O

VIKRAMA SIMHAPURI UNIVERSITY,
NELLORE, ANDHRA PRADESH

Administrative Audit of Regular Administrative Staff Only
(Library Assistant/Asst Engineer/Asst Registrar/Superintendent/Senior Asst/ Junior Asst)
During 2019-2022.

Ihe administrative audit 1s to ensure effective perfornming of specitic functions responsibilities b

administratve staft carried out with a focus on mvolvement o achieve the goal and purpose of the

aniversity. The audit includes mceurring ol expenditure with cost elficiency and cllectuveness i

discharging duties in compliance with applicable laws and regulations in torce from timie- to- tme.

Personal Data

u

i—H Name of the Employee KKANA ¢ SHE
| 12 Decionati

| i.2 Designation Tundr  Assiékant
| 1.3 Educational Qualification

A Degrec B .
14 Experieneesin administration (Yedts and Years - | Sections
Fields  like  Examinations, RTIls,  VC 2019-20 | Prance )
Section, Admussion, Finance. etc. 1202021 | e - )
(1 'pln 4 ditt. experience ;l.l'C'Lih') . 7 | 202122 | .
1 3 Date of joi o -
5 Date of Joimning | DX 06\ ZO!C{-
] l Uﬁllt._ﬂl }‘\k“l “,kl_]fl - | 30.06- 2050
1.7 " Qualifice ations | Year ' |

Sk R WL S
J(\)m]rhmlmn | Datwes | St | _&,&L, |

Note: Most qmstmns 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

- Proactive Job | Time Progress Slackness Handled | Addl. RL\]UUII\I[)]]H\
fl_éumlmn | Frame done | Periodic Review |
Wovile <. = e T g = —t
Cbmw ANk 5 Yeou ﬁmLJL_ e Takenn =
2.2 Targets/Time Imnh fixed for your Section’s activities
['No. of Files lol\ No. of I)l‘;:]l—] No. of Staff % of works 10] Arrangement  for |
i be clear daily | Notes to | Involved m \\m'.k-- L be done as oper [ Stlt on leas
process& Mow {plan
- ..\an 1e '

L FYCYe B S R X Vep
llllt.\UJ

2.3 Assistance lu Section Head in evolvi mL puhuu for your Section (Pl lick. most inpor

I’m\ ide Ideas Cite Instances | Serve as a Resource person DL\L]UP Dratt l’nlu\ ‘

N S s R —

 —— =

2.4 General Flexibility to Excel exist
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' Freedom to be *SMART’ Forgiving One-time Errors Setting Examples by oneself }

| e v yer

2.5 Communication by vour Superior
f Day Starts with Task Talks | Oral/Written Instructions | Persuasive mode | Professional Style l
,, ey DA Vep . _
2.6 Motivation provided to you. ‘ et
L\\ ord of Appreciation | High level task allocation | Exchange Pleasantries | Build Team bpmq

L yey I yep | ye _¥w_y%,_J

2.7 Method of R\,pmlmu ol the acuv mw carried out in your Section

 hrou =I\ Puq:u H)n‘.ui\ o the l)nl\ Iu\\ml(ml\\ ud“\hl \]1\ lmu tot [Stress on Contidentiahity
|Channel hh. wd Busis H{L_mu Compleuon [Maintenance
. SR Eaby o : U] Gl 0 S 4 L L
-— —_— )fe,\} e | _—

|

e i =] |

ST

3. Office Administration Work:

3.1 Do you draft the correspondence/circular s/notes elc. youtselt or take the help of your superiors?

1 Refer Past Attempt [ Equip you with Seek Help tfrom Entrust the Task to ‘
| Draft | Fresh Updates Superiors subordinates ﬁ{
o yey | ey Yey vey

3.2 What i is the sy stem of filing done in YJI Section?

‘ i_»gu wise filing | Date-wise filing | Confidential filing ! Special files as VC/Registrar Suks
) — q
V

" Y # S it)‘_*_ I /5, W S 4.2

3.3 AIC Inw ard and Outward Tapal Registers mamntained in your Section” (( hul\ the Right Celly

| Stlus - 7 j—in\\ aed | Qutward oy -k .
Maintained yey vey S
| Not Maintained ‘ — 1 ,_i- _j'
3.4 State the normal time taken to dispose a file/paper
| Routine Explanatory First-time/  Fresh | Replies to Grievance
| Letters/Files Reports content Reports Governments | Letters

L | _chd 2 douAY 2 doy y ;ehg#e

5 How many days of leave were availed by you in the last 36 months?

' Casual Leave Duty Maternity/ | Earned | FN Permission of AN Permission ol ,
| leave | Medical Leave | IHr. [Hr. ‘
I Leave ; 41
45 — 12 |20 [ 2 >
3.6 Do you work on holidays/off the office hours?
'\u of Holidays worked in the last 36 munlh\ » by you - ; 5

- Nooot Hohidays worked in the last 36 months by your Suhmdm e -l

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

' No. of Hohdays worked in the last 36 months by your Subordinate -3
|
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DST/CSIR, elc.

Other (Pl _LLLI]\ l

|
|

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

,[ Da)a Routine

_i Taken hﬁial — |
3.8 Do you follow the - ‘Five S” (Sort, Set in Order, Shine, Standardize, and Sustain) system in
upkeep of machines/equipments/consumables etc.?

Upkeep of Sort Set in Order | Shine Standardize | Sustain
Machines/ Equipments v ey yey yey yed Vey
| Consumables/Stationery Yey yed \!L?T )Kff;i ye ;’ J

3.9 How many subordinates work under your superior?
i Subordinate Type J Temp. Staft Office subordinates ‘ Junior Assistants l

4. Financial Matters: (P1. tick wherever boxes are given)

\r_lh.—\_t—lus N TAlernative [Tick  [Alternauve [Tick

L ta Here N I 1c1‘cr_q.
4.1 Do you prepare any budget for your Section? Yes vo o [No ‘

| 4.2 Are budgetary allocations fully spent or partially spent?  [Full v' o |Part _]

' 4.3 Time taken by your Section to process the bills received [Less than a o More than a

" tfrom Staft/Students Manth Month

" 4.4 Do you follow- up the bills processed by you and sent to |Yes No |
other Sections? Vv !

i I I I
4.5 Have you ever suggested simplification of procedures infYes No ‘ |

+ bill processing? bl | L i

L . SRR e stun] | N S |

| 4.0 Have you ever suggested measures lu achieve economy! i ‘ .
ui LHIL]L]}L\ in your \Lmnn s activitie .

N

. Legal Matters

|

I Extent of your awareness of the University’s Act, Statutes, Ordinances and regulations?

r[)uuumcnl Types | University’s Act Ordinances Statutes Regulations

[ 04 Awareness <50% 50-75% [>75% [<50% [50-75% P75%1<50% [50-75% E-?SU 0 1<50% 150-75%
Pl.Tick \/ = — —— —_] — | =] -] —
5.2 Are you conversant with the basic provisions of Right to Information Act, 20057

| Document l ()bhgdﬁmns of Exemptions/Grounds| Central/State Making Reports |
| Types | Publi¢ authorities | for Rejections Commissions for RTls ‘.

[T o : = = 5 = B = = = AT So7 it

| % Awareness [-3 : >75% 1<50%  [50-75% [P75% |<3 50-75% 75% [<50% [50-75% F75% |
ot - | o
U B Pinds .

| Tieks it | —| -] -]~ =7=] [ ]

5.3 Are you dealing with legal suits filed by or aganst the University? Yes No
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5.4 Do vou take legal notices/Court judgments cte. immediately to the nouce ob vour Supert

Otticers? (Please Tick)

Al!nUSlAI\V'HXS(QS-{()U“-u) Mosll—(ﬂt)ﬁt):‘s‘%u) 85-90%, ]—Ecss than 85% |

Always (100%)
L L : _ - R
5.5 Have you ever filed any legal suit for or against the University? (Tick if done)
l Filed For the University T — [Filed Against the University ] o j

6. Grievances Handling

0.1 Does your Section receive grievances/complaints from Statt/Students? (P Tick)

L‘-; On Admimnistration On Teachers | On Students | On Spectfic tumtlomnu, !
|

From Statt — S =

-

bromStudents | — | T | T | -

6.2 What 1s the time hmit to handle such grievances/complaints? (State in No. ol working Days
since receipt of the Grievance/complaint)

Time for G or C: On Teachers |On Students  |On Spu,mc, Personalitics |
| From Statt — — -~ - ;

On Administration

— — T —

From Students

3 Was there any appeal to your higher officials against the decision of your Superior in respect of
grievances handling?

Appeal to Higher | On Administration | On Teachers | On Students | On Specific Personalitics
Officials by

\
T ———— T R —
L Swdents | ) = e I - . = ‘Z _ 1

e At A e A e P R S .

6.4 Docs your Superior Tn.quuul\ CONVENE Mectngs 1 your Section o receive suggestions o
improvement? = =5

'r\uuuuuun\ Sought [ Weekly Monthly TAnnuall
| From Statt et v

I_Frum Students e

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

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

)U[h
| Range [>75% T v151-75% | — [26-50% . =

K mge | -50% \/ 41-30%,

B e R | ,_‘ !"4“ ] == R1V D —

7.2 How much you have enhanced T capability since last NAAC accreditation to this un
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7.3 How much you have enhanced their Overall capability since last NAAC accreditation to this
time?
| Range |>40% | — [3140% | —[2130% | —[<20% | 7|

Specific Remarks:

Ac\m‘in“<;>¥r$m7> '.?> V ey atwal anmd G:M%ove

00y oD&sCfb‘a SEtly Y Smeots Jsuwaﬂrm'?ma of
obbice: ansl Tam faffy i By adnlnidodiions.

Date:

" | -
Place: Nellove. S}gnagr%%?ﬂi’gﬁ%p oyee

Director, IQAC Re 1§trar

REGISTRAR

DIRECTOR

PRS- u-ciiru DY VIKRAMA SIMHAPURI UNIVERSITY
VIKRAMA SREHAPURI UNIVERSITY NELLORE-524 320,

NELLORE - 524 324.

B  BE

DEPUTY REGISTER
Directerate of Distance Ev¥urating
Sri Venkateswara Uni -,

TIRUPATI-517 542

Givar R
STRAR
ASSISTANT REGI
YOGWEMANAUNIVERS!TY
KADAPA - 516005
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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)
During 2017 -2019.

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
aniversity. 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- tme.

!. Personal Data

| 1.1 Name of the Employee S .
‘ LN
Bt e eaco e _,-_,_*_k Kﬂ[ﬂ_gﬁ H_? i o B e i
Fi._ Designation _A <\ ‘ ;
= v it e —— R A e S 1

{ I uiiuiimundl Qualification | Teciver. -
1.4 Experience in ddlﬂll’llhtldll()n (YJH and Years Sections ;
Fields like Examinations, RTIs, VC 2017-18 | yeuU llea?. nielloe i
| Section, Admission, Finance, efc. 2018-19 v ﬂ
| (Upto 4 diff. experience areas) vonce co . |

| 1.5 Date of joining a0z .4 2elid i

_— —_ | —— ]

] h [)Lm, of Retirement

P P ; "
\ 1.7 Qualifications - | Year

-—_T__
| Qualification | gy e | goter | Ssc

Note: Most questions below be answered by Tick Marks: PL do the same in the hu\u given.

2. Job-Execution: Process and Functions
2.1 Allocation of’ Duties and Ru}punslblhnu

} Proactive Job l Time Progress Slackness Handled | Addl. Responsibility i
.'%l_gvocutlun 8 Frame done | Periodic Review
Ir Asstant 5 yeawy Gieod o Taken

2.2 Targets/Time limits fixed for your Section’s activities

I = : -
' No. of Files to| No. of Draft| No. of Staff to % of works to| Arrangement  for
| be clear daily | Notes to | Involved in work- | be done as per | Staff on leave
[ process& flow plan

\  |expidwte I 0y "'r i ]
o ﬁ’" ] Big:w@f SN W . . . . o yey

2.3 Assistance to Section Head in evolving polmu lor your Section (PL lul\ most nnpui‘ nttwoj
e s e

1 lu\idt. idl.,d\ ( HL !1\[ mux | \\..\L ds i ](L\UUILL DLI\UH l)\.\\lnp Drun PUII&\

v v

) 4 Ln. mai l ls.\%hlllt\ to bt \ul L\]‘sl
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!'—_l:r:.'cdnm to be ‘'SMART"

Forgiv

ing One-time Errors I Setting Examples by oneself

Ly

2.5 Communicatuon

by your Superior

B . S W i

Day Sturtsg\vith Task Talks

Oral/Written Instructions | Persuasive mode | Professional Style

yey

yey Yep —

: . A §
2.6 Mouvation provided to you.

| Word of Appreciation

High level task allocation | Exchange Pleasantrics | Build Team Spirit

"L vey Yep e}

2.7 Method of Reporting of the activities carried out in youf' Section /
Through Proper Dircetly to the |Daily Inward-Outward [Min-Max Time for Stress on Contidentiality
Channel Head Basis Register Completion Maintenance B
. \‘Le? bl = \} E? —_— — -
| B 1 . 1 P, 1 .

3. Office Administration Work:

3.1 Do you draft the correspondence/circulars/notes cte. yourselt or take the help of your superiors”

| Refer Past Attempt Equip you with Seek Help from Entrust the Task to
Draft Fresh Updates Superiors subordinates
T — /et yep Yep
3.2 What 1s the system of filing done in your Section? /

| Topic-wise filing

Date-wise filing | Confidential filing | Special files as VC/Registrar Secks

L e

ves i Yep S
3 Are inward and Outward "Tapal Registers maintained in your Section? (Check the Right Cell)
jﬂ'_\'l;nus B [nward Outward B ,
| Maintained yes, vep |
_Not Maintained o~ — MR

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

Routine

Lxplanatory | First-ume Fresh | Replies o Grieyanee
CLettersFiles _%Rupm'h Ccontent Reports | Governments | Letters
| daYy 3 23y | 2 dayp ‘ 3chyp Ll

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

Casual Leave Duty Maternity/ | Earned | FN Permission of AN Permission of
leave | Medical Leave | IHr. I Hr.
! Leave o
prI=] — — 15— o -

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

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

Y

No. of Holidays worked in the last 36 months by your Subordinate -1

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

! 1 —— -~

- No. of Holidays worked in the last 36 months by your Subordinate -3
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3.7 What is the time limit your section takes to respond to the Government Communications’

S — sttt e e

e e

]u W hum \Vh..mlT,l GO \IHRD M\l’(m\l \!"s( Hl i)\l /CSIR, ete. ()ihu (Pl \imm)

Days Rnulmt.j‘: du_ﬁL | dayy | L \doyy _"fj‘_,,ﬂa_#_ = )
| Taken l_\p:gml \ day ey Q:gi__j_ﬁ_# e | = j

3.8 Do you follow the “Five S (Sort, Sm in Order, Shine. Standardize. and Sustain) «\ah.m in
upkeep of machines/equipments/consumables cte.”?

[ Upkeep of Sort Setin Order | Shine Standardize | Sustain
(Machinesx’ Equipments vyep Vep Ve Yeg ey
= . Y L L t
‘ Consumables/Stationery Jes yeg qu Yep yex
i T 1 e o
_i Y How many subordinates work under your superior? )
l | Subordinate Type Temp. Staff Office subordinates Junior Assistants
|
[Nos._&— | 2 A

4. Financial Matters: (PL tick wherever boxes are ;_,n en)

[ Issues [Alernative [Tick  [Alerane [ Tiek
" liLIL | Herg

Freeisy - . e ! B R s s i S i
| 4.1 Do you prepare any budget for your Section? [Yes ﬂ» v~ R - |
Y—LZ Are budgetary allocations fully spent or partially spent?  [Full T v [pan =

4.3 Time taken by your Section to process the bills received [Less than a More thanaj — —

from Staft/Students onith v~ [Month

4.4 Do you tollow- up the bills processed by you and sent to |Yes No |

other Sections? ot -
e : 8
| 4.5 Have you ever suggested simplification of procedures inYes v No — |
| bill processing? ‘

S P — - SN (WSS

4.6 Have you ever suggested measures to achieve economy / ' I
: and dlnuuux n your Section’s il(.[l\lllt.\ |

5. Legal Matters

5.1 Extent of your awareness of the University’s Act, Statutes, Ordinances and regulations?
Bl B ipus ol = el 5k ok b O
| Document Types | University's Act Ordinances Statutes Regulations |
l “” :‘\“ dareness \5“”"0[ 50-75% 1>75% [<50% [50-75% B75% <50% [50-75% ;/‘75“/(1 KSU'."Q 50-75% P75% !
L ~ 1
| PLTick o e Ll ] o oA = = ] e = |

5.2 Are you conversant with the basic provisions of Right to Information Act, 2005?
[ Document Obligations of Exemptions/Grounds| Central/State Making Reports I
‘- Types Public authorities | for Rejections Commissions for RTIs
l. ;Tn——\T\LL-HL\\ 50% 5”-75”n >75% "-«_:'“"n 5“-75“&1 "750‘1 < 5““(: 5”-75"?“ >T75% [<50% i“U' _;0'#?5-"\- .
"")— e e ‘i\ e R i

e — ~ b B -~ - |

PLTick — -1 -1 - | =f = w = ]
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5.4 Do you take legal notices/Court judgments etc. immediately to the notice of your Superior
Oftticers? (Please Tick)

- Always (100%) ' Almost Always (95-100%0)

v = _

| Mostly (90-95%) | 85-90% | Less than 857

— a—— I

i

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

- Filed For the University T-—— ll-ulcd Against the University

[—

6. Grievances Handling

6.1 Does your Section receive grievances/complaints from Staft/Students? (P1. Tick)

= : s 8 - = : : 1
On Admmnistration | On Teachers | On Students | On Specific functionarics |

—

From Statt o
| From Students — . w ==

—_—
—

6.2 What is the time limit to handle such grievances/complaints? (State in No. of workimg Days
sinee receipt ol the Grievance complamt)
Chime for Gor C: [0 Admimistation. (On - Teachers |On Students  1On Speeitic Personalities
| From Staft ‘ o
E_l-_;;um Students - - -

— - - | —

0.3 Was there any appeal to your higher officials against the decision of your Superior in respect of
gricvances handling?

} Appeal to Higher | On Administration | On Teachers | On Students | On Specific Personalitics
| Officials by

i Staft” — = -

CStudents ol ~ -

6.4 Does your Superior frequently convene meetings in  your Section to receive suggestions tor
improvement?

—

T

Suggestons Sought | Weekly . Monthly Annually
FromStatt 4 " I
| From Students | — - j

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

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

| Range [575% [~ [51-75% [— J26-50% [— [>25% | ]

7.2 How much you have enhanced I'T capability since last NAAC accreditation to this time?
. o g / 2 / b / ] ]
| Range | >50% v Ta150% [ —13140% | —[<30% |

-
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7.3 How much you have enhanced their Overall capability since last NAAC accreditation to this
time?
| Range |>40% | ~]3140% —| —[21-30% [— [<20% [T

Specific Remarks:

Aqu’\n?w\a—vc&ft"‘}s ';p £ i vooaq ond (SMVQ"D\)'&

cOT waﬂ’—‘fwﬁ Qedly v Swicofis -ﬁuﬂd\“mﬂyﬁ ottty
0‘%%‘?03- & aws l/\C\fPﬂ h’)fﬂi Py adwﬁn'u?;’"\jﬂjfm:‘

Date:
o ode N =
Place: pe [love . Sig)latur of the Employe

e A

Director, IQAC R
REGISTRAR
DIRECTOR VIKRAMA SIMHAPURI UNIVERSITY
Internal Quality Assurance Cell (IQAC) NELLORE-524 320.

VIKRAMA SHeHAPURI UNIVERSITY
NELLORE - 524 324.

LTI, i

DEPUTY BREGISTER
Directorate of Distance Eduvr~2t~=
Sri Venkateswara Univ.
TIRUPAT!-517 502

Db Reddy

ASSISTANT REGISTRAR
YOGI VEMANA UNIVERSITY
KADAFA - 516005.
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