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

LIN I g

ameof'ﬁthc Employee L. kﬂmﬂk‘g‘shl
1.2 Designation SOnL oy AatedAan k
1.3 Eduecational lificati

ucational Qualification ' De dyec.
1.4 Experience in administration (Years 4nd Year Sections
Fields like Examinations, RTIs, VC
Section, Admission, Finance, etc. 2022-23 Tansf  Se W)
(Upto 3 diff. experience areas) .
1.5 Date Ufjﬂl.l:l..lﬂg nz.00. 2ol
1.6 Date‘ofR«i:hrerncm 20.06.2052
1.7 Qualifications Year 3o( O
Qualification TYedcee

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

2. Job-Execution: Process and Functions

2.1 Allocation of Duties and Responsibilities

Proactive Job | Time Progress Slackness Handled | Addl. Responsibility

allocation Frame done | Periodic Review
e == — e =

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

& expedite flow plan
5 2- &0 -1 b

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

Provide Ideas | Cite Instances | Serve as a Resource person Develop Draft Policy
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2.4 General Flexibility to Excel exist
Freedom to be *SMART’ Forgiving One-time Errors Setting Examples by oneself

v v’

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

v _ = v

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

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

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

& v’ e

3. Office Administration Work:

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

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

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

e S .
3.3 Are inward and Outward Tapal Registers maintained in your Section? (Check the Right Cell)
Status Inward Outward
Maintained v »
Not Maintained —
3.4 State the normal time taken to dispose a f le/paper
Routine Explanatory First-time/ Fresh | Replies to Grievance
Letters/Filgs Reports content Reports Governments | Letters
a ol o) = ——

3.5 How many days of leave were availed by you in I.he last 36 months?
Casual Leave | Duty Maternity/ | Earned | FN Permission of AN Permission of
leave | Medical Leave | 1Hr. 1 Hr.
Leave = -

23 - 10 dy v’ v

3.6 Do you work on hol:days;’nff the office hours?
No. of Holidays worked in the last one year 1A byl
No. of Holidays worked in the last one year by your Subordinate -1 i
No. of Holidays worked in the last one year by your Subordinate -2 =
No. of Holidays worked in the last one year by your Subordinate -3 -
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3.7 What is the time limit your section takes to respond to the Government Communications?

To Whom Meant [UGC/MHRD |AP Govt. [APSCHE _[DST/CSIR, etc. [Other (P1. specify)
Days | Routine o\ o! of o | s
Taken | Special o o) o1 o

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

Upkeep of Sort Set in Order Shine Standardize Sustain
Machines/ Equipments v v~ v 4 =
Consumables/Stationery

3.9 How many subordinates work under your superior?
Subordinate Type Temp. Staft Office subordinates Junior Assistants
Nos. 583 =3 o5

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

Issues Alternative] Tick |Alternative] Tick
Here Here

4.1 Do you prepare any budget for your Section? Yes v~ [Ne

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

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

from Staft/Students onth v~ [Month

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

other Sections? v’

4.5 Have you ever suggested simplification of procedures inYes No

bill processing? v

4.6 Have you ever suggested measures to achieve economy

and efficiency in your Section’s activities? —

5. Legal Matters

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

Document Types

University’s Act

Ordinances

Statutes

Regulations

ve Awareness [<50%

50-75%

=75% <50% [50-75%

>75% [<50% [S0-75% [~75%

<50% |50-75% [T75%

P1.Tick w

—

v

L

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

Document
Types

Obligations of
Public authorities

for Rejections

Exemptions/Grounds| Central/State

Commissions

Making Reports
for RTIs

% Awarcness [<20%

50-75%

=75% |=50%  |50-75%

>75% [<50% [30-75% P75%

<50% |50-75% P75%

Pl.Tick i

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

MPogc 3 of 5

Yes

No




54 Do you take legal notices/Court judgments ete. immediately to the notice of your Superior
Officers? (Please Tick)
’»AIways (100%) | Almost Always (95-100%) | Mostly (90-95%) | 85-90% | Less than 85%

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

6. Grievances Handling

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

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

From Students = = = =

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

Time for G or C: On Administration |On Teachers |On Students  |On Specific Personalities
From Staff - ~ i —~
From Students - - 3 —

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

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

Suggestions Sought | Weekly Monthly Annually
From Staff = & -
From Students = = e

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

7.1How often you have placed Institutional interests above personal interests at critical times for
both!
[ Range 1>75% | v [51-15% | |2650% | [>25% | ]

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

time?
| Range [>40% [ v [3140% |  [2130% | [=20% [ |

Specific Remarks:

OUY  pmiwversity  Pyovidep Assprodoty o develo P
odmind aakive  mclivitigp o fulhil by meanien—enk o
dofer Tn addiflen do  elpgol.

Date:
¢ AC A~ R L -
Place: plelore Signature of the Employee

Internal Audit;

MW

Diregtor, [QAC: Registrar

mternal Quality Assurance ﬂn A (I0AC

VIKRAMA SINHAPURI UNIVERSITY REGISTRAR
HELILURE 52:UL VIKRAMA SIMHAPUR! UNIVERSITY

External Audit: NELLORE-524 320./

iy

P Sive @ (p-Vamtetessond

Assistant Registrar Assistant Registrar
YOGI VEMANA UNIVERSITY /OG! VEMANA UNI\
~u KADAPA - 516005.  ADAPA - 51600
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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 10 ensurc effective performing of specific functions/responsibilities by
administrative stafl carried out with a focus on involvement to achieve the goal and purpose of the
university. The audit includes incurring of expenditure with cost efficiency and effectiveness and
discharging duties in compliance with applicable laws and regulations in force from time- to- time.

1. Personal Data

|£ Namc_n!'thc Emplovee ! _A_. Hm'n,_ Ll — ._Q.:“”L:_
1.2 Designation
o - ] e wnfor  Auiddont—
1.3 Educational Qualificatio
o Dbt | Wity ki) _
1.4 Experience in administration (Years and | Year _ Sections
Iields  like Examinations, RTls, VC N F[ bol  Seoloms ()
Section. Admission, Finance. etc. 202223 | g0 o . ye
(Upto 3 difT’ experience areas) i, . i :
1.5 Date of joining 03[0 ¢ ]hﬂf—ﬂ-
T L R I 1y e |
| 1.7 Qualifications | Year | el | 2609 PRLTTA 2004
' Qualification | M'S_g ) B.SL- WM“? 5,3;:_

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

2. Job-Execution: Process and Functions

2.1 Allocation of Duties and Responsibilitics

| Proactive Job | Time | Progress
allocation Frame done | Periodic Review

__Cows i L ey Eloﬂﬂ’ ¥ Toksn
2.2 Targets/Time/limits fixed for vour Section’s activities

No., of Files to | No. of  Draft | No. of Staff 10 %o of works to | Arrangement for
Notes 1o process | Involved in work- | be done as per | Swaff on leave

Slackness Handled | Addl. Responsibility

be clear daily

e | e expedite | flow - |plan
(P per fﬁfgau%'-{i' ] |90 Yu.

2.3 Assistance to Section Head in evalving policies for your Section (PL Tick. most importani two)
| Provide Idcas Cite Instances | Serve as a Resource person Develop Drafi Policy

VAR S — ]
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24 GLI‘IEMI Fle \1hl|lh {}] F‘.l..ﬂ exist

| Freedom to be "\\‘I’\.RI Forgiving s One-time I Frors Settmg I xamples by onesel|

T Yo | Yes . ey .

2.5 {_ummumtanun by your Superior
| Day )ay Starts with Task Talks | Oral/Written lmirm.uonk | Persuasive mode Professional Style [

Yo Yoy e = ]
2.6 Motivation provided to you. -
" Word of Appreciation High level rask allocation | | Fxchs ange Pleas: 'nlﬂu ]I Build Team Spiril
N ey f Yy | \f!-ﬁ Yo
2.7 Method of Rr:pnr‘lm:_. of the aetivities carried out in your Section
Thmugh Proper —iﬂlmliy to the |Daily Inward-Onward | (Min-Nax Time for Stress on Confidentinhiy
W hannel Head Rasis Register _41 ompletion ".Ilintclm“\.c :|

Tes — 1 | Yy | 3 ﬁsd-q:& NO

1

i
1
|
|

3. Office Administration Work:

3.1 Do you drafl the correspondence/circulars/ nr-lu ete. yourself or take the help of your superiors?
Refer Past Attempt Equip you with  Seck le.l|'1 from | Intrust the Task to

Draft Fresh Updaies Superiors | subordinates
i) ey Yo ey (Some LVMQ T Y—

3.2 What is the system of filing done in your *-u:tum
 Topic-wise filing Date-wise ﬁllnh [ C nnhd;.nu 11_I1I|r_u_ | | Specii | files as VO Iu--r\lmr "«u ks J
Yﬂ-b | .Y.U) 1 ‘?’j—} |
3.3 Are inward and Outward Tapal Registers maintained m_wur Section? (€ "heck the R!_Eiﬂ ‘ell)

Status Im:v.q_:d _____ | Owutward __|.
Maintained I | v’ i
Not Maintained N | —

3.4 State the normal ume taken 1o disposc a iilu;'{:rztp;.:r - o 3 o _
Routine Explanatory ) First-time,  Fresh Rephes 1o CGrievance |
Letters/Files Repors content Reports | Governments Letters

L Aol 2 £ 3chwys eyl L Eui-\a;ﬂ_S_"ﬁée‘ayj

3.5 How miany days of leave were availed by vou in the last 6 mnnthﬁ
Casual Leave | Duty Maternity/ | Earned | FN Permission of | AN Permission of
leave Medical Leave | 1Hr 1Hr
Leave

20 —_— = | — —_— [ —
3.6 Do you wnrjl:cm hulida}»s.f’uﬁ"ﬂ; t‘iﬁcx hn_dr?- !
No. of Holidays worked in the last onc year - ] T&JJ,;“
No. of Holidays worked in the last onc year by your Subordinaic -1 ' T ]
No. of Holidays worked in the last one  year by your Subordinae
No. of Holidays worked in the last one year by vour Subardinii
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3.7 What is the time limit your section takes to respond o (he Government € ommunications”

To Whom Meant JUGC/MHRD AP Govt. APSCHE  DST/CSIR, ete. [Other (PL specify) |
Days | Routine |2 {-u?:cl.uqé. !dﬂ._,.’_[_ 1 cla.lj | - 1 .
Taken ‘ipccml da_,_' |c | 1

3.8 Do you follow '.hc: “Five S” (Sort. Set in Hn..T Shine. Standardize, and Sustain) S5y stem in
upkeep ufmachmq.si-s:qu|p|u:.msf:,nnsum_;h1+.a gte.?

Upkeep of Sort [ Set in ( }ntcr Hiil_g; :. f'\'t;i_I‘I_didethL' 1 __- Hnsmiﬂ_
Machines/ Equipments Ve I s | a7 7% Yy 4
| Consumables/Stationery o5 | Yeu | Nea Ve Yoy |
3.9 How many subordinates work under your superior?
| Subordinate Type ' Temp. Staff Office subordimates | Junior Assistants
|
| Nos. — = 1 - — _  —

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

Issues "Alternative] Tick [Alternative Tick
_ | Here o | Here |

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

4.2 Are hudg::mry al]ncalmn‘; ions fully :-pml or [mnmlh spent”? Full | e |I'm I

43 Time taken by your Section to process the bills received lLess thina | [More than a
from Stafl/Students Month V" Nonth

- = HE S .
4.4 Do you follow- up the bills processed by vou rand sent to |Ves 1 . [No |
other Sections? ' .

L — — : . L | — _]
4.5 Have you ever suggested simplification of procedures inyes . N '
bill processing? | | : |

- — f———— —— ! —
4.6 Have you ever suggested measures to achieve economy - ' |
and efficiency in your Section’s activities” -
= S — = } SIS |
5. Legal Matters
5.1 Extent of your awareness of the University’s Act, ‘\:dlutu Ordinances dnd rcgulalmn-
Document Types | University’s Act Ordinances Statutes chu!auum

- i
84 Awareness [-30%  [50-T5% p75% <50% 150-75% [>75% <S0% !sn-?i*'u ’?5"”"7'-5” 5 90-75% [T75%
PLTick v v | | - | v '
5.2 Are you conversant with the basic pnm»:mm of Right 10 Inform: ion L Aet. 20087
Document Obligations of Exemptions Crounds Central/State | Mdkm;: Reports |
Types Public authorities | for Rejections (T ommissions for BTls
% Awarchoss [FS0% [50-75% 750|500  [0-75% [-74"nl S0 ]“"“"" 7300 [ 507 O-T5% |-75%
Pl Tick v’ v [ ¥ [ ] o T |
5.3 Are you dealing with legal suits filed by or against the | miversity” Yes No 7
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5.4 Do you take legal notices/Court judgments eic. inmmediately to the notice of your Superior

Uﬂ"cers" ”’[LH\L Tick)

i_AIwa}ra rlimmj Almn'sl -‘\]wms(‘h 100"%4) .’\!ﬂ_hl_h 1‘-’”—“5"-_-l ;L RS-40% | [ess than 85%

= . - = = |
5.5 Have you ever filed any legal suit for or against the Hniversing o ik if done)

f Filed For the University | [Filed Against the Universins |
6. Grievances Handling
6.1 Does your Section receive grievances u:omplumts from Stalf/Students™ (P11 Tick)

g On Admimstration | On lmuhera ‘On Students | On Specific fi tmu.imnmu
From Staff = - — | 1._/ -

| From Students e -] = =N v

6.2 What is the time limit to handle such grievances/complaints” (Siate i No. ot working Days
since receipt of the Grievance/complaint)

Time for G or C: On Administration  (n ]&ELIIL]S F]n ‘-smr.ium (On
 From Staff = = | ==
| From Students . = ] = —

6.3 Was there any appeal 10 your higher officials apainst the decision of yvour Supermar i respect of

grievances handling?

Appeal to Higher | On Administration | On Teachers | On Students | f_m_\p:um. Personalities |
Officials by . g o o

Staff .~ e = ... _Fe
Students — = e . NO

6.4 Does your Superior frequently convene meelings im your Section 0 receive suggestions for

improvement?

Suggestions Sought | Weekly Momh_l-'_v,_' Annually ]
From Staff — v —_
From Students —_— = — |

7 General Attitude/ Aptitude / Aptitude for (I'T) Enhancement
7.1How often you have placed Institutional interests above personal inferests at cntical times for
both!

[>75%

| Range
7.2 How much you have enhanced [T gapability since lasi
I Rangi: | -}50‘?4: i '\/’! -H. "U“‘u ]

[~ T5175%

I = |
| Jh-3054 |

NAAC aceredit 1tr11.|ln‘h1‘~l1rm
$11%w

31

i"l (]
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7.3 How much yvou have enhanced their Overall copabiliny sine¢ [ast NAAC aecreditation 1o this
time?
IRHHL{E i >40% \/'I 1=y 1T -394 W BE

Specific Remarks:

Adwangshobon 74 caona! cnd  owllmrbiy ava Ve Aopporr Hine
s enhemtt.  ouy Lok od d“’“"“ﬁ'f Gals . Gomn pediny
vy ﬂ.-me{,ul ond Tk o) 4 Eﬁwa. e o) e TR VA

fn Wi wv.s. urﬁwﬂq‘k?‘ + Mellova - E_ Lt 33“;_, w\uf &.Ppm-'—- 5
wuch oy ¢ tan . mﬂh,,\a\ oo - P
Hi:_'nﬁﬁrrxmhr Employee

Internal Audii:

(eore_(po-te—of

Dlwﬂfﬁée*ﬁﬂ Registrar
mternal Quality Assurance Cell (IQAC REGIETRAR '
vxm.-:; T{;{ﬂn;ﬂﬁggu;: ERSITY VIKRAMA SIMRAPURI UNIVERSITY/
External Audit: NELLORE-524 320

(-1

\D”%::am%ﬁ‘ﬂ‘f ({’* entenfstusen)

egistra Mo
YOGI VEMANA UNIVERSITY Yoo vostant Registrar
~ KADAPA - 516005. 2! VEMANA UNIvERS,
\ FADAPA - 515005
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VIKRAMA SIMHAPURI UNIVERSITY,
NELLORE, ANDHRA PRADESH - 524324

Administrative Audit of Regular Administrative Staff Only
(Library Assistant/Asst Engineer/Asst Hemstrar/ Supenntendent/Semor Asst/ Junior Asst|

During 2022-23

The administrative audit is to ensure eflective performing of specilic lanctions responsibilities by
administrative stafl carried out with a focus on involvement to achieve the goal and purpase of the
universily. The audit includes incurring of expenditure with cost efficieney and effectiveness and
discharging duties in compliance with applicable laws and repulations in force from time- 10- time.

1. Personal Data
1.1 Name of the Employee s G fF

1.2 Designation J-umc-r Aﬁlﬁtahk ) -
1.3 Fducational Qualification B.Se !

_\_

1.4 Experience in administration { Years and [ Year | Sections
|
Section. Admission, Finance. elc. |

Fields like Examinations. RTIs, VC ,5{;@51_
2022 f* B= mmi&l

(Upto 3 diff. experience arcas)

1.5 Date of joining R | — Cz:‘j'd”t‘d Sect ""“) 7

1.6 Date of Retirement =20-06-2047 :

1.7 Qualifications Year 4' . - . ,_g I__;_;.M)GC,L_ ’ 1.
l buaiiﬁcntiun | E':SC_ ,.Mfth . .SEC l|

Note: Most questions below be answered hy Tul-. Marks; PL do the same in the hnwﬂ oiven,

2. Job-Execution: Process and Functions

2.1 Allocation of Duties and Responsihilities

Proactive Job | Time Progress | Slackness Handled ‘Addl Responsibility i
allocation Frame done | Periodie Review | I _ |
Extam Se i Oce Yeor,  Goodl = T +aodeen 5
2.2 Targets/Time limits fixed for your Section’s activities
No. of Files to | No. of Draft | No. of Stafl’ 1o | " of works 10| Arrangement  for
be clear daily | Notes to process | Involved m work- | be done as per | Stafl on leave
&oxpedite. | flow f N =
03 05— - | ok ;L S
2.3 Assistance to Section Head in evalving anluu. for vour ‘*. ks II in (Pl TELR maost mmnmml W)
Provide Ideas | Cite Instances | Serve us a Resource person [ Develop Drafi Policy
v v = v
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2.4 General I*Imuh:lm to Excel exist

| Freedom to be “SMART" : Inrgmm__ Um-umu. Errors | Settmg Examples by oneself _
. 1l

i Yes el Vs _ Ves

25¢ ummumcﬂium by your "'suporlur
hﬂ} ‘*-[art'% wlth Ll\k Talks Oral’W fitten [nstrugtions | Persuasive mode | Professional Style

Yes Vs | yes - |

2.6 Motivation provided to you.

Word of Appreciation | High level task ni[nc*nmn e xﬁ mnge Plegsaninies | Build Team smm;
Yes Ves | - | Yes |
2.7 Method ol'Repmrlmg of the activities carnied out 1 your Section
Through Proper Directly to the !1]:11[\. Inward-Outward [Min-Max Time for IStress an Confidentiality
_{:'ha.nml Head [ﬂ.d.'vl‘- _R(‘EIHLT_ B -Ii .1.-|_|.!!|1-r=.-r _\1..r|-rc: 1o

Yus Ves | 8 | njes ! to2 dagg — |

3. Office Administration Work:

3.1 Do you draft the correspondence/circulars'notes ic. yours self or take the help of your superiors?

| Refer Past Attempt Equip vou with Seek Help from Latrust the Task 16 |
Draft Fresh Updates | Supernior: | subordinates |

ves Yex Yes, L Yer Ves
3.2 What is the system of filing done in your Section”

|
Topic-wise filing | Date-wise fi ﬂ;”E—i‘( onfidential filing | ‘\pu.ml files as VC Registrar \ukh_{

Yes eb

3.3 Are inward and Oumm‘d l.ip.tl Registers maintained in your Section” (Check the Right ( ell)

[ Status _ lnnard o -'_ Clutward

Maintained Vesr ‘l: B _y

Not Maintained ,

" 3.4 State the normal time taken o dispose & file/paper ' - ___
Routine Explanatory First-time/  Fresh I_ﬁgpliu 1o | Grievance .'

Letters/Files Reports content Reports | Governments I elters

| day l dozcdasgt | 2d I 'Eﬂzd::-_ndg | to2d
3.5 How thany days of leave were availed by vou in the last 36 months? dﬂi
Casual Leave | Duty Maternity/ Farned ] FN Permission of ] AN Permission of
leave | Medical | Leave | 1Hr I Hr
Leave ' |

i pr—

’D = . i | o) 2—-—"_ B =
3.6 Do you work on holidays/off the office hours! -
No. anc:hda}a worked in the last one ycar _ o3

Na of Holidays worked in the ia.st u;'u. year i'.;\_\_,nur Suhnni-n 2 B  ___ o 4{
No. of Holidays worked in the last one year by your Subording '
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3.7 What is the time limit vour section takes to respond 1o the

To Whom Meant [UGCMHRD (AP Govt

APSCHE

Lrs TIOSHE. e

Ciovernment Commumentions?

(nher (L specity )

-

Days | Routine
TﬂLc“ Sgemal L

]_rd_a_'#da-g _Iida.ln_

38 Do vou follow the =

H 1

Five 8§

(Sort.

(=t

_upkeep of machines/equipments/consumables cic ™

t dey

Set in OrdeY. Shane.

=

bod |

ancdurdize.

—

and Sustmn) svsien in

| Upkeep of ~ Sort | S« rntlrdu Shine Standardize { Sustain
Machines/ Equipments | ye} Yes ek Yes  VYex
Consumables/Stationery |~ \fex et VRL | Nes | Yes
3.9 How many subordinates work under your superior? - -
Subordinate Type Temp. Staff | Office subordinates Junior Assistants
|
L . SRS = =

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

[ Issues Alternative| Tick |Alternative Ilcl._l
— = . S _ Here - Here |
4.1 Do you preparc any budget for vour ‘-'u. ction’! Yes v No |
4.2 Are budgetary allocations fully spent or partially »pum Tl _l v~ |Par ! ‘
4.3 Time taken by '-,nur Seetion Lo prowess the bills received [-ess than a Maore than g
from Stafl’Students Mot Month .

4.4 Do you follow- up the bills processed by vou and sent 1o |Yes I - No ‘ —
other Sections? . | |

4.5 Have you ever suggested simplification of procedures inYes oo [Ne i |
bill processing? l ! | t
4.6 Have you ever suggested measures (o achieve economy Yes | " |
and efficiency in your Section’s activities”

5. Legal Matters

5.1 Extent of your awareness of the University's Act. Statutes, Ordinances and regulations?
Document Types | University's Act Ordinances Statutes | I{cgu]ﬂlinnk .
%'jé,“mnﬂ,q 50%  [50-75% | -7.*‘-7"..'- al]“] T50-75% [-75% [« 50% [50-75% :"—Fn..: SH ..,clr 0-7%4, ': :;nj"

5.2 Are you conversant with the basic pnwmum :11 Rl}__]tt Lo Inlurmmnn Act. ‘mH 3

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

Types Public authorities | for Rejections Commissions for RTls

9% Awareness [-50% [50-75% [75%[<50% 'I[nimﬁ ]??"'-u"«nnu 50-75% [ wul S0 50-75% [-75% |
> Y — — = — — ] !

PL.Tick v v s

5.3 Are you dealing with legal suits filed by or against the University” Yes MJ
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5.4 Do you take legal notices/Court judgments ete. iminediately o the netivee of your Syperior
Officers? (Please Tick)
hlways{l[lﬂ‘!"nIT Almost Alwavs (95-100%) | Muostly (90-95%) | 85907, Less than 85%,

v 1 - = 1 = -

5.5 Have you ever filed any lepal suit !nr or aganst the Uinversin” ( Tk if done)
l Filed For the University ] — lf iled Against the University — '

6. Grievances Handling

6.1 Does your Section receive griev ances complaints from Stalt/Students” (1], Tick)

| On Administration (On’ i;,i-,l_lgr_s On Students | Hg ':jl':i._ul‘l. functionaries |
I_l ‘rom Staff o= = — __! - Ll
From Students - - | - v

6.2 What is the time limit to handle such grievances'compluints” (State in No. of workimg Days
since receipt of the Grievance) complaint)

Time for G or Unﬂdtmm*-um on !uulmﬁ nn Students  ®n Specilic F'x'rﬁnf'luli'.icsj
From Stafl — L e J - WHhin (o9 2
From Students — s ~  wHhin 1 (05) 2 clayd

6.3 Was there any appeal to your higher ofiicials against the decision ol your Superior in respect of
grievances handling?
Appeal to Higher | On Administration | On Teachers | On Students | On Specific I;I:I'St‘.inﬂiiﬂﬂs_:l
Officials by -
Suft = - No
Students e = | - wNe

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

improvement?

Suggestions Sought We&:[l} " Month! 3 Annually

From Staff’ - v' | -

From Students - - , - ___i

7 General Attitude/ Aptitude / Aptitude for (I'T) Enhancement

7.1How often you have placed Institutional interests above personal interests at eritical times for
both! )
[Range [575% [~ [5175% | [26:50% | [>2% | |

7.2 How much you have enhaneed 1T capability since last NAAC accreditation 1o this time?

| Range [>50% | ¥ [4150% (a0 | [<30% ] ]
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7.3 How much you have enhanced therr Overall capahiliny since last NAAC acereditation 1o this
time?

| Range __ 'i_}n".. B 1'_'\/'/| F1-4)q 21305 3N |

Specific Remarks:
L,A:lrrﬁn‘l;sfmla-h g ?sm' Ard M’H\ﬂh‘bﬁé AL Vi uﬂ;m’t'm

Ao enhan Ous w&’)ﬂn d am 4 .,ﬂ %vsb:‘ mg
—thankgull ‘?-1’ I ﬁi' EY e Chaps
g 4l ﬁra%:% port s mch s sean. B ¢

Date: e

Place: NELLORE

Signature of the Employvee

Internal Audit:

Dirgggis KOG Rm}ﬁg

mtemnal Quality Assurance Cell (IQAL

VIKRAMA SINHAPURI UNIVERSITY RECISTRAR |
NELLORE - 524 324, VIKRARA SIMHAPURI UNIVERSITY]
External Audit: NELLORE-524 320 4

/ )
Assistant Reglstrar L{P V‘MW

YOGI VEMANA UNIVERSITY Assistant Registrar .
KADAPA - 516005. YOGI ‘urmﬁ.mn UNIVERSITY
‘KADAPA - 518005
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VIKRAMA SIMHAPURI UNIVERSITY,
NELLORE, ANDHRA PRADESH - 524324

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

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

1. Personal Data

1.1 Name of the Employee

‘tona C:ynﬂmf* l(u,rfgg?_,

1.2 Designation

Sdmor A CTANT

1.3 Educational Qualification

Gﬂﬂ&

ot
1.4 Experience in administration (Years and Year Sections
Fields like Examinations, RTIs, VC Fruod
Section, Admission, Finance, etc. 2022-23
(Upto 3 diff. experience areas)
1.5 Date of joining O3 = 06~ 31
: i t

1.6 Datc-ofRf:ichmen 2 8- 20w
1.7 Qualifications Year S

Qualification D‘:ﬂ fet

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

mﬂacﬁve Job | Time Progress
allocation Frame done | Periodic Review

Slackness Handled

Addl. Responsibility

- = —

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

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

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

Provide Ideas Cite Instances | Serve as a Reso

urce person

Develop Draft Palicy

. = -
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2 4 General Flexibility to Excel exist
Freedom to be “SMART" Forgiving One-time Errors Setting Examples by oneself

SKals E= -

2.5 Communication by your Superior

Day Starts with Task Talks | Oral/Written Instructions | Persuasive mode Professional Style
HE< = = HeES

2.6 Motivation provided to you.

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

2 7 Method of Reporting of the activities carried out in your Section

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

o o

3. Office Administration Work:

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

Refer Past Attempt Equip you with Seek Help from Entrust the Task to
Draft Fresh Updates Superiors subordinates
- w / — N

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

Topic-wise filing | Date-wise filing Conﬁjfnlial filing | Special files as VC/Registrar Seeks
/ — —_—
3.3 Are inward and Outward Tapal Registers maintained in your Section? (Check the Right Cell)
Status Inward Outward
Maintained v E
Not Maintained =— —
3.4 State the normal time taken to dispose a file/paper
Routine Explanatory First-time/ Fresh | Replies lo Grievance
Letters/Files Reportis content Reports Governments | Letters
o) O o feedl (@l

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

Casual Leave | Duty | Maternity/ | Earned | FN Permission of AN Permission of
leave | Medical Leave | 1Hr. 1Hr.
Leave
20 5l = 20 sl =

3.6 Do you work on holidays/off the office hours?
No. of Holidays worked in the last on¢ year 13—
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 Helidays worked in the last one year by your Subordinate -3 -
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3.7 What is the time limit your section takes to respond to the Government Communications?

To Whom Meant [UGC/MHRD [AP Govt. |APSCHE  |DST/CSIR, etc. [Other (Pl. specify)
Days | Routine o\ e ! o) - -

Taken | Special el o o\ — -

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

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

3.9 How many subordinates work under your superior?

Subordinate Type Temp. Staff Office subordinates Junior Assistants
Nos. 03 ' B 05
4. Financial Matters: (Pl tick wherever boxes are given)
Issues Alternative| Tick [Alternativel Tick
Here Here
4.1 Do you prepare any budget for your Section? Yes 7 [|No

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

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

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

other Sections?

4.5 Have you ever suggested simplification of procedures inYes No

bill processing?
4.6 Have you ever suggested measures to achieve economy

and efficiency in your Section’s activities? e

5. Legal Matters

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

% Awareness [<50%  [50-75% [>75% [<50% [50-75% [735% [<50% [50-75% b>75% |<50% [50-75% B75%
PLTick - = —
5.2 Are you conversant with the basic provisions of Right to Information Act, 20057

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

% Awareness [<30% [0-75% P75% <50%  [50-75% [>75% |<50% [50-75% [75% |<50% [50-75% [=75%
PLTick s

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

Officers? (Please Tick)

[ Always (100%) | Almost Always (95-100%) | Mostly (90-95%) | 85-90% | Less than 85%
5.5 Have you ever filed any legal suit for or against the University? (Tick if done)
| Filed For the University | [Filed Against the University T s

6. Grievances Handling

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

On Administration

On Teachers

On Students

On Specific functionaries

From Staff

—_—

—

—

—

—

—

From Students —

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

Time for G or C: On Administration |On Teachers [On Students  [On Specific Personalities
From Staff —_ o= & _
From Students - i = —_

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

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

Staff -— - ~ -

Students — = B E

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

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

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 B

[575% | < [51-75% | 12650% | |>25% |

7.2 How much you have enhanced IT capability since last NAAC accreditation to this time?
[550% | < [4150% | [31-40% | [=<30% [ |

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

time?
| Range [>40% | /[31-40% [2130% | [<20% ]
Specific Remarks:
Date: -'CF —) I‘f»’j——‘
Place: CNe\lGre - Signa;urf: of the Employee
Internal Audit:
Dirgejau AL Registrar
miernal Quality Assurance Cell [IQAL REGISTRAR
VIKRAMA SINHAPURI UNIVERSITY vInRANA SIMHAPURI UNIVERSITY
NELLORE - 524 324. NELLORE-524 320.
External Audit:
]D LQ‘WJ U? W‘Lw}"g‘w
- Assistant Registrar
YOGI VEMANA UNIVERSITY Assistant Registrar
KADAPA - 516005, YOGI VEMANA UNI\ ERS)
™ KADABA
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e

VIKRAMA SIMHAPURI UNIVERSITY,
NELLORE, ANDHRA PRADESH

Administrative Audit of Regular Administrative Staff Only
(Library 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 compliance with applicable laws and regulations in force from time- to- time.

1. Personal Data

| 1.1 Name of the Employee | Thripuraribhotal Naresh Chandra

1.2 .Designaliun Junior Assistant

[ 1.3 -].::dlll.‘.']lit'ﬁ_nm Qualification | M.A. English, Accounts Test Part — & Il, PGDCA, PGDPR, PGD IR & PM,
Typewriting Higher

| 1.4 Experience in administration (Years and  Years | Sections -
Fields like Examinations, RTls, VU Section,
Admission, Finance. etc. 2022-23 VC Peshi
(Upto 4 diff. experience areas)
1.5 Date of joining 03.06.2014
1.6 Date of Retirement 02.06.2049
1.7 Qltiilllll_ll.:illfi.'r['l.‘-i . Year 2012 2008 | 2005 2003
Qualification | MAEnglish | BSc, | Intermediatel SSC

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

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

Proactive Job | Time Progress Slackness Handled | Addl. Responsibility
allocation Frame done | Periodic Review _ | )
Junior Assistant | 8 Years Very Good Assigned duties as PA to
VC Office | Vice-Chancellor
2.2 Targets/Time limits fixed for your Section’s activities
| No. of Files tu] No. of Draft | No. of S1aff 1o % of works to| Arrangement for
be clear daily Notes to | Involved in work- | be done as per | Staff on leave
process&expidite | flow | plan B
10 10 03 90% B
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2.3 Assistance to Section Head in evolving policies for your Section (P1. Tick. most important twao)

' Provide Ideas

n T
Cite Instances

Serve as a Resource person

‘ Develop Draft ?olic_v

Yes

Yes

|

Yes

2.4 General Flexibility to Excel exist
Freedom to be *SMART"

| Forgiving One- time Lrrors

Yes

Setting L‘(d]‘npfl?"i h}; oneself |

| Yes

Yes |

2.5 Communication by your Superior

—)

| Day Starts with Task Talks

Oral/Written Instructions | Persuasive mode

Professional Style

| Yes

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

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

Through Proper Directly to the |Daily Inward-Outward [Min-Max Time for Stress on Con fidentiality |
Channel Head Basis Register Completion Maintenance
Yes Yes Yes Yes By the day itsef  |No

3. Office Administration Work:

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

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

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

| Topic-wise filing | Date-wise f']:ng Confidential ﬁhng Special files as VC/Registrar Seeks
f Yes Yes Yes Yes
3.3 Are inward and Outward Tapal Registers maintained in your Section? (Check the Right Cell)
Status ) Inward Outward
| Maintained Yes Yes ]
| Not Maintained ] |= _
34 State the normal time taken to dispose a file/paper Ly -
Routine Explanatory First-time/  Fresh ?Repii’es to Grievance
Letters/Files Reports content Reports Governments | Letters
- 1days 1 to 2 days 2 days 2 days | 2days

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

Casual Leave Duty Malumt}f! Earned | FN Permission of AN Permission of
leave Medical Leave | 1Hr. 1 Hr,
Leave L
20 0 0 0 0 0
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3.6 Do you work on holidays/off the office hours?

‘No. of Holidays worked in the last 36 months by you 85
No. of Holidays worked in the last 36 months by your Subordinate -1 80
No. of Holidays worked in the last 36 months by yvour Subordinate -2 80

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

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

To Whom Meant JUGEIM HRD |AP Govt. |[APSCHE  [DST/CSIR. etc. [Other (Pl specify)
Deys: | Rogune | Ldays  1emys | Toay | bddy | -
Taken | Special f 2 - 3 days 2-3day | 2-3day 2-3 day

3.8 Do vou follow the “Five S” (Sort, Set in Order, Shine, Standardize, and Sustain) system in
upkeep ol machines/equipments/consumables ete.”

| Upkeep of Sort Set in Order | Shine Standardize | Sustain
| Machines/ Equipments | Yes Yes Yes Yes Yes
| Consumables/Stationery | Yes Yes Yes Yes Yes
3.9 How many subordinates work under your superior? ) o
Subordinate Type Temp. Staff —{ Office subordinates Junior Assistants
| e —— e -— —|
Nes. 02 |02 T e |00 — |
4. Financial Matters: (Pl tick wherever boxes are given)
[ssues Alternative |Tick  |Aliernative |Tick
) 5 ) i Here Here
4.1 Do you prepare any budget for your Section? Yes v No -
4.2 Are budgetary allocations fully spent or partially spent? Full -—  |Part V
4.3 Time taken by vour Section to process the bills received [Less thana More than a| ----
from Staff/Students Month Month
4.4 Do you follow- up the bills processed by you and sent to |Yes v No
other Sections?
4.5 Have yuu-eve_r suggesfed sin1pii.t'lc:'ﬂiun_af_procedures inYes v [No e
bill processing?
4.6 Have you ever suggested measures to achieve economy|Yes v e waam
and efficiency in your Section’s activities?

5. Legal Matters

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

! Document Types | University’s Act Ordinances Statutes Regulations
U Awareness [=30%  [50-753% >75% |<50% [50-75% [=75% [<50% [50-75% P75% <50%(50-75% pP75%
PLTick V — =V TV 1Y
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5.2 Are you conversant with the basic provisions of Right to Information Act, 20057

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

% Awareness [<350%  [50-75% P75%(<50%  [50-T5% P73% <50% [50-75% F75% <50% [50-75% B75%

| PLTick | I W v — = =V =

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

34 Do you take legal notices/Court judgments ete. immediately to the notice of your Superior
_()f’ﬁcers'? (Please Tick)
| Always (100%) | Almost Always (95-100%)

LY B

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

Mostly (90-95%) | 85-90% | Less than 85% —‘

6. Grievances Handling

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

- On Administration | On Teachers | On Students | On Specific functionaries
From StalT = oI J )
| From Students —-- = = J

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

i Time for G or C: On Administration  (On Teachers [On Students -Qu Specific Eersunalitig@%
From Staff Within1or2days .
From Students — - With in 1 or 2 days |

6.3 Was there any appeal to your higher officials against the decision of your Superior in respect of
grievances handling? _
‘ Appeal to Higher | On Adminisiration | On Teachers | On Students | On Specific Personalities l
| Officials by
| Staff e - =
| Students | — e

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

improvement”

§u_ggeali_;_1_r_1_§ Sought _Weekly_'_ | Monthly Annually
| From SIaIT K IR N

Ii _r_qm_ !é-tudents s ol g
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7 General Attitude/ Aptitude / Aptitudefor (IT) Enhancement

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

| Range [>75% [V [51-75% [~ | 26-50% [~ [>25% [- ]

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

[Range  [>50% |V [41-50% [~ [3140% [~ [<30% NEN

7.3 How much you have enhanced their Overall capability since last NAAC accreditation 1o this

time"?

Range — [oa0% [V [3140% |- (7190 |- [<20% [~ ]
Date: SIGNATURE
Place:

Specific Remarks:

Our university administration demonstrates exceptional support in facilitating timely task
execution and maintains a friendly rapport with us. They assign ample responsibilities to
ensure our resilience under any pressure.

\
4
Signature of the employee

Date:

Place: Nellore

\> ¢ )
Dlre&@*{: IQAC Registrar

_ lity Assurance Cell “"3::‘*;- ReGiSTRAR
senal Q“‘;,;'mwum u;g:hﬁﬁ" VIKRAMA SIMHAPUR UNIVERSITY
MELLORE -524 NELLORE-524 320.»

P. Gieew R
Assistant Registrar W
YOGI VEMANA UNIVERSITY M

Page 5 of 5 ~ KADAPA - 516005, {J:x g Regisirar

YOGI VEMANA UNIVERS)
~y KADAPA - 515005

¥
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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 performin 2 of specific func!ionsfrespnnsihilitics by
administrative staff carried out with a focus on involvement to achieve the goal and purpose of the
university. The audit includes incurring of expenditure with cost efficiency and effectiveness and
discharging duties in compliance with applicable laws and regulations in force from time- to- time.,

1. Personal Data

’ 1.1 Name of the Employee |\ . V. Lalttlam; Ca ‘!{qq ’
| 1.2 Designation Tanior -AetiGe s |

———

1.3 Educational Qualification M.cc.Red Prpca T ‘H'ﬁh .
1.4 Experience in administration (Yearsand | Year | _ Sections
Fields like Examinations. RTIs. vC

Section. Admission, Finance, etc. 2022-23 )_—_Efr_wif mw%hgﬂg

(Upto 3 diff. experience areas)
1.5 Date of joining | O% O 201 %

— 0O
}Tﬁ- Date of Retirement | || 2 . 08— 28 y
'!.?Quali.ﬁcatiuns Year iy 2 00% 2604 Deol a6 9
e uneation | gpge, | gt it | sge

2. Job-Execution: Process and Functions

Y 2.1 Allocation of Duties and Responsibilities
Proactive Job | Time '
}_allocatinn | 'rame done

Progress
[ Jurin el 06 wed G N et —

Periodic Review
2.2 Targets/Time limits fixed for your Section’s activities
{ No. of Files to | No. of Drafi r No.of Staff to | % of works to | Arrangement  for
be clear daily | Notes to process | Involved in work- | be done as per | Staff on leave
‘ & expedite flow plan
L_wiobloﬂ—'fﬁv%iyw

2.3 Assistance to Section Head in evolving policies for your Section (PI. T ick, most important two)
Provide Ideas | Cite Instances | Serve as a Resource person Develop Draft Policy
| Provi | I | Develop D |

e [l O - o ==
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2.4 General Flexibility to Excel exist

| Freedom to be ‘SMART"

| Forgiving One-time Errors

‘ Setting Examples by oneself |

| 723

|

92J

gl

2.5 Communication by your Superior

| Day Starts with Task Talks

Oral/Written Instructions | Persuasive mode

Professional Style

]

[ Je

Fadd Yes

—

2.6 Motivation provided to you.

Word of Appreciation

High level task allocation

Exchange Pleasantries

Build Team Spirit |

el

<~

A

—

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

—ﬁr;\;rard-(il utward

Stress on Confidentiality

3. Office Administration Work:

3.1 Do you draft the correspondence/circulars/n

ﬁrnugh Proper Directly to the |Daily Min-Max Time for
Channel Head Basis Register Completion Maintenance
yd 7€) Wi P2 | 3nGdogys | o ]

otes ete. yourself or take the help of your superiors?

Refer Past Attempt Equip you with Seek Help from Entrust the Task to
Draft Fresh Updates Superiors subordinates
Y 9o v 873, T .

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

Topic-wise filing

Date-wise filing | Confidential filing

Special files as VC/Registrar Secks |

L

—

3.5 How many days of leave were availed by you

in the last 36 months?

3.3 Are inward and Outward Tapal Registers maintained in your Section? (Check the Right Cell)
Status Inward Outward —I
Maintained e e i
| Not Maintained - —

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

[ slovy 2 4p 2clepd 2 dogh L fo2daty —

Casual Leave Duty Maternity/ | Earned | FN Permission of AN Permission of
leave | Medical Leave | IHr. 1Hr.
Leave
LD [t2' sl — — | =

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

LNG. of Holidays worked in the last one year

No. of Holidays worked in the last one year by vour Subordinate -]

Ll L] |

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

LNo. of Holidays worked in the last one year by your Subordinate -3

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

To Whom Meant IUGC/MHRD [AP Gowt, IAPSCHE _ IDST/CSIR. etc. Other (P1, specify) q

Days J Routine f = 1 t di_i — i
| Taken | Special | = tcoy|  tday | — —— N
3.8 Do you follow the “Five S” (Sort, Set in Order, Shine, Standardize, and Sustain) system in
upkeep of machines/equipments/consumahles etc.?

| Upkeep of Sort Set in Order Shine Standardize |  Sustain

Machines/ Equipments Yep Yef r S | Yer
Consumables/Stationery [ we) | yed e Y ( e

3.9 How many subordinates work under your superior?

Subordinate Type Temp., Staff Office subordinates Junior Assistantsj
| Nos. i | o] I — ]
4. Financial Matters: (PI. tick wherever boxes are given)
[ Issues }Mternatlve Tick |Alternative Tick
Here Here
4.1 Do you prepare any budget for your Section? Yes 7 [No
}_4.2 Are budgetary allocations fully spent or partial ly spent? [Full Part 4" L.-r;J
4.3 Time taken by your Section to process the bills received [Less than a More than a
from Staff/Students Month v/ [Month ]
4.4 Do you follow- up the bills Processed by you and sent to |Yes No
other Sections? o
4.5 Have you ever suggested simplification of procedures in Yes No .
bill processing? w
4.6 Have you ever suggc?ed measures to achieve economy = 3
and efficiency in your Section’s activities? ;

5. Legal Matters

3.1 Extent of your awareness of the University’s Act, Statutes, Ordinances and regulations?
[ Document Types } University’s Act { Ordinances Statutes Regulations

%A“’EI.I"EHBSS ~30% J0-75% =759 Lf-ﬁﬂ“:'/a S0-75% =75 <30% [50-75% =759, <50% [50-75% =759,

5.2 Are you conversant with the basic provisions of Right to Information Act. 20052

Document Obligations of Exemptions/Grounds Central/State Making Reports

Types Public authorities | for Rejections Commissions for RTIs

% Awareness <50% —’5_0-?5% =75% [<50% FU-TS% s?s%jﬁn% 'su-?.s% F?S% <50% 50-75%—}-7?5%

PLTick V] v = = W =] =] s i
‘_’f"r

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

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

5.5 Have you ever filed any legal suit for or against the University? (Tick if done)
@lcd For the University _[_ —— ]Filcd Against the University ]' —_ _[

6. Grievances Handling

6.1 Does your Section receive grievances/complaints from Staff/Students? (P|. Tick)
Wﬂ Administration | On Teachers | On Students [ On Specific functionaries
From Staff = — | == i
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: |‘Ol1l Administration  |On Teachers On Students  |On Specific Pcrsuna]ities;{
From Staff f g [ e - —F

From Students [ - = e—

—

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

' Appeal to Higher Fmﬂmiﬂisﬂaﬁm On Teachers { On Students | On Specific Personalities ]
Officials by
Staff - [ - = | b "
Students | — [ ; = f Nso l

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

Suggestions Sought || Weekly f Monthly J Annually
From Staff f —| — 4

| From Students | — ( i |

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

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

[Range —— [575% s [ H2650% [ —]>235% e

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

| Range [>50% [~ [41-50% | —[3140% [ —TJ<30% = ]
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7.3 How much you have enh

anced their Overal capability since last NAAC accreditation to this
time?

— [31-40% | A2130% T =305 e

Range [ >40%

Specific Remarks:

Ow ol cdministasn o ieny Qppibac 3 Lancily
YennNe)  Gad wa‘”‘»‘af‘ va’iﬂ{ﬁ! A bt of ~fecilifey 4o oo _

Ve
‘L}-ﬂﬂti‘ul
vty GO J%L\g_ﬁoq o tul @
oo €4

Date:

L. 0. 2. :
Place:

Signature of the Employee
Internal Audit:

DirlegelQag
miternal Quality Assurance Cell (IQAL
VIKRAMA SINHAPURI UNTVERSITY

o X
Registrar

REGISTRALII? VERSITY
VIKRAMA SIMHAPURI UNIVER f
NELLODRE - 524 324.

External Audit: NELLORE-524 320w

e S

P. Give QLMJ{ s

‘: t; g_....-.ﬂ‘)
Assistant Registrar L'F' Wi

0GI VEMANA UNIVERSITY _ %:«_:: [ant Reqistrar

™~ KADAPA - 516005, 710G J RSIT

Page 5 of 5



VIKRAMA SIMHAPURI UNIVERSITY,
NELLORE, ANDHRA PRADESH - 524324

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

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

1. Personal Data

1.1 Name of the Employee N- ?)(ﬂ:,by

1.2 Designation ’Tuun.sfn\ Assis vk

1.3 Educational Qualification ﬁ ‘BCS‘; s A

1.4 Experience in administration (Years and Year Sections

Fields like Examinations, RTIs, VC €5 yalisheonk

Section, Admission, Finance, etc. 2022-23 )

(Upto 3 diff. experience areas)

1.5 Date of joining o -3,1 ab) 2014

1.6 Date of Retirement 20 | o3 20 WS

1.7 Qualifications Year 1“5'\% - 2007 ——
Qualification | M .cav ﬁ'ﬁf’F T AL e -

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

2. Job-Execution: Process and Functions

2.1 Allocation of Duties and Responsibilities

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

Tunuket BN | yeen ——

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

No. of Files to | No. of Draft| No. of Staff to % of works to | Arrangement for
be clear daily | Notes to process | Involved in work- | be done as per | Staff on leave
& expedite flow plan
| © 5 = o O] \?,'p)] ¢
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
> Ll _— \//
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2.4 General Flexibility to Excel exist

Forgiving One-time Errors

Setting Examples by oneselfl

}‘Frcedum to be ‘SMART’
yey

Neos
E ]

2.5 Communication by your Superior

/

Y44

Day Starts with Task Talks

Oral/Written Instructions

Persuasive mode

Professional Style

Ney

\!L‘u.‘

&)
y 7

C—

2.6 Motivation provided to you.

Word of Appreciation

High level task allocation

Exchange Pleasantries

Build Team Spirit

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

?rthgh Proper Directly to the |Daily Inward-Outward [Min-Max Time for Stress on Confidentiality
Channel Head Basis Register Completion Maintenance
vey Ve Yoy | Yeb 2 te ydoy | NO

3. Office Administration Work:

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

Refer Past Attempt Equip you with Seek Help from Entrust the Task to
Draft Fresh Updates Superiors subordinates
—— AV pes yes ( Corre A ) N &
3.2 What is the system of filing done in your Section?
Topic-wise filing | Date-wise filing | Confidential filing | Special files as VC/Registrar Seeks

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

Maintained ~ OA 4
Not Maintained /= s

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

Aoy 2 B 2 dowy 3 clouy \_to 3dow | tareefe

3.5 How’many days of leave were #vailed by you in"the last 36 months?

Casual Leave | Duty Maternity/ | Earned | FN Permission of AN Permission of
leave | Medical Leave | 1Hr. 1Hr.
Leave
9% Ex = ] O = —

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

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

No. of Holidays worked in the last one year Ly dods
No. of Holidays worked in the last one year by your Subordinate -1 o Ao
= L

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

To Whom Meant [UGC/MHRD |AP Govt. |[APSCHE  |[DST/CSIR, ete. [Other (PL. specify)
Days | Routine |5 |5 1 Joutd| | ."f’}__dM - i
Taken | Special || doay | 5 doYu | 9 dodf — =

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

upkeep of machines/equipments/consumables ete.?

Upkeep of Sort Set in Order Shine Standardize Sustain

Machines/ Equipments \{ A /4 el ey \J &

Consumables/Stationery | \jgy o sj ey i {; e'}j_ \; 11-1
= i ¢ A A =

3.9 How many subordinates work under your superior?

Subordinate Type Temp. Staff

Office subordinates

Junior Assistants

Nos.

= \

>

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

Issues Alternative| Tick |Alternative Tick
Here Here

4.1 Do you prepare any budget for your Section? Yes «__ [No P

4.2 Are budgetary allocations fully spent or partially spent? |Full — |Pant W

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

from Staff/Students Month Month -

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

other Sections? o

4.5 Have you ever suggested simplification of procedures inYes N No =

bill processing?

4.6 Have you ever suggested measures to achieve economy -

and efficiency in your Section’s activities? / e

5. Legal Matters

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

Document Types | University's Act Ordinances Statutes Regulations

% Awareness [<50%  [50-75% [>75%[<50% [50-75% [75%[<50% [50-75% F75% <50% [50-75% F75%
P1.Tick & . = |== il = 1| ] . R 5 - o
5.2 Are you conversant with the basic provisions of Right to Information Act. 20057

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

% Awareness [<50% [50-75% [75%<50%  [50-75% [>75% [<50% |50-75% [-75% F-50%150-75% 75%
PLTick Ao e e Lo | [P SRS P il v | — | T
5.3 Are you dealing with legal suits filed by or against the University? Yes r‘i;/
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5.4 Do you take legal notices/Court judgments etc. immediately to the notice of your Superior

Officers? (Please

Tick)

-

Alﬁ'ays (100%)

Almost Always (95-100%)

Mostly (90-95%)

§5-90%

Less than 85%

v’

—

ey

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

[Filed Against the University | o

—

| Filed For the University |

6. Grievances Handling

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

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

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 Gor C:

On Administration

(On Teachers

On Students

On Specific Personalities

From Staft

—

a—

—

[Am? ld&“ﬂ

From Students

-—

——

—

<2 Cul

—_ e

. L Tl [ =4

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

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

Staff - =5 — O

Students = — e N O

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

improvement?

Suggestions Sought

Weekly

Monthly

Annually

From Staff

—

W o

e

From Students

—

—

—

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

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

both!

| Range

| >75%

[ 7]51-75%

| — | 26-50%

[—bo% ]|

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

| Range

| >50%

| 41-50% |

— 1 31-40%

| —f<30% [ —]
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7.3 How much you have enhanced their Overall capability since last NAAC accreditation to this
time?
| Range [>40% | —[31-40% | —[2130% |~ [<20% | — |

Specific Remarks: - {M\:\h—u.tlnr“ odrrinisss o llp 1S }wif\k §
£ o _ a
ermige ek I8 we - Ekk'\ﬂ'ﬁ“d’f' Y how | 7°
\QQAQ}KOM\\\-‘P L rNa OMh\DT:.t—'RQ.{ 'ﬁ:r_‘l__)r R ?wf\-}; bt

ang o
E,h\'\oJr\Cja, R P S ‘?_ o MEJ N_O“w
o A q? jE‘.DJ‘f\Q-!L R U VLRV ﬁ;‘xl_ii

mﬁxﬁdﬁ% Rivuolion ik ArQ_ Teofie -

N ﬁE»—
Place: N QD&D‘EL Signature of the Employee

Internal Audit:

(st (@art—=t Rngg

DI 98
l 5
: ~ REGISTRAR
mternal ity As: Cell (IQAC )
m?‘u:l mt:mx:un;fwmér?v ; WKRA:‘dA SIMHAPUR!I UNIVERSITY
FoerORF Alkaase ELLORE-524 320,

P. Sim Reallf (G

gsistant Registrar
YOGFVEMANA UNIVERSITY ( P . Vamied=g
KADAPA - 516005. #
IStani Regisir.
YOGI VE“AN gisirar
A UNIVER
N, KﬂDAFA - 51600s. i
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VIKRAMA SIMHAPURI UNIVERSITY,
NELLORE, ANDHRA PRADESH - 524324

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

During 2022-23

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

1. Personal Data

1.1 Name of the Employee

Se. Yex I

ML"\A

1.2 Designation

Tx. A Adayd

1.3 Educational Qualification

HeA ((Pobuc aAdyinthetion )

1.4 Experience in administration (Years and Year Sections
Fields like Examinations, RTIs, VC
Section, Admission, Finance, etc. 2022-23 | @oca pavration (P )
(Upto 3 diff. experience areas) h G
1.5 Date of joining

: OR-06-20lY
1.6 Date of Retirement 2% ~0% — 2. 00T
1.7 Qualifications Year )

Qualification

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

2. Job-Execution: Process and Functions

2.1 Allocation of Duties and Responsibilities

Proactive Job | Time Progress Slackness Handled | Addl. Responsibility
allocation Frame done | Periodic Review
L. AR 6 yeary oo — o

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

No. of Files to [ No. of Draft | No. of Staff to % of works to| Arrangement for
be clear daily | Notes to process | Involved in work- | be done as per | Staff on leave
& expedite flow plan
16 © 2. 03 8o Vel

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

Provide Ideas

Cite Instances

Serve as a Resource person

Develop Draft Policy

"

—

p—

—

2.4 General Flexibility to Excel exist
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rFl'ccdun1 to be ‘SMART" Forgiving One-time Errors Setting Examples by oneself
| Y es v ex Ves

2.5 Communication by your Superior

Day Starts with Task Talks | Oral/Written Instructions | Persuasive mode Professional Style
YA el Yes 2

2.6 Motivation provided to you.

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

e Y €5 ™ —

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

Through Proper Directly tothe |Daily Inward-Outward [Min-Max Time for Stress on Confidentiality
Channel Head Basis Register Completion Maintenance
";f | B ';f [ }f A 7 A 2o Edq,\‘.y) No

3. Office Administration Work:

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

Refer Past Attempt Equip you with Seek Help from Entrust the Task to
Draft Fresh Updates Superiors subordinates
\far Yes \£e4 \s el e

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

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

Maintained N A V2
Not Maintained Y ==

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

| deay 2403 dayh 2 de A | I 2dzg —
3.5 How mady days of leave were availed by you in the last 36 months?
Casual Leave | Duty Maternity/ | Earned | FN Permission of AN Permission of
leave | Medical Leave | IHr. I Hr.
Leave
20 = <2l — o —_—

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

To Whom Meant [UGC/MHRD |AP Govt. |APSCHE _ [DST/CSIR, ete. [Other (PL. specify)
Days | Routine - | oy | 1t ol , - -
Taken | Special — T AR == —_

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

Upkeep of Sort Set in Order Shine Standardize Sustain
Machines/ Equipments \p €8 ek Ned ek tréd
Consumables/Stationery VeA Ve L e (2
T 4 T T Fi
3.9 How many subordinates work under your superior?
Subordinate Type Temp. Staff Office subordinates Junior Assistants
Nos. O | -

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

Issues Alternative| Tick |Alternativel Tick
Here Here

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

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

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

from Staff/Students Month Month

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

other Sections?

4.5 Have you ever suggested simplification of procedures infYes No

bill processing?

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

SRR TR

5. Legal Matters

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

%, Awareness [<50%  |50-75% [=75% fiﬂ%/jﬂ—?ﬁ% PT75% <50% 50-75% P75% [<30% 50-73% P75%
P1.Tick o | ] = T = [I= il &
5.2 Are you conversant with the basic provisions of Right to Information Act, 20057

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

o4 Awareness [<30%  [50-75% F75% [=50% = 50-75% [P75% [<50% 50-75% B75% <50% 50-75% 75%
P1.Tick I | = | = | | = | =] = — 1 = | —
5.3 Are you dealing with legal suits filed by or against the University? Yes Niﬁl/
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5.4 Do you take legal notices/Court judgments etc. immediately to the notice of your Superior

Officers! (Please

Tick)

Almost Always (95-100%)

Mostly (90-95%)

85-90%

Less than 85%

Always (100%)
o

—_—

—

—

——

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

[ Filed For the University

I —

[Filed Against the University |

6. Grievances

Handling

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

On Administration

On Teachers

On Students

On Specific functionaries

From Staff

e ——

——

—

—_—

From Students

—

pE—

—_—

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 Admimistration

On Teachers

On Students

On Specific Personalities

From Staff

A~ 0

From Students

m—

ALO

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

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

Staff = = == I

Students —_ — = b 0

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

improvement?
Suggestions Sought | Weekly Monthly Annually
From Staff == —_ —

From Students

—

—

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

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

both!

| Range

| >75%

i
[V T51-75% | —]26-50%

| |

| —[>25%

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

I Range

| >50%

[ «141-50% |

— 31-40%

[ —

| —|<30%
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7.3 How much you have enhanced their Overall capability since last NAAC acereditation to this

time?

| Range | =>40% ‘

[ 121-30%

—| 31-40%

| —<20% | —+

Specific Remarks:

Tie 2 1/(—9‘:&47 Al £G W Acad) W}oﬁef_”s Fa_
booce ooty ENAVEO et oy NOVERLTES

-,an,m»h;qs Ao She iMf‘fu?@ Fo oo

Prace A1y
Date:

Place:

Internal Audit:

W—Q_M

Dirgeeng QAR
internat Quality Assurance Cell (IQAC
meﬂpURTUHNERSIT“
MELLORE- 524 324

External Audit:

Assistant Registrar

.YOGI VEMANA UNIVERSITY
~~ KADAPA - 516005.

Page 5 of 5

Sk g,

Signature of the Employee

Registrar

REGISTRAR
VIKRAMA SIMHAPURI UNIVERSITY ]
NELLORE-524 320.7

(s

e Vanes:

a . " b Do §
- = aSisidr medqisirarl
"'-:".ﬁ:"'- VEMAMA UNIVERSITY

| r = A
= KADAPA
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VIKRAMA SIMHAPURI UNIVERSITY,
NELLORE, ANDHRA PRADESH - 524324

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

During 2022-23

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

1. Personal Data

1.1 Nan.le of the Employee Polam RE DpY SUDHA RA A

S il TunioR  ASSISTANT

1.3 Educational Qualification M.a. TELUGU P

1.4 Experience in administration (Years and Year Sections

Fields like Examinations, RTIs, VC

Section, Admission, Finance, etc. 2022-23 C o]

(Upto 3 diff. experience areas)

1.5 Date of joining 03.06. Aol

1.6 Date of Retirement Doy QoL

1.7 Qualifications Year 3567 | 200 | 1997
Qualification P ¢y Degvee | SSc

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

2. Job-Execution: Process and Functions

2.1 Allocation of Duties and Responsibilities

| Proactive Job | Time Progress Slackness Handled | Addl. Responsibility 1
allocation Frame done | Periodic Review
Juwey Asdlitont 9] Joonh  (neod == Tenein
2.2 Targets/Time limits fixed for vour Section’s activities
No. of Files to | No. of Draft | No, of Staff to % of works to| Arrangement for
be clear daily | Notes to process | Involved in work- | be done as per| Staff on leave
& expedite flow plan
o5 oYy 0 90/ A
2.3 Assistance to Section Head in evolving policies for your Section (PI. Tick, most important two)
Provide [deas | Cite Instances | Serve as a Resource person Develop Draft Policy
v T o e
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2.4 General Flexibility to Excel exist

Freedom to be *SMART’ Furgiv'm_g One-time Errors Setting Examples by oneself

N M MeA

")

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

Moy My Ia, ~

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

N NS Mo /EN

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

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

W || % v la e Edcﬁ No

3. Office Administration Work:

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

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

Yex NMea | Maa U8 Some Tame] 2

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

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

Mex MR M Yy

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

Status Inward Outward

Maintained NoA e
Not Maintained e -

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

| toa B [1deyoc 2 dey| |V Q dergr | Aoy | dey

3.5 How many days of leffve were availed by you in the last 36 months? i
Casual Leave | Duty | Maternity/ | Earned | FN Permission of AN Permission of

leave | Medical | Leave | 1Hr. 1Hr.
Leave
— 16 - NO | efNo| 8 — —*

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

No. of Holidays worked in the last one year i,
No. of Holidays worked in the last one vear 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 S
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3.7 What is the time limit your section takes to respond to the Government Communications?

T'o Whom Meant [UGC/MHRD AP Govt. (APSCHE DST/CSIR, ete. |Other (PL specify)
Days | Routine | [ _ g sopl1~2<ey] Koy [ _9 3., = iy
Taken | Special Ldey " \deqg” 5 - ¢ -

3.8 Do you follow the “Five 8” (Sort, Set

upkeep of machines/equipments/consumables ete. ?

Vel
in Order, Shine, Standardize,

and Sustain) system in

Upkeep of Sort | SetinOrder|  Shine | Standardize | Sustain |
Machines/ Equipments o Yaou oA Yeh | Pex
| Consumebles/Stationery | o | Vas S ek | Y4
3.9 How many subordinates work under your superior?
Subordinate Type Temp. Staff Office subordinates Junior Assistants J
Nos. ¢ ol | ol = |
4. Financial Matters: (PL tick wherever boxes are given)
Issues Alternative| Tick |Alternative Tick
Here Here
4.1 Do you prepare any budget for your Section? Yes Np [No -
4.2 Are budgetary allocations fully spent or partially spent? |Full NE  |Part L
4.3 Time taken by your Section to process the bills received [Less than a More thana|
from Staff/Students Month l‘% Month -
4.4 Do you follow- up the bills processed by you and sent to |Yes L,/ No "
other Sections? i
4.5 Have you ever suggested simplification of procedures in Yes kﬁ’ﬁ No -
bill processing?
4.6 Have you ever suggested measures to achieve economy v
| and efficiency in your Section’s activities? \E’L)\ 4 e 2 i

5. Legal Matters

5.1 Extent of yo

ur awareness of the University’s Act, Statutes, Ordinances

and regulations?

.

Document Types University’s Act Ordinances Statutes Regulations
% Awareness  [<50% Jsu-?m F?S% <30% |50-75% [>75%|<50% [50-75% F»?j% <50%fso-?5% P75%
| PLTick w]*—-—-ﬂ- e \/-—;_\/)H_.)L/ -_
5.2 Are you conversant with the basic provisions of Right to Information Act, 20059
 Document Obligations of Exemptions/Grounds| Central/State | Making Reports |
Types Public authorities | for Rejections Commissions for RTIs
% Awareness [<50% [50-75% F"”% <50%  [50-75% [75% <50% [50-75% 75% Ls09; 50-75% F?S%
| PLTick -~ || =] v o T _x.-«’"-qxf__,}:

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

-jﬂﬂway_'s (100%)

Almost Always (95-100%)

Mostly (90-95%)

85-90%

Less than 85%

—

—

—

-

\/"

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

| Filed For the University

[Filed Against the University

‘

6. Grievances Handling

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

On Administration | On Teachers | On Students | On Specific functionaries
From Staff — il - —
From Students - =3 = -

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 vour higher officials against the decision of your Superior in respect of
grievances handling?

Appeal 1o Higher
Officials by

Un Administration

On Teachers

On Students

On Specific Personalities

Staft

—_

—

| Students

—

—

—

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

improvement?

Suggestions Sought | Weekly Monthly Annually

From Staft el - —

From Students S S - ]

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

I _3"?5"/11

[ 51-75% |

—| 26-50%

||

| —[>25%

7.2 How much vou have enhanced IT capability since last NAAC acereditation to this time?

| Range

| >50%

[V [4150% |

— | 31-40%

[ —=30% [ |
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7.3 How much you have enhanced their Overal] ¢
time?

| Range |>40% [~ "[31-40% | [21-30% [ [<20% | 1

apability since last NAAC acereditation to this

Specific Remarks:

1 A oo 8\(%& WW— Lo wok

Gt Ay u‘viu@f%.itg oo bies. i e \ﬁaﬁ "'*‘"PPU to
bt Yeve owd W 0ol (T
Date:
P-S—b«d'lmﬂakﬂ'
Place:

Signature of the Emplovee
Internal Audit:

Dirgeiie 4R
miternal Quality Assurance Cell (IQAC ri
VIKRAMA SINHAPURI UNIVERSITY

. Lt
NELLORE - 524 324. VIKRAMA SIMHAPURI UNIVERSITY |
External Audit: NELLORE-524 320.”

7& Swa R &
y Assistant Registrar

OG! VEMANA UNIVERS Ty - Yonadrioad
KADAPA - 515005,

Assistant Re Istra
YOG VEMAN 4 UNIVER=]
KADAPA - 515008
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20

VIKRAMA SIMHAPURI UNIVERSITY,
NELLORE, ANDHRA PRADESH - 524324

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

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

1. Personal Data

1.1 Name of the Employee V. SuBBA RAD

1.2 Designation ;]_Unl@ AaiAd el

1.3 Educational Qualification | = =
ucational Qualifica M-Sc. ged  Type! (aael 4 Highey

1.4 Experience in administration (Years and Year Sections
Fields like Examinations, RTIls, VC 2011-18 | Bivorte 4 Act can X
Section, Admission, Finance, etc. 2022-23 i

(Upto 3 diff. experience areas)

1.5 Date of joining

1.6 Date of Retirement

1.7 Qualifications Year 19920l | 1993 -}9g| 191993 | 1990
Qualification | . qa A.Sr ey SEc
Note: Most questions below be answered by Tick Marks; PL do the same in the boxes given.

2. Job-Execution: Process and Functions

2.1 Allocation of Duties and Responsibilities

Proactive Job | Time Progress Slackness Handled | Addl. Responsibility
allocation Frame done | Periodic Review
JOw@ et | 5 yean Fod = e

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

& expedite flow plan
19 oy 02 g5 es

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

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

Page1of5



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

s Yo 22

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

\es, Nex, Yty
2.6 Motivation provided to you.
Word of Appreciation | High level task allocation | Exchange Pleasantries Build Team Spirit
Nen Y& pes =re
2.7 Method of Reporting of the activities carried out in your Section

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

D ) hae Yo e 24 rﬁurj Py —

3. Office Administration Work:

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

Refer Past Attempt Equip you with Seek Help from Entrust the Task to
Draft Fresh Updates Superiors subordinates
b2 \ea az! Y ¢ Yeu

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

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

— Ly = =
3.3 Are inward and Outward Tapal Registers maintained in your Section? (Check the Right Cell)
Status Inward Outward
Maintained VLA Yes
Not Maintained e .
3.4 State the normal time taken to dispose a file/paper
Routine Explanatory Firsttime/ Fresh | Replies to Grievance
Letters/Files Reports content Reports Governments | Letters
\ day 2 9 9 doyn 14D 2 doug =
3.5 How many days of leave were abailed by you in the last 36 months? 7~
Casual Leave | Duty Maternity/ | Earned | FN Permission of AN Permission of
leave | Medical Leave | 1Hr. 1Hr.
Leave
5 — 135+% e
3.6 Do you work on holidays/off the office hours?
No. of Holidays worked in the last one year lo &%5—
No. of Holidays worked in the last one year by your Subordinate -1 < dg
No. of Holidays worked in the last one year by your Subordinate -2 5
No. of Holidays worked in the last one year by your Subordinate -3
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3.7 What is the time limit your section takes to respond to the Government Communications?

To Whom Meant [UGC/MHRD |AP Govt. |APSCHE  |DST/CSIR, etc. [Other (P1. specify)
Days | Routine - \ b It e
Taken | Special 1 daud T

3.8 Do you follow the “Five S” (Sort.08et in Ofder. Shine, Standardize, and Sustain) system in
upkeep of machines/equipments/consumables etc.?

Upkeep of Sort Set in Order Shine Standardize Sustain
Machines/ Equipments \er VA s W x oo
Consumables/Stationery Yex [ Yor WA, et

3.9 How many subordinates work under your superior?
Subordinate Type Temp. Staff Office subordinates Junior Assistants
Nos. [wl e o]

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

Issues Alternative| Tick [Alternative] Tick

Here Here

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

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

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

from Staff/Students D ~— Mol

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

other Sections? .

4.5 Have you ever suggested simplification of procedures in/Yes No

bill processing? il

4.6 Have you ever suggested measures to achieve economy —

and efficiency in your Section’s activities?

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

Document Types | University’s Act Ordinances Statutes Regulations

%% Awareness [<90% 75% P73%50% B0-75% P75%[<50% [50-75% P75% [<50% [50-75% B75%
PL.Tick v — B il = | = =S L
5.2 Are you conversant with the basic provisions of Right to Information Act, 20057

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

% Awareness [<50% [50-75% P75%[<50% [50-75% P75%}<50% [50-75% P75% [<50% [50-75% [75%
P1.Tick v | —| A V] — ] A ==~ —] ~

Yes

N\V'

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

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

6. Grievances Handling

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

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

From Students pro — — e

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

Time for G or C: On Administration (On Teachers [On Students  [On Specific Personalities
From Staff — = = 2Aagyp
F

From Students - = i .

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

Staff - = - 2—rdeerf ND
Students - — = e
- s

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

Suggestions Sought | Weekly Monthly Annually
From Staff — r -
From Students — b —

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

7.1How often you have placed Institutional interests above personal interests at critical times for
both!
| Range [575% |, [51-75% | — |2650% | —[>25% [= ]

7.2 How much you have enhanced IT capability since last NAAC accreditation to this time?
| Range [550% | v [4150% | - [31-40% | -[<30% |- |
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7.3 How much you have enhanced their Overall capability since last NAAC accreditation to this

time?

| Range | >40%

| v713140% | — [21-30%

=i ]

Specific Remarks:

Ly Lh{umﬁi.gf AAF/}MM&HG-HW) ?& Ue.-rz JLJPM [{2' ﬂ? WJJ?

WMavwey  and aw Prowidy o lot of Facliby 4o g
u“iw.vruj/ foisban Polt . @ am ;\:LPF? 4o odlk WL

kLlqu{ia Awklaatses

Date:

Place:

Internal Audit:

Dirggpr IQAG
mrermnal Quality Assurance Cell (IQAC
VIRRAMA SINHAPURIUNNERSITY
MNELLORE - 524 324

External Audit:

P S Resty

Assistant Regie
. : Legistrar
YOG! VEMAN i

‘.-iDﬂLi'r" 1B

Page 5 of 5
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NS T

Signature of the Emplovee

R;j%mr

R | _
VIKRAHA SIMEAPYW vV ERSILY
NELLORE-524 320.

053
(_,P- mGﬂ«l"-“ﬂiw“f}a

Assistant Registrar
OG!I VEMANA UNIVERSITY
PA - 516005,



VIKRAMA SIMHAPURI UNIVERSITY,
NELLORE, ANDHRA PRADESH - 524324

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

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

1. Personal Data

1.1 Name of the Employee R . ADISESHU

1.2 Designation jUN‘GE At
1.3 Educational Qualification M P A

1.4 Experience in administration (Years and Year Sections

Fields like Examinations, RTIs, VC Depk v} - Roa .
Section, Admission, Finance. ete. 2022-23

(Upto 3 diff. experience areas)

1.5 Date of joining 02-pMb -2.0\L
1.6 Date of Retirement 40320 i

1.7 Qualifications Year

___ |2e0b %o?;—lv,mz \aal
Qualification MEA C.A  pADIA £SC |

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

2. Job-Execution: Process and Functions

2.1 Allocation of Duties and Responsibilities

Proactive Job | Time Progress Slackness Handled | Addl. Ilesponsit;ility
allocation Frame done | Periodic Review
'--'-'

S0l past 9 Yeax G Dbcjk e laken

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

[ No. of Files to | No. of Draft | No. of Staff to % of works to| Arrangement for
be clear daily | Notes to process | Involved in work- | be done as per | Staff on leave
& expedite flow plan
09 oL D2 ¢es) Yed

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
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2.4 General Flexibility to Excel exist

| Freedom to be *

SMART"

Forgiving One-time Errors

Setting Examples by oneself

|

Yo

Yei

7e5

T

2.5 Communication by your Superior

| Day Starts with Task Talks | Oral/Written Instructions | Persuasive mode | Professional Stylﬂ
Y Ye Ved e |
2.6 Motivation provided to you.
Word of Appreciation | High level task allocation Exchange Pleasantries | Build Team Spirit
Yex | Yei ) YeA

2.7 Method of Reporting of the activities carried out

- A -
in your Section

Through Proper

Directly tothe [Daily

Inward-Outward |Min-Max Time for

Stress on Confidentiality
Channel Head Basis Register Completion Maintenance
v | W | e 4 Ao 6 dah Mo

3. Office Administration Work:

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

Refer Past Attempt Equip you with Seek Help from Entrust the Task to
Drafi Fresh Updates Superiors subordinates
Yo D) Je) Y} —Gone. -y mes Vel l

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

Topic-wise filing | Date-wise filing

Contidential filing

Special files as VC/Registrar Seeks

J Vo, | YD Ye3 Ve
33 Are inward and Outward Tapal Registers maintained in your Section? (Check the Right Cell)
Status Inward Qutward
Maintained Ve e X
Not Maintained el s i
3.4 State the normal time taken to dispose a file/paper
| Routine | Explanatory First-time/ Fresh | Replies to Grievance
Letters/Files Reports content Reports Governments | Letters
Lo 2 | 1 de d-rde \ 2, das) \ e

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

Casual Leave Duty Maternity/ | Earned | FN Permission of AN Permission of
leave | Medical Leave | 1Hr. 1 Hr.
Leave
—\b — | pe| po oo = —
3.6 Do you work on holidays/off the office hours?
No. of Holidays worked in the last one year o
No. of Holidays worked in the last one year by your Subordinate -1 —

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

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

To Whom Meant [UGC/MHRD |AP Govt. |APSCHE  |DST/CSIR. etc. [Other (PI. specify)
Days | Routine | | ~2daya[1-1 duh 1 36 | \ -2 —deyy e
Taken | Special Y Qesy” \ Qesy Aoy . ~

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

Upkeep of Sort Set in Order Shine Standardize Sustain

Machines/ Equipments A Yer Yei Yea YeA

Consumables/Stationery ~ex Yer Vel Ve Yes
3.9 How many subordinates work under your superior?

Subordinate Type Temp. Staff Office subordinates Junior Assistants

Nos. o) ] o\ =

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

Issues Alternative| Tick |Alternativel Tick
Here Here

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

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

4.3 Time taken by your Section to process the bills received |Less than a mﬂﬂ? than a

from Staff/Students Month j\/ 0 Month -

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

other Sections? }\J 0

4.5 Have you ever suggested simplification of procedures in/Yes No

bill processing? )\m — i

4.6 Have: you ever suggesited measures to achieve economy =

and efficiency in your Section’s activities? ]JU M o=

5. Legal Matters

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

Document Types | University’s Act Ordinances Statutes Regulations

% Awareness [<50%  |50-75% [75% <50% [50-75% [75% [<50% [50-75% [>75% <50% [50-75% P75%
PLTick v =] = =l T = = |
5.2 Are you conversant with the basic provisions of Right to Information Act, 20057

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

% Awareness [<50% [50-75% p75%[<50%  [50-75% [75%[<50% [50-75% [75% <50%[50-75% FB75%
P1.Tick I I T | P [ [ S ey

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

Poge 3 of 5

e

Yes




5.4 Do vou take legal notices/Court judgments efc. immediately to the notice of your Superior
Officers? (Please Tick)
F\Iways (100%) | Almost Always (95-100%) | Mostly (90-95%) | 85-90% | Less than 85% {

-— —— p— - \‘-.h_,..--""

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

6. Grievances Handling

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

From Staff = = - —~
From Students -— — — —

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

Time for G or C: On Administration |On Teachers [On Students  |On Specific Personalities
From Staff =5 —~ = =
From Students — = = =

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

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

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

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

7.1How often you have placed Institutional interests above personal interests at critical times for
both!
| Range [575% | |51-15% | — |2650% | —]>25% =

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

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

e ISR ;/mk Pleaese o Ml po gy

MWW,EM \Je h Lol

Date: b&'n‘},l'}o} ﬁ < LS/L":
Place: ,\/eb?l(/ Signa‘ ¢ of the Employee

Internal Audit:

Diretor; maé.- c REXM

miternal Quality Assuracce Ll (108 =
VIURAMA SINMAPURI UNIVERSIT o ol M
MELLORE - 524 324 VIKRALL Y SINHAR “ HE
2 — :'-:‘: IIL‘I{}.—"
External Audit: ‘, NELLGR

P \ S't:ma Qisﬂ:gj @ﬁ""f‘f” ——
ef
Assistant Registrar L f- UL"‘U'-" | -
YOGI VEMANA UNIVERSITY egistrar
KADAPA - 516005. vOG| VEMANA UNIVERS
‘». ppp\uﬁ- S1600F
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VIKRAMA SIMHAPURI UNIVERS
NELLORE, ANDHRA PRADESH - 524314

Administrative Audit of Regular Admlnistrntive-ah

-]
fa o™ :
VIKRAMA SEATAPURI UNIY ERSTT
- NELLORE ____

-

AT gl ey S

ITY,

16 NAR 20%

- .‘ 1;-'-_-.

gt
F #
L)

ST,

IRy

(Library Assistant/Asst Engineer/Asst Registrar/Superintendent /Senior Asst/ Junior Asst)

During 2022-23

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

1. Personal Data

1.1 Name of the Employee J f ; .‘;‘f,,., T Toun, Aﬁ&%ﬁq

1.2 Designation Tairnic? A A’:m

1.3 Educational Qualification S50 el (//}‘i{){’i

1.4 Experience in administration (Years and Year Sections

Fields like Examinations, RTIs, VC Adoni €8/ pa

Section, Admission, Finance, etc. 2022-23 S siaad 2

(Upto 3 diff, experience areas) Lyvaniinalsani

1.5 Date of joining &3.0L ol .

1.6 Date of Retirement 2/.07. 2039

1.7 Qualifications Year R0l | GooT | Loo? | Lot | 187€
Qualification | 2z 4 A7A- | x| FopiA.

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

2. Job-Execution: Process and Functions

2.1 Allocation of Duties and Responsibilities

Proactive Job | Time Progress Slackness Handled | Addl, Responsibility
allocation, . | Frame done | Periodic Review
v
2 | isdfeoy, 25

2.2 Targets/Time limffs fixed for your Section’s activitics

F

No. of Files to| No. of Draft | No. of Staff to % of works to| Arrangement for
be clear daily | Notes to process | Involved in work- | be done as per | Staffon leave
& expedite flow plan
S (o 263 3 Go/. Ye¢

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

| Provide Ideas

Cite Instances

Serve as a Res

ource person

Develop Draft Policy

T

o
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2.4 General Flexibility to Excel exist

Freedom to be ‘SMART"

Forgiving One-time Errors

Setting Examples by oneself

H/"_

—

2.5 Communication by your Superior

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

2.6 Motivation provided to you.

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

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

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

3. Office Administration Work:

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

Refer Past Attempt Equip you with Seek Help from Entrust the Task to
Draft Fresh Updates Superiors subordinates
u_..-—"' Y — |.

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

Topic-wise filing

Date-wise filing

Confidential filing

Special files as VC/Registrar Seeks

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

Maintained — —
Not Maintained

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

2 A8 henny. Ll £ Dy ! &0 ]  gheys

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

Casual Leave | Duty Maternity/ | Earned | FN Permission of AN Permission of
leave | Medical | Leave | IHr. 1Hr.
Leave
42 - 2 | X — —
3.6 Do you work on holidays/off the office hours?

No. of Holidays worked in the last one year

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

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

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

To Whom Meant [UGC/MHRD [AP Govi. |APSCHE  |DST/CSIR, ete. [Other (Pl. specify)
Days | Routine | g pags. | spect | 2 pes — -
Taken | Special | 4 paws | 2 prgd] 70004 —

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

Upkeep of Sort Set in Order Shine Standardize Sustain
Machines/ Equipments Vel Yea Yes Yee Yes

Consumables/Stationery e . Ver N Voo
3.9 How many subordinates work under your superior?

Subordinate Type Temp. Staff Office subordinates Junior Assistants

Nos. == OL _— —

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

[ssues Alternative| Tick |[Alternative Tick
Here Here

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

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

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

from Staff/Students . Month " Month

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

other Sections? v

4.5 Have you ever suggested simplification of procedures in Yes No

bill processing? i |

4.6 Have you ever suggested measures to achieve economy

and efficiency in your Section’s activities? =l

5. Legal Matters

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

Document Types | University’s Act | Ordinances Statutes Regulations

% Awareness <50%  [50-75% 75% [<50% [50-75% [75%[<50% [S50-75% P75% <50% [50-75% F75%

Pl.Tick —

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

Document Obligations of Exemptions/Grounds Central/State Making Reports

Types Public authorities | for Rejections Commissions for RTIs

% Awareness [<30% [50-75% P75%<50%  [50-75% [~75% |<50% [50-75% ~75% <50% B0-75% F75%

PL.Tick o ; — S -

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

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

I

5.5 Have you ever filed any legal suit for or against the University? (Tick if done)
]_Filed For the University ‘ _-_ [F;'Ir:d Against the University I —

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 — P . —
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: n Administration |On Teachers On Students  |On Specific Personalities |
From Staff — = |
From Students i —

_— = |

6.3 Was there any appeal to your higher officials against the decision of your Superior in respect of
grievances handling?
Appeal to Higher | On Administration | Op Teachers | On Students | On Specific Personalities
Officials by
Staff — — A0 d

Students — —_

e P o

6.4 Does your Superior frequently convene meetings in your Section to receive suggestions for
improvement?
' Suggestions Sought | Weekly Monthly Annually
From Staff - o~
From Students 1

—

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

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

| Range [>75% [~ [51-75% | | 26-50% | [>25% P

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

| Range |>50% [ [41-50% | | 31-40% | [=30% [ ]
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7.3 How much you have enhanced their Overall ca

time?

pability since last NAAC accreditation to this

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

| [=20% T ]

Specific Remarks:

Date:

Place: V& V). Plolleze P YA

Internal Audit:

(S22 Qoa—=f’

Dirggir: {QAG:
mternal Quality Assurance Cell [IQ/L
VIKRAMA SINHAPURIUNIVERSITY
NMELLORE - 524 124
External Audit:

1
P S @
Assistant Registrar
YOGI VEMANA UNIVERSITY

- KADAPA - 516005.

Fage 5 of 5

ALt b T3
Signature nf[he Employee

Rgﬁﬁ

REGISTRAR "
VIKRAMA SIMHAPURI UNIVERSITY
NELLORE-524 320.

a-

(- vamemir]

: alsild
mp RS
A cialsial ' P ]
At L= =
AN 1
N



