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VIKRAMA SIMHAPURI UNIVERSITY,
NELLORE, ANDHRA PRADESH

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

Dllrirrg 2OL9-2O22.

The administrative audit is to ensurc ctfective perfbrming of specific functions/responsibilities by
administrative staif carried out $'ith a focus on invol.n'crlent to achieve the goal and purpose of the
university. Thc audit includes incurring ol expcnditure with cost cfficiency and ef'fcctiveness and

discharging duties in compliance with applicable laws and regulations in lbrce from time- ro- rime.

l. Personal Data

Note: \{ost qucstions belorv be ansryered b1,'tick arks; Pl. e silme in the 0res glvcn.

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

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

2.3 Assistance to Section

I'rovidc Idcas Cite Instances Serve as a Resource person Develop Draft Policy

I

I . I Name of the Employee R.O.otses.rlJ
1.2 Designation ToMop A\etllAN(-
I .3 Educational Qualifi cation ]{.BK

Years Sec t ions
201,9-20

2020-21- t$t--sln'i1,, o A

1.4 Experience irT administration (Years and
Fields like lixaminations. RTIs. VC
Section, Adnrission, Finance. etc.
(Upto 4 difL experience areas) 2021,-22 A
L5 Date ofjoining

L6 Date ol Ret irenrent 0o\*
Year )-trrA Lm>- 1-@i lqqL1.7 Qualifications

Qualiiication ril Alr bI {\hnt/Y <qL

dflfi,::B;#t
Time
Frame done

Progress
Periodic Review

Slackness Handled Addl. Responsibility

o1*llt>r..trp2,A,.c, c'iA,ri +-/tu^

No. of l-iles to
be clear dailv

No. of
Notes
process&
expiditc

I)rafi
to

Arrangement for
Staff on leave

o5 oh

No. ol Staff to
Involved in riork-
llos

%o of works
be done as

plan

to
per

-/rz

Page 1 of 5

Head in evolving policies lor your Section (Pl. Tick, most important two)

A

b

DZ- n/-zatl'

(rnk---

DJ *stt



Freedom to be 'SMART' Forgiving One-tinre Errors Setting Exarr-rples by oneself

Y?-l le-t j"\

2.4 General Flexibility to Excel exist

2.5 Communication by your Superior

2.6 Motivation roV lded to ou.

2.7 Method of cporling of the. acti vltles carned out in vour Sect rot)

C-6,4171i4-
3. Office Administration Work:

3.1 Do yor-r draft the correspondence/circulars/notes etc yourself or take the help of your superiors?

3.2 W t is the svstenr of filing done ln vour Section?

i.3 Are ward and Outr'"ard apal Registers main ined in your Scction? heck the Right Cell)a

1.4 State the normal tir.ne taken to dispose a file/paper

3.5 How n.rany ys of leave \\'ere aval led h you in the last 36 months'lv

i.6 Do vou \vork on holidal's/o1l' the oftice hor,rrs'.)

No. of Holidays u'orked in the last 36 nronths by you - /?'
No. of Holidays worked in the last 36 ntorrths by your Subordilrate -l
No. of Holidals r,rorked in the last -16 ntonths b1 r,our Subordinate -2

No. of Holidays worked in thc last 36 months by your Sr.rbordinate -.i

Day Starts u,ith Task Talks Oral/Written Instructior.rs Persuasivc mode Professional Style

V.r.., Y.-\ tv/ '.

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

)k-^ -')') ^/t Ya

Through Proper
Channel

Daily
Basis

lnward-Outu ard
Register

Min-Max Time for
Completion

Stress on Confi dentiality
Maintenance

yrb /.-b
a^oJ_Uk ^-

Refer Past

Dralt
Attempt
Fresh

Equip you with
Updates

Seek Help from
Superiors

>b, )tr Y.:.. {* -4r---t--'Ti Pq '74
Topic-wise filing Datc-rvise filing Confidential filing Special tiles as VC/Registrar Seeks

fL^ Y-r ^/r^ *4
Status In',r ard Outward
Maintained )a\ \L-l
Not Maintained

Routine
Lctters/Files

Explanatory
Rcporls

Firsrtime/ Fresh

content Reports
Replies to
Covernments

Grievance
Letters

I +oz - tJ"\ l-3- -N -t- J.,r,- I a-. Jr.rtll 1q tq
D uty
leave

Maternity/
Medical
Leave

FN Permission of
lHr.

I RN P..rnirrion or
Itu..

*tA /JD  ,o
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Directly to the
Head

Entrust the Task to
subordinates

Casual I-eave Earned
Leave



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

To Whom Meant TJGC/MHRD AP Govt. APSCHE DST/CSIR. etc. Other (Pl. specily)

l-> l,-Y\ \.#/ t-w \_M
Special 4 Lrl LA4. \ur

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

Upkeep of Sort Set in Order Shine

Machines/ Equipnrents 7t= *s ^1.^. l+ Y*-
Consr.rmables/Stationery ^le.( Y4 V.-r.. y5
3.9 How many subordinates work under your supcrior?

Subordinate Type Temp. Staff Of fice subordinates

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 rvith the basic provisions ofRight to Infornration Act.2005?

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

Issues Allcrnali\,c T ick
Here

Alternative T ick
Here

4, I Do you preparc any budget tbr 1'or.rr Section? Yes r.le No

4.2 Are budgetary allocations fully spent or partially spent? Full

^p
Pan

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

Less than a

Month Pto
More than a

Month

Yes

Ir0
4.5 Have you ever suggested sinrplification of procedures in
bill processing?

Yes

Pe
No

r--
4.6 Have you ever suggested measures to achieve econonry
and efficiency in your Section's activities? ,,/o rn

Document Types I Jniversitv's Act Ordinances Statutes Regulations
<50% 50-75% >7 5.k <50Yo 5 0-75% >7 5)n <50% 50-75% >'7 50k <50% 50-75% >150,,o

I')l. l ick

Docurrent
Types

%o Arrareness

Obligations ol
l']ublic atrthorities

Exemptions/Grounds
lbr Rejections

Central/Statc
Commissions

<50% t50-75% <50oro 50-750./0 :.'7 soh <50% 5 0-7 5"," )s% .50" 
" lso-iso "

>'l5o/o

Pl.l ick ,1 t/ 4
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No

RoutineDays
Taken

Standardize Sustain

Junior Assistants

Nos.

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

oZ Awareness

Making Reports
for RTIs



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

Officers? (Please Tick)

Always ( 100%) Almost Alu,ays (95-l 00%) Mostly (90-95%) 85-90% I -ess than 850%

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

Filed For the Ur.riversity Filed Acainst the [Jniversitv

6. Grievanccs Handling

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

From StatI
From Students

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

since receipt of the Grievance/complaint)

Time fbr G or C On Adrrin istration On Teachers On Students On Specifi c Personalities

From Stalf' (._
From Students

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

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

improvement?

Suggestions Sought Weekly Monthlv Annually

From StalT

From Students

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

T.lHorv olten you have placed Institutional interests above personal interests at critical times for

both!

Range >7 504 26-50% >250

7.2 How much you have enhanced I capability since last NAAC accreditation to this tinre?t'

Appeal to Higher
Officials by

On Adrninistration On Students On Specifi c Personalities

StalT

S t udent s

Page 4 of 5

rl l-50%> 50,yu 3 | -109/0Range

5t-75%

On Teachers

130%



7.3 IIow much you have enhanced thcir Overall capability since last NAAC accreditation to this

time?

Range >40Yo 2t-30y;o 120Y. L

Specific Remarks:

A e_

Datc:

Place: No-[bve-

\s\t^44-
Director, IQ C

..,:.- -l Jii
ht€rnd Quality Asurance 6"1 11QAC)

W(nArlA STHAPlR t l,llVERSIrY
|ELLOR€ - 524 32{

Au1,ofrhb')W W
u')q t{".

Ir"l te L^- [ta a^J NYU*

1,L l)le*w** +D Uv\\ u;h sut lLltnNU
Ib

S 0f the Employee

N
Registrar

REgISTRAR
YIXRATA SITHAPURI UIIIVERSIW

i{ELLORE-524 320.

DEPUTY REGISTER
Dirrct.latc ol 0lslancc Elucation
Sri Urnkatcsweta UnlversitY

Illtu?ATl'51 7 soz

P St**,I tsstsmrr
YOGI VEMANA UNIVERSIT'/

rooAPA'516005'
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3t-40%

7i,*--JC- . I

L"An
REGISTRAJ/



VIKRAMA SIMHAPURI UNIVERSITY,
NELLORE, ANDHRA PRADESH

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

During 2Ol7 -2O 19.

The administrativc audit is to ensure efl-ective perlbrming of specilic functions/responsibilities by
administrative stalT carried out with a focus on involvement to achieve the goal and purpose of the
university. I'he audit includes incurring of expenditure witl.r cost elliciency and et'fectiveness and
discharging duties in conrpliance with applicable laws ancl regulations in fbrce from time- to- time.

l. Pcrsonal Data

Qualification

Note: Most questions belo* bc ansrlercd bv Tick l\l:r rks; I'l. do the same in the boxes given.

2. Job-Execution: Process and Functions
2.1 Allocation o1' Duties and Responsibilities

l- irn e Progress Slackness I Iandled Addl. Responsibility,P

,fli:ffi -TP Periodic Rel iew

2.2 l argets/Time limits li \cd tbr' l our ection's activities
No. of' Dralt
Notes to
process&

id itc

7o of works
be done as
plan

to
per

e\

2.3 Assistance to Section Head in evolving policies fbr your Secrio n (Pl. Tick. nrost impo nt two)
Serve as a Resource person

l,r'

I . I Nan.re of the Enrplol ee
U

1.2 Designation

2017 -L8

2018- 19

1.4 Experience in adrrinistration (Years and
F-ields like Exanrinalions. RTIs. VC
Section. Adntission. Finance, etc.

Years Sections

J

A

3u As
II

rience areas)U to 4 dilf. ex

1.3 Educational Qualificat

R"lLe-
1.5 Datc oljoining

Year ol DO

I .6 Date of Retirenlcnt

I .7 Qualifications

3L

No. of Files to
be clear daily

No. of StafT to
Involved in work-
florv

Arrangement for
Staff on leave

OB T-2- 0a- *s7, *,,.

PaBe 1of 5

Citc Instances Develop Draft Polic

@

n7- n -9nl)'
Jt>2*

Lno t, laqlt
MAA P',4 Ql,nl A

rarle clone

Provide ldeas



Freedom to be 'SMART' Forgiving One-time Errors Setting Eramples bl oneself

\b r/ca "'lcrl

2.4 General Flexibility to Excel exist

2.6 Motivation ror,ided to

2.7 Method of'Reporting ot'thc acti\.i ties carried out in vour Section

CO'tttQ

3.1 Do you drafi thc co rrcspo ndencc/c irc u lars/notcs ctc. yoursellor take the help olyour superiors'?

3.2 What is the systenr o li ling donc ln vour

i.3 Arc inward and Ounvard Tapal Rcgrsters aintairred in your Section? (Check thc I{ight Cell.y

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

3.5 Hou' many days of leave were ava il d br vou in the last 24 months'l

-i.6 Do you rvork on hrrlida ol'l'the oltlce hours?

Oral/Written Instructions Professional Style

Ye^.., Yrrr t4
Word of Appreciation High level task allocation Exchange Pleasantries Build Team Spirit

:l^ V.-l 9c;, J.t,
Through Proper
Channel

Directly to the
Head

Daily
Basis

lnward-Oulward
Register

M in-Max Time lor
Conpletion

Stress on Confidentiality
Maintenance

Lr'- "lcr-, Alo
a> *J Ul"o^

Ret'er Past

Draft
Attempt
Fresh

Equip you with
IJpdates

Scck Help lrom
Superiors

Entrust the Task to
subordinates

^h) b *-b *x C.rr- 5 tn, Yr-..

Topic-wise filing Datc-u'ise liling Conlidential filing Special files as VC/ltegistrar Seeks

Yc> Yl y4 \eD
Status Inuard Outu'ard
Maintained ^lrY ^YcD

Not Maintained

Routine
Letters/Files

Explanatory
Reports

First-time/ Fresh
content Reports

Replies to
Governments

Grievance
Letters

Itaz$t t -)*l 75\.r,1.1 l, 7.,4 \ Lu"4.- \ L"a'
Casual Leave Maternity/

Medical
Lcave

Eamed
[.ear e

AN Permission of
lHr.

- /.1- "P JO
^/b

No. o1' H olidal,s rvorked in the last $months by you t9
No. of Holidays worked in the last 9{nronths by youi Subordi,rate -l
No. of Holidays worked in the last nronths by your Subordinate -2
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2.5 Communication by your Superior

\ ()u.

3. Otfice Administration Work:

Section'l

Da1' Starts uith Task Talks Persuasive nrode

Duty
leave

FN Permission of
I Hr.

No. of Holidays worked in the last 2{nronths by your Subordinate -3



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

To Whom Meant T]GC/MIIRD AP Covt. APSC'IIE DST/CSlR, etc. Other (Pl. specify)

Days
Taken

Routine )_ <\Arq )lj] f*,t zAo\F t 
'\$lt

1 oA{q-,
Special

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

Upkeep of So rt Set in Order Shinc Standardize Sustain

Machinesi Equipnrents

Consumables/Stalionery

3.9 How many subordinatcs rvork under l our superior?

Subordinate Type 'l-enrp. Stall' Otfice subordinates .lunior Assistants

Nos ol

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

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

5.2 Are you conversant rvith the basic provisions ol Right to Infbrnration Act. 2005'.'}

5.3 Are you dealing rvith lcgal suits filed by or against the University? Yes

I ssues Alternative 'I ick
I Icrc

Alternative Tick
Here

4.1 Do yor.r prepare any budget tbr your Section? Yes Ah No

4.2 Are budgetary allocations firlly spent or partially spent? Full An Part

4.3 Time taken by your Section to process the bills received
from Staf?Students

Less than a

Month
More than a
Month

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

Yes

lr0
No

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

Yes

yln
:\()

4.6 Have you ever suggested measures to achieve economy
and efficiency in your Section's activities? Nlo |.r0

Document Types University's Act Ordinances Stalulcs Regulations

%o Au areness <50% 50-75e,o >'7 5o.'o <500,o 50-75% >15Yo <50o/o 50-75% >150h <50% 50-7 5"./" >7 sYo

I)l.l'ick \,'

Document
'['ypcs

Obligations o1'

I)ublic authorit ies

Exen.rptions/Grounds
tbr Re.jections

Central/State
Commissions

Making Repons
firr RTIs

7o Arvareness < 50o,ir
lso-i 

s"," >75% .150o./o 50-7-5'l/" >15l,h <50% 50-75"/" >7 5Y. <5 0ni, 50-75qr >150/o

Pl.Tick 4
N

Po
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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 ( I00%) Almost Always (95- I 00%) Moslly (90-95%) 85-90% Less than 85%

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

Filed For the University Filed Against the University

6. Grievances Handling

6.1 Does your Section receive grievances/complaints fiom Stat?Students? (Pl. Tick)
On Adm inistration On'['eachers On Studcnts On Specific functionaries

From StafT

From Students

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

since receipt of the Grievance/complaint)

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

From Staff
From Students

6.3 Was there any appeal to your higher officials against thc 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?

Suggcstions Soughl Weeklv Monthly Annua lly

From Staff \-"
Fronr Students

7 General Attitude/ Aptitudc / Aptitude for (lT) Enhancenrent

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

both!

Range >7 5'Yu L.t' 5t-75% 26-50%

Appeal to Higher
Of ficials b1'

On Administration On Teachers On Students On Specific Personalities

SratT

Students

pability since last NAAC accreditation to this time?7.2 Horv nruch you have enhanced IT

V 4l --50'Zn 31 -40"L' :30%Range > 50Vo

>250h
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7.3 How much you have enhanced their Overall capability since last NAAC accreditation to this
time?

Range >40Yo 2t-30% < 20Yo

Specific Remarks:

jlf," ft" Plr*,^rt h utrt(. u;lt" DuY ()alv,rrlj

auttorthq .

r.r,\t^J\a^r

7 q^ u"[ h^U lo b<- \art a^-J LrnF-

Date

Place:

I
S f the Employee

Director. IOAC
DtnECT-O?

lnt3.31 
-Q-ualitv 

Assurance Cell (leAC)
YIKRAII,A SIIT'HAPuR! U ryERs,rY

flELLORE _ 524 32{

t.*
pg5t"srp13'l'-

VItNAilA SIilIHAPURI UIIIVERSITT

NELLORE.524 320.

6.,*---\f,--.N
DEPUTY iEGISTER

D[ectatatc ot oistanc? F r,,,:1ti.n
Srl Vcrkalcsw.ra Uni.,. .,y

fliUPATl-51 7 5.2
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3t-40%

P-f-:- a."aax

"*1?:lixJf,:ffffRh,(ADAPA-516005.


