
VIKRAMA SIMHAPURI UNIVERSITY,
NELLORE, ANDHRA PRADESH

The administrative audit is to ensure effective performing ofspecific Iunctions/r esponsibilities by
administrative stalT carried out $ith a lbcus on irtrolrentent to achier,; tltc gual ,rnr.l purpose ol-tl.tc

universitl. The audit includes incurring of expenditure with cost elliciency and eflectiveness and

discharging duties in compliance u'ith applicable laws and regulations in lirlce tiorn time- to- time.

l. Personal Data

_vJu

1.5 Date ofl.ioining

I
I .7 Qualilications

Qualification Ssc Boi bs.,
Note: Most questions belou be answered b.v.' l ick Marks; Pl, do thc s:lule rn tlre boxes gir en.

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

q

2.2 Targets,/Time linrits fixed for 1i )ur ectrorl s liclrvrtr!'s

No. of Staff to
lnvolved in work-
flow

7o of works
be done as

plan

.,\rangement lbr
StatT on leave

to
pcr

__ tu./. 'fzs
2.3 Assistance to Section Head in evolvrng policies tbr your Section (Pl. lick, most impoftant lwo)

- .-ot

I .l Name of the Employ ee (iana .(NoQrnp kortaQ
1 .2 Designation

I .3 Educational Qualification 8..+ (ffv, t
Years Sections

2020-27

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

20L9-20

202t-22

I .6 Date of Retirement

Year

Addl. ResponsibilityProactive Job
allocation

Time
Frame done

Progress
Periodic Review

Slackness Handled

C,.L-f,u*rr. r^"t tb"jt Gnn

No. of Files to
be clear daily

No. of
Notes
process&
expidite

to

Provide Ideas Cite Instances
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[)evclop Draft Policy

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

Dattng2OL9-2O22.

J.uo{-- sts$sar€]xrT

Draft
!o

Sene as a Resource person



2..1 General Flexibilin' to Excel exist

Freedom to be 'SMART' Forgiving One-time Errors Setting Exarnples $y oneself

Yes Yes

2.5 Communication by your Superior

2.6 Motivation vided to ou

"-fes
2.7 Method of Repo(ing ofthe activilies carried out in your Section

Min-Max Time tirr
Co ietlon

3. Office Administration Work:

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

Equip you with
dales

Seek Help lrom
Superiors

Entrust the Task to
subordinatesU

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

3.3 Are inward and Outward Tapal Reg isters 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 a ailed by you in e last 36 months'l

3.6 Do you rk on holidays/offthe office hours?

No. olHolidays worked in the last 36 months by you

i

Day Starts *'ith Task Talks Oral/Written lnstructions Persuasive mode Professional Style

Ls '/es Ycs Yas

I :xchange Pleasantries l3uild Jcarn SpiritWord of Appreciation High level task allocation

'lc-s ,fcs

Re lstct
Inu ard-OurwardThrough Proper

hannel
Directly to the
Head

Daily
Basis

fidentialityStress orl
Marn

"l ts >4c3 D2+ NN!cs ND '*-t

Refer Past

Draft
Attempt
Fresh

-'h.c' 9tr 4r-<

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

'*s. Yrt Yt< Yas

Status Inward Outwarcl
tta'sMaintained

Not Maintained

Replies to
Governments

Grievance
Letters

Explanatory
Reports

First-time/ Fresh
content Reports

Routine
Letters/Files

?-d-"h lJ^..I Jn r- c.l,r,-ta
"rt f>'.L

AN Permission of
lllr.

Maternitly'
Medical
Leave

Earned I FN Permission of
leave 

I 
I ur.

Duty
leave

2^,.{-.r

No. of Holidays worked in lhe last 36 months by your Subordinate -l
No. of Holiday s worked in the last 36 months b our Subordinate -2

De+No. of Holidays worked in the last 36 months by your Subordinate -3
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Casual Leave

--..............1



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

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

3.9 How many subordinates work under your superior?

Subordinate Type Temp. Staff Offrce subordinates Junior Assistants

Nos. ol

4. Financial Matters: (PI. 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?

To Whom Meant UGCA4HRD AP Govt. APSCHE DST/CSIR, etc. Other (Pl. specify)
Routine o )D >b4 DrDo{ O I Oa'{)Days

Taken Special 6t o,,{ AI O}l

Upkeep of Sort Set in Order Shine Standardize Sustain
Machines/ Equipments *^ Y"+ '{r-: ''l ".t

Xra
Consumables/Stationery ,1., Yt-t ,t,,

"l<)

Issues Altemative Tick
Here

AlternatiYe Tick
Here

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

4.2 Are budgetary allocations fully spent or partially spent? Part

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 Sections?

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?

Document Types University's Act Ordinances Regulations
o/o Awareness <50o/o s0-7 5% >7sYo <50Yo 50-7 5% >7 5o/o <5lYo 50-'7 5% >7 s%o <500 50-7 5o/o >7 5o/o

Pl.Tick

Document
Types

Obligations of
Public authorities

Exemptions/Grounds
for Rejections

Central/State
Commissions

Making Reports
for RTIs

o% Awareness <50Yo 50-7 5% >7 50/o <50o/o 50-7 5% >7 5o/o <50Vo 50-'7 5% >7s%o <50o/o 50-7 5o/o >7 sYo

Pl.Tick
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5.3 Are you dealing with legal suits filed by or against the University? yes N" u-/

\-?,,

lru 
tt

Statutes



5.4 Do you take
Officers? (Please

5.5 Have you ever filed anylegal suit for or against the University?

legal notices/Court judgments etc. immediately to the notice of your Superior
Tick)

)Alwa s (10 waylmA ost AI s 95 00%( ) Mostl (el-es%) 85-90% Less than 85%

(Tick if done)

6. Grievances Handling

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

6.2 What is the time limit
since receipt of the Grievan

6.3 Was there any
grievances handlin

to handle such grievances/complaints? (State in No. of working Days
celcomplaint)

appeal to your higher officials against the decision of your Superior in respect ofg?

6.4 Does your Superior frequently convene meetings in
improvement?

your Section to receive suggestions for

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

;;',fi* "o* you have placed Institutional interests above personal interests at critical times for

>7 5Yo st-7s% 26-s0% >25yo

7.2 How much you have enhanced

Filed For the Universi Ied Against the University

On Administration On Teachers On Students functiSOn fic ona eSFrom Staff
From Students

Time for G or C: n Administration Teachers Students n Specific Personalitie SFrom Staff
LFrom Students

lDc r'

Officials by
Appeal to Higher On Administration On Teachers On Students OnSpecific Personalities

Staff
Students

Suggestions Sought Weekly Annua lly

From Students

>50Yo 41-50% 31-40% < 30Yo
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T capability since last NAAC accreditation to this time?

Monthly
From Staff

3*g"
-l

T.ange
t-



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

time?

Range >40Yo 31-40% 120%

Specific Remarks

&^1r;-<ba9:1,. iA

9a1o, )vad

J o, )^,tPd

#'[" ;A G-

I'^u
ti rro(lL io ;ha J+bAf^

1ffi4 $detae;,V.d G' t'rrotlc P'f\d

Coopentstc w'Jh J*"'-and

@

@

Date:

Place: t,,Jfinr----

Director, I
DIRECT R

lntemal Quality Aanrarre Celt (IOAC)

VIKRATI'A S8'iTAPI,R UT5VERSIIY
r{ELLfil-511432{

w
of the Employee

C *"K,.
REGISTRAR

VIKRAMA SIMHAPURI UNIVERSIIY
NELLORE.624 320.

5*,^--JU A

9EFUTY REGISTER
Dircct.tatc ., Dist.ncc Education
Srl Vcntatcswara Un iv e rsity

Iti u iATt- 51 7 502

S,*-
ASSISTANT REGISTR,AR

YOGI VEMANA UNIVERSIfI'
KADAPA - 516005.
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Administrative Audit of Regular Administrative Staff Only
(Library Assistant/Asst Engineer/Asst Registrar/ Superintendent/ Senior Asst/ Junior Asst)

During 2017 -2O19.

The administrative audit is to ensure effective performing of specific functions/responsibilities by
administrative stafl carried out with a focus on involvement to achieve the goal and purpose ofthe
university. The audit includes incuning of expenditure with cost efficiency and effectiveness and

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

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 Tar ts/Time li ts fixed for your Section's activities

l.l Name of the Employee Grno.QaeQmt> krIrrcrQ-
I .2 Designation

- Jt.r.l ro0. d<< r(lAnr-i
I .3 Educational Qualification b.<, ffi<rt )
1.4 Experience in administration (Years and
Fields like Examinations, RTIs, VC
Section. Admission, Finance, etc.
(Upto 4 diff. experience areas)

Years Sections
2017 -!8
2018, L9 4i Pn rn pt, v5e 5fl.y c11a1so

1.5 Date ofjoining O\-ot ->olte
I .6 Date of Retirement <t -D6 ' >,..rt1
I .7 Qualifications Year 'nrx) 2)(h- ),zv>\

Qualification 9st cDt bS.-,

Proactive Job
allocalion

Time
Frame done

Progress
Periodic Review

Slackness Handled Addl. Responsibility

N*t:al A):r* C)l \&,7r Gmrl (t,.lo,,

No. of Files to
be clear daily

No. of
Notes
process&
expidite

Draft
to

No. of Staff to
Involved in work-
flow

o% of works
be done as

plan

to
per

Arrangement for
Staff on leave

tn mK oL- 9.;"1. "4zs
2.3 Assistance to Section Head in evolving policies lor your Section (Pl. Tick, most important two)

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

)- tl

VIKRAMA SIMHAPURI UNIVERSITY,
NELLORE, ANDHRA PRADESH

I. Personal Data
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2.4 General Flexibility to Excel exist

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

"lz< 'fet

2.5 Communication by your Superior

2.6 Motivation vided to ou

2.7 Method ofReporting ofthe activities carried out in your Section

3. Oflice Administration Work:

3.1 Do you draft the correspondence/circulars/notes etc. youself or take the help ofyour superiors?

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

Topic-*ise filing Date-wise filing Confidentia[ 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 ilow y days ofleave were availed by you in t last 24 months

3.6 Do you wo rk on holidays/offthe office hours?

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

'les Yes Jes 'fct

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

"fc-s Vz-t'/t-s fes

Through Proper
Channel

Directly to the
Head

Daily
Basis

lnward-Outward
Register

Min-Max Time for
Completion

Stress on Confi dentiality
Mainlenance

-4a 'Ato "fu ttz Yto-7&.9 f{a)

Refer Past
Draft

Attempt
Fresh

Equip you with
Updates

Seek Help from
Superiors

Entrust the Task to
subordinates

qd Yts Ycs Ycs Yz-t

lnu'ard Oulrvard
Maintained 4u. "frs
Not Maintained

First-timc/ Fresl.r

content Reports
Replies to
Governments

Grievance
Letters

Routine
Letters,/Files

Explanatory
Reports

Ol da,) l -+o)-.cb,, >&A ld6,

Casual Leave Duty
leave

Matemity/
Medical
Leave

Earned
Leave

FN Permission of
1Hr.

2-od"4'2

No. of Holidays worked in the last 24 months by you >ec{--4
No. of Holidays worked in the last 24 months by your Subordinate -1 Ldo,t
No. of Holidays worked in the last 24 months by your Subordinate -2 rcn-rI
No. of Holidays worked in the last 24 months by your Subordinate -3 r&qt
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Status

AN Permission of
1Hr.



To Whom Meant UGC/MHRD AP Gor.t. APSCHE DST/CSIR, etc. Other (Pt. specily)
Routine l -+t\L d-a I c'i,^r t ne,
Special I N., I fr",

il 0
I f>>t

Days
Taken

3.8 Do vou follow the ' ive S" (Sort. Set in O , Shine, Standardize, and Sustain) system in
upkeep of machines/equipments/consumables etc.?

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?

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

Upkeep of Sort Set in Order Shine Standardize Sustain

Machines/ Equipments '-fz,r, 4t-< tu *tp Ytt
Consumables/Stationery Yt-< t1,, t 9z-c Yz-c Yzr

Subordinate Type Temp. Staff Office subordinates Junior Assistants

Nos. o\

Issues Alternative Tick
Here

Alternative Tick
Here

4.1 Do you prepare any budget for your Section? Yes 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 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 Sections?

Yes No

4.5 Have you ever suggested simplification of procedures rn

bill processing?

Yes No

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

University's Act Statutes

7o Awareness <5OYo so-1s%v75% <50Yo 50-'7 5% >7sYo <5l%o 50-7 5% >7 s%o <50Yo 50-'7 5yo

Pl.Tick t- I
Document
Types

Exemptions/Grounds
for Rejections

Making Repoft
for RTIs

o% Awareness <500/. 50-7 5./" >7 50/. <500 50-7 5% >7 5Y" <50Yo 50-7 5Yo >7 5y. <50y. 50-7504 >7 5yo

Pl.Tick
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No

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

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

Document Types Ordinances Regulations

Obligations ol
Public authorities

Central/State
Commissions



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

Officers? (Please Tick)

Alra'ays ( 100%) Almost Always (95-l 00%) Mostly (90-95%) 8s-90% Less than 85%

5.5 Have you ever filed any legal suit for or against the University? (Tick ifdone)
Filed For the University lFiled Againsr rhe Universiry

6. Grievances Handling

6.1 Does your Section receive grievancesicomplaints 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)
On Administration On Teachers On Students On Specifi c Personalities

From Staff LlcJhio 
^ hM-)L

From Students t-,,f,Jh \r, ^ l^YzlL

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 Monthlv
From Staff
From Students

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

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

Range >7 5Yo 26-50%

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

On Administration On Teachers On Students On Specific functionaries

From Staff
From Students

Appeal to Higher
Officials by

On Administration On Specific Personalities

Staff
Students

Range >50Yo 41-50% 31-40%
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Time for G or C:

Annua lly

51-75% >25Yo

On Teachers On Students

130%



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

3t-40% 21-30% s20%

Specific Remarks

3 d,do,o,o",s)t1!,',o L \Ef, flPt$tc' aod
@ Uniuevsl

@ ),

Manu{.

tPd k @o(lc -4;1b Jnbtbfi^)

h "N,"tp 9*E

W,t
I

r-) am

o$'
rO

,A Ue'd rnder;,pl

W'a+ mrLo

Date:

Place:
-6
Si!n

ty--

,."&'-,

reo EmployeeI

U\"-**-$o-{
Director, IQAC
OIRECTOR

lntemat Quality Arsurance Cell (IQAC)
VHRA A! I{APtNt,ltlUERStrY

IELLORE - 524 32{

RECISTRARI-
v[(RAmA SttHAPURt UiltVERStW

ilELtoRE-s24 320.

.. DEPUTY REGISTER
u:r-e.c.to ra-le ot Dlslancc ErlucarionJfl uenkalcswara Universir v

TIR UPATT-51 7 502

. S..^"r
ASSISTANT REGISTRAR

UNIVERS
516005.

Range >4jYo
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