ADMINISTRATIVE AUDIT REPORT FOR THE YEAR 2017 - 2018

Sr.

Institutional Data

I'Name of the College

Address

Telephone No.

Website

Vidya Prasark Mandal’s
K. G. Joshi College of Arts and N. G.

Bedekar College of Commerce
Chendani Bunder Road, Creek land, Near
CIDCO Bus stop, Thane West — 400601

Tel.N0.02225332412 / 25392072 [ 25446555

Website: www.vpmthane.org

Name of the Principal

Dr. Mrs. Suchitra Ashish Naik

Name of the Registrar

Ms. Manali Mangesh Ambokar

Year of Esfublishment

University of Mumbai

Letter No. and Date

Government of Maharashtira Letter No.

1969

Gen/Affi/58:70-71 dated 10.8.1970

UPF 180(69) dated 23.7.1970

and Date

Date of Visit of the Committee

Name of the Auditor

19th of December 2018

Mrs.Keyaa Mukherjee
(Office Superintendent)
MNWCollege, Parle — West

s

Number of full time Teachers ( Including
Principal & Librarian)

Aided- 40
Unaided — 30

‘

} 7 /Number of CHB Teachers

71

E

Number of Non - Teaching staff

59

Name of the courses, Division and
Enrolment

List Enclosed
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ADMINISTRATIVE OFFICE AUDIT REPORT

Particular

Observation on Key Aspects

o

General Administration

» Manual Fees collection

» Roll Call - Generated from College software

» General Register - Generated from College
software

¢ L.C.-Manually

+ Transfer Certificate - Generated from MKCL

« P.F.statement maintained in excel sheet.
P.F. slips are issued by joint director every year.

* Pension cases are prepared in excel sheet with
calculation report

* Income Tax is calculated by office in excel sheet
and in College Payroli software

e Records since 1949 are stored in mobile shelves
with indexing in separate store room

Root cause analysis (what failed in the system
to allow this NC to occur?)

¢ Optimum usage of Student MIS through
Software is not done

« Fees Receipt are generated manually

e L. C.is manually maintained

« Mulliple Duplicate work is done, which is time
consuming

Correction (what is to be done to resolve the issue)

¢ Student MIS should be generated from the
CORE system ie. students related any
information should be generated from one
central system i.e. Fees Receipt, Fees
Register, G.R, Bonafied, Certificate, L.C, etc.

Corrective Action (what should be done to prevent
reoccurrence)

e CORE System has to be implemented.

Accurate and multiple information data as and
when required should be computer generated
from Student MIS once feed in recorded with all
the particular of each student enrolled in the First
year and the same information will be provided for
Second and Third year.

e Online fees collection should be initialed and
implemented
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Extension and Continuation of | e Aided B.A. & B. Com Permanent affiliation
Affiliation * Unaided Courses UG & PG

For Extension and Continuation, College submits
proposal every year online | University of Mumbai
website).

Root cause analysis (what failed in the system to
allow this NC to occur?)

» Proper file index numbering was not
mentioned,

Correction (what is to be done to resolve the issue)

* All the papers should be numbered and
indexed
 File Management System should be followed

Corrective Action (what should be done to prevent
reoccurrence)

* Since these documents are very important,
need fo be scanned and digitized for safety and
instant records

Selection, Advertisements * Aided :
and Interview Procedures e Government NOC
» Advertisement draft is approved by the
University.

» Advertisement draft in two News Papers
(Regional & English )

« Selection committee is appointed by the
University.

* Government Nominee is nominated by the
Director of Education.

e Interviews are conducted.

e Interview chart is prepared.

» Selection Committee Report.

* Unaided Section : Local Selection as per the 1
Management 's norms

Root cause analysis (what failed in the system to
allow this NC to occur?)

e The entire process is followed as per the
government norms.

Correction (what is to be done to resolve the issue)

3
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e All the staff personnel should be numbered

and indexed.
« File Management System should be followed

thoroughly as per the quality standards

Corrective Action (what should be done to prevent
reoccurrence)

e Since these documents are very important
need to be scanned and digitized for safety
and instant records

¢« The same should be documented in the
respective staff personnel file as per the
government assessment norms

* Management resolution should be passed for
their approval and should be recorded in the
Minutes of the Meeting Log.

Teaching Staff Approvals

* Aided:

» Once the candidate is selected, the report is
sent for approval to the University.

» Appointment letter.

* Job acceptance letter from employee

e Approved draft of advertisement

e Printed Copy of Advertisement published in news
papers

¢ NOC from Joint Director.

» Copy of documents of Educational Quadlification

e Copy of Verification reports of NET/ SET/ PhD/
M. Phil from respective University.

« 3 pages and 7 pages report prescribed by the
University.

e Joint Director Fixation.

» Confirmation.

* All CAS promotions of teachers are done as per
University Norms.

* Unaided: As per the Management norms. The
college is in the process of preparing a Roster and
Staffing Pattern for Uncided Section.

Root cause analysis (what failed in the system to
allow this NC to occur?)

e The process is followed properly as per the
University norms

Correction (what is to be done to resolve the issue)

4
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