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STANDARD OPERATING PROCEDURE FOR
PREPARATIONOF INSTITUTION BUDGET

Procedure:
| | R ibilit Target
SN “tivities esponsibili
1 S.No | Activities ‘ esponsi y Dates/Days
— S  hudeet imnlementatic 110 star | Finance Commitiee 17 week ol February

Establishment of a budget implementation team to start

b | working on budget planning and preparation. N —
T2 | sant w 0|<kmL on budget preparation, based on the Finance Committee ? "week of Fcbruary x
requirement and new high priority spending initiatives. | 1 )
Reviewing and prioritizing the on-going and new activities | Finance Committee | 3" week of February
3 by finance committee and sending it to Principal.
| 4 Preparation/Developing ol budget plan | Finance Co ()mmmu ‘4”‘ week ol Februar,
1 5 Reviewing current program budget structure. developing Finance Committee ‘ 1" week of March
‘ program narratives and performance indicators based on ‘
actual resources. - R |
; 6 Study the requirements through sending an internal budget [Finance Committee \ 1" week of March ‘
i circular to all departments. I ] o
[ 7 Conducting a department brainstorm session for budget Finance C ()mmlllLL | U week of March
‘ preparation. ) .
| 8 Prioritizing quum_mcnls and fmall/ln& pl()pusals for  [Finance Commitice 3" week of March
‘ budget preparation for current academic year.
}, 9 Preparing detailed proposal of internal department budg:ul[ inance Commitiee 3 week of March
| and submitting the proposals to Principal.
. 10 Preparing final draft budget for current academic year. I |n¢m—L:Aun;ml|'t-u_g_ 4" week of March
Y l’erarmE final draft budget for current academic year. Finance (‘omnmtcc T -1“' \\Qk ol M: mh<
‘ 12 ' Lunduullng the budget hearing meeting with the bUdLLI l-‘inum:gd);ﬁr;{iucé 4" w u.k of M;u;h ‘
| committee.
:_ 13 ) ]{“q&':‘ 'fY[ﬁi"E_@[‘bﬁj on budg,el hC("'”E '"%“j‘i{i“*“lﬂ | l inance Committee 4" week ol March
[ 14 Conveying approved budget Linance Committee 4" week of March
LIS ‘ Releasing the budget fund to appm\ ed budget pmpnmls Management 4" week of March

ComJ)osmdn of Fm.mw (onlmlttcc

. No Head ~ [Position in the Finance Committee |
! l’nnupnl 7 - 7(7'huirm;mr 7
( l Finance ()lluu GITAM 7 Member
] 3 ' Assistant Finance Officer. GITAM l Member |
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