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P. R. Nadkarni, M.A., M.Ed.

Former Chairman, Goa Board of Secondary & Higher Secondary Educa on, Govt. of Goa.
Former State Project Director, Sarva Shiksha Abhiyan, Govt. of Goa.

Quali ed as Consultant by NABET under Quality Council of India, Govt. of India, New Delhi.

Dated 25" May, 2022

To,
The Principal, '
Vidya Prabodhini College of Commerce, Educaton, Computer and

Management,
Vidyanagar, Alto-Parvari,
Bardez-Goa, 403521.

Sub: PRE-NACC Administrative Audit of your College for the year, 2021-22.
Sir,

With reference to the above mentioned subject as requested by you, the Pre-
NAAC Administrative Audit of the college was conducted on 25" May, 2022
and accordingly the report in form of the Check List/Format is enclosed
herewith for your ready reference as well as further needful action at your
end.

It may please be noted as under:

1. The records and registers are verined on random sample basis and
therefore it is open for further veribcation and scrutiny.

2. The areas marked in red and so also the suggesnons could be thought
for further excellence in administra on.

3. Overall it appears that the stay- connected with the administranon and
accounts have made sincere efgorts to maintain the up-to-date records.



| appreciate the co-operaton extended by you as well as the Head Clerk, the
Accountant, the System Administrator, the Librarian and other stapfor their

full support and because of which my work was made very easy.

Thanking you,

’

(P R NADKARNI)

Encl: The format.

TEAC and Convener, Adwinishedive il
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Residence: AS-1, ORCHID GREEN, Dangui Colony, Alto-Duler, Mapusa-Goa, 403507.
(M) 9326139252.



P. R. Nadkarni, M.A., M.Ed.

Former Chairman, Goa Board of Secondary & Higher Secondary Educa on, Govt. of Goa.
Former State Project Director, Sarva Shiksha Abhiyan, Govt. of Goa.

Quali ed as Consultant by NABET under Quality Council of India, Govt. of India, New Delhi.

AS-1, ORCHID GREEN, Alto-Duler, Dangui Colony, Mapusa-Goa, 403507. Mobile-9326139252

CHECK LIST FOR ADMINISTRATIVE AUDIT, 2021-22

Name of the Institution: Vidya Prabodhini College of Commerce, Education, Computer and
Management, Vidyanagar, Alto-Parvari, Bardez-Goa.

ADMISSIONS

(UGeneral Register

(OLeaving Certificates
ark lists/Passing Cert.
ligibility Certificates

igration Certificates

es Collection
@g ss Check of Fees Collection
(yﬁe

fund of Fees if any.

LEAVING/TRANSFER

(Ofssue of Transfer Certificates.

@ Record of the Certificates Printed
@ Changes in the Record if any

APPOINTMENTS
(U Advertisement
nterview Minutes

@é lection Letter

@2 ceptance Letter

&Cedical Certificate
Appointment Order

@/inning Letter

@?proval of DHE/University
Fixation Approval
@’G)YS/GPF Alc Opening
PERSONAL FILE

Application for the post
election Letter



(DAcceptance Letter
A¢dical Certificate
O Character Certificates
Appointment Order
(OJ0oining Letter
Approval of DHE/University
ay Fixation Approval
O'NPS/GPF A/c Opening
@ﬁominations
eadquarter Declaration
amily Details
du. Certificates-SSC onwards
QProfessional Certificates
@’é;ferience Certificates if any
sidence Certificate
mployment cert-if applicable
®6aste Certificate-if applicable
isability Cert-if applicable
Recovery Undertaking
Resignation Letter
Acceptance Order
elieving Order
@{ast Pay Certificate
QAADHAR Card
AN Card

SERVICE BOOKS
st Entry

@/Pfoto paste
ntry of Medicals Fitness
ay Fixation

m nual Entry
@/V nual Service Verification
@f?:temity Leave
@”K/ialemity Leave/CCL
O EOL with Med. Cert.
Q& FOL without Med. Cert.

p gradation/Promotion

Pay Fixation
ay Commissions-Pay Fixation



OTeave record
© ﬁecovery of Excess Payments

PENSION PAPERS
@ Pre-submission work

@ Submission on time Ncﬁ»_ ap p\\‘c/a\b\t Lu“‘g e (2 “Q%Q )

 Pension order before retirement
€ GPF Closure
D Leave Encashment

LEAVE REGISTER
dated Record
@/é)ave Application
anction Order
@fl.L. Register

@rC/ Record
TC Record
PURCHASES

equirements
ead stock & Consumables

@/Quotations

&L Certification

urchases
Tender- Terms & Conditions

Comparative Chart

%/Purchase order

elivery Check

nsumable entry
@'ggad stock Entry/Numbering

D
QBills
@}eﬁiﬁcation entry
C

PHYSICAL VERIFICATION oh. -
@ Commnittee for Veriﬁcation ﬂ\ ical \ R, (CC\‘HC\‘\ Ye \WBD ated CL\ e
@ Report of the commuttee &é Wiide © 1) “Laj nwot be apf et

@ List of Repairs & Maintenance -

@ List of Write off be &
@ Approval of Gov. Body ;
@ Approval of DHE

@ Write off Process

Mo W LQ\\Qg—Q :



OFFICE
Inward Register
utward Register

O Cross Check-up

ORegister of Registers

é‘/slf}gister of Files
tationary Register
ey Board and Record of Keys

STAFF ATTENDANCE
Attendance Register-Cross check up with leave record
aily signatures
Monthly verifications
ovement Register
ies of Non-Teaching Staff
uty Hours of Non-teaching Staff

CLASS ATTENDANCE
Class wise registers
Certification

@@ ss wise Time-Table
®4{;cher wise Time Table
®/ ual Plans of Teachers
@’g:li for Assignment/Project
EXAMINATIONS

@ Stock of Stationery
@ Use of Stationery

(O Kgeord of Question Papers
@@efeo of Old Answer Books & Question Papers

SPORTS EQUIPMENTS

equirements \ .
() Degd Stock & Consumables - Claes \%\Uﬂ( N o M echm&-
(O-Purchases
@ Physical Verifications
(ORepairs & Maintenance
@ Write Off

GY ANA/SPORTS ROOM
ead Stock



@® Physical verification
O Utilization Record
@ Maint. & Repairs
@ Attendance record

SPORTS ACTIVITIES
(OTnterclass Tournament Record
orts Entry Record (University Level)
tudents’ Practice Attendance
Allowances Record (Practice/Sports/Kit/Travel)
tudents’ Practice Attendance Record

RESULTS

(OLClass wise results
Cross Checking
@51{gorimres on records

SALARY GRANT

(OClaims

isbursement of Salary & Arrears
@*S/ Register
@’gziﬁlzlrrears- Claim & Disbursement
NON-SALARY GRANT
(QYfilization
®4gslessment sheet

ANY OTHER GRANT

60 UGC Grant & Utilization
& RUSA Grant & Utilization
B (N

) N

CADRE WISE SENIORITY LISTS
(OAGst. Professor

%ﬁsss;). Professor"l et hpphcadle . Liet be m&"w(kalwm& ,
1> Professor b

«UpPCs
Cs
(QIGITS



ACCOUNTS

(W Tally Package

(\}‘('v{'l.\'h Book

W edger

(WVoucher File

(\)fﬂu‘cipl Counter Foils

W Petty Cash Book

® Receipt Book Record

O Entry in Dead Stock Registers

O Fntry in Consumable Registers

@’(‘ush Verification

OBudget

OAudited Statements
iovt. Audit Report/Compliance File

@’r]l‘(‘ Record/Register

8&0&0:" Re-imbursements Record
['uition Fees Re-imbursement Record

@ Deposits Refund

Q Y1y NPS/GPF Statements

INCOME TAX MATTERS
Q@QTDS of Staff/Contractors
ank Deposits of TDS
arterly Returns
wal returns
I'DS Certificates

WORKSHOPS FOR OFFICE STAFF
O1TDC
QUpC

ead clerk

OAccountant

@ MTS

SCHOLARSHIP RECORD

O Eligibility The heend 1 wot app ‘
O Applications PAOCESS \b ‘\N\x_ww olene
O Disbursement/Transfer :

)\\fﬂ\J[(" v ce [\I\Q f‘Yl“?‘,l)
ancdl bagy Faans}er

INTERNAL COMPLAINT COMMITTEE
@’d‘;‘l‘:lhcr Updated



©Annual Report

ANTI RAGGING COMMITTEE
onthly Report (DHE/University)

RTI RECORD

OKe >cord of Application/s
@’l( lies

@/K?:mal Report (SCI)

COLLEGE BUILDINGS
leanliness

(OBeautifications
aintenance & Repairs

MULTI-PURPOSE HALL
OCleanliness
©Kepairs & Maintenance

@ Record of Utilization Tho Hall ay COWMOM Q-GL QJLHM \ UA"):K}CQ‘)TU\,(A )

COLLEGE PLAYGROUND

%‘;:ﬁig::;m ok aplicalle tne flagpound bedorgs b

Repairs & Maintenance C‘)‘Nt \W\OM ‘&

COLLEGE GARDEN
leanliness

@’B/e utification

aintenance

OPEN SPACES UTILITY
©Cleanliness
@éﬁutiﬁcation

— N

—> N A 4—

WASHROOMS

O Cleanliness
@/I}intcnance & Repairs

ncinerator for Girls




OBSERVATIONS:
I. The administrative Audit is on random sample basis and therefore is open
for further verification and scrutiny.
2. It appears that the administration is on sound footing though the college is
established in 2012 which is to be appreciated.

SUGGESTIONS FOR FURTHER IMPLEMENTATION

1. The items in red may be looked into as per the need and requirements of
the college.

2. Physical Verification Committees for the dead stock, Library, Computer
Lab, Sports Equipments, Gymkhana Equipments be constituted before the
close of the financial year so that actual physical verification could be
done as on 31* March every year.

3. Actual physical verification including the specifications and other quality
parameters of the purchases be done by a person other than making
purchases.

4. Since the college is new with just almost ten years of its establishment,
there is no need of the write off procedure for the dead stock except for
computer and its accessories. A list of all the Dead Stock to be written
off be prepared and signed by the members of the Physical Verification
Committee and to be countersigned by the Principal and thereafter to be
placed in the Governing Body for approval and subsequently to be
submitted to the DHE for which guidelines if any issued by DHE should

be followed.

Place: Provorim, Bardez-Goa.

Dated: 25" May, 2022.

Qe e

7T ) ( Sl)/\/{OCWPﬁ?M/ (Ashenlk Decc)

(c)Mr. PR Nadkarni, Mobile: - 9326139252. Email: prmadkarni@gmail.com
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P. R. Nadkarni, M.A., M.Ed.

Former Chairman, Goa Board of Secondary & Higher Secondary Educa on, Govt. of Goa.
Former State Project Director, Sarva Shiksha Abhiyan, Govt. of Goa.

Quali ed as Consultant by NABET under Quality Council of India, Govt. of India, New Delhi.

Dated 30" November, 2023

To,

The Principal,

Vidya Prabodhini College of Commerce, Educahlon, Computer and
Management,

Vidyanagar, Alto-Parvari,

Bardez-Goa, 403521.

Sub: PRE-NACC Administrative Audit of your College for the year, 202&2@—/

Sir,

With reference to the above mennoned subject as requested by you, the Pre-
NAAC Administranve Audit of the college was conducted on 30" November,
2023 and accordingly the report in form of the Check List/Format is enclosed
herewith for your ready reference as well as further needful action at your
end.

It may please be noted as under:

1. The records and registers are verited on random sample basis and
therefore it is open for further veriwcarion and scrutiny.

2. The areas marked in red and so also the suggestions could be thought
for further excellence in administraton.

3. Since the records in respect of the administravion and accounts are
increasing every year, it is suggested to have a proper Record Room for
the purpose of security and to avoid congeshons.

4. Overall it appears that the statrconnected with the administration and
accounts have made sincere ejorts to maintain the up-to-date records.



| appreciate the co-operation extended by you as well as the Head Clerk, the
Accountant, the System Administrator, the Librarian and other stajfor their
full support and because of which my work was made very easy.

Thanking you,

iReerel
rd {Yw\\\ P2
(P R NADKARNI)

Encl: The format.

|IQAC & Comvener, Adwini chedive Aadit

c)’w Cco ‘Aawnce

3©|n/>c1\g

Residence: AS-1, ORCHID GREEN, Dangui Colony, Alto-Duler, Mapusa-Goa, 403507.
(M) 9326139252.




P. R. Nadkarni, M.A., M.Ed.
Former Chairman, Goa Board of Secondary & Higher secondary Educa on, Govt. of Goa.
Former State Project Director, Sarva Shiksha Abhiyan, Govt. of Goa.

Quali ed as Consultant by NABET under Quality Council of India, Govt. of India, New Delhi.

AS-1, ORCHID GREEN, Alto-Duler, Dangui Colony, Mapusa-Goa, 403507. Mobile-9326139252

CHECK LIST FOR ADMINISTRATIVE AUDIT, 202223%//

Name of the Institution: Vidya Prabodhini College of Commerce, Education, Computer and
Management, Vidyanagar, Alto-Parvar, Bardez-Goa.

ADMISSIONS

(® General Register

© Leaving Certificates

@'Mark lists/Passing Cert.

(O Eligibility Certificates

© Migration Certificates

@T;“ges Collection

(©Cross Check of Fees Collection
(O Refund of Fees if any.

LEAVING/TRANSFER

@%sue of Transfer Certificates.

@ Record of the Certificates Printed
@ Changes in the Record if any

APPOINTMENTS
Advertisement

O nterview Minutes

(O Selection Letter

(O-Acceptance Letter
QMedical Certificate
@/A/d ointment Order
@’lgi!p ing Letter
pproval of DHE/University

@ Pay Fixation Approval
PS/GPF A/c Opening

PERSONAL FILE

lication for the post
@&ction Letter



Acceptance Letter
(OMedical Certificate

(U Character Certificates
(OAppointment Order
(DJoining Letter

(OApproval of DHE/University
® Pay Fixation Approval
(O'NPS/GPF A/c Opening

Q@ Nominations

eadquarter Declaration
(O Family Details
(@ Edu. Certificates-SSC onwards
rofessional Certificates
(O Experience Certificates if any
esidence Certificate
(O’Employment cert-if applicable
aste Certificate-if applicable
©Disability Cert-if applicable
©~Recovery Undertaking
esignation Letter
(OAcceptance Order
elieving Order
%st Pay Certificate
HAR Card
AN Card

SERVICE BOOKS
OTst Entry
hoto paste
OEntry of Medicals Fitness
@1{ Fixation
@@ual Entry
(OAnnual Service Verification
aternity Leave
(OMaternity Leave/CCL

OFOL with Med. Cert.
O EOL without Med. Cert.

(QYp gradation/Promotion
@’l{aley Fixation

ay Commissions-Pay Fixation



OTeave record
(ORecovery of Excess Payments

PENSION PAPERS =i
@ Pre-submission work

@ Submission on time 5 Bel vgj\h\ﬂ Colle (fg/ \A,C\J}: Q 0@\‘

@ Pension order before retirement
@ GPF Closure
) Leave Encashment

(vle

LEAVE REGISTER

() Ypdated Record

(O-Eeave Application

(O-8anction Order

89_. Register
CCL Record

TC Record

PURCHASES

(O Requirements
ead stock & Consumables

uotations
O Certification
@’lgrachases
(O Tender- Terms & Conditions
(S Comparative Chart
(OPurchase order
(OPelivery Check
ills
(D Certification entry

(Q-€onsumable entry

€ad stock Entry/Numbering

PHYSICAL VERIFICATION | fejpg v college White - a(J(J, ey
. heriiie :
@ Committee for Verification \ e M\ ¢ a’o\ﬁ/\»\ft P;\‘f’\z QQ

Report of the committee . A o s
g Lisl: of Repairs & Maintenance \YQ)IQ—\FCC{XG on be it Q‘te‘i
@ List of Write off
@® Approval of Gov. Body
@ Approval of DHE
@ Write off Process




LIBRARY

O Accession Register

QO News Paper Record

OMagazine Record

O Books Issued Record

O Record of Books not returned- Students/Staf¥

OPenalty Received
hysical Verification
epairs & Maintenance

Q@ Write Off

O-Sale of Raddi/Magazines
omputerization

COMPUTER/CYBER LABORATORY
ecord of Practical & Attendance
epairs & Maintenance
(ODead stock
@ Physical verification \ <)
@ Repair Record of Computers 1leypiope baecord be ial dlaned

Q@ Write Off
@’Uﬁ:ﬁng Website

GEOGRAPHY LABORATORY
ORecord of Practical & Attendance
©Dead Stock

(D Consumable Register

@ Physical Verification
(ORequirements

(ORepairs & Maintenance

D Write off

REPAIRS & MAINT. RECORD

& Photo C opier

@(‘ol)icr . Q he ¢ :\(),\\1\\\*
T+e YR he (ON 2 YA L QF .

(O Computers et

(O APrinters

(O T.CD Projectors

(O>8mart Boards
@ D.G. Set




OFFICE
(OTnward Register
(O-Outward Register
(O Cross Check-up
(O Register of Registers
egister of Files
(O 8tationary Register
ey Board and Record of Keys

STAFF ATTENDANCE
(OAttendance Register-Cross check up with leave record
©Daily signatures
(O Monthly verifications
(OMovement Register
) Duties of Non-Teaching Staff
uty Hours of Non-teaching Staff

CLASS ATTENDANCE
(OClass wise registers
(OCertification

%'f{lass wise Time-Table

eacher wise Time Table
%.//?mal Plans of Teachers
lan for Assignment/Project
EXAMINATIONS . < N
(U Stock of Stationery ‘\_? Pro per Jorwdl oﬁ‘m R‘?ﬁr&‘ﬁ‘ﬁ,& be wmatyitained
(O Use of Stationery —

(D Record of Question Papers
©Sale of Old Answer Books & Question Papers

SPORTS EQUIPMENTS
equirements : . : :
@ Deﬁd Stock & Consumables ~— Clas {}q‘aﬂj L w2 neq\l pud
(Purchases
@ Physical Verifications
Repairs & Maintenance
() Write Off

GYMKHANA/SPORTS ROOM

(ODead Stock



@ Physical verification
(O Utilization Record
@ Maint. & Repairs
@ Attendance record

SPORTS ACTIVITIES
nterclass Tournament Record
@ Sports Entry Record (University Level)
© Students’ Practice Attendance
Allowances Record (Practice/Sports/Kit/Travel)
@ Students’ Practice Attendance Record

RESULTS

®/Class wise results

(O Cross Checking
ignatures on records

SALARY GRANT
(VY Claims
ODisbursement of Salary & Arrears
(O Salary Register
A Arrears- Claim & Disbursement

NON-SALARY GRANT
O Utilization

%sessment sheet

ANY OTHER GRANT

@ UGC Grant & Utilization

(A RUSA Grant & Utilization
NI

-

CADRE WISE SENIORITY LISTS
(O Asst. Professor
(P Asso. Professof];7 ot hpplicable
(D Professor
&UDCs
DCs
OMTS




ACCOUNTS
(D Tally Package
(W Cash Book
O ALedger
Ooucher File
@’l{zceipt Counter Foils
@4’etty Cash Book
(D Receipt Book Record
O Entry in Dead Stock Registers
ntry in Consumable Registers
Cash Verification
O Budget
©Audited Statements
@60% Audit Report/Compliance File
mTC Record/Register
edical Re-imbursements Record
QTuition Fees Re-imbursement Record
@ Deposits Refund
(@ ¥ly NPS/GPF Statements

INCOME TAX MATTERS
DS of Staff/Contractors
(OBank Deposits of TDS
OQuarterly Returns
Annual returns
O TDS Certificates

WORKSHOPS FOR OFFICE STAFF
@1LDC

QUDC

®/H€ad clerk

(QAccountant
oS

SCHOLARSHIP RECORD

(® Applications
@ Disbursement/Transfer

R i Due 1o ovlane. submgtion .Q*s)d%/\qw
w\ﬁm Bren— o netord st copliedble.

INTERNAL COMPLAINT COMMITTEE

ether Updated

g%e})_ qmzs\(\ff



@A/nnual Report

ANTI RAGGING COMMITTEE
OMonthly Report (DHE/University)

RTI RECORD
ecord of Application/s

OReplies
Q/A/n';lual Report (SCI)

COLLEGE BUILDINGS
leanliness

@ﬁautiﬁcations

aintenance & Repairs

MULTI-PURPOSE HALL
(OCleanliness
ORepairs & Maintenance \75, Vo WA M,A%%‘f)" o).

Q Record of Utilization — Hall bdwﬂ

COLLEGE PLAYGROUND ’?:

(OCleanliness ol stk Tl s
a!

(D Beautification J’EWN CM%S

(D Repairs & Maintenance

CDOVt‘ Q_QQ,\-]'G\GM%X '

COLLEGE GARDEN

©Cleanliness

©Beautification
aintenance

OPEN SPACES UTILITY
() Lleanliness
(D Beautification

—S>NLA.
R —> N hA—

WASHROOMS

(OCleanliness
('Maintenance & Repairs

ncinerator for Girls




OBSERVATIONS:

1. The administrative Audit is on random sample basis and therefore is open

2.

for further verification and scrutiny.
It appears that the administration is on sound footing though the college is
established in 2012 which is to be appreciated.

SUGGESTIONS FOR FURTHER IMPLEMENTATION

o

. The items in red may be looked into as per the need and requirements of

the college.

Physical Verification Committees for the dead stock, Library, Computer Lab, Sports
Equipments, Gymkhana Equipments be constituted before the close of the financial
year so that actual physical verification could be done as on 31* March every year.
Actual physical verification including the specifications and other quality parameters
of the purchases be done by a person other than making purchases.

Since the college is new with about twelve years of its establishment, there is no
need of the write off procedure for the dead stock except for computer and its
accessories and electronics equipments. A list of all such Dead Stock to be written off
be prepared and signed by the members of the Physical Verification Committee and
to be countersigned by the Principal and thereafter to be placed in the Govemning
Body for approval and subsequently to be submitted to the DHE for which guidelines
if any issued by DHE should be followed.

The suggestion given during 2021-22 about the procedure for the Deposit Refund of
the students be followed to streamline the utilization of the accumulated deposits
collected from the students. Every year after the declaration of the results of the final
year, a notice may be put up that the students have to avail the refund on or before a
particular date as per the guidelines issued by the DHE/University. Thereafter, the
amount may transferred to different head and could be utilized as per the guidelines
issued by the DHE/University,

Place: Porvorim, Bardez-Goa.

Dated: 30" November,, 2023.

(A —— QA/ @“}

" (P RNADYARNY) (’ n\lo A]%@/’ﬂsban Uduz(

(c) Mr. P R Nadkarni, Mobile:- 9326139252. Email: pmadkami@gmail.com




