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Sir / Madam,



Sub:  Sending Guidelines and Proforma – conduct of University



          Examinations – Settlement of Advances – Regarding.






********

I am sending herewith the Guidelines and copies of Proforma for settlement of the Examinations bills towards the settlement of  advances  received from the   University for conduct  to Theory  and Practical  Examinations. Further   you are  requested    to strictly  follow the guidelines at the time of claiming the bills so as to avoid disallowing of some of your claims.










Yours Faithfully,










REGISTRAR

Copy to

1. Vice-Chancellor’s Section

2. Registrar’s Section

3. Finance Officer

4. Controller of Examinations

5. The Director, Directorate of Distance Education

6. Additional Controller of Examinations, DDE

7. Pre-Audit Section

MADURAI KAMARAJ UNIVERSITY

MADURAI – 625 021
RATES OF REMUNERATION FOR THEORY EXAMINATION WORKS

I. REMUNERATION FOR THEORY EXAMINATIONS
1.
Chief Superintendent

……..


. . .
Rs. 70/- per session

2.
Hall Invigilator

(1/25 candidates)
. . .
Rs. 50/- per session

3.
Clerical Assistant

(1/100 candidates)
. . .
Rs. 25/- per session

4.
Servant


(1/75   candidates)
. . .
Rs. 15/- per session

5. 
Waterman


(1/300 candidates)
. . .
Rs. 15/- per session

6.   Sweeper or Scavenger

(1/300 candidates)
. . .
Rs. 15/- per session

7.
Scribe fee 


. . . . . . 

. . . 
Rs. 50/- per paper










per candidate

II. GENERAL ARRANGEMENTS
1.
General arrangements for every 100 students

. . .
Rs. 20/-


(See S1.No.9 of Guidelines)

2.
Issue of Hall Tickets upto 200 candidates

. . .
Rs. 60/-


Above 200 candidates




. . .
Rs.120/-

3.
Scrutiny of Applications, collection of 


Examination Fees, Typing of Nominal Roll, etc.,
. . . 
Rs. 1/-per candidate


(No . of candidates applied for the Examinations


(Course wise and Semester wise) should be


enclosed without fail)

4.
Charges for sewing cloth bags


. . .
Rs. 1.75 per bag

5.
Incidental expenditure




. . .
Rs. 0.30 paise per                               








paper to be supported by bills.


(all stationery items , conveyance & other items)

Note:


The Theory bills should be submitted separately with vouchers while settling the advance within 15 days after the completions of the Theory Examinations.


(ONLY ON RECEIPT OF THE PREVIOUS BILLS / ACCOUNTS, FURTHER ADVANCE WILL BE SANCTIONED).

REGISTRAR

MADURAI KAMARAJ UNIVERSITY

MADURAI – 625 021

RATES OF REMUNERATION FOR EXAMINATION WORKS
III. REMUNERATION FOR PRACTICALEXAMINATIONS :
1.
Chief Superintendent 


           . . .
Rs. 200/- for April / 









November Examinations.

2.
Hall Superintendent



. . .
Rs. 50/- per session

3.
Question Paper setting


(a) For One set




. . .
Rs.75/-

 
No. of  Question Papers = 1


(External Rs. 37.50


External (or) Internal1x75 = Rs.75/-


Internal Rs. 37.50 )


(b) For more than one set in the same 


subject including the Ist set


. . .
Rs. 50/- per set


No.of Question Papers


External / Internal i.e., 1+1=2x 50=Rs.100/-     . . . 
(External Rs. 50/-





2+0=2x50= Rs. 100/-     . . . 
Internal Rs. 50/-)

4. Preparation, Evaluation for Examiners :

For UG 
. . 3 Hours and below  . . .
Rs. 10/- per candidate

For UG
. . 6 Hours

. . . 
Rs 15 /- per candidate



For PG

. . 3 Hours and below
. . .
Rs. 20/- per candidate



For PG

. . 6 Hours

. . . 
Rs. 30/- per candidate

5.
Skilled Assistant :


For UG – only one person is allowed for


One session




. . .
Rs. 6/- Per candidate


For  PG – two persons are allowed for


One session




. . .
Rs. 6/- Per candidate


(Not allowed for project / viva-voce)

6.
Lab Assistant / Attender : 


. . .
Rs. 15/- per session


Only two persons allowed for UG / PG 


Practicals 

7.
Waterman




. . .
Rs. 15/- per session
8.
Sweeper (or) Scavenger


. . .
Rs. 15/- per session

9.
Clerical Assistant (forevery 100 candidates) . . .
Rs. 25/- per session

10.
Mechanical Assistant:


Physics Practical in B.Sc., & B.E., Courses


And B.Sc., Electornics Practical

. . .
Rs.15/- per session

11.
Gasman for Chemistry Practical & in B.Sc.,


& B.E.,




. . . 
Rs. 15/- per session

12.
B.B.A.,


a)     Project valuation



. . .
Rs. 6/- per candidate

              Viva – Voce



. . . 
Rs. 2/- per candidate


b)     Training Project Supervisor & Guide
. . .
Each Rs. 6/- per candidate


        Viva – voce HOD, Guide & External





Examiner

. . .
Each Rs. 2/- per candidate


c)     Field Study Report Guide & HOD
. . .
Each Rs. 6/- per candidate


        Viva – Voce HOD, Guide & External




Examiner


. . . 
Each Rs. 2/- per candidate

13.
B.Sc., Project Viva



. . .
Rs. 20/- per candidate


a) Computer Science &



(External Rs. 10/-


b) Electronics





Internal Rs. 10/- )

14.
B.E., Project Viva Exam


. . . 
Rs. 20/- per candidate

 


 




(External Rs. 10/-









Internal Rs. 10 /-)

15.
a) Remuneration for PG Project / Dissertation . . .   Rs. 40/- Internal per candidate







          Rs. 40/- External per candidate


b) Viva




. . . .   Rs. 2/- Internal per candidate








          Rs. 2/- External per candidate

16. M.Phil., Project & Viva

     . . . 
          Rs.50 /-  Internal per candidate

                                                                                              Rs. 50/- External per candidate

17.
For all UG / PG Practicals – Chemicals
. . . 
Rs. 8/-  per candidate

(Chemistry Subjects only )



to be supported by bills

18.
Specimen – (Botany & Zoology Subjects)     . . . 
Rs. 6/-  per candidate








to be supported by bills.

19.
Purchase of Materials



. . .
Rs. 6/- per candidate


Home Science / Catering Technology 





Practicals


to be supported by bills.

20.
For Practicals  : 



. . .
No Remuneration for Store









Keeper









No power charges for 









Conducting the practicals.









No remuneration for 









Electrician.

Note :


The Practical bills should be submitted separately with vouchers while settling the advance within 15 days after the completions of the Practical Examinations.


(ONLY ON RECEIPT OF THE PREVIOUS BILLS / ACCOUNTS, FURTHER ADVANCE    WILL BE SANCTIONED).










REGISTRAR.


MADURAI  KAMARAJ  UNIVERSITY

MADURAI – 625 021

GUIDELINES

FOR PREPARING THE CLAIMS / BILLS FOR SETTLEMENT OF ADVANCE PAID TOWARDS THE CONDUCT OF THEORY AND PRACTICAL EXAMINATIONS
1.
The advance amount should be settled within 15 DAYS from the last date of       


examination.

2.
The bills should be settled separately for each advance drawn with voucher


number / date & Demand Draft number / date.

3.
The bills for settlement of advances should be sent separately for Theory & 


Practical Examinations and not put together.

4.
No consolidated payment should be made to a single person. Individual receipt


should be enclosed for each payment datewise. Xerox copies of the receipts /

bills / vouchers will not be accepted.

5.
All the vouchers and claim bills should be countersigned by the Chief 


Superintendent with the College seal affixed in all vouchers.

6.
Revenue stamp should be affixed in each claim bill if the claim amount is 


Rs. 500/- or above Rs. 500/-.

7.
Each claim should contain all the details such as Date, Subject, Month and 


Year of Examinations.

8.
The total number of candidates Registered for the examination should be 


mentioned in the remuneration claim for issue of Hall Tickets to both regular 


and private / arrear candidates.

9.
The claim for General arrangements, shall be made (for every 100 candidates)


at the rate of Rs. 20/- on the particular day in which the maximum number of


candidates registered for the examination. (THAT IS FOR ONE DAY ONLY 


THROUGHOUT THIS ENTIRE EXAMINATION PERIOD)

10.
Statement of Abstract should be enclosed along with the bills for Theory 


Examinations (Proforma – I) and for Practical Examinations (Proforma – A) 


Proforma enclosed.

11.
All the vouchers shall be arranged date wise with serial numbers along with an 


abstract and they should be sent to this office with proper binding with wrapper


sheets. All papers / vouchers should contain running page numbers.

12.
A copy of the practical examination time-table should be attached for each course.

13.
The statement of students who have appeared for the practical examinations must


be enclosed date – wise, session – wise, subject – wise and subject code – wise.

14.
The claim bills of the External Invigilators should contain the name and address 


of their college and the same should be counter signed by the Chief 


Superintendent.

15.
Individual Original Vouchers for Specimen and Chemicals purchased for the


Practical examinations only should be enclosed with practical examination 


bills. This may be claimed according to the number of candidates registered for


the examinations.

16.
The details for the disallowed amount will be given separately by the University 


while finalising the claim bills for settlement  of advances. If any particulars are 


required and called for, the same should be furnished by the Chief Superintendent 


immediately.

17.
One person should not be engaged for Two Types of work or more at the same 


time with different designations. The claim should be made for the actual number


of staff engaged.

18.
The claims may be prepared strictly as per the Proforma enclosed.


For Theory :


Proforma – I  . . Abstract


Proforma – II  . . Statement of Remuneration


Proforma – III . . Vouchers


For Practical :


Proforma  - A  . . Abstract


Proforma  - B  . . Claim or Remuneration – Internal / External Examiners


Proforma  - C  . . Claim of Remuneration – Hall Superintendent, Skilled




     Assistant, and others


Proforma  - D  . .  Claim of Remuneraion – Clerical Assistnt

19.
If there is any balance unspent amount in any advance, it must be remitted 


through a State Bank of India Demand Draft drawn in favour of the Registrar,


Madurai Kamaraj University, Madurai payable at State Bank of India, Palkalai


Nagar Branch, Madurai which should be enclosed with the claim bills for 


Settlement of advances  within 15 days from the last date of examinations.

20.
If any payment is made in excess or against the University norms, the Chief 


Superintendent is alone held responsible for that amount and he should remit the


amount immediately to the University.

21.
All answer scripts should be handed over to the University Staff within the last


date of collection of answer scripts without fail. Otherwise, the College should 


bear the cost of sending the answer scripts.

22. 
Cost of Postage or Xerox can be claimed by producing the Bills / Receipts in 


Original.

23. 
The Advance sanctioned for conduct of Theory Examinations should not be


used for Practical Examinations and Vise – Versa.

24.
Need not send any other type of vouchers   other than the proforma in connection


with the examination remunerations.

25.
Bills and vouchers in original should be submitted for all expenses.

26.
In case of engaging a scribe, the details about the Candidate’s Name, Register


Number, Major Code and Subject Code should be furnished . The scribe’s full


address should also be mentioned in the claim bill.

27.
TA & DA :


a)  For Theory :


i)
The  TA / DA for the External Invigilators will be paid by the University 


   
separately. The Invigilators  should claim the TA / DA with the 



Attendance Certificate in original.



The Chief Superintendent  of the Examinations should collect the claims 



of  TA & DA from the External Invigilators and send them along with the



Attendance Certificate. The Attendance Certificate should be issue to each



External  invigilators  and mentioned the attended dates of invigilators 



(avoid From….. To…..) in original to the University separately. The 



payment will be paid to the Invigilators separately by the University. The



Invigilators need not send the claim individually.


ii)
First Class Train Fare will be paid to the out station External Invigilator



as TA.


iii)
A sum of Rs. 30/- per day will be paid to the out station External 



Invigilator as  Halting Allowance.


iv)
A sum of Rs. 30/- per day will be paid to the Local External Invigilator as



DA.


b) For Practical :


i)
The TA / DA for the External Practical Examiners will be paid by the



University separately. The Examiners should claim the TA /DA with the 



Attendance Certificate in original.



The Chief Superintendent  of the Examinations should collect the claims 

of  TA & DA from the External Practical Examiners and send them along        with the



Attendance Certificate. The attendance certificate should be issue to each



External  examiners  and mentioned the attended dates of examiners



(avoid From….. To…..) in original to the University separately. The 



payment will be paid to the Examiners separately by the University. The



Examiners  need not send the claim individually.


ii)
11/4th  of  First Class Train Fare will be paid to the out station External



Examiner as TA.


iii)
A sum of Rs. 125/- per day will be paid to the  out station External 



Examiner as Halting Allowance.

iv) A sum of Rs. 70/- per day will be paid to the Local External Examiner as 

DA.


v)
The remuneration of valuation will be paid by the college and not by the 



University under any circumstances.


c)
TA – will be paid to the out station examiners and invigilators to the 



shortest rout of Train or Bus or both.

28.
The outstation  Invigilators for the Theory Examinations be appointed continuously without any break and from the nearest place preferably within a distance of less than 24 k.m.

29.
While submitting the accounts, kindly arrange them in the following order :


For Theory :


Proforma – I        . .  Abstract


Proforma – II      . .  Statement of Remuneration


Proforma – III    . . . Vouchers


For Practical :


Proforma – A     . .  Abstract


Proforma – B     . .  Claim of Remuneration – Internal / External Examiners





a) Scheme of Practical Examination of the Major





(contains the particulars of Register Number of Registered





candidates with total, Register Number of absentees 





candidates &  Register Number of appeared candidates 





with total)





b) External Examiner Remuneration                       Same




c) Internal Examiner Remuneration

         Subject




d) Claim of Remuneration – Hall Superintendent   of the




skilled Assistant, and others (Proforma-C)             Major

Proforma – D   . .  Claim of Remuneration – Clerical Assistant

30.
Individual claim of remuneration in connection with the Examinations work will 


not be entertained by the University. All payments will be paid by the Chief


Superintendent Only.


The above instructions shall be strictly followed at the time of settlement of 


Advances given for Examination purposes.


(ONLY ON RECEIPT OF THE PREVIOUS BILLS / ACCOUNTS, FURTHER ADVANCE WILL BE SANCTIONED).









REGISTRAR.

