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VIKRAMA SIMHAPURI UNIVERSITY,
NELLORE, ANDHRA PRADESH

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

D\rilrg 2OL9-2O22.

The administrative audit is to ensure eff'ective performing of specific functions/responsibilities by

administrative staff canied out with a focus on involvement to adhieve 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

A, Ho-. Lrn; Q."^,rk^-

3_

1.7 Qualifications

Qualification H.g.

&)

il$lov

. Job-Execution: Process and Functions

.l Allocation ol Duties and Responsibilities

9r.,m Targets/Time limit fixed fbr your Section's activitiessz'i?J

Sc.,_ l.S.c

2

2

S

o2- 62_ D o

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

Provide ldeas Serve as a Resource person Develop Draft Policy

I . I Name ol the Employee

I .2 Designation 'It-r.rafor Ail^,1^-,1-
I .3 Educational Qualification H. gc., tBr" -"t^rr*ir[v)

Sections

R.f_\Irc

a202L-22

2019-20
2020 21

I .5 Datc of joining
o< [^r I

r
2,rr I &,

tn l^l I r^ r'pI .6 Date ol Retirement

2oo9 LooL Lrs6+Year Lt tt

Tin.re
Franre done

Proactive Job
allocation

5 v; nr /S+;,lu

Prdgress
Periodic Review

S lackness Handled Addl. Responsibility

oo

No. of Files to
be clear daily

No. of
Notes
process&
expidite

Draft
to

No. of Staff to
Involved in work-
flow

oZ of works
be done as

plan

to
per

Arrangement for
Staff on leave

(,f
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I .4 Experience in administration (Years and
Fields like Examinations. R]'ls. VC
Section. Admission. Finance. etc.
(Upto 4 difL experience areas)

Note: Most questions belot' be ansrvered by Tick Marks; PI. do the same in the boxes given.

l

Cite Instances

Years



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

9

2.4 General Flexibility to Excel exist

2.5 Conrmunication by your Supenor

2.6 Motivation rovided to you

2.7 Method of Reporting olthe activities carried out in your Section

3. Office Administration Work:

3.1 Do you draft the corres ponder.rce/circulars/notes ctc. loursellor take the l.relp ol your superiors'?

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

3.3 Are inward and Outward J'apal Regis ters maintained in your Se on? (Check the tught Cell)

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

3.5 How many days of leave were availed by you in the t 36 rr.ronths? 4

3.6 Do you work on holidays1off the ol1ice hours?

No. of Holidays worked in the I

Day Stafts with Task Talks Oral/Written Instructions Persuasive mode Prolessional Style

Y

Word of Appreciation Exchange Pleasantries Build Team Spirit

\L)

-YoThlough Proper
Channel

Directl) ro the
Head

Daily
Basis

Inward-Outward
Register

Min-Max Time tbr
Completion

Stress on Confidentiality
Maintenance

Vo.r, Nro

Refer Past
Draft

Attempt
Fresh

Equip you with
Updates

Entrust the Task to
subordinates

-Yu e4

Date-* isc filin Conficlcntial lilin S cial tlles as VC/Re strar Seeks

Status lnward Outward
Maintained

Not Maintained

Routine
Letters/Files

Explanatory
Reports

First-time/ Fresh Replies to
Goverruttentscontent Rep()rts

Grievance
Letters\ ts L &r Ujith ir,

Casual Leave Duty
leave

Meen+tyl
Medical
Lear." /

Eamed
Leave

FN Permission of
I Hr.

0 4 A-tt I O Jarrt

oN Io oH ad s rwo ek d tl.reI-l av S 6J 1.1nto Sth b oLIv )'
rdiNo () Hf So da worked 1.I erh ast 6-) ol'11 n hs b LIIo uS bo nate)

our Subordinate -2oN Io oH ad worS ek d II the sa J n16 I-lo sth b
ast 3 6 months by your Subordinate -3

! o,t

High level task allocation
9c4

Y9

Seek Help from
Superiors

Yq Y9
-vP 

 (S-^"t-;
Topic-wise filing

Lr r-r\

AN Permission of
I Hr.
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Other (Pl. specify)DST/CSlR, etc.UGC/MHRD AP Govt APSCHETo Whom Meant
IrAr&a tJ-{
r J-.rrt.l^-^.r rJ-"...r

Days
Taken Special

3.8 Do you follow the ''Fi e S" (Sort. et in Order. Shine, Standardize, and Sustain) system in

upkeep of machines/equipments/consuurables etc.?

3.9 Holv many subordinates work under your superior?

Sr.rbordinate Type Ternp. Staff Office subordinates Junior Assistants

Nos ol

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

5. Legal Matters
5.1 Extent of your 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 Standardizc Sustain

Machincs/ Equipnlents qe) Vr.) tu Vpa '1 a,\

Consumables/Stationery Ivr, Vl) 9-r\ v r-5

Tick
Here

Tick
Here

AlternativeAlternativeIssues

Yes No4.1 Do you prepare any budget for your Section?
ParlFu ll4.2 Are budgetary allocations fully spent or partially spent?

onth
s than a

Month
ore than a4.3 Time taken by your Section to process the bills received

from Staff/Students
NoYes4.4 Do you follow- up the bills processed by you and sent to

other Sections?

NoYes4.5 Have you ever suggested simplification of procedures i
bill processing?

4.6 Have you ever suggested measures to achieve econom

and efficiency in your Section's activities?

Docurneni Types University's Act Ordinances Statutes Regulations

7o Awareness <50% 50-75% >750,0 i50,n 50-7 50/" >'7 50/n .50o/o 50-750n >7 5o/o < 50o/o 50-75o/" >'7 5o/o

P l.'l'ic k t/

Document
Types

Obligations of
Public authorities

Exemptions/Ground
for Rejections

Central/State
Commissions

Making Reports
for RTIs

7o Awareness <50% 50-15",'o >'159b <509i, 0-750./o '7 5,Ji 50o./o 0-'150/o '7 50n <oufutsu" ltsv"
Pt.f ick
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No

Routine

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



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- I 00%) Mostly (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 Universitv lFiled Against the university

6. G ricva nces Handling

6.1 Does your Section receive grievances/complaints fiom Staf?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 C or C On Administration On Teachers On Students On Specific Personalities
From Staff x
From Students u.rtl$. f rz.. tr.l-r A

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
improvement?

Suggestions Sought Weekly Monthly An n ua lly

From Staff
From Students

7 (leneral Attitude/ Aptitudc / Aptitudc Ibr (lT) Ilnhancement

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

Range >7 sYo 5 | -7 5o/o 26-50% >25Yo

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

Range > 50Vo 4t-50% 3r-10% < 30o/o

On Adnlinistration On Teachers On Students On Specific functionades
Fronr Staff
From Students

Appeal to Higher
Officials by

On Administration On Teachers On Specific Personalities

StatT NiL
Students N ( L
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On Students



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

time?

Range >40o/o 21-30% < 2004

Specific Remarks:

AA**-jly.f,-
(r .rrL't - t"'t{

'r.r '&,O Vikr,wrn. J;r't
it}| tMrrr h 14 '1 ().m

at^fr,a ,i k z,t zn\^{-- ,^.-*l ^,vnu,L{
r)vyyr W^f

16 <L{+^r,,^L,-

WL)t

il 
fra 

,*
*^t "'',J J,A A:t iklh , L

,.t
T

Uo*t, fldh^t ,"*.4 t*-K6J
';^t
TU

k
r,iM LLw r,1I , t4

1l-^ki,-,-I

l..:ri il cf '\!L *1 4!p,,

l,,rtrr
A ,**r

Signature of the Employee

-) t-

Place: p " tt rr {t-

Dircctor, IQAC

DIRECTOR
lntemat Quality Arurance Cell (leAC)

VIKRA!'A SS'HAPI'R T'}WERSTTY
xELtoRE - 524 324.

*.w".
vrxnm-$ffiIfiffirvensrw

OEPUTY BEGISTER

0lrocl0ralc ot olslance f drtcation

srr uonkatoswara UEiu"lstry
TIRUFITI'5t7 502

P s,;*-,

N

ASSISTAMT R EGISTRA
YOGI VEI!'IANA UNIVERSITY
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I(AOAPA - 516005.

31-40%

Date:

6-
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VIKRAMA SIMHAPURI UNIVERSITY,
NELLORE, ANDHRA PRADESH

A,lr'lnlstratlve Audlt of Regula; fidrrrlnlsflaftve Stalf Only
(Library Assistant/Asst Engineer/Asst RegistlarlSuperintendent/Senior Asst/ Junior Asst)

Durtrg 2017 -2019.

The administrative audit is to ensure effective performing ofspecific functions/responsibitities 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 Targets/Time Iim fixed for your Section's activities

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

Provide ldeas Cite lnstances Serve as a Resource person Develop Draft Policy

5ak

l.l Name of the Employee rt^"*l 0xn, Q,-,,t<^r
1.2 Designation

-? tn -r htstL"*,V
I .3 Educational Qualification H, c.. , tR lo-c[.",rrk")
1.4 Experience in administration (Years and
Fields like Examinations, RTIs, VC
Section, Admission, Finance, etc.
(Upto 4 diff. experience areas)

Sections

2017-18 Pt-rrcY.o.r- ^^,4 Pt,-
pw.L-a*t 

^-.d PTa

I .5 Date ofjoining n?
I .6 Date of Retirement Iotoelr.,,-a

lotl 26 o? 2oo6 .Loo4
Qualification H' sc. 8.9c. r

gakt

Proactive Job

allocation
Time
Frame done

Progress
Periodic Review

Slackness Handled Addl. Responsibility

'3ut"r- Aro;nIJ ftn^-. C*J ?l 11,,n

No. of Files to
be clear daily

No. of
Notes
process&
expidite

No. of Staff to
Involved in work-
flow

% of works to
be done as per
plan

Arrangement for
Staff on leave

o{ o) o2- fo /o
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mportant two

(gr

@

Years

2018-19

bA hla-

1.7 Qualifications Year

S .S.c

Draft
to



2.4 General Flexibili ty to Excel exist

2.5 Communication by your Superior

2.6 Motivation ded to ou

2.7 Method of Reporting ofthe activities carried out in your Section

3. Office Administration Work:

you draft the correspon dence/circularVnotes etc yourselfor take the he lp ofyour superiors?

3.2 t is the system of filing ln your Section?

J.5 INward and Ou Tapal Regi sters 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 ofleave were a AI Ied by you i last 24 monthsn ?

3.6 Do you work on holidays/off e office h urs?

to be'SMART, F ln One-orgl mti e E lTors ettiS n Exam sIe onep se fby

Day Starts with Task Talks Oral/Written Instructions Persuasive mode Professional S Iety(,)

word fo A atI onIpprec Hi tieI Ive altask Igh oca on Exchan ge Pleasantries Build Team Spirit

Through Proper Daily
asts

lnward-Outward
Register Completion

-Max Time for on Confidentiality

-5

Refer Past
Draft

Attempt
Fresh

Equip you with
U Su enors

Seek Help from Entrust the Task to
subordinates

To ic-wise filin Date-wise fili Confidential filing
SeeksS al Iesfipec as C/Re

Inward Outward
Maintained
Not Maintained

No. of Holida orked thln J 6 mon srh ouvby
day by bordina

oN ofHo s rkewo lnd th Ias t 6J months our Suv te
No. of Holida

ur Subordinate -2
orked the last om n ths

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

Routine
Letters/Files Re rts

Explanatory First-time/
content Re

Replies to
Govemments

Grievance
Letters( i_ L\:?thf"r

O \,.\r hrar-.I(_

Casual Leave Duty
leave

Matemiry/
Medical
Leave

Eamed
Leave

FN Permission of
I Hr.

AN Permission of
lHr.

l8 S
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3.1 Do

Freedom

Vu

Directly to the
Head

\a4 \ e-t
AJD

Status

Fresh

last

-t
m 36



To Whom Meant UCC/MHRD AP Govt. APSCHE DST/CSIR, etc Other (Pl. specifr)
Routine s- b lJ..4,r I J^4 lJ-".JDays

Taken Special t&q t.l^" t J--,
3.8 Do you follow the " ive 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

Nos. ol

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

Here
Altemative Tick

Here

4.1 Do you prepare any budget for your Section? No

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

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

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 ir
bill processing?

Yes No

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

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 No v,'

Upkeep of Sort Set in Order Shine Standardize Sustain
Machines/ Equipments Yoa Y,. Yrl Y9 Yt1
Consumables/Stationery Yol Va^ qa^ \J,Q,\

Document Types University's Act Ordinances Statutes Regulations
o/o Awareness <50o/o 50-75o/o >7 sYo <50o/o 5G',150/o >7 s%o <50o/o 50-7 5o/o >7 s%o <50o/o 50-75% >75o/o

Pl.Tick

Document
Types

Obligations of
Public authorities

ExemptionVGrounds
for Rejections

Making Reports
for RTIs

o/o Awareness <50o/o 50-7 50/o >7 5Yo <50Yo s0-75% >'l5Yo <50o/o 50-7 50/o >7 5o/o <5lYo 50-7 5o/o >7sYo

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

Junior Assistants

lves

ll-ess than a

[vontrr

l"*

Central,/State
Commissions



5.4 Do you take legal notices/Court judgments etc. immediately to the notice of your SuperiorOfficers? (Please Tick)

5.5 Have you ever filed any Iegal suit for or against the Universi

9s-t00y0Almost Always Mostly (90-95% 85-90% Less than 85%

6. Grievances Handling

6.1 Does your Section receive

ty? (Tick if done)

evanceVcomplaints from Staff/Stu dents? (Pl. Tick)
gn

6.2 What is the time limit
since receipt ofthe Grievan

to. handle.such grievances/complaints? (State in No. of working Days
celcomplaint)

6.3 Was th
grievances

ere any appeal to your higher officials against the decision of your Superior in respect ofhandling?

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

Suggestions Soughr Weekly Monthly
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 forbothl

-Brlse
>75o/o 5t-75% 26-s0%

7.2 How much you have enhanced IT c

Filed For the Univers iled Against the Unive6ity

On Administration On Students OnS fic functionaries

From Students

Time for G or C: r Administration Teachers Specific PersonalitiesFrom Staff
From Students

Appeal to Higher
Officials by

On Administration On Students OnSpecific Personalities

Staff
Students

NTL

apability since last NAAC accreditation to this time?
>50o/o 4t-50% < 30o/o

Always (100%)

An n ua lly

>25o/o

On Teachers
From Staff

On Students

J-.....r"i {b f^,^, r^

On Teachers

Lri
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Range 3t-40%



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

time?

Range >4004 3t-40% 21-30% < 20Yo

Specific Reqa&s:

A Jvntxrk"n.^' 6d ,rrnil*o -t .

t, h LA cjY- W ,l ! rppurt'*

k .emls.w+ oLt( wotki^r
:J I

,*re

") {o,

Ar^!A","il sk"llj , i
#",.r,l

\ry"rv

w*0"

t9,

lL'a Vi'kr..r17.o.. S=^'!.*p",* Llrt*4i
r.nr,rh .\4 i (an ,*ky y

7r*.1tr"|

rl*
u

,-")

skilt

tL.^K

6" N

1
a^'Lll-

/t rf\

L c) v\{-T

Date:

Place:

Director, IQAC

DIRECTOR
Intemal Qudity Alsuraoce Cell (IQAC)

VKRA A lqfHAPt'RI I'NIVERSITY
IIELLORE ' 524 32'l'

q tvil ( ',1*'--^'1

oiL

A'w1tl'ira 
P-\^--

Signature of the Employee

i

VlKRAtt4A Sll,lHAPURl
NELLORE.s24 320.

' S"^o'
ASSISTANT R

YOGIVEMANA
KADA.PA.

EGISTRAR
UNIVER
516005.
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DEPUTY REGISTER
Dlrcctotatc ol Dlstanc? F''

Srl Vcnkateswala Uni!'
TliuPATI-51 7 s'2


