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INTERNAL QUALITY ASSURANCE CELL (IQAC)

MEETING NOTICIl

®

®

Date:  30.07.2025

Time: 2.30pm to 4.00pm

Vcnue: IQAC  -WAB 309

A meeting of the Internal Quality Assurance Cell (IQAC) is scheduled to be held as per the

details given above. All members are requested to attend the meeting without fail.

Agenda,

I . Role and responsibilities of the Departmental Quality Assurance Cell (DQAC)

2. Scrutiny process of Question Papers (QP)

3 . Academic and administrative audit procedures

4. Monthly Activity report

5. Any other relevant topics with the permission of the Chair

For   any   queries   or   additional   points   for  discussion,   members   may   contact   the   IQAC

Coordinator in advance.
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ATTENDANCESHEET-IQACMEETING|30.Ol.2025.)

€

No Name of the Members Membership Nature Dept. Si8mture-

I Dr.  Fr. Jose Kannampuzha Director ADM lfil7€,-`»#
2 Dr. P Sojan Lal Principal, Chairman IQAC. CS TbJl?
3 Fr.  David Nettikkadan Management Representative EC

=dE,,-

4 Dr. Jenson Jose Coordinator EE
IIi±`1:I_- . ` .

5 Ms. Archana S
Assistant Coordinator NAAC,  DeptCoordinator

CE t,¢`,        ``

6 Mr.  Kapil  Das K.  S
Assistant Coordinator IQAC, Dept

EE /
Coordinator IIIIIIIE.i   .

7 Dr.  Anoop V Dean, Academies AD |q=b\
8 Dr. V.  M.  Xaviour Member ADM ltG5,]I,

9 Ms. Anna Joseph NBA Coordinator CE
2@1

10 Dr. Jarin T Research Dean CS
CN

11 Ms. Anjali 0 Member` Department Coordinator AD L-a2f\  fr

'2 Dr.  Swapua 8.  Sasi Member, Department Coordinator CS
cS...`,  ` `

13 Ms. Neetl`u T V Member, Department Coordinator CS usNty,
14 Ms.  Sagna L T Member, Department Coordinatoi. CY %^O\q:b
15 Ms.  Roshni Rajan K Member,  Depailment Cool.dinatoi. EC zl

16 Dr.  S Krishnanunnni Member,  Department Coordiliator ME goth

17 Ms. Nyni  K. A Member,  Department Coordinator MR EN_`
18 Ms.  Vidya V  Menon

Member,  Department Coordinator,NAACCriteriaCoordinator
BSH

-  v cny

19 Mr. Praveen  Raj
Member.  Representat ive-E xam inat ionCell

ME

20 Mr.  Muhammed Shefeek T A Nominee from  Industry OT
1,

21 Mr. Christo George Nominee from  Industry OT i    Ats€hk
22 Mr. Aravind K. P. Nominee from Alumni OT

J\

23 Dr. Varghese A.  F Nominee from  Local society OT
\

24 External  Auditor 2 OT
+
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INTERNAL QUALITY ASSURANCE CELL (IQAC)

MEHTING MINUTES REPORT

Date: 30.07.2025

Time: 2.30pm to 4.00pm

Venue: IQAC -WAB 309

The IQAC meeting was convened as scheduled with tlle presence of all members. The session

was focused on strengthening departmental quality assurance mechanisms and reviewing key

academic procedures.

®

®

1. Question Paper (QP) Scrutiny

QP scrutiny must be done by the Department Quality Assurance Cell (DQAC)

A scrutiny team is to be formed comprising:

1. HOD

2.  IQAC Coordinator

3. Two senior faculty members

Documents to be maintained in DQAC:

1.Constitution of Committee - HOD

2. Meeting Notice

3. Meeting Minutes

4. Action Taken Report (ATR)

5. Scrutiny Report (First and Second Seri8s)

6. Scrutiny Sample - QP Sample ffirst and Second Series)

2. Monthly Activity Report & Website update

Departments should ensure the timely submission of monthly activity reports and continuous

update the department web pages.

3. Question Paper (QP) Submission -.First Series

•=:-.;-?i:=`-=f .ETEi...=`-
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•     Target Date:4th August 2025

•     Please  follow  all  15  checklist points  in the  scrutiny  form  (to  be  shared via teaching

email) while preparing question papers to avoid rework.

•     Both sets of QP questions should be different.  In same QP identical questions are not

allowed

Maximum Marks:

I . 2024 Scheme - 40 Marks

2. 2019 Scheme -50 Marks

Note:  QP scrutiny must be completed before 8th August 2025,  so kindly ensure submission

well in advance.

4. Quality Enhancement Programmes

•    Each  department  must  conduct  at  least  one  Quality  Enhancement  Programme  per

academic year under the banner of IQAC.

•     This may include quality-related workshops or seminars.

5. Other Discussions

•     Ensure completion ofetlab entries by all faculty.

•     Departmental statistics are to be regularly monitored using the HOD login.

•     Faculty must also ensure:

1 . Timely conduct of module tests

2. Provision of remedial classes as required

•     The members briefly discussed general quality improvement strategies and the need for

timely documentation and reporting.

•     Suggestions were invited from members for further streamlining academic processes.

The meeting concluded with the Chair emphasizing the importance of consistent monitoring

and cooperation between IQAC and DQAC for maintaining academic standards.

IQAC Coordinator
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INTERNAL QUALITY ASSURANCE CELL (IQAC)

ACTION TAKEN REPORT -IQAC MEETING

I.   The scrutiny list was circulated to all teaching faculty members on lst August 2025.

2.    The monthly activity report template was shared on lst August 2025.

3.   The submission of the first internal examination question papers for semesters S3, S5,

and S7 was successfully completed by 4th August 2025.

4.    Question papers were shared with DQAC members for scrutiny on 5th August 2025.

5.    Scrutiny of the submitted question papers was successfully completed on  8th August

2025.
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INTERNAL QUALITY ASSURANCH CELL (IQAC)

NOTICH

Date:  03 .11.2025

Time: 2.30 pin

Venue: IQAC Conference Hall

A second meeting of the Intemal Quality Assurance Cell (IQAC) is scheduled to be

held as per the details given above. All members are requested to attend the meeting

without fail.

Agenda:

1. Discussion on Question Paper (QP) Setting for the Second Series Examination.

2.  Review of drawbacks  identified  in the Question Papers  set for the First  Series

Examination.

3 . Discussion on difficulties faced during the First lntemal Audit conducted through

the ET Lab.

®         4.  Suggestions and recommendations for improving the quality of assessment and
audit procedures.

Any other matter with the permission of the Chair.

All IQAC members are requested to attend the meeting without fail.

IQAD:.:eonosr::n,a;as.
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INTERNAL QUALITY ASSURANCE CELL (IQAC)

IQAC MEETING ATTENDANCE SHEET (AY: 2025-2026, Odd)

Date:  3.\\   202S-

Time:      2-3C)PYY|

Venue: IQAC Conference Hall

SI. No, Name of the Member Department Signature

1 Dr. Jenson Jose FEE -
2 Mr. Kapildas K. EEE .-
3 Ms. Archana S. CE

r2rn
4 Dr. Anoop V. AD

zl

5 Ms. Anjali 0. AD ^1

6 Ms. Vidya V.Menon BSH d%
7 Dr. Swapna 8. Sasi CSE pr
8 Ms. Neethu T.V. CSE

9 Ms. Sagna L.T. CY EL-`
10 Ms. Roshni Rajan K. ECE '.RZZI

11 Dr. S. Krishnanurmi RE

12 Ms. Nyni K.A MRE y.
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INTERNAL QUALITY ASSURANCE CHLL (IQAC)

MEETING MINUTES

Date:  03 .11.2025

Time: 2.30 pin

Venue: IQAC Conference Hall

The meeting commenced with the welcome address by the IQAC Coordinator. The

following agenda items were discussed.

Agenda 1 : Question Paper Setting for the Second Series Examination

The  committee  discussed  the  guidelines  for  setting  the  Question  Papers  for  the

Second Series Examination. Members emphasized the need to ensure:

• Proper alignment with Course Outcomes (cos).

• Balanced distribution of questions covering all units.

• Inclusion of questions of varying cognitive levels.

• Compliance with the prescribed examination pattern.

Resolution:

Faculty  members  were  instructed  to  prepare  the  question  papers  following  the

approved QP template and submit them for scrutiny before the stipulated deadline.

Agenda 2: Review of Drawbacks in the First Series Question Papers

The committee reviewed the  shortcomings  observed in the question papers of the

First Series Examination. The following issues were identified:

• Uneven distribution of marks alnong units.
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• Repetition of similar questions.

• Inadequate mapping of questions to cos

• Typographical and formatting errors in some papers.

• Variation in difficulty levels beyond the expected standard.

Resolution:

Department Heads and subject experts shall conduct a detailed review of question

papers before submission to ensure adherence to institutional guidelines.

Agenda 3 : Difficulties Faced During the First Internal Audit through ET Lab

The members discussed the  challenges  encountered during the  first intemal audit

conducted through the ET Lab. The major difficulties reported were:

• Delay in uploading required documents.

• Incomplete documentation in certain departments.

• Lack of uniformity in maintaining records.

• Technical issues during document verification and retrieval.

• Need for better coordination among faculty members.

Resolution:

Departments were advised to maintain records in a standardized fomat and upload

documents well in advance. A briefing session on audit documentation and ET Lab

procedures will be organized for faculty members before the next audit.

;!`:`,dy
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Conclusion

The Chailperson appreciated the active participation of all members and stressed

the importance of continuous quality improvement. The meeting concluded with

a vote of thanks.
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INTERNAL QUALITY ASSURANCE CELL (IQAC)

ACTION TAKEN REPORT - IQAC MEETING

1. Agenda 1 : Question Paper Setting for the Second Series Examination

Action Taken:

• Revised guidelines for question paper preparation were circulated to all faculty

members.

• Departments ensured CO-based question paper preparation.

• Question papers were scrutinized by the respective Heads of Departments before

final submission.

Status : Completed

Agenda 2 : Drawbacks Identified in the First Series Question Papers

Action Taken:

•   Faculty   members   were   informed   about  the   observations   and   corrective

measures.

• A review mechanism was introduced to check unit-wise coverage, CO mapping,

and difficulty level.

• Necessary corrections were incorporated in the Second Series question papers.

Status: Completed

Agenda 3 : Difficulties Faced During the First Internal Audit through ET Lab

Action Taken:

• Departments standardized documentation formats.

• Faculty members were instructed to maintain and upload records periodically.

• Technical issues reported during the audit were addressed in consultation with

the ET Lab support team.

•,\th
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•   Awareness   and   orientation   sessions   were   conducted   to   improve   audit

preparedness.

Status: Completed / Ongoing

Summary

The recommendations made during the Second IQAC Meeting were effectively

implemented.  Continuous  monitoring  is  being  carried  out  to  ensure  quality         €)

enhancement in examination processes and audit practices.

IQAC Coordinator

Iir. Jenson Jose
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INTERNAL QUALITY ASSURANCE CELL (IQAC)

NOTICE

A First meeting of the Internal Quality Assurance Cell (IQAC) is scheduled to be

held as per the details given above. All members are requested to attend the meeting

without fail.

Date: 06.01.2026

Time:  1.30pm

Venue: IQAC Conference Hall

Agenda:

1.   Course Committee Meetings conducted by the departments.

2.  Class Committee Meetings and student feedback.

3.  Discussion on Academic Audit preparedness and compliance.

4.  Review of Monthly Activity Reports submitted by departments.

5.  Inclusion of Subject Coverage details in the Monthly Activity Report.

•               6.  Question paper (QP) Scrutiny process for forthcoming internal examinations.
7.   Observations of the Odd Semester Audits

8.  Any other matter with the permission of the Chair

For any queries or additional points for discussion, members may contact the IQAC

coordinator in advance.

IQA:rcToeonrsd::aTt:;ear



C®ll®9®
lAUTONOMOusl

eeoccrodited vrith NAAC (®rtrdo A) orie
NBA P.ogromines (CE, CS, 8C, €E, ME. MR}

Jyothl HIIls, P. 0. Vottikkcttlri, Cheruthurutr`y
Thrtssur. K®rolo, lr`die, 679531
a.®®4 2ecoco I lntoch.cc.oc.lr` I `Anrmr.I.cc.aedr`

Approv.a  by A.CT6  a  ^lflllat.a  t® ^PJ  ^bdul
A  C®ntro  of  Exc®ll®nc®  ln  Scj®nc®  one  Tochnology

Kolem  T®crir.ol®®]cal  unlv®r.Itv
by  .h®  Colt.ollc  Archdjoc®se  of  Trichur

INTERNAL QUALITY ASSURANCE CELL (IQAC)

IQAC MEETING ATTENDANCE SHEET (AY: 2025-2026, Even)

Date:  06.0`, 20|C

Time:  `.ao PM

Venue: IQAC Conference Hall

SI. No. Name of the Member Department Signature

1 Dr. Jenson Jose EEE -\
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8 Ms. Neethu T.V. CSE ur
9 Ms. Sagna L.T. CY JET
10 Ms. Roshni Rajan K. ECE
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11 Dr. S. Krishnanunni ME
/

12 Ms. Nyni K.A MRE_ `Of
13 Ms. Greeshma Anto IQAC Asst.
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INTERNAL QUALITY ASSURANCE CELL (IQAC)

MEETING MINUTES

The meeting commenced with the welcome address by the IQAC Coordinator. The

®        Chairperson   highlighted   the   importance   of  maintaining   quality   standards   in
academic and administrative processes.

Agenda 1 : Review of Course Committee Meetings

The  committee  reviewed  the  conduct  of Course  Committee  Meetings  across  all

departments.   Members   discussed  the  need  for  systematic  planning   of  course

delivery, assessment schedules, and attainment monitoring.

Resolution:

Departments   shall   conduct  Course   Committee  Meetings   as  per  the   academic

calendar and maintain proper records of discussions and resolutions.

Agenda 2 : Review of Class Committee Meetings

The committee reviewed the feedback and concerns raised during Class Committee

Meetings.   Student  participation   and  communication   of  academic   issues  were

discussed.

Resolution:

Departments shall ensure timely conduct of Class Committee Meetings and address

student grievances through appropriate corrective measures.



Agenda 3 : Academic Audit

The  committee  discussed  the  preparations  for  the  upcoming  Academic  Audit.

Emphasis was placed on maintaining updated course files, lesson plans, attendance

records, and assessment documents.

Resolution:

All departments shall verify and update academic records before the audit schedule.

Department coordinators will monitor compliance.

Agenda 4: Monthly Activity Report

•        The  committee  reviewed  the  fomat  and  submission  status  of Monthly  Activity
Reports submitted by departments.

Resolution:

Departments  shall   submit  Monthly  Activity  Reports  on  time  and  include  all

academic and co-curricular activities conducted during the month.

Agenda 5 : Inclusion of Subject Coverage in Monthly Activity Report

The committee observed the need to monitor syllabus completion more effectively.

Resolution:

All Monthly Activity Reports shall include detailed subject coverage, percentage of

syllabus completed, and corrective measures for any delays.

Agenda 6 : Question Paper Scrutiny

The committee discussed the quality assurance measures for internal examination

question papers.

The following observations were made:

• Questions should cover all prescribed units.

• Course Outcome mapping should be verified.

BE



• Difficulty levels should be balanced.

• Errors in formatting and marks allocation should be avoided.

Resolution:

Question papers shall undergo scrutiny by the Department Question Paper Review

Committee before final submission.

Conclusion

The   Chairperson   appreciated  the   efforts   of  all   departments   and   emphasized

continuous quality improvement. The meeting concluded with a vote of thanks.

®

Dr. Jenson

IQAC Coordinator
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INTERNAL QUALITY ASSURANCE CELL ¢QAC)

ACTION TAKEN REPORT - IQAC MEETING

Agenda 1 : Course Committee Meetings

•    Departments    conducted    Course    Committee    Meetings    as    per    schedule.

• Records of meetings and action plans were maintained.

Agenda 2 : Class Committee Meetings

•               Cl as s               Committee               Meetings               were               conducted.

•   Student  concerns  regarding  academies  and  facilities  were  addressed  by  the

re spective departmeuts.

Agenda 3 : Academic Audit

•   Departments   updated   course   files,   lesson  plans,   attendance   registe`rs,   and

asses sment                                                                                                                        records.

• Internal verification of documents was completed before the audit.

Agenda 4: Monthly Activity Report

• A revised reporting format was circulated.

• Departments submitted Monthly Activity Reports within the stipulated time.

Agenda 5 : Subj ect Coverage in Monthly Activity Report



• Subj ect coverage details and syllabus completion percentages were incoxporated

into the Monthly Activity Report format.

• Heads of Departments monitored the progress of syllabus completion.

Agenda 6: Question Paper Scrutiny

• Question papers were reviewed by departmental scrutiny committees.

• Necessary corrections related to CO mapping, coverage of units, and formatting

were made before final submission.

The resolutions passed during the IQAC meeting were implemented successfully.

Departments  have  complied  with  the  recommendations  and  continue  to  monitor

academic quality enhancement measures.

Jgiv

®

|Q:::eonosrod:nTa;::ap



J®

Je

College
IAUTONOMOusl

Reocorodited with NAAC (®rocl® A) and

NB^ Piogrammes (CE, C8. EC, E& nIL MR)

Jyothl Hlus. P. a. V®ttltkottlri, Chor`Ithuruthy
ThriscofL twalo, India, 070S3l

04e&. Z§sOoO I lnfo®jcoc.oc.Iri I `mmr.I.oc.ac.in

^pp.ov.a  by A.CTE a  ^Illllat.d t® ^PJ  ^bdul
A  Centre  a/  Excellence  ln  Scl®nce  t]nd  Technology

Kal®m  T.chl`ol®olcol  unlv.r.l(y
by  the  Cqth®llc  Archd!oc®s®  o{  Trlchu.

INTERNAL QUALITY ASSURANCE CELL (IQAC)

NOTICE

A Second meeting of the Internal Quality Assurance Cell (IQAC) is scheduled to be

held as per the details given above. All members are requested to attend the meeting

without fail.

Date: 06.04.2026, 2pm

Venue: IQAC Conference Hall

Agenda:

1.  Review of Retest Conduct and Documentation.

2.  Verification of Activity Points and Supporting Proofs.

3.  Internal Audit Schedule and Preparatory Activities.

4.  Review of Internal Mark Calculation and Record Maintenance.

5.   Strict Verification of Audit Files and Supporting Documents.

6.  Discussion on corrective measures for audit observations.

7.  Any other matter with the permission of the Chair.

8.  All  concerned  members  are  requested  to  attend  the  meeting  and  ensure

compliance with audit requirements.

9.  Any other matter with the permission of the Chair
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INTERNAL QUALITY ASSURANCE CELL (IQAC)

IQAC MEETING ATTENDANCE SHEET

Date: 06/04/2026

Time: 3.00 pin to 3.30 pin

Venue: IQAC Conference Hall

SI. No. Name of the Member Department Signature

1 Dr.Jenson Jose EEE -,
2 Mr.Kapildas K. EEE Wbe^`
3 Dr. Anoop V. AD

®QH\a
4 Ms. Alchana S. CE j¥b-A    `
5 Ms.Anjali 0. AD cNigr
6 Ms.Vidya V.Menon BSH

b\\\ys
7 Dr. S.Krishnanunhi ME |cNe
8 Ms. Reshni Rajan K. ECE pr
9 Ms.Neethu T.V. CSE

10 Ms.Sagna L.T. CY Jlt
11 Dr.Swapna 8. Sasi CSE pr
12 Ms. Nyhi K.A MRE

ck{twoap
13 Ms, Greeshma Anto
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INTERNAL QUALITY ASSURANCE CELL (IQAC)

MEETING MINUTES

The meeting commenced with the welcome address by the IQAC Coordinator. The

Chaixperson emphasized the importance of maintaining accurate academic records

and ensuring audit readiness.

Agenda 1 : Review of Retest Conduct and Documentation

The  committee  reviewed  the  conduct  of retests  for  eligible  students.  Members

discussed the maintenance of attendance records, question papers,  answer scripts,

and mark entries related to retests.

All departments shall maintain complete retest records including student eligibility,

attendance, question papers, evaluated answer scripts, and mark statements for audit

verification.

®         Agenda 2: Verification of Activity points and supporting proofs

The  committee  reviewed  the  submission  of  activity  points  earned  by  students

through participation in technical, co-curricular, and extracurricular activities. It was

observed that supporting documents were incomplete in a few cases.

Departments shall verify all activity points only after validating supporting evidence

such as certificates, participation records, reports, photographs, and approval letters.

No activity points shall be considered without proper proof.



Agenda 3 : Internal Audit Schedule

The tentative schedule for the upcoming internal audit was discussed. Members were

instructed to complete documentation well in advance.

Departments  shall  complete  file  updating  and  verification  before  the  audit  date.

Department coordinators shall conduct preliminary reviews to ensure readiness.

Agenda 4 : Intemal Mark Calculation

The  committee  reviewed  the  procedures  followed  for  internal  mark  calculation.

Variations in record maintenance and calculation formats were  observed in some

deparinents.

Faculty   members   shall   strictly   follow  the   institution-approved   internal   mark

calculation methodology. All calculations must be supported by attendance records,

assignment marks, internal test marks, retest marks (where applicable), and activity

records.

Agenda 5 : Strict Verification of Audit Files

The    Chaiaperson    expressed    concern   regarding    incomplete    and   improperly

maintained audit files observed during previous audits.

The following instructions were issued:

• Audit files shall be maintained meticulously and updated regularly.

• Every entry must be supported with doculnentary evidence.

• Missing documents, unsigned records, and incomplete files will be treated as audit

non-conformities.

• Faculty members shall personally verify the completeness and accuracy of files

before submission.



• Heads of Departments shall conduct rigorous scrutiny of all files before the audit.

• Any discrepancies identified during the audit must be rectified immediately.

All faculty members and department coordinators shall treat audit file preparation as

a priority activity. A departmental-level audit verification shall be completed before

the institutional audit schedule.

The  Chairperson  instructed  all  departments  to  maintain  academic  records  with

utmost seriousness and ensure that all  supporting documents are readily available

for audit verification. The meeting concluded with a vote of thanks.

I)r. `lensi`n    i:

IQAC Coordinator

®
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ACTION TAKEN REPORT - IQAC MEHTING

Agenda 1 : Retest Conduct and Documentation

I    Retest records were verified and updated.

I    Question papers, attendance sheets, answer scripts, and mark records were

filed systematically.

Agenda 2 : Activity Points and Supporting Proofs

I    Departments collected and verified supporting documents for activity points.

I    Incomplete submissions were returned for correction and resubmission.

Agenda 3: Internal Audit Schedule

I    Audit schedules were communicated to all departments.

•    Department coordinators conducted preliminary reviews of audit files.

Agenda 4 : Internal Mark Calculation

I    Internal mark calculations were re-verified by faculty members and Heads of

Departments.

I    Errors identified during verification were corrected.

I    Standardized calculation sheets were maintained for audit purposes.



Agenda 5 : Strict Verification of Audit Files

I    Departments conducted detailed scrutiny of all audit files.

I    Missing records and supporting documents were updated.

I    Faculty   members   verified   file   completeness   and   obtained   necessary

approvals.

I    Heads of Departments completed departmental-level audit verification before

the scheduled audit.

®

a

The   implementation   of   the   above   measures   has   improved   the   quality   of

documentation, enhanced transparency in internal mark calculations, ensured proper

verification of activity points, and strengthened departmental preparedness for the

internal audit process.

IQAC Coordinator


