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VIKRAMA SIMHAPURI UNIVERSITY,
NELLORE, ANDHRA PRADESH - 524324

Administrative Audit of Regular Administrative Staff Only
(Library Assistant/Asst Engineer/Asst Registrar/Superintendent/Senior Asst/ Junior Asst)
During 2022-23

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

1. Personal Data

1.1 Name of the Employee

}\! s U-IV“\A.}::

Ky L A

1.2 Designation

P, .%c-{.:\ oo n

1.3 Educational Qualification

Pos+— Gy acluatd 67

1.4 Experience in administration (Years and Year Sections

Fields like Examinations, RTls, VC y : w__

Section, Admission, Finance, etc. 2022-23

(Upto 3 diff. experience areas)

1.5 Date of joining O3 —0b6- 20\

1.6 Date of Retirement Sy 2_5',—_!_ 2

1.7 Qualifications Year Sayp  |iogia T ..
Qualification H-é-bah.,.. M {F"'ﬁ! B.L- e

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 Alloeation of Duties and Responsibilities

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

EsrsiArat ) Jeond| o opd — P =1

2.2 Targets/Time limits fixed for your Section’s activities
No. of Files to| No. of Draft| No. of Staff to % of works to| Arrangement for
be clear daily | Notes to process | Involved in work- | be done as per | Staff on leave
& expedite flow plan
| O |o | qoY . Y e

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

Provide Ideps

Cite Instances

Serve as a Resource person

Develop Draft Policy

g

—

e —
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2.4 General Flexibility to Excel exist
[ Freedom to be *SMART” Forgiving One-time Errors Setting Examples by oneself |

[ \res Vel yes

!

2.5 Communication by your Superior
2;31_}:_&1&15 with Task Talks | Oral/Written Instructions | Persuasive mode | Professional Style
yes y €5 el
2.6 Motivation provided to you.
Word of Appreciation | High level task allocation | Exchange Pleasantries | Build Team Spirit
Yés 3 el b o] Yeh
2.7 Method of Reporting of the activities carried out in your Section

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

Yer — Ve | /e 2 das MO

3. Office Administration Work:

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

Refer Past Attempt Equip you with Seek Help from Entrust the Task to
Draft Fresh Updates Superiors subordinates
yes ye el yes Yt 5

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

Ves b - Y e Yes
3.3 Are inward and Outward Tapal Registers maintained in your Section? (Check the Right Cell)
Status [nward Outward
Maintained s Vet
Not Maintained - ——s
3.4 State the normal time taken to dispose a file/paper
Routine Explanatory First-time/ Fresh | Replies to Grievance
Letters/Files Reports content Reports Governments | Letters
| day | day e V-2 daye| 23 %
3,5 How many days of leave were availed by you in the last 36 months? * -
Casual Leave | Duty Maternity/ | Earned | FN Permission of AN Permission of
leave | Medical Leave | 1Hr. 1Hr.
Leave
20 — e - s

3.6 Do youWvork on holidays/off the office hours?
No. of Holidays worked in the last one year
No. of Holidays worked in the last one year by your Subordinate -1 o
No. of Holidays worked in the last one year by your Subordinate -2 ==
No. of Holidays worked in the last one year by your Subordinate -3
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3.7 What is the time limit your section takes to respond to the Government Communications?

To Whom Meant [UGC/MHRD AP Govt. |APSCHE  [DST/CSIR, ete. |[Other (PL. specity)

Days | Routine |2-3 clect | 1 cla~y lelay |3 4o 2 .,;q#
Taken | Special | ey | loboy | | day ) datay
3.8 Do you follow the “Five S” (Sort™Set in Ordet, Shine. Standdfdize, and Sustain) system in
upkeep of machines/equipments/consumables etc.?

Upkeep of Sort Set in Order Shine Standardize Sustain

Machines/ Equipments s Vex e v eg ek

Consumables/Stationery v e£ - \,r'fé Qe 5’5 S{ 23 9 £
3.9 How many subordinates work under your superior?

Subordinate Type Temp. Staff Office subordinates Junior Assistants

Nos. — el —

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

Alternative| Tick |Altermative Tick
Here Here

4.1 Do you prepare any budget for your Section? Yes v~ [No
4.2 Are budgetary allocations fully spent or partially spent? [Full Part

4.3 Time taken by your Section to process the bills received [Less than a
from Staff/Students Month

Issues

More than a
Month

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

v

—

other Sections? A
<

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

No

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

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

Document Types | University’s Act | Ordinances Statutes Regulations
% Awareness [<50%  [50-75% [>75% [<50% [50-75% [>75% [<50% [50-75% [75% [<50% [50-75% [75%
Il

P1.Tick v " o v

5.2 Are you conversant with the basic provisions of Right to Information Act. 20057

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

% Awareness [<30% [50-75% P75%[<50%  [50-75% pP75%<50% [50-73% [>75% [<50% |50-75% [75%

PL.Tick e “ v d

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

Always (100%) | Almost AIW"];S—(:QS—] 00%) | Mostly (90-95%) | 85-90% | Less than 85%
v == — —
5.5 Have you ever filed any legal suit for or against the University? (Tick if done)
[ Filed For the University [ —  [Filed Against the University [ ]

6. Grievances Handling

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

On Administration

(On Teachers

On Students

On Specific functionaries

From Staff

—

—_—

\.-‘/-

e

E—

—

From Students

6.2 What is the time limit to handle such grievances/complaints? (State in No. of working Days
since receipt of the Grievance/complaint)
Time for G or C: On Administration |On Teachers

From Staff
From Students

On Students

On Specific Personalities

—

-_—

a—

—

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

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

Staff o — - —_— —

Students p— — — —

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

Suggestions Sought | Weekly Monthly Annually
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

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

[575% | — [51-75% | v |2650% | —[>25% | —]

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

| Range [>40% | —[3140% | —[2130% | —[=20% |

Specific Remarks:

C loprsnte pr  Files kom Hpe o e
With Ahe. Letp oF Supreaiots

Date:
Place: A& FLe— - Signature of the Employee
Internal Audit:
Diregior, IQACA Registrar %
internal Quality Assurance Cell [LUAL REGISTR
SINHAPUR UNIVERSITY AR
N ELLORE - 524 324, VIKRAMA SIMHAPURI UNIVERSITY]
External Audit: NELLORE-524 320.

0s
Assistant Reﬂ‘::‘;; STY Assistant Registr
MANA UNI il
YOGI:;EDA” " 516005. YOG! VEMANA UNIVERSITY

KADAPA - 516005.

Page 50f 5



VIKRAMA SIMHAPURI UNIVERSITY,
NELLORE, ANDHRA PRADESH - 524324

Administrative Audit of Regular Administrative Staff Only
(Library Assistant/Asst Engineer/Asst Registrar/Superintendent/Senior Asst/ Junior Asst)
During 2022-23

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

1. Personal Data

1.1 Name of the Employee D . Radlosswma
1.2 Designation Levior  Pac aadk
1.3 Educational Qualification | M. zema
1.4 Experience in administration (Years and Year Sections
Fields like Examinations, RTIs, VC
Section, Admission, Finance, etc. 202223 | EYawinelioa Se. tiow
(Upto 3 diff. experience areas)
1.5 Date of joining o2 -0k~ 2014
1.6 Date of Retirement 2. 06~ 2026
1.7 Qualifications Year ra3 2
Qualification | . Cow

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

2. Job-Execution: Process and Functions

2.1 Allocation of Duties and Responsibilities

Proactive Job | Time Progress Slackness Handled | Addl. Responsibility
allocation Frame done | Periodic Review
.gm.;\'}.or PES ket 95 A\ e Q‘o&! e —

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

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

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

Provide Ideas

Cite Instances

Serve as a Resource person

Develop Draft Policy

-

A
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2.4 General Flexibility to Excel exist
 Freedom 10 be "SMART" Forgiving One-time Errors Setting Examples by oneself
\F”r ‘r,..--f

2.5 Communication by your Superior
Day Starts with Task Talks | Oral/Written Instructions | Persuasive mode | Professional Style
v v v
2.6 Motivation provided to you.
Word of Appreciation | High level task allocation | Exchange Pleasantries | Build Team Spirit
v W B e

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

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

v v

3. Office Administration Work:

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

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

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

T o
3.3 Are inward and Outward Tapal Registers maintained in your Section? (Check the Right Cell)
Status Inward QOutward
Maintained v W
Not Maintained
3.4 State the normal time taken to dispose a file/paper
Routine Explanatory First-time/ Fresh | Replies to Grievance
Letters/Files Reports content Reports Governments | Letters
0-5 4o Vbt |- 2 dayy -2 dayp (S daup| -
3.5 How many days of leave were availed by you in the last 36 months?
Casual Leave Duty Maternity/ | Earned | FN Permission of AN Permission of
leave | Medical Leave | 1Hr. 1Hr.
Leave
60 = = — 5 T

3.6 Do you work on holidays/off the office hours?
No. of Holidays worked in the last one year
No. of Holidays worked in the last one year by your Subordinate -1
No. of Holidays worked in the last one year by your Subordinate -2
No. of Holidays worked in the last one year by your Subordinate -3
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3.7 What is the time limit your section takes to respond to the Government Communications?

To Whom Meant [UGC/MHRD |AP Govt. JAPSCHE _ |DST/CSIR, etc. [Other (P1. specify)
Days | Routine | 2 douy) 2 deoun 2 douh — -
Taken | Special | 2 damh o 24 T

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

Upkeep of Sort Set in Order Shine Standardize Sustain
Machines/ Equipments v v L “ v
|_C«:mm.unal:wIcsfSli;lnja:uhc:ry v - v o —
3.9 How many subordinates work under your superior?
' Subordinate Type Temp. Staff Office subordinates Junior Assistants
Nos. 0 i —
4. Financial Matters: (Pl tick wherever boxes are given)
Issues Alternative| Tick |Alternative Tick
Here Here
4.1 Do you prepare any budget for your Section? Yes v [No
4.2 Are budgetary allocations fully spent or partially spent? |Full — |Part
4.3 Time taken by your Section to process the bills received |Less thana o More than a
from Staff/Students Month Month
4.4 Do you follow- up the bills processed by you and sent to |Yes No
other Sections? =
4.5 Have you ever suggested simplification of procedures in/Yes No
bill processing? "
4.6 Have you ever suggested measures to achieve economy| e
and efficiency in your Section’s activities?

5. Legal Matters

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

% Awareness [90%  |50-75% P75%<50% [50-75% pP75% [<50% 50-75% 75% <50% |50-75% P75%
PL.Tick v v v -
5.2 Are you conversant with the basic provisions of Right to Information Act, 20057

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

04 Awareness [<50% [50-75% P75%<50%  [50-75% PT75%[<50% [50-75% =75% <50% [50-75% [=75%
PL.Tick v~ v v v
5.3 Are you dealing with legal suits filed by or against the University? Yes No =
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5.4 Do you take legal notices/Court judgments etc. immediately to the notice of your Superior
Officers? (Please Tick) -
Always (100%) | Almost Always (95-100%) | Mostly (90-95%) | 85-90% | Less than 85%

-

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

6. Grievances Handling

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

On Administration | On Teachers | On Students | On Specific functionaries
From Stafl v

From Students i

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

Time for G or C: On Administration  |On Teachers |On Students  |On Specific Personalities
From Staff i -~ . =
From Students — e - -

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

{Appea] to Higher | On Administration | On Teachers | On Students | On Specific Personalities
Officials by
Staff e - =
Students — _ —

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

Suggestions Sought | Weekly Monthly Annually
From Staff L = o
From Students

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

7.1How often you have placed Institutional interests above personal interests at critical times for
both!
| Range [>75% | v s51-715% | J2650% | [=>25% -

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

lime?

| Range |>40% | [ 31-40%

[ [<20% | ]

Specific Remarks: uq;;ydu;g od rocirdrelion  In “MAJ \\Jﬂhul S
2 UTIVE A o& ‘iwq v Benk. wet JJ...L\ L _L—Jﬁu.bﬁ

S -

(78 Um.‘ivuw.'ﬁg SUTY [N TN p‘\‘N‘:-cle_ \oX( L'é .V
‘o s ETTATL PV Acvdk-ain u.\)-ilr""' D-h-a SAvers .

Date: 04 ~0% . y
Place: \w.ﬂ’u.

Internal Audit:

WLW

Director, IQAC
irsternal O J aura @ A
VIRAMA SINHAPURI UNIVERSITY
MELLORE - 524 324.
External Audit:

P Com Rady

Assistant Registrar
YOGI VEMANA UNIVERSITY
KADAPA - 516005.
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Signature of the Employee

VIKRAMA SINIHAPURI UNIVERSITY;
NELLORE-624 320.°

&

Assistant Registrar
YOGI VEMANA UNIVERSITY
KADAPA - 516005.
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VIKRAMA SIMHAPURI UNIVERSITY,
NELLORE, ANDHRA PRADESH - 524324

-,

¥

Administrative Audit of Regular Administrative Staff Only
(Library Assistant/Asst Engineer /Asst Registrar/Superintendent/Senior Asst/ Junior Asst)
During 2022-23

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

1. Personal Data

1.1 Name of the Employee M. . :Ax’ ANTHI
1.2 Designation ;5&_““ i Maar ks
> Edwoafional Quilhesten | . gan, Wil Piblic Adutiiatoutinn,
1.4 Experience in administration (Years and Year Sections
Fields like Examinations, RTIs, VC | Fxtaviredivn scdiva LB Ture -39
Section, Admission, Finance, etc. 2022-23 M%Mm
{Upto 3 diff. experience areas)
1.5 Date of joining 032- D& 28\
1.6 Date of Retirement 92 DY- WIS
1.7 Qualifications Year 2004 20066 o1
Qualification | -y B Cow Misn | DA PAks

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

2. Job-Execution: Process and Functions

2.1 Allocation of Duties and Responsibilities

Proactive Job | Time Progress Slackness Handled | Addl. Responsibility
allocation Frame done | Periodic Review
P ™ S | on = l%e

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

No. of Files to | No. of Drafi | No. of Staff to % of works to | Arrangement for
be clear daily | Notes to process | Involved in work- | be done as per | Staff on leave
& expedite flow plan
\D 03 o2 Aol Yed

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

-

.

—

vl
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2.4 General Flexibility to Excel exist

Freedom to be ‘SMART"®

Forgiving One-time Errors

Setting Examples by oneself

Wl

o

o

2.5 Communication by your Superior

Day Starts with Task Talks

Oral/Written Instructions

Persuasive mode

Professional Style

Z

e

e

o

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

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

Through Proper Directly tothe |Daily Inward-Outward [Min-Max Time for Stress on Confidentiality
Channel Head Basis Register Completion Maintenance
o P W g QA do R g N

3. Office Administration Work:

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

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

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

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

Maintained " A
Not Maintained _ —

3.4 State the normal time taken to dispose a file/paper
Routine Explanatory First-time/ Fresh | Replies to Grievance
Letters/Files Reports content Reports Governments | Letters

4. A ko 3 dens L 3 dlesas A Ao =

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

Casual Leave | Duty | Maternity/ | Earned | FN Permission of AN Permission of
leave | Medical | Leave | 1Hr. 1Hr.
Leave
S0 — - |0 Jed — J—

3.6 Do you work on holidays/off the office hours?
No. of Holidays worked in the last one year i T
No. of Holidays worked in the last one year by your Subordinate -1 ML
No. of Holidays worked in the last one year by your Subordinate -2 i
No. of Holidays worked in the last one year by your Subordinate -3 e
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3.7 What is the time limit your section takes to respond to the Government Communications?

To Whom Meant [UGC/MHRD |AP Govt. |APSCHE  [DST/CSIR, etc. |Other (P1. specify) |
Days | Routine | 2 g | Aoy | A Loy A Aesy e
Taken | Special | 3 fou o | A e A des —

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

Upkeep of Sort Set in Order Shine Standardize Sustain
Machines/ Equipments v e v s —
Consumables/Stationery o v - o --'/

3.9 How many subordinates work under your superior?
Subordinate Type Temp. Staff Office subordinates Junior Assistants
Nos. a8 A 2

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

Issues Alternative| Tick |Alternativel Tick

Here Here

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

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

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

from Staff/Students Month o~ [Month

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

other Sections? 4

4.5 Have you ever suggested simplification of procedures inYes No

bill processing? v

4.6 Have you ever suggested measures to achieve cconomy|

and efficiency in your Section’s activities? /

5. Legal Matters
5.1 Extent of your awareness of the University’s Act, Statutes, Ordinances and regulations?
Document Types | University’s Act Statutes
% Awareness [<50%  [50-75% [>75% <50% [50-75% <50% [50-75% [>75% [<50% [50-75%

5.2 Are you conversant with the basic provisions of Right to Information Act, 20057

Ordinances Regulations

>75% P75%

Document Obligations of Exemptions/Grounds| Central/State Making Reports
Types Public authorities | for Rejections Commissions for RTls
% Awareness [<30% [50-75% p75%[<50%  [50-75% P75%1<50% [50-75% 75% [<50% [50-75% F75%
P1.Tick o o W vl

- - . k] L] - v“’f
5.3 Are you dealing with legal suits filed by or against the University? Yes No

Page 3 of 5



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

_ﬁ:l'wa}'s (100%)

Almost Always (95-100%)

Mostly (90-95%)

85-90%

Less than 8§5%

.-

—

i

—

——

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

| Filed For the University

[ ==

[Filed Against the University

==

6. Grievances Handling

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

On Administration

On Teachers

On Students

On Specific functionaries

From Staff

—

—

-

From Students

—

e

—

—

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

since receipt of the Grievance/complaint)

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

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

grievances handling?
Appeal to Higher | On Administration | On Teachers | On Students | On Specific Personalities
Officials by
Staff — -— — -
Students = — = —

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

improvement?

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

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

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

both!

| Range

[>75% |~

| 51-75%

| — | 26-50%

| — [>25%

=

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

\ Range

| >50%

[ A T41-50% |

— | 31-40%

| — | <30%

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

time?

I Range I >40%

[ [31440% [~ [21-30%

| —[=<20% [—]

Specific Remarks:

Duan Uﬂﬂw;—% PR EPLIRYS o, -8 S, L Ny Cungaak?ut_ A

5 »
L\tﬁﬂ\b\l‘h {° kL8 ewmbed  Awsh g ?‘”A_ Suﬁéu‘h‘ﬂ"c& 40

TMRree-  poa u.:m"ﬂﬁ-'wé sEIN fer Swosdh -‘-’\“nvdg oo offvce wor:
L aw MWE \rua ’b-n“& © work wifh UNHWE% Avdbon tied -

Date:
Place:

Internal Audit:

Director, IQAC

mtemnal Quality Assurance Cell {QAL

VIRRAMA SINHAPURI UNTVERSITY
NELLORE - 524 324,

External Audit:

‘P‘ gl Ve £
Assistant Registra

YOGt VEMANA UNIVERSITY
KADAPA - 516005.

Page5of 5
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Signature of the Employee

Registrar
%

REGISTRAR '
VIKRAMA SIMHAPURI UNIVERSITY |
NELLORE-524 320.



Administrative Audit of Regular Administrative Staff Only

VIKRAMA SIMHAPURI UNIVERSITY,
NELLORE, ANDHRA PRADESH - 524324

Y

(Library Assistant/Asst Engineer /Asst Registrar/Superintendent/Senior Asst/ Junior Asst)
During 2022-23

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

1. Personal Data

1.1 Nan.w of .th{: Employee Amesd ‘; J \a’ﬂ.“?

1.2 Designation i I PP

1.3 Educational Qualification M A

1.4 Experience in administration (Years and Year Sections

Fields like Examinations, RTIs, VC M‘Mﬁmﬂime}]

Section, Admission. Finance, etc. 2022-23 len Scitum T

(Upto 3 diff. experience areas) D M y "y .

1.5 Date of joining i '

: 05+ 06: 20|k

1.6 Date lﬂf R-.i:tlmncnt 21051 204

1.7 Qualifications Yﬂarl | 3607 9.003; 1992 1995
Qualification | 4p Get) BA | =mley | sSc

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

2. Job-Execution: Process and Functions

2.1 Allocation of Duties and Responsibilities

Proactive Job | Time Progress Slackness Handled | Addl. Responsibility
allocation Frame done | Periodic Review
Jomios Semp | loyéas, (ced] ~ Takey
2.2 Targets/Time limits fixed for your Section’s activities
No. of Files to | No. of Draft| No. of Staff to % of works to | Arrangement for
be clear daily | Notes to process | Involved in work- | be done as per | Staff on leave
& expedite flow plan
9 2 1 90°]e yes,

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

Provide l1deas

Cite Instances

Serve as a Resource person

Develop Draft Policy

L

-

—_—
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2.4 General Flexibility to Excel exist

| Freedom to be "SMART" I'*‘nrgiviué, One-time Errors Setting Examples by oneself

—_

2.5 Communication by vour Superior

Day Starts with Task Talks | Oral/Written Instructions | Persuasive mode | Professional Style
2.6 Motivation provided to you.

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

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

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

yes — | Nen | Yex | dog Mo

3. Office Administration Work:

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

Refer Past Attempt Equip you with Seek Help from Entrust the Task to
Draft Fresh Updates Superiors subordinates
e ")"CJ‘:. \Jf e “}j e

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

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

el
3.3 Are inward and Gutwyrf:i}:l"apal Registers mamtamed in your Sectmn? (Check the Right Cell)
Status Inward Outward
Maintained Ve ks ve s
Not Maintained 4 '
3.4 State the normal time taken 1o dispose a file/paper
Routine Explanatory First-time/ Fresh | Replies to Grievance
Letters/Files Reports content Reports Governments | Letters
| doy — =

3.5 How thany days of leave were availed by you in the last 36 mcmlhs’?

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

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

No. of Holidays worked in the last one year

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

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

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

Pape 2 0f 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, ete. [Other (PI. specify)
Days | Routine ol — - Tduisn,
Taken | Special — m— r!?;\

3.8 Do you follow the “Five S {Soﬂ? 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 = 5 = E 3
Consumables/Stationery = = = = ml

3.9 How many subordinates work under your superior?

Subordinate Type Temp. Staff Office subordinates Junior Assis!ang/
Jonsoy Stema |
Nos. — -8 \

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

[ssues Alternative| Tick |Alternative Tick
Here Here

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

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

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

from Staff/Students Maonth - [Month

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

other Sections? v

4.5 Have you ever suggested simplification of procedures infYes No

bill processing? v

4.6 Have you ever suggested measures to achieve economy)

and efficiency in your Section’s activities? v

5. Legal Matters

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

9% Awareness [<50%  |50-75% [>75% [<50% [50-75% [=75%|<50% [50-75% >75% [<50% [50-75% [-75%
P1.Tick " g i

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

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

9% Awareness [<50% [50-75% PT75%[<50%  [50-75% [75% <50% [30-75% [=75% [<50% 50-75% [75%
P1.Tick

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

Always (100%) | Almost Always (95-100%) Mostly (90-95%) | 85-90% | Less than 85%
V"'—

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

6. Grievances Handling

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

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

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

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

From Students - - wiith 'm 'J-ela-wk
¥ =

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

Appeal to Higher | On Administration | On Teachers | On Students | On Specific Personalities
Officials by
Staff - & = il i 1
Students - ~ = au )
pid]

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 e

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

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

| Range [575% | "51-75% |  |2650% | [>25% ]

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

time?
| Range [>40% | [3140% | £"21-30% [ [<20% | |
Specific Remarks: '
Kawali, VSUTIVRASER

EmPloyers ard  EmPloyens, b VSO Coliege: - _
velleve  ane vevy Suffortine ound b0 clean o the aol:rm'ms*fsifm
oty Bovn Ehme Lo ime encowige &k W the Steger.

Date: }flajuuf A-\/a\uf

Place: ”ﬂ“m?_ Signature of d"'n:/l"i;;:hloyee

Internal Audit:

ensie (@

DiregigselOAG:

imternal Quality Assurance Cell (IQAL
VINRAMA SINHAPURI UNIVERSITY

NELLORE -524 374,
External Audit:

P Sires R

Assistant Registrar
YOGI VEMANA UNIVERSITY
KADAPA - 515005.
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VIKRAMA SIMHAPURI UNIVERSITY,
NELLORE, ANDHRA PRADESH - 524324

Administrative Audit of Regular Administrative Staff Only

(Library Assistant/Asst Enmneer/ Asst 12 cgisirar/Superintendent f Senior Asst/ Junior Asst)

During 2022-23

I'he administrative audit 15 10 cnsure cffective pertorming of specific functions/responsibilities by
administrative staff carried owt with a focus on involv ement 1o achieve the goal and purpose of the
university. The audit includes incurring of expenditure with cost efficiency and effectiveness and
discharging duties in compliance with applicable laws and regulations in force from time- to- time.

1. Personal Data

| .1 Name of the Emiplovee = o .
= [_ : = _53.-_ Mﬁf'xrnf'_- = o —t
].2 Jesignation

| e | TIr.alkens
1.3 Educational Qualification

_ e L Mese —
1.4 = xpulum.x. in administration (Years and . Year l Sections .
Fields  hike ‘ l-wnnmnmm. RTls. VC ‘ ’_Eamtmfnn ant o
Section. Admission, Finance. ete 2022-73 )
(Upto 3 difl. experience arcas | : |

' 1.5 Date of joining - B | - 06-n0lY
1.6 Date of Retnun:m

!____.__E N _26.-06-2.0U4D I
| ations Y

| 7 Qualific lnn cur | 1995 | 19g9 l o i 2007 |

rOuahhcauon 5ac 'fh}‘ﬂfuiik & A e
~ 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 l-{l. sponsibilines

| Proactive Job | Time | ' Progress Slackness Handled | Addl. Responsibility

allocation | Frame done | Periodic Review |

C‘anmb'ﬂﬂgﬂ._l_'-jﬁﬂ _ lnped - | Taken |
Iarbelsr]nm. limits fixed for yaur Section’s activities

No. of []rm] No. of Staff to | % of works 1o Arrangement  for
Notes 1o process | Involved in work- |hL‘ done as per | Staff on leave

I be clear daily
deexpedite ~ [flow | plan |

P Siledr 0o _ apf | Veg

2i3 gsmxﬁance to Section Head in evalving policies for your Section (PI. Tick, most important two)

l-"rmnh* Ideas | Cite Instances | Serve as a Resource person Develop Drafi Policy

I i A - v

f\o of Files to
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24 CGrenerul Flexibiliy to Exedl exist

| Preedom to be *SMART Forgiving One-time Errors Setting Lxamples by oneself |

I Ves Yes . . Yeg |

23 Communication by vour Superivr

Day Starts with Task Tulks Oral Wrinen Instructions | Persuasive mode ‘\ Professional Style
| i 1 B B
| Yes, Ves = e - ) . ‘

2 h Mnm.lluln n provided 1o you

= ST Y R TR T )
| Word uf Appreciatinn High level task allocation Exchange Pleasantries | Build Team Spirit
. i = .

L Yes yes s Yea |
2.7 Method of I{Lpurnm_? of the .um:nu carried om m your Section

i'hmuyh Proper [Directiy 1o Daily I ward-Chutward | \Im Max Time for Stress on Confidentiality
Channe| [Head IBasiy Rul" er  Completion Mamienance

| .?.cs_J - Yes | Ves J_ham! Vo

3. Office Administration Work:

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

| Refer Past ' Attempt Pguip you with Seeh Help from | Entrust the Task to
r[_?gr_.g_' Fresh | Updates Superniors subordinates
L Yes yes Yoo tooe Boes| Ve

Whar 15 Hw anwrn of .|Im- dum Iy Neetion?
) luph_ -wise [iling I Daie-wise Inlm; I ( urmdua!ml filing ' Hpt.'«.m.l files as VC/Registrar Secks

yes . Yes  yes

1.3 Are inward and Outward | sl Registers maimtained i \ Wir Hmtmn" ({ ‘heck the * Right Cell)
:____ Status —e m_ NS ~Inward o _' — Uulv.u.rd ) q
Maintained - | — Yee Yes
[ Not Maintained | = - _j

3.4 State the m-rmaJ time taken 10 dnpusr. a lile/paper
[ Routine | Explanatory Firsi-time/  Fresh | Replies to Grievance
Letters/Files | Reports | content Reports | Governments | Letters

| day -2k 2 days | 1-44113 tor - olay & (Wi ithi g oncw el
1 the Tast 36 months?

3.5 IIm\ mdny tLu-. ol I\_rl'h e were ivatled by yvou ir
| Casual Leave | Duty | Maternity/ | Famed | | FN Permission of AN Permission of
i leave Mediesl lLenve | [Hr. 1Hr.

: — : | Leave
98 | =1 - Sgesl  — [ =

1.6 Do vor work on hobdavs of T the office Howure? o
| No.ol i‘l-ll ditvs worked i the last I Yeur B - J[ e
| No u* Holidays worked i the fast ¢ year ba n!i|"'r£11‘-L:.=J|J‘i.ir.L g v
No. of llmuim:, worked in the last one veur by vour Subordinate -2 ) = =
‘No. of Holida tys worked in the last one vear by vour Subordinate -3 .
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3.7 What is the time imit vour seetion takes 1o respond 1o the Government Communications?

"To Whom Meant [UGC AMITRD AP Govi. APSCHE  [DSTICSIR. etc. [Other (P1. specify) |
| D’HH ‘ Rnulm.. - = o - o
e J = R
Tﬂkﬁ'ﬂ “:-Rr.-:.ml —_ | . ‘ e
38 Do you follow the “Five S *(Sort. Set in lh:.hr Shine, Standardize, and &usimn) system in
upkeep of machines equipments/'consumables ete
U_pk-.up of 0 ] Sort | Setn {Jnh. ] Shine ] Standardize | Sustain
Machines’ Fquipments | -
e St | des | Yeo | yes | yeg | yeg
L Lonsumables/Stationery | Yes Yes yes | Ves Ves
3.9 How many subordinates work under your superior?
. '-\uhnrdnuu;- I'yvpe Femp, Staft Office subordinates Junior Assistants
‘ Nos. - = % . | 1 i
4. Financial Matters: (P tick wherever boxes are given)
Issues Alternative] Tick Alternative Tick
I | Here Here
4.1 Do YOU prepare any budget for vour Section? Yes v |[No =
4.2 Are hudLemn uliuwlmm fully spent or immaily spert?  |Full v~ [Pan _
4 3 Time taken by vour Section 10 process the hills received fLess thn a More than a
from Stati'Students fMonth v~ [Month -
| 4.4 Do :.'U.Eﬁ'.lllr.mu u|_:n the bills processed by vou and sent 1o [Yes No
other Sections” v o
4.5 Have you ever suggested simplification of procedures i Yes No
hill processimg” v i
4.6 Have you ever «Lu_lru!ul measures to achicve u.onua: _5 _ ;
and Lnll‘..‘[L!'lL'ip n VOUD SCCton s activities”? 1)” \/; = vt
5. Legal Matters
5.1 Extent of your awareness of’ lhe University's Act, Statutes, Ordinances and regulations?
menenl'l"ypc& | lmnm-.:l'-, § Ml ] Ordinances Statutes Regulations
% Awareness jsm rin.-m “75%, fﬂnv.. ﬁn-"r'w t«?shfmaf. 75% P75% [£30% [50-75% [75%
A | l |
P] IILI\ \’/' = \,/| = : — Q'/- — — Vr — --'__.
5.2 Are mu umwrmnl with r}u h.,m; prnu«,nnh ol Ihght (o Information AcL 20057
| Document {?I*ill;__dTll!ll'-. of Lxemptions/Grounds Central/State ]. Making Reports
Types | Public authorities | for Rejections | Commissions for RTls
% Awarcness | 50% J50-75% ] -?i*-.._l-:suT_ S0-75% T*_ <500 [50-75% [-75% [<50% B50-75% B75%
e b————t—1 ~
P].T!Ek v" | = e - v = 1 &= | 'J — — 'V/ — —_—
5.3 Are you dealing with legal smis filed by or upainst the | niversity”? Yes feﬂ/
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rents ete, mmmediately W the notice of your Superior

54 a R ke | notiees L ol e
Officers? (Please Tick)
CAlways CL0%) | Almiost Always (95-100%) \!nr‘rh ('m =J~"..]| | 85-00%, J [ ess than 85%
- = || == — ‘_|_"_
5.5 Hi Ve you ever filed any legal suit [or or .n.'.uml the [ fnwcrﬁ-m T Tick |fdom.j
L iled For Iln. University | o [I'-rlui Apmrm ihe anm.:tm _
6. Grievances Handling
6. Does your Section receive nnumu_u complaints from Stail?Students? (P1. Tick)
| O Adminiaration ) | On Teachers l On Students | On Specific functionaries
L B ] 1 A .
: Staff - '
From S = [ B
From Students = — |- . —

6.2 What 15 the tme im0 handle such grievances/complaims? (State in No. of working Days

since receipt of the Grievance: ‘complaint )
Time for G or C o Adiimistration  0n Teachers On Stdents — [On Specific Personalities
H e e A S : L& Sttt S o =
- L wikhip A week

i'min Stafl 1_ o e
! it : ..-_r-__..T_. T _!m_’}.ﬂ:\. irn lame

From Students |

6.3 Was there any appeal 1o your higher officials against the decision of your Superior in respect of

grievances handl :ru"-’
Appeal 10 Higher| On Administration | On Teachers | On Students

On Specific Personalities

| Offials by = S .
._'31_.”1 . = ‘ = gl —= B
| Students | - Il = =1 =

6.4 Does vour Supenor lrequently convene meetings in your Section 1o receive suggestions for

improvement !
mi—iéﬁcﬂtiuns g&nil_gfil_ | Weekly I-M:c:mhly Annuall_y-
From Staff | ' fd _

| From Students _L :A‘L_ - _

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

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

L")

T
[1FS
‘ - =25% i-—-]

both!
H_Iﬂ‘i_l_t‘ ] H‘:Il _---_| 31-75% j _v’ ﬁl‘!-‘:nzu

7.2 How much you have unhunud IT caprbility since 'I:M 1\],\.1,{_ accreditation to this time?

‘__ \,7',“ S()%, | — | 1[44““__ _[___—--!"_'30%1

A\I"lll

| Ranpe
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oy

7.3 How much have enl

L

trced their Overall capability sinee last NAAC accreditation 1o this

Ranpe A0, 3] -4y _ 21300, ' _ e

o | ]
Specific Remarks:
e lecuranee o'!* gﬂts gwm Fﬂm'-'.nishaf;-mn (B

ard Vvery 5upPorfriva ;f;f all aspcc,l:s in Fhe

yel
s g W oL ﬂ’kM{ Lo be Lhe pank of v-S-Univﬂsi(ry.

5&4!,1."'1 or -

Date:

Place: qpeWoye Signature lelitil“.Mn:];ﬁ}}‘cc

Internal Audit:

(Pensse (o=t

m"ﬁ%ﬁt@f‘éﬁ FI[:;;I:;{A - e
m“ﬂl ] Assuranc C(rl NOAL
W?“ush*:'“*x;‘?“;”m” ) VIKRAMA SIMHAPUR! UNIVERSITY,
Eeleinal A k. NELLORE-524 320+

iy

%)_ .anm_: Q (_P Uw\;.&éﬁn—'&-"]

v B
Aacistan e 1S

Assistant Registr ,._w..a.rm : N:I (1)
YOGI VEMANA UNIVERSITY ~ KADAPA - 516005.
KADAPA - 515005,
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VIKRAMA SIMHAPURI UNIVERSITY,
NELLORE, ANDHRA PRADESH - 524324

Administrative Audit of Regular Administrative Staff Only

\r

(Library Assistant/Asst Engineer/Asst Registrar/Superintendent /Senior Asst/ Junior Asst)
During 2022-23

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

1. Personal Data

1.1 Name of the Employee

K. Suiatha

1.2 Designation

JUnieY Assistent

1.3 Educational Qualification

H-LT5c., H ehil, ¢hb-

1.4 Experience in administration (Years and Year Sections

Fields like Examinations, RTIs, VC 20 m et o
Section, Admission, Finance, etc. 2022-23

(Upto 3 diff. experience areas) sogs=A= Wit L hvarY)

1.5 Date of joining O32-06- 20 )4

1.6 Date of Retirement 3) os- 20639

1.7 Qualifications Year 2022 90 L" (994 jaa+

Qualification £h.n M. ehl

MLTs | BA

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

2. Job-Execution: Process and Functions

2.1 Allocation of Duties and Responsibilities

Proactive Job | Time Progress Slackness Handled | Addl. Responsibility

allocation Frame done | Periodic Review

EZapn sectievy | Joa

hoeod —

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

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

& expedite

flow plan

to | Arrangement  for

o o2

D Z goY.

7Y

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

" v’

—

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

Tes A=

2.5 Communication by your Superior

Day Starts with Task Talks | Oral/Written Instructions
e 74

2.6 Motivation provided to you.

Word of Appreciation | High level task allocation

Setting Examples by oneself

74

Persuasive mode | Professional Style

7y =

Exchange Pleasantries | Build Team Spirit

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

Through Proper Directly tothe |Daily Inward-Outward |Min-Max Time for Stress on Confidentiality
Channel Head Basis Register Completion Maintenance
i) e |7y Yo Bt Shony No

3. Office Administration Work:

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

Refer Past Attempt Equip you with Seek Help from Entrust the Task to
Draft Fresh Updaies Superiors subordinates
e Yes [ Some 4 ma) 9 ey

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

Topic-wise filing | Date-wise filing | Confidential filing | Special files as VC/Registrar Seeks
= e
3.3 Are inward and Outward Tapal Registers maintained in your Section? (Check the Right Cell)
Status Inward Outward

Maintained V) e,
Not Maintained

3.4 State the normal time taken to dispose a file/paper
Routine Explanatory First-time/ Fresh | Replies to Grievance
Letters/Files Reporis content Reporis Governments | Letters

ene hos PRI, PYE 3 8oy 4 I+e 3 doray

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

Casual Leave | Duty | Maternity/ | Earned | FN Permission of AN Permission of
leave Medical Leave | 1Hr. 1Hr.
Leave
2o 20 g0 =

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

No. of Holidays worked in the last one year

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

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

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

Mo Whom Meant J[UGC/MHRD |AP Govi. [APSCHE _ [DST/CSIR, etc. |Other (PL. specify) 1
Days | Routine - | res { e - i
Taken | Special - | o) -

3.8 Do you follow the “Five 8" (Sort, Set in Order, Shine, Standardize, and Sustain) system in
upkeep of machines/cquipments/consumables etc.?

Upkeep of Sort Set in Order Shine Standardize Sustain
Machines/ Equipments ) ) Y e s ey
Consumables/Stationery 7 e o eA J e iy ed 7

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

Nos. 67 ol -

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

Issues Alternative| Tick |[Altermative Tick
Here Here

4.1 Do you prepare any budget for your Section? Yes — |[Neo 7

4.2 Are budgetary allocations fully spent or partially spent? |Full ~  |Pan

43 Time taken by your Section to process the bills received |Less thana | = More than a

from Staff/Students Month Month =

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

other Sections? v

4.5 Have you ever suggested simplification of procedures inYes No Y,

bill processing? -

4.6 Have you ever suggested measures to achieve economy _

and efficiency in your Section’s activities? " e =

5. Legal Matters

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

Document Types | University's Act Ordinances Statutes Regulations

% Awarcness  K50%  150-75% P75%[<50% [50-75% [75%[<50% [50-75% >75%[<50% 50-75% >75%

P] .TiCk J - -— \/ e - t" — . v- — -

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

Document Obligations of Exemptions/Grounds Central/State Making Reports

Types Public authorities | for Rejections Commissions for RTls

% Awareness |550% [0-75% P75%[<50%  [0-75% [75%[<50% [50-75% 75% <50%[50-75% P75%

P1.Tick v ~ = o = - | v . = v | - 3

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

5.5 Have you ever filed any legal suit for or against the University? (Tick if done)
rFiIr:d For the University J - iFfied Against the University i i3 —|

6. Grievances Handling

6.1 Does your Section receive grievances/complaints from Staff/Students? (PL. Tick)
On Administration | On Teachers | On Students | On Specific functionaries |
From Staff = B - -
From Students - > B B

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

Time for G or C: On Administration  [On Teachers (On Studenis  |On Specific Personalities
From Staff . = B [or g Bouq
From Students - . - -

6.3 Was there any appeal to your higher officials against the decision of your Superior in respect of
grievances handling?
Appeal to Higher | On Administration | On Teachers | On Students | On Specific Personalities
Officials by
Staff -~ — = Mo
Students = - - pre

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

Suggestions Sought | Weekly Monthly Annually
From Staff - v v

=

From Students -

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

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

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

time?
| Range [Sa0% | ¥ [31-40% | - [21-30% | - [<20% | - |
Specific Remarks: )
45119 @vov ks ASSI et <o de veleP
> ol _&u”,f H. 'afw;.aemmd A~
A g W Srarti ve ac-hvidiy
L. S Ym oddi—h & e hif’ﬁp
Date:
Sru:’j Bl A
Place: Signature of the Employee
Internal Audit:
(Nl
DE@%‘?‘;E,EIB : é*& Registrar
mnternal Quality Assurance Celi (1QAL RCGISTRAR
e T YIKRANA SIMHAPUR! UNIVERSITY.
External Audit: g  NELLORE-524320:"

WMJ

PG Rty Cp. e

Assistant Registrar ascistant Registra
KADAPA - 5156005. 4 '*. L‘-H[}_-'L,Ufw 5150085.
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VIKRAMA SIMHAPURI UNIVERSITY,
NELLORE, ANDHRA PRADESH - 524324

Administrative Audit of Regular Administrative Staff Only
{Library Assistant/Asst Engineer/Asst Registrar/Superintendent/Senior Asst/ Junior Asst)
During 2022-23

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 i force from time- to- time.

1. Personal Data

“ |.

1.1 Name of the Employee

Pwthb\mq, Malho

1.2 Designation

MW

1.3 Educational Qualification

M-A

1.4 Experience in administration (Years and

Year

lpiiong e o B o an el R ;

(Upto 3 diff. experience areas)

1.5 Date of joining REIE ‘L{)\Cz

1.6 Date of Retirement 2y . DY 2950

1.7 Qualifications Year No\Y Lo\ 2 o] Y] DQ)
Qualification | Py A [ R.A - ¥ N\h}m e

2. Job-Execution: Process and Functions

2.1 Allocation of Duties and Responsibilities

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

Proactive Job | Time Progress Slackness Handled | Addl. Responsibility
allocation Frame done | Periodic Review
Tncnepk | 0TA | Geod

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

No. of Files to
be clear daily

No.

& expedite

of Draft
Notes to process

flow

No. of Staff to
Involved in work-

plan

% of works
be done as per

Arrangement for

Staff on leave

to

—

(]

besh

—

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

Provide Ideas

Cite Instances

Serve as a Resource person

Develop Draft Policy

e

—

v

'____.--
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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

S ey o 2

2.6 Motivation provided to you, ' U M
Word of Appreciation | High level task allocation | Exchange Pleasantries | Build Team Spirit
= = = Al
2.7 Method of Reporting of the activities carried out in your Section U
Through Proper Directly to the |Daily Inward-Outward [Min-Max Time for Stress on Confidentiality
Channel Head Basis Register Completion Maintenance

— — = "i-‘U; —_ ND

N

3. Office Administration Work:

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

Refer Past Attempt Equip you with Seek Help from Entrust the Task to
Draft Fresh Updates Superiors subordinates
— — s, - vady

u -

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

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

- —

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

Status Inward Outward

Maintained Ve N
Not Maintained % A

3.4 State the normal time taken to dispose a file/paper
Routine Explanatory First-time/ Fresh | Repliesto Grievance
Letters/Files Reports content Reports Governments | Letters

— o i —_—

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

Casual Leave | Duty | Maternity/ | Earned | FN Permission of AN Permission of
leave | Medical Leave | 1Hr. 1Hr.
Leave
i T 0 — = - = 'y

3.6 Do you work on holidays/off the office hours?
No. of Holidays worked in the last one year —
No. of Holidays worked in the last one year by your Subordinate -1 =
No. of Holidays worked in the last one year by your Subordinate -2 =
No. of Holidays worked in the last one year by your Subordinate -3 ~
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3.7 What is the time limit your section takes to respond to the Government Communications?

To Whom Meant [UGC/MHRD |AP Govt. JAPSCHE _|DST/CSIR, etc. [Other (P1. specify)
Days | Routine = -~ 4 _ -
Taken | Special — - - N e

3.8 Do you follow the “Five 8™ (Sort, Set in Order, Shine, Standardize, and Sustain) system in
upkeep of machines/equipments/consumables etc.?

Upkeep of Sort Setin Order Shine Standardize Sustain

Machines/ Equipments — - _ " e

Consumables/Stationery

3.9 How many subordinates work under your superior?

Subordinate Type Temp. Staff Office subordinates Junior Assistants

Nos. \ . =5

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

Issues Alternative| Tick |Alternative] Tick
Here Here

4.1 Do you prepare any budget for your Section? Yes — |No e

4.2 Are budgetary allocations fully spent or partially spent? [Full —  [|Part B

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

from Staff/Students Month Month —

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

other Sections? p= =

4.5 Have you ever suggested simplification of procedures in|Yes _ |No

bill processing? ol

4.6 Have you ever suggested measures to achieve economy| = s

and efficiency in your Section’s activities?

5. Legal Matters N - A
5.1 Extent of your awareness of the University’s Act, Statutes, Ordinances and regulations?

Document Types | University’s Act Ordinances Statutes Regulations

% Awareness [<30%  |50-75% [P75% <50% [50-75% P75%[<50% [50-75% [>75% [<50% [50-75% B75%
P1.Tick ] RS == (== i N e | Y e
5.2 Are you conversant with the basic provisions of Right to Information Act, 20057

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

% Awareness [<30% 50-75% B75%[<50%  [50-75% [275%[|<50% [50-75% [>75% [<50% [50-75% B75%
PL.Tick e ) o A o o) - = : =l B B
5.3 Are you dealing with legal suits filed by or against the University? Yes No
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5.4 Do you take legal notices/Court judgments etc. immediately to the notice of vour Superior
Officers? (Please Ticl-;_) B
[Always (100%) | Almost Always (95-100%) | Mostly (90-95%) | 85-90% Less than 85%

— - —

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

6. Grievances Handling

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

On Administration | On Teachers | On Students | On Specific functionaries
From Staff e N ~ oo

From Students _ = = -

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

Time for G or C: On Administration  |On Teachers [On Students  [On Specific Personalities
From Staff - _ = B
From Students - - - =

6.3 Was there any appeal 1o your higher officials against the decision of your Superior in respect of
grievances handling?
Appeal to Higher | On Administration | On Teachers | On Students | On Specific Personalities
Officials by
Staff _ . =
Students

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

Suggestions Sought | Weekly Monthly Annually
From Staff — N —
From Students — = =

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

7.1How often you have placed Institutional interests above personal interests at critical times for
both!
| Range [>75% | — [51-75% | — |26-50% |VY7]>25% — |

7.2 How much you have enhanced IT capability since last NAAC accreditation to this time?
| Range [550% | — [41-50% | < [3140% |- [<30% A |
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7.3 How much you have enhanced their Overall capability since last NAAC accreditation to this

time?

Eangc

| >40%

| — ]31-40%

| — [21-30%

(=

| — [=20%

Specific Remarks:

Internal Audit:

e ool

Direcior, IQAC 1

internal Quality Assurance Cell QAU
VIKRAMA SIMHAPURI UNIVERSTTY
NELLORE -524 554

External Audit:

-

Assistant Registrar

YOGI VEMANA UNIVERSITY
PagetsADBPA - 516005.

CLT’-
Signattire of the Emplovee

Reﬁﬁ

REGISTRAR
VIKRAMA SIMHAPURI UNIVERSITY
NELLORE-524 320.

Gl VEMANA UNIVERS!
. KADAPA - 515008



NELLORE, ANDHRA PRADESH - 524324

Administrative Audit of Regular Administrative Staff Only

(Library Assistant/Asst Engineer/Asst Registrar/Superintendent/Senior Asst/ Junior Asst)
During 2022-23

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

l.1 Name of the Employee

[ A 2 |

PRIYA

1.2 Designation

Jomiail AS8137AnT

3 Educati ificati o
1.3 Educational Qualification M < ( o1 1C CREMICTRY )
1.4 Experience in administration (Years and Year Sections —
Fields like Examinations, RTIs, VC ExAMia:aTlen SECTIoD
Section, Admission, Finance, etc. 2022-23. 2 YeanA -
| (Upto 3 duff. experience areas)
1.5 Date of joining 13-|l=201Yy
1.6 Date of Retirement
1.7 Qualifications Year 20|
Qualification | pAS €

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

2. Job-Execution: Process and Functions

2.1 Allocation of Duties and Responsibilities

Proactive Job
allocation

Time
Frame done

Progress
Periodic Review

Slackness Handled

Addl. Responsibility

L

l

il

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

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

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

Provide Tdeas

Cite Instances | Serve as a Resource person

Develop Draft Policy
(=

of |

2.4 General Flexibility to Excel exist
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Freadom 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 provided to you.
Word of Appreciation | High level task allocation | Exchange Pleasantries | Build Team Spirit

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

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

3. Office Administration Work:

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

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

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

ﬁupiu—wis& filing | Date-wise filing | Confidential filing | Special files as VC/Registrar Seeks

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

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

Routine Explanatory First-time/ Fresh | Replies to Grievance
Letters/Files Reports content Reports Governments | Letters
|- 2 domwn 2 donn
3.5 How many days of leave were availed by you in the last 36 months?
Casual Leave | Duty Maternity/ | Earned | FN Permission of AN Permission of
leave | Medical Leave | 1Hr. 1Hr.
Leave
2.5 — g 20 —— -—
1.6 Do you work on holidays/off the office hours?
No. of Holidays worked in the last one year % Jdown
‘No. of Holidays worked in the last one year by your Subordinate -1 -2 _JaJ A
No. of Holidays worked in the last one year by your Subordinate -2 ;
No. of Holidays worked in the last one year by your Subordinate -3
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3.7 What is the time limit your section takes to respond to the Government Communications?

To Whom Meant [UGC/MHRD JAP Govt. JAPSCHE _ |DST/CSIR, etc. [Other (PL. specify)
Days | Routine
Taken | Special

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

Upkeep of Sory Sel in Qrder Shine Standardize Sustain
Machines/ Equipments of = / ) TR
Consumables/Stationery Wi - i
3.9 How many subordinates work under your superior?
|i Subordinate Type Temp. Staff Office subordinates Junior Assistants
| Nos. 0O | ol
4. Financial Matters: (P tick wherever boxes are given)
Issues Alternative| Tick |Altermativel Tick
Here Here
4.1 Do you prepare any budget for your Section? Yes  [No 15
4.2 Are budgetary allocations fully spent or partially spent? |Full Part il
4.3 Time taken by your Section to process the bills received [Less than a .~ [Morethana
from Statt/Students Month Month
4.4 Do you follow- up the bills processed by you and sent to |Yes « [No
other Sections?
4.5 Have you ever suggested simplification of procedures in{Yes / No
bill processing?
4.6 Have you ever suggested measures to achieve economyl /
and efficiency in your Section’s activities?

5. Legal Matters

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

Document Types | University’s Act | Ordinances Statutes Regulations

%4 Awareness =30%  [50-75% |>75% <S50% [50-75% >?5%4 <50% B0-75% >?5%’<5{J% 50-75% P75%

P1.Tick T P = 7
5.2 Are you conversant with the basic provisions of Right to Information Act, 20057

Document Obligations of Exemptions/Grounds| Central/State Making Reports

Types Public authorities | for Rejections Commissions for RTls

Y% Awareness [<50% S50-75% p75%1<50%  [50-75% 759 1<50% 50-75% P75% [<50%50-75% [75%

PL.Tick v

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

Officers? (Please Tick)
ﬁlways (100%) | Almost Always (95-100%) % Mostly (90-95%)
o
L

85-90% | Less than 8§5%

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

6. Grievances Handling

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

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

since receipt of the Grievance/complaint)
Time for G or C: On Administration  |On Teachers [On Students  [On Specific Personalities

From Staff
From Students

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

grievances handling?
|7.[:n|:nr::aa|1 to Higher | ©On Administration | On Teachers | On Students | On Specific Personalities
Officials by

Staff
| Students
6.4 Does your Superior frequently convene meetings in your Section to receive suggestions for
improvement?
Suguestions 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 [575% |/ [51-15% | |26-50% [ [>25% | |
7.2 How much you have enhanced IT capability since last NAAC accreditation to this time?

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

time?
| Range [540% |~ |31-40% | [21-30% | [<20% ]

Specific Remarks:

The QM(PRGTL% G-W:] Et—fbaaﬂ y, [Ajwlwln-}mi-‘_vﬁ Guthon'4ien

O—" U‘E'Ut&:\lhh..-l‘] nellone Gne CG—G‘BENJ:UQ ‘l:ﬂ e

%—waium Coan CmframlralaIT e 04 L Ci.u‘l’l-on'--J!ux

Date: “Cmnc'ﬁ e +we avviojun be. ald mf?u—f-n. a4 wWon k-
- So- gond

Place: wog|LoilE Sig\f'lamre uf&]?:a E&?&ke

Internal Audit:

Regist;ar

O

urance Cell (IQaC
AR UMVERGITY L REGISTRAR 1
-524 324,
_ VIKRAMA SIMHAPURI UNIVERSITY”
External Audit: NELLORE-524 320.”

s

ssistant Registrar '
YOGI VEMANA UNIVERSITY Assistant Registral
KADAPA - 516005, YOGI VEMANA |
= [LDABA
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VIKRAMA SIMHAPURI UNIVERSITY,
NELLORE, ANDHRA PRADESH - 524324

Administrative Audit of Regular Administrative Staff Only
(Library Assistant/Asst Engineer/Asst Registrar/ Superintendent/Senior Asst/ Junior Asst)
During 2022-23

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

1. Personal Data

1.1 Name of the Employee N W RGU) My, ﬂl‘?*&lmbi-l,t'm

1.2 Designation TJuamu Aralamt X

1.3 Educational Qualification | x5 A .

1.4 Experience in administration (Years and Year Sections

Fields like Examinations, RTIls, VC TOAC

Section, Admission, Finance, etc. 2022-23

(Upto 3 diff. experience areas)

1.5 Date of joining O\~ 071 ~ 201y

1.6 Date of Retirement 20 pb~ 20473

1.7 Qualifications Year Lot 2002 [\ o4 6
Qualification | an A BA PO [N

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

2. Job-Execution: Process and Functions

2.1 Allocation of Duties and Responsibilities

Proactive Job | Time Progress Slackness Handled | Addl. Responsibility
allocation Frame done | Periodic Review
e AC, T kG 2 qesan Gaod L "o A
2.2 Targets/Time limits fixed for your Section’s activities
No. of Files to | No. of Draft | No. of Staff to of works to| Arrangement for
be clear daily | Notes to process | Involved in work- | be done as per | Staff on leave
& expedite flow plan
[ Lyl 4.5 3] o ':‘ ".?/ ¥ ‘-}},.q%_

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

Provide Ideas

Cite Instances

Serve as a Resource person

Develop Draft Policy

L/

[

——

L—
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2.4 General Flexibility to Excel exist

Freedom to be “SMART" Forgiving One-time Errors Setting Examples by oneself
f f

2.5 Communication by your Superior

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

MAN ‘u: N —

u

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

e Y Y 2O
2.7 Method of Reporting of the activities carried out in your Section i

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

M"(SA& = o s 3.y J&u-,r,& s

]

3. Office Administration Work:

3.1 Do you draft the correspondence/circulars/notes etc. yourself or take the help of your superiors?
Refer Past Attempt Equip you with Seek Help from Entrust the Task to
Drafi Fresh Updates Superiors subordinates

i S R s P

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

Topic-wise filing | Date-wise filing | Confidential filing | Special files as VC/Registrar Seeks
s I y g H ol

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

Status Inward Qutward
Maintained JAA “’1/!4’5.
Not Maintained — —
3.4 State the normal time taken to dispose a file/paper
Routine Explanatory First-time/ Fresh | Replies to Grievance
Letters/Files Reports content Reports Governments | Letters
| oo | 2 dap | doya Loyl

3.5 How many days of lcave were availed by you in tHe last 36 months?

Casual Leave | Duty | Maternity/ | Earned | FN Permission of AN Permission of
leave | Medical Leave | 1Hr. 1 Hr.
" Leave
Y20 = e = H oW 3 e
3.6 Do you work on holidays/off the office hours?
No. of Holidays worked in the last one year ¥ Japy
No. of Holidays worked in the last one year by your Subordinate -1 & L
No. of Holidays worked in the last one year by your Subordinate -2 <« day
No. of Holidays worked in the last one year by your Subordinate -3 [ o
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3.7 What is the time limit your section takes to respond to the Government Communications?

To Whom Meant [UGC/MHRD [AP Govt. |APSCHE  |DST/CSIR, etc. [Other (PL, specify)
Days | Routine v 1) \dous - :
Taken | Special &= . = .

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

Upkeep of Sort Set in Order Shine Standardize Sustain
Machines/ Equipments an © Nay Loy Mey
Consumables/Stationery b s, A i ~eA
] f 7
3.9 How many subordinates work under your superior?
Subordinate Type Temp. Staff Office subordinates Junior Assistants
Nos. o 00 -

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

Issues Alternative| Tick |Alternative Tick
Here Here

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

4.2 Are budgetary allocations fully spent or partially spent? [Full .~ |Pan

4.3 Time taken by your Section to process the bills reccived [Lessthana | . More than a

from Staff/Students Month Month

4.4 Do you follow- up the bills processed by you and sent to [Yes > No

other Sections?

4.5 Have you ever suggested simplification of procedures inYes No

bill processing? S

4.6 Have you ever suggested measures to achieve economyj -

and efficiency in your Section’s activities? Y}A)

5. Legal Matters

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

Document Types | University’s Act Ordinances Statutes Regulations

9% Awareness [<90%  [50-75% [>75% <50% 50-75% B75% [<50% [50-75% [75% [<50% [50-75% P75%

P1.Tick L LT g ™

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

Document Obligations of Exemptions/Grounds Central/State Making Reports

Types Public authorities | for Rejections Commissions for RTIs

o, Awareness [<30% 0-75% P75%<50%  [50-75% [P75%[<50% [50-75% P75% [<50% [50-75% P75%

P1.Tick ] = =g v

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

Officers? (Please Ti

ck)

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

[ TFiied Against the University ]

6. Grievances Handling

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

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

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

Time for G or C:

n Administration

On Teachers

On Students

On Specific Personalities

From Staff

—

-

-

— Tiuy

From Students

—

—

ey

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

grievances handling?
Appeal to Higher | On Administration | On Teachers | On Students | On Specific Personalities
Officials by
Staft — — — Ay L
Students — - il A

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

improvement?
Suggestions Sought | Weekly Monthly Annually
From Stafl =] __ ===

From Students

—

—

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

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

both!

| Range

| >75%

|

| 51-75%

[T 2650%

|— [>25%

]

7.2 How much you have enhanced IT capa

bility since last NAAC accreditation to this time?

| Range

| >50%

| V7| 41-50%

| ~131-40%

| — [=30%

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

| Range [5a0% | 3140% | [2130% |  |<20% | |

Specific Remarks:

Fouwe  hasan mvn&swat et QMQL%

avd  he b ehas  Jivn bl (i Du X
G\LEPJ..-L&!;

Date:
Place: ﬁlﬁgﬁ;w

Internal Audit:

Director, IQAC
DIRECTCR
mternal Quality Assurance Cell (10201 . REGISTRAR
VIAMA BED ARSI LR //AKAMA SIMHAPURI UNIVERSITY
ExtéfhhP ARrdns 124 NELLORE-524 320.

(G-

(p- o G asat)

Ve ol B =il
i g2 YOGI VEMANA UNIVE

ssistant Registr, AR i RS/
YOGI VEMANA UNIVERSITY RADAPA - 515003
+ KADAPA - 516005,
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VIKRAMA SIMHAPURI UNIVERSITY,
NELLORE, ANDHRA PRADESH - 524324

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

During 2022-23

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

— 4 -
1.1 Name of the Employee DU&LL& . C’L&aj.x.v-u!-ﬁc;m‘f L

1.2 Designation TJuaoy —Agtikonts
1.3 Educational Qualification MC A

1.4 Experience in administration (Years and Year Sections
Fields like Examinations, RTls, VC Estallis A one
Section, Admission, Finance, eic. 2022-23
(Upto 3 difl. experience areas)
1.5 Date of joining o4 ~ 06 ~ 204 .
| 1.6 Date of Retirement 2| -03 ~2049 -
1.7 Qualifications Year 2010 Q00 9 604 209
Qualification | p¢ A B.Se - c]mxm;lk Qe

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

2. Job-Execution: Process and Functions

2.1 Allocation of Duties and Responsibilities

Proactive Job | Time Progress Slackness Handled | Addl. Responsibility
allocation Frame done | Periodic Review |y 3

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

No. of Tiles to | No. of Draft | No. of Staff to % of works to| Arrangement for
be clear daily | Notes to process | Involved in work- | be done as per | Staff on leave
& expedite flow plan
s o 9 oF. ™) /s
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

Page 1 of 5



-

yes

2.5 Communication by your Superion

y

J’ll.} SIS Wil L ask J ks i Oral/Written Instrucions Persuasive mode I Frotessional olyic

| e

-—

L. =

2.6 Motivation provided to you.

|' yes

| Word of A ppreciation

High level task allocation

Exchange Pleasantries

e

&

> 2

Build Tﬂu:_n_f‘%piril

15

2.7 Method of Reporting of the activities carried oul in your Scction

Through Proper  [Directly to the |Daily  |Inward-Outward [Min-Max Time for  [Stress on Confidentiality
Channel Head Basis Register Completion Mamntenance
Yee Yes | s z—3 &% Ao

3. Office Administration Work:

3.1 Do you drafi the correspondence/circularsinotes etc. yourself or take the help of your superiors?

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

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

Topic-wise filing | Date-wisg filing | Confidential filing | Special files as VC/Registrar Seeks
Yes Yes, by (. vasd
3.3 Are inward and Outvard Tapal Registers maintained in your Section?(Check the Right Cell)
Status Inward Outward
Maintained Yl yeg
Not Maintained — B
3.4 State the normal time taken to dispose a file/paper
Routine Explanatory First-time/ Fresh | Replies to Grievance
Letters/Files Reports content Reports Governments | Letters
| doy, v days l a'a»é/

X
~ 3.5 How fany days of leave werbavailed by you in thMlast 36 months? U

Casual Leave Duty | Maternity/ | Earned | FN Permission of AN Permission of
leave* | Medical | Leave |‘1Hr. 1Hr.
| Leave
(Fo+sy 25 | — = — RET Z«.

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

No. of Holidays worked in the last one year

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

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

bo Aazg
=2

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

—
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|8 .'..".J.I'Ii|i"li-'.!:ii Ligat IIl\\li!l'll' 1\||";II"-: '\}“‘“‘l Jl |]| [ I\"ll‘l-.l'h."j.l.l|;".'_LL|'-:‘:|

| v Koutne | — . Lflmg: l“““ﬁ - =
Iaken | Special Al l I - |

a1 1);'- \--u [‘r\”.\.“' "!'.--' "t-il.,- g r'\:_-u'l ‘:-1! iy A ¥l o ".!.-TI;‘1‘
S0 AU i LALLIRENY Lide H Ledhdile oSUR Fhe Wb uua s edsaladles

——==

Qramdapdies  and Kpciam) gyeeiom T
< aangargie, 218 Slnlalil] Ayl il

upkeep nl'|nuchin_:::a.-'cquipmuqu.fu.:mncl.:muhlcs ete.? e -
Upkeep of _ | Sort Set in Order Shine _Sl'.mdardi:ccj ~ Sustain

Machines/ Equipments yes Yeg Yyed g ‘}P’_ﬁ‘;
IT..nnsumablts.fhlal_mm:ry \;;3 \;5,5‘,, \fgj_i, i ;ﬁ;‘s | }ﬁ% o

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

Nas. - — -—

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

[ssues Alternative| Tick [Alternative Tick
Here Here

4.1 Do you prepare any budget for your Section? Yes w [No

4.2 Are budgetary allocations fully spent or partially spent? |Full W/ |Pan

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

from Staff/Students Month Month

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

other Sections? . v

4.5 Have you ever suggested simplification of procedures inYes Ve No

bill processing?

4.6 Have you ever suggested measures to achieve economy

and efficiency in your Section’s activities? ‘fﬁ& v©

5. Legal Matters

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

Document Types | University’s Act Ordinances Statutes Regulations

of Awareness [<50%  |50-75% 75% [<50% [50-75% >75% |<50% [50-75% 75% =50% [50-75% [75%

PL.Tick ™ v L Wi " 2 N

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

Document Obligations of Exemptions/Grounds Central/State Making Reports

Types Public authorities | for Rejections Commissions for RTIs

9% Awareness [<30% [50-75% P75%<50%  [50-75% PT75% <50% |50-75% 1=75% =50% [50-75% P75%

[ PLTick ] W a Tl
5.3 Are you dealing with legal suits filed by or against the University? Yes IM

Pogc 1 of S




LAY L ST Al il '\l'u_.-, CRES— C gy '\.[1"\;"'\. |':'|I. ) ] : LIET' S L .i|| ey

— —_— —

35 Have vou ever filed any feoal spit for or aeainst the niversiiy? ( Tiek if done)
e ]l"i;{.’d Against the Liniversity

‘ Filed For the University
6. Grievances Handling

6.1 Does your Section recerve grievances/complaints from Staft/Students? (P, Tick)
P | On Administration | On Teachers | On Students | On Specific functionaries
From Staft — — - e

From Students = — -— \_,//

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

 Time for G or C: On Administration (On Teachers [On Students  |On Specific Personalities
From StafT = — = | day, ]
From Students i — = |

6.3 Was there any appeal to your higher officials against the decision of your Superior in respect of
grievances handling?
Appeal to Higher | On Administration | On Teachers | On Students | On Specific Personalities
Officials by ;
= = = NI
Students = m— A [L

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

improvement?

Suggestions Sought | Weekly Monthly Annually
From Staff vl - —
From Students — - —

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

7.1How ofien you have placed Institutional interests above personal interests at critical times for
both!
[ Range [>75% | — [51-75% | T26-50% | —[>25% | =]

7.2 How much you have enhanced IT capability since last NAAC accreditation to this time?
| Range 1>50% | 141-50% | —[3140% | —J=<30% [— |
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A e autlorines o A ovivenity e
Leetn  smonttor wa LR suevall Cu.\?ﬁ‘t:;ku*\‘é anoh. LJ\QA 4o omhaunce
Hore to —tLme »{cr( R berk oukpuks .

Date: .
Place: Signature of the Emplovyee
Internal Audit:

Direcios 494€0R N
mternal Quality Assurance Cell (IQAL
VIKRAMA SiIMHAPURIUNNERSITY REG'STRAR
IELLEIIUE - SEeaee VIKRAMA SIMHAPURI UNIVERSITY
External Audit: NELLORE-524 320
-: : ] :i

Assistant Registrar
YOGI VEMANA UNIVERSITY
KADAPA - 516005,

=Sistant Registrar
.-'::': i | AN A ||""l‘||'u-".ij P"i‘."?' v,

» MADAPA . E18a

L
[

.r-‘l o
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