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INTERNAL AUDIT REPORT 
 
Report submitted to: AQAR Committee 
 
Report submitted by: Internal Audit Committee                  Dr. Madhu Gupta 

                                                                       Dr. Neeru Vasishth  
                                                                    CA Shweta Gupta                                                                          

 
 

Date: 26th June 2024 
 
The committee conducted an audit of selective sections of the Administrative department of 
Janki Devi Memorial College for the Financial Year 2023-24. The key findings are highlighted 
below: 
 

1. Leave Records 
 

Leave Records are duly maintained both physically and on the portal. 
 

2. Medical Bills 
 

Medical bills are cleared as per rules. 
 

3. Appointments/ Promotions 
 

• Confirmation letters issued on time after the end of probation period. 
 

• Promotion cases are cleared. 
 

• Pay fixation in the service books are duly updated. 
 

• Seniority List is updated. 
 
 

4. LTC 
 

LTC/ HTC claims are settled as per rules.  
 
 

5. PF Passbooks 
 

PF Passbooks are updated. 
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6. Examination 
 

S.No. Findings Suggestions 

i.  Statistical and financial tables have to be 
arranged every semester. 

There can be a designated space for 
examination related material where 
such tables can be permanently kept. 

ii.  Support staff for conducting exams is 
usually not evenly spread in the corridor. 
It becomes difficult to ask for sheets, 
water, tags, etc. 

They should be evenly spread. 

 
 
7. General Observation 

 

• College security and cleanliness are well maintained. 

• All systems and procedures are in place as certified by ISO. 

• There should be adequate distance between students’ desks and teachers’ table in 

the classrooms. 

• It is preferred if duster and podium are placed in classrooms. 

• The boards in classrooms should be cleaned at the end of the day. 

• An attendant should ensure that Lights/fans/ACs are switched off when not in use. 

• Staffroom attendant should be available in the staffroom for his designated duties. 

• Computers in library research room need to be updated.  

• A printer may be installed in library research room. 

 

8. Sports Audit  
 

• The following registers were checked and found to be in order: 
o Stock Register 
o Accounts Register  
o Coaches Register 
o Quotation and Approval Register 

 

• Expenditure file, fee concession file and student welfare file are well maintained. 
 

• Accounts file with supporting bills is in order. 
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9. Library Audit:  
 

• The following registers were checked and found to be in order: 
o Contingency Register (Consumable items, Stationery etc.) 
o Reading Room Register (Magazines, Journals, Newspapers, Subscriptions 

etc.) 
o Binding Register (Binding of books) 
o Storage Register (Furniture, Shelves, Chairs, Almirahs etc.)  
o Books Register (Books) 
o General Bill Register 
o Accession Register 
o Withdrawal Register (for weed out books/lost books) 

 

• Members can access the data through OPAC Software. 
 

• Library Committee Minutes File for Budget approval was found to be in order. 
 

• Biometric System for capturing footfall in library is functional. 








