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SAROJINI NAIDU VANITA PHARMACY MAHA VIDYALAYA 

EXAMINATION BRANCH 

LIST OF INTERNAL GRIEVANCES 
 

S.No. Nature of Grievance 
Time Bound 

(Max. working days) 

1. Internal Marks Correction One / Two days 

2. Discrepancy in Internal Marks One / Two days 

3. Attendance Issues One / Two days 

4. Grievance on Question Paper One / Two days 

5. Grievance on Evaluation One / Two days 

6. 
Distribution & Verification of Answer 
Scripts 

One / Two days 

7. Lab Internal Marks Correction One / Two days 

8. Seminar Internal Marks Correction One / Two days 

9. Project Internal Marks Correction One / Two days 
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EXAMINATION BRANCH 

 
LIST OF EXTERNAL GRIEVANCES 

 

S.No. Nature of Grievance 

1. Revaluation/ Recounting 

2. Name correction in Hall Ticket 

3. Name correction in Marks Memo/PC/CMM/OD 

4. Errors/ Discrepancy in results Theory/Practical 

5. Credits Issue 

 

Note: Examination related grievances will be informed to the Office of the 

Controller of Examinations within one/two working days. The resolution of 

grievance will be informed to the student immediately after getting reply from Office 

of the CE. 
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EXAMINATION BRANCH 

 
 MECHANISM TO DEAL WITH EXAMINATION GRIEVANCES 
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EXAMINATION BRANCH 

 
PROCEDURES FOR INTERNAL GRIEVANCES 

 

1. Internal Marks Correction 

If any student finds any mistake in his/her internal marks. First 

he/she has to approach Examination Branch. 

The student has to submit a request letter to the Examination 

Grievance Cell and take the application regarding the issue internal marks 

correction. 

The student has to submit the filled in application to the exam section. 

After receiving the application the grievance cell committee will verify the 

marks and will update the status to student. 

2. Discrepancy in Internal Marks 

If any student finds any discrepancy in internal marks. First the 

student has to approach Examination Branch and submit a request letter to 

the examination grievance cell and take the application regarding the 

discrepancy. 

The student has to submit the filled in application to the exam section. 

After receiving the application the grievance cell committee will verify and 

will update the status to student. 

After counting and verification done by the Grievance Cell they will 

update the status to the student. 

3. Attendance Issue 

If the student finds any problem in the attendance he/she has to 

approach the Examination Branch. 

Student has to submit a request letter to the Examination Grievance 

Cell and submit the filled-in application to the exam section. After receiving 

the application, the grievance cell committee will verify the attendance. 

After verification the committee will update the status to the student. 
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4. Grievance on Question Paper 

In case any student feels that, the question paper is prepared out of 

syllabus, she has to approach the Examination Branch. Then student has to 

submit the problem in the prescribed form available with Examination 

Grievance Cell. 

Head of the department will be directed to verify the question 

paper, if the questions are out of syllabus, such marks will be assigned to 

student if the student attempted such question. 

5. Grievance on Evaluation 

If the student finds any problem in the evaluation of answer paper 

he/she has to approach the Examination Branch. The student has to submit 

a request letter to the Examination Grievance Cell and take the application 

regarding the issue. 

A request is raised to department to assign a subject expert from the 

department to evaluate the answer paper. If marks are not posted/ question  

is not evaluated/ total is mistake, the marks are updated in answer booklet 

and marks entry sheet also. The status is updated to the student. 

6. Distribution and Verification of Answer Scripts 

If the student finds any problem in the distribution and verification of 

answer script, he/she has to approach the Examination branch. The student 

has to submit a request letter to the Examination Grievance Cell and take 

the application regarding the issue. Concerned staff member will be called 

to examination branch and in presence of staff the answer script will 

distribute and verified. 

7. Lab Internal Marks Correction 

If the student finds any problem in the Lab Internal Marks 

Corrections, he/she has to approach the Examination branch. The student 

has to submit a request letter to the examination grievance cell and take the 

application regarding the issue. After verifying the internal marks from 

concerned staff/department the marks are updated. 
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8. Seminar Internal Marks Correction 

If the student finds any problem in the seminar internal marks, he/she 

has to approach the Examination branch. The student has to submit a 

request letter to the examination grievance cell and take the application 

regarding the issue. After verifying the seminar internal marks from 

concerned staff/department the marks are updated. 

9. Project Internal Marks Correction 

If the student finds any problem in the project internal marks, he/she 

has to approach the Examination branch. The student has to submit a 

request letter to the examination grievance cell and take the application 

regarding the issue. After verifying the project internal marks from 

concerned faculty / department the marks will be updated. The status will 

be updated to the student. 



 

EXAMINATION BRANCH 

 
PROCEDURES FOR EXTERNAL GRIEVANCES 

(1)(2)(3).Procedure for Recounting / Revaluation/ Challenge of 

Evaluation /  

After verifying the results declared by the Osmania university, if  

student is not satisfied / requires clarification she can request for 

Recounting / Revaluation/ Challenge of Evaluation as per the notification 

given by the Controller of examinations of the University. 

Examination branch will circulate the notification regarding 

Recounting / Revaluation/ Challenge of Evaluation given by the CE of 

the university. 

Student has to submit an Application Form to the Examination 

Branch regarding Recounting / Revaluation/ Challenge of Evaluation by 

paying fee as per university norms. 

The student has to submit the filled application with enclosed 

documents like result copy, receipt of stipulated fee, etc., to the 

Examination Branch on or before the scheduled date. 

The filled in application will be sent to the Office of the Controller of 

Examinations, Osmania University. 

In case of Recounting/ Revaluation, the office of the Controller of 

Examinations, Osmania University will declare the results after 

verification and final memorandum of Marks  will be issued. 

4. Procedure for Name Correction in Hall Ticket 

The Student after receiving the Hall Ticket, if she found any 

mistakes in hall ticket, she can request for the corrections by 

approaching the Examination branch 

The student has to submit the filled in application and with enclosed 

the document like SSC marks memo to the Examination Branch. 

The filled in application will be sent to the Office of the Controller of 



 

Examinations, Osmania University. After verification the correction will 

be updated. 

5. Name Correction in Marks Memo / PC / CMM / OD 

After student receiving the marks memo / PC / CMM / OD. If she 

find any corrections in the above mentioned the student have to submit  

an application form to the Examination Grievance Cell under 

Examination Branch. 

The filled in application will be sent to the Office of the Controller of 

Examinations, Osmania University through the Examination Branch. 

The CE of the university will resolve the issue requested by the 

student by issuing new PC / CMM / OD. 

6. Discrepancy in Results / Theory / Practical 

After verifying the results declared by the university. If the student 

found any discrepancy in result, she has to submit an application form to 

the examination Grievance cell regarding any discrepancy in results theory 

and practical. 

Grievance Cell Committee will check the result, and the application is 

forwarded to Office of the CE, Osmania University 

Final result will be declared after verification. 

7. Electives Deviation Issues 

If the student finds any issues in Electives deviation. She  has to 

approach the Examination Branch and submit an application form to the 

Examination Grievance Cell. 

The Grievance Cell Committee will check the initial registration and 

the elective subject. The filled-in application will be sent to the department 

head along with the correction and the statement will be updated by the 

grievance cell committee. The status will be updated to student. 

 

  



 

SAROJINI NAIDU VANITA PHARMACY MAHA VIDYALAYA 
(Sponsored by the Exhibition Society), Tarnaka, Secunderabad. 

Affiliated to Osmania University, Approved by AICTE & PCI 
NBA Accredited B. Pharmacy Course 

 

 

Date: 
Hall Ticket Number : 

Name of the Student : 

Class of Studying :  Year B.Pharm / M.Pharm / Pharm. D ____Sem/ Year 

 Nature of the Grievance : 

Grievance Number  : Internal Grievance - 20 /  

Mobile Number : 

Address :   

 

Description of Grievance 
 

 
Signature of the Student 

Status of Grievance: 

 

S.No. Date Status of the Grievance 
   

   

   

 
Corrective Action Taken :   

 

Date of Grievance Reddresal :   

 

 

 

In- Charge, Examination branch  

 

     



 

SAROJINI NAIDU VANITA PHARMACY MAHA VIDYALAYA 
(Sponsored by the Exhibition Society), Tarnaka, Secunderabad. 

Affiliated to Osmania University, Approved by AICTE & PCI 
NBA Accredited B. Pharmacy Course 

 

 

Date: 
Hall Ticket Number : 

Name of the Student : 

Class of Studying :  Year B.Pharm / M.Pharm / Pharm. D ____Sem/ Year 

 Nature of the Grievance : 

Grievance Number  : External Grievance - 20 /  

Mobile Number : 

Address :   

 

Description of Grievance 
 

 
Signature of the Student 

Status of Grievance: 

 

S.No. Date Status of the Grievance 
   

   

   

 
Corrective Action Taken :   

 

Date of Grievance Reddresal :   

 

 

 

In- Charge, Examination branch  

 

   Ex   
















































































































	1. Internal Marks Correction
	2. Discrepancy in Internal Marks
	3. Attendance Issue
	4. Grievance on Question Paper
	5. Grievance on Evaluation
	6. Distribution and Verification of Answer Scripts
	7. Lab Internal Marks Correction
	8. Seminar Internal Marks Correction
	9. Project Internal Marks Correction
	(1)(2)(3).Procedure for Recounting / Revaluation/ Challenge of Evaluation /
	4. Procedure for Name Correction in Hall Ticket
	5. Name Correction in Marks Memo / PC / CMM / OD
	6. Discrepancy in Results / Theory / Practical
	7. Electives Deviation Issues

