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Technical Education Quality Improvement Program – III

FORMAT for Settlement of Accounts: TEQIP
(To be prepared by Event coordinators after the event.)
1. Name of the Event/ Course
:
2. Department 


:
3. Coordinator (s) 

:
4. Co-coordinator (s)

:
5. Date(s) of Event
          :
6. Number of Days                  :  

7. Total No. of Participants Attended: 
(Please attach signature sheets of all participants including who attend on walk-in basis. See Annexure A1.)

8. Number of SC/ST/OBC Registrants:  
9. Proceedings indicating approval for the conduct of event 
(Number & Date)






: 
10. Expenditure Overview:
	Sl.No
	Expenditure Head/Description
	Annexure with details Attached
	 (Yes/No)
	Total  Amount

(in Rs)

	1. 
	Venue and Logistics Arrangements
	A2
	
	

	2. 
	Hospitality to Participants
	A3
	
	

	3. 
	Honorarium to Resource Persons/Experts: 
(External and Internal)
	A4
	
	

	4. 
	Boarding & Lodging Expenses

of Resource Persons/Experts
	A5
	
	

	5. 
	TA/DA/ Field Trips
 (including Resource persons both National & International)
	A6
	
	

	6. 
	Replication of Printed materials
 (Course Material, Consumables, Kit, Publications, Digital Video /Photo costs, etc.,)
	A7
	
	

	7. 
	Contingency

( Local Transport, Management costs,  demo samples & lab materials used during TEQIP event  etc.)
	A8
	
	

	
	Grand
Total
	
	
	


11. Total Advance Funds Received for the event:
	Sl. No
	Details of Funds
	Amount (in Rs)

	A. 
	1st  Installment  Received from TEQIP  
	

	B. 
	Additional Advance Amount Received for the same event if any 
	

	C. 
	Total  Advance Received (C  =  A+B)
	

	D. 
	Total Expenditure incurred  
	

	E. 
	Overspent Amount w.r.t Advance Amount mentioned in point D, if any (ie., Balance Due to Course Coordinator )
Course Coordinator’s Bank Details:

           A/C No:
           A/C Holder’s Name:

           Bank Name:                               Branch:

           IFSC Code:                  
	

	F. 
	Excess Amount / unspent amount (if any) Returned Via Cheque No & Date ( in the name of Principal)

Cheque /DD No:___________________; 

Bank Name:_________

(Please attach a photo copy of the Cheque/Draft)
	


Amount in words: (…………………………………………………………………………………)

Course Coordinator (s)






HOD

TEQIP Nodal Officer (Academic)

TEQIP Nodal Officer (Finance)
      TEQIP Coordinator








Principal

A1 List of Registered Participants (Registration Sheet of Event)
1.  Number of External Participants
a. Number of Faculty from Academic Institutions
:
b. From Industry





:

c. PG Students/Research Scholars


:

d. UG students





:

Total 
2. Number of Internal Participants



:
3. Total Number of Participants (1+2)



:
	Sl.No
	Name of Participant
	Institution
	Community
	Email and Mobile No.

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	


Course Coordinator (s)






HOD

TEQIP Nodal Officer (Academic)

TEQIP Nodal Officer (Finance)
      TEQIP Coordinator










Principal

A2. Venue and Logistics Arrangements

	Sl.No.
	Item Description
	Name of Service provider 
	GST No.
	Bill date
	Bill No
	Amount

(Rs)
	Indicate mode of payment: 

1. If cash is already paid, attach receipt. 

2. mention if payment is made to the party by cheque , Provide Cheque details.

 

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	Total
	
	
	
	
	


Course Coordinator (s)






HOD

TEQIP Nodal Officer (Academic)

TEQIP Nodal Officer (Finance)
      TEQIP Coordinator










Principal

A3- Hospitality to Participants            
	Sl.No.
	Item Description
	Name of Service provider 
	GST No.
	Bill date
	Bill No
	Amount

(Rs)
	Indicate mode of payment: 

 

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	Total
	
	
	
	
	


Course Coordinator (s)






HOD

TEQIP Nodal Officer (Academic)

TEQIP Nodal Officer (Finance)
      TEQIP Coordinator










Principal

A4  Honorarium - Resource Persons: (Outside)
	Sl.No
	Name of Expert / Resource Person
	Institution / Organization With address
	Total Number of Hours of engagement
	Honorarium Amount Total
	Indicate mode of payment: 

1. If cash is already paid, attach receipt. 

2. mention if payment is made by cheque , Provide Cheque details.



	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	TOTAL
	
	
	


The Event Schedule indicating slots / engagement hours of outside Resource Persons is attached for general reference. 

Course Coordinator (s)






HOD

TEQIP Nodal Officer (Academic)

TEQIP Nodal Officer (Finance)
      TEQIP Coordinator











     Principal

A5 : Boarding & Lodging expenditure / Bills / Payments
	Sl.No.
	Item Description
	Name of Service provider 
	GST No.
	Bill Date
	Bill No
	Amount

(Rs)
	Indicate mode of payment: 

1. If cash is already paid, attach receipt. 

2. mention if payment is to be made to the party by cheque , Provide Cheque details.

 

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	Total
	
	
	
	
	


Course Coordinator (s)






HOD

TEQIP Nodal Officer (Academic)

TEQIP Nodal Officer (Finance)
      TEQIP Coordinator












Principal

A6 : TA Payments / Forms /Settlement

	Sl.No
	Name
	Date
	 Number of TA 
	Amount
	Indicate mode of payment: 

1. If cash is already paid, attach receipt. 

2. mention if payment is to be made to the party by cheque , Provide Cheque details.



	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	Total
	
	
	
	


Course Coordinator (s)






HOD

TEQIP Nodal Officer (Academic)

TEQIP Nodal Officer (Finance)
      TEQIP Coordinator












Principal

A7: Replication of Printed Materials
	Sl.No

	Description of Expenditure
	Name of the Service Provider
	GST No
	Bill  No.
	Bill date
	Amount (Rs)

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	Total
	
	
	
	
	


Course Coordinator (s)






HOD

TEQIP Nodal Officer (Academic)

TEQIP Nodal Officer (Finance)
      TEQIP Coordinator












Principal

A8: Contingency & Consumables Expenditure
	Sl.No

	Description of Expenditure
	Name of the Service Provider
	GST No
	Bill  No.
	Bill date
	Amount (Rs)

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	Total
	
	
	
	
	


Course Coordinator (s)






HOD

TEQIP Nodal Officer (Academic)

TEQIP Nodal Officer (Finance)
      TEQIP Coordinator











Principal

A9: Details of Resource Persons/Experts
	Sl.No

	Name of the Resource Person/Expert
	Name of the Institution
	Email id and Mobile No
	Role of Resource Person/Expert

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	


Course Coordinator (s)






HOD

TEQIP Nodal Officer (Academic)

TEQIP Nodal Officer (Finance)
      TEQIP Coordinator











Principal
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Technical Education Quality Improvement Program – III

Check List

	1. 
	Proforma for submission of Proposal to Organize the National Conference/International Conference/Workshop/Short Term Course/Expert Lectures etc.
	(

	2. 
	Copy of Proceeding indicating Approval for the Conduct of the Event Obtained from Principal
	(

	3. 
	Programmme Brochure Copy

	(

	4. 
	Programme Invitation Copy
	(

	5. 
	Daily Schedule of Activities covered in the Programme


	(

	6. 
	Inaguration Photos /Videos
	(

	7. 
	A1:  List of Registered Participants is attached as in Format.


	(

	8. 
	A2 : Venue and Logistics Arrangements


	(

	9. 
	A3 : Hospitality to Participants


	(

	10. 
	A4 :  Honorarium -Resource Persons- Faculty : ( Outside)


	(

	11. 
	A5: Boarding & Lodging expenditure / Bills / Payments

	(

	12. 
	A6: TA Payments / Forms /Settlement

	(

	13. 
	A7: Contingency & Consumable Expenditure 


	(

	14. 
	A8: List of Resource Persons/Experts 
	(

	15. 
	List of Selected Papers


	(

	16. 
	 Feedback Forms


	(

	17. 
	One Page Report


	(

	18. 
	Certificate Sample


	(

	19. 
	Others (Photos/Videos, etc)
	(


Course Coordinator(s) 






HOD
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