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SOP for Question Paper Preparation and Answer Copy Receiving/Submission

Part A: Question Paper Preparation

Faculty Assigned - Blueprint Preparation

Draft 2 Sets of Question Paper (Balanced coverage of syllabus)

Moderation & Review by HOI / Exam Cell, Selection of 1 Question Paper

Final Submission (Sealed in envelop with date of exam and code of subject & soft copy-
deopexamination@gmail.com)

!

Secure Storage in Exam cell

Part B: Answer Copy Handling

Exam Ends -> Invigilator Collect Answer Copies

Verify Count with Attendance Sheet

!

Submit Sealed Bundle to Exam Cell
Cross-check & Record in Register

Distribute to Evaluators (With Signature)

!
Evaluated Copies Submitted Back

!

Secure Storage till Result Declaration
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