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	Department: Admissions
	Auditor: 
	Date:

	Process: Admissions & Statutory Compliance
	Name of the Person Audited: 

	INPUTS: Admission Rules and Regulations of UGC & AICTE 
	OUTPUT: Application Forms, Undertaking Affidavits, Fee Structure, Brochure, Admission, Registers, Certificates
	OBJECTIVES: Admissions vs Admitted- Sanctioned Target- 95%; Actual: 100%

	Notes/ Objective Evidence: (e.g. inspected documents/ audit observations/result of interview)
	Evaluation

		Name of Section :
	Admissions

	Inputs:
	Evidence to Verify
	Auditor Observations & Remarks

	UGC notification/declaration of Deemed-to-be-University status, with extension or validity orders
	Notification copy; validity/extension orders
	

	AICTE Extension of Approval (EOA) for the current academic year covering every UG and PG programme offered
	EOA letter; Programme list matches admissions
	

	Programme-wise sanctioned intake (UG, PG, lateral entry) approved by the competent authority
	Approval letters; intake table; statutory body ratification
	

	Change record for new programmes, intake increase/decrease and closures
	Dated approval trail; change log
	

	Admission policy and SOP (eligibility, selection, reservation, fee, refund, withdrawal): approved, with issue/revision number and periodic review
	SOP; approval minutes; review record
	



	










	Department: Admissions
	Auditor: 
	Date:

	Process: Admissions & Statutory Compliance
	Name of the Person Audited: 

	INPUTS: Admission Rules and Regulations of UGC & AICTE 
	OUTPUT: Application Forms, Undertaking Affidavits, Fee Structure, Brochure, Admission, Registers, Certificates
	OBJECTIVES: Admissions vs Admitted- Sanctioned Target- 95%; Actual: 100%

	Notes/ Objective Evidence: (e.g. inspected documents/ audit observations/result of interview)
	Evaluation

		Inputs:
	Evidence to Verify
	Auditor Observations & Remarks

	Admission committee/authority constituted with defined roles and delegation
	Constitution order; minutes
	

	Accreditation status (NAAC, NBA, NIRF) stated accurately, with validity period
	Certificates compared with brochure and website
	

	Mandatory disclosures on website (AICTE/AISHE/NIRF/UGC): intake, fees, approvals, admissions
	Dated website screenshots
	

	Admission brochure/prospectus: approved, version-controlled and accurate (Programmes, intake, eligibility, fee, accreditation, placement and facility claims)
	Approved copy; sign-off; fact-check sheet
	

	Vision, Mission and quality policy displayed in brochure and website
	Brochure/website pages
	

	Admission web page and online application portal: current, consistent with brochure, accessible
	Screenshots; portal test
	

	Admission campaign plan: outreach channels, responsibilities, budget, verification of claims
	Plan; reports; photos; expenditure
	



	










	Department: Admissions
	Auditor: 
	Date:

	Process: Admissions & Statutory Compliance
	Name of the Person Audited: 

	INPUTS: Admission Rules and Regulations of UGC & AICTE 
	OUTPUT: Application Forms, Undertaking Affidavits, Fee Structure, Brochure, Admission, Registers, Certificates
	OBJECTIVES: Admissions vs Admitted- Sanctioned Target- 95%; Actual: 100%

	Notes/ Objective Evidence: (e.g. inspected documents/ audit observations/result of interview)
	Evaluation

	
	Inputs:
	Evidence to Verify
	Auditor Observations & Remarks

	Enquiry/helpdesk handling: log and response time
	Enquiry log
	

	Application form and undertakings/affidavits (including anti-ragging undertaking and declaration) in prescribed, current format
	Format copies; sample filled forms
	

	Programme-wise intake by admission channel (counselling-based, institutional/management and supernumerary quotas, as defined in DTBU admission policy)
	Channel-wise intake sheet
	

	Eligibility verified for each admitted student (qualifying examination, entrance score, age, domicile as applicable)
	Sample of student files
	



	










	Department: Admissions
	Auditor: 
	Date:

	Process: Admissions & Statutory Compliance
	Name of the Person Audited: 

	INPUTS: Admission Rules and Regulations of UGC & AICTE 
	OUTPUT: Application Forms, Undertaking Affidavits, Fee Structure, Brochure, Admission, Registers, Certificates
	OBJECTIVES: Admissions vs Admitted- Sanctioned Target- 95%; Actual: 100%

	Notes/ Objective Evidence: (e.g. inspected documents/ audit observations/result of interview)
	Evaluation

		Inputs:
	Evidence to Verify
	Auditor Observations & Remarks

	Reservation and category-wise admissions comply with applicable rules
	Category-wise statement; sample check
	

	Fee structure (UG/PG, by channel): approved by competent authority, published and matching receipts
	Approval; notification; website; receipt sample
	

	Scholarships, fee waivers and concessions: policy and sanctions
	Policy; sanction list
	

	Withdrawal and refund: policy, cases and timely processing
	Withdrawal register; refund vouchers
	

	Applications received against sanctioned seats, programme-wise
	Applications vs seats table
	



	










	Department: Admissions
	Auditor: 
	Date:

	Process: Admissions & Statutory Compliance
	Name of the Person Audited: 

	INPUTS: Admission Rules and Regulations of UGC & AICTE 
	OUTPUT: Application Forms, Undertaking Affidavits, Fee Structure, Brochure, Admission, Registers, Certificates
	OBJECTIVES: Admissions vs Admitted- Sanctioned Target- 95%; Actual: 100%

	Notes/ Objective Evidence: (e.g. inspected documents/ audit observations/result of interview)
	Evaluation

		Inputs:
	Evidence to Verify
	Auditor Observations & Remarks

	Counselling/merit list/allotment rounds: seats filled phase-wise (I/II/III) with notifications and transparency
	[bookmark: _GoBack]Merit lists; allotment orders; Phase reports
	

	Institutional (management) quota: applications, selection committee minutes, merit criteria, seats filled
	Minutes; merit sheets; seat statement
	

	Document verification at reporting: originals verified (marks, TC/migration, category, income, etc.)
	Verification checklist; sample files
	

	Final regular enrolment list, Programme/Department-wise, reconciled with sanctioned intake
	Approved List
	

	Student ID, ERP record, ABC and APAAR registration done at admission
	ERP screenshots; ABC/APAAR proof
	

	Lapsed/vacant seats programme-wise: reasons and actions (spot rounds, cancellations)
	Lapse statement; Action record
	



	










	Department: Admissions
	Auditor: 
	Date:

	Process: Admissions & Statutory Compliance
	Name of the Person Audited: 

	INPUTS: Admission Rules and Regulations of UGC & AICTE 
	OUTPUT: Application Forms, Undertaking Affidavits, Fee Structure, Brochure, Admission, Registers, Certificates
	OBJECTIVES: Admissions vs Admitted- Sanctioned Target- 95%; Actual: 100%

	Notes/ Objective Evidence: (e.g. inspected documents/ audit observations/result of interview)
	Evaluation

		Inputs:
	Evidence to Verify
	Auditor Observations & Remarks

	Lateral entry: sanctioned intake, eligibility, counselling allotment
	Intake letter; allotment list
	

	Lateral entry institutional quota seats filled and final enrolment list, department-wise
	Quota statement; final list
	

	PG admissions (M.Tech, MBA, MCA): entrance/eligibility, allotment and final list
	Entrance records; final list
	

	Admission registers and student files: indexed, custody, retention, digital backup, personal data confidentiality
	Register sample; custody log; backup proof
	

	First-year enrolment ratio = admitted / sanctioned, last three years and trend (Target 95%; Actual: ____)

	List of Programme-wise Intake and Enrolment
	



	










	Department: Admissions
	Auditor: 
	Date:

	Process: Admissions & Statutory Compliance
	Name of the Person Audited: 

	INPUTS: Admission Rules and Regulations of UGC & AICTE 
	OUTPUT: Application Forms, Undertaking Affidavits, Fee Structure, Brochure, Admission, Registers, Certificates
	OBJECTIVES: Admissions vs Admitted- Sanctioned Target- 95%; Actual: 100%

	Notes/ Objective Evidence: (e.g. inspected documents/ audit observations/result of interview)
	Evaluation

		Inputs:
	Evidence to Verify
	Auditor Observations & Remarks

	Lateral entry and leftover seat data  for success-rate calculation
	Lateral entry list
	

	Student profile analysis (category, gender, in-state/outside, score range)
	Analysis report
	

	Student/parent feedback on admission process: analysis and action taken
	Feedback forms; analysis; ATR
	

	Admission-related grievances: redressal mechanism, cases and closure
	Grievance register; committee report
	

	Risks and opportunities register for admissions (seat lapse, regulatory change, incorrect claims, data loss) with actions
	Register; review minutes
	

	Requirements of interested parties (students, parents, regulators) identified and reviewed
	Interested-parties list; review record
	

	Status of previous audit non-conformities/OFIs and corrective actions
	Previous report; closure evidence
	



	










	Department: Admissions
	Auditor: 
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	Process: Admissions & Statutory Compliance
	Name of the Person Audited: 

	INPUTS: Admission Rules and Regulations of UGC & AICTE 
	OUTPUT: Application Forms, Undertaking Affidavits, Fee Structure, Brochure, Admission, Registers, Certificates
	OBJECTIVES: Admissions vs Admitted- Sanctioned Target- 95%; Actual: 100%

	Notes/ Objective Evidence: (e.g. inspected documents/ audit observations/result of interview)
	Evaluation

	
	










	Department: Admissions
	Auditor: 
	Date:

	Process: Admissions & Statutory Compliance
	Name of the Person Audited: 

	INPUTS: Admission Rules and Regulations of UGC & AICTE 
	OUTPUT: Application Forms, Undertaking Affidavits, Fee Structure, Brochure, Admission, Registers, Certificates
	OBJECTIVES: Admissions vs Admitted- Sanctioned Target- 95%; Actual: 100%

	Notes/ Objective Evidence: (e.g. inspected documents/ audit observations/result of interview)
	Evaluation

	
Audit Summary / Observations: 


	










	Department: Admissions
	Auditor: 
	Date:

	Process: Admissions & Statutory Compliance
	Name of the Person Audited: 

	INPUTS: Admission Rules and Regulations of UGC & AICTE 
	OUTPUT: Application Forms, Undertaking Affidavits, Fee Structure, Brochure, Admission, Registers, Certificates
	OBJECTIVES: Admissions vs Admitted- Sanctioned Target- 95%; Actual: 100%

	Notes/ Objective Evidence: (e.g. inspected documents/ audit observations/result of interview)
	Evaluation

	Non-conformity / Action Reference (if any): 

Opportunities for Improvement:


Auditor signature: __________________________    Process Owner acknowledgement: __________________________


	







 E: evaluation: 1 = conformance    2 = Non-conformance    N.A.: Not Applicable
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Nﬁ MADANAPALLE INSTITUTE OF TECHNOLOGY & SCIENCE

(Deemed to be University under section 3 of UGC Act, 1956)





