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VIKRAMA SIMHAPURI UNIVERSITY,
NELLORE, ANDHRA PRADESH

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

Drljirg 2Ol9-2O22.

The administrative audit is to ensure etfective pertbrming of specific functions/responsibitities 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 etliciency and el'fectiveness and

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

l. Personal Data
l.l Name olthe Employee

I .2 Designation

Qualilication

Note: Most questions belorv be answered b1'Tick Marks; Pl. do the same in the boxes given.

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

2.2 TargetsiTime limits fi\cd ibr yo Ltf Section's activities

ulh

No. of F'iles to
be clear daily

No. of
Notes
process&
e\ iditc

o

Drafi
to

No. of Staff to
Involved in work-
llow

oZ of works
be done as

plan

Arrangement tbr
Stalf on Ieavc

to
pcr

2.3 Assistance to Section Head in evolving policies fbr your Section ( l. Tick. most importan t two)

I .3 Educational Qualification rn.v. 136c.

S,.x'ior gxs)x+'^^l

ofi'
Years

20L9-20

Sections

2020,21, (-
"-, c)

v tu col202L-22 co-

1.4 Experience in administration (Years and

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

og 06-I .5 Date of joining

)ool \QqJ2,€r-)Ll2ooQ

rnlfl gtl-
9<-coxc

Ycar

I .6 Date of Retirement

1.7 Qualilications

Proactive Job
allocation

Time
Frame done

Progress
Periodic Review

Slackness Handlcd Addl. Responsibilitl'

5uni,n +c(t. Q+e"./ AJD4..

ualq@'[.o\

.(i Scrr c its a Resource PersonProvide Idcas te Instances evelop Draft Policyln
t l

\./-
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2.4 General Flexibility to Excel exist

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

2.5 Communication by your Superior

2.6 Motivation provided to you

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

2.7 Method of Reporting olthe activities carried out in Your Section

Through Proper
Channel

Daily
Basis

Inward-Outward tress on ConfidentialitY

Re sler alnlenance

va t 4a L44# f\ova c/a

Directly to the
Head

Min-Mar lirrre tbr
Co

3. Oflice Administration Work:

3.1 Do you drall the corres pondence /circulars/notes etc. Yourself o take the help of your su eriors'll'

1.2 What is the sYsten.r of liling done in your Section'l

3.3 Are inward and Outward TaPal Registers rnaintained in Your Section? (Check the tught Cell)

Yq
ya

Maintained

Not Maintained
3.-1 Statc thc nol'nral tilnc takcn to dispose a tile/paper

i.5 ()\\ nlall 1, dal's o1' Ieave availed by you in the last l(r months?\\'gIe

3.6 Do you work on holidaYs/off the ofllce hours

No. of Holidays worked in the last 36 months bY 0u

No. of Holidays worked in the last i6 mon

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

9e) 9e) 3n)

Entrust the Task to
subordinates

Seek Help liom
Superiors

Equip you with
Updates

Attempt
Fresh

Refer Past

Draft

va

S ial llles as VC/Re istrar SeeksConlldential 1l liDate-wise filinTo ic-wise filing

OutwardIns ardStatus

Grievance
Letters

Replies to
Govemments

First-timei Fresh

content Reports
Explanatory
Reports

Routine
Letters/Files >K q 4o4)>1_\ dq_
Casual Leave Duty

leave

Maternity/
Medical
Leave

Earned
Leave

FN Permission of
I Hr.

AN Permission ol
I Hr.

2€,L2-, t8D+h-( lo

our Subordinate -2
No. of Holiday

oI]',l rhn bS6n the astS kr edI. H o daoN t)

IS6-) om rhnthe ASck lltd\\ orS
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3.7 what is the time limit your section takes to respond to the Govemment communications?

3.8 Do you follow the "Five S" (Sort, Set in Order, Shine, S tandardize, and Sustain) system lnupkeep of machines/e qulpmen ts/consumables etc.?

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

Nos t t

(Pl. tick wherever boxes are given)

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

5.2 Are you conversant with the basic provisions of Right to Inlbrmation Act. 2005?

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

To Whom Meant UCC/MHRD AP Covt. APSCHE ST/CSIR, erc Other (PI. specify)
Days
Taken

Routine
I

Special Jd",

Sort Set in Order Shine Standardize Sustain
Machines/ ulpments 94
Consumables/Statio nery 9L' Ya Vu

Issues Alternative Tick
Here

Alternative Tick
Here

you prepare any budget for your Section?4.1Do Yes No

locati
-)

.+ bAre ud et al oNS Iular)' s ro Ll) pen part ) Fu ll Parl

4.3 Time taken by
fiom StaftTStudents

your Section to process the bills received ess than a
onth

ore than a
onth

No4.4 Do you follow- up the bill
other Sections?

ever suggested simplilication of procedures i,
4.5 Havc ytru
bill processing

s processed by you and sent to Yes

No

ave you ever suggested measures to achieve econom
and elficiency in your Section's acljvities?

4.6 H

Document Types Ordinances Statutes Regulations
7o Awareness <-50% 50-'150/o >7 5yo <50ouo 50-7 50/o >7 5Yo <50o/o 50-7 50/o >7s%o <500/o 50-7 5% >'7 5yo
Pl.Tick

Document
1'ypes

Obligations of
Public authorities

Iixemptions/Grounds
tbr Re.jections

Central/State
Comm issions

Making Reports
lirr RTIs

<50u/o 50-75".," >7 5o/u <50% 50-75% >7 5vo <50% 50-7 5% 7 5voF

o% Awareness

Pl.l ick
0-'7 5o/o<50%

L

Page 3 of 5

Yes o

I a^,

4. Financial Matters:

University's Act

Upkeep of
ya 'tr-l qa

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

Officers? (Please Tick)

Always (100%) Mostty (90-95%) 85-90% Less than 85%Almost Always (95- 100%)

5.5 Have you ever filed any legal suit lbr or against the University? (Tick ifdone)
Filed Againsr the UniversitlF iled For the University

On Administrarion On 'feachers On Students On Specific functionaries

[r om Stall'

From Sludents

6. Grievances Handling

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

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

since receipt ol'the Grievance/complaint )

Time tbr G or C On Administration On 'l cachers On Students On Specilic Personalities

From Statf I & r d-"'l'(
F'rom Students {r

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

On Students On Specific Personalities

Slall' LIO

Students No

Appeal to Higher On Administration On Teachers

Ollicials by

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

improvement?

Fronr Students

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

7.lHow olten you have placed Institutional interests above personal interests at critical times lbr

both !

5t-75%

7.2 Hor.r much you

Monthli'Suggestions Sought \I eekll
From StalT

>2s%o--.] :o-so't"
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have enhanced IT capability since last NAAC accreditation to this time?
's30%13r-4ootov 1t-50v.Range >500/o
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Range >40Yo 3t -40% 21-30% < 20Yo

Specific Remarks:

sg'wBua- q

.tn';q
"1-o Y€l-e

Date

DIRECTOR
lntema Qualty Asrunce Cell 0QAC)

VIKRAIU/q J'a NR UNIVERSITY
ELLORE . 524 324.

''**grt1[ffi.1i8g,",,

qlnt of *c; EFn

qjqiit2rA:h G[#' , Fdt'k- .!aa h"4YY -tD AgorL-

UC.V* r.,lF.iir0rsltr, -f?'$rcfih'€{'

Plu""' Nt(&
Lt-tl..t-:.d;

Signature of the Employee

D ,IQ C

Oul oquugr';ti adrnidcfr+r4 tu-tf-,*r* q/""1 ^luyV yraia, I
VoYy

5.
'*',"tifi3ii*ttiili4p;"

A

)t-a-''

oclv
ISTANT

EMA.}IAut'ltv
REGI

ERSI
R

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

time?



VIKRAMA SIMHAPURI UNIVERSITY,
NELLORE, ANDHRA PRADESH

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

DuriEg 2017 -2019.

The administrative audit is to ensure effective performing of specific functions/responsibitities 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 eflectiveness and

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

I. 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 fixed 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 lnstances Serve as a Resource person Develop Draft Policy

l I Name of the Employee bt\.v. Lnrs+tr^t Sst LATa

llunlor fFclc{-".''r-
1.3 Educational Qualification \q.S(. BEa, Pe$cA , 'l1pt +l<.1|-t
1.4 Experience in administration (Years and
Fields like Examinations, RTIs, VC
Section, Admission, Finance, etc.
(Upto 4 diff. experience areas)

Years
20L7 -\8 &<nc^n!r teo)"iyr)
2018-19 F'.ro.ti secMl vsu rJ&+e

1.5 Date ofjoining

I .7 Qualifications Year 2@& 2ooq P,-oo I llq I
Qualification \',1.Ec. B.Sc. Sntey Sc(

Proactive Job
allocation

Time
Frame done

Progress
Periodic Review

Slackness Handled Addl. Responsibility

+hidt R€4\l-t^F q y.N<6 GooA

No. of Files to
be clear daily

No. of
Notes
process&
expidite

Draft
to

No. ol Staff to
Involved in work-
flow

7o of works to
be done as per
plan

Arrangement for
Staff on leave

10 o2- 8o 7, Yos
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2.4 General Flexibility to Excel exist

F'reedom to be 'SMART' Forgiving One-time Enors Setting Examples by oneself
y€s yL\ yL\

2.5 Communication by your Superior

2.6 Motivation vided to u

2.7 Method ofReporting of the activities carried out in your Section

3. Office Administration Work:

3.1 Do you draft the conespondence/circulars/notes etc. yourselfor take the help ofyour superiors?

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

Topic-uise 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)

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 -l
No. of Holidays worked in the last 24 months by your Subordinate -2
No. of Holidays worked in the last 24 monlhs by your Subordinate -3

Day Starc with Task Talks Oral/Written Instructions Persuasive mode Professional Stvle

lts Y€r !el

Word of Appreciation IJigh IeveI task allocation Exchange Pleasantries Build Team Spirit

Ye-t !t"s

Through Proper
Channel

Directly to the
Head

Daily
Basis

I nward-Outward
Register

Min-Max Time for
Completion

Stress on Confidentiality
Maintenance

9es yer YeL 9rt 3 +o S dayl ND

Attempt
Fresh

Equip you with
Updates

Seek Help from
Superiors

Entrust the Task to
subordinates

ve) !P€l 94\ $er C sotnma ; 9ec

Status Inward Outward
Maintained !el Yej
Not Maintained

Routine
Letters/Files

Explanatory
Reports

First-time/ Fresh
content Reports

Replies to
Governments

Grievance
Letters

I ae-* , .1, 3 &*r z d\99 l+ 2 dqg

Casual Leave Duty
leave

Maternity/
Medical
Leave

Eamed
Leave

FN Permission of
1Hr.

AN Permission of
1Hr.

l5k3 l9o&4e

Refer Past
Draft

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

To Whom Meant L]GC'/MHRD AP (lovt

I !../
APSCH ll DST/CSIR. etc Other (['1. specitl')

Days
Taker.r

Routine t e"1
Special I d.4 t d"r1

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

Upkeep ol Sort Set in Order S h inc' Standardize Sustain

Machines/ Equipments vu w 324 v-a) w
Consumables/Stationery W4 q2) YE ,18-! ct 2)

3.9 How many subordinates work under your superior?

Subordinatc 'f1'pe Temp. Staff O1'1lce subordinatcs Junior Assistants

N-os o\

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

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

4.5 Have you ever suggested simplification ol procedures

bill processing?

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

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

Ordinances Resulations
o% Awareness <509,o

lso-rs"" frs+"
<-50% 50-7 5% >7 5Yo <50% 50-75% >150/o <50% 5 0- 75% >'7 5yo

Document Types Statutes

5.2 Ale you conversant with the basic provisions ofRight to lnlbrmation Act. 2005?

5.3 Are I ou dealing u ith legal suits liled b1' or against the University'l Yes

Issues Altemative A ltemative 'I-ick

Here

4.1 Do you prepare any budget lbr your Section?

4.2 Are budgetarl, allocations fully spent or partially spent:)

No

Fu ll Part

4.3 Time taken by your Section to process the bills received
fiom StatlTstudents

Less than a

Month
!'4ore than a

Month

Yes

Yes

No

"/
No

Obligations ol'
Public authorities

Exemptions/Grounds
Ibr Rejections

Central/State
Commissions

DocUrrent
T1'pes

>'7 5vo<50% 50-75% >7 5Yo ..50o/o 50-75% 0-150/"50%o Awareness

Pl.Tick

0-7 -5oru<50%
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No

University's Act

OZ

T ick
Here

Yes

Pl.Tick

Making Reports
for R'l'ls



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

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

5.5 Have you ever filed any legal suit lbr or against the University? (Tick ifdone )
Filed for the L]nivcrsirr

6. Grievances Handling

6.1 Does your Section receive grievances/complainls from Staff/Students? (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)
'l'ime fbr C or C: On Administration On Teachers On Students On Specific Personalities
From StafT I (q I tL 7- d-eqw
From Students tl

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

Appeal to Higher
Oflicials by

C)n Adnr inistration On 'I'cachers On Students On Specilic Personalities

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

Suggestions Sought Weekly Monthly An n ually _--

From Stall L'' \.2--
From Students

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

7.1Hou'olien you have placed Institutional interests above personal interests at critical times lbr
hoth !

Rangc >7 5Yo 26-50%

On Administration On Teachers On Students On Specific lunctionaries
From Statf /1
From Students

Sra11' ruo
Students

f...,1-)

51-75%
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capability since last NAAC accreditation to this time?7.2 Hou' much you have enhanced

Range > 50Yo 4t-50% 3l -40o/o s30%

.-- Filed Against the University
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7.3 How much you have enhanced their Overall capability since last NAAC accreditation to this

time?

Specific Remarks

Al 5tnlti sll( dvnidsl',-h'0D fr Wy sqoo,.*vt f f,;rlq
w:ornfln N.J -Juaty ftvdU a- W "f 'qdL,t\e5 .*o {Q-ao

.5niuo^etq floan..14 Lerl:ca . 3 aro t'+^l s c-tre'r oitd

lfmiUlrf*b, *athorn{';e{

Date

Place:

Director, IQAC

DIRECTOR
lnlernal Qrdity A.flratlcc Cell (IQAC)

VIXRAMA *HAPLN U NERSITY
NELLORE .524 324.

cr-+-u. J*.J_+
Signature of the Employee

w
Regi'sirar

REGISTRAR\-.
vltffiAilA srilHAPt Rt UiltVER$Ir

NELLORE.52,| 320.

6"
DEPITTY iEGISTEH

nlrcctorate ol llst'ncc Educafi'n

", 
*,,i1;1.^";i:11 y HI'"'

N

S,..-
ASSISTANT REGISTRA

VEMANAUNIVERS

'< 2o%oRange >40Yo -31-40% 2l-30%
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