
SOP Template: Student Fee Notification and Invoice
Generation
This SOP details the student fee notification and invoice generation process, covering accurate fee calculation,
timely issuance of fee notifications, generation of detailed invoices, communication protocols with students and
guardians, payment tracking, and record maintenance. The objective is to ensure clear and efficient financial
communication between the educational institution and students, promoting transparency and timely fee collection.

1. Purpose
To outline standardized procedures for calculating, notifying, invoicing, and tracking student fees, ensuring financial
clarity and timely collection.

2. Scope
This SOP applies to the finance/accounts department and relevant administrative staff responsible for student fee
management.

3. Roles and Responsibilities

Role Responsibility

Finance/Accounts Officer Fee calculation, invoice preparation, payment tracking, record maintenance

Administrative Staff Communication of fee notifications, distribution of invoices, customer support

IT Support Maintenance of fee management systems/software

4. Procedure
1. Fee Calculation

Retrieve student data and applicable fee structure for the session/year.
Calculate fees including base tuition, laboratory, transport, hostel, and any other applicable charges.
Apply discounts, scholarships, and waivers as per approved policies.
Review and obtain approval from the finance manager.

2. Notification Preparation
Prepare fee notification templates with all required details (student name, class, fee breakdown, due
date, payment instructions).
Verify accuracy before issuance.

3. Invoice Generation
Use finance/accounting software to generate individual invoices in PDF or hard copy.
Each invoice to include: invoice number, date, breakdown of charges, total amount, due date, and
payment methods.

4. Communication of Fee Notifications
Send fee notifications and invoices to students/guardians via official email, student portal, or printed
copy.
Record date and mode of communication for compliance.

5. Payment Tracking
Monitor payments received and update student fee accounts accordingly.
Send periodic payment reminders before and after the due date.
Escalate overdue cases as per policy.

6. Record Maintenance
Maintain digital and/or physical records of all notifications, invoices, and receipts for the mandated
retention period.
Ensure data confidentiality and secure storage of financial records.

5. Communication Protocol
All official communications to use institutional email addresses and secure portals.
Queries and disputes must be addressed within 3 working days by the finance/accounts department.



Use acknowledgment receipts for physical copy delivery.

6. Review and Update
This SOP will be reviewed annually and updated as necessary to reflect changes in fee structures, financial policies, or
regulatory requirements.

7. Appendices
Sample Fee Notification Template
Sample Invoice Layout
FAQ on Student Fee Collection
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