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1. The purpose of this document is to provide guidance regarding semester registration and fee deposit process.
[bookmark: _Toc523798914]Intended Audience
2. Following are the intended audience for this document:
i. Deans of Faculties
ii. Head of Departments
iii. Departmental Assistant responsible for maintaining fee collection record
iv. Undergraduate Students
v. Student Accounts Section
vi. University Designated Banks for Fee Collection
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3. In this guide the following expression, shall have the meanings hereby respectively assigned to them:
i. ‘Academic Calendar’ means schedule of complete academic year as defined in Regulation-33 of the University of Peshawar Semester Regulations-2010.
ii. ‘Dean’ means Dean of the respective Faculty.
iii. ‘Fresh Student’ means a student who is seeking first time admission in the University.
iv. ‘Office of Undergraduate Studies (OUS) is the office responsible to streamline the implementation of undergraduate programs in the University.
v. ‘Promoted Student’ means a student who was already on rolls of the University and is now promoted to next semester.
vi. ‘Student Accounts Section’ means the section of Treasury which deals with Student Fee/Accounts matters.
vii. ‘Semester Registration and Fee Deposit Process (SR&FD)’ means a process to register students after they deposit their fee for the said semester.
viii. ‘Semester Registration Form (SRF)’ means a printed form which will be issued by the department to every promoted/fresh student with his/her name, semester, fee, and bank details, printed on it. The same form will also be used as ‘Fee Deposit Challan Form’.
ix. ‘University’ means University of Peshawar.
x. ‘Vice Chancellor’ means Vice Chancellor of the University.
All other expressions have the same meanings as assigned to them under University Act, Statutes, Regulations and Rules.
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4. The Director of the office of Undergraduate Studies (OUS) will circulate Calendar for the Academic Session after approval by the Vice Chancellor.
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5. The departments will ensure that results of each semester are declared within two weeks (working days) after final-term examinations.
6. The result shall be displayed on the departmental notice board highlighting the promotion status of the student, i.e. ‘promoted/promoted on probation/not-promoted’, with copies to the Office of the Controller of Examinations.
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7. The Office of Undergraduate Studies (OUS) will share soft copy of the Semester Registration Form (SRF) with the departments. The same form will be used as fee deposit challan form to deposit semester fee in the designated banks.
8. The student will submit duly filled-in Application Form (Form-A) in the department office for issuance of electronically filled SRF.
9. The departments will issue electronically filled SRF (Form-B) to every promoted student with his/her name, semester, fee, and bank details, printed on it.
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10. The student will deposit the semester fee using printed SRF in the designated bank. The bank will give ‘student’s copy’ of fee deposit challan to the student and will retain the remaining three copies of challan alongwith Registration Card. The student will keep his/her copy of challan for personal record and will not handover the same to department or Student Accounts Section.
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11. The bank after retaining its copy of the fee deposit challan will send the remaining portion to the Student Accounts Section on daily basis. 
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12. The Student Accounts Section after receiving the fee deposit challan from bank on daily basis, will retain its copy, and will stamp the departments’ copy and Student Registration Card and send the same to the Office of the Undergraduate Studies on next working day.
13. The OUS will stamp the Student Registration Card and will send the departments’ copy and Student Registration Card to the concerned department.
14. The Student Accounts Section will verify the authenticity of fee deposit challans.
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15. The departments after receiving duly stamped fee deposit challan from the OUS will allow the student to join classes.
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16. The students will be required to complete their Semester Registration/fee deposit within two weeks of commencement of Semester.
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17. In case a student has outstanding fee of previous semesters, he/she shall be required to deposit outstanding fee before he/she can be issued SRF for current Semester. Accordingly, he/she will not be registered in the semester and will not be allowed to attend classes.
18. The department shall ensure that a student with outstanding fee shall only be issued SRF for current semester after clearance of his/her outstanding fee.
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19. No student shall be allowed to appear in the examination without complete clearance of fee. 
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20. The process for admission/semester registration and fee deposit for fresh students will be the same as promoted student except that he/she will be required to submit a photocopy of his/her portion of fee deposit challan to the concerned department on the same day to confirm his/her admission.
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