
Sequence	of	steps	to	be	followed	for	undertaking	consultancy	projects	
	
	

* * * 
 

1. The expression of Interest received directly or through the Institute is to be examined 
by the prospective consultant and interaction may be made with the client if necessary for 
clarification. 

 
2. Final consultancy proposal including the scope of work of both the consultant and the 
client as well as the budget including Institutional charges, GST and other taxes as applicable 
needs to be submitted through HoS to the Dean (SRIC) office along with the endorsement 
format#1, duly filled in by the consultant, for endorsement 

 
3. The final proposal may be forwarded to the client by the consultant/ SRIC Section as 
the case may be. 

 
4. After receiving the sanction letter from the client, agreement#2 in the prescribed 
format needs to be signed by both the parties i.e. client & consultant with the counter 
signature of the Dean (SRIC) 

 
5. Invoice will be prepared by the SRIC Section on request of the consultant for payment 
of     advance by the client and be sent to the client by the Consultant/SRIC Section. 

 
6. After the payment is received by the SRIC Section; the consultancy project form#3 

along with the copy of sanction letter and final proposal needs to be submitted by the 
consultant to the SRIC Section for examination and allotment of project code. 

 
7. The consultancy project is to be executed by the consultant as per the agreement. The 
final report of the consultancy project, after execution, would be submitted by Consultant in-
charge either through SRIC Section or directly to client with a copy to SRIC Section. 

 
8. On submission of the completion report to the client, the consultancy fee would be 
paid to the Consultant/Co-Consultant as per rule after deducting Institutional Charges, GST 
and TDS as applicable, after the approval of the competent authority. 

 
 

Note: 
 

#1 Endorsement Format – to be submitted along with proposal as mentioned at step 2 
#2 Agreement – to be submitted on receipt of sanction order as mentioned at step 4 
#3 Consultancy Project Form – to be submitted on receipt of fund as mentioned at step 6 



 CALCULATION OF CONSULTANCY FEE 
 

Sl. 
No. 

Type of Consultancy 
Rate or overhead 

( after deduction of GST ) 

1. Use of no Institute Facilities 25% 

2. Use of Institute facilities such as Computer, Network, Space etc. 30% 

3. Primarily testing and interpretation including laboratory 35% 

 
 

If project cost after deduction of GST ( Prior to overheads) is X; then overheads of p% will be charged 

on X as per the table, GST will be as applicable on (X + p% overheads). For example, for a project 

cost of X = 100 and 30% overheads, the calculation is as follows: 
 

Project Cost = Rs. 100.00 
Overhead = Rs. 30.00 
GST = (Rs. 100.00 + Rs. 30.00) x (18%)= Rs. 23.40 
Total Cost of the Project: Rs. 153.40 














