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

Dtlrio,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

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

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

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

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

I .l Name of the Employee s.Gaudki
I .2 Designation a.rdr* A*slsto^l-
I .3 Educational Qualification b.u.
I .4 Experience in administration (Years and
Fields like Examinations. RTIs, VC
Section, Admission, Finance. etc.
(Upto 4 diff. experience areas)

Years Sections
2019-20
2020-?l
2021,-22

1.5 Date ofjoining
0

L6 Date of Retirement A-06-2dr1
L7 Qualifications Year a00k 2.ooq 200L

Qualilication 63c 93c

Proactive Job
allocation

Time
Frame done

Progress
Periodic Review

Slackness Handled Addl. Responsibility

Junfur', lai.tonf ' I Wt:,s Gool

No. of Files to
be clear daily

No. of
Notes
process&
expidite

Draft
to

No. of Staff ro
Involved in work'
flow

oZ of works to
be done as per
plan

Arrangement for
Staffon leave

0f OL 10% YOA

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

veA YeA

2.5 Communication by your Superior

2.6 Motivation provided to oLl

2.7 Method of Reporting ofthe activities carried out in your Section

3. Office Administration Work:

3.1 Do you draft the correspondence/circulars/notes etc. yoursclfor take the help ol your superiors?

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

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

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

3.5 How y days of Ieave were availed bv vou in e last 36 months?

3.6 Do you work on holidays/offthe office hours?

No. of Holidays worked in the last 36 months by you lo dat+q
No. of Holidays worked in the last 36 months by your Subordinate -l {
No. of Holidays worked in the last 36 months by your Subordinate -2
No. of Holidays worked in the last 36 months by your Subordinate -3

Professional StyleOral/Written Instructions

Yt)e)
Persuasive mode

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

Ye) lu va
Through Proper
Channel

Directly to the
Head

Daill
Basis

lnward-Outward
Register

Min-Max Time fbr
Completion

Stress on Confidentiality
Maintenance

Vr-8 Yc.A YU YU I *o2daL

Refer Past
Draft

Attempt
Fresh

Equip you with
Updates

Seek Help lrom
Superiors

Entrust the Task to
subordinates

YL8 Yu YU YU Yu
Topic-wise filing Date-wise filing Confidential filing Special files as VC/Registrar Seeks

Y?' YO\ yu

Status Innard Outward
Maintained Yq YA
Not Maintained

Ror:tine
Letters/F'iles

Explanatory
Reports

First-time/ Fresh
content Reports

Replies to
Governnents

Grievance
Letters

t dlt* t hz dillt L A-q,\ I 1o L.1"# I -lo 2 4sa1

Casual Leave Duty
leave

Matemity/
Medical
Leave

Earned
Leave

FN Permission of
I Hr.

AN Permission of
1Hr.

24 oh og
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To Whom Meant UGC/MHRD AP Govt. APSCHE DST/CSIR, etc Other (Pl. speci )
Routine tdd4 I dol1 I dotlDays

Taken Special I dalr t dr+ tdil
3.8 Do you follow the "Fi e S" (Sort, Set in Old r, Shine, Stiurdardize, 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. OL .D,

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 provisiolrs of Right to Informatior.r Act,2005?

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

Upkeep of Sort Set in Order Shine Standardize
Machines/ Equipments V18 vu Yet va va
Consumables/Stationery VOJ \10-9. v19 yu Y0)

Altemative Tick
Here

Tick
Here

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

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

e taken by your Section to process the bills received4.3 Tim
lrom Staff/Students onth

ss than a V ore than a
onth

.4 Do you follow- up the bills processed by you and sent to4

other Sections?
Yes No

4

b
.5 Have you ever suggested simplification of procedures i
ill processing?

Yes No

ve you ever suggested measures to achieve econom
and efficiency in your Section's activities?
4.6 Ha yu

Document Types University's Act Ordinances Statutes Regulations
<5oyo s0-75% >'7 s%o <5j\o 50-'7 5% >'7 50/o <50Yo 50-7 s% >7 5o/o <500 50-7 5yo >75yo

Pl.Tick \/

Document
Types

Obligations ol
Public authorities

Exemptions/Grounds
for Rejections

Central/State
Commissions

Making Reports
for RTIs

oZ Awareness <5OYo 50-75% >'7 sYo <50Yo 50-7 5% >7 5Yo <5oyo 50-7 5% >7 50/o <5lyo 50-7 5% >7sYo

Pl.Tick
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3.7 what is the time limit your section takes to respond to the Government communications?

Sustain

Issues Alternative

o% Awareness



5.4 Do you take legat notices/Court judgments etc
Officers? (Please Tick)

immediately to the notice of your Superior

Always (100%) Almost Always (9s- 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 Universi tV Fiied Against the Universiry

6. Grievances Handling

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

From Staff
From Students \./

6.2 What is the time limit to han
since receipt of the Grievance/com

dle such grievances/complaints? (State in No. of working Days
plaint)

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

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

Suggestions Sought Weeklv Monthly Annually
From Stafl \./'
From Students

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

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

3q!9. >7 50h \./ 51-75% 26-50% >25Y0

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

On Administration On Teachers On Students Specilic Personalities
From Stalf
From Students

Appeal to Higher
Officials by

On Administration On Teachers On Students On Specifi c Personalities

Students
No
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7.3 How much you have enlanced their Overall capability since last NAAC accreclitation to this
time?

Range >40Yo

Specific Remarks:

Date

Place: 5.lEt-loPE-

3t-40%

s,*,:
AS9ISTANT

2t-30%

REGISTRA

< 20y,

.adnfr^rsltat-n 1S 
Vood ^4 a,ulAoc;ltU 

^\e wht- s,lpttlvt
)o. eahano_ oal looahlrV sUltk- |an "iil"fr vry yrludn i

^Id 4[^^b{! 11 4*n u* + lq sf^-qtr m*;t";, tn ta
j-..,:nt"e{s1 .'r wtLt V* ^tr Su/N aa nucAaT lc^6.
, 

t nnnwT fou ,

DIRECTOR
lnterna^r 

-Qrality Arsuraoce Cell (leAC)
vr<RffuA s$fftlpt,E tr.nvenirw

ItELtoR€ . 524 324.

-/!k-
i gn afure' o f the E mpl oyee

*.N^, ;

VIKRAIIIA$ffi5,;;^,,,,
NELLORE.524 320.

S

A6t

'r;r1il:'ll#;,:JJ,."lxu,

f
YOGIVEMAN A UI.IIVERSIT/

I
I
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VIKRAMA SIMHAPURI UNIVERSITY,
NELLORE, ANDHRA PRADESH

The administrative audit is to ensure effective perflom.ring of specific functions/responsibilities by

administrative stali carried out with a focus on involvement Lo achiei,e 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 belorv be ansuered b1'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 Iimits fixed for your Section"s activities

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

Provide Ideas cite Instances Serve as a Resource person Develop Dralt Policy

\/t'

1.1 Name of the Employee s'Goqqlhri
1.2 Designation t,oniXr A.s?clanl|

B.Sr .

1 .4 Experience in administration (Years and
Fields like Examinations. RTIs. VC
Section, Admission, Finance. etc.
(Upto 4 diff. experience areas)

Years

20t7 -18 rf,nantc gctaa
2018- 19 Frronu gcfron

03-06-2ol+
1 .6 Date ol Retirement 30- 06 -2o+1
1.7 Qr.ralifications Year 200E A-od+ aaoa

BSC
j^letn ArAr Sgc

Time
Frame done

Progress
Periodic Review

Slackness Handled Addl. Responsibility

funlor Ar:islaol 5 YeeJvL Goul

No. of Files to
be clear daily

No. of
Notes
process&
expidite

Draft
to

No. of Staff to
Involved in work-
flow

7o of works to
be done as per
plan

Arrangement for
Staff on leave

0s o2- &o'/- Y?a
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Administrative Audit of Regular Administrative Staff Only
(Library Assistant/Asst Engineer/Asst Registrar/ Superintendent/ Senior Asst/ Junior Asst)

Drrting 2017 -2OL9.

1 .3 Educational Qualification

Sections

L5 Date oljoining

Qualification

Proactive Job
allocation



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

ya Ya yfJ

2.4 General Flexibility to Excel exist

2.5 Communication by your Superior

2.6 Motivation provided to you

2.7 Method ofReporting ofthe activities carried out in your Section

3. Office Administration Work:

3.1 Do you draft the correspondence/circulars/notes etc. yourselfor take the help ofyour superiors?

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

3.3 Are inward and Outward 1'apal Registers maintained in yor-rr Section? (Check the Right Cell)

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

3.5 How many days of leave were aval led by you in the last 24 months?

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

No. of Holidays worked in the last 36 months by you SAarA
No. of Holidays worked in the last 36 months by your Subordinate -1 0

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

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

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

ye8 YU Ya)

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

>t2 Yc-b aa
Through Proper
Channel

Directly to the
Head

Daily
Basis

Inward-Outward
Register

Min-Max Time for
Completion

Stress on Confidentiality
Maintenance

YLL YLL YeJ 2to 3 d,4L 
I

Ref'er Past

Draft
Attempt
Fresh

Equip yor.r with
Updates

Seek Help fiom
Superiors

Entrust the l'ask to
subordinates

Yql YU ya Ye-s Y8A

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

Yu Ye8 aet

Inward Outward
Maintained Y?) VaA
Not Maintained

Routine
Letters/Fi1es

Explanatory
Reports

First-time/ Fresh
content Reports

Replies to
Governments

Grievance
Letters

I ,'1^t-) 2-Z'lo 3 l+o2d l +o Zddl

Casual Leave Maternity/
Medical
Leave

Earned
Leave

FN Permission of
1Hr.

30 og o-'1
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leave
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Other (Pl. specify)DST/CSIR. etcAP Govt. APSCHEUGC/MHRDTo Whom Meant

I l-loz&'t 1I +oLdc,4Routine

t -aza,JlIt +" zdoltSpecial

Days
Taken

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. S t in Order. hine. Standardize. and Sustain) system in

upkeep of machinesiequipments/consumables etc.?

3.9 How many subordinates work under your superior?

Subordinate Type Temp. Staff Office subordinates Junior Assistants

Nos. o3 ol

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

5. Legal Matters

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

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

5.3 Are you dealing with legal suits filed by or against the University? Yes 0+6

Upkeep of Sorl Sct ir.r Order Shine Standardize S ustair.r

Machines/ Equipments Ve.\ ae\ Yag YLL Y'€.!,

Consumables/Stationery YoA ta Yu YTA ye-l

I ssues Alternative Tick
Ilere

Alternative Tick
Here

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

4.2 Are budgetary allocations fully spent or partially spent? Fu ll Pan

4.3 Time taken by your Section to process the bills received

from Staff/Students

Less than a
Month

More than a
Month

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

other Sections?

Yes No

4.5 Have you ever suggested simplification of procedures i

bill processing?

Yes

4.6 Have you ever suggested measures to achieve economy

and efficiency in your Seclion's activities?
YCL

Document Types University's Act Ordinances Statutes Regulations

7o Awareness <5OYo 50-7 5% >'7 slo <50o/o 50-7 5% >7 sYo <50o/o 50-7 5% >7 5o/o <50Yo 50-7 5o/o >75Yo

Pl.Tick

Document
Types

Obligations ol
Public authorities

Exemptions/Grounds
for Rejections

Cenrral/State
Commissions

Making Reports
for RTIs

7o Awareness <5j%o 50-"t s% >'7 syo <50% 50-'7 5% >75Yo <50% 50-75% >75Yo <50Yo 50-7 5% >'7 5yo

Pl.Tick
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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- l00%) N{ostly (90-9596) 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. G rievances Handling

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

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

since receipt of the Grievance/complaint)
'fime for G or C: On Administration C)n Teachers On Students On Specific Personalities
From Staff wilttln 9t't wuk-
From Students

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

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

Suggestions Sought Weekly Monthly Annually

From Staff
From Students

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

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

Range >7 5o/o 5t-75% 26-50o/o >25Y0

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

Range >50Yo 41-50% 3t-40% 130%

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

Appeal to Higher
Officials by

On Administration On Teachers On Students On Specifi c Personalities

SratT No
Students
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7.3 How much you have enhanced their Overall capability since last NAAC accreditation to this
time?

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

Specific Remarks:

O us, Uirvergi lX &n? 
"irslwFan

+^ nvnral a^d ^L*yt ftavt'&t a.

+
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Secli'an,larn h^ftr

ip vua suepitia ad
,,, { liiut,,lo
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,48-
Signature df the Employee

Ien

Date:

Place: lrlelrtpG

Director, IQA

DIRECTOR
lntemat Quality Asurancc Cell (IQAC)

vlr$AillA StflAn R UlllvERSlTY
IIELLOiE - 521 32{

REEBTRAR\-
VIKRAI{A SIMHAPURI UNIVERSIIT

NELLORE.s24 320.

'*4*jiffir
A

S';.,
ASSISTANT REGISTRA

YOGI VEMANA L!IiiVERSIT'/
KADAPA - 516005.
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