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1.​ Introduction 
The dues clearance process is a mandatory administrative requirement at the institute 
for all graduating students, students withdrawing from their programs, or students leaving 
the institute. This process ensures that all institutional property, including library books, 
laboratory equipment, hostel assets, etc., is returned and that all financial liabilities are 
settled before any student leaves the institute. 

The dues clearance is organised into two distinct processes, as follows: 

2.​ Batch Wise Clearance 
Batch-wise clearance of dues is a part of the convocation activities of the institute. This 
process applies to all graduating students, including those who graduated on time with 
their batch and those who finished later but are being processed alongside the regular 
students, except for those mentioned in 3. 

Such students are required to: 

2.1.​ Fill out the shared electronic form, providing your personal information, including 
Name, Roll Number, Branch, Batch, Academic Program, and Bank Account Details. 

2.2.​ Promptly address and resolve any outstanding queries regarding dues with the 
Point of Contacts mentioned in 4. 

3.​ Student Wise Clearance 
This process applies to students in the Ph.D. program, as well as to those who are 
terminated, withdrawn, or have graduated outside the standard academic period (e.g., 
early or late completion) as defined by the relevant ordinances. 

Such students are required to: 

3.1.​ Fill out the No-Dues Form included in these guidelines. 
3.2.​ Visit the Point of Contacts listed on the form. 
3.3.​ Secure the signatures of the in-charges by settling all outstanding dues with all 

Point of Contacts. 

Once all necessary signatures have been obtained, the student must submit the 
self-signed clearance form to the Academic Office. This submission is essential for 
processing the refund of the security deposit paid to the institute. 

The Academic Office shall accept the completely filled and signed forms. Students are 
strongly advised to initiate and complete their No-Dues procedure well in advance of any 
travel plans to prevent last-minute complications. 
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4.​ Point of Contacts and Responsibilities 

Sections Responsibility Areas In-Charge1 

Academic 
Programs 

Fees, any dues pending with the Academic Office AR/DR (AP) 

Central Library Any dues pending with the Library Librarian 

CITS Any dues pending with CITS Head (CITS) 

Estate/IWD Any dues pending with the Construction & Estate 
Management Division 

AR (GA) 

Finance and 
Accounts 

Any dues pending with F&A AR (F&A) 

Medical Unit Any dues pending with the Medical Unit Medical Officer 

Student Affairs Sports/Gymkhana, Student Clubs, Hall Office 
(Mess & Hostel) and any dues pending with the 
Student Affairs Office 

AR (SA) 

Chemistry (Lab) Any dues pending with the labs under the 
Chemistry Program 

PC (Chemistry) 

CSE (Lab) Any dues pending with the labs under the 
Computer Science and Engineering Program 

PC (CSE) 

EE (Lab) Any dues pending with the labs under the 
Electrical Engineering Program 

PC (EE) 

ME (Lab) Any dues pending with the labs under the 
Mechanical Engineering Program 

PC (ME) 

Physics (Lab) Any dues pending with the labs under the Physics 
Program 

PC (Physics) 

5.​ Implementation Measures 
5.1.​ Students are responsible for clearing any outstanding dues with any Point of 

Contacts mentioned in 4 before leaving the institute. 

1 The In-charge may designate a Dues (In-Charge) to sign on their behalf. This designated person shall be 
responsible for clearing dues for both Student Wise and Batch Wise clearance. However the SPOC (Single 
Point of Contact) for section shall be still the In-Charge. 
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5.2.​ Outstanding dues2 will be adjusted against the security deposit(s) paid by the 
student. The institute reserves the right to set off outstanding dues against any 
security deposit or deposits collected under a different head if the outstanding 
dues in a specific head exceed the security deposit collected for that head.  

For instance, let X be the amount collected as the Library Security Deposit and Y 
be the dues under the Library. If Y > X, the outstanding dues (i.e., Y - X) shall be 
adjusted from other security deposits, such as the Mess Security Deposit or the 
Institute Security Deposit, or by combining different security deposits viz., the 
Institute Security Deposit, Mess Security Deposit, Library Security Deposit or 
Refundable Mess Advance, until the total outstanding dues (Y - X) is fully 
recovered. 

5.3.​ The clearance of these dues is mandatory before the institute can issue the final 
degree certificate, consolidated transcript, any future certificates, verification of 
certificates/degree or process the refund of the security deposit. The Institute 
reserves the right to withhold the certificates in cases of non-compliance. 

 

2 Outstanding dues are dues pending to be cleared; these amounts, however, shall not exceed the security 
deposit collected from the student at the time of admission. 
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भारतीय प्रौद्योगिकी संस्थान गोवा  
Indian Institute of Technology Goa 

विद्यार्थियों हेत ुअदेयता फॉर्म/ No Dues Form 

(फॉर्म को बकाया राशि के भगुतान की प्रक्रिया के एक हिस्से के रूप में पहले ही जमा करना आवश्यक है।) 
(The form is required to be submitted well in advance as a part of clearing the dues) 

विद्यार्थी का नाम / Name of the Student  

अनकु्रमांक / Roll Number  

मोबाइल नंबर / Mobile Number  

शकै्षणिक कार्यक्रम / Academic Program  

वापसी का कारण / Reason for Withdrawal3 (शकै्षणिक /Academic)/ (अन्य, कृपया निर्दिष्ट करें /Others, Please Specify) 
 

बैंक खाता सखं्या/Bank Account Number  

आईएफएससी/IFSC  

बैंक का नाम/Bank Name  

शाखा (पता)/Branch (Address)  

देय राशि का विवरण/Details of Dues Pending: 

अनभुाग 
Section 

देय विवरण और नाम सहित 
हस्ताक्षर/ Due Details & 
Signature with Name 

अनभुाग 
Section 

देय विवरण और नाम सहित 
हस्ताक्षर/ Due Details & 
Signature with Name 

संकाय सलाहकार/ पर्यवेक्षक 
Faculty Advisor/ Supervisor 

 कें द्रीय पसु्तकालय 
Central Library 

 

सचूना प्रौद्योगिकी सेवा कें द्र  
CITS 

 सपंदा/आईडब्ल्यडूी 
Estate/IWD 

 

चिकित्सा  
Medical Unit 

 रसायन (प्रयोगशाला) 
Chemistry (Lab) 

 

ईई (प्रयोगशाला) 
EE (Lab) 

 सीएसई (प्रयोगशाला) 
CSE (Lab) 

 

भौतिकी (प्रयोगशाला) 
Physics (Lab) 

 एमई (प्रयोगशाला) 
ME (Lab) 

 

वित्त एवं लेखा  
Finance and Accounts 

 छात्र मामले 
Student Affairs 

 

मैं प्रमाणित करता/करती हँू कि आईआईटी गोवा की किसी अन्य इकाई में मेरे विरुद्ध कोई बकाया राशि नहीं है, तथा मैं सहमत हँू कि यदि बाद में कोई बकाया राशि पाई जाती 
है तो मैं उसका भगुतान करँूगा/करँूगी। / I certify that there are no outstanding dues against me from any other unit of IIT Goa, and agree that I will pay 
any pending dues found later, if any. 

 

 

दिनांक / Date : विद्यार्थी का हस्ताक्षर / Signature of Student 

 

3 यदि विद्यार्थी शकै्षणिक कार्यक्रम परूा होने पर फॉर्म जमा कर रहा है, तो वापसी के कारण पर ध्यान न दें। / Ignore Reason for Withdrawal, if the student is 
submitting the form on completion of the academic program. 

 



कार्यालय प्रयोग हेत/ु For Office Use 

प्रतिभतूि जमा राशि एकत्रित (ए) /Security Deposit Collected (A)  

समायोजित किए जाने हेत ुबकाया (बी)/Dues Pending to be Adjusted (B)  

देय प्रतिभतूि जमा राशि (सी = ए - बी) / Security Deposit Payable (C = A - B)  

छात्र के खात ेमें जमा की गई प्रतिभतूि जमा राशि की वापसी के रूप में ₹…….…… (रुपए …………………………………….…………………… 

…………… …………………………………………………………..………………………………………)  की राशि के भगुतान हेत ुआपकी 
सहमति और वित्तीय अनमुोदन के लिए सादर प्रस्ततु है।  

Submitted for your kind concurrence and financial approval for disbursing  ₹……… (Rupees ………………………………………… 

……………………………………………………………………………………………………) as the refund of the security deposit 

collected, to the account of the student. 

टिप्पणी/Remarks 
 
 
 
संबंधित कर्मचारी/Dealing Official 

सहायक/ उप कुलसचिव (श.ैका.) 
Assistant/Deputy Registrar (AP) 

 

अनमुोदन/ Approval 

टिप्पणी/Remarks 
 
 
 
दिनांक / Date: अधिष्ठाता (श.ैका.) / Dean (AP) 

 

 

 



Annexure 1 

Standard Operating Procedures for Clearing the Dues 

The procedure for clearing dues at IIT Goa follows a systematic process designed to minimise 
ambiguity during processing. This framework provides clear steps for each point of contact to 
follow. Here’s an elaboration of the key steps under each category: 

1.​ Batch Wise Clearance 

The Academic Office shall prepare a list of students provisionally eligible for graduation 
in the upcoming convocation. The list shall contain the following details: 

1.1.​ Roll Number of the Student, 
1.2.​ Name of the Student, 
1.3.​ Branch and Academic Program, and 
1.4.​ Security Deposit Collected. 

Upon the receipt of the list, the convocation sub-committee, which is responsible for 
clearing the No-Dues, shall: 

1.5.​ Share the details from the Academic Office in an electronic format (e.g., Google 
Sheet) with the Point of Contacts mentioned in 4 along with a deadline,  

1.6.​ Coordinate with the Point of Contacts to help them clear the dues, and 
1.7.​ Upon completion of dues from the Point of Contacts, the final list of students with 

the security deposit to be refunded (i.e. Security Deposit Payable) shall be shared 
with the Academic Section for processing the refund.  

Upon the receipt of the final list from the convocation sub-committee, the Academic 
Office shall: 

1.8.​ Collect the Bank Account details from students,  
1.9.​ Obtain financial approval for the refund of the Security Deposit Payable, and 

1.10.​ Share the details with the Accounts section for processing the refund. 

2.​ Student Wise Clearance 

The responsibility for informing students about and clearing pending dues rests with the 
Point of Contacts.  

Upon a student's arrival, the In-Charge or Dues In-Charge shall inform the student of any 
outstanding dues for their section. The In-Charge or Dues In-Charge shall ensure all 
dues are fully cleared and confirmed by their signature on the No-Dues Form before the 
form is officially signed off. 
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