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Preparation of Fee Structure

Publishing Fee Details jn the Notice Board

lntimating Fee Details to parents

Receipt of Fees and Accounts updation

Follow up of Defaulter,s Fee

ing of Fee Defaulte,,s List jn the Notice Board
Publish

Receipt of Defaulter,s Fees and Accounts
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Activities Responsibility
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L

S No.

Preparation of Fees Structure for B.Sc / M.Sc . Principal

ing Fee Details in the Notice BoardPublish . Accounts Manager

ees Details to the parents through
message

lntimating F . Class Teacher

Fees and Accounts u pdationReceipt of . Accounts Ma nager
. Accounts Assistant

5 Follow up for Defa ulter's Fees th rough message

Publishing Fee
Board

Defaulters list in the Notice . Principa I
6

7 Receipt of Defaulter's Fees and
u pd atio n

Accounts . Accounts Ma nager
. Accounts Assistant

8 Fee Receivables Report to the
Director and Princi

Submission of
al
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Mr. Jackson James
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Mr. Franco Joseph
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Activity & Responsibility:

Target dates / days

30 days before ad m issio n

3 weeks before due date

3 weeks before due date

4

Within 3 days from due
date
4th day from due date

Within due date

. Accounts Manager 1't and 15 of every month
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. To elaborate the process for payment of Expenses

Procedure:
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Prepared By Approved By

Mr..,ackson James

Accounts Ma nager
Fr. Francis Kurissery CMI

Director

Obta ining approvals ofAssociate Director/
Director on Supplier lnvoice / Voucher

Submission of approved lnvoice / Voucher to Accounts Dept

Preparation of payment Voucher and Cheque

Checking of Cheque, payment Voucher and supporting documents by Accounts Manager

Verification of Cheque, payment Voucher and support,ng documents by lnternal Audit

Review and Signing of Cheques by Joint Director

Signing of Cheques by Director

Recommended By ,,j

Mr. Franco Joseph

C f nancialOfficer

I
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Payment disbursal by Accounts Dept.

G't*
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5 No. Activities Responsibility Tar8et dates / days

1, Preparation of Payment Voucher and Cheque . Accounts Assistant

Checking of Cheque, Payment Voucher and

supporting documents

Verification of Cheque, Payment Voucher and

supporting documents

. lnternal Audit Staff

Review and Signing of Cheques . Joint Director
. Director

Payment Disbursal . Accounts Assistant

Activity & Responsibility:

7 days before due date

, Accounts Manager Within 1 day of receipt
from Accounts Assistant

3 Within 1 day of receip
from Acco unts Ma nage r

4 Within 1 day of r
from lnternal Audit

e L

5 On due date
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I
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Director
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