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1. General Guidelines
· Awards are based on marks obtained for a single calendar year.
· Applicants must submit one complete application with all required supporting documents.
· Applications will not be ranked by total marks. Achieving the minimum required marks for a category qualifies for an award.
· In the event of equal marks, preference will be given to researchers with:
• Higher citation counts or research impact, and/or
• A greater number of publications in higher-ranked (Q1/Q2) journals, patents, etc. within the award year.
· Final selections will be made by the Evaluation Committee according to specific evaluation criteria.
2. Required Documentation
· Each publication must be submitted in the order along with:
1. APPENDIX C Form – completed separately for each publication or patent.
2. Full Paper – the published version of the article.
3. Supporting Documents – evidence verifying claims in APPENDIX C.
· All pages must be consecutively numbered, and the cover page should appear first.
Applicants must place their signature on each page of the submission.
3. Specific Documentary Requirements
(a) Q1, Q2 or other Indexed Journals 
· Submit a printout of the journal’s SCImago ranking page from https://www.scimagojr.com.
(b) Indexed Publications (Scopus/WoS /Google Scholar)
· Submit the full paper and a screenshot of the paper’s record from the indexing authority website:
· www.scopus.com
· https://clarivate.com
· Google Scholar Metrics
(c) Patents (Types 5 and 6)
· A separate Appendix C form with supporting documents must be submitted.
· Clearly indicate that the patent is not an “on-demand” patent.
 (d) Electronic Publications (Web)
· Submit a hard copy showing the publication’s electronic format, satisfactory to the evaluation panel.
· Such publications must also meet all requirements stated in the approved submission guidelines (APPENDIX A).
4. Eligibility of Publications
· Only publications completed during ITUM service are considered.
· “ITUM service” refers to holding a permanent academic staff position in the Library or any of the eight divisions of the Institute.
· Research conducted or written outside the ITUM service will not be considered.
· Publications based solely on postgraduate research for the applicant’s own qualification are not eligible.
5. Criteria for Publication Types
(a) Journal Papers
· Must include volume, issue number, and page numbers.
· Papers “in press” are not accepted.
· The publication year (volume/issue) must match the award year.
(b) Conference Papers
· Must clearly show the conference dates, which must fall within the award year.
· When publication or indexing occurs in a different year, the conference date will be used for award evaluation.
· Acceptable conference types include Symposium, Seminar, Colloquium, Forum, Workshop, Congress, and Session.
· Required supporting documents:
1. Evidence of peer-reviewed acceptance.
2. Copy of the published full paper.
3. Copy of the Title Page and Contents Page of the proceedings.
(c) Journal Articles (Non-indexed / Others)
· Applicant must prove journal credibility with:
1. Submission date, peer-review comments, and acceptance date.
2. For online journals, proof of listing in DOAJ (https://doaj.org) with a supporting screenshot.
(d) Book Chapters and Books
· The publication year must fall within the award year, regardless of Scopus indexing date.
6. Submission and Evaluation
· Copies of all published papers and supporting documents must be included.
· Incomplete information may result in marks not being awarded.
· In the case of joint authorship, the applicant must indicate their actual contribution. 
· Marks will be allocated proportionately to avoid duplicate claims by multiple authors.

