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1. Application

Important

Read carefully.

Respect deadlines.

Call for 

application







Important

Read thoroughly and carefully.

Slightly flexible (duration).





You will receive a letter of approval

Title

Ref.No.

Rs.

Important

Go through carefully. There may be errors which can be corrected.
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Important

Respect deadlines: keep reminders!

2. Progress reports

Submitted Accepted
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Important

Keep records! 

Hard copies - file

Soft copies – folders

Excel sheet

3. Keeping records 
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4. Purchasing items 

1. Requesting approval for calling quotations (form available).

2. Call for quotations (list of approved companies).

3. Appointment of Technical Evaluation Committee (TEC).

4. Prepare schedule and obtain report of TEC.

5. Approval of Regional Procurement Committee (RPC).

6. Receive the indent.

7. Send purchase order (form available).

8. Receive item → Goods acceptance committee.

9. Enter to inventory.

10. Send payment voucher.



Request for advance

1. Letter of request for advance with ‘payment of advance 

request form’: items and cost.

2. Collect check from the accounts branch.

3. Purchase items. 

4. Letter of settlement with the bills.
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5. Revisions/extension/final report 



Tips

No need to go the extra mile!

Only if changing amounts allocated to each category.     







Continuous grants

1. Same application: mention that you are applying for a 

continuous grant (no special place to mention).



THANK YOU! 

Rules, regulations, procedures may change! 

Check regularly with the relevant authorities.
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