
VIKRAMA SIMHAPURI UNTVERSITY,
NELLORE, ANDHRA PRADESH

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

2.2 Targets/Time limits ed for your Section's activities

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

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

ha/g^

I . I Name o1'the Employee St<. Vasdan\ Ba.sha
1.2 Designation *-4rt)leJl1tI cr nr oY

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

Years

2021-22 C-ratlsta 0- Ddrnl.. { Fff , D(^*
.Dr.<rck^r.a f.r a..t:] v'ra J-1 a (t

70L9-20

I .5 Date oljoining oB - o€- 2Dl4
2_5, -o2-- Lo43

L7 Qualifications Year m.A. fo-li+iJ er.,r r.rR{Pr
Qualification 20 1? 2o2l

Proactive Job
allocation

Time
Frame done

Progress
Periodic Review

3r' n 
^A

8 leof ; ?"o d -Ta F{ln

No. of Files to
be clear daily

No. of
Notes
process&
expidite

%o of works to
be done as per
plan

Arrangement for
Staff on leave

6 5 o2_ no7 -ln t
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Administrative Audit of Regular Administrative Staff Only
(Library Assistant/Asst Engineer/Asst Registrar/ Superintendent/ Senior Asst/ Junior Asst)

Dwring 2OL9-2O22.

1.3 Educational Qualification

Sections

2020-2L

1 .6 Date of Retirement

Slackness Handled Addl. Responsibility

Draft
to

No. of Staff to
Involved in work-
flow



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

'lea "[e-h '{ er,

2.4 General Flexibility to Excel exist

2.5 Communication by your Superior

2.6 Nt o valron rovided to ou.

2.7 Method of Reporting ofthe activities canied out in your Section

3. Office Administration Work:

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

3.2 at is the svstemo f filing done in your Section?

3.3 Are lllward and 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 ofleave were availed by you i II last 36 months?

3.6 Do you work on holidays/offthe office hours?

No. of Holidays worked in the last 36 months by you lo Jo.9 r
No. of Holidays worked in the last 36 months by your Subordinate -1

No. of Holidays worked in the last 36 months by your Subordinate -2
No. of Holidays worked in the last 36 months by your Subordinate -3

Day Starts with Task Talks Oral,{Mritten Instructions Persuasive mode Professional Stvle

Ye,s 1en Ye,s

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

'{en Ye* 'ler* 'ler,

Through Proper
Channel

Directly to the
Head

Daily
Basis

Inward-Outward
Register

Min-Max Time for
Completion

Stress on Confidentiality
Maintenance

Jeo fra Yet 2--3 eq/s NO

Reler Past
Draft

Attempt
Fresh

Equip you with
Updates

Seek Help from
Superiors

'le t lez Yen '{ ers lcz
Topic-wise filing Date-wise filing Confidential filing Special files as VC/Registrar Seeks

Yo,. fe,a Yas

Status Inward Outward
Maintained 'le.s
Not Maintained t?_
Routine
Letters/Files

Explanatory
Reports

Firsrtime/ Fresh
content Repo(s

Replies to
Govemments

Grievance
Letters

lJoq 2+o 2, J9^YA zAa.la t-2 A41a z-3 Jq.IA

Casual Leave Duty
leave

Matemity/
Medical
Leave

Eamed
Leave

FN Permission of
I Hr.

AN Permission of
1}ft.

20 ZR l6
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Entrust the Task to
subordinates



..

A[) Govt. [)S]'/CSIR. ctc Other (Pl. s ft).r

I d-a-

3.8 Do you lollow the "Fi c S" (Sort. et in Orde Shine. St aldizc, and Sustain) system in

upkeep of niachines/equi pments/consutnables etc.'.)

Standarilize Susttrin

44

3.9 I low many subordinates work ttuder yottl' superior?

Temp. Staff Of fice subortlinalcs

Nos.

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

Issues
l'ick
I Iere

4.1 Do you prepare alr)/ budget tbr 1 our Section?

4.2 Are budgetarY allocations hrlly spent or partially spentl

4.3 Time taken by your Section to process the hills receir ed

liorn StalJTStudents

4.4 Do you fbllow- up the bills processed by you and sent ttr

other Sections?

5. Legal Matters

5. I Extcnt tlf 1 out' a\ryareness of thc tJnivcrsitY 's Acl. Stattltes. Ordinanccs irtrd t'c'gulatious'l

[.lnivcrsitl''s Act S tat ulcs Regulations

500," 0-750,,

-5.2 Are 1'ou cortversttnt \\ith thc bltsic prol'isltrlls ttf Righ t tir Inlbrnration Act, 2005?

Ohligations ol
Public authorities

r5 09,o

dD-

-'1

5.3 Are you dealing with legal suits filed by or against the [Jniversity'?

I'S('l ItlTJGC/IVlHRD'l'o Whom Meant

la z2lo 3 J"?\Routir.re I
II A,-.i

Dal s

laken Special

Set in C)rclert lpkeep ol
V4

7<4Y €4VA

S()rt

Constrnrables,/Stationcrt

lr4achines/ Equi ments

.lunior AssistantsSubordinate Type

Alternat ivc

No

Tic k
Hcre

Allernati\,e

Ycs

l't rll Pnn

Morr than a
M onth

NtrYes

ess than a

orl ll

Nrr
4.5 Have you ever suggested simpli

4.6 Have you ever suggested n'leastlres to ac

and efficiency in your Section's activities'l

lication ol procedures i

hicr c ccrrlrottt

bill processing?

DocUment'l'yPes Ordinatrce s
'7 5.h

0-'7 5r'o 15% 509/0 0-75% ':509i, 50-759.o >7 5r',o
7o Awareness <50Yo

Pl.'Iick

[)oculner]t
'l'1'pes

ol, Awarertess

Exr,'mptionsi Ground
lor Rejections

('entrali State
C'ontntissittns

Making Reports
fbr R-IIs

<50% 50-75" 0 ..7 5'l "
.500,6 50-7 59i) 50-75% 75'1" JrF.lso-rs",,,a

7590

I'l.Tick /
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Yes Nur/

3.7 What is the time limit youl sectittn takcs to respond to the Govcrnment ('ommunications']

Shin.'

o/

t

v4

l-l



5.4 Do you take legal notices/Cou( judgments etc. immediatell, to the notice ol'your Superior

Officers? (Please Tick)

Always ( 100%) Almost Alrval's ( 95- 100%) Mostly (90-95%) 85-90yo Less than 85%

5.5 Have you ever tiled any legal suit fbr or against the University:) (Tick ildone)

Filed For the Universit)' l iled As,ainsl lhe Uniyersit-r

6. Grievances Handling

6.1 Does your Section rcceive grievances/cou.rplaints fiom SlallTsttrdents? (Pl. 'fick)

On Adrninistration 0n Specitic tunctionaries

6.2 What is the time limit to handle such grieyances/corrplaints ? (State in No. of working Dal s

since receipt of the Grievance/complainl)
Adn)in istlal ion

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

On Teachers On Studenls On Specilic Personalities

--l

6.4 Does your Superior frequently convene neetings in

improvement?

lour Sectiot.t to receive suggestions lirr

Weekly Annually

Irlom Students

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

7.lHow ollen you have placed lnstitutional interests above personal interests at critical times lbr

both!
>7 5Yo 5t-75% 26-5jYo

7.2 How much you have enhancccl I'l- ca;r

On Strrdents

Frorn StalT

On'l-eachers

From Students

n Strrdcnts n Spcc ilic f'ersonalitiesOn 'feachers

From Staff

Appeal to Higher
Olficials b-v-

On Admin istration

Students

Stalf

MonthlvSuggestions Sought

L-r'om StatF

Ran c

> 50o/oRange I< 30Yo3t-10%4t-50%
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abiliti,since last NAAC accreditation to this timc?

_l

l_

--1--l'zs"l" I;

Time tbr G or C:

Fronl Students



7.3 How much you have enhanced their Overall capability sinoe iasr Nr\AC accr.editaLioli to t6s
time?

Range >40Yo 3t-40% 21-30% 120%

Specillc Renrarks:

'V'"- ve;vt^; a.z:../r-..-i n; .: l'.-.#f, I 2 Voy r-r,/flul
/

dry) /nrzv(^5A

Date

Plu""' 0$Ar

Director, IQA
DIRECTOR

lntema Qua&y Aanrance Cell (IQAC)
UKRAI|A eHAil t l.lNEBIilW

ELLmE - 524 324.

?vh- cJvhC)

*l,u- '

Zre,--iE-&
DEPUTY BEGISTER

Dtrcclorat? ol 0istance Eaucation

Sli Venkateswrra tt i ive rs itY

TIRUPATI-517 502

S.*-
ASSISTANT REGISTRAR

YOGIVEMANA UNIVERSIT/
KADAPA.516005.

gl('
Signature of the Emplovec

VIKRAilA SIIIHAPURI UI{IVERSITY
NELLORE.s24 320. i

)"r .li t cWi\
(,.! Nt .h<-

*.N.".
REGISTRAR
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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 ofthe
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. Pcrsonal Data

Note: Most questions belorv be ansrvercd 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 Ilmits fixed for your Section's activities

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

Provide Idgs Cite Instances Serve as a Resource person

t/

)

l.l Name of the Employee
_5 A. Ve.<^L; R.-\ 1..-.-a-

I .2 Designation --i, , -iro{ A<4a614-/Yr+-
I .3 Educational Qualification P,5+ \rodua-h
I .4 Experience in administration (Years and
Fields like Examinations, RTIs, VC
Section, Admission. Finance, etc.
(Upto 4 difL experience areas)

Years Sections

20L7-78 Ce--'> - Aati v'..

2018-19 qe-41 Aa r-\, ^
I .5 Date of joining o\- o6- 2-o I g
I .6 Date of Retirement 2E--oL - zov \
I .7 Qualifications /.1.A . Pr( ;h'Lo-l ,44i0-4\24

Qualification 2ol8''

Time
Frame done

Progress
Periodic Review

Slackness Handled Addl. Responsibility

' 
c-a^ . n-a FJ ',-\ 5lc--.^- ?oo& V-2."t-.
No. of Files to
be clear daily

No. of
Notes
process&
expidite

Draft
to

No. ol Staff to
lnvolved in work-
flow

%o of works to
be done as per
plan

Arrangement for
Slafl on leave

/ti { oL- 1o) v 4-4
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mportant two

@

Develop Draft Policy

Year

Proactive Job
allocation



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

Y. Y/^ v,<^

2.4 General Flexibility to Excel exist

2.5 Communication by your Superior

2.6M otl\ atron rovided to you

2.7 Method of Reporting of the activitles carn ed out in your ection

3. Office Administration Workr

3.1 Do you draft the correspondence/circulars/notes etc. yourselfor take the help of yow superiors?

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

3.3 Arc 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 ofleave were availed by you in the lasl 24 months?

20
3.6 Do you work on holidays/offthe office hours?

No. of Holidays worked in the last 24 months by you lo Ja.^" x
No. of Holidays worked in the lasl 24 months by your Subordinate -l
No. of Holidays worked in the last 24 months by 1'our Subordinate -2

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

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

v"r-8 V{A VQA

Word of Appreciation High tevel lask allocation Exchange Pleasantries Build Team Spirit

)ts Y{-\ V4 V 2.t\

Through Proper
Channel

Directly to the
Head

Daily
Basis

lnward-Outward
Register

Min-Max Time for
Completion

Stress on Confidentiality
Maintenance

NoV !,\ r/a-, Y<s Z-3 Y€-r^'!

Refer Past
Draft

Attempt
Fresh

Equip you with
Updates

Seek Help from
Superiors

Entrust the Task to
subordinates

Yt* v€t Yt4 Ye5 v4J
Confidential filing Special files as VCiRegistrar SeeksTopic-wise filing Date-wise filing

V<4 V{^ Yt4V(.(

Inu'ard Outward

Maintaincd \/4 \/44
Not Maintained

Routine
Lettcrs/Filcs

Explanatory
Reports

First-time/ Fresh
content Reports

Replies to
Govemments

2- i!-,.-*4 l-2_ e^_$ ,-\ J-".(I a--t Lw 3&-a
Duty
leave

Maternity/
Medical
Leave

Eamed
Leave

FN Permission of
I Hr.

AN Permission of
lHr.

PaBe 2 of 5

Status

Grievance
Letters

Casual Leave



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

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

3.8 Do you follow the "Fi e S" (Sort, et in Order, Shine, Stand syste 111

upkeep of machines/equipments/consumables etc.?

3.9 How many subordinates work under your superior?
Subordinate Type Temp. Sraff Office subordinates Junior Assistants

Nos ol
.1. Financial Matters: (Pl, tick $.herel'er bores are given )
Issues Alternative

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

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

5.3 Are you dealing with legal suits tiled by or againsr the University'? W- No.r/

:-l

I

I

l

I

I

I

i
t
I
I

I
i
I

I
I
t

I

I

I

I

I
t

I
t'

I
{

Routine Z -3 J.r4 I ao-.- I J.-, 2-Days
Taken Special I d^J I AJ-

Upkegp of Sort Set in Order Shine Slantlardize Sustain
Machines/ E uipments V{-( Y"a Y.+ Y.8 v4
Consumables/Statio nery v04 Yt4 y{a V44 '7<1

Tick
Here

Alternative Tick
Here

4.1 Do you prepare any budget for your Section? Yes

4.2 Are budgetary allocations fully spent or partially spent? Fu ll Part

e taken by your Section to process the bills received4.3 Tim
from StaflTStudents onth

ss than a

Month
ore than a

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

Yes
t/

No

ve you ever suggested simplification of procedures i4.5 Ha
bill processing?

Yes No

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

Document Iypes University's Act Ordinances Statutes Regulations
7o Awareness <50Yo 50-75% >7 5y',o <50Yo 50-7 s% >7 5oto <5lYo 50-7 5% >7 s%o <5j%o 50-7 5% >7 5o/o

Pl.Tick

Document
Types

Obligations of
Public authorities

Exemptions/Grounds
for Rejections

Central/State
Commissions

Making Reports
lor RTIs

o% Awareness <500/0 <5oyo
l

0-7 50/ow <50o/o
lso-ts,"

>7 5Yo <500A 0-'7 50/o i

Pl.-fick t/^l
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izc. and Sustain)

I

No

lso-tsu" lt s.t"



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

Otficers? (Ptease'Iick)

5.5 Have you ever filed anY legal suit for or again st the university? (Tick if done)

Always ( I 00%) Almost Allr'ays (95- 100%) Mostly (90-95%) 85-90% Less than 85%

Filed For the University ilcd Agl1inst the I Ini\ rrsit)

6. C rievances Handling

6.1 Does your Section receive grievances/comp laints tiom Staff/Students? (P1. Tick)

Frorn Students

6.2 What is the time limit to handle such grievanceslcomplaints? lState in No. of working Days

since receipt of the Grievance/complaint)

Time for G or C: On Administration On Teachers On Students On Specilic Persoualities

From Staff
From Students

6.3 Was there any appeal to your higher officiats against the decision ofyour superior in respect of

grievances handling?

Appeal to Fligher' On Adrninistration On Teachers On Students On Spc'citic Personltlities

Officials b

Students

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

improvement?
Monthll AnnuallySuggestions Sought \\'eekly

From StatT

From Students

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

7.lHow often you have placed Institurional interests above personll intL'te'sts at critical times foL '
bothl

5l -7 50h 26-500

7 .2 How much you have enhanced IT capa

On StudentsOn TeachersOn Adminisration illc lunctionaries

From Staff

S ta tl'

>25o/o>7 5YoRange

Page 4 of 5

bititv since last NAAC accreditation to this time?

- 
I 3l -4ooto t- l.lool".- | 4r -5oo/o>500hRange

On Spec

rl-l



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

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

Soeci fic Remarks

Date:

Place:

Director, IQAC

DIRECTOR
lntemat Qudity Asurarrce Ccll (IQAC)

VIXRAMA SIi'HAPI''U UNIVERSfi
|{ELLORE . 52{ 324.

77'z- V+;we,Yl\
)

/nr' J1scw\
UJ a^.( -Lr_ h

Up'4, )

f.t€au'ald
a-J6^3k=-4i0. ,M "'J

or4- dof;tZ a.^'v/

A^-<-.. I
i

EK
S igr.ratule of the Employee

NELLORE.s24 320.

-,**N*
VIXRAIJIA SIiTHAPURI UNIVERSW

6".-& 'N

DEPUTY FEGISTER
Directoratc d glstancc Edrtcalion

Sli Venkatcswal' Univ" :'jl
Tliu?Arl'sl7 502

? s.;*,
ASSISTANT REGISTRA

VEMANAUNIVERS
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YOGI
KADAPA.5T6005.

ITY

A>44

ep,+

'$\-r^-[4-


