
PROCESS FLOWCHART FOR FEE COLLECTION (FC V) 

Process for Fee Collection  Process for Other Collections 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

FEE DETAILS 

• Aided 

• SF 

• KWEA 

• Exam fees 

• Hostel fees 
 

Other collections from 

Departments/Centres/Individuals 

Receipts given by the Bursar’s Office 

Paid at the respective counters 

Proposal for fee structure from Bursar after having 

discussed with Principal 

II UG, III UG and II PG fee structure details sent to 

departments and uploaded in college website and 

Notice Board with clear instructions about mode of 

payment 

I UG and I PG fee structure details 

shared through the Prospectus 

Recommendations incorporated and presented to 

the Management Board 

Online Payment Mode 

Proposal is discussed at the Finance and 

Development Committee 

Approval from Management Board 

Reports generated at CIT / Bursar’s Office 

D 

Defaulters list Generated and sent to 

departments for necessary action 

Counter No. Details 

• Counter 6 

• Counter 7b 

• Counter 8 

• Counter 9 



PROCESS FLOWCHART FOR OTHER COLLECTIONS (FC VI) 

 

•   Collection at the Bursar’s Office:  
 
• Computer related Elective Course fee 

• Help Desk  at the time of admission 

• CFM 

• Long-term club 

• Guest house 

• MMT – I & II (Venue )     Rental Charges 

• SBI LDC Branch 

• CHILD 

• Other Training Programme fee  Organized by Centres 

• Receipt of Substitute salary from  the teacher 

• Sale of Scrap / Satellite Campus Products 

• Vehicle Pass Fee 

• Bus Fee 

• Duplicate ID, Hall Ticket issue fee 

• Supplementary Exam Fee 

• Course Re-registration fee 

• Wire Transfer by international students/guests/visitor 

• Chapel Offertory 

• Deposits collected for tender 
 

Counter No. Details 

• Counter 6 

• Counter 7b 

• Counter 8 

• Counter 9 

Fine - Library 
Collected in the Library and 
remitted in the Bursar’s office 
every month 

Alumnae Stores & Creche 
 

Collected in the Stores and 
remitted in the VP’s office 
every day 

Photocopying Receipts 

 

Collected by the person 
incharge and remitted the 
Bursar’s office every day 



 

Process Flowchart for Management Salary Disbursement for 
Teaching and Faculty Non-Teaching Staff (FC VII) 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

  

Deductions made 
in salary 

• EPF 

• ESI 

• Management 
Advance 

• Festival 
Advance 

• Society Loan 

Pay roll Preparation: 
Based on- 

• Verification of leave  
statement got from 
the Principal’s office 
(Teaching staff) and 
from Bursar’s office   
( Non-teaching) 

• Pay scale from 
appointment order 

• Cheque payment 
based on payment 
order 

• Deductions made 

Pay roll preparation 

Acquittance kept for signature at the respective 

counters (Counter 6 and Counter 9) 

Cheque payment for staff members in FIP vacancy, 

part time staff and staff appointed on hourly basis 

Approval by the Principal and Bursar 

Verified by the Accountant 

Salary credited to individual bank accounts on the 

first day of the month to the permanent staff 

members 

Norms for Salary 
Revision 
(Management) 
 

• Periodical 
Revision once in 
3 years for 
teaching and 
non-teaching 
staff  



 

PROCESS FLOWCHART FOR DISBURSEMENT OF SCHOLARSHIPS (FC VIII) 

 

Process for Management Scholarship Disbursement        Process for Management Endowed Scholarship                    Process for Work Scholarship 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Scholarship 
Committee 

• Principal 

• Bursar 

• DSS  

• ADSS 
 

Circular will be sent by the Dean of Student Service 

(DSS) to the depts. to recommend the needy 

students specifying the criteria for 

eligibilitydiscussed internally 

Distribution of cheques to the students by the DSS 

Submission of forms through the department Head 

with priority mentioned 

Distribution of forms to the students through 

departments 

 

Information to the departments on selected candidates  

Records maintained at the Bursar’s Office and 

DSS Office 

D 

Processing and finalizing the list of student 

beneficiaries with the scholarship amount by the 

scholarship committee  

Endowed Amount Received and Deposited in the 

Bank 

Approval and disbursement of Cheque to students at 

the Bursar’s Office 

Processing and finalizing the list of student 

beneficiaries with the scholarship amount by the 

scholarship committee  

 

Communication from Bursar’s office to departments 

with citation of each scholarship 

Interest incurred given as endowed scholarship to 

students 

Recommendation by departments received at 

Bursar’s Office 

Circular will be sent by the Dean of Student Service 

(DSS) to the depts. to recommend the needy 

students specifying the criteria for 

eligibilitydiscussed internally 

Payment on the basis of hours of work (min. 30hrs/yr; 

max 150 hrs / yr) through Bursar's Office 

 

Submission of forms by the students in the DSS 

Office duly signed by HOD and academic advisor 

 

Distribution of forms to students 

 

Submission of Records to the DSS at the end of 

academic year by the students 

 

Selection of students and work allotment by DSS 

 



 

 

Process for SCRANTON Scholarship Disbursement       Process for MOORE Family Scholarship Disbursement           Process for Scholarship sent from 

Global Ministries Scholarship  

 

 

 

 

 

 

 

 

 

 

 

 

 

Scholarship 
Committee 

• Principal 

• Bursar 

• DSS  

• ADSS 
 

Communication received by the Principal  from 

Korea  

discussed internally 

Thanks letter from recipient sent to the sponsors 

Names of the students recommended by DSS and 

Chaplin sent to Korea from Principal’s office with 

necessary details 

Identification of eligible students by DSS in 

consultation with the Chaplin 

 

Cheque issued to students by Bursar’s Office 

Records maintained at the Bursar’s Office 

D 

On receipt of approval from Korea, intimation is sent 

to Bursar’s office is sent 

DSS & ADSS identify eligible candidates and present 

to the scholarship committee 

Records maintained at the Bursar’s Office 

 

Cheques prepared at the Bursar’s office and issued 

by the Principal 

Scholarship committee scrutinizes the candidates 

and finalize the recipients 

Thanks letter from recipient sent to the sponsors 

 

Communication sent to Departments from Bursar’s 

office to recommend needy students 

Records maintained at the Bursar’s Office 

 

Scholarship Committee finalizes the recipients 

DSS & ADSS expedite the financial status of the 

students recommended and bring the list to 

Scholarship Committee  

Thanks letter from recipients sent to the sponsors 

 

Cheques issued in person by the Principal 

 

List of Scholarship 

• Government Scholarshipip  

• Management Scholarship 

• Management Endowed Scholarship 

• International Scholarship 

- SCRANTON 

- MOORE  

- Global Ministries 


