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VIKRAMA SIMHAPURI UNIVERSITY,
NELLORE, ANDHRA PRADESH

Administrative Audit of Regurar Administrative stalf onry(Library Assistant/Asst Engineer/Asst Regii*ar/ superintendent/ s."i.. a""tf J"'"ior Asst)
Dl!rl!;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 andpurpose of the
university. The audit includes incuning 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 Ma rks; Pl. do the same in the boxes given.

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

Proactive Job
alFoetianaa\

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

2.3 Assistance to Section Head in evolvi

l.l Name of the Employee f{o,o MA^N Y.A \q
L2 Designation

I .3 Educational Qualification M"A.
Years Sections

h(tl,u,"'.
2020-27 E

I.4 Experience in administration (years and
Fields like Examinations, RTIs, VC
Section, Admission, Finance, etc.
(Upto 4 diff. experience areas) 2027-22 c-
1.5 Date ofjoining

O 1 -D-l' )oll,
I .6 Date of Retirement is-D6- )o

Year D-o\l l1q1
I .7 Qualifications

Qualification MAcTct) GA Ptc SSL

Time
Frame done

Slackness Handled Addl. Responsibility

5u ^t\ Aa.!t B }rAr M
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
be done as
plan

to
per

Arrangement for
Staff on leave

_ls o\ 1fr
Provide Ideas Serve as a Resource person Develop Draft Policy

L.---
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ng policies for your Section (Pl. Tick, most important two)

t

2079-20

a-oo L

Progress
Periodic Review

Td/€{rt-

\)\ r\
Cite Instances

L/'



Setti fneseoSleExam byn p
SErrornlenO tlroF lngFreedom to be 'SMART'

,,," Y(t\

2.4 Ceneral FlexibititY to Excel exist

2.5 Communication bY your SuPerior

2.6 Motivation Provi ded to ot-I.

2.7 M od of Reporting of the activities carried out in Your Section

3. Office Administration Work:

u draft the colrespo ndence/circulars/notes etc' yourself or take the hel ol your superiors?
3.1 Do yo

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

J.3 Are inward and Outward TaPal Registers mal ntained in Your Secti n? (Check the Right Cell)o

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

Routine
LettersiFiles

3.5 llow manY daYs of leave were av led by you in iast 36 months?

35 Do you work s/off the office hours?

Stress on Con fidentiality

Com letion
Min-Max Time for

Re ster
lnward-OutwardDaily

Basis
Directly to the

Head
Through ProPer

Channel -9

Professional StylePersuasive modeOral/Written Instructlons
Day Skalk TTrh AStartsS

Build Team SpiritStrleIeasanPeCx hanEnoatIcal otaskeveII ghWord ol APPreciation

c!

Entrust the Task to

subordinatesrIOTSSu
Seek HelP from

Updat CS

Equip you withAttempt
Fresh

Refer Past

Draft
)&\

S kseSestrarC /ReASSh eConfidential filinDate-wise filin'l op ic-wise tilin
A

OutwardInra'ardStatus

Maintained

Not Maintained

Grievance
Letters

Replies to
Govemments

Fresh
rts

First-time/
content

ExplanatorY
Reports S\r\-(aI

AN Permission of
1Hr.

FN Permission of
1Hr.

Eamed
Leave

MaternitY/
Medical
Leave

Duty
leave

Casual Leave

39
) otlbSnthn]06AS Jterhndcorkda SHi o()oN

our Subordinate -1
SrhoII'I l16J byastl1 thl' edkSoH daiooN

our Subordinate -2
No. of Holida bhsontm61las JII Iit erk dwo

by your Subordinate -3
the last 36 monthsNo. of HolidaYs worked in

on holidaY

Maintenance

}{\ Yn-l,

Y{\

--f-&{A-:}r1t

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

3.8 Do you follow the "F e S" (So Set in Ord , shine, Standardize, and Sustain) system in
upkeep of machines/equipments/consumables etc.?

3.9 How many subordinates work under your superior?

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

5. Legal Matters
5. I Extent of your awareness of the Universi ty's Act, Statute s, Ordinances and regulations?

5.2 Are you conversant with the basic provisi ons of Right to Information Act, 2A05?

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

To Whom Meant UGC/MHRD AP Gor.t. APSCHE DST/CSIR. etc. Other (Pl. speci
Routine u b s{o6 2-]q r-5Jd4rDays

Taken Special I

)-AdI1r' lMrrI )-J-or I

Upkeepof Set in Order Shine Sustain
Machines/ Equipments ,ce' YL\ F/.A y..9'
Consumables/Statione ry "lr\ V.^, \l,\ *r 1#{

Subordinate Type Temp. Staff Office subordinates Junior Assistants

Nos o

Issues Altemative Tick
Here

Alternative Tick
Here

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

ti24 bAre ud e alloca no S 1ful rtary o iall Sv part v pent Full Part

y your Section to process the bills received4.3 Time taken b
liom SraffTStudents onth

s than a \."' Month
than a

ow- up the bills processed by you and sent to
other Sections?
4.:l Do you foll Yes No

4.5 Have
bill proce

you ever suggested simplification of procedures
ssing?

Yes \.r' No

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

4.6 Ha

Y&^

Document Types University's Act Ordinances Statutes Regulations
o% Awareness <5UYo 50-7 5yo >7 sYo <50Yo 50-7 5% >7 5Yo <5lYo 50-7 s% >75Yo <50Yo 50-7 50/o >7 5o/o

PI.Tick v,' \,,,' \-" 1"..'

Document
Types

Obligations of
Public authorities

Exemptions/Grounds
for Rejections

Central/State
Commissions

Making Reports
for RTIs

o% Awareness <5oyo 50-7 50/" >7 50 <5oyo s0-'7 5% >7 5yo <500 50-7 5% >7 5yo <500 50-7 5yo >7 50/o

PI.Tick Vr' \-" u--
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5.4Doyoutakelegalnotices/Cowtjudgmentsetc.immediatelytothenoticeofyourSuperior
Officers? (Please Tick)

I suit for or against the UniversitY? (Tick if done)

85-90%Mostl (e0-9 )5 oAlmost AlwaYs (9s-100%)Always (100%)

ited Against the University
Filed For the Universit
5.5 Have you ever filed anY lega

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)

6'3WastheleanyappealtoyourhigherofficialsagainstthedecisionofyourSuperiorinrespectof
grievances handling?

irlprovement?

Suggestions Sought Weekly MonthlY Annually

From StafT \.''
From Students

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

7'lHowoftenyouhaveplacedlnstitutionalinterestsabovepersonalinterestsatcriticaltimesfor
bothl

T capability since last NAAC accreditation to this time?

OnS c functionariesIOn TeachersOn Administration
L--''

From Staff v./''
Fron.r Students

n Specific Personalitiesn StudentsAdministrationTime for G or C:

!-From StafT

From Students

G Specific PersonalitiesOn StudentsOn TeachersAppeal to Higher
Officials by NLL
StatT LLStudents

l--26-50%5l-75%>7 504Range
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7.2 How much You have enhanced I

Range >50Yo \.,.'-lrqot
< 300

Less than 85%

-i.''

On Teachers

6.4DoesyourSuperiorfrequentlyconvenemeetingsinyourSectiontoreceivesuggestionsfor

On Students

On Adminisration

>25Yo

41-50%



Range >40Yo 31-40% 21-30% -1 < 2oo/o

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

time?

Specific Remarks:

*^^A r*\s"^ t U rar r:r-:xlV,\

W *&$^r
li-.\

^/\r-{

Date:

Itace: |\r-!.-LilQJ

\r$^"k-@-r.4
Director, IQAC

DIRECTOR
lntema Qrlity Aswaoce Cell (IQAC)

VIKRAMA StrHAR.,RI UN{VERSITY
xELLORE . 524 324.

\fs\

o&-"";.*r,tt r^I^*o

^f .\-U tIA

6-
DEPUTY REGISTER

Dhcctoralc ot oistancc Eaucaflon
$ii Vcnkatcswala Universiry

TIRUPATI-51 7 502

AS

REGISTRAR
VIKRAIiIA SIMHAPURI UNIVERSIIY

NELLORE.s24 320.

o't'.I- ".^^{

h\l-

?0"l'}).r *lFF-* L

of the Empl ee

.X*.

A

Page 5 of 5

YOG

o**Tt
,*$**

c\sqL d,U B".r *r..t* q

T. {J^;"^h*^*r

516005'



VIKRAMA SIMHAPURI UNTVERSITY,
NELLORE, ANDHRA PRADESH

Administrative Audit of Regular Administrative Stalf Only
(Library Assistant/Asst Ensineerr^;",:.H;[lyS^ferintenaent/Senior AsstT Ju'nior esst)

The administrative audit is to ensure effective performing ofspecific 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 elficiency and eflectiveness 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 limits fixed for your Section's activities

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

1.1 Name of the Employee N |{ R.oo 
^^^^&.^J6I .2 Designation

I .3 Educational Qualification M.A.
Years

201718
Sections.4 Experience in administration (years and

Fields like Examinations, RTIs, VC
Section, Admission, Finance, etc.
LI to 4 diff. ex enence areas

20L8-19 Fx-r,. ,t-^,. *liov.r
I .5 Date ofjoining OI-O-'\.',-ol1.1
I .6 Date ol Retiremenr io^ o6-t-ok\

q-Dll 9() bB tl'l r 'l\t e
I .7 Qualitications

rlr\ C'i{a) BA PAc-- oaa

Proactive Job
allocation

Progress
Periodic Review

Slackness Handled

,,$.r.r.^* ng* 5'Jvs. Guo"\ Tcl.fo/ -
No. of Files to
be clear daily

No. of
Notes
process&

Draft
to

Cxpidite

No. of Staff to
Involved in work-
flow

oZ of works
be done as
plan

to
per

Arrangement for
Staff on leave

0ts ov- 'l o') Y*5
Provide Ideas Cite Instances Serve as a Resource person Develop Draft Policy

,/ \/'
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Year

Qualification

'fime
Frame done

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

\,.t Ye! '1*l JA!

2.4 General Flc.xibility to Excel exist

2.5 Communication by your Superior

2.6 Motivatioll rovided to ou.

2.7 Method ofReporting of the activities carried out in your Section

3. Office Administration Workr

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

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

3.3 Are ward and Outward Tapal Registers maintained in your Section? (Check the Ri t Cell)

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

3.5 How m days of Ieave were availed by you in last 24 months?

3.6 Do you work on holidays/offthe office hours?

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

J.r> )A\ )rA

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

\*b JA r..l r8 )r,:
Through Proper
Channel

Directly to the
Head

Daily
Basis

lnward-Outward
Register

Min-Max Time for
Completion

Stress on Confidentiality
Maintenance

i-l/.J.
Yr-1 ^, a 9-j" .edA F\O

I

Refer Past

Draft
Attempt
Fresh

Equip you with
Updates

Seek Help from
Superiors

Entrust the Task to
subordinates

*l"L J.(^ r'l^ 'ii-\ )A

Topic-wise filing Date-wise filing Confidential filing Special files as VC/Registrar Seeks
-1A\ t lr-\ tf'".,". J<,r

Status Inward Outward
Maintained J.l j.r-r
Not Maintained

Routine
LettersiFiles

Explanatory
Reports

First-time/ Fresh
content Reports

Replies to
Governments

Grievance
Letters

I e$lt Z tr \ Asuq[, \ do! I f: r-{0"11 g1^[ l"{r4

Casual Leave Duty
leave

Matemity/
Medical
Leave

Eamed
Leave

FN Permission of
'lHr.

AN Permission of
Ilft.

)_1 6 Hvs, L t\vs.

No. of Holidays worked in the last 24 months by you X dCqL
No. olHolidays worked in the last 24 months by your Subordinate -l 8.to.{At
No. olHolidays worked in the last 24 months by your Subordinate -2

I

No. of Holidays worked in the last 24 months by your Subordinate -3
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To Whom Meant UGC/MHRD AP Govt APSCHE DST/CSIR, etc. Other (Pl. specify)
Routine )-t., \tqt 3\ l"qr 3\ A{ut}Days

Taken Special I lsrl.' 1 to-{ I\ Astt

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

3.8 Do you follow the "Fi S" (Sort, tinO , 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 Olfice subordinates Junior Assistants

Nos o2_

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

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

5.2 Are you conversant w-ith the basic provisions ofRight to Information Act,2005?

5.3 Are you dealing with legal suits filed by or against the University? Yes l.}+d

Upkeep of Sort Set in Order Standardize Sustain
Machines/ Equipments r.\ 'la Y^\ Jtt YtA
Consumables/Stationery Y.L\ Yr-'. ^.lrl Yrt r^I

^y

Issues Alternative Tick
Here

Altemative Tick
Here

4.1 Do you prepare any budget fbr 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
from StafflStudents

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
bilI processing?

Yes No

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

\./

Document Types Universitv's Act Ordinances Statutes Regulations
o% Awareness <50Yo 50-75o/o 

?isyo
<5UYo 50-'7 50/o >7 s%o <5llo 50-'l5o/o >7 50 <5}o/o150-7 5Vo >7s\o

PI.Tick 4 \/' 4
Document
'I ypes

Obligations of
Public authorities

Exemptions/Grounds
for Rejections

Central/State
Commissions

Making Reports
for RTIs

oZ Awareness <50Yo 50-7 s% >7 5Yo <5oyo 50-7 5% >7 sYo <50o/o 50-7 5% >7 sYo <51Yo 50-7 5% >7 5o/o

Pl.Tick L--' \..-.
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5.4 Do you take legal notices/Court judgments etc
Officers? (Please Tick)

immediately to the notice of your Superior

Alwa s (100%) Almost Always (95-100%) Mostly (90-95%) 85-90% Less than 85%
L-.-''

5.5 Have you ever filed any legal suit for or against the University? (Tick ifdone)
Filed For the Universit v Filed Against the University

6. Grievances Handling

6.1 Does your Section receive grievances/com plaints 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 olthe Grievance/complaint)

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
improvement?

your Section to receive suggestions for

Suggestior.rs Sought Weeklv Monthlv Annua lly
From Staff
Fronl Students

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

both!

On Adminisnation On Teachers On Students OnS cific functionaries

From Students \-.,''

Time for G or C: On Adrninistration On Teachers On Students
From Staff qe_
From Students ,i"Sr^' A,-\_

Appeal to Higher
Officials by

On Administration On Teachers On Students On Specific Personalities

Staff
Students NIL

Range >7 50A 51-75% \-..,- 26-50% ->25Yo

Page 4 of 5

ou have enhanced IT c ability since lasl NAAC accreditation to this time?7.2 How much y

Range >5j%o \.," 41-s0% 3t-40% J <toN

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

From Staff

On Specific Personalities
An^s

t2tt_



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

time?

Specific Remarks:

P**
.[ri^^ \W\

,,-i\!.' }..tt$
HEf "'l^i.\ to-

?a-\r-!J\r\
a

-"\ h

t *-l.A y.,-'{
rCS{<-

I*r<

NI U^\ A "[.* *t-"\fr

l;rr.Jo t!^r

t"r\
"t

*(-.!,t *\t^

Date

Place

fjt" -,Le--@-*<

of the Empl

*"N",
REG]STRAR

YII(RAilIA SIMHAPURI UNIVERSITY
NELLORE-52'| 320.

Director, IQAC

DIRECTOR
lntemat Quality Asurance Cell (IQAC)

VIKRAMA W}IAPIJFI UNIVERS]IY
TaELLoRE - 524 324.

6"
DEPUTY BEGISTER

Dir cctorate ol 0istance Fdrroallon
$r, VerkptaBwrrt t,htv?tfllv

TIRUPATI-s17 q42

A

. S;.,
ASSISTANT REGISTRAR

YOGIVEMANA UNIVERSITY

>40Yo 3t-40% t-/ 2t-30% 120%Range
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