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	OFFICE OF THE ADDITIONAL CONTROLLER OF EXAMINATIONS

( UNIVERSITY DEPARTMENTS)

ANNA UNIVERSITY  : : CHENNAI 600 025


Date : 23 .07.2013
CIRCULAR

Sir/Madam,



Sub: Additional Controller of Examinations-University Departments,


        (Grade Sheet, Consolidated Grade Sheet) –Procedure-fees – 
                     
         details communicated-Regarding.

****

Of late, numbers of enquiries are received about the fee and the procedure to be adopted for applying the duplicate copy of the Grade Sheets, Consolidated Grade Sheet etc.


In order to expedite the issue of duplicate grade sheet, a format has been prescribed to apply for the issue of duplicate grade sheet.
Students who are on-roll to submit an application form forwarded through HOD’s of concerned department and Deans of concerned campus.  
Passed out students have to produce “Non-traceable Certificate” from the police.
After submission, it would take a minimum of 15 working days to process the duplicate grade sheet.
The particulars of fees prescribed and other details are given below:

1. The candidate should apply in the format prescribed by the University which is available in the University website acoe.annauniv.edu
2. The fee for the issue of various Duplicate certificate:

(a)  Grade Sheet                                  --
Rs.200 per semester {multiply based on  

      (UG (FT/PT) & PG)                                  the no. of semesters}

(b) Grade Sheet                                  

      (Ph.D & M.S by research)            --
Rs. 200 per semester

(c)  Provisional Certificate
            --         To be applied directly to COE, Anna      
                                                                                    University.
(d) Degree Certificate 
            --         To be applied directly to COE, Anna        
                                                                        University.
Contd 2…
:2:

3. Xerox copy of the grade sheet for which duplicate is required shall be enclosed, if   
    available.

4. The fee should be paid in the form of challan (available at Office of ACOE, Anna   

    University)

5. Fees once paid shall neither be refunded nor adjusted for any other certificate under     
    any circumstances.

6. For Ph.D & M.S (by research) candidates, apply the session starting from Nov / Dec –  

    2009 onwards.

7. There is no Consolidated Grade Sheet for Ph.D & M.S ( by research) students.

           Yours faithfully,






              Additional Controller of Examinations







     University Departments

To

1. The Dean CEG/ACT/MIT/SAP campus

2. All Heads of departments with a request to display in the Department Notice Board.

Encl:
1. Application for issue of Duplicate Grade Sheet 
OFFICE OF ADDITIONAL CONTROLLER OF EXAMINATIONS

ANNA UNIVERSITY, GUINDY, CHENNAI-600 025
APPLICATION FOR ISSUE OF DUPLICATE GRADE SHEET
Certificate for which applied for*
...
Degree & Branch
…
Campus through which

Studied / Studying 
…

1. Name of the Student




…
2. Register Number




…
3. Sex






…
4. Date of birth





…

5.If applying for duplicate grade sheet, fill in the Month and Year of Exam for which grade sheet is required.
… 
6. Circumstances under which the certificate was   

     lost
…
	On-roll Students
	Passed out Students

	 
	 
	CSR No :
	 
	Date of Misplace :
	 

	 
	
	 
	
	
	 

	Signature of H.O.D
	Signature of Dean
	Police Station :
	 
	 
	 


Place
:

Date
:







Signature of the Candidate     
FOR OFFICE USE ONLY

Grade sheet issued on :





Prepared by :


Folio No. :






Verified by :


Deputy Controller of Examinations
                                       Additional Controller of Examinations

*Write as / Grade Sheets / Consolidated Grade Sheet (for Instructions see over leaf)








P.T.O





INSTRUCTIONS

1. Duplicate grade sheet will be issued only when it is lost or destroyed irrevocably.
2. Application should be made only by the candidate in the prescribed format and should be sent to the Additional Controller of Examinations directly. Application received on behalf of the candidate will not be accepted.

3. The fee should be paid in the form of challan.

4. The following documents should be enclosed along with the application.

(a) Non Traceable Certificate – Passed out students


(b) The application  should be duly signed by the Head of the Department and Dean of the college where he / she had studied.

(c) Xerox copy of the grade sheet for which duplicate  is required(if available)

(d) Challan

5. Application should be complete in every respect. Failure to furnish correct details may cause delay in the issue of the duplicate grade sheet.
6. The fee for the issue of various duplicate certificate is as follow:

(a)  Grade sheet
--
Rs.200 per semester {multiply based on  

      (UG (FT/PT) & PG)                                 the no. of semesters}

   (b)  Grade sheet
      (Ph.D & M.S by research)            --
Rs. 200 per semester

(c) Provisional Certificate
            --        To be applied directly to COE, Anna      

                                                                                   University.

(d) Degree Certificate 
            --        To be applied directly to COE, Anna        

                                                                       University.

7. Fees once paid will not be refunded nor adjusted for any other certificate under any circumstances.
8.
For Ph.D & M.S (by research) candidates, apply for the session starting from Nov / Dec 
            2009 onwards

9.
Duplicate Grade sheet is to be surrendered to the University immediately if the       Original Grade sheet is recovered.

10. After submission, it would take a minimum of 15 working days to process the duplicate grade sheet.
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