M.E.S. COLLEGE OF ARTS, COMMERCE AND SCIENCE

(Affiliated to Dr.Manmohan Singh Bengaluru City University)
Accredited by NAAC ‘A’ Grade
“Vidyasagara’ Prof. M.P.L. Sastry Road (15% Cross), Malleshwaram, Bengaluru- -560 003

MES/IQAC/ 05 /25-26 7th March 2026
CIRCULAR
Subject: Constitution of Examination Committee
The following faculty are members of the Examination Cell/ Committee:
SI. No. Name Department Position
I Dr. Chinna Devi C N Chemistry Convener
2 Ms. Devika Rani G Shetty Mathematics Member
3 Ms. Hemaprabha R English Member
4 Dr. Nischitha H Commerce Member
5 Ms. Anusha S Computer Science Member
6 Ms. Malini M K Sanskrit Member
7 Ms. Kavitha M Commerce Member
8 Ms. Rakshitha N Commerce Member
9 Mr. Pranav Karjagimath Political Science Member
10 Dr. Meenakshi Kannada Member
11 Ms. Lourdu Mercelin R Psychology Member

Roles & Responsibilities:
e Preparation of Time table for the Internal Test.
e Preparation of seating plan for the Internal Tests, with the help of Office staff.

e Issue circular for setting up of the question paper (QP) as per the SOP given by IQAC.
e Single set of QP for the student strength less than or equal to 60. Two sets of Question Papers for student

strength above 60. The Principal shall choose the Question Paper to be given.
e The QP shall be scrutinized by IQAC to ascertain that it is as per the SOP and in compliance with the

End Sem Exam format and is from the covered syllabus.
The final QP after rectification shall be handed over to the Examination Committee to prepare the copies

as per the requirements provided by the departments.
Give requisition for the stationery required for the conduct of the Internal Tests.

e Identify space for keeping the exam stationery and as control room.
e The Invigilation duty list shall be prepared. It must include the guidelines for the relievers and the

invigilators.
e The Subject Coordinators and the IQAC Coordinator shall not be given any invigilation work. They shall

be the squad to overview the conduct of the Internal Tests.
¢ The nominal roll shall be prepared for the attendance purpose.
e The supply of Answer Scripts and QPs in respective rooms as per the Time Table. | |
e The answer scripts shall be collected in the control room. : :
e The faculty representative shall collect the answer scripts for the control room for B
the committee shall keep record of the same. _

e The Exam committee shall furnish the report of Internal tests conducted wi
Internal Tests.
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