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Standard Operating Procedure (SOP) for Research and Innovation Cell (RIC)
1. Purpose

The purpose of this SOP is to establish clear and standardized guidelines for the operation of the
Research and Innovation Cell (RIC). This SOP is designed to:

e Foster a culture of innovation and research within the organization.

Ensure systematic and efficient management of research projects, resources, and outcomes.

Promote collaboration, knowledge sharing, and alignment with organizational goals.

Encourage the generation of new ideas, patents, and solutions that can contribute to the
organization’s success.

2.Scope
This SOP covers all aspects of research and innovation activities undertaken by the RIC, including:
e Research project management
o Idea generation and conceptualization
e Collaboration with internal and external stakeholders
¢ Innovation implementation and commercialization
e Intellectual Property (IP) management
e Monitoring and evaluation of research outcomes

This SOP applies to all staff and departments involved in research and innovation activities within
the organization.

3. Definitions

e Research: Systematic investigation designed to establish facts, solve problems, or develop
new knowledge.

e Innovation: The application of new ideas, methods, or products that provide a unique
solutlon toa problem or opportunlty
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o Intellectual Property (IP): Legal rights granted for inventions, designs, trademarks, and
patents generated through research and innovation.

e Research Project: A specific initiative or activity focused on achieving defined research
objectives, typically with a timeline and resources allocated.

e Technology Transfer: The process of transferring research findings or innovations from the
lab to practical, commercial applications.

4. Roles and Responsibilities

e RIC Manager/Head:
o Oversees the day-to-day functioning of the Research and Innovation Cell.
o Develops strategies to foster innovation and research excellence.
o Coordinates with departments, external research organizations, and partners.
o Manages project allocation and resource planning.
o Ensures compliance with ethical and legal research guidelines.
o Reports progress to senior management and stakeholders.

¢ Research Coordinators:
o Assistin the management of research projects.
o Actas liaisons between the RIC and other departments.
o Organize meetings, presentations, and progress reports for ongoing projects.
o Ensure timelines and quality standards are met for research initiatives.

o Innovation Officers:
o Identify opportunities for innovation within the organization.
o Facilitate the idea generation process and encourage interdisciplinary collaboration.
o Promote the commercialization of innovations and solutions.

o Assistin patenting, licensing, and technology transfer activities.
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e Research Staff/Scientists:
o Execute research activities in line with project objectives and timelines.
o Conduct literature reviews, experiments, and data analysis.
o Document research findings, create reports, and present results.
o Ensure ethical research practices are followed.
e Legal and IP Department:

o Manages the protection, filing, and licensing of intellectual property generated from
research activities.

o Provides legal guidance on research agreements, patents, copyrights, and
trademarks.

¢ Finance Department:
o Allocates budgets for research projects and innovation initiatives.
o Tracks expenditure related to research activities and innovation.
5. Research and Innovation Process
The following outlines the key stages involved in research and innovation within the organization.
e 5.1Idea Generation and Conceptualization

o Encourage employees to propose innovative ideas or research topics through
brainstorming sessions, workshops, or innovation challenges.

o Set up an "idea submission portal" to collect proposals from staff and external
stakeholders.

o Evaluate submitted ideas based on criteria such as feasibility, market potential,
impact, and alignment with organizational goals.

o Establish an Innovation Advisory Board (IAB) to review and provide feedback on
concepts.
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e 5.2 Research Project Proposal and Approval

o Once an idea is selected, the research team must submit a Research Proposal that
includes:

= Research objectives

= Scope of work

= Methodology and approach

= Resource requirements (budget, equipment, personnel)
* Timeline

= Expected outcomes and impact.

o Proposals will be reviewed by the RIC Manager and relevant stakeholders to ensure
alignment with organizational goals and feasibility.

o After approval, the project is formally assigned a project manager and research team.
¢ 5.3 Research Execution and Development

o Research staff begin work according to the approved methodology, maintaining
regular progress updates.

o Research should follow defined ethical guidelines, including compliance with
regulations (e.g., animal testing, human subjects).

o Maintain documentation of research activities, including data, results, and changes in
methodology.

¢ 5.4 Innovation and Commercialization

o Research outcomes with commercial potential should be evaluated for scalability and
market readiness.

o Identify potential markets or industry applications for innovations.

o Work with product development, marketing, and sales teams to bring innovations to
market.

o rlf appllcable flle for patents or other forms of intellectual property protection.
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e 5.5 Monitoring and Reporting

o Regular progress meetings should be scheduled to ensure the project is on track and
identify any challenges.

o Project milestones and outcomes should be reported periodically to senior
management.

o An annual report summarizing research outcomes, innovations, and
commercialization efforts should be submitted to leadership.

¢ 5.6 Knowledge Sharing and Dissemination

o Research results, innovations, and solutions should be shared internally through
workshops, seminars, or digital platforms.

o Research findings should be published in reputable journals or industry conferences
whenever applicable.

6. Intellectual Property (IP) Management
e 6.11P Identification and Protection

o Anyinnovative product, method, or research finding with potential commercial value
should be evaluated for IP protection (patents, trademarks, copyrights, etc.).

o The RIC should work closely with the legal department to ensure timely filing of
patents and copyrights.

e 6.2 IP Ownership and Licensing

o Clarify IP ownership early in the research process, especially in collaborative projects
with external partners or stakeholders.

o Develop licensing agreements for innovations that are intended for
commercialization.

o Explore partnerships for technology transfer to external industries or research
organizations.
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e 6.3 IP Commercialization

o Evaluate the market potential of innovations and develop a commercialization
strategy.
o Partner with business units or external entities to license or sell IP rights.

7. Collaboration and Partnerships

e 7.1 Internal Collaboration:

o Encourage interdisciplinary collaboration between departments (e.g, R&D,
engineering, marketing, and production) to integrate research into practical
applications.

o Setup cross-functional teams to enhance creativity and innovation.

e 7.2 External Collaboration:

o Establish partnerships with universities, research organizations, and external
industry experts to enhance research capabilities and innovation.
o Engage in joint research ventures, sponsorships, and external funding opportunities.

e 7.3 Government and Regulatory Compliance:

o Ensure all research activities comply with government regulations, industry
standards, and ethical guidelines.
o Engage with relevant regulatory bodies for approval in certain research areas (e.g.,

clinical trials, environmental impact).

8. Budgeting and Resource Management

e 8.1 Budgeting

o The RIC Manager must prepare an annual budget covering research projects,
materials, external partnerships, and equipment.
o Secure funding through internal sources or grants and ensure proper utilization of

allocated funds.
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e 8.2 Resource Allocation

o Allocate necessary human resources, equipment, and materials for each research
project.

o Ensure that all resources are tracked, maintained, and replenished as needed.
9. Evaluation and Continuous Improvement
e 9.1 Research Evaluation:

o Regularly evaluate ongoing research projects based on progress, impact, and
alignment with strategic objectives.

o Conduct post-research evaluations to assess the overall success and learnings from
the project.

e 9.2 Continuous Improvement:

o Collect feedback from research teams, stakeholders, and collaborators to improve
research and innovation processes.

o Implement lessons learned and incorporate best practices for future research
initiatives.
10. Conclusion
This SOP establishes a clear and structured approach to managing the research and innovation
activities within the organization. Adhering to this SOP will help foster a culture of research

excellence, drive innovation, protect intellectual property, and align the outcomes with
organizational goals for sustained growth and competitive advantage.
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