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Section B –Department Administrative Audit Report 

Audit Report No: Date: 

Name of Department: 
 

Time: 

 
#During the Visit of all Departments, Auditors have to rate each activity on a scale of 1 to 5, where 1-Highly 

Dissatisfied, 2-Dissatisfied, 3-Neutral, 4-Satisfied, 5-Highly Satisfied 

 
S 

No 
Activity Grading 

Remarks 
Action 
Taken 

Date of 
Complian

ce 
Total 

Marks 
1 2 3 4 5 

1. Cleanliness 
a) Classrooms 

         

 b) Laboratories          

 c) Corridors          

 Marks 15         

2. Academic Ambience in the 
School 

a) Display of Vision & 
Mission, Lab 
information  

         

b) Display of Academic 
Calendar 

         

c) Maintenance of Notice 
Board 

         

d) Display of current time 
table 

         

e) Display of Posters in 
corridor 

         

f) Display of achievements 
in corridor 

         

g) Display of projects, R&D 
achievements and 
student achievements in 
exhibition  

         

h) Quality of ambience 
created for teachers, 
students and visitors  

         

i) Wall magazine, front 
Office and reception 
area  

         

j) Name Plates of faculty 
members/ Staff 

         

k) Display of Activity 
Calendar (Monthly/ 
Annually) 

         

 Marks 60         

3 Student Discipline  
a) % of Student’s Discipline 

cases in reference to 
student number and 
time taken to of resolve 

b) Anti-Ragging Affidavit 
filling status  
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c) Uniform and ID Card 
Status  

         

d) Code of conduct for 
students 

         

 Marks 20         

4 Faculty Discipline  
a) Wearing up of decent 

dress and ID Cards by 
Faculty Members and 
Students 

         

b) Leave frequency and 
leave procedure 
following  

         

c) Code of conduct for 
faculty members 

         

 Marks 15         

5 Infrastructure  
a) Availability of IT Policy, 

Infra Maintenance policy 
and infra utilization 
policy  
 

         

b) Number of computers, 
students computer ratio 
and Internet Bandwidth  
 

         

 
c) List and Sufficiency of 

Number of 
Classrooms/Infra 
facilities  as per 
AICTE/PCI/INC norms 
 

         

d) Sufficiency of smart 
classrooms  
 

         

 
e) List of program specific 

labs and computing 
facility 
 

         

f) List of sports, yoga and 
other facility  
 

         

 
g) ERP/LMS/IT infra for 

teaching learning  
 

         

h) Hostel availability and 
sufficiency  
 

         

i) Canteen availability          

j) Availability of seminar 
halls and furniture  
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k) % of Smart/ICT Enabled 
Classrooms in reference 
to total classroom. 
Benchmark UGC Norms 
 

         

l) Maintenance record of 
Computers/ Computer 
Labs and physical infra 

         

 
m) Water conservation 

         

 
n) Eco Friendly campus 

         

              Marks 80         
6 Budget 

1. Infra maintenance  
Budget 

               

 2. Library Budget 
 

         

 3. Departmental Budget 
 

         

 4. Infra Development 
Budget 

         

              Marks 20         
7 Status of Laboratories 

including IT Lab 
a) Stock Register (please 

check all the entries 
specially Signatures) 

         

b) List of Experiments          

c) List of Equipment’s          

d) Lab Manuals with SOPs          

e) Attendance Record          

f) Lab Records          

g) Display of Equipment 
Name 

         

 Marks 35         
8 Admission  

a) Program wise record of 
yearly seats, admissions 
and fee 

 

         

b) % of seats filled  
 

         

c) Ratio of applications to 
admission  

 

         

d) % of students from 
Outside city 

         

e) % of students from 
outside  of state  

         

f) % of international 
students 

         

 
g) Number of SC/ST/OBC 

admissions  

         

 Marks 35         
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9 Scholarships 
Number of students  
benefited with amount 
by SC/ST/OBC 
Scholarship 

 

         

 Marks 10         

10 Alumni 
Association&Strategies and 
Event 

a) Formation & Funds 
generated  

         

b) Existence of strategic 
plan 

 

         

 
c) ISO Certification 

 

         

d) IQAC system 
 

         

Marks 20         

11 Website content and 
updation& Social Media 
Exploration 

a) Number of Facebook 
Post done and reach 
generated against the 
departmental target  

         

b) Number of You tube 
video Lecture views 
against the 
departmental target  

         

c) You tube video Updates          

d) Number of Instagram 
followers target and 
achievements  

         

e) Number of Instagram 
reels and metrics 
achieved against the 
target   

         

f) Experiential Learning 
Videos  & updates 

         

 g) Faculty profile and other 
updation on website 

         

 Marks 30         
12 Use of ERP 

a) Number of modules 
under use 

         

b) % of use          

c) Frequency of report          

d) Pending updation          

 Marks 20         

13 Availability/ Maintenance of 
Departmental files (required for 
inspection of UGC/ NAAC/ other 
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statutory bodies like AICTE, PCI, 
BCI, ICAR etc.) 

 Marks 5         

14 Task Group 
a) Functionality of task 

group 

         

b) Conduction of regular 
meetings 

         

c) Availability of MOM          

d) Action taken report of 
Last meeting 

         

 Marks 20         

15 Happiness index of the School 
a) Interaction among the 

members. 

         

b) Behavioural 
environment in the 
School 

         

c) Leadership in the school          

d) Work freedom          

e) Satisfaction level of 
faculty members and 
students 

         

 Marks 25         

16 Approvals/Ranking/Accredita
tion 

a) Availability of 
accreditation cell in the 
school  

         

 b) Availability of vision 
plan for ranking & 
accreditation of the 
school 

         

                                 Marks 10         

 Total Marks          

 

Observations:  

______________________________________________________________________________________________________________________

______________________________________________________________________________________________________________________

______________________________________________________________________________________________________________________

______________________________________________________________________________________________________________________

______________________________________________________________________________________________________________________

______________________________________________________________________________________________________________________ 
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Action Taken Report to be submitted within................. Days 

 

Name & Signature of Observers 

 

1………………………………………………………………..   2……………………………………………………. 

 

3………………………………………………………………..                 4……………………………………………………. 


