
VIKRAMA SIMHAPURI UNwERSITY,
NELLORE, ANDHRA PRADESH

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

Duitl,d;g 2OL9-2O22.

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

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

university. The audit includes incurring of expenditure with cost efficiency and effectiveness and

discharging duties in compliance with applicable laws and regulations in force from time- to- time.

l. Personal Data

ic,L

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

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

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

2.3 Assistance to Section Head in evolving policies for your Section (P

Provide Ideas Cite Instances Serve as a Resource person
L"'

l.l Name of the Employee P. ^4n.'i.,?
I .2 Designation .1r. ql'e.n n
1.3 Educational Qualification H.qc-
L4 Experience in administration (Years and

Fields like Examinations, RTIs, VC
Section, Admission, Finance, etc.
(Upto 4 diff. experience areas)

Years Sections

2019-20 Avn,,,! .-- ltn n-,r QtQ;e rvt n nl
2020-2L ;k;,,Q oot c,l-*no\
2021-22

1.5 Date ofjoining
J

OU -nA-,t-rlt-t
I .6 Date of Retirement 4a - hln" - ,r-ht4 h
1.7 Qualifications Year Ptqq tQq )- a)\OO 1-bD\

Qualification $sc- i)nb,r,-): bl+ t4 .1/

Proactive Job
allocation

Time
Frame done

Progress
Periodic Review

Slackness Handled Addl. Responsibility

1fr. ql'p. no * 4 ta.:u hmr) (

No. of Files to
be clear daily

No. of
Notes
process&
expidite

Draft
to

No. of Staff to
Involved in work-
flow

Arrangement for
Staff on leave

u,'ttodaq !nU\ 2-, Lo 5 A2- go/- u"a
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l. Tick, most important two)

I .r

7o of works to
be done as per
plan

Develop Draft Policy



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

\i €9 q?e 14 p-p

2.4 General Flexibility to Excel exist

2.5 Communication by your Superior

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

'l tq Vp-q 'J Lo.
2.6 Motivation provided to ou.

2.7 Method of Reporting of the vities carried out in your ectlon

3. Office Administration Work:

3. 1 Do you drali the co ondence/circulars/notes etc. Yourselfor take the help ofyour su ors?

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

J.J inward and Outw Tapal Registers maintained in your S ? (Check the Right Cell)

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

3.5 How many days o leave were availed by you in the ast 36 months?

3.6 o you work on holidays/o ff the office hours?

Build Team SpiritExchange P leasantriesHigh level task allocationWord of Appreciation

YPqr.t ( cUp qVpq

Thrcugh Proper
Channel

Dtectly to the
Head

Daily
Basis

Inward-Outward
Register

Min-Max Time for
Completion

Stess on Confidentiality
Maintenance

L4 49 qzc, utq \ rr rdaut

Entrust the Task to
subordinates

Seek Help fiom
Superiors

Attempt
Fresh

Equip you with
Updates

Refer Past

Draft
ur' o\.,t, o. Annt h trVt-c VtgYt-g

Special files as VC/Registrar SeeksConfidential filingDate-wise filingTopic-wise filing
qpqr-t( IL4(qLtpl

Status Inward Outward

Maintained V p9 v( \
Not Maintained

Grievance
Letters

First-time/ Fresh
content Reports

Explanatory
Reports

Routine
Letters/Files

atC
I o"r v)uov rlnv<n 1., t, da.'t <t ria4

AN Permission of
I Hr.

Eamed
Leave

FN Permission of
I FIr.

Matemity/
Medical
Leave

Duty
leave

atlsdaqs

No. of Holidays worked in the last 36 months u

rked ths by bordinatelida IUIo uS63 nmotheln astHf o wooN o vys

No. of Holida worked in the last 36 months bY Subordinate -2

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

Casual Leave



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

Routine

Special

3.7 what is the time limit your section takes to respond to the Govemment communications?

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

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)

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

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

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

Upkeep of Sort Set in Order Shine Standardize Sustain
Machines/ Equipments t-lgQ ,lL5 qe9 L/( S q€<
Consumables/Stationery Uoo U p< *pq, Vv q Ve a-

Issues Tick
Here

Altemative Tick
Here

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

4.2 Are budgetary allocations fully spent or partially spent? Part

4.3 Time taken by your Section to process tle bills received
from S tafflStudents

Less than a
Month \,/

More than a
Month

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

No

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

Yes No

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

Document Types University's Act Ordinances Statutes Regulations
oZ Awareness <5jYo 50-7 5% >75Yo <5l\o

lso-'tsv"
>7 sYo <500 50-7 5% >'7 5Yo <5j\o 50-'75% >'l5yo

PI.Tick

'.l
Document
Types

Obligations of
Public authorities

Exemptions/Grounds
for Rejections

Making Reports
for RTIs

7o Awareness <5OYo 50-'7 5% >7s%o <5l\o 50-'7 50/o >'l5yo <50Yo s0-7 5% >7s%o <50Vo 50-75% >7 5o/o

Pl.Tick

Page 3 of 5

N3-

lelternative

lrutt

l"*

Central/State
Commissions



5.4 Do you take legal notices/court judgments etc. immediately to the notice of yow 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 Iri

-l

led Against the University

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

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

From Staff rlil-lnt-nu)OL )/
From Students r,r\l-f l,^, 1,,^-

grievances handling?

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

improvement?

Suggestions Sought Weekly Annua lly

From Staff t_

From Students

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

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

Range >7 5o/o 51-75% >25Yo

7.2 How much you have enhanced IT capability

On Administration On Students On Spec ific functionaries

From Staff
From Students vr'

Appeal to Higher
Officials by

On Administration On Teachers On Students On Specific Personalities

StalT

Students
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since last NAAC accreditation to this time?
< 30Yo31-40%4t -5004Range

6. Grievances Handling

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

Time for G or C:

6.3 Was there any appeal to your higher o{ficials against the decision of your Superior in respect of

Monthly

both! :,/ za-sov"

On Teachers

>500h



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

S c Remarks:

e-l€aaao'- 4

zrnl veq 6dPQoz tive

Lo Dt- aIt'L Sbl t-D

*rlrs [o"'' gJ-\.'J[-'^h^ 4 1u;"<

sehn-
h" attl a-SP"rh 

lr Yfu

v's' o"jft-rs'"tq'
be- ?ii- P^ol* ,{

Place: tsp \(0'L

U$de-
Director, IQAC

DIRECTOR
lntsrnal Quality Arsurance Cell (IQAC)

vtxRAttA SS,.HAR F9 IINIVERSrY
I{ELLORE - 524 32{

Si of Employee

*"N.-
REGISTRAR

VIKRA!'A SIMHAPURI UI{IVERSITY
NELLORE.524 320.

d
DEPUTY REGISTER

Dlrcctolat? ol Distance Edrt' erion

srl Vcnkalcswala Uni 'rr},

TIBUPATI.Sl 7 5O2

f gr;*, R"aAn

ls,'emlg,['ip',

Range >4004 21-30% < 20Yo t-.,'
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Date:

3t-40yo



VIKRAMA SIMHAPURI UNIVERSITY,
NELLORE, ANDHRA PRADESfr

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

Durtrg 2017 -2O19.

The administrative audit is to ensure effective performing of specific functions/responsibilities by
administrative staff carried out with a focus on involvement to achieve the goal and purpose of the

university. The audit includes incurring of expenditure with cost efficiency and effectiveness and

discharging duties in compliance with applicable laws and regulations in force from time- to- time.

l. Personal Data

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

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

2.2 TargetslTime limits fixed for your Section's activities

2.3 Assistance to Section Head in evolving po

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

t/ v'

1.1 Name of the Employee
P , ^4nl-,,? ^i

1 .2 Designation :f-r. gl .pnn
1.3 Educational Qualifi cation 11.5c
1.4 Experience in administration (Years and
Fields like Examinations, RTIs, VC
Section, Admission, Finance, etc.
(Upto 4 diff. experience areas)

Years Sections
2017 -1,8 E?nnnr Q
2018-19

Fi nt nr p 91 t7 *:', ,u, l.-, n n,
1.5 Date ofjoining aL - oC - lalt,
I .6 Date of Retirement

4-A - oA - 1-ohA
1 .7 Qualifications Year pqq tqqT +Ooa Loo3

Qualification enlcr,ruJi,l btr r1.y

Proactive Job
allocatioq

Time
[14ne done

Progress
Periodic Review

Slackness Handled

, r-4rr\t ttt4 Efa.\ 4..76.stLno -'-'6qeaa"t (r".r) laken

No. of Files to
be clear daily

No. ol
Notes
process&
expidite

Draft
to

7o of works
be done as

plan

to
per

Arrangement for
Staff on leave

Mq todatAt r 3 b5 oL b/ Yaq
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icies for your Section (Pl. Tick, most important two)

0I

39L

Addl. Responsibility

No. of Staff to
Involved in work-
flow



Setting Examples by oneselfForgiving One-time ErrorsFreedom to be 'SMART'

9

2.4 Gerieral Flexibility to Excel exist

2.5 Communication by your Superior

Day Starts with Task Talks Oral/Written Instructions Persuasive mode

YP.1 YLS
2.6 Motivation Provided to you.

High level task allocation Exchange Pleasantries Build Team Spirit

yLe Yec Ve<
2.7 Method of RePorting of the activities carried out in your Section

3. Olfice Administration Work:

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

g2 Wtrat is the system of filing done in your Section?

3.3 Are inward and Outward Tapal Reg isters maintained myour Section? (Check the fu t Cell)

3.4 State the normal time tak"n to disPose a file/PaPer

3.5 How many days of leave were availed by You in the last 24 months?

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

Through Proper
Channel

Dkectly to the
Head

Daily
Basis

lnw ard-Outward
Register

Min-Max Time for
Completion

Stress on Confi dentialitY
Maintenance

Yts Ye-s L/LS

Refer Past

Draft
Equip you with
U tes Superiors

Entrust the Task to

subordinates

*e-s qe-9 ,/f-g

S ecial files as VC/Registrar Seeks
Date-wise fil

de

OutwardInwardStatus

Maintained
Not Maintained

Routine
Letters/Files

Explanatory
Re

First-time/ Fresh

content Re!qI!!_
Replies to
Govemments

Grievance
Letters

lor Ont da.t 

-Casual Leave Duty
Ieave

Matemity/
Medical
Leave

Eamed
Leave

FN Permission of
1Hr.

AN Permission of
1rft.

4o dtus

No. of Holidays months bY Youworked in the last
months b vour Subordinate -1lidays th1n lastekedworfo HooN

ur Subordinate -2monthsworked in the lastNo. of Hol
No. of HolidaYs worked in the last months bY Your Subordinate -3
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\4pt Y l<

Professional Style

9es

Word of Appreciation
,/vc.

z l-tt .s)av< A),\

Seek Help fromAttempt
Fresh

L.l o .<9 p. r- so ^- b ,ru,

Confidential hlingTopic-wise filing
pcLll-9ut(A

Ve-.



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

To Whom Meant UGCA4HRD AP Govt. APSCHE DST/CSIR, etc. Other (Pl. specifu)

Days
Taken

Routine L -A rlattc
Special

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

3.9 How many subordinates work under your superior?

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

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

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

5.3 Are you dealing with legal suits filed by or against the University? Yes N6

Sort Set in Order Shine Standardize SustainUpkeep of
Machines/ Equipments tlP c, ve-q YeC Ye<
Consumables/Stationery 4p< Yes Yp<

Subordinate Type Temp. Staff Office subordinates Junior Assistants

Nos. ol o3

Issues Alternative Tick
Here

Altemative Tick
Here

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

Pan

4.3 Time taken by your Section to process the bills received
from Stafvstudents

Less than a

Month
More than a
Month

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

Yes No

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

Yes No

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

Document Types University's Act Statutes Regulations
oZ Awareness <5OYo 5O-7 5o/o 

17 
5o/o <50o/o 50-'7 5% >7sYo <50Yo 50-7 5o/o >'7 slo <5j%o 50-7 5% >7 5Yo

Pl.Tick t* 1,,' \-..

Document
Types

Obligations of
Public authorities

Exemptions/Grounds
for Rejections

Central/State
Commissions

Making Reports
for RTIs

7o Awareness <50o/o po-tsNltsu" <500 50-'7 5% >7 5Yo <50Yo 50-75% >7 50 <5llo 50-7 5% >7 50

Pl.Tick '4- I- w
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4.2 Are budgetary allocations fully spent or partially spent? lFull

Ordinances



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

Officers? (Please Tick)

Atways (100%) Almost Always (95-1 00%) Mostly (90-95%) Less than 85%

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

Filed For the University ln
iled Against the University

6. Grievances Handling

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

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

since receipt of the Grievance/complaint)

Time for G or C: On Administration On Teachers On Students On Spec ihc Personalities

From Staff Dae,

From Students

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

grievances handling?

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

improvement?

Suggestions Sought Weekly Monthly Annually

From Staff
From Students

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

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

both!

Range >'150h 51-7 5o/o 26-50% >25Yo

7.2 How much you have enhanced IT capability

On Administration On Teachers On Students On Specific l'unctionaries

From Staff
From Students

Appeal to Higher
Offrcials by

On Administration On Students On Specific Personalities

Staff
Students
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since last NAAC accreditation to this time?

Range >50Yo 41-50% 31-40% J 0o/o

85-90%

r,si/A t ^ a

On Teachers



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

time?

Range >40Yo 31-40% --) zt-toy, 20% l--'

Specific Remarks:

tlQarancr-

d^), {Lr1 $uppaa-hYe $"

wLOM a
VA Ga bz rA'Y

+ /+\*s f,** ad^i d9Lruh"n ,t Torc\

atl aePech

Pot:rF r*

rn Vl,L ge"Eon' So

Y'g',1nt'etsi)1

Date

Place:

Director, IQAC

OIREGTOR
lntemat Quality Assurance Cell (IQAC)

VIKRAMA 3II{HAPUfl UNIVERSITY
I|ELLORE.52.l 32/L

VlKRAttlA SIMHAPURI UNIVERSITY

NELLORE-s24 320.

5' A

UEPUTY HEGISTER
Dilactorate o, DislancF .
Stl Vcnkateswara Ur:

TIRUPAT|-51 7 502

S trn -l

ASSISTANT REGISTRA

YOGIVEMANA UNIVERSITY
I(ADAPA - s1600s.
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