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ADMINISTRATIVE AUDIT

PROFORMA FOR GETTING INFORMATION ABOUT ADMINISTRATIVE AUDIT

	1
	Designation wise total number of staff:

Sr. No.

Posts

Total No. of staff

 

	2
	Office Automation

2.1 Name of Branch:

2.2 Objectives:

2.3 Details of working of Branch/ Office:

        2.3.1 Is there any regular mechanism of review meetings of various 
                  officer/ employees of the branch/ office? If yes, provide details.               

2.4 Administrative and Financial Powers:

        2.4.1 Distribution of work load:

        2.4.2 Power to assign work:

2.5 Maintenance of Record like Diary/ Dispatch, Log book, Issuance of books, Filing 

       system, etc.:
2.6 Do you have the proper mechanism of issuance of consumable and non-consumable          items and proper mechanism of periodical checking/ audit.

2.7 Maintenance of branch/ departmental accounts (manually/ computerized/ both):

2.8 Procedure for lodging and solution of complaints/ grievance.

       Whether it is manual/ online or both and in how many days the solutions are 

       made i.e. within 15 days or 30 days or 02 months or more?

2.9 Mechanism for waste disposal including electrical wastes/ e-waste like computers,
       tube-lights and other waste, like engine oil.

	3
	Whether all major decisions and mandatory disclosures of the branch are uploaded or made available at University Website? Main disclosures of the Branch/ Department:

 

	4
	Does Administrative Staff is ICT Skilled and what percentage of staff is competent with the working of operating M.S./ Power point/ M.S. Excel/ E-mail etc.?


	5
	Adequate No. of Computers/ ICT Equipment Availability/ Internet Facility (Fully/ Partially Equipped):


	6
	For what assignment Branch/ Department goes for outsource viz. manpower, vehicles, equipment, etc. and what procedure they follow for the same?

 

	7
	(i)  Admission facility (manual/ online/ both):
(ii) Fee Collection facility (manual/ online/ both):

(iii) Result facility (manual/ online/ both):

(iv) Scholarship facility (manual/ online/ both):

(v) Library facilities (manual/ online/ both):

(vi) Training facilities (manual/ online/ both):



	8
	At least two major strengths and weakness of branch:



	9
	Write up on the improvement/ updation done during the last five years in up to 500 words (please use separate sheet)



Signature of Administrative Head
