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SOP: PRINTING, ISSUANCE & DISPOSAL OF ANSWER SHEETS

1. Aim. To lay down procedures for demand, printing, issuance and disposal of answer
sheets & continuation sheets during mid and final term exams to ensure accountability.
2. Description of Answer Sheet
a. Main Answer Sheet shall comprise of 12 x pages including main page printed on
white A4 size papers.
b. The main and inside pages of each answer sheet should have same serial number
on the top and page numbers on the bottom.
C. Back side of main page shall have undertaking regarding exams rules, regulations
and instructions, which shall be required to be signed by all the students.
d. Besides the main page and its back side, all pages shall have lines for writing the
answers by the students.
3. Description of Continuation Sheet.  The continuation sheet shall be printed on white
A4 size papers, shall have unique serial numbers on top, and lines for writing the answers.
4. Procedures for Demand/ Printing and Issuance of Answer Sheets
a. Demand/ Printing

(1) Depts/FCS to submit demand of Answer Sheets and continuation sheets to
the Examinations Branch within 4 weeks of semester start.

(2) Exams Branch to provide serial numbers of Answer Sheets and
Continuation Sheets to Media Sp Branch (NDU Press).

(3) Media & Sp Branch (NDU Press) to print and handover the answer and
continuation sheets to Exams Branch (in packs containing 100/500 of main
answer/continuation sheets respectively).

(4) All packs shall bear block serial numbers of sheets enclosed inside (i.e.

From - to - ).

b. Preparation/ Issuance of Attendance Sheets and Answer/ Continuation
Sheets
(1) Invigilator shall print the attendance sheets from Acadmax (specimen
attached).
(2) Packets containing main answer sheets and continuation sheets shall be

prepared, sealed and stored at Exams Branch as pey

v
by the dept and date sheet for each exams hall. g
%
¢



(3) Dept Coordinators/ Focal persons / Rep nominated by respective HoDs will
collect the sealed packets from Exams Branch 30 — 60 mins before the start
of first scheduled paper after proper handing /taking over.

(4) Depts shall be responsible for handing over the sealed packets to the

invigilators and return of un-used sheets.

5. Responsibilities of Invigilator. The invigilators shall ensure:-
a. Students are sitting in the exams hall as per the seating plan (attendance sheets).
b. Issuance of 1 x answer sheet to each student inside the exams hall.
C. Marking of attendance, entry of serial no of the answer sheet on the attendance

sheet by the students.

d. Entry of serial no of all continuation sheets on the sheet for Record of Continuation
Sheets by respective students as and when obtained.

e. Signing the answer sheets and continuation sheets (as and when issued).

f. Verification of the attendance sheet by counting the students, marking absentees
before signing the attendance sheet

g. Placing of the attendance sheet inside the envelope with answer sheets after the
exam.
6. Disposal of Blank Sheets. All invigilators shall be responsible to tally the answer

sheets and continuation sheets and return the unused/blank Answer & Continuation Sheets to
the dept coordinators. Dept Coordinators/ Focal persons / Rep nominated by respective HoDs
will return the unused/blank Answer & Continuation Sheets to Exams Branch immediately after
the last scheduled paper after proper handing /taking over.

7. Accountability of Answer and continuation sheets shall remain the responsibility of

Exams Branch barring the issued answer and continuation sheets during the exams schedule
for which respective HoDs shall be responsible.
8. This issues with the approval of the President, NDU and shall come into force with

immediate effect.
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Summary
Total Students: 32

Present:

Absent:

Invigilator (Name and Signature)
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Invigilator (Name and Signature)
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