claim is Sixty (60) days succeeding the daterapletion

of the Journeyif the employee and his/her family members performed journey separately, then
the dates shall be reckoned separately for each journey and the claim shall be submitted within
sixty days succeeding the date of completion of eatiiidual journey. The same is applicable

in case of transportation of personal effects and conveyance charges.

14]s Pay protection available to the employees joining the [IT Hyderabad?
Ans: Pay protection is available only to the regular employees ofitr@le Govt.

organization/Central Autonomous Bodies/PSUs consequent to their appointment in a post of IIT
Hyderabad as per the glines of DoPT to this effect.

15How do | get I nstitutebs email i d?
Ans:Upon reporting to the HR Section, the section wilbe a ticket requesting the Support team

of Computer centre to create an email Id on your name. The credentials of new email id will be
shared on your personal email id (given at the time of reporting) within 24hr of such request.

16 How do | getinstitute Identity Card?

Ans:At the time of joining, an application form has to be submitted to the HR section for the
purpose. The Identity card will besised to you within 2418 hrs.

17How can | add dependents?
Ans:At the time of joining, a declatian (in Form3) and required documents for adding

dependents is submitted. Further employee may also submit an application to the HR Section to
add or remove the dependents, wilevant supporting documents.

18 Where can | collect my medical books?

Ans:New Joinee / Employee can collect medical books for aditl@pendents from HR Section.
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19.Can | change my Date of Birth in service book?

Ans:Employee can make alteration in the date of birth only within five years of his entry into
service, with tle approval of the competent authority subject to the following conditions:

a) A request in this regard is made within five years of his entry into service;

b) Itis clearly established that a genuine bonafide mistake has occurred; and

c) The date of birth so altedevould not make him ineligible to appear in any school
or University or Union Public Service Commission examination in which he had
appeared or for an entry into Government service on the date on which he first
appeared at such examination or on the daterhich he entered service.

20Can | change my Home Town?

Ans:The hometown once declared and accepted by the controlling officer shall be treated as
final. In exceptional circumstances, competent authority may authorize a change in such
declaration asqr the regulations provided that such a change shall not be made maradban
during the entire service.

211 am from the same station (in case where Home town and HQ of Office i.e. IITH are
located in same station); Can | avail Home Town LTC?

Ans: No, one cannot avail Home Town LTC if hisslher Home Town is same station.

221 joined IITH recently; Can | avail LTC?

Ans: An Employee who joins service for the first time has to complete at least 1 year in order
to avail the LTC scheme. Fresdcruits are allowed to travel to their home town along with their
dependent family members on three occasions in a block of four years and to any place in India
on the fourth occasion. This facility shall be available to the fresh recruits only forstsvi

blocks of four years applicable after joining the Government service for the first time.

You may visithttps://dopt.gov.in/sites/default/files/31011 7 2{HE3t. A1V -26092014.pdfor
further details on the topic.

231 joined IITH after 4 years of service in another Government organization. What is my
entitlement for the purpose of LTC scheme?

Ans: Your past service in your previous Govt. organization(d)belcounted for the purpose
of LTC.

24 s it mandatory to apply leave in order to avail LTC facility?

Ans: Yes! LTC canét be availed withoutlLeaagpr ov
Travel Concession (LTC).
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25How are the claims of LTCadjusted?

Ans: Wherever advance has been drawn, the claim for reimbursement shall be submitted
within one month of completion of the return Journey. Where no advance has been drawn, the
expenditure incurred shall be submitted within three months of thipletion of the return
journey.

26 What is the definition of Family for the purpose of LTC?

Ans:

() Spouse of the Employee and two surviving unmarried children or step children.

(1 Married daughters, who have been divorced, abandoned or separatetidnom
husbands and widowed daughters residing with and wholly dependent on the
Employee.

(I Parents and/or step parents residing with and wholly dependent on the employee

(IV)  Unmarried minor brothers as well as unmarried, divorced, abandoned, separated
from theirhusbands, and widowed sisters residing with and wholly dependent on
the employee provided their parents are either not alive and are themselves wholly
dependent on the Govt. servant.

271 want my educational qualifications to be updated in my service bdoas | recently
completed my UG/Masters/PhD after joining IITH, what is the procedure?

Ans: You may submit an application along with copies of certificate(s) at the HR Section. You
are required to produce the original degree too for physgeélcation.

28 What is the procedure to get No Objection Certificate for applying employment outside?

Ans:You may submit an application along with copy (ies) of advertisement through proper
channel to the HR Section. There is a restriction of 4 clsaimca calendar year, to apply for
outside employment.

29] | ost my Instituteds I D card; How can | g

Ans: You need to lodge a complaint in any M8eva center. With the report received from
Mee-Seva against your complaint, you ngpmit an application in HR Section for issuance of
new ID Card.

30What is the Date of Next Increment?

Ans: There shall be two dates for grant of increment namely, 1st January and 1st July of every
year. The increment in respect of an emplogpeointed or promoted or granted financial
upgradation during the peridmbtween the2nd day of January and 1st day of Julyboth
inclusive) shall be granted drst day of Januaryand theincrement in respect of an employee
appointed or promoted or granti@aancial upgradation during theeriod between the 2nd day

of July and 1st day of January (bothinclusive) shall be granted on 1st day of July
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31What is the length of Probation period at [ITH?

Ans: One (1) Year with effect from the date of Joinitpwever, it may also be extended
beyond one (1) year in cases where it is necessary with the approval of the Competent Authority.

32What are the kinds of leave available for Faculty & Non Faculty?

Ans: Apart from the general holidays, weekend anblic holidays, following are
the leave an employee can avail.

The following kinds of leave shall be admissible to Employees of IITH:
(a) Casual Leave
(b) Special Casual Leave
(c) Special Leave
(d) Half-pay Leave
(e) Commuted Leave
() Earned Leave
(g) Extraordinary Leave
(h) Maternity Leave
(i) Paternity Leave
() Leave to a female member of staff on adoption of a child
(k) Hospital Leave
() Quarantine Leave
(m) Leavenot-due
(n) Vacation Leave (Only for Faculty)
(o) Sabbatical Leave (Only for Faculty)
(p) Study Leave
(q) Child Cae Leave (CCL)

For further details about leaves and their provisions, please viSitttezlule Eof Statutes of IIT
Hyderabad at https://iith.ac.in/assets/files/pdf/Stédg1-70-1IT-HYDERABAD. pdf

33.Can | avail Casual leave in combination with any other kind of leave or vicgersa?

Ans: Casual leave can be combined with Special Casual Leave/Vacation leave but not with
any other kind of leave

34 How to get an address proof certificate from the Institute to open bank account/to
change address in my Aadhar/to apply for loan etc.?

Ans: You can submit a request to the HR Section with a supporting document (rental
agreement/ Gas connection book etc.) in order to obtain an address proof certificate.

35.To whom should | contact in case of matters related to HR section?

Ans: Contact details afhe section are as follows:

Designation Email id Contact number
Deputy Registrar dr.hr@iith.ac.in 040-23016060
Assistant Registrar ar.hrstaff@iith.ac.in 04023016074
Section Officer office.establishmentstaff@iith.ac. 040-23016774
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FAQs related only to NeRaculty

36 What is the procedure for submission of Leave application?

Ans: The employee intended to avail any kind of leave should submit his/her application to
the concerned Head of the Department/Section for approval/ recommendations, as the case may
be.

Type of Leave | Recommending Approving Remarks
Authority Authority
Casual Leave Head of the Leave record shall b
Department/Sectiol maintained at  the
concerned

department/section. 4
copy can be sent to H
Section for  recorg
keeping
Earned Leave Head of the Leave applicatior
Department/Sectiol should be forwarded t
the HR Section fo
updating the servic
records and recor

keeping
Any other| Head of the DeanrAdmin Upon recommendatior
leave Department/Sectio the applicant sha

submit his/her Leavy
applicaton along with
the required supportin
documents to the H¥
section for necessal
action.

37.Is Career Progression scheme available in IIT Hyderabad (for Noffraculty)?

Ans: The details related to Recruitment and Promotion Rules in IIT Hyderabadatable
under the following link:

https://iith.ac.in/assets/files/pdf/Recruitmeamd PromotionalSchemeor-nonfaculty-
positionsin-lIT -Hyderabad.pdf

38.Will the employees be allowed to attend the training programs? (for Non
Faculty)

Ans: Yes! IITH encourage its employees to attend the training programs being
organized by reputed Training Institutes subjeawailability of training budget.

An interested employee can submit his/her application through the concerned Head
of the Department/Section to the HR Section for further needful action in this regard.
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39What is the superannuation age of an employee atTIHyderabad (for Non-faculty)?

Ans: 60 Years (except certain posts where the superannuation age is higher)

FAQs for Aspirants (Noifraculty positions)

40Where and when to apply for a job in IIT Hyderabad?

Ans: As per the requirement, thestitute notifies the vacancies on its website and publish the
advertisement in leading daily Newspaper(s)/Employment News etc. The aspirant may check the
| nst it ut Htesg/iithvae.ib/ciedfsegulary and can apply for a post suitable to him/her

as per the eligibility criteria as and when notified under the particular advertisement.

41 Who can apply?

Ans: Eligibility criteria for each post will be notified in the advertisement. Candidates who
meetsthe eligibility criteria can apply.

42 Whether reservations applicable in recruitments of IIT Hyderabad?

Ans: Yes, lIT Hyderabad follows the Government of India guidelines with respect to provision
of Reservations to the SC, ST, OBC, EWS and Ryplicants.

43 Whether PwD candidate can apply for a post in [IT Hyderabad?

Ans: Yes, The PwD candidate can apply for any post except those identified as not suitable.
The details will be mentioned in the advertisement.

44\What are the selection method being followed by IIT Hyderabad?

Ans: As per Govt. of India norms, the selections will be done through written test for the posts
at Level6 & below and through Written test/Interviews for the posts at E&wald above.
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. FREQUENTLY ASKED QUESTI ONS ( FAQO:
ADMINISTRATIVE MATTERS

1.Whom should | contact for housekeeping services?

Ans: Just drop a request mail &omin.facilities@iith.ac.imvith full details like nature of work,
where and when the service is required.

2.Whom should | contact in case of any requirement of manpower to shift office furniture?

Ans: Just drop a request mail tmimin.facilities@iith.ac.irwith full details like items to be
shifted, from where to where, the number of staff required, date and time.

3.How can | book the conference room No0.620, Academic biack

Ans: Just drop a request mail &Zdmin.facilities@iith.ac.imvith booking details like purpose of
booking, date and duration.

4.How can | book refreshments like Tea/Coffee, Biscuits, Special/Normal lunches etc.?
Ans:

I. For departmental events, you cdirectly contact the Mess Manager for the
arrangement of Refreshments/Lunches and settle the bills directly with them.

ii.  For Institute related events, with the approval of competent authority you can drop a
request mail toadmin.facilities@iith.ac.inwith complete details like, no of
lunches/refreshments required, place, date and time of arrangement.

5.Whom should | contact for a new telephone connection or to lodge complaint or request for
instrument chang etc.?

Ans: Just drop a mail todtmin.facilities@iith.ac.iymentioning the problem including your
room no.

6.Whom should | contact for dispatch official communications or dispatidtails?

Ans: Send your mail to dffice.dispatch@iith.ac.lhto get details about dispatch of the
documents/materials/parcels through Indian Postal Service or through courier.

7.How can | book avehicle for local travel on official business?

Ans:

(a) MS Section will arrange local transport only for Institute Guests invited by the Director,
Deans, HoDs and the Registrar, and for |
other functionary nly when they themselves need to travel for Institute related activities.

For this purpose, a request can be senfftoe.transport@iith.ac.in

(b) Faculty members should use their project funds/bloektg for their travel/transport
needs. As of now, the Institute is utilizing the services of M/s. Sri Sai Travels, ODF Main
Gate, Shankerpally (Cell:8179474824/9553841137/ email: rajusanju824@gmail.com) at
the rates mentioned below. Faculty can directigtact them for their travel needs and
settle the bills with them. However, faculty members are free to choose any other travel
agent/cab supplier also.
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S.No. | Vehicle Type Particulars Rate (Rs.)

1 Sedan RGI Airport, Secuno[erabad, Nampally & 1,700/-
Kachiguda Rly. Station, Drop or Pialp

8 Hours 80 KM 1,700+

2. (%}i?;Eocal) Each extra hour 125/-

Each extra KM 12/-

3 Innova RGI Airport, Secuno[erabad, Nampally & 2,400~
Kachiguda Rly. Station, Drop or Pialp

8 Hours 80 KM 2,400/

4. l(rcl:r:g/ Vfocal) Each extra hour 175-

Each extra KM 13~

8. How can | book my tickets for Air Travel on official business?

ANS:

(&) MS Section will book air tickets only for the Director and the Institute girestsd by

him.

(b) All others can directly book their air tickets from M/s Balmer Lawrie Co. Ltd., for travels
to attend to Institute related activities duly approved by the competent authority,
themselves or through their respective Departments/Secaod submit their claims of
settlement or reimbursement to the Accounts Section.

(c) It may be noted that all air travels funded by the Govt. Agencies and the IITH should be

done by Air India only. In case of travel by néir India, a specific approvaf the

competent authority shall be obtained mandatorily.

9.Whose approval is required for travel by nduar India?

Ans: Approval of the Financial Adviser (FA) of the Ministry of Education (MoE) needs to be

obtained

through the Directoroés

10.How to know the Schedule of internal buses?

Ans: I nter nal

buses ti me schedul
https://iith.ac.in/bus schedule/

11.Whom should I contact in case of complaints about internal buses?

Ans: Just dropa malil tooffice.transport@iith.ac.in

12.How can | book an accommodation in the Institute Guesthouse?

Of fice.

e S

avai

Ans : Just drom mail request toffice.gh@iith.ac.irto know all guest house related matters like
availability of the rooms, tariff etc., and book accommaodation therein.

13.Whom should I contact to get the details of RTI Applications and relatedters?

Ans : Just send a mail request tdf{ce.rti@iith.ac.ir)

Pageldlof 221


https://iith.ac.in/bus_schedule/
mailto:office.transport@iith.ac.in
mailto:office.gh@iith.ac.in
mailto:office.rti@iith.ac.in

14.Whom should | contact for visiting cards, rubber stamps, name boards etc.?

Ans : Just send a mail requestadmin.facilities@iith.ac.in It may please be noted that the M
S section will only facilitate the procurement of these things. The bills have to be to be settled
with the vendors by the departments/faculty/staff concerned fromftimeis.

15.How can | apply for allotment of residential quarters on the campus?

Ans : You can make a formal request for various services including allotment through an email
to the following addresses

(a) Request for quarter allotmenbffice.housing@iith.ac.in

(b) Collection of keys bthe allotted quarteroffice.cmd@iith.ac.in

(c) Civil or electrical complaints in the allotted quartekil.complaints@iith.ac.in
& elec.complaints@iith.ac.in

(d) Request for initial cleaning of the allotted quartedmin.facilities@iith.ac.in

(e) Quarters vacating intimatioroffice.cmd@iith.ac.in

() Complaint about nowollection of garbage office.green@iith.ac.in or
admin.facilities@iith.ac.in

(g) Complaint about common areas cleanimgimin.facilities@iith.ac.in

(h) Request for be&ive removal pffice.green@iith.ac.in

(i) Request for office spacespace@iith.ac.in

() Request for community hall bookingffice.ch@iith.ac.in

16. Whom should | contact for pest control services?

Ans : Just drop a mail requestadmin.facilities@iith.ac.itogether with details of location and
the nature of pest merac

17. Whom should | contact for Institute Seal or endorsements on various official documents
like Patent Applications, legal documents etc.?

Ans:You may approach t he ofRergdissat@iith.acons Of f i ce

Pagel42of 221

t


mailto:admin.facilities@iith.ac.in
mailto:office.housing@iith.ac.in
mailto:office.cmd@iith.ac.in
mailto:civil.complaints@iith.ac.in
mailto:civil.complaints@iith.ac.in
mailto:elec.complaints@iith.ac.in
mailto:admin.facilities@iith.ac.in
mailto:office.cmd@iith.ac.in
mailto:office.green@iith.ac.in
mailto:admin.facilities@iith.ac.in
mailto:office.green@iith.ac.in
mailto:space@iith.ac.in
mailto:office.gh@iith.ac.in
mailto:admin.facilities@iith.ac.in
mailto:office.registrar@iith.ac.in

Annexure-1

INDIAN INSTITUTE OF TECHNOLOGY HYDERABAD
(Amenities on the campus)

. ———Sampoorana
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Canara

)
poll

Apollo Pharmacy
e e
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[ITH Sports Facilities

Annexure-2

Cricket Pitch

Volley ball court
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Annexure-3

PAY MATRIX (FOR FACULTY)
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Annexure-4
PAY MATRIX (FOR NON -FACULTY)

Pay Band 5200-20200 9300-34800 15600-39100 3740067000 677;}:006 7:0533‘; 80000 | 90000
GradePay | 1800 | 1900 [ 2000 | 2400 | 2800 | 4200 | 4600 | 4800 | 5400 | 5400 | 6600 [ 7600 | 8700 | 8900 | 10000
Level | 2 3 L} § b 1 8 ) 10 11 12 3| BA| W 15 16 17 18
1 18000 | 19900 | 21700 | 25500 | 29200 | 35400 | 44900 | 47600 | 53100 | 56100 | 67700 | 78800 | 118500 | 131100 | 144200 | 182200 | 205400 | 225000 | 250000
2 18500 | 20500 | 22400 | 26300 | 30100 | 36500 | 46200 | 49000 | 54700 | 57800 | 69700 | 81200 | 122100 | 135000 | 148500 | 187700 | 211600
3 19100 | 21100 | 23100 | 27100 | 31000 | 37600 | 47600 | 50500 | 56300 | 59500 | 71800 | 83600 | 125800 | 139100 | 153000 | 193300 | 217900
4 19700 | 21700 | 23800 | 27900 | 31900 | 38700 | 49000 | 52000 | 58000 | 61300 | 74000 | 86100 | 129600 | 143300 | 157600 | 199100 | 224400
5 20300 | 22400 | 24500 | 28700 | 32900 | 39900 | 50500 | 53600 | 59700 | 63100 | 76200 | 88700 | 133500 | 147600 | 162300 | 205100
6 20900 | 23100 | 25200 | 29600 | 33900 | 41100 | 52000 | 55200 | 61500 | 65000 | 78500 | 91400 | 137500 | 152000 | 167200 | 211300
1 21500 | 23800 | 26000 | 30500 | 34900 | 42300 | 53600 | 56900 | 63300 | 67000 | 80900 | 94100 | 141600 | 156600 | 172200 | 217600
8 2100 | 24500 | 26800 | 31400 | 35900 | 43600 | 55200 | 58600 | 65200 | 69000 | 83300 | 96900 | 145800 | 161300 | 177400 | 224100
9 2800 | 25200 | 27600 | 32300 | 37000 | 44900 | 56900 | 60400 | 67200 | 71100 | 85800 | 99800 | 150200 | 166100 | 182700
10 23500 | 26000 | 28400 | 33300 | 38100 | 46200 | 58600 | 62200 | 69200 | 73200 | 88400 | 102800 | 154700 | 171100 | 188200
1 24200 | 26800 | 29300 | 34300 | 39200 | 47600 | 60400 | 64100 | 71300 | 75400 | 91100 | 105900 | 159300 | 176200 | 193800
Y] 24900 | 27600 | 30200 | 35300 | 40400 | 49000 | 62200 | 66000 | 73400 | 77700 | 93800 | 109100 | 164100 | 181500 | 199600
13 25600 | 28400 | 31100 | 36400 | 41600 | 50500 | 64100 | 68000 | 75600 | 80000 | 96600 | 112400 | 169000 | 186900 | 205600
it 26400 | 29300 | 32000 | 37500 | 42800 | 52000 | 66000 | 70000 | 77900 | 82400 | 99500 | 115800 | 174100 | 192500 | 211800
15 2200 | 30200 | 33000 | 38600 | 44100 | 53600 | 68000 | 72100 | 80200 | 84900 | 102500 | 119300 | 179300 | 198300 | 218200
16 28000 | 31100 | 34000 | 39800 | 45400 | 55200 | 70000 | 74300 | 82600 | 87400 | 105600 | 122900 | 184700 | 204200
1 28800 | 32000 | 35000 | 41000 | 46800 | 56900 | 72100 | 76500 | 85100 | 90000 | 108800 | 126600 | 190200 | 210300
18 29700 | 33000 | 36100 | 42200 | 48200 | 58600 | 74300 | 78800 | 87700 | 92700 | 112100 | 130400 | 195900 | 216600
19 30600 | 34000 | 37200 | 43500 | 49600 | 60400 | 76500 | 81200 | 90300 | 95500 | 115500 | 134300 | 201800
0 31500 | 35000 | 38300 | 44800 | 51100 | 62200 | 78800 | 83600 | 93000 | 98400 | 119000 | 138300 | 207900
it 3400 | 36100 | 39400 | 46100 | 52600 | 64100 | 81200 | 86100 | 95800 | 101400 | 122600 | 142400 | 214100
] 33400 | 37200 | 40600 | 47500 | 54200 | 66000 | 83600 | 88700 | 98700 | 104400 | 126300 | 146700
3 34400 | 38300 | 41800 | 48900 | 55800 | 68000 | 86100 | 91400 | 101700 | 107500 | 130100 | 151100
] 35400 | 39400 | 43100 | 50400 | 57500 | 70000 | 88700 | 94100 | 104800 | 110700 | 134000 | 155600
5 36500 | 40600 | 44400 | 51900 | 59200 | 72100 | 91400 | 96900 | 107900 | 114000 | 138000 | 160300
2% 37600 | 41800 | 45700 | 53500 | 61000 | 74300 | 94100 | 99800 | 111100 | 117400 | 142100 | 165100
0 38700 | 43100 | 47100 | 55100 | 62800 | 76500 | 96900 | 102800 | 114400 | 120900 | 146400 | 170100
B 39900 | 44400 | 48500 | 56800 | 64700 | 78800 | 99800 | 105900 | 117800 | 124500 | 150800 | 175200
L] 41100 | 45700 | 50000 | 58500 | 66600 | 81200 | 102800 | 109100 | 121300 | 128200 | 155300 | 180500
0 42300 | 47100 | 51500 | 60300 | 68600 | 83600 | 105900 | 112400 | 124900 | 132000 | 160000 | 185900
b}t 43600 | 48500 | 53000 | 62100 | 70700 | 86100 | 109100 | 115800 | 128600 | 136000 | 164800 | 191500
R 44900 | 50000 | 54600 | 64000 | 72800 | 88700 | 112400 | 119300 | 132500 | 140100 | 169700 | 197200
3 46200 | 51500 | 56200 | 65900 | 75000 | 91400 | 115800 | 122900 | 136500 | 144300 | 174800 | 203100
u 47600 | 53000 | 57900 | 67900 | 77300 | 94100 | 119300 | 126600 | 140600 | 148600 | 180000 | 209200
3% 49000 | 54600 | 59600 | 69900 | 79600 | 96900 | 122900 | 130400 | 144800 | 153100 | 185400
3 50500 | 56200 | 61400 | 72000 | 82000 | 99800 | 126600 | 134300 | 149100 | 157700 | 191000
3 52000 | 57900 | 63200 | 74200 | 84500 | 102800 | 130400 | 138300 | 153600 | 162400 | 196700
B 53600 | 59600 | 65100 | 76400 | 87000 | 105900 | 134300 | 142400 | 158200 | 167300 | 202600
3 55200 | 61400 | 67100 | 78700 | 89600 | 109100 | 138300 | 146700 | 162900 | 172300 | 208700
40 56900 | 63200 | 69100 | 81100 | 92300 | 112400 | 142400 | 151100 | 167800 | 177500
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Annexure-5
FORMAT OF DEED FOR CHANGE OF NAME/SURNAME

BY THIS DEED,l, the wundeéeédé@gadéed MNewnrame) lately called
eééeéeééee.. (former name) employed as ééeééee
held at the time by the Gov ¢lace mwhenet emfleyedvima nt )

the Ministry/Department of the Government of India) do hereby

1. Wholly renouncer el i nqui sh and abandon the use of
and in place thereof the nanphereaitdrbeéalledl,&krowné . a n ¢
and distinguished not by my buthbhymyessumed aameof o f ¢

,,,,,,,

eeeeeeece.

2. For the purpse of evidencing such my determination declare that | shall at all times
hereafter in all records, deeds and writings and in all proceedings, dealings and transactions
private as well as public and upon all occasions whatsoever use and sign the name of

eéeéeé. . as my name in place of and in s
eéeééé.
3. Expressly authorize and request all persons at all times hereafter to designate and address

me by such assumed nameactordingly.

IN WITNESS WHEREOF | have hereunto sabbed my former and adopted names of

eeeéeeéeéeé. . and eeéeéeeé. . and affixed my seal

,,,,,

Signature
Signed and delivered by the above

named éeééée ééeéé
formerly ééé ¢ééé
in the presence of

Witness 1 . eééeéeééeeéeéeeéééee.

2. éeééeéeecéeee. . éce
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Annexure-6

GUIDELINES ON PREPARATION & MAINTENANCE OF APARs FOR
NON-FACULTY

As Annual Performance AppraisBeports (APAR) are vital for personnel administration, it is
important that instruction and guidelines issued by the Govt./DoPT for their processing and
maintenance, are strictly adhered to by all the authorities concerned. Therefore, the Institute has
laid down the following guidelines for strict compliance by every staff member and each
authority concerned:

1. Prescribed Timelines for Processing oAPAR:

Sl. Activity Date by which action to

No. be completed annually

(@) Distribution of blank APAR for_mo all _the 315t Decembe
concerned staff by the Reporting Officers.

(b) Submission of APAR by staff to Reporting 15" Januar
Officer (As per details attached)

(c) Sub_mis_sion of_ report by the Reporting Officer 315t Januar
Reviewing Officer

(d) Submission of report by the Reviewing Office 28" /29" Februar
Administration/accepting authority

(e) Disclosure of filled in APAR to the staff OlStApriI

) Submission of representation, if any, by staff 15" April
APAR

2. If a staff member fails to submit his/her APAR in time: APAR has tobe submitted
within a timeframe, as mentioned above so thattoqolate reports are available at any
given time. If the APARs not received onime, Reporting Officer should takie upon
himselfto remindthe staffin writing by 3! Januaryof theyear inwhich the APARIs to
be submitted. Ifno APAR is received from the staff within 15 days of reminder, the
Reporting Officer can request the Custodiarfiorce-forward the APAR and proceed to
write the report on the ba$ his/her experience of the work and conduct of the concerned
staff and submiit to Reviewing Officer While doing sohecan also point out the failure
of the staffto submit his/her APAR within the stipulatéiche.

3. Ifthe Reporting/Reviewing Officer misses th&imeline': If APAR is not distributed by
the Reporting Officer to thetaff concerned by 3Januaryof the yeain which the APAR
is to besubmitted, he/she shall forfeit his/her right to enter any renrathe APAR of the
concernedtaffandhe/sheshallsubmitall APARsheldby him/her tatheReviewingOfficer
onthenextworking dayor elsethe Custodiarmayalso forceforward such APAR$o such
authority. Similarly, the Reviewing Officer shall forfeit his/her right to enter any remarks
in the APAR beyond 3AMarchof theyear inwhich the APARis to besubmitted.

In case of delay and slippage of the prescribed timelines, the(Bdamnn) may direct to
call for the explanation of the concerned officers for not having performed the guitylic
of writing the APARswithin theduedate,andin theabsencef properjustification, he/she
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issues a written warning for delayéompleting the APAR, which would be placed in the
APAR folder of the defaulting officer and the staff concerned.

In case the remarks of the Reporting Officer or the Reviewing Officer have not been
entered in the APAR due to the officer concerfwetkiting his/her right to make any entry

as per the abovementioned provisions, a certificate to this effect shall be added in the
APAR for the relevant period.

'‘Qualifying Period' for Report/Review of APAR: The Reporting and Reviewing
Officersarerequiredto haveatleastthreemonthsof experience of supervising/knowing the
work and conduct of the stafbncerned, before they can record their assessment on the
performancef the staff.

More than one APAR for oneyear: While normally there should be only one APAR

a year, there can be situatiamwhich it becomesecessaryo write morethanone report
duringayear.Thereis noobjectionto two or more independent repolsingwritten during

a year by different Reporting Officers, subject to the conditions that each Reporting Officer
has atleastthree months of experience on which he/she can base his/her Where

more than one repagwrittenin the course of a year, dameportshouldindicate precisely

the period covered by it. When a report habedavritten by a Reporting Officer whis

under transferit should bewritten at the time of transfer or immediately thereafter and not
deferred till the end of thgear. Theresponsibility for timely circulation of thaPAR and
obtaining it from the Reporting Officer concerned such cases, wilbe that of the
custodian.

Situation when Role of Reporting Officer is performed by the Reviewingfficer:

Where for a period of rept, theres noReporting Officer with the requisite experience to
initiate the report, the Reviewing Officer may initiate the reportas Reporting Officer
provided the Reviewing Officer has been the same for the entire period of report and he/she
is ina positiortofill in columnto befilled in bytheReportingOfficer. Whereareportisthus
initiated by the Reviewing Officeit will have to be submitted by him/her to his/her own
superior for reviewif thereis a superior officer to him/hén the prescribeadthannel.

Effect of suspension of Reporting/Reviewin@fficer: If a Reporting/Reviewing Officer

is under suspension when the APAR has become dbe Wwitten/reviewedjt maybe
written/reviewedby the officer concernedwith in two monthsfrom the date of his/her
having been placed under suspension or withimom&h from the date on whithereport
wasdue,whicheveris later.An officer undersuspensioshallnotbeaskedo write/review

APAR after the timdimit specified above. The section entrusted with the maintenance of
the APAR should take the necessary actionmagesuch APARcompleted.

No Report Certificate (NRC): Wherever there is any gap in the APAR during a particular
reporting period, it is the respsibility of the SectioAin-charge for maintaining the APAR

to place a No Report Certificate (NRC) indicating the reasons, e.g., the officer has not
worked for minimum 3 months under a Reporting Officer as he/she was on leave/training
during the period; hehe was on unauthorized absence; the APAR couldagatimpleted

by lapse of the timelimit for making remarks by the retired/suspended
Reporting/Reviewin@fficer, etc. TheNRCwill notbeplacedn the CR dossier, ‘casually’,
under anycircumstances. The prescribed format forQNiR appended to this Annexure

Effect of retirement of Reporting or ReviewingOfficer: Where a ReportingReviewing
Officer retires, he/she may be allowed to give the report on his/her subordinates within
onemonth of retirement. The section responsible to generate the APARSs should take a call
at least two weeks before the retirement of the officer and ensure that the APARs of his/her
subordinates should reach the retiring officer on the day of his/hemetat.
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10. Assessment at onéevel: Wherea Governmentservanthasonly one supervisorylevel
abovehim/herasin the caseof personastaffattachedo officers,theassessmentill beat
thelevel of ReportingOfficer only.

11. Disposal of Representation: The staff can represent against the entries and the final
gradingin the report within a period of fifteefl5) days fromthe dateof receiptof the
APAR. The representatiorshould be restricted to the specific factual observation
containingin the report leading to assessment of the officeéermsof attributes,work
output,etc.In casenorepresentatiors receivedwithin the15days,it shall be deemed that
he/shenasnorepresentation tmake.If the concerned APAR section does not receive any
information from the concerned staff on or beforeda$sfrom the date of disclosure, the
APAR will betreated adinal. The representation against the remarks or for upgraddtion o
final gradingin the APAR will be considered by the competent authority objectivelst
guastjudicial manner on the basis of material placed beafore

A staff wiselist of Reporting and Reviewing Officers for various Administrative and Technical
positions at IITH is appendedAnnexure-7 to thisManual This list is, howevetikely to change

as and when the incumbent changes. An updated arrangement may be dlmairted HR Section of
the Institute.

~—m———~
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Cus6NrxOzU¥mBKGENGTO TN
Il INDIAN INSTITUTE OF TECHNOLOGY
Wivicrgiiriisne HYDERABAD

Annual Performance Appraisal Report (APAR)

PARTI IV: No Report Certificate

(To befilled by Reporting & Reviewing Authority)

APAR for the periodeéééeéeéécecé

The APAR of eéééeeceeecééecece wor

b

''''''''''''

eéeéeéeééeéeée in the eéééeeééeeéeéeéece. . Dejy
/| Section could not be written for the per

due to onef the following reasons:

1. The employee has joined newly in the Institute (less than 90days)

2. The employee has not worked for minimum three (03 months) under any of the
Reporting Officer / Reviewing Officer

3. The employeesd6 perf or mae toeuperamnuatidn / n ot
suspension on either sides.

4. The employee was on unauthorized absence
5. The employee did not submit the Part 1& 2 within time limit.
6. Any other reason (PI. specify)

Date: Signature of Reporting Officer

| concur and agree with tmemarks of the Reporting Officer who could not write the

APAR of ééeeéeéeéééeceeceéée

Date: Signature of Reviewing Officer
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