
The meeting was chaired by Dr. Jay Mukherjce and attended by all the faculty members. 

The following decisIons were made in the meeting 

On the basis of instueions given by the GBS tegading the onine Semester 

Eeaninations for Scm-2, Scnm-4 and Sem-6, the depurtment met to discuss the modalties of 

ponducting lntemal Assessment (|A) and Tutorial T0D Exuminations for these semesters. 

Hoever. the department decided to wait for linal instructions from the collepe authortics 

neearding the conduct of 1A and TUT exams. The department also deliberated on the various 

YS of responsibilities involved in the examination process und decided on a tentative 

allocation of duties for the faculty members. The outcome of these discussions is given 

below. 

SI. 

No. 

1 

2 

3 

4 

5 

7 

8 

Minutes of the Online Departmental Meeting held on 08,07,2021 

10 

11 

12 

Table 1: Responsibilities Involved in the Entire Examination Process 

Nature of Responsibility 

Conducting Tutorial Exams following proper procedure (if applicable) (Refer to 

Modalities Pages 14 & 23) 

Setting IA question papers (Refer to Modalities -Pages 5 & 10) 

Checking lA answer scripts 

Mailing Question Papers (sent by the University) of theoretical exanmination to students 

at the scheduled hour on the date of examination (if needed) 

Receiving Answer Scripts (TH) from students in the designated Gmail id & 

acknowledging it at the end of each examination + Preparing a daily report of scripts 

submitted that will be sent to the college authority 

Arranging the Answer Scripts of different papers in separate folders in the Gmail Drive 

after the completion of each examination 
Cross-checking the received answer scripts with the blank award lists generated from 

the university portal and noting down the absentee candidates as well as the names of 
students not featuring in the award list so that a consolidated report can be submitted to 

the college 
Checking the answer scripts of the theoretical papers 

Marks uploading and confirmation (TH + TUT + IA) for each paper 

Verifying the marks (TH +TUT + IA) for each paper 
Generating Statement of Marks (TH + TUT + IA) for each paper and mailing it to the HoD 

Mailing the consolidated report of marks statement to the college by the HoD 



It was decided that responsibilities will be allocated to faculty members as per column (4) of 

Table 2. In case of DSE-A2 of ECOA (Sem 6), the responsibilities of Term Paper and 
Droctical Exam will be shared by JM and IB. However, in case of SI. No. 4, 5, 9 & 19 of 
Table 1, responsibility will be shared by faculty members s per column (7) of Table 2. 

Moreover, in case of SI. No. 7 of Table I, the responsibility will be shared by all the faculty 

members. 

Semester 

(1) 

SEM 2 

SEM 4 

SEM 6 

Part 

Part-3 

(1+1+1) 

Table 2: Distribution of Exam Duties among Faculty Members 

Course 

(2) 

ECOA 

ECOG 

ECOA 

ECOG 

ECOA 

ECOG 

Course 

ECOA 

ECOG 

Paper Coordinator 

(3) 

CC3 

CC4 

GE2/ 
CC2 

CC8 

CC9 

CC10 

SEC-B2 

GE4/ 
CC4 

SEC-B1 

CC13 

CC14 

DSE-A2 
DSE-B1 
DSE-B2 

SEC-B2 

Paper 

V-A 

V-B 

VI-A 
VI-B 

VII-A 

VII-B 
VII-A 

VIII-B 

IV 

(4) 

IB 

SM 

JM 

SMI 

IM 

SM 

IB 

SM 

I 

SMI 

JM 

SM 

SMI 

JM 

Coordinator 

JM 

IB 

SM 

SMI 

SMI 

(10+10) 
(5) 
20 

20 

20 

20 

20 

20 

20 

20 

20 

20 

20 

20 

20 

20 

20 

* Paper review 

TUT (15) TH 

/ PR (30) 
(6) 

NA 

15 

15 

15 

15 

15 

15 

15 

15 

15 

15 

15 
PR (30) 

15* 

15 

15 

(65) 
(7) 

geaalallaa a 

a 

a 

aa a 

a 

a 

a 
65 

65 

65 

65 

65 

65 

65 

65 

65 

65 

65 

50 

65 

65 

65 

TH 

(100) 
50 

50 

50 

50 

50 

50 

50 

PR 

(50) 
100 

Shared 

Responsibility 

(8) 
IB, SMI 
SM, JM 

JM, IB 

SMI, SM 

IB, SM 
IM, SM 
SM. SMI 

IB, SMI 

SM, JM 
IB, SMI 
SMI, IB 
JM, IB 
SM, JM 
SMI, IB 

JM, SM 

Script Checking 

SMI 

IM 

IB 

IB 

JM 
SM 

SM 

SMI 

SMI 

The second agenda that came up for discussion was the Project of Sem-VI students. It was 

decided that the students would be asked to mail their Projects to ecoa.spcmc@gmail.com 

latest by 15.07.2021. IB and JM would evaluate the papers. The date for viva-VOce shall be 
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