
The administrative audit is to ensure elfective performing of specific functions/responsibitities by
administrative staff 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 laws and regulations in force lrom 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

oo
2.2 Tar ets/l-ime limits fixed for your Section's activities

oZ of works
be done as
plan

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

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

VIKRAMA SIMHAPURI UNIVERSITY,
NELLORE, ANDHRA PRADESH

Administrative Audit qflCgular Administrative Stalf Only
(Libran,Assistant/Asst Engineer/ AssYRegistrar/ Superin tendent/ Senior Asst/ Junior Asst)

Dving 2Ql9-2O22.

to
per

vtr.uo". .e

l.l Name of the Employee )<.9. S()JE} KUMDK,
I .2 Designation qcqsr6$f AF(s'rq63"

J{"s", J$.Phi\., O. Fe,, f h. D.,1.3 Educational Qualification

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

Years Sections
2019-20 oa s Iiow
2020-2t -[trh"t rri.,lka. ftqa.race
202t-22 8i *a-r^ ce & ! r".rc Lo,ses & -trlar

1.5 Date of joining oSfo6llorzl,
1.6 Date of Retirement 3r)oelqo36
1.7 Qualifications .LooL 2o o9 l9c? l9e4

Qualification f h-D., ,.p\'.lz f"l.4cr 6. sc,

Time
Frame done

t^Cf)

Proactive Job
allocation

$

Progress
Periodic Review

Slackness Handled Addl. Responsibility

f^
No. of Files to
be clear daily

No. of
Notes
process&
expidite

Draft
to

No. of Staff to
Involved in work-
flow

Arrangement for
Staff on leave

t6 Dq o7 Qo YeA
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o

Year



Professional StylePersuasive modeOral/Written lnstructionsDay Starts with Task Talks

\ct\r-\.upr,r (ArtI")\4L

2..1 Gencral lrlexibili6'to Exccl cxist

Frecclorn to bc 'SIVIART' Setting Iixamples bl onesellIrorgir ing One-time Errors

Ycl Y/^ YeL

2.5 Conmunication by your Supcrior

2.6 Motivation vided to you

2.7 Melhod of Reporting of the actlvltles carrled out in your Section

3. Office Administration Work:

3.1 Do you draft the correspondence/circulars/notes etc. yourself or take the help ol your superiors?

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

3.3 Are inward and Tapal Registers maintained in your Section? Check the tught Cell)

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

3.5 How y days of leave were vailed by you in the 36 months?

3.6 Do you work on holidays/off the office hours?

Word ol Appreciation High level task allocation Exchange Pleasanlries Build Team Spirit

''tl e^ 1€-A 144 ^) 
4a

Through Proper
Channel

Dircctly to the
Head

Daily
Basis

lnward-Outward
Register

Min-Max Time for
Completion

Stress on Confidentialiry
Maintenance

Y4^ - NO^ Yla \<r t- 3 Da1tr I$1, -

Refer Past
Draft

Attempt
Fresh

Equip you with
Updates

Seek Help from
Superiors

Entrust the Task to
subordinates

"\ R^ ^{{A t{4r !el 14L\

S pec ial files as VC/Registrar SeeksDate-wise filing Confidential filingTopic-wise filing
!c-l.)erYe.l Yu

Status Inward Outward

Maintained Y-e-r
Not Maintained

Grievance
Letters

Replies to
Governments

Firsltime/ Fresh
content Reports

Explanatory
Reports

I - 2.. loqk t-1D-ca{Be14\tAl-A D{,*4I >-0,+

Casual Leave Duty
leave

Maternity/
Medical
Leave

;amed
Leave

AN Permission of
I Hr.

oL

No. of Holiday s worked in the last 36 months ou 1,:
No. of Holiday s worked in the last 36 months by your Subordinate -1 b€
No. of Holida worked in the last 36 months by ur Subordinate -2 b,
No. of Holidays worked in the last 36 months by your Subordinate -3 6o
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Routine
Letters/Files

FN Permission of



5.4 Do 1ou take legal notices/Court judgments etc

Ollicers'? lPlease Tick)

imniediatcll' to the nolice ol' l our Slperior

Alual's ( 100%) Almost Alu,ays (95-100%) H,,loslr rs0-ss7") | 35-90% [.ess than 85%o

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

F-iled For the University nco f-iled Against the Unive rsitY N!-

6. Grievances Handling

6.1 Does your Section receive grievances/complaints from StaftTStudents? (Pl. Tick)

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

since receipt of the Grievance/complaint)

Time for G or C: On Administration On Teachers On Students On Specific Personalities

From Staff
-1

From Students
-1

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

grievances handling?

improvement?

Suggestions Sought Weekly Monthty An n ua lly

From Staff
From Students

. 7 General Attitude/ Aptitude / Aptitude for (tT) Enhancement

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

both I

On Administration On Teachers On Students On Spec ific functionaries

From Stafl Nd N tI N I

From Students

Appeal to Higher
Officials by

C)n Teachers On Students On Specific Personalities

Stalf
Students

Range >75o/o../ 5t-75% 26-50% r>25o/o

7.2 How much you have enhanced IT capability
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since [as1 NAAC accreditation to this time?

< 300h31-40%4 | -50Yo>50Y" .,.4Range

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

On Administration



3.7 Wl:di is the time limit your section takes to respond to the Govcmmcnt Communisalions?

3.8 Do 1,ou lollow the "Fiv S" (Sort. in Orde Shinc. S ze. and Sust n) system in
upkccp of machincs/cquipments/consumablcs clc.'?

3.9 How many subordinates work under your superior?

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

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 y

\4^reAit\UGC/N,IHRD AP Gort. lerscne DS L L'SIR. ctc Other iPl. specily) OrislTo !\'hom Meant

Rouline t-5 I l-aoq4A l- a ItAr(
Special

(.!

I Lq* I b-^#
Da1's

1'aken

Upkeep of Sort Set in Order Shine Standardize Sustain

Machines/ Equipments Y41 Y{-\ Y4{ \4 YrL{
Consumables/Stationery Y4l Tr.l Ytr Yel Y.{J

Subordinate Type Temp. Staff C)ffice subordinates Junior Assistants

'tb b 4 b

Alternative Tick
Here

Ahernative Tick
Here

4 .l Do you prepare any budget for your Section? Yes No

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

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

Less than a

Month
More than a

Month

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

Yes No

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

Yes No

4.6 Have you ever suggested measures to achieve economy
and efficiency in your Section's activities? J4

Document Types University's Act Ordinances Statutes Regulations
o% Awareness <50o/o

lso-t 
soto >7 5o/o 0-15% '7 5o/o <5l%o 50-7 5% >7 5Yo <50Yo 50-7 5% >75Yo

)Pl.Tick
F

.l

Document
Types

Obligations of
Public authorities

Exemptions/Ground
for Rejections

oZ Awareness <50Yo 50-7 5% >'75Yo <50o/o 50-7 5% >75%l<5oo/o 50-7 5% >15o/o <50Yo 50-7 50/o >7 5o/o

Pl.Tick /l
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I D.,.,-Y t D-a-U

Nos.

Issues

Central/State
Commissions

Making Reports
for RTIs



Range >40o/o 31-40% 2t-30% < 200A

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

Specific Remarks:

.$ f-t^ tfu Aitrch>u of tt! uYtrsqy

u\a^txr.\ s ^^Kcr"k.., ft(rscp€ u x4({ 
"6[*

sto$eTt g

EA^tyh",

*f r.ott 
"rS 

tfu

t-frN- 
"6\"^XA

S\xy ,rkL 
6

d;5
Sl^(C {.X"^r^d ^f^- *I^qJ \,r.r*.,,tA tr'-,

n{. v\O to,tr)l.,. kl tttr st
nsS{-.^\I ^"t

s\* lr ttv i,vrl lr'.\ 1r trtt "J Tn-*taru$

6-

$ rt" uxi*ar*

\ J*r>i'r+*h"e
/sdt.." ".94 tU orrlc\

*..h,,tLur'

t-

Place: NJtr.^\r--

Director, IQ
W

C *t"ds$flon
YIKRATIA SIMHAPURI UiIIVERSITY

NELLORE.s24 320.

OIRECTOR
lnrerrnt Qralty Arare CeU 0QAC)

UKR/AlllA SflHrAll Ut{tVERStrY
NELLmE - 524 324.

.N

DEPUTY REGISTER
Dircctotate rI oislancc Educa on
tri Vcnk.tcswata UnivIr .itty

ItiuPATI-517 602

' S,;-
ASSISTANT REGISTRA

YOGIVEMANA UNIVERSIT/
I(ADAPA- 516005.

Page 5 of 5

givare=-
Signature of thdEmployee

Date:



VIKRAMA SIMHAPURI UNIVERSITY,
NELLORE, ANDHRA PRADESH

Administrative Audit of A/gilat Administrative Staff Only
(Library Assistant/Asst Engineer/AsstYegi strar/ Superin tendent/ Senior Asst/ Junior Asst)

Duritg 2OL7 -2OL9,

The administrative audit is to ensure effective performing of specific functions/responsibilities by

administrative staff 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 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,

2.2 ts/Time li ts fixed for !our Section's activities '
Arrangement for
Staffon leave

Cite Instances Serve as a Resource person Develop Draft Policy

1.1 Name of the Employee DR ca. surg/ KUMftR/
1 .2 Designation ,Ass1sa661.1 (fauerfffi
1 .3 Educational Qualification .AA-.cc', J4-Phil, 0' €1, Ph'1.,
1.4 Experience in administration (Years and

Fields like Examinations, RTIs, VC
Section, Admission, Finance, etc.
(Upto 4 diff. experience areas)

Years

2017 -L8 Adrnnt ui etco.llo v
2018-19 sdwr',.wisftJ,bv

1.5 Date ofjoining 2Dlf

1 .6 Date of Retirement bt ot aolE
I .7 Qualifications Year Rool \992 199.r

Qualification /\.>, M.{hil, M-so, 0.9"y

Proactive Job
allocation

Progress
Periodic Review

Slack-ness HandledTime
Frame done

. Goob

Addl. Responsibility

C<lG-vv

No. of Files to
be clear daily

No. of
Notes
process&
expidite

Draft
to

o% of works
be done as
plan

to
per

r{ o8 o-7 1o *YEs'
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.As

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

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

Sections

AOOL

No. of Staff to
Involved in work-
flow

Provide Ideas



:lEsYAs-YEs-

f ..1 Gencral Flexibilitv to E\cel exist

Freedom to be 'SMART' Forgiving One-time Et:'ors Setting Examples b1' oneself

2.5 Conmunication by your Superior

2.6 Motivation rovided to you.

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

3. Office Administration Work:

3. I Do you draft the correspondcnoe/oiruulu sr'rrutes etc. yourself or talic thc hclp of your superiors?

Entrust the Task to
subordinates

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

3.3 Are lnward 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 y days of leave were vailed by you in ast 24 months?

3.6 Do you work on holidays/off the office hours?

Da1 Starts with Task Talks Oral/Written Instructions Persuasive mode Prolessional Stvle

YEc YEs 1Ec'rn2 YE5 'l at

High level task allocation Exchange Pleasantries Build Team Spirit

YAS \raa Y4s -l Es

Through Proper
Channel

Directly to the
Head

Daily
Basis

Inward-Outward
Register

Min-Max Time for
Completion

Stress on Confidentiality
Maintenance

YA' NO '{Ec YA< I -34 No-

Refer Past

Draft
Attempt
Fresh

Equip you with
Updates

Seek Help fiom
Superiors

YA' )Es tEc

Topic-wise fi1ing Date-wise filing Conhdential filing Spec ial files as VC/Registrar Seeks

\p-! ve\ Ytr EA

Status Inward
'7 tl

Outward

Yrl
Not Maintained

Grievance
Letters

Replies to
Governments

Firsrtime/ Fresh

content Reports
Explanatory

orts
Routine
Letters,Eiles

r-3l-2 e-q+,- Dq{4| - 2" J-q{I D6{

Casual Leave Matemity/
Medical
Leave

Eamed
Leave

FN Permission of
1Hr.

AN Permission of
1 Hr.

e+

No. of Holidays worked in the last 36 months you
of ked 3 6 b ubord e I1nauro Snthsmon rhH ad S oroN o o v vv
0da the ths S din 2rbo teab our uAS 3t mon6o kr ed nS v vfo oHoN

4oNo. of Holidays worked in the last 36 months by your Subordinate -3
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Word of Appreciation

Y6s"l Et

Maintained

Duty
leave



3.7 \\Il'al is the time Iimit your section talies Io respond to thc Govc'mment Communications'?

DSTTCSIR. etc

3.8 Do 1'ou lollow the "Fi S" (Son. et in Order. Shine. Sta ardize, and Sustain

upkeep of machines/equipments/consumables etc.?

3.9 How many subordinates work under your superior?

Subordinate Type Temp. Staff Office sr:bordinates Junior Assistants

4Nos. I b 6

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

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

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

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

To Whom Meant UGC/MHRD AP Gor,t APSCIIE Other (Pl. specily) olrl
l-5{D{A \ o.rl a d.ql l-" dnuS I t.or{

Special

Dal s
'I 

aken I dq,,r. \ lo*" l d$+ \ Dqr 
u $dr1

Upkeep of Sofi Set in Order Shine Standardize Sustain

I\4achines/ Equiprnents )tl v4r Y{} Ytl Y4J
Consumables/Stationerv Y{A Yr{ Ysr Y4j Yd

Issues AltematiYe Tick
Here

Alternative 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 Staffi Students

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 ol procedures in
bill processing?

Yes No

4.6 Have you ever suggested measures to achieve economy
and efficiency in your Section's activities? Y4a

Document Types University's Act Ordinances Statutes Regulations
o% Awareness :0% 0-7 5% >7 5o/o <5lYo 50-'7 5Yo >7sYo 0% 0-7 5Yo - 7 5o/o <50o/o 50-7 5% >'7 5%o

Pl.Tick

Document
Types

Obligations of
Public authorities

Exemptions/Grounds
for Rejections

Central/State
Commissions

Making Reports
for RTIs

oZ Awareness <5OYo 50-7 s%o >7sYo <50Yo 50-7 5% >'7 5o/o <50Yo 50-'7 5% >'7 syo <5jlo 50-'7 5% >'7 syo

PI.Tick
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system in

.|hel
Routine

(o



5.4 Do you take legal notices/courl judgrnents etc. immediatell, to the notice ol your Sri;rrior

Ofl-rcers? (Please Tick)

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

Alwa-vs (l Q0%) Almost Ahvays (95-100%) Mostly (90-95%) 85-90% Less than 85o%

Filed For the University -No- I iled Against the Unive$ity - No*

6.1 Does your Section receive grievances/complaints from StaiflStudents? (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 G or C On Administration On Teachers On Students on Specific Personalities

From Staff !Seek D-a.*.|,

From Students l^\eet< Ddrp

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 llequently convene meetings in your Section to receive suggestions for

improvement?

Suggestions Sought Week-ly Monthly Annually

From Staff
From Students

7 General Attitudei Aptitude / Aptitude for (IT) Enhancement

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

On Administration On Teachers On Students On Specific functionaries

From Staff ncrl N \ - Ni\^
From Students

Appeal to Higher
Officials by

On Administration On Teachers On Students On Specific Personalities

Staff
Students

Range >75Yo,,,/ 26-50% >2sYo

7.2 Horv much yo
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u have enhanced IT capability since last NAAC accreditation to this time?

Range >50% .r/' 41-50% 31-40% < 30Yo

6. Grievances Handling

both!

5t-75%



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

Range >400h 3t-40% 21-30% 120o/o

Specific Remarks

Tb* Sta jf $ ot"si' Ea

r&r1^c1"* '{ ".(
"^S oit^-or-,S{o.f} cD\Nu-1.'$-s 

^'\1 "J"0\ tto"; A^"li-

JIor, A.",4<i.^fi )"',^-I .^-J' co,ug\rtt/ ru; Iirt" uFmntt

I",,lr "4j-."-(d' 
1L! t.yy"*Y slaff

Director, IQA

DIRECTOR
Intemat Quality Assurarre Ceil 0eAC)

vlxRAuA 3n r{APt Rl utltvERstw
IJELLORE - 524 324.

R R
VIKRAMA SIMHAPURI UNIVERSITY

NELLOBE-sz4 320.

5r**--iCC* A

0,,.. l"ll*u,t "r,3,! SJ.t li.l.,,. -srtvenratcswar]'i,;;" -"""
TliutATt-sr t siz '

tv'aj

ASSISTANT REGISTRAR

YOGIVEMAI'IAU NIVERSIlY
KADirFir'5 i ;cc5.

Uk-'k-

Page 5 of 5


