
Annexure: Examination Evaluation & Report 
Card Preparation Monitoring Report 

School Name: ____________________________________​
Affiliation Number: _______________________________​
Academic Session: ________________________________​
Examination Name: _______________________________​
Classes Covered: _________________________________​
Prepared By: ____________________________________​
Date of Review: __________________________________ 

1. Evaluation Planning Summary 

S. 
No 

Class Total 
Subjects 

Evaluation Start 
Date 

Evaluation Completion 
Deadline 

Exam 
Coordinator 

      
      
      
      
      
      
      
      
      
      

2. Answer Sheet Evaluation Schedule 

S. 
No 

Subject Evaluator 
(Teacher) 

Answer Sheets 
Allotted 

Checking Start 
Date 

Submission 
Deadline 

Status 

       
       
       
       
       
       
       
       
       

3. Moderation & Verification of Marks 

S. No Class Subject Evaluator Moderated By Date of Verification 
      
      
      
      
      
      
      



4. Marks Entry in ERP System 

S. 
No 

Class Subject Teacher 
Responsible 

Marks Entry Start 
Date 

Marks Entry 
Completion Date 

Verified 
By 

       
       
       
       
       
       
       
       

5. Teacher Remarks Preparation 

S. 
No 

Class Class Teacher Date of Meeting for Remarks Remarks Reviewed By Status 

      
      
      
      
      
      
      
      

6. Report Card Preparation Status 

S. 
No 

Class Total Students Report Cards Generated Pending Verification Done By 

      
      
      
      
      
      
      
      
      

7. Result Analysis Summary 

S. 
No 

Class Overall Pass 
% 

Highest 
Marks 

Average 
Marks 

Students Needing Remedial Support 

      
      
      
      
      
      
      



8. Remedial Planning Based on Results 

S. 
No 

Class Subject Learning Gap 
Identified 

Intervention 
Planned 

Responsible 
Teacher 

Timeline 

1       
2       

9. Parent Communication Record 

S. 
No 

Communication Type Shared 
With 

Mode (ERP / WhatsApp / Circular / PTM) Date 

1 Result Declaration Notice Parents   
2 Report Card Distribution Parents   
3 Remedial Plan Communication Parents   

10. Evaluation Compliance Checklist 

S. No Parameter Status (Yes / No) Remarks 
1 Evaluation schedule prepared   
2 Teachers followed checking deadlines   
3 Moderation and verification completed   
4 Marks entered in ERP system   
5 Teacher remarks reviewed   
6 Report cards generated   
7 Result analysis completed   
8 Remedial planning done   

11. Principal’s Observations 

 
 
 
 

12. Signatures 
Examination Coordinator: __________________________ 

Academic Coordinator: ____________________________ 

Principal: ________________________________________ 

Date: ___________________________________________ 

 


