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VIKRAMA SIMHAPURI UNIVERSITY,

NELLORE, ANDHRA PRADESH - 524324
(Accredited with NAAC 'A' Grade CGPA 3.23)

Administrative Audit of Regular Administrative Staff Only
(Library Assistant/Asst Engineer/Asst Registrar/Superintendent/Senior Asst/ Junior Asst)
During 2023-24

The administrative audit is to ensure effective performing of specific functions/responsibilities by
administrative staff carried out with a focus on involvement to achieve the goal and purpose of the
university. The audit includes incurring of expenditure with cost efficiency and effectiveness and
discharging duties in compliance with applicable laws and regulations in force from time- to- time.

1. Personal Data

1.1 Name of the Employee [{;@m‘ :7;}/ TP

L2 Designation le1an 87 Mottt ol

1.3 Educational Qualification o2 c:!/; g /7 il

1.4 Experience in administration (Years and Year Sections

Fields like Examinations, RTIs, VC Ao diadedio e 4

Section, Admission, Finance, etc. 2023-24 ;

(Upto 3 diff. experience areas) ' Ky i s

1.5 Date of joining AL, Pk D '

1.6 Date of Retirement 0> 0.2 ?

1.7 Qualifications Year RecsL | o7 | Roos Aol /994
Qualification 2 ‘ o L. oA |

Note: Most questions below be answered by Tick Marks; PI. do the same in the boxes given.

2. Job-Execution: Process and Functions

2.1 Allocation of Duties and Responsibilities

Proactive Job | Time Progress Slackness Handled | Addl. Responsibility
allocation Frame done | Periodic Review
Tuni 7 A il
2.2 Targets/Time limits fixed for your Section’s activities
No. of Files to| No. of Draft | No. of Staff to % of works to| Arrangement for
be clear daily | Notes to process | Involved in work- | be done as per | Staff on leave
& expedite flow plan
) 2. 4. 72 4. Ves.
2.3 Assistance to Section Head in evolving policies for your Section (Pl. Tick, most important two)
Provide Ideas | Cite Instances | Serve as a Resource person Develop Draft Policy
I -
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2.4 General Flexibility to Excel exist

Freedom to be "SMART’

Forgiving One-time Errors

Setting

Examples by oneself

M“

2.5 Communication by your Superior

Day Starts with Task Talks

Oral/Written Instructions

Persuasive mode

Professional Style

‘/'

L

—

—

2.6 Motivation provided to you.

Word of Appreciation

High level task allocation

Exchange Pleasantries

Build Team Spirit

ST

/‘

2.7 Method of Reporting of the activities carried out in your Section

Through Proper Directly to the [Daily Inward-Outward [Min-Max Time for Stress on Confidentiality
Channel Head Basis Register Completion Maintenance
- / v T i P

—

3. Office Administration Work:

3.1 Do you draft the correspondence/circulars/notes etc. yourself or take the help of your superiors?

Refer Past Attempt Equip you with Seek Help from Entrust the Task to
Draft Fresh Updates Superiors subordinates
v v

3.2 What is the system of filing done in your Section?

Topic-wise filing

Date-wise filing

Confidential filing l Special files as VC/Registrar Seeks

e |

—
3.3 Are inward and Outward Tapal Registers maintained in your Section? (Check the Right Cell)
Status Inward Outward
Maintained = o
Not Maintained
3.4 State the normal time taken to dispose a file/paper
Routine Explanatory First-time/ Fresh | Replies to Grievance
Letters/Files Reports content Reports Governments | Letters
s - "
3.5 How many days of leave were availed by you in the last 36 months?
Casual Leave Duty Maternity/ | Earned | FN Permission of AN Permission of
leave | Medical Leave | 1Hr. 1Hr.
Leave
KYe) o i = — == o

3.6 Do you work on holidays/off the office hours?

No. of Holidays worked in the last one year

No. of Holidays worked in the last one year by your Subordinate -1

No. of Holidays worked in the last one year by your Subordinate -2

No. of Holidays worked in the last one year by your Subordinate -3
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3.7 What is the time limit your section takes to respond to the Government Communications?

To Whom Meant [UGC/MHRD |AP Govt. |APSCHE  |DST/CSIR, ete. |Other (PI. specify)
Days | Routine “ v r
Taken | Special

3.8 Do you follow the “Five S” (Sort, Set in Order, Shine, Standardize, and Sustain) system in
upkeep of machines/equipments/consumables etc.?

Upkeep of

Sort

Set in Order

Shine

Standardize

Sustain

Machines/ Equipments

[

Consumables/Stationery

3.9 How many subordinates work under your superior?

Subordinate Type

Temp. Staff

‘ Office subordinates

Junior Assistants

Nos. A~

03 |

15

4. Financial Matters: (Pl tick wherever boxes are given)

Issues Alternative| Tick [Alternative, Tick
Here Here
4.1 Do you prepare any budget for your Section? Yes - [No
4.2 Are budgetary allocations fully spent or partially spent? {Full Part "
4.3 Time taken by your Section to process the bills received [L.ess than a v More than a
from Staff/Students s st
4.4 Do you follow- up the bills processed by you and sent to |Yes P No
other Sections?
4.5 Have you ever suggested simplification of procedures inYes No
bill processing?
4.6 Have you ever suggested measures to achieve economy P
and efficiency in your Section’s activities?
5. Legal Matters
5.1 Extent of your awareness of the University’s Act, Statutes, Ordinances and regulations?
Document Types | University’s Act ' Ordinances Statutes Regulations
o, Awareness [<50%  |50-75% [>75% <50% [50-75% P75%[<50% [50-75% P>75% <50% [50-75% [>75%
| PLTick 2 v wat' v
5.2 Are you conversant with the basic provisions of Right to Information Act, 2005?
Document Types | Obligations of Exemptions/Grounds| Central/State Making Reports for
Public authorities | for Rejections Commissions RTIs
0, Awareness |<30% [B0-75% P75% [<50%  [50-75% P75% [<50% [50-75% [>75% [<50% [50-75% P75%
PL.Tick o s
5.3 Are you dealing with legal suits filed by or against the University? Yes No
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5.4 Do you take legal notices/Court judgments etc. immediately to the notice of your Superior
Officers? (Please Tick)

Always (100%) | Almost Always (95-100%) | Mostly (90-95%) | 85-90% | Less than 85%
T

5.5 Have you ever filed any legal suit for or against the University? (Tick if done)
‘ Filed For the University ‘ ‘Filed Against the University J

6. Grievances Handling

6.1 Does your Section receive grievances/complaints from Staff/Students? (PI. Tick)

On Administration | On Teachers | On Students | On Specific functionaries
From Staff — . et E o

From Students - — — 1.

I —

6.2 What is the time limit to handle such grievances/complaints? (State in No. of working Days
since receipt of the Grievance/complaint)

Time for G or C: On Administration  |On Teachers |On Students  |On Specific Personalities
From Staff — - — -

From Students = _

6.3 Was there any appeal to your higher officials against the decision of your Superior in respect of
grievances handling?

Appeal to Higher | On Administration | On Teachers | On Students | On Specific Personalities
Officials by

Staff = e i il

Students 3 | = — —

6.4 Does your Superior frequently convene meetings in your Section to receive suggestions for
improvement?

Suggestions Sought | Weekly Monthly Annually
From Staff o
From Students

7 General Attitude/ Aptitude / Aptitude for (IT) Enhancement

7.1How often you have placed Institutional interests above personal interests at critical times for
both!
[ Range [>75% | [51-75% | «12650% | [>25% )

7.2 How much you have enhanced IT capability since last NAAC accreditation to this time?
| Range [ >50% | [41-50% | ~T3140% | [<30% .
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7.3 How much you have enhanced their Overall capability since last NAAC accreditation t0 this

time?

m--

G oo fell =2 o Ranlin (& wlotize iy
.- 4 Termio? Appided < V5C wollepe il il

Specific Remarks:

fotinries 2 - e
Zﬁm /I ﬂﬂf/p/zﬁmn/ ,1;..22%’4 P d&/mb{éAJ’E‘w 224

flice 2n 4L ot g PN - W 4
Y/ p1led

Date: - ./ ﬁi -1

s 0 ?j;_ =1 > tuon!
Place: al e ls Signature of the Eniployee
Internal Audit:

e x,m‘?\oaj}b- (’.Dﬁu.“fhml W\o&n\'&l‘\&‘l W erfkse Q,O\\J-Y— Q’%\L Lﬁﬁ\p»\tw\j
in‘quG\i‘ow ij s Qp\m:n;\slrrdfom Fhe sh% concined Shoddd
YN et S mv\Amcﬂf_hﬁ Ur\‘\va\'sif‘rﬁ e xominaon vin fhann cud
EYVARS MM o3 Jj’ww mmm)yﬁ\»j nwe2d 0me Siencadin
Director, Bﬁ CTOR wodren < W

EG

Internal Quality A o REGISTRAR
temal Quekty Assurance £21 JOIC VIKRAMA SIMHAPURI UNIVERSITY

NELLORE - 524 324. NELLORE-524 320.7

B

External Audit:

JOINT REGISTRAR
SRI VENKATESWARA UNIVERSITY
TIRUPATI
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VIKRAMA SIMHAPURI UNIVERSITY,
NELLORE, ANDHRA PRADESH - 524324
(Accredited with NAAC 'A' Grade CGPA 3.23)

Administrative Audit of Regular Administrative Staff Only
(Library Assistant/Asst Engineer/Asst Registrar/Superintendent/Senior Asst/ Junior Asst)
During 2023-24

The administrative audit is to ensure effective performing of specific functions/responsibilities by
administrative staff carried out with a focus on involvement to achieve the goal and purpose of the
university. The audit includes incurring of expenditure with cost efficiency and effectiveness and
discharging duties in compliance with applicable laws and regulations in force from time- to- time.

1. Personal Data

1.1 Name of the Employee | [ 17y 6-¢)]))

1.2 Designation SEMOR Ascl e TANT
1.3 Educational Qualification M BA

1.4 Experience in administration (Years and Year Sections
Fields like Examinations, RTIs, VC

Section, Admission, Finance, etc. 2023-2

(Upto 3 diff. experience areas)

1.5 Date of joining

1.6 Date of Retirement

Qo029
: _ 2ol 2L |9 o0 \qq)rf
Qualification MmBA DA LA | &SC

Note: Most questions below be answered by Tick Marks; Pl. do the same in the boxes given.

1.7 Qualifications Year

2. Job-Execution: Process and Functions

2.1 Allocation of Duties and Responsibilities

Proactive Job | Time Progress Slackness Handled | Addl. Responsibility
allocation_ Frame done | Periodic Review
& -
%a P Eego @ ~B-%0vd GooA e la\q,,,!
2.2 Targets/Time limits fixed for your Section’s activities
No. of Files to| No. of Draft| No. of Staff to % of works to| Arrangement for
be clear daily | Notes to process | Involved in work- | be done as per | Staff on leave
& expedite flow plan
0b Ol 08 85 % Vet
2.3 Assistance to Section Head in evolving policies for your Section (PI. Tick, most important two)
Provide Ideas Cite Instances | Serve as a Resource person Develop Draft Policy
\V \ o v’
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2.4 General Flexibility to Excel exist

Freedom to be “SMART’ Forgiving One-time Errors ] Setting Examples by oneself
Y Yet> et

2.5 Communication by your Superior

Day Starts with Task Talks | Oral/Written Instructions | Persuasive mode | Professional Style

Ve Ve Nex e

2.6 Motivation brovided to you.

Word of Appreciation | High level task allocation | Exchange Pleasantries | Build Team Spirit

\£5 e NES )

2.7 Method/of Reporting of the activities carried out in your Section .

Through Proper Directly to the [Daily Inward-Outward |[Min-Max Time for Stress on Confidentiality
Channel Head Basis Register Completion Maintenance
Yo kTS N Ne% 2O
4 40 6dopy

3. Office Administration Work:

3.1 Do you draft the correspondence/circulars/notes etc. yourself or take the help of your superiors?

Refer Past Attempt Equip you with Seek Help from Entrust the Task to
Draft Fresh Updates Superiors subordinates

: ?69\ Y& ~l2 % Come—] 1Me8 \é)

.2 Whatis the system of filing done in ‘your Section?

Topic-wise filing | Date-wise filing | Confidential filing | Special files as VC/Registrar Seeks

Pl Yebh A yeh

3.3 Are inward and Outward Tapal Registers maintained in your Section? (Check the Right Cell)

Status Inward Outward
Maintained N & Nk
Not Maintained ' i ol
3.4 State the normal time taken to dispose a file/paper
Routine Explanatory First-time/ Fresh | Replies to Grievance
Letters/Files Reports content Reports Governments | Letters
Lt 1-day B 9. day Voo dan | dgp— { Qay
3.5 How many days of leave Yere avail® by you in the 145t 36 months? d
Casual Leave Duty Maternity/ | Earned | FN Permission of AN Permission of
leave | Medical Leave | IHr. 1Hr.
Leave
B3 Y oS \Y o) N — il

3.6 Do you work on holidays/off the office hours?

[ No. of Holidays worked in the last one year 1 &
No. of Holidays worked in the last one year by your Subordinate -1 =
No. of Holidays worked in the last one year by your Subordinate -2 e
No. of Holidays worked in the last one year by your Subordinate -3
S
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3.7 What is the time limit your section takes to respond to the Government Communications?

To Whom Meant |[UGC/MHRD |AP Govt. |[APSCHE |DST/CSIR, etc. |Other (Pl. specify)
Days | Routine | \-2 dayd | \=2dpp | Aot | \—2 r'éa;:] o
Taken [Special | \aeq/ | 1doy | 1-dey - —

3.8 Do you follow the “Five S” (Sort. Set in Order, Shine, Standardize, and Sustain) system in

upkeep of machines/equipments/consumables etc.?

3.9 How many subordinates work under your superior?

Upkeep of Sort Set in Order Shine Standardize Sustain
Machines/ Equipments 5 Ve Vel Ve ~e X
Consumables/Stationery ~ed /3 Nes A3 Yes

/ r

Subordinate Type Temp. Staff Office subordinates Junior Assistants
Nos. o - i 4
4. Financial Matters: (Pl. tick wherever boxes are given)
Issues Alternative| Tick |Alternative| Tick
Here Here
4.1 Do you prepare any budget for your Section? Yes ND No —
4.2 Are budgetary allocations fully spent or partially spent? |Full Jp [P —
4.3 Time taken by your Section to process the bills received [Less than a ’ More than a
from Staff/Students Month Mo Month =
4.4 Do you follow- up the bills processed by you and sent to |Yes No
other Sections? b -
4.5 Have you ever suggested simplification of procedures in|Yes . No
bill processing? LA
. NO
4.6 Have you ever suggested measures to achieve economy
and efficiency in your Section’s activities? )J 0 N D _—
5. Legal Matters
5.1 Extent of your awareness of the University’s Act. Statutes, Ordinances and regulations?
Document Types | University’s Act Ordinances Statutes Regulations
% Awareness  <50%  [50-75% [>75%[<50% [50-75% [75%[<50% [50-75% [>75%[<50% 50-75% P75%
P1.Tick " | = = | i | = | = o —| = W |

5.2 Are you conversant with the basic provisions of Right to

Information Act, 2005?

Document Types| Obligations of Exemptions/Grounds | Central/State Making Reports for
Public authorities | for Rejections Commissions RTIs
% Awareness [<30% [50-75% [75% [<50%  [50-75% >75% [<50% [50-75% P75% (<50% 50-75% [P75%

5.3 Are you dealing with legal suits filed by or against the University?
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5.4 Do you take legal notices/Court judgments etc. immediately to the notice of your Superior
Officers? (Please Tick)

Always (100%)

Almost Always (95-100%)

85-90%

Mostly (90-95%)

Less than 85%

—

e

-_—

———

v

5.5 Have you ever filed any legal suit for or against the University? (Tick if done)

5
J Filed For the University [

L [Filed Against the University

‘ —

6. Grievances Handling

6.1 Does your Section receive grievances/complaints from Staff/Students? (PI. Tick)

On Administration

On Teachers

On Students

On Specific functionaries

From Staff

—

—_—

~

/

From Students

e

=

i

6.2 What is the time limit to handle such grievances/complaints? (State in No. of working Days
since receipt of the Grievance/complaint)

Time for G or C: On Administration |On Teachers [On Students  [On Specific Personalities
From Staff — == = pe
From Students o el = o

6.3 Was there any appeal to your higher officials against the decision of your Superior in respect of
grievances handling?

Appeal to Higher

On Administration

On Teachers

On Students

On Specific Personalities

Officials by
Staff e — — i
Students = - S —_—

6.4 Does your Superior frequently convene meetings in your Section to receive suggestions for

improvement?

Suggestions Sought | Weekly Monthly Annually
From Staff i — -
From Students - = —

7 General Attitude/ Aptitude / Aptitude for (IT) Enhancement

7.1How often you have placed Institutional interests above personal interests at critical times for

both!

[ Range

| >75%

Pl
[ T5175%  [—[2650% | —[>25%

=

7.2 How much you have enhanced IT capability since last NAAC accreditation to this time?

L Range

| >50%

| L T41-50% ]

— 31-40%

<30%
| —1

[ —]
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7.3 How much you have enhanced their Overall capability since last NAAC accreditation to this
time?
| Range [>40% [\ [3140% | —[21-30% | —[<20% . [—]|

Specific Remarks:

It 1y o gile Pleuye gontE with py Uﬂ?’mﬁ

MWMK& ,(; L \/?p }7&% wwi me Dol Nadg/\)'(//iﬁk
Date% e .
Place: Afd{tfj\é’, &Me

Internal Audit:

bwr'iw‘&M oudlf, e moﬂ\o S T B eackd Sledbed
ln o xS o\\f\\‘\fa\ﬁ o3 oy caovhiuaded gwﬁ@aﬁé\ﬁ Staff

%h eontlined $a(1501\r' YT\ M%h -
oo htenonte of S covda WTE:? offta . M\N\ﬁ @”9":&{“&’5'&

\ SR %S-Pc—ff -
; ECTOR :
t
]a'}{gr%g[r QIlS%y Assurance Cell (IQAC) Registrar
L s MWty REGISTRAR

NELLORE-Rpean. VIKRAMA SIMHAPURI UNIVERSITY
NELLORE-524 320.7

s

External Audit:

JOINT REGISTRAR
SRIVENKATESWARA UNIVERSITY
TIRUPATI
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VIKRAMA SIMHAPURI UNIVERSITY,
NELLORE, ANDHRA PRADESH - 524324
(Accredited with NAAC 'A' Grade CGPA 3.23)

Administrative Audit of Regular Administrative Staff Only
(Library Assistant/Asst Engineer/Asst Registrar/Superintendent/Senior Asst/ Junior Asst)

During 2023-24

The administrative audit is to ensure effective performing of specific functions/responsibilities by
administrative staff carried out with a focus on involvement to achieve the goal and purpose of the
university. The audit includes incurring of expenditure with cost efficiency and effectiveness and
discharging duties in compliance with applicable laws and regulations in force from time- to- time.

1. Personal Data

1.1 Name of the Employee

N Subbe Koo

1.2 Designation &y, ,Mt
1.3 Educational lification
u Qualificati M. < {%IEA'
1.4 Experience in administration (Years and Year Sections
Fields like Examinations, RTIs, VC 201-& | Slwante £ AComntd
Section, Admission. Finance, etc. 2023-24 | % y
(Upto 3 diff. experience areas)
1.5 Date of joining 2~4b~ 20 [Q— :
1.6 Date of Retirement
1.7 Qualifications Year 19 93 | 1998 -K49 1995 {eag] j4q ~1o0/
Qualification g ge TN Degrer | M-Se .

Note: Most questions below be answered by Tick Marks; PL do the same in the boxes given.

2. Job-Execution: Process and Functions

2.1 Allocation of Duties and Responsibilities

Proactive Job | Time Progress Slackness Handled | Addl. Responsibility
allocation Frame done | Periodic Review
S ot . | BYeaw | ud — =

2.2 Targets/Time limits fixed for yodr Section’s activities

No. of Files to | No. of Draft| No. of Staff to % of works to| Arrangement for
be clear daily | Notes to process | Involved in work- | be done as per | Staff on leave
& expedite flow plan
12 08~ 0.3 S I Yed

2.3 Assistance to Section Head in evolving policies for your Section (Pl. Tick, most important two)

Provide Ideas . | Cite Instalpes

Serve as a Resource person

Develop Draft Policy

A\

v

—
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2.4 General Flexibility to Excel exist

Freedom to be ‘SMART’

Forgiving One-time Errors

Setting Examples by oneself

23

ver

Aex

2.5 Communication by your Superior

@ay Starts with Task Talks

Oral/Written Instructions

Persuasive mode

Professional Style

Yok

Y&

A2

Y

2.6 Motivation provided to you.

Word of Appreciation

High level task allocation

Exchange Pleasantries

Build Team Spirit

Ve

Ve

—

2.7 Method of Reporting of the activities carried out in your Section

Through Proper Directly to the |Daily Inward-Outward [Min-Max Time for Stress on Confidentiality
Channel Head Basis Register Completion Maintenance
\ea Yer Yo | 74 3. & doup Ng —

3. Office Administration Work:

3.1 Do you draft the correspondence/circulars/notes etc. yourself or take the help of your superiors?

Refer Past Attempt Equip you with Seek Help from Entrust the Task to
Draft Fresh Updates Superiors subordinates
Yo yea yes Ye *
3.2 What is the system of filing done in your Section?
Topic-wise filing | Date-wise filing | Confidential filing | Special files as VC/Registrar Seeks

-—

\ed

3.3 Are inward and Outward Tapal Registers maintained in your Section? (Check the Right Cell)

Status

Inward

Outward

Maintained

had)

Not Maintained

—

Yed

3.4 State the normal time taken to dispose a file/paper

3.5 How many days of leave were availed by you in the last 36 months?

Routine Explanatory First-time/ Fresh | Replies to Grievance
Letters/Files Reports content Reports Governments | Letters
| Sy 2o 3 doys 2 dap | &nday | —

Casual Leave Duty Maternity/ | Earned | FN Permission of AN Permission of
leave Medical Leave | 1Hr. 1Hr.
Leave
25 — 3 HC -

3.6 Do you work on holidays/off the office hours?

No. of Holidays worked in the last one year

& day A

No. of Holidays worked in the last one year by your Subordinate -1

S ean |

No. of Holidays worked in the last one year by your Subordinate -2

No. of Holidays worked in the last one year by your Subordinate -3
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3.7 What is the time limit your section takes to respond to the Government Communications?

\To Whom Meant [UGC/MHRD (AP Govt. |APSCHE DST/CSIR, etc. |Other (PL specify)
Days | Routine — \ dos | Vdey =
Taken Specia] \ d‘__‘/ i —

\
3.8 Do you follow the “Five S” (Sort, Set in Order/ Shine, Standardize, and Sustain) system in
upkeep of machines/equipments/consumables etc.?

Upkeep of Sort Set in Order Shine Standardize Sustain
Machines/ Equipments e Yo VeX NeX ey
Consumables/Stationery ¥tjh e ‘U( % T L;;

— T = T — T’ v

3.9 How many subordinates work under your superior?

Subordinate Type Temp. Staff Office subordinates Junior Assistants
Nos. (93 0 2 02 \
4. Financial Matters: (Pl. tick wherever boxes are given)
Issues Alternative| Tick |Alternative| Tick
Here Here
4.1 Do you prepare any budget for your Section? Yes __ |No
4.2 Are budgetary allocations fully spent or partially spent? |Full — |Part
43 Time taken by your Section to process the bills received |Less than a More than a
from Staff/Students Month — Month
4.4 Do you follow- up the bills processed by you and sent to |Yes No
other Sections? &=
4.5 Have you ever suggested simplification of procedures in/Yes No
bill processing? —
4.6 Have you ever suggested measures to achieve economy i
and efficiency in your Section’s activities?
5. Legal Matters
5.1 Extent of your awareness of the University’s Act, Statutes, Ordinances and regulations?
Document Types | University’s Act Ordinances Statutes Regulations
9% Awareness [<30% 50-75% >75%[<50% [50-75% [>75%[<50% [50-75% >75% [<50% [50-75% [75%
Pl.Tick ol = ekl pes il == =l e
5.2 Are you conversant with the basic provisions of Right to Information Act, 2005?
Document Types| Obligations of Exemptions/Grounds| Central/State Making Reports for
Public authorities | for Rejections Commissions RTIs
% Awareness [<50% [50-75% [>75%[<50%  |50-75% ’>75% <50% [50-75% ">75% <50% [50-75% [>75%
L
5.3 Are you dealing with legal suits filed by or against the University? Yes No/
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5.4 Do you take legal notices/Court judgments etc. immediately to the notice of your Superior
Officers? (Please Tick)

leays(lpﬂ%) Almost Always (95-100%) Mostly (90-95%) | 85-90% | Less than 85%
e

—_— p——— —

5.5 Have you ever filed any legal suit for or against the University? (Tick if done)
li“Ed For the University [ — 'Filed Against the University ' —

6. Grievances Handling

6.1 Does your Section receive grievances/complaints from Staff/Students? (PL. Tick)

J On Administration | On Teachers | On Students | On Specific functionaries
From Staff s 7= — il
From Students — - — el

6.2 What is the time limit to handle such grievances/complaints? (State in No. of working Days
since receipt of the Grievance/complaint)

Time for G or C: On Administration |On Teachers |On Students  |On Specific Personalities |
From Staff == ~ o 9 ol A
From Students — " = P

d"--d'

6.3 Was there any appeal to your higher officials against the decision of your Superior in respect of
grievances handling?

Appeal to Higher | On Administration | On Teachers | On Students On Specific Personalities—‘
Officials by

Staff e —~ o= Na
Students = = ™ Nn

6.4 Does your Superior frequently convene meetings in your Section to receive suggestions for
improvement?
rsuggcstions Sought | Weekly Monthly Annually
From Staff — o v
From Students — — —

7 General Attitude/ Aptitude / Aptitude for (IT) Enhancement

7.1How often you have placed Institutional interests above personal interests at critical times for
both!

| Range [>75% [/ [51-75% | —]26-50% | = [>25% =

7.2 How much you have enhanced IT capability since last NAAC accreditation to this time?
Range [>50% [ v [4150% | — |31-40% | ~[<30% | ]
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7.3 How much you have enhanced their Overall capability since last NAAC accreditation to this
time?
[ Range [>40% | [3140% | ~12130% | —{<20% | —|

Specific Remarks:

suy  Dioeiky Adwini Shokion 18 Nevy CppBue € Frherdleg
i, il nlbangh PRl lot o Joclivas 4+ 1To

WA Regasion k. Fwvona & docaks Sekon . T o papery 7O
WHKR Wi, wnlg Adtoub @

Date: Y‘ mg}/

Place: Signature of the Employee
Internal Audit:
éh. MM o.uﬂfc‘f @Mﬁhsﬂz& bared on e G g&{ofmx\te W 110
HWEM of Q"L&‘G bilh oF yaakas lowel, G’fotfe.s_(ul’k) e m-\—[wfl
S % el wofked * - Fhse ‘(’«MG\OB)& odeo Thvoled @MTQ,QQEM
of and g_mussbﬂ t‘.ﬂg m\dwm hillha M o ’E"":’“ T
e (DX S
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External Audit:

«

JOINT REGISTRAR
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VIKRAMA SIMHAPURI UNIVERSITY,

NELLORE, ANDHRA PRADESH - 524324
(Accredited with NAAC 'A' Grade CGPA 3.23)

Administrative Audit of Regular Administrative Staff Only
(Library Assistant/Asst Engineer/Asst Registrar/Superintendent/Senior Asst/ Junior Asst)
During 2023-24

The administrative audit is to ensure effective performing of specific functions/responsibilities by
administrative staff carried out with a focus on involvement to achieve the goal and purpose of the
university. The audit includes incurring of expenditure with cost efficiency and effectiveness and
discharging duties in compliance with applicable laws and regulations in force from time- to- time.

1. Personal Data _

1.1 Name of the Employee

Poldm 25ppY  SODHA LA

1.2 Designation

:rﬂL:rN AMP‘M

1.3 Educational Qualification M. A, T qn

1.4 Experience in administration (Years and Year Sections

Fields like Examinations, RTIs, VC Déenn CDC

Section, Admission, Finance, etc. 2023-24 ol

(Upto 3 diff. experience areas)

1.5 Date of joining o0R-06 - Q.D‘q

1.6 Date of Retirement 20-06- oYy

1.7 Qualifications Year 2007 Ap03 194 ) S
Qualification P C/\ Dedree] SSC —

Note: Most questions below be answered by Tick Marks; Pl. do the same in the boxes given.

2. Job-Execution: Process and Functions

2.1 Allocation of Duties and R

esponsibilities

Proactive Job | Time Progress Slackness Handled Addl.‘RésponsibiIity
allocation Frame done | Periodic Review
T el (@ Jeo¥d ol — Tallawn
2.2 Targets/Time limits fixed for your Section’s activities
No. of Files to | No. of Draft| No. of Staff to % of works to| Arrangement for
be clear daily | Notes to process | Involved in work- | be done as per | Staff on leave
& expedite flow plan
06 SEY o To~. oA

2.3 Assistance to Section Head in evolving policies for your Section (P1. Tick, most impor’tant}two)

Provide Ideas

Cite Instances

Serve as a Resource person

Develop Draft Policy

v~ v

v

g
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2.4 General Flexibility to Excel exist
Freedom to be ‘SMART’ Forgiving One-time Errors Setting Examples by oneself

Ney A e

2.5 Communication by your Superior

Day Starts with Task Talks | Oral/Written Instructions | Persuasive mode | Professional Style

A M M -

2.6 Motivation provided to you.
Word of Appreciation | High level task allocation | Exchange Pleasantries | Build Team Spirit

N o 2 YA

2.7 Method of Reporting of the activities carried out in your Section

Through Proper Directly to the |Daily Inward-Outward |Min-Max Time for Stress on Confidentiality
Channel Head Basis Register Completion Maintenance
v v’ w | & ko bdey) Ao
&

3. Office Administration Work:

3.1 Do you draft the correspondence/circulars/notes etc. yourself or take the help of your superiors?

Refer Past Attempt Equip you with © | Seek Help from Entrust the Task to
Draft Fresh Updates Superiors subordinates

Mex YA Mo YN -Sore -Timd o)

3.2 What is the system of filing done in your Section?
Topic-wise filing Date-w'ﬁe filing | Confidential filing | Special files as VC/Registrar Seeks

Yor N Yo
3.3 Are inward and Outward Tapal Registers maintained in your Section? (Check the Right Cell)
Status Inward Outward
Maintained : Jou Yy
Not Maintained o —
3.4 State the normal time taken to dispose a file/paper
Routine Explanatory First-time/ Fresh | Replies to Grievance
Letters/Files Reports content Reports Governments | Letters
[t to 2 wvy [1day or adey [V 3 eyy | ey | deg
3.5 How many days of leav€ were availéd by you in the last 36 months? <
Casual Leave Duty Maternity/ | Earned | FN Permission of AN Permission of
leave | Medical Leave | 1Hr. 1Hr. ‘
Leave
~1<L- | No | No 3 - —
3.6 Do you work on holidays/off the office hours?
No. of Holidays worked in the last one year g
No. of Holidays worked in the last one year by your Subordinate -1 —
No. of Holidays worked in the last one year by your Subordinate -2 —
No. of Holidays worked in the last one year by your Subordinate -3 —
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3.7 What is the time limit your section takes to respond to the Government Communications?

To Whom Meant [UGC/MHRD |AP Govt. [APSCHE [DST/CSIR, etc. [Other (Pl. specify)
Days | Routine |\-~ 2_ D\a«{;\ m,ia\a( | Loy o~ n"\c:\% -
Taken | Special l cla!;f vaog? [ a""‘:p =

3.8 Do you follow the “Five S” (Sort, Ret in Order, Shine, Standard1ze and Sustain) system in

upkeep of machines/equipments/consumables etc.?

Upkeep of Sort Set in Order Shine Standardize Sustain
Machines/ Equipments e X o Adex Yy FA
Consumables/Stationery | “{ o) Yo A Yy /%)

3.9 How many subordinates work under your superior?

Subordinate Type Temp. Staff Office subordinates Junior Assistants
Nos. ¢ o1 o ( o il
4. Financial Matters: (Pl tick wherever boxes are given)
Issues Alternative| Tick |Alternative] Tick
Here Here
4.1 Do you prepare any budget for your Section? Yes Ao No .
4.2 Are budgetary allocations fully spent or partially spent? |Full NGO [Part —
4.3 Time taken by your Section to process the bills received [Less than a NTe More thana|
from Staff/Students Month Month
4.4 Do you follow- up the bills processed by you and sent to |Yes No
other Sections? Y% .
4.5 Have you ever suggested simplification of procedures inYes No
bill processing? \5_9) oy
4.6 Have you ever suggested measures to achieve economy; L{ M -
and efficiency in your Section’s activities?
5. Legal Matters
5.1 Extent of your awareness of the University’s Act, Statutes, Ordinances and regulations?
Document Types | University’s Act Ordinances Statutes Regulations
% Awareness |<50%  [50-75% P75%[<50% [50-75% [P75%[<50% [50-75% P75% [<50% [50-75% P75%
£z
PL.Tick il ) T [ A e Bl N T I el
5.2 Are you conversant with the basic provisions of Right to Information Act, 20057
Document Types| Obligations of Exemptions/Grounds| Central/State Making Reports for
plior /ot g kkep
Public authorities | for Rejections Commissions RTIs
oy Awareness |K50% [50-75% 75% [<50%  [50-75% [P75%[<50% [50-75% [>75% [<50% [50-75% P75%
P1.Tick —~ | 5wl Ay | = | = =] n| = =T —
5.3 Are you dealing with legal suits filed by or against the University? Yes No \/
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5.4 Do you take legal notices/Court judgments etc. immediately to the notice of your Superior
Officers? (Please Tick)

Always (100%) | Almost Always (95-100%) | Mostly (90-95%) | 85-90% | Less than/85%

5.5 Have you ever filed any legal suit for or against the University? (Tick if done)
‘ Filed For the University [ - |Filed Against the University , -

6. Grievances Handling

6.1 Does your Section receive grievances/complaints from Staff/Students? (P1. Tick)

On Administration | On Teachers | On Students | On Specific functionaries
From Staff — ~ - — =
From Students — B - -

—

6.2 What is the time limit to handle such grievances/complaints? (State in No. of working Days
since receipt of the Grievance/complaint)

Time for G or C: On Administration |On Teachers [On Students  |On Specific Personalities
From Staff q = -~ = T
From Students - — = =

6.3 Was there any appeal to your higher officials against the decision of your Superior in respect of
grievances handling?

Appeal to Higher | On Administration | On Teachers | On Students | On Specific Personalities
Officials by ‘

Staff — - — =

Students - — s =

6.4 Does your Superior frequently convene meetings in your Section to receive suggestions for
improvement?

Suggestions Sought | Weekly Monthly Annually
From Staff v~ — =
From Students o = —

7 General Attitude/ Aptitude / Aptitude for (IT) Enhancement

7.1How often you have placed Institutional interests above personal interests at critical times for
both! )
| Range 1>75% [ [5175% | —[2650% |« | >25% | ]

7.2 How much you have enhanced IT capability since last NAAC accreditation to this time?
| Range [>50% [/ [4150% [ — [31-40% | —]<30% Lo ]
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7.3 How much you have enhanced their Overall capability since last NAAC accreditation to this
time?

| Range 1>40% [ [3140% | [2130% | [<20% ]

Specific Remarks:

It K mﬁ)f@fa plotove ko  work
Gt Divevnily  outloibior. L om Nevy happy

to ke
have ond oye Ll Uaw,
Date: P Mﬁ@_‘
Place: Signature of the Employee
Internal Audit:

Te shasy oncerned O R epe cediany, ghoaved thek e\d;\m\d Gc«r\’wf
G&.}m\m {a}:\l‘\k& q{_{ﬂ.‘:&%& ol Y condivhrenk Cb\uéu W g &:\'Q*\W
wathed o ftm@\ ward fomt afentdlRan G,@rm & e G/\Iﬂ—asﬂh‘h
of \o\\a\_&ﬂ' Wim fe  contexned seliow- -

& i écrbn

2 fﬁi’i})&sm Assurance Cell (IQAC) = GISTRAR
IMHAPURI UNIVERSITY R
NELLORE - 524 324. VIKRAMA SIMHAPURI UNIVERSITY

NELLORE-524 320./

Registrar

External Audit:

JOINT REGISTRAR
SRIVENKATESWARA UNIVERSITY
TIRUPATI
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VIKRAMA

o

T

SIMHAPURI UNIVERSITY,

NELLORE, ANDHRA PRADESH - 524324
(Accredited with NAAC 'A' Grade CGPA 3.23)

""L‘:J

Administrative Audit of Regular Administrative Staff Only
(Library Assistant/Asst Engineer/Asst Registrar/Superintendent/Senior Asst/ Junior Asst)

The administrative audit is to ensufe effective performing of specific functions/responsibilities by
administrative staff carried out with a focus on involvement to achieve the goal and purpose of the
university. The audit includes incurring of expenditure with cost efficiency and effectiveness and

During 2023-24

discharging duties in compliance with applicable laws and regulations in force from time- to- time..

1. Personal Data

1.1 Name of the Employee

1.2 Designation

Sk, \l/bgdﬁldl_&A_LM

1.3 Educational Qualification

Po AN C\Y'Adud-ﬁm fets Hﬁhﬁl}f

1.4 Experience in administration (Years and Year Sections
Fields like Examinations, RTIs, VC - - Pl
Section, Admission, Finance, etc. . 2023-24. | v r A P elAla
(Upto 3 diff. experience areas) o e
1.5 Date of joining O -66- 20 19
1.6 Date of Retirement 2¢—0r— 204§
1.7 Qualifications Year
Qualification 3

Note: Most questions below be answered by Tick Marks; Pl. do the same in the boxes given.

2. Job-Execution: Process and Functions

2.1 Allocation of Duties and Responsibilities

\

Proactive Job | Time Progress Slackness Handled | Addl. Responsibility
allocation Frame done | Periodic Review
S%.PReY. | VYears| Gooel ~ —

2.2 Targets/Time limits fixed for your Section’s activities

No. of Files to [ No. of Draft | No. of Staff to % of works to | Arrangement = for
be clear daily | Notes to process | Involved in work- | be done as per | Staff on leave
& expedite flow plan
o 02 o3 8o /. 75

2.3 Assistancé to Section Head in evolving policies for your Section (P1. Tick, most important two)

Provide Ideds Cite Instances

Serve as a Resource person

Develop Draft | Policy

v

]

——

e
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2.4 General Flexibility to Excel exist

| Freedom to be ‘SMART’

Forgiving One-time Errors

Setting Examples by ones

Ly

ves

M eA

"

2.5 Communication by your Superior

| Day Starts with Task Talks

Oral/Written Instructions

Persuasive mode

Professional Style

Ve&

et

—

2.6 Motivation provided to you.

v ek

Word of Appreciation

High level task allocation

Exchange Pleasantries

Build Team Spirit

e

by e

—

—

2.7 Method of Reporting of the activities carried out in your Section

Through Proper
Channel

Directly to the
Head

Daily
Basis

Inward-Outward
Register

Min-Max Time for
Completion

Stress on Confidentiality
Maintenance

/5

ves | yes

ves

s}osd-t?g

MND

3. Office Administration Work: -

3.1 Do you draft the correspondence/circulars/notes etc. _;/o‘ursellf or take the help of your superiors?

3.2 What is the system of filing done i your Section?

/| Refer Past Attempt Equip you with Seek Help from Entrust the Task to—‘
Draft Fresh Updates Superiors subordinates
LY yes 74 yeL yes

Topic-wise filing

Special files as VC/Registrar Seeks

——

Date-wise filing

YL

Confidential filing

—

—

3.3 Are inward and Outward Tapal Registers maintained in your Section? (Check the Right Cell)

Status Inward Outward
Maintained Vex ves
Not Maintained — E—
3.4 State the normal time taken to dispose a file/paper
Routine Explanatory First-time/ Fresh | Replies to Grievance
Letters/Files Reports content Reports Governments | Letters
! 240 ey | 2 d ! 4o ~—
3.5 How many days of leave were avatfd by you in the last 36 months?
Casual Leave Duty Maternity/ | Earned | FN Permission of AN Perplission of
leave | Medical Leave | 1Hr. 33 ) | '1Hr. .
Leave
.20 e = s =

3.6 Do you work on holidays/off the office hours?

No. of Holidays worked in the last one year L
No. of Holidays worked in the last one year by your Subordinate -1 —_—
No. of Holidays worked in the last one year by your Subordinate -2 -
No. of Holidays worked in the last one year by your Subordinate -3 "
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3.7 What is the time limit your section takes to respond to the Government Communications?

To Whom Meant [UGC/MHRD |AP Govt. |APSCHE |DST/CSIR, etc. |Other (P1. specify)

Days | Routine e | Loy | dan
Taken | Special = | 2oy | ) oo
3.8 Do you follow the “Five S (Sort, Tet in Order, Shine, Standardize, and Sustain) system in
upkeep of machines/equipments/consumables ete.?

Upkeep of Sort Set in Order Shine Standardize Sustain

Machines/ Equipments Yl Vet Y4 N« Yy

Consumables/Stationery et yes v A v yel |
3.9 How many subordinates work under your superior?

Subordinate Type Temp. Staff Office subordinates Junior Assistants

Nos. O 21— (= —

_ 4. Financial Matters: (Pl tick wherever boxes are given)

[_Issues Alternative| Tick |Alternative Tick
Here Here
4.1 Do you prepare any budget for your Section? Yes - | w~"TNo
4.2 Are budgetary allocations fully spent or partially spent? |Full Part N il
4.3 Time taken by your Section to process the bills received Less thana More than a
from Staff/Students Month — [Month
4.4 Do you follow- up the bills processed by you and sent to Yes o e
other Sections?
4.5 Have you ever suggested simplification of procedures in/Yes " |No
bill processing?
4.6 Have you ever suggested measures to achieve economy \/ I
and efficiency in your Section’s activities?

5. Legal Matters

5.1 Extent of your awareness of the University’s Act, Statutes, Ordinances and regulations?

Document Types | University’s Act Ordinances Statutes Regulations
9% Awareness [<50%  [50-75% [>75% 250% 150-75% [>75% (<50% [50-75% P75% <50%[50-75% P75%
l.
5.2 Are you conversant with the basic provisions of Right to Information Act, 2005?
Document Types| Obligations of Exemptions/Grounds| Central/State Making Reports for
Public authorities | for Rejections Commissions RTIs

% Awareness [<50% [50-75% P75% <50% 50-75% P75% [<50% 5-0-?5% >75% (<50% [50-75% P75%
PL.Tick \/ P (R = SR [ e g = = — —

e

5.3 Are you dealing with -legal suits filed by or against the University? Yes— No
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5.4 Do you take legal notices/Court judgments etc. immediately to the notice of your Superior
Officers? (Please Tick)

Always (100%) | Almost Always (95-100%) | Mostly (90-95%) | 85-90% | Less than 85% —‘
~

- ’

5.5 Have you ever filed any legal suit for or against the University? (Tick if done)
| Filed For the University | — [Filed Against the University |

I

6. Grievé_n_ces Handling

6.1 Does your Section receive grievances/complaints from Staff/Students? (P1. Tick)

On Administration | On Teachers | On Students | On Specific functionaries
From Staff — - — =

From Students — o= i =

6.2 What is the time limit to handle such grievances/complaints? (State in No. of working Days
since receipt of the Grievance/complaint)

Time for G or C: On Administration |On Teachers [On Students |On Specific Personalities
From Staff y (= —_ — ~Jo
From Students == — — MNo

6.3 Was there any appeal to your higher officials against the decision of your Superior in respect of
grievances handling?

Appeal to Higher | On Administration | On Teachers | On Students On Specific Personalities
Officials by

Staff — - )
Students ) - = o ND e

6.4 Does your Superior frequently convene meetings in your Section to receive suggestions for
improvement?

Suggestions Sought | Weekly Monthly Annually
From Staff . — —_

‘ From Students — —

—

7 General Attitude/ Aptitude / Aptitude for (IT) Enhancement

7.1How often you have placed Institutional interests above personal interests at critical times for
both!

el
| Range [>75% [ ~AT5175% | — [2650% | — | >25% | —]

7.2 How much you have enhanced IT capability since last NAAC accreditation to this time?
Range [>50% [ ~T4150% | — [3140% | —]<30% — ]
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7.3 How much you have enhanced their Overall capability since last NAAC accreditation to this
time?

P
[ Range [>40% | — [3140% | v [2130% | —[<20% [ —]

Specific Remarks:
The- uwm—i-'7 oo runiAXaton Yovietd A
LA co lhve S N (o byl ool }'-V'Ot/.)dﬂd

fa GHY o he o plogpetd do WAk [esscd Tty

Date: S I< Q'Pf‘:_ﬂ_,

Place: Signature of the Employee

Internal Audit:

During el awdlt obsSwed o rork gox fovmant of o Conume
g v aojl-fjfm}l*mrj' He \I%?{&m\ covvhanator W*Q}'M o
voluaton, ok @a&hw oy {6 sedZon S e ExouminalTon -

(e (Sepeef @

i TOR Registrar
s e o 0QAC
RSITY '
NELLORE - 524 324. VIKRAMA SIMHAPURI UNIVERSITY
NELLORE-524 320.~
External Audit:

JOINT REGISTRAR
SRI VENKATESWARA UNIVERSITY

TIRUPATI
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VIKRAMA SIMHAPURI UNIVERSITY,
NELLORE, ANDHRA PRADESH - 524324

(Aceredited with NAAC

'A' Grade CGPA 3.23)

Administrative Audit of Regular Administrative Staff Only
(Library Assistant/Asst Engineer/Asst Registrar/Superintendent/Senior Asst/ Junior Asst)
During 2023-24

20—

The administrative audit is to ensure effective performing of specific functions/responsibilities by
administrative staff carried out with a focus on involvement to achieve the goal and purpose of the
university. The audit includes incurring of expenditure with cost efficiency and effectiveness and

discharging duties in compliance with applicable laws and regulations in force from time- to- time.

1. Personal Data

1.1 Name of the Employee

N-1Haky

3 AT
1.2 Designation T M Aond~
1.3 Educational Qualificati
cati Quali on MBA,Y‘V\; o A
1.4 Experience in administration (Years and Year Sections
Fields like Examinations, RTIs, VC Den L@ A ‘." Aentihngael
Section, Admission, Finance, etc. 202324 |2 creuars bl o ng ' ;
(Upto 3 diff. experience areas) (5 il i
1.5 Date of joining O3)0l)l 20 1y
1.6 Date of Retirement %0 | o7\ 2 oYS
1.7 Qualifications Year 2019 |9 DPooB 200D
Qualification | Mo | MB A P o

Nighs ooy

Note: Most questions below be answered by Tick Marks; Pl do the same in the boxes given.

2. Job-Execution: Process and Functions

2.1 Allocation of Duties and Responsibilities

Proactive Job | Time Progress Slackness Handled | Addl. Responsibility
allocation Frame done | Periodic Review
Furiy v ) Nen : e - B
2.2 Targets/Time limits fixed for your Section’s activities
No. of Files to | No. of Draft| No. of Staff to % of works to| Arrangement for
be clear daily | Notes to process | Involved in work- | be done as per | Staff on leave
& expedite flow plan
10 02 1 » /- VoA
2.3 Assistance to Section Head in evolving policies for your Section (P1. Tick, most important two)
Provide lde/a Cite Instances | Serve as a Resource person Develop Draft Policy
- Wi e A
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2.4 General Flexibility to Excel exist
Freedom to be ‘SMART’ Forgiving One-time Errors Setting Examples by oneself

= - Yoy

2.5 Communication by your Superior

Day Starts with Task Talks | Oral/Written Instructions | Persuasive mode | Professional Style
Ne) Mo YR =
2.6 Motivatfon lpmvided to you. F
| Word of Appreciation | High level task allocation Exchange Pleasantries | Build Team Spirit

—

2.7 Method of Reporting of the activities carried out in your Section

Through Proper Directly to the |Daily Inward-Outward [Min-Max Time for Stress on Confidentiality
Channel Head Basis Register Completion Maintenance
Y& vy yeg >)e1 ; O {ARA - N O
2 5 Y domy
VA

3. Office Administration Work:

3.1 Do you draft the correspondence/circulars/notes etc. youréelf or take the help of your superiors?

| Refer Past Attempt Equip you with Seek Help'from Entrust the Task to
Draft Fresh Updates Superiors subordinates
o M) = V4 (Sorme tag ) Vel

3.2 What is the system of filing done in your Section?
Topic-wise filing | Date-wise filing | Confidential filing Special files as VC/Registrar Seeks

3.3 Are inward and Outward Tapal Registers maintained in your Section? (Check the Right Cell)
Status Inward Outward
Maintained vey Vo)
Not Maintained i =
3.4 State the normal time taken to dispose a file/paper
Routine Explanatory First-time/ Fresh | Replies to Grievance
Letters/Files Reports content Reports Governments | Letters
L ow 2 ts 3 dou 3 Aoy | s 3doy| | weajs

3.5 How mdhy days of leave were availed by you in th€ last 36 months?

Casual Leave Duty Maternity/ | Earned | FN Permission of AN Permission of |
leave | Medical Leave | 1Hr. 1Hr.
Leave
% o 10 = =

3.6 Do you work on holidays/off the office hours?
No. of Holidays worked in the last one year ) 2y

No. of Holidays worked in the last one year by your Subordinate -1 ! W
No. of Holidays worked in the last one year by your Subordinate -2 '
No. of Holidays worked in the last one year by your Subordinate -3
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3.7 What is the time limit your section takes to respond to the Government Communications?

To Whom Meant [UGC/MHRD |AP Govt. |APSCHE  |DST/CSIR, etc. |Other (PL. specify)
Days | Routine |9 ts 4 | Loy | Y, ooy i —
Taken | Special | , Ao W | e et — —

upkeep of machines/equipments/consumables etc.?

L A0 2 do {
3.8 Do you follow the “Fl¥e S” (Sort, Set in Ordef, ‘Shine, Standardize, and Sustain) system in

Upkeep of Sort Set in Order Shine Standardize Sustain
Machines/ Equipments vy Vo X8 Yey Ve
Consumables/Stationery e \i@l /i é‘ \ey N3
76 7 ) 7 7 ]
3.9 How many subordinates work under your superior?
Subordinate Type Temp. Staff Office subordinates Junior Assistants
Nos. = >
— T
4. Financial Matters: (Pl tick wherever boxes are given)
Issues Alternative| Tick |Alternative| Tick
Here Here
4.1 Do you prepare any budget for your Section? Yes — [No A
4.2 Are budgetary allocations fully spent or partially spent? |Full __ |Part e
4.3 Time taken by your Section to process the bills received |Less than a More than a
from Staff/Students Month v~ Month s
4.4 Do you follow- up the bills processed by you and sent to |Yes e No .
other Sections?
4.5 Have you ever suggested simplification of procedures in/Yes L~ [No el
bill processing?
4.6 Have you ever suggested measures to achieve economy
and efficiency in your Section’s activities? v —
5. Legal Matters
5.1 Extent of your awareness of the University’s Act, Statutes, Ordinances and regulations?
Document Types | University’s Act Ordinances Statutes Regulations
% Awareness  |<50%  [50-75% 75%[<50% [50-75% P75%[<50% [50-75% P>75% [<50%50-75% P75%
P1.Tick - o o e o e T ) O e R
5.2 Are you conversant with the basic provisions of Right to Information Act, 2005?
Document Types| Obligations of Exemptions/Grounds | Central/State Making Reports for
Public authorities | for Rejections Commissions RTIs
%% Awareness |K50% [50-75% P75%[<50%  [50-75% [75%[<50% [50-75% [>75% [<50% |50-75% P75%
P1.Tick v ) oes b lnger [ s | = o — | =T T

5.3 Are you dealing with legal suits filed by or against the University?
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5.4 Do you take legal notices/Court judgments etc. immediately to the notice of your Superior
Officers? (Please Tick)
Always (100%) | Almost Always (95-100%) Mostly (90-95%) | 85-90% | Less than 85% —'

v - —_ —

il

5.5 Have you ever filed any legal suit for or against the University? (Tick if done)
LFiIed For the University [, 2= [Filed Against the University | — —]

6. Grievances Handling

6.1 Does your Section receive grievances/complaints from Staff/Students? (PI. Tick)

On Administration | On Teachers | On Students | On Specific functionaries
From Staff - — = -
From Students * = = o

6.2 What is the time limit to handle such grievances/complaints? (State in No. of working Days
since receipt of the Grievance/complaint)

Time for G or C: On Administration On Teachers On Students On Specific Personalities
From Staff —_— is) — f 5% o [
[ From Students — o — o1

A X 5 |

IS S

6.3 Was there any appeal to your higher officials against the decision of your Superior in respect of
grievances handling?

Appeal to Higher | On Administration | On Teachers | On Students | On Specific Personalities
Officials by

Staff o= - N0

—_—

Students - e — n U

6.4 Does your Superior frequently convene meetings in your Section to receive suggestions for
improvement?

Suggestions Sought | Weekly Monthly Annually
From Staff — P o
| From Students o 2 =

7 General Attitude/ Aptitude / Aptitude for (IT) Enhancement

7.1How often you have placed Institutional interests above personal interests at critical times for
both! I
| Range [>75% [ [51-75% | | 26-50% | __[>25% | =]

7.2 How much you have enhanced IT capability since last NAAC accreditation to this time?
[ Range [>50%  [TT41-50% | — [31-40% | —<30% — ]
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7.3 How much you have enhanced their Overall capability since last NAAC accreditation to this
time?

| Range [>40% | —|31-40% | —[2130% Y}~ [<20% ===

Specific Remarks: o T 56 0 C}.QQ’[V\.\MCS\“‘\O;L’M S "% bﬁlﬂ

Gl wbS  usR X0 ck\k.&\«\\.@b;q \mméwvg
5’0@@"* Jeonn new ARy B er):u_L i e Kenlmmar =/

A B TS v VERTA ™ oudhax yres, TS, BLM\W

ro ouwfhevive
Q)«—C A howre 2@& LN L o (1Y @AW \Nonrens) 5 Jeon
uQEnes ?”“érm»mdmmtmnﬁ_maww¥~@vbtkw¢B% "
2 W

Date:

Place: Signature of the Employee

R

Internal Audit:
e groff envolned o dmest o\ wotks  sdafed 0 Ko warn e
@f bm\&-\\i\%“ ok ollao W{‘Lm {”\\‘U‘ 9\2-\‘1%“’-‘{\* ke Univessdt
l\e&)fm CWVERY L%L&Vw mennth D»&«wﬂ Owhv obs&waﬂmm l-t.—\,h6 ;\gw
Somi odvhe oW r\s:.tm\g.‘km daa by N O S :
oy i i S i mechings

- Mladed 15 B Urtousdly o4
o o R e
rral ?Jrue% Assurance Cell (IQAC) s

VIKRAMA SIMHAPURI UNIVERSITY
NELLORE - 524 324, REGISTRAR

VIKRAMA SIMHAPURI UNIVERSITY
NELLORE-524 320.~

e

External Audit:

JOINT REGISTRAR
SRI VENKATESWARA UNIVERSITY
TIRUPATI
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VIKRAMA SIMHAPURI UNIVERSITY,
NELLORE, ANDHRA PRADESH - 524324
(Accredited with NAAC 'A' Grade CGPA 3.23)

25

Administrative Audit of Regular Administrative Staff Only
(Library Assistant/Asst Engineer/Asst Registrar/ Superintendent/Senior Asst/ Junior Asst)

During 2023-24

The administrative audit is to ensure effective performing of specific functions/responsibilities by
administrative staff carried out with a focus on involvement to achieve the goal and purpose of the
university. The audit includes incurring of expenditure with cost efficiency and effectiveness and
discharging duties in compliance with applicable laws and regulations in force from time- to- time.

1. Personal Data

1.1 Name of the Employee

M y-LAKShm! Saflaja

1.2 Designation

Jonios Assibent

1.3 Educational Qualification

M.Se. BEd., P&DCA, Htan Ty pewritimy-

1.4 Experience in administration (Years and

Year

Sections

Fields like Examinations, RTIs, VC Finonte 5 AC counit LethvD
Section, Admission. Finance, etc. 2023-24 | Eyovrnen imn C con frndanie) ¢aehn)
(Upto 3 diff. experience areas) enu ynonhe
1.5 Date of joining 0 %. ob 2oy
1.6 Date of Retirement 20 -H%— 2-0kb
1.7 Qualifications Year S0y 2008 W‘M‘

Qualification | 3-Se. o ed. i \

Note: Most questions below be answered by Tick Marks; Pl do the same in the boxes given.

2. Job-Execution: Process and Functions

2.1 Allocation of Duties and Responsibilities

Time
Frame done

Proactive Job
allocation

Progress Slackness Handled

Periodic Review B

Addl. Responsibility

v v

Vv v

v

2.2 Targets/Time limits fixed for your Section’s activities

No. of Files to|No. of Draft| No. of Staff to % of works to | Arrangement for
be clear daily | Notes to process | Involved in work- | be done as per | Staff on leave
& expedite flow plan
O b ©b o9 leoy/ |/

2.3 Assistance to Section Head in evolving policies

for your Section (PL. Tick. most imp(;rtant two)

Provide Ideas,

Cite Instances

Serve as a Resource person

Develop Draft Policy

V4 V'

—

v
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2.4 General Flexibility to Excel exist

’Freedom to be "SIMART"

Forgiving One-time Errors

Vv

v

Setting Examples by oneself
Vv’

o

2.5 Communication by your Superior

| Day Starts with Task Talks

Oral/Written Instructions

Persuasive mode

Professional Style

| v

v’

5

v

2.6 Motivation provided to you.

‘ Word of Appreciation

High level task allocation

Exchange Pleasantries

Build Team Spirit

v

2

T

v

2.7 Method of Reporting of the activities carried out in your Section

Through Proper Directly to the |Daily Inward-Outward Min-Max Time for Stress on Confidentiality
Channel Head Basis Register Completion Maintenance
v v’ = v_ v i v

3. Office Administration Work:

3.1 Do you draft the correspondence/circulars/notes etc. yourself or take the help of your superiors?

Refer Past Attempt Equip you with Seek Help from Entrust the Task to
Draft . Fresh Updates Superiors, subordinates

3.2 What is the system of filing-done in your Section?

Date-wise filing

Confidential filing

Special files as VC/Registrar Seeks

Topic-wise filing
v

v' J v©
3.3 Are inward and Outward Tapal Registers maintained in your Section? (Check the Right Cell)
Status Inward Outward
Maintained & il
| Not Maintained
3.4 State the normal time taken to dispose a file/paper
Routine Explanatory First-time/ Fresh | Replies to Grievance
Letters/Files Reports content Reports Governments | Letters
| 0L —02 day oy A=yp 01 chys €& datps|  g¢ days
3.5 How many days of leave were availed by you in the last 36 months?
Casual Leave Duty Maternity/ | Earned | FN Permission of AN Permission of
leave | Medical Leave | 1Hr. 1Hr.

Leave

|

3.6 Do you work on holidays/off the office hours?

No. of Holidays worked in the last one year

No. of Holidays worked in the last one year by your Subordinate -1

No. of Holidays worked in the last one year by your Subordinate -2

No. of Holidays worked in the last one year by your Subordinate -3
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3.7 What is the time limit your section takes to respond to the Government Communications?

c2douA

To Whom Meant [UGC/MHRD |AP Govt. |APSCHE DST/CSIR, etc. [Other (P1. specify)
Days | Routine | p¢ ofday | ou day | o Sy Ecaic
Taken | Special 0 doyg | e BB | ou dayl | O dack Chgesxs-  odousy

3.8 Do you follow the “Five S” (Sort, Set in Order,

upkeep of machines/equipments/consumables etc.?

"Shine. Standardize, and Sustain) system in

Upkeep of Sort Set in Order Shine Standardize Sustain
Machines/ Equipments v/ v . Va2 v
Consumables/Stationery st | 7 v v v

3.9 How many subordinates work under your superior?

Subordinate Type Temp. Staff Office subordinates Junior Assistants
Nos. qQ oYy D3 O
4. Financial Matters: (Pl. tick wherever boxes are given)
Issues Alternative| Tick |Alternative] Tick
Here Here
4.1 Do you prepare any budget for your Section? Yes v |No
4.2 Are budgetary allocations fully spent or partially spent? Full v |Part
4.3 Time taken by your Section to process the bills received|Less than a More than a
from Staff/Students Month / Month
4.4 Do you follow- up the bills processed by you and sent to Yes No
other Sections? v
4.5 Have you ever suggested simplification of procedures inYes wf No
bill processing?
4.6 Have you ever suggested measures to achieve economy \/
and efficiency in your Section’s activities?
5. Legal Matters
5.1 Extent of your awareness of the University’s Act, Statutes, Ordinances and regulations?
Document Types | University’s Act Ordinances Statutes Regulations
% Awareness |<50%  [50-75% P75%[<50% [50-75% P75%[<50% [50-75% P75%|<50%(50-75% 75%
P1.Tick v v v vV
5.2 Are you conversant with the basic provisions of Right to Information Act, 20057
Document Types| Obligations of Exemptions/Grounds| Central/State Making Reports for
Public authorities | for Rejections Commissions RTIs
o, Awareness [<30% 50-75% [>75% |<50% 50-75% 75% |<50% [50-75% 75% [<50% [50-75% [>75%
P1.Tick V2 v Vv v
5.3 Are you dealing with legal suits filed by or against the University? Yes No
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5.4 Do you take legal notices/Court Judgments etc. immediately to the notice of your Superior
Officers? (Please Tick)

LAlways(l{)O%) Almost Always (95-100%) Mostly (90-95%) | 85-90% | Less than 85%

v

5.5 Have you ever filed any legal suit for or against the University? (Tick if done)
LFiled For the University J — ‘Filed Against the University J

6. Grievances Handling

6.1 Does your Section receive grievances/complaints from Staff/Students? (PI. Tick)

On Administration | On Teachers | On Students | On Specific functionaries
From Staff v — s —
From Students — V' e i —

6.2 What is the time limit to handle such grievances/complaints? (State in No. of working Days
since receipt of the Grievance/complaint)

Time for G or C: On Administration |On Teachers (On Students  |On Specific Personalities
From Staff o' oo - — —
From Students —_— et i —

6.3 Was there any appeal to your higher officials against the decision of your Superior in respect of
grievances handling?

Appeal to Higher | On Administration | On Teachers | On Students | On Specific Personalities
Officials by
Staff = i

e
p— —— —

Students =t

6.4 Does your Superior frequently convene meetings in your Section to receive suggestions for
improvement?

Suggestions Sought | Weekly Monthly Annually
From Staff — A N
From Students — e e

7 General Attitude/ Aptitude / Aptitude for (IT) Enhancement

7.1How often you have placed Institutional interests above personal interests at critical times for
both!
| Range 1>75% | J[51-75% | [2650% | | >25% -

7.2 How much you have enhanced IT capability since last NAAC accreditation to this time?
| Range [>50% [ V[4150% | [3140% | | <30% |
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7.3 How much you have enhanced their Overall capability since last NAAC accreditation to this
time?
| Range [540% |V |31-40% |  [21-30% | [<20% ]

Specific Remarks:

Pl\.a—r—'b-«o“a W,h—ﬂmnﬂ atecoankt £ 4w onlwlls [Frownsy
Blls astan In—Rwme drovioe.

Date:
e L. A AL

Place: Signature of the Employee

Internal Audit:

ﬁ)v&‘(v\t L bou\»\tliwv@g intetnak anedd bl d W the e,ma\o?fu,

FINTITE3S 3\90\?\\-*\5@ oV QD(S&/\QQMLJS M (SJW cuavurr\)\ o Cas v
and LV\A_XLST QLRW\QM:L %L\Lk&m\@vauz o\(k;\m\d @M{;QK_&\{A v @ g! ” N

o4 Wil bookh of Ha un‘fvusﬁa &I ns ¢ %M gome o amralt ow On

AR
\ﬁ»@&& aﬁ;ﬁﬂg M—'CL
h%?tﬁ&@& Registrar

ssurance Cell (IQA!
VIKRAMA SIMHAPURI UNIVERSITY . REGISTRAR
NELLORE - 524 324, VIKRAMA SIMHAPURI UNIVERSITY ,
NELLORE-524 320.~

~  External Audit:

JOINT REGISTRAR
SAIVENKATESWARA UNIVERSITY

TIRUPATI
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VIKRAMA SIMHAPURI UNIVERSITY,

NELLORE, ANDHRA PRADESH - 524324
(Accredited with NAAC ‘A’ Grade CGPA 3.23)

Administrative Audit of Regular Administrative Staff Only
(Library Assistant/Asst Engineer/Asst Registrar/Superintendcnt/Senior Asst/ Junior Asst)
During 2023-24

The administrative audit is to ensure effective performing of specific functions/responsibilities by
administrative staff carried out with a focus on involvement to achieve the goal and purpose of the
university. The audit includes incurring of expenditure with cost efficiency and effectiveness and
discharging duties in compliance with applicable laws and regulations in force from time- to- time.

“~ 1. Personal Data

1.1 Name of the Employee Modepalli Jayasimha

1.2 Designation Junior Assistant

1.3 Educational Qualification iB.'I"ca:h_{(‘S_li}__f\cmunl Test Paper 08 o

N e e A ) _ ol
1.4 Experience in administration (Years ] ~ Year ] _ §citio_1§_ -
and Fields like Examinations, RTls, VC | |

Section, Admission, Finance, etc. | 2023-24 | VC Peshi

(Upto 3 diff. experience areas) \

o

1.5 Date of joining \
1.6 Date of Retirement N |

3.06.2014, Junior Assistant, V. S. University, Nellore

& - Yeal' | 2007
1.7 Qualifications — SR i
Qualification B.Tech | Intermediate

- Note: Most questions below be a_n's;c;d?y Tick Marks; Pl do the same in the boxes given.

2. Job-Execution: Process and Functions
2.1 Allocation of Duties and Responsibilities

Proactive Job Time Progress . I 5.y
[ sllocatind Frame done | Periodic Review Slackness Handled | Addl. Responsibility
Junior Assistant

Examinations / Assigned duties as PAt0
; 10 Years vV od - ;
Finance / VC BTGy Vice-Chancellor
Office . I TR _ L DU W |
72 Targets/Time limits fixed for your Section’s activities
- larg for )
: = s i e

Arrangement for
Staff on leave

No. of Files to No. of Draft || No. of Staff to 9% of ivnrké to
be clear daily

Notes to process | Involved in work- | be done as per
& expedite \ flow ~plan
L 10 | 10 | 03 90%
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7.3 Assistance to Section Head in evolving policies for your Section (P1. Tick, most important two)

Provide Ideas | Cite Instances Develop Draft Policy
Yes ‘ Yes

7.4 General Flexibility to Excel exist

Freedom to be ‘SMART” Forgiving One-time Erl'c;'s___“T-Se_lting Examples by oneself
Yes [ Yes

2.5 Communication by your Superior

Serve as a Resource person
S e

Day Starts with Task Talks | Oral/Written Instructions
Yes

Pgs_uagve mode | Professional Style

7 6 Motivation providedtoyou. = . )
Word of Appreciation High level l_as_k_a@@ion i Exchange | Pl_cagrﬁig Bu
Yes Yes Yes
7 7 Method of Reporting of the activities carried out in your Section
' —hﬂi-Max_TRe for
Completion

ild Team Spirit

Daily |Inward-Outward - fo
Basis Register

Directly to the
Head

Yes Yes

Stress on Confidentiality
Maintenance

No

Through Proper
Channel

Yes

3. Office Administration Work:

3.1 Do you draft the correspondenceﬁi_ﬁlﬂ_ari'notes ete. yourself or take the help of your superiors?
Refer Past ‘ Attempt Equip you with Seek Help from Entrust the Task to
Draft Fresh ~ Updates Superiors subordinates
Yes . Yes Yes Yes Yes
32 What is the system of filing done in your Section?

~ Topic-wise filing | Date-wise filing llr ‘Confidential filing l _Spu.al ﬁcT as \E@egistr_ar Seeks

Yes | T TR I N——.
3.3 Are inward and Outward Tapal Registers jlaimained in your Section? (Check . the Right Cell)
Status ‘ Inward - Outward
Maintained
- Not Maintained

3.4 State the normal time taken to _disEos_.e_ a_ﬁle!pip_ei | o

Grievance
[etters

Routine Explanatory | First-time/ Fresh
Letters/Files Reports content Reports

1 day 1 to 2 days
3.5 How many days of leave were availed by you in the last 12 months?
Mater.mtyf Earned FN Permission of AN Permission of
Casual Leave Medical
, Leave | 1 Hr. 1 Hr.
- Leave | . b
20 DR e e T i

3.6 Do you work on holidays/off the office hours?
No. of Holidays worked in the last one year

\ No. of Holidays worked in the last one year by your Subordinate -1

No. of Holidays worked in the last one year by your Subordinate -2

No. of Holidays worked in the last one year by your Subordinate =
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3.7 What is the time limit your section takes to respond to the Government Communications?

To Whom

Vieant [UGC/MHRD | AP Govt. | APSCHE _E)_?ﬁc_sp{_,_ ete.| Other (PL. specify)

Days | Routine| _ 1day | dey | ldav | FEW_
Taken m 2-3 days 2-3 days 2-3 days 2-3 days

3.8 Do you follow the “Five S” (Sort. Set in Order, Shine. Standardize, and Sustain) system in
upkeep of machines/equipments/ consumables etc.”?

Upkeep of Sort ~ Shine I_S_teu‘u:lardi:e._e
Machines/ Equipments Yes Yes | Yes
Consumables/Stationery Yes | Yes

3.9 How many subordinates work under your superior?

Subordinate Type

4. Financial Matters: (P1. tick wherever boxes are given)

Issues Alternative ek Alternative
Here Here

4.1 Do you prepare any budget for your Section? Yes \ No -
4.2 Are budgetary allocations fully spent or partially spent? Full \ Part -
4.3 Time taken by your Section to process the bills received| [ ess thana | \More than a

from Staff/Students |  Month Month

4.4 Do you follow- up the bills prbl‘_es_sed by_y_ou and sent to
other Sections?

e e
4.5 Have you ever suggested simplification of procedures i
bill processing?

’ No -
4.6 Have you ever suggested measures 0 achieve economy! |

and efficiency in your Section’s activities? | N T

5. Legal Matters

5.1 Extent of your awareness of the University’s Act, Statutes, Ordinances and regulations?

Document Types

0% Awareness
P1.Tick

5.2 Are you conversant with the basic provisions of R

University’s Act
50-75% [-75% B 50% [50-75% [75%[<50% [50-75% F75%
= ] ___'_J_'t, o
N R
ight to Information Act, 20057
Exemptions/Grounds Central/State
Commissions
Z50% [50-75% [75%]<3
==y
v 4 =

Ordinances B Statutes Regulations

Document
Types

Obligations of
Public authorities

0% Awareness 50-75%
BTk | - | - |V

5.3 Are you dealing with legal suits filed by or against the University? ~ Yes No(V)
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5.4 Do you take legal notices/Court judgments etc. immediately to the notice of your Superior

Officers? (Please Tick) [ S
Mostly (90-95%)

Always (100%) Almost Always (95-100%)

5.5 Have you ever filed any legal suit for or agamst the University” ( lick if done)

Filed For the University T jiled Against th st the U m\fuslt) /_ﬁ

Less than 85%

6. Grievances Handling

6.1 Does your Section recelve s__nevam,u.sfcomplamtc; from btati!%tudn.nls? (P1. Tlck)
| (_)n_l_ejahf,g On Students

onarics

From Students

6.2 What is the time limit to handle such griev -ances/complaints? (State in No. of working Days

since receipt of the Grievance/complaint)

Time for G or C: On Administration |On Teachers On Students \()n Specific Personalities

Within 1 or 2 days
Within 1 or 2 days

6.3 Was there any appeal to your higher officials against the decision of your Superior in respect of

grievances handling?
Appeal to Higher On Administration —\ On Teachers | On Students N On Specific Personalities
Officials by

6.4 Does your Superior frequently convene meetings in your Section to receive suggestions for

—

7 General Attitude/ Aptitude / Aptitude for (IT) Enhancement

7.1How often you have placed [nstitutional interests above personal interests at critical times for
both!

| Range % [ v [si7% | T I R

7.2 How much you have enhanced IT capability smce last NAAC acuredltduon to this 1 this 'umt:r>
v [41-50% | —[31-40% [ [£30%

page 4 of 5



—

7.3 How much you have enhanced their Overall capability since last NAAC accreditation to this

time?

Range S T 7 70 N 7S B

Specific Remarks:

It has been a pleasure to work with the support of the University authorities, and I am deeply
grateful for their recognition of our hard work. honesty, accountability, and dedication. I sincerely
thank the University authorities for giving me the opportunity to serve as a part of the University,
allowing me to apply my skills and efforts for the benefit of the University and my own personal
growth.

Date:

Place: Nellore mployee

Internal Audit:

M \g.}wﬂl eonce@ned v ale v worhihoted e We
5 . ah
He  He e e Chomedlor's opfite g,e\(h\?:ﬂwlﬂ J{iﬁg ii}g‘;i‘z
ﬁw\oale“imﬁ«% \l\?/\/\d—%ﬁ‘mﬂ\ %GW% Q—B,H;t\tt mm\_ag,%\_n,\l’
S ol Yo @wtzhm anked 2 n,—-h-,H—L\& »{Lh:a u:\lu-m’\—"f&

Iriteral QU Assurance Cell (IQ Registrar

. QAQ) £

mLLOREP-US?B:lN;iERsm REGISTRAR * —
VIKRAMA SIMHAPURI UNIVERSITY

External Audit: NELLORE-524 320,

L4

JOINT REGISTRAR
SRIVENKATESWARA UNIVERSITY
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VIKRAMA SIMHAPURI UNIVERSITY,

NELLORE, ANDHRA PRADESH - 524324
(Accredited with NAAC ‘A’ Grade CGPA 3.23)

Administrative Audit of Regular Administrative Staff Only
(Library Assistant/Asst Engineer/Asst Registrar/Superintendent/Senior Asst/ Junior Asst)
During 2023-24

The administrative audit is to ensure effective performing of specific functions/responsibilities by
administrative staff carried out with a focus on involvement to achieve the goal and purpose of the
university. The audit includes incurring of expenditure with cost efficiency and effectiveness and
discharging duties in compliance with applicable laws and regulations in force from time- to- time.
1. Personal Data

1.1 Name of the Employee | Thripuraribhotla Naresh Chandra

1.2 Designation Junior Assistant

1.3 Educational Qualification | M.A. English, M.C.A, Accounts Tests Part — 1 & Part —II, PGDCA,
PGDPR, PGDIR&PM, B.Li.Sc, Typewriting Higher

1.4 Experience in administration (Years Year Sections

and Fields like Examinations, RTIs, VC

Section, Admission, Finance, etc. 2023-24 VC Peshi

(Upto 3 diff. experience areas)

1.5 Date of joining

1.6 Date of Retirement 03.06.2014, Junior Assistant, V. S. University, Nellore
(Regular)
Year 2012 2008 2005 2003
1.7 Qualifications el = MA.
Qualification § B.Sc., | Intermediate SSC
(English)

Note: Most questions below be answered by Tick Marks; Pl. do the same in the boxes given.

2. Job-Execution: Process and Functions
2.1 Allocation of Duties and Responsibilities

Proactive Job Time Progress ——
allocation Frame done | Periodic Review A Atal Respansibiliy
Junior Assistant Assigned duties as PA to
VC Office 10 ¥sars Very Go! N Vice-Chancellor
2.2 Targets/Time limits fixed for your Section’s activities
iy ry 4 A U.. C aar
No. oF Biles td No. of Draft No. of S.taf’f to Yo of works to Arvanigeinent for
+ Notes to process | Involved in work- be done as per
be clear daily : Staff on leave
& expedite flow plan
10 10 03 90% =
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2.3 Assistance to Section Head in evolving policies for your Section (P1. Tick, most important two)
Provide Ideas 1 Cite Instances f

Yes Yes
2.4 General Flexibility to Excel exist

LF reedom to be ‘“SMART® l Forgiving One-time Errors

Yes Yes
2.5 Communication by your Superior
Day Starts with Task Talks } Oral/Written Instructions ' Persuasive mode
Yes

2.6 Motivation provided to ou.

Word of Appreciation High level task allocation
Yes Yes

Serve as a Resource person Develop Draft Policy

Yes

Setting Examples by oneself ]

Yes J

Professional Style

Exchange Pleasantries | Build Team Spirit
Yes Yes

2.7 Method of Reporting of the activities carried out in your Section
Through Proper Directly to the Inward-Outward] Min-Max Time for

Yes

Daily

Stress on C{Jnﬁc[entiality_|

Channel Head Basis Register Completion Maintenance
Yes Yes Yes By the day itself No

e ]
3. Office Administration Work:

3.1 Do you draft the correspondence/circulars/notes ete. yourself or take the help of your superiors?

Refer Past Attempt Equip you with Seek Help from Entrust the Task to
Draft Fresh Updates Superiors subordinates
Yes Yes Yes Yes Yes J

3.2 What is the system of filing done in your Section?
Topic-wise filing | Date-wise filing | Confidential filing

Special files as VC/Registrar Secks |

Yes ' Yes Yes Yes
3.3 Are inward and Outward Tapal Registers maintained in your Section? (Check the Right Cell)
Status f Inward \ Outward
Maintained Yes
Not Maintained .

3.4 State the normal time taken to dis

pose a file/paper

Routine Explanatory First-time/ Fresh Replies to Grievance 7
Letters/Files Reports content Reports Governments Letters
L 1 day f 1to 2 days I 2 days [ 2 days [ 1to 2 days

3.5 How many days of leave were availed by you in the last 12 months?

, Duty Mater‘mtyf Earned FN Permission of AN Permission of —‘
Casual Leave Medical
leave o Leave 1z 1Hr.

20 | = - - s "
3.6 Do you work on holidays/off the office hours?
No. of Holidays worked in the last one year
No. of Holidays worked in the last one year by your Subordinate -1
No. of Holidays worked in the last one year by your Subordinate_ =2
"No. of Holidays worked in the last o?e_;ear by your Subordinate -3

Page 2 of 5



3.7 What is the time limit your section takes to respond to the Government Communications?

To Whom Meant | UGC/MHRD | AP Govt. | APSCHE |DST/CSIR, etc.| Other (Pl. specify)
Days | Routine 1 day 1 day 1 day 1 day
Taken | Special 2-3 days 2-3days | 2-3days 2-3 days
3.8 Do you follow the “Five S” (Sort, Set in Order, Shine, Standardize, and Sustain) system in
upkeep of machines/equipments/consumables etc.?

Upkeep of Sort Set in Order Shine Standardize Sustain
Machines/ Equipments Yes Yes Yes Yes Yes
Consumables/Stationery Yes Yes Yes Yes Yes

3.9 How many subordinates work under your superior?

Subordinate Type Temp. Staff Office subordinates Junior Assistants

Nos. 02 01 02 00

4. Financial Matters: (Pl. tick wherever boxes are given)

[ssues Alternative Tick Alternative Tiek
Here Here
4.1 Do you prepare any budget for your Section? Yes Vv No
4.2 Are budgetary allocations fully spent or partially spent? Full v Part
4.3 Time taken by your Section to process the bills received| | ess than a More thin i
from Staff/Students Month | Y | Month
4.4 Do you follow- up the bills processed by you and sent to
other Sections? e ¥ L)
4.5 Have you ever suggested simplification of procedures in
. ‘o0 Yes v No
bill processing”

4.6 Have you ever suggested measures to achieve economy,
and efficiency in your Section’s activities?

5. Legal Matters

5.1 Extent of your awareness of the University’s Act, Statutes, Ordinances and regulations?

Document Types | University’s Act Ordinances Statutes Regulations

% Awareness [<50%  [50-75% [>75%[<50% [50-75% [>75%|<50% |50-75% [>75% [<50% |50-75% [75%
P1.Tick - - v - - ' E B v . . Vv
5.2 Are you conversant with the basic provisions of Right to Information Act, 2005?

Document Obligations of Exemptions/Grounds Central/State Making Reports for
Types Public authorities | for Rejections Commissions RTIs

0% Awareness [<50% [50-75%[75%<50%  |50-75% P75% |<50% [50-75% [>75%[<50% 50-75%  [>75%

Pl.Tick £ 3 N = 2 NI = . Vv = z Vv

5.3 Are you dealing with legal suits filed by or against the University?  Yes No(v)
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5.4 Do you take legal notices/Court judgments etc. immediately to the notice of your Superior
Officers? (Please Tick)

| Always (100%) | Almost Always (95-100%) | Mostly (90-95%) | 85-90% | Less than 85%
v : B

5.5 Have you ever filed any legal suit for or against the University? (Tick if done)
f]:iled For the University j - [Filed Against the University ’ F

6. Grievances Handling

6.1 Does your Section receive grievances/complaints from Staff/Students? (P1. Tick)

On Administration | On Teachers | On Students | On Specific functionaries
From Staff v ' v \

From Students v v \ v

6.2 What is the time limit to handle such grievances/complaints? (State in No. of working Days
since receipt of the Grievance/complaint)

Time for G or C: On Administration |On Teachers [On Students On Specific Personalities
From Staff Within 1 or 2 days
From Students Within 1 or 2 days

6.3 Was there any appeal to your higher officials against the decision of your Superior in respect of
grievances handling?

Appeal to Higher | On Administration | On Teachers | On Students | On Specific Personalities
Officials by

Staff s i
Students

6.4 Does your Superior frequently convene meetings in your Section to receive suggestions for
improvement?

Suggestions Sought Weekly Monthly Annually
Jrom Staff ' - -
From Students \ -

7 General Attitude/ Aptitude / Aptitude for (IT) Enhancement

7.1How often you have placed Institutional interests above personal interests at critical times for
both!

| Range 1>75% | v [51-75% [ [2650% | | >25% | ]

7.2 How much you have enhanced IT capability since last NAAC accreditation to this time?
| Range [>50% [ v [41-50% [ [31-40% | [<30% | |
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7.3 How much you have enhanced their Overall capability since last NAAC accreditation to this
time?
| Range [>40% [ v [31440% [  [21-30% [ [<20% [ |

Specific Remarks:

It has been a pleasure to work with the support of the University authorities, and | am deeply
grateful for their recognition of our hard work, honesty. accountability. and dedication. I sincerely
thank the University authorities for giving me the opportunity to serve as a part of the University,
allowing me to apply my skills and efforts for the benefit of the University and my own personal

growth.
_ Da: M [N_‘A‘/
Place: Nellore Siguibhurs of the Bopicyes
Internal Audit:
G)\LT{}\_K“:@MO:? [T T} adonmighalove m,\&;j;, M“‘\%“@“’
5 ,ijm%/ ?fwk ol Sl 1K wodndotn Ko doe Ha

Vi Choumeey Sfree Ne odoo csamS\.J‘&A e Aoty endruted b
B Na YUY h‘?-%*-ﬂ&:”\?ﬁ mounth oS celaad € e wﬂz?{a&:mgﬁﬂ

He o»\:cxrwﬁ( oudkonv e

{0 |'f\\ 2 \I
Wm@ﬁ‘“f\moa
N~ DIIFS.SI‘%

Assurance Cell (IQAC) Registrar
VIKRAMA SIMHAPURI UNIVERSITY REGISTRAR
HELLORR SV VIKRAMA SIMHAPURI UNIVERSITY
NELLORE-524 320.
External Audit:

JOINT REGISTRAR
Shl VENKATESWAHP« UNIVERSITY
TIRUPATI
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VIKRAMA SIMHAPURI UNIVERSITY,
NELLORE, ANDHRA PRADESH - 524324
(Accredited with NAAC 'A' Grade CGPA 3.23)

Administrative Audit of Regular Administrative Staff Only
(Library Assistant/Asst Engineer/Asst Registrar/Superintendent/Senior Asst/ Junior Asst)

During 2023-24

The administrative audit is to ensure effective performing of specific functions/responsibilities by

administrative staff carried out with a focus on involvement to achieve the goal and purpose of the
university. The audit includes incurring of expenditure with cost efficiency and effectiveness and

discharging duties in compliance with applicable laws and regulations in force from time- to- time.

1. Personal Data

1.1 Name of the Employee

1.2 Designation

Goag SWBRODP ICaHEAR

1.3 Educational Qualification

Jomor.  Peciapn

B < (‘f'm

ik Ga, )

1.4 Experience in administration (Years and

Year

Sections

Fields like Examinations, RTIs, VC T
Section, Admission, Finance, etc. 2023-24 ) >
(Upto 3 diff. experience areas)
1.5 Date of joini
5 Date of joining O it g
1.6 Date of Retirement
_ 2. 0/. 2049
1.7 Qualifications Year 200u¥0?| 300% 525
Qualification B, Ao £,

Note: Most questions below be answered by Tick Marks; Pl. do the same in the boxes given.

2. Job-Execution: Process and Functions

2.1 Allocation of Duties and Responsibilities

Proactive Job | Time Progress Slackness Handled | Addl. Responsibility
allocation Frame done | Periodic Review

ol v s - i
2.2 Targets/Time limits fixed for your Section’s activities
No. of Files to | No. of Draft| No. of Staff to % of works to | Arrangement for
be clear daily | Notes to process | Involved in work- | be done as per | Staff on leave

& expedite flow plan
] e o\ 0. =

2.3 Assistance to Section Head in evolving policies for your Section (Pl. Tick, most important two)

Provide Ideas

Cite Instances

Serve as a Resource person

Develop Draft Policy

—

e

‘/-'

—
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2.4 General Flexibility to Excel exist

Freedom to be ‘SMART"

Forgiving One-time Errors

Setting Examples by oneself

v

2.5 Communication by your Superior

Day Starts with Task Talks | Oral/Written Instructions | Persuasive mode | Professional Style
g o
2.6 Motivation provided to you.
Word of Appreciation | High level task allocation | Exchange Pleasantries | Build Team Spirit

i

2.7 Method of Reporting of the activities carried out in your Section

Through Proper Directly to the |Daily Inward-Outward |Min-Max Time for Stress on Confidentiality
Channel Head Basis Register Completion Maintenance
3 s

3. Office Administration Work:

3.1 Do you draft the correspondence/circulars/notes etc. yourself or take the help of your superiors?

Refer Past Attempt Equip you with Seek Help from Entrust the Task to
Draft Fresh Updates Superiors subordinates
g g

3.2 What is the system of filing done in your Section?

Topic-wise filing Date-w.is/e filing | Confidential filing | Special files as VC/Registrar Seeks

3.3 Are inward and Outward Tapal Registers maintained in your Section? (Check the Right Cell)
Status Inward Outward

Maintained i v

Not Maintained
3.4 State the normal time taken to dispose a file/paper

Routine Explanatory First-time/ Fresh | Replies to Grievance

Letters/Files Reports content Reports Governments | Letters

v e v o

3.5 How many days of leave were availed by you in the last 36 months?

Casual Leave Duty Maternity/ | Earned | FN Permission of AN Permission of

leave | Medical Leave | 1Hr. 1Hr.
Leave
b — - o) - s

3.6 Do you work on holidays/off the office hours?

No. of Holidays worked in the last one year

No. of Holidays worked in the last one year by your Subordinate -1

No. of Holidays worked in the last one year by your Subordinate -2

No. of Holidays worked in the last one year by your Subordinate -3
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3.7 What is the time limit your section takes to respond to the Government Communications?

To Whom Meant [UGC/MHRD |AP Govt. |APSCHE |DST/CSIR, etc. |Other (PI. specify)
Days | Routine | &, o) o) o)
Taken | Special o\ o\ o) o\
3.8 Do you follow the “Five S (Sort, Set in Order, Shine, Standardize, and Sustain) system in
upkeep of machines/equipments/consumables etc.?

Upkeep of Sort Set in Order Shine Standardize Sustain
Machines/ Equipments - - il e -
Consumables/Stationery

3.9 How many subordinates work under your superior?
Subordinate Type Temp. Staff Office subordinates Junior Assistants

Nos. - o\ _

4. Financial Matters: (Pl tick wherever boxes are given)

Issues Alternative| Tick |Alternative| Tick
Here Here

4.1 Do you prepare any budget for your Section? Yes s/ |No

4.2 Are budgetary allocations fully spent or partially spent? [Full Part P4

4.3 Time taken by your Section to process the bills received Less than a Y More than a

from Staff/Students Month Month

4.4 Do you follow- up the bills processed by you and sent to |Yes 7 No

other Sections?

4.5 Have you ever suggested simplification of procedures infYes P4 No
bill processing?

4.6 Have you ever suggested measures to achieve economy|
and efficiency in your Section’s activities?

5. Legal Matters

5.1 Extent of your awareness of the University’s Act, Statutes, Ordinances and regulations?

Document Types | University’s Act Ordinances Statutes Regulations
% Awareness |<50%  [50-75% P75%[<50% [50-75% P75% [<50% [50-75% P75% [<50% (50-75% P75%
P1.Tick > v o -
5.2 Are you conversant with the basic provisions of Right to Information Act, 20057
Document Types| Obligations of Exemptions/Grounds| Central/State Making Reports for
Public authorities | for Rejections Commissions RTIs
% Awareness [<50% [50-75% P75% [<50%  [50-75% P75%[<50% [50-75% [>75% [<50% (S0-75% pP75%
P1.Tick Zl v v
5.3 Are you dealing with legal suits filed by or against the University? Yes No
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5.4 Do you take legal notices/Court judgments etc. immediately to the notice of your Superior
Officers? (Please Tick)

Always (100%) | Almost Always (95-100%) | Mostly (90-95%) | 85-90% | Less than 85%

ol

5.5 Have you ever filed any legal suit for or against the University? (Tick if done)
‘ Filed For the University ‘ ’Filed Against the University [ ]

6. Grievances Handling

6.1 Does your Section receive grievances/complaints from Staff/Students? (P1. Tick)

On Administration | On Teachers | On Students | On Specific functionaries
From Staff = — - -
From Students - - - e

6.2 What is the time limit to handle such grievances/complaints? (State in No. of working Days
since receipt of the Grievance/complaint)

Time for G or C: On Administration |On Teachers (On Students  (On Specific Personalities
From Staff - - B -
L From Students = — = -

6.3 Was there any appeal to your higher officials against the decision of your Superior in respect of
grievances handling?

Appeal to Higher | On Administration | On Teachers | On Students | On Specific Personalities
Officials by

Staff - - & =

Students - - = -

6.4 Does your Superior frequently convene meetings in your Section to receive suggestions for
improvement?

Suggestions Sought | Weekly Monthly Annually
From Staff " i
From Students

7 General Attitude/ Aptitude / Aptitude for (IT) Enhancement

7.1How often you have placed Institutional interests above personal interests at critical times for
both!
| Range [>75% [ 7 [51-75% | [2650% | [>25% | ]

7.2 How much you have enhanced IT capability since last NAAC accreditation to this time?
| Range [>50% [ < [41-50% | [3140% | [<30% | |
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7.3 How much you have enhanced their Overall capability since last NAAC accreditation to this
time?
| Range [>40% [ Y/ [3140% [ [2130% | [<20% ]

Specific Remarks:

Date: P, W

Place: g\, \loxe Si gmme Employee

Internal Audit:

rﬁ\,_,;gm\ﬂ\&a,u, v 0\&;‘41\;8 ﬁ,e\;\'ﬁcttﬁ,o(\\ka YN @MM:‘M . thbﬁ’
4 3 s il sl of AN A s J el colk o K

m\‘iow‘ﬁ?& He sunsatd He technrta) Wadees peut i N
He 2-9fdX@ Pe wesd fome et Zar on THLLY -

INereaid@ub@i Assurance Cell (IQAC) egistrar

VIKRAMA SIMHAPURI UNIVERSITY REGISTRAR

RN VIKRAMA SIMHAPUR! UNIVERSITY,
NELLORE-524 320.7

External Audit:

JO REGISTRAR
SRIVENKATESWARA UNIVERSITY

TIRUPATI
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VIKRAMA SIMHAPURI UNIVERSITY,
NELLORE, ANDHRA PRADESH - 524324
(Accredited with NAAC 'A' Grade CGPA 3.23)

Administrative Audit of Regular Administrative Staff Only
(Library Assistant/Asst Engineer/Asst Registrar/Superintendent/Senior Asst/ Junior Asst)

During 2023-24

The administrative audit is to ensure effective performing of specific functions/responsibilities by

administrative staff carried out

with a focus on involvement to achieve the goal and purpose of the

university. The audit includes incurring of expenditure with cost efficiency and effectiveness and
discharging duties in compliance with applicable laws and regulations in force from time- to- time.

1. Personal Data

Fields like Examinations,

(Upto 3 diff. experience areas)

1.1 Name of the Employee 8. g b3

1.2 Designation T C;YGAK?SFan I’__,

1.3 Educational Qualification R.Spr l

1.4 Experience in administration (Years and Year Sections

RTIs, VC Examinalis Cood olertirl S
Section, Admission, Finance, etc. 2023-24 (Dh. )

1.5 Date of joining

03-06-20/¢

1.6 Date of Retirement 20— 06 —2042
1.7 Qualifications Year 2 o0k 2004 D02
Qualification RSc Trten SSC

Note: Most questions below be answered by Tick Marks; Pl. do the same in the boxes given.

2. Job-Execution: Process and Functions

2.1 Allocation of Duties and Responsibilities

Proactive Job | Time Progress Slackness Handled | Addl. Responsibility
allocation Frame done | Periodic Review
e ot Ore yeo» | Giocd - P

2.2 Targets/Time limits fixed for your Section’s activities

No. of Files to | No. of Draft | No. of Staff to % of works to | Arrangement for
be clear daily | Notes to process | Involved in work- | be done as per | Staff on leave

& expedite flow plan
05~ 03 o 0/ /88
2.3 Assistance to Section Head in evolving policies for your Section (PIl. Tick, most important two)
Provide Ideas - | Cite Instances | Serve as a Resource person Develop Draft Policy
v’ vl — v

Page 1of5

ey



2.4 General Flexibility to Excel exist

Freedom to be “SMART”’ Forgiving One-time Errors Setting Examples by oneself
Yes Yes et

2.5 Communication by your Superior

Day Starts with Task Talks | Oral/Written Instructions | Persuasive mode | Professional Style

Yes Yes Vel -

2.6 Motivation provided to you.

Word of Appreciation | High level task allocation | Exchange Pleasantries | Build Team Spirit

Yo Yes — Yel
2.7 Method of Reporting of the activities carried out in your Section
Through Proper Directly to the |Daily Inward-Outward |[Min-Max Time for Stress on Confidentiality
Channel Head Basis Register Completion Maintenance
Yes Ve g Yes | Yes | 40 2 dasfk -

3. Office Administration Work:

3.1 Do you draft the correspondence/circulars/notes etc. yourself or take the help of your superiors?

Refer Past Attempt Equip you with Seek Help from Entrust the Task to
Draft Fresh Updates Superiors subordinates
Yes Yes YA Yes @:omffmul ~/es

3.2 What is the system of filing done in your Section?

Topic-wise filing | Date-wise filing | Confidential filing | Special files as VC/Registrar Seeks

Y& Y ves Yes
3.3 Are inward and Outward Tapal Registers maintained in your Section? (Check the Right Cell)
Status Inward Outward
Maintained NeR Vel
Not Maintained o iy
3.4 State the normal time taken to dispose a file/paper
Routine Explanatory First-time/ Fresh | Replies to Grievance
Letters/Files Reports content Reports Governments | Letters
| Day 2-2 dawk 2 Deugg - i
3.5 How many days of leave were Qvailed by you in the laSt)3#months?
Casual Leave Duty Maternity/ | Earned | FN Permission of AN Permission of
leave | Medical Leave | l1Hr. 1Hr.
Leave
| gclm‘g i - - e 5
3.6 Do you work on holidays/off the office hours?
No. of Holidays worked in the last one year B dag
No. of Holidays worked in the last one year by your Subordinate -1 &
No. of Holidays worked in the last one year by your Subordinate -2 -
No. of Holidays worked in the last one year by your Subordinate -3 2
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3.7 What is the time limit your section takes to respond to the Government Communications?

To Whom Meant [UGC/MHRD |AP Govt. |APSCHE

DST/CSIR, etc.

Other (PI. specify)

— —_— —

Days | Routine

—

Taken | Special

3.8 Do you follow the “Five S” (Sort, Set in Order, Shine, Standardize, and Sustain) system in

upkeep of machines/equipments/consumables etc.?

Upkeep of Sort Set in Order Shine Standardize Sustain
Machines/ Equipments Yeés Yes Vel e e3
Consumables/Stationery Yes ves el yes bR
y
3.9 How many subordinates work under your superior?
Subordinate Type Temp. Staff Office subordinates Junior Assistants
Nos. - - ol
4. Financial Matters: (Pl. tick wherever boxes are given)
Issues Alternative| Tick |Alternative| Tick
Here Here
4.1 Do you prepare any budget for your Section? Yes v, [No
4.2 Are budgetary allocations fully spent or partially spent? |Full v’ [|Part
4.3 Time taken by your Section to process the bills received |Less than a More than a
from Staff/Students Month " Month
4.4 Do you follow- up the bills processed by you and sent to |Yes \/ No
other Sections?
4.5 Have you ever suggested simplification of procedures inYes \/ No
bill processing?
4.6 Have you ever suggested measures to achieve economy 43 s
and efficiency in your Section’s activities? b

5 Légal Matters

5.1 Extent of your awareness of the University’s Act, Statutes, Ordinances and regulations?

Document Types | University’s Act Ordinances Statutes Regulations
% Awareness |<350%  [50-75% P75%[<50% [50-75% [>75%[<50% [50-75% P75% [<50% [50-75% P75%
PI.Tick ol B R T A = e e A T e

5.2 Are you conversant with the basic provisions of Right to

Information Act, 2005?

Document Types| Obligations of Exemptions/Grounds| Central/State Making Reports for
Public authorities | for Rejections Commissions RTIs

04 Awareness [<50% [50-75% P75% (<50% 50-75% [P75% |<50% [50-75% P75% [<50% |50-75% P75%

P1.Tick 7 | s | =l | e | =l ] e | e=ln] e | aet

5.3 Are you dealing with legal suits filed by or against the University?
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5.4 Do you take legal notices/Court judgments etc. immediately to the notice of your Superior

Officers? (Please Tick)

Always (100%) | Almost Always (95-100%) | Mostly (90-95%) | 85-90% | Less than 85%
v~ — - oo I

5.5 Have you ever filed any legal suit for or against the University? (Tick if done)
L Filed For the University ‘ — ‘Filed Against the University ‘ 2

6. Grievances Handling

6.1 Does your Section receive grievances/complaints from Staff/Students? (Pl. Tick)

On Administration | On Teachers | On Students | On Specific functionaries
From Staff - - = =

From Students — - F -

6.2 What is the time limit to handle such grievances/complaints? (State in No. of working Days
since receipt of the Grievance/complaint)

Time for G or C: n Administration |On Teachers [On'Students  [On Specific Personalities
From Staff - = N I~
From Students e - ai |

6.3 Was there any appeal to your higher officials against the decision of your Superior in respect of
grievances handling?

Appeal to Higher | On Administration | On Teachers | On Students | On Specific Personalities
Officials by

Staff - — — NH
Students = = — wid])

6.4 Does your Superior frequently convene meetings in your Section to receive suggestions for

improvement?
Suggestions Sought | Weekly Monthly, Annually
From Staff — e —
From Students - =

7 General Attitude/ Aptitude / Aptitude for (IT) Enhancement

7.1How often you have placed Institutional interests above personal interests at critical times for
both! e
| Range [>75% [ v [51-75% [ —]2650% [ — [>25% =

7.2 How much you have enhanced IT capability since last NAAC accreditation to this time?
| Range [>50% [ v [41-50% [ —[31-40% [ —[<30% [—]
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7.3 How much you have enhanced their Overall capability since last NAAC accreditation to this
time? b
| Range [>40% [ M [31-40% | —[2130% | —[<20% | —]

Specific Remarks:

Adgristalion s gtod  and o dheils asc ) sup suppstive.

40 enkane Ous woski and M Seitle. I oun M
Wgu( s %,,;Z},,.J o éerq one ef [l Sl’hil{-. me] U:Z_Hu;
Vibama Qfmhﬂ}am "“V'-’Wt‘j L w,[( 341!& m? Suﬁp)oorzL Al muth Al tton.

qr@«hﬁﬂ\@ ﬁau- ’
Date: _
Place: pJleltove. Signa:ﬁ%t'}:e Employee

Internal Audit:
M wlongd add sbraaolior v g amph Wi\r&
K s J\B,W‘UTSIMFRD@L@ e m \r;:gm

g ol e o L\M\W‘t
ad o vosins T oy sustbion Tﬁw e et
IR
\ Do —*ﬁ*ﬁc&
Dlrector I%%:um Cell (IQAC)

vmmmseumpum UNIVERSITY
ISEATIY - e VIKRAMA SlMHAPUR! UNlVERSITY
NELLORE-524 320.7 -
External Audit:

-,

T REGISTRAR

SRl VENK#TESWARA UNIVERSITY
TIRUPATI
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VIKRAMA SIMHAPURI UNIVERSITY,

NELLORE, ANDHRA PRADESH - 524324
(Accredited with NAAC 'A' Grade CGPA 3.23)

Administrative Audit of Regular Administrative Staff Only
(Library Assistant/Asst Engineer/Asst Registrar/Superintendent/Senior Asst/ Junior Asst)
During 2023-24

The administrative audit is to ensure effective performing of specific functions/responsibilities by
administrative staff carried out with a focus on involvement to achieve the goal and purpose of the
university. The audit includes incurring of expenditure with cost efficiency and effectiveness and
discharging duties in compliance with applicable laws and regulations in force from time- to- time.

1. Personal Data

1.1 Name of the Employee

A MARY 1 12ITH RENUKA

1.2 Designation JOoNIOR

ALSVSTANT

1.3 Educational Qualification

M. S¢ . LB o enishy )

1.4 Experience in administration (Years and Year Sections

Fields like Examinations, RTIs, VC Exonmcinaten So len ( P&)

Section, Admission, Finance, etc. 2023-24 §

(Upto 3 diff. experience areas)

1.5 Date of joining 05 lbsl201p

1.6 Date of Retirement 20| 06 |ooy 8

1.7 Qualifications Year 20I! 2009 | 2006 2 004
Qualification | w4 ¢e . R:8e: | Qe 2., &8

Note: Most questions below be answered by Tick Marks; Pl. do the same in the boxes given.

2. Job-Execution: Process and Functions

2.1 Allocation of Duties and Responsibilities

Proactive Job | Time Progress Slackness Handled | Addl. Responsibility
allocation Frame done | Periodic Review
EXayminahen | | yeay GIODd - .

2.2 Targets/Time limits fixed for your Section’s activities

No. of Files to | No. of Draft [ No. of Staff to % of works to | Arrangement for
be clear daily | Notes to process | Involved in work- | be done as per | Staff on leave

& expedite flow plan
B P el SR o €0 /- Y es

2.3 Assistance to Section Head in evolving policies for your Section (PI. Tick, most important two)

Provide Ideas Cite Instances

Serve as a Resource person

Develop Draft Policy

v

V/
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2.4 General Flexibility to Excel exist
Freedom to be "“SMART”

Nes

Setting Examples by oneself
Ye s

Forgiving One-time Errors

Yes

2.5 Communication by your Superior
Day Starts with Task Talks | Oral/Written Instructions

Persuasive mode | Professional Style

Ve e Mes

2.6 Motivation provided to you.

Build Team Spirit
Yes

Word of Appreciation | High level task allocation | Exchange Pleasantries

Nes Yey My

2.7 Method of Reporting of the activities carried out in your Section

Through Proper Directly to the |[Daily Inward-Outward [Min-Max Time for Stress on Confidentiality
Channel Head Basis Register Completion Maintenance
Vs — Yoo | Mo 2 to T day N O

3. Office Administration Work:

3.1 Do you draft the correspondence/circulars/notes etc. yourself or take the help of your superiors?

Refer Past Attempt Equip you with Seek Help from Entrust the Task to
Draft Fresh Updates Superiors subordinates
ey Yo Vg Vo ( Som Hmes) ves
3.2 What is the system of filing done in your Section?
Topic-wise filing | Date-wise filing | Confidential filing | Special files as VC/Registrar Seeks
Y Mes Ny N es
3.3 Are inward and Outward Tapal Registers maintained in your Section? (Check the Right Cell)
Status Inward Outward
Maintained Ny VI
Not Maintained '
3.4 State the normal time taken to dispose a file/paper
Routine Explanatory First-time/ Fresh | Replies to Grievance
Letters/Files Reports content Reports Governments | Letters
| dewy > R 3 dous 2 dayy — e

3.5 How many days of leave were availed by you in the last jg months?

Casual Leave Duty Maternity/ | Earned | FN Permission of AN Permission of
leave | Medical Leave | lHr. 1Hr.
Leave
20 m—— - = — —

3.6 Do you work on holidays/off the office hours?

No. of Holidays worked in the last one year

No. of Holidays worked in the last one year by your Subordinate -1

No. of Holidays worked in the last one year by your Subordinate -2

No. of Holidays worked in the last one year by your Subordinate -3
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3.7 What is the time limit your section takes to respond to the Government Communications?

To Whom Meant [UGC/MHRD |AP Govt. |[APSCHE |DST/CSIR, etc. {Other (Pl. specify)
Days | Routine | ~ - e — - =

Taken | Special _— i — — -

3.8 Do you follow the “Five S™ (Sort, Set in Order, Shine, Standardize, and Sustain) system in
upkeep of machines/equipments/consumables etc.?

Upkeep of Sort Set in Order Shine Standardize Sustain
Machines/ Equipments e Yy yo4 Yeg You
Consumables/Stationery Vg Jal e N 24 Yey

3.9 How many subordinates work under your superior?
Subordinate Type Temp. Staff Office subordinates Junior Assistants
Nos. : — -— O |

4. Financial Matters: (Pl tick wherever boxes are given)

Issues Alternative| Tick |Alternative] Tick
Here Here

4.1 Do you prepare any budget for your Section? Yes No v~

4.2 Are budgetary allocations fully spent or partially spent? |Full o |Part

4.3 Time taken by your Section to process the bills received [Less than a o More than a

from Staff/Students Month Month

4.4 Do you follow- up the bills processed by you and sent to |Yes v~ [Ne

other Sections?

4.5 Have you ever suggested simplification of procedures inYes " i No

bill processing?

4.6 Have you ever suggested measures to achieve economy Yey /

and efficiency in your Section’s activities?

5. Legal Matters

5.1 Extent of your awareness of the University’s Act, Statutes, Ordinances and regulations?

Document Types | University’s Act Ordinances Statutes Regulations
% Awareness [<50%  [50-75% [>75%[<50% [50-75% P75%[<50% [50-75% P75% [<50% [50-75% [>75%
PL.Tick V4 - | = |V |= - v]| |- |V]— | —
5.2 Are you conversant with the basic provisions of Right to Information Act, 2005?
Document Types| Obligations of Exemptions/Grounds| Central/State Making Reports for
Public authorities | for Rejections Commissions RTIs
% Awareness |<30% [50-75% P75% [<50%  [50-75% P75% [<50% [50-75% P75% [<50% [50-75% [>75%
PI1.Tick 7 | st sl gl me el i s b 1 == [

5.3 Are you dealing with legal suits filed by or against the University? Yes No /
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5.4 Do you take legal notices/Court judgments etc. immediately to the notice of your Superior
Officers? (Please Tick)
Always (100%) | Almost Always (95-100%) | Mostly (90-95%) | 85-90% | Less than 85%

5.5 Have you ever filed any legal suit for or against the University? (Tick if done)
‘ Filed For the University ‘ — ‘Filed Against the University ‘ —_—

6. Grievances Handling

6.1 Does your Section receive grievances/complaints from Staff/Students? (P1. Tick)
On Administration | On Teachers | On Students | On Specific functionaries
From Staff . s —_ el

—

From Students — - v

6.2 What is the time limit to handle such grievances/complaints? (State in No. of working Days
since receipt of the Grievance/complaint)

Time for G or C: On Administration |On Teachers |On Students  |On Specific Personalities
From Staff St o — 3
From Students - il e Wl 1 deay

t —

6.3 Was there any appeal to your higher officials against the decision of your Superior in respect of
grievances handling?

Appeal to Higher | On Administration | On Teachers | On Students | On Specific Personalities
Officials by

Staff — - — N

Students o — = N |

6.4 Does your Superior frequently convene meetings in your Section to receive suggestions for
improvement?

Suggestions Sought | Weekly Monthly Annually
From Staff - v s
From Students —_— 3.8 —

7 General Attitude/ Aptitude / Aptitude for (IT) Enhancement

7.1How often you have placed Institutional interests above personal interests at critical times for
both!
| Range 1>75% [V ][51:75% [ —[26-50% [— [>25% [l |

7.2 How much you have enhanced IT capability since last NAAC accreditation to this time?
| Range [>50% [V [41-50% | —[31-40% | — | <30% [— ]
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7.3 How much you have enhanced their Overall capability since last NAAC accreditation to this
time?
| Range 1>40% | VvV [3140% [— [21-30% — [<20% [ —]

Specific Remarks:

'k e nhanu ouy In_)O‘iK-l &Qmﬁk\/\? _QK;”& - _:} oy é-&d&jwv-_
Very el oel lranidful é,ma o s Soflr warbet T G
Vi kvewven 'W\Lﬂvan WMLGJ gistll ﬁ:u ,MLI r&uppmlr— o e b g

Cawn . .—I_L\oanf‘(.?v\a ﬁ;u
Date: A a U M
Mﬂ” %
Place:  Nellong - Signatu-re of the Employee
i Internal Audit:
8.[\9' e ww\ﬂh}a& e Kol Ql@é&{"\
Q'W\G §& MOSLQ, —Cl‘\.LLLS

kken}.kas \ Loart
ko Gadks d)&ﬁ‘me{iﬁw mmuﬂﬁ JKQ,Q'SON
Y\Mm (1Y% f")(,o.m.\-l:\n&««e‘h/ yoladed wodters @»w\"?\c.&m&yw

§ ,_ o budget Q
@WE‘%@& X W
Director, I CTOR : Registrar

internal Quality Assurance Cell (IQAC)

RAMA SIMHAPURIUNIVERSITY REGISTRAR
- NELLORE - 524 324. VIKRAMA SIMHAPURI UNIVERSITY
NELLORE-524 320.
External Audit:

L4

JOINT REGISTR
SRI VENKATESWARA UNI#E?SITY
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NELLORE, ANDHRA PRADESH - 524324
(Accredited with NAAC 'A' Grade CGPA 3.23)

Administrative Audit of Regular Administrative Staff Only
(Library Assistant/Asst Engineer/Asst Registrar/Superintendent/Senior Asst/ Junior Asst)

During 2023-24

The administrative audit is to ensure effective performing of specific functions/responsibilities by
administrative staff carried out with a focus on involvement to achieve the goal and purpose of the
university. The audit includes incurring of expenditure with cost efficiency and effectiveness and
discharging duties in compliance with applicable laws and regulations in force from time- to- time.

1. Personal Data

1.1 Name of the Employee

. kanpisH T

1.2 Designation

Ty. AL Shant

1.3 Educational Qualification

-héq e €
1.4 Experience in administration (Year$ and Year Sections
Fields like Examinations, RTIs, VC
Section, /{xdmissior}. Finance, etc. 202324 | Tinciif e SedRos)
(Upto 3 diff. experience areas)
1.5 Date of joining 2 .06 20U
1.6 Date of Retirement s . ol 20 i
1.7 Qualifications Year 9\0

Qualification . —

Note: Most questions below be answered by Tick Matks; PL. do the same in the boxes given.

2. Job-Execution: Process and Functions

2.1 Allocation of Duties and Responsibilities

Time
Frame done

Proactive Job
allocation

Progress
Periodic Review

Slackness Handled

Addl. Responsibility

— —

2.2 Targets/Time limits fixed for your Section’s activities

No. of Files to | No. of Draft | No. of Staff to % of works to | Arrangement for
be clear daily | Notes to process | Involved in work- | be done as per | Staff on leave
& expedite flow plan
06 0> Go o

2.3 Assistance to Section Head in evolving policies for your Section (Pl. Tick, most important two)

Provide Ideas Cite Instances

Serve as a Resource person

Develop Draft Policy

p—

—

—
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2.4 General Flexibility to Excel exist
Freedom to be “SMART" Forgiving One-time Errors Setting Examples by oneself

2.5 Communication by your Superior

Day Starts with Task Talks | Oral/Written Instructions | Persuasive mode | Professional Style

v - v

2.6 Motivation provided to you.

Word of Appreciation | High level task allocation | Exchange Pleasantries | Build Team Spirit

2.7 Method of Reporting of the activities carried out in your Section

Through Proper Directly to the |Daily Inward-Outward [Min-Max Time for Stress on Confidentiality
Channel Head Basis Register Completion Maintenance
v v’ v

3. Office Administration Work:

3.1 Do you draft the correspondence/circulars/notes ete. yourself or take the help of your superiors?

Refer Past Attempt Equip you with Seek Help from Entrust the Task to
Draft Fresh Updates Superiors subordinates
¥ = v - -

3.2 What is the system of filing done in your Section?

Topic-wise filing | Date-wise filing | Confidential filing | Special files as VC/Registrar Seeks

v Vv v \/
3.3 Are inward and Outward Tapal Registers maintained in your Section? (Check the Right Cell)
Status Inward Outward
Maintained v v
Not Maintained — =
3.4 State the normal time taken to dispose a file/paper
Routine Explanatory First-time/ Fresh | Replies to Grievance
Letters/Files Reports content Reports Governments | Letters
03 ol - = -
3.5 How many days of leave were availed by you in the last 36 months?
Casual Leave Duty Maternity/ | Earned | FN Permission of AN Permission of
leave | Medical Leave | lHr. 1Hr.
Leave
S8 - s = ek =
3.6 Do you work on holidays/off the office hours?
No. of Holidays worked in the last one year O
No. of Holidays worked in the last one year by your Subordinate -1 —~
No. of Holidays worked in the last one year by your Subordinate -2 g
No. of Holidays worked in the last one year by your Subordinate -3 o
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3.7 What is the time limit your section takes to respond to the Government Communications?

To Whom Meant [UGC/MHRD |AP Govt. |APSCHE  |[DST/CSIR, etc. |Other (Pl. specify)
Days | Routine O | O | \ { —
Taken Special o\ Ol \ ' —

3.8 Do you follow the “Five S” (Sort, Set in Order, Shine, Standardize, and Sustain) system in
upkeep of machines/equipments/consumables etc.?

Upkeep of

Sort

Set in Order

Shine

Standardize

Sustain

Machines/ Equipments

-

v

v/

\"d

-

Consumables/Stationery

- [

3.9 How many subordinates work under your superior?

Subordinate Type

Temp. Staff

Office subordinates

Junior Assistants

Nos.

1 IS

o X

o &

4. Financial Matters: (Pl. tick wherever boxes are given)

Issues Alternative| Tick |Alternative] Tick
Here Here
4.1 Do you prepare any budget for your Section? Yes v [No
4.2 Are budgetary allocations fully spent or partially spent? |Full \/ [Part
4.3 Time taken by your Section to process the bills received [Less than a More than a
from Staff/Students Month v~ Month
4.4 Do you follow- up the bills processed by you and sent to |Yes No
other Sections? "
4.5 Have you ever suggested simplification of procedures inYes No
bill processing? v
4.6 Have you ever suggested measures to achieve economy
and efficiency in your Section’s activities? g
5. Legal Matters
5.1 Extent of your awareness of the University’s Act, Statutes, Ordinances and regulations?
Document Types | University’s Act Ordinances Statutes Regulations
0% Awareness [<50% 50-75% [#75%<50% |[50-75% [>75% |<50% |50-75% P75% [<50% [50-75% [>75%
P1.Tick v .t T . T
5.2 Are you conversant with the basic provisions of Right to Information Act, 2005?
Document Types| Obligations of Exemptions/Grounds | Central/State Making Reports for
Public authorities | for Rejections Commissions RTIs
% Awareness [<50% [50-75% P75%[<50%  [50-75% [75% [<50% [50-75% B75% [<50% [50-75% P75%
PL.Tick s
5.3 Are you dealing with legal suits filed by or against the University? Yes No
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5.4 Do you take legal notices/Court judgments etc. immediately to the notice of your Superior

Officers? (Please Tick)

Always (100%)

Almost Always (95-100%)

Mostly (90-95%)

85-90%

Less than 85%

i

5.5 Have you ever filed any legal suit for or against the University? (Tick if done)

| Filed For the University |

—

|Fi]ed Against the University

l.___

6. Grievances Handling

6.1 Does your Section receive grievances/complaints from Staff/Students? (Pl. Tick)

On Administration

On Teachers

On Students

On Specific functionaries

From Staff

—

—

—

—

From Students

6.2 What is the time limit to handle such grievances/complaints? (State in No. of working Days
since receipt of the Grievance/complaint)

Time for G or C:

On Administration

On Teachers

On Students

On Specific Personalities

From Staff

—

[

——

—

From Students

6.3 Was there any appeal to your higher officials against the decision of your Superior in respect of
grievances handling?

Appeal to Higher | On Administration | On Teachers | On Students | On Specific Personalities

Officials by

Staff

Students

6.4 Does your Superior frequently convene meetings in your Section to receive suggestions for
improvement?

Suggestions Sought | Weekly Monthly Annually
From Staff - -

From Students -

T

—

7 General Attitude/ Aptitude / Aptitude for (IT) Enhancement

7.1How often you have placed Institutional interests above personal interests at critical times for
both!
‘ Range

[>75% [ v [51-15% | [2650% | [>25% ]

7.2 How much you have enhanced IT capability since last NAAC accreditation to this time?
[>50% [ v[4150% | [3140% | [<30% ]

‘ Range
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7.3 How much you have enhanced their Overall capability since last NAAC accreditation to this
time?

| Range [>40% | V' [31-40% [ [21-30% | |<20% | ]

Specific Remarks:

OV Unwarsity PDyovidep Astigtamcs to develop
oM fnfalya ke ()\C'Hv(ffe’;’g o tolgl twy ﬁéiu-tijiﬂemfﬂk Ct
dohe} o addiven o helppel .

Date:
. - ‘f r ! -
Place: Nellore Sigkna‘rukre of the Employee
Il;t;\:al Au\dit: wv\mbo_& e \rQLG wwg%d o mﬂl\}\ G/U*R?iﬂ
o - o 0 S Talkaw
It ﬁlo&ﬁm off ¢f ko R { Mw

G ALY and ki W gaocasunid

: N
Director, IQR ECTOR Registrar
Internal Quality Assurance Cell (IQAC) REGISTRAR
VIKRAMA SIMHAPURI UNIVERSITY
NELLORE - 524 324, VIKRAMA SIMHAPURI UNIVERSITY

NELLORE-524 320.

External Audit:

JOINT REGISTRAR
SRI VENKATESWARA UNIVERSITY

TIR
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NELLORE, ANDHRA PRADESH - 524324
(Accredited with NAAC 'A' Grade CGPA 3.23)

Administrative Audit of Regular Administrative Staff Only
(Library Assistant/Asst Engineer/Asst Registrar/Superintendent/Senior Asst/ Junior Asst)

During 2023-24

The administrative audit is to ensure effective performing of specific functions/responsibilities by
administrative staff carried out with a focus on involvement to achieve the goal and purpose of the
university. The audit includes incurring of expenditure with cost efficiency and effectiveness and
discharging duties in compliance with applicable laws and regulations in force from time- to- time.

1. Personal Data

1.1 Name of the Employee

DevNal\a C/\AQMJLM ax\

1.2 Designation

’_._]‘_LL\J\‘\OY %MC\\&

1.3 Educational Qualification MCA

1.4 Experience in administration (Years and Year Sections

Fields like Examinations, RTIs, VC E J;k&bhkhmkd?'

Section, Admission, Finance, etc. 2023-24

(Upto 3 diff. experience areas)

1.5 Date of joining 04 - 06 20(4

1.6 Date of Retirement 2\ 03 905)

1.7 Qualifications Year Qo]0 Qo0F Sicody 2009
Qualification | jx¢ A B S g\u&@ww&]. [Zotal

Note: Most questions below be answered by Tick Marks; PI. do the same in the boxes given.

2. Job-Execution: Process and Functions

2.1 Allocation of Duties and Responsibilities

Proactive Job | Time Progress Slackness Handled | Addl. Responsibility
allocation Frame done | Periodic Review

Eakabiahma S 05" (Gree\ — ek
2.2 Targets/Time limits fixed for your Section’s activities

No. of Files to | No. of Draft | No. of Staff to % of works to| Arrangement for
be clear daily | Notes to process | Involved in work- | be done as per | Staff on leave
& expedite flow plan
o5~ 05~ % 45 /- Y&

2.3 Assistance to Section Head in evolving policies for your Section (Pl. Tick, most important two)

Provide Ideas

Cite Instances

Serve as a Resource person

Develop Draft Policy

Vv

v

\
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2.4 General Flexibility to Excel exist

Freedom to be ‘"SMART’

Forgiving One-time Errors

Setting Examples by oneself

Vg

Yer

by} 22

T

2.5 Communication by your Superior

Day Starts with Task Talks

Oral/Written Instructions

Persuasive mode

Professional Style

2]

Vs

——

2.6 Motivation provided to you.

JeA
£

Word of Appreciation

High level task allocation

Exchange Pleasantries

Build Team Spirit

yeh \gs ) b
2.7 Method'of Reporting of the activities carried out in your Section
Through Proper Directly to the |Daily Inward-Outward [Min-Max Time for Stress on Confidentiality
Channel Head Basis Register Completion Maintenance
ek - b L% Y5 ? f:f,émas?\ No

3. Office Administration Work:

3.1 Do you draft the correspondence/circulars/notes etc. yourself or take the help of your superiors?

Refer Past Attempt Equip you with Seek Help from Entrust the Task to
Draft Fresh Updates Superiors subordinates
Yep yes yes yes yes

3.2 What is the system Jf filing done in your Section?

[~

Topic-wise filing

Date-wise filing

Confidential filing

Special files as VC/Registrar Seeks

Yes Ves s P weed
3.3 Are ifward and Outward Tapal Registers maintained in your Section? (Check the Right Cell)
Status Inward Outward
Maintained M €4 eL
Not Maintained N s
3.4 State the normal time taken to dispose a file/paper
Routine Explanatory First-time/ Fresh | Replies to Grievance
Letters/Files Reports content Reports Governments | Letters
| day~ | doy 9 dayX  Jday ( day
3.5 How mafly days of leave were@vailed by you in thé)ast 36 months? U 0

Casual Leave Duty Maternity/ | Earned | FN Permission of AN Permission of
leave | Medical Leave | 1Hr. 1 Hr.
Leave
(2045 ) 95| — - = 4 Y 34+

3.6 Do you work on holidays/off the office hours?

No. of Holidays worked in the last one year

No. of Holidays worked in the last one year by your Subordinate -1

No. of Holidays worked in the last one year by your Subordinate -2

No. of Holidays worked in the last one year by your Subordinate -3
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3.7 What is the time limit your section takes to respond to the Government Communications?

To Whom Meant [UGC/MHRD |AP Govt. |APSCHE |DST/CSIR. etc. |Other (PL. specify)
Days | Routine — 9 dauiz 1 dany S -
Taken | Special - =0 — 0 i -

3.8 Do you follow the “Five S (Sort, Set in Order, Shine, Standardize. and Sustain) system in
upkeep of machines/equipments/consumables etc.?

3.9 How many subordinates work under your superior?

Upkeep of Sort Set in Order Shine Standardize Sustain

Machines/ Equipments \eh \ e yeg €% \jeg

Consumables/Stationery \;@ Q \ng '\;'g;g \;le/\ \,Je,g
I/ [/ I e T

Subordinate Type

Temp. Staff

Office subordinates

Junior Assistants

Nos.

4. Financial Matters: (Pl tick wherever boxes are given)

[ssues Alternative| Tick |Alternative| Tick
Here Here
4.1 Do you prepare any budget for your Section? Yes o |No
4.2 Are budgetary allocations fully spent or partially spent? [Full o |Part
4.3 Time taken by your Section to process the bills received [Less than a % More than a
from Staff/Students Month Month
4.4 Do you follow- up the bills processed by you and sent to |Yes - No
other Sections?
4.5 Have you ever suggested simplification of procedures in/Yes - No
bill processing?
4.6 Have you ever suggested measures to achieve economy ’ w
and efficiency in your Section’s activities? V’
5. Legal Matters
5.1 Extent of your awareness of the University’s Act, Statutes, Ordinances and regulations?
Document Types | University’s Act Ordinances Statutes Regulations
% Awareness [<50%  |50-75% [>75%[<50% |50-75% [>75% [<50% [50-75% >75% [<50% [50-75% [>75%
5.2 Are you conversant with the basic provisions of Right to Information Act, 2005?
Document Types| Obligations of Exemptions/Grounds| Central/State Making Reports for
Public authorities | for Rejections Commissions RTIs
% Awareness [<50% |50-75% P>75% [<50% 50-75% P75% [<50% |50-75% >75% [<50% [50-75% [>75%
PL.Tick A e k2

5.3 Are you dealing with legal suits filed by or against the University?
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5.4 Do you take legal notices/Court judgments etc. immediately to the notice of your Superior
Officers? (Please Tick)
Always (100%) | Almost Always (95-100%) | Mostly (90-95%) | 85-90% | Less than 85%

a—

5.5 Have you ever filed any legal suit for or against the University? (Tick if done)
[ Filed For the University \ = [Filed Against the University ‘ i

6. Grievances Handling

6.1 Does your Section receive grievances/complaints from Staff/Students? (P1. Tick)

On Administration | On Teachers | On Students | On Specific functionaries
From Staff — — — ol
From Students B — — N

6.2 What is the time limit to handle such grievances/complaints? (State in No. of working Days
since receipt of the Grievance/complaint)

Time for G or C: On Administration |On Teachers |On Students  |On Specific Personalities
From Staff = — = | cJ.aL;/
From Students — = s 1 rlauo

6.3 Was there any appeal to your higher officials against the decision of your Superior in respect of
grievances handling?

Appeal to Higher | On Administration | On Teachers | On Students | On Specific Personalities
Officials by

Staff —_ — e i3]

Students s = o NI

6.4 Does your Superior frequently convene meetings in your Section to receive suggestions for
improvement?

Suggestions Sought | Weekly Monthly Annually
From Staff " = —
From Students - = —

7 General Attitude/ Aptitude / Aptitude for (IT) Enhancement

7.1How often you have placed Institutional interests above personal interests at critical times for
both!

| Range [>75% [ — [51-75% [ 126-50% | — [>25% | — ]

7.2 How much you have enhanced IT capability since last NAAC accreditation to this time?
| Range [>50% | ]41-50% | — [3140% [ —[<30% [—]
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™

\
7.3 How much you have enhanced their Overall capability since last NAAC accreditation to this
time?

| Range | >40% |\//|31-40% | J2130% ] [<20% | ]

Specific Remarks:

Au e autoxitier :;f Ha  Onvexrg howe reewn
’\N\o\r:ﬁro*(‘\\ua Hu  ovena\l m\;abl lika and bl®2 4o smhamce
R ,-(fm R best  outpuls.

Date:

Place: Signature of the Employee

Internal Audit:

PDuing e M oundik {'ﬂgSQ}\\F&M,m mg\o%a_a, v {MTE\MEM\E“G Gau_:ﬂ{!{‘d
. oot it fle duppoch 8 Ha supeiors Sw o 2gETEmale
bo lodd | e sige 2 ™ i

s PQGIM‘T*‘—( fm‘ﬂn ot R hn\l ond @rxe,ﬁ,uje:\ e damt Uy A acco

: v ropes : <0 dome
vachedors dlko molntasin ko Hetodds M h A ammwﬁ’r% ;

: 3:@%)' \ e"iS’D‘Q"l“‘ k B LG W
ECTOR .
erect 5% ] 0 As Cell (IQAC) Registrar

VIKRAMA SIMHAPURI UNIVERSITY EGISTRAR
NELLORE - 524 324, VIKRAMA glMH APUR UNIVERSITY

NELLORE-524 320.

External Audit:

-

-

JOINT REGISTRAR
SRIVENKATESWARA UNIVERSITY
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VIKRAMA SIMHAPURI UNIVERSITY,
NELLORE, ANDHRA PRADESH - 524324
(Accredited with NAAC 'A' Grade CGPA 3.23)

Administrative Audit of Regular Administrative Staff Only
(Library Assistant/Asst Engineer/Asst Registrar/ Superintendent/Senior Asst/ Junior Asst)
During 2023-24

The administrative audit is to ensure effective performing of specific functions/responsibilities by
administrative staff carried out with a focus on involvement to achieve the goal and purpose of the
university. The audit includes incurring of expenditure with cost efficiency and effectiveness and
discharging duties in compliance with applicable laws and regulations in force from time- to- time.

1. Personal Data

1.1 Name of the Employee

NMQQK)

LAYV

1.2 Designation

Tuaush  Aa ok

1.3 Educational Qualification

oA A

1.4 Experience in administration (Years and Year Sections

Fields like Examinations, RTIs, VC To AC.

Section. Admission. Finance. etc. 2023-24

(Upto 3 diff. experience areas)

1.5 Date of joining o\ -0\~ 20\

1.6 Date of Retirement 230 ~06 - Q@L{aﬁ

1.7 Qualifications Year 201\l 2 00% I qa ¥ | 1996
Qualification M A R A pDc o

Note: Most questions below be answered by Tick Marks; Pl do the same in the boxes given.

2. Job-Execution: Process and Functions

2.1 Allocation of Duties and Responsibilities

Proactive Job | Time Progress Slackness Handled | Addl. Responsibility
allocation Frame done | Periodic Review
P JrA—| 9 fours &0l — Gabosd
2.2 Targets/Time limits fixed for your Section’s activities
No. of Files to | No. of Draft | No. of Staff to % of works to | Arrangement for
be clear daily | Notes to process | Involved in work- | be done as per | Staff on leave
& expedite flow plan
o\ oY (I 8¢Yy. Y

2.3 Assistance to Section Head in evolving policies for your Section (Pl. Tick, most important two)

Provide Ide_as

Cite Instances

Serve as a Resource person

Develop Draft Policy

Va

Va

i

v
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2.4 General Flexibility to Excel exist
Freedom to be ‘SMART" Forgiving One-time Errors Setting Examples by oneself

Yo ey e

[ §

2.5 Communication by your Superior
Day Starts with Task Talks | Oral/Written Instructions | Persuasive mode | Professional Style

) 7 ) ; o

2.6 Motivation provided to you. ki -

Word of Appreciation | High level task allocation | Exchange Pleasantries | Build Team Spirit
9 ) Y b
. b . . it
2.7 Method of Reporting of the activities carried out in your Section
Through Proper Directly to the |Daily Inward-Outward [Min-Max Time for Stress on Confidentiality
Channel Head Basis Register Completion Maintenance

3. Office Administration Work:

3.1 Do you draft the correspondence/circulars/notes etc. yourself or take the help of your superiors?

Refer Past Attempt Equip you with Seek Help from Entrust the Task to
Draft Fresh Updates Superiors subordinates
Y NY Yo N Yy

3.2 What is the system of filing done in your Section?
Topic-wise filing | Date-wise filing | Confidential filing | Special files as VC/Registrar Seeks

| D, Yox v fws—
3.3 Are inward and Outward Tapal Registers maintained in your Section? (Check the Right Cell)
Status Inward Outward
Maintained D | X
Not Maintained — —
3.4 State the normal time taken to dispose a file/paper
Routine Explanatory First-time/ Fresh | Replies to Grievance
Letters/Files Reports content Reports Governments | Letters
LN L day S daty L &y \ &
3.5 How mény days of leave were availed by you in the last 36 months? '
Casual Leave Duty Maternity/ | Earned | FN Permission of AN Permission of
leave | Medical Leave | 1Hr. 1Hr.
Leave
2O - = 01 — 0
3.6 Do you work on holidays/off the office hours?
No. of Holidays worked in the last one year 1o Soya
No. of Holidays worked in the last one year by your Subordinate -1
No. of Holidays worked in the last one year by your Subordinate -2
No. of Holidays worked in the last one year by your Subordinate -3
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3.7 What is the time limit your section takes to respond to the Government Communications?

To Whom Meant [UGC/MHRD |AP Govt. |APSCHE  |[DST/CSIR, etc. Other (Pl specify)
Days | Routine = 9 dayy | d=ip = =
.—" —-L_

Taken | Special — i —
3.8 Do you follow the “Five S” (Sort, Set in Order, Shine, Standardize, and Sustain) system in

upkeep of machines/equipments/consumables etc.?

Upkeep of Sort Set in Order Shine Standardize Sustain
Machines/ Equipments v e ved Y8 1
Consumables/Stationery | & yu b yAZ) MeA
3.9 How many subordinates work under your superior?
Subordinate Type Temp. Staff Office subordinates Junior Assistants
Nos. — O\ 2
4. Financial Matters: (Pl tick wherever boxes are given)
Issues Alternative| Tick |Alternative] Tick
Here Here
4.1 Do you prepare.any budget for your Section? Yes v [No
4.2 Are budgetary allocations fully spent or partially spent? |Full v/ |Part
4.3 Time taken by your Section to process the bills received [Less than a o More than a
from Staff/Students Month Month
4.4 Do you follow- up the bills processed by you and sent to |Yes No
. "
other Sections?
4.5 Have you ever suggested simplification of procedures in/Yes v No
bill processing?
4.6 Have you ever suggested measures to achieve economy
and efficiency in your Section’s activities? N v’

5. Legal Matters

5.1 Extent of your awareness of the University’s Act, Statutes, Ordinances and regulations?

Document Types | University’s Act Ordinances Statutes Regulations
% Awareness [<50%  [50-75% [>75%[<50% [50-75% [>75% |<50% [50-75% B75% [<50% [50-75% >75%
PL.Tick vl v a - v
5.2 Are you conversant with the basic provisions of Right to Information Act, 20052
Document Types| Obligations of Exemptions/Grounds| Central/State Making Reports for
Public authorities | for Rejections Commissions RTIs

% Awareness [<350% [50-75% P75% [<50%  [50-75% [75% [<50% [50-75% P75% [<50% [50-75% B75%

P1.Tick v~ v~ v v~

5.3 Are you dealing with legal suits filed by or against the University? Yés No

Page 3 of 5




5.4 Do you take legal notices/Court judgments etc. immediately to the notice of your Superior

Officers? (Please Tick)

Always (100%)

Almost Always (95-100%)

Mostly (90-95%)

85-90%

Less than 85%

—

——

—

—

=

5.5 Have you ever filed any legal suit for or against the University? (Tick if done)

l Filed For the University

|Fiied Against the University [

6. Grievances Handling

6.1 Does your Section receive grievances/complaints from Staff/Students? (P1. Tick)

On Administration

On Teachers

On Students

On Specific functionaries

From Staff

—

—

—

\/‘

From Students

—

—_—

—

\/"

6.2 What is the time limit to handle such grievances/complaints? (State in No. of working Days
since receipt of the Grievance/complaint)

Time for G or C: On Administration |On Teachers On Students  |On Specific Personalities
From Staff i - —_ \ dof
From Students ot il — \ day

6.3 Was there any appeal to your higher officials against the decision of your Superior in respect of
grievances handling?

Appeal to Higher | On Administration | On Teachers | On Students | On Specific Personalities
Officials by

Staft —_— - — Nn‘ e

Students - ~— . N

6.4 Does your Superior frequently convene meetings in your Section to receive suggestions for

improvement?
Suggestions Sought | Weekly Monthly Annually
From Staff \Va — —~
From Students . = o

7 General Attitude/ Aptitude / Aptitude for (IT) Enhancement

7.1How often you have placed Institutional interests above personal interests at critical times for

both!

[ Range

[>75% |

¥l
[51-75% [ v [ 26-50%

| [>25% |

7.2 How much you have enhanced IT capability since last NAAC accreditation to this time?

I Range

| >50%

| v 41-50%

|

| 31-40%

[ T<30% ]
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7.3 How much you have enhanced their Overall capability since last NAAC accreditation to this
time?
| Range | >40% | [31-40% [ V7]21-30% | [<20% | ]

Specific Remarks:

§ wil koo abouk e ‘5 o trhrie.
dm Ao powed ¥ o2y QAM“L“

mmmmwmw&mm Laods. {B?EAM
k\&mcmdik

Date: :

Place: \l\\)\m Si re ol the Employee

et i ond by o Rondigothy ond covathend of b

QU&W Sl dladhongl ZL Wlza Dot concaineS SecRoN e
fed «ll ke

eeh \o}F"“ Lo a@»ﬁ@ AP "““‘”%ﬁ el g

\alla S o R boord waouan:

3. M@I?@ be
\9’( ssurance Cell (IQAC)

vmnmn smms:um UNIVERSITY
NELLORE -524 324.

N

Registrar

VIKRAMA SlMHAPURI UNIVERSITY
; NELLORE-524 320.

External Audit:

JOINT REGISTRAR
SRI VENKATESWARA UNIVERSITY
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VIKRAMA SIMHAPURI UNIVERSITY,
NELLORE, ANDHRA PRADESH - 524324
(Accredited with NAAC 'A' Grade CGPA 3.23)

Administrative Audit of Regular Administrative Staff Only
(Library Assistant/Asst Engineer/Asst Registrar/Superintendent/Senior Asst/ Junior Asst)
During 2023-24

The administrative audit is to ensure effective performing of specific functions/responsibilities by
administrative staff carried out with a focus on involvement to achieve the goal and purpose of the
university. The audit includes incurring of expenditure with cost efficiency and effectiveness and
discharging duties in compliance with applicable laws and regulations in force from time- to- time.

1. Personal Data

1.1 Name of the Employee V. SR1 Pm YA

1.2 Demgniatlon | Tiresial. A iT

1.3 Educational Qualification R (_orlcnam ¢ CHEMSTRY ]
1.4 Experience in administration (Years and Year Secfions
Fields like Examinations, RTIs, VC —
Section. Admission, Finance, etc. 2023-24

(Upto 3 diff. experience areas)

1.5 Date of joining s 13 -|1-201Y

1.6 Date of Retirement

1.7 Qualifications Year 901%

Qualification | wyge

Note: Most questions below be answered by Tick Marks; P1. do the same in the boxes given.
2. Job-Execution: Process and Functions

2.1 Allocation of Duties and Responsibilities

Proactive Job | Time Progress Slackness Handled | Addl. Responsibility
allocation Frame done | Periodic Review :
2.2 Targets/Time limits fixed for your Section’s activities
No. of Files to | No. of Draft | No. of Staff to % of works to | Arrangement for
be clear daily | Notes to process | Involved in work- | be done as per | Staff on leave

& expedite flow plan

2.3 Assistance to Section Head in evolving policies for your Section (PI. Tick, most important two)

Provide Ideas | Cite Instances | Serve as a Resource person Develop Draft Policy

o
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2.4 General Flexibility to Excel exist
Freedom to be ‘SMART’ Forgiving One-time Errors

T Pt

Setting Examples by oneself

2.5 Communication by your Superior
Day Starts with Task Talks | Oral/Written Instructions

Pl

Persuasive mode | Professional Style

2.6 Motivation provided to you.
Word of Appreciation | High level task allocation | Exchange Pleasantries

e il

2.7 Method of Reporting of the activities carried out in your Section

Build Team Spirit

o

Through Proper
Channel

Daily
Basis

Directly to the
Head

Inward-Outward
Register

Min-Max Time for
Completion

Stress on Confidentiality
Maintenance

/

3. Office Administration Work:

3.1 Do you draft the correspondence/circulars/notes etc. yourself or take the help of your superiors?

Refer Past Attempt Equip you with Seek Help from Entrust the Task to
Draft Fresh Updates Superiors subordinates

3.2 What is the system of filing done in your Section?

Topic-wise filing | Date-wise filing | Confidential filing | Special files as VC/Registrar Seeks

3.3 Are inward and Outward Tapal Registers maintained in your Section? (Check the Right Cell)

Status Inward Outward
Maintained
Not Maintained
3.4 State the normal time taken to dispose a file/paper
Routine Explanatory First-time/ Fresh | Replies to Grievance
Letters/Files Reports content Reports Governments | Letters

3.5 How many days of leave were availed by you in the last 36 months?

Casual Leave Duty Maternity/ | Earned | FN Permission of AN Permission of
leave | Medical Leave | 1Hr. 1Hr.
Leave

3.6 Do you work on holidays/off the office hours?

No. of Holidays worked in the last one year T T
No. of Holidays worked in the last one year by your Subordinate -1 o~ Aa, J’A
L ot l/ -

No. of Holidays worked in the last one year by your Subordinate -2

No. of Holidays worked in the last one year by your Subordinate -3
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3.7 What is the time limit your section takes to respond to the Government Communications?

To Whom Meant [UGC/MHRD |AP Govt. |[APSCHE DST/CSIR, etc. [Other (Pl. specify)
Days | Routine
Taken | Special
3.8 Do you follow the “Five S (Sort, Set in Order, Shine, Standardize, and Sustain) system in
upkeep of machines/equipments/consumables etc.?
Upkeep of Sort Set in Order Shine Standardize Sustain
Machines/ Equipments
Consumables/Stationery . il W o
3.9 How many subordinates work under your superior?
Subordinate Type Temp. Staff Office subordinates Junior Assistants
Nos. @9 Q] a]
4. Financial Matters: (PI. tick wherever boxes are given)
Issues Alternative| Tick |Alternative| Tick
Here Here
4.1 Do you prepare any budget for your Section? Yes  [No
4.2 Are budgetary allocations fully spent or partially spent? |Full Part
4.3 Time taken by your Section to process the bills received [Less than a More than a
from Staff/Students Month .~ Month
4.4 Do you follow- up the bills processed by you and sent to |Yes l/ No
other Sections?
4.5 Have you ever suggested simplification of procedures in[Yes / No
bill processing?
4.6 Have you ever suggested measures to achieve economy
and efficiency in your Section’s activities? e
S. Legal Matters
5.1 Extent of your awareness of the University’s Act, Statutes, Ordinances and regulations?
Document Types | University’s Act Ordinances Statutes Regulations
% Awareness  [<50%  [50-75% 75%[<50% [50-75% [>75% |<50% [50-75% F75% [<50% [50-75% 75%
PI.Tick v W

5.2 Are you conversant with the basic provisions of Right to

Information Act, 2005?

Document Types

Obligations of

Public authorities

Exemptions/Grounds
for Rejections

Central/State
Commissions

Making Reports for
RTIs

% Awareness

<50%

50-75%

>75%

<50%  [50-75% P75%

<50% [50-75%

F?S%

<50% [50-75% [>75%

P1.Tick

5.3 Are you dealing with legal suits filed by or against the University?
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5.4 Do you take legal notices/Court judgments etc. immediately to the notice of your Superior
Officers? (Please Tick)
Always (100%) | Almost Always (95-100%) | Mostly (90-95%) | 85-90% | Less than 85%

—

—_— i —
—_—

5.5 Have you ever filed any legal suit for or against the University? (Tick if done)
\ Filed For the University ‘ ‘Filed Against the University ‘

6. Grievances Handling

6.1 Does your Section receive grievances/complaints from Staff/Students? (P1. Tick)
On Administration | On Teachers | On Students | On Specific functionaries

From Staff
From Students

6.2 What is the time limit to handle such grievances/complaints? (State in No. of working Days
since receipt of the Grievance/complaint)

Time for G or C: On Administration |On Teachers (On Students  |On Specific Personalities
From Staff
From Students

6.3 Was there any appeal to, your higher officials against the decision of your Superior in respect of
grievances handling?

Appeal to Higher | On Administration | On Teachers | On Students | On Specific Personalities
Officials by
Staff

Students

6.4 Does your Superior frequently convene meetings in your Section to receive suggestions for
improvement?

Suggestions Sought | Weekly Monthly Annually
From Staff e
From Students

7 General Attitude/ Aptitude / Aptitude for (IT) Enhancement

7.1How often you have placed Institutional interests above personal interests at critical times for
both! %
| Range [575% | [51-75% | [26-50% | |>25% |

7.2 How much you have enhanced IT capability since last NAAC accreditation to this time?
| Range [>50% | [41-50% | «]31-40% | | <30% [ ]
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7.3 How much you have enhanced their Overall capability since last NAAC accreditation to this
time?

| Range [ >40% ] [31-40% | [2130% | [<20% ]

Specific Remarks:

H@J a} Hee Del’)gr}um’} ;/\ C,o-olaen&fue aud extewdn
Suppord G Cosbnd oy . Ael')e.a!—ua.r‘rcl Loonkn

E\Awu"aﬁ&)\ ’}‘ann gpj,,"_‘}. OM.\ e,)l-‘—\-.ucl/\ ,aﬁoneaaz'—\‘cu.

A

Date: ,V -

Place:  pyellone Signature ofg; Er@/lfy‘ee

Internal Audit:

Ho vapleyur Fugpeti ol dopantt [haad s ol adlostles
of he  conclned Mﬂ_aﬂfvw ' dﬁn_w\aﬂu AT mwyybdlo\ ff;
m{k} Jj\w o\_,.}c\,;\, MWABUA WIS mv\{@ -Q_XGE‘SM)J_ oh \s%

W@ P\S Sk Thaas il N
\Shono e \Fo<Ro’

: ECTOR" Regist
Dlrectorr &%Rh Cell (IQAC) egistrar
VIKRAMA SIMHAPURI UNIMERSITY " REGISTRAR
NELLORE - 524321, VIKRAMA SIMHAPURI UNIVERSITY
NELLORE-524 320.
External Audit:
JOINT REGISTRAR .
SRI VENKATESWARA UNIVERSITY
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S

VIKRAMA SIMHAPURI UN IVERSITY,

NELLORE, ANDHRA

PRADESH - 524324

(Accredited with NAAC 'A' Grade CGPA 3.23)

Administrative Audit of Regular Administrative Staff Only
(Library Assistant/Asst Engineer/Asst Registrar/Superintendent/Senior Asst/ Junior Asst)
During 2023-24

The administrative audit is to ensure effective performing of specific functions/responsibilities by

administrative staff carried out

with a focus on involvement to achieve the goal and purpose of the

university. The audit includes incurring of expenditure with cost efficiency and effectiveness and

discharging duties

1. Personal Data

in compliance with applicable laws and regulations in force from time- to- time.

1.1 Name of the Employee !h n‘h’\.@‘ Vﬁj: HD\'.\ oV
5 g— - el

1.2 Designation Iunion A G d—

1.3 Educational Qualification A

1.4 Experience in administration (Years and Year Sections

Fields like Examinations, RTIs, VC hpala

Section, Admission, Finance, etc. 2023-24 -

(Upto 3 diff. experience areas)

1.5 Date of joining L2 o 20t

1.6 Date of Retirement 26+ ou DO

1.7 Qualifications Year 20\% 20\ 2008 200,
Qualification PN R Twhen CSe

Note: Most questions below be answered by Tick Marks; Pl. do the same in the boxes given.

2. Job-Execution: Process and Functions

2.1 Allocation of Duties and Responsibilities

Proactive Job | Time Progress Slackness Handled | Addl. Responsibility
allocation Frame done | Periodic Review
| T Aded— oYt (oo
2.2 Targets/Time limits fixed for your Section’s activities
No. of Files to | No. of Draft| No. of Staff to % of works to| Arrangement for
be clear daily | Notes to process | Involved in work- | be done as per | Staff on leave
& expedite flow plan
= = — C')d/' i

2.3 Assistance to Section Head in evolving policies for your Section (PI. Tick, most important two)

‘ Provide Ideas Cite Instances | Serve as a Reso

urce person Develop Draft Policy

vV

L v

—

—
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2.4 General Flexibility to Excel exist

Forgiving One-time Errors

Setting Examples by oneseﬂ

—

Peedom to be ‘SMART"’

—

—

2.5 Communication by your Superior

[ Day Starts with Task Talks

Oral/Written Instructions

Persuasive mode

Professional Style ‘

W

Yed

Y5

2.6 Motivation provided to you.

o A

Word of Appreciation

High level task allocation

Exchange Pleasantries

Build Team Spirit |

-—

e

—

l

17

2.7 Method of Reporting of the activities carried out in your Section

Through Proper
Channel

Directly to the
Head

Daily
Basis

Inward-Outward
Register

Min-Max Time for
Completion

Stress on Confidentiality
Maintenance

—

—
—

“

—

N0

3. Office Admini

3.1 Do you draft the correspondence/circulars/notes etc. yourself or take the help of your superiors?

stration Work:

Refer Past Attempt Equip you with Seek Help from Entrust the Task to
Draft Fresh Updates Superiors _ subordinates

3.2 What is the system of filing done in your Section?

Topic-wise filing

Date-wise filing

Confidential filing

Special files as VC/Registrar Seeks

—

—_—

—_—

—

3.3 Are inward and Outward Tapal Registers maintained in your Section? (Check the Right Cell)

Status Inward Outward
Maintained W yJy
Not Maintained — o

3.4 State the normal time taken to dispose a file/paper

Routine Explanatory First-time/ Fresh | Replies to Grievance
Letters/Files Reports content Reports Governments | Letters
- — e =

3.5 How many days of leave were availed by you in the last 36 months?

Casual Leave

Duty
leave

Maternity/
Medical
Leave

Earned
Leave

1 Hr.

FN Permission of

1Hr.

AN Permission of

90

— —

—

3.6 Do you work on holidays/off the office hours?

No. of Holidays worked in the last one year

No. of Holidays worked in the last one year by your Subordinate -1

No. of Holidays worked in the last one year by your Subordinate -2

No. of Holidays worked in the last one year by your Subordinate -3
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3.7 What is the time limit your section takes to respond to the Government Communications?

To Whom Meant [UGC/MHRD |AP Govt. |]APSCHE [DST/C SIR, etc. |Other (PL. speéify) ]
Days | Routine — — i — -
Taken | Special = ~ e = -

3.8 Do you follow the “Five S” (Sort, Set in Ord

upkeep of machines/equipments/consumables etc.?

er, Shine, Standardize, and Sustain) system in

Upkeep of

Set in Order

Shine

Standardize

Sustain |

Machines/ Equipments

—

—_—

p—

Consumables/Stationery

3.9 How many subordinates work under your superior?

Fubordinate Type Temp. Staff Office subordinates Junior Assistants
@S. ’ \ — -
4. Financial Matters: (PI. tick wherever boxes are given)
Issues Alternative| Tick |Alternativel Tick |
Here Here
4.1 Do you prepare any budget for your Section? Yes ~ |No —
4.2 Are budgetary allocations fully spent or partially spent? [Full — |Part e
4.3 Time taken by your Section to process the bills received |Less than a More than a
from Staff/Students Month Month -
4.4 Do you follow- up the bills processed by you and sent to |Yes — [No -
other Sections?
4.5 Have you ever suggested simplification of procedures in|Yes — [No =
bill processing?
4.6 Have you ever suggested measures to achieve economy =
and efficiency in your Section’s activities? —
5. Legal Matters N
5.1 Extent of your awareness of the University’s Act, Statutes, Ordinances and regulations?
Document Types University’s Act Ordinances Statutes Regulations ]
% Awareness  [<50%  50-75% [>75%[<50% [50-75% 75% <50% 50-75% ’>75% 50-75% F?s%
PI.Tick o |l L e e e ¥ | =] = v | —]
5.2 Are you conversant with the basic provisions of Right to Information Act, 20057
Document Types| Obligations of Exemptions/Grounds | Central/State Making Reports for
Public authorities | for Rejections Commissions RTIs
% Awareness |<50% ’50-75% F?S% <50% Fo-';s% >75% [<50% [50-75% [>75% [<50% |50-75% )D?s%
P1.Tick w{_}_,‘ﬁhﬁ‘hﬁﬁ ,__[_ﬁ}
5.3 Are you dealing with legal suits filed by or against the University? Yes No
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5.4 Do you take legal notices/Court judgments etc. immediately to the notice of your Superior
Officers? (Please Tick)
‘ Always (100%) \ Almost Always (95-100%) Mostly (90-95%) 85-90% | Less than 85% J

— ~ - — [ =

5.5 Have you ever filed any legal suit for or against the University? (Tick if done)
DTiled For the University \ lFiled Against the University \ J

6. Grievances Handling

6.1 Does your Section receive grievances/complaints from Staff/Students? (P1. Tick)

[ O Admimistration | On Teachers | On Students | On Specific functionaries
From Staff - s — =
From Students = - &= —

6.2 What is the time limit to handle such grievances/complaints? (State in No. of working Days
since receipt of the Grievance/complaint)

Time for G or C: On Administration |On Teachers |On Students  [On Specific Personalities
From Staff —_ — = —
LFrom Students — == S o B

6.3 Was there any appeal to your higher officials against the decision of your Superior in respect of
grievances handling?

Appeal to Higher | On Administration | On Teachers | On Students | On Specific Personalities
Officials by
Staff o iy — .

\ Students

6.4 Does your Superior frequently convene meetings in your Section to receive suggestions for
improvement?

Suggestions Sought Weekly Monthly Annually
From Staff = v e
From Students - = —

7 General Attitude/ Aptitude / Aptitude for (IT) Enhancement

7.1How often you have placed Institutional interests above personal interests at critical times for
both!
| Range [575% | — [51-15% | —|26-50% [v [ >25% =N

7.2 How much you have enhanced IT capability since last NAAC accreditation to this time?
| Range [550% | — [41-50% | v [31-40% [—[<30%  |— |
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7.3 How much you have enhanced their Overal] capability since last NAAC accreditation to this
time?
| Range [>40% [ — [3140% | — ]21-30% |~ [<20% [ ¥]

Specific Remarks:

Date: ' '

Place: S'g 2 ployee
Q’f- L vwadne. p)
Internal Audit:
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Dinteroal AU Assurance Cell (IQAC) Registrar
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