
VIKRAMA SIMHAPURI UNIVERSITY,
NELLORE, ANDHRA PRADESH

Administrative Audit of Regular Administrative Staff Onty
(Library Assistant/Asst Ensineer/^f:ff?;[11-?[1?intendent/senior Asst/ Ju-nior Asst)

The administrative audit is to ensure effective perl'orming of specific fu nct ions/respons ibilities by
administrative staff carried out rvith a focus on involvernent to achieve the goal and purpose of the
university. The audit includes incurring ol expenditure with cosr eiliciency and effectiveness and
discharging duties in compliance with applicable laivs and regulations in force from time- to- tirnE.

1. Personal Data
I .l Name of the Employee

1.2 Designation

Note: Most qucstions belorv be ansrvercd bl Tick N1arks; PI. do lhc sanre in thc boxes given.

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

2.2 Targe ime Iirnits fixed for your Section's activities

2.3 Assistance to Section Head in evolving polici es fbr your Section (Pl. Tick. most iutportant two)
Plovide Ideas Citq I1lstanccs Develop Dralt Polic),

1.3 Educational Qualifi cation

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

Years

2021,-22

201,9-20

i.5 Date ofjoining

I .6 Datc ol Retircrrent 2f)-ar5 -9'a\1.2
Year %ooA9,o)z 2oo?

1.7 Qualitications

Qualilication Pl".D f1.8. B-9.

Proactive Job
allocation

Progress
Periodic Review

S lackness llandled Addl. Responsibility

t Yeo.*g C;.o o.{ c^ LI^

No. of Files to
be clear daily

No. of
Notes
process&
expidite

Draft
to

No. of Staff to
lnvolved in rvork-
flow

Arrangement fbr
Stal'f on leave

NA N1A

o/o of r.l,orks
be done as
plan

to
per

NA
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Serve as a Resotrrce person

(

'--\-p.. L"^i , \A Q q.rqL/\rA t-

t-1-c,- .T)
Sections

2020-21 -A^- 0
- l^-

t,,

Tirne
Frame done

NA NA



2.4 General Flexibility to Excel exisr

Freedom to be 'SMART' Setting Examples by oneself

2.5 Communication by your Superior

2.6 Motivation rovided to you

2.7 Method ofReporting ofthe activities carried out in your Section

3. Office Adnrinistration Work:

3.1 Do you draft the correspondence/c ircu lars/notes etc. yourse lf or take the help ofyour superiors?

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

3.3 Are inward and Outward Tapal Registers maintained in your Section? (Check the Right Cell)
Status Inrvard Outward
Maintained
Not Maintained t--
3.4 State the normal time taken to dispose a file/paper

Routine
Letters/Files

Explanatory
Reports

First-time/ Fresh
content Reports

Replies to
Covernments

Grievance
Letters

3.5 How many days of leave were availed bl,you in the last J6 rnonths?

J 6 Do you work on holidays/offthe office hours?

Oral/Written Insrruclions Persuasive mode Professional Style

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

Through Proprer

Channel
Directly to the
Head

Dail)
Basis

lnward-Outward
Register

Min-Max l ime lbr
Completion

Stress on Confidentiality
Maintenance

Refer Past

Draft
Anempt
Fresh

Equip you with
Updates

Seek Help lrorn
Su TIOTS

Entrust the Task to
subordinates

Topic-wise filing Date-wise filing Confidential filing

Casual Leave Duty
leave

Maternity/ | Earned
Medical Leave
Leave 

]

FN Perrn ission of
lHr.

AN Pernr ission of
lHr.

5+ +
No. of Holidays worked in the Iast 36 months by you

ft id d th h bordf I I bN o o a S rko c ltIo L- ast 6J nt o tt) S I Sv LI I atl tc I)' you
No. of Holida s worked in the last 36 months b our Subord inate -2
No. of Holidays rvorked in the last 36 months by your Subordinate -3
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Forgiving One-time Errors

Day Starts with Task Talks

Special files as VC/Registrar Seeks



To Whonr Meant UGC/MHRD AP Covt. APSCHE DST/CSIR, etc. Other (Pl. specify)
Days
Taken

Routine

Special

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

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

3.9 How many subordinates work under your superior?
Subord inate Type Temp. Staff Office subordinates Junior Assistants

Nos.

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

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

5.2 Are you conversant with the basic provisi ons ot'tlight ro Inlormation Act. 2005?

5.3 Are you dealing with legal suits filed by or against the University?
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Upkeep of Sort Set in Order Shine Sustain
Machines/ Equipments \lq> Ye.t Vtr. Yqr r/e A
Consumables/Stationery

Issues Altcrnati\'c 'l-ick

Here
Alternati\ c

-l'ick

Hcrc
4.1 Do you prepare any budget for your Section?

!.lA
No

4.2 Are budgetary allocations fully spent or partially spent? Irull
NA

Part

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

Lcss than a

Month
NI

More than a
Mondr

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

tlA

No

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

N\A

No

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

NA

Document Types University's Act Ordinances Slatutes Regulations
o/o Awareness <5l%u 50-7 50/o >'l5yo <50o/o 50-75% >7 slu <sOYo 50-7 5% >'l5Yo <50Yo 50-15% >7 5o/o

Pl.Tick

Document
Types

Obligations of
Public authorities

Exemptions/Grounds
for Rejections

Central/State
Commissions

Making Reports
for RTIs

o/o Awareness <5OVo 50-'150/o >7 syo <5OYo 50- 75 ozb >7 5o/o <i0% 50-7 5l,/o >7 50/o <5ln/o 50-'150/o >15o/;

Pl.Tick

Yes No v/

Standardize

Ycs

=_l



5.4 Do you take legal notices/court judgments etc. immediately to the nolice of your Superior
Officers? (Please Tick)

Always ( 100%) Alrrrost Always (95- I00%) Mostly (90-95%) 85-90% Less than 850%

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 - NA
6.1 Does your Section receive grievances/complaints from Staff/Students? (pl. Tick

On n dnlinistration On Teachcrs On Sludcnts
Frorn Stafl
From Students

6.2 what is the time limit to handle such grievances/cornplaints? (State in No. of working Days
since receipt ofthe Crievance/cornplaint) - 51q
Time for G or C: On Administration On Teachers On Students On Specific Personalities
Frorn Staff
Frotn Students

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

- NA

6.4 Does your Superior frequently convene meetings in

improvement?
your Section to receive suggestions for

Suggestions Sought Weekly Monthlv Annually

From Staff
From Students

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

7.lHow often you have placed Institutional interests above personal interests at crilical times ibr
bothl

Range >7 504 51-"t5% 26-500/o >25o/o

7.2 How much you have enhanced IT capability since last NAAC accreditation to this time?
Range >50Yo .11-500/'o 3 t-{0% 1 30o/o

Appeal to Higher
Officials by

On Adn)inistr ation On Teachers On Students On Specific Personalities

SratF

Students
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On Specific functionaries



O'RECTOR
hrernd Quafity Arsura.rcc Celt (leAC)

YIIfiAIA SHAPI.E UilI'ERSITY
ITELLORE - 524 32{

7.3 Florv much you have enhanccd thcir Overall capability since last NAAC accreditation to this

tirrre?

Rangc > 40Yo 2t -309',,

Spccific Remarks:

Director, IQ

lfr \r, art irrrmernSe p\galuyt_ +o utolk to\r!, our Uvfiloyhi1

o.dmivrirrt*o*o'l if ver5 stt(?6.lt-\ue a,^.d P.r\onJ\1 mquhel f"ront
the.- irnnWucr\oy,D of hilhev aurl^D.v'\ie> T a$^ rd..lr.tr^fl proci"-l
clatD codrk oi^d +Leo-r1 clo/,} t,ooyt< 1o t\ae l"'t.Sc cherir,t'u6
gbuAe\^tB of bo$^ Pi"puveorr or^,{ eLcrr,^J Veo. . f,rlr> -n il.rn Ut-
plea +o &e- hrn\Ot aurlnov'rgc] glaale ekt<l"\iA\^ 6.,r Jvrlf,lurncht+]ro1^
CEu.tsv .1o gcrvc t[,re_ a.eoJqvnic Scicrlee dcgo.lrvner,rt) ?u,y8rrlygc\e\^H'9\c ya:-Larc\ Pov t,rilJi*O a. bstte, socict4 .

Date:

Prace: fua\[t'{e- /*.t*fh"kffi-

u..*N,
REOISTRAR

VIIffiAIllA SIMHAPURI UNIVERSITY
NELLORE.s24 320.

6r-^-Jd<'N
DEFUTY REGTSTER

Dlrcctotatc of Dlslancf irrtlczr:, r
Sll Vcnkatcsw.?a Ur .. .l

TIiUPATI.SI 7 .UE

s tva)

AS$STANT R

IVEMANA

LdA't
3R,iH$"

< 20o/o
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YOG
KADAPA' 516005.

31-10%



D

VIKRAMA SIMHAPURI UNIVERSITY,
NELLORE, ANDHRA PRADESH

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

Duting 2017 -2O19.

The adrninistrative audit is to ensure effective performing of specific function s/respon s ibilit ies by

adntinistrative staff carried out with a focus on involvernent to achieve the goal and purpose ofthe
university. The audit includes incurring of expenditure with cost ef'ficiency and effectiveness and

discharging duties in compliance rvith applicable larvs and regulations in force from tirne- to- time.

l. Pcrsonal Datir
I . I Name of the Ernployee \<l
1.2 Designation

Note: l\It.rst questions belou' be ansnercd bt l'ick l\larksl l,l. do the samc in the boxes given.

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

2.2 Tarye e linrits tlxed fbr yoLrr Section's activities

2.3 Assistance to Section Head in evolving policies lbr.your Section (l)1. Tick, rnost il.nportant two)

1.3 Educational Qualifi cation

Scc t it.rn s

Jo

1.4 Experience in administration (Years and
Fields like Exanrinations, RTIs, VC
Section. Admission. I'-inance. etc.

201,7 -1,8

L] to 4 d if'l'- ex flence alcas
2018-19

Ycilrs

1.5 Date ofjoining 03 -o6 -gorL
I .6 Date of Retirernent 3o - os -gol,3

Year %oo5t9-9o 2oo3| .7 Qualilications

Qualificrtion P!,D rt.g. B.g.

Proactive Job
allocation .

Tirne
Frame done

Progress
Periodic Revierv

S lackness llandled Addl. Responsibility

ToLn-
No. of Files to
be clear daily

No. ol
Notes
process&
expidite

Drali
to

No. ol- Staff to
Involved in work-
flow

Arrangement for
Staf'f on Ieave

NA NA

o% of rvorks
be done as
plan

N

to
per

NA

Provide ldeas

I

Develop Draft Policl,
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a

NA

C 'L P t r.., cJ*-.,,''- o

5Vp....,c Ct ^^l

Cite Instances Serve as a Resource person



2.4 General Flexibility to Excel exist

Forgiving One-time Errors Sctting Examples by oneself

2.6 Motivation provided to you.

2.7 Method of Reporting ofthe activities carried out in your Section

3. Office Administration Work:

3.1 Do you draft the correspondence/c irc u lars/notes etc voursellor take the help ofyour superiors?

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

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

3.3 Are inward and Outward Tapal Registers maintained in your Section? (Check the Right Cell)
Status Irrrvard Outryard
Maintained
Not Maintained
3.4 State the normal time taken to dispose a file/paper

Routine
Letters/Files

Explanatory
Reports

First-tirne/ Fresh
content Reports

Replies to
Covernnrents

Grievance
Letters

3.5 Horv rnany days of leave rvere availed by you in the last 24 r)lontlts?

3.6 Do you work on holidays/offthe office hoLrls?

Day Starts with Task Talks Oral/Written Inslructions Prolessional Style

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

Through Plopcr
Channel

Directly to the
Head

Daill
Basis

Inlvard-Ouhvard
Ilcgister

Min-Mt\ 'I imc lbr
Complctioll

Stress on Confidentiality
Maintenance

Refer Past

Draft
Atternpl
Fresh

EqLrip you rvith
Updates

Seek Help tronr
Superiors

Entrust the Task to
sLrbord inates

Casual Leave Duty
leave

Maternit,v/
Medical
Leave

Earned
Leave

FN Perrn ission of
I Hr-

5)5

No. of Holidays rvorked in the last rnonths bv vou 09-

No. of Holida worked in the last tronths bv voLrr SLrbordinate -2
No. of llolidays worked in the last months by vour Subordinate -3
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Freedom to be 'SMART'

2.5 Communication by your Superior

Persuasive rnode

AN Penn ission of
lHr.

No. of rvorked in the last Subord inate - I

,h



To Whotn Meant UGC/MHRD AP Govt. APSCHE DS'l/CSIIt. erc. Other (Pl. specify)
Days
Taken

Routine
Special

3.7 what is the time lirnit your section takes to respond to the covernment communications?

3.8 Do you follow the'
Lrpkeep of rrachines/equ i

'Five S" (Sort, Set in Order, Shi
pments/consumables etc.?

ne, Standardize, and Sustain) system in

3.9 How many subordinates work under your superior?
Subordinate Type Temp. Stafl- Oft.ice su bord inates Junior Assistants

Nos.

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

5. Legal Matters SS
5.1 Extent of yoLtr awareness ofthe University's Act. Statutes, Or.dinances and regLrlations?

5.2 Are you conversant u,ith the basic provisions of Right to Information Act. 2005?

5.3 Are you dealing rvith legal suits filed by or against the University? yes

Upkeep of Son Sct in Order Shine Standard ize Sustain
Machines/ Equiprnents \ev Ypr
Consunrables/Stationerv

Issues A ltcrnativc Tick
Here

Altcrnativc Tick
Ilere

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

4.2 Are budgetary allocations fully spent or partially spent? f ull
NA I)a11

4.3 Time taken by your Section to process the bills receiverl
from StafflStudents

Lcss thun a

Month
NA

More than a
Month

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

Ycs

NA

No

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

NA

\o

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

NA

University's Act Ord inances Statutes Regu lations
04 A,'vareness <50% 50-75% >.)5yo <50% 50-75% >7 5vo <50% 50-'t 50h >? 5yo <5oyo 50-7 5% >7s|o

Pl.Tick

Document
Types

Exernptions/Grounds
fbr Re.jections

Centr?l/State
Conrmissions

Making Reports
for RTIs

o/o Awareness <50o/" 50-75% >15'.1o <5001) 50-75% >7 501, <i09i, 5t)-'7 ayo >15vorsoo/o 50-7 syo >7 5o/o

Pl.Tick
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Noy'

Docunrent 'l'ypes

Obligations of
Public authorities



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

Ahvays ( I 00%) Alnrost Always (95- I00%) Mostly (90-95%) 85-90% Less than 85%

5.5 Have you ever filed any legal suit lor or against the University? (Tick ifdone)
Filed For the University Irilcd Aeainst thc [ ]nir crsitr

6. Grievances Handling 
- NA

6.1 Does your Section receive grievanceVcomplaints from StafflStudents? (Pl. Tick)
On Administration On -[eachers On Students On Specific f'unctionaries

From Stafl f-

Fronr Students

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

since receipt ofthe Crievance/complaint) 
- 

ntfi
Time for G or C: On Administlation On Teachers On StLrdents On Specific Personalities
Frorn Staf'f

From Students

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

-- NA

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

Suggestions Sought Weekly 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!

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

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

Range >50Yo .l r-50% 3l -40Yo 130o/o

Appeal to Higher
Otlicials by

On Adnrinistration On 'l crchers On Students On Specifi c Pelsonalities

Stx fl'
Students
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7.3 How much you have enhanced their Overall capability since last NAAC accreditation to this
time?

Range 2t-30% < 20Yo

Date

Place:

Specific Remarks: r

";;:-.': ;' fl {"=:;;ff: : :"-"'1:.:U }:"J' ;}t
$.'c \rr,*tf.rcttur,.l> oP hrThen orrt\llo't'lvre}> a o\"'\ +a'ki--X Qvac'nc'J

etor,1 urork qr,..d fkeori c\ax5 .oovk +o Hte t1'9c- eher"ti.$t-7
g\uAci^t) oE bo$a ?i*L 6"^, a.,rJ seconJ b"a 'at iv, *l
h".rnt\e- 9\e-a +o il^e- t"i$or, eut\^"v\vie8 plea.rve er+-.btir,l^ oh
a\^&t'(urntl^taHon CentsY *o Serve- I{aC o.cJcv',aic Sc-reuc€-

f,o[aurtrner,rtt B^vAu\1 scier$Pic lqge.oarc\ hr btt\t&'7 a ]el'to *eret '

Internal Quality Assurance Cell (ieAC)
VII(RAilIA 3 

'IIAPTIRI 
UNIVERSIry

t{ELLOR€ - 524 324.

Director, IQAC

DIRECTOR '--$#ffi*o'nl
-6"'.--.}C, N

I}EPU TY FEGISTER
lrircctorate ot 0istance Frl'r'".1r'n

Sri Venkaleswara ir tii" .,,r
TIB UPA TI-51 7 5I,,

ASSISTANT REGISTRAR

Ydo-wrmnr',r L ( t l i lv E R slT/
KAD.dlh- Ii'l'105'
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>400 31-40%
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