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Preface

This Manual on Acndcmic and Administrative Audit is aimed at encouraging the

departments /programs/cclls/committces to monitor and evaluate their institutional

processes which require a carefully structured system of internal and external

review. Academic and Administrative Audit (AAA), are very essential for the

excellence in Higher Education. These arc interrelated concepts. Thus, in order to

have a quality oriented academic, there should be a strong administrative

background.

It has, therefore, been a fruitful endeavor preparing this Manual on AAA

Audit. The undersigned, heartily thank all those who have made the venture

successful.

Since this Manual is meant to be a dynamic document, provisions have

been made in this Manual for suitably amending the various rules and provisions

whenever it is necessary.

PRINCIPAL
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VISION OF THE INSTITUTE

Where the mind without fear were the head is held high!

MISSION OF THE INSTITUTE

• To impart knowledge of advanced technologies using state-of-the-art

infrastructural facilities.

• To inculcate innovation and best practices in education, training and

research.

• To meet changing socio-economic needs in an ethical ambiance.
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ACADEMIC AND ADMINISTRATIVE AUDIT

Academic Audit

Academic audit can be understood as a scientific and systematic method of

reviewing the quality of academic process in the institution. It is related with the

quality assurance and enhancing the quality of academic activities in HEIs.

Administrative Audit
It can be defined as a process of evaluating the efficiency and effectiveness of the

administrative procedure. It includes assessment of policies, strategies & functions

of the various administrative departments, control of the overall administrative

system etc

Major objectives of AAA

1. To understand the existing system and assess the strengths and weaknesses of the

Departments and Administrative Units and to suggest the methods for

improvement and for overcoming the weaknesses.

I 2. To identify the bottlenecks in the existing administrative mechanisms and to

identify the opportunities for academic reforms, administrative reforms and

examination reforms etc.

3. To evaluate the optimum utilization of financial and other resources.

4 To suggest the methods for continuous improvement of quality keeping in mind

criteria and reports by NAAC and other bodies.

Outcome:
The outcome of AAA may be placed before Internal Quality Assurance Cell

(IQAC) and Governing Bodies (GB) of the HEIs. Plan of action can be prepared

to implement the suggestions accepted by IQAC and GB.
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PROCESS OF ACADEMIC AND ADMINISTRATIVE AUDIT

The institution conducts both internal and external audits with their expertise

in the curriculum and syllabus once in a year and once in three years respectively. An

advance circular is issued among the faculty and staff by the principal containing the

agenda of discussion on academic documents, laboratory accessories, stock

verification, shortage of equipment and utilities etc. Principal calls for all the heads of

the institution and 1QAC coordinator to set the panels on verification of the pointers

framed for audit of the all the sections and departments.

The heads team reviews the profile of the panel members and recommends

the filtered panel members to the principal. A circular is issued to the panel members

on scheduled audit and the concerned department to be audited in advance. The

departments are also given prior information to regulate the auditing process and to

ensure the readiness of the respective department. This makes the smooth functioning

of the audit without any hassles. After the confirmation of the panel members, the

official announcement of audit is circulated. These panel members conform to the

field of one’s subject expertise and experience on the given criteria while auditing.

As a part of Quality Improvement in teaching-learning process, the institution

feels that it is inevitable to conduct academic audits. Internal and external audits are

done at both department and institution level and finally both arc consolidated for the

better performance by the students, which in turn progresses their professional thought

process
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AAA AUDIT FLOW CHART

Audit Pane

Qi Scanned with OKEN Scanner

Scanned with OKEN Scanner

AAA audit-finalization of dates by
Principal after considering Inputs

Consolidation of Audit reports by the
Department and submitted to the principal

Appro
val

I members are Recommended by
HoD and IQAC Coordinator

Recommended by IQAC Coordinator
and submitted to principal
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Completion of academic audit by
external Members from other colleges

based on indicated parameters

Carrying out corrective actions and
preparing ATR based on the corrections

Completion of the audit by
Members of other

Departments based on indicated parameters

Submission of ATR to the principal for
approval

es Minutes are recorded and kept in the department.
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ANNUAL INSTITUTIONAL AUDIT

• The schedule of AAA audit to be carried out in the month of May each year.
However, the stock verification in Library will be done in JUNE when the
books are returned to Library after examination.

• The verifying officers should contact the HOD/ In-charge and fix up the dates

of verification, so that the report is submitted latest by 31st May each year to

the Principal. Similarly, the report of stock verification of Library shall be

submitted to the Principal by 30th June each year.

• The format for submitting the report of stock verification and audit is given in

this Manual.

• The department heads call for a meeting and discuss about the process

involving audits and report preparation. All department labs in-charges, tutors

and mentors are involved in this discussion and they start preparing the

documents. On the date of audits, the appointed panel members visit the

departments and conduct review based on the forms available in this manual.

• All the HODs and verifying officers shall cooperate and organize activity so

that the work is completed well with in time.
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INTERNAL AUDIT REPORT
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