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REPORT ON THE ADi.11MISTRATIVE AUDIT 2022-2.3

Section Audited: C. f "--.1"' f' Fo - CuMPj1JV{1 Date:

Name of the Auditor

Designation

l,fJ , ~ L L· . l0~n,y );)D £--Cf t1 rn1fll/)lre,,nl i

'----------~=--.c_-=----::._~....;..=.~~_,!__~L__________j

Address

--·-------------------,---------.-------::-------.--------------,
I Rating

( 4 - Very Good and 0
- not available)

SI.
No.

Name of the File Availability

/ 4 31211 0

Remarks

V I',.._
Brief history of the Admtntstratlve section Yes/No : . "-,

,____;..,___, +------+-·-+l'-........::,,,.,..+_...j.....__;1-------4------------1
'-!'--

I~-°''_2.~-...,--~--~~---:b:~·e~ct~iv~e:s:o~f t~h~e~A:d~m~in~is~t~ra~ti:v·:~ :se~c:ti:o:n:::~:::r_-__Yv_~ee-;;s
5
~/~N:..._o

0
--+-+--+--+l"-._--11'-._l---~--------·-----l0~ J.uality Policies ...-- . I '\_ ~

Action 'taken on previous aorninistrative audit V
Yes/No

report v
5. Section Functionalities Yes/No

6. Organization Chart \.,,fu/No

7.

Stock file - Act & Starutes/Policy/GO/UGC
Guidelines/other Statutory guidelines/ work
lnstructlons / Other Reguiations related to

section

✓
Yes/No ✓

Proper rnalrueuance of persona ,eg,,,;e,
Inward/Outward Communication Register ~t.:> ~

(Distdbution Register/:ersonal Register) J, .;..--+--1---------------1

9. Circular Folders & Action Taken ~\o I~ j I I
le---•-t--P-e-nd-1-.,g--C-o-rr-e-sp_o_n_d_e-nc_e m_o_ni-to-ri_n_g~------,-----'l'---!-Trll

1 ---·7
io. mechamsrn (Pending register / Reminder \),~~o Vv

Register) f
~--+-D--e-a_d_lin_e_f_c_r v-a-r-io-us-ac-t-iv-it-ie:-s--------l---'y-,e-s/_f_fo_--l---!----1---;-r-fa--C-f--~-"-!'l-~-=-/--,-; ~--~,

VI I
-t---1-------------l

8.

12. Action plans for tne year (if applicable) ~o

13. Visitor's Book - (if applicable) '\,/'es/No ✓
14. Duties and Responsiutlitles of each staff member ~No· ✓

~/No
1-----1------------------+------i--+--4----l--1--~--- --------·-

:,~/No . r
----··----~------1-·~£,,,,,_-1.,0 ~·--r----1'--_L. --·----····]

1

_ 1- ~" of user ,~~ procecute., / C.,1odint~ . V' ~- , V7 _

15.

16.

Seat specific procedures to carry out work

File indexing
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I ,ame of the File Availability 4 3 2 1 0 ~:;.-.a--•
.

l:s. I Su;;ges!'c. -s / Feedback Regis:e;s Jes!No
✓I/

I

Atteru'ance & Late Register I J.(s/No
v

I :9. ✓
Name list of_employees and thel~;ofil~~/No

20. 'V .(as oer attached proforma) :

Compliance to the Instructions / Procedure Yes/No ;-Jot~
,.,o ...

21.

22. Inventory /'es/No Iv[/.
23. Assessment/ Appraisal procedure /es/No vv
24. RTI / CM cell / •,;ollector petition related matters Yes/No flot .JJrv,.l~~
25. Web~ite updating related to the section Jt"e5/No V

26. Training register - On-Job Training Yes/No ;J<Q,,t L. • 1:, _1 o
·- I -,v

?.7. Tapal / Files - Handing over / Taking ever Yes/No /'lo+ J\ - . ,1 ; / - /. 0
I/

,
28. Staff Movement 1'~[:ister Yes/No v

Total Score If-' ·-

Grand Total 90 /q2- tfll., -=-91,'F?2-

Remarks by the auditors (add additional sheets if required)

! (1) Any other criteria that can be added

(2) Other points

Note: The auditor can provide his constructive suggestions for the quality enhancement in an elaborate manner as appendix, mentior.i-5 ~"e
serial numbers. Further, they can write their detailed remarks in a separate sheet.

Au.fitor - 1
Sigr.ature

Name

Designation

Date

Auditor- 2

Signature

; .1).'l:.<-.g_y.£,D...c).d.2~.~J·Ufil1~ame

: .4:!-&i...f~..Jf?.r_~/ Designation
Pc:o c..c. -::1' I M__(' u

: ...l.'J./1.t./.2.t).~}>................. Date

J~- ~ rdo--- iC''-"me.,,;

R- Anot1a~ /, ,,... ,-y"..:--
........i~·~f ~~ ~ - r
···········---····-------------------

1) D ect:
............T..+- ;-,-1·· .t- 3-
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