INDIAN INSTITUTE OF INFORMATION TECHNOLOGY ALLAHABAD
Centre for Continuing Education & Outreach Programs (C-CEOP)
FORM 2 - CEP CERTIFICATE VERIFICATION CHECKLIST AND COMPLIANCE RECORD

	Use this checklist for in-depth office verification before certificates are released. The checklist covers the three required heads in the Manual: participant list validation, attendance and assessment compliance, and authenticity of programme records.



	A. Programme Identification



	Name of CEP / Course / Programme
	______________________________________________

	Academic Unit / Department / Centre
	______________________________________________

	Programme Coordinator
	______________________________________________

	Approval Reference / Sanction No. and Date
	______________________________________________



	Programme Category (tick one or more, as applicable)

	☐ Degree Programme (eMTech / eMBA / other)
☐ Non-Degree CEP / PG Diploma
☐ Short-term or Semester-long Proficiency Certification
☐ Executive / Advanced Certification Programme
☐ FDP / MDP / LDP
☐ Short-term Course / Workshop / Seminar
	☐ Government / Industry Sponsored Programme
☐ Student-Conducted Programme
☐ Internship / Training Programme
☐ Conference / Webinar / Symposium / Colloquium
☐ Institutional Collaboration Programme
☐ Other: ______________________________



	B. Verification Head 1 - Participant List Validation



	Verification point
	Yes
	N/A
	Remarks / document reference

	Final participant list received from Programme Coordinator
	☐
	☐
	________________________________

	Names matched with registration / admission / approved enrolment records
	☐
	☐
	________________________________

	Duplicate, withdrawn, or disqualified entries removed
	☐
	☐
	________________________________

	Category-wise eligibility list prepared, if applicable
	☐
	☐
	________________________________

	Certificate spellings and order of names cross-checked
	☐
	☐
	________________________________

	Final certificate count reconciled with approved eligible list
	☐
	☐
	________________________________



	C. Verification Head 2 - Attendance and Assessment Compliance



	Verification point
	Yes
	N/A
	Remarks / document reference

	Attendance sheets / LMS attendance logs received and legible
	☐
	☐
	________________________________

	Minimum attendance rule identified for the programme
	☐
	☐
	________________________________

	80% rule checked for degree / non-degree / certification cases
	☐
	☐
	________________________________

	75% rule checked for participation-certificate outreach cases
	☐
	☐
	________________________________

	Assessment record available where certification requires evaluation
	☐
	☐
	________________________________

	Pass / completion status verified against approved criteria
	☐
	☐
	________________________________

	List of ineligible participants separated and recorded
	☐
	☐
	________________________________



	D. Verification Head 3 - Authenticity of Programme Records



	Verification point
	Yes
	N/A
	Remarks / document reference

	Programme approval / sanction document available
	☐
	☐
	________________________________

	Programme schedule / duration / completion dates verified
	☐
	☐
	________________________________

	Certificate format used is approved / authorised
	☐
	☐
	________________________________

	Programme records bear valid coordinator / office authentication
	☐
	☐
	________________________________

	Any digital records / spreadsheets / LMS exports checked for consistency
	☐
	☐
	________________________________

	Supporting documents filed for audit / future reference
	☐
	☐
	________________________________

	No deviation noticed requiring separate approval note
	☐
	☐
	________________________________



	E. Compliance Summary



	Certificate issue status
	☐ Recommended   ☐ Recommended with remarks   ☐ Not recommended

	No. of certificates cleared
	____________________

	No. held back / rejected
	____________________

	Specific discrepancy, if any
	____________________________________________________________

	Further action required
	____________________________________________________________



	F. Sign-off



	Verified by C-CEOP Office
	Approved and Signed by Head, C-CEOP

	Name: ________________________________
	Name / designation: Head, C-CEOP

	Signature: ____________________________
	Signature (physical / electronic): __________________

	Date: _________________________________
	Date: _____________________________________________



	Recommended attachments: approved participant list, attendance sheet / LMS record, assessment sheet where applicable, programme approval order, and certificate proof list.



