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Administrative Audit Committee

The fdllowing Administrative Audit Committee constituted by the Vice-Chancellor and notified
vide Endst.No.EN-10/2018/934-39 dated 16.1.2018 to conduct Administrative Audit for five years
i.e. for 2013-18 visited Maharshi Dayanand University, Rohtak on 27-08-2018:

1. Prof. Rajbir Singh, Member
Vice-Chancellor
State University of Performing & Visual Arts
Rohtak

. 2. Dr.R.K. Chauhan Member
Ex-Secretary
UGC, New Delhi

3. Dr. Rakesh Kumar : Member
Ex. Education Secretary
Govt. of Himachal Pradesh

4. Dr. Jitender Kumar Bhardwaj Member Secretary
Registrar
M.D. University
Rohtak
Method of Operation

- The Administrative Audit process started with a fruitful meeting of the Administrative Audit
Committee with all the Branch Officers of the University. The Registrar presented an overview
of Maharshi Dayanand University with specific emphasis on its progress and achievements in
the last five years i.e. 2013-18. Director, IQAC was also present in this introductory interactive
session. This was followed by the visit of the Committee to various branches/supportive wings
of the University to have discussions with the concerned officers and administrators to have
the first hand information about the various activities and services. The heads of the branches
presented and explained the activities of their branches/sections before the committee.

The execution of the whole assessment process was planned systematically by the IQAC.
Specific methodology was adopted to collect information from the concerned branches which
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were made available to the members of the Administrative Audit Committee. This information
was examined by the Committee and facts were ascertained through spot visits and interaction
with the stakeholders. The Committee examined the appropriateness and adequacy of the
facilities and delivery of services. Proper utilization of resources, computer facilities and
strengths of the branches were specially looked into. Other general facilities like drinking
water, toilets, classrooms, lighting etc. were also assessed. All this helped the Committee to
derive the factual information about the progress made during 2013-18 and make the following
observations/recommendations:

BRANCH-WISE OBSERVATIONS AND RECOMMEN DATIONS

Academic Branch

Observations

The admissions to various PG programmes are made through online process.

Instructions with regard to admissions are issued by the Academic Branch from time to time
as per orders of the competent authorities.

Meetings of all Statutory Bodies like Academic Council, Executive Council, Court and
Faculties are got conducted by the Academic Branch. As per instructions of the University
Authorities, agenda and minutes of the all the Statutory Bodies are made available on the
University Website for information of all concerned.

All academic matters of the University with regard to Syllabus, Scheme of Examinations,
Rules & Regulations are dealt with by the Academic Branch.

Syllabus, Scheme of Examination, Rules & Regulation, Recognition/Equivalence List of
Examination and all University Calendars have also been made available on the University
Website. All instructions relating to UTD and Colleges are got uploaded on the University
Website for information of all teachers and students.

Internet Facility is available in the Branch. All correspondence to the HODs, Principals of the
affiliated Colleges and other concerned quarters are made through email.

There are 27 officials (JDEOs, Assistants, Superintendents) including outsourced persons.
Most of the JDEOs and Assistants have the knowledge of operating MS and MS Excel.
There are 13 Computers with all accessories installed in the Academic Branch. All are in
working order. Two scanners and one Photostat machine have also been installed in the

Academic Branch.

Suggestions/Recommendations

2-3 more assistants may be provided to the branch.

Principals of the affiliated Colleges be directed to give specific comments with regard to
grievances of the students relating to admissions and recognition of courses so that the
Academic Branch may resolve the same in minimum possible time.
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Accounts Branch

Observations

ERP - SAP Software is implemented for online collection of fee.
The University has designed software for issuing computerized receipts at the Cash Counter.
The following Accounts are maintained computerized through Microsoft Dynamics

Software:
Cash Book, Classification, Salary Bills, Income Tax, PF/NPS, Fee Collection/Income

Register, Bank Reconciliation, Budget

The following accounts are maintained manually:

Establishment Cheque Register (ECR’s), Loan & Advances Registers, Vouchers of all
payments, Pension Disbursement Register, Project/Research Registers.

Various useful contents uploaded on the University Website by the Accounts Branch include:
Form 16, Confirmation of University Cash Receipt issued by the Cashier, Budget Estimates,
University Calendars Vol. IIl & IV consisting Service Rules and Accounts Code, Misc. Forms
i.e. Medical Reimbursement, Income Tax Calculation , NPS, GST No, Pension File, etc

31 staff members of the branch have the knowledge of operating MS/Power Point and MS

Excel. Number of computers in working condition is 31.

. The computerization of procedure for Investment Committee Meeting by sending Investment

quotations through e-mail and informing the participants through SMS.

Suggestions/Recommendations

4-5 more Assistants/JDEOs who have the knowledge of dealing with accounts matters may
be provided to the branch.
Efforts be made for mobilizing funds from Non-Govt. Agencies for the purpose other than

research.
Though the University has automation system for various processes, the system of e-payment
also needs to be started.

Establishment Branch (Teaching)

Observations

All the record relating to the teachers is being maintained by the different sets of the branch.
The proper record of incoming and outgoing dak is being maintained in the dairy/dispatch
register respectively. There is a store keeper who maintains the stock register of the branch
for consumable and non-consumable item separately.

Internet facility is available in the University.

All the Assistants/Clerk-cum-JEDOs/Steno-Typist have the knowledge of operating MS/Power Point
and MS Excel and rest of the staff have computer knowledge. There are 14 computers in the

branch.
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Suggestions/Recommendations

Some more regular staff at the level of assistant needs to be provided.

Establishment Branch (Non-Teaching)

Observations

All the Clerk-cum-JDEOs and most of the Assistants have full knowledge of MS Office
including Power Point and Excel. Most of the remaining staff has working knowledge of
computers.

There are 25 computers in the Branch in good working condition along with sufficient
numbers of Printers and Scanners.

The Branch keeps in touch with the latest Central and State Govt. rules, policies etc. and
responds to these from time to time within the stipulated period.

Most of the staff has the knowledge of computers and make frequent use of internet to consult
and act according to latest State Govt. & Central Govt. Policies etc.

Open discussions are always welcome and permitted with the higher-ups in the office
hierarchy.

All the complaints received through online platform of CM Grievance, PM Grievance &
UGC Grievance are resolved promptly.

Suggestions/Recommendations

Some more regular staff at the level of Assistant needs to be provided.

Purchase & Store Branch

Observations

The staff members of the branch are being provided with training on various issues vis-a-vis
as to how to put up a case before the authorities by examining all pros and cons by quoting
the relevant rules.

Every official is well versed with use of Computers, Photostat machines etc. etc.

Suggestions/Recommendations

More staff needs to be recruited on regular basis both at the junior as well as supervisory level
who have the knowledge of latest e-governance technologies.

The filing system and record keeping needs to be further improved.
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Registration & Scholarship Branch

Observations

e All the information related to Colleges, students i.e. Schedule of RR/CR, Submission of

Migration Certificates/documents etc. are timely get uploaded on the University main website.
. The computers available in the branch fully equipped with the Internet connection.

e  Good number of the employees of the branch have the knowledge of operating MS/Power
Point and MS Excel.
15 Nos. of Computers are in working condition in the branch.
Online process of working in the branch i.e. receiving of RR/CR, making corrections, marking
eligibility of the students etc.

Suggestions/Recommendations
e  More regular staff needs to be recruited.

Colleges Branch
Observations

e The process of inspection is computerized. The University has created a College Portal on
which all the Colleges upload their detail of Infrastructure facilities. This Information is also
available for Public View. The colleges upload all the information related to profile,
infrastructure, staff, library, course, and students detail on the College Portal.

e 10 employees out of 18 regular employees have the knowledge of operating MS/Power Point/
MS Excel. 10 numbers of computer are in working condition in the Branch.

e  There is quick process/disposal of complaints/queries of the students/colle ges through E-Mail.

e Intake of Courses/colleges is maintained on SAP System which helps the colleges to fill RR
on time without any problem related to sanction intake.

Suggestions/Recommendations
e  More regular staff needs to be provided.
e Training programmes be organized to upgrade the computer skill of all the staff members.

Genéral Administration Branch

Observations

The branch efficiently deals with the offices in 12 administrative and supporting buildings, 21
institutional buildings, 13 Boys’ Hostels, 12 Girls’ Hostels, 5 buildings of the Sports Complex,
15 types of houses, 22 other buildings.
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Sﬁggestions/Recommendations

Vacancies in the cadre of caretakers need to be filled up.

Office of Controller of Examinations

Following contents are uploaded on the University Website:

Availability of student result, Course Syllabi, Date sheets, Merit Lists, Gazettes, Result
Branch Contact Information, Examination Schedule, Examination Notifications etc.
Internet facility is available in the office of the Controller of Examinations.

Out of ten, eight staff members have knowledge of operating computer. Eleven computers
are in working condition in the office.

Examinations are conducted strictly as per already notified schedule and the results are
declared well in time.

Complaints/Grievances received from the students are resolved timely.

Suggestions/Recommendations

To cope up with the increased workload, there is need to appoint/provide more regular staff.

Conduct Branch

Observations

Net facility is used for down loading Student strength of various courses, uploading Date
sheets, UMC hearing date, sending emails to the concerned. It is also used for
updating/verifying status of various grievances, i.e., C.M./PM. Correspondence with affiliated
Colleges as well as with the Departments and various branches is made through email.

Out of this, 16 staff members have knowledge of operating computer.

16 Computers + one set for CCTV Surveillance is available in the Branch.

Annual Schedule of Examinations is prepare well on time and displayed on the website for
awareness of the colleges/UTDs/students.

The Date sheet is prepared as per schedule of examinations well before the commencement
of examinations and hence respective colleges make necessary arrangements to conduct
smooth examinations and also intimate the students well in time.

Examinations Material such as Answer sheet, confidential material such as Question
papers/Supdt. Packets are supplied well in time to avoid the hardship of the Nodal Centre as
well as examinations centre.

The Unfair means cases are displayed on the website and also publish in news-paper.
Bio-Metric machine used for attendance of the students, are to be implemented in the entrance
examinations of UTDs/Centralized Entrance Exams by this branch to avoid the unlawful
cases.
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Suggestions/Recommendations
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More staff needs to be appointed/provided on regular basis.
Steps may be taken to minimize further the unfair means cases.

Result Branches

Observations

All the record of the result branches like Theory Awards, Internal Assessment Awards,
Practical Awards and results available on the online panel.

The Examinations are conducted in odd and even semesters which are conducted as per
schedule fixed by the University normally in the month of November / December for odd
examination and April / May for even Examination.

The results are declared in a time bound manner giving priority to declare the results for
qualifying and final examinations.

All types of application forms for issuance of Duplicate DMCs / Degrees / Provisional
Certificates are available on the website.

There ‘are sufficient number of computers in the branches and the sufficient staff has the
knowledge of using Computers.

Suggestions/Recommendations

More staff needs to be appointed/provided on regular basis.

Secrecy Branch

Observations

Net facility is used for downloading updated syllabi for all UG/PG/Professional Courses for
paper setting, interacting through Email with all Spot Evaluation Centres
i.e.UG/PG/Professional Courses for speedy evaluation of answer books for timely declaration
of results, updating/verifying status of various grievances, i.e., C.M./PM/UGC, to resolve the
RLA cases and other discrepancies, Panels of subject experts for paper setting and viva voce
and for obtaining consent from the Examiners for evaluation of Ph.D. theses.

Sufficient number of computers and the staff having knowledge of using computers.

Suggestions/Recommendations

More staff needs to be appointed/provided on regular basis.
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Re-Evaluation Cell

Observations

e Results of the Re-evaluation cases are conveyed online and also updated on the University
website for the information of the candidates, specially in case of PG classes.

e  The Re-evaluation job is performed by a team of experienced teaching and non-teaching staff
with in the stipulated period of 90 days as decided by the University.

e Sufficient staff has the knowledge of operating MS/MS Excel programme.

Suggestions/Recommendations

e  More regular staff needs to be appointed.

Computer Centre
Observations

e A Unified Threat Management: Solution has been implemented to secure the network from
hackers, for filtering unnecessary traffic, streamlining traffic by specifying priorities, and
blocking unwanted sites..

e Intellectual property right policy,‘lT policy and Privacy policy have been framed and
implemented to prevent unauthorized access of information.

e University has a security control room. Unified storage of 600TB is being used to store the
video recordings. Hi-Tech Surveillance camera having Night Vision facility have been
installed in all the buildings. It is planned to keep 15 day storage of video recordings.
However for strategic locations such as Pariksha Sadan, 2-3 months backup is being stored.

e  Computer Centre has been organizing Computer awareness programmes for Non-Teaching
staff from time to time. Six such programmes including one for SAP-01 training have been

organized in the last 5 years.

e  SAP ERP has been implemented for SLcM (Student Life cycle Management), Finance and
- HcM(Human Capital Management). Software has been developed and deployed in-house for
Recruitment of Teaching and Non-Teaching staff and also to computerize the Cashier
window. Host-to-Host integration of University Server with the Bank has been implemented

for Fee collection, which has significantly brought down the Fee related grievances.

e All the important announcements and information regarding Admissions, Exam. Date sheets,
Results, syllabi, important Notifications, Statutes and ordinances of the University, details
about rules and regulations, Teaching Departments, Affiliated colleges, Digital Learning
resources, Library etc. are available on the University website.

o 1Gbps Internet connectivity is being provided through NKN. Efforts are being made to have
robust connectivity through a fall back additional link.
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Comprehensive Annual Maintenance Contract has been awarded to maintain all the
computers and UPS in the University. Critical infrastructure is either in Warranty or under
comprehensive AMC.

All the Clerks/and stenos appointed after 2010 have been appointed after passing through a
Basic Computer Knowledge test. Majority of peons are also computer literate.

UCC has 55 computers (PCs) apart 21 servers. All the Computers are in working condition.

Core IT team has deep understanding of university processes. Infrastructure is cloud ready

Suggéstions/Recommendations

More work force needs to be provided.

Robustness of the ICT infrastructure need improvement.

A platform may be formed for creation, management and dissemination of teaching-learning
material.

University Press

Observations

Internet Facility has been provided by the University. All correspondence to the concerned
quarters are made through email.

Various machines installed in the University Press are in working condition.

Skilled staff has been provided in the University Press.

There are 5 Computers with all accessories installed in the University Press. All are in working

. order. One Scanners and one Photostat machine has also been installed in the University Press

for sending the letters/documents/information through email.

Suggestions/Recommendations

More modernization of University Press is required.

Faculty House and Canteens

Observations

Status of room booking in the Faculty House is updated on the Website of the University.
Two computers are in working condition and the staff using these computers has the good
knowledge of using them.

Faculty House is providing good hospitality with healthy/hygienic meal and clean/ tidy rooms
to the Guests.

Faculty has sufficient number of AC/Non-Ac Rooms for Guests.
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Suggestions/Recommendations

e Digitalization of making payment for room rent/meal charges may also be done.

Engineering Cell
Observations

e The University has sufficient resources for regular upkeep of infrastructure and there are effective
mechanism for the upkeep of infrastructure facilities for effective institutional functioning.

e Sufficient provisions of funds in Annual Budget of the University is being made for upkeep of
infrastructure on the campus.

e The effective mechanism/resources are provided for maintenance of the following:

Housekeeping/Sweeping/Dusting/Cleaning services

Public Health Maintenance

Maintenance of Furniture including wooden Doors and Windows
Maintenance of Civil Works

Electrical Maintenance

Maintenance of HT/LT lines, substations and Street lights in campus

YV V. V V'V V¥V VY

Horticulture

e 15 persons have the knowledge of operating computers. There are 12 computers available in the branch.

Suggestions/Recommendations

¢ Training of knowledge of computers needs to be given to some more officials of the branch

e Few more regular staff needs to be provided at supervisory level.

Girls’ Hostels
Observations

e CCTV Camera’s and 24 hours Security Guard & ladies Security Staff are available on the
main gate of the girls hostels.

e A lady doctor is appointed for the Hostels.

e Transport facility is available for the students for picking up/dropping from the departments
and hostels.

e Shopping facility is also available in the hostels for students.

e Wi-Fi and internet connectivity is available in every MDU Girls Hostel for research work and
studies.
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Suggestions/Recommendations

e More lady attendant in the girls hostels need to be recruited.

Boys’ Hostels
Observations

e The University provides accommodation to the students in the 9 Boys’ Hostels which have
the capacity of 1991 rooms, 8 Hostels are functional since the year 2013.

e  The mess of each hostel is cooperative and managed by the students themselves.

e A faculty member is assigned to work as Warden in a hostel. Every hostel has office staff for
proper functioning of hostels. Chief Warden and Additional Chief Warden are deputed to
monitor all hostels.

e The following are the facilities provided in each of hostel:

Furnished spacious cubical rooms and dormitories, well-furnished common room equipped
with LCD TV, News Papers and Magazines as per requirement of residents, Wi-Fi internet

facility.

e CCTV cameras are installed for security of residents.

e Every hostel has RTI cell.

Sugggstions/Recommendations

e  More hostels need to be constructed to cater to the need of all the students.
e One separate hostel be constructed for Foreign National Students.

Dean Students’ Welfare Office

Observations

e There is a separate web page for office where the camp/courses/ other proformas, list of staff
and necessary information of the office are uploaded.

e  There are five units of NSS (Girls-3 & Boys-2)
e  The DSW Office Organizes Health Awareness Camps
e Indoor/outdoor sports facility and 3 months Yoga training have been provided.

e The five non-polluting vehicles were introduced on rental basis at first instance for students/
visitors w.e.f. 2013-15. The Office have now been providing 3 non-polluting 14 seater e-
vehicles for students.

g
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There are two auditoria and two committee rooms under the control of DSW Office
Internet facility is available for the office. |

For providing hygienic atmosphere sanitary vending machine have been installed all Girls’
Hostels, Central Library and Students’ Activity Centre.

M.D.U. Think Tank Club was created in 2013 and various academic activities were
organized to enhance creative intellectual skills.

The funding from Dr. R.K. Foundation Fund enhanced two times to boost research cultural
in the teachers and students.

The unit of University Outreach Programme was established w.e.f. from 2017-18 which
adopted five villages for the community development.

Suggestions/Recommendations

An indoor multipurpose multi-media theatre with a capacity of 150-200 persons for organizing
various short term courses, academic and cultural events in the Student Activity Centre may
be constructed.

Fixture in the Waiting/Reception Area needs to be enhanced. v
If possible, provision of lift facilities may be made in all the buildings for differently abled
persons.

Sports Office

Observations

The University has created excellent infrastructure including one Dr. Mangal Sen

Multipurpose Gymnasium Hall with facility of Central A.C., one Sardal Vallabhbhai Patel
Cricket Stadium of Inter —National Standard, one Synthetic Athletics Track of National
Standard, one Swimming Pool of International standard , Four Lawn Tennis Courts, Four
Basketball Courts, one Boxing Hall, one Wrestling Hall, one Kabaddi Hall, one Judo Hall,
one Squash Hall and a Astroturf Hockey Ground is imminent. In addition to above facilities
one Gym Hall with latest facilities of Gym Stations have been established for warm up
purpose of the student players.

For the accommodation one Separate Sports Hostel having capacity of 200 beds has been
established at MDU Campus for the comfortable of the student boys and girls players. The
student players have also been accommodated in The Transit Hostel of the University when
the participating teams from all over India reported at MDU Campus.
Two Xerox Machines of heavy capacity with latest technology are available with this office,
out of one is made readily available for student players for providing the Xerox essential
documents relevant to their participation during Tournaments /Championship at MDU
Campus without any charges keeping view the welfare of the students community.
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A facility of one canteen adjacent to the Gym Hall is available for the light refreshment to the
needy student players during the various tournaments /championship on no profit no loss
basis.

Facilities of WiFi is also made available to the student players in the Dr. Mangal Sen
Multipurpose Gymnasium Hall of the University.

Staff deputed in Directorate of Sports by the University is well versed with knowledge of
computer.

As presented by the Director Sports, the University has secured tremendous 57 positions in
Inter University Tournaments/Championships during the session 2017-18.

Suggestions/Recommendations

More staff (skilled as well as non-skilled) needs to be developed.
Play fields /grounds with latest technology needs to be upgraded.

Overall Observations and Recommendations

Observations

The University has a large campus area of 622.5 acre.

The University adopts the e-governance in the area of administration, Finance and Accounts,
Student admission and Support and Examination.

It has experienced non-teaching staff.

The duties assigned to the officials are being attended to within a scheduled time.

The files/cases are being attended to as per prescribed rules and regulations of the University
and following the regulations of various statutory bodies viz. UGC, AICTE, etc.

A Unified Threat Management Solution has been implemented to secure the network from
hackers, for filtering unnecessary traffic, streamlining traffic by specifying priorities, and
blocking unwanted sites.

Training programmes for the ministerial and secretarial staff are being organized regularly.
Staff works in co-ordination and with proper consultation on different issues.

All the circulars, notifications, letters, minutes of various statutory bodies and committees
and lot of other information is uploaded are uploaded on the website of the University.

The grievances of Students / Public received through CM / PM window and social media are
given priority and resolved within minimum period say 3 to 7 days.

Whole Campus covered with CCTV cameras which are monitored 24/7 in the centralized
security control room.

(&/
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e Examinations are being conducted as per scheduled dates and results are being declared in a
time-bound manner.

e Permanent Security staff and contracted supervisors are connected to each other through
walkie-talkie handsets.

e Sufficiently large number of welfare schemes/measures are implemented from time to time as
per Haryana Govt. rules and regulations.

Suggestions/Recommendations

More staff needs to be recruited in almost every branch of the University.

A separate hostel needs to be constructed for Foreign students.

More funds need to be mobilized from Non-Govt. agencies for research and other purposes.
Filing and record keeping system be further improved using e-resources.

Phased training programmes should be further strengthened.

The Committee was happy to note that majority of the officers and staff are competent and
receptive to change.

ooy,
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The information in respect of ACADEMIC BRANCH pertaining to
forthcoming Administrative Audit and visit of NAAC Team:-

Designation-wise number of staff of Academic Branch:

Sr. Name of the Employee | Designation
No.
S/Sh./Dr./Ms.
1. M.L.Batra Assistant Registrar
2. Suresh Kumar Rohilla Superintendent
3. Tilak Raj Superintendent
4. Om Parkash Personal Assistant
5. Sukhbir Sheoran Assistant
6. Harjindal Pal Assistant (Temp. for NAAC work)
7. Krishan Kumar Clerk-cum-JDEO (Temp. for NAAC work)
8. Naresh Kumar Assistant
9. Mohan Lal - Assistant
10. Vijay Pal Assistant
11. Renu Clerk-cum-JDEO
12. Nitika Clerk-cum-JDEO
13. Rajesh Kumar Clerk-cum-JDEO
14, Narender Kumar Clerk-cum-JDEO
15. Naveen Attri Clerk-cum-JDEO (on leave)
16. Dharamvir Singh Clerk
17. Rita ' Clerk
18. Sita Ram Clerk
19. Phool Singh Sindhu G.O0.
20. Jagpal Compositor
21. Suresh Kumar Jr. Store Keeper
22. Raj Pati : Daftri

In addition to above, thrée Clerks and two Peons have been provided through
Outsourcing to meet the office requirement.

Office Automation (Online Admission, maintenance of records):

As per instructions of the State Government the Centralized Online Admissions
are being made in various PG courses from the session 2017-18 and Prospectus
of the various courses have been got approved by the Academic Branch,
accordingly. Further action in the matter is being taken by the Director (UCC) in
the matter. The relevant records of admissions are being maintained by the
" concerned Heads of the Department. Instructions with regard to admissions are
issued by the Academic Branch from time to time as per orders of the competent

authorities.
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Useful contents on the University Website:

As per instructions of the University Authorities, agenda and minutes of the all
Statutory Bodies are made available on the University Website for information of
~ all concerned. In addition to this, Syllabus, Scheme of Examination, Rules &
Regulation, Recognition/Equivalence List of Examination and all University
Calendars have also been made available on the University Website. All
instructions relating to UTD and Colleges are got uploaded on the University
Website for information of all teachers and students.

Internet Facility:

Internet Facility has been provided by the University. All correspondence to the
HODs, Principals of the affiliated Colleges and other concerned quarters are made
through email.

Does administrative staff have the knowledge of operating MS/Power
Point/MS Excel:

There are 27 officials (JDEOs, Assistants, Superintendents) including outsourced
persons. Most of the JDEOs and Assistants have the knowledge of operating MS
~ and MS Excel.

Number of Computers:

There are 13 Computers with all accessories installed in the Academic Branch. All
are in working order. Two scannéers and one Photostat machine have also been
installed in the Academic Branch for sending the letters/documents/ information
through email.

Strength and Weakness:

Strength:

Meetings of all Statutory Bodies like Academic Council, Executive Council, Court
and Faculties are got conducted by the Academic Branch. Accordingly, the
agendas and minutes of the above bodies are sent. For this purpose, two
Photocopier Machines, one Collator Machine have been installed in the Academic
Branch. Holding of Convocation is the prestigious work of the University, therefore,
all Convocation works relating to Academic Branch are also got done by the

- Academic Branch.

All academic matters of the University with regard to Syllabus, Scheme of
Examinations, Rules & Regulations are dealt with by the Academic Branch.

Weakness:
Instead of instructions issued from time to time to the Principals of the affiliated

Colleges with regard to grievances of the students relating to admissions and
recognition of courses, the students frequently visit the Academic Branch for
solution of their problems without having the comments/recommendations of the
Principal concerned, which results lot of problems for the Academic Branch as in
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the absence of the specific comments, it becomes very difficult for the Academic
Branch to deal with the case properly. Further only one Gestetner Operator has
been provided for running Photostat Machine, Photocopier Machines and Collator
Machine. One experienced Superintendent is to be required as Sh.Suresh Kumar
Rohilla, Supdt. is going to retire on 30.09.2018. Further, 2-3 more experienced
Assistants(who may well versed with the University Rules & Regulations) are to be
required for smooth functioning of the Branch.

Write up on the improvement/updation done during the last five years

The University is known for the academic matters and the Academic Branch is
main branch who deals with all academic matters regarding Rules & Regulations,
Syllabus, Scheme of Examinations, all University Calendars are also maintained
. by the Academic Branch. For achieving the goals, two scanners, one Photostat
machine, two photocopier machines and one Collator machine have been installed -
in the Academic Branch.

In addition to this, all admissions in the University Teaching Departments and
affiliated Colleges are dealt with by the Academic Branch as Prospectus of the
same are also got approved for the purpose. Further, the admission to various
M.Phil and Ph.D. Programmes are also dealt with by the Academic Branch. All
Statutory Bodies like Academic Council, Executive Council, Court, Board of
Studies and Faculties are got constituted by the Academic Branch. Wherever
required, the election of teachers from the University Teaching Departments and
affiliated Colleges on these Bodies are got conducted by the Academic Branch.
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MAHARSHI DAYANAND UNIVERSITY, ROHTAK
BRANCH: ACADEMIC BRANCH

Checkpoints Yes No Remarks
System for control/reporting to Yes All the staff is awared regarding
drectonsreceved fomn apex odes
authorities from time to time. They
are also directed to dispose off the
issues as per rules and regulations
within scheduled time period.
Procedure for lodging complaints Yes The students can lodge complains
through e-mail as well as through
diariest regarding issues related to
the Academic Branch.
Procedures being followed to resolve Yes The Supervisory Officer marks the
the complaints after these are lodge file to the concerned dealing hand.
The dealing hand put up the case
and the same is disbursed by the
Supervisory Officer, if needed the
problem of candidates are resolved
by making personal hearing or
telephonically.
'| Procedure of feedback to user after Yes The complainant‘is informed about
complaint is acted upon the action taken.
Analysis of data and identification of The issues are resolved by
critical areas which could be focus of constituting committees etc.
our attention
Issue records and receipt records of the
' following
a) Stationary Yes Entry is made in Stock Register.
b) Furniture Yes Entry is made in Stock Register.
c) Telephone Instruments Yes Entry is made in Stock Register.
d) Housekeeping material Yes Entry is made in Stock Register.
Service records of employees No | Not applicable
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Verification Procedure of log book No | Not applicable
records of van drivers
‘| Procedure for out sourced No | Not applicable

agencies/suppliers for following
suppliers hire system, signed contracts
and payment system ‘

a) Hiring System No | Not applicable

b) Signed Contracts No | Not applicable

¢) Payment System No | Not applicable
Schedule for checking and records of
the following

a) Equipments No | Not applicable

b) R.O. System (In house and No | Not applicable

outside)

c) EDPs and STPs No | Not applicable
Approval of outsourced vehicle rates No | Not applicable
and hiring record
Records of incoming Dak from outside | Yes Online entry is made in diary
and distribution to different institutions Register and distribution is made by

seeking signatures in the Register.
Records of outgoing Dak. Collected Yes Entry is made in diary Register and
from different institutions signatures are obtained in the
disbursing Register.
Records of telephone lines No | Not applicable
departments-wise and payment
procedure
-| Procedure and records of waste No | Not applicable

disposal including Electrical Waste like
tube lights and others like waste engine
oil ‘

Additional Points which may be considered for Administrative Audit

1. Agenda & Minutes of all the meetings i.e. Academic Council, Executive Council & Court

is put on Website for the information seekers.




e

2. All syllabus, Scheme of Exam, ordinances Acts, Statutes alongwith prospectuses for
admission are put on website for wide publicity.
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INFORMATION RELATING TO ACCOUNTS BRANCH

¢ Designation wise number of Staff

S. NO. Name Designation

1 MUKESH KUMAR FINANCE OFFICER
2 JASBIR SINGH ASSTT. REGISTRAR
3 S.S. BHARGAVA ASSTT. REGISTRAR

4 MANJU BALA SUPERINTENDENT
5 SATISH JAIN SUPERINTENDENT
6 R.L. PRUTHI SUPERINTENDENT
7 SEEMA KHATTAR SUPERINTENDENT
8 RAJINDER SINGH SUPERINTENDENT
9 MADHU BALA SUPERINTENDENT
10 UDAY SINGH SUPERINTENDENT
11 R S RANA SUPERINTENDENT
12 AJIT SINGH Dy. SUPERINTENDENT .
13 GURSHARAN SINGH Dy. SUPERINTENDENT
14 RAJWANTI RANA Dy. SUPERINTENDENT
15 DESH RAJ ASSISTANT

16 SUNIL KUMAR ASSISTANT

17 GAURAV ASSISTANT

18 MANOJ KUMAR ASSISTANT

19 SUNIL KUMAR DAHIYA ASSISTANT

20 SURIITSINGH ASSISTANT

21 JYOTI ASSISTANT

22 KIRAN BALA ASSISTANT

23 JAI PAL SINGH ASSISTANT

24 JYOTI ASSISTANT

25 SURESH KUMAR ASSISTANT

26 SUNITA ASSISTANT

27 SUNIL CHAHAL ASSISTANT

28 KANTA RANI ASSISTANT

29 PARDEEP KUMAR ASSISTANT

30 PARVEEN KUMAR ASSISTANT

31 LALITA KUMARI MADAN ASSISTANT

32 MAMTA RANI ASSISTANT

33 RAJ KANWAR ASSISTANT

34 PHOOL KUMAR ASSISTANT

35 SATISH DAHIYA ASSISTANT

36 AMIT SAINI ASSISTANT
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37 RAVINDER SINGH RATHI ASSISTANT
38 JAGDISH CHANDER ASSISTANT
39 NARESH VERMA COMPUTER OPERATOR
40 ANILA RANI CLERK
a1 SATBIR SINGH CLERK
42 PRAVEEN KUMAR JR.D.E.O
43 ROHI RAM JR.D.E.O
44 RAJESH SHARMA JR.D.E.O
45 PREETI ' JR.D.E.O
46 SANGEETA KAUR JR.D.E.O
47 KULDEEP JR.D.E.O
48 RAKHEE JR.D.E.O
49 SANJIV KUMAR JR.D.E.O
50 HARISH JR.D.E.O
51 SURENDER JR.D.E.O
52 KANCHAN JIDEO
53 NAYANI LIBRARY ATTENDANT
54 PREM CHAND DAFTRI
55 KALI RAM PEON
56 JASWANT ‘ HELPER
° Fee Collection

The fee is being collected from affiliated colleges and students through various
banks authorized for the same. Moreover three banks exists within the
University Campus for the facility of students. The misc. fee is also being
collected in the shape of cash and bank drafts at the University Cash Counters.

° Maintenance of Accounts
The following Accounts are being maintained computerized through
Microsoft Dynamics Software:
1. Cash Book
Classification
Salary Bills
Income Tax
PF/NPS
Fee Collection/Income Register
Bank Reconciliation
Budget

© N O Uk WwWwN
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The following Accounts are being maintained manually:

Establishment Cheque Register (ECR’s)
Loan & Advances Registers

Vouchers of all payments

Pension Disbursement Register
Project/Research Registers

v W DdeR

e Useful contents on University Website

Form — 16 (Salary Statement) |

Confirmation of University Cash Receipt issued by the Cashier

Budget Estimates

University Calendars Vol. lll & IV consisting Service Rules and Accounts Code

Misc Forms i.e. Medical Reimbursement, Income Tax Calculation, NPS, GST
No, Pension File, etc

° Administrative staff having the knowledge of operating MS/Power Point
and MS Excel '
Staff Strength Staff having Computer Knowledge
56 31

. Number of computers in working condition - 31
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Strength and Weakness

The Account Branch is working in a form of one unit. The work assigned to the
officials is being attended to within a schedule time and date. The files/cases
are being attended to as per prescribed rules and regulations of the University.
Moreover, the instructions issued by the University authorities from time to
time are also being adhered to for the implementation thereof as and where

required.

Write up on the improvement/updation done during the last five years

i.e. from July 2013 to June 2018 :

L

Implementation of ERP - SAP Software and collection of fee through
online.

Computerization of University Cash Counter — The University has
designed software for iSsuing computerized receipts at the Cash
Counter.

The uploading of Form — 16, Salary Statements and other forms on
University Website from time to time and sending SMS for information
of the same.

The computerization of procedure for Investment Committee Meeting
by sending Investment quotations through e-mail and informing the
participants through SMS.

Collection of receipts through SWAP Machine installed at Cash Counter
and Canteen



Branch: Accounts
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Maharshi Dayanand University, Rohtak

Checkpoints

Yes

No

Remarks

System for control/reporting to

Supervisory Officers

©

Yes

The Supervisory Officer
marks the file to the
concerned dealing hand.
The dealing hand put up
the case and the same is
disbursed through the
Supervisory Officer with
the necessary action to be

taken.

Procedure for lodgiﬁg complaints

Yes

The students can lodge
complaints through e-mail
regarding fee and other

related issues.

Procedure being followed to
resolve the complaints after these

are lodged

Yes

The e-mail 1is gone
through and action is
taken accordingly to

resolve the complaint

Procedure of feedback to user after

complaint is acted upon

Yes

The  complainant is
informed about the action

taken.

Analysis of data and identification
of critical areas which could be

focus of our attention

Issue records and receipt records of

the following

a) Stationary

Yes

Entry is made in Stock




Register.

b) Furniture Yes | Entry is made in Stock
_ Register.

c) Telephone Instruments Yes Entry is made in Stock
Register.

d) Housekeeping materiél Yes Entry is made in Stock
Register.

Service records of employees Yes Computerized Pay Roll

data is entered in
respective ECR’s

manually also.

Verification Procedure of log book No |Not applicable

records of van drivers

Procedure  for out sourced
agencies/suppliers for following
suppliers hire system, signed

contracts and payment system

a) Hiring System No | Not applicable
b) Signed contracts No | Not applicable
c) Payment System Yes The bills are duly checked

by the Payment Section
and pre-audited. After
audit  clearance, the
cheque is issued in favour

of the respective agency.

Schedule for checking and records
of the following
a) Equipments No | Not applicable
b) R.O. System (In house and No | Not applicable
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outside)

¢) EDPs and STPs No | Not applicable

Approval of outsourced vehicle No | Not applicable

rates and hiring record

Records of Incoming Dak from | Yes Entry is made in Diary
outs{ide and distribution to different Register

institutions

Records of outgoing Dak collected | Yes Entry is made in Diary
from different institutions Register

Records of telephone lines No | Not applicable

department-wise and  payment

procedure

Procedure and records of waste No | Not applicable
disposal including Electrical Waste
like tubelights and others like waste

engine oil

Additional Points which may be considered for Administrative Audit

1. Computerization of University Cash Counter — The University has

designed software for issuing computerized receipts at the Cash Counter.

2. The uploading of Form — 16, Salary Statements and other forms on

~ University Website from time to time and sending SMS for information of

the same.

3. The computerization of procedure for Investment Committee Meeting by

sending Investment quotations through e-mail and informing the

participants through SMS.
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MAHARSHI DAYANAND UNIVERSITY ROHTAK
(A State University established under Haryana Act No. 25 of 1975)

NAAC Accredited "A’ Grade
OFFICE OF THE CHIEF WARDEN (BOYS)

Subject: - Information Regarding Boys Hostels.

It has reference to letter No. nil dated 24.08.2018 regarding information relating to boys

No. CWB/ 18/1826
Dated:-25.08.2018

hostels for administrative purposes. The desired information is given below (Hostel-Wise):

Year 2013-14 2014-15 | 2015-16 |2016-17 |2017-18
Hostel No | Number of 240 240 240 240 240
1 Rooms

Occupancy 261 257 266 272 256
Hostel No | Number of 240 240 240 240 240
2 Rooms

Occupancy 247 226 263 272 290
Hostel No | Number of 150 150 150 150 150
3 Rooms

Occupancy 157 159 158 159 158
Hostel No | Number of 254 254 254 254 254
4 Rooms

Occupancy 255 255 280 300 266
Hostel No | Number of 240 240 240 240 240
5 Rooms

Occupancy 240 249 276 309 294
Hostel No | Number of 240 240 240 240 240
6 Rooms _

Occupancy 244 248 257 262 248
Hostel No | Number of 160 160 160 160 160
7 Rooms

Occupancy 334 343 358 372 332
Hostel No | Number of - - - - 150*
8 Rooms

Occupancy 266
Hostel No | Number of 294 294 294 294 294
9 Rooms

Occupancy 264** 312 314 348 319

The number of admissions exceeding the number of rooms is because the admissions

were done on sharing basis to accommodate more students.
ﬁﬂ/\/\/\/\ s v
/_'_____/'f

* Started in session 2017-18.
(Prof. Radhey Shyam)
Chief Warden (Boys)

** Started session and was started late.

Registrar
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MAHARSHI DAYANAND UNIVERSITY ROHTAK
(A State University established under Haryana Act No. 25 of 1975)
NAAC Accredited "A’ Grade
OFFICE OF THE CHIEF WARDEN (BOYS)

No. CWB/ 18/1709

Dated:-22.06.2018
To

The Registrar,
M.D.University, Rohtak.

Subject: - Sample Performa for Administrative Audit.
Sir,

Please refer your email Dated 20. 06. 2018, find enclosed herewith the sample performa
for administrative audit of Chief Warden (Boys) office and All Boys Hostel A ,

A
(Prof. Radhey Shyam)
Chief Warden (Boys)

Encl.: As above.
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Checkpoints Yes | No “Remarks

System for control/reporting to
Supervisory Officers e -
Procedure for lodging complaints Ves| _
Procedure being followed to
resolve the complaints after these Y& _
are lodged
Procedure of feedback to user after
complaint is acted upon Yo —
Analysis of data and identiﬁcation
of critical areas which could be Yes| —
focus of our attention
Issue records and reff_igt\records of Y@ .
the following

a) Stationary Ve —

b) Furniture yeg |

c¢) Telephone Instruments eb | —

d) Housekeeping material — | _
Service records of employees \f‘A DMl aed f\/»{ =3\ Beavla -
Verification Procedure of log book
records of van drivers — | Ne
Procedure for out sourced .
agencies/suppliers for following I 9‘7 Kox Uw‘\w\\\

suppliers hire system, signed
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‘fnétracts and payment system
y

[~ a) Hiring System

b) Signed contracts

r ¢) Payment System

Schedule for checking and records

of the following

a) Equipments

vo| —

b) R.O. System (In house and

outside)

c) EDPs and STPs

Approval of outsourced vehicle

rates and hiring record

Records of Incoming Dak from

outside and distribution to different

institutions

Records of outgoing Dak collected

from different institutions

Records  of telephone  lines

like tubelights and others like waste

engine oil

department-wise and payment| — |MN©

procedure

Procedure and records of waste

disposal including Electrical Waste _ T Fern %\P\L e o cal
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MaharshiDaxanand University, Rohtak

Checkpoints

Yes

No

Remarks

System for control/reporting to

Supervisory Officers

Procedure for lodging complaints

Procedure being followed to
resolve the complaints after these

are lodged

Procedure of feedback to user after

complaint is acted upon

Analysis of data and identification
of critical areas which could be

focus of our attention

\

Issue records and receipt records of

the following

a) Stationary

b) Furniture

¢) Telephone Instruments

A

d) Housekeeping material

Service records of employees

fig\i

N

Verification Procedure of log book

records of van drivers

|

NA

Procedure for out sourced
agencies/suppliers for following

suppliers hire system, signed

T Huilio eI o0 poreh @ -
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Contracts and pay

ment system
a) Hiring System
oy amb
¢) Payment System H

of the foilowing

‘ ‘}

Appro

val of outsourced vehicle

rates and hiring recorg

Records of Incoming Dak from

outside and distribution to different
institutions

Records of outgoing Dak collected
from different institutiong

Records of

telephone lines

department-wise

J ;)Woé’//g

'v‘.‘fa{'den 1
: e Bjostel No'
s.a'\,.;s& university
" Rohtak
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BOYS' WoSTEL Mo T Cvone)

Checkpoints Yes| No Remarks
System  for control/reporting to %/ e \ ot/ e,
Supervisory Officers /%6 C‘{«Jﬁ Latoler;
Procedure for lodging (;omplaints y ./ },‘4
Procedure being followed to 7 ‘
resolve the complaints after these Aetioy bp” Hhe taeatey
are lodged Yes WL fle 4ules p1p.)
Procedure of feedback to user after % % Ye 1ios /e y

A

l:omplaint is acted upon

of critical areas which could be

focus of our attention

Analysis of data and identification |

Deve by fhe Weadey g
5%84—)’“'4'%

Issue records and receipt records of

the following

a) Stationary

Igy r1aditing SheA |
Kogistes -
olo

b) Furniture

¢) Telephone Instruments

‘ |V
d) Housekeeping materia] Y b Ap
Service records of employees },% _ 5;/ fhe L/uiyuup/y

' Veriﬁcation Procedure of log book

records of van drivers

—| W

Procedure for out sourced

agencies/suppliers for following

| suppliers  hire system, signﬂ
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contracts and payment system

a) Hiring System

)p’y Hhe Uriven’s /ﬁ'}fmf;z

b) Signed contracts Vos Ao
c) Payment System )/% dp !
Schedule for checking and records- E Pl in o)

of the following

by ;
Keplitor/5tscX Legtiret

a) Equipments

Ap

b) R.O. System (In house and

outside)

c) EDPs and STPs

Ao

Approval of outsourced vehicle

rates and hiring record

o

Records of Incoming Dak from
outside and distribution to different

institutions

Yes

Records of -outgoing Dak collected

from different institutions

Yos

Records of telephone lines

department-wise and  payment

procedure

Procedure and records of waste
disposal including Electrical Waste
like tubelights and others like waste

engine oil

Warder

/(‘v’im‘ih_\;ri Bovs Hostel

M. Uatvelsity, Roblak
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l Checkpoints Yes

System for control/reporting to
Supervisory Officers Jd

Procedure for lodging complaints & v

Procedure being fdllowed to

resolve the complaints after these Je&
are lodged

Procedure of feedback to user after

el |-
complaint is acted upon Y\)

Analysis of data and identification 303 _ e vy ) Gren
of critical areas which could be P Subustioy

focus of our attention |

Issue records and receipt records of 5{5 W
the following ' ?934 S '

a) Stationary Y r',sj — — o —

b) Furniture Yes| — — ol -

¢) Telephone Instruments <3| — M-

d) Housekeeping materia] af‘g F?J — oy~ ‘
Service records of employees %% - B Yo Wnveati
Verification Procedyre of log book _ e g~
records of van drivers

Procedure for out sourced

igencies/suppliers  for following

uppliers  hire System, signed
P gn ‘J\J
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contracts and payment system

a) Hiring System

b) Signed contracts

¢) Payment System

Schedule for checking and records
of the following

a) Equipments

b) R.O. System (In house and
outside)

¢) EDPs and STPs

Approval of outsourced vehicle

rates and hiring record

Records of Incoming Dak from
outside and distribution to different

institutions

j :c) \,\aa- 4- LI

Records of outgoing Dak collected
from different institutions

p\,g L 4 a/l ‘@’(jb\f i

Records of telephone lines
department-wise and payment

procedure

ﬁoej 'H\t 5 CEREUR

v

Procedure and records of waste
| disposal including Electrical Waste
like tubelights and others like waste

engine oil

YL:) bm?w—wwd 8
Oé e Wan,

_B.H.-3, M.

Warden
Himalaya
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Hostel

D.U., Rohtak
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MaharshiDayanand University, Rohtak

Checkpoints Yes| No Remarks

System for control/reporting 10 Yes 0 <7 At wWortoms &
Supervisory Officers c elas Af Lyoind on -
Progc.;.cdure- for lodging complaints | Y& | — £ Loubn 2 OT yrbel-
Procedure being followed to Achon by worden as|
resolve the complaints after these 145 prv U pales menhancd i HBL
are lodged -
Procedure of feedback to user after Y. é ¢ Ut wordm
complaint is acted upon | —
Analysis of data and 1dent1ﬁcat10n \/q B Dewe by Ha waden &
of critical areas which could be Buaprr 3y
focus of our attention
Tssue records and receipt records of ,d P ‘37 ala j glock Kej}tﬂ/u—
the following

a) Stationary yeh e

b) Furniture Ves do-

c) Telephone Instruments yo _ Je-

d) Housekeeping material Z _do—
Service records of employees u EL ¥IN UMVMSI 1\71
Verification Procedure of log book | e — A
records of van drivers
Procedure  for  out sourced
agencies/suppliers for following
suppliers hire  system, signed
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| tontracts and payment system

a) Hiring System

b) Signed contracts

¢) Payment System

Schedule for checking and records
of the following

By M’amlq_m] Cam},)a ’h’"

a) Equipments

Ru/t/),l/,.//'l Slecde R4

b) R.O. System (In house and

outside)

c¢) EDPs and STPs

from different institutions

- Na- —
Approval of outsourced vehicle NE “NAH—
rates and hiring record
Records of Incoming Dak from ‘7@ 3; Mam p.m} g
outside and distribution to different
C e K 65/1/) b
Institutions
Records of outgoing Dak collected y% Ao

of lines

department-wise

Records telephone
and payment

procedure

53, Hu hold J’xv‘t :

Procedure and records of waste
disposal including Electrical Waste
like tubelights and others like waste

engine oil
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MaharshiDaxénand University, Rohtak -

Checkpoints

Yes

No

Remarks

System for control/reporting to

Supervisory Officers

Procedure for lodging complaints

Procedure being followed to
resolve the complaints after these

are lodged

Procedure of feedback to user after

complaint is acted upon

Analysis of data and identification
of critical areas which could be

focus of our attention

Issue records and receipt records of

the following

a) Stationary

b) Furniture

¢) Telephone Instruments

d) Housekeeping material

Service records of employees

SN YRS

Verification Procedure of log book

records of van drivers

NP

Procedure for out sourced
agencies/suppliers for following
s‘uppliers hire system, signed
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vma\r\ wth be
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contracts and payment system

a) Hiring System —

b) Signed contracts

c) Payment System

Schedule for checking and records

of the following T
a) Equipments NS
b) R.O. System (In house and
outside) v
c) EDPs and STPs N
Approval of outsourced vehicle _ -NBp -

rates and hiring record

Records of Incoming Dak from
outside and distribution to different | "

institutions

Records of outgoing Dak collected a

from different institutions

Records of telephone lines
department-wise and payment |

procedure

Procedure and records of waste
disposal including Electrical Waste v
like tubelights and others like waste

engine oil X
WB\M\W \&
Wardan m

Bovs Hostel No, 5
M.D. University, Rehtai
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contracts and payment system %
a) Hiring System N
b) Signed contracts N

¢) Payment System

/l

Schedule for checking and records
of the following

~ a) Equipments

b) R.O. System (In house and
outside)

c) EDPs and STPs

Approval of outsourced vehicle

| rates and hiring record

AR AN

Records of Incoming Dak from
outside and distribution to different

institutions

Records of outgoing Dak collected

from different institutions

Records of telephone lines
department-wise and  payment

procedure

Procedure and records of waste
disposal including Electrical Waste
like tubelights and others like waste

engine oil
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rocedure being followed to

resolve the complaints aftey these
are lodged .
Procedure of feedback to ygor after .

complaint is acted upon

Analysis of data and ident;

fication
of critica] areas which coylqg be
focus of oy attention
Issue records and receipt records o '

9 S 1 A —

b) Furniture

4 .
- ¢) Telephone Instruments m -
d) Housekeeping Mmateria] n -
Service records of employees n
/erifi

cation Procedyre of log book -
scords of van drivers Hh
rocedure  for out  sourced
lencies/suppliers for fol'lowing
ppliers  hjre System,  signed
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c;ontracts and payment system
a) Hiring System .
b) Signed contracts .
c) Payment System .
Schedule for checking and records |
of the following o
a) Equipments L
b) R.O. System (In house and P
“outside)
c) EDPs and STPs T
Approval of outsourced vehicle
rates and hiring record ides
Records of Incoming Dak from
outside and distribution to differenc 7
institutions ‘
Records of outgoing Dak collected:
from different institutions v
Records of telephone lines
|
department-wise and payment s
procedure
Procedure and records of waste
disposal including Electrical Wargte L]
like tubelights and others like waste
engine oil

Wil
Warden,

Bov’s Hostel New Vil (Dholagic

M.D. Universsy,
ROHTAK.
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suppliers hire system, signed

Checkpoints Yes| No Remarks
System for control/reporting to
Supervisory Officers v
Procedure for lodging complaints e
Procedure being followed to %
resolve the complaints after these
are lodged
Procedure of feedback to user after
v
complaint is acted upon
Analysis of data and identification i
of critical areas which could be | v~
| focus of our attention
Issue records and receipt records of ,
the following T
" a) Stationary s
b) Furniture v
¢) Telephone Instruments %
d) Housekeeping material L,
Service records of employees e
Verification Procedure of log book NA -
\/ —
records of van drivers
t .
rocedure .or ou sour?e e Aom b i’ Li e
agencies/suppliers for following : (heawr o7

RN\ cam




contracts and payment system

a) Hiring System —| =

b) Signed contracts - -

¢) Payment System ' - -

Schedule' for checking and records
of the following

\

a) Equipments
b) R.O. System (In house and
outside)
c) EDPsand STPs v
Approval of outsourced vehicle : —
PP o N

S

rates and hiring record

Records of Incoming Dak from
outside and distribution to different | .—

institutions

Records of outgoing Dak collected

from different institutions

Records of telephone lines
department-wise and payment | L~

procedure

Procedure and records of waste
disposal including Electrical Waste | "~
like tubelights and others like waste

engine oil
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MaharshiDayanand University, Rohtak

L]

Checkpoints

Yes

No

Remarks

System for control/reporting to

Supervisory Officers

Procedure for lodging complaints

\|.

Procedure being followed to

resolve the complaints after thgse |
‘.

are lodged

Procedure of feedback to user after |

complaint is acted upon

Analysis of data and identiﬁcatidn
of critical areas which could be

focus of our attention

N

Issue records and receipt records of

the following

a) Stationary

b) Furniture

¢) Telephone Instruments

d) Housekeeping material

Service records of employees

NA YA

Verification Procedure of log book

records of van drivers e

Procedure for out sourced
agencies/suppliers for following

suppliers hire system, signed
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contracts and payment system

P
a) Hiring System N -
b) Signed contracts —
c) Payment System — | —
Schedule for checking and records “ LJ?T
— —

of the following

a) Equipments

b) R.O. System (In house and

outside)

c) EDPs and STPs

Approval of outsourced vehicle

rates and hiring record

Records of Incoming Dak from
outside and distribution to different

institutions

Records of outgoing Dak collected

from different institutions

Records of telephone lines
department-wise and  payment |

procedure

Procedure and records of waste
disposal including Electrical Waste
like tubelights and others like waste

engine oil

P,

Warden B.H. [X
M.D. University
Rohtak R
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Information relating to the office of Controller of Examinations with
reference to the Proforma provided in the meeting held on 24.08.2018

in the Committee Room of Vice-Chancellor’s office

%

*

Designation-wise number of staff

Sr. No Designation No. of staff
1 Controller of Examinations | One
2 Assistant Registrar Two
3 Assistant Two
4 CJDEO Four
5 Clerk One
6 Library Attendant One
7 Peon One (Regular) Mr. Gulshan

Rai, going to retire in Feb.19

Three (TFS)

Useful Content on University Website:

Availability of student result, Course Syllabi, Datesheets, Merit Lists,

Gazettes, Result Branch Contact Information, Examination Schedule,

Examination Notifications etc. on University Website:

O

0]

http://result.mdurtk.in/postexam/result.aspx

http://www.mdurohtak.ac.in/info/exam examschedule.html

http://www.mdurohtak.ac.in/info/exam datesheet.html

http://www.mdurohtak.ac.in/info/exam branches.html

http://www.mdurohtak.ac.in/info/admitcard.html

http://www.mdurohtak.ac.in/info/exam notification.html

http://www.mdurohtak.ac.in/info/result _gazette.html

http://www.mdurohtak.ac.in/info/umc_cases_hearings.html

*

Internet facility

Internet facility is available in the office of Controller of Examinations.
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* Does administrative staff have the knowledge of operation MS /
Power Point and MS Excel (Give Branchwise detail as to how many
staff members out of total have such knowledge)

Out of ten, eight staff members have knowledge of operating

computer.

* Number of Computers in working condition (Branch-wise)

Eleven

* Strength & Weakness
Strength

)

vi)

We are conducting examinations strictly as per schedule fixed
for the year and declaring our results timely. Results of
Entrance Examinations is declared on the same day.

Dealing with the most sensitive, confidential and time bound
job of the examination system.

To receive question papers duly set from the paper setters of
all the UG / PG / Professional Courses run by this University.
To supply the report of question papers course wise on day to
day basis to the Secrecy Branch for their record, received by
this office. |

After receiving.course wise Serial No. lists from the Secrecy
Branch, Press copies of question papers are supplied to the
confidential printers for printing thereof.

To apprise time to time about the wanting / pending question

papers to the Secrecy Branch.

Contd....P/3....



vii)

viii)

Xi)

To arrange print order of question papers Semester wise /

course wise / Center wise from University Computer Center.

After receiving the print order from the University Computer
Center and then proper scrutiny by the Conduct Branch, the
question paper were got printed from the Confidential
printers.

To receive the confidential material of examinations from the
confidential printers in the strong room of the University for
further distribution to the Nodel Centers / Examination
Centers as per requirement.

To deal with the complaints received telephonically / on line /
written from the examination centers about the mistakes /
printing errors etc. in the question paper on during the
examinations and to resolve the same instantly.

We have to work in the odd hours and even on Saturdays,

Sundays and holidays.

xii)

To get the UG / PG / Professional Examinations conducted in

time as per the schedule of examinations.

Weakness

)

ii)

To adhere the schedule of examinations the staff members are
required to attend the office before and after office hours and

even on Saturdays, Sundays and holidays .

To cope up with the increased workload, regular staff is short.

Contd....P/4....
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* Write up on the improvement / updation done during the last five
years i.e. from July 2013 to June 2018 (at least 500 word)

Prior to July, 2013 most of the office work was done manually and
there was shortage of computer knowing officials. Most of the offices were
without computers and negligible computer knowing officials in the
University. Now due to internet facility and having computers on the tables
of most of the staff members there is a great improvement in the office work.
Due to internet facility most of the office work is completed speedly.
Besides office file work, the following office jobs are completed speedly
with the help of computer / Internet facilities :-

1. to receive the serial number lists course wise from the Secrecy
Branch with proper course name, subject name, examination time
and maximum marks on the basis of question paper are printed.

2. to receive building notices where the examinations semester wise /
course wise are to be conducted.

3. to receive print order course wise/subject wise/Center wise with the
detail of number of students on the basis of confidential examination
material are got printed.

4.  to resolve the queries raised by the confidential printers about the
mistakes on the part of the paper setters.

5.  to receive the despatch detail of confidential examination material
from the confidential printer (s).

6. to receive consent of Paper Setters appointed for the Entrance
Examinations for Centralized / Non Centralized / M.Phil/Ph.D
Course Entrance Examinations.

7.  to send the confidential material of paper setting of Entrance

Examinations to the Paper Setters appointed for the purpose.
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N\MAHARSHI DAYANAND UNIVERSITY, ROHTAK
é«‘ 1 ) (A State University established under Haryana Act No. XXV of 1975)

NS 1 ‘A’ Grade University Accredited by NAAC
No. COE/ 2018/
Dated: 26.06.2018
To
The O.S.D. to Registrar,
M.D. University,
Rohtak
Sub: Information regarding Administrative Audit of the
University.
- Dear Sir,
With reference to your office e-mail dated 20.06.2018 on the subject
cited above.

The requisite information regarding Administrative Audit of the
University pertaining to Controller of Examinations office is enclosed herewith for

kind information and necessary action at your end.

CPAto COE
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subject cited above.

The requisite information regarding Administrative Audit of the
University pertaining to Controller of Examinations office is enclosed herewith
for kind information and necessary action at your end.
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MAHARSHI DAYANAND UNIVERSITY ROHTAK
CONTROLLER OF EXAMINATIONS OFFICE

Proforma for Administrative Audit

Checkpoint

Yes

No

Remarks -

System for control/reporting
to Supervisory Officer

Yes

System Controlled by the Controller
of Examinations through following
concerned Branch Officers like:

1. Dy. Registrar/ Asstt. Registrar

2. Supdt./Dy Supdt

and to resolve the issues through
meetings and issuing necessary
directions from time to time.

Procedure for lodging
complaints

Yes

Complaints lodged by the Diarist in
the Diary Register and forwarded to
concerned branches for examine,
resolving and reply to the
complainants, in accordance with
the rules and norms.

Procedure being followed to
resolve the complaints after
these are lodged

Yes

All Complaints are resolved by the
Concerned Branches according to
the Rules, Regulations, Ordinances
and Scheme of Examinations at the
earliest.

Procedure of feedback to
user after compilaint is acted
upon

Yes

After resolving the complaints the
reply given to the complainants/
quarter concerned for taking further
necessary action through speed
post/by hand/ by email etc. by the
concerned branches

Analysis of Data and
identification of critical areas
which could be focus of our
attention

Yes

The critical and sensitive area of this
office is to deal with the question
papers received from the paper
setters, printing thereof from the
Confidential Printers and to deliver
the confidential material to the
Conduct Branch for further delivery to
the Nodal Centres/ Examination
Centres created by the University for
smooth functioning of the
examinations system.
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Issue records and receipt Yes All the stationery/furniture received

records of the following from the main store of the University is

qQ) Stationary properly entered in the Stock Register

b) Furniture and issued to the officials as per their

c) Telephone Instruments requirements and maintain their

d) Housekeeping material record properly.

Service records of employees No | Maintain by the Estt. Branch.

Verification Procedure of log No | Maintain by the Transport office.

book records of van drivers

Procedure for out sources Yes Printing of Question papers from the

agencies/ suppliers for Confidential Printers, hired by the

following suppliers hire Controller of Exams. through

system, signed contracts and agreement and payment thereof

payment system: are made by adopting due

Q) Hiring System procedure through Accounts Branch

b) Signed contracts after examinations are over

c) Payment System

Schedule for checking and

records of the following:

a) Equipments Yes The electronic items like computers,
Photocopier etc. are maintained by
the P & S Branch through AMC

b) R.O. System(in house and No | Maintain by the XEN office

outside) '

c) EDPs and STPs No

Approval of outsourced No | Relates to transport office

vehicle rates and hiring

record

Records of Incoming Dak Yes Diary/Despatch Registers are

from outside and distribution ' maintained by the diarist/ dispatcher

to different institutions in the Office and the same are
distributed through peon book and
maintain their records properly.

Records of outgoing Dak Yes Proper records are maintained by the

collected from different Diarist/ Dispatcher of this office

institutions

Records of telephone lines No-| Relates to the General Branch.

department-wise and The payment of Telephone bills are

payment procedure made through cheque only

Procedure and records of Yes Relates to General Branch/ XEN

waste disposal including office

Electrical Waste like tube lights

and others like waste engine oil.

L
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Computer Centre

Proforma for Administrative Audit

1. Campus Area: NA

. Security staff (Designation-wise) (Permanent as well as outsourced) : NA

3. Security Measures: Information Security, Network security,& Surveillance

A Unified Threat Management Solution has been implemented to secure the network
from hackers, for filtering unnecessary traffic, streamlining traffic by specifying priorities,
and blocking u