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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 2o23-24

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

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

2.2 T ar getslTime I im its for your Section's activities

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

1.1Name of the Employee a

1.2 Designation .-^ ,* l,- ird,
1.3 Educational Qualification

1.4 Experience in administration (Years and
Fields like Examinations, RTIs, VC
Section, Admission, Finance, etc.
(Upto 3 diff. experience areas)

Year Sections

2023-24

frna,*z-o
1.5 Date ofjoining o3.0/, 2n//t,
1.6 Date of Retirement 3/..7. AG ?
L7 Qualifications Year t oo /.- flaoz dod ? ao //

Qualification 2A Hr'} kel frartt we

Proactive Job
allocation

Time
Frame done

Progress
Periodic Review

Slackness Handled Addl. Responsibility

1i-L.t*i.{? /}tut tT.r, )laz^t \--

No. of Files to
be clear daily

No. of Draft
Notes to process
& expedite

No. of Staff to
Involved in work-
flow

%o of works to
be done as per
plan

Arrangement for
Staff on leave

1D *,/5- 3-4- ?o -r. Yea
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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

2.6 Motivation rovided 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
Channel

Directly to the
Head

Daily
Basis

Inward-Outward
Register

Min-Max Time for
Completion

Stress on Confi dentiality
Maintenance

3. Office Administration Work:

3.1 Do draft the etc. yourself or take the hel of superiors?

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

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

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

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

3.6 Do work on holidays/off the office hours?

Entrust the Task to
subordinates

Seek Help from
Superiors

Attempt
Fresh

Equip you with
Updates

Refer Past

Draft
t/-

Special files as VC/Registrar SeeksConfidential filingDate-wise filingTopic-wise filing

OutwardInwardStatus

Maintained

Not Maintained

Grievance
Letters

Replies to
Governments

First-time/ Fresh

content Reports
Explanatory
Reports

Routine
Letters/Files

AN Permission of
1Hr.

Earned
Leave

FN Permission of
lHr.

Duty
leave

Maternity/
Medical
Leave

Casual Leave

.1n

No. of Hol worked in the last one

ur Subordinate -l
No. of Hol worked in the last one 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?

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

of ables etc.?

3.9 How many subordinates work under your superior?

4. Financial Matters: l. tick wherever boxes are given

5. Legal Matters
5.1 Extent of your awareness of the University's Act, Statutes, Ordinances and regulations?

5,2 Are you conversant with the basic provisions of Right to Information AcL 2005?

5.3 Are you dealing with legal suits filed by or against the University? Yes

To Whom Meant UGCiMHRD AP Govt. APSCHE DST/CSIR, etc. Other (Pl. specif,)

Days
Taken

Routine

Special

SustainStandardizeSet in Order ShineSortUpkeep of
w./-Machines/ Equipments -

Gonsa*n*abtes/Stati one ry

Subordinate Type Temp. Staff Office subordinates Junior Assistants

Nos n\ o3

Tick
Here

Alternative Tick
Here

Alternativelssues

Yes No4.1 Do you prepare any budget for your Section?

PartFull4.2 Are budgetary allocations fully spent or partially spent?

Less than a

Month
More than a

Month
4.3 Time taken by your Section to process the bills received

from Staff/Students

NoYes4.4Do you follow- up the bills processed by you and sent to

other Sections?

Yes No4.5 Have you ever suggested simplification of procedures in

bill processing?

4.6 Have you ever suggested measures to achieve economy

and efficiency in your Section's activities?

Document Types University's Act Ordinances Statutes Regulations

o% Awareness <5jYo 50-75% >75Yo <50o/o 50-75% >75Yo <50o/o 50-75% >7 5o/o <5jYo 50-7 5o/o >750

Pl.Tick

Document Types Obligations of
Public authorities

Exemptions/Grounds
for Rejections

Central/State
Commissions

Making Reports for
RTIs

7o Awareness <50o/o 50-7 5o/o >75Yo <5lYo s0-75% >75Yo <51Yo 50-75% >7sYo <500h 50-7 5o/o >75Yo

Pl.Tick
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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 (9 5 - I 00%) Mostly (90-95%) 85-90% Less than 85olo

r./"

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

Filed For the University lnited 
egainst ttre uniue.siry

6. Grievances Handling

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

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?

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

Suggestions Sought Weeklv Monthlv Annually

From Staff €
From Students

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

7.lHow often you have placed Institutional interests above personal interests at critical times for
both!

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

On Administration On Teachers On Students On Specific functionaries
From Staff
From Students

Appeal to Higher
Officials by

On Administration On Teachers On Students On Specific Personalities

staff
Students

Range >75Yo 5t-75% '26-s0% >25Yo

Range >500 41-50% 31-40% <300h
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20%21-30%3r-40%>40YoRange

HowmuchyouhaveenhancedtheiroverallcapabilitysincelastNAACaccreditationtothis

/6 ru,Zfu/3, 6 uZ/'u4
Specific Remarks: 3 k"-/"/'e
ry /zen2z-l

3 a/"t-o fra*- a/r/rr''-"-' / pazZ<

aft':t'- Z//l nhy
?/ffi PSZ/a'l

al JL'^)il 1*1 ttsu tu/4t/-ba'/-"4' aQ

7.3

time?

Date

Place /anto'/;

External Audit:

,aha/a- al
,L/)

Zrc-/ Eza,Je>'Z*-< -^J

,/, (,"^l rk* a>?Z uAAa*\,<
"signutut. of the ErnlPloYee

*ffi,,*
Page 5 of 5
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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 2o.23-24

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

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

2.2Tar ime limits fixed for your Section's activities

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

)

r<
1.1 Name of the Employee

Se no( Aqe c,iANf1.2 Designation

I{1DA1.3 Educational Qualification

Year Sections

,6
20'j.-2N

1.4 Experience in administration (Years and

Fields like Examinations, RTIs, VC
Section, Admission, Finance, etc.

(Upto 3 diff. experience areas)

ob- 0C- 2o.rh1.5 Date ofjoining

&oB9
7

1.6 Date of Retirement

9,rs') - .r no3Year ?-tbL
4LDA P &rT>t AQualification rn?rA

1.7 Qualifications

Addl. ResponsibilitySlackness HandledTime
Frame done

Progress
Periodic Review

Proactive Job
allocation

-To^p.-r-loltufilDD-l .rro i =noo -Blhr QooA

No. of Files to
be clear daily

No. of Draft
Notes to process

& expedite

No. of Staff to
Involved in work-
flow

o/, of works to
be done as per
plan

Arrangement for
Staff on leave

OA 0h 0"9 Rs I Ye,,t

Provide Ideas Cite Instances Serve as gResource person Develop Draft Policy

\,/ -----v \,/
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Freedom to be'SMART' Forgiving One-time Errors Setting Examples by oneself

*ro Ye,Y,

2.4 General Flexibility to Excel exist

2.5 Communication by your Superior

2.6 Motivation

2.7 M o of the acti vlties carried out in your S

to

f

3. Office Administration Work:

3.1 Do you draft the correspondence/circulars/notes etc or take the hel ofyour superiors?

3.2 system filing done in Section?IS

3.3 Are in and Outward Tapal Re Section? (Check the Right Cell

3.4 State the normal time taken to di afrlelpaper

3.5 How many of leave a

ln

vou ln the 36 months?

3.6 Do you work on ho the office ?

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

Yb j"n Ynn

Word of Appreciation High level task allocation Exchange Pleasantries Build Team Spirit
\1A *)> Yu\ y)

Through Proper
Channel

Directly to the
Head

Daily
Basis

Inward-Outward
Register

Min-Max Time for
Completion

Stress on Confidentiality
Maintenance

\.t' \,/ \./ .Vql /o
n +o 6JeA

Refer Past
Draft

Attempt
Fresh

Equip you with
Updates

Seek Help from
Superiors

Entrust the Task to
subordinates

Vq. YrA V-q. \b\ !anv.-lttApt ;Ls

Topic-wise filing Date-wise filing Confidential filing S files as V strar Seeks
X8 Y?A v"* )

Status Inward Outward
Maintained
Not Maintained 7

Routine
Letters/Files

Explanatory
Reports

First-time/ Fresh
content Reports

Replies to
Governments

Grievance
Letters

t hog urx l -.lo.r 9r J- Aarl \ r &,.Lrr I J".- \ A"rt

Casual Leave Duty
leave

Maternity/
Medical
Leave

Earned
Leave

FN Permission of
1Hr.

AN Permission of
1Hr.

lr r$b k\o r\n

worked in the last oneNo. of year
No. of worked in the last one Subordinate -1year
No. of Holida worked in the last one Subordinate -2

worked in the last one year by your Subordinate -3No. of Holidays

Page 2 of 5
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3.7 What is the time limit your section takes to respond to the Government Communications?

3.8 Do you follow the "F S" (Sort, Set in Order, Standardize, and Sustain) system in

upkeep of machines/equipments/consumables etc.?

3.9 How many subordinates work under your

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

5. Legal Matters
5.1 Extent of your awareness of the University 's Act, Statutes, Ordinances and regulations?

5.2 Are you conversant with the basic provisions of Right to Information Act, 2005?

5.3 Are you dealing with legal suits filed by or against the University?

DST/CSIR, etc Other (Pl. specify)APSCHEUGC/MHRD AP Govt.To Whom Meant
1 da+) \ - 2- -Aa,\-1&Routine \-2- JaJ)
t-&,Y1U/Special \ A-Dt,/

Days
Taken

Upkeep of Sort Set in Order Shine Standardize Sustain

Machines/ Equipments Ye> "/a y*,| "/.a Y. 
C onsumables/Stationery n() \/-r4 ^/o\ \r&) v4

Junior AssistantsOffice subordinatesTemp. StaffSubordinate Type

Nos

Alternative Tick
Here

Alternative Tick
Here

Issues

NO
NoYes4.1 Do you prepare any budget for your Section?
PartFull JO4.2 Are budgetary allocations fully spent or partially spent?

/o
More than a

Month
Less than a

Month
4.3 Time taken by your Section to process the bills received

from Staff/Students

xlo

NoYes4.4 Do you follow- up the bills processed by you and sent to

other Sections?

J,0

NoYes4.5 Have you ever
bill processing?

lificati ureson of procedsuggested slmp

Moy'o
4.6 Have you ever suggested measures to achieve economy

and efficiency in your Section's activities?

Document Types University's Act Ordinances Statutes Regulations

o% Awareness <5j%o 50-75% >7 s%o <500 50-75% >'75yo <5j%o s0-7s% >'7 50/o <500h 50-7s% >75Yo

Pl.Tick

Document Types Obligations of
Public authorities

Exemptions/Grounds
for Rejections

Central/State
Commissions

Making Reports for
RTIs

o% Awareness <5jYo 50-7s% >7 50 <500 50-75% >'7 5Yo <500h 50-7s% >7 50h <so%lso-7s% 
f7s%

Pl.Tick \,/
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5'4 Do you take legal notices/Court judgments etc. immediately to the notice of your Superior
Offrcers? (Please Tick)

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

Always (100%) Almost Always (95-100%) Mostly (90-95%) 8s-90% Less than 85%

\/

Filed For the University F iled Against the University

6. Grievances Handling

6.1 Does your Section receive grievances/com plaints from Staff/Students? (pl. Tick)

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 Specif,rc 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?

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

Suggestions Sought Weekly Monthly Annually
From Staff \r/
From Students

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

7'lHow often you have placed Institutional interests above personal interests at critical times for
both!

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

On Administration On Teachers On Students OnS functionaries
From Staff
From Students L-

Appeal to Higher
Officials by

On Adrninistration On Teachers On Students On Specific Personalities

Staff
Students

Range >75Yo ,./ 51-75% 26-50% >25Yo

Page 4 of 5
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7.3 How much you have enhanced their Overall capability since last NAAC accreditation to this

time?

Range >400 \,/ 3t-40% 2t-30% s20%

Specific Remarks:

Date

A"Mrf+ia,),*

flenr'

Lt ib n 
6^roYu Pleaxrr N tr}:(- ff''+{4 fr'Y W"torb I

Ury +tLh,* 6*L ){tt< /'/f+q.
h

(

prace: yldfirL
Internal Audit:

Dr^.vivy I"IfuJ
t

t6 lk ^; r<-.\r'*'

q )IL ecnufu,.ai[

{*;x}cnor.ca uJ )',-q-corAA u^/ tb u++.ro
-\^^^-.13

0-""-t "^[,rk
oh\

h_

REGISTRAR
VIKRAMA SIMHAPURI UNIVERSITY

NELLORE-52432A.r

Si of Employee

tte *f\ il- tr,vu\trd. tyy trs sorkO 9d"+"r[*rJ^1 o

*,Lv&
,r^ [

se_qiorv. ,f.t K-e"A l.^"4-

-d JAt e/so,rilNd<I k .e,^6go\,[-\ t+ntl

ECTOR
As.surance Cell (Qeq

VIIffiAMA SIMHAPURI UNIVERS.IrY
NELLORE.524324.

JOINT REGISTRAR
SRI VTruXNTESWAflA UNIVEBS ITY

TIRUPATI
Page 5 of 5
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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 2o.23-24

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

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

2.2Targets/Time limits fixed for Section's activities

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

1.1 Name of the Employee r. srru" (o
1.2 Designation

1.3 Educational Qualification M.SC A,6T
1.4 Experience in administration (Years and

Fields like Examinations, RTIs, VC
Section, Admission, Finance, etc.

(Upto 3 diff. experience areas)

Year Sections

2or-t-r&
2023-24

,-l

1.5 Date ofjoining 3-6 - LolQ
1.6 Date of Retirement

1.7 Qualifications Year tq q3 l4ls-nqs tqqS 40fl9 lq -1,D0 /

Qualification ss c- g^rrle.V D<q,1u_ M'Se

Slackness Handled Addl. ResponsibilityTime
Frame done

Progress
Periodic Review

Proactive Job
allocation

ht/'rplu ?:lntilS- ,a<o,k ,

No. of Files to
be clear daily

No. of Draft
Notes to process

& expedite

No. of Staff to
Involved in work-
flow

o/o of works to
be done as per
plan

Arrangement for
Staff on leave

l2- oY' 02- ? t'/. Yca

Provide Ideas Cite Instances./' Serve as a Resource person Develop D,raft Policy
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Freedom to be'SMART' Setting Examples by oneself

Y-<-l Vz-^ Y-,-r'

2.4 General Flexibility to Excel exist

2.5 Communication by your Superior

2.6 Moti vided to

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

3. Office Administration Work:

3.1 Do you draft the corre circulars/notes etc. or take the of superiors?

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

3.3 Are inward and Outward T rs maintained in Section? (Check the Right Cell)

3.4 State the normal time taken to dispose a

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

3.6 Do work on holidaysioff the office hours?

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

9px Y"l Y.t

Word of Appreciation High level task allocation Exchange Pleasantries Build Team Spirit
Y*+ \a

Through Proper
Channel

Directly to the
Head

Daily
Basis

Inward-Outward
Register

Min-Max Time for
Completion

Stress on Confidentiality
Maintenance

\4-a \rr^ Y-{s -l/4 3 - f J*.,"1 t0o -

Refer Past
Draft

Attempt
Fresh

Equip you with
Updates

Seek Help from
Superiors

Entrust the Task to
subordinates

Yd Yr^ V4 ler Va

Topic-wise filing Date-wise filing Confidential filing files as V strar Seeks

v<)

Status Inward Outward
Maintained Y<a Y<4
Not Maintained

Routine
Letters/Files

Explanatory
Reports

First-time/ Fresh
content Reports

Replies to
Governments

Grievance
Letters

L &r4 g--tp 3 J.?A 2- do-14 1 AD 14^,{

Casual Leave Duty
leave

Maternity/
Medical
Leave

Earned
Leave

FN Permission of
1Hr.

AN Permission of
1Hr.

v 2f+5-

No. of Holidays worked in the last one
No. of Holidays worked in the last one Subordinate -1ar lf
No. of Ho worked in the last one ur Subordinate -2
No. of Holidays worked in the last one year by your Subordinate -3

Page 2 of 5
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3.7 What is the time limit your section takes to respond to the Government Communications?

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

u of machines/equi etc.?

3.9 How many subordinates work under Your

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

5. Legal Matters

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

5.2 Are you conversant wtth the basic provisions of Right to Information Act, 2005?

5.3 Are you dealing with legal suits filed by or against the university?

To Whom Meant UGC/MHRD AP Govt. APSCHE DST/CSIR, etc. Other (Pl. sPegrfY)_

Days
Taken

Routine t Jl.\
Special \ A*' J

\ 4,o."

U of Sort Set in Order Shine Standardize Sustain

Machines/ Eq )u 'tg Ve/' Yd\ YE\

Consumables/StationerY V<,tr V-r;. Vz\ rnf-)
7

wl

Junior AssistantsOffice subordinatesTemp. StaffSubordinate TYPe

ofOZ03Nos.

Tick
Here

Tick
Here

Alternative
Issues

oYesbudget Section?for vour14 Do anyprepareyou
PartFull

budgetary fully partiallyations ?tor spenalloc24 Are spent
ore than a

onth
than a

4.3 Time taken by your Section to process

from Staff/Students

the bills received

Yes4.4Do you follow- uP the bills processed bY You and sent to

other Sections?
oYes45 Hur. you ever suggested simplification of procedures

bill processing?

suggested measures to achieve econom

and efficiency in your Section's activities?
4.6 Have you ever

Document TYPes University's Act Ordinances Statutes Regulations

o/o Awareness <50o/o 50-'75% '75% <5jYo 50-'75% >7 5Yo <5lYo 50-7 5o/o >75Yo <50o/o s0-75% >7 5o/o

Pl.Tick

Document TYPes Obligations of
Public authorities

Exemptions/Grounds
for Rejections

Central/State
Commissions

Making Reports for
RTIs

%o Awareness <5jYo 50-75% 750h <500h 50-'75% >7 5Yo <500 50-75% >15o/o <5004
I'

0-75% '75yo

Pl.Tick 4

Page 3 of 5
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5.4 Do you take
Officers? (Please

legal notices/Court judgments etc. immediately to the notice of your Superior
Tick)

5.5 Have you ever filed any le,gal suit for or against the University?

Always (lW%) Almost Alwavs (es-100%) Mostly (90-95%) 8s-90% Less than 85%

6. Grievances Handling

6.1 Does your Section receive

(Tick if done)

grievances/compl aints from Staff/S tudents? (Pl. Tick)

6.2 What is the time limit to
since receipt of the Grievance/

handle such grievances/complaints? (State in No. of working Days
complaint)

Time for G or C: On Administration On Teachers On Students
From Staff
Frorn Students

6'3 was there any appeal to your higher officials against the decision of your Superior in respect of
grievances handling?

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%o 5t-75% ___:i 26-so% >25Yo

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

Filed For the Universi ty ed Against the University

On Adrninistration On Teachers On Students OnS functionaries
From Staff
From Students

Appeal to Higher
Officials by

On Administration On Teachers On Students On Specific Personalities

Staff
Students

Page 4 of 5
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7.3 How much you have enhanced their overall capability since last NAAC accreditation to this

time? -lZzo't,'21-3oot/3t-40%>40%oRange

Specific Remarks:

6uv

\q\o\v\\^In

.t":"-ri,q
\ fl+it C^rit?",

Aarr^ir^^shrolbn !t "oY S..rpp#ir^o d f+"'Jl'6

o.-;L Jt"s{A gooourJs -- $.t ok +=. {it/ rJ 'f-0 +k

P*-gi,soa oJ fi'n^t"co

."t"ai& e<,&.orit-' d
I +"c^^&a se.Jserl . I o,t*. hcnpp! +o

Date:

Place:

Internal Audit:

Director, I@{eECTOR
Intemal Qualiry Assurance Cetl (lQACt

VIKRAMA SIMHA PURI UNN'ERSITY
NELLORE.524324.

External Audit:

of the Employee

Registrar

VIKRAMA !'ttit?ffi i,l-rvERsrTY.

Y-
Signdture

fu.(9r--_

tk,

ntutt I"*l

(^od"\"e!,S^",

NELLORE.524 320./
,*,i.'.

JOINT REGISTRAR
sRl I/ENKATESWARA UNIVEBSITY
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VIKRAMA SIMHAPURI UNIVERSITY,
NELLORE, ANDHRA PRADESH - 5.243.24
(Accredited with NAAC'A'Grade CGPA 3.23)

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

During 2023-24

The administratirre 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 .

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

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

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

1.1 Name of the Employee PoL+.n LISDDY Sun*R L+Nt
1.2 Designation fur^ lrn/ Ajfr-}.t--o.r.,t
1.3 Educational Qualification fn,A
1.4 Experience in administration (Years and
Fields like Examinations, RTIs,.. VC
Section, Admission, Finance, etc.
(Upto 3 diff. experience areas)

Year Sections

2023-24
c

1.5 Date ofjoining o3-,o6-ADil=q
1.6 Date of Retirement 3o_gi6-AoeV
1.7 Qualifications Year &so1 aoo2 1111

Qualification ?u Daftr<e- SSc

Proactive Job
allocation

Time
Frame done

Progress
Periodic Review

Slackness Handled Addl. Responsibility

Qngw thANrh tO Y-t /Y4 f/\D) ?^...t2-t-la

Yo of works to
be done as per
plan

Arrangement for
Staff on leave

No. of Files to
be clear daily

No. of Draft
Notes to process
& expedite

No. of Staff to
Involved in work-
flow

Y-rt,o-s oJ- t o"/,o6

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

\/'

Page 1 of 5



Freedom to be 'SMART' Forgiving One-time Errors Setting Examples by oneself

\A A W4

2.4 General Flexibility to Excel exist

2.5 Communication by your Superior

2.6 Motivation dto

activities carried out in your Section

3. 0ffice Administration Work:

3.1 Do draft the correspondence/circulars/notes etc. yours f or take the hel of

3.3 Are tn

eriors?

3.2 What is the of lng done in your Section?

ward and Outward T Registers maintained in Section? (Check the Ri tCe

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

3.5 How days of were by tn last 36 months?

3.6 Do work on holidays/off the office hours?

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

Y^ '& Yr^

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

\.p-r Y-A+ Y,, Y;s

Through Proper
Channel

Directly to the
Head

Daily
Basis

Inward-Outward
Register

Min-Max Time for
Completion

Stress on Confi dentiality
Maintenance

\.4 J- bo $ d4^ nro

Refer Past
Draft

Attempt
Fresh

Equip you with '

Updates
Seek Help from
Superiors

Entrust the Task to
subordinates

V"\ Yrt Y-L\ Yrq\ - Sor"a{iw Y-"1

Topic-wise filing Date-wi;e filing Confidential filing Special files as VC/Registrar Seeks

Yu.^, Yr-r.. Y,o,r Y-'X

Status Inward Outward
Maintained UA YA
Not Maintained 7-

Routine
Letters/Files

Explanatory
Reports

First-time/ Fresh
content Reports

Replies to
Governments

Grievance
Letters

lboAHya 1J^rf 11r 2 eJrL/ | \4e'14 | 4,y L d,c,q

Casual Leave Duty
leave

Maternity/
Medical
Leave

Earned
Leave

FN Permission of
1Hr.

AN Permission of
lHrl

- lS- No No 8

No. of Holidays worked in the last one year 8
No. of Holidays worked in the last one your Subordinate -1

No. of Hol s worked in the last one Subordinate -2
No. of Holidays worked in the last one year by your Subordinate -3

Page 2 of 5

2.7 Method of Reporting of the



APSCHE DST/CSIR, etc. Other (Pl. specify)UGC/MHRD AP GovtTo Whom Meant

| - "\ A*t^\- 2 J*-tn | -J-.Aa+ I Jo,4Routine
0

L e6l' 11,-^40 t &^fl
Days
Taken Special

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

3.8 Do you follow the "F S" (Sort, et in , Shine, Standardize, and Sustain) system tnlve
of machines/equipments/consumables etc.?

3.9 How many subordinates work under your superior?

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

5. Legal Matters
5.1 Extent of your awareness of the University's Act, Statutes, Ordinances and regulations?

5.2 Are you conversant with the basic provisions of Right to Information Act, 2005?

5.3 Are you dealing with legal suits filed by or against the University? Yes

SustainSet in Order Shine Standardizeof Sort

Subordinate Type Temp. Staff Office subordinates Junior Assistants

Nos. o I ol o(

Alternative Tick
Here

Alternative Tick
Here

Issues

No NoYes4.1 Do you prepare any budget for your Section?

Full Nv Part -4-2 Are budgetary allocations fully spent or partially spent?

More than a

Month
Less than a

Month Alo
4.3 Time taken by your Section to process the bills received
from Staff/Students

Yq
NoYes4.4Do you follow- up the bills processed by you and sent to

other Sections?

NoYes

Y54.5 Have you ever suggested simplification of procedures in

bill processing?

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

Document Types University's Act Ordinances Statutes Regulations

7n Awareness <5jYo 50-75% >7 5o/o <5j%o s0-75% >7 50 <500 50-75% >750h <500h 50-75% >7 5Yo

Pl.Tick \,/

Document Types Obligations of
Public authorities

Exemptions/Grounds
for Rejections

Central/State
Commissions

Making Reports for
RTIs

o% Awareness <50o/o so-7s% 
47

5% <5jYo 50-75% >750h <5UYo s0-7s% >7 50 <5jYo
t'

0-75'yo >7sYo

Pl.Tick 4 \./- 4

Page 3 of 5
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5.4 Do you take legal notices/Court judgments etc. immediately to the notice of your Superior
Officers? (Please Tick)

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

Always (100%) Almost Always (95- I 00%) Mostly (90-9s%)' 85-90% Less tha4z85%

Filed For the University lniteO 
against the Universif

6. Grievances Handling

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

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?

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 >75Yo 5l-75Yo 26-50% >250

7.2How much you have enhanced IT capability since last NAAC accreditation to this time?
Range >5jYo 41-50% 3r-40% <300/0

On Administration On Teachers On Students On Specific functionaries
Frorn StafT

From Students

Appeal to Higher
Officials by

On Administration On Teachers On Students On Specifi c Personalities

staff
Students

Page 4 of 5



)

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

Range >400 31-40% 2r-30% <200A

Specific Remarks:

LE *A *"{t^l:" P)xYt^-ve- tso cDdf l{a-

C<,uy

Date:

Place

Internal Audit:

IJr-i\EYt tZ
Le ,I.{y@- 

o^vU

a-LLIlGrd b;a\. f ^'" \e-vy Ufel
wa{\L rr"ilt C[u^.

F S*f;-".n^,u
Signature of the Employee

d* s Fo.|J e.once{nqA h lfs eDc =o"\ir.^r, obs$lvetr lh.rt

Vb

6".+^li r"\Jr^J

R
ssurance Cell (IQAC)

WGAMA SIMHAruRI UNIVERS.ITY
NELLORE.524324.

External Audit:

NT REGISTRAR
sRt YEIIKATESWARA UNIVENSITY

".hvnf, 6*nt*u -

R ji,)'o(."r-t

\[ tkr (^,0*e"

*++'L-*\:ont \6 tkl gDhst \K* C-D\n"
unptl"J. H{",s- v\l-+-i. S.ry$- -\fQ,^t"h*,

fql"rr"(st Ifui{ c.on ts.na.I s.,}fr*.

-rA^J

Registrar
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VIKRAMA SIMHAPURI T'NIVERSITY'
NELLORE, ANDHRA PRADESH - 5.24324
(Accredited with NAAC 'A' Grade CGPA 3'23)

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

During 2o.23-24

The administrative audit is to ensufe effective performing of ipecific 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 compliangq with applicable laws and regulations in force from time- to- tipe..

1. Personal Data

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 bilities

2.2 T aryets/Time limits fi xed for your Section's activities

2.3 Assistanca to Section Head in evolving po licies for your Section (Pl. Tick, most important two)

L

1.1 Name of the Employee <lz. v t-.3
1.2 Designation

I

1 .3 Educational Qualifi cation

i.4 Experience in administration (Years and

Fields like Examinations, RTIs, VC
Section, Admission, Finance, etc

(Upto 3 diff. experience areas)

Year Sections

2023-24
€e<a.dr ra.al-i 6-' ( p-ca.)

I

1.5 Date of joining o -Ob - ?P l9
1.6 Date of Retirement 79'-OL- ?D+S
1.7 Qualifications Year

Qualification

Addl. ResponsibilitySlackness HandledProgress
Feriodic Review

Time
Frame done

Proactive Jod
allocation

Q oool1Ve-,U,-sr.Ara+.

No. of Files to
be clear daily

No. of Draft
Notes to process

& expedite

No. of Staff to
Involved in work-
flow

%o of works to
be done as per
plan

Arrangement for
Staff on leave

lo OL ()3 tu7.

Provide Ideas Cite Instances Develop Draft Policy

\,/ /

Page 1 of 5
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Freedom to be 'SMART, Forgiving One-time Errors Setting Examp leS by oneself

Y4

2.4 General Flexibility to Excel exist

2.5 Communication bv your Superior
Day Starts with Task Talks Oral/Written Instructions Persuasive mode Professional le

\1 4
2.6 Motivation ided to

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

3.1 Do draft the circulars/nbies etc. or take the help of superiors?

).2 t is the of in your Section?

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

Maintained
Not Maintained

3.4 State the normal time taken to di a

3.5 How of leave were a in the 36 months?

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

Word of Appreciation High level task allocation Exchange Pleasantries Build Team Spirit
(4

Through Proper
Channel

Directly to the
Head

Daily
Basis

Inward-Outward
Register

Min-Max Time for
C

Stress on Confidentiality
Maintenance

vL, vtA Y4 Yc3 5 c-l Du--

Refer Past
Draft

Attempt
Fresh

Equip you with
Updates

Seek Help from
Superiors

Entrust the Task to
subordinates

Y4' yc\ Y4 Y4 Y4
Topic-wise filing Date-wise filing Confidential filing ial files as VS Seeks

v4

Routine
Letters/Files

Explanatory
Reports

First-time/ Fresh
content Reports

Replies to
Governments

Grievance
Letters

2-1o -1&-, 2-Ja,q4 I lo >S- .o

Casual Leave Duty
leave

Maternity/
Medical
Leave

Earned
Leave

FN Permission of
1Hr.

AN Permission of
lHf. .

Lo
worked in the last oneNo. of H year

Ng. of Holidals worked in the iaSt one Sur I
worked in the last one Subordinate -2No. of b

No. of Holidays worked in the last one year by your Subordinate -3
a

Page 2 of 5
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3.7 What is the time limit your section takes to respond to the Government Communications?

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

of consumables etc.?

3.9 How subordinates work under Your

4. Financial Matters: tick wherever boxes are en)

5. Legal Matters
5.1 Extent of your awarene ss of the University's Act, Statutes, Ordinances and regulations?

5.2 Are you conversant with the basic provisions of Right to Information Act, 2005?

5.3 Are you dealing withiegal suits filed by or against the University?

Other (Pl. specify)APSCHE DST/CSIR, etcAP Govt.UGC/MHRDTo Whom Meant

I d*-lI **tRoutine

t*i I cl.V
Days
Taken Special

Standardize SustainShineSet in OrderSortofU
Y9Y+j Y3Vce\t aapmentsMachines/ yeJY4v4av v4Consumables/StationerY

Junior AssistantsOffice subordinatesTemp. StaffSubordinate Type

olo>Nos.

Tick
Here

Tick
Here

AlternativeAlternativeIssues

l.loYes4.1 Do you prepare any budget for your Section?
PartFull4.2 Are budgetary allocations fully spent or partially spent?
More than a

Month
Less than a

Month
4.3 Time taken by your Section to process the

from Staff/Students

bills received

NoYes4.4Do you follow- up the bills processed by you

other Sections?

and sent to

NoYes4.5 Have you ever suggested simplification of procedures

bill processing?

4.6 Have you evei suggested measures to

and efficiency in your Section's activities?
achieve

Document Types University's Act Ordinances Statutes Regulations

o% Awareness <500 s0-7s% >7sYo <50o/o s0-7s% >7 50 <5jYo 50-7 5o/o >7 5Yo <500h 50-15% >750h

Pl.Tick

Document TyPes Obligations of
Public authorities

Exemptions/Grounds
for Rejections

Central/State
Commissions

Making Reports for
RTIs

%o Awareness <50o/o s0-7s% >7 5o/o <5jYo
|,

0-75% >750 <500 s0-7s% >75Yo <5jYo
t-
t5

I

0-7 5Yo >75Yo

Pl.Tick

Page 3 of 5
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5'4 Do you take legal notices/Court judgments etc. immediately to the notice of your Superior
Officers? (Please Tick)

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

Always (10J,%) Almost Always (95-100%) Mostly (90-95%) 8s-90% Less than 85%

Filed For the Universrty l.r led Against the University

6. Grievances Handling

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

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 Personalities
From Staff
From Students *lo

6'3 Was there any appeal to your higher officials against the decision of your Superior in respect of
grievances handling?

On Administration On Teachers On Students OnS c functionaries
From Staff
From Students

Appeal to Higher
Officials by

On Administration On Teachers On Students On Specific Personalities

Sraff
Students

^lo
6'4 Does your Superior frequently convene meetings in your Section to receive suggestions for
improvement?

Suggestions Sought Weeklv Monthlv Annually
From Staff
From Students

7 General Attitude/

7.lHow often you have
both!

Aptitude / Aptitude for (IT) Enhancement

placed Institutional interests above personal interests at critical times for

7.2How much you have enhanced IT c

Range >75Yo 5r-75% 26-50% >250A

Range >50Yo 4t-50% 31-40% < 300

Page 4 of 5

since last NAAC accreditation to this time?



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

<20o/o2t-30%3l-40%>400hRange

Specific Remarks:

T7^z- U?;'L+' ,/phU cct tfuro
/-'C 6rig +a 14

time?

Date

Place

tnCI+t8Ptg,lr
VKRAMASIMHAPURI

NELLORE .524324,

External Audit:

o-J ti"..iAko-h or:,

,y^ vi (ffi y^l.ftl

,*b7il4 /"

Hcr" V

foYiatJ /--

77J l\"/o' ta4
N&k

StL 9Y-
Signature of the Employee

Internal Audit:

Ourtg tnfutnot tt"L\

s ["4J a a o-trf uu*"y

Otsll,hel tKv ,so{k 6orfornnoncr- "J 
tko gor.ur,npf

Vo,.\.rohrt ,-sodv FgE
\ u*"A cnor}'.i*-.lot

id (G s.,!E^,, $ k-
F$d* l$ flr

Frto.rr.in.qho.{

VIKRAMA

REGISTRAR
brrurrtepum UNHERSITY

NELLORE-524 324"t

,krsrRAR -
sil ftili\eiEtwAnA uulvEns rY

TIRUPATI
Page 5 of 5
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VIKRAMA SIMHAPURI UNIVERSITY,
NELLORE, ANDHRA PRADESH - 5.243.24
(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 2o.23-24

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

,N-BGEy1.1 Name of the Employee

{s^h\1.2 Designation

rqBN.r:,f-rs^41.3 Educational Qualification

Year Sections

2023-24

1.4 Experience in administration (Years and

Fields like Examinations, RTIs, VC
Section, Admission, Finance, etc

(Upto 3 diff. experience areas)

0b )-o Io7,1.5 Date ofjoining

o1 So1.6 Date of Retirement

?-l,o.,^o o-o1 2o,c 320 I1Year

Pr'("..^ Nifi3ilts(>Qualification F't- (,rr'^
1.7 Qualifications

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

2.ZTargets/Time limits fixed for your Section's activities

2.3 Assistange to Section

Provide Ideas Cite Instances Serve as a Resource Person Develop Draft Policy

Proactive Job
allocation

Time
Frame done

Progress
Periodic Review

Slackness Handled Addl. Responsibility

5rr.r.,ir [Yu \ Ve!.\

Arrangement for
Staff on leave

o/o of works to
be done as per
plan

No. of Staff to
Involved in work-
flow

No. of Draft
Notes to process

& expedite

No. of Files to
be clear daily

\/QA'
"/E)o\o')lo

Page 1 of 5

Head in evolving policies for your Section (Pl. Tick, most two)

,ffi^
k#/
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2.4 General Flexibility to Excel exist

2.5 Communication by your Superior

2.6 Moti on to

2.7 Method of Reporting of the activi ties carried out in your Section

3. Office Administration Work:

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

3.2What is the s

3.3 Are inward and

done in your Section?

Tr al Registers maintained in your Section?

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

3.5 How of leave were a by ln last 36 months?

3.6 Do you work on holi off the office hours?

(Check the Risht cell)

Freedom to be 'SMART' Forgiving One-time Errors Setting Examples by oneself

\/ o, Ve.4

Day Starts with Task Talks Oral/Written Instructions Persuasive mode Professional S le

Word of Appreciation High level task allocation Ex Pleasantries Build Team Spirit

Through Proper
Channel

Directly to the
Head

Daily
Basis

Inward-Outward
Register

Min-Max Tirne for
Completion

Stress on Confi dentiality
Maintenance

\,bl 'Ver Va-4 eW^ No
2-ja \ Ao.'tt

I

Refer Past
Draft

Attempt
Fresh

Equip you with
Updates

Seek Help'from
Superiors

Entrust the Task to
subordinates

Ver tle4 f So ""e lfr, f ve)
Topic-wise filing Date-wise filing Confidential filing files as VC/Re Seeks

Ye)

Status Inward Outward
Maintained 'je-l YE
Not Maintained

Routine
Letters/Files

Explanatory
Reports

First-time/ Fresh
content Reports

Replies to
Governments

Grievance
Letters

I Jor' 2 l^ 7 ,lba :. o\ery1 L tD 7 ds,,l I vo es)2

Casual Leave Duty
leave

Maternity/
Medical
Leave

Earned
Leave

FN Permission of
1Hr.

AN Permission of
lHr.

lo
worked in the last oneNo. of Hol ,|

No. of Hol worked in the last one by your Subordinate -1 I

No. of Holida worked in the last one Subordinate -2ar
No. of Holidays worked in the last one year by your Subordinate -3

Page 2 of 5
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Other (Pl. specify)DST/CSIR, etc.AP Govt. APSCHEUGC/MHRDTo Whom Meant
I dl'r'[ Y, )o'1,Routine

I Aovtl o Awtt'
I --

fir,rl
Days
Taken Special

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

3.8 Do you follow S" (Sort, ln , Standardize, and Sustain) system in

upkeep of machines/equi pments/consumables etc.?

3.9 How many subordinates work under superior?

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

5. Legal Matters
5.1 Extent of your awareness of the University 's Act, Statutes, Ordinances and regulations?

5.2 Are you conversant with the basic provisions of Right to Information Act, 2005?

5.3 Are you dealing with legal suits filed by or against the University?

Upkeep of Sort Set in Order Shine Standardize Sustain

Machines/ Equipments ya1 Vol \, ol yn Ver

Consumables/StationerY rk -r
I'Va 
r /v!^ Vet rrQl

Subordinate Type Temp. Staff Office subordinates Junior Assistants

Nos + I
-)

Issues Alternative Tick
Here

Alternative Tick
Here

4.1 Do you prepare any budget for your Section? Yes No \/
4.2 Arebudgetary allocations fully spent or partially spent? Full Part

4.3 Time taken by your Section to process the bills recei

from Staff/Students

ved Less than a

Month
More than a

Month

4.4 Do you follow- up the bills processed by you and sent to

other Sections?

Yes No

4.5 Have you ever suggested simplification of
bill processing?

procedures Yes l,/ No

4.6 Have you ever suggested measures to achieve economy

and efficiency in your Section's activities?

Document Types University's Act Ordinances Statutes Regulations

%o Awareness <5jYo 50-75% >7 5o/o <500
lso-ts."

>7sYo <500 s0-7s% >7sYo <500 50-75% >750

Pl.Tick -+

Document Types Obligations of
Public authorities

Exemptions/Grounds
for Rejections

Central/State
Commissions

Making Reports for
RTIs

%o Awareness <500h 50-75% >75Yo <500 50-75% >7 50h <50Yo 50-75% >75Yo <500 50-7 5o/o >7 5Yo

Pl.Tick ,r/

Page 3 of 5
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5'4 Do you take legal notices/Court judgments etc. immediately to the notice of your Superior
Officers? (Please Tick)

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

Always (100%) Almost Always (9 5 - | 00%) _l4gqtly (e)-es%) 8s-90% Less than 85%
€

Filed For the Universi ty lrired Against the University

6. Grievances Handling

6.1 Does your Section receive grievances/complaints from S tafflStudents? (Pl. Tick)

6.2 What is the time limit to
since receipt of the Grievance/

handle such grievances/complaints? (State in No. of working Days
complaint)

Time for G or C On Administration On Teachers On Students 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?

6'4 Does your Superior frequently convene meetings in your Section to receive suggestions for
improvement?

Suggestions Sought Weeklv Monthlv Annually
From Staff
From Students

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

7'lHow often you have placed Institutional interests above personal interests at critical times for
both!

Range >75Yo 51-75% 26-s0% >25Yo

7 .2 How much you have enhanced IT

On Administration On Teachers On Students On functionaries
From Staff
From Students

Appeal to Higher
Officials by

On Administration On Teachers On Students On Specifi c Personalities

Staff AJ0
Students

0

Page 4 of 5

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

time?

Range >40o/o 31-40% ZVilY, V 20%

Specific Remarks' 
o.rr. aq\..\*$i, n o"\r "^i3\*riJ*A 

^ 

^3L'; #.&^,,
crv0 i..o.',.o-,.1r- -t,. *..): c{\i 

*_f;-ffi[e.tor"ra,^,a_,lH H 
^ *[f,,fi:*" ff H.*::.,.#mi.

**'fi; ffislh*Ia H')T;il,o.^,b qto /€,'n

Date: &- 'rh$,,c)4 
r*,b_

Place: Signature of the EmPloYee

Internal Audit:

ttL S[*l] cnvo\veA ; Jrnost q\ corJ<,s ,,"\*+.] h tke

Cell(lQAg
VII(RAMA SIMHAPURI UNNERSITY

NELLORE.524324.

External Audit:

REGISTRAR
VIKRAMA SIMHAPURI UNIVERSIIY,

NELLORE.52432A.r

REGISTRAR
SRIVENIGTESWARA UNIVERSITY
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VIKRAMA SIMHAPURI UNIVERSITY,
NELLORE, ANDHRA PRADESH - 5.24324
(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 20.23-24

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

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

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

2.3 sistance to Section Head in evolving policies for your Section (Pl most important two )

[\t.u.LaEs]nm?1.1Name of the Employee

Torriou LLo",f1.2 Designation

It,t.se.. 6.8 t, PC>Dcfl ,
petov'i1.3 Educational Qualification

SectionsYear

n[rntp- tmte,tco

yrvnlY-
2023-24

1.4 Experience in administration (Years and

Fields like Examinations, RTIs, VC
Section, Admission, Finance, etc

(Upto 3 diff. experience areas)

o3. 061.5 Date ofjoining

-a-2-akL1.6 Date of Retirement

zosgYear

l,ta<.6-ea.G-9.,Qualification

1.7 Qualifications

Proactive Job
allocation

Time
Frame dory

Progress
Periodic Review

Slackness Handled Addl. Responsibility

Arrangement for
Staff on leave

o/o of works to
be done as per
plan

No. of Staff to
Involved in work-
flow

No. of Draft
Notes to process

& expedite

No. of Files to
be clear daily

Ile.o'f&obto ,Au,l

Provide Ideas, Cite Instances Serve as a Resource Person Develop Draft PolicY

\^

Page 1 of 5
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Freedom to be'SMART'
V

F One-time Errors Setting ples oneself

2.4 General Flexibility to Excel exist

2.5 Communication by your Superior

2.6 Motivation to

a
J

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

3. Office Administration Work:

3.1 Do you draft the circulars/notes etc. yourself oi take the help ofyour superiors?

3.2What is the system of filing done in Section?

3 Are inward and Outward T Registers maintained in Section? (Check the Cell)

3.4 State the normal time taken to dispose a filelpaper

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

3.6 Do you work on hol off the office hours?

Day Starts with Task Talks Oral/Written Instructions Persuasive mode Professional Stylev
Word of Appreciation High level task allocation Pleasantries Build Team S t

,.7

Through Proper
Channel

Directly to the
Head

Daily
Basis

Inward-Outward
Register

Min-Max Time for
Completion

Stress on Confidentiality
Maintenance

I

Refer Past
Draft

Attempt
Fresh

Equip you with
Updatgs

Seek Help from
Superiors-

Entrust the Task to
subordinates

I

Date-wise filing S files as V Seeks

Status Inward Outward
Maintained
Not Maintained

Routine
Letters/Files

Explanatory
Reports

First-time/ Fresh
content Reports

Replies to
Governments

Grievance
Letters

o1-'oy AdJ/tl o(t ;t4u& os &rr4) g dqr44 of d4'44

Casual Leave Duty
leave

Maternity/
Medical
Leave

Earned
Leave

FN Permission of
1Hr.

AN Permission of
1Hr.

No. of Holida worked in the last one
worked in the last one by Subordinate -lNo. of

No. of s worked in the last one Subordinate -2
No. of Holidays worked in the Iast one year by your Subordinate -3

Page 2 of 5
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3.7 What is the time limit your section takes to respond to the Government Communications?

3.8 Do you follow the "Five S" (Sort, Set in Order, Shine, and Sustain) sYstem in

upkeep of machines/ bles etc.?

3.9 How subordinates work under your superior?

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

5. Legal Matters
5.1 Extent of your awareness of the University 's Act, Statutes, Ordinances and regulations?

5.2 Are you conversant with the basic provisions of Right to Information Act, 2005?

5.3 Are you dealing with legal suits filed by or against the University?

Other (Pl. specifY)DST/CSIR, etc.APSCHEAP GovtT]GC/MHRDo Whom Meant
oL &iq6s eaaordq4Routine

@.gl2d9oL &t11611 dc<s1\sue#Ov &9Special
Days
Taken

SustainStandardizeShineSet in OrderSortof
\rv\fMachines/ EquiPments

,-/Consumables/StationerY

Subordinate Type Temp. Staff Office subordinates Junior Assistants

Nos. q oY o, ob

Tick
Here

Tick
Here

AlternativeIssues

oYes4.1 Do you prepare any budget for your Section?
PartFull4.2 Are budgetary allocations fully spent or partially spent?

than

onth
than a

4.3 Time taken by your Section to process

from Staff/Students

the bills received

NoYes4.4Do you follow- up the bills processed

other Sections?

by you and sent to

vYes4.5 Have you ever suggested simplifi cation of procedures

bill processing?

4.6 Have you ever suggested measures to

and efficiency in your Section's activities?
achieve

Document TYPes University's Act Ordinances Statutes Regulations

o/o Awareness <5|Yo 50-75% >75Yo <500 50-75% >750h <50o/o 50-75% >7 5Yo <500h 50-15% >7 50

Pl.Tick ,r t/

Document Types Obligations of
Public authorities

Exemptions/Grounds
for Rejections

Central/State
Commissions

Making Reports for
RTIs

o% Awareness <500 50-75% >7 5o/o <500h 50-7 5o/o >7 5o/o <500h 50-'7 50/o >7 50 <5UYo 50-75% >7 5Yo

Pl.Tick \/ \/

Page 3 of 5
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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-l 0O%) Mostly (90-95%) 8s-90% Less than 85%

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

6. Grievances Handling

6.1 Does your Section receive grievances/complaints from S tafflStudents? (Pl. Tick)

6.2 What is the time limit to
since receipt of the Grievance/

handle such grievances/complaints? (State in No. of working Days
complaint)

Time for G or C On Administration On Teachers On Students
From Staff €lL vsrztc
From Students

6'3 Was there any appeal to your higher officials against the decision of your Superior in respect of
grievances handling?

6'4 Does your Superior frequently convene meetings in your Section to receive suggestions for
improvement?

Suggestions Sought Weekly Monthly Annually
From Staff \./l
From Students

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

7'lHow often you have placed Institutional interests above personal interests at critical times for
both!

Range >75Yo 5r-7s% 26-50% >250

7.2How much you have enhanced IT

On Administration On Teachers On Students On functionaries
From Staff
From Students

--2

Appeal to Higher
Officials by

On Administration On Teachers On Students On Specific Personalities

staff
-Students

Range >5}Yo 4t-50% 3t-40% <300h

Page 4 of 5
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7.3 How much you have enhanced their Overall capability since last NAAC accreditation to this

time?

Range >40Yo 3t-40% 2r-30% 20%

Specific Remarks:

W4&Z &dat), &-".",^el €-czro^Jd $. +err- .r"^l"-d\q (*-*1
btb Garl-.n \t..--|irn^a &o^/rm- a

Date:
L-[.t-0. L. /-:
Signature of the EmPloYee

Internal Audit:

tr"Ugr\sl *rA;+,, ots{ ^^ei

ry.le\L-eS

Place:

R
c€ll (lQACl

VII(RAMA SIIUHAPURI UilTVERIiITY
NELLORE.524324.

External Audit:

yw

1,1^

Registrar

REGISTRAR
VIKRAMA SIMHAPURI UNIVERSIIT,

NELLORE-524320..r

-€)?
IOiilT REGISTRAR -.

sil ftI illrEiiim n u N Ir"EB s lw
TIRUPATI
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VIKRAMASIMHAPURIUNIVERSITY'
NELLORE, ANDHRA PRADESH - s24324

fic*ai."d *itt' NAAc'A' Grade cGPA 3'23)

,AdministrativeAuditofRegulal.AdministrativeStaffonly
(Library a"*i"tu.i7i**inngin'c'TnBLXi:T#iI'"["a""t/senior 

Asst/ Junior Asst)

The administrative audit is to ensure et-fective performing of specific functions/responsibilities by

administrative staff carried out with a tbcus on involvement to achieve the goal and purpose of the

university. The audit incrudes incurring of exper-rditr-rre with cost efliciency and effectiveness and

discharging duties in compliance with appricabie raws and regurations in force from time- to- time'

l. Personal Data

Note: Most q

No. of Drafl
Notes to Process

No. of Staff to
lnvolved in work-

flow

7i, of works to
be done as Per

uestions 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

Very Good

2.2 Targets/Time limits fixed for 1' our Section's activittes

Modepalli JaYasiru ha
1.1 Name of the Employee

Junior Assistant
1.2 Designation

1.3 Educational Qualification
Year

VC Peshi2023-24

Sections

B.'Iech (CStl). Account Test PaPer 08

earsYstratiotl (admini1n4 Experience
CR'l'lS,tionsExaminaIds likeleFand

Section,
(Upto 3

Admission, Finance, etc'

diff. experience areas)

1.5 Date ofjoining

20002002

03.06.2014, Junior Assistant,

ula

2007

V. S. UniversitY, Nellore

1 .6 Date of Retirement

Year
SSClntermedB.Tech

Qualitication
1.7 Qualifications

Addl. ResPonsibilitYSlackness HandledProgress

Periodic Review
Time

Frame done
Proactive Job

allocation

Assigned duties as PA to

Vice-Chancellor10 Years

Junior Assistant

Examinations /
Finance / VC

Office

Arrangement for
Staff on leaveNo. of Files to

be clear dailY
90%031010

Page 1 of 5
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2.3 Assistance to Section Head in evolving Policies for your Section most imPortant two)(Pl. Tick,

2.4 General FlexibilitY to Excel exist

2.5 by your SuPerior

2.6 Motivation to

2J M.thod of Reporting o f the activities carried out in Your Section

3. Office Admlnistration Worh:

3.1 Do draft the corresPondenc ei circulars/notes etc. Yoursel f or take the helP of your superiors?

3.2 What is the of filing done in Your Section?
ial frles as VC/Re Seeks

Yes

3.3 Are inward and Outward TaP al Registers n"raintained in Section? (Check the Right

3.4 State the normal time taken to d se a fileiPaPer

Explanatot'1 Irirst-time/ [rresh

content

3.5 How many of leave were av ailed by You in the last 12 months?

Ye

S

3.6 Do You

Stress on ConfidentialitY
Maintenance

Inward-Outward
Re

Daily
Basis

DirectlY to the

Head
Through ProPer

Channel NoBy the daY itselfYesYesYesYes

Build Team S
Exchange Pleasantrieslevel task allocation

Word of YesYesYesYes

Prot'essional S
Persuasive mode

Oral/W ritten InstructronsalksTaskTwithStarts YesYesYes
Yes

Develop Draft PolicY
Serve as a Resource PersonCite InstancesProvide Ideas Yes

YesYes

oneselfS,leExam byp
One-time ErrorsFbeto'reedomF Yes

Yes
Yes

Entrust the Task to

subordinatesorsS

Seek HelP fromEquip you with
L] les

AttemPt
Fresh

Refer Past

Draft YesYesYesYesYes

Confidential frli
Yes

Date-wise filinE3

Yes Yes

OutwardInwardStatus Yes
YesMaintained

Not Maintained

Ror"rtine

Letters/Files

Replies to

Governments

Grievance
Letters

1 to 2 daYs 2d S 2 days 1 to 2 daYs

1

AN Permission of
1Hr.Duty

leaveCasual Leave
FN Permission of

1Hr.
Earned
Leave

MaternitY/
Medical
Leave

20

24

No. of Holida worked in the last oue
24Subordinate -1

No. of Ho arworked in the last oue
24Subordinate -2

No. of worked in the last one
your Subordinate -3the last one Year bY

No. of HolidaYs worked in

Page 2 of 5

work on holidays/ofT the office hours?

.SMART'

--tuti*Mu* Time for
ComPletion

Topic-wise rylg-



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

3.8 Do You follow the "Five S" (Sort, Set in Order, Shine, S tandardize, and Sustain) sYstem tn

of machines/ consumables etc'?

3.9 How many subordinates work under

4. Financial Matters: tick whereve r boxes are given)

5. Legal Matters
Statutes. Ordinances and regulations?

5.1 Extent ofYour awareness of the UniversitY's Act,

5.2 Are You conversant wrth the basic Provistons of Right to Information Act,2005?

5.3 Are you dealing with legal suits f,rled by or against the University?

OtherDST/CSIR, etc.APSCHEAP GovtUGC/MHRDTo Whom Meant 1 day1 day1d1 dayRoutine 2-3 d S2-3 daYs2-3 d S2-3 daYsS

Days
Taken

SustainStandardizeShineSet in OrderSort Yesof
YesMachines/

Yes

Yes

Yes

Yes

Yes

Yes

Yes

Yes
Consumab

Junior AssistantsOffice subordinatesTemp. Staff
Subordinate TYPe

000201Nos. 02

Tick
Here

Tick
HereAlternative

Issues
NoVYes?Sectionfor' yourbudgetanyDoI4 prepareyou PartFullor spent?vpartiallspentfullyallocations24 Are budgetarY

More than
Month

Less than a

Month
from Staff/Students

bills receivedto process the
4.3 Time taken by your Section

NovYes

other Sections?

by you and sent tobills processed
4.4 Do You fo llow- uP the

NovYes

bill processing?

Sofification proceduresimplever suggestedHave54 you

hieveactoresffICASLIever suggestedHave you.64
s?tteactlSSection1n yourefficiencYand

Regulations
UniversitY's ActDocut.uent TYPes 15%15%0%75%>150h

15%
7n Awareness vv

0-15%

Statutes

v

Ordinances
0-15%0%.7 

5'),,t,

Pl.Tick

Making RePorts for
RTIs

Central/State
Commissionsfor Reiections

ExemObligations of
Public authorities 5%

Document
Types 15%15%-15%1s%75%0%75%'75%0% voZ Awareness

Pl.Tick

Page 3 of 5
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Less than 85 %85-90%90-95%Mostl5-100%Almost00%1SAlwaY
v

5.4 Do you take legal notices/Court judgrnents etc immediately to the notice of your Supenor

Officers? (Please Tick)

5.5 Have You ever filed anY legal suit tbr or against the UniversitY? (Tick if done)

6. Grievances Handling

6.1 Does Your Section recelve complaints from Staff/ Students? (Pl' Tick)

6.2 What isthetimelimittohandlesuchgrievances/complaints?(StateinNo
of working DaYs

since receiPt of the Grievance/ complaint)

6'3Wastlrereanyappealtoyot-tt.lrigherofficialsagainsttlredecisiorrofyourS

uperior in resPect of

handling?

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

7 General Attitude/ Aptitudc / Aptitude for (IT) Enhancemcnt

lHow often you have praced r.stit,ti.ral interests at'rove perso,irr ir-rterests at critical times for

1

1

both!

.2 How much You have enhanced IT capabilitY NAAC accreditation

rSvet1l ityUtheled Against
niversrUtheorFedF

OnS
v

On StudentsOn Teachers

v
On Administratiott

From staff v
V

V
From Students

PersonalitiesSStr.rdentsn TeachersAdministrationCOIGforinreT Within 1or 2 daYs

From Staff Within 1or 2 daYs

From Students

On SPecific Personalities

Appeal to Higher

Ofticials bY

On StudentsOn TeachersOn Administratiort

StatT

Students

AnnuallYMorrthlWeekl
S

vFrom Staff
vFrom Students

>250h26-50%51-15%>750hRange

s 0%J

>500h

Page 4 of 5

41-50%

since last

3l-400

to this time?



7.3 How much you have enhanced their overa, capability since last NAAG accreditation to this

time?

Range >400h v 31-40% 21-30% <200h

growth.

\- Date:

S
Place: Nellore

lnternal Audit:

rd.^--\dfd. fi[

Specific Remarks:

It has been a preasure to work with the suppoft of the university authorities, and I am deeply

gratefur 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 pafi of the University'

allowing me to apply my skills a,d eftbrts for the benel'rt ofithe University and my own personal

Sl* sl"rf <^ot'-c-r-Q-r,t-qJ. ; ,.di-feh {oo

tfu +irri d- Vicr-cl",or.ultrdl H+fl*
rSo .flf,l

r^ hu

orv e-t++V
c-v{4}s T

Arl^f"A l$
c"*tn{+\r-

hir u

(lQnc)
VIIGAI,IASIMHAPUR| UNIVERS]TY

NELLORE.524324,

External Audit:

Registrar

REGISTRAP \*
VIKRAMA SIMHAPURI U NNER9TY

NELLORE.52432U

,m,srRAR
SRI I'EN IqTESWARA U N IVERS l T
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p,s

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

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

During 2o.23-24

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

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

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

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 - I & Part - II, PGDCA,
PGDPR, PCDIR&PM, B.Li.Sc, Typewriting U1g!9!

1.4 Experience in administration (Years

and Fields like Examinations, RTIs, VC
Section, Admission, Finance, etc.

(Upto 3 diff. experience areas)

Year Sections

2023-24 VC Peshi

1.5 Date ofjoining

1.6 Date of Retirement 03.06.2014, Junior Assistant, V. S. University, Nellore

(Regular)

L7 Qualifications

Year 2012 2008 2005 2003

Qualification
M.A.

(English)
B.Sc., lntermediate SSC

Proactive Job
allocation

Time
Frame done

Progress
Periodic Review

Slackness Handled Addl. Responsibility

Junior Assistant
VC Office

10 Years Very Good
Assigned duties as PA to

Vice-Chancellor

No. of Files to
be clear daily

No. of Draft
Notes to process

& expedite

No. of Staff to
Involved in work-

flow

o% of works to
be done as per

plan

Arrangement for
Staff on leave

10 10 03 90%

Page 1 of 5



Word of A levelHigh task allocation Pleasantries Build Team SlpiritYes Yes Yes Yes

S tarts with Task Talks Oral/W ritten Instructions Persuasive mode Professional leYes
Yes Yes Yes

toFreedom be SMAR,T, One-time ErrorsF
S oneselfYes

Yes
Yes

Provide Ideas Cite Instances Serve as a Resource person cyPDraft oliYes

Yes

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

2.4 General Flexibility to Excel exist

2.5 Communication by your Superior

2.6 Motivation to

2.7 Method ofReporting of the activities carried out in your Section

3. Office Administration Work:
3.1 Do you draft the

s etc. yourselfor take the help ofyour superiors?

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

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

3.4 State the normal time taken to dispose a filel

3.5 How days ofleave were availed by you in the last 12 months?

3.6 Do you

Ye

Through Proper
Channel

Yes

Directly to the
Head

Yes

Daily
Basis

Yes Yes

Min-Max Time for
letion

By the day itself

Stress on Confidentiality
Maintenance

No

No. of Ho worked in the last one
24No. of

Subordinate - 1

worked in the last one
24

24

oN fo H lnworked the ast 0lte Subordinate 2ofN Hol workedidays theln olast ne year Sby your ubordinate J

Casual Leave Duty
leave

Maternity/
Medical
Leave

Earned
Leave

FN Permission of
1Hr.

AN Permission of
1Hr.

20

Routine
Letters/Files

Explanatory First-time/ Fresh
content

Replies to
Governments

Grievance
Letters1d 1to2d 2d 2 days Lto2da ys

Status Inward OutwardMaintained
Yes

YesNot Maintained

Refer Past
Draft

Attempt
Fresh

Equip you with
U

Entrust the Task to
subordinatesYes

Yes

Seek Help from

Yes Yes

wise fiT Date-wise fi Confidential files as V strar SeeksYes Yes Yes
Yes

Page 2 of 5

work on holidays/off the office hours?

Yes

Inward-Outward
Register

Yes



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
Taken

Routine 1 day 1 day 1 day 1 day

Special 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
u of machines/equipments/consumables etc.?

3.9 How many subordinates work under your superior?

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

5. Legal Matters
5.1 Extent of your awareness of the University's Act, Statutes, Ordinances and regulations?

5.2 Are you conversant with the basic provisions of Right to Information Act, 2005?

5.3 Are you dealing with legal suits filed by or against the University? Yes No(v)

Upkeep of Sort Set in Order Shine Standardize Sustain

Machines/ Equipments Yes Yes Yes Yes Yes

Yes Yes Yes Yes YesConsumables/Stationery

Subordinate Type Temp. Staff Office subordinates Junior Assistants

Nos. 02 01 02 00

Issues Alternative Tick
Here

Alternative Tick
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
from Staff/Students

Less than a

Month
V

More than a

Month

4.4Do you follow- up the bills processed by you and sent to
other Sections? Yes v No

4.5 Have you ever suggested simplification of procedures in
bill processing? Yes V No

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

Document Types University's Act Ordinances Statutes Regulations

%o Awareness <5jYo 50-7 5o/o >l5Yo <5j%o 50-75% >75Yo <500 50-750h >7504 <5jYo 50- ,15yo >15Yo

Pl.Tick v v v V

Document
Types

Obligations of
Public authorities

Exemptions/Grounds
for Rejections

Central/State
Commissions

Making Reports for
RTIs

oZ Awareness <5jYo 50-75% >7sy:o <5Uy:o 50-75% >750 <5lYo 50-75% >75Yo <500h 50-75% >75Yo

Pl.Tick v v V v

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 (95-1 00%) Mostly (90-95%) 8s-90% Less than 85%
V

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

6. Grievances Handling

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

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 Administration Teachers Students S Personalities
From Staff WithinLor2days
From Students Within 1or 2 days

6'3 Was there any appeal to your higher officials against the decision of yotr Superior in respect of
grievances handling?

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 V

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 >750 V st-75% 26-s0% >25Yo

7.2 How much you have enhanced IT capability since last NAAC accreditation to this time?
Range >50Yo 4t-50% 31-40% <30Yo

On Administration On Teachers On Students On Specific functionaries
From Staff v V V v
From Students v v

Appeal to Higher
Officials by

On Adr.ninistration On Teachers On Students On Specific Personalities

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

Range >40Yo v 31-40% 21-30% <20Yo

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 Signature of the Employee

InternalAudit: . A r

OwyJ.fi tto nrcil,Kq !"k -J **-:"rqhta!*e ^,^4,$, 
{tu "d Y

; U)-a6 *"T 
x^:tA "i#Y t\dt\A \d ry\c^r**I^^, tku+il tsU

VirL d.il.rdb( \4^:r ll,e ^\.o .*"iluh"A tt"u lfolq er"+A/^r'l-€A l"

"1^^h" ;^ ^ c,}4*-l.}I,..e unq-rn-r..r,r.r- o,*( c^s*d<il. k K" (J:tJaJEa.- $
hL ur"'-.<rsd6 q^{Xo"it3e^

RECTO\, DhiglfiSr
Assurance Cell(IQAC)

VKRATA SIII}I.APURI UNNERSITY
NELLORE.524324.

External Audit:

Efi,it?lf;i,f-uERsrTY

Registrar

VIKRAMA
NELLORE.524 320.

.*,ffiffi,,*
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VIKRAMA SIMHAPURI UNIVERSITY,
NELLORE, ANDHRA PRADESH - 5.24324
(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 2o23-24

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

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

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

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

1.1 Name of the Employee Gnno (uo\rrp l(rl-{o0-
1.2 Designation

lr 1nrl02. lD<,( t-<-rA".t-T

1.3 Educational Qualification A <. lfo,n,,E er;rn )
1.4 Experience in administration (Years and

Fields like Examinations, RTIs, VC
Section, Admission, Finance, etc.

(Upto 3 diff. experience areas)

Year Sections

2023-24
H.r.nnr, C- -.1'?n". <

1.5 Date ofjoining (1\ nA )-ntto
1.6 Date of Retirement ar. nK- )ntrf
1.7 Qualifications Year )0)q+o04 )-ooa )nnr

Qualification t\9t, .hu E9-

Proactive Job
allocation

Time
Frame done

Progress
Periodic Review

Slackness Handled Addl. Responsibility

6r
No. of Files to
be clear daily

No. of Draft
Notes to process

& expedite

No. of Staff to
Involved in work-
flow

oh of works to
be done as per
plan

Arrangement for
Staff on leave

ob o\ %'1.
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2.4 General Flexibilitv 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

2.6 Motivation ded to

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

3. Office Administration Work:

3.1 Do draft the correspondence/circulars/notes etc yourself or take the hel ofyour superiors?

3.2 What is the of filing done in your Section?

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

3.4 State the normal time taken to a file/paper

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

3.6 Do work on holidays/off the office hours?

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

Through Proper
Channel

Directly to the
Head

Daily
Basis

Inward-Outward
Register

Min-Max Time for
Completion

Stress on Confi dentiality
Maintenance

Refer Past
Draft

Attempt
Fresh

Equip you with
Updates

Seek Help from
Superiors

Entrust the Task to
subordinates

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

Status Inward Outward
Maintained
Not Maintained

Routine
Letters/Files

Explanatory
Reports

First-time/ Fresh
content Reports

Replies to
Governments

Grievance
Letters

Casual Leave Duty
leave

Maternity/
Medical
Leave

Earned
Leave

FN Permission of
lHr.

AN Permission of
1Hr.

l>- lo

No. of Holidays worked in the last one yeat o9
No. of Ho worked in the last one vear Subordinate -1

No. of Holi worked in the last one ur 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
Taken

Routine Ot ot A\ ol
Special o\ ol o\ O\

:-S Oo you follow the "Five S" (Sort, Set in Order. Shine, Standardize, and Sustain) system in

of machines/equipments/consumables etc.?

Upkeep of Sort Set in Order Shine Standardize Sustain

Machines/ Equipments

Consumables/Stati onery

3.9 How many subordinates work under your superior?

Subordinate Type Temp. Staff Office subordinates Junior Assistants

Nos. 6t

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

5. Legal Matters
5.1 Extent of your awareness of the University's Act, Statutes, Ordinances and regulations?

5.2 Are you conversant with the basic provisions of Right to Information Act, 2005?

5.3 Are you dealing with legal suits filed by or against the University? Yes

Issues Alternative Tick
Here

Alternative Tick
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

from Staff/Students

Less than a

Month
More than a

Month

4.4Do you follow- up the bills processed by you and sent to

other Sections?

Yes No

4.5 Have you ever suggested simplification of procedures in

bill processing?

Yes No

4.6 Have you ever suggested measures to achieve economy

and efficiency in your Section's activities?

Document Types University's Act Ordinances Statutes Regulations

oZ Awareness <5l%o 50-75% >7504 <5jYo 50-7s% >7 50 <500h 50-7s% >750h <500 50-75% >7 5o/o

Pl.Tick

Document Types Obligations of
Public authorities

Exemptions/Grounds
for Rejections

Central/State
Commissions

Making Reports for
RTIs

oZ Awareness <500h s0-75% >7 5Yo <5j%o 50-7s% >7 50h <500h 50-75% >7 s%o <5jYo 50-7 5o/o >7SYo

Pl.Tick
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5.4 Do you take legal notices/Court judgments etc. immediately to the notice of your Superior
Officers? (Please Tick)

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

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

Filed For the University Eiled Against the University

6. Grievances Handling

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

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?

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

Suggestions Sought Weekly Monthlv Annually
From Staff
From Students

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

7.lHow often you have placed Institutional interests above personal interests at critical times for
both!

Range >75Yo 5t-75% 26-50% >25Yo

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

On Administration On Teachers On Students On Specific functionaries
From Staff
From Students

Appeal to Higher
Officials by

On Administration On Teachers On Students On Specific Personalities

Staff
Students

Range >5)Yo 4t-50% 3r-40% a
J 0%
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7.3 How much you have enhanced their Overall capability since last NAAC accreditation to this
time?

Range >4j%o 31-40% 21-30% <2004

Specific Remarks:

Date: \,)--
Place: ,N[a[Or.- of the Employee

Internal Audit:

(rQAC)

ti.,- -*d,ff ; ^J.q, &.^LGgA+.a i- (^'t^*\:"" .^I (x.*rdv

$ \b\\\r, L*\r,-arMql,i { ^.1\ no q[i.]*t-c]iaal *tlr'+ k"
u^t*t r+[ d{." r^lh^" p1A^'<A Uu +.d.;1.} \a<*e,r *r.f "r^M 

)v
ks .r--filu }}n- ^*1-[ *G-r,.,t!- ol..-(.r,+J:^- 0r\ f*rry .

Vfi RAMA SIMHAPU FU UilTVERS.ITY
NELLORE.524324.

External Audit:

REGISTRAR
SRI I'EN KATEEWABA UN IVEES IW

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 2o.23-24

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

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

2.2 T ar gets/Time limits for your Section's activities

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

5 Gao,*lA*i1.1 Name of the Employee

.-1i r n\ otlxc.<1< l-o 
^ 
l-1.2 Designation

R"Sr ,
1.3 Educational Qualification

SectionsYear

f7t a^.ari,nn l-i rm C.at',.1 -' ) p tt't f^l Sn :
'"e

I2023-24

1.4 Experience in administration (Years and

Fields like Examinations, RTIs, VC
Section, Admission, Finance, etc.
(Upto 3 diff. experience areas)

61-06-2ota1.5 Date ofjoining

?^ - o6-2oG41.6 Date of Retirement

AooQ qfuorYear ) r*K
f3Sc fnfra SScQualification

1.7 Qualifications

Addl. ResponsibilityProgress
Periodic Review

Slackness HandledProactive Job
allocation

Time
Frame done

Orv *loh qd

No. of Files to
be clear daily

No. of Draft
Notes to process
& expedite

No. of Staff to
Involved in work-
flow

o/o of works to
be done as per
plan

Arrangement for
Staffon leave

o5' o3 ao"/. 7u,

Provide Ideas
-t

Cite Instances Serve as a Resource person Develop Draft Policy

\./
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Freedom to be'SMART' Forgiving One-time Errors Setting Examples by oneself

Ya je-* -/e)

2.4 General Flexibilitv to Excel exist

2.5 Communication by your Superior

2.6 Motivation ded to

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

3. Office Administration Work:

3.1 Do you draft the correspondence/circulars/notes etc. yourselfor take the hel ofyour superiors?

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

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

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

3.5 How many days of leave were led in the I

3.6 Do work on holidays/off the office hours?

Day Starts with Task Talks OraliWritten Instructions Persuasive mode Professional Style

Ycz az* Y 0,9

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

Yo-t YU aeA

'fhrough Proper
Channel

Directly to the
Head

Daily
Basis

Inward-Outward
Register

Min-Max Time for
Completion

Stress on Confidentiality
Maintenance

Yeg Yoo Vop Yu I *o z&'A

Refer Past
Draft

Attempt
Fresh

Equip you with
Updates

Seek Help from
Superiors

Entrust the Task to
subordinates

Yer Ye-g Ycx /eg bor--f'*u) lYu
Topic-wise filing Date-wise filing Confidential filing Special files as VC/Registrar Seeks

Ya Yez Yu Yar

Status Inward Outward
Maintained Va-g YeA
Not Maintained

Routine
Letters/Files

Explanatory
Reports

First-time/ Fresh
content Reports

Replies to
Govemments

Grievance
Letters

l, Dau 2-Z dla:# 2_ rb48

Casual Leave Duty
leave

Maternity/
Medical
Leave

Earned
Leave

FN Permission of
1Hr.

AN Permission of
1Hr.

I gdd4t

No. of Holidays worked in the last one year sddl\
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?

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

3.9 How many subordinates work under

oxes4. Financial Matters: (Pl. tick wherever b are given)

5. Legal Matters
5.1 Extent of your awareness of the University's Act, Statutes, Ordinances and regulations?

5.2 Are you conversant with the basic provisions of Right to Information Act, 2005?

5.3 Are you dealing with legal suits filed by or against the University? Yes *{

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

RoutineDays
Taken Special

Upkeep of Sort Set in Order Shine Standardize Sustain

Machines/ Equipments yu Ycl vu, ju YA
Consumables/Stationery \a.t Yc.) YLg ge-L , tOA

Junior AssistantsSubordinate Type Temp. Staff Office subordinates

Nos. ol

Issues Alternative Tick
Here

Alternative Tick
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
from Staff/Students

Less than a
Month

More than a

Month

4.4Do you follow- up the bills processed by you and sent to
other Sections?

Yes No

4.5 Have you ever suggested simplification of procedures in
bill processing?

Yes No

4.6 Have you ever suggested measures to achieve economy
and efficiency in your Section's activities? fe2

Document Types University's Act Ordinances Statutes Regulations
oZ Awareness <5l%o 50-75% >750h <5jy:o 50-7s% >7 5o/o <5jYo 50-7s% >750h <50o/o 50-75% >750

Pl.Tick

Document Types Obligations of
Public authorities

ExemptionslGrounds
for Rejections

Central/State
Commissions

Making Reports for
RTIs

o% Awareness <5jYo 50-75% >7 5o/o <507o 50-7 50 >7 5o/o <5jYo 50-7s% >7 5o/o <500 50-75% >7 50h

Pl.Tick
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5.4 Do you take legal notices/Court judgments etc. immediately to the notice of your Superior
Officers? (Please Tick)

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

Always (1-00%) Almost Always (95-1 00%) Mostly (90-95%) 85-90% Less than 85%
\/

Filed For the Universitv lf iled egainst the University

6. Grievances Handling

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

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

^tilFrom Students Jil

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

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

Suggestions Sought Weekly Monthlv4 Annually

From Staff
From Students

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

7.lHow often you have placed Institutional interests above personal interests at critical times for
both!

Range >75Yo s|-75% 26-50% >25Yo

7 .2 How much you have enhanced IT capability since last NAAC accreditation to this time?

Range >500 t/ 4t-50% 3t-40% <30Yo

On Administration On Teachers On Students On Specific functionaries
From Staff
From Students

Appeal to Higher
Officials by

On Administration On Teachers On Students On Specific Personalities

Staff NDI
Students *Jr1
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7.3 How much you have enhanced their Overall capability since last NAAC accreditation to this
time?

Range >400h V 31-40% 21-30% <2004

Specific Remarks:

'AlrAn;sl""b^
*" e*uAsna gou1' ww4"1

Place: N^o-l-ooro.

Internal Audit:

f*X+t( a,,ra A^rYqd 
,- 

V;h"r^a"- grnlvy wi, Univc*i
.-tk^nl,n6 

To ,

Date:

Vd a,,A arcn*tret * yU s,tppx-+ivc-

WX'i;T^ffi*s
7 LiA gr" ^3 rr/P*t *s mu-oh ati can'

-e1{
Signature df the Employee

Jp

and

+"
v

dl.$- ,r*\i^^"V *J,* sbsotvra\Ea^, ; lrL

f "^f,s;k* At"C-h, tl^.!r" jy.tlw-t
,o^ ru {.t!}:; d."

;

{d

*-ffi
{t, 4so t""r1"'"l"b

*Y fq^rS^!m+'L rtu fp-qn Qd6,r{'^tt0x,
-14^/ a.r

Y\\Al^\t-)z/

R
Assrrarrce Cell (IQAC:)

VII(RAIilA SMHAPURT UNIVERSITY

NELLORE.524324.

External Audit:

t.--

,,,ffi*,*
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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 2o23-24

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

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

2.27 lme limits for your Section's activities

2.3 Assi eto Head in evolving policies for your Section (Pl most important two)

1 .1 Name of the Employee A. rqenv LIzrrH ReLJukA
1.2 Designation fu.N I OR A gS\ ETANT
1.3 Educational Qualification l-\. Sc . l-g f o.-t*rlsfi )
1.4 Experience in administration (Years and
Fields like Examinations, RTIs, VC
Section, Admission, Finance, etc.
(Upto 3 diff. experience areas)

Year Sections

2023-24

1.5 Date ofjoining os \ue Izor+
1.6 Date of Retirement 30\ oB ll-o +8
1.7 Qualifications Year 20lt 2boi zoo6 eoo cp

Qualification H qc. [3.s"' 1-''hgv s. s.c.

Slackness Handled Addl. ResponsibilityProactive Job
allocation

Time
Frame done

Progress
Periodic Reviewe"fxffi*1 I ue^v ( ood

No. of Draft
Notes to process
& expedite

No. of Staff to
Involved in work-
flow

o/o of works to
be done as per
plan

Arrangement for
Staff on leave

No. of Files to
be clear daily

{o "/" YryA4 Nr( Lu+
*h --. Fm...J skr ol

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

Page 1 of 5
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2.4 General Flexibility to Excel exist

2.5 Communication by your Superior

2.6 Motivation to u.

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

3. Office Administration Work:

3.1 Do you draft the circulars/notes etc. yourselfor take the of

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

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

3.4 State the normal time taken to di a

3.5 How days of leave were by you in the months?

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

No. of Holidays worked in the last one year 3 Lrrt,c,
No. of Holidays worked in the last one year by your Subordinate -1

I

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

?

Freedom to be 'SMART' Forgiving One-time Errors Setting Examples by oneself

Vel YrS Yej

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

YE \u \o>

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

Ye+ Ye-t \L) "l e-l

Through Proper
Channel

Directly to the
Head

Daily
Basis

Inward-Outward
Register

Min-Max Time for
Completion

Stress on Confidentiality
Maintenance

Yel 'lu I ,.-\ 3 tn f J-,,r NO
t2

Refer Past

Draft
Attempt
Fresh

Equip you with
Updates

Seek Help from
Superiors

Entrust the Task to
subordinates

Yer, Y9 Y.r-g Y e+ ( so"^/- lt'"*J \u
Topic-wise filing Date-wise filing Confidential filing Special files as VC/Registrar Seeks

Yq \u \u "t D,

Status Inward Outward
Maintained Y e.r 9u
Not Maintained

Routine
Letters/Files

Explanatory
Reports

First-time/ Fresh
content Reports

Replies to
Governments

Grievance
Letters

\ A^?/4 ) tD i Jo.-n ) A^. *

Casual Leave Duty
leave

Maternity/
Medical
Leave

Earned
Leave

FN Perrnission of
1Hr.

AN Permission of
1Hr.

z0

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
Taken

Routine
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 .1a>
'{25 \e4 "tpl Yp"l

Consumables/Stationery Y'lr Va{ '{E -14 Yq

3.9 How many subordinates work under

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

5. Legal Matters
5.1 Extent of your awareness of the University's Act, Statutes, Ordinances and regulations?

5.2 Are you conversant with the basic provisions of Right to Information Act, 2005?

5.3 Are you dealing with legal suits filed by or against the University? Yes

Temp. Staff Office subordinates Junior AssistantsSubordinate Type

olNos

Issues Alternative Tick
Here

Alternative Tick
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
from Staff/Students

Less than a

Month
More than a

Month

4.4Do you follow- up the bills processed by you and sent to
other Sections?

Yes No

4.5 Have you ever suggested simplification of procedures in
bill processing?

Yes No

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

Document Types University's Act Ordinances Statutes Regulations
o% Awareness <50o/o 50-75% >7 5o/o <500h 50-75% >7sYo <5j%o 50-75% >7 50h <50Y0 50-75% >7s%o

Pl.Tick (

Document Types Obligations of
Public authorities

Exemptions/Grounds
for Rejections

Central/State
Commissions

Making Reports for
RTIs

o/o Awareness <5UYo 50-7 5Yr >7sYo <50o/o 50-7s% >750 <5l%o 50-75% >75Yo <500 50-75% >7 50

Pl.Tick
'/

{
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5.4 Do you take legal notices/Court judgments etc. immediately to the notice of your Superior
Officers? (Please Tick)

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

Always 00q%) Almost Always (95-1 00%) Mostly (90-95%) 8s-90% Less than 85%

,/

Filed For the University lniled against the University

6. Grievances Handling

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

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 x
From Students l^fth;, t n Lq<

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

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) Bnhancement

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

Range >75Yo sr-75% 26-50% >250A

7.2}Jlw much you have enhanced IT capability since last NAAC accreditation to this time?
Range >5jYo \/ 41-50% 31-40%

On Administration On Teachers On Students On Specific functionaries
From Staff \-/
From Students \,/

Appeal to Higher
Officials by

On Administration On Teachers On Students On Specific Personalities

Staff Nit
Students ruil

Page 4 of 5

<3OYo l'---



Range >400h 3t-40% 2t-30% <20%

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

Specific Remarks

A ) ,,"e,;3 kt ^"

& u' n[^arnr,. oqv

*? ?*.[{",t a,,.-L

vtt<*"rrr- So,-L-P,.,','

Cn^n , -l 0l"^^t<.t1

Date:

A s^*n h.f*
Signature of the Employee

t,..->o'r l^f^q

k^^,r#

q@) a-J a,utt^o;l;a a,Y\t r"4ll S%o**

IA A*5k'^7 skilb - i aYv\ 
u 

$..t;'V
+ L;"9r" ; .1 fi, tl^il- wu-'nl'z'/ ?n l'F"4

, a #,, i""'\ 
&lP*v ^' na rh ""7

f*

U 0

r
Place: flellrcn<.

Internal Audit:

Director, I

NELLORE.524324,

External Audit:

bu. lko-

.4[t{kiLL
v.

Registrar

REGISTRAR
VIKRAMA SIMHAPIJRI UNIVERSIIY

NELLORE.'2432O.

l^l

h__

,r,rfu,*
Page 5 of sTlRuPATl



et

VIKRAMA SIMHAPURI UNIVERSITY,
NELLORE, ANDHRA PRADESH - 5.243.24
(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 2o.23,-24

The administrative audit is to ensure effective performing of specif,rc 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

Note: Most questions below be answered by Tick

2. Job-Execution: Process and Functions

2.1 Allocation of Duties and Responsibilities

; Pl. do the same in the boxes given

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

2.3 Assistahce to Section Head in evolving policies for your Section (Pl. T

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

k<.kAmAueH I1.1 Name of the Employee

5v . A-\r, e\crn[1.2 Designation

i\Pa "o€
1.3 Educational Qualification

Year Sections

2023-24

t.+ pxperience in administration (YEar$ ind
Fields like Examinations, RTIs, VC
Section, Admission, Finance, etc.

(Upto 3 diff. experience areas)

n:<.oG. 20tu1.5 Date of.loining

so . o(" . 20 Sz+1.6 Date of Retirement

Year 3\o
T\p a r€(Qualification

1.7 Qualifications

Proactive Job
allocation

Time
Frame done

Progress
Periodic Review

Slackness Handled Addl. Responsibility

No. of Files to
be clear daily

No. of Draft
Notes to process
& expedite

No. of Staff to
Involved in work-
flow

oh of works to
be done as per
plan

Arrangement for
Staff on leave

oe) D3 6o'\'

Page 1 of 5

ick, most important two)

C'.' ^r'r.n r o c-,oz''tl. rd-)



2.4 General Flexibilitv 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

2.6 Motivation vided to

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

3. Office Administration Work:

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

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

3.3 Are inward and Outward Tapal Registers maintained in your Section? Check the

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

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

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

Cell)

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

Through Proper
Channel

Directly to the
Head

Daily
Basis

Inward-Outward
Register

Min-Max Time for
Completion

Stress on Confidentiality
Maintenance

Refer Past
Draft

Attempt
Fresh

Equip you with
Updates

Seek Help from
Superiors

Entrust the Task to
subordinates

Topic-wise filing Date-wise filing Confidential filing Seeksfiles as VC/Re

Status Inward Outward
Maintained
Not Maintained

Routine
Letters/Files

Explanatory
Reports

First-time/ Fresh
content Reports

Replies to
Governments

Grievance
Letters

D? ol)

Casual Leave Duty
leave

Maternity/
Medical
Leave

Earned
Leave

FN Permission of
lHr.

AN Permission of
1Hr.

No. of worked in the last one o
No. of s worked in the last one by your Subordinate -1

No. of Holida worked in the last one Subordinate -2
worked in the last one year by your Subordinate -3No. of Holidays

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
Taken

Routine ol g\ \ I

Special o\ ol I I

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

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

Consumables/Stationery t-

3.9 How many subordinates work under

4. Financial Matters: (Pl. tick wherever boxes are n

5. Legal Matters
5.1 Extent of your awareness of the University's Act, Statutes, Ordinances and regulations?

5.2 Are you conversant with the basic provisions of Right to Information Act, 2005?

5.3 Are you dealing with legal suits filed by or against the University? Yes

Subordinate Type Temp. Staff Office subordinates Junior Assistants

Nos. 0a o> ot[

Issues Alternative Tick
Here

Alternative Tick
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
from Staff/Students

Less than a

Month
More than a

Month

4.4Do you follow- up the bills processed by you and sent to
other Sections?

Yes No

4.5 Have you ever suggested simplification of procedures in
bill processing?

Yes No

4.6 Have you ever suggested measures to achieve economy
and effrciency in your Section's activities?

Document Types University's Act Ordinances Regulations
oZ Awareness <5004 50-'7 50/n >75Yo <5jYo 50-7 50A >75Yo <500h 50-7s% >7 50h <50o/o 50-75% >75Yo

Pl.Tick c

Document Types Obligations of
Public authorities

Exemptions/Grounds
for Rejections

Central/State
Commissions

Making Reports for
RTIs

o% Awareness <500 50-75% >75%;o <5j%o 50-75% >750 <500 s0-75% >75Yo <500 50-75% >7sYo

Pl.Tick

Page 3 of 5
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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 lniled egainst the University

6. Grievances Handling

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

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 r
From Students

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

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 >75Yo 51-75% 26-50% >250

7 .2 How much you have enhanced IT capability since last NAAC accreditation to this time?

Range >5j%o 4r-50% 3t-40% 130%

On Administration On Teachers On Students On Specific functionaries
From Staff
From Students

Appeal to Higher
Officials by

On Administration On Teachers On Students On Specific Personalities

Staff
Students

Page 4 of 5



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

Range >40Yo 3t-40% 
|

2r-30% <20Yo

Specific Remarks:

(N.,( U n iv {r'ir (:u/

advrrt'ntr\ra.,Jiue achvi f fu.F

cl u l're I i.n 
^dA 

i hirrn frg

Pr,ru io"1 ASrr.S.la-*r!},lc 6.t+va (r p

L.."tp6rt.

Date:

Place: Net(orz

Internal Audit:

d{t ar'^B\tf

h th.

e-ovlu}llt'qtr n

n4 {t, B[.ff

Ar0

*r'\ s.,--l

V.Vc^r,-.r,1, fL:-
Signature of the Employee

{l<r fi-u+*--hlY
dl, il;"rl^E*

\Ks.

J ( Sr-r-r ^ J.. olh'h" \'[^ (L"
lf

OR
Intcrnal Assurarrce Cell(IQAC)

I/I(RATIA SMiHAPURI UNIVERSITY
NELLORE.524324,

External Audit:

Registrar

REGISTRAR
VIKRAMA SIMHAPURI UNIVERSITY

NELLORE.s24 320.

-6)

,mrcrsrRAR
SRI VENI(ATEEWARA Uil IVERSITY

Page 5 of 5
TIRUPATI
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VIKRAMA SIMHAPURI UNIVERSITY,
NELLORE, ANDHRA PRADESH - 5.243.24
(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

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

2. Job-Execution: Process and Functions

2.1 Allocation of Duties and Responsibilities

the boxes given.

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

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

1.1 Name of the Employee ?r er/a {-\a., CJ^or*"^J.r:.** ox i
1.2 Designation luuvrtoY -A,11k(o.^f
1 .3 Educational Qualification t^cA

Year Sections

Er'f.."t ,

1.4 Experience in administration (Years and
Fields like Examinations, RTIs, VC
Section, Admission, Finance, etc.
(Upto 3 diff. experience areas)

2023-24

1.5 Date ofjoining o+.06,9o1+
1.6 Date of Retirement 3\, 03. &o5l

Year &o 1o foo* etcD4- ?ooq1.7 Qualifications

Qualification f.^( A 3.k. (utcrnld sSc

Proactive Job
allocation

Time
Frame done

Progress
Periodic Re;uiew

Slackness Handled Addl. Responsibility

o, 6i"o{ -fcr-\<q

No. of Files to
be clear daily

No. of Draft
Notes to process
& expedite

No. of Staff to
Involved in work-
flow

Yo of works to
be done as per
plan

Arrangement for
Staff on leave

a{ D5- a2- 15"t Yq

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

\-/

Page 1 of 5

90
t

/./-tG,\

fr#J
#'3*Erqr

?



Freedom to be 'SMART' Forgiving One-time Errors Setting Examples by oneself

V* 'l%\ UQA

2.4 General Flexibility to Excel exist

2.5 Communication by your Superior

2.6 Motiva to

2.7 Reporting of the activities carried out in your

3. Office Administration Work:

3.1 Do you draft the circulars/notes etc. or take the of your ors?

3.2 is the done your Section?

3.3 Are ward and Outward apal Registers maintained in your S ? (Check the Right Cell)

3.4 State the normal time taken to afi

3.5 How days of leave were led l11 36 months?

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

No. of Holidays worked in the last one year L )an
No. of Holidays worked in the last one year by your Subordinate -1 0

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

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

Y% Y% Y?A

Exchange Pleasantries Build Team SpiritWord of Appreciation High level task allocation

\eA \ieA vr ,f*

Through Proper
Channel

Directly to the
Head

Daily
Basis

Inward-Outward
Register

Min-Max Time for
Completion

Stress on Confidentiality
Maintenance

V(r-( \13 Y(6 , -3&ru( No
l/ 0

Refer Past

Draft
Attempt
Fresh

Equip you with
Updates

Seek Help from
Superiors

Entrust the Task to
subordinates

YeB ve9 \i e,8 \i e,9 tle2

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

\e* \jeB V9S
'l \,n€ed

Status Inward Outward

Maintained \t u, v(R
Not Maintained I I

Routine
Letters/Files

Explanatory
content
First-time/ Fresh Replies to

Governments
Grievance
Letters

L

Casual Leave Duty
leave

Matemity/
Medical
Leave

Earned
Leave

FN Permission of
1Hr.

AN Permission of
lHr.

5 3
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3.7 What is the time limit your section takes to respond to the Government Communications?

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

3.9 How man subordinates work under your superior?

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

5. Legal Matters
5.1 Extent of your awareness of the University's Act, Statutes, Ordinances and regulations?

5.2 Are you conversant with the basic provisions of Right to Information Act, 2005?

5.3 Are you dealing with legal suits filed by or against the University? Yes

To Whom Meant UGC/MHRD AP Govt APSCHE DST/CSIR, etc. Qther (Pl. specify)
Days
Taken

Routine v ,lnrlr I Jo{r
Special ,-0 ()

Upkeep of Sort Set in Order Shine Standardize Sustain
Machines/ Equipments \eb VEA ve8 Y% \?$
Consumables/Stationery Veq-

I

tL5^ VeA Vex veA

Subordinate Type Temp. Staff Office subordinates Junior Assistants

Nos

Issues Alternative Tick
Here

Alternative Tick
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
from Staff/Students

Less than a

Month
More than a
Month

4.4 Do you follow- up the bills processed by you and sent to
other Sections?

Yes No

4.5 Have you ever suggested simplification of procedures in
bill processing?

Yes No

4.6 Have you ever suggested measures to achieve economy
and efficiency in your Section's activities? \r

Document Types University's Act Ordinances Statutes Regulations
o/o Awareness <5jy6 5o-7s%l>7s% <5j%o 50-75% >75Yo <5jYo s0-75% >7 50 <5j%o 50-75% >750

Pl.Tick 4 \./

Document Types Obligations of
Public authorities

Exemptions/Grounds
for Rejections

Central/State
Commissions

Making Reports for
RTIs

oZ Awareness <5UYo 50-75% >750h <5lYo s0-75% >7 50 <5jYo 50-75% >7 5Yo <500/o 50-75% >7 5o/o

Page 3 of 5
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5.4 Do you take legal notices/Court judgments etc. immediately to the notice of your Superior

Offlcers? (Please Tick)

Always (100%) Almost Always (95- 1 00%) Mostly (90-95%) 8s-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 [it"a nguintt the University

6. Grievances Handling

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

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

since receipt of the Grievance/complaint)

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

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 >750 st-75% 26-50% >25Yo

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

Range >5jYo 4t-50% 3t-40% <30%

On Administration On Teachers On Students On Specific functionaries

From Staff
From Students

On Specific PersonalitiesOn Teachers On StudentsTime for G or C On Administration

I Aail-From Staff
r l,rroFrom Students

Appeal to Higher
Officials by

On Administration On Teachers On Students On Specifi c Personalities

staff lJl 1

Students 1xl r

Page 4 of 5



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

Range >400A 3t-40% 21-30% 20%

Specific Remarks

rcnovrt'toria
o*t"xiti2s 4 {-0.

ovq\ o.U. cT^ti a nA

u\(ve\9,^+{

.,^J t*apf

d,-^-

l.o.rq t*e."a

-to *[,cr *a

y'rt +t,
{t*

{i.,'ce- -ho -\it'^e + +e*- L,e-rt claltLl.ks.

Date:

Place: Signature of the Employee

VIKRAMA SIM}IAPURI UNIVERSTTY

NELLORE.524324.

External Audit:

&
- JOINT REGISTRAR
SNI VENTATEIWAHA UN IVERS IW

. -TIRUPATIPage 5 oT 5
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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 2o23-24

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

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

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

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

1.1 Name of the Employee

1.2 Designation S^r4AiS. A\\'qAKAr\h
1.3 Educational Qualification fsrl" A
1.4 Experience in administration (Years and
Fields like Examinations, RTIs, VC
Section, Admission, Finance, etc.
(Upto 3 diff. experience areas)

Year Sections

2023-24
TgAC

1.5 Date ofjoining 01*en- >o\\
1.6 Date of Retirement 30-0,6 -20\3
1.7 Qualifications Year )otl 2ooB^ t91 r t7 ?f,

Qualification f.tS RK PDe =w_-

Proactive Job
allocation

Time
Frame done

Progress
Periodic Review

Slackness Handled Addl. Responsibility

2gE -{r.Arr,.-- 9-y*1 erF{ q"P4

No. of Files to
be clear daily

No. of Draft
Notes to process
& expedite

No. of Staff to
Involved in work-
flow

o/o of works to
be done as per
plan

Arrangement for
Staff on leave

o\ o\ o3 tsy Vcr,

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

Page 1 of 5
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Freedom to be 'SMART' Forgiving One-time Errors Setting Examples by oneself

Ya w l4
2.4 General Flexibility to Excel exist

2.5 Communication by your Superior

2.6 Motivation vided to

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

3. Office Administration Work:

3.1 Do draft the correspondence/circulars/notes etc. or take the ofyour superiors?

3.2 What is the system of fil done in Section?

3.3 Are lnward and Outward T maintained in your Section? (Check the Right Cell)

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

3.5 How da of leave availed by you in last 36 months?

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

No. of Holidays worked in the last one year to 8ru-{A
No. of Holidays worked in the last one year by your Subordinate -1

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

No. of Holidays worked in the last one year by your Subordinate -3

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

Yl Y"5 Y1 ,A*-

Exchange Pleasantries Build Team SpiritHigh level task allocationWord of Appreciation

'9Yq Yg

Through Proper
Channel

Directly to the
Head

Daily
Basis

Inward-Outward
Register

Min-Max Time for
Completion

Stress on Confi dentiality
Maintenance

H4 F Yq H ]-q Jdfi r\to

Attempt
Fresh

Equip you with
Updates

Seek Help from
Superiors

Entrust the Task to
subordinates

Refer Past

Draft

Yq Y9 \*Yd, \9
Date-wise filing Confidential filing Special files as VC/Registrar SeeksTopic-wise filing

Ytr ^ ira {tus-'.Y4 v9

Inward OutwardStatus

\0(Maintained Y4t
Not Maintained

Explanatory
Repofts

First-time/ Fresh
content Reports

Replies to
Governments

Grievance
Letters

Routine
Letters/Files

I d4ry sdAaI t drY t{wt dA\,

Casual Leave Duty
leave

Maternity/
Medical
Leave

Earned
Leave

FN Permission of
1Hr.

AN Permission of
1Hr.

rJ3)-o 01
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To Whom Meant UGC/MHRD AP Govt. APSCHE DST/CSIR, etc Other (Pl. specify)
Days
Taken

Routine ?-dny, I d'1,,
Special

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

3.8 Do you follow the "Five S" (Sort, Set in Order, Shine, Standardize, and Sustain) system in
upkeep of s etc.?

3.9 How many subordinates work under your superior?

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

5. Legal Matters
5.1 Extent of your awareness of the University's Act, Statutes, Ordinances and regulations?

5.2 Are you conversant with the basic provisions of Right to Information Act, 2005?

5.3 Are you dealing with legal suits filed by or against the University? Yes

Upkeep of Sort Set in Order Shine Standardize Sustain
Machines/ Equipments Y+ Yc)- 7a Yq Ye
C onsumables/Stationerv {-t Yr) Y."b 't4 -l ea

Subordinate Type Temp. Staff Office subordinates Junior Assistants

Nos. -Et .+1

Issues Alternative Tick
Here

Alternative Tick
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
from Staff/Students

Less than a

Month
More than a

Month

4.4 Do you follow- up the bills processed by you and sent to
other Sections?

Yes No

4.5 Have you ever suggested simplification of procedures in
bill processing?

Yes No

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

Document Types University's Act Ordinances Statutes Regulations
oZ Awareness <500 50-75% >7 50 <500 s0-75% >7 s%o <500 s0-75% >750h <500h 50-75% >750h

Pl.Tick

Document Types Obligations of
Public authorities

Exemptions/Grounds
for Rejections

Central/State
Commissions

Making Reports for
RTIs

o% Awareness <500 50-75% >7 50h <5j%o 50-75% >7 sYo <5UYo 50-75% >75Yo <500h 50-75% >7 5Yo

Pl.Tick

Page 3 of 5
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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- 1 00%) Mostly (90-95%) 85-90% Less than 85oZ

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

Filed For the University fFitea against the University

6. Grievances Handling

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

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

since receipt of the Grievance/complaint)
On Administration On Teachers On Students On Specihc Personalities

From Staff 1 dAY

From Students r JrY

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

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.lHow often you have placed Institutional interests above personal interests at critical times for

both!

Range >75Yo 5t-75% 26-50% >25Yo

On Administration On Teachers On Students On Specific functionaries

From Staff
From Students

Appeal to Higher
Officials by

On Administration On Teachers On Students On Specific Personalities

staff rrtlu
Students Ni t-
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ty since last NAAC accreditation to this time?7 .2 How much you have enhanced IT
Range >5jYo 41-50% 3t-40% <30%

Time for G or C:



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

Range >400A 31-40% 21-30% <20Yo

Specific Remarks:
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VIKRAMA SIMHAPURI UNIVERSITY,
NELLORE, ANDHRA PRADESH _ :l,243,24
(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 20123,-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

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

2.2Targets/Time limi ts fixed for your Section's activities

2.3 Assistance to Section

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

1.1 Name of the Employee r ?Nv*
1.2 Designation

H.<r ( o vlANr C CHErtt
1.3 Educational Qualification

1.4 Experience in administration (Years and
Fields like Examinations, RTIs, VC
Section, Admission, Finance, etc.
(Upto 3 diff. experience areas)

Year Seidons

2023-24

1.5 Date ofjoining
f 3 - ll-zorq

1.6 Date of Retirement

1.7 Qualifications Year Lolk
Qualification IL{S C

Proactive Job
allocation-

Time
Frame done

Progress
Periodic Review

Slackness Handled Addl. Responsibility

No. of Files to
be clear daily

No. of Draft
Notes to process
& expedite

No. of Staff to
Involved in work-
flow

Yo of works to
be done as per
plan

Arrangement for
Staff on leave

Page 1 of 5

Head in evolving policies for your Section (pl. Tick, most important two)



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/Vtrten Instructi ons Persuasive mode Professional Style---7
2.6 Motivation ded to

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

3. Office Administration Work:

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

3.2 What is the of filing done in your Section?

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

3.4 State the normal time taken to a file/paper

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

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

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

Through Proper
Channel

Directly to the
Head

Daily
Basis

Inward-Outward
Register

Min-Max Time for
Completion

Stress on Confi dentiality
Maintenance

Entrust the Task to
subordinates

Seek Help from
Superiors

Attempt
Fresh

Equip you with
Updates

Refer Past

Draft

Special files as VC/Registrar SeeksDate-wise filing Confidential filingTopic-wise filing

OutwardInwardStatus

Maintained
Not Maintained

Replies to
Govemments

Grievance
Letters

Explanatory
Reports

First-time/ Fresh
content Reports

Routine
Letters/Files

Casual Leave Duty
leave

Maternity/
Medical
Leave

Earned
Leave

FN Permission of
1Hr.

AN Permission of
1Hr.

No. of Holidays worked in the last one year OU Anu^
No. of Holidays worked in the last one year by your Subordinate -1 L^!^(\ t,

No. of Holidays worked in the last one yeq !y Subordinate -2 Y

No. of Holidays worked in the last one year by your Subordinate -3

Page 2 of 5



3'7 What is the time limit your section takes to respond to the Govemment Communications?

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

3.9 How many subordinates work under your superior?

4. Financial Matters: . tick wherever boxes are iven)

5. Legal Matters
5.1 Extent of your awareness of the University's Act, Statutes, Ordinances and regulations?

5.2 Are you conversant with the basic provisions of Right to Information Act, 2005?

5.3 Are you dealing with legal suits filed by or against the university? yes

To Whom Meant UGC/MHRD AP Govt. APSCHE DST/CSIR, etc Other (Pl. specify)
Days
Taken

Routine

Special

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

Subordinate Type Temp. Staff Office subordinates Junior Assistants

Nos O'l-' ol ol

Issues Alternative Tick
Here

Alternative Tick
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

taken by your Section to process the bills received4.3 Time
from Staff/Students

Less than a

Month
More than a

Month

4.4Do you follow- up the bills processed by you and sent to
other Sections?

Yes No

4.5 Have you ever suggested simplification of procedures
bill processing?

Yes No

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

Document Types University's Act Ordinances Statutes Regulations
o% Awareness <500h 50-75% >75Yo <50%o 50-7 So/n >7 5o/o <5UYo 50-75% >7sy:o <5}Yo s0-75% >75Yo

Pl.Tick

Document Types Obligations of
Public authorities

Exemptions/Grounds
for Rejections

Central/State
Commissions

Making Reports for
RTIs

oZ Awareness <5j%o 50-15% >7 5'yo <5j%o 50-75% >7sYo <50o/o 50-75% >7sYo <500 50-75% >7sYo

Pl.Tick

Page 3 of 5



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

Officers? (Please Tick)

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

Always (100%) Almost Al (9s-100% Mostly (90-95%) 85-90% Less than 85%

Filed For the University lo' led Against the University

6. Grievances Handling

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

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?

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.lHow often you have placed Institutional interests above personal interests at critical times for

both!

Range >75Yo 5l-7s%o 26-5jYo >25Yo

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

On Administration On Teachers On Students On Specific functionaries

From Staff
From Students

Appeal to Higher
Officials by

On Administration On Teachers On Students On Specific Personalities

Staff
Students

Page 4 of 5

Range >5jYo 4r-50% 3t-40% <30Yo



7'3 How much you have enhanced their Overall capability since last NAAC accreditation to this
time?

Range >40Yo 31-40% 2t-30% <200A

Specific Remarks:
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YIKRAMA SIMHAPURI UNIVERSITY,
NELLORE, ANDHRA PRADESH _ 5,24g24
(Accredited with NAAC'A'Grade CGPA 3.23)

Administrative Audit of Regular Administrative Staff Only(Library Assistant/Asst Engineer/Asst Regiltrar/superintendent/SeniorasstT Junior Asst)
During 2O2g-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 efficien"f and effectiveness and
discharging duties in compliance with applicable laws and regulations in force from time- to- time.

1. Personal Data

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

2.2 T ar gets/Time limits fixed for your Section's activities

2.3 Assistance to Section H
Provide Ideas Cite Instances Serve as a Resource person Develop Draft Policy

1.1 Name ofthe Employee
0

1.2 Designation
n

1.3 Educational Qualification ,A
Year Sections

1.4 Experience
Fields like

in administration (Years and
Examinations, RTIs, VC

Section, Admission, Finance, etc.
(Upto 3 diff. experience areas)

2023-24

1.5 Date ofjoining
'2oG

1.6 Date of Retirement
$r >oSO

Year 2rc13 9a\ I )ootr z"qt
1.7 Qualifications

Qualification ,-.\, tr B.+ ?n{,,n SSa-

Proactive Job
allocation

Time
Frame done

Progress
Periodic Review

Slackness Handled Addl. Responsibility

St, A$..J'- o1-t're,u (.roed

No. of Files to
be clear daily

No. of Draft
Notes to process
& expedite

No. of Staff to
Involved in work-
flow

Yo of works to
be done as per
plan

Arrangement for
Staff on leave

6cr/;
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ead in evolving policies for your Section (Pl. Tick, most important two)

t
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Examples by oneself
F vmgFreedom to be 'SMART'

r-

2.4 General Flexibility to Excel exist

2.5 Communication by your Superior

2.6 Motivation to

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

3. Office Administration Work:

3.1 Do draft the corresPondence/ circulars/notes etc. Yourself or take the help of Your superiors?

).L is the system of filing done in your Section?

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

?--

3.3 Are inward and Outward Tapal maintained in ur Section? (Check the Cell)

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

3.5 How man days of leave were availed bY You in the last 36 months?

3.6 Do you work on ho off the office hours?

I

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

Yt' Y4 Y1E

Word of iation High Ievel task allocation Exchange Pleasantries Build Team Spirit

Through Proper
Channel

Directly to the
Head

Daily
Basis

Inward-Outward
Register

Min-Max Time for
Completion

Stress on ConfidentialitY
Maintenance

Yq T\O

Entrust the Task to

subordinates
Seek Help from
Superiors _

Equip you with
U

Attempt
Fresh

Refer Past

Draft

Y"l

OutwardInwardStatus

Maintained
Not Maintained

Routine
Letters/Files

Explanatory First-time/ Fresh

content RePorts

Replies to
Governments

Grievance
Letters

Casual Leave Duty
leave

Maternity/
Medical
Leave

Earned
Leave

FN Permission of
1Hr.

AN Permission of
1Hr.

Lo --

worked in the last oneNo. of ar

worked in the last one by ur Subordinate -1No. of Holida
s worked in the last one Subordinate -2No. of

No. of Holidays worked in the last one year by your Subordinate -3

Page 2 of 5

One-time Errors Setting
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To Whom Meant UGC/MHRD AP Gor.t. APSCHE T/CSIR, etc. Other (PlDays
Taken

Routine

Special

-

3'7 what is the time limit your section takes to respond to the Govemment communications?

3.8 Do you follow the "Five S" (Sort, Set in Order, Shine, S tandardize, and Sustain) system inof uipments/consumables etc. ?

3.9 How many subordinate s work under ur
Subordinate Type Temp. Staff Office subordinates Junior Assistants

Nos. \

4. Financial Matters: tick wherever boxes are given

5. Legal Matters N. +
5.1 Extent of your awareness of the University' s Act, Statutes, Ordinances and regulations? I

5.2 Are you conversant with the basic provisions of Ri t to Information Act. 2005?

5.3 Are you dealing with legal suits filed by or against the university?

t

gh

!
I
I
!
I
i

Sort Set in Order Shine Standardize SustainMachines/
Consumabl

Issues Alternative Tick
Here

Tick
Here4 1 Do you foranyprepare budget Secti ?on'vour Yes No

budgetary partial ly spent?24 Are al locations full t orv spen Full Parl
4.3 Time taken by
from Staff/Students

to process the bills receivedyour Section
onth

s than a than a
(.-\

4.4Do you follow- up the
other Sections?

s processed by you and sent tobill Yes o

4.5 Have you ever suggested
bill processing?

simplification of procedures Yes o

4.6 Have you
and efficiency

ever suggested measures to achieve
in your Section's activities?

Docunrent Types University's Act Ordinances Statutes Regulations
o% Awareness <500h s0-7s% >750h <5j%o 50-7s% >l 5Yo <5}Yo 50-75% >75Yo <500h s0-7s% >750h
Pl.Tick \a \r

Document Types Obligations of
Public authorities

Exemptions/Grounds
for Rejections

Central/State
Commissions

Making Reports
RTIs

o% Awareness <5j%o 50-7s% >75Yo <5j%o 50-7s% >71Yo <5jYo 50-75% >750h <5jYio 50-7s% >7sYo

Pl.Tick

Page 3 of 5

Yes No

Upkeep of



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

Officers? (Please Tick)

legal suit for or against the University? (Tick if done)

Less than 85%8s-90%Almost Al s(95-100%Always 100%
-*

-

t

5.5 Have You ever filed anY

6. Grievances Handling

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

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

gflevances handling?

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 Generat Attitude/ Aptitude / Aptitude for (IT) Enhancement

7.lHow often you have placed Institutional interests above personal interests at critical times for

both!

Range >75Yo 51-75% 26-50% >250

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

iled Against the UniversitY
Filed For the Uni

On'Administration On Teachers On Students On Specific functionaries

From Staff
From Students

Appeal to Higher
Officials

On Administration On Teachers On Students On Specific Personalities

Staff
Students

Page 4 of 5

Range >500h 41-50% 3t-40% s30%

Mostly (90-95%)

a



7'3 How much you have enhanced their overall capability since last NAAC accreditation to this
time?

Range >40Yo 31-40% 2t-30% 20%

Specific Remarks:

Date:

Place

NELLORE.52432,1
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