
                  

 

 

 

 

PARTICIPATION IN CONFERENCES/ TRAINING  

 

Check List of items to be enclosed for reimbursement 

 

1. Brochure 

2. Report of  participation in conference/Training  

3.  Technical Paper abstract  

4. Technical Paper copy 

5. Original receipts 

6.  Conference Time Table( Schedule) 

7. Attendance certificate 

8. Permission letter from college 

9. Summary of Expenses 

10.  Covering Letter forwarded by HOD 

11. Endorsement from  TEQIP  office 

12.  TRNG-II 

13. TA/DA form 

 

  

JSS Mahavidyapeetha 
 

Sri Jayachamarajendra College of Engineering Mysore – 570 006 
 

(Autonomous institution under Visvesvaraya Technological University, Belgaum) 

 

 

 

(Autonomous institution under Visvesvaraya Technological University, Belgaum) 

 

 

Sri Jayachamarajendra College of Engineering Mysore – 570 006 

 

(Autonomous institution under Visvesvaraya Technological University, Belgaum) 

 

 

   



 

TEQIP II 

Guidelines for Conducting International Conferences 
 

 Duly filled  TRNG II  application form along with proposal  

 Documents/ Checklists / Annexure as per the TRNG II  application form 

 Before the conduction of the conference approval from management, BoG & SPFU 

office shall be obtained. 
 

 All claims shall be made within two weeks from the date of end of conference and should 

be supported by original receipts (addressed to principal, SJCE Mysore) 
 

 TA/DA will be reimbursed as per the guidelines formulated under TEQIP for SJCE  in 

accordance with that of GoK 
 

 Entitlements for International journey by Air shall be as per actual. International Air 

ticket should be purchased at least three months prior to the date of conference at 

minimum fare in economy class. Relevant boarding pass should be attached. 
 

 Entitlements for journeys by Air within India shall be as per actual. Air ticket should be 

purchased at least one month prior to the date of conference at minimum fare in economy 

class. Relevant boarding pass should be attached. 
 

 The maximum funds from TEQIP for international conference shall be Rs. 10,00,000/- 

(Rupees Ten Lakhs only). Additional funding can be obtained from other sources such as 

Government agencies, Industries, etc. 
 

 Expenditure incurred towards conference involving Private Agencies shall be considered 

as Non-Permissible Expenditure.  However, services of private agencies can be procured 

through Procurement Management Support System (PMSS). 
 

 All non - permissible rules of TEQIP-II should be strictly followed. 
 

 Direct cash payments to vendor shall not exceed Rs. 19,000/-.  
 

 TDS for all services shall be deducted at source as per norm (2% of expenditure) 
 

 Details of funds attempted from other funding agencies to be furnished. 
 

 TEQIP should be acknowledged in all the brochures, banner, invitation card, 

proceedings, etc. 
 

 All income including Registration fees collection is to be reimbursed to TEQIP office 

with authentic proof. 
 

 All transactions should be preferably made through cheques. 

 MCA/MBA cannot be official part of TEQIP – II. 

 Principal’s approval is necessary in case of any deviation from the guidelines. 

 The proposal and claim papers should be routed through HOD  

  

JSS Mahavidyapeetha 

Sri Jayachamarajendra College of Engineering Mysore – 570 006 
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         TRNG-II 

TEQIP-II: Proforma for Sending Proposal to SPFU for Conducting National/International 
Conference/Seminar/Workshop/Symposium. 

Name of Institution:        Sub-Comp: 1.1 / 1.2 

1 Title of the Training Programme  

2 Broad Area of Training   

3 State the Objectives of Training Programme 
 

 

4 
State the Outcomes expected from the 
Programme 

 

5 

Whether the objectives and the outcomes  
are justified, and beneficial to the students  
and the institution as per the Institutional 
Development Plan (IDP) 

 

6 
Whether the proposed training programme  
supports the training requested by Faculty/ 
Staff  based on Training Need Analysis (TNA) 

 

7 
Name and address of the Training Associate,  
if any (specify Agency  or Industry). 

 

8 
Training Type 

(Tick any one) 

(a) Seminar 

(b) Conference 

(c ) Workshop 

(d) Symposium 

9 
Nature of Training 

(Tick any one) 

(a) Exposure or Interaction with Industry 

(b) Teaching Competence 

(c) Research Competence 

(d) Management Skill 

10 
Training Category 

(Tick any one) 

(a) Subject Domain 

(b) Qualification Up-gradation 

(c ) Management Development 

(d) Others ( Please specify): 

11 Venue and place of the Programme  

12 Scheduled dates (from and to)  

13 Duration of Training   



14 

Expected  

Total Number 

 of Participants 

a) TEQIP Institutions 

b)  Non-TEQIP Institutions 

c)  International Participants 

d) Research Scholars 

 

                                   Total  

15 
Expected Total Cost of the Programme 
(as per Annexure-1) 

 

16 

Whether the proposed Training is approved by 
Institutional BOG (Yes/No: If ‘Yes’, mention the     
BOG Approval No. with Date, and  if ‘No’ please 
explain why it was not approved) 

 

17 
Recommendations by Nodal Officer (Academic) 
(Signature with Seal & Date) 

 

 

 

 

 

18 
Recommendations by Nodal Officer (Finance) 
(Signature with Seal & Date) 

 

 

 

 

 

19 
Recommendations by TEQIP Coordinator 
(Signature with Seal & Date) 

 

 

 

 

 

 

20 
Recommendations by the Principal  

(Signature with Seal & Date) 

 

 

 

 

 

 

 

  



TEQIP-II: Format for Sending Proposals to Conduct National/International 

Conference/Seminar/Workshop/Symposium. 

(Please complete the checklist with ‘YES or NO’ wherever applicable and attach the 

relevant document/certificates/papers along with the proposal)  

Sl. 

No 
Documents/Certificates/Papers Attached 

YES/

NO 

1.  
Clear Objectives of the National/International Proposed Programme linked with the 

Project  
 

2.  
Clear indication of the expected outcome of the Proposed Programme  and value 

addition  
 

3.  Proceedings of BOG indicating its approval for conduct of programme  

4.  
Details of the Previous National/International Training / Programmes Conducted by 

the Institution (since March-2010) 
 

5.  Programme Brochure    

6.  
Daily schedule of activities to be covered in the Conference/Workshop/ 

Seminar/Symposium 
 

7.  
List Guest Faculty/Experts/Technical Speakers with Name, Designation, 

Organization and Contact details 
 

8.  
Details about collaboration with Industry, Institute any other training provider/ 

agency involved in conducting the training programme 
 

9.  
Certificate that the expenditure incurred for conducting training programme under 

TEQIP-II is not claimed elsewhere I.e. any other organization/department 
 

10.  Split up of expected expenditure with supporting Documents (as per Annexure-1)  

11.  

‘Political Clearance or No Objection Certificate’ from the Ministry of External 

Affairs, the Ministry of Home Affairs and other competent authorities of 

Government of India and State Government in respect of conduct of International 

conference and list of Foreign Delegates/Participants 

 

12.  Any other  

 

 

 

         TEQIP Coordinator                Principal 

(Signature with Seal and Date)         (Signature with Seal & Date) 

 

 

  



 

 

Annexure-I 

Details of Split-up Expenditure to conduct National/International Conference/ 

Seminar/ Workshop/ Symposium (To be borne under Incremental Operating 

Cost). 

 

Name of the Institution:       Sub-Comp: 1.1 / 

1.2 

 

Sl. 
No. 

Particulars Unit Quantity Rate 
Amount 
(in Rs.) 

1 Venue and Logistic Arrangements     

2 Hospitality to Guests and Participants     

3 
Guest Faculty/ Experts/ 
Technical Speakers 

a) TA     

b) DA     

c) Lodging     

d) Honorarium     

4 
Replication of Printed Training Materials, 
Stationeries etc. 

    

5 Publication of Proceedings     

Total     

 

(Total in words…………………………………………………………………………………………...) 

 

      

 

         

 

 TEQIP Coordinator                Principal 

(Signature with Seal and Date)         (Signature with Seal & Date) 

 

  



 
    TRNG-1 

TEQIP-II: FORMAT FOR TRAINING PROPOSAL (NATIONAL / INTERNATIONAL)  

(For the use of Faculty/Staff to be deputed)  
NAME OF INSTITUTION:                                                    Sub- Comp: 1.1 / 1.2  

1 Name of the Applicant  

2 
Whether the applicant belongs to 
SC/ST/GEN 

  

3 
Designation 
(Please specify whether the  
Applicant is Faculty or Staff) 

 

4 Department  

 
5 

Contact Details 

Cell Number /  
Land Line number 

 

& E-mail ID 
 
 

6 
Highest Qualification Acquired 
(Specialization at PG, If applicable) 

 

7 Title of Training  

8 Broad Area of Training  

9 
External Training 
 (Specify National or International) 

 

10 
Name of the Training Provider 
 (specify Institution  or Industry) 

 

11 
Training Type 
(Tick any one) 

(a) Seminar 
(b) Conference 
(c ) Workshop 
(d) Symposium 

12 
Nature of Training 
(Tick any one) 

(a) Exposure or Interaction with Industry 
(b) Teaching Competence 
(c) Research Competence 
(d) Management Skill 

13 
Training Category 
(Tick any one) 

(a) Subject Domain 
(b) Qualification Up-gradation 
(c ) Management Development 
(d) Others ( Please specify): 

14 Venue and place of the Programme  

15 Scheduled dates (from and to)  

16 
Duration of Training  
(Excluding Journey Dates) 

 

17 Date of Forward Journey  

18 Date of Return Journey  

19 
Approximate Total Cost in Rs 
(As per Annexure-I) 

 



20 

 
I certify/undertake that 
(a) The same research paper in presented/published elsewhere by me or any other co-author/s 
(b) Only one (in case of International Conference) / two (in case of National Conference) of the 
authors (if there is more than one for that research paper) is seeking sponsorship under TEQIP 
and the same research paper will not be presented elsewhere with assistance from TEQIP or 
any other funding agency. 
(c)  I will share the knowledge that gain from the programme with other faculty & staff of our 
college through an open  seminar / presentation 
 

21 Signature of the trainee with date 

 

 

 

 

 

 

Pl. Note: Complete the following checklist with ‘YES or NO’ wherever applicable  

and attach the relevant Documents/Certificates/Papers with the proposal. 

Sl. 

No 
Documents/Papers Attached 

YES/

NO 

1.  

If the Training is not covered as per ‘BOG approved Annual Training Plan (ATP)’, please 

attach the ‘Proceedings of the BOG Meeting held or by Circulation’ indicating approval 

for attending the training programme 

 

2.  Programme brochure    

3.  Copy of the complete research paper   

4.  Acceptance letter by the organizers of the programme   

5.  Clear Objectives of the National/International travel  linked with the Project   

6.  Clear indication of the expected outcome of the tour  and value addition   

7.  
Daily schedule of activities to be covered in the Conference /Workshop/ 

Seminar/Symposium  
 

8.  Tour Plans   

9.  
Split up of expected expenditure with supporting documents (as per applicable 

Annexure-1)  
 

10.  
List of reputed National/International Conferences shortlisted / approved by the 

department / college with previous Cumulative Impact Index 
 

11.  

If the candidate has applied for sponsorship to external funding agencies such as 

AICTE/VTU/CSIR/UGC etc. seeking financial support for the visit, then the same should 

be submitted along with written response from the external funding agencies.    

 

12.  

Bio-data of the staff/faculty highlighting the qualifications; previous trainings (both 

national/international) attended/conducted; proceedings and books published; R&D 

projects handled; and patents obtained etc. 

 

13.  Passport Details of the Trainee   

14.  
Undertaking by the faculty/staff that he will claim expenditure towards international travel 

to maximum 7 days only (Excluding journey days) 
 

15.  Any other  

 

Date:         Signature of Trainee 

         (Name……………………..) 

Pl. Note: (1) All documents/certificates submitted by the trainee should be duly attested 

by the Principal and the TEQIP Coordinator.  



Annexure-1: 
Details of Expected Expenditure for attending National/International Training Programme 

(To be borne under Faculty & Staff Development based on Training Need Analysis (TNA)) 

 

Name of Institution:                Sub-Comp:1.1 / 1.2 

Sl. 

No. 
Particulars Amount 

1.  Registration / Course fee (in Rs./US$)  

2.  

Conveyance (in Rs./US$) 

a) Air fare (to & fro) 

 Onward Journey: (Date:    /   /                Time:                 ) 

From:…………………………. To……………………………… 

Return Journey:   (Date:    /   /                Time:                 ) 

From:…………………………. To……………………………… 

 

b) Train/Bus fare(to & fro) 

Onward Journey: (Date:    /   /                Time:                 ) 

From:…………………………. To……………………………… 

Return Journey:  (Date:    /   /                Time:                 ) 

From:…………………………. To……………………………… 

 

C) Taxi/Auto fare(to & fro) 

Onward Journey: (Date:    /   /                Time:                 ) 

From:…………………………. To……………………………… 

Return Journey:  (Date:    /   /                Time:                 ) 

From:…………………………. To……………………………… 

 

3.  Allowable Journey DA for ……number of days @ Rs./US$ …….……./-  

4.  
Allowable DA for ……………number of days National/International stay  

at (place)……………………………..@ Rs./US$ …….………../- 

 

5.  
Allowable/Actual Accommodation charges for ……….….number of days  

@ Rs./US$ …….………../- 

 

6.  

Miscellaneous Expenditure 

a) VISA charges 

b) Travel Insurance 

c) Service Charges for Booking tickets  

 

Total  

 (Total in words………………………………………………………………………………….) 

 

Pl. Note:  Give the Conversion Rate for Foreign Currency to Indian Rupees:……… 

 

 

Date:     /     /                        Signature of Trainee 

         (Name:……………………) 

 

 

 

TEQIP Coordinator                     Principal 

(Signature with seal)             (Signature with seal) 



 

 
 

           

 

  SJCE TEQIP-II  Faculty Development Programme  

Feedback Form 
 

Name of Participant:         Date: 

 

1. What did you like most about workshop? Please write in two sentences. 

 

 

 

2. How were the content of the workshop? 

 

 

 

 

3. How do you think workshop was helpful in stimulating your interest? 

 

 

 

 

4. Please rate the following statement about the workshop on a scale of 1 to 10 

Sl No Statement Quantitative rating 

1 Overall usefulness of lecture  

2 Knowledge gained during the workshop 

would be helpful to participates in 

professional development 

 

5. Is the present format of the workshop appropriate? If “Yes”, how? If “Not” how to 

improve it further? Please substantiate your answer in 3 to 4 sentences 

 

 

 

 

 

 Name: 

Institute/Branch:          Signature 
 

  

 

JSS Mahavidyapeetha 
 

Sri Jayachamarajendra College of Engineering Mysore – 570 006 
 

(Autonomous institution under Visvesvaraya Technological University, Belgaum) 

 

 

 

(Autonomous institution under Visvesvaraya Technological University, Belgaum) 

 

 

Sri Jayachamarajendra College of Engineering Mysore – 570 006 

 

(Autonomous institution under Visvesvaraya Technological University, Belgaum) 

 



PROFORMA FOR SPECIAL LECTURE 

Sl 

no 
Particulars  

1 Department 

 

2 Title of Special Lecture 

 

3 Date & Time 
 

4 Venue 
 

5 Name & Address of Resource person  

(Resume to be attached) 

 

6 Details of Topic 

 

7 Participants details 

Number of PG Students: 
 

Number of UG Students: 
 

Number of Faculty: 
 

Number of Guests:  

Total 
 

8 Remuneration to Resource person  

(Bill to be attached) in Rs. 

 

  



9 

Other expenses -  

Amt in Rs 

(Bills to be attached) 

a) TA/ DA 

 

b) Venue and Logistic 
 

c) Lodging 
 

d) Miscellaneous 

expenses 

 

 

10 
Feed back  

Usefulness of lecture  Excellent / Good /Average /Poor 

Competency of resource 

person 
Excellent / Good /Average /Poor 

Time management  Excellent / Good /Average /Poor 

 

 

 

 

 

 

 

 

 

 

 

 

 Signature of Coordinator                                                    Signature of HoD 

    

 

  



 

 

 

TEQIP II 

Guidelines for conducting Conference/Training/Workshop/Seminar etc., 

 Duly filled TRNG II application form  

 

 Documents /checklists/Annexure as per the TRNG –II application form 

 

 Before the conduction of the programme, approval from management and Principal 

shall be obtained.  

 

 All claims shall be made within one week from the date of end of programme and 

should be supported by original receipts. 

 

 

 Registration fees for the participants shall not exceed  Rs. 500/- per person, per day 

 

 Honorarium to speakers shall be limited to Rs. 1000/ hour. 

 

 Expenses towards miscellaneous items, venue and logistic arrangements shall be 

limited to Rs. 5000/- per day. 

 

 

 Hospitality to guest and participants shall not exceed Rs. 250/- per person per day. 

 

 Replication of printed Training Materials etc. shall be limited of Rs. 300/- per person. 

 

 TA/DA will be reimbursed as per the guidelines formulated under TEQIP for SJCE in 

accordance with the GOK. 

 

 

 TEQIP should be acknowledged in all the brochures, banners, invitation cards, 

proceedings etc.  

 

Guidelines for budget for workshop of different duration shall be as follows: 

Sl 

No 

Description Total Budget in Rs  

1 One  day prgoramme 50000.00 

2 Two days programme 80000.00 

3 Five days programme 120000.00 

4 Two weeks  program 200000.00 

 

JSS Mahavidyapeetha 
 

Sri Jayachamarajendra College of Engineering Mysore – 570 006 
 

 

(Autonomous institution under Visvesvaraya Technological University, Belgaum) 

 

 

Sri Jayachamarajendra College of Engineering Mysore – 570 006 

 

(Autonomous institution under Visvesvaraya Technological University, Belgaum) 

 



 For conducting finishing schools, no registration fee shall be charged from the 

participants, no hospitality to the participants and honorarium to speakers shall be based 

on the total hours of teaching (maximum of 50 hours) 

 

 All payments above Rs.10000/- shall be made through cheques only. 

 

 Resource persons travelling in own vehicle (Maximum total distance 400 Km) shall be 

paid at Rs. 10/- per km upon certification and providing vehicle details by resource 

person. Else original taxi bill is acceptable as per norms. 

 

 

 The registration fee collected from participants should be remitted to TEQIP SB/Account  

No. 3950000101275908 

 

  TDS of 2% shall be deducted from the payment made to service sector (Ex: caterers 

transport operator etc., ) 

 

 Principal’s approval is necessary in case of any deviation from the guidelines. 

 

  



 

Procedure for claiming financial assistance under TEQIP for foreign 

travel by college faculty member 

1. Candidate shall submit application through HoD to Principal who will forward the same 

to the TEQIP Office. 

2. Candidate shall fill the required application form (Annex – I) and mention the purpose of 

travel, financial requirements and submit the abstract of the paper accepted along with 

a detailed resume and the invitation from foreign agency. Further, the candidate should 

apply to other granting agencies such as DST, UGC, AICTE, VTU etc. for financial 

assistance. The completed application with relevant documents and proof of submission 

to granting agencies shall be submitted to Principal for further processing. 

3. An Internal Scrutiny committee with Vice Principal as the Chairman, one professor from 

within the department, one professor from outside the department and Academic 

Coordinator of TEQIP as members and HoD as the member secretary will be formulated. 

If HoD himself / herself is the candidate, the next senior professor will be the member 

secretary. 

4. The Internal Scrutiny Committee will meet and submit its report and recommendations 

along with filled Annex-III to the Principal. 

5. Upon the receipt of satisfactory report from Internal Scrutiny Committee, with the 

assistance of TEQIP Office (as per the checklist in Annex-II), a screening committee with 

one external member of the rank of a senior professor in the field of proposed foreign 

visit and Vice Principal as member secretary will be formed. The committee will submit 

the report, recommendations and filled Annex – III to the Principal. 

6. Internal Scrutiny committee and Screening Committee will verify whether the purpose 

of travel is within the suggested guidelines, verify institutional eligibility (based on the 

report from Principal), ensure whether the event is international and whether the travel 

is useful to the system. The committee will also recommend for limiting the period of 

claim to a maximum of seven working days as per NPIU norms. 

7. The candidate shall avail necessary discounts in training fee and air fare and produce the 

proof of the same. 

8. The candidate may be asked to make his / her presentation by Principal / Internal 

Scrutiny Committee / Screening Committee / BoG. 

9. Upon positive recommendations from all committees, the proposal will be placed 

before the BoG. 

10. BoG will decide the feasibility of proposal and the extent of financial assistance to the 

candidate for foreign travel considering the reports from Internal Scrutiny committee 

and screening committee and the recommendations of Principal. 

11. The proceedings of BoG shall be submitted to SPFU and NPIU for their approval. 

12. An endorsement will be issued from TEQIP Office to the candidate after the receipt of 

approval from all agencies concerned. 

13. After undertaking the travel, candidate shall make a presentation to the department 

and to all others concerned. 



14. The candidate shall submit all the original receipts, duly filled TRNG-I form, TA form, Full 

length paper, Conference brochure, Conference schedule and Boarding passes including 

Participation Certificate along with a Technical Report and Proof of the presentation. 

Technical report shall include usefulness and future commitments from the visit. 

15. Candidate shall inform about financial assistance obtained from any funding agency. 

16. The procedure in accordance with the finance department of Government of Karnataka, 

regulations of NPIU and TEQIP guidelines towards TA/DA claim for foreign travel will be 

followed for financing the candidate. 

17. All correspondences shall be forwarded through HOD. 

Annex – I, Annex – II and Annex – III are enclosed with the guidelines. 

  



ANNEX-I 

 

 

 

 

 

 

PROPOSALFOR  

INTERNATIONAL TRAVEL  

UNDER TEQIP-II 

 

 

 

 

 

 

 

 

 

 

 

  

 Name of the Institution : __________________________________________________ 

 Project Sub-Component : __________________________________________________ 

 Category of the Institution 
(CFI/Govt. funded/Govt. 

Aided/Private Unaided) 

: __________________________________________________ 



1.    

Name of the applicant :  

Designation :  

Department :  

 

 

2. Academic Profile: 

 Class/Institution Year Subject 

 UG   

 PG   

 PhD.   

 Post Doctoral   

 Any other   
 

 

3. Experience Details: 

Experience Details  Duration Name of Employer 

i)     Teaching     

ii)    Research*    

iii)   Industry    

iv)   Any other    

*Details of research project may be provided separately, if any 

 

 

 

 

 

4. Publications of the applicant during last five years: 

S. No. Particulars Year Nos. Impact factor 

i) Referred Journals    

ii) Books    

iii) Proceedings    

iv) Popular Articles    

v) Patents    

5. Contribution of the applicant in enhancing academic excellence in the institution: 

S. No. Year Contribution of the Applicant (during last three years) 

Project Activities Institution development activities 

 2010-2011   

 2011-2012   

 2012-2013   

  2013-2014   

  2014-2015   

6. Name of the International Event :  

Venue & Date :  

7. Purpose of the event (put a tick mark against the appropriate place): 

Items : Remarks 

a)   Paper presentation :  



 

 

 

 

11. Details of International events attended during last five years (In Chronological order) : 

 

Name of event Date Venue Details of Sponsors 

    

    

    

    

 

  

b)     Chairing a Session :  

c)     Keynote Speaker :  

d)     Study & network tour :  

e)      Enhancement of subject knowledge and  

         research competence 

:  

a)  f)      Collaboration with the organization :  

8. Provide write-up on the following (1 page on each) : 

(i) Focus on International visit on improving the quality of teaching and research (or the institutional effectiveness) of a 

Institution. Objectives of the visit be clearly mentioned. 

(ii) Benefit to the applicant from the International visit and expected outcome from this visit to the institution. 

(iii) Visit linkage to the Institutional Development Proposal objectives and to the current training needs assessment. 

(iv) Plan of the applicant for sharing the gained information with fellow faculty members.  

 (v) Alternative arrangement planned by the applicant about the appropriate continuance of the teaching and research duties 

during the travel period. 

9. Travel Plan (from the place of working to the conference & back): 

S. N. Date and Time Departure Date and Time Arrival Mode 

      

      

10. Details of Expenditure : 

Items : Remarks 

a) Total air fare by shortest route by economy class  :  

b) Visa Fee :  

c) Amount of registration fee  :  

d) Accommodation and other logistic arrangement  :  



 

12.  Any other information which you may like to furnish in support of your application.   

 

 

Place :          (Signature of the applicant) 

 

Date   

 

 

 

Encl.: Attach the following enclosures : 

 Invitation letters from the institutions/organization to be visited 

 Daily schedule of activities to be undertaken 

 Availability of budget provisions with break-up of fee charges, accommodation, other logistic arrangements and travel 

expenses 

 International travel plan for faculty of the concerned institution (duly approved by BoG) 

 For all project institutions, NOC from BoG for undertaking International travel 

 Any other deemed  necessary 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

  



ANNEX-II 

CHECK LIST FOR State Institutions 

Checklist for the proposals under TEQIP II involving International Travel in respect of Dr./Prof/Mr. 

__________________________________from ___________________________________________. 

1 

Name of the participants 
undertaking the tour with 
Designation and Contact Number 
( A brief Bio-Data to be enclosed) 

 

 

2 Purpose of the Visit  

3 

Place of visit with Contact Details of 
the institute proposed to be visited  
(whether Consent Letter has been 
obtained and attached) 

 

4 Duration of visit  
(whether Daily Schedule enclosed) 

 

5 

Date of his/her last foreign visit with 
duration, name of the institute 
visited, funding/sponsoring Agency 
and the purpose of such visit 

 

6 

(i) Relevance of the visit/training to 
the Project Objectives 
(ii) Clear Objective and Outcome of 
the Visit 

 

7 

Amount of expenditure involved in 
the present proposal 

(whether break-up attached) 

 

8 
Whether approval of Head of the 
institute and BOG have been 
obtained and proof thereof attached 

 

9 

Whether an undertaking has been 
obtained and enclosed on 
submission of report in due course 
on the training to be undertaken and 
experience to be gained to improve 
the teaching learning process in the 
institute 

 

 

 

Signature of TEQIP coordinator 



ANNEX-III 
 

Selection Criteria: The following criteria will be used by the Screening Committee : 
 

S. 
No. 

Particulars Evaluation Criteria Points 

1 Is the international visit 
focused on improving the 
quality of teaching or research 
(or the institutional 
effectiveness) of a Project 
institution? 

 All the evidence that this criterion has been met is strong and 
clear 

2 

Some of the evidence that this criterion has been met is either 
weak or unclear or both. 

1 

No evidence that this criterion has been met 0 

2 Will the applicant benefit from 
the international visit? 
 

All the evidence that this criterion has been met is strong and 
clear 

2 

 Some of the evidence that this criterion has been met is 
either weak or unclear or both. 

1 

No evidence that this criterion has been met 0 

i. 3 Is the visit linked to the  
Institutional Development 
Proposal objectives and to the 
current training needs 
assessment? 

All the evidence that this criterion has been met is strong and 
clear 

2 

Some of the evidence that this criterion has been met is either 
weak or unclear or both. 

1 

 No evidence that this criterion has been met 0 

4 Is the action plan for how the 
applicant will share the 
information gained likely to 
have an impact on others 
beyond the applicant? 
 

All the evidence that this criterion has been met is strong and 
clear 

2 

Some of the evidence that this criterion has been met is either 
weak or unclear or both. 

1 

No evidence that this criterion has been met 0 

5 Has the institution ensured 
that teaching and research 
duties will be appropriately 
continued during the travel 
period? 

All the evidence that this criterion has been met is strong and 
clear 

2 

Some of the evidence that this criterion has been met is either 
weak or unclear or both. 

1 

No evidence that this criterion has been met 0 

 

Note:  Applicants will have to get a least one point in each category and get a total of at least 7 points in 

order for the application to be approved. 

 

 

  



Procurement  -  Check list 

1.  Department of requirement ( Indent form Department - 

HoD) 

2.  BOG approval Copy 

3.  Letter of Invitation 

4.  Quotations received 

5.  Quotations opening form 

6.  Comparative statement 

7.  Purchase committee proceedings with recommendations  

8.  Purchase order 

9.  Delivery Challan  

10.  Bill  (Passed) 

11.  Extract of stock Register (Photo Copy) 

12.  Proof of payment 

Photo copy of cheque/DD 

Receipt 

Extract of Bank  statement of Entry in pass Book 

 

  



 

 

TEQIP II 

Revised Guidelines towards TA/DA claim for travel within country 

for participation in Conferences/ Training/Workshops/Seminar etc. 

 

The guidelines from government of India, Government of Karnataka, JSSMVP and VTU are 

referred and following modifications are made to suit TEQIP requirements.  

 

 Duly filled TRNG 1 application form  
 

 Documents/Checklists/Annexures as per the TRNG 1 format of TEQIP along with  

TA/DA bill form should be submitted to Principal through HOD 

 

 All claims shall be made within one week from the date of return and should be 

supported by original receipts of tickets, registration fee, accommodation, food  boarding 

pass etc. 

 

 Before the journey endorsement from TEQIP office shall be obtained. 

 

 DA as permissible by Government of Karnataka is admissible, as per G.O. No. FD3/SRS 

2012, Dated: 14.6.2013 

 

Category  of Employee 

Within State Outside State 

Bangalore Other 

places 

Ahmedabad, 

Mumbai, Kolkata, 

Delhi, Ghaziabad, 

Hyderabad, Kanpur,  

Chennai, Mussori, 

Pune, Simla, Nagpur 

Srinagar, Goa, Diu 

and Daman 

Other 

places 

1 – Basic pay> Rs. 34500   

     or  AGP > Rs. 6000 

Rs.340/- Rs.285/- Rs.405/- Rs.340/- 

2 - Others Rs.250/- Rs.195/- Rs.340/- Rs.250/- 

(Operated in the absence of supporting original receipts) 

 Daily allowance supported by original receipts for halts in a Hotel or other registered 

establishment providing boarding and/or lodging shall  be up-to Rs. 2500/- per day for 

employee of Category 1 and Rs. 1500 per day for employee of Category 2 

 

 Regular DA cannot be claimed along with the daily allowance for halts in a Hotel. 
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 Entitlements for journeys by Bus shall be as per actual. However in the absence of 

receipts, entitlements for journeys by Bus to Bangalore from Mysore and return shall be 

at maximum of Volvo bus fare. Claims less than Volvo bus fare is acceptable.   

 

 Entitlements for journeys by Train shall be as per actual.   Category -1 Employees are 

eligible for 2 AC and Category 2  employees are eligible  for 3 AC (Excluding Rajdhani 

and Shatabdi express trains) However in the absence of receipts, 2nd class fare shall 

reimbursed. 

 

 For travel allowance within Karnataka for employees belonging to Category -1, VTU 

guidelines will be used for fare between two places (e g Mysore to Mandya) in the 

absence of valid receipts/tickets. 
 

 Entitlements for journeys by Air for Category 1 employees shall be as per actual. Air 

ticket should be purchased at least one month prior to travel at minimum fare in 

economy class.  Else, permissible fare is 2 tier AC train fare at the time of journey. 

Providing boarding pass is essential for travel by air.  

 

 Entitlements for journeys by Auto shall be as per actual.  Claim by self voucher is 

acceptable by mentioning the distance covered @ Rs. 13/- per km during day time and 

1.5 times during night. However in the absence of receipts, entitlements for journeys by 

auto  shall be  limited to Rs. 100 per trip (maximum of 4 trips)  
 

 Entitlements for journeys by Taxi from the Bus stand/ Railway Station/Airport to the 

venue (outside Karnataka) and return shall be as per actual and shall be limited to 

maximum of Rs. 800/- per trip.  However, in the absence of receipts, local conveyance 

of maximum of Rs. 200/- shall be reimbursed. 
 

 For reaching Bangalore airport from Bangalore bus/railway station and back Vayu Vajra 

fare  is permissible.  However, in the absence of receipts Rs. 200/- is admissible.  
 

 Millage allowance for road journeys by the external resource personnel/experts in own 

vehicle shall be not  more than Rs. 10/- per km. Maximum total distance permitted is  

400 km.  The external resource personnel/experts shall certify and mention the vehicle 

registration number.  Certification from coordinator /HOD is also essential.  
 

 Local conveyance at Mysore shall be Rs. 200 per day for employees belonging to 

Category 1 and Rs. 150/- per day for employee belonging to Category 2. Any claim less 

than the maximum permissible is acceptable.  

 

 For all other claims not covered in the guidelines, Government of Karnataka  regulations 

as per G.O No. FD3/SRS2012, dated 14.06.2013 is admissible.  

 

 If for any other TEQIP activity travel expenses are incurred, Principal is the final 

authority to approve the same. 

 

 If any claim is unacceptable by auditors, individual should reimburse the same to the 

college 

 

 Principal’s approval is necessary in case of any deviation from the guidelines. 

 

 



Check list of items to be enclosed for submission of account of conduct of workshop 

/Conference/Finishing school  

1. Report  

(Objectives and  Outcome shall be  emphasized) 

2. Photographs 

3. Paper ads/news item 

4. List of resource personnel with resume qualification address etc 

5. List of participants 

6. Time Table 

7. Broucher 

8. Feed Back forms and analysis 

9. Invitation card 

10. Approval letter  

11. Any other  correspondence with college 

12. Original bill  of accounts  certified by coordinators 

13. TRNG-II of SPFU  

14. Receipt of registration fee collected  

15. Soft copy in  CD 

16. Hard copy of course material if any. 

17.  Hard copy of all correspondences on the issue  

 

Typical Summary Sheet 

Sn 

No 
Date Receipt Description 

Amount in 

Rs 
Voucher No. 

      

 

  



 

 

 
 

           

 

Proceedings of Meeting on Finishing Schools 
 

Date: 27/08/2015 
Time: 3.00 pm 

Venue: Principal’s Chamber 

 
Members present 

1. Dr. Syed Shakeeb Ur Rahman 
2. Dr. G.M Shashidhar 
3. Dr. K.S. Lokesh 
4. Dr. B. Manoj Kumar 
5. Ms. Shailaja. K 
6. Mr. M.S. Maheshan 
7. Dr. S.K. Padma 
8. Dr. C.N. Ravikumar 
9. Dr. V. Udayashankar 
10. Dr. B.S. Harish 
11. Dr. M.P. Pushpalatha 
12. Dr. Pushpa Tuppad 
13. Mr. M.P. Chandresh 
14. Dr. N. Haraprasad 
15. Dr. S.K. Prasad 
16. Mr. M.V. Nagaraju 

 

The following are the finishing schools proposed by 6 departments including MCA 

Sl 
No 

Dept Title Coordinator 

1 PST Product Design and Processing of polymers  Dr. Siddaramaiah  

2 ENV Environmental Auditing and Environmental Health 
and safety 

Dr. B. Manojkumar 
Dr. Pushpa Tuppad 
& Ms. Savitha Ullavi  

3 CS&E Web Technologies  Dr. C.N Ravikumar  
Dr. Anilkumar K.M  

4 IS&E Web application  Dr. S.K. Padma 
Mr. M.S. Maheshan 

5 IT Industrial Instrumentation  Dr. Shailaja K  

6 MCA Data training  Dr. M.P Pushpalatha 
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The guidelines formulated for the finishing schools can be as follows. 

1. Number of hours of training (including practicals) = 24 to 30 

2. Remuneration to resource personnel  = Rs. 1000/- per hour + TA as admissible  
3. No Registration fee for the participating students. Students shall preferably be from final 

year (UG & PG)   

4. Expense towards miscellaneous items, venue and logistic arrangements shall not exceed 

Rs. 5000/- 

5. Replication of printed Training Materials etc shall not exceed Rs. 10000/- 

6. An industry survey must be made and proof of the same be submitted with 

involvement of industry personnel for the relevance of the programme and possible 

employability of students.  

7. The topic shall not be part of the curriculum.  

8. Feed backs from students shall be taken at the end of the programme and the analysis of 

usefulness of programme be made and submitted at the end of programme.  

9. If possible, students from different disciplines and UG & PG be combined to improve the 

effectiveness of the programme. 

10. Care shall be taken to avoid disturbance to regular classes.  

11. Outsourcing is not permitted.  

12. At least 80% of the course shall be covered by industry personnel  

Discussions and resolution 

Principal welcomed all the members. Dr. S. K. Prasad mentioned about the objectives of the 
meeting. The following are the resolutions from the meeting. 

1. All guidelines formulated are acceptable. 

2. No extra remuneration for the coordinators 

3. The total expense shall not exceed Rs. 70000/= 

4. Care shall be taken to optimize in terms of expenses towards TA/DA. 

5. In case the resource personnel prefers to train the students at their locations (under 
special circumstances), it may be allowed provided no claim is made by students for 
travel and the classes are not affected. 

6. Under no circumstance classes shall be disturbed 

7. Certificates may be distributed to students on successful completion of finishing school. 

8. Details towards industry survey (before the event), feedback analysis (after the event) 
shall be prepared by the departments of environmental engineering and 
instrumentation technology respectively on or before 31/08/2015. 

9. MCA students shall be allowed to participate in the finishing school. However, the 
department cannot organize the program.  

10. Resume of resource personnel, photographs during the sessions shall be collected. 

11. After the programme, the departments shall submit the details of expenses, report, 
analysis of usefulness of program etc. (as required by TEQIP office) within one week. 

12. Advance up to 75% of estimated budget can be taken. 

13. Coordinator’s shall take care to see that TDS is deducted (at 2% for Taxi and catering) 
before clearing the bills. 

14. The departments can start the finishing school after submitting the industry survey 
report and schedule of program. 

15. Preferably the Finishing School should be completed within the second week of 
November 2015. 

     Dr. S.K.Prasad 
                                                                                              TEQIP Coordinato 


