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Web Circular:  
 

To, 

The Principals of  

 Institutes in RBTE Mumbai 

 
 

SUB : - M.S.B.T.E Summer/Winter Examinations Important Instructions and Guidelines For 

Distribution Center, Exam Center, Connected Instt 

 

Ref:       1)  No. MSBTE/D-47/MSR/DC-EC-CI/S-10/2010/ 325, Date : -  23.02.2010 

  2)  No. MSBTE/D-47/MSR/DC-EC/S-10/2010/ 326, Date : -  23.02.2010 

              3)  No. MSBTE/D-47/MSR/EC-CI/S-10/2010/ 327, Date : -  23.02.2010 

Sir, 

 Please refer these important instructions and guidelines regarding M.S.B.T.E 

Summer/Winter Examination  for  Distribution Centers, Exam Centers, Connected Institutes. 
 

Important Instruction : Important Instruction : Important Instruction : Important Instruction : ----    

 
 The principal of the Institute of DC/EC are hereby requested that the copy of Inventory list of 

Question Paper packets belongs to your Distribution Center / Exam Center / Connected Institute are to 

be checked & verified well in advance & the discrepancy if any to be reported to this office on or 

before 03 April 2010 in the format shown as Discrepancy Report  Annexure – III  D/E. 

 

• If  there is short coming / discrepancy in number of packet of your DC/EC the same also to be 
reported on above date in the same format Annexure – III. 

• If there is no discrepancy it is also to be reported as No Discrepancy Report of short fall of 
Question Paper Packets for your DC/EC in the same format Annexure III. 

 

Note : - The contact numbers of all DC, EC & CI is shown in the DC/EC/CI institute  program 

documents. So please refer respective office orders and all the concerned may please be contacted 

immediately. 

 

Guidelines for DC / EC / Connected Institutes Guidelines for DC / EC / Connected Institutes Guidelines for DC / EC / Connected Institutes Guidelines for DC / EC / Connected Institutes     
    

1. The connected institutes should provide exact numbers of Candidates appearing on each day to 
Officer In-charge of Examination center well in advance. 

2. The Institutes for whom Examination center is other than their own institute should make 
arrangement to Guide their students & also give proper information to Officer In-charge Exam 

Center such AS Opt/AB/NF/EX/Class Improvement/Reappearing/ DIS etc. For this purpose 

all such institutes should depute one responsible staff member to Exam Center. 

3. The Principal of Distribution Centers are authorized to appoint “Controller of Exam” to the 

Examination centers as mentioned in column number 3 for Smooth & fair conduct of 

Examination as per Rules & Norms of MSBTE. The Controller of Examination shall be the 

senior teaching staff member from your institute or from other Exam Center Institutes under 



your distribution center who will act independently as MSBTE representative & shall see that 

the examinations are conducted as per MSBTE rules, regulations & norms. Duties & 

responsibilities of controllers of examinations are given separately. 

4. The Principal of Examination center shall appoint Officer I/C & Exam Center Team, 

Supervisors & other supporting staff as per MSBTE norms for conducting Theory 

Examinations at their institutes. In addition to this the Principal of Exam Center may appoint 

separate Officer In-charge & team of supporting staff as mentioned in remark column for 

conducting Examinations of students of other connected institutes, if these students are more 

than 500. No other staff shall be appointed without permission of this officer.  

5. All Principals of Diversified  connected institutes shown in column 4 are informed to depute 

services of minimum one Experienced staff to the their identified examination center to work 
as your institute coordinator. 

6. Principals of all Examination Center and non Exam Center allotted AICTE institutes are 
informed to depute mandetorily one senior staff member to Distribution Center to work as 

Controller of examination. 
7. Principals of all AICTE & Diversified Institutes (to those institutes where Exam Center is not 

given) are informed to depute the required staff to Examination Center for Examination work 
to work as controller of Examination, Examination supervisor (Invigilators) Examination 

Coordinator of connected Institute to coordinate the examination activities of their institutes at 

examination center as demanded by officer I/C DC & Officer I/C EC.  

If it is observed that by any of the Exam Center / Connected Institute does not depute 

the staff to respective DC/EC the strict action will be taken against their Institutes under 

MSBTE Examination Rules & Regulation More over the result of the same institute will 

be held reserved. 

8. The Principal of Distribution Center shall appoint Officer In-charge & other supporting staff as 

per MSBTE  norms for the work of Distribution of Question Paper & Answer Paper to the 

concerned examination centers. 

Note : - For the work of Distribution of answer paper one additional ministerial staff & 

one peon to be appointed in addition to the team of Question paper distribution staff as 

mentioned in MSBTE norms. No other staff as mentioned above shall be appointed for 

the work of distribution of question paper & answer paper. 
9. The Honorarium to the staff of DC/EC for the work of distribution of Question paper packet & 

Answer Book Bundle as mention in Sr. no. 8 will be paid as per the guidelines & MSBTE 
norms. 

 
      

                                                        
Officer In-Charge 

Mumbai Sub-Region 

M.S. Board of Technical Education 
Mumbai – 400 051. 

    

Copy toCopy toCopy toCopy to :  :  :  : ----    

 

1) Hon. Secretary, M.S. Board of Technical Education, Mumbai for information. 

2) Dy. Secretary, M.S. Board of Technical Education, Mumbai for information. 
3) D – 40, Dy Secretary Exam M.S. Board of Technical Education, Mumbai for information & 

necessary action. 



Region 1

D C Code

Paper No No. of packets Paper No No. of packets Paper No

ANNEXTURE - III - DANNEXTURE - III - DANNEXTURE - III - DANNEXTURE - III - D

M. S. B. T. E. Mumbai

Mumbai sub Region

DESCRIPANCY REPORT
OF QUESTION PAPER PACKETS FOR DISTRIBUTION CENTRE

(Consolidated Requirement to be submitted by Distribution Centre to the RBTE Mumbai)

Examination : Summer / Winter –

Additional Question Paper packets Required :

Name of D C

No. of packets

Place : -

Date  : -

Name & Signature of

Officer Incharge

Name & Signature of

Chief Officer Incharge

NO DESCRIPANCY REPORT

          Certified that there is no descripancy or short - fall of Question Paper packets in our Distribution 

Center & no additional Q P Packets are required for this Distribution Center.

Place : -

Date  : -

Name & Signature of

Officer Incharge

Name & Signature of

Chief Officer Incharge















 


