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- Objective:

f * To elaborate the process for Fee Collection

Procedure:

! Preparation of Fee Structure

= |

’ Publishing Fee Details in the Notice Board
L

3
I Intimating Fee Details to Parents ‘
|
E SN
| Receipt of Fees and Accounts updation ;
i ——
. Follow up of Defaulter’s Fee
Y
h; Publishing of Fee Defaulter’s List in the Notice Board ]
{
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‘ Submission of Fee Receivables Report
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Objective:

* To elaborate the process for Payment of Expenses

Procedure: B 3
Obtaining approvals of Associate Director /

Director on Supplier Invoice / Voucher

y
Submission of approved Invoice / Voucher to Accounts Dept. i !

-

Preparation of Payment Voucher and Cheque

[ Checking of Cheque, Payment Voucher and supporting documents by Accounts Manager * 1
L = i ?

i Verification of Cheque, Payment Voucher and supporting documents by Internal Audit

A

Review and Signing of Cheques by Joint Director

: ] i
Signing of Cheques by Director | fL

Payment disbursal by Accounts Dept.
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