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22.01.2026 

Subject: Procedure for filing examination form/correction of the coursels selected on 
Samarth Portal after the closure of the submission window-reg. 

In view of the several issues related to the filling of the examination form on Samarth 
Portal faced by the students/college or dept. admin; i.e. students did not file the exam form 
within the stipulated time due to reasons beyond their control, students inadvertently 
selected an incorrect course, incorrect verification by the relevant college/dept., et.: the 
undersigned is directed to convey the following SOP to be adhered to strictly in the larger 
interest of the students of Faculties/Departments/Centers/Colleges/lnstitutes. 

(i) The student shall submit a written application stating the reasons for 
non-submission of the examination form or incorrect course selection or whatever the iSSues 
being faced, addressed to the Principal of the College / Head of the Department / Director of 
the Centre, as applicable in a particular case. 

(i) The concerned Faculty/Department/Center/College/lnstitute shall examine the 
request and, if found valid, endorse the application on their official letterhead, certifying the 
Correctness of the proposed correction and authorizing the designated Samarth Portal 
Adninistrator of their Faculty/Department/Center/Collegellnstitute to do the required 
rectifications only at the premises of Examination Wing, North Campus. 
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(üi) The endorsed request shall be forwarded to the Controller of Examinations for 
approval. No correction shall be permitted without the explicit approval of the Controller of 
Examinations. 

(iv) The correction shall be carried out by the authorized staffldesignated Samarth 
Portal Administrator of the concerned Facuity/Department/Center/College/lnstitute in the 

presence of the Samarth Portal Administrator of the Examination Wing strictly at the 
premises of the Examination Wing, North Campus only and/or only as per the approved 
request. 

Copy to/ufaftft gã : 

2. The procedure shall be effective for all cases in retrospective manner & all such 
requests of past, present and future must comply with the above procedure. This is issued 
with the approval of the competent authority of the Examination Wing. 

Section Officer 
(Sectt. of Controller of Examinations) 

1. The Joint Registrar, Examination/İyGd oHA, tAT 
2. The Deputy Registrar, Examination/g4-cifad, te 
3. The Assistant Registrar, Examination/HEI4H prefta, qttT 
4. The Assistant Registrar, Examination (South Delhi Canmpus)/HGI4 Hta, utT aUT 
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