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-- -- 
Provide Ideas Cite lnsranccs Serve as a Resource person Develop Dru l] Policy 

/ 
- 

,/"' v- v- 

Proucuvc Job Time Slackness Handled Addi. Rcsponsibilitj --, 
.ilJucat11i11 .. Fram\.! dlrne _ --4 
~i~~~ (_ 00.c;z::- __ _._ .---- _.__--I·~- - - -~__J 

2.2 Targets/Time limit:-. l1xcd lt)r ynur Scctiu11':-. acli\ itics 
I l\'o. or Files lO I o. of Dru lt I No. t)i.'-;Lcllf lo -~1-,-,,-, -l)-,.-\\-0-1-·k- .... -tuT":"\~111g1..·111c11l - !'ur 

be clc.ird.ul , lHC.., l1> lnvolv cd 111 work- 
1 

h1..· du111..' .1-., per ')t.tll ,,11 k.111. 
j)l\11..·1.·-,..,.._\: lh11\ pl:ttl 

1-= ,1!1d1t~ j -L . 
L- _2 __ L. _We~M! __ \ _ _'"IQ...·I_· _! yei 

2 _) .\~~1:-,1a11cc LO Sccuon Head 111 C\ uh ing policies Ior ; our Section (Pl. I ick . 111u-,1 1111purfa111 I.\ ll) 

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

Year 
·--- - - ·- --- -- 
1 1.7 Quuhficauon-, 

D3 · D6, 2...<> llt 
30· ~ - 2o5"0 

_ '.2.cll:::-- 2 oo _3.-: '2.. OD \ 

...__ _ Qual1flcat1011 1 12. v -;--- e....- I Sf.C... __ 
:\ok: .\lust questions below be answered by Tick A arks; Pl.clothe same in the boxes ghrn. 

2019-20 .--,(J ~----1--'i=....l..L..~,,_._,_[~e....~---- 
2020-21 ~do - >----+--- 

- !_2021_-22~ -~ 

~ .cuon. Adnussion. Finance. etc. 
~~p~-1 diff c:--pcn1..·11cc .treuv) _ 

I ~ Dat1..· u1·_1t1111111g 

I (1 Dare ul l{t:t11 :1111..·nt 

1.2 Designation 

. cctions Years 

1 :\ Educational Qualification 
f - - ~-----------'-_.._~"1-'-=e~C-~-------------~-- 

1.-l Experience-in administration (Yea s und 
held:, like l-xarninations, RTls. VC 

1. l ame or the Employee 
1. Personal Data 

lhc administrutiv e audit i-, ro ensure cllccuv c pcr tornuug iii -,p1..·1..1l11.. lunc uon-, 11..·-,p111h1l);!1t11..·.., Iii 
.uimnu t t u l t v c -,[;i!°I 1,.,IJ"rll'd out 1\ uh d iocu-, on mv o lv cmvut LU .11..!J11..·1,; 1111. gu,tl ,:11,1 !h.11•, ..,,. ul Iii, 

u111\ ..:1-,1l) The au.ht 1111..lud1..".., incurruu, ul cvpcudnurc "1111 cthl _-ri1\.'.1c111..::. .111d ~·1kd1 .1.11~·..,.., .11.d 
Ll1:-.charging duuc-, 111 comphance w uh apphcublc la"::.. and rcgulauons 111 force !'ru111 umc- L11- r1111c 

Administrative Audit of Regular Administrative Staff Only 
(Library Assistant/Asst Engineer/Asst Reqrstrar/Supenntencent/Seruor Asst/ Junior Asst; 

During 2019-2022. 

VIKRAMA SIMHAPURI UNIVERSITY, 
NELLORE, ANDHRA PRADESH 
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+ 

.uu] Lcax e Duty Maternity/ Earned FN Permission or AN Permission of' I 
leave Medical Lea\'c I Hr. I Hr. 

Lea' e -r: -- '~ \.2-0' _A5-= - .3 ~ 

3.5 How many days or leave were availed by you in the last 36 months? 
IG~~ 
I 

l=_ 
3.6 Do you work on holidays/off the office hour!:>') 

l\n u1· l lulidav-, ~' mkcd in the la~t 3h 11iu111~ l_l_l-1:!_ 
'\L:_ '2.!_l lul~~ \\UikL·~_11_1 1h1.' l;hl )(1 11101~.2:: lw \ uL~r :-iub0rd111:1tL· - I _ 

~u. ul I luklct\ ~ \\ urkL·d 111 the la~l 3(1 rn~1lll~ b \ uur ~ubord111a1<.: -2 
No. 01· Ho l iduy s worked in the last 3(1 months by your Subordinate -3 

Grievance 
Letters 

_J_.-i Srnre the normal tillle taken to dispose a fiief paper 
Routine Explanatory First-time/ Fresh 
Letters/Files Re arts 

- 1 

~ r upic-\\'i~e II lino Date-wise lllin" Confidential tilin~ S 1ecinl tile~ as VCd~e~istrar _?c\.·b 

-"~--~· _'l_t) __ ~-- _y~~ _ - 
.i .\ /\r1.' 111~\:1rd und Outward Tapal Rq,!.hler~ 111<11111<1111ed 111 your \1.'cl1u11·1 (l.111..'<..:~ the l<.1C'-l1t l \.·II) ---- --- --- -- -- --,- -- -- -- .. - 

::i1.11u.., ]11\\ <1rd Uut\\ ard --- 
\ f'k1i11tained 
l \.->t \1L11n1<1ined 

I 

3.1 Do you draft the correspondence/circulars/notes etc. yourself or take the help of your superiors? 
Refer Past Attempt Equip you with Seek Help from Entrust the Task to 
Draft Fre::ih U dates Su enors subordinates 

[___~ ~~ 
3.2 Wh<tl i~ the system of filing done in yo tr Section? 

3. Office Administration Work: 

l\lr..:'~ u11 l ,111l1<1c·11111l1l~ 
:'I l.iuucu.uu , I l c .t<_I ----+-13_.1~_1 _, _ 1-1{_..:~!!_1 ~_lc'_I ----1-l _1 >111 p kl II Ji\ 

I '11 uugli l'rupc·1 
~h.1n1H:I 

Build Ti.:am Sniru Word of A) rcciation Hi h level task allocation Exchange Pleasantries 
'}V '1-{e.- ~ 

2.7 l\kllH;dorRcpurting ofthe aciiv itie.., carried out in your Sccli~o-n---~ 
-- --- -- T ----- -- -- 
I )1rc·1.·lh lu ihc l):1il~ l1111.11d-Oul11Md ~\111-\l.1\ I 1n1c· 1"1 

Da Starts with Task Talks Oral/Written Instructions Persuasive mode Professional Sr le 
2.5 Communication by your Superior 

Freedom to be ·SMART' Forgiving One-time Errors Setting Examples by oneself 
~ V' 'l €..}> 
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Document Obligations of Exemptions/Grounds Central State Making Reports 
I) pcs Public authorities for Rejections Commissions for RTI:-- 

<) "Awareness 5011 (I 50-75°0 >75°0 ''-5 0°;., 50-75°11 >75",, <...)()''~, 50- 75° o ,,... 75"·o <...)()"(I 50-75"0 7500 

Pl.Tick ~ - - - .-- ~ .> - - - ~ -1--------- 

5.1 Are you conversant with the basic provisions of Right 10 Information Act, 2005? 

Document Types University's Act Ordinances S1arutes Regulations 
0 u A warcncss <50'Yo 50-75% >75°0 <50% 50-75% >75% <50% 50-75% >75'% <50% 50- 75%1 >75% 

Pl.Tick v ~ - - - - - - - - 

5. Legal Matters 
5.1 Ex rent or your awareness of the Unix crsirys Ace Statutes, Ordinances and regulations? 

-·- 

Issues Alternative Tick A hcrn.u 1' "' lid 
Herc Herc 

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

4.2 Are budgetary allocations fully spent or partially spent? Full v Part 

4.3 Time taken by your Section to process the bills received Less than a 
J 

More than a 
from Staff/Students Month Month 

..+.4 Do you follow- up the bills processed by you and sent to Yes I No 

other Sections'! v 
-t.5 Have you ever suggested simplification of procedures in Yes No 

bill processing'? v 
-1.6 I lave yuu e\ er ~uggcstcd measures lo achicv c economy / 

4. Financial Matters: (Pl. tick V\ herever boxes are given) 

i Subordinate Type Ten1p. Staff Office subordinates Junior Assistants 
----- 

1 Nus. - z.: - l --3 --- -- - --- - - -- - --- - 

3.0 Hov, many subordinates work under your superior? 

Standardize Sustain 

and Sustain) system 111 3.8 Do you follow the "Five S'' (Sort, Set in 
upkeep of machines/equipments/consumables etc.? 

l L> w horn Meant UGC MHRD APSCHI:: 
Days Routine z. di 
1 akcn S oecial \ cio... 

DSTICSIR, etc. OthL'.r (Pl. s 1cci 1\· l -=-I 
3.7 What i~ the rime limit your section takes to respond 10 the Government Communicuriun-:" 
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7 2 I luv, much you have enhanced IT cupabilit , since liht '.\.-\.-\L accrcdituuon 111 ilu-, t1111c • 
IC111~l.- ----1-~l"--r-Vr1-l--..lJ" +r I 'ti' 

_ __ ~ _ ~ -t ~ l, ) --t ., 'u l, 1 ,--- 

>~5°o 26-501Yo v 51-75% >75110 L Range 

7. 11 l,l\\ often you have placed Institutional interests above personal interests at critical times for 
both I 

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

1 ~U!2,!2.c::.t1ons Sought Weekly Monthly Annually 
l-rorn Stuff ..- v ~ 

- 
From Students - - - 

(>-+Due:- )ULII '.)upL'llU01 frcqu'-·ntl) conv cuc rncl't1ng:-. 111 your ScL'l1011 tu l\.'(Cl\L' -.,11ggl·:-t11•11-., 1111 
impro , cmcru? 

-- 
A ppcal to I lighcr On Adminisuruion On Teachers On Students On Specific Pcrsonulinc-, 
Orliciab by 
Staff - ~ ("> ~ 

1-·--- -:z- ------- 
Studcnrs - - - ------ --------- ----- -- --~..______- - - 

6.3 \~as there any appeal ro your higher officials against the decision of your Superior in respect or 
grie' anccs handling? 

Time for G or C: On Administration On Teachers On Students On Specific Personalities 
From Staff - - ~ - 
horn Students - --- - - 

6.2 V\ hat 1-., the rune hmu tu handle such grievances cu111pla111h'.1 tSt~ttc 111 '\u. o l \\ urh.111g l),1\-., 
since receipt of the (Irie' ancc/cornplaint) 

cs l 

-=-1 
- 

On Adnunisrrarion On Teachers 011 Students On Specific tuncrionari 
From SiatT ---- - - --- -~-~ --, - ~-- 
I ru111 Students - - I - _L_. 

- - ~ - - -- ---- - - - 

6. I Docs }Ou1· Section receive gricvunccs/cornplaints from Sralf/Studcrus" (Pl. Tick) 

6. Grievances Handling 

I Filed For the University I r-- !Filed Against the University 
5.5 Have you ever filed any legal suit for or against the University? (Tick if clone) 

--- - - 
1\ I ways ( IJ)0° o) Almost Always (95-100°0) Mostly (90-95° o) 85-90° (I Les~ than 85u" -1 ~ - - - .---- . - 

).4 Do you take kg.al nut ices C1lL1rl judgments etc 111111H:d1Ltkly Iu tll'-· 11\lt!I.-''-' ul '1>UJ "iu1l'-'I i,.i 
Uniccr:-:.'1 (Please Tick) 
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f- ~ :v-= {<o~ 
ASSISTANT REGlSmAR ~f 

'(OG\ VEMANA UN\VERSlT 
\i<ADAPA-516005. 

DEPUTY REGISTER 
Dlrecterate of Distance E nu::1fi'ln 

Sr# Venkateswara Uni'J., 
1 Tll'WPATl-517 s12 

t Registrar 
REGISTRAR 

VIKRAMA SIMHAPURI UNIVERSITY 
NELLORE-524 320,. 

~~ 
Director, IQAC 

DIRECTOR 
lnternat Qua.lity AISUTbnce Cell (IQAC) 

ViKRAMA ~APURf UNIVERSITY 
NEllORE • 524 324. 

le__,~~. A ,,J~~' <I' 

Signanrreofllie Em~ee Place: 1'\eflov-~ 

Date: 

9'YV! {)D f15 tundt Oofl f'. Q o-'t- ~ 

~ cAdn'\~if\';'~~{'~ .. 

Stc\ttr iJf' 

<r(j\AA ~~f) 

<2 CDY t.'.)D~r ta 
oi t--~ ce. o:MA 

."-:. 

Specific Remarks: 

171 .-1 ~20% ~I 21-30% I 31-40% I >40% I Range 
time? 
7.3 How much you have enhanced their Overall capability since last NAAC accreditation to this 



2.3 .l\ssistance 10 Section Head in e~ oh ing. polic1c:-. lor your Section (Pl. lick. most i111pur1tll t\\ u) 
I Pn» ide Ide~!~ C1ll' 111..;tancl':-. Sen l' ~I:-." l<L·~ourn~ pc.'i''>(lll -~)~'-\ ~--l~~pl)~·~1~ r(~l'~ -, 
I ~ ---=-~~-=- - -t - - - ~ - -r - --=:_~ ~~--= ~=-- 1 - ../ • 

2.4 General Flexibility to l:xc1..·l ex is: 
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No. or Files ro No. of Draft No. of Staff to % of works to Arrangement for I 
be elem daily Notes to Involved Ill work- be done as per Starr on leave 

proce~s& flow plan I 
! I 

r--· expidite I 
L___o 1l~~~- t ?o+ _}J~ ___ j 

~-L:..=.!.:=.=:_.:_____r=-.~.).____L~-D:::l~~~~__l_~~-=-~~~__l~___:~~~~~~~_J 
2.2 Targets/Time limits ixed for your Section's activities 

Addi. Responsibility Slackness Handled Progres s 
Periodic Review 

Time 
Frame: done 

Proactive .lob 

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

1.7 Qualifications Year_ . ..2 ~_oos=_-+-- ___, 

L__ _ Qua I ~car 1 on 'i)'.µ,. c c, _.sto ~ r___ l S.$(: _ _ 
'.\otl·: \1osr questions hclow be :ms\\ crcd h~ Tirk \qarks; Pl. do the same in the hou~ gi' en. 

I 1.5 Date of joining 
r I 6 D<1te of Rerircrncru 

2018-19 

Years Sections 1.-t Experience in administration (Yer rs and 
Fields like Examinations, RTls, VC 
Section, Admission, Finance, etc. 
( U )to-+ diff. ex ocricnce areas) 

2017-18 \J 

I.~ Educational Qualification 

I 1.1 . ame or the Employee 
----+-- 

1.2 Designation 
---- --· 1 

--~----------~-------~--- - - - ----------- 
1. Personal Data 

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 or expenditure with cost efficiency and effectiveness and 
discharging duties in compliance with applicable law-. and regulations in force from rime- to- rime. 

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

During 2017 -2019. 

VIKRAMA SIMHAPURI UNIVERSITY, 
NELLORE, ANDHRA PRADESH 

. . 
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\ - 
'2- \ ,, ) Nu. of Holidays worked in the last 36 months by you '""J---- 

I No. of I lolidays worked in the last 36 months by your Subordinate - I I 

No. 01· 1 lolidavs worked in the last 36 months by your Subordinate -2 
No. or Holidays worked in the last 36 months by your Subordinate -3 ' 

- - - - 

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

I Casual Leave Duty Maternity/ Earned FN Permission of AN Permission or 
leave Medical Leave lHr. lHr. 

I - Leave - u 

I '2-o ~ -== 1~ In -, -;;; 

r ~~-~~~ - 
Rcpill':-- tu l1rt'"''"'1'' 

\ -l Suue 1he normai time taken tn dispose a fik p<1pcr 
-f{u~11c 1J:xpL1n<Hury l First-time Frc:-.!1 

I Letter- Fiks Re 1urh I content Re 1urh Gll\ crnmcru-, l.cuc: :-. -~----+--------~ c J do... 0 clo-j 
3.5 How many days of' leave were availed by you in the last 24 months? 

- ~ 
St.u us Inward Outward 
Maintained 'le_\ Y~'t> 

_!.. • No: Maintained ~ 

3.3 Are inward and Outward Tapal Registers maintained in your Section? 

3.2 What is the system of filing done in your Section? 
Confidential filinz Date-wise filin To »ic-wise filing 

J. I Do you clral\ the corrcspondencc/circulars/norcs etc. yourscl for take the help oi' your xupcnors" 
Refer Past Attempt Equip you with Seek Help from Entrust the Task lo 
Ora l't Fresh U elates Su Jeri ors subordinates 

3. Office Administration \York: 

~ 
Through Proper Directly to the Daily Inward-Outward Min-Max Time for Stress on Confidcnuulitv 
( 'hunncl I lead Basis Register Cornn let ion Maintenance 

'I eJ$, ·-- - 'I e\ - ~ 
- 

I I 
- 

2. 7 Method of Reporting of the activities carried out in you· Section 

i ri t Exchanze Pleasantries 
e 

Du Starts with Task Talks Oral/Written Instructions Persuasive mode Professional St le 
2.5 Communication by your Superior 

Freedom to be 'SMART' Forgiving: One-time Error-, Setting Examples by ones 

Y. er, 'ii~ I..}(!_ - I I 

. . 
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5.J Arc y ou dealing. with legal suits filed by or agilin:-.t the L;nt\ cr:-.it) ·> 

Document Obligations of Exemptions/Grounds Central/State Making Reports 
I I) pc:-. Public authorities for Rejections Commissions for R'Tls 

r u 
I 

" . \ \\ arcncss 50" (I 50-75°0 v75t1,, <.)()" () 50-75°11 >75" u < 50° u 50-75110 >75"u -ou ·~- .. '"'"II ~ ---- 
) u ~ - "__·~ 

I l'l. f'tcl-. - - - - .... - - - - -,v -- '- - J 

5.2 Arc you conversant with the basic provisions or Right to Information Act, 2005? 

~~OClllllCllt r) pcs 
-- - -- 

University's J\ct Ordinances Statures Regu 1<1t1 on-, 
11 

ll A warcncss -...)()"(I 50- 75% >75°11 <, 5011 (I 50-751111 >75° () ,50°" 50- 75'Yo >75'~. <)()fl 0 50-75'~" > 75" () 
/ 

Pl.Tick ~ - - - I - - - - - - ...... -- 

5. Legal '.\latren. 
5 I I: xrcnt ol ) our awareness or the Un1\ crs11; 's AcL Statutes. Ordmancc- and l"L'gulat1un<1 

l Icrc II k1c· ~ - - - - , 
4.1 Do you prepare <111) budget for your Section? '\ L'~ .,/' '\u - - 
4.~ Are budgetary allocations fully spent or partially spent'? Fu 11 v Pun ....-- 

4.3 Time taken by your Section to process the bills received Less than a More than a - 
lrorn Staff/Students Month ../ Month 

-+A Do you follow- up the bills processed by you and sent to Yes No 
other Sections? V' ~ 

4.5 Have you ever suggested simplification of procedures in Yes !'\Jo 
,/ .-- I I bill proce-xing? I 

I 4.6 
- ~ 1 HU\ c you ever suggested measures to achieve economy / 1 <llld efficiency 111 your ecrion ':-. acriv ities? .-- 

I L_ - ----- - -- - 

r 
I \11"111.111\c· I 1d, 

4. Financial vlan ers: (Pl. tick" her ev er boxes are gi' en) 
- - - - - - -- - - ·-- - - -- 

Subordinate Tyre Temp. Staff Office subordinates Junior Assrstam-, I 
I 

l\os. ~- 1 .) _ 3 I 

J.9 How many subordinates work under your superior? 

Sustain 
upkeep or rnachines/cquipmcnts/consumablcs etc.'? 

~l l> \\hum vlcam L CiC 'vll-lRL) AP (io\ t 

I )a}.., 1 Ruut 111e 2- do.~ ~;;_ 
I akcn IS )cc1al ~ en. 
J.X Do you follow the ··Five S" (Sort. Set 

J. 7 What i:-. the time limit) our section rakes to respond to the GO\ ernment Communicuuon-,? 
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7.~ f-lLJ\\ much) ou hav e enhanced IT capability since last NAAC accreditation tu this tune" 

>25% 26-50% v 51-75% >75°0 

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

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

- -----+- -- ---- 
I 

\u~e'>lilllh \lHl!l.ht \\ cckl\ ~-----+- 
! 1u111 ~ t;tl I 
I hum Students 

'\lunthl\ 

v 

h . .+ Docs your Superior frequently com ene meetings 111 your Secrion to rece1\'e suggcsuon« 1·ur 
1111pro' cmcnt? 

I 

Appeal to Higher On Administration On Teachers On Students On Specific Personalities 
Official-, by 

I St:t!T - - ~ - 
I 

Students ~ - - - 
- 

6.3 Was there any appeal to your higher officials against the decision of your Superior in respect or 
grievances handling'! 

.-- -- ~- - - r I- ru Ill st a ff - - - ---- 
l rom Students - - ~ - 

6.:2 What is the lime limit to handle such gncvanccs complaints? (Stare in :\ll o l \\ urk111g Da) .... 
-.,ilh.'L' r~·1:c1pt o l the ( rl'IC\ .incc cornplauu: 

~------- 
l1111e lor (1 or ( · < J11 \J111m1,1ra11u11 1U11 I c·1l·hL·r-. 011 S1udc1H:-. 

,-- On Adnunisirauon On Teachers On Students On Specific functionaries I lj T I -rum Stat ~ ~ - ~ 

J I l rorn Students - - - 

o. l Docs your Section receive grievances/complaints from Staff/Students? (Pl. Tick) 

6. Grievances Handling 

~_J 
5.5 I law you C\ er tiled any legal suit for ur against the Uni\(.::rsity'.1 (Tick if done) 
Filed For the Univ ersitv Fik:d /\gai11s1 the University 

I L''.'>' th.111 ..., ~ 

).4 DLl you take legal notices Court judgments etc. immediately to the notice of your Superior 
Otficcrs? ( Plca::-.c Tick) 
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f.~,~ R~ 
ASSISTANT REGISTRAR 

YOGI VEMANA UNIVERSITr' 
KADAPA - 516005. 

Dir ctora e of Dista ce £:'~,.~~"-~ 
Sr Ve ka eswa-a Uni«. 

IFtuPATl-517 502 

DEPUTY REGISTER 

R.),ar 
REGlSTRAR 

VIKRAMA SIMHAPURI UNIVERSITY 
NELLORE-524 320. 

~~ 
Director, IQAC 

DIRECTOR 
Internal Qu~ty Ai5Uf8nce Cell (IQAC) 

VIKRAMA SJrtHAPURI UNIVERSITY 
MELLORE - 524 324. 

Place: t-.\e ftov~. 
,t_ ... \~~11-..' ... 

Signature of the Em~ 

Date: 

S2ecific Remarks: 

A tl 'fv'\ ~, VL \ ~ e'.11 J-1 C."'-? ~p "( fy-~ aooci ~ ~N1 ~lfl>ve_ 

p ' tvnc:Rfon·o (ft- roo- WD~~ta ~~tfl ~ ~ SMoo(t) ~ 

~c_e- .. £_ OvJ-- ~ff~ wf m- ~ MV\)\(2N\ ' 1't01 ~.,,cYl; 

I Vf I.- I :S20% -I 31-40% .--1 -121-30% I >40% I Range 
time? 
7.3 How much you have enhanced their Overall capability since last NAAC accreditation to this 


