SPFU-WB

Checklist for the proposals under Faculty and Staff Development plan -TEQIP II involving International/National Travel in respect of Dr./Prof. ________________________________________________________________from _____________________________________ a participating under subcomponent 1.1/1.2 TEQIP-II
	01
	Name of the Faculty member undertaking the tour with Designation and Contact Number (A brief Bio-Data to be enclosed) 
	

	02
	Purpose of the Visit
	

	03
	Place of visit with Contact Details of the institute proposed to be visited
(whether Consent Letter has been obtained and attached) 
	

	04
	Duration of visit (whether Daily Schedule enclosed) 
	

	05
	Date of his/her last foreign visit with duration, name of the institute visited, funding/sponsoring Agency and the purpose of such visit 
	

	06
	(i) Relevance of the visit/training to the Project Object 

(ii) Clear Objective and Outcome of the Visit 
	Yes/No
Attached



	07
	Amount of expenditure involved in the present proposal (whether break-up attached) 
	

	08
	Whether the expenditure involved will be funded entirely under Faculty and Staff Development  Plan - TEQIP II 
	

	09
	Whether the complete list of research projects have been submitted and uploaded in the Jadavpur University Website
	

	10
	Whether the complete list of publications in the last five years have been submitted and uploaded in the Jadavpur University Website


	

	11
	Whether the notice of the program circulated to all faculty members of the department by Head of the department / Directors/  Coordinator of FSD

has been attached with the application 
	

	12
	Whether approval of Head of the institute and Executive Council have been obtained and proof thereof attached (TO BE DONE BY TEQIP OFFICE)
	

	13
	Whether the proposal is a part of the Faculty & Staff Development Plan of the institute
	

	14
	Whether an undertaking is made to arrange or compensate for classes / other duties during absence
	

	15
	Whether an undertaking is made to submit report within 3 weeks after return on the training to be undertaken and experience to be gained to improve the teaching learning 
process in the institute 
	


Signature of the Applicant                                                              Signature of the Nodal Officer (FD)

   Signature of TEQIP Coordinator



Signature of Head of Institute

N.B. : Separate sheets may be needed where necessary to report details.
PROPOSAL FOR ATTENDING INTERNATIONAL CONFERENCE/TRAINING COURSES ABROAD UNDER FACULTY & STAFF DEVELOPMENT PLAN -TEQIP II

INSTITUTE :

	Name of the Faculty
	Designation
	Name of the Conference/Training Course/Others

	Department
	Scale

Basic Pay
	


	Place (s) of Conference/Training Course/Place of visit giving Duration with Dates (s)




	Organizer of the Conference/Training Course/Place of visit with Full Address




	For Conference write the Title of the Paper/for Training Course (or other visit) write purpose with special reference to PG courses and Research




	Date & Time of Departure from and Arrival to the University




	Total Cost  involved Rs ………........... (Rupees . ……………………………………………... only) .Please give the details [Registration Fee, Air Fare, other Travel Cost within India/abroad, per day cost, others, if any (special)) of the Total Cost in the back


	Whether any Advances will be required              Yes/No                                  If Yes, Rs………………/-

	The Advance will be booked in the name of the Faculty


	
Signature of the Faculty with Date
	Forwarded and Recommended with a note given in the back

Signature (with seal) of the Head ________________

Department __________________________________



	Forwarded and Recommendation
	Recommended
	Budgetary Provision is checked
	Approved

	Signature (with seal) of Nodal Officer, Faculty & Staff Development / Nodal Officer
	Signature (with seal) of TEQIP Coordinator
	Signature (with seal) of Nodal Officer, Finance
	Signature (with seal) of the Vice

Chancellor / Registrar


#      Nodal Officer,  Academic / TEQIP Coordinator to note Category of Expenditure (see Over leaf)
*       Attach all relevant documents

	Category pf Expenditure (Put tick in one Box)

To be filled by Nodal Officer

	Enhancement of R&D and institutional Consultancy Activities [
]

Faculty and Staff Development for improved competence based on TNA [
]

Enhanced interaction with Industry
[
]

Institutional Management Capacity Enhancement [         ]

Implementation of Institutional Reforms
[
]

Academic support for weak students
[
]


	The visit of (name of the Faculty) ______________________________________________to (name of places/courses) _________________________________________ will benefit the Department in the following way :

The necessary alternative arrangement for classes/

Other duties of the faculty will be made during

His/her absence                                                              ____________________________
                                   [Signature (with seal) of the Head]




	S1. No.
	Particulars
	Amount (Rs.)
	Remarks

	01
	a)  Total Air/ Train fare *
	
	

	02
	b) Both way travel costs between residence and airport (both in India and abroad)
	
	

	03
	c) Visa and Insurance fees
	
	

	04
	d) Daily allowance as admissible
	
	

	05
	e) Registration fee (if applicable)
	
	

	
	Total                   Rs.
	
	

	* Air fare by shortest route in economy class and Train fare by shortest route in AC 2 Tier or lower. Lowest of 3 quotations (of which one may be online price available) for air fare will be included


Received Rs. ______________________________________ as Advance, vide Cheque no. ____________ dated ____________________ The Advance will be adjusted within 10 working days from the return to the University

	
Signature of the Faculty with Date & Designation















A brief report indicating the Outcome of the Training Courses, Conferences etc. (in proper format)  should be submitted, through HOD, in duplicate (one for TEQIP Coordinator and one for Nodal Officer, Academic) at the time of submission of final bills.

