
OFFICE OF THE CONTROLLER OF EXAMINATIONS 

Date: 24.05.2021 

 

                                                        NOTIFICATION 

STANDARD OPERATING PROCEDURE FOR UPCOMING EXAMINATIONS (S0P) 

 

On the basis of deliberations at appropriate levels, the following SoP is issued to be followed for 

all ensuing examinations being conducted by Gauhati University. All students are hereby 

informed to go through it carefully and follow accordingly. 

 

1. All answers must be handwritten by the examinee in A4 size paper. A model Answer Sheet is 

uploaded in the portal https://web.gauhati.ac.in/otbe. This model Answer Sheet may also be 

downloaded, printed and then used for writing answers. 

2. All pages must contain page numbers. 

3. Number of pages may be less or more than 10 pages. But, in no case the uploaded document be 

more than 5.0 MB size.  

4. A procedure is laid down in the portal https://web.gauhati.ac.in/otbe. to know as to how to scan 

and convert the Answer Sheets in to PDF and can be reduced to less than 5.00 MB. This is 

very crucial for successful uploading. As such, the examinees should practise and learn 

properly as to how to limit it to less than the specified size. Ideally, if scanned properly, a 10 

page document will be around only 2 MB size only. 

5. To do it as mentioned in point 4 above, some apps have been recommended in the portal 

https://web.gauhati.ac.in/otbe.  The students can use similar other apps also. 

6. The Question Papers will be available for downloading 30 minutes before the beginning of the 

Examination. 

7. The student will be able to upload the PDF copy of the answer script after 30 minutes from the 

time of commencement of the examination and the upload facility will be available until one hour 

(60 minutes) after the end of the examination. 

8. Once a student uploads a document, he/she can’t do it again. So make sure that- 

A. The Answer Sheets are properly scanned, converted to a single PDF maintaining serialization 

of the pages. 

B. Recheck the size of the document before going for uploading and make sure it does not 

exceed 5 MB size. 

C. So, students are strongly advised to practise this procedure (scanning and conversion to PDF) 

using any document available at hand. 

9. In order to take the Examination, the students will be required to log in to the Examination Portal. 

To log in, the students need to give correct Registration No., Mobile No. and Date of Birth. 

10. Since it is an Open Book Examination conducted in the online mode, they will be able to take the 

help of the textbooks, notes etc.  

11. The total marks for each paper will be 70 percent of the total theory marks. Total duration of the 

examination will be mentioned in the respective question papers. 

12. There will be no offline submission of any Answer Sheet anywhere. 

13. Further, students are informed to ensure their connectivity and use of proper gadgets. 

14. All practical examinations will be notified later on. 

Issued with the approval of the Honourable Vice Chancellor, Gauhati University. 

   

          

 

Controller of Examinations 

        Gauhati University 

https://web.gauhati.ac.in/otbe
https://web.gauhati.ac.in/otbe
https://web.gauhati.ac.in/otbe
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The Examination Procedure 
Following are the steps which a student will need 
to follow in order to appear in the OTBE. The 
detailed date and respective online links will be 
published in due course of time. 

Prior to the OTBE 

1. The student will need to update his / her 
mobile number through the IUMS . 

2. The student is advised to visit the Practice 
OTBE portal for a rehearsal of the whole 
process. 

পৰী$া &ি(য়া
এই  OTBE ৰ স%ভ'ত, এজন পৰী-াথী0 েয় মািনব লগীয়া 
িনয়মিখিন তলত িদয়া :হেছ৷   এই >ি?য়াত >েয়াজন @হাৱা 
ওেৱব্ চাইট্ তৰ িবFG ত িববৰণ আৰJ অনানL তথL যথাসময়ত 
>কাশ কৰা হ’ব ৷

OTB পৰী$া অনুি-ত /হাৱাৰ আগেত

1. সকেলা ছা'-ছা'ীেয় িনজৰ িনজৰ .মাবাইল্ না3াৰ্, 
িব4িবদ6ালয়ৰ IUMS ব6ৱ8া 9ণালীৰ জৰীয়েত 
অ=ভ? @A কিৰব লািগব ৷ 

2. ছা'-ছা'ী সকেল, অনুশীলনৰ কাৰেণ মুকিল কিৰ িদয়া 
ওেৱব্ চাইট্ ত ভাগেলাৱােটা বাIনীয় ৷

Salient Features of the OTBE-2021 
1. The examinations in this session will be an 

OTBE which will be held online. 

2. There WILL NOT be any offline OR physical 
facility during the whole process of 
examination. All processes including 
downloading of question papers and 
uploading of answer scripts will ONLY be 
available in the online mode. 

3. All students have to equip themselves with 
proper equipment with sufficient network 
connectivity bandwidth and data pack so as 
to comfortably complete the OTBE within the 
stipulated time. It is extremely important to 
note that the university will NOT entertain any 
complaint in this regard. 

4. The university will provide a Practice 
Examination Session for the students to 
rehearse the entire procedure before the 
actual examination starts.

OTBE-2021 ৰ ল$6নীয় িদশসমূহ
1. এই  OTB পৰীLা অ্নলাইন্ মাধ6েমেৰ হ'ব ৷ 

2. এই পৰীLাৰ সOভ@ত সব@সাধাৰণেত .হাৱাৰ িনিচনাৈক 
.কােনা ধৰণৰ কািয়ক (physical or offline) কায@6াৱলী 
নাথািকব ৷  9Rকাকত ডাউনেলাড্ কৰাৰ পৰা 
পৰীLাবহী আপেলাড্ কৰাৈলেক, পৰীLাৰ সকেলা 
9িVয়া মা? অনলাইন্ মাধ6মেত হ’ব ৷ 

3. সকেলা পৰীLা 9াথীX েয়, লাগতীয় সকেলা সা-সজঁুিল 
.যেন কিZউটাৰ, [াট@  .ফান্ ইত6ািদ িনেজই িনজৰ 
কাৰেণ আগতীয়াৈক .যাগাৰ কিৰ ল’ব কািগব ৷  সকেলা 
9াথীX েয়, ই]াৰেনট্  ডাটা .পক্ আৰ^ যাৱতীয় ই]াৰেনট্ 
সংেযাগৰ কাৰেণ লগা সুিবধাসমূহ িনেজ িনেজ .যাগাৰ 
কিৰব লািগব যােত, এই অনলাইন্ OTB পৰীLাত, 
.তওঁেলােক .কােনাধৰণৰ অসুিবঘাৰ সbুখীন 
.নােহাৱাৈক সুকলেম অৱতীণ@ হ’ব পােৰ ৷  এইেটা অিত 
dৰ^eপূণ@ আৰ^ মন কিৰবলগীয়া কথা .য, dৱাহাf 
িব4িবদ6ালেয়, এই সOভ@ত .কােনা ধৰণৰ অিভেযাগ 
gহণ নকিৰব ৷ 

4. িব4িবদ6ালেয়, এই .গােটই 9িVয়ােটাক ছা'-ছা'ীৰ 
মাজত, আগতীয়াৈক অনুশীলনৰ কাৰেণ মুকিল কিৰ 
িদব ৷
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On the day of the OTBE 

1. The student will need to login to the 
examination portal using certain credentials.  

2. The student then downloads the respective 
question paper on his / her device. 

3. The student needs to write the answers using 
a pen on A4 sheets (for details, please this 
page) of paper (please also see the 
limitations on size of the scanned answer 
sheets to be uploaded). 

4. The student then scans the answer sheets 
and convert the scanned pages to a PDF 
(Portable Document Format) file using 
advised procedure (see below to know how). 

5. At the end of the examination, the students 
upload the the scanned PDF file(s) to the 
examination portal. 
 
The upload facility will open after half an hour 
of the commencement of the examination and 
will remain open up to one hour after the end 
of the examination.

OTB পৰী$া অনুি-ত /হাৱাৰ িদনা

1. 9িতজন ছা'-ছা'ীেয় পৰীLাৰ িদনা পৰীLাৰ ওেৱব্ 
চাইট্ ত িনজৰ িনজৰ তথ6ৰ .যােগিদ লগ্-ইন্ (login) 
কিৰব লািগব ৷

2. 9িতজন পৰীLাথীX েয় 9Rকাকতখন িনজৰ িনজৰ 
কিZউটাৰ বা [াট@ েফানৈল ডাউনেলাড্ কিৰব লািগব ৷

3. 9িতজন পৰীLাথীX েয়, পৰীLাৰ উhৰ, িনজৰ হােতেৰ, 
বগা A4 (এ-ফ’ৰ) আকৰৰ কাগজত িলিখব লািগব 
(সিবেশষ জািনবৈল এই পCৃা চাওক)৷   পৰীLাথীX  
সকেল, আপেলাড্ কিৰবলগীয়া উhৰ বহীৰ, সেব@াj 
ফাইল্ ৰ আকাৰৰ (file size) 9িতও মন িদয়া উিচত ৷

4. পৰীLাথীX  সকেল .তওঁেলাকৰ উhৰ বহীৰ পৃlােবাৰক 
.mন্ (scan) কিৰ এটা মা' PDF (পেট@ েবাল্ ডক? েম]্ 
ফৰমাট্) ফাইলৈল পিৰবnতoত কিৰব লািগব (.কনৈক 
কিৰব, তাৰ কাৰেণ তলত চাওক)৷

5. পৰীLাৰ অ=ত, .তওঁেলােক pতয়াৰ কৰা PDF ফাইল্ 
.টাক, পৰীLাৰ ওেৱব্ চাইট্ ত আপেলাড ্কিৰব লািগব ৷ 
 
উQৰ বহী আপেলাড্ কৰাৰ সুিবধা, পৰী-া আৰU 
@হাৱাৰ আধাঘWাৰ পাছৰ পৰা পৰী-া @শষেহাৱাৰ 
এঘWাৰ পাছৈলেক উপলZ হ’ব ৷

Downloading the Question Paper 
The question paper for each OTBE will be available 
for download in the examination portal 30 minutes 
prior to the commencement of the examination. 

Uploading the Answer scripts 
The student will be able to upload the PDF copy of 
the answer script after 30 minutes from the time of 
commencement of the examination and the upload 
facility will be available until one hour (60 minutes)  
after the end of the examination.  

For example, if the actual time of the examination is 
from 09:00 hours to 12:00 hours, the question 
paper will be available to the student at 08:00 
hours. The uploading window will be open from 
09:30 hours and will remain open till 13:00 hours.

&Dকাকত ডাউনেলাড্
9িতেটা OTB পৰীLাৰ কাৰেণ, 9Rকাকতখন, পৰীLা আৰq 
.হাৱাৰ 30 িমিনট আগেত ডাউনেলাড্ ৰ কাৰেণ উপলr হ’ব৷

উHৰ বহী আপেলাড্
পৰীLাথীX  সকেল পৰীLা আৰq .হাৱাৰ 30 িমিনটৰ পাছৰ 
পৰা পৰীLা .শষেহাৱাৰ এঘ]া পাছৈলেক, উhৰ বহী 
আপেলাড্ কিৰব পািৰব৷

উদাহৰণ[ৰ\েপ, যিদ পৰী-াৰ সময়সীমা 09:00 বজাৰ পৰা 
12:00 বজাৈলেক হয়, @তে] >^কাকতখন 08:00 বজাত 
ডাউনেলাডৰ কাৰেণ উপলZ হ’ব৷  আৰJ পৰী-াৰ উQৰ বহী, 
পৰী-াথী0  সকেল, 09:30 বজাৰ পৰা 13:00 বজাৈলেক 
আপেলাড্ কিৰব পািৰব৷

https://web.gauhati.ac.in/otbe/answerscript
https://web.gauhati.ac.in/otbe/answerscript
https://web.gauhati.ac.in/otbe/limits
https://web.gauhati.ac.in/otbe/answerscript
https://web.gauhati.ac.in/otbe/limits
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Upload Limits 
1.At the end of the examination, the student will 

need to scan the hand written pages of the 
answer script and convert it to a single PDF 
file using an appropriate app (as advised). 

2.The maximum limits of the resultant PDF file, 
which is to be uploaded, is 5.0 MB. 

3.Once a student uploads the PDF file, the 
upload will be closed for that examination and 
the student will NOT be able to upload it again. 
Therefore, it is extremely important that the 
student practices beforehand so as to have a 
smooth uploading experience. 

You can find relevant instructions for scanning your 
answer script to a single PDF file in the page 
Scanning to PDF. If you follow the correct 
procedure for your device, the resultant PDF file for 
scanning 10 (ten), A4 size pages is only about 
2.0MB large. We suggest that the student practices 
this part (scanning to PDF) well before and 
familiarise him / herself with the whole procedure.

আপেলাডৰ উIJ সীমা
1. পৰীLাৰ অ=ত, পৰীLাথীX েয় উhৰ বহীৰ পৃlােবাৰ 
উপয?A এপ্ (app) ৰ .যােগিদ (.কেনৈক কিৰব, তাৰ 
কাৰেণ িনেদJ িশকা চাওক) এটা PDF ফাইলৈল 
পিৰবnতoত কিৰব লািগব৷

2. PDF ফাইলেটাৰ আকাৰ 5.0 MB তৈক .বিছ হ’ব 
.নাৱািৰব৷

3. পৰীLাথীX  এজেন এবাৰ PDF ফাইলেটা আপেলাড্ 
কৰাৰ পাছত, িsতীয়বাৰ আেকৗ আপেলাড্ কিৰব 
/নাৱািৰব৷  .সেযেহ, এইেটা অিতশয় dৰ^eপূণ@ আৰ^ 
মনকিৰবলগীয়া কথা .য পৰীLাথীX জেন যােত এই 
.গােটই 9িVয়ােটা আগেত অনুশীলন কেৰ৷

উQৰ বহী @_ন্ কিৰ PDF ফাইলৈল পিৰবaতbত কৰাৰ @গােটই 
>ি?য়ােটাৰ িবশদ িববৰণ এই পৃCাত িদয়া আেছ৷  যিদ 
@কােনােৱ, এই >ি?য়ােটা cdভােৱ পালন কেৰ, @তে] >িত 
দহখন A4 আকাৰৰ কাগজৰ কাৰেণ :তয়াৰ @হাৱা PDF 
ফাইলৰ আকাৰ মাe 2.0 MB মানেহ হ’ব৷  কােজই, >িতজন 
পৰী-াথী0 েয় এই >ি?য়ােটাৰ লগত িনজেক িচনাকী কিৰ 
@লাৱােটা বাfনীয়৷

The Question Paper for OTBE-2021 
The marks for a question paper for OTBE-2021 will 
be 70% of the equivalent respective offline or 
physical question paper (or traditional). For 
example, if otherwise a question paper has a total 
marks of 100, the respective question paper for 
OTBE-2021 will be held for 70 marks. However, it  
is important to note that the question paper will 
cover full syllabus of the subject. 

During the OTBE-2021, in a question paper, there 
will be some questions, to answer which the student 
will require proper understanding of the subject.

OTBE-2021ৰ &Dকাকত
এই OTBE-2021ৰ 9Rকাকতৰ মান (marks), .সই িবষয়ৰ 
সাধাৰণ গতানুগিতক 9Rকাকতৰ মানৰ 70% হ’ব৷  উদাহৰণ 
uৰvেপ যিদ .কােনা এটা িবষয়ৰ গতানুগিতক 9Rকাকতৰ মান 
100 হয়, .তে= .সই িবষয়ৰ OTBE-2021ৰ 9Rকাকতৰ মান 
হ’ব 70 ৷  িকM, পৰী$াথীN  সকেল এইেটা মন কৰা উিচত /য, 
OTBE-2021ৰ &Dকাকতখনত সRূণJ পাঠ6তািলকাৰ &D 
থািকব৷

এই OTB পৰী-াৰ >^কাকতত, িকছg মান এেনকg ৱা ধৰণৰ >^ 
থািকব যাৰ উQৰ িলিখবৈল পৰী-াথী0  এজনৰ িবষয়েটাৰ 
ওপৰত যেথাপযgh উপলিZৰ আৱশLক হ’ব৷

https://web.gauhati.ac.in/otbe/scan
https://web.gauhati.ac.in/otbe/scan
https://web.gauhati.ac.in/otbe/scan
https://web.gauhati.ac.in/otbe/scan
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Preparing Your Answer Script 
This is undoubtedly the most important part of the 
examination and require you to have a meticulous 
planning. For your reference, we have prepared a 
template file containing the sample front page and 
other pages, which you can download and printout 
to be used as your answer script in this page. 

উHৰ বহীৰ নমুনা
এই পৰীLাৰ এটা অন6তম dৰ^eপূণ@ কায@6 হ'ল পৰীLাৰ 
উhৰ বহী pতয়াৰ কৰা৷  এই .L'ত এজন পৰীLাথীX েয় অিত 
সাৱধানতােৰ .গােটই 9িVয়ােটাত মেনািনেবশ কৰা উিচত৷  
পৰীLাথীX  সকলৰ কাৰেণ .সেয়েহ, উদাহৰণমূলকভােৱ দহ 
পৃlাৰ এখন উhৰ বহীৰ নমুনা pতয়াৰ কৰা pহেছ৷  উhৰ 
বহীখনৰ এই নমুনা এই পৃCাৰ পৰা ডাউনেলাড্ কিৰব পািৰ৷  
পৰীLাথীX  সকেল এই নমুমামূলক উhৰ বহীখেনা িনজৰ উhৰ 
বহী িহচােব ব6ৱহাৰ কিৰব পােৰ৷

Detailed Rules & Guidelines 

1.All answers MUST be handwritten by the 
examinee on white & blank A4 sheets of 
paper. 

2.The first page of the answer scripts MUST 
contain the following 

◦ Subject Name and Subject Code 
◦ Registration No 
◦ Roll No 
◦ Paper Code 

3.All the pages MUST contain page numbers 

Click on the button below to download a template 
for your answer script, which contains 10 pages. 
You may have more or less than 10 pages of 
sheet, but remember that the size of the PDF file 
of your answer script MUST be within 5.0 MB. 

If the size of the PDF file becomes more than 5.0 
MB, the student will NOT be able to upload the 
answer script.

িবশদ িনয়মাৱলী আৰV িনেদJ িশকা সমূহ 

1.সকেলা >^ৰ উQৰ, পৰী-াথী0 েয় িনজ হােতেৰ A4 
আকাৰৰ বগা কাগজত িলিখব লািগব৷ 

2.উQৰ বহীৰ >থম পৃjাত তলত িদয়া তথL িখিন থািকব 
লািগব৷ 

◦ িবষয়ৰ নাম আৰJ িবষয় সংেকত (subject code) 
◦ পlীয়ন নং 
◦ @ৰাল্ নং 
◦ পৰী-া কাকত সংেকত (paper code) 

3.উQৰ বহীৰ সকেলা পৃjাত, একৰ পৰা ?মাmেয় পৃjাংক 
থািকব লািগব 

নমুনা িহচােব িদয়া উQৰ বহীখন ডাউনেলাড্ কিৰবৈল তলৰ 
িচeত িnক্ কৰক৷  এই বহীখনত দহ পৃjা অেছ৷  @কােনা 
পৰী-াথী0 ৰ উQৰ বহীৰ পjৃাৰ সংখLা দহতৈক @বিছ বা কম 
হ’ব পােৰ, িক] উQৰ বহীৰ PDF ফাইল ্ৰ আকাৰ, @কােনা 
কাৰণেতই 5.0 MB ৰ @বিছ হ’ব /নাৱািৰব৷ 
 
যিদ PDF ফাইল্ ৰ আকাৰ 5.0 MB তৈক @বিছ হয়, 
পৰী-াথী0 জেন ফLইল্ @টা আপেলাড্ কিৰব /নাৱািৰব৷
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Important to note that 
1. You MUST use the proper app in your 

smartphone of computer to scan your answer 
script into a single PDF file, as advised in 
these pages. 

2. It is important NOT to take photograph and 
scan, which will increase the file size beyond 
the prescribed limit of 5.0 MB. You should 
directly scan the sheets through an 
appropriate app. 

3. While scanning, you should always opt for a 
Black & White scan as scanning with Colour 
will definitely require more file size.

WৰVXপূণJ িনেদJ িশকা 
1. পৰী-াথী0  সকেল িনজৰ oাট' েফান ্অথবা কিpউটাৰত 
উপযgh এপচ্ (apps) বLৱহাৰ কৰােটা অিনবায'L৷  এই 
িবষেয় আমাৰ িনেদ' িশকা ইয়াত চাব পােৰ৷ 

2. এইেটা অিত qৰJrপূণ' @য, পৰী-াথী0  সকেল @যন িনজৰ 
উQৰ বহীৰ ফেটাtাফ্ :ল তাক আেকৗ @_ন্ নকেৰ৷  
এেন কিৰেল ফাইলৰ আকাৰ িনধ'ািৰত কিৰ িদয়া 5.0 
MB তৈক বv @বিছ হ’ব পােৰ৷  ইয়াৰ িবপৰীেত পৰী-াথী0  
সকেল উQৰ িলখা পৃjােবাৰক @পানপwয়াৈক এপ্ @যােগ 
/Yন্ কৰা উিচত৷ 

3. @_ন্ কেৰঁােত সদােয়ই পৃjাখন ক’লা-বগা (Black & 
White) :ক @_ন্ কৰা উিচত, কাৰণ ৰঙীন @_ন্ ৰ 
আকাৰ িনzয়ৈক @বিছ হয়৷

https://sites.google.com/d/1mRd1A48YbmS4gjLcjUytd3_mS7M5DzG9/p/1KZyY9Ds6-x6_CQ_n0X5wrwEDpJ4XUfWi/edit
https://web.gauhati.ac.in/otbe/scan

