
INSTRUCTIONS REGARDING QUESTION BOOKLET & FILLING OF OMR ANSWER SHEET 

Important General Instructions for Examinees in the Examination Hall:    

The candidates appearing in Entrance Tests for admission to various programmes/courses are required to 

answer the questions on an Optical Mark Read (OMR) Answer Sheet. The examinees will be provided a separate 

OMR Sheet and a Question Booklet. In order to familiarize the candidates with the OMR sheet, a specimen of the 

answer sheet is given at the end of this page. The information about Roll No., Question Booklet Series, 

Programme Code etc. must be recorded properly. If it contains errors, the OMR Scanner will not be able to 

recognize your OMR Sheet and consequences whatsoever shall be the sole responsibility of the candidates. 

Besides, candidates are advised to read and follow the instructions given below as ignoring any instruction may 

cause irreparable loss. 

1. Examinees are required to carry Admit Card, Photo Identity Card and Blue/Black Ballpoint Pen in the Exam. 
Hall. 

2. No Electronic gadgets including calculators, mobiles, smart watches, Blue-tooth etc. shall be permitted inside the 
examination hall. Further, there shall not be any arrangement for keeping such articles and the examinees shall 
have to leave them outside on their own risk & responsibility. 

3. Examinees are required to be seated at least 15 minutes before the scheduled Entrance Time. 

4. OMR shall be provided 10 minutes ahead of the scheduled Entrance Test Time to provide time for reading 
instructions on the back side of the OMR Sheet and to fill up the necessary information in the spaces provided 
on the OMR Answer Sheet before commencement of the test. 

5. OMR Answer Sheet has an Original copy and a Candidate’s Copy glued beneath it. While making entries in the 
Original Copy, candidate should ensure that the two copies are aligned properly so that the entries made in 
Original Copy against each item are exactly copied in the Candidate’s Copy. 

6. Question Booklet is provided 5 minutes ahead of the actual start of the examination to allow examinees to read 
the instructions, fill in the information on the Question Booklet and fill in the relevant information of the 
Question Booklet on the OMR Answer Sheet. 

7. The Question Booklet remains sealed and the seal is to be opened only when instructed by the Invigilatory Staff 
at the time of actual start of the test. 

8. All entries in the OMR Answer Sheet, including answers to questions, are to be recorded in the Original Copy 
only. 



9. Fill up the necessary information in the spaces provided on OMR Answer sheet including Question Booklet 
Number and Question Booklet Series (Not mentioning or writing wrong series may cause incorrect scoring & 
the University shall not be responsible for any consequences). 

10. Choose the correct/most appropriate response for each question among the options A, B, C and D and darken 
the circle of the appropriate response completely. An incompletely darkened circle is not correctly read by the 
OMR Scanner and no complaint to this effect shall be entertained. 

11. Use only blue/black ball point pen to darken the circle of correct/most appropriate response. In no case 
gel/ink pen or pencil should be used. 

12. Do not darken more than one circle of options for any question. A question with more than one darkened 
response shall be considered wrong. 

13. Use of correction fluid on the OMR Answer Sheet is not allowed under any circumstances. Examinees in their 
own interest are advised to cautiously fill in all entries on the OMR Sheet. 

14. No mark will be awarded to a question against which no circle has been darkened. 

15. There will be ‘Negative Marking’ for wrong answers. Each wrong answer will lead to the deduction of 0.25 
marks per wrong answer from the score obtained by a candidate. 

16. Only those candidates who obtain positive score in Entrance Test shall be eligible for admission. 

17. Do not make any stray marks on the OMR Answer Sheet. 

18. Rough work, if any, should be done on the blank sheets provided with the question booklet. 

19. OMR Answer sheet must be handled carefully and it should not be folded or mutilated in which case it will not 
be evaluated. 

20. Ensure that the OMR Answer Sheet has been signed by the Invigilator and the candidate himself/herself. 

21. At the end of the examination, fold the OMR at the perforation line and detach the top strip and handover the 
Original OMR Answer sheet to the Invigilator.  

22. Candidates shall retain and carry with them the duplicate OMR Sheet, Question Booklet and the Admit Card. 

23. If any of the information in the Response Sheet or Question Paper has been found missing or not mentioned as 
stated above, the candidate is solely responsible for that lapse. 

24. Any deficiency on the OMR shall be the responsibility of the candidate himself/herself. 



 
 


