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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 2or22-23

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

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 po

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

4

1.1 Name of the Employee ,fI' rZi r^,<.-.7 l<\2 r;.-/l-
1.2 Designation

1.3 Educational Qualification Pas+- Gt..^d*r--+*r 4
1.4 Experience in administration (Years and

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

Year Sections

2022-23

1.5 Date ofjoining 03 -o6 - 2Dt V
1.6 Date of Retirement 3l-o5- 'e*1
1.7 Qualifications Year 2a2_ 2ol n 2 o z->-

Qualification H.6.c,^dl,Or I

"r4-bP1frI ts.Li'ge

Slackness Handled Addl. ResponsibilityTime
Frame done

Progress
Periodic Review

Proactive Job
allocation

irot-bA)'fc.-,€ l-*t )431^5q/tu'l"rA

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
Staffon leave

lo lo I 7o'/ . Y e-<
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licies for your Section (Pl. Tick, most important two)



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

Y?-3 Y?3 YL3

2.4 General Flexibilitv to Excel exist

2.5 Communication by your Superior

2.6 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 or take the help of your superiors?

J What is the of filing in your Section?

3.3 Are inward and Outward Tapal maintained in (Check the Right

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

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

3.6 Do on the office hours?

Day Starts with Task Talks Oral/Written Instructions Professional Style

Y?-5 Y"4 Y*s
Word of Appreciation High level task allocation Exchange Pleasantries Build Team Spirit

Ydt Ye4 yc5 Ye+

Through Proper
Channel

Directly to the
Head

Daily
Basis

Inward-Oufward
Register

Min-Max Time for
Completion

Sffess on Confidentiality
Maintenance

Ycs t/e, Yc, L da^$ NO

Refer Past
Draft

Attempt
Fresh

Equip you with
Updates

Seek Heip from
Superiors

Entrust the Task to
subordinates

ve5 Y.4 Vc\ Yc5 Ye4

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

vot Y4 Y ?-5 Va
Status Inward Outward

Maintained Ya Ycg
Not Maintained

Routine
LetterslFiles

Explanatory
Reports

First-time/ Fresh
content Reports

Replies to
Governments

Grievance
Letters

| **n I d-*t L d.-v4 l-z4t >-3 J u,

Casual Leave Duty
leave

Maternity/
Medical
Leave

Eamed
Leave

FN Permission of
1Hr.

AN Permission of
1Hr.

Lo &-J

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

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 S" 1n Shine, and Sustain) system in
upkeep of machines/equipments/consumables etc.?

3.9 How subordinates work under your superior?

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

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 Gorrt. APSCHE DST/CSIR, etc Other (P1. speci$,)
Routine 2-3 &ax I J-^, ld*l 2-+2 < JqalDays

Taken Special I d*, , ^LJ I a),a- I Jar*4'

Upkeep of Sort Set in Order Shine Standardize Sustain
Machines/ Equipments Yq Yet \tPL vet veZ
Consumables/Stationery v€4

(zvu * c3 y4 >4

Subordinate Type Temp. Staff Office subordinates Junior Assistants

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

4.4 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?

Document Types University's Act Ordinances Statutes Regulations
o/o Awareness <5l%o 50-75%

4
>7sYo <50o/o 50-75% >75Yo <5UYo 50-7s%o >75o/o <5OYo 50-7s% >7sYo

Pl.Tick

Document
Types

Obligations of
Public authorities

Exemptions/Grounds
for Rejections

Central/State
Commissions

Making Reports
for RTIs

o% Awareness <5UYo 50-75% >7 5o/o <5OYo 50-7s%o >75Yo <5lYo 50-7sYo >7s%o <500/o 50-'75% >75Yo

Pl.Tick ,/

Pogc 3 of 5

No



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 O0A%) Almost Always (95- 1 00%) Mostly (90-95%) 8s-90% Less than 85olo

Filed For the University lFu"d Against the Universiry

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

since receipt of the Grievance/complaint)

grievances/complaints? (State in No. of working Days

Time for G or C: On Administration On Teachers On Students On Specific Personaiities

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!

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

Range >5004 -l +t-soolo 3t-40% ).zo'1,t-

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

>2504i ] st-lsv" 26-50%Range >750h

Page 4 of 5



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

Range >40%o 3t-40% 2t-30% 20%

Specific Remarks:

Cloot**;Le-- a* h t-4
t"ll^ .h<- A+Cp *

lnor-, -) rn 't'D hP-z-

3b/ru;sv

Date:

Place: Naltoglb
Internal Audit:

mtarru, Qrality Assutance Cell (ivAt'
Y}NA$A tiIU }TAPURI U NN ERs iTV

IIELLORE'52't 32A

External Audit:

P
Signature of the Employee

T,
Registrar

REGISTRAR
YIKRAMA SI}'HAPURI UNIVE

NELLORE-'24320.

'q
RStTYI

f s,,*r k4'/
Assistant Reg tstr-al 

^{ -- .

YoGiViunne uNlvERSlrY
KADAPA. 516005'

Lf.
- -^ _ Assistant Regrstrar
YOGI VEMANA Ur.rrvenSl ry

T(ADAPA - s16oo5.

Page 5 of 5



q

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 2o.22-23

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.

L. 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 I imits for your Section's activities

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

1.1 Name of the Employee .o' Ro.l\n.o."r^q
1.2 Designation Sc-*l,," Sss.**""k
1.3 Educational Qualification M. atynf
1.4 Experience in administration (Years and

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

Year Sections

2022-23 EXosil.lrrof

1.5 Date ofjoining 03 - oC. 2-otY

1.6 Date of Retirement 3o- o6- 2o36
1.7 Qualifications Year Q-6\ <

Qualification [\,eor

Addl. ResponsibilityTime
Frame done

Progtess
Periodic Review

Slackness HandledProactive Job
allocation

qooJI '5 rlgr\r,

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
Staffon leave

Page 1 of 5



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 OralAVritten Instructions Persuasive mode Professional Style

tr'
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. yourselfor take the of

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

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

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

3.5 How many of leave were availed by you in 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 V

Not Maintained

Routine
Letters/Files

Explanatory
Reports

First-time/ Fresh
content Reports

Replies to
Governments

Grievance
Letters

0. f to \h.d t * z Ac.ql ( -> Jo"rA I -> do4b

Casual Leave Duty
leave

Matemity/
Medical
Leave

Earned
Leave

FN Permission of
lHr.

AN Permission of
1Hr.

6n 5 I
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 Subordtnate -2
No. of Holidays worked in the last one year by your Subordinate -3

Page 2 of 5



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

Days
Taken

Routine 2 do.tf) tdr.f> 2doql)
Special 1{qrrJ) ?, J.a*lrr 3r.^,r

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 machine etc.?

3.9 How man subordinates work under your

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

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

Standardize SustainSort Set in Order ShineUpkeep of
l/L/\./Machines/ Equipments

C onsumable s/Stationery

Junior AssistantsOffrce subordinatesTemp. StaffSubordinate Type

loNos.

Alternative Tick
Here

Alternative Tick
Here

Issues

NoYes4.1 Do you prepare any budget for your Section?

PatFull4.2 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

Yes
V.

No4.4Do you follow- up the bills processed by you and sent to
other Sections?

r/'
NoYes4.5 Have you ever suggested simplification of procedures

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 <5l%o 50-7sYo >7504 <50Yo 50-75% >7sYo <5UYo 50-75Yo >75Yo <500h 50-75o/o >75Yo

Pl.Tick

Document
Types

Obligations of
Public authorities

Exemptions/Grounds
for Rejections

Central/State
Commissions

Making Reports
for RTIs

o/o Awareness <5UYo 50-75% >75Yo <500h 50-7sYo >75Yo <5l%o 50-750A >75Yo <5OYo 50-750 >75Yo

Pl.Tick y/

Pogc 3 of 5

No-



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-i00%) Mostly (90-95%) 8s-90% Less than 85olo

Filed For the University lfilea egainst the Universiry

6. Grievances Handling

6. i 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 >750h z'l s1-1s% 26-50% >25Yo

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

Range >500 41-s0% 3t-40% <30Yo

On Administration On Teachers On Students On Specihc 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% 21-30% <2004

Date: 0t *S - >a\
Place: \)r.{.I,il"_

Internal Audit:

Director,IQAC

iti"., ,...' - , :i
YTUTAMA $TIIIAPUR' U Itry ERgi I T

ilEltORE-52432(
External Audit:

Specific Remarks:

€:r.r1*kry..

\ONg.TN'C\\If,.

s \,\f.41

Our' u-.,[v"rui$ *A".a"y*"-k^ t\ "^1 t4H L
* '4"^q t f\ h"*. ^^-!. i.-lr) LJ'r,l{^= qLl j*

I-t^r- \rrEv.r\"-il5r o4l-udfih'\ P"wU c-

ts .*5 'rvrc".Ar.,r -h ,t.rArt-eli$ *,^Jr^ ^t

\o\(

Str..r-1.

6. ur.r^.,--

% b'E\^(

Signature of the Employee

-M

f @+

i:ir: ii i,i;, i i:.r" , r

VII(.RAIUA $iffr HAPUKI U NI V H RSI I YJ

NELLORE.524 329,'

Assistant Regrstrar
YOGIVEMANA UNIVERSITY

KADAPA - 516005.

Assistant Regtstrar

YOGI VEMANA UNIVERSITY
KADAPA. 516005.
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B

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

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 M TAIANTHI
1.2 Designation 3 a-n\ o>.t A-<s\oto,*
1.3 Educational Qualification M.1o.*.^ . M'A.P, L,lie -A,'l*i,^:.*t:rAo^
1.4 Experience in administration (Years and
Fields like Examinations, RTIs, VC
Section, Admission, Finance, etc.
(Upto 3 diff. experience areas)

Year Sections

2022-23
B<a"*l ",**tl'.r, -<.i"\.r. t r Pts Jr,r*e--9

1.5 Date ofjoining c\<- cl6-&S\t,r
1.6 Date of Retirement ar- be- asss
1.7 Qualifications Year

e00q &oo6 &oto
Qualification t1.? -t B.Co"". lv\'c-n",.,. t1,A'e"u.Ht

Proactive Job
allocation

Time
Frame done

Progress
Periodic Review

Slackness Handled Addl. Responsibility

bJ4$^i Eft'til 9tiF.r{rr
**A"-L: 6 -1e-* GooA Ta.Kr"^.

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

\0 03 OL 40'/. Y.d

Provide Ideas 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

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

3.2 What is the of filing done in 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 dispose a fileipaper

3.5 How days leave were 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 5 -l^^-<
No. of Holidays worked in the last one year by your Subordinate -1

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

Day Starts with Task Talks OraliWritten Instructions Persuasive mode Professional Style

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

9 ts K "{^*< N'o

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

L L',> 9 tlo 3 JerB 1 *b 2 )-'rt( \- ,t"*-

Casual Leave Duty
leave

Maternity/
Medical
Leave

Eamed
Leave

FN Permission of
1Hr.

AN Permission of
lHr.

3D \DJ46

Page 2 of 5



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

3.8 Do you follow the " VE S" (Sort, ln , Shine, S , and Sustain) system in
of machines/equi 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, 2OO5?

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)
Routine &. J-rd td'a 4- lr"1 A l,r.rrDays

Taken Special L )o* '\ .l^^ L),A
-U

4 )'*

Upkeep of Sort Set in Order Shine Standardize Sustain
Machines/ Equipments r''
Consumables/Stationery ,/ ,-/

Subordinate Type Temp. Staff Office subordinates Junior Assistants

Nos. n v 3

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?

Document Types University's Act Ordinances Statutes Regulations
o/o Awareness <50Yo 50-75% >75Yo <500h 50-7s% >7sYo <5lYo 50-75% >7sYo <50o/ol5o-75% >75Yo

Pl.Tick 1
Document
Types

Obligations of
Public authorities

Exemptions/Grounds
for Rejections

Central/State
Commissions

Making Reports
for RTIs

oZ Awareness <5lYo 50-75Yo >75Yo <500h 50-15% >7 5Yo <500/, 50-75% >75Yo <500h 50-75% >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)

Always (100%) Almost Always (95-l 00%) 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
:lniteA 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
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 t-/

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 >l5Yo 51-75% 26-s0% >25Yo

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

Range >40010 3t-40% 2t-30% <200

Specific Remarks:

O.nr

Sq((*.[iue- t

'lr\(aota-

J- A,n\

Date:

Place:

Internal Audit:

Dirgctor,IQAC
mterndl Qualit, A.:birt()i,i.it Celi {.i]irt

VI(RAI|A SIf, }iA ruId U N IVERSTTY
ilBroRE -i,/-tt+

External Audit:

Un:,.rc.xi{ J'rin',st1a'lsu arc- .,t^t Coo1.-Live- o*J.

st^8& wrc_*rb<d, oJ 6ho- 7,oL s\^6-aqAb"is '(s

E"f St,rsodh a.an*il1 (l"c ot-8ica-- ,.^:o>.K

rsorK r^o\Uk Uwlvu.slt5 $,fi^si,tig ,

m 'A-'6-llj-
Signature of the Employee

Our. lrr:or.\(,[ SFI\S

8."-,\i16 ,.^a h^ttb to

K
Registrar

REGISTRAR

f.S,"*, eNx
Assistant R"g''t'u(

YOGI VEMANA UNIVERSITY
KADAPA - 516005.

VIKRAMT SIMHAPURI UNIVERSITY I
NELLORE.524 320.

U "{oA&"s,-'9
,$ffdifp"nrirk,,,
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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 2o.22-2:c.

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 incuning 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 lme 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 Arnovarrou . \/rr\l?
1.2 Designation

LvnXrx Slprnn
I

1.3 Educational Qualification t1A
Year Sections1.4 Experience in administration (Years and

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

2022-23

1.5 Date ofjoining o3'o(, blh
t' 1*"7t ''--"-fr

1.6 Date of Retirement 2 lr o.( r 2oUfu
,

Year &on+, 9,rvr9.,, lqq t lqq {1.7 Qualifications

Qualification mn Crt-) BA :I.?ileY SSC

Proactive Job
allocation

Time
Frame done

Progress
Periodic Review

Slackness Handled Addl. Responsibility

Srnirx S\er'no lovgc.ar Cnr.-'l lclKe-Yr

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

g o-
0L) 1 loolo VeJ-,

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

Page 1 of 5



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

r/e)
2.6 Motivation to

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 or take the ofyour superiors?

5 What is the system of in Section?

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

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

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

3.6 Do you work on the office hours?

Build Team SpiritHigh level task allocation Exchange PleasantriesWord of Appreciation

Through Proper
Channel

Directly to the
Head

Daily
Basis

lnward-Outward
Register

Min-Max Time for
Completion

Stress on Confidentiality
Maintenance

Ye: r/eJ.. Yot I Jorr-' Aro
qJ

Seek Help from
Superiors

Entrust the Task to
subordinates

Attempt
Fresh

Equip you with
Updates

Refer Past

Draft
Va\YeA Ye)rVo\

Confidential filing Special files as VC/Registrar SeeksTopic-wise filing Date-wise filing

Vp\ Vo\

OutwardStatus lnward

Vp\rle},Maintained
IINot Maintained

Replies to
Governments

Grievance
Letters

Explanatory
content
First-time/ FreshRoutine

LetterslFiles

AN Permission of
1Hr.

Earned
Leave

FN Permission of
1Hr.

Casual Leave Duty
leave

Maternity/
Medical
Leave

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 Subordtnate -2

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 Government Communications?

3.8 Do you follow the "Five S" (Sort, Set in Order, Shine, and Sustain) system in
of u1 etc.?

3.9 How many subordinates work under your superior?

Subordinate Type Temp. Staff Office subordinates Junior Assistants/I
iIrnicr'f Ekazrn

Nos. t

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

5. Legal Matters
5.1 Extent of your awzlreness 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. specifu)
Routine 3J^',tDays

Taken Special 2l^,oA

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

Consumables/Stationery

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 <5UYo 50-75o/o >75Yo <5jYo 50-75% >7504 <5lYo 50-75Yo >750h <500/" 50-15% >7sYo

Pl.Tick

Document
Types

Obligations of
Pubiic authorities for Rejections

Central/State
Commissions

Making Reports
for RTIs

o/o Awareness <5U%6 50-75% >7sYo <500h 50-750io >75yol<50% 50-15Yo >750h <500 50-750h >75Yo

Pl.Tick

Pagc 3 of5
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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 850/o

Filed For the University lFiled 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: Cn Administration On Teachers On Students On Specific Personalities

From Staff
From Students ,.luj.+ i,-r +J*A

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

both!

On Administration On Teachers On Students On Specific functionaries

From Staff
From Students

Appeal to Higher
Officials by

On Administration 0n Teachers On Students On Specific Personalities

Staff nr? I

Students rr,) I

Range >7504 5t-75% 26-50% >25Yo

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

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 31-40% 21-30% <2004

Specific Remarks:

6.pty€nl
{rle\\org o$e-

.^"^Ut:tl ${

Date: ftf3 l*.*t
Place: Ne\\G.fe

Internal Audit:

Direorflfi€Erth
Inteynal Qrality Assurance Cell (leAt

YT(RAf,A SHIiAPI.|TI' UNIVE RSITY
ilELLORE -524 32d

External Audit:

"-A €rnp'loye,rr.t & vso c,ol\%g vsuniver$h

ve-Yy s*W.di; ^-At'4to 
J kho- 'A1"i"islr"Sr"n

*",., t1'8,€ Lo-lo.rna 6nccuYgz ;* Jli kh{- ${z€z-L'

Av"-V.,
Signature of ffe Employee

',.,.,."1''-7:: : :.^. '"..,i\, -.

viKirAd!flA Srl$riArurti UNIVERSiTY
NELLORE.'aA 320.

fl S',^*, ealy
Assistant Reg'strJ

YOGIVEMANA UNIVERSITY
KADAPA. 516005.

(-r.
,u)V*,*es,t

Assistant Regtstrar
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VIKRAMA SIMHAPURI UNIVERSITY,
$IELLORD, ANDHRA PRADESH _ 5,24g24

Administrative Audit of Regular Adnrinistra$ve $talf only(Libran' Assrstirnt ''Asst Ilrrrlirrr:erl'Asst lteiliitrari su1:e rinl.errdentlsenior a*t7 Junior Asst)
During ZOZZ-Z&

'lhc'administrati|c audit is ti-r g1,rr.,,'" c:ilcctirc p*riirrnring o1'spccific funcrionslresponsiirilities byadministrative stall'calried Dut \\ili.r a fi:eus un invoh.e;rient to achieve the goal and purpose of theunii'ersity' The audit includcs incuning o1'es;:e.nditurer u'ith cost efJicierrcy ancl effecliveness and
discharging dr-lties in compliartc.e r'virh applir:ahle laws and regulations in fbrce frorn time- to- time.

l. Personal Ilata

i\ote: l\{ost qucstions bclon be ansn'ercrl hv I'ick i\{arks; PI. do the same in the troxes given.

2. Job-Iixecution: Proeess and Funclions

1.1 Allocarion of Durics anri llcsponsitri liri,-:s

3.2 Targetsi fime I s f ixcd lir r ),our S*clion's nclir.ities
].,jo. uf Druli
Notes tt^: pro(rdss
&ex

lo Scct iirn Ilcad in evulving p*l
Prnr,ide ldcas Sfn"c irs it i{csiturcl: pursi}n Develop Drali Policy

Nr-r ol'Still- ttr
Inr',rlr crl ilt unork-
J'Lru

2

l.l Narnr: ol-the iimplol,ee
?nP

l.? Designarion
Yoh

Ytrar Sections
o t

202?-73

ou- 6A- valtt

I .l Iriducational Qual i{icatiorr

1.4 hlxperience in aclministration
Ilields Iike Examinarions.
Sectiorr. Admission. I;inancc. crc
(LJpto i difl. ex;rcricnce ilrclis)

r (Years rnd
RTIs. \if

I.6 Datc olRetirement

I.5 Dare ofjoining

l'car 9q5 tqq? ,ADN
I.7 Qualitlcations

Qualilicatir:n S9e Lnl-er-r,ltTRA t-l,9t

Irroactive Job
allocation

Addl. ResponsitrilitySlackntss Ilandlcd
cl clonc Iirvlrl\t

Tirne
Fram,

Progress
I)eriodic

t/t kpn

s*o. of liles tn
be clear daily

t4 of wr:rks 10

be clone as per
plan

Arrangenrent lbr
Staff on leavs

T- o1-)
*. 

-9*L Yes

Page 1 of 5

Citr: lrstiinc:cs
irics lirr 1,*ur S*ction Tick. most t\,v0)

i - '*****---*-..

Lno\



J.4 (i*i*r;rl I'irrii,il;ti i,: 1..'"r,.i'i r....ii:,1

l:Io'*"rtl,'l1i tir lrr- 'S\1 :ti.i J 
' ii:u ( ):t*-tigl.. ltn'i,lr$

J.) ( 1,,g11111111,iu;rliryi lr., r i;trl I lil'ruft,1f

l]..rr 5l;tri: *:ilr l;,:.k l;rli..' i );"rri \\ l iltr:rr irirlrriril(1ls l't:t rtiltsi'n f utoilf

J.{: \1ir11,'*t1,,r, 1(j

\\'rr'-l l1'

J"7 l4ctirriul rr1'lt*ptrrtirrr rrl lll,- lretir i1i*s r'.rl"r'ir'il {}ilt ilt \.ortr
il iiil ir lil\,r)'j { ltilriitfd

:iiL:f

3. ()lIiee .,\tlruinistntliolt \\jlrlt:

i i ilr,:(1li iir;il'i i' i lt.' r t i.r t", l l r r1r"'r r-:ir- l"r:r tuke the $i'
\11; 11 !111 Scek llr:11r il*nr

I l.:i:, 1: I

I I \\jhrr rs xlir \\ rlrili rl{'" f i aJut'te r ll
( utillrlcrtti;Ll

i.,i ,,:rt.' it r r,. lr.,..i ,.::lii ( )r:lrr.rl.-l l lr) i.]1ilinti]infll i1i ll:e
$llilu5

,:1.4 S{.ater {iri": lerririaJ tirtr t;,rkr:n ro

l .l yr i.111;i 1 1 11't'

3.5 I'loiv il;t J{r nronths'/

.i-i i,

,it

it1 r)U l11

l, li ,'ir lt,ri ,i;,', irl; ll;i,iri'liii, l:,,1:l-:.,.

-\r,.,rl liri' 
'
.tt1 5 r.,i1l-L.i'{i ii: i}:,, lt:.t rttr.,

r\"r'. 0l lirrlr,:it.i rt utl".-',-i iI i.l.ti. ji:,t rrtir. il: Slti:,,,ri',^iitttrl,.. - i
\'! (ll ll !i.r:lL,tr,.: iil !ltr: i;rr1 

'):r.: 5rrl:rr:itJiir;rt; -f
Ir'rr. r.li'J {+lirl:rr':. \!r}Il..L'il iii tit;

l): r'r ir"ssirrnll Hf1,lc

| 
:.1trh;lll{r: 

I:'i *;lsilnlrirs Iluild 1'eam Spirit1t'. r'l i;i>io ;t l i, r. ;llirrt:

,l e-a,

'{'irrnutli Irlr,irr:r
{.'i"t:r:n,.:i

\1ir-tlirr 'i im* lir
(. olt\| i;:l:r.rtt

Strcrr un t-lun llderrtraiitt,
\{;r ittt."r'r.u:t:.:

z k^ 6 )auc. fu0

Ilntrust the'l'ask tn
suhoniinetqs

Ypq qt.rp /-l-pq Y c,e

It,.ri-rr Jr;r:;t

1l::aJi

Yeq Vv9

S;>etiatr files as Seeks

\o e

Inll'arrl ilutrlirrtJ
\ Irrintl:irrrr l v a.e

Replies to
(]ovemments

(irievance

I-r:tters

R*utin*
I "tlltrs iPi lr:s

Not

Iri l-:it-1 ilrrr:,/ I;r*slr
tr )Il|illt

I Aart t- );vQ I rt t- rlav a- IrJi ,+i ^ Ast nt ao

Casusl l.cavt nilty
fr,av*

\Jst*rnirr i
'\lC{llLi;l
l-.ri: r t:

[. iiri rcii
L.t- ii I .:

]':N Pcrnrisrirrn n1'

I I li'.
r\N llr:rntisxion rr1-

ilil"

o'Lh \s-A,y{<

Pa.q* 2 ci 5

i;r.i r)ttf yt'irt'b', rritil Sr:lrrrtrirtri_itr -l

i Yt-s v

J)[]rt'c r

' )leg _ Ytg

Sctt I '. x:l:r': (i l)\i r)n{rrlf'

:

YL5 Yes

Y-L9
}cr:tion

, yL, Yeg , YeS
i:

itr:1 3
'iii!'

ues
(.elll

ilrg []:liL uinr' jjirrrr:-t I

Ye-s

I t,,lu.-t,ii. ,ii

Yes
()It

. ...r...

r'-:;tt l:r i't) ul"



,l t: \\'itrriit \lr-:ltni \l) ( lrrr i, Irl.
l( ou tilt.:Dn5':i

Tahcrlr Special

i (ir'\llli{i) r( ill: I (-'SIlil. r.rti":.

3.1{ l"}* r,*u lirllirt tlrr' 'liir r. S" {Surt. tci irt t )l-dr.r. Slri;rr"..
CIl' t.ll J)li i! rt' : L!)ll\i Ii li!1,J1 r,,'l!.'.'

Srlrl

l.Q llou man )" sLrl"r,rrdi r:lrtrt \\ r)rk ultrL-,r" l rll,,:fi rrl')
Suhordinare T'1'pe I r'ritir. !1;11y' Ol'liur $uhftrdinates

4. Fin*ncial NI*tter"s: (lll. tick lrht,r.c'*r brxcs ilre

5. l.cgal i\'tatters

-i. I [:xtcrtt (rl'I nrrr il\tr itrl:t11,5> r.r j'{]re I ilril r:r rilr 's Act. Stotut*s, ()rdinances end

5.2 Are .vou co,lvL:rsant rvitlr tirr lrasit: pr*r,isinns o1' l{iglrt tu Infonnution Act. ?{)051,

systeJH in

5..1 Aru -\'()u ([:irln]! ri'iilr ir'*lll 'ul1s lll,.,tl lir .r ru:rririst lh,-'linircrsilr',r \.cs {

-[ \i.rct'p ol' Slrinc Standanlizr: Sirstain

tlpe. Ypc
t.. onsunrirhlrs,'5tli
h,litthin*s,'

Yes
Ye-e Ve(

Junior Assistants

h'os.

Issucs AltcrnlI ile Tii:k
I{em

Allcrna{irt Tick
I Iere

4.1 Dc _\{)U lli'Lrl-}trr trt:r lrrrrlr-:rI iirr Yorrr S*dliriltll Yes No

r\ rt: l:t"td!lr:lnr-r, lLr 1lr spr:r)t parti*liy spcnl'l
A1--- ul oqiiIionsI {)l' [:ull Part

[-ess lltan a

['f onlh
Mors than a

L{r:nth

Yr,rs No

\ (rtlr S.Jlirrt) t{') l}ti)rt'r: lltt' hills ri:C,.:ii ur!

- up lltc lrill:; ,rrrlr.:r"-sr',.i hr r o11 ;q11{ i,Jllt l()

c\ sr suu.*r'slr'J sirlltl ilturrii,rirr l{ rrr)cr_"rjrrr.rrs,)

4.4 Do J'ou li:llor+"
other fiei:tions'l

4.5 I:lave l-ou
bill pnrr:essingr

4.3 'l"inrc taken trr'
r'iirrti S tir l'1.'S t uilr.ril.'

Yrr Nn

\,'c \'oil c\ tr .{u!1fIC51t,d tl:t-"ilSurts lrt ;icl}iL:\ L

and clllcicr:cr in r nLir Sccl jrrr:': llclir iticr '

4.{r IIir
yte

Dr:cunrcnt '1"l pus Linivcrxitv's Act ilrriinanc$s Stalutes I{"egulations
Yo Au,arertess !irl f (u .aad.''.\r-,ir)/-)1,- -it.)c I i(]t',, <rr J<o, :'?5s r '{{}0.i 50-?5% >75(,'o (5{}% J0-75Yn >75srb

PLI'ick \/; e ,

f)ocunrent
'l'y.prs

Ohiigatiorrs rf'
Public iluthoritirrs

I,xcrturlirrr:s'( irtrurtih
iilr llr"ir.:ction:

(.'*nlml./Statc
('{)m nr i$si()its

Making Rep*fis
{nr &^l'ls

,0.r'0 Arvarettess ' 5t)n u fsr"r:,,, 1 iii.; ., 5(1,',, ..11_,.,,. i -t<,, 
-

I
',50sri, 50-759; >75(!i, .i:5$1"; 50-751!i, )751t

Pi.l'ich v'i
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eleatr,"',c-t- ,+ tics
aJ v€rt1 SuPPor|ive'

8-- nJ-\ nts L,ra Lto n is

&" all asPecL* in &he-

5o us( aurL B!^r( Lo be l;he- ?4-', h o{ v'S' uairaus {67 .

P
tgnilturc (t,.#kr-.-s

-.K
REGISTRAR\*

, y|KRAMA S|MHAPUR| UNIVERSITI

* _ NELLoRE -sz4 tzov, "

If S- e"Ail
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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

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 (PI. Tick, most important two)

1.1 Name of the Employee k. s-i,olLo
1.2 Designation

J
J=(r rr', ,sf A<grsLn l

1.3 Educational Qualification It 'r ,4..4c. , H' Ph', I , F.ho'
1.4 Experience in administration (Years and
Fields like Examinations, RTIs, VC
Section, Admission, Finance, etc.
(Upto 3 diff. experience areas)

Year

2022-23
sr2s- *

P(d. QXo,mi naJi orr Cc-("+; dn

l{fi Li 5 -t'a,r 3
1.5 Date ofjoining 03- 06^ 20 )4
1.6 Date of Retirement 3''os.203+
1.7 Qualifications Year 20 2> Lol \ tlqq I qq+

Qualification fh.o rr,f h; , 11'l'f 's- tsa

Proactive Job
allocation

Time
Frame done

Progress
Periodic Review

Slackness Handled Addl. Responsibility

Exuv^ Scdior ' lil ca-< 6 ooA

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
Staffon leave

lo o2- OL 8o'/ . a e-t

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

Yq '/q 7 r-t

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

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

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

'1 cl
3.3 Are inward and Outward T Registers maintained in your Section? (Check the Right Cell)

3.4 State the normal time taken to di a

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

3.6 Do work on ho the office hours?

Day Starts with Task Talks OralAVritten Instructions Persuasive mode Professional Style

Yy l"t 1q

Build Team SpiritWord of Appreciation High level task allocation Exchange Pleasantries

Through Proper
Channel

Directly to the
Head

Daily
Basis

Inward-Outward
Register

Min-Max Time for
Completion

Stress on Confidentiality
Maintenance

'/ c4 7ra 1ol Yq 3-+- S[.+r No

Refer Past
Draft

Attempt
Fresh

Equip you with
Updates

Seek Help from
Superiors

Entrust the Task to
subordinates

'l "l Y cs C Srr^"-l'Y^.+, 'l e-l

Status Inward Outward

Yq 'l eaMaintained
Not Maintained

Routine
LetterslFiles

Explanatory
Reports

First-time/ Fresh
content Reports

Replies to
Governments

Grievance
Letters

o'x A"t L f' 3[a2a y8.i4 l+ ZB*V

Casual Leave Duty
leave

Matemity/
Medical
Leave

Eamed
Leave

FN Permission of
1Hr.

AN Permission of
lHr.

2a zo Lo

3No. of Holidays worked in the last one year

No. of Holidays worked in the last one yearby 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

Pag,e 2 of 5



To Whom Meant UGC/MHRD AP Gor,'t. APSCHE DST/CSIR, etc. Other (Pl. sPecifY)

Days
Taken

Routine leW t19
Special I d,')

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 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 lnformation Act, 2005?

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

U of Sort Set in Order Shine Standardize Sustain

'1 q Y r-l 74 74 7q
Consumables/Stationery / e.> ,f ?4 ,,1 ?-\ 1"5 Y,l

Junior AssistantsOffice subordinatesTemp. StaffSubordinate TYPe

olo2-Nos.

Tick
Here

Alternative Tick
HereIssues

CS4.1 Do you prepare any budget for your Section?
PafiFull4.2 Arebudgetary allocations fully spent or partially spent?

than athan a4.3 Time taken by your Section to process the bills received

from Staff/Students
ES4.4Do you follow- up the bills processed by you and sent to

other Sections?
Noes4.5 Have you ever suggested simplification of procedures

bill processing?

4.6 Have you ever suggested measures to

and efficiency in your Section's activities?

Document TlPes University's Act Ordinances Statutes Regulations

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

Pl.Tick

Document
Types

Obligations of
Public authorities

Exemptions/Grounds
for Rejections

Central/State
Commissions

Making Reports
for RTIs

o/o Awareness <500 50-75% >75Yo <500/o 50-75% >7 5o/o <5jYo 50-75Yo >750h <5UVo 50-7s%o >750

Pl.Tick

Pagc 3 of 5

Yes No

Machinesi EquiPments

Alternative

No

No

achieve econom)



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 AIways (es-100%) Mostly (90-95% 85-90% Less than 85o%

Filed For the University - lrrca agatnst the University

6. Grievances Handling

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

From Staff
From Students

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

Time for G or C On Administration On Teachers On Students On Specific Personalities
From Staff I or il-a,
From Students

6.3 Was there any appeal to your higher offrcials against the decision of your Superior in respect of
grievanc,es handling?

Suggestions Sought Weekly Monthly Annually
From Staff
From Students

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

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

Range >75Yo 5t-75% 26-50% >2504

7.2How much you have enhanced IT capability since last NAAC accreditation to this time?
Range >5jYo 41-s0% 3r-40% <30Yo

Appeal to Higher
Officials by

On Administration On Teachers On Students On Specific Personalities

Staff I.( o

Students
^to

Page 4 of 5

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



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

time?

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

Soecific Remarks:

ou"f
{'r&a frssr s{atc1 =}. dewl'€

LrYu.uersi +y ero

AdYr^^ v'L S4"'e4r w Ac-l-'vi-fry 
*{.,

&*.'u 'r 11 o./x^-h c"' -lt /* ,l

?.'r"n,.t J-
4*t1.9,' I lt* ?< tlu" "e

r-il

Date:

Place:

Internal Audit:

Ut$.€!e-
I\

rtenrat Quality Ar"urance Ceir (lQAu
YT(RATJIA SIIUHAPUFd UNIVERSITY

fi^il; a
Signature of the Employee

-M
HELLOEE - 524 32{

External Audit:

YOGIVEMANA UNIVERSITY
XADAPA. 516005.

REGISTRAR

YIKRAfulA SI}JIHAPURI U NIVERSITY"

h NELLoRE'52432w

tP.*,

Page 5 of 5
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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 tir-ne-'to- time.
,}

r!
!'-

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

1.1 Name of the Employee Pq^^^thoyvrnai'Ntltlr^r\-
1.2 Designation Srzvri$u hvirer^r
1.3 Educational Qualification M*A
1.4 Experience in adminiskation (Years and
Fields like Examinations, RTIs, VC
Section, Admission, Finance, etc.

Opto 3 diff. experience areas)

Year Sections

2022-23

1.5 Date ofjoining I 3. D4 . e-D\ C
1.6 Date of Retirement ?h. D\ ' .LoEo
1.7 Qualifications Year Lo\ 3 1_{)\ I AA']B q-0 o[

Qualification tnr* A' B.A . T ^^h. ssc-

Proactive Job
allocation

Time
Frame done

Progress
Periodic Review

Slackness Handled Addl. Responsibility

5q : urk' o"l Y., 6.ood

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

@ CID%

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

,r/ r-

Page 1 of 5
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r

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

'rHe.\Ycr ^?.{ yd

2.4 General Flexibility to Excei exist

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

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

3.2 is the of done in your Section?

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

3.4 State the normal time taken to sea

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

3.6 Do you work on holida the office hours?

Exchange Pleasantries Build Team SpiritWord of Appreciation High level task allocation

6lxA

Through Proper
Channel

Directly to the
Head

Daily
Basis

Inward-Outward
Register

Min-Max Time for
Completion

Stress on Confi dentiality
Maintenance

t---_- ^l^\ A)D

Entrust the Task to
subordinates

Refer Past
Draft

Attempt
Fresh

Equip you with
Updates

Seek Help from
Superiors

+,\ I-. qAC DIi .,vu"[ \

Date-wise filing Confidential filing Special files as VCiRegistrar SeeksTopic-wise filing

Inward OutwardStatus

^f\Maintained nb\
Not Maintained

U

Grievance
Letters

Explanatory
Reports

First-time/ Fresh
content Reports

Replies to
Governments

Routine
LetterslFiles

FN Permission of
1Hr.

AN Permission of
1Hr.

Casual Leave Duty
leave

Matemity/
Medical
Leave

Eamed
Leave

+* l-L0 l_

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

Page 2 of 5



To Whom Meant UGC/MHRD AP Govt. APSCHE DST/CSIR, etc. 9th.. (PI. specify)
Days
Taken

Routine

Special

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

3.8 Do you follow the "F'ive S" (Sort, Set in Order, Shine, Standardizg and Sustain) system in
upkeep of machines/equipments/consumables etc.?

3.9 How many subordinates work under superior?

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

5.LegalMatters N.A"
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 &ct,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

Consumables/Stationery

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
r--

4.2 Are budgetary ailocations 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?

Document Types University's Act Ordinances Statutes Regulations
oZ Awareness <5lYo s0-75% >7s%o <5lYo

fo-tsu,
>7sYo <5j%o 50-75Yo >75Yo <500 50-7s% >75Yo

Pl.Tick 4 t-/ t/ r

Document
Types

Obligations of
Public authorities

Exemptions/Grounds
for Rejections

Central/State
Commissions

Making Reports
for RTIs

o% Awareness <5OYo 50-7s% >75Yo <5OYo 50-7syo >7sYo <5UYo 50-7s%o >7s%o <500h 50-750 >7SYo

Pl.Tick

Pogc 3 of 5

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)

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

Always (i00%) 95-100%Almost Mostly (90-95%) 8s-90% Less than 850/o

Filed For the UniversrlY_- Against the Universiry

6. Grievances Handling

6.1Does yourSection receive grievances/comPlaints from Staff/Students? (Pl. Tick)

On Administration On Teachers On Students On Specific functionqrlE-

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/comPiaint)

Time for G or C On Administration On Teachers On Students On Specific Personalities

From Staff
From Students r

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* v/
From Students

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

7.iHow often you have placed tnstitutional interests above personal interests at critical times for

both!

Range >l5Yo 5t-75% 26-50% \./ >250 r-

7.2How much you

Appeal to Higher
Officials by

On Administration 0n Teachers On Students On Specific Personalities

Staff
Students

<30Yol-/ 31-4004t-s0%>50010Range

Page 4 of 5

have enhanced IT capability since last C accreditation to this time?



I

'i

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

Range >4}Yo
t-. 31-40% F. 2t-30% - 20% L--

Specific Remarks

J ts'I *t 05,.^J 
?..N^AA

J^tJ^ tI"\ t &-\g"",sq

h" r\ k""+.TN 
C.

-u^\

b Ss). lA-

"s,-\ =*dt,
I^^rel^^t'\'J

+^l', V S tJ
$ rr\uudL

I

H) t+an

*"^J,

\, Date:

Place:

$ _*"1 r.
pdl\o-

I
(

Internal Audit:

Direcfir[8,ggn
bnat Quality Assurance Celi {iQtr-.

YIKRAMA SlitHA. t' U F-t U N iv f: ii 9i n-v

NELLORE .5?; 3i'
External Audit:

of the Employee

REGISTRAR
VIiffiAMA S|IiIHAFURI UI.IIVERSITY

NELLORE-s24 320.

."ffi

I

tr;
ssistant Regtstrar'

YOGI VEMANA UNIVERSIT
. KADAPA- 515005.

fs- Rq
Aesistant Regrstrf,r

YOGIVEMANA UNIVERSITY
Pagef(AoD.PA - 516005'



VIKRAMA SIMHAPURI UNIVERSITY,
NELLORE, ANDHRA PRADESH - 524324

Administrative Audit of Regular Administrative Staff Only
(Library AssistanVAsst Engineer/Asst Registrar/SuperintendenUsenior AssV 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

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 TargetsiTime limits fixed for your Section's activities

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

2.4 General Flexibility to Excel exist

Page 1 of 5

1.1Name of the Employee \l . s{Lt PB t YA
1.2 Designation I t-1ru ln L- Ass t 3'7a^t r

1.3 Educational Qualification H<c Lo nl*ru , c ? t+tz Pl t .<T fLY \
1.4 Experience in administration (Years and
Fields like Examinations, RTIs, VC
Section, Admission, Finance, etc.
(Upto 3 diff. experience areas)

Year Sections

2022-23.
c

1.5 Date ofjoining , l3-ll-LalU
L6 Date of Retirement I

1.7 Qualitications Year Lpl{
Qualification

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

o/o of works to
be done as per
plan

Arrangement for
Staff on leave

Provide Ideas Cite Instances Serve as a Resource person Develop Drg"frPolicy
Y

ASC



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 Professional StylePersuasive mode

2.6 Motivation ided to

Word of Appreciation High level tqsk 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 Confidentiality
Maintenance

3. Office Administration Work:

3.I Do you draft the circulars/notes etc or take the he of superiors?

3.2 What is the of done in Section?

3.3 Are inward and Outward sters rnaintained in Section? Check the

3.4 State the normal time taken to dispose a

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

3.6 Do work on ho off the office hours?

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 Confrdential filingc-wlse't
{

OutwardInwardStatr.rs

Maintained
Not ir4aintained

Routine
Letters/Files

Explanatory
Reports

First-time/ Fresh

content Reports
Replies to
Governments

Grievance
Letters

1 - L- &arrn z-to*tn

AN Permission of
1Hr.

FN Permission of
1Hr.

Duty
leave

Maternity/
Medical
Leave

Earned
Leave

Casual Leave

30LS

ALY /\) ANo. of Holidays worked in the last one year

)^)n.)No. of Holidays worked in the last one yeally 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

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) systern in
u of consumables etc.?

3.9 How subordinates work undel vour

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

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 Infonnation Act, 2005?

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

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

Routine
Special

Upkeep of SoW Set in Qrder Shine Standardize Sustain
Machines/ Equipments /,
C onsumables/Stationery

Subordinate Type Temp. StafT Office subordinates Junior Assistants

Nos. O I 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
fiom Statf/Srudents

Less than a

Month
More than a

Month

4.4 Do you fbllow- 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 ettciency in your Section's activities?

Document Types University's Act Ordinances Statutes Regulations
%o Awareness <500 50-'75% >750h <500 50-75% >150h <5jYo 50-7s% >75Yo <500 50-15% >750h

I']l.Tick

Document
Types

Obligations of
Public authorities

Exemptions/Grounds
for Rejections

Central/State
Commissions

Making Reports
for RTls

oZ Awareness <50o/o 50-7s% >750h f50% 50-15% >J 50/, <500 50-7s% >7sYo <5lYo 50-7s% >7sYo

PI.Tick

Page 3 of 5



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

Officers'/ (Please Tick)

filed any legal suit for or against the UniversitY? (Tick if done)

A1 Almost Alwa S 95-t00% Mostly (90-95'/,)- 85-90% Less than 85%

7

led Against the UniversitY
Filed For the Univers
5.5 Have you ever

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/comPlai nt)

Time for G or C On Administration On'feachers On Students fic PersonalitiesOn Speci

F'rom Staff
From Students

6.3 was there any appeal to your higher offrcials against the decision of your Superior in respect of

grlevances handling?

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

improvement?

S t Weekly Monthly Annually

From Staff
From Students

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

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

both!

Range >7 5o/o 5r-75% 26-50% >250h

7.Z'How much You have enhanced IT capability since last NAAC accreditation to this time?

On Adrninistration On Teachers On Specific flinctionaries

Fronr Staff
From Students

Appeal to Higher
Officials by

On Administration On Teachers On Students On Specific Personalities

staff
Students

Page 4 of 5

Range >50o/o 3r-40% < 30o/o

On Students

/' |  t-so%



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

time?

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

Soecific Remarks:

aT" L,*

o+ v.s

O.^"n.l.r*
Q,we r-uno,<:

Date: d

(l"lo% a"J

(J,,rlvtrn :l.l Nre

f *fbJ"" ./ fJ'^^:,^:nt^J.' vz a*-l-\""n--I:en

llone o.ne (o'oger4:ra +" r""c"k-e

LconL+

e -|-uo

C^-{,{^[lt

"\Uf." ,[.^

nt AJ a.rl-to,lJ,rl
dA o.tt1r",*l1:. . O+ cPor'|t '

V' Sn. pn! -tor.
Signature of[h. EfiloY ee

l)Place: roE_LL1|LE

Internal Audit:

ttemd I (lQnc
T4XRAMA SIIVIHAPURI UNTr'ERSIT\.

NELLORE -524324.

External Audit:

k
Registtar

REGISTRAR 
.,q

VIKRAMA SIMHAPURI U}IIVERSITYY
NELLORE-$?tr-320,1

u*s*,aea{I Assistant R-egrstrtr
YOGIVEMANA UNrvensrry

IGDAPA - s16005.
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VIKRAMA SIMHAPURI UNIVERSITY,
NELLORE, ANDHRA PRADESH - 5.243.24

Administrative Audit of Regular Administrative Staff Only
(Library Assistant/Asst Bngineer/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

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 ts fixed for your Section's activities

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

1.1 Name of the EmploYee rN r"1 R*"
1.2 Designation $^^r\ rt /e&i6\44t \

1.3 Educational Qualification M.A .

1.4 Experience in administration (Years and

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

(Upto 3 diff. experience areas)

Year Sections

2022-23

teAc_

1.5 Date ofjoining 01- o'l - z-olY
1.6 Date of Retirement 30-D6- 2oLl3
1.7 Qualifications Year 2-o1l Lo o( \qq I lqq 6

Qualification MA {\A Pl)c sso-

Addl. ResponsibilitySlackness HandledProgress
Periodic Review

Time
Frame done

Proactive Job
allocation

I-cUco,rzt-Cd.d2 "1c$^\

Arrangement for
Staffon leave

Yo 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

1jY15'/,oa oLo3

Provide Ideas Cite Instances Serve as a Resource person Develop Draft Policy
r/ W--'
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2.4 General Flexibilitv to Excel exist
Freedom to be'SMART' Forgiving One-time Errors Setting Examples by oneself

\r-t Yet
2.5 Communication by your Superior

2.6 Motivation to

2.7 Methodof Reporting of the activities carried out in your

3. OfIice Administration Work:

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

3.2What is the system of done in your Section?

3.3 Are inward and Tapal Registers maintained in

?

( the Cell)

3.4 State the normal time taken to a

3.5 How da of leave availed ln

Do work on holidays/off the office hours?

last 36

(

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

Y*-\ T\ Y^\ t_-

Word of Appreciation High level task allocation Exchange Pleasantries Build Team Spiritr\ Y+l *.r Y*^
Through Proper
Channel

Directly to the
Head

Daily
Basis

Inward-Outward
Register

Min-Max Time for
Completion

Stress on Confi dentiality
Maintenance#

-
']^\ *.r 5 ^ q drrrl ,.-[O

I

Refer Past
Draft

Attempt
Fresh

Equip you with
Updates

Seek Help from
Superiors

Entrust the Task to
subordinates.-2\ .A\ w A{ f.r

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

Y' "1"| w b1
Status Inward Outward

Maintained +{ "rr\

Routine
Letters/Files

Explanatory
content
First-time/ Fresh Replies to

Governments
Grievance
Letters

I \ {

Casual Leave Duty
leave

Maternity/
Medical
Leave

Earned
Leave

FN Permission of
1Hr.

AN Permission of
1rtu.

D J-
,

No. of Holidays worked in the last one year g dla$
No. of H worked in the last one Subordinate -i 6 l.or^i
No. of worked in the last one Subordinate -2 s- "(&q[No. of Holidays worked in the last one year by your Subordinate -3

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

Days
Taken

Routine l Jst{\ UotlA
Special t--

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 etc.?

3.9 Howman subordinates work under superior?

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

5. Legal Matters
5.1 Extent ofyour awareness of the University's Act, Stafutes, 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

SustainShine StandardizeSet in OrderSorlUpkeep of ,lr\
Ye *\fr>'b\Machines/ Eq ,b\T4

-*\
YA 1^\Consumable s/Stationery

Junior AssistantsOffrce subordinatesTemp. StaffSubordinate Type

Nos.

Tick
Here

Alternative Tick
Here

AlternativeIssues

NoYes4.1 Do you prepare any budget for your Section?

,r/
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 bills received

from Staff/Students

,-/ NoYes4.4Do you follow- up the bills processed by you and sent to
other Sections?

NoYes4.5 Have you ever suggested simplification of procedures

bill processing?

P4.6 Have you ever suggested measures to achieve economy

and efficiency in your Section's activities?

Document TyPes University's Act Ordinances Statutes Regulations

o/o Awareness <50Vo 50-7s% >7s%o <5UYo 50-75% >7504 <500 50-750h >7sYo <500/o 50-75Yo >75Yo

Pl.Tick v/ l-/ \,/ L/

Document
Types

Obligations of
Pubiic authorities for Rejections

Central/State
Commissions

Making Reports
for RTIs

o% Awareness <5UYo s0-75% >75Yo <500.o 50-750/o >7s%l<so% 50-750 >75Yo <5OYo 50-75o/o >75Yo

Pl.Tick L/ 4 \/' u/
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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 -100%) Mostly (90-95%) 8s-90% Less than 85o%

t-*- --

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

6. Grievances Handling

6. i Does your Section receive grievances/complaints from Staff/Students? (Pl. Tick)
On Administration On Teachers On Students On Specific functionaries

From Staff H \-r'
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/compiaint)

Time for G or C: On Administration On Teachers On Students On Specific Personalities
From Staff t-- u/- | luy
From Students v1&{
6.3 Was there any appeal to your higher officials against the decision of your Superior in respect of
grievanc€s 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.iHow often you have placed Institutional interests above personal interests at critical times for
both!

Appeal to Higher
Officials by

On Administration On Teachers On Students On Specific Personalities

Staff A2r L-
Students F* rt2t (-

Page 4 of 5

ty since last NAAC accreditation to this time?

Range >75Yo 5t-75% \,/ 26-50% >2504

7.2How much you have enhanced IT
Range >50Yo 41-s0% ,t_- 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% <20Yo

Specific Remarks:

Au fl"t cruflro.rf*r I fl^{

,U^I ,a7c\*.tt

.h-" th,""o ft

\J

Io.* L"""^ Jitr&{
,-u'd

,ur
Regis'trar

\
Fj^l

^rt 
il

0\.\
,"Ihd
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VtrKR*AMA SIMHAPURI LTN IVERSITY,
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

T'he administrative audit is to ensure effective perfonning of specific functions/responsibiiities 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 .rs-'.&&jxrvt

1.2 Designation 5cr.niov /(Ai&ta*_tr
1 .3 Educational Qualification tr\C A
1.4 Experience in administration (Years and

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

Year Sections

2022-23

1.5 Date ofjoining 04. - o6 - 
"-oL+ 

,

1.6 Date of Retirement 3l - 03 -&o+1 '
1.7 Qualifications Year 2oto La* 204 2@L-

Qualification t.^cA ts,Sc- ,.1""r*dt 39c-

Proactive Job

; allocation
Time
Frame {one

Progress
Periodic Review

Slackness Handled

.)

Addl. Responsibility
.:.1

otUd,r'^J< o{ 6€A <-j-.rtc-.1

No. of Files to
be clear daily

No. of Draft
Notes to process
& expedite

No. of Staff to
lnvolved in work-
flow

Yo of works to
be done as per
plan

Arrangemeut for
Staff on leave

oE- b{ o9 1r'1. Ve4

Provide Ideas Cite Instances Serve as a Resource person Develop Draft Policy
l./-
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St'ii itrl l rlrnipl.': I

y% yr y,fr

2.,5 ('r)ntr'nuitic:i1irln br r,our Superior

)ay Slaris rviiir 'i-ask 'i'alks Orai/Wr itie n insi.ruciiotrs '!l-cl sulrsl V(j I tluuc

€

Pruitssitii,ai St;,ie

t

2.6 Molivalion rovided to you

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

3. Office Administration Work:

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

3.2 is the of filing done Section?

3.3 Are ward and T ln vour Check the Right Celi

3.4 State the normal time taken to dispose a

3.5 How of you m 36 months?

.6 Do you work on holidays/off the office hours?

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

Yts \% ,1% '1ef

Through Proper
Channel

Directly to the
Head

Daily
Basis

Inward-Outward
Register

Min-Max Time for
Completion

Stress on Confidentiality
Maintenance

9tx Ye-g Y,% L- 3 Aa,4A l./a
l/ b o

Refer Past

Draft
Attempt
Fresh

Equip you with
UpCates

Seek Help from
Superiors

Entrust the Task to
subordinates

9ex \% VeA Y9s 'frg

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

9e* Ye* v15 ;!t tA

Status Inward Outward
Maintained .t{!8 \r3
Not Maintained

Routine
Letters/Files

Explanatory
content
First-time/ Fresh Replies to Grievance

Letters

I

Casual Leave Duty,
leave'

Matemity/
Medical
Leave

Earned
Leave '1Hr

FN Permission of AN Permission of
ltrt.

r3

No. of Holidays worked in the last one year S Aarn
No. of Holidays worked in the last one year by your Subordinate -1 l--)-* c

No. of Holidays worked in the last one year by your Subordtnate -2 -rfukNo. of Holidays worked in the last one year by your Subordinate -3 6
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\ cvcl crrr irr
3.8 Dc 1'ou follou,' the "Five S" {Snr-'r Se1 irr Or"der'. Shine. Stanclardizc- and Suslain

uplieep of machities/ ents/consumables etc. ?L ul

3.9 How many subordinates work under 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 frled by or against the University? Yes

Upkeep of Sort Set in Order Shinc Standardize Sristain

Machines/ Equipments ue2 1% ,fq ye,x YeA
Consumables/Stationery

,
vaA \Lfi 9LB 'lex {f ,,s

Junior AssistantsOffice subordinalesTemp. StaffSubordinate Type

LNos.

Issues Alternative Tick
Here

Alternative Tick
Here

4.i Do you prepare any budget for your Section? Yes No

4.2 Are budgetary allocations fully spent or partially spent? Full Paft

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 sqggested simplification of procedures

bill processing?

Yes No

4-6 Have you ever suggested measures to achieve economy

and efficiency in your Section's activities? 1ft

Document Types University's Act Ordinances Statutes Regulations

o/o Awareness
!

<5UYo s0-75% >750 <500/o 50-7sYo >75Yo <50y, 50-750h >75Yo <5004 50-'150h >75Yo

'aPl.Tick
''J

\./

Making Reporls
for RTIs

Obligations of
Pubiic authorities for Rejections

Central/State
Commissions

Document
Types

<5OYo 50-750 >7s%o>7s%l<so% 50-75Yo >7sYo50-75% >75Yo <5UYo 50-75Yo<5jYoo/o Awareness 4Pl.Tick

Pogc 3 of 5
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\iirlirs ( i{)()'),))

-5.'{ }l2vs vol} cver filed any legal srrit fr.rr or against the I lnivcrsit),'/ (l-ick if done)

I

I"iled F-or the Uni m
-l

On Administration On Teachers On Students On Specific functionaries
From Staff
From Students \/'

6. C rievances I{andling

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 [nstitutional interests above personal interests at critical times for
both!

Range >75Yo 5I-75Yo y..l za-soN >25y,

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

On Administration On Teachers On Students On Specifi c Personalities
From Staff I Ja'+
From Students

I )a3,

Appeal to Higher
Officials by

On Administration On Teachers On Students On Specifi c Personalities

Staff i.li!-
Students

I t
^l

Range >500 41-500 3t-40% -a30%
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