CSIR-Indian Institute of Chemical Biology
4, Raja S. C. Mullick Road, Jadavpur
Kolkata - 700 032

No. IICB/RS/E-70642 Date: 01.07.2026

GUIDELINES FOR ORGANIZING ROAD SHOWS AT CSIR-IICB, KOLKATA

Standard Operating Procedures:-

Method of Submission of Application:-

» Application to be submitted to Mr. Sandeep Aggarwal, Scientist D,
(Email id: sandeep.iicb@csir.res.in), representative from BDG with a copy
to Dr. Nitu R. Singh, Scientist D, (Email Id: nitusingh.iicb@csir.res.in)

» Written request must be submitted 3—4 weeks in advance.

e The application should include the following details:

Title and nature of the event (Exhibition/Road-show/Seminar)
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2. Organizing body details
3. Date, time, and duration:
= Road-show/Exhibition: Between 10:00 AM to 5:00 PM

= Seminar: 1 hour slot

4. Venue: Jadavpur Campus / TRUE Campus
5. Safety compliance (fire, chemical/biological material usage, if

applicable)

Information and Guidelines for the Vendors/Organizers:
1. Organizers shall be responsible for publicizing and advertising the Road

show/Exhibition/Seminar.

2. The venue for the Roadshow/Exhibition shall be the ground-floor
entrance area of the Institute building (Main Campus or TRUE Campus).
A maximum space of 8 ft x 5 ft, along with one table and two chairs

will be provided.
3. For lectures/seminars, a seminar room will be provided for a maximum

duration of one hour.
4. The application must clearly specify the number of days, event
duration, and hours required for calculation of applicable charges.
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5. The <charges for a Roadshow/Exhibition (per day) or
Lecture/Seminar (per session) shall be Rs. 13,000/- plus
applicable taxes, as per the approved rates.

6. Photography and Videography shall be permitted only with prior
approval from the Institute.

7. Any liability arising from damage to Institute property or accidents
during the event shall rest solely with the organizer.

8.

Organizers shall submit a signed undertaking accepting responsibility for
any damage caused to Institute property during installation, operation,
or dismantling of the setup, and shall compensate the Institute for any
such damage.
9. Post-event dismantling and removal of all exhibits, promotional
materials, and equipment shall be the responsibility of the organizer.
10.During equipment or device demonstrations, the vendor may process a
limited number of samples from the host laboratory solely for
benchmarking and evaluation purposes, subject to prior approval
and compliance with Institute safety guidelines.

11.Refreshments, if provided during a seminar or event, shall be arranged
and borne entirely by the vendor/organizer.

12.The Administration/Director may impose additional terms and
conditions, as deemed necessary.

13. Approval granted for the event may be cancelled under unforeseen

circumstances without any financial liability on the part of CSIR-IICB.
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