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

Du,ring 2Ol9 - 2022.

The administrative audit is to ensure eff'ective perlorming olspecific functions/responsibilities by
administrative stalf carried out with a locus on involvement to achieve the goal and purpose of the
university. The audit includes incurring of expenditure with cost efficiency and ellectiveness and
discharging duties in compliance with applicable laws and regulations in lorce from time- to- time.

l. Personal Data

1.7 QLralitications

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

2.2 I'argets/Time lirnits fixcd fbr 1'our Section's activitics

0l

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

I . I Name of the Emplol,ee Dr. Deepthi Velpula

1.2 Designation Laboratory Assistant

I .3 Educational Qualifioation M.Sc., B.Ed.. M.Phil.. Ph.D

1.4 Experience in administration (Years and Fields like
Examinations. RTIs. VC Seclion. Adnrission. Finance.
etc.
(LJpto 4 diff. experience areas)

Years Sectio ns

201 9-20 Dept. ol Food Technologv
2020-21 Dept. of Food Technolosy
2021-22 Dept. ol Food Technologv

1.5 Date ofjoining 03.06.2014

I .6 Date of Retirement 31.03.2041

Year 2004 201 2 2010

Qualification IVI. Sc.. B.Ild.. M.Phil Ph.I)

Proactive Job
allocation

Time
Frame done

Progress
Periodic Review

S lackness Handled Addl. Responsibilitl.

Lab Assistant .1 \',rs Tirken

No. of Files to
be clear daily

No. of Draft Notes
to process &
expedite

No. of Stafl to
Involved in work-
flow

7o of works
be done as
plan

to
pcr

Arrangement for
Slatf on leave

02 0l 90% Yes

Provide Ideas C ite Instances Serve as a Resource person Develop Drafi Policy
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VIKRAMA SIMHAPURI UNIVERSITY,
NELLORE, ANDHRA PRADESH

Note : Most questions bclorv bc ansrvered bv Tick Marks; Pl. do the s:rnre in the boxes given.

2007

Good



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

Yes Yes Yes

2.4 Ceneral Flexibility to Excel exist

2.5 Comnrunication by your Superior

Day Starts with Task Talks Oral/Written lnstructions Persuasive mode Prof'essional Style

Yes Yes Yes

2.6 Motivation provided to ou.

2.7 Method of Reporting of the activities carried out in your Section

3. Officc Administration Work:

3.1 Do 1,ou drati the correspondence/circulars/notes etc. y'ourself or take the help ofyour superiors?

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

Special files as VC/Re strar Seeks

Yes

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

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

3.5 How many days ofleaveTvere availed by you in the last 36 months?

FN Permission of
lHr.

3.6 Do 1-ou u,ork on holidays/olT the olllcc hours?

No. of Holidays worked in the last 36 months by you 7 davs

No. clf [-lolidavs uorked in thc last J6 months bv your Subordinate - l

No. of Holidavs *orked in the last 36 monlhs bv t'our Subordinate -2

No. olHolidays worked in the last 36 nronths b)'your Subordinate -3

Build Team SpiritWord of Appreciation High lcr el task allocation Exchange Pleasantries

Yes YesYes Yes

Through Proper
Channel

Directl)' to the
Head

Daill
Basis

Yes

lnward-Outward
q.$t!t
YesYes

Min-Max Time for
Completion

2-3 days

Stress on Confi dentiality
Maintenance

No

Rel'er Past

Drati
Attempt
Fresh

Equip you with
Updates

Seek Help tiom
Superiors

Entrust the Task to
subordinates

Yes Yes Yes Yes (sometimes) Yes

Topic-wise filing Date-u ise fllin ( on lidcntial tl lin
Yes YesYes

Slalrrs In r.r lld Out\\ i.[(l

Maintained Yes Yes

Not Maintaincd

Routine
Letters/Files

Explanatory
Reports

First-time/ Fresh
content Reports

Replies to
Governments

Grievance
Letters

0l hour 2 davs 0l da1' 2days 3da1's

('irsual I-car c Dutl
leave

Maternitv/
Medical
Leave

Earned
Leave

AN Permission ol
lHr.

37 l3 days
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To Whom Meant UGC/MHRt) AP Gort APSCHE DST/CSIR. etc. Other (Pt. specify)

Da1's

Taken
llo Lrt inc I dar s l dav I da; I davs

Special I da1 I dar I da1

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

3.8 Do 1ou tbllou the "l-ivc S" (sort. ser in order. Shine. Standardize. and Sustain) svstem llt

upkeep of machines/equipmenls,'consuntables etc.'l

3.9 How many subordinates work under your superior?

Subordinate T1'pe Temp. Stal'l' Olllce subordinates Junior Assistants

Nos 01

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

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

Llnivcrsitr's Act Lhdinanccs Statutes Regulations

0-75" "

5.2 Are you conversant with the basic provisions olRight to Information Act.2005?

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

Upkeep of Sort Set in C)rder Shine Standardize Sustain

Machines/ Equipments Ycs Ycs Yes Yes Yes

Consumables/Stationer)' Yes Yes Yes Yes Yes

Issues

4.1 Do you prepare any budget fbr your Section'?

Alternati! c Tick
Here

Alternative T ick
Here

Yes No

4.2 Are budgetarl allocations Iilll'spent or partiall) spent'l Full l'alt

4.3 Time taken by your Seclion to process the bills received

from StaflTStudents

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

other Sections?

Less than a

Month
More than a
Month

Yes No

No

4.6 Have you ever suggested measures to achieve economv

and efticiency in your Section's activities?

Yes

Docurnent Ilpes
75%o% Ar.r'areness .:50-qo >7 sYo 50'" 50-7596 >7 5oto <50% 5 0- 7 50,.o >7 504 <50% 50-75%

l'l.lick

Document
Ty'pes

Obligations of
Public authorities

Exemplions/Grounds
for Rejections

Central/State
Commissions

Making Reports
for RTIs

oZ Au'ateness < 5 00.,o 50-750 i) '7 5qo < 500'o 50-759 0 >150/. <50% 5 0-7-5"/o >'7 5o/o <50% 50-7 5% >7 5Yo

Pl.Tick
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Ntr

I day

4.5 Have you ever suggested simplitication of Procedures in]Yes

bill processing?



5.4 Do you take legal notices/Court judgments etc. immediately to the notice of your Superior

Officers? ( Please Tick)

5.5 Have you ever filed anl lega I suit for or aga inst rhc Unirersitl'? (l-ick ildonc)

Always ( 100%) Almost Alu'ays (95-100%) Mostly (90-950/o) 85-90% Less than 85%o

Filed Against the UniversitY
Filed For the Universit

On Adnr inistration On feachers On Students On Speciflc fiurctionaries

From Stalf
From Students

6. G rievances Handling

(r.I Does vour Section receil't gr ievances,i cott.tp Iaints l'rom Staff/Students? (Pl. Tick)

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

since rcceipt of the Grievance lcomPlaint)

Time fbr G or C: On'feachers On Students On Specillc Personalities

lirom StalT

From Students

n Adn'r inistration

6.3 Was there any appeal to 1,our higher otllcials against the decision oi your Superior in respect of

grievances handling'l

6,4DoesyourSuperiorfiequentlyconvenemeetingsinyourSeclionloreceiveSuggestionsfor
improvement?

Suggestions Sought Wecklr Monthly Annually

From Staff
From Students

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

7.lHo* often you have placed Institutional interests above personal interests at critical times tbr

both!

Rangc >7 5o/o 51-l5oto 26-50% >25Yo

7.2 Hou' much you lrave enhanced [T capabilitv since last NAAC accreditation to this time?

Appeal to Higher
( ) l'llc itls b

On Administration On Teachers On Students On Specific Personalities

Stall'
Students
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Range > 50Yo 4t-50% 3t-40%
= 

30ohI



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

Range >40Yo 2l -30o/n s20%

Specific Rcmarks:

The Head olthe Department is cooperative and extended support and guidance. Also provides

necessary requirements for smooth running ofthe departmental works.

A4#
Signature of the employeeDate:

Place: Nellore

Director, I AC

DIRECTOR
lntemal 

^Qufty Asuraocc Glt fleAc)
VIKiAflA WHAPTR UIIIIVERdTTY

NETLORE - 524 32,1

VIKRAiIA SITIIHAPURI UNIVERSIIY
NELLORE€z4 320.

I6,
DEPUTY REGISTER

Dlrect.Talc of 0lslance Fdrt"rttln

Sll Vcnkatcswa?a Ult' '' 'l
Tliu?ATl-517 502

S,';-
ASSISTANT REGISTRA

YOGI VEMANA UNIVERSIT/
KADAPA.516005.
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VIKRAMA SIMHAPURI UNIVERSITY,
NELLORE, ANDHRA PRADESH

Administrative Audit of Regular Administrative Staff Only
(t.ibrary' Assistant/Asst Ensineer/T::[H::i/_.;fi;:."0.",/senior Asst/ Junior Asst)

The administrative audit is to ensure ef fective perlorming of specific tunctions/responsibilities by
administrative staff carried out with a focus on involvement to achieve the goal and purpose of the
university. The audit includes inculring ol'expenditure with cost efficiency and effectiveness and

discharging duties in compliance with applicable laws and regulations in force from time- to- time.

l. Pcrson:rl Data

1.5 Date ofjoining

I .6 Date of Retirement

Notc: Most qucstions hclol'bc ansuercd hl Tick Marks; l'1. do thc same in the boxcs givcn.

2. Job-Execution: Process and Functions
2.1 Allocation olDutics and Responsibilitics

2.2 'fargets/Time limits llxed fbr your Section's activities

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

I . I Name of the Employee Dr. Deepthi Velpula

I .2 Designation Laboratory Assistant

M.Sc.. B.Ed.. M.Phil.. (Ph.D)

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

Years Sections

2017-i8 Examination
2018-tg VSI I Hoste I Olllcc

03.06.20 r 4

3 I .0i.lt)4 l

1.7 Qualitications Year 2004 ).007 201 2

Qualilication M.Sc.. B.Ed.. M.Phil

Proactive Job
allocation

Time
Frame done

Progress
Periodic Review

Slackness Handled Addl. Responsibilitl

Examination
u orks

4 yrs Excellent
Awarded with

Certifi cate of Excellence
201 8. AP State Govt.

Taken
(Printing & proof

reading of Original
Degree certiiicates)

No. ol Files to
be clear daily

No. ol Draft Notes
to process &
expedite

No. of Staff to
Involved in work-
flow

7o of works
be done as
plan

to
per

Arrangement lbr
Staff on leave

l0 ( ),1 0l 95% )'es

['rrx'ide Idcas Serve as a Resource person Develop Draft Policl'
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l.i Educational Qualification

Cite lnstances



2.4 General Flexibility to Excel exist

Freedom to he 'SMAR-l ' Forgiving One-time Errors Setting Examples by oneself
YESYES YES

2.5 Communication by your Superior

2.6 Motivation pro,,ided to 1'ou
High ler el task allocationWord ol' Appreciation Exchange Pleasantries Build Team Spirit

YES ) t5 YES YES

2,7 Mothod olReporting of'thc activities carried out in vour Section

Through Proper
C han nel

Daily
Basis

Inward-Oulr\ ard
Register

Min-Max Time for
Completion

Stress on Confi dentiality
Maintenance

YES YES YES 2-3 Davs t.,-O

Directl)' to thc
Head

3. Office Administration Work:

3.1 Do 1-ou draft the corrcspontlcnce,lcirculars,/notr-s ctc. r'ourselfor take thc help of 1'our superiors?

3.2 \\'hat is the sy'stenr of liling done in vour Section'.)

1'opic-wise filing Date-wisc fi ling Confidential tiling Special tiles as VC/Registrar Seeks

YES YESYI:S YFS

.i.3 Are inward and Outward lapal Itegisters maintained in your Section? (Check the Right Cell)

3..1 State the nomral time taken to dispose a file/paper

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

Maternitl'/
Medical
l-car c

3.6 Do you work on holidays/ofIthe office hours?

Day Starts r.r'ith Task Talks Oral/Written Instructions Persuasir e nrode Prolessional Style

YES YES YES

Refer Past

Drati
Attenrpt
Fresh

l:quip y ou ri ith
LJpdates

Seek Help from
Superiors

Entrust the Task to
subordinates

YES YES Y I]S YES (sometimes) YES

S tatu s lnu'ard Outu arcl

Maintained YES YES

Not Maintained

Routine
Lctters/Files

Explanatory
Reports

First-time/ Fresh
conlent Reports

Replies to
Governments

0l hour 2 days 0l day 2davs idavs

Casual l.eave

i2

Duty
leave

Earned
Leave

FN Permission of
lHr.

AN Permission of
lHr.

No. of Holidays worked in thc last 36 months b) )ou 20 days

No. of Holidays worked in the last 36 months by your Subordinate -l l0 davs

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

No. of Ilolidays worked in the last 36 months by your Subordinate -3
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Grievance
Letters



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

To Whom Meant

Dal s Routine
Taken S ec ial

T]GC/MHI{D AP (iort APSCHE DS L'CSII{. ctc. Other (Pl. specify)

2 days lday
I day du)' I day

3.8 Do you follow the "Five S" (Son. Set in Order. Shine. Standardize. and Sustain) system in

upkeep of machines/equipmcnts/consumables etc.'l

Llpkeep ol Sort Set in Order Shinc Standardize Sustain

Machines/ Equipments Yes Yes Yes Yes Yes

Consumables/Stationery Yes Yes Yes Yes Yes

3.9 How many subordinates $'ork under your superior?

Subordinate Type Temp. Stall Of llce subordinates Junior Assistants

Nos 0l

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

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

Universitv's Act

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

5.3 Are 1'ou dealing u,ith lcgal suits filed by or against tlre Universit.v'? Yes

lssues A llernalivc Tic k
Here

Alternative Tick
Here

4. 1 Do 1ou prepare an)' budgct lirr l our Scction?

4.2 Are budgetarl allocations lulll spent or partially spent?

Yes No

Frrll Pan

4.3'fime taken b1- your Section to process the bills
received from Stalfl Students

More than a
Month

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

Yes No

Yes No

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

Yes

DocLrmell 1r pes Ordinances Statutes Regulations

7o Awareness <50% 50-7-5qo >'7 syo < 5 0oi) 5 0-75% <50.} 50-15% >150/o <50v" 50-7 5v. >1sYo

Pl.Tick

Document
Types

Excmptions/Grounds
for Rejections

Central/State
Commissions

Making Reporrs
for RTIs

7o Awareness <50% 50-75r0 >'7 5o/o <50% 50-7 5% >7 50/o <50% 50-75e.; >'7 syo <500k 50-75% >15Yo

Pl.Tick
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No

I

I day

h.ess than a

Month

4.5 Have you ever suggested simplification olprocedures in
bill processing?

Obligations of
Public authorities



5.4 Do you take legal notices/Court judgments etc. immediately to the notice ol your Superior

Officers? (Please Tick)

Alway's ( 100%) Almost Alrvays (95- 100%) Mostll'(90-95%) Less than 85%85-90%

5.5 Have you ever filed any legal suit lbr or against the University? (Tick ifdone)

Filed For the Universit,v Filed Against the I J niversity

6. Grievanccs Handling

6.1 Does your Section receive grievances/complaints fiom StatlTStudents'l (Pl. Tick)

6.2 Whar is the time timit to handle such grievances/complaints? (State in No

since receipt of the Grievance/complaint)

of working Days

Time 1br G or C: On Administration On Teachers On Students On Specifi c Personalities

From Stal'f

From Students

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 M onthll Annually

From StafT

From Students

7 General Attitude/ Aptitudc / Aptitude for (l'l') Enhanccmcnt

7.lHow often you have placed lnstitutional interests above personal interests at critical times for

both!

Range >7 SYu 51 -7 5o/o 26-50o/o >25Y0

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

Range >50Yo 4l-50% i l-.r0'2, < 30Yo

On Adm in istrat ion On Teachers On Students On Specific functionaries

From StatT

From Students

Appeal to Higher
Officials b1.

On Teaclrers On Students On Specifi c Personalities

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

trme .)

Range >400 31-40% 2t-30% 120%

Specific Remarks: The section heads are cooperative and extended their support and guidance

They also provided necessary requirements for smooth running ofthe exanlination works.

Date:

Place: Nellore

\*u{
Director, IQAC

OIRECTOR
lnremat fua&ty Arurrre C"ll [QAC)

VXRAMAIIIIAPI I'I{TT'ERSIIY
tIELLOf,E - 52t132{

Signature ol the employee

M
nEtrS,{fln

VIKRAIIIA SIMHAPURI UNIVERSITY

NELLORE.S24 3202

Zu----}C'N
. DEPUTV REGIS,Fq
Dltcclorate rl olslanci r .

Sr, llcnkalcswara Unir.
lliu?ATl-517 502

I-,frn-t-K't
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