
VIKRAMA SIMHAPURI UNIVERSITY,
NELLORE, ANDHRA PRADESH

Administrative Audit of Regular Administrative StaII Only
(Library Assistant/Asst Engineer/Asst Registrar/ superintendent / senior Asst/ Junior Asst)

Druting 2Ol9-2O22.

The administrative audit is to ensure efl'ective perlbrming of specitic functions/responsibilities by

administrative stalf carried out with a lbcus 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 lara's and regulations in force liom time- to- timc.

l. Personal Data

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

2. Job-Execution: Process and Functions
2.1 Allocation ol Duties and Rcsponsibilities

2.2 Targets/Time Iimits tlxed lbr your Section's act lvrtres

No. ol Files to
be clear daily

No. of Staff to
Involved in work-
llow

7o ol works to
be done as per
plan

. Arrangement lbr
Staff on leave

No. of
Notes
process&

Draft
to

e\ idite

)o Oz- {o ES

2.3 Assistance to Section Head in evolving po

v.slLt Ptztl*I .l Name of the EmploYee

ftsst sTa rlTvt,lolL
.Msc

1.2 Designation

l.i Educational Qualilicatiorr

Years

201-9-20 S €cT toPr.l ,N
Sections

as2020 2L

202L'22

1.4 Experience in administration (Years and

F ields tike Examinations, RTIs, VC
Section, Admission, Finance, etc.

(Upto 4 diff. experience areas)

13-ll- >ot1.5 Date of .ioining

3o - lo' t-os1
'2olf

+oBs.Qualification

I .6 Date of Retirement

L7 Qualitications

Proactive Job
allo

Addl. ResponsibilityS lackness Handled

oo D

Progress
Periodic Review

i P'/f*ESIJ't)J ,

Develop Drall PolicYServe as a Resource personCite instancesProvide Ideas
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licies for your Section (Pl. Tick, most important two)

*

OL

arA M l ^,^
F* a "t t ^tal tr'^t R €c7 tot')

Year

MSc ie.feiL

Time
.h*ne done

atL Ass



IenCSoc bSxL, alllet vS ptlngForgiving One-time ErrorsFreedom to be 'SMART'
'l Es€s€.

2.4 General Flexibility to F-xcel exist

2.5 Communication by your Superior

l)a1 Stans with Task 'falks Persuasive mode

2.6 Motivation Provided to you

2.7 Meihod of Reporting of the activities carried out i n your Section

Daily
Basis

Es-

3. Office Administration Work:

3.I Do you drait the correspondence/circulars/notes etc. Yourself or take the helP o1'Your superiors?

3.2 What is the sYstem of filing done in Your Section'l

3.1 Are inward and Outward 'l'aPa egisters maln tained in Your Section'l ( Check the Right Cell)

Maintained
Not Maintained

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

Routine
Letters/Files

3.5 How manY daYs oI leave were availed bY You in the last 36 months?

3.6 Do you work on ho Iidays/off the oftice hours?

No. oi HolidaYs worked in the Iast 36 months bY You

No. oI Holida-t s worked in lhe Iast 36 m

Iast i6 m
oll ur Subordinate - l

No. o1' Holida s rtorkcci in thc onths [r our Subordinate -2

Prol'essional StYle
Oral/Written Instructions

YEs,:5

ExchangeHigh level task allocationWord of APPreciation
YESE5YEs'lEs

Through ProPer

Channel

Directly to the

Head

Inward-Outward
Register

Min-Max Time tbr
Comp letion

Stress on ConfidentialitY
Maintenance

Yrs YEs AJ6'
Yas

Entrust the Task to

subordinates
Seek HelP fiom
Superiors

Equip you uith
Updates

AttemPt
Fresh

Refer Past

Dratt fsY r!s fuaE Tne5
Y risYEsl ris

strar SeeksSpecial files as VC/ReConfidential filinDate-wise filinTo ic-w'ise filir
YEs

OutwardlnwardStatus
6sYes

Grievance
Letters

Replies to
Governments

I +o LDAY s
content RePorts

A

First-time/ FreshExplanatory
Rcpor IS

AN Permission of
1Hr.

FN Permission of
lHr.

Eamed
Leave

Maternity/
Medical
l.cat'c

Duty
leave

Casual Leave

zet< 5

3

No. of HolidaYs u'orked in t by your Subordinate -3hc last 36 months
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3L" s Q!'!)
I

VF(



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

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

Days
Taken

Routine tDA'l t DnY
Special I DAI I DAV

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

Upkeep of Sorl Set in Order Shine Standardize Sustain

Machines/ Equipments Jrs Yes YEs '/Es YEs
Consumables/Stationerv Ygs YES YE s Yfs

3.9 How many subordinates work under vour superior?

Subordinate Typc lcnrp. Stall' 0f llce subordinates Junior Assistants

Nos. oL- o)

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

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

Universitv's Act RegulationsDocument Types Ordinances Statutes
oZ Awareness <50r.

lso-tsv"
>7 5yo <50% 50-75% >7 5vo <50% 50-7 5% >7 5Yo <.50% 50-75ozo >7 sYo

Pl.'l'ick

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

Issues Altemative Iick
Hcrc

Alternative Tick
Here

4.1 Do you prepare any budget ibr your Scction? Yes No

4.2 Are budgetary allocations t-ully spent or partially spent? Fu ll Part

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

Less than a

Month

Ntt

More than a

Month

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

Yes

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

4.6 Have you cver suggested measures to achieve economy
and efficiency in your Section's activities:)

Yes No

Document
Types

( )b ligal ions of
I)ublic authorit ics

Exemptions/Grounds
lbr Re.iections

Central/State
Commissions

Making Reports
ibr R'l'ls

7o Awarencss . 50",, 5{)-75',, 75" 
"

.50qo .s0-75% >'7 5./. <50% 50-75% >1sYo <50% 50-75% >15o/o

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

immediately to the notice of your Superior

Always (100%) Almost Always (95- 100%) Mostly (90-95%) 8s-90% Less than 85%

5.5 Have you ever filed any legal suit for or against the Universi ty? (Tick if done)
Filed For the University Filed Against rhe University

6. Grievances Handling

6.1 Does your Section receive grievances/com plaints from StaflTstudents? (Pl. Tick)
On Adm inistration On Teachers On Students On Specific functionaries

From Staff
I rom Students

6.2 what is the time limit to handle such grievances/complaints? (State in No. of working Days
since receipt of the Grievance/complaint)

Timc lbr (i or C On Adrninistralion ( )n I cachcrs On S t Lrdcnts On Specilic Personalities
Front Statf i7Ht,,' I on t- DAYS
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 frequently convene meetings in your Section to receive suggestions for
improvement?

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 50h 5t-75% >25Vo

7.2 How much you have enhanoed IT capability since last NAAC accreditation to this time?
Rangc >500k 3t-40% t30%

Appeal to Higher
Oilcials by

On Admin istration On 'feachers On Students On Specilic Personalities

Sralf NO
NO

Suggestions Sought Weekly Monthly Annua lly

From Staff
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Range >40"/y' 3t-40% 2t-30% < 200A

. iri;iLCfOR
'''iffii?,,xflffi 

;;gg1;9,.,

Specific Remarks:

Date:

Place: p€{.,(r't*-
g. g1lpn,'4a. .

Signature of the f{nployce

."N,, ;

REqSTRAR
YllfiAtA $tXHApURt Uiltr/ERSlIy

NELLORE.S2' 320.

O*,. t.^^lv.,.r\ af,c*:4rJ.:a. in ve^1 Syp.Ii,t!rt..uJl4

ko-^ra aJ J'o7 fruAl$ 
Jc+ o4 a0-^r:[[:cn -]o 4]^c t'r,^'vt"'l-J1 u'

Nellont , T a,^ ktryy )o t-.,o,.l- c'llq tr'^lvtnsl1 a+r'o":I:q^ '

5"*._^jc.I
DEPUTY REGISTER

Ehcclo?ate of Dlslanc. Edt,erltrn
St, V?nkatcswara Unlve.rr ry

IlRUlAIl.Sl 7 5t2
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7.3 How much you have enhanced their Overall capability since last NAAC accreditation to this
time?

\$$"n4-@4.--{
Director, IQAC

i,f%'frtlr'fr#'
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VIKRAMA SIMHAPURI UNTVERSITY,
NELLORE, ANDHRA PRADESH

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

During 2O17 -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.

1. 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 TargetslTine limits fixed for your Section's activities

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

Provide Idys Cite Instances Develop Draft Policy

V (*.^.-,,..1-,r o. '
1.1 Name of the Employee

1 .2 Designation 1 |d'0,^^{^r^.^,
1.3 Educational Qualification H .<. PG I ofLGA, t c C llFr..rr< T l,t I

Y ears Sections

F x artt xttT to*t .QFcTlat
2018-19 EXnmt^rATloN SEcTto

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

l3-ll-LolLtI .5 Date ofjoining

h - | o- 9'r31
Year LolK L-ooS Lat 11131.7 Qualifications

Qualification Msc t3s c ) E i2.-
^fi to+h c Jd

Proactive Job
allocation

Time
Frame done

Progress
Periodic Review

Slackness Handled Addl. Responsibility

5 o eu to tL Asst s1ANi S YEAE5 6ooD

No. of Files to
be clear daiiy

No. of
Notes
process&
expidite

Draft
to

No. of Staff to
Involved in work-
flow

%o of works to
be done as per
plan

Arrangement for
Staff on leave

IO a)- OL- *o'/, yEs

)

2077 -78

I .6 Date of Retirement

Serve as a Resource person
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2.4 General Flexibility to Excel exist

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

Yrs l Es les
2.5 Communication by your Superior

2.6 Motivation rovided to you.

2.7 Method olReporting ofthe activities carried out in your Section

3. Officc Administration Work:

3. I Do you draft the correspondence/circulars/notes etc. yourself or take the help of your superiors?

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

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

'/ Es
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 many days of leave were availed by you in the last 24 months?

3.6 Do you work on holidays/offthe office hours?

No. of Holidays worked in the last 24 months by you 3
No. of Holidays worked in the last 24 months by your Subordinate -1

No. of Holidays worked in the last 24 months by your Subordinate -2

No. olHolidays worked in the last 24 months by your Subordinate -3

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

Yrs I P.s Yrs

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

\Es Y E-s Vrs I t:s

Through Proper
Channel

Directly to the
Head

Daily
Basis

Inward-Outward
Register

Min-Max Time for
Completion

Stress on Confidentiality
Maintenance

Yas Yes Yas YEs 3'to 5 DAYJ ^rd

Refer Past

Draft
Attempt
Fresh

Equip you with
Updates

Seek Help from
Superiors

Entrust the Task to
subordinates

Yes les YLs YEs(soqa_,. Yas

Status Inward Outward
Maintained '/Es YFs
Not Maintained

Routine
Letters/Files

Explanatory
Reports

First-time/ Fresh
content Reports

Grievance
Letters

I r)av Z +d 3 nA'/ -s 2-DAY 5 l*o z 0a7s

Casual Leave Duty
leave

Matemity/
Medical
Leave

Eamed
Leave

FN Permission of
I Hr.

AN Permission of
1Hr.

3o (oo Dn YJ
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Govemments



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

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

Days
Taken

Routine I DAY , EAY
Special r Da9 I DAY

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

Upkeep of Set in Order Shine Standardize Sustain

Machines/ Equipments YEs 7es 7Es fEs YEJ

YEs YEs YE5 '/Es

Sort

Consumables/Stationery Es

3.9 Holv many subordinates work under your superior'?

Subordinate T1,pe Temp. Stalf Olllce subordinates Junior Assistants

Nos Oz- ol

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

Ordinances Statutes Regulations

%o Awareness .5 00/o 5 0-75 % >15Yo 50% 5 0-7 5% >7 5Yo <5\Yo so-l5v" 
175"/"

<50% 50-750n 1"""
./ I

Document Types University's Act

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

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

Issues Alternative Tick
Here

Alternative Tick
Here

4. 1 Do 1ou prepare anv budget lbr 1'our Scction?

4.2 Are budgetary allocations fully spent or parlially spent?

Yes No

lull Parl

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

Less than a

Month
More than a
Month

Yes No

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

4.6 Havc you evcr suggested mcasures to achieve economy
and elllciency in your Section's activities?

Yes

/

No

Document
Types

Obligations of
Public authorities

Exemptions/Grour.rds
lbr Reiections

Making Reports
lbr RTIs

7o Awareness

Pl. Iick

<-5 0ozi, 50- 75% 7 5ot'o <507o 0-7 5v. >7 svo <50o,i, so-7 sq. ll so/o 50% 0-7 5 0; '7 5oti
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5. Legal Matters
5.1 Extent ofyour awareness of the University's Act, Statutes, Ordinances and regulations?

Pl..l ick

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

+

Central/State
Commissions



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

immediately to the notice of your Superior

Always ( 100% ) Almost Always (95-100%) Mostly (90-95%) 85 -90o/o Less than 8570

5.5 Have you ever liled any legal suit fbr 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 tiom StaltTStudents.l (Pl. Tick)

6.2 what is the time limit to handle such grievances/complaints? (state in No. of working Days
since receipt of' the Grievancc/complaint)

Time for G or C: On Adnr in istmtion On Teachers On Students On Specilic Personalities
From Staff tr rli t -: t d^ L- OhV<
From Students

6.1 Was there any appeal to your higher officials against the decision ofyour Superior in respect ol
grievances handling?

Stalf

On Specilic Personalities

PO
StLldents Ard

Appeal to Higher
Officials by'

On Teachcrs On Students

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

Suggestions Sought Weekly Monthll' Annually

From Staff
From Students

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

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

5t-75% 26-50%

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

On Adnr inistrat ion On Teachcrs On Students On Specific functionaries
From Staff
From Sludents

>25Yo

Range >500/0 4t-50% s 30'
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3t-40%

On Adnrinistration

trars. F?5%



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

Range >40% / ,./' 3t-40% 21-30%

Specific Remarks

Oc.t e,. lvcr.s I+) J"^l -lr+J:ct ;

f.:c*ll1 \.\a$\^-cn o.J J.^l1z1 frcvlJen

,.^-) s"6tr-"lvr fa

a!.o+ o+ -|a':l^I"t

!^'- t".I?) +o t:onp r"'&

< 20Yo

*o ++-, tr,^l,rrnr"|1 7 rrr(llrnc

1,r.r..,.'g os 11 ar..[1p*.|.'. * .

Date:

Place: ,,-"X;.1?ffi#",""

\i\3d4-@*-4 w;
Registrar'

REGISTRAR
VIKRAilA SIIIHAPURI UNTVEiSITY

NELLORE.524 320.

Director, IQAC

DIRECTOR
lnlemal Qu.Ity Arurance Cell (IQAC)

YIXRA IA ST+NA.lfl I,NIVERSITY
IELLOR€ - 524 324.

N

.g;
ASSISTANT R

YOGIVEMAN A UNIVERSIT''/

k4
EGrsrRlh
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