
Deccan Education Society’s  
Navinchandra Mehta Institute of Technology and Development 

Process Name: Exam Conducting Process 

 

  

 

 

 

 

 

 

 

 

 

 

 

 

 

No Yes 

No 

Start 

Exam Form Schedule Display 

Has the student submitted 

exam form and paid the fees 

Late fee 

Reminder to 

student, parent 

& HOD 

Display of Exam timetable at least 15 days prior to the 

commencement of the examination. Issue of Hall Ticket to the 

students. 

Intimate the faculty members. Call for 2 sets of question papers in a 
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Display the block distribution outside respective classrooms. Taking 

photocopies of the question papers one hour prior to the examination. 

Conducting Exam as per University Guidelines 

End 

Decide on Classroom allocation and preparation of supervision charts. 

Prepare and issue appointment letters to the supervisors at least 8 days 

in advance. 
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& OA - Megha 

Task 1: Class IV 
      Task 2 – Exam Coordinator 
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