
 
MIER COLLEGE OF EDUCATION  

(Autonomous) 

Accredited by the NAAC with ‘A+’ Grade 

Process of 
Examination Committee 
(Internal and External) 

Responsibility: Controller of Examination, 

Convener Examination Committee, Assistant 
Registrar 

P14 INPUT PROCESS OUTPUT RECORDS GENERATED 

• Students 

• Teachers 

• Paper Setters & Evaluators 

• Syllabus 

• Question Bank 

• College statutes 

• Guidelines of Statutory & 
Regulatory Bodies 

 

Internal Examinations 
1. Preparing Semester Calendar (Internal) of 

Examination for the session and getting it approved 
from the Principal (Convener) 

2. Setting of Question Bank /Papers / Online Quiz by 
Teachers 

3. Reviewing and Moderating  of question Papers by 
the respective HODs and Convener 

4. Printing of 1st Draft of Question papers  (Printing 
Section) 

5. Verifying and approving  of Question papers by the 
respective HODs and Convener 

6. Final Printing of Question papers in the prescribed 
quantity (Printing Section) 

7. Delivering Sealed Question papers to the Convener 
(Printing Section) 

8. Preparing Date Sheets for Internal Assessment 
Examinations as per the approved calendar 
(Convener) 

9. Allocating Duties & Formation of Flying Squads 
(Convener) 

10. Setting of Examination Hall / Computer Lab and 
Seating Arrangement as per schedule (Convener) 

11. Inspection / Visits of Examination Hall (Flying 
Squads and Convener) 

12.  Checking of answer sheets and preparation of 
Award Rolls (Teachers) 

• Printed Papers in right 
quantity 

• Proper sealed papers  

• On time Delivery 

• Zero Errors in Papers 

• Timely Declaration of 
Results 

 

Internal 

• Semester Calendar 
 QF-062A 

• Circulars & Minutes of 
Meeting QF-062B 

• Monthly Report QF-062C 

• Date Sheet QF-063A to QF-
063F 

• Award Rolls QF-064A to QF-
064E 

• Internal Assessment Record 
065A-O65F 

• Attendance Sheet QF -066A 
to QF-066E 

• Re-examination Record QF-
067A to QF-67E 

• Record  of Answer Booklet 
QF-68 

• Question Bank  QF-069A to 
QF-069E 

• Teaching Practice Internal 
Assessment QF-070A to QF-
070C 

• Format for Setting and 
Printing of Question Papers 
QF-071A to QF-071E 



13. Uploading of Internal Assessment Record in 
CAMU ERP by respective teachers 

14. Verification of Internal Assessment Record in 
CAMU ERP (Convener /HoD) 

15. Result generation and analysis 
16. Conduct of Re-Examination (If any) in 

consultation with Principal / HoD (Convener 
/HoD) 

17. Preparing and maintaining records as per QMS 
of the college (Convener) 

External Examination 
18. Verification of R/R sent by the respective 

teaching department. 
19. Regularization of admissions of the students 

admitted 
20. Setting of question papers (External Examiners) 
21. Moderation of question paper (COE) 
22. Printing of question papers (Printing Section of 

CoE) 
23. Constitution of examination centres (COE) 
24. Appointment of superintendent and supervisory 

staff (COE) 
25. Appointment of flying squads (COE) 
26. Dispatching hall tickets to eligible students 
27. 10.Delivery of question papers to the respective 

superintendent (COE) 
Delivery of blank answer books and stationery to 
the Asstt. Superintendent (COE) 

28. Collection of sealed packed after the termination 
of examination 

29. Appointment of code officer and code Asstt. 
(COE) 

• Duty Roster QF-072A to QF-
072E 

• Seating Plan QF-073A 

• Result Analysis QF-074A to 
QF-074E 

• Semester End/ Annual 
Report QF-075 

External 

• Annual Calendar 
 QF-076A 

• Circulars & Minutes of 
Meeting QF-076B 

• Monthly Report Sem End 
Exam QF-076C 

• Registration Returns 
QF-077A to QF-077F 

• Date Sheet & Duty Roster 
QF-078A to QF-078F 

• Appointment of Inspectors 
for Internal Assessment079A 

• Appointment of External 
Paper Setters & Evaluators 
QF - 079B 

• Admit Card QF-080A 

• Attendance Sheet QF -080B 

• Dispatch & Receipt Registers 
-Paper Setters & Evaluators 
QF-081A & QF-081B 

• External Award Rolls 
QF-082A to QF-082F 

• Consolidated Result Sheet 
QF-083A to QF-083F 



30. Receiving coded answers scripts from code 
officer. 

31. Dispatching answer – scripts to approved 
evaluators under sealed cover along with other 
necessary instructions and material (COE) 

32. Receiving sealed answer scripts back from the 
evaluators (COE) 

33. Conduct of inspection of internal assessment 
record in consultation with the Principal (COE) 

34. Conduct of external practice of teaching 
examination 

35. Appointment of examiners for the conduct of 
practice of teaching examination in consultation 
with the Principal (COE) 

36. Tabulation and collation of Results 
37. Declaration of result after approval of result 

publishing committee 
38. Issuance of result gazette and marks 

certificates/grade card to the students. in 
consultation with the Principal (COE) 

39. Preparing and maintaining records as per QMS 
of the college (COE) 

40. Preparing data as per NAAC Formats and 
Submitting the same to the IQAC for uploading 
on the college website (COE) 

• Result Notification QF-084A 
to QF-084F 
Total number of Students 
who passed the Final 
examination QF-084G  
(NAAC)  
QF-084G  

• Marks Sheet QF085A to082F 

• Answer Booklet QF-86 

• Record of Teaching Practice 
Assessment (External) QF-
088A to QF-088C 

• Bill Formats QF088A to088M 

• Reports QF-089A to QF-089C 

• Remuneration Record for 
External Examination QF-
090 

• Convocation Record QF-091 

 
 
 
 
 

            Signature of the Principal 
 




























































































