ANNEXURE I

INSTRUCTIONS FOR PREPARING THE ANNUAL REPORT OF YOUR DEPARTMENT FOR THE YEAR 2025:


Please follow the format given below:

Names of the members of the faculty First, Middle and Surname, degrees and designation in order of seniority . 

If any faculty member resigned or joined during the year, the date of his/her resignation or joining may be given in parenthesis below the name. 

 Members away on deputation should also be similarly identified with dates. 

 Names of Senior Residents, Demonstrators, Pool Officers and others who are not Faculty members, should not be given. ( ONLY FACULTY NAMES TO BE MENTIONED) 

Some departments have, on their staff, a few Faculty Members whose qualifications pertain to quite a different discipline.  Please indicate in parenthesis, the discipline to which such a person belongs.

1. Activities 

	This should include such items as:

	1.	Material pertaining to “Awards &Honours” conferred on the members of the 
Faculty, for example election as member of a fellow of the N.A.M.S., Chairing 
a session of All India Conference etc. has to be mentioned separately in  
year wise order.  Dates to be given as month, days, year (e.g. July 14, 2017).
1. Presiding over a national level CME program of national/international conference (with date as above).
1. Invited lectures by faculty members during national conference and national CMEs only with dates.
1. Receipt of the prizes or medals by the staff for academic purposes.
1. Visits abroad or to other institutions for academic purposes with dates/period of visit.
1. Members of international societies.
1. CMEs organized.
1. Please place superscript where required.

2. Service

	This should include a broad outline of the service rendered to the public, i.e. total number of patients attended, total number of major and minor operations performed.  Please provide the latest three years comparison in a tabular form.  Figures like bar diagrams or line diagrams may be included to highlight trends in workload.

3. Training
This para should include such items as the number of students undergoing training for various degrees as on 31stMarch, 2023, number of students appeared and passed Ph.D., D.M., M.Ch., M.D., M.S., M.Sc., undergraduate courses, short term trainees etc.  No names should be mentioned.  Any special course held may also be included.

4. Research completed during the year
1. Name of the sponsoring agency (ICMR, DST, PGI, DEPARTMENTAL, WHO in bold).
1. Titles of the project in bold.
1. A short note, not more than 5-line-paragraph of the result arrived at, should be given.
1. Number the projects serially in bold.
1. The list pertaining to completed M.D. theses is NOT to be provided.
1. Do NOT repeat research completed last year.

5. Research in Progress
1. Funding Agency in bold. 
1. Please give only the title of the Scheme (non bold). 

6. PUBLICATIONS  ( No tables, must strictly follow Vancouver style) 

a. Indexed Publications (follow paper citing instructions strictly#)

Only papers published from SGPGIMS, Lucknow on academic work are to be included.Papers of a general public interest or nature should not be included.  Papers published ONLY in journals of repute* have to be mentioned. Please arrange papers alphabetically by author’s surname). 
	(*Journals of repute: There is no specific definition.  Generally, it means journals
	indexed  in Index  Medicus or national journals of specialty associations such as 
	Journal of Association of  Physicians of India, Journal of the Anatomical Society
of India.  Please do not include non-indexed local Journals).

b. Non-Indexed Publications (Give separately, instructions same as above)

c. While citing the papers#

Please use the standard Vancouver style: Gupta A, Kamal S, Gupta V.  HLA Typing in Vogt Koyanagi Harada Disease.  Ocular ImmunolInflamm 2007;15(2):89-97.

d. Chapter(s) in Book(s)

	Example: Chapter(s) in book(s)
	Thapa BR.  Intractable diarrhea of infancy or protracted diarrhea of infancy.  In :
	Sarangi G, Behera JN, Mohanty NC, Saboth PK, editors.  Selected Topics in Pediatrics.
2nd ed.  Abany: Delmar Publishers 2008. p.166-73.

e. Books

Example: Ringsven MK, Bond D.  Gerontology and leadership skills for Nurses.  2nd ed. 
Albany:Delmar Publishers; 1996.

7. Visiting Professors

Please provide a list of names of only those visitors who have visited the department and 	have entered their names in visitor’s book.  These names should not be included in the main body of the report of your department.  They will be   included   in the appendices at the end.

8. Awards and Honours

On a separate page, please give the details of awards and honours received by the department.
	
9. Departmental Highlights

	On a separate page, please give highlights of the department in not more than 10 lines.  
Two to three pictures highlighting any departmental activity and/or facility may be given in the CD/Pen drive. Awards and Honours may not be included here since there isa separate section for the same.

10. New Initiatives

11. Patents

12. Please do not include photographs of the various events held in the department in the report.
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