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STANDARD OPERATING PROCEDURE (SOP) FOR

1.

PATENT FILING

Prerequisite before patent filing

Ensure that the invention satisfies the criteria of novelty, inventive step, and industrial
applicability.
Ensure that proper laboratory records and all supporting experimental data are
systematically maintained and documented.
Ensure that no public disclosure of the invention takes place prior to patent filing
Ensure that the research data and findings are not published or presented before filing
the patent application.
Ensure that a Non-Disclosure Agreement (NDA) is executed before engaging in any
external discussions or collaborations.
Ensure compliance with applicable laws and regulations related to biodiversity and
traditional knowledge, wherever relevant.
Ensure that accurate and appropriate inventorship is clearly identified and declared in
the patent application
Ensure that if intellectual property is a result of funded research, terms and conditions
specified in the agreement are strictly followed
Ensure that the applicant is first applying for Indian patent followed by international
patent if any.
Ensure that applicant has referred and complied with the CUH IPR policy.

Submission of IPR Disclosure Form to the IPR cell

The IPR Disclosure Form (IDF) containing the details of title, brief description, key
novelty aspects, name of inventors, and funding information, shall be submitted to the
IPR Cell. The IDF should be duly forwarded by the Head of the Department/Dean of the
respective School. However, if the HoD/Dean does not forward the proposal to the IPR
cell within two days, the inventor can directly submit it to the IPR cell.

Screening by IPR Cell

The invention is then screened for novelty, inventive step, industrial applicability, and
market potential in consultation with the inventor(s). Based on the screening outcomes,
a decision will be taken to approve, suggest modifications, or reject the invention.
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4. Approval from competent authority

The applicant will take administrative and financial approval from the competent authority
after screening by the IPR cell.

5. Filing of Application

Filing of the patent application by the inventor may be permitted, subject to compliance
with the applicable patent laws and institutional guidelines.

6. Upload the details on Admin/Samarth portal

The inventor shall keep the University/ IPR Cell duly informed of the filing status and
upload the relevant documents on University Admin & Samarth portal for record and
further processing.

7. Reimbursement of Fee

The following Govt. fee paid by the inventor where CUH is the sole applicant will be
reimbursed as per the KAPILA scheme. The document mentioned in the checklist must be
attached with the request.

A. Patent application fee:

. Patent Application Fee: X1600/-

[I. Early Publishing Fee: 32500/-

[II. Examination Fee: 34000/-
Or

*Expedited Examination fee X 8000/-

B. Design patent: X1000/-

*As per KAPILA scheme guidelines.

8. Amendments/ revision
The guidelines/formats/forms/SOPs may be revised from time to time to incorporate the
necessary changes, with the permission/ approval of the competent authority.

Checklist of mandatory documents: at the time of requesting for reimbursement

IPR disclosure form

Duly filled reimbursement proforma
Administrative and financial approval
Fee receipt

Proof of entry of admin portal

Any other relevant document
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