
VIKRAMA SIMHAPURI UNIVERSITY,
NELLORE, ANDHRA PRADESH - 5.24324

Administrative Audit of Regular Administrative staff only
(Library Assistant/Asst Engineer/Asst Registrar/Superintendent/Senior Asst/ Junior Asst)

During 20.22-23

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.

1. Personal Data

Note: Most questions below be answered by Tick 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

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

1.1 Name of the Employee k. ltr't"-atsj..h,'
1.2 Designation I

1.3 Educational Qualification '-fugree-
Year Sections1.4 Experience in administration lYeeliffi-

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

2022-23

1.5 Date ofjoining t\3,06, 20tt(
1.6 Date of Retirement

Year
.9ol o1.7 Qualifications

Qualification J)eCree

Proactive Job
allocation

Time
Frame done

Slackness Handled Addl. Responsibility

e€ ._-

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

5 ?' 6n -l l,/-
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evolving policies for your Section (Pl. Tick, most important two)

eo
I

(fon i af 6gsr.s.J,nn l-

2o. 66,2o5)--

Progress
Periodic Review



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

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. or take the of superiors?

3.2Whatis the system of filing done in Section?

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

3.4 State the normal time taken to dispose a

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

3.6 Do work on the office hours?

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

,r/ V-

Build Team SpiritExchange PleasantriesHigh level task allocationWord of Appreciation J
Through Proper
Channel

Directly to the
Head

Daily
Basis

Inward-Outward
Register

Min-Max Time for
Completion

Sfress on Conhdentiality
Maintenance

Entrust the Task to
subordinates

Seek Help from
Superiors

Equip you with
Updates

Attempt
Fresh

Refer Past
Draft

\./

Special files as VC/Registrar S99ksConfidential filingDate-wise filingTopic-wise filing
I

OutwardInwardStatus

Maintained
(-Not Maintained

Routine
LetterslFilgs

Explanatory
Reports

First-time/ Fresh
content Reports

Replies to
Govemments

Grievance
Letters

do1 o>

AN Permission of
1Hr.

Eamed
Leave

FN Permission of
lHr.

Duty
leave

Maternity/
Medical
Leave

Casual Leave

Vro&lr \,/3+

No. of worked in the last one

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

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

No. of Holidays worked in the last one year by your Subordinate -3
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To Whom Meant UGC/MHRD AP Gol,t. APSCHE DSTiCSIR, etc Other (P1. specify)

Days
Taken

Routine o\ oi ol o(
Special Or ol ol ol

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 Order, Shine, Standardize, and Sustain) system in1n

upkeep of machines/equipments/consumables etc. ?

3.9 How many subordinates work under your

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

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

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

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

Upkeep of Sort Set in Order Shine Standardize Sustain

Machines/ Equipments \-/
Consumables/Stationery

Junior AssistantsOffice subordinatesTemp. StaffSubordinate Type

o3 o>Nos.

Issues Alternative Tick
Here

Alternative Tick
Here

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

4.2 Arebudgetary allocations fully spent or partially spent? Full Part

4.3 Time taken by your Section to process the bills 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

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 <5lYo 50-75% >15Yo <500/o 50-7 5o/o >75Yo <50Yo 50-750 >7 5o/o <50o/o 50-15Yo >75Vo

Pl.Tick \-Z t/

Document
Types

Obligations of
Public authorities

Exemptions/Grounds
for Rejections

Central/State
Commissions

Making Reports
for RTIs

%o Awareness <50Yo 50-75% >75Yo <5UYo 50-75% >75Yo <5lYo 50-75Yo >750h <5004 50-7s% >75Yo

Pl.Tick

Fogc 3 of 5

No

ot



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 (l0A%) Almost Always (95-100%) Mostly (90-95%) 85-90v, Less than 85olo

1€ -

Filed For the University lnitea 
Against 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 Specifi c 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 ts

From Students

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

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

Range >7504 51-75% 26-50% >250

I .2 How much you have enhanced IT capability since last NAAC accreditation to this time?
Range >5}Yo 41-54% 31-40Y" <30Yo

Appeal to Higher
Officials by

On Administration On Teachers On Students On Specific Personalities

Staff r

Students

Page 4 of 5



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

time?

Range >4jYo 31-40% 2t-30% <20Yo

Date:

Specific Remarks:

1Jv- Un',vrrsiby Pro.t id. F ns*p[a-*cr7 00 devetop

eadvn?n( $ara*f ve ac Nvi blg 6iD t"U U,1 {6.r fle AtclJrcrn^-eu.to'$

do tiet t n addt fl.r.r fio 
^.]q6u\ 

.

Place: A€tt0re

Internal Audit:

U\r^-eql-

inte"nEt Quality Assurance Ceii (IQAC
VII(flAMA SITIIHAPT' RI U N N E RSITV

I{ELLORE -5243?4

External Audit:

V.\Ctt^*-,.!"FI
Signature of the Erhployee

.tv/{l\
Registrar

REGISTRAR
VIKRAMA SIilIHAPURI OIIUCRSTY

NELLORE-'24 JZA{

P.sr- q,al,.y
' Assistant Regrstrar I

YOOI VEMANA UNIVERSITY

\ TGDAPA - 516oos'

L ?,
Assistant Regtstrar

YOGI VEMANA UNIVERSITY
KADAFA- 516005-

,14;e'f,e-Sa*l
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VIKRAMA SIMHAPURI UNNVERSITY,
NELLORE, ANDHRA PRADESH _ 5243,24

Administrative Audit of Regular Adnrinistrative stalf only
(Lii:rarv Assistilnti Asst Firtgrnr:r:r;'Aris1 ltr:eisrriiri Suprrinrenclent/Senior As*t/ Ju-nior Asst)

During ZAZZ-Z?

Thr;'administrativc audit is tr) gv15r,t. etlcclir.c pcrti:rnring ol'specific fimcrions/responsibilities by
administratir''e stall'carried out u'iilr a fi:cus on involr,enrent to achier,e the goal and purpose of the
universitl'. The aLrdit includrs iitcunirtg o1'e.rpenditure riith cnst efficiency and effectiveness and
dischargina duties in cornpliartcc u'itlt *pplicairlc lau,s and rcgulations i1 tbrce tinm tinre- 1n- time.

l. Personal I)ata

Nofe: N{ost qucstions bclon bc ansrr,ered hr, '1" iek N{arks; Pl. do the same in the boxes given.

2. Job-Execrtion: Process and Functions

3.1 Allocalion of Duries and ltcsponsiLrilirir.:s

2.2 tlr]r1s xed li:r ,vr:r"rr Si:ction's ac-tirities

No ol'5tafl- to
Irilrrlr tri in u'trrk-
lllru

2,3 Assistance to Section l.lead in erolting prilicies {irr ynur Srction (Pl. Tick. most two)

i .1 Nanre c.rf the F.nrplo,r.r:e

I.2 Dcsigrralion

l',l,sc.,, L Lr,r-rorlkr\
I.i EducationaI QLralil:cation

I.4 Bxperience in adnrinistration (Years and
Fields like Examinations, RTIs. 1,C
Section. Admission, l'inance" etc,
(Upto 3 diff. expericnce areas)

Yrur J,'
Sections

2A22-23

1.5 Date ofjoining

I .6 Date ol" Retirerrerrl
tsaloLlzr,+t,

1.7 Qualifications Ycar 24ll 2&1 2ooA >oo4
Qualilication M.J C,,, R.s". )4i6'^e.l s,s.c.

Ilroactivc.lob
aliocation

Time
Frame done

Progress
P*riodic Revierv

Slac.kness Handled Addl. Responsibility

aA l or'l- qq^y 6*d To.k "/-\
No. of Iriles to
be clear dailt.

No. ol' Drail
Notes lo procress

& expeciite

t b of r.vorks t0
lre dnne &s per
plan

An'angement l-nr
Sufl"on kave

F n*,^l- ?a-/- 9u.
Pror,ide klcas C'itc lrrslarrccs Servr ;ls ii ltesourcq f)ersiln Develop Draft Policy
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l;retdr:n: lir hr ' 5\i.,\ti I
l.

2.5 l.t.rnimtll'tic;ili{)Il ltr r'trur Suprt'itrr

1.6 to

4
7.7 M*thncl +1'Reporling ol ll:e itr:ti vilits r ittrirltl t'rl.tl itt r rttit' \triiitr:1

irr.\i.rr'i.itt",'' ltri'
ioti

3, {}ftice ;\dnrinistration \\'ork:

1"1 Du drafl fi(, Yi,1)l l;{; I lrrlr llikr: tirr' itelll ',,l'

l."l {ieneriil };ltrii:ili1} i.l [>:uc1 tri:l

3.2 Srlrat is the rlrtilt itt \()!ii \{{'1ir}li'

3.4 thc ncmral timr takcn trr disFosc lr

( ) r'-'-iirtie Li t t,i '. \r i:rr t ! ..1,;trl'ri."". lrr ittti.'srll

ltrtl liisi,.titit I lc

i,it(e t;it iri" *

't

f iirrs.l:', \'

tt I S**tirrt:'.) ('heck the Ri

licrltl:ur ltr

{ iul'u'rumct'tls

S*rks

itr tlt* lirrt .l{r t'ttttittl:s'r

w'ork sn

u'nrk*ci lasl *nt: t11|r'.,1'r.i: :t:l r. - i

:\(1, worked in thc last finc Stthrrr'ri:;ti:ri' ".1

No. of HolidaYs

I)*r, Stafls uith '['ask 'l'al]is 0rallWri ttcil Instfttctlilns I 
)ei'tilitsi rtt' tttt'lle

"f 2b Y

W*rd of I rt'r"i 1a:^k a I I rrcl'. itrtt lrrc it:rtt J.:i I 
t 

i *illl;,ttti ri r':s Ili.lild T"e*:t

YU I

thr*ugh Proper

Chamnel

llirr:r:i.h' lt lhr:

I t(it(t
Daill'
Bnsi*

v rro-t8, Yrr

1'.:rlrurl tltr: 'l ask tqr

s*1.i:rril i:t;it,;s
S*i:k I1*1p i'rt'rni

Sulte:';, 't'
Attenlpt
Fresh

Iiqulp y*ri ?iilh
I in.lrr,.c

Re{br l}ast
Draft

1qYh^Yq Yq

('urrtjilur:1 i;i1 tiIi ng;Date-rvisc liliugTopic-wise Iiling
YuYcn,YerYol

{ }utrl'ardlr: rrardStatu:

Maintainsd
lr/Not Maintain*d

( iritr itttcu'

l.ctlrrs
i'r:'si"-1inru, I'tr:"1:
(i)t'rtcltl I{.tprtrt s

l:xpianatur.v
Reports

Routine
LeterstFiLes tbz Fl'(,L t s&rr5

A\ Pernrission ol'
ll{r

lN Pernrirritrn o1'

Il{r.
Matemilyl
Ir{edic*l
L,eave

liarn*r.1
J,titr'*

Duty
Ieave

Casual l"*ave

2-o

,- d^n4in lasl *nri

Itio.

Fage 2 of 5

the last ()lti,r !titr hl r rltir Stil:nl,i:r'ir:1t l

2)

rtl*-artl -(-l trI lt,aril \'rr\ r\!1 t ,,n!lJq':li;,ittr

tlu>

J^,fl- : 3 h's
I

uiitrsll){)lt: 5 lrrs?

Et'r)

: I'i *!,isirlr
r:r l"

3,3 Arc inr.vard and rrtai {
(:ell)

,/\/

] Iiura' o{ Ieav* tr,erc

"1.(: Dr:

N*" r:l'
'1

eb



()tlt,."r' I I'1. sfici ii llirl ( !ll(.r'1..\l'd('lll:lJ{icrh'l1*Rl) .i\ [) { i*r l.'l'o Whnnr ll{ea:tt

t clpru t&{Z l*> )-+Routinc

t .]2rlf J.r-f I r&.i.tSpecial

Days
'f'aken

3.7 \\/hat islltr, linrt'linirt 1rrul-sga'l i{rfi 1l:kr'> 1rt ti:-11rr11i I,r li;r'(i(1\'t'1lll1.lt'llL ( ltl'll:ttltlii:li1iott""'

y0u folk:u, tlte S" { !irrt. itt ( )ri: \l:iii,.'. Slitnrllrrilivc. irttiJ Srl.-xltin,| :r rltl:t ttt

(]l: i li

Y

ilchicr,c r{firt()rtt

Yv
"lz>

3.9 I lo"v suh*rdinates wclrk undcr

4. Fin*ncial Mattcrs; tick rvlrcrcvrr hoxes ilrc

4.6 FIav* you ever suggested n"tei{surr3$ 10

and ellicienc.v in 1'our Scctiott's activitics'l

5. l,egal l\Iattcrs
5.1 llxtent ol'Your &iv&ren*ss of the l."hii ver:iit,v' s Acl. Stlriulus. (.)trjiriilrlces iil'ltl i'rgulltinns','

5.2 Art you convsrsant rvith thc provisil:ns o{'Itight ll lnfbrm;ttir:n Acl. :{105':

5.3 Are you dealing with legnl suits tilt:tl h1' ttr;tgititts( 11t,.: llnivcr^sitr''.'

LJpkecp of Sort Set in Order Slrint I S{;urdartlirc Siustirin

h{ach i nes/ Iiqgiff}glg_- YtD
Consu rnables/St*t iorrery' 'f e> tc*

.l urr irlr ",\xsisl ttrts{ }l"1le ; ritlrirrdinltltsTenrp. Stall'Sub*rdinate T1"pt

Nos.

'l'ith
llere

Tie lt
Ilerr

Altcrna tilrAlltrnal i'r'r
I ssucs

Yer
4.1 ),(}u preparil afi)' huelget {6p -lrour S*rtitrtt',l N<:

l'iu1|u IIhudgetarY allocatitrns {irll1' s[)cr]t pirrrial lr' spr-tll'I4.2 QI

Slore tlral a

N'l*rtlr
L*ss Ilt;in ii
\{ont lr

No

\"cl; N*

liection t$ pr$$es$ the bills ogcril'dil

fiolk:w- up the bills pr*ccsscrl hv lrtrt

you rller suggesled sin:rplilitllti*n

4.3 "llinre taken by' Y*ur

and .**ttl ltl

rl^procedurcs

bill proccrssing?

ilon: $tafllStudcnts

nther $ections?

4.5

Itcgulatir:nsstatiltss()rdit:nnccx[Jniversity's ActDacument Types
, ? <o..._ <4, , s{lqD ij0-T-1,1 i,5 {}0., 50-75t1';5$-75o,'i,

...a{o, ':5f.ltl* 50-?-i'1.;r501.4
91s Au'argness

t/ll'}l.'l'ick

Dccumenl
'l'3p*s

()trligatiorrs a{'

Puhiic nuthorities
I'.xentpt { ^cntr;rlt'Statc

I 
-,.,r"11 

111 i r5,io1tsiirr iL'it.:lior:s
\'taking llep*rts
{irr R"l^ls

96 Arvm'eness 'r-{{)orir !{}-? 50"i} :'7-iq,; "':50{1,, '1{)--;.\''j,, 5{i',) r 5(J-7:',t u ?)",, .i{ }" ,, ir,. " ", ? 51h

Pl.Tick
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sttpr:riot,'
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ii .... .....
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5.4 Da ytrrr tirke !*g;rl ni:liu*s/{.lilllri ifiri1lrilrnlt ct''. ittii;,t'ri11i1xlr irr illt' !'1!i1't r}l'\'i}i11'5tiptt"itlt"

t-)l"ljr:crs'l {i'l*rsc 'l icl' i

.\ iilSll ()i i..{ r: ir'J, i:-{j{}r',' Lirrr i itiii-i,\.{'1i,

5.i l iave r()u evL'r liieri *ri-l' [:Eai suil Itr itr i:g;iitlsl 1lt.: ll,ltrr.'l:l{\'t i .l i.ii :i'iit)itr;i

...,\lrrr,rsl Alra'irr,:, t tJ\-i {}l l'',, trval's ( ltXlli,)

A!;titt .: :itt; I i:lrrt tti!i

6. (,1 ricva nces l-l*nrlling

fi. tr I-)tltls -r'uur Sr":e litin rt:(tiv* lirievalllc($:'lt'rnt p I ;tittl s Ji'ui:r !ilrl'!. Sttirittrl:.' t1:'l l ie k 1

(r.l Slhirt is the till:c lin:it t{) iranrile su{:l} !t-ric\finiLrli'(t}il)))liiitil:.',t{Si.rt.'iit -!tl. ttt ur}lkillg l}il!s

xinee recretpl CIl'the

1,.3 Was there an.l appcirl h.l -\,our hrgltrrr i,ll,riirls;g;iiti,st 1il,":,"ii'.:r"'1i ", :'rr'l \tlll( li{rl itl lf>l)cul r)l

$.4 Dr:es -r,uur Suptrior lirr;rtt:ill.y cr.;t'tlr'lte tllir\jlirlll-\ :ll \rrtl1 5r':titt'ii ir' !.'.( \ L rilil'1r$liltts {irt

7 Ge[eral Attitude/ Aptiturle / Aptituclc Ihr (l'l'] I.'nlrrrnc('rrlcnt

Range I
5 1-75'U, _:t|-:rltr'1,

1a How much you hltve enhiurc*il I'l si ner' lits1 )''.,\.,\ {' ilr'{' f';''-i l t.rl i t r t t l i' i l t il i i lttc':'

Vtrslt\'

{}rr ArJnlinrrtrlllr:tll ()n "l'eathers (.)rr 5ti.:'icni" { )tt \rcctiir litncliitiisics

Students t
t/

( ln Siir,iriti:, l{ ln $1-.gsil1r' Personalitics()rt'l'eachcrr0n A,lnrinittralion]'ime lbr {.i r.rr (l:
24toF,{ironr Staff

Frq:rn Students

t )ir Sptr" ilir: Pers*nalilits(")rr $lrirlrnts()n'['eaclters*n Adrniristratiun

h

Sl*ll'
StudenL.i

ltnnuallyN{onthiyWeekiyfiought
\aIrrr:m Staff

Iirum

'r i{Jo"' -+ I - 'tr. r)R*nge
I tl'i,)

Pag* 4 of 5
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No_
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imprtrvernenl?
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timeT
lrll)'

-l i .. l{)",,."4()rl'ir

$pseifi*-Kruio&:

AJ*"r^r.l"t^L..,, 14

.ld ant,*^er-

J A o.ot[Grsl.Va 6'M4- *t'1 4upgorlf:r^r

v**r
*-0^ fl.^th

Or-rv t"So.rt€.^.U-

t J -ru^^np'

3'o

/ NetLor^a .

VA^-"?

r d-tY
'F/ ,*-.7 o!a(J

gkJlh . 2 ?avv\.a,

7
fnffi.-
w.".J" 6.,1.

I ]ETC:

L [n,qtt

Y.,,

V , S, U,Stgr+ilf
Tf ea'n

nn^,v- '-.,,1 kry*rl

sisrr*;.W,Kf

d5

Illace: 
Ne ttov.q ,

Lqlefnal Au_tlit:

Ul*,.-aLPr*.-(
ni'"6md8$6n

ir[ern r Quality Assurance Cell (leA(:
YT(nAtA $rtHAruft UNIVERSIP

titELtoRE.524 32(
Stterttql SH$it:

,ur
Kegrstrar

fiEGIS'TF{AR
VIKfiAMA SIffr iiAPURi UNIVERSITY I

NELLORE.524320H" I
.*-{+-

Q.S&- AdJ'yI Assistant RegrstraJ
YOGI VEMANA Ut'ttvensrry\ xAoAPA- 51600s.
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VIKRAMA SIMHAPURI UNIVERSITY,
TELLORE, AIIrDHRA PRADESH * 624324

Administrative Audit of Regular Adrninistrative Staff Only
(Library Assistant,i Asst Ilngineer,,/Asst ltegistrar/Sullr:t"itrlr:nclerrtf SerriQr Asstf Junior i\sst.}

During 2022-23

The atlministrative audit is to ensurc cilci'tivr-'perlr.rrr:rinr $1 si)er'ilic {iurcticus,'resy-rrrnsil-.ilrtics h1

administrative staffcamied aut rvith a li:cus on ilrt,rllvcnrrl,rl to acirirvc thc goal and purp,:se oi'the
university. l"he audit includes incurring ol'expenditure wi{}r cosl el'liciencl, and cllbctiveness and

discharging duties in campliance rvith applicahle larr,s anrl rcgulatiuns in firrce li:om tinre- to- tinrq.

l. Personal Dat*

\J o

Note: Most qucstions hclorv bc anss'ercrl hr 'l'ick Itarkr; Pl. do the srmr in thr: hoxcs givcn.

2. Job-Execution: Process and Functions

2.1 Allocation of Duties ancl Responsihilitics

3.2 Targetsfl'ime limits fixed lbr your Section's nctivilic:i

2.3 Assistance to Section I'lead in evolr,inc policics 1'or r,r,Ln'Sur:tion (PL 'l"ick. most irrportant trr,n)

I.l Nanre of &e linrploy'ee

1.2 l)esignation jJ.*^to I ,4 sxist^n f-
1 .3 Educational Qualifi cation B.Sc
1.4 l3xperience in adminislration (Years arrcl

I;iclds like E.xamitrations. RTIs. VC
Section, Admission, Irinance. ctc.
(Upto 3 difl'. experience areas)

Year Sectirrrrs

2022 73

I.5 Date ofjoining

I .6 Date of Retirenrent 30
1.7 Qualificalions Ycar
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t3scQualilicntion J,n ssc

Proactive Job
allocation

Time
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be clear dail1'
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flow
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hq clone as per
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VIKRAMA SIMHAPURI UNIVERSITY,
NELLORE, ANDHRA PRADESH - 5.24324

Administrative Audit of Regular Administrative StaIf 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 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 evol

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

1.1 Name of the Employee
AA,

1.2 Designation
I xrrn2. 4c. ,(T4/^lT

1.3 Educational Qualification Gron
Year Sections

hrlO".r fF
1.4 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
O? - 06- )otur

1.6 Date of Retirement 3t -om- 2n\tR
Year

2cr:ltr,-rt
1.7 Qualifications

Qualification Dcaftc-

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 StaJI to
Involved in work-
flow

Yo of works to
be done as per
plan

Arrangement for
Staffon leave

Page 1 of 5

ving policies for your Section (Pl. Tick, most important two)



2.4 General Flexibility to Excel exist

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

S rq oLt

2.5 Communication by your Superior

2.6 Motivation to

2.7 Methodof Reporting of the activities carried out in your Section

3. Office Administration Work:

3.1 Do you draft the corre etc. yourself or take the of your superiors?

3.2What is the system of done in your Section?

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

3.4 State the normal time taken to dispose a fi1e/paper

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

3.6 Do work on ho the office hours?

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

Yes t-- Yes

Build Team SpiritExchange PleasantriesHigh level task allocationWord of Appreciation
(-r--

Through Proper
Channel

Directly to the
Head

Daily
Basis

Inward-Outward
Register

Min-Max Time for
Completion

Stress on Confidentiality
Maintenance

Entrust the Task to
subordinates

Seek Help from
Superiors

Equip you with
Updates

Attempt
Fresh

Refer Past

Draft

Special files as VCm.gitt - S".ttConfidential filingDate-wise filingTopic-wise filing
F

OutwardInwardStatus

Maintained
Not Maintained

Routine
Letters/Iiles

Explanatory
Reports

First-time/ Fresh
content Reports

Replies to
Governments

Grievance
Letters

o\ Ov o\ ol ot

AN Permission of
1Hr.

FN Permission of
1Hr.

Eamed
Leave

Duty
leave

Maternity/
Medical
Leave

Casual Leave

fi>o

No. of worked in the last one year

No. of worked in the last one Year Subordinate -i
No. of worked in the last one Subordinate -2

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

Page 2 of 5
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To Whom Meant UGC/MI]RD AP Govt. APSCHE DST/CSIR, etc. Other (Pl. specifu)
Days
Taken

Routine c)l ol O) )
Special er\ o1 ol

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

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

3.9 How subordinates work under 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 fught to Information Act, 2005?

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

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

Subordinate Type Temp. Staff Office subordinates Junior Assistants

Nos. o3 O> O,t

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
oZ Awareness <5|Yo s0-75% >750h <50Yo 50-75% >75Yo <5UYo 50-7s% >75%;o <500h 50-'7 5o/o >75Yo

Pl.Tick

Document
Types

Obligations of
Pubiic authorities

Exemptions/Grounds
for Rejections

Central/State
Commissions

Making Reports
for RTIs

o/o Awareness <500 s0-75% >75Yo <5UYo 50-7s% >750A <50/o 50-75Yo >7sYo <500h 50-75% >75Yo

Pl.Tick

Pogc 3 of5

No



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

Officers? (Please Tick)

Always (100%) Almost Always (95-1 00%) Mostiy (90-95%) 85-90% Less than 85o%

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

Filed For the University lnit.a Against the Universiry

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

grievanc€s handling?

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

improvement?

Sought Weekiy Monthly Annually

From Staff
From Students

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

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

both!

Range >75Yo 5l-15Yo 26-50Yo >25o/o

On Administration On Teachers On Students On Specific func!&rlar&!_

From Staff
From Students

Appeal to Higher
Officials by

On Administration On Teachers On Students On Specific Personalities

Staff
Students

Page 4 of 5

capability since last NAAC accreditation to this time?l.2How much you have enhanced
a
J 0%3r-40%41-50y,>5}YoRange



JT

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

Range >40y, 31-40% 21-30% <20Yo

Specific Remarks:

Date: l:4-
Place: CNa\tOrc- of the Employee

Internal Audit:

UI*.r,<-
DirgffiffiQ

mtemat Quality Assurance Cell (lQ;t t
VT(IATiA SIIIHAPU RI UNIVERSITY

t{ElIoRE - 524 324.

External Audit:

.IK,,
i. r:;,;-.-.. ;, jd;jilL

virridAiiilA $it'llHAPURl UNIVERStTy
NELLORE-'a432O.

LY
Q.s;, qdJn
-l^- [.,ror, *.n* ,r", 

I

YOGIVEMANA UiIVENSITY
T(ADAPA - 516005.
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VIKRAMA SIMHAPURI UNIVERSITY,
NELLORE, ANDHRA PRADESH

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

During 2022-2023.

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

administrative staff carried out with a focuson 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 corrpliance with applicable laws and regulations in force tion-r 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

Proactive Job

allocation

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

No. of Files to
be clear daily

t

Thripura ribhotal Naresh Chand raLl Name of the Employee

Junior Assistant

Years

2022-23

M.A. English, AccountsTest Part-l& ll, PGDCA, PGDPR, PGD lR & PM,

Sections

VC Peshi

Ty erriti H

03.06.2014

Qualification M.A.English B.Sc.,

2005

lntermedia

02.06.2049

20L2 2008 2003

SSC

I .3 Educational Qualification

1,4 lixperience in administration (Years and

F'ields like Examinations, RTIs, VC Section,
Admission. Finance. etc.
(l.Jpto 4 diff. experience areas)

1,6 Date o1'Retirement

Ycar1.7 Qualifications

1.2 Designation

1.5 Date ofjoining

Time
Frame done

Progress
Periodic Review

Slackness Handled Addl. Responsibility

Junior Assistant
VC Office

8 Years Very Good Assigned duties as PA to
Vice-Chancellor

o/o of works to
be done as per

Arrangement for
Staff on leave

90%

an

10

No. of Staff to
lnvolr,'ed in work-
l'lou'

0310

rocess&ex

DraftNo. of
Notes to

ite

Page 1 of 5



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

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

2.4 General Flexibilitv to Excel exist

ilreedom to be'SMAR'I' Irorgivi 0ne-time Errors
Yes

_[e!ting Examples by oneself
Yes Yes

2.5 Communication by your Superior

Yes

2.6 Motivation ded to u.

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

3. Office Administration Work:

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

3.2 What is the stem of fll done in Section?

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

Yes

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

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

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

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

Through Proper
Channel

Directly to the
Head

Daily
Basis

Inward-Outward
Register

Min-Max Time for
Completion

Stress on Confidentialiry
Maintenance

Yes Yes Yes Yes By the day itsef No

Equip you with
Updates

Seek Help from
Superiors

Entrust the Task to
subordinates

Refer Past

[)raft
Attempt
Fresh

Yes Yes Yes Yes Yes

T'opic-wise filing Date-wise filine Confidential filine llles as V strar SeeksS
Yes Yes Yes Yes

Status Inward Outward
Yes

Not Maintained

Maintained

Routine
LettersiFiles

Explanatory
Reports

First-time/ Fresh
content Reports

Replies to
Govemments

Grievance
Letters

1 days 1 to 2 days 2 days 2 days 2 days

Casual Leave Duty
leave

Maternity/
Medical
Leave

Earned
Leave

FN Permission of
I Hr.

AN Permission of
I Hr.

20 0 0 0 0 n
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85No. of Holidays worked in the last 36 months by you

No. of I-lolidays worked in the last 36 months by your Subordinate -1 80

No. of Holidays worked in the last 36 months by your Subordinate -2 80

No. of Holidays worked in the last 36 months by your Subordinate -3

3.6 Do ou work on ho s/off the office hours?

3,7 What is the time limit your section takes to respond to the Government Communications?

l'o Whorn Meant UGC/MHRD AP Govt. APSCI{E DST/CSIR. etc Other (Pl. specify)

Days
Taken

Routine 1 days 1 days 1 day 1 day

Special 2-3days 2-3 day 2-3 day 2-3 day

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

3.9 How many subordinates work under your superior?

Subordinate Type Temp. Staff Office subordinates Junior Assistants

Nos. 02 02 02 00

4. Financial Matters: tick wherever boxes are tven

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

Sort Set in Order Shine Standardize SustainUpkeep of
Machines/ Equipments Yes Yes Yes Yes Yes

Consumables/Stationery Yes Yes Yes Yes Yes

I ssues Alternative Tick
Here

A lternative 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 Pan

Less than a

Month
More than a

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

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

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?

Yes

Document Types lJniversity's Act Ordinances Statutes Regulations

7o Awareness <5j%o
lso-ts."l,tsN

<so% 
lso-7sb ltsN <50o/o

lso-ts "ltsu <500h 50-7 5o/o ltsv"
Pl.Tick ./ll {l- l- {1. I ./ 

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

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

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)

Document
Types

Obligations of
Public authorities for Rejections

Central/State
Commissions

Exempti Making Reports
for RTIs

oZ Awareness <500h
lso-tsNlts " <500h

lso-tsu"
>7 504 [.sox lso-zsNlts,t,

<so%lso-7s% 
17s%

Pl.Tick .41- i 
l---- tl.t. lv l"

Almost Al s (95-100%AI S 100%) Mostl (e0-es%) 85-e0% Less than 85%

Liled For the LJ iled Against the University

6. Gr.ievances Handling

6.1 Does your Section receive grievances/com pl aints from Staffl 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

From Staff With in 1 or 2 days
From Students With in 1 or 2 days

Teachers students S illc Personalities

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 fbr
improvement?

Suggestions Sought

From Salf
Weeklv Monthly Annually

F'rom Students

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

Appeal to Higher
Officials by
StafT

On Administration On Teachers On Students On Specific Personalities

Students

Page 4 of 5



7 General Attitude/ Aptitude / Aptitudefor (IT) Enhancement

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

Range >750h 51-75% 26-s0% >250A

7 .2 How much you have enhanced IT capability since last NAAC accreditation to this time?
_Ra1ge >50yo 41-50% 3t-40% 130%

7.3 How much you have enhanced their Overall capabili ty since last NAAC accreditation to thistime?

e >400h 3t-40% 21-30% s 20%

Dale

Place:

ecific Remar

Date:

Place: Nellore

ks:

litating ri

ATURE

mely task
bilities to

0ur university administration demonstrates exceptional support in faci
execution and maintains a friendly rapport with us. They assign ample
ensure our resilience under any pressure.

Dire5:tor. tgAC

@ffiery*(QA'l-

res

Signa re of the employee

-.M
v,nRAI{4 $iftfiiffi RR I 

yE Rsr r YNELLORE.SUgzv
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VIKRAITIA SIITIHAPURI UNIVERSITY,
NELLORE, ANDHRA PRADESH _ 524g24

Administrative Audit of Regular Administrative staff only(Library Assistant/A""t e"git'"lizo-, negistrar/sffintendent/i".rili".tu 
Junior Asst)During 20122-29

The administrative audit is to ensure effective performing of specific functions/responsibilities byadministrative staff car:ried out with a focus on involve."i ro achieve the goar and purpose of theuniversity' The audit includes incurring of expenditure with cost efficiency and effectiveness anddischarging duties in compliance with appticatte laws and regurations in force from time- to- time.
1. Personal Data

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

2. Job-Execution: process and Functions
1, 2.1 Allocation of Duties and Responsibilities

2.27argets/Time limits fixed for your Section's activities

2.3 Assistance to

Employee1.1 Name of the

-Sc.{
\4 v Lqttt{^h^ f

1.2 Designation
{rnior {B<;*-',r

1.3 Educational Qualification fil"sc . lg ?a)c a , rx
Year Sections

and

VC

2022-23

1.5 Date ofjoining
L. oG .zof

of Retirement1.6 Date

? . og-._ &oQ
Year 2@? 2-att1 ?-acl nq?

1.7 Qualifications

Qualificati on ff)sc. 9-sc Znta s C

Provide Ideas Cite Instances ASServe a Resource person Develop Policy

Proactive Job
allocation

Time
Frame done

Progress
Periodic Review

S lackness Handted

rn/t
Addl Responsibility

No. of Files to
be clear daily

&

No. of Staff to
Involved in work-
flow

be done as per

7o of works t"

ro

Anangement for
Staff on leave

L_ 0> tw

Page 1 of 5

Sec:tion Heacl in evolving policies for your Section Tick, most important two)

ffi

t
I

No. of - Oruft
Notes to process



2.4 Generul 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. Oflice Administration Work:

3.1 Do draft the

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

3.3 Are inward and T maintained in

or take the hel ofyour

your Section? (Check the

?

Cell

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

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

3.6 Do you work on holida office hours?

Freedom to be'SMART' One-time Errors Setting Examples oneselfby

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

Word of level task allocation Exchange Pleasantries Build Team Spirit
<_

Through Proper
Channel

Directly to the
Head

Daily
Basis

Inward-Outward
Register

Time for Stress on Corf,a.rtiuf ity
Maintenance

rud7U w w^ 3+ f da"w

Refer Past
Draft

Attempt
Fresh

Equip you with
Updates S

Seek Help from Entrust the Task to
subordinatesrtu u8)

Date-wise Confidential files as VC/Re Seeks

Status Inward OutwardMaintained

Not Maintained

Routine
Letters/Files

Explanatory
Reports content

First-time/ Fresh Replies to
Governments

Grievance
Letters

Zdael'& [ +r2

Casual Leave Duty
leave

Materrityl
Medical
Leave

Earned
Leave

FN Permission of
lHr.

AN Permission of
1Hr.

),t ?

-l&r'A,'"l
N,o. of lnworkedHolidays the last one

Subordinate -1byNo of lnworkedHolidays the last one
worked in the last oneNo. of Subordinate -2

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

Page 2 of 5
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Appreciation

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

3.8 Do you follow the "Five S" in Order, Shine,upkeep of consumables etc.?
and Sustain) system in

3.9 How subordinates work under superior?

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

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

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

5'3 Are you dearing with legar suits filed by or against the University?

o Whom Meant GC/MHRD AP Govt. SCHE T/CSIR, etcRoutine
t

Days
Taken

t

ofU Sort Set in Order Shine Standardize SustainMachines/
s

Subordinate Type Temp. Staff Office subordinates Junior Assistants
Nos. o

Issues
Alternative Tick

Here
Tick
Here4 Do you prepare for Sbudget your ection? CS o

.24 Are allocatibudgetary ons OIfully spent partially spent? Part 1..a
J4. Tlme taken by Sectionyour to process the bills vedrecelfrom staff/students than a than

44 Do you follow- the billsup processed andby sentyori toother Sections ?
Yes

J
simplification4 .5 Have everyou suggested of proceduresbill processing? ES o

64. Have everyou suggested tomeasures achieve economand lnefficiency Syour ection activities?

Document Types University,s Act Ordinances Statutes Regulationso% Awareness 7s% s% 0% 75% % 0% 0-75% 7s% 0-75%Pl.Tick

Document
Types

oZ Awareness

Obligations of
Public authorities

0-7s%

for Rejections

7s%

Central/State
Commissions

75% 75%

Making Reports
for RTIs

75%Pl.Tick
(-

5%

Page 3 of 5

Yes No

lJe{
Special

ye{ w V<l_w w _xE _ vlJ

1 any
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5.4 Do you take
Officers? (please ,1;ffj 

notices/courr judgments etc. immediately to the notice of your Superior

Superior frequently convene meetings in your Section to receive suggestions for

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

6. Grievances Handling

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

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

6.3 Was there any appeal to your
grlevances handling?

higher officiars against th^ decision of your Superior in respect of

6.4 Does your
improvement?

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

7'1How often you have placed Institutional interests above personal interests at critical times forboth!

7.2How much

100%) s-100%Almost
9s% 8s-90% Less than 85%

Fed theor
theAgainst University

On Administration On Teachers On StudentsFrom Staff On functionaries<

From Students

Time for G or C Adminisfration Teachers StudentsFrom Staff c Personalities
From Students

Appeal to Higher
Officials

On Admini stration On Teachers On Students

Staff
On Specific Personalities

Students

No

Suggestions Sought Weekly Monthly AnnuallyFrom Staff
From Students

Range >75yo 51-75% ,26-50%

-l >250A

>500A 41-50% 31-40% < 30%o

Page 4 of 5

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



ff,J"'much 
you have enhanced their overal r capabiritysince last NAAC accreditation to this

Specific Remarks:

Ou U.njd0t'bh -JrotrrnS+^li,ro ?-c, ,tery S.q@,hcoa 5&r,Ut7
vtwlr,rr. a*tJ a./*q W^f,z, q tDt "r {.ruHl +- \€4a-
q)vUuz/{?itr s[DfF .F or. \pV -+o aqc cott .J.rlj orr*q-
+'.\-pn\i e4 '

Date:

PIace:

Internal Audit:

DirffIflkU}EQ
mtcrnrt Quolity Assurarre Cell (leAt,

YIUTJIXA t}[flrAruR, UNfvERSTTv
ilElrORE -5?/3],'

External Audit:

L{. q_1. A.J_____:
Signature of the EmployJe

."-K
REGI"$TF"AR

VIHRAMA SIfdHAPURI UNIVERSTTY '
NELLORE€24 320!,.r r

l+.v.,ne^r'g**')
Assistant Regrstrar

YOGr VEI\4ANA Uwlvenstry\ KADAPA - 916005.

>40yo 31-40% 21-30% 20%
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VIKRAMA SIMHAPURI UNIVERSITY,
NELLORE, ANDHRA PRADESH _ 5.24324

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.

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 Targets/Time limits fixed for your Section's activities

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

1.1 Name of the Employee r.r-Bo.!v
1.2 Designation a'

. \ \r-n-xnr HS)i5\o^lr
1.3 Educational Qualification

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 o 
"\ 

o/, \ zor,1
1.6 Date of Retirement ?o I u+l 2oaf

Year 2,J\\ o as\ 2ao) ) a6o
1.7 Qualifications

Qualification l\ c.s"r flo$- D- un \$s@-.

Proactive Job
allocation

Time
Frame done

Progress
Periodic Review

Slackness Handled Addl. Responsibility

t)rr-r"S" $XY \ 1eo^

No. of Files to
be clear daily

No. of Draft
Notes to process
& expedite

No. of Staff to
Involved in work-
flow

Yo of works to
be done as per
plan

Arrangement for
Staff on leave

lo o 2__ o\ Bo'/. vel "

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

Page 1 of 5

l. Personal Data

HB$, r\'. c-r:n^.



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

\'JPl Vo-p --\)() )

2.4 Gereral Flexibility to Excel exist

2.5 Communication by your Superior

2.6 to

2.7 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?

3.2 What is the of done in your Section?

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

3.4 State the normal time taken to dispose a

3.5 many days of leave were

3.6 Do work on holidays/off the office hours?

by you last 36 ?

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

\e.t \/o-l \i q.t

Build Team SpiritExchange PleasantriesHigh level task allocationWord of Appreciation

\f

Through Proper
Channel

Directly to the

Head
Daily
Basis

Inward-Outward
Register

Min-Max Time for
Completion

Stress on Confidentiality
Maintenance

ve) Va4 )a{ \q ) h I+ do,, NO
I /t

Seek Help from
Superiors

Entrust the Task to
subordinates

Equip you with
Updates

Refer Past

Draft
Attempt
Fresh

\, AJVe8 ( (6"*-H cno)\/P,l

Special files as VC/Registrar SeeksConfidential filingTopic-wise filing Date-wise frling

\to I
l(.'t*Jerr

OutwardInwardStatus

\/ x4\ o-4Maintained
Not Maintained

Replies to
Govemments

Grievance
Letters

First-time/ Fresh
content Reports

Explanatory
Reports

Routine
Letters/Files

t l-F aJ m, I t^toolt
" cts{,4Lory , fr z durr.,r

Casual Leave Duty
leave

Maternity/
Medical
Leave

Earned
Leave

FN Permission of
1Hr.

AN Permission of
lHr.

D, lo

No. of Holidays worked in the last one year h dc*r{a
No. of worked in the last one Subordinate -l ') Aora,l

No. of Ho worked in the last one Subordinate -2
(,/

No. of Holidays worked in the last one year by your Subordinate -3
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To Whom Meant UCC/uURolan Covt. APSCHE DST/CSIR, etc Other (Pl. specify)
Routine Lb \ds,ul ldglr" Yz-dwDays

Taken Special 2-Lefi

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

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

3.9 How subordinates work under superior?

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

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

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

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

Upkeep of Sort Set in Order Shine Standardize Sustain
Machines/ Equipments )q \/Q{ va] VQ1 {er
Consumables/Stationery VE,l ve/ ve/ \l e-4 v q.

Subordinate Type Temp. Staff Office subordinates Junior Assistants

Nos + I 7

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 efhciency in your Section's activities?

Document Types University's Act Ordinances Statutes Regulations
o% Awareness <50o/o 50-75% >750h <5UYo s0-75% ltsu,

<50Yo s0-75% >75Yo <so%lso-7s% >7sYo

Pl.Tick t-- \.al

Document
Types

Obligations of
Public authorities

Exemptions/Grounds
for Rejections

Central/State
Commissions

Making Reports
for RTIs

o% Awareness <5l%o 50-75% >15Yo <50Yo 50-l5Yo >l5Yo <5UYo 50-7 5Yo >7sYo <500h s0-75% >750h

Pl.Tick ,l l,/

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

Officers? (Please Tick)

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

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

c-J

Filed For the University fRiled egainst the University

6. Grievances Handling

' 6.1Does vour 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 lOn Specific pSttqqe!{r.!

From Staff \ n'c z-M
From Students r&^r,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
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!

On Administration On Teachers On Students On Specific functionanes

From Staff L-/

From Students ,/

Appeal to Higher
Officials by

On Administration On Teachers On Students On Specific Personalities

Staff poo
Students NO

->25Yo51-75% 26-50%Range >75Yo

7.2How much you have enhanced IT

Page 4 of 5

bility since last NAAC accreditation to this time?

<30Yo4t-s0% 3r-40%>500h \-/Range



Range >40Yo 31-40% 2t-30% \ 20%

Specific Remarks' 

o * ,Fr\" r-uIn ,-- *0t"-l1n 5l-* c-03 ^ \ s Ptt "b

,..A. qrrN\ -e o "1ncs-r.)r- 
h, r,,^s6\ ) r e-\ti e-ts"' -'{ ' "! }t*nt t ?'o"'1

(&(r^\h*t ur\\ *? .*^5." -"i r. a-t 'f l-+ \ i ,No'") a€b,-

6s e-nY.once- \Ya- u'.ro\ )'-' -? ry.. U[Af 
, 
aro\}lry @'\-\

fylh cic \\ e>r^{-- q c^Jr..t1rl o. ' *tn '-) .|eo-,tr.n-t^ I n V* ' ,, @'/-"L

^ 
' 
iVo-'- 

' 

";;-.-1rtt4-- 
i.' v*-oJ'''.o "' --iv'^ +N- ?c-''cf tq '

Datei

place: 
N aAe',"-- signature Nr#-r*loyee

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

Internal Audit:

\$e-,e'
Director,IQAC

DTRECTOR
irt€nld Quality Assurance Cell (leAC

VXRAMA $llHAruR UNIVERSTTV

d[Eb]9[fai,2df?a

REGISTRAR 
''-'r

VIKRAMA $IMHAPURI UNIVERSITY'
NELLORE-SZI t10.r

P $,u- qq
Assistant Regrst

YoGiVEunNe uNlvERslrY
KADAPA. 516005.

t Y - Ya''*P*fu"-^&

Yilili111ffi,,tk,,,
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VIKRAMA SIMHAPURI UNIVERSITY,
NELLORE, ANDHRA PRADESH _ 524324

Administrative Audit of Regular Administrative staff only
(Library AssistanUAsst Engineer/Asst Registrar/SuperintendenVsenior AssU 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

Targets/Time fixed for your Section's activities

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

2.4 General Flexibility to Excel exist

Page 1 of 5

1.1 Name of the Employee S r-. Y e.-<.Jo-^7
1.2 Designation T

AJ-".../-.
1.3 Educational Qualification H.A. C FJbLic- ,4Jl,irr(fr--$urr \
1.4 Experience in administration (Years and
Fields like Examinations, RTIs, VC
Section, Admission, Finance, etc.
(Upto 3 diff. experience areas)

Year Sections
7

2022-23

1.5 Date ofjoining O3.- 06- 2-Dlu1
1.6 Date of Retirement >t -o>-- ' C2Lp(--
1.7 Qualifications Year

Qualification

Proactive Job
allocation

Time
Frame done

Progress
Periodic Review

Slackness Handled Addl. Responsibility

Jx, t+81 6 V@-! Co<
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

TD D)- o3 8o) Ye3

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

Arrangement for
Staff on leave



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

Yea veA Yes

Day Starts with Task Talks Oral/IVritten Insttucti ons Persuasive mode Professional Style

Y?4 v4 Ye8

2.5 Communication by your Superior

2.6 Motivation ded to

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

3. Office Administration Work:

3.1 Do draft the correspondenc e/circulars/notes etc. yourself or take the of superiors?

3.2 of filing in your Section?t is the

3.3 Are inward and

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

3.5 How days ofleave were availed

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

Tapal maintained in your Section? (Check the Cell

in the 36 months?

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

V€4 v€a
-

Min-Max Time for
Completion

Stress on Confi dentiality
Maintenance

Daily
Basis

Inward-Outward
Register

Directly to the
Head

Through Proper
Channel

3.ro5 &,,* NV l-\ Y4Vrl vu\

Entrust the Task to
subordinates

Seek Help from
Superiors

Attempt
Fresh

Equip you with
Updates

Refer Past

Draft q/-\veAv4,4 v4Vat

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

OutwardInwardStatus

vt3v {- Maintained
L

Not Maintained

Replies to
Governments

Grievance
Letterscontent

First-time/ FreshRoutine
Leffers/Files

Explanatory

2:I

Earned
Leave

FN Permission of
1Hr.

AN Permission of
1Hr.

Duty
leave

Maternity/
Medical
Leave

Casual Leave

o

+No. of Holidays worked in the last one year

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

No. of Holidays worked in the last one year by 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 Qlhrr (Pl. specify)
Routine l4-.*/ I J^-Days

Taken Special tr* t .lC--

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

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

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 filed by or against the University? Yes

Upkeep of Sort Set in Order Shine Standardize Sustain
Machines/ Equipments \r e-9 v4 Y4 Y Q-s v4
Consumables/S tationery v3\ v<A YL< v.tz V?)

Subordinate Type Temp. Staff Office subordinates Junior Assistants

Nos ot- ol

Issues Alternative Tick
Herg

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% Awareness <5jYo s0-75% >750 <50y, 50-75% >7s%o <50o/o 50-75% >75Yo <5jYo 50-75% >75Yo

Pl.Tick

Document
Types

Obligations of
Public authorities

Exemptions/Grounds
for Rejections

Central/State
Commissions

Making Reports
for RTIs

oZ Awareness <500h s0-75% >7 5o/o <5jYo s0-75% >'l 50/o <5|yo 50-75% >750h <so%lso-7s% >15Yo

Pl.Tick 4

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

Officers? (Please Tick)

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

Always (10)%) Almost Always (95-l 00%) Mostly (90-95%) 85-90% Less than 85%

Filed For the University lnited Rgainst 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 /-LO
From Students ;bo

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

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

improvement?

Suggestions Sought Weekly Monthly Annually

From Staff
From Students

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

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

both!

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

On Administration On Teachers On Students On Specific functionanes

From Staff
From Students

Appeal to Higher
Officials by

On Administration On Teachers On Students On Specific Personalities

staff xl&)

Students po

-) ze-so,t >25o/o>75Yo 5l-750hRange

Range >50o/o 4l-50Yo < 30"/o

Page 4 of 5



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

Range >4Uyo 31-40% tzf zt -zo,l, <2004

Specific Remarks:

TL--- L2r-,'t VU.r+/ f, d Frt v-\kA{+}JVv1

€v1t7,\/ffi le)+-

,lvrwtri Jel 'h4-
*-.d- f"corziGLICJ

4- u->K)t

sB'
Signature of the Employee

V->o<^e CL, lil,a-
#unr_-t4
lxace-,/ttt7

Date

Place:

Internal Audit:

Dir@JEEEI6ft
fr0er td Qrntity Assurance Cell (leAi:

VTfiAIIA SITTIHA ruH U N ME R SITV
ilELLORE -Sz4324

External Audit:

."k

.YOGI VEMANA UNIVERSITY
\ KADAPA- 516005.

I?EGISTRAR ' $
V|KRAMA SII,IHAFURI UNIVERSITY/T

NELLORE-52432W

LF, rl.-, YJr-8,r.r..\bt

a,'

P's'-,.W
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2r

VIKRAMA SIMHAPURI UNIVERSITY,
NELLORE, ANDHRA PRADESH - 5,243,24

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

During 20.22-23-

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.

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 Seclion'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
D

'A llg ru I

1.2 Designation
I S TAr--tf

1 .3 Educational Qualifi cation
D4- A . TeLu (:ru

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
-fitfn*,-/

1.5 Date ofjoining o3- o6. Aol,l-+
1.6 Date of Retirement

L{ tt
1.7 Qualifications Year doo / &o oQ t117

Qualification Pq Defl ree Ssc

Proactive Job
allocation

Time
Frame done

Progress
Periodic Review

Slackness Handled Addl. Responsibility

J*rr^lrrv ASA; \t" "t 9 t -Ti"lz<-n

No. of Files to
be clear daily

No. of Draft
Notes to process
& expedite

No. of Staff to
Involved in work-
flow

%o of works to
be done as per
plan

Arrangement for
Staff on leave

o5 CIln o9 'to/. 'A
Provide Ideas Cite Instances Serve as a Resource person Develop Draft Policy

\./
Page 1 of 5

,rffi"\.
qW
ffi&

Hrc\.,\ Cr\crr-r.



Freedom to be 'SMART' Forgiving One-time Errors Setting Examples by oneself
t&^ Y-r-^ %^

2.4 General Flexibility to Excel exist

2.5 Communication by your Superior

2.6 Motivation to

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

3. Oflice Administration Work:

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

3.2 What is the system of done in your Section?

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

3.4 State the normal time taken to a lileipaper

3.5 How of were you in the 36 months?

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

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

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

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

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

Yx^ Y.4 Y-".

Exchange Pleasantries Build Team SpiritWord of Appreciation High level task allocation \AY*{ \)4Y..-\

Through Proper
Channel

Directly to the
Head

Daily
Basis

Inward-Outward
Register

Min-Max Time for
Completion

Stress on Confidentiality
Maintenance

e- bo 64*tn No
U

Entrust the Task to
subordinates

Attempt
Fresh

Equip you with
Updates

Seek Help from
Superiors

Ref-er Past

Draft
Yr-^Ve^ V/^ qA -Sor"e, jliYv\{r

Ye-*,

Date-wise filing Confidential filing Special files as VC/Registrar SeeksTopic-wise filing
Y.r V\Ye-l YA

OutwardStatus Inward

Y*\Maintained \A
Not Maintained

Replies to
Govemments

Grievance
Letters

Routine
Letters/Files

Explanatory
Reports

First-time/ Fresh
content Reports

I aol ( J"+rI Jo"f oc *. J"./ l, Q Acry^1bo9Hv4

Earned
Leave

FN Permission of
1Hr.

AN Permission of
1Hr.

Casual Leave Duty
leave

Maternity/
Medical
Leave

B-- l5_ NO t@No

Page 2 of 5



To Whom Meant
Routine

lucczunno
I -& Joqn

AP Govt. APSCHE Other '1.Days
Taken t

t- JJ q1A

3.7 whatis the time rimit your section takes to respond to the Government Communications?

3.8 Do you follow the rve S" (Sort, ln Shine, Standardize, and Sustain) system inof
etc.?

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 ofRight to Information 4ct,2005?

5'3 Are you dealing with legal suits fired by or against the university?

of Sort Set in Order Shine Standardize SustainMachines/

Subordinate Type Temp. Staff Office subordinates Junior Assistants

Issues
Alternative Tick

Here
Tick
Here14. Do you prepare forany Sbudget ?ectionyour Yes o

budgetary.24 Are allocations OItullv spent partiallv spent?
NO4.3 Time taken by

from Staff/Students
to process the bills receivedyour Section than a q than a

4.4Do you follow- up
other Sections?

the bills processed by you and sent to Yes

Yy
4.5 Have you ever
bill processing?

suggested simplification of procedures ES a
4.6 Have you
and efficiency

ever suggested
in your Section

measures to achieve
's activities? Y"1 \r4

Document Types University's Act Ordinances Statutes RegulationsoZ Awareness <5lYo s0-75% >7syo <5UYo s0-75% >7sYo <5j%o 50-75% >75yo <5j%o 50-7s% >75Yo
Pl.Tick t/

Document
Types

Obligations of
Public authorities for Rejections

Central/State
Commissions

Making Reports
for RTIsoZ Awareness <5jYo 50-75% >7s%i <5jYo 50-75% >75Yo <5jYo 50-75% >75Yo <5jYo s0-75% >7sYo

Pl.Tick
\,/

Page 3 of 5

Yes No/

DSTCSIR, etc.

Special
1*a& t J*r-

qt

-V-rA W^ Y-o; Vt-A

Nos. o



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

Offrcers? (Please Tick)

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

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

Filed For the University lriled agains, th. Universitv

6. Grievances llandling

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

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

since receipt of the Grievance/complaint)

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

From Staff
From Students

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

grievances handling?

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

improvement?

Suggestions Sought Weekly Monthly Annually

From Staff
From Students

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

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

both!

Range >750 5l-75% 26-50% >250h

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

On Administration On Teachers On Students On Specific functionaries

From Staff
From Students a

Appeal to Higher
Officials by

On Administration On Teachers On Students On Specific Personalities

Staff
Students

\

Page 4 of 5
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;i#"- 
much you have enhanced their overall capability since last NAAC accreditation to this

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

Specific Remarks:

-IL *5 c,.- B-ye^b tc*,s>t*vu L,, wc,y K
G-ay Ult-ir,'ofU
be t^.qVra cr!^.J L!0,'rV- LMi L[ (4"^,^

L:r. fo.., l}.y LroU kD
q

Date:

Place:

Internal Audit:

DirCD@41ffi
mtcrnat Quality Assurance Cell (leAC

I'II$AilA SITIIHAruM U NUERSIrY
t{ELtoRE.524 324.

External Audit:

P S-o^a Lor llc< r,
Signature of the Employ'ee

..!K
''lt' 

'"$

! iIiifi I!.IA SIMI{AIIIJRI U NIVERSITY I
NELLORE-52432O.r

Lr.venr.)x-.D
*.9-. A"Nq

,f,IfilllT,il;'til.,1,
,qDAPA _ 5r6oos.

Page 5 of 5

Y".fiisgll;,fliilils ry
KADAPA - 516005.



.LO

VIKRAMA SIMHAPURI UNIVERSITY,
NELLORE, ANDHRA PRADESH - 5.24324

Administrative Audit of Regular Administrative staff only
(Library Assistant/Asst Engineer/Asst Registrar/Superintend.ent/Senior Asst/ Junior Asst)

During 20.22-23

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.

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

2.2Txgets/Time 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 Y sueqA RAO
1.2 Designation .-l^tr',lGt " ' l"(amt
1.3 Educational Qualification M.-<.n . P,.sd TVP: lour.r ,l k)*k't
1.4 Experience in administration (Years and
Fields like Examinations, RTIs, VC
Section, Admission, Finance, etc.
(Upto 3 diff. experience areas)

Year Sec"tior,s
2alt-lY
2022-23 at

1.5 Date ofjoining

1.6 Date of Retirement

1.7 Qualifications Year 9ffi-2d l"tqz-W l+-lT3 l'112-
Qualification H.s. B .Sc )r+ltv SgC

Proactive Job
allocation

Time
Frame done

Slackness Handled Addl. Responsibility

Su'.lA K\k 5 y@4^ ?rm'4

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

l2- OU o2- Ps" r, Yea

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

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

V Ya

2.4 General Flexibility to Excel exist

2.5 Communication by your Superior

2.6 Motivation to

2.7 Methodof 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?

3.2 What is the system of done in your Section?

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

3.4 State the normal time taken to dispose a

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

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

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

Yer Yer Vra

Build Team SpiritExchange PleasantriesHigh level task allocationWord of Appreciation

Y€-EYq\

Through Proper
Channel

Directly to the
Head

Daily
Basis

Inward-Ouhvard
Register

Min-Max Time for
Completion

Sffess on Conhdentiality
Maintenance

Y14 w YA YAA
"'hi'ch,/r

Att -Z)

Entrust the Task to
subordinates

Seek Help from
Superiors

Attempt
Fresh

Equip you with
Updates

Refer Past
Draft

YtrVtl fYclY4 Ycl

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

OutwardInwardStatus

)alyLMaintained
Not Maintained

Replies to
Governments

Grievance
Letterscontent

First-time/ FreshExplanatoryRoutine
LetterslFiles

II

AN Permission of
1Hr.

Matemity/
Medical
Leave

Earned
Leave

FN Permission of
1Hr.

Casual Leave Duty
leave

No. of Holidays worked in the last one year

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

Subordinate -2No. of worked in the last one

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

Page 2 of 5

Vat

to fu"t



To Whom Meant UGC/MHRD AP Gor,,t. APSCHE DST/CSIR, etc. Other (Pl. specifi,)
Routine 1 "{r-rJ r a.,/Days

Taken Special \ A"V t AoY

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

3.8 Do you follow the "Five S" 1n , Shine, Standardize, and Sustain) system in
of machines/equipments/consumables etc. ?

3.9 How many subordinates work under your superior?

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

Upkeep of Sort Set in Order Shine Standardize Sustain
Machines/ Equipments Yl,r Yt.l Yt"t tfuz Y.et,
Consumables/Stationery Vpx Vr-r.

I

Vcx Va^ W

Subordinate Type Temp. Staff Office subordinates Junior Assistants

Nos. DI ol ol

Issues Alternative Tick
Here

Alternative Tick
Here

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

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

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
o/o Awareness <5lYo 50-75% >7s%o <so% 

l5o-7su" ltsw <5jYo 50-75yo >15Yo <500 50-75% >75'yo

Pl.Tick 4 --1 (--

Document
Types

Obligations of
Public authorities for Rejections

Central/State
Commissions

Making Reports
for RTIs

o/o Awareness <5OYo 50-75% >750A <5UYi 50-7 5o/o >7s%l<so% 
lso-tsu"

>7SYo <500 s0-75% >7sYo

Pl.Tick

Poge 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 (95-1 00%) Mostly (90-95%) 85-90% Less than 857o

Filed For the University lFt* Against the Universiry

6. Grievances Handling

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

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

since receipt of the Grievance/complaint)

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

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

improvement?

Suggestions Sought Weekly Monthly Annually

From Staff
From Students

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

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

both!

Range >150h 5r-75% 26-500/o >25Yo

7.ZHow 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

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

)-r4o-oFrom Staff
From Students

Appeal to Higher
Officials by

On Administration On Teachers On Students On Specific Personalities

Staff >e*e ,vo
Students z#? n)a

Page 4 of 5

Range >500 41-50% 3t-40% 30%



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

Range >4}Yo 31-40% 21-30% -l <zoN
t- -

Specific Remarks:

Date:

Place

oirglprE&EQ
mtemat Quality Assurance Celt (IQAC

VI(RATJIA SIIUHAPURI UNTV ERSIIY
HELLORE.524 324.

External Audit:

[acv u,i-rr'$:5 A*rru*&*\rn f o ,on( sopprAag &,fr?q
tnawrq cr\^a ^[xrrye ftou,rdv e( [rt- rl- #*U[+'rrq1 {o .,-t 

4_

U*ruemf frrf,,sffa,r ee-lt \ . Q-^^ W * to&k or",t(
.**U\ AdH^nll{t5,

. 6-l^Y
Signature of the Employee

-M
RT'

VIKRAMA $lMl'irrl-u,or uiti i rRSt'l f
NELLORE.52432A.

'P.9,- aq,
y o c,l:fl;-^:flI ifi ['lT*, :.

I(,4D.4 DA L. r 6,00i.

Lf vuaY)*+-$
,eefiifiill1i,ili,rt?i.,,,
\ t/r,nOapA - sr6oos.

Page 5 of 5
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r1

VIKRAMA SIMHAPURI UNIVERSITY,
NELLORE, ANDHRA PRADESH _ 524324

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

During 20122-23

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 I for your Section' s activities

2.3 Assistance to Section in evolving policies for your . Tick, potant two)Section most im

1.1 Name of the Employee

1.2 Designation

1.3 Educational Qualification rA
Year Sections

I

1.4 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

1.6 Date of Retirement

Year b6 4o2-1.7 Qualifications

Qualification ESL

Proactive Job
allocation

Time
Frame done

Progress
Periodic Review

Slackness Handled Addl. Responsibility

50 xlo0.'arr:J ,b 9'',/*n<t 4o.,d 1"rV*.,

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

Dq bL b:-- Q s7, 1"4

Provide Ideas Cite Instances Serve as a Resource person Develop Draft Policy
L/- l-/' v-

Page 1 of 5

.1u n-nop qCr.i A rrf

o3 - hG -)-nllt
I&o:e

D nn2. lq4L
\^gfr \2- A DAt.t A
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Freedom to be 'SMART' Forgiving One-time Errors Setting Examples by oneself

Y>

2.4 General Flexibiiity to Excel exist

2.5 Communication by your Superior

2.6 Motivation to

2.7

3. Office Administration Work:

3.1 Do you draft the correspondence/

of the activities carried out in your

circulars/notes etc. yourselfor take the hel of superiors?

3.2 is the system of in your S

3.3 Are and Outward Registers

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

3.5 How of leave were by you in the

3.6 Do you work on ho off the office hours?

in your Section the Cell)

ast 36

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

yr\ YrA- le.tt

Build Team SpiritExchange PleasantriesHigh level task allocationWord of Appreciation
y?)t/.^yrr-Y"a

Through Proper
Channel

Directly to the
Head

Daily
Basis

Inward-Outward
Register

Min-Max Time for
Completion

Stress on ConfidentialitY
Maintenance

\-/ \,/ t/ q. +o 6 J./ fD

Entrust the Task to
subordinates

Seek Help from
Superiors

Equip you with
Updates

Attempt
Fresh

Refer Past

Draft y4\vl -lau.lttr044rSy"\^fa

Special files as VC/Registrarleek!-Confidential filingDate-wise filingTopic-wise filing
do)YeJ'/nYr)

OutwardInwardStatus

Yo)Maintained
T

Not Maintained

Grievance
Letters

Replies to
Govemments

First-time/ Fresh

content Reports
Explanatory
Reports

Routine
Letters/Files

Casual Leave

t

AN Permission of
1Hr.

Earned
Leave

FN Permission of
1Hr.

Duty
leave

Maternity/
Medical
Leave

NO l.JoNL,-\b
No. of Ho worked in the last one

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

No. of worked in the last one Subordinate -2

No. of Holidays worked in the last one year by your Subordinate -3
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To Whom Meant UGC/MHRD AP Govt. APSCHE DST/CSIR, etc Other (Pl. specifi,)
Days
Taken

Routine | -)-J a'r,r \ -uJqA \ - Atc't \ -t -J"r,r
Special \ Ae'+/' \ &,r/ U

\ a.'2-

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

3.8 Do you follow the "F S" (Sort, Set in Order, Shine, Standardize, and Sustain) system ln
upkeep of machines/eq etc.?

3.9 How many subordinates work under superior?

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

5. Legal Matters
5.1 Extent of your awareness of t}le University's Act, Statutes, Ordinances and regulations?

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

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

Upkeep of Sort Set in Order Shine Standardize Sustain
Machines/ Equipments y4 /..> Yel lq Yq
Consumables/Stationery Yer Ye; VeJ t/.1 /+

Subordinate Type Temp. Staff Office subordinates Junior Assistants

Nos. O \ tft o1

Issues Alternative Tick
Here

Alternative Tick
Here

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

4.2 Are budgetary allocations fully spent or partially spent? Full ila Part

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

Less than a

Month No
More than a

Month

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

Yes

Nb

No

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

Yes

Nv
No

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

Document Types University's Act Ordinances Statutes Regulations
oZ Awareness <500 50-7s%r >7504 <5UYo 50-7s% >7s%o <5OYo

lso-tsu"
>75Yo <so%lso-7s% >750

Pl.Tick l,/ -l L,'' lu/
Document
Types

Obligations of
Public authorities

Exemptions/Grounds
for Rejections

Central/State
Commissions

Making Reports
for RTIs

oZ Awareness <5OYo 50-75Yo >75Yo <5ocio 50-7s%o >15Yo <5lYo 50-75Yo >750h <so%lso-7s% >750h

Pl.Tick \./ I

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

Officers? (Please Tick)

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

Always (100%) Almost Always (95-1 00%) Mostly (90!i'/a_ 8s-90% Less than 85olo

Filed For the University .-- 
lnitea Against the UniversitY

-_

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
(a

From Students

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

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

improvement?

Suggestions Sought Weekly Monthly Annually

From Staff \-/
From Students

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

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

both!

Range >75Yo 5r-15% 26-50% -)>zsN

7.2How much you

On Administration On Teachers On Students On Specific functionaries

From Staff
From Students L- /

Appeal to Higher
Offrcials by

On Administration On Teachers On Students On Specific Personalities

Staff
R

Students

Page 4 of 5

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

-<30Yo4t-s0% 3t-40%>500/oRange



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

Range >40Yo 3t-40% 21-30% 20%

Specific Remarks:

9r t4a
lr,lrL ?lr"v""l" lrit

^!il trU h.*c*.4 l4W,

(

urly u ilLqr

NyhW.Lo*

fuik^ V*^^,
Date: ohlogl >il1
Ptace: firllw

ve, h

T(

of the Employee

ficmd QualitY Assurar:(-u ' :li i " 'l
YXRATA SIiI}TAPUM UNTVERSi T'J

NEIIORE'524 314.

External Audit:

Internal Audit:

Dire$oB IQAC

f .S,I* kq
Assistant Regtstrar

YOGIVEMANA UNIVERSITY
T(ADAPA - 516005'

-rL NELLur.- ,': ".;I}r

V
Ass

\)zl$r-Y"A-*4

-M

istant Regtstrar
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,1 6 llAR 202{ i'.VIKRAMA SIMHAPURI UN
NELLORE, AI{DHRA PRADESH - *=1- _' 'if','',j'I

.Adminlstrative Audit of Regular Administra
(Library As sistant/Asst Engineer/Asst Registrar/ Superintendent/

During 2022-23
Senior Asst/ Junior Asst)

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 fixed for your Section's activities

2.3 Assistance to Section Head in evolving policies
Provide Ideas Cite Instances Serve as a Resource person Develop Draft Policy

orl ..

/32[

l.l Name of the Employee a a
1.2 Designation

1.3 Educational Qualification

Year Sections1.4 Experience in administration (Years and
Fields like Examinations, RTIs, VC
Section, Admission, Finance, etc.
(Upto 3 diff. experience areas)

2022-23
I

1.5 Date ofjoining

1.6 Date of Retirement /.o 3
Year 7 2oo/ ,Zau

1.7 Qualifications

Qualification r/4- Bbl

Proactive Job Time
Frame done

Progress
Periodic Review

Slackness Handled Addl. Responsibility

4
No. of Files to
be clear daily

No. of Draft
Notes to process
& expedite

No. of Staff to
Involved in work-
flow

Yo of works to
be done as per
plan

Arrangement for
Staff on leave

sb to 21r 3 3 Ba-/. Ye<

Page 1 of 5

for your Section (Pl. Tick, most important two)

/@\
SW
iffier

77,bar"z

/7/: ,r1eo(. , A^,o.o

A-1/*rr"
E'vt a^;t / 2

03, oZ 2e/4
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rlfrffi;w, tffi,v.I



2.4 General Flexibility to Excel exist
Freedom to be 'SMART' Forgiving One-time Errors Setting by oneself

,,a'

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

\/-
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 ofyour ?

3.2 What is the system of done in Section?

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

3.4 State the normal time taken to a file/paper

3.5 How many days of leave were aval led you in the last 36 months?

3.6 Do you work on 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

v\

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
\r''

Status Inward Outward
Maintained

Not Maintained

Routine
Letters/Files

Explanatory
Reports

First-time/ Fresh
content Reports

Replies to
Governments

Grievance
Letters

AM'/--"4 A.zeaz-< ebz:.{ / E?a-zz 4z>ya.

Duty
leave

r@
Medical
Leave

Eamed
Leave

FN Permission of
lHI.

AN Permission of
1 t{r.

4r a+ an*

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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To Whom Meant UGCA{HRD AP Govt. APSCHE DST/CSIR, etc
Routine 3 Da-/A. //2-?tt a/)R)/ \

Days
Taken Special 1/ /b4/S Laz4A 2 /2-e./-/21-

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

3.8 Do you follow the "F ve S" Set in Shine, Standardize, and Sustain) system in
of etc.?

3.9 How 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, ZOO5?

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 V"-4 Yee Pe-.t
Consumable s/Stationery Vc,t tl t(. VP.< Vz.t )r-*t

Subordinate Type Temp. Staff Office subordinates Junior Assistants

Nos. oi

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 Part

taken by your Section to process the bills received4.3 Time
from StafflStudents

Less than a
Month

More than a
Month

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

Yes No

4.5 Have you ever suggested simplification of procedures
bill processing?

Yes No

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

Document Types University's Act Ordinances Statutes Regulations
oZ Awareness <50o/o 50-75% >75o/" <50%;o 50-75% >75o/o <50o/o 50-75% >75o/o <50Yo s0-75% >75Yo

Pl.Tick

Document
Types

Obligations of
Public authorities

Exemptions/Grounds
for Rejections

Central/State
Commissions

Making Reports
for RTIs

oZ Awareness <50Yo 50-75o/o >75o/o <5j%o 50-75o/o >75Yo <50o/o 50-7sYo >75Yo <5ovol5o-75o/o >75Yo

Pl.Tick
--1

Page 3 of 5
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5.4 Do you take

Officers? (Please

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

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

Always (100%) Almost Always (9s-100%) Mostly (90-95%) 8s-90% Less than 85%

Filed For the Uni Against the University

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

6. Grievances Handling

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

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

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

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

Suggestions Sought Weekly Monthly Annually
From Staff
From Students

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

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

Range >750 5t-75% 26-50% >25Yo

7.ZHow much you have enhanced IT

Appeal to Higher
Officials by

On Administration On Teachers On Students On Specific Personalities

Staff
0

Students
AIO'

Page 4 of 5

capability since last NAAC accreditation to this time?
3q!9. >5l%o 4t-s0% 3t-40% <30Yo



I

t

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

39!q" >40Yo 3t-40% 21-30% < 20yo

Specific Remarks:

Date:

Place: t/-5.U. /o
Internal Audit:

Dirgilqsf,(ffi
itcrrrd Quatity Assurance Cell (iQrii.

W(RAT,IA SITHAPUM UNIVERSff Y

ilElIORE - 524 324.
External Audit:

P $-
Assistant Regrstrar

/.(;aJEq.J.^-
Signature of the Emfiyee

.ffi
REGISTRAR'.

VIKRAI,IA StMHApURt UN|VERSI Iy
NELLORE.524 3M.;

fy.v

,

1

J
YOGI VEMANA UNIVERSITY

. KADAPA.516005.

,,"i;iff:litEl=','
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