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Examination Entry Form (Proper/Repeat/Makeup) 
Deadline for the Submission of Exam Entry Form For Office use only 

  
 

01 Registration No: 
 

 

02 Names with Initials: 
 

 

03 Name in Full: 
 

  

04 Postal Address: 
 

 

05 Contact No: 
 

 

06 Email: 
 

 

07 Name of the 
Certificate/Diploma/Master 
Programme: 

 

08 Academic Year and the Semester of 
the Examination 

 

09 Date of Expiry of Registration  

10 If you Repeat/Makeup the 
examination, Year and Semester 
of the Last Examination: 

 

 

Courses to be taken at the end of semester examination 
No: Course  Code Course Title No. of Attempts 

(First/Second/Third) 
Signature of the 

Coordinator 
01  

 
   

02  
 

   

03  
 
 

   

04  
 
 

   

05  
 

   

06  
 

   

07     

08     

09     

10     

(Please turn overleaf for instructions) 

POSTGRADUATE INSTITUTE OF SCIENCE (PGIS) 
UNIVERSITY OF PERADENIYA, SRI LANKA 

 

PGIS/Ex/Form 01 



 

I certify that above information is true and accurate. I am aware that my application could be rejected 
for any of the reasons under the Examination rules and regulation of the Postgraduate Institute of 
Science and if this application is rejected the Postgraduate Institute of Science will not refund the 
course fees paid by me.   

Signature of the Applicant: 
 

 

Date: 
 

 

 

Instructions to Students: 

1. Complete all relevant sections. Incomplete applications will be rejected. 
 

2. Send the duly completed Examination Entry form to the dr@pgis.lk on or before the 
closing date indicated on this form. 
 

3. All students who are eligible to sit for an examination shall be given the Examination 
Admission Card and Time Tables at least 14 days before the commencement of the 
examination upon successful completion of the relevant payment.  
 

4. Any student who did not receive the relevant information seven days before the 
commencement of the examination shall contact Deputy Registrar of the PGIS 
immediately.  
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POSTGRADUATE INSTITUTE OF SCIENCE (PGIS) 
UNIVERSITY OF PERADENIYA, SRI LANKA 

 
List of Examiners  

 

PGIS/Ex/Form 02 

 

 

Board of Study: …………………………………………………………………… 

Masters Programme: ………………………………………………………………. 

Academic Year: ……….. 

Semester: ………………. 

Note: An examiner who is nominated as the second examiner is not eligible to serve as the 
moderator for the corresponding course code. 

Course 
Code Course Title Paper Setter 

 

First 
Examiner 

Second 
Examiner Moderator 

      
      
      
      
      
      
      
      
      
      
      
      

 

     …………………………….... 
 
Signature of the Programme Coordinator  
 

           ……………………………. 
 
            Signature of the Chairperson 

         Date: ……………....                   Date: …………….... 

 

 

 



 
 
 
 

 

 

POSTGRADUATE INSTITUTE OF SCIENCE (PGIS) 
UNIVERSITY OF PERADENIYA, SRI LANKA 

 
List of Examiners  

 

PGIS/Ex/Form 02 

 

 



 

 

PGIS/Ex/Form 03 

 
 
 
Confidential  

 
POSTGRADUATE INSTITUTE OF SCIENCE (PGIS) 

UNIVERSITY OF PERADENIYA, SRI LANKA 

Question Paper 
 

 

Name of the Examination 
Academic Year and the Semester 
Course Title 
Course Code 
Time Allowed 
Instructions regarding choice of questions and 
No. of questions to be answered, and whether 
any section/part of the question paper should 
be answered in separate answer books, and 
other special instructions, if any 

:………………………………………………. 
:………………………………………………. 
:.……………………………………………… 
:………………………………………………. 
:………………………………………………. 
:………………………………………………. 
…..…………………………………………… 
...…..…………………………………………. 
...…..…………………………………………. 

 
 

Question            (Please write legibly and on one side only) 
    No: 
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PGIS/Ex/Form 04 

 
POSTGRADUATE INSTITUTE OF SCIENCE (PGIS) 

UNIVERSITY OF PERADENIYA, SRI LANKA 

 
Continuations Sheet 

 
Question Sheet 

 
Name of the Examination :    ………………………………………………………………… 

Course Title   :    ………………………………………………………………… 
 

Question 
No. 

(Please write legibly and on one side of the paper) 

  

………………………………………………………………………………………………………..

……………………………………………………………………………………………………….. 

………………………………………………………………………………………………………..

……………………………………………………………………………………………………….. 
 

…………………….       ..……………………………. 
 Date             Signature of the Examiner  

 
 

For use of Moderator 
 

………………………………………………………………………………………………………..

……………………………………………………………………………………………………….. 

………………………………………………………………………………………………………..

……………………………………………………………………………………………………….. 
 

…………………….       ..……………………………. 
     Date               Signature of the Moderator 

  

  …………………………… 

Signature of the Director/PGIS 
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Special Requirements for the Paper 

1. Name of the Examination :…………………………………………………………… 

Academic Year  :…………………………………………………………… 

Semester   :…………………………………………………………… 

Course Title   : …………………………………………………………… 

Course Code   : …………………………………………………………… 

Number of Papers  : …………………………………………………………… 

Name of Setting Examiner : …………………………………………………………… 

 
2. The following materials * should be provided to the candidate for this paper including 

answer books and single sheets. 

 Quantity 
 

a) …………………………………   ……………………. 

b) …………………………………   ……………………. 

c) …………………………………   ……………………. 

d) …………………………………   …………………….. 

e) ………………………………….   …………………….. 

f) ………………………………….   …………………….. 

g) ………………………………….   …………………….. 

Indicate the quantity to be provided in each instance.  

3. Indicate which of the special material mentioned above are being encloses, and which 

should be furnished by the Deputy Registrar/Senior Assistant Registrar/Assistant 

Registrar. 
 

4. Indicate whether answers to any part/section of the paper are to be answered and/or 

packeted separately.  

  

……………………………..     ……………………………. 

        Date              Signature of Examiner 

POSTGRADUATE INSTITUTE OF SCIENCE (PGIS) 

UNIVERSITY OF PERADENIYA, SRI LANKA 
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*These include graph paper, logarithms, ledger paper, drawing paper, journal entry forms, 

diagrams, maps, special tables, statistical tables etc.  
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CONFIDENTIAL  

          Name: 

Address: 

From: ………………………………….. 

………………………………….. 

………………………………….. 



  

 

 

 

CONFIDENTIAL  

The following documents are enclosed in this   

envelop*        

1. Question Paper      
2. Outline maps  
3. Marking Scheme 
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Name of the Examination:…………………………………….. 

Academic Year:…………………………………………....... 

Semester:…………………………………………………… 

Course Code:………………………………………………….. 

Ac
ademic 
Year 
:………
…………
… 
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Conflict of Interest Declaration Form for Examiners  

Examination Paper Setting 

1. Examiner Details 

 Name of the Examination:……………………………………………… 

 Name of the Examiner: ……………………………………………… 

 Course Title: ………………………… 

 Course Code: ……………………………………………… 

2. Purpose of This Declaration 

All examiners involved in the setting of examination papers are required to disclose any actual, 
potential, or perceived conflicts of interest. This ensures the integrity and fairness of the 
examination process. 

A conflict of interest may arise where: 

 The examiner has a close personal, professional, or financial relationship with any 
student likely to sit the examination. 

 The examiner is teaching or tutoring students in the same course module through private 
arrangements. 

 The examiner has been involved in recent disputes or disciplinary issues related to the 
students, course, or institute. 

 Any other situation that may be seen to compromise impartiality or confidentiality. 

3. Declaration 

Please indicate one of the followings to declare the conflict of interests related the setting of the 
examination papers: 

I hereby declare that I have no conflict of interest related to the setting of the 
examination paper for the above course/module. 

I wish to declare the following actual, potential, or perceived conflicts of interest: 
(Please provide details, including names of individuals, nature of relationship, 
and any relevant context): 

………………………………………………………………………………………

……............................................................................................................................ 
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………………………………………………………………………………………

……………………………………………………………………………………… 

 
 

4. Confidentiality Statement 

I understand that all examination papers are strictly confidential. I agree not to disclose, 
reproduce, or share any part of the examination content with unauthorized persons. I 
acknowledge that any breach of confidentiality or failure to declare a conflict of interest may 
lead to disciplinary action. 

5. Declaration and Signature 

I confirm that the information provided above is accurate and complete to the best of my 
knowledge. I undertake to inform the Deputy Registrar/Senior Assistant Registrar/Assistant 
Registrar of Examination Division of the Postgraduate Institute of Science immediately if any 
conflict arises after submitting this form. 

 
 
…………………………………………     ……………………… 
   Signature of Examiner           Date 
  
 



Recipient
NIC No:

Vote Head: Account No

Voucher No

………………………………………………………………………………… Transaction No

Payable to: …………………………………………………………………………………………………………………………………….

                      …………………………………………………………………………………………………………………………………

Rs. Cts.

Prepared by:………………………………………………………..

Checked by:………………………………………………………….

Cheque No……………………………………………………………

Date of Payments:…………………………………………………..

Vote Ledger Folio No:………………………………………………..

Approval:
I certify that the above sum amounting to Rupees  ……………………………………………………………………….
……………………………………………………………………………………………………………………………………………………………
is correct and was incurred under the authority quoted and that the rates/price changed is/are
accounting the regulation/contract fair and reasonable.

Date:………………………….. …………………………………………………………

______________________________________________________________________________

Received this …… day of …..………..20…….. In full settlement of the above sum of Rupees ……………
…………………………………………………………………. Only.

Witness
Posting
Checked ………………………………………………….

              Signature of Recipient

Deputy Bursar/SAB

STAMP

Rate

Authority                                                    Total

POSTGRADUATE INSTITUTE OF SCIENCE
University of Peradeniya

AmountDetailed description of service rendered/
Work Executed or goods supplied:

Date

Payment Recommended by: 
 
 
................................................................................... 
Deputy Registrar/Senior Assistant Registrar/Assistant Registrar 
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Details of Question Papers 

Title of the Examination……………………………………………………. 

 

Subject 
Code Title of paper 

Date of Receipt 
of Question 

Paper 

Date of Receipt of 
Moderated Paper Date printed Date packeted Date of 

Examination 
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Daily List of Papers 

Date Subject 
Code Title of the Paper Examination No: of papers 

prepare 
No of pages 
in one paper 

No of 
Packets 

Examination 
Centre 

   
 

     

   
 

     

   
 

     

  
 

      

 
 

       

 
 

       

 

POSTGRADUATE INSTITUTE OF SCIENCE (PGIS) 

UNIVERSITY OF PERADENIYA, SRI LANKA 

 



 

Morning/Evening 
                                                                   (Envelop Size 15” x 10”) 
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           POSTGRADUATE INSTITUTE OF SCIENCE 
             UNIVERSITY OF PERADENIYA 

 
 

This packet is to be opened only by the person officially entrusted with the 
conduct of the Examination, in the presence of the Candidates. 

 

   NUMBER OF PAPERS ENCLOSED IN PACKET :………………………………………….. 

 

COURSE CODE OF THE PAPER:……………………………. 

    

   NAME OF THE  

      COURSE: ………………………………………………………………………………. 
    

   NAME OF THE MASTER         
                   PROGRAMME:…………………………………………………………………………………. 
     

   SEMESTER : IST SEMESTER/ IIND SEMESTER 

   

            CENTER : ………………………………………………………….  
     

   DATE  : ………………………….  

    

   TIME  : ………………………….. 

 

CONFIDENTIAL 

This is to be certify that this packet of question 

papers was opened at …………………a. m. / p.m. 

on …………….. at the Examination Center and in  

the presence of the candidates. 
 
 

 

…..………………………………………..  
Name and the Signature of the Supervisor
  

 
 

…..……………………………………………….    
Name, Reg. No. and the Signature of the Student 

  



 

Morning/Evening 
(Label) 
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           POSTGRADUATE INSTITUTE OF SCIENCE 
             UNIVERSITY OF PERADENIYA 

 
 

This packet is to be opened only by the person officially entrusted with the 
conduct of the Examination, in the presence of the Candidates. 

 

   NUMBER OF PAPERS ENCLOSED IN PACKET :………………………………………….. 

 

COURSE CODE OF THE PAPER:……………………………. 

    

   NAME OF THE  

      COURSE: ………………………………………………………………………………. 
    

   NAME OF THE MASTER         
                   PROGRAMME:…………………………………………………………………………………. 
     

   SEMESTER : IST SEMESTER/ IIND SEMESTER 

   

            CENTER : ………………………………………………………….  
     

   DATE  : …………………………. 
     

   TIME  : ………………………….. 

 

CONFIDENTIAL 

This is to be certify that this packet of question 

papers was opened at …………………a. m. / p.m. 

on …………….. at the Examination Center and in  

the presence of the candidates. 
 
 

 

…..………………………………………..  
Name and the Signature of the Supervisor
  

 
 

…..……………………………………………….    
Name, Reg. No. and the Signature of the Student 
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Preparation of Question Paper 

 

1. Name of the Examination  :………………………………………………….. 

2. Academic Year and the Semester : ………………………………………………….. 

3. Course Code and the Title:………………………………………………………….. 

4. Receipt of paper  (a) From : ………………………………………………….. 

(d) Date : ………………………………………………….. 

 

5. Sent to Moderator  (a) Name : ………………………………………………….. 

(b) Date : ………………………………………………….. 

 

6. Received from Moderator  (a) Name: …………………………………………… 

(b) Date: …………………………………………… 

 

7. Printing and Packeting   

(a) Machine Operator:……………………….. 

(b) Management Assistant:………………….. 

(c) Others Present:……………………………... 

(d) Date:…………………………… 

(e) No. of copies prepared: ………………………. 

(f) No. of packets prepared: ………………………. 

 

8. Spoilt Papers: Destroyed/Separately Packeted 

 

 

…………………………     …………………………… 

    Date    Deputy Registrar/Senior Assistant Registrar/Assistant Registrar 

 

POSTGRADUATE INSTITUTE OF SCIENCE (PGIS) 

UNIVERSITY OF PERADENIYA, SRI LANKA 

 



 

                    Daily Examination Schedule 
 

Date:  
............................................... 

Examination Details 
Course Code Time Course Title Venue No: of 

Students 
Session 

................................ .................... ................................ ................................ ............. 
☐ Morning 

☐ Evening 

................................ .................... ................................ ................................ ............. 
☐ Morning 

☐ Evening 

................................ .................... ................................ ................................ ............. 
☐ Morning 

☐ Evening 

................................ .................... ................................ ................................ ............. 
☐ Morning 

☐ Evening 
 

Confirmation Checklist 

Packet of  question papers prepared  

Attendance sheets prepared  

Issuance of Admission Cards  

Examination timetable prepared  

Examination roster prepared  

Answer books available  

Stationeries available  

Special requirements for the papers available  

Other ………………………………………..  

 
…………………………….             ….……………… 

Deputy Registrar /Senior Assistant Registrar/Assistant Registrar         Date 

POSTGRADUATE INSTITUTE OF SCIENCE (PGIS) 
UNIVERSITY OF PERADENIYA, SRI LANKA 
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PGIS/Ex/Form 16 

 

 

 

Instructions to Supervisors, Invigilators and Hall Attendants 
Postgraduate Institute of Science (PGIS) 

 
1. Introduction 

The following instructions are issued to ensure the smooth, fair, and efficient conduct of 
examinations held at the Postgraduate Institute of Science (PGIS). All Supervisors, 
Invigilators, and Hall Attendants are required to strictly adhere to these guidelines before, 
during, and after each examination session. 

 

2. Duties of Supervisors 

2.1 Before the Examination 

1. Report to the Office of the Deputy Registrar/Senior Assistant Registrar/Assistant 
Registrar at least half an hour before the commencement of each session to 
collect: 

o Question paper packets and other related materials. 
 

2. Check carefully that: 
o The correct question paper packets have been issued according to the 

timetable. 
o All packets are properly sealed and none are missing. 

3. On arrival at the examination centre, the Supervisor shall: 
o Ensure that all necessary papers and documents have been brought. 
o Confirm that the hall is cleaned and desks are properly arranged and 

numbered. 
o Verify the presence of Invigilators and Hall Attendants, assign duties, and 

make suitable arrangements in case of staff shortages, informing the 
relevant officer if necessary. 

o Allocate a specific number of candidates to each Invigilator. 
4. Entry Control 

o Only authorized entrances shall be used by candidates. 
o Invigilators shall be posted at each entrance to maintain order and prevent 

unauthorized material being brought in. 
o Candidates shall be admitted not earlier than 10 minutes before the 

examination and not later than 30 minutes after commencement. 

POSTGRADUATE INSTITUTE OF SCIENCE (PGIS) 
UNIVERSITY OF PERADENIYA, SRI LANKA 

 



 

PGIS/Ex/Form 16 

 

2.2 During the Examination 

1. Ensure that date-stamped answer books are placed on each desk at least 15 
minutes before the start of the paper. 

2. Continuation sheets must be issued only by Invigilators, each duly date-stamped 
before issue. 

3. Make the following announcements before the commencement of the paper: 
o “Strict silence must be observed during the examination.” 
o “No candidate shall remove any answer books, continuation sheets, or 

other materials issued.” 
o “No unauthorized materials are allowed inside. Any such material should 

be handed over immediately to the Invigilator.” 
o “No candidate shall leave the hall during the first 30 minutes or the last 15 

minutes.” 
4. Open the question paper packets in the presence of an Invigilator, ensuring 

correctness and completeness. 
5. Distribute the question papers to Invigilators for the candidates assigned to them. 
6. After distribution, announce: 

o “Please check whether you have received the correct question paper.” 
o “This paper contains ___ pages and ___ questions. Please check that your 

paper is complete.” 
o “Read the instructions carefully before answering.” 

7. Supervisors and Invigilators shall not offer any explanations or clarifications on 
the content of the question papers. 

8. Ensure that all Invigilators and Attendants are performing their assigned duties 
efficiently. 

9. After 30 minutes, instruct Invigilators to: 
o Obtain signatures of candidates on the original attendance lists. 
o Mark attendance on duplicate lists. 
o Verify each candidate’s identity using the Record Book. 

10. If a Record Book is not produced, obtain a provisional declaration (Form Ex/26) 
and report accordingly. 

11. Collect the original attendance lists and prepare the envelopes and labels for 
packeting scripts. 

Time Announcements 

 30 minutes before the end: “Half an hour more.” 
 15 minutes before the end: “Fifteen minutes more. Please check your Index 

Number, paper title, and tie up your papers. No candidate shall leave until the 
end.” 

 At the end: “Stop work and remain seated until the answer papers are collected.” 

 



 

PGIS/Ex/Form 16 

2.3 After the Examination 

1. Collect answer scripts from Invigilators and check against duplicate attendance 
lists. 

2. Ensure all answer scripts are in Index Number order and that no materials are 
taken out of the hall. 

3. Packet answer scripts separately by subject and medium (maximum 60 per 
packet). Each packet must include: 

o A copy of the attendance list. 
o Two copies of the question paper. 
o Detail mark sheets. 

4. Label and seal all packets securely. 
5. Return to the Office of the Deputy Registrar/Senior Assistant Registrar/Assistant 

Registrar the following items and obtain acknowledgment: 
o All packets of answer scripts. 
o Supervisor’s Report (Ex/19). 
o Reports on examination offences (Ex/18). 
o Original attendance lists. 
o Return/Acknowledgement Form (Ex/20). 
o Balance question papers and stationery. 

 

3. Duties of Invigilators 

1. Report to the Supervisor before the session and carry out all assigned duties 
diligently. 

2. Maintain constant vigilance over candidates and move quietly among them 
without causing disturbance. 

3. Place examination stationery on desks before commencement and issue 
continuation sheets as required, ensuring they are date-stamped. 

4. Distribute question papers to assigned candidates and return any balance to the 
Supervisor. 

5. After 30 minutes, obtain signatures on the original attendance list and mark the 
duplicate. Return the original to the Supervisor. 

6. Enforce entry and exit rules (no entry after 30 minutes, no exit during the first 30 
or last 15 minutes). 

7. Collect scripts from candidates leaving early and ensure each bears the correct 
Index Number. 

8. At the end of the examination, collect all scripts and verify that all details are 
correct before handing them to the Supervisor. 

9. Obtain written statements on Form Ex/18 for any detected examination offences 
and report any refusal to comply. 

10. After candidates have left, inspect the hall to ensure no materials remain. 
11. Assist the Supervisor in packeting and sealing answer scripts. 
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4. Duties of Hall Attendants 

1. Report to the Examinations Branch 45 minutes before the start of each session to 
assist in collecting stationery and other required materials. 

2. Ensure the examination hall is clean and desks are arranged and numbered as 
instructed. 

3. Assist in distributing stationery and sealing answer script packets (but shall not 
distribute continuation sheets). 

4. Carry parcels of answer scripts, stationery, and equipment under supervision. 
5. Remain in the hall throughout the session unless granted permission by the 

Supervisor. 
6. Return examination hall keys to the Examinations Branch at the end of each day 

and collect them again for the next session. 

 

5. Final Note 

All personnel involved in the conduct of examinations are reminded that the integrity and 
fairness of the process depend on their strict compliance with these instructions. Any 
irregularities, delays, or breaches of procedure must be reported immediately to the 
Deputy Registrar/Senior Assistant Registrar/Assistant Registrar. 

 
Signature: ______________________                            Date: ______________________ 

 
 
 
 



 

PGIS/Ex/Form 17 

 
 

  
 
 
 

 

Examination for the Master of …………………………………. – 20…/20… Semester:………… 
 

Title of the Course: ………………………………… 

Course Code: …………………………. 

 
 
 

Date   : ………………………….. 

Time   : ………………………….. 

Venue   : ………………………….. 
List of students registration number/s eligible to sit for the examination: 

 
 

Name and the Signature  
of the Supervisor : ………………………………           Date:………………………… 
 
    ……………………………… 
 
 
Name and the Signature  
of the Invigilator :………………………………. 
 
   :………………………………. 

No Name Registration No 
 

Signature of the 
Student 

01    

02    

03     

04    

05    

06    

07    

08    

09    

10    

POSTGRADUATE INSTITUTE OF SCIENCE (PGIS) 
UNIVERSITY OF PERADENIYA, SRI LANKA 

 



Morning/Evening 
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           POSTGRADUATE INSTITUTE OF SCIENCE 
             UNIVERSITY OF PERADENIYA 

 
 

This packet is to be opened only by the Examiner entrusted to 
Mark Answers Scripts.  

 

 

     NUMBER OF SCRIPTS ENCLOSED 

Name of the Examiner :………………………………..   IN PACKET :……………………………………………………. 

 …………………………………    

     EXAMINATION: ………………………………………………… 

      

   NAME OF THE MASTER        

   PROGRAMME:……………………………………………………. 

Address :……………………………………….     

 ………………………………………..  PAPER : …………………………………………………… 

 ……………………………………….. 

 ………………………………………..  CENTER : …………………………………………………… 

                

     DATE  : …………………………………………………… 

Name and the Signature of the Supervisor:…………………………      

                                ………………………………………………… TIME  : ………………………….. 

 

CONFIDENTIAL 

Answer Scripts 
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Name of the Examination 
 
Academic Year 
 
Semester 
 
Course Code 
 
Title of the Course 
 
Examination Center 

 
: 

 
………………………………………….. 

 
: ………………………………………….. 

 
: ………………………………………….. 

: 
 
: 
 
: 

………………………………………….. 
 

………………………………………….. 
 

………………………………………….. 
   
No: of Script enclosed 
 

: ………………………………………….. 
 

From Index No. :……………………………… to Index No. ……………………………………. 
(Inclusive) 
 

No. of Candidates according to Attendance sheets 
 

:  

…………………………………………. 
 

Index Numbers of absentees 
 

:  
…………………………………………. 

  
…………………………………………. 

  
…………………………………………. 

  
…………………………………………. 

  
…………………………………………. 

  
…………………………………………. 

 

 

…………………………      …………………………… 

    Date              Signature of the Supervisor 

 

POSTGRADUATE INSTITUTE OF SCIENCE (PGIS) 
UNIVERSITY OF PERADENIYA, SRI LANKA 

 



 

 
Report form for Examination Offences 

 

Name of the Candidate:……………………………………………  Index No:…………………………… 
 

Course Code :………………………..     Date:………………… 

Course Title:………………………………………………… 

Offence Committee: ………………………………………………………………………………………………. 

Time Detected:……………………………..         ………………………………. 

                  Signature of the Invigilator 

(Detail Report overleaf) 
 

Name of Candidate: Mr. /Mrs./Miss……………………………………………………………………………. 
 

It has been brought to my notice by the Invigilator ……………………………………………………………....... 
…………………………………………………………………………………………………………………….... 
………………………………………………………………………………………………………………………. 
………………………………………………………………………………………………………………………. 
 

Date: ……………………………      …..………………………………. 

                 Signature of the Supervisor 
 

Explanation of Candidate 

…………………………………………………………………………………………………………………….... 
………………………………………………………………………………………………………………………. 
………………………………………………………………………………………………………………………. 
 

Date: ………………………………..             ………………………………. 

                                         Signature of the Candidate 

Observation of the Supervisor 

…………………………………………………………………………………………………………………….... 
………………………………………………………………………………………………………………………. 
………………………………………………………………………………………………………………………. 

 

Date: ………………………………..      ………………………………. 

          Signature of the Supervisor 
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Detail Report of Examination Offences 

Unauthorized documents 

Describe the documents and where they were found. 
Name the documents serially 
 

 
 

 

Copying 

Describe from what document copying was done 
 

 

Describe in detail the disorderly conduct 
 

 

Impersonation 

Describe who impersonated whom 
 

 

Other Offences (description) 
 

 

 

Special Observations 

 

Special Observations 

 

………………………………. 

Invigilator 

 

………………………………. 

Supervisor 

 



 

 
 

 

Supervisor’s Report 

 

No: of Paper:…………………………………..       Date:…………………. 

Course Code:…………………………       Course Title:…………………………… 

Time of Commencement:…………………….      Time of ending:………………… 

1. The Answer Scripts have been arranged in the serial order of 

the Index Number  

Yes/No 

2. Index Nos. of absentees have been marked in the Attendance 

Sheet 

Yes/No 

3. Total Number of students Presented for the examination ………………… 

4. The numbers of answer scripts have been counted. The tally 

with the number present for the Examination. 

Yes/No 

5. Index No:/Nos:…………………………………………… who 

were present have not submitted their answer scripts/or have 

not submitted their answer scripts for Part……….. which was 

collected and packeted separately.  

Please fill the Blanks in Cage 5 

6. …………… scripts were found unnumbered. The probable 

Index Numbers of the candidates who have not numbered their 

scripts have been indicated.  
 

Yes/No 

7. Index No. / Nos. …………………………. has/have not 

produced their Record Book/Identity card. They have been 

requested to provide them at the next session.  
 

Yes/No 

8. Index No. / Nos. ……………………………… has/have not 

produced their admission card. Their signatures have been 

obtained on the Declaration.  

Declaration attached 

9. Report on: 

a) Opened on time 

 

Yes/No 
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POSTGRADUATE INSTITUTE OF SCIENCE (PGIS) 
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b) Swept and properly cleaned 

c) Desk numbered 

d) Answer books and Exam material available 

e) Inadequacy of Invigilators, Hall Attendants 

f) Names of Invigilators, Hall Attendants 

 

 

 

g) Names of Invigilators, Hall Attendants arrived late 

Yes/No 

Yes/No 

Yes/No 

Adequate/Not adequate 

 1…………………………………. 

2…………………………………. 

3………………………………….. 

 

 1…………………………………. 

2…………………………………. 

3………………………………….. 

10. Observations with regard to the printing and packeting  of 

question papers or any other defect regarding question papers  

Report annexed 

11. Observations regarding Rubric or instruction to candidates 

 

 

12. Any drawback in the arrangements for the Examination  

13. Index nos. of candidates detected committing examination 

offences. 
 

 

14. Unauthorized documents found with candidate/s are sealed and 

submitted in a separate cover. 
 

Yes/No 

 

15. Report on the offence and the statement of the candidates are 

enclosed. 

Yes/No 

 

16. Whether any candidate fell ill during the session. How much 

additional times was given? 
 

 

17. Any other observations  

 



 
 

 
 
 
 
 
 
 

 
         Return / Acknowledgement Form for Answer Packets 

 
 

1. Examination Details: 

Subject Code:  
………………………. 

Subject Title: 
 
…………………………………................. 

Date of Examination: 
 
………………………… 

Session: 
 

………………………… 
 

2. Details of Answer Packets Returned 

Number of Packets Returned: ………………………… 

Range of Index Numbers (From – To): 

 
From:…………………………………… 
 
To:……………………………………… 

Total Number of Answer Scripts: ………………………… 
 

3. Handed Over By 

Name: …………………………………................. 

Designation: …………………………………................. 

Signature & Date: 

 
…………………………… 

Signature 
 

…………………………… 
Date 

4. Received By (Examination Branch) 

Name: …………………………………................. 

Designation: …………………………………................. 

Signature & Date: 

 
…………………………… 

Signature 
 

…………………………… 
          Date 

Note: Both parties must carefully check the number of answer packets and answer scripts before 
signing this acknowledgement. 
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POSTGRADUATE INSTITUTE OF SCIENCE (PGIS) 
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DECLARATION BY CANDIDATE PROVISIONALLY ALLOWED TO SIT AN 
EXAMINATION PAPER 

 

Examination: ............................................................ 

Course/Subject Code: .................................................. 

Course/Subject Title: ................................................... 

Date of Examination: ................................................... 

Time: ............................................................ 

Name of Candidate: ..................................................... 

Registration No.: ...................................................... 

Index No.: ............................................................ 

Declaration by Candidate 

I hereby declare that I have been provisionally allowed to sit the above-mentioned paper under 
the condition that I shall establish my identity by producing my student admission card/student 
identity card at the next examination session at which I sit for a paper. 
 
I fully understand that failure to produce the student admission card/student identity card at the 
next session will result in the invalidation of this paper or any other action deemed appropriate by 
the Institute. 
 

Signature of Candidate: ................................................. 

Date: ............................................................ 
 

For Official Use by the Supervisor 

At the next examination session, the above-named candidate produced his/her student admission 
card/student identity card for verification. I hereby certify that I am satisfied with the identity of 
the candidate in respect of the paper mentioned above. 

Signature of Supervisor: ................................................ 

Name of Supervisor: ...................................................... 

Date: ............................................................ 

 

Note: This declaration shall be attached to the answer script packet of the relevant examination 
paper. 
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WRITTEN STATEMENT BY CANDIDATE DETECTED COMMITTING AN 
EXAMINATION OFFENCE 

 

Examination: ............................................................ 

Course/Subject Code: .................................................. 

Course/Subject Title: ................................................... 

Date of Examination: ................................................... 

Time: ............................................................ 

Name of Candidate: ..................................................... 

Registration No.: ...................................................... 

Index No.: ............................................................ 

Hall/Centre: ............................................................ 

 

Statement by Candidate 

I,………................................................................................................................................. 

being a candidate at the above examination, make the following statement regarding the 

incident which occurred during the said examination: 

................................................................................................................................................ 

................................................................................................................................................ 

................................................................................................................................................ 

................................................................................................................................................ 

(Use additional sheets if necessary.) 

 
 
I have read and understood the contents of this statement and confirm that it has been 
written voluntarily and represents my own account of the incident. 
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Signature of Candidate: ......................................................... 

Date: ............................................................ 

 

To be completed by the Supervisor/Invigilator 

The above statement was obtained from the candidate at the time of detection of the 
alleged offence. If the candidate refused to make a statement, the Supervisor/Invigilator 
shall record the fact below. 

 
☐ Candidate made a written statement as above 

☐ Candidate refused to make a written statement 

 
 
Remarks (if any): 

………………………………………………………………………………………………
……………………………………………………………………………………. 

  

Signature of Supervisor/Invigilator: ................................................. 

Name: ................................................................................. 

Date: ............................................................ 

 

Note: This form must be forwarded to the Examinations Branch, PGIS along with the 
detailed report of the incident. 
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Declaration form for Remote/Online (Proctored) Examination 

 

Course Code: ……………….... 

Course Title: …………………………………………………… 

Name of the Master programme:……………………………………………. 

Date of Examination:………………………... 

 
I pledge on my honor that during this Examination, I have neither given nor receive any 
unauthorized assistant and these submitted solutions are my own work.  

 

 

Reg. No. : …………………………… Name with initials:…………………………………. 

 

Date.:…………………………  Signature:……………………. 
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Application Form for Re-Scrutiny of Results 

 

Section 1: Applicant’s Details 

a) Full Name: ............................................................ 

b) Registration Number: .............................................. 

c) MSc Programme: .................................................. 

d) Contact Number / Email: ........................................ 

Section 2: Course and Result Details 

a) Academic Year: ............................ Semester: ...................... 

b) Course Code & Title: .................................................... 

c) Lecturer(s) in Charge: 

1. ........................................ 

2. ........................................ 

 Grade Obtained: ......................................................... 

Section 3: Student’s Declaration 

(Please tick ✓ each statement) 
☐ I certify that the information provided in this application is true and accurate. 
☐ I understand that after re-scrutiny my grade may increase, remain unchanged, or 
decrease. 

Signature of the Student: ......................... Date: ......................... 

Section 4: Administrative Use Only 

 Payment Details: 
Receipt No: ..................... Date: ..................... Amount: Rs. 500.00 

 Chairperson/ Board of Study: 
☐ Request forwarded to Scrutiny Board 
Signature & Date: ..................................................... 
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Section 5: Scrutiny Board Decision 

 Result after re-scrutiny: 
☐ Grade Increased 
☐ Grade Unchanged 
☐ Grade Decreased 

Remarks: .................................................................................... 

Signatures: 

1) Chairperson/ Board of Study  orNominee: .................................... 

2) First Examiner: ............................................................... 

3) Second Examiner: ........................................................... 

Date: .................................................... 

 

 


