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MESSAGE FROM THE VICE CHANCELLOR

The Manual of Procedure of an organization indicates
procedures and formalities adopted by that organization in
rendering diverse services. It facilitates stakeholders of the
@ organization to understand and follow such procedures to
obtain relevant services without difficulties or constraints.

Therefore, a manual of procedure should be a versatile tool

to assist stakeholders to avail of benefits of an organization

effectively and efficiently.

There was a need of a Manual of Procedure that helps staff and students to understand the
functioning procedures of different sections of the university to achieve the objectives. The
publication of Manual of Procedure of the Wayamba University of Sri Lanka today fulfills a
long felt need, and it is an initial step for bridging gaps that have existed so far in procedures
and formalities of the University. I am happy that services of different sections along with their
relevant forms and other formalities that are contained in the manual can also be extended in
a user friendly manner to other services introduced in the future as well. Therefore, it needs

to be amended carefully along with time, until a comprehensive manual is developed.

I, as the Vice Chancellor of the University, would like to record my appreciation of the
Registrar, Mr. W.A. Don Chithrananda, and the officers for their contributions in completing
this task at a satisfactory level. Now it is the duty of the respective heads of each section to
monitor the use of this manual carefully, to improve the same in a consistent manner, and to
update the information as much as possible to make it a reliable document for the staff and

students to deal with any relevant matter in a productive manner.

Prof. E.M.P. Ekanayake

Vice Chancellor
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Introduction — Wayamba University of Sri Lanka

The Wayamba University of Sri Lanka was established as the 13t State University on
18t of October 1999 with the Faculties Applied Sciences, Business Studies & Finance,
Agriculture & Plantation Management and Livestock, Fisheries & Nutrition. These
four Faculties and 16 Departments of Study were assigned to the Wayamba University
by the Government Notification in the Extraordinary Gazette No. 1093/8 issued on
Tuesday,17th of August, 1999.It is located in two premises, Kuliyapitiya and
Makandura with two Faculties in each of the Premises.

Before established as a University, the institution was birthed as the Affiliated
University College of the North Western Province in 1991 with two academic areas,
namely, Home Science & Nutrition and Agricultural Sciences. These sections were
affiliated to the University of Kelaniya and University of Peradeniya respectively.
Subsequently, it became the Wayamba Campus of the Rajarata University of Sri Lanka
in 1996 with two Faculties - Faculty of Agricultural Sciences and Faculty of Applied
Sciences.

A new department has been established in the year 2016 in the Faculty of Agriculture
& Plantation Management under the name of Biosystems Engineering to offer a new
degree programme in Bachelor of Bio Systems Technology (BBST).

After that by two Extraordinary Gazettes of the Government No.1954/43 issued on 19th
February 2016 and No. 2037/17 issued on 215t September 2017, the Faculty of
Medicine with 15 departments and Faculty of Technology with 04 departments have
been added to the Wayamba University of Sri Lanka respectively.

Now there are 36 academic departments and 06 faculties attached to the Wayamba
University of Sri Lanka.

VISION

To be a leading higher education institute in Sri Lanka recognized for its outstanding
academic programmes, innovative research, scholarship and outreach with the

ultimate target of serving the mankind

MISSION

To develop highly qualified and responsible citizens who contribute to the

improvement of society and sustainable development of the country



1. VICE CHANCELLOR'’S OFFICE
Contact Details
Vice Chancellor
037-2282758
vc@wyb.ac.lk

The Vice Chancellor is the principal executive officer and principal academic officer
of the University. He is an ex officio member and chairman of both the Council and

the Senate.

2. REGISTRAR’S OFFICE
Contact Details
Registrar
037-2283165
registrar@wyb.ac.lk

The Registrar is responsible for the custody of the records and the property of the
university and the ex officio secretary of the Council and the Senate. He is the Assistant

Accounting Officer of the university.

Following administrative divisions govern under the Registrar.

1. Academic Establishments Division viii. Student Welfare Division
ii. Non Academic Establishments Division ix. Maintenance Division

iii. Examinations Division x. Common Support Unit
iv.  Academic Division xi. Landscape Division

V. Capital Works Division

Vi. General Administrations Division

vii.  External Degree Programme & Extension Courses Unit



3. BURSAR’S OFFICE

Contact Details

Bursar
037-2283168
bursar@wyb.ac.lk

Deputy Bursar
037-2284217

The Bursar is responsible for the administration of the finances of the university and
maintain its accounts in such form and manner as may be prescribed by rules. He has

the custody of the funds of the university.

Sub Divisions of the Finance Division

i) Payments Division
Senior Assistant Bursar: 037-2284771

Assistant Bursar: 037-2284217

ii) Supplies Division

Senior Assistant Bursar: 037-2283617

1ii) Accounts Division

Senior Assistant Bursar: 037-2282036

iv) Salaries & Wages Division

Assistant Bursar: 037-2284770

v) Finance Division — Makandura Premises

Assistant Bursar: 031-2298529/031-2298115


mailto:bursar@wyb.ac.lk

Following are the major functions of the Finance Division:
e Making all payments including salaries and allowances

e Preparing the Annual Budget, Supplementary Budget and change of Vote

Allocations
e Collecting government grants and all generated income, including
course fees of fee- levying students and Postgraduate students
e Maintaining vote ledgers, ledger accounts and other records
e Maintaining fixed asset registers and pay records
e Preparing periodic Financial Statements and annual Financial Statements
e Performing duties of procurement committees

e Finalizing necessary financial information to the Board of Management

Application forms relevant to the division

Form Description of the form/application Page No. in
No Annexure
WU-FA1 | Request for Advance Payment 189
WU-FA2 | Travelling Claim 190
WU-FA3 | Ccash Advance Settlement 192
WU-FA4 Voucher 193
WU-FA5 | OT Voucher 194
WU-FA6 Cash Payment Voucher 196
WU-FA7 | Requesting Money from the Petty Cash Imprest 197
WU-FA8 | petty Cash Payment Voucher 198
WU-FA9 | Requesting Toner 199
WU-FA10 | vehicle Loan Application Form 200
WU-FA11 | Staff Loan Application Form 202
WU-FA12 | Ccomputer Loan Application Form 204
WU-FA13 | UPF Loan Application Form 206
WU-FA14 | Distress Loan Application Form 207
WU-FA15 | Air Passage Reimbursement Form 210
WU-FA16 | payment Voucher - Examination Fees 211
WU-FA17 | Receipt of Salary/Allowance 212
WU-FA18 | B/1o - 7 Form for Repairing a device 213
WU-FA19 | petty Cash Voucher of requesting petty cash for a division 214
WU-FA20 | gervice Certificate 215



https://www.wyb.ac.lk/wp-content/uploads/2020/10/WU-FA1-Request-for-Advance-Payment.pdf
https://www.wyb.ac.lk/wp-content/uploads/2021/06/WU-FA2-Travelling-Claim.pdf
https://www.wyb.ac.lk/wp-content/uploads/2020/10/WU-FA3-Cash-Advance-Settlement.pdf
https://www.wyb.ac.lk/wp-content/uploads/2020/10/WU-FA4-Voucher.pdf
https://www.wyb.ac.lk/wp-content/uploads/2020/10/WU-FA5-OT-Voucher.pdf
https://www.wyb.ac.lk/wp-content/uploads/2020/10/WU-FA6-Cash-Payment-Voucher.pdf
https://www.wyb.ac.lk/wp-content/uploads/2020/10/WU-FA7-Requesting-Money-from-the-Petty-Cash-Imprest.pdf
https://www.wyb.ac.lk/wp-content/uploads/2020/10/WU-FA8-Petty-Cash-Payment-Voucher.pdf
https://www.wyb.ac.lk/wp-content/uploads/2021/06/WU-FA9-Requesting-Toner.pdf
https://www.wyb.ac.lk/wp-content/uploads/2020/10/WU-FA10-Vehicle-Loan-Application-Form.pdf
https://www.wyb.ac.lk/wp-content/uploads/2020/10/WU-FA11-Staff-Loan-Application-Form.pdf
https://www.wyb.ac.lk/wp-content/uploads/2020/10/WU-FA12-Computer-Loan-Application-Form.pdf
https://www.wyb.ac.lk/wp-content/uploads/2020/10/WU-FA13-UPF-Loan-Application-Form.pdf
https://www.wyb.ac.lk/wp-content/uploads/2020/10/WU-FA14-Distress-Loan-Application-Form.pdf
https://www.wyb.ac.lk/wp-content/uploads/2020/10/WU-FA15-Air-Passage-Reimbursement-Form.pdf
https://www.wyb.ac.lk/wp-content/uploads/2021/06/WU-FA16-Payment-Voucher-Examination-Fees.pdf
https://www.wyb.ac.lk/wp-content/uploads/2020/10/WU-FA17-Receipt-of-Salary-or-Allowance.pdf
https://www.wyb.ac.lk/wp-content/uploads/2020/10/WU-FA18-B12-7-Form-for-Repairing-a-device.pdf
https://www.wyb.ac.lk/wp-content/uploads/2020/10/WU-FA19-Petty-Cash-Voucher-of-requesting-petty-cash-for-a-division.pdf
https://www.wyb.ac.lk/wp-content/uploads/2020/10/WU-FA20-Service-Certificate.pdf

4. ACADEMIC ESTABLISHMENTS DIVISION

Contact Details

Senior Assistant Registrar
Academic Establishments Division
037-2282018/037-2059833
academicest@wyb.ac.lk

The Academic Establishments Division is one of the most vital branches in the
University. The main function of the branch is to facilitate providing human resources
for academic teaching and research purposes. Without a well-qualified and
experienced teaching staff, the University would not be able to achieve its objectives.
Therefore, the Academic Establishment Branch always makes every effort to recruit
and retain such qualified staff in the teaching and research community of the

University.

The Branch not only recruit Academic staff but also recruits Administrative and
Academic Support Staff, Temporary Staff (for Academic departments) and manages
Salary Revisions of Academic Staff, Administrative and Academic Support Staff,
Visiting Staff, Private Consultancies offered to other Higher Educational Institutes,
regulatory work in relation to Breach of Contracts and related Legal Action,
Retirements & Resignations, Promotions and Confirmations. It also completes various
tasks related to the payment of annual salary increments. The Division also takes
action to grant the members of the Academic staff various types of leave they are
entitled to. In addition to performing the above functions, the Branch is also
responsible for advertising the academic cadre positions vacant in the Departments

/Units of different Faculties in the print media as well as in the University website.

The regulatory framework of the University system is governed by various circulars
and instructions issued by the University Grants Commission from time to time and
the functional Arm of such regulatory work of the University is the Academic

Establishments Branch.



Application Forms Relevant to the Division

Form Description of the form/application Page No. in
No Annexure
WU-AE1 | Agreement given to a new employee o1
WU-AE2 | Nominating for University Provident Fund 02
WU-AE3 | The declaration made by a person appointed to a post at the 06
Wayamba University
WU-AE4 | Medical Examiner’s Report 08
WU-AE5 | Qath or Affirmation done by a new employee 10
WU-AE6 | Giving information for releasing University Provident Fund 13
WU-AE7 | Consent for deductions from University Provident Fund 14
WU-AE8 | Nomination for Universities Pension Fund 15
WU-AE9 | Application for the Identity Card 19
WU-AE10 | Application for change of 20
Designations/Missed/Broken/Corrupted Identity Cards
WU-AE11 | Application for Study Leave 21
WU-AE12 | Application for Sabbatical Leave 25
WU-AE13 | Form of Agreement to be signed by Teachers/ Officers/Other 30
Employees proceeding on Full-Pay Study Leave (Annex 1),
No-Pay Study Leave (Annex IT), Form of Bond (Annex III)
WU-AE14 | Training Programme/ Conference/ Vacation/ No Pay Leave 46
(Special) Application form for Academic Staff
WU-AE15 | Application form for prior permission to travel abroad 50
WU-AE16 | Application for Confirmation to the Post of Lecturer 53
WU-AE17 | Application for Confirmation/Normal Promotion to the Grade 55
of Senior Lecturer Gr.I/Senior Lecturer Gr.II
WU-AE18 | Form of Progress Report for Probationary Lecturers (M.Sc., 57
M.Phil. & Ph.D.)
WU-AE19 | Application for Property Loan 59
WU-AE20 | Application for Monthly Pension Payments 61
WU-AE21 | Application for Pension Claims of Deceased Employee 69
WU-AE22 | Application for Refund of Pension Contribution 78
WU-AE23 | Application for UPF refund 86
WU-AE24 | Application for free railway holiday warrants 92
WU-AE25 | Application for Requesting Prior Approval to work on Holidays 94
(For Executive Officers)
WU-AE26 | Application for Requesting Prior Approval to go outside for duty 95



https://www.wyb.ac.lk/wp-content/uploads/2020/10/WU-AE1-Agreement-given-to-a-new-employee.pdf
https://www.wyb.ac.lk/wp-content/uploads/2020/10/WU-AE2-Nominating-for-University-Provident-Fund.pdf
https://www.wyb.ac.lk/wp-content/uploads/2020/10/WU-AE3-The-declaration-made-by-a-person-appointed-to-a-post-at-the-Wayamba-University.pdf
https://www.wyb.ac.lk/wp-content/uploads/2020/10/WU-AE3-The-declaration-made-by-a-person-appointed-to-a-post-at-the-Wayamba-University.pdf
https://www.wyb.ac.lk/wp-content/uploads/2020/10/WU-AE4-Medical-Examiners-Report.pdf
https://www.wyb.ac.lk/wp-content/uploads/2020/10/WU-AE5-Oath-or-Affirmation-done-by-a-new-employee.pdf
https://www.wyb.ac.lk/wp-content/uploads/2021/06/WU-AE6-Giving-information-for-releasing-University-Provident-Fund.pdf
https://www.wyb.ac.lk/wp-content/uploads/2021/06/WU-AE7-Consent-for-deductions-from-University-Provident-Fund.pdf
https://www.wyb.ac.lk/wp-content/uploads/2020/10/WU-AE8-Nomination-for-Universities-Pension-Fund-English.pdf
https://www.wyb.ac.lk/wp-content/uploads/2020/10/WU-AE9-Application-for-the-Identity-Card.pdf
https://www.wyb.ac.lk/wp-content/uploads/2020/10/WU-AE10-Application-for-change-of-DesignationsMissedBrokenCorrupted-Identity-Cards.pdf
https://www.wyb.ac.lk/wp-content/uploads/2020/10/WU-AE10-Application-for-change-of-DesignationsMissedBrokenCorrupted-Identity-Cards.pdf
https://www.wyb.ac.lk/wp-content/uploads/2020/11/WU-AE11-Application-for-Study-Leave.pdf
https://www.wyb.ac.lk/wp-content/uploads/2020/10/WU-AE12-Application-for-Sabbatical-Leave.pdf
https://www.wyb.ac.lk/wp-content/uploads/2020/10/WU-AE13-Annex-I.pdf
https://www.wyb.ac.lk/wp-content/uploads/2020/10/WU-AE13-Annex-II.pdf
https://www.wyb.ac.lk/wp-content/uploads/2020/10/WU-AE13-Annex-III.pdf
https://www.wyb.ac.lk/wp-content/uploads/2020/10/WU-AE14-Training-ProgrammeConferenceVacationNo-Pay-Leave-Special-Application-form-for-Academ.pdf
https://www.wyb.ac.lk/wp-content/uploads/2020/10/WU-AE14-Training-ProgrammeConferenceVacationNo-Pay-Leave-Special-Application-form-for-Academ.pdf
https://www.wyb.ac.lk/wp-content/uploads/2020/10/WU-AE15-Application-form-for-prior-permission-to-travel-abroad.pdf
https://www.wyb.ac.lk/wp-content/uploads/2020/10/WU-AE16-Application-for-Confirmation-to-the-Post-of-Lecturer.pdf
https://www.wyb.ac.lk/wp-content/uploads/2020/10/WU-AE17-Application-for-ConfirmationNormal-Promotion-to-the-Grade-of-Senior-Lecturer-Gr.ISenior-Lecturer-Gr.II_.pdf
https://www.wyb.ac.lk/wp-content/uploads/2020/10/WU-AE17-Application-for-ConfirmationNormal-Promotion-to-the-Grade-of-Senior-Lecturer-Gr.ISenior-Lecturer-Gr.II_.pdf
https://www.wyb.ac.lk/wp-content/uploads/2020/10/WU-AE18-Form-of-Progress-Report-for-Probationary-Lecturers.pdf
https://www.wyb.ac.lk/wp-content/uploads/2020/10/WU-AE18-Form-of-Progress-Report-for-Probationary-Lecturers.pdf
https://www.wyb.ac.lk/wp-content/uploads/2020/10/WU-AE19-Application-for-Property-Loan.pdf
https://www.wyb.ac.lk/wp-content/uploads/2020/10/WU-AE20-Application-for-Monthly-Pension-Payments_English.pdf
https://www.wyb.ac.lk/wp-content/uploads/2020/10/WU-AE21-Application-for-Pension-Claims-of-Deceased-Employee_English.pdf
https://www.wyb.ac.lk/wp-content/uploads/2020/10/WU-AE22-Application-for-Refund-of-Pension-Contribution.pdf
https://www.wyb.ac.lk/wp-content/uploads/2020/10/WU-AE24-Application-for-UPF-refund.pdf
https://www.wyb.ac.lk/wp-content/uploads/2020/10/WU-AE25-Application-for-free-railway-holiday-warrants.pdf
https://www.wyb.ac.lk/wp-content/uploads/2020/10/WU-AE26-Application-for-Requesting-Prior-Approval-to-work-on-Holidays-For-Executive-Officers.pdf
https://www.wyb.ac.lk/wp-content/uploads/2020/10/WU-AE26-Application-for-Requesting-Prior-Approval-to-work-on-Holidays-For-Executive-Officers.pdf
https://www.wyb.ac.lk/wp-content/uploads/2020/10/WU-AE27-Application-for-Requesting-Prior-Approval-to-go-outside-for-duty.pdf

5. NON-ACADEMIC ESTABLISHMENTS DIVISION

Contact Details

Deputy Registrar
Non Academic Establishments Division

037-2284773
nonacdm@wyb.ac.lk

The Non- Academic Establishments Division dealing with matters involving
employees belongs to the non-academic, non-administrative grades and assists the
University in the development, maintenance and interpretation of human
resources management procedures in accordance with the Establishments Code,
Rules and Regulations of the University Grants Commission, Administrative
policies of the Wayamba University and complying with Sri Lankan legal entity

such as Labour Rules etc.

The employees of the non-academic, non-administrative grades
include;

e Management Assistants (Technical & Non-Technical grades)
e Primary level employees (Skilled, Semi-skilled & Un-skilled grades)

e Practical Trainees/ Library Service Trainees

The human resource procedures of the Non-academic Establishments Division
include: staff employment; leave administration; discipline and termination of
employment; and personnel records administration etc. This division is
responsible for the implementation of all such procedures on an equitable basis
without any discrimination to offer a better and more efficient service for

employees.



The Functions of the Division

1. Maintain cadre of the non- academic non-administrative staff.

1.1 Keep records regarding approved cadre and actual cadre of the
University.
1.2 Obtaining approval for filling of cadre vacancies from Ministry of

Higher Education & Highways (UGC Circular 974).

2. Filling of Vacancies comparing approved cadre & actual cadre.

2.1 Recruitment of permanent staff through;

2.1.1 Inter- university transfers (UGC Circular No. 974).
2.1.2 Internal advertisement (According to the scheme of
recruitment).

2.1.3 External recruitment (Ministry list: UGC Circular No.876
& Paper advertisement).

2.2  Appoint examiners to conduct exams and appoint selection
committees.

2.3  Make arrangements to conduct written/practical/trade tests and
interviews to select suitable employees.
2.4 Submit council memorandums based on selection committee

decisions and preparing appointment letters for the selected

candidates.

3. Maintain personal files.

3.1  Checking educational and professional qualifications of the
employees from the Department of Examinations and from the other
relevant Institutes.

3.2  Forward applications of employees for the vacancies in other
Universities, Higher Educational Institutions and other
organizations.

3.3  Take action to forward loan applications sent by employees.



4.

Confirmations of the permanent staff.

4.1  Make arrangements to confirm employees in their posts on time.

4.2  Conducting tests for confirmation as per the appointment letter if
necessary.

4.3  Submit Council memorandums based on recommendations of the
relevant heads of the departments and preparing confirmation letters

to inform relevant parties.

Promotions of the employees.

5.1  Calling applications to grade to grade promotions annually.
5.2  Checking qualifications according to the scheme of recruitment.

5.3  Appoint examiners to conduct exams and appoint selection
committees.

5.4  Make arrangements to conduct written/practical tests and interviews.

5.5 Submit council memorandums based on selection committee
decisions and sent promotion letter to employee and finance division.
(In terms of the subsection 18.4.3, Chapter III of the
Establishments Code and according to the revised circulars issued
by UGC time to time)

Granting annual increments.

6.1  Preparing annual increment forms.

6.2 Checking and forward those to relevant heads of the
divisions to get recommendations.

6.3 Submit for approval of the Registrar and finally inform relevant

employee and bursar for payment.

All matters relating to attendance and leave.

7.1 Attendance;
7.1.1 Download data from the finger print machines and process
data for generating reports.
7.1.2 Sending daily attendance report to the heads of departments

through electronic mail.

7.1.3 Sending monthly attendance report and monthly over
time report generated from finger print machine to the heads

9



of departments.

7.1.4 Enroll records of new employees to the finger print machines.
7.2 Leave;
7.2.1 Computerize the monthly leave reports of all divisions.

7.2.2 Check no —pay leave obtained by the employees, calculate and
inform them to Finance Division to deduct the salary.

7.2.3 Fill annual increment forms, promotion applications of leave
records and send them to relevant heads of departments for
the recommendation.

7.2.4 Obtain ministry approval for overseas leave (private visit,

participating to training programmes etc.)

8. Salary revisions

Make salary adjustments according to the revised Circulars time to

time issued by UGC (Currently applicable circular is 17/2016).

9. Issuing service reports, confidential reports & salary particulars

when requested by the employees.

10. Inter- University transfers.

10.1

10.2

10.3

The applicant should complete two (02) copies of transfer
applications, and submit both copies to the Head of the
Department/Division concerned.

The Head of the Department/Division should forward both copies
to the Non- Academic Establishments branch with recommendation.
Forward those to the UGC with the recommendation of Registrar

and take necessary actions.

11. Presentation of Long Service awards to University Employees.

11.1

As per the request of employees who completed satisfactory
continuous service of 25 years or more in the Higher Education
Institutions/ Institutes/ UGC (25 years, 30 years, 35 years, and 40
years) with the recommendations of the heads of the departments,

submit council memorandum.

10



11.2  Preparing vouchers based on approval of the council and forward

them to finance division (UGC Circular No.893).

12. Benefits provided;

12.1  Uniforms (Supply & Fin. Circular No. 90, PA Circular No.14/2011

adapted by Est. Circular letter No.12/2012).

12.2  Protective shoes (UGC Circular No.929).

12.3 Issuing Railway warrants and seasons (Establishments code and
other related government circulars, PA Circular No.26/2013, UGC
Circular No.3/2014, UGC Circular No.9/2014).

12.4 Issuing official bags.

12.5 Forward list of employees who are eligible for above benefits
according to the circulars to Supplies Division annually.

12.6  Checking payment vouchers and forward those to Registrar for

approval and Finance division.

13. Retirements.

Inform employee regarding the retirement through the head of

department and inform finance division.

14. Releasing terminal benefits such as Provident fund, Pension fund, E.T.F,

Gratuity.

14.1  Provident fund & Pension fund;
14.1.1 The applicant who eligible for benefit should complete
application form, and forward it to the non-academic establishments

branch.

14.1.2 Filling the form of “Refund of university provident fund contribution”
Part I regarding personal details of the employee maintained

in personal file.
14.1.3 Forward it to Finance (Part II) & Internal Audit Division (Part III).
14.1.4 Send application to the UGC with the approval of Vice Chancellor.
14.2 Employees’ Trust Fund;
14.2.1 Fill claim application form completed by the employee and check
with personal records.

11



14.2.2  Forward to finance division for necessary action.

14.2.3  Forward forms approved by Registrar to ETF board.

15. Issuing University Identity Cards.

Issue identity cards for newly appointed employees.

16. Training and Development.

16.1 Forward applications of the employees to the short term training
courses related to the profession with the recommendations of
respective heads.

16.2 Obtaining approval of the Finance committee/ Council for payment
of course fee.

16.3 Make other arrangements to pay course fee to the relevant
institution or reimburse to the employee.

(According to the finance committee decisions regarding providing
funds for courses of study/ training programs/ seminars /workshops

/ conference to permanent staff members)

17. Providing details for Annual Report/ statistics.

18. Providing Training Facilities for Practical Trainees.
Obtaining approval of the council to appoint practical trainees who
followed the courses of studies conducted by the public training
institutions such as NAITA, Technical College, NYSCO & etc (Est.

Circular No. 10/2002) and issue appointment letters.

12



Application Forms Relevant to the Division

Form No Description of the form/application PagienNo.
Annexure

WU-AE1 Agreement given to a new employee o1

WU-AE2 Nominating for University Provident Fund 02

WU-AE3 The declaration made by a person appointed to a post at the 06
Wayamba University

WU-AE4 Medical Examiner’s Report 08

WU-AE5 Oath or Affirmation done by a new employee 10

WU-AE6 Giving information for releasing University Provident Fund 13

WU-AE7 Consent for deductions from University Provident Fund 14

WU-AES Nomination for Universities Pension Fund 15

WU-AE9 Application for the Identity Card 10

WU-AE10 | Application for change of 20
Designations/Missed/Broken/Corrupted Identity Cards

WU-AE19 | Application for Property Loan 59

WU-AE20 | Application for Monthly Pension Payments — English/Sinhala 61

WU-AE21 | Application for Pension Claims of Deceased Employee — 69
English/Sinhala

WU-AE22 | Application for Refund of Pension Contribution 78

WU-AE23 | Application for UPF refund 86

WU-AE24 | Application for free railway holiday warrants 92

WU-AE26 | Application for Requesting Prior Approval to go outside for 95
duty

WU-NAE1 | Form of Application for the Internal Candidates — 123
English/Sinhala

WU-NAE2 | Form of Application for the External Candidates — 131
English/Sinhala

WU-NAE3 | working in the weekend & Holidays 139

WU-NAE4 | Application for Leave 140

WU-NAE5 | Requesting prior approval for overtime duties 141

WU-NAE6 Requesting for extra overtime 142

WU-NAE7 | Not mentioning the time arrival/departure in the finger print 143
machine

WU-NAES8 | Requesting approval to cover late time of arrival 144

WU-NAE9 | Application for Grade promotion of Non-Academic staff 145

WU-NAE10 | Application for Transfer to another University - 151
English/Sinhala

WU-NAE11 | Agreement — Payment of fees and leave granted to follow short 155
term study/training programmes

WU-NAE12 | Agreement — No pay (Special) leave for female staff members 159
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https://www.wyb.ac.lk/wp-content/uploads/2020/10/WU-AE1-Agreement-given-to-a-new-employee.pdf
https://www.wyb.ac.lk/wp-content/uploads/2020/10/WU-AE2-Nominating-for-University-Provident-Fund.pdf
https://www.wyb.ac.lk/wp-content/uploads/2020/10/WU-AE3-The-declaration-made-by-a-person-appointed-to-a-post-at-the-Wayamba-University.pdf
https://www.wyb.ac.lk/wp-content/uploads/2020/10/WU-AE3-The-declaration-made-by-a-person-appointed-to-a-post-at-the-Wayamba-University.pdf
https://www.wyb.ac.lk/wp-content/uploads/2020/10/WU-AE4-Medical-Examiners-Report.pdf
https://www.wyb.ac.lk/wp-content/uploads/2020/10/WU-AE5-Oath-or-Affirmation-done-by-a-new-employee.pdf
https://www.wyb.ac.lk/wp-content/uploads/2021/06/WU-AE6-Giving-information-for-releasing-University-Provident-Fund.pdf
https://www.wyb.ac.lk/wp-content/uploads/2021/06/WU-AE7-Consent-for-deductions-from-University-Provident-Fund.pdf
https://www.wyb.ac.lk/wp-content/uploads/2020/10/WU-AE8-Nomination-for-Universities-Pension-Fund-English.pdf
https://www.wyb.ac.lk/wp-content/uploads/2020/10/WU-AE9-Application-for-the-Identity-Card.pdf
https://www.wyb.ac.lk/wp-content/uploads/2020/10/WU-AE10-Application-for-change-of-DesignationsMissedBrokenCorrupted-Identity-Cards.pdf
https://www.wyb.ac.lk/wp-content/uploads/2020/10/WU-AE10-Application-for-change-of-DesignationsMissedBrokenCorrupted-Identity-Cards.pdf
https://www.wyb.ac.lk/wp-content/uploads/2020/10/WU-AE19-Application-for-Property-Loan.pdf
https://www.wyb.ac.lk/wp-content/uploads/2020/10/WU-AE20-Application-for-Monthly-Pension-Payments_English.pdf
https://www.wyb.ac.lk/wp-content/uploads/2020/10/WU-AE20-Application-for-Monthly-Pension-Payments_Sinhala.pdf
https://www.wyb.ac.lk/wp-content/uploads/2020/10/WU-AE21-Application-for-Pension-Claims-of-Deceased-Employee_English.pdf
https://www.wyb.ac.lk/wp-content/uploads/2020/10/WU-AE21-Application-for-Pension-Claims-of-Deceased-Employee_Sinhala.pdf
https://www.wyb.ac.lk/wp-content/uploads/2020/10/WU-AE22-Application-for-Refund-of-Pension-Contribution.pdf
https://www.wyb.ac.lk/wp-content/uploads/2020/10/WU-AE24-Application-for-UPF-refund.pdf
https://www.wyb.ac.lk/wp-content/uploads/2020/10/WU-AE25-Application-for-free-railway-holiday-warrants.pdf
https://www.wyb.ac.lk/wp-content/uploads/2020/10/WU-AE27-Application-for-Requesting-Prior-Approval-to-go-outside-for-duty.pdf
https://www.wyb.ac.lk/wp-content/uploads/2020/10/WU-AE27-Application-for-Requesting-Prior-Approval-to-go-outside-for-duty.pdf
https://ww.wyb.ac.lk/wp-content/uploads/2020/10/WU-NAE1-Form-of-Application-for-the-Internal-Candidates_English.pdf
https://www.wyb.ac.lk/wp-content/uploads/2020/10/WU-NAE1-Form-of-Application-for-the-Internal-Candidates_Sinhala.pdf
https://www.wyb.ac.lk/wp-content/uploads/2020/10/Form-of-Application-for-the-External-Candidates_English-1.pdf
https://www.wyb.ac.lk/wp-content/uploads/2020/10/WU-NAE2-Form-of-Application-for-the-External-Candidates_Sinhala.pdf
https://www.wyb.ac.lk/wp-content/uploads/2020/10/WU-NAE3-Working-in-the-weekend-Holidays.pdf
https://www.wyb.ac.lk/wp-content/uploads/2020/10/Leave-Applicatio.pdf
https://www.wyb.ac.lk/wp-content/uploads/2020/10/WU-NAE5-Requesting-prior-approval-for-overtime-duties.pdf
https://www.wyb.ac.lk/wp-content/uploads/2021/06/WU-NAE6-Requesting-for-extra-overtime.pdf
https://www.wyb.ac.lk/wp-content/uploads/2021/06/WU-NAE9-Application-for-Grade-promotion-of-Non-Academic-staff.pdf
https://www.wyb.ac.lk/wp-content/uploads/2021/06/WU-NAE10-Application-for-Transfer-to-another-University_English.pdf
https://www.wyb.ac.lk/wp-content/uploads/2021/06/WU-NAE10-Application-for-Transfer-to-another-University_Sinhala.pdf
https://www.wyb.ac.lk/wp-content/uploads/2021/06/WU-NAE11-Agreement-Payment-of-fees-and-leave-granted-to-follow-short-term-studytraining-progra.pdf
https://www.wyb.ac.lk/wp-content/uploads/2021/06/WU-NAE11-Agreement-Payment-of-fees-and-leave-granted-to-follow-short-term-studytraining-progra.pdf
https://www.wyb.ac.lk/wp-content/uploads/2021/06/WU-NAE12-Agreement-No-pay-Special-leave-for-female-staff.pdf

6. ACADEMIC DIVISION

Contact Details

Senior Assistant Registrar

Academic Branch

037-2284774
academic@wyb.ac.lk

o1.

Duties related to the Higher Degrees (M.Phil. & Ph.D.)

01. Giving required information & guidance to the outsiders regarding to the
M.Phil.& Ph.D. programs of Wayamba University of Sri Lanka.

02.Issuing applications for M.Phil. & Ph.D.s with By Laws & relevant other
correspondences.

03.Checking completed application received and send them to the approval of the
Faculty Higher Degrees Committees(FHDC)

04.Submitting recommended applications by the FHDC to the approval of the
Senate Research & Higher Degrees Committee (SRHDC).

05.Submitting recommended applications by the SRHDC to the approval of the
Senate

06.Issuing letter of Acceptance to the student’s base on the approval of the Senate.

07.Check on payments and issuing letter of Registration s.

08.Sending Computation of Course Fees for the registered students.

09.Tracking on biannual progress reports.

10. Tracking on payments &sending reminders to recover the payments of M.Phil
and Ph.D Degree

11. Arrangement of progress reports for the approval of the SRHDC.

12. Tracking on progress reports and send suspensions if do not received biannual
progress reports within three months from the due date.

13. Track on repayment of registration fees &doing renewals of postgraduate
students as required.

14. Sending cancellation of registrations if students fail to reactivate their
registrations within six months from the date of suspension.

15. Submitting all reactivations & cancellations for the approval of the SRHDC &
Senate.

16. Sending abstracts of SRHDC & the Senate for the relevant parties
14



o2.

17. Inform FHDCs to nominate examiners for the higher degrees as required.

18. Check on payments & status of progress reports, submitting these for format
checking step 01 to the thesis format editor(TFE)

19. Forward the consent of the TFE to the recommendation of the SRHDC.

20.Communicate the decision of the SRHDC to the student.

21. Check on required correspondences and accepting the thesis.

22. Submitting thesis to the exam division for evaluations.

23. Keep records of all the personal file of postgraduate students

24.Doing payments for the supervisors after the senate approval for the final
result of the higher degree.

25. Issuing confirmation letters to the outside organizations base on the request of

students.

Duties related to the Wayamba University Research Grants.

01. Calling applications for the Wayamba University Research Grants

02.Track on dead line & close applications.

03.Track on the budget utilizations for earlier WURGSs of applicants.

04.Check on required qualifications and other information needed as per the
application and summarize them.

05.Submit a memo for the evaluation panel to the SRHDC.

06.Call a special meeting for the evaluation of URGs.

07.Sending letters to the applicants & evaluators.

08.Submitting the decision, the evaluation panel for the recommendation of the
SRHDC.

09.Base on the budgetary allocations submitting recommended proposals for the
approval of the Senate, Finance committee & the Council.

10. Sending awarding letters & all the criteria’s related to the WURGs.

11. Track on biannual progress reports.

12. Sending required budget details for the reference of the Accounts Department.

13. Suspending the grants if do not received the biannual progress report within
21 days from the due date.

14. Submitting the progress reports & suspensions for the recommendation &
approval of the SRHDC & the Senate.

15. Submitting all other relevant revisions of WURGs for the approval of the

SRHDC.
15



16. Submitting required allocations for the WURG s for the approval of the
Finance committee.

17. Track on completion dates of WURGs & send reminders for the principle
investigators.

18. Submitting for the decision of the Senate regarding the not submitting of
termination reports of WURGs with in due dates.

19. Accepting termination reports of WURGs &send them for the information of
the SRHDC.

20.Calling papers for the WURC from completed & grants awarded over one year.

21. Marinating all the personal files of WURGs.

22.Sending relevant abstracts of SRHDC & senate to the principle investigators.

03. Duties related to the Wayamba University Research Congress &
Wayamba University Research Awards. (WURC/WURA)

01. Calling meetings for the Committee meetings time to time.

02. Sending letters for calling abstracts from academics & students.
03. Doing TECs for invitation cards, proceedings, lunch & refreshments, flags,
etcs

04. Sending invitation cards.

03. Reservation of halls.

05. Verify on all infrastructure facilities required for the event.

06. Arranging transport facilities for the guests & invitees.

07. Sample calling & checking for awards.

08. Tracking on all the advance payments for the events.

04. Duties related to the Academic Development & Planning
Scholarships & Ethics Committee

01. Sending invitations & calling memorandums for the meetings.
02.Arranging & printing required number of copies.

03.Making arrangement for delivering of the documents and books of ADPSEC
04.Keep updates of revisions of SLQF guidelines.

05.Getting minutes of the ADPSEC.

06.Sending decisions of the ADPSEC for the related parties.

07.Submitting’s recommended proposals for the approval of the Senate.
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08.Get the amended revisions form the faculties & submitted for the
recommendations of the ADPSEC & Senate as needed.

09.Arranging additional meetings & workshops as needed.

10. Arrangements for refreshments & transport facilities for the meetings.

11. Obtaining cash advances and settlements of them.

12. Marinating records of attendance for the meetings.

13. Keep records of all the meetings & books.

05. Duties related to the Senate Research & Higher Degrees Committee.

01. Sending invitations & calling memorandums for the meetings.
02.Arranging & printing required number of copies.

03.Making arrangement for delivering of the documents and books of ADPSEC
04.Preparation of memorandums SRHDC

05.Making Arrangement for sending the extracts of minutes, SRHDC
06.Arranging additional meetings & workshops as needed.

07.Arrangements for refreshments & transport facilities for the meetings.
08.0btaining cash advances and settlements of them.

09.Marinating records of attendance for the meetings.

10. Keep records of all the meetings & books.

06. Duties related to the Senate Meetings.

01. Sending invitations & calling memorandums for the meetings.

02.Arranging & printing required number of copies.

03.Making arrangement for delivering of the documents and books of Senate
meeting.

04.Preparation of memorandums for the Senate form SRHDC/ADPSEC.

05.Making Arrangement for sending the extracts of minutes,

06.Arranging additional meetings & events as advised by the Vice Chancellor.

07.Arrangements for refreshments & transport facilities for the meetings.

08.Marinating records of attendance for the meetings.

09.0btaining cash advances and settlements of them.

10. Marinating records of attendance for the meetings.

11. Keep records of all the meetings & books.
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07. Duties related to the Council Meetings.

01. Sending invitations & calling memorandums for the meetings.

02.Arranging & printing required number of copies.

03.Making arrangement for delivering of the documents and books of Council

meeting.

04.Preparation of memorandums for the Council form SRHDC/ADPSEC.

05.Making Arrangement for sending the extracts of minutes,

06.Arranging additional meetings & events as advised by the Vice Chancellor.

07.Arrangements for refreshments & transport facilities for the meetings.

08.0btaining cash advances and settlements of them.

09.Keep records of all the meetings & books.

10. Tracking on payment for appointed members of the Council.

11. Marinating records of attendance for the meetings.

08. Other General Duties

01. Handing of Inventory and maintaining Correspondences related to it.

02. Preparation of answers for the audit quarries’ & keep records.

03. Doing TECs for various purchasing’s.

04. Duties related to the stock verifications.

05. General Administration (Leave, attendance, overtime, personal file,

Small purchases, repairs ect.)

06. Petty cash Correspondences

07. Duties related to the various events organized by the University
(SLUG/WINC ect)

05. Other duties assigned by the Vice Chancellor /Registrar.

Application Forms Relevant to the Division

Form No Description of the form/application Page No. in
Annexure
WU-AC1 M.Phil. / Ph.D. Application form 109
WU-AC2 Progress Report form 115
WU-AC 3 Biannual Progress Report form 119
WU-AC 4 Research Allowance Application Form 122
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https://www.wyb.ac.lk/wp-content/uploads/2020/10/Application_for_M.Phil_._and_PhD.docx
https://www.wyb.ac.lk/wp-content/uploads/2020/10/Progress-Report-for-Post-Graduate-Student.pdf
https://www.wyb.ac.lk/wp-content/uploads/2020/10/WU-AC3-Biannual-Progress-Report-Form.pdf
https://www.wyb.ac.lk/wp-content/uploads/2020/10/WU-AC3-Biannual-Progress-Report-Form.pdf

7. EXAMINATIONS DIVISION

Contact Details

Senior Assistant Registrar
Examinations Division
037-2284528
sarexam@wyb.ac.lk

Procedures of the tasks and activities performed by the Examinations Division of the
Wayamba University of Sri Lanka are compiled in this document. Major functions of
this division are; examinations related matters, compilation and releasing of results,
issuing of degree certificates and other results sheets, payments for examination
related duties, custody of cloaks, garlands and graduation caps and organizing of

university convocations.

This document contains the draft manual of procedures of these functions.

01. Multiplication of Examination Question Papers

Multiplication of Examination question papers of following faculties are done by this

division.

e Faculty of Agriculture & Plantation Management
e Faculty of Applied Sciences

e Faculty of Business Studies & Finance

The VC’s Advisory committee had decided on submission of printable question papers
to the Examinations Division and handing over of question paper packets to the

respective Assistant Registrars of faculties as mentioned below.

L. Submission of printable question papers to the Examinations Division
by Heads of departments or Lecturer in — charge of the paper. Before two

weeks to the scheduled date of examination.
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II. Question paper packets should be handed over to the respective
Assistant Registrars of faculties before one week to the scheduled date of

examinations.

Procedure of the task

I.  Printable question papers receiving from faculties are recorded in a register.

I.  Assistant Registrar of faculties should submit Examinations time table, List
of Examiners as approved by the Senate, list of eligible candidate for each
paper.

III.  Question Papers are multiplied according to the number of eligible
candidates and considering the no. of eligible of candidates for each Hall/
Center the question papers are separately bundled. Question paper packets
are accepted by the ARs of faculties from the Examinations Division and such

receipts are recorded in a register.

02. Releasing of Semester Results.

As per the conditions laid down by the UGC the payments of evaluation of answer
scripts are subject to releasing of results by three months time after examination is
held. Accordingly, the Senate of the Wayamba University of Sri Lanka decided that
final mark sheets should be submitted by the respective Heads of Departments, before
expiry of two months duration from the last date of particular examinations to the
Examination Division. The Examinations Division should release the results before

expiry of three months from the last date of examinations.
Procedure of the task

Head of Depts. or the Dean of the faculty should submit final mark sheets after
scrutinizing at the faculty level to the Examination Division before expiry of two
months from the last date of examination. Once received, the marks are entered in the
marks entering register manually while the same marks are computerized
simultaneously. The marks are cross checked with each other and also with the
attendance sheets of the particular paper. Grades are given as per the approved

grading system.
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Results Board Meetings are convened which are chaired by the Vice-Chancellor. The
Dean of the Faculty including Heads of Departments together with respective

examiners are invited to be attended to the meetings.

Individual mark sheets are checked at the Results Board meeting if the examiners of

the relevant faculty had not checked them before the Results Board meeting.

Results of semester examinations which are signed by the SAR/Examinations and the
Vice-Chancellor are notified to the students through the notice boards of respective

faculties.

Verification of Results

Students can apply for verification of results they received. Such requests to be
handled by the AR and the Dean of the Faculty as specified in the Examinations By-
laws. If any change is occurred on verification of results such revision should be
notified to the SAR/Examinations by the AR/ Dean of the faculty. The revised results
should be released by a special Results Board Meeting.

All the semester results (after completing verification process) should be submitted for

confirmation of the Senate.

03. Issuing of Final Results.

Once the results of 2rdsemester examinations are released the final results of the
eligible candidates will be compiled by the Examinations Division. Within a period of
four weeks to six weeks the final results are compiled and the computation of FGPA
are completed. The results are manually entered in a register while the same results
are computerized. The both entries are checked and the final results are determined
according the approved criteria. Final results are checked by the examiners of relevant
faculties and released by a Results Board meeting. Final results are notified to the

students through notice boards of the faculties.

Final Results, soon after releasing, are submitted for approval of the Senate.
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04.

05.

Examinations of the Postgraduate Research Degrees

Thesis defense examinations of the postgraduate research degrees (M. Phil and

PhD) should be organized by the Examinations Division.

Examiners are appointed by the Senate upon recommendation of the Senate
Research and Higher Degrees Committee (SRHDC). Once the candidate
completes due requirements and submits his/her research thesis the same will
be sent for evaluation. Thesis defense examination will be arranged and
following panel of examiners are approved by the Senate for conducting Thesis

Defense Examination.
Chairman/SRHDC - Chairman of the panel
Dean of the relevant faculty
Chairman/ Faculty Higher Degrees Committee of the relevant faculty
Two Examiners
Supervisors may be present as observers

Once the thesis defense examination is conducted, the successful candidates are
required to make due corrections to the thesis and submit the thesis in hard
bound copies (Three copies) within the given period of time. Once the
hardbound copies are submitted with the certification of Supervisors his/her
final result is release by a Results Board meeting chaired by the Vice-Chancellor.
Other members of the Results Board shall be the Chairman/SRHDC, Dean of
the relevant faculty and Chairman/ Faculty Higher Degrees Committee of the
relevant faculty. Degrees will be conferred at the convocation after obtaining

approval of the Senate and the Council.

Detailed procedures are laid down in Postgraduate By-Laws of WUSL.

Issuing individual results sheets.

¢ Semester Results Sheets
Students can request for semester results sheets by submitting a written

request along with payment receipt of Rs. 25/- issued by the Shroff of the
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university. Upon receipt of the request the results sheet is issued within one

week’s time.

Degree Complete Letters
Students can request for degree completion letters once the final results are
released. No Payment is required and degree completion letter is issued on

the same day of the request made.

Detailed Degree Certificates
Students can request for detailed degree certificates by submission of “No
Claim Form”which should be certified by the following authorities that no
any dues to be recovered from the particular student.

L. Librarian

IL. Head of Dept.

ITII.  Director/ Physical Education Unit

IV.  Sub- wardens, Assistant Registrar /Student Welfare (Hall

Dues)

V. Assistant Registrar /Student Welfare (Mahapola/ Bursary &
Other dues)

VI.  Bursar

Once received the Perfected “No Claim form” the certificate will be issued
within one week’s time and issued only after the final results are confirmed

by the Senate.

Degree Certificates

Degree certificates are issued after the convocation and graduates are
advised to collect the certificates before three months from the convocation
date. In order to issue the certificate, the graduates should return cloak,

garland and the cap to the relevant faculty office.

Academic Transcripts
Academic Transcripts are issued directly to the institutions/ organizations
as requested by the graduates and shall not issue to the applicant. In case
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where the applicant is requested to submit the Academic Transcript by
him/herself to a particular institution, the transcript is handed over to the
applicant in a sealed envelope and special condition is mentioned that the
“transcript will be invalid if the sealed envelope is opened”. Applicant should
submit a written request along with a payment receipt of Rs. 100/- and a
stamped addressed envelope. (In case of a local recipient the envelop is not
required). The transcript will be issued within one week’s duration. A special

security paper is used to print Academic Transcripts.

06. Confirmation of Results

Confirmation of degree certificates and results of graduates are requested by
various public and private institutions for employment and academic
purposes. Once received such request the degree/results are confirmed to
the respective institution confidentially within one week to two weeks time.
In case of confirmation to the Ministry of Foreign Affairs, the result/degree
is confirmed on the same day by a fax message.

In case a fraudulent certificate/result is detected, such case will be reported

to the CID for investigation.

07.Approving Examination claims
Payments for examination related duties are determined as per the
provisions of the UGC circulars (circular No.981).Payments for evaluation
of answer scripts are conditional to issuing of results within three months

from the last date of examinations.

Vouchers which are submitted from faculties will be checked for correct
rates, approval for appointments and the recommendations for payment by
relent Heads of Depts.

After approving the payments, the vouchers are forwarded to the financial
division for payment. Payments for evaluation of answer scripts will only be

considered after releasing of results of the particular semester examinations.
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08. Cloaks, Garlands and Caps
L. Cloaks, Garlands and caps are issued to the grandaunds few
days before the Convocation through the relevant faculty
offices. The graduands are supposed to return them within
given period of time (two weeks) after Convocation to the
relevant faculty. Failure to do so will cause a fine of Rs.25/-
per day. Degree certificates will not be issued until return of

above items.

IL. Cloaks are hired to public and private institutions upon a

payment of due fees as per the decision of the Council.

09. Convocations
Convocation of the University conducts each year to confer degrees to the
successful students. Once the final results are confirmed by the Senate and
the date for convocation is decided by the Senate, supplication forms to be

sent to the relevant graduands to obtain required information.

Once the perfected supplication forms are received the passes for convocation along
with due instructions are sent to the graduands. List of graduands are prepared

according to the degrees and nature of conferring degrees as “in person” or “in

absentia”.

Registry of Graduates and Convocation Book are prepared accordingly. A detailed
programme is to be prepared indicating the detailed proceedings of the Convocation

Ceremony.

Information of the Academic & Administrative staff should be collected by sending a
foam to be filled& returned by the staff regarding confirmation of their participation

for Convocation.

Staff procession of the Convocation for each session should be prepared accordingly.
Staff passes should be sent in advance to those who will take part at the Convocation

and staff procession.
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Non- Academic Staff is assigned with convocation duties and they should be issued

with letters of assigning duties. A meeting should be arranged with the staff assigned

with duties and their duties should be described by the Registrar at this meeting.

Other General tasks related to the convocation are tabled below.

Preparation of Graduands Lists

Submit for approval of the Senate and the Council

Compiling list of invitees, Printing of Invitation Cards and sending
invitations

Arrangement of Convocation Processions (Graduands’, Staff and
Chancellor’s)

Matters pertaining to award of Medals and Scholarships

Printing and writing of Degree Certificates

Obtaining messages and Publishing of Newspaper Supplement
Arrangements of Photographing

Convening of Convocation Committee

Arrangement of Convocation Lunch and Tea

Transport arrangements

Arranging a dancing troupe

Floral arrangements of the convocation hall and placing flags on access
roads

Seating arrangements (stage and hall)
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8. GENERAL ADMINISTRATION DIVISION

Contact Details

Assistant Registrar

General Administrations Division

037-2281151
argenadmin@wyb.ac.lk

Introduction

General Administration Branch plays a vital role in smooth functioning of day to day

activities of the University. The main functions of the Branch include Matters related

to Vehicles and Transportation, Post, University lands, Cleaning and Security, Repair

and Services of Office Equipments, Supply of Outsource Laborers, Staff
accommodation and Utility services.

Manual of Procedures related to Vehicles and Transportation

Description Procedure Authority

Repair of Vehicles Obtain a comprehensive report from a Motor | AR

) ) Mechanic Engineer

Main repairs
Send The Vehicle to respective Service Agent | AR
and obtain a cost estimate for the repair
Obtain the Approval for the estimate AR,R
Send the vehicle for repair AR
Prepare the payment voucher for the service | AR, R/VC
agent, obtain the approval and send to
Payments branch
Obtain a comprehensive report from a Motor | AR
Mechanic Engineer after the repair

Repair of Vehicles Send the vehicle to the Garage and obtain a AR

. ) cost estimate

Minor repairs
Obtain the approval for the estimate AR,R
Send the vehicle for repair AR
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Prepare the payment voucher for the service | AR.R
agent, obtain the approval and send to
Payments branch
Obtaining annual legal Application of an advance payment two weeks | AR,R
documents for vehicles prior to expiration of current revenue License
Revenue License i __ i
Obtain the Emission Test report and Fitness | AR
certificate
Obtain the new Revenue License AR
Settle the advance payment AR,R
Obtaining annual legal Obtain quotation from Sri Lanka Insurance AR
documents for vehicles Cooperation to extend the current Insurance
) policy
Vehicle Insurance
Obtain the Approval for the quotation AR.R
Extend the Insurance policy AR
Prepare payments voucher after receiving the | AR,R
invoice, obtain approval and send to
Payments branch
Servicing of Vehicles Obtain a letter from the driver requesting a AR
service approximately in every 5000km of
running and obtain the approval for the same
Send the vehicle for Service AR
Prepare payment voucher after receiving the | AR,R
invoice, obtain approval and send to
Payments branch
Allocation of vehicles for | Receive vehicle requesting form from
official purposes respective Head of the department with proof
documents (if any)
Check the availability of vehicles and allocate | AR
vehicles for the request
Obtain the approval for the allocation ARR
Issue gate pass for the vehicle AR
Issuing fuel for office Issue the fuel order after the driver request for | AR

vehicles

fuel
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Preparation of payment voucher after AR,R
receiving invoices, obtain approval and send
to payments branch
Testing the fuel Obtain a report from a Motor Mechanic AR
consumption of office Engineer once in every six months regarding
vehicles the fuel consumption of each vehicle
Prepare payment voucher for his service, AR,R
obtain approval and send to Payments branch
In case of accidents of Inform the Insurance Cooperation regarding | AR
official vehicles the accident immediately
Obtain the Police report (if necessary) AR
Obtain a report on the Accident from the AR
driver
Send the vehicle and relevant documents to AR
the Insurer in order to claim the insurance
Send the vehicle for repairs on Insurers’ AR
recommendation
Obtain a cash advance and pay the invoice of | AR
the repairer
Claim the insurance amount and deposit to AR,R
the University account
Depending on the nature of the accident, AR
prepare a report to the Registrar or request to
proceed with an inquiry
In situations where Request the approval of the registrar to obtain | AR,R
University buses are buses from out side
insufficient for the i i i
requirement Obta}ln quot?ltlons from suppliers for the AR
service required
Open the quotations and send the AR,SAR,R,B
recommendations to the DPC (minor) ,VC
Prepare payment voucher, obtain approval AR,R

and send to Payments branch once the invoice
is received from the supplier
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Hire vehicles for Obtain the requirements annually AR
requirements of i i
Makandura Premises Call for bids using NCB method AR,R,VC
Open bids, appoint a TEC and obtain TEC AR,R
report and send the report to DPC
Sign agreements with selected suppliers AR,R
Other activities related to | Keep a monthly record of daily running AR
Vehicles and charts, Fuel costs and other relevant costs
Transportation _ i
Obtain prior approval for OT for Drivers and | AR
Helpers
Check and prepare OT vouchers, obtain AR
approval and send to non-academic
establishments branch
Manual of Procedures related to Postal Services
Description Procedure Authority
External Postal services Receive letters from all branches
Keep a record of registered letters and normal
letters separately
Stamp the letters and dispatch to the post
office
Order stamps for the stamps machine AR

Postal services between
Makandura and
Kuliyapitiya

Receive letters from all branches and keep a
record of the same

Dispatch letters to Makandura premises each
and every day using an office vehicle and on
return take all the letters to be delivered to
Kuliyapitiya premises, keep a record of the
same

Dispatch letters from Makandura to relevant
branches
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Manual of Procedures related to Cleaning and Janitorial Services

Description Procedure Authority
Bidding for next year Obtain approval of the VC to call for bids for | AR,R,VC
the proceeding year 3 months prior to
expiration of the current contract
Appoint a TEC to prepare the bidding AR,R,VC
document
Prepare and publish the Advertisement as per | AR,R,DPC
the recommendations of the TEC and the DPC
and the approval of the Registrar
Issue the Biding documents AR
Appoint a Bid Opening Committee and a TEC | AR,R,VC
to open and evaluate the received bids
Assist the TEC to evaluate the bids AR
Obtain the approval of the DPC for the AR,R,DPC
recommendations of the TEC
Inform the successful bidder and sign the AR,R
agreement
Monthly Bill Payments Receive monthly invoice for the rendered AR
service
Check with the monthly reports sent by each | AR
head of Department and prepare the monthly
payment voucher accordingly
Obtain the approval for the payment voucher | AR,R,VC
and send to payments branch
Other activities Correspond to the service provider with AR

regard to complaints received from
departments
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Manual of Procedures related to Security Services

Description Procedure Authority
Bidding for next year Obtain approval of the VC to call for bids for | AR,R,VC
Private Security the preceding year 3 months prior to
expiration of the current contract
Appoint a TEC to prepare the bidding AR,R,VC
document
Prepare and publish the Advertisement as per | AR,R,DPC
the recommendations of the TEC and the DPC
and the approval of the Registrar
Issue the Biding documents AR
Appoint a Bid Opening Committee and a TEC | AR,R,VC
to open and evaluate the received bids
Assist the TEC to evaluate the bids AR
Obtain the approval of the DPC for the AR,R,DPC
recommendations of the TEC
Inform the successful bidder and sign the AR,R
agreement
Monthly Bill Payments Receive monthly invoice for the rendered AR
service
Check with the monthly reports sent by AR
Internal Security inspectors and prepare the
monthly payment vouchers for Kuliyapitiya
and Makandura premises accordingly
Obtain the approval for the payment voucher | AR,R,VC
and send to payments branch
Other activities Correspond to the service provider with AR
regard to complaints received from
departments
Internal Security Prepare monthly roster for internal security of | AR
Kuliyapitiya premises
Obtain prior approval for OT for internal AR

security
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Prepare OT vouchers, obtain approval and AR,R
send to Non-Academic Establishments branch
Manual of Procedures related to Outsource labor Services
Description Procedure Authority
Bidding for next year Obtain approval of the VC to call for bids for | AR,R,VC
the proceeding year 3 months prior to
expiration of the current contract
Appoint a TEC to prepare the bidding AR,R,VC
document
Prepare and publish the Advertisement as per | AR,R,DPC
the recommendations of the TEC and the DPC
and the approval of the Registrar
Issue the Biding documents AR
Appoint a Bid Opening Committee and a TEC | AR,R,VC
to open and evaluate the received bids
Assist the TEC to evaluate the bids AR
Obtain the approval of the DPC for the AR,R,DPC
recommendations of the TEC
Inform the successful bidder and sign the AR,R
agreement
Monthly Bill Payments Receive monthly invoice for the rendered AR
service
Check with the monthly reports sent by each | AR
head of Department and prepare the monthly
payment voucher accordingly
Obtain the approval for the payment voucher | AR,R,VC
and send to accounts branch
Other activities Receive outsource labor requirements from AR
branches (Maintenance and Landscape
divisions only) and request the number of
labor needed accordingly
Correspond to the service provider with AR

regard to complaints received from
departments
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Manual of Procedures related to Repair of Office machines and equipments

Description

Procedure

Authority

Repair of Office machines
and equipments

Keep a record of the estimates and vouchers
sent by departments and obtain the approval
for the same

AR

Inform the vendor to do the repair

Receive the invoice with the recommendation
of the Head of the Department, prepare the
payments voucher, obtain approval and send
to Accounts branch

AR,R

Obtain the relevant cheque and inform the
vendor to collect the same

AR

Manual of Procedures related to Service Agreements

Description

Procedure

Authority

Service Agreements

Check the vouchers and service agreements
sent by departments and obtain approval

AR,R

Inform the service agent regarding the signed
service agreement

AR

Send the approved voucher to accounts
branch and informe the service provider once
the cheque is ready

AR

Manual of Procedures related to Annual Board of Survey

Description

Procedure

Authority

Board of Survey

Appoint members to annual board of survey
with the approval of the Registrar and Vice
Chancellor

AR,R,VC

Issue appointment letters to the members and
train heads of departments on Board of
Survey

AR,R

Call explanation for excess or deficiency (if
any)

AR

Send all the Board of Survey reports to
Assistant Auditor General

ARR
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Instruct to write off any unusable items AR,R
recognized at the annual board of survey
Issue the order to dispose unusable inventory | AR,R
items at Makandura premises
Value the unusable items by a TEC and obtain | AR,R
approval of the Council to dispose the same
Issue Unusable items to government AR,R
institutes who has requested the items under
Registrars approval
Inform divisions about the auction with the AR,R
approval of the Registrar, appoint an auction
committee and an auctioneer and conduct the
auction
Deposit the received money at the Accounts AR
branch
Prepare the payments voucher for the AR,R
auctioneer, obtain the approval and sent to
accounts branch
Application Forms Relevant to the Division
Form Description of the form/application Page No. in
No Annexure
WU-GA1 | Vehicle Requesting form for an official duty 96
WU-GA2 | Application for the use of Auditorium 98
WU-GA3 | Application for booking the Guest House in the university 100
WU-GA4 | Application for requesting the staff quarters 102
WU-GA5 | Application for transfer goods to another branch on 104
permanent basis
WU-GA6 | Application for transfer goods to another branch on 105
temporary basis
WU-GA7 | Application for requesting insurance cover for the Electrical 106
devices
WU-GA8 | Application for requesting approval to take goods of the 107
university to outside
WU-GA9 | Requesting vehicles on welfare basis 108
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https://www.wyb.ac.lk/wp-content/uploads/2020/10/WU-GA1-Vehicle-Requesting-form-for-an-official-duty.pdf
https://www.wyb.ac.lk/wp-content/uploads/2020/10/WU-GA2-Application-for-the-use-of-Auditorium.pdf
https://www.wyb.ac.lk/wp-content/uploads/2020/10/WU-GA2-Application-for-the-use-of-Auditorium.pdf
https://www.wyb.ac.lk/wp-content/uploads/2020/10/WU-GA3-Application-for-booking-the-Guest-House-in-the-university.pdf
https://www.wyb.ac.lk/wp-content/uploads/2020/10/WU-GA5-Application-for-transfer-goods-to-another-branch-on-permanent-basis.pdf
https://www.wyb.ac.lk/wp-content/uploads/2020/10/WU-GA5-Application-for-transfer-goods-to-another-branch-on-permanent-basis.pdf
https://www.wyb.ac.lk/wp-content/uploads/2020/10/WU-GA5-Application-for-transfer-goods-to-another-branch-on-permanent-basis.pdf
https://www.wyb.ac.lk/wp-content/uploads/2020/10/WU-GA5-Application-for-transfer-goods-to-another-branch-on-permanent-basis.pdf
https://www.wyb.ac.lk/wp-content/uploads/2020/10/WU-GA7-Application-for-requesting-insurance-cover-for-the-Electrical-devices.pdf
https://www.wyb.ac.lk/wp-content/uploads/2020/10/WU-GA7-Application-for-requesting-insurance-cover-for-the-Electrical-devices.pdf
https://www.wyb.ac.lk/wp-content/uploads/2020/10/WU-GA8-Application-for-requesting-approval-to-take-goods-of-the-university-to-outside.pdf
https://www.wyb.ac.lk/wp-content/uploads/2020/10/WU-GA8-Application-for-requesting-approval-to-take-goods-of-the-university-to-outside.pdf
https://www.wyb.ac.lk/wp-content/uploads/2020/10/WU-GA9-Requesting-vehicles-on-welfare-basis.pdf

Contact Details

Assistant Registrar

9. STUDENT WELFARE DIVISION

Student Registration and Welfare

037-2283167

arwelfare@wyb.ac.lk

This section is responsible for student enrolment and welfare matters. Basically the

division is dealing with all documentation activities of the enrolment process and

coordinating with the appropriate authorities. Further students are provided with the

welfare services to achieve their learning goals and to achieve satisfactory academic

progress towards meeting the learning outcomes of their chosen course. The

procedure of the student enrolment, welfare services and the needed documentation

are given below.

Student Enrolment

1. Student Enrolment (UGC Approved Students)

Activity

Description of the
activity

Prerequisite / Forms / Reference /
procedures

1.1Receiving of

Sending letters to

list of | the students o
registered informing the date > Hostel Appllqathn form
. » Bursary Application form
students who | of enrolment with > Statistical form
got selected for | the supporting > Student details form
the University | documents
Enrolment of the » Originals and certified photocopies
students of the of Birth certificate, O/L &
A/L certificates, School leaving
certificate
» 15 Photos
» Payment slip of Registration Fee
» An affidavit from an authorized

person if there is a changes in name
and any other (This should be
accompanied with the certified
copy of the National Identity card)
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» Duly filled other forms which was
send to the student
» An awareness programme will be
conducted to make the student
aware about the facilities available
and address the issues arisen by
the students
1.2 Sending the | Student enrolment » No of students enrolled and not
details to the | details will be sent enrolled
UGC to the UGC
enabling them to
fill the existing
vacancies
1.3 Issuing of | All the students are | Includes,
Students provided with a
Record Book | student record > Student number
» Photograph
and ) Student | book » Authorized signature and Seal
Identity Card > Signature of the student
» Other related details

2. Lateral Enrolment

At present, working professional in the agricultural field isenrolled for the Agricultural

and Plantation Management degree programme. Calling applications, selection of

students, getting UGC approval are done by the faculty and selected students will be

enrolled by the student welfare division.

3. Inter University Transfers

3.1 Student | Students will be » Student request letter to
transfers for | transferred to other transfer the personal file
other universities by the UGC
universities (Upgrading system)
3.2  Staying | Students can remain » Student request letter with
with the | with the existing degree the Dean’s approval
current degree | programme by getting
programme the UGC approval.

Request letter will be

sent to the UGC

requesting approval for

student’s request
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4. Cancellation of Registration

4.1
Cancellation
of registration
by the
students

Student can cancel
their  registration
based on the various
reasons.
Registration will be
cancelled based on
the request made by
the respective
student and will be
notified to the UGC
and other related
internal parties.

» Student request letter
cancellation of registration

to

5. Miscellaneous activities in relation with student enrolment

5.1 Sending
personal files
to the
Faculties

All the personal files
are checked wilth
the check list and
will be sent to the
respective faculties

5.2 Receiving
of University
registration
forms from the
UGC

All the applications
received from the
UGC will be
reviewed and
forwarded to the
relevant faculties

Applications forms
those who have
transferred will be

sent to the
respective
universities

5.3 Providing | Providing student

Students’
details to the
relevant
authorities

details to the UGC,
University statistical
officer and other
related parties
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Student Welfare Activities

1. Providing Accommodation facilities for the students

1.1 Providing
accommodation
facilities to the
students

Providing the hostel
facilities for the
students those who
have applied (o1t
year, 03 year and
04th year students).

Available vacancies
will be filled with
selected 02nd year
students (based on
the distance from
the university)

YV VVYVY

Calling Hostel Application forms
Payment Voucher

Receipt of the payment

Issuing the form of rules and
regulations to be followed

2. Canteens available for the students

2.1 Calling
tenders for
canteens and
seleting a
suitable
servise
provider

YV VVVV VY

Publishing of tenders in the
national news papers
Appointment of TEC
Summarizing the tender forms
Preparing the TEC report
Awarding the tender to selected
supplier

Signing the deed and issuing form
of rules and regulations

3. Granting Scholarships for the students

3.1 Bursary and Mahapola scholarship

3.1 Selecting
the eligible
students for
the  bursary
scholarship

Eligible students for
the scholarship will
be selected as per
the relevant
circulars

>

>

Sending Applications (at the time
of enrolment)

Receiving applications with the
requested supporting documents
Check all the applications as per
the circulars (Commission
Circular Nos. 856, 900,942 and
Finance circular no 2015/02)
Displaying names of the selected
students in the Notice Boards
Getting bank account no’s of the
students
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3.2 Making » Receiving of the student’s
payments for attendance and check with the
the criteria

scholarship
holders

» Making of payments to the
students through their Bank
accounts

» Sending the Mahapola unclaimed

4. Appointment of office bearers for the Faculty Students’ Union

4.1 Appointing » Sending Notices to the faculty
office bearers including the dates of nominations
for the faculty and other rules and regulations

students union

as  per the > Issuing of Appointment letters
University act with the signature of the

and the By-

Laws of the

University

» Receiving nominations through
Dean of the Faculty

5. Miscellaneous activities in relation with student welfare and staff
welfare

>
>
>

Renewal of registration of Students’ Societies

Attending to the Student Inquiry matters

Carryout the activities relating to Appointment of Student Counselors and
Senior Student Counselors

Conducting the Hostel Committee meetings and canteen meetings

Attending to student grievances in relation to hostel facilities and canteen
facilities

Primary activities relating to procurement of equipments for the Hostels and
canteens

Involving with staff welfare activities
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Application Forms Relevant to the Division

Form No Description of the form/application Page No. in
Annexure
WU-SW1 | Application for Admission of New Entrants 161
WU-SW2 | giatistical Form 164
WU-SW3 | Application for a Student Identity Card 165
WU-SW4 | Declaration by the student on Prohibition of Ragging and 167
Other Forms of Violence
WU-SW5 | Application for Hostel facilities 169
WU-SW6 | Application for Student Health Service 170
WU-SW7 | Application for Bursary 174
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10. CAPITAL WORKS DIVISION

Contact Details

Senior Assistant Registrar
Capital Works Division
037-2283620
sarcapitalworks@wyb.ac.lk

Measure and Pay Project

1. Appoint a Consultant

2.Convene a meeting with relevant parties and consultant, and getting minutes of the

meeting from the project engineer

3.Follow up with consultant or Works Engineer (if no consultant) to get the

Preliminary Project Estimate (PPE)

4.Prepare Project Concept Formats

5.Send PPE and PCF for the UGC approval with covering letter

6.Assist to follow up the matter (Preparing letters to ministry, NPD, National Budget)
7.Prepare and send draft Cabinet memo if required

8.Follow up the approval letters

9.Prepare letter for appointing TEC for DPC level of prepare format as per
procurement Guideline to appoint a TEC and send to the Ministry.

10.If budget is allocated, then assign a consultant / Works Engineer to prepare Bidding

document and Price BOQ

11.Convene TEC members for a TEC meeting and submit Bidding document for any

corrections or rectification
12.Preparing correction report if TEC required.

13.Submit the corrected bidding document with TEC report for the relevant

Procurement Committee with covering letter prepared.
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14. Follow up the approval

15.Prepare advertisement for the Tender and getting approval from Registrar, submit

to the General Administration and follow up

16.Getting required number of bidding documents from the Consultant or Proto copy

the required amount of copies from the branch.
17.Issue the bidding documents
18.Maintain the Bid Issuing Register

19.Contact the consultant and Works Engineer for pre-Bid meeting and meeting

arrangements.
20.Follow up to get the addendum and post them to all the Tenderers
21.Tender opening meetings and issue the relevant formats

22 After checking send all Tender documents for comparison Report to consultant/

Works Engineer
23.Follow up to get the Comparison report

24.Submitting the comparison report and tender document, relevant documents for

TEC for evaluation

25.Follow up to get the Evaluation Report

26.Submitting TEC decision for relevant procurement committee with covering letter.
27.Follow up for the approval letter

28.Work for preparing Contract Agreements/ Acceptance Letters.

29.Inform to all those who not selected by the post

30.Checking of Acceptance of awarding letter

31.Follow up with consultant to check performance security, Advance Payment

Security and All Risk Insurance Policy

32.Alert on expiration of Performance Security and Advance Bond and keep a record

on that
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33.Prepare letters for those that are about to expire and inform to that

34.1f no response, take action to hand over the Bank the above securities to claim.
35.Prepare Mobilization Advance after checking the Advance Payment Security
36.Checking of Interim Bills for arithmetic errors and other commissions

37.Get the recommendation from Works Engineer/ follow up and forward to the

necessary approvals and send to the payment branch

38.Deduct electricity charges or any other charged as per the instructions of the Works

Engineer (if any)
39.Checking of Final Bills
40.Same process as above in addition to check following documents

e Site handing over Certificate
e Warrantees and grantees

e If delay, deduct liquid damages

41.When extension request has come from a contractor forward it to the consultant to

get the recommendation or decision

42.If recommended, forward the recommendation and approval for Works Engineer

and the Vice-Chancellor
43.Getting site handing over Certificate
44.Preparing letters for Consultant to take over the site and follow up

45.Reporting of defects during the Maintenance period to the Consultant and follow

up to rectify.

Design & Build Project

1.Prepare Project Concept Formats
2.Send PPE and PCF for the UGC approval with covering letter
3.Assist to follow up the matter (Preparing letters to ministry, NPD, National Budget)

4.Prepare and send draft Cabinet memo if required
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5.Follow up the approval letters

6.Prepare letter for appointing TEC for DPC level or prepare format as per

procurement Guideline to appoint a TEC and send to the Ministry
7.If budget is allocated, then Getting the service of preparing bidding document

8.Convene a meeting with TEC members and submit Bidding document for any

corrections or rectification
9.Preparing correction report if TEC required.

10.Submit the corrected bidding document with TEC report for the relevant

Procurement Committee with covering letter prepared.
11.Follow up the approval

12.Prepare advertisement for the Tender/ getting approval from Registrar, submit to

the General Administration and follow up

13.Photo copy the required amount of copies from the branch.
14.Issue the bidding documents

15.Maintain the Bid Issuing Register

16.Contact the consultant and Works Engineer/project manager for pre-Bid meeting

and meeting arrangements.
17.Follow up to get the addendum and post them to all the Tenderers
18.Tender opening meetings and issue the relevant formats

19.After checking send all Tender documents to consultant/ Works Engineer / project

manager
20.Prepare Report Follow up to get the report

21.Submitting the comparison report and tender document, relevant documents for

TEC for evaluation

e Follow up to get the Evaluation Report
e Submitting TEC decision for relevant procurement committee with

covering letter.
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¢ Follow up for the approval letter
22.Convene a meeting with TEC members and submit price proposals for evaluation
23.Prepare Report for financial proposal
24.Submit the TEC report for the relevant Procurement Committee
25.Follow up the approval
26.Preparing Contract Agreements/ Acceptance Letters.
27.Inform to all those who not selected by the post
28.Checking of Acceptance of awarding letter

29.Follow up to check performance security, Advance Payment Security and All Risk

Insurance Policy

30.Alert on expiration of Performance Security and Advance Bond and keep a record
on that

31.Prepare letters for those that are about to expire and inform to that
32.If no response, take action to hand over the Bank the above securities to claim.
33.Prepare Mobilization Advance after checking the Advance Payment Security

34.Get the Interim Bills certification from Works Engineer/ project manager and

forward to the necessary approvals and send to the payment branch

35.Deduct electricity charges (if any) or any other charged as per the instructions of
the Works Engineer/ project manager Final Bills-Same process as above in addition to

check following documents

a. Site handing over Certificate

b. if delay, deduct liquid damages

36.1f extension request has come from a contractor forward to the Works Engineer/

project manager to get the recommendation

37.1f recommended then approval of the Vice-Chancellor
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38.Getting site handing over Certificate & taking over notes from Works Engineer/

project manager

39.Reporting of defects during the Maintenance period to the Works Engineer/ project

manager and follow up to rectify

Rehabilitation Works
1.Inform to Supply Division to get Registered Contractors list for the next year
2.Letters for divisions and get the requirement for rehabilitation work for the next year

3.List of them, getting the approval from Vice-Chancellor and send them to the
Ministry for its approval

4.Prepare a letter and send the list of Rehabilitation works to Works Engineer in order
to get the BOQs

5.Follow up to get the BOQs

6.Prepare advertisement, getting approvals and Advertise or call quotations from

Registered Contractors

7.Photocopy of required number of bidding documents from the branch.
8.Issuing Bidding Documents

9.Tender opening formats, letters and letters for appointing TECs
10.Follow up to get the TEC Reports

11.Submit the TEC report s for relevant Procurement Committee
12.Prepare Contract Agreements

13.Checking documents on

a. Performance Security
b. Performance Bond

c. Advance Bond (if any)

14.Follow up expiration of the above securities
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15.Send letters for relevant parties as a measure of alert on that

16.Paying Interim Bills

a.

Check the bills for errors

b. Getting the Recommendation from Works Engineer

Getting the Recommendation for Variations from Works Engineer and the
Vice-Chancellor

Deduct the Electricity Bill (if used)

Prepare Vouchers

Getting approvals and coordination with payment branch

17.Paying final bill

o o

a. All steps as above in 16, in addition;
b.

Check documents if handing over them
If not extension approval work for it

If extension is not recommended work for liquid damages.

Planning

» Plan for the yearly capital needed, Project wise

e For ongoing projects
e For New projects

e For Rehabilitation

> Plan for the total capital needed, in each year for new projects.

> Planning for the allocation received as capital for a particular year

Priority for ongoing and completed project to pay the dues

Then for prioritized new projects
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Contact Details

Works Engineer

Maintenance Division

037-2283615

we@wyb.ac.lk

11. MAINTENANCE DIVISION

This section is responsible for the maintenance works of the University and

preparation of BOQs and drawings. All these activities come under the guidance

of the Works Engineer, the Registrar and the Vice-Chancellor.

Application Forms Relevant to the Division

Form Description of the form/application Page No. in
No Annexure
WU-MD1 | Requesting a service/repair from the maintenance 187
division
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mailto:we@wyb.ac.lk
https://www.wyb.ac.lk/wp-content/uploads/2020/10/WU-MD1-Requesting-a-service-or-repair-from-the-maintenance-division.pdf
https://www.wyb.ac.lk/wp-content/uploads/2020/10/WU-MD1-Requesting-a-service-or-repair-from-the-maintenance-division.pdf

12. INTERNAL AUDIT DIVISION

Contact Details

Assistant Internal Auditor
Internal Audit Division
037-2283616
inaudit@wyb.ac.lk

1. Conducting Internal Audit Activities of the University

In terms of section 13(5) (d) of the Finance Act No.38 of 1971, an Audit Programme is
prepared for the next year specifying the areas to be audited.

The approval of the Audit Committee should be taken before its implementation.

The Audit Programme is sent to the Auditor General’s Department with the copies to
Chief Internal Auditor, University Grants Commission and Superintendent of

Government Audit Branch - Chilaw.

Internal auditing activities are carried out by the staff under the guidance of Assistant
Internal Auditor and the reports prepared on them are forwarded to the Vice

Chancellor through Registrar for information and necessary action.

2. Replying for Audit Queries raised by Auditor General’s Department

Audit queries received to the Vice Chancellor are forwarded to the Internal Audit

Division for necessary action.

Such queries are forwarded to the relevant sections for getting replies. For that
purpose, a maximum of 14 days is granted through a letter signed by the Vice

Chancellor.
In the circumstances where the replies are not received, the reminders are sent.

The accuracy of the replies are checked before further processing.
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The replies are sent to the Assistant Auditor General’s Office — Kurunegala with the
copies to Chairman, University Grants Commission and Secretary, Ministry of Higher

Education and Highways.

A separate register is maintained by the department for handling Government Audit

Queries.

3. Preparation of replies for the Draft Report

Draft Report received to the Vice Chancellor is forwarded to the Internal Audit

Department for necessary action.

The queries in the draft report are forwarded to the relevant sections for getting replies

through a letter signed by the Vice Chancellor.
The accuracy of replies are checked before further processing.
The replies are sent to the Assistant Auditor General’s Office — Kurunegala.

A discussion on the draft report is organized with the Assistant Auditor General of

Assistant Auditor General’s Office — Kurunegala.

The purpose of this meeting is to;

e Discuss the matters in the report deeply
e Come to agreements to withdraw some queries

e Doing amendments to the replies given by the University

In a situation where Assistant Auditor General agreed to accept revised replies, steps

are taken to give such replies.

4. Preparation of replies for the Final Report

Final Report received to the Vice Chancellor is forwarded to the Internal Audit

Department for necessary action.
The Audit opinion of the University is expressed through this Report.

Though a reply is not necessary to forward to the Assistant Auditor General’s Office, it

is required to include this report and the present position as at that date in the Annual
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Report. Therefore, the present positions of the queries in the report is taken from the

relevant sections.

The approval from Audit Committee and Council for the report and answers is taken

before including it in the Annual Report.

The report prepared in Sinhala, English and Tamil languages is submitted to the
Registrar to include in the Annual Report.

5. Co-ordination of the activities of the meeting of Committee on Public
Enterprises (COPE)

Activities to be done before the meeting is held;

Informing the below mentioned persons whose presence is necessary for the meeting
of Committee on Public Enterprises (COPE) through a letter signed by the Vice

Chancellor.

e All the Council Members

e Registrar

e Bursar

e Academic Staff and Non Academic Staff (Administrative

capacity)

A report is prepared including the Final Audit Report which is to be discussed at the

said meeting and the present position of them.

(The present position for the queries raised are taken from relevant sections of the

University)

The report prepared in Sinhala medium is translated to both in English and Tamil and
the requested number of copies are sent to COPE through Chairman — University

Grants Commission and Secretary, Ministry of Higher Education and Highways.

Along with it, the report of the Current Performance of the University prepared on tri

lingual is also forwarded.

Below mentioned documents are collected/ prepared to bring at the date of the

Committee on Public Enterprises.
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e Corporate Plan

e Action Plans for the year under review and for the next year

e Act of Incorporation

e Annual Reports with Audit Reports

e Register of Government Audit Queries

e Copies of replies to Audit Queries raised by Auditor General’s

Department
e Current position about the audit findings

e Finally issued Audit Report (Final/ Draft) etc.

Activities to be done after the meeting is held;

Minutes of the Committee on Public Enterprises received to the Vice
Chancellor are forwarded to the Internal Audit Department for

necessary action.

Such minutes are forwarded to the relevant sections for getting present

position of them and corrective measures taken.

A report based on the above information is prepared and sent the
requested number of copies to the Secretary, Committee on Public

Enterprises in the languages of Sinhala, English and Tamil.

6. Conducting special investigations assigned by the Vice Chancellor or

Registrar

7. Attending Finance Committee and Procurement Committee as an

observer when requested by the respective authority

8. Preparing reports on the information requested by Secretary Ministry

of Higher Education and Highways and Chairman — UGC
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9. Arrange the Audit Committee Meeting

The composition of the Audit Committee is as follows.

e Member of the Council (Chair)

e Two other members of the Council
e Registrar

e Bursar

e Assistant Internal Auditor (Convener)

The meeting is held once in every three months.
Matters discussed can be identified as follows.

e Preview and approve the annual audit plan and the work
programme

e Review and evaluate the internal control system covering
accounting, financial and operational aspects based on internal
audit reports

e Review external auditor’s report and take corrective measures as
may be required to avoid repetition

e Ensure timely submission of final accounts, annual reports etc.

e Create an awareness and requirement of compliance of Treasury
Circulars and other directives.

e Review compliance of statutory and other rules and regulations

e Review of implementation of reccommendations of the Committee
on Public Enterprises (COPE)

e Monitor actions / ratifications based on recommendations of the
Committee etc

The minutes of the meeting is sent to the relevant officers and follow up actions are
taken on the matters.

At the same time the minute is sent to the Chief Internal Auditor of Ministry of Higher
Education and University Grants Commission within fifteen days.
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10. Conducting Pre-Audits

1) Refund of Universities Provident Funds

The files of Refunding Universities Provident Funds are received from the Accounts

Division.
It includes;

I.  Universities Provident Fund refund papers
II. Declaration by the Contributor to be sent to UGC
together with the UPF refund papers
III. A copy of National Identity Card
IV. A copy of Bank Account details

The Internal Audit Division gives recommendations on the above after conducting an

audit.

The recommended file is then sent to the Vice Chancellor’s approval and finally sent
to the Academic Establishment/ Non Academic Establishment Division for the

purpose of sending to the University Grants Commission.

The audit procedures performed for the above I, II, III and IV are summarized as

follows.

Forms of refunding Universities Provident Fund

The form of U.P.F. consists from three parts

Part one — To be filled by the Establishment Division
Part two - To be filled by the Finance Division

Part three -To be filled by the Internal Audit Division

Both part one and two are checked with relevant files and finally the recommendation

is given under part three as follows.
Part one

The details from number 01 to 16 are checked with personnel file.
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Part two

The details from number 17 to 21 are checked with salary file, schedule book, dues

calling sheets and UPF statement issued by the University Grants Commission.
Part three
Recommendation is given under this part.

I. Declaration by the Contributor to be sent to UGC
together with the UPF refund papers

A recommendation is given under this part.

II. A copy of National Identity Card

A recommendation is given under this part.

III. A copy of Bank Account

A recommendation is given under this part.

II) Refund Universities Pension Fund

The files of Refunding Universities Pension Fund are received from the Accounts
Division.
There are three types of application forms namely;

UGC/F/PEN/AP/ 1- Application for Monthly Pension Payment
UGC/F/PEN/AP/ 2- Application for Refund of Contribution
UGC/F/PEN/AP/ 3- Application for Claims of Deceased

Employee (while in service)

The audit procedures performed are summarized as follows.

Part one — To be filled by the employee

The details from number 01 to 12 are checked with copies of National Identity Card,

Certificate of Birth, Certificate of Marriage, and bank pass book.

The above mentioned copies should be certified by the Head of Academic

Establishment/ Non Academic Establishment Division.
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Part two — To be filled by Academic Establishment/ Non Academic Establishment
Division.

The details from number 01to 14 are checked with personal files.

The above mentioned information should be certified by the Head of Academic
Establishment/ Non Academic Establishment Division.

Part three - To be filled by Finance Division

The details from number 01 to 05 are checked with individual pay records (IPR).

The above mentioned information should be certified by the Head of Finance Division.

Part four — To be filled by Internal Audit Division

The certification is given under this part.

After, the certification the file is handed over to the Academic Establishment/ Non
Academic Establishment Division for further processing.

(UGC Pension circulars instructions should be followed.)

IIT) Payment of Gratuity

The files of Payment of Gratuity are received from Academic Establishment/ Non
Academic Establishment Division.

The details of the forms of Payment of Gratuity are checked with personal files and
salary files of the employees.

Then after the recommendation is given by the Internal Audit Division and sent to the
Academic Establishment/Non Academic Establishment Division.

(UGC circulars instructions, Chapter v sub section 10 of the University Establishment
Code, Payment of Gratuity Act No 12 of 1983 should be followed)

IV) Cleaning and Janitorial Services (Kuliyapitiva and Makadura)

Vouchers for the payment of Cleaning and Janitorial Services are received from the

Accounts Division.

Below mentioned information/ documents are checked with the files maintained in

the General Administration Division.
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e C(Calling quotations

e Receiving bids

e Appointment of the Tender Opening Committee and its minutes
e Appointment of Technical Evaluation Committee and its minutes
e Minutes of Department Procurement Committee

e Awarding of Contract

e Performance Bond

e Agreement with University and Contractor

e Necessary approvals of Authorities

If some errors or omissions are identified, the payment voucher is sent to the relevant

head of the department for corrections.

After, the corrected payment voucher is received, it is sent to the Accounts Division for

payment with the recommendation of the Assistant Internal Auditor.

V) Payment of House Rent (Kulivapitiva and Makadura)

Vouchers for the payment of house rent are received from the Accounts Division.

Below mentioned information/ documents are checked with the files maintained in

the General Administration Division.

e Calling quotations

e Receiving bids

e Appointment of the Tender Opening Committee and its minutes

e Appointment of Technical Evaluation Committee and its minutes

e Minutes of Department Procurement Committee

e Awarding of Contract

e Performance Bond

e Agreement with University and Contractor

e Necessary approvals of Authorities

e Deeds

e Valuation report (Financial Regulation 835 should be followed in this
regard)

e Approval of the Secretary of Ministry of Higher Education
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If some errors or omissions are identified, the payment voucher is sent to the relevant

head of the department for corrections.

After, the corrected payment voucher is received, it is sent to the Accounts Division for

payment with the recommendation of the Assistant Internal Auditor.

VI) Payment of Security Service (Kuliyvapitiva and Makadura)

Vouchers for the payment of Security Service are received from the Accounts Division.

Below mentioned information/ documents are checked with the files maintained in

the General Administration Division.

e C(Calling quotations

e Receiving bids

e Appointment of the Tender Opening Committee and its minutes
e Appointment of Technical Evaluation Committee and its minutes
e Minutes of Department Procurement Committee

e Awarding of Contract

e Performance Bond

e Agreement with University and Contractor

e Necessary approvals of Authorities

e Attendance Sheets

If some errors or omissions are identified, the payment voucher is sent to the relevant

head of the department for corrections.

After, the corrected payment voucher is received, it is sent to the Accounts Division for

payment with the recommendation of the Assistant Internal Auditor.

VII) Payment of Out Source Labor Supply

Vouchers for the payment of Out Source Labor Supply are received from the Accounts

Division.

Below mentioned information/ documents are checked with the files maintained in

the General Administration Division.

e C(Calling quotations
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e Receiving bids

e Appointment of the Tender Opening Committee and its minutes
e Appointment of Technical Evaluation Committee and its minutes
e Minutes of Department Procurement Committee

e Awarding of Contract

e Performance Bond

e Agreement with University and Contractor

e Necessary approvals of Authorities

e Attendance Sheets

If some errors or omissions are identified, the payment voucher is sent to the relevant

head of the department for corrections.

After, the corrected payment voucher is received, it is sent to the Accounts Division for

payment with the recommendation of the Assistant Internal Auditor.

VIII) Constructions Works Payment —Final Bills

Vouchers for the payment of Constructions Works are received from the Accounts
Division.

Below mentioned information/ documents are checked with the files maintained in
the Capital Works Division and Maintenance Division.

e C(Calling quotations

e Receiving bids

e Appointment of the Tender Opening Committee and its minutes
e Appointment of Technical Evaluation Committee and its minutes
e Minutes of Department Procurement Committee

e Awarding of Contract

e Performance Bond

e Advanced Payment Bond

e All Risk Policies

e Completion Report

e Agreement with University and Contractor
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e Necessary approvals of Authorities
e Bills summary sheets calculation

e Previous payment ledger book

¢ Bill of Quantity (BOQ)

e Tax invoice

e Site visits

e Extra works

e Excess works & its approval etc.

If some errors or omissions are identified, the payment voucher is sent to the relevant

head of the department for corrections.

After, the corrected payment voucher is received, it is sent to the Accounts Division for

payment with the recommendation of the Assistant Internal Auditor.

IX) Checking Salary Arrears

Vouchers for the payment of Salary Arrears are received from the Accounts Division.
Salary arrears are checked with below mentioned files.

e Salary Files and IPR

e Personal Files

If some errors or omissions are identified, the payment voucher is sent to the relevant

head of the department for corrections.

After, the corrected payment voucher is received, it is sent to the Accounts Division for

payment with the recommendation of the Assistant Internal Auditor.
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13. COMMON SUPPORT UNIT

Contact Details

Senior Assistant Registrar

Common Support Unit

031-3321215
sargadmincsu@wyb.ac.lk

1) Monitoring Janitorial Service of the Premises

The monthly feedback reports will be collected from each division of the
Makandura premises with their recommendation of cleaning service.
Summarize the recommendation of each division and calculate the final
payment

Forward the invoice of the Cleaning Service with the corrected amount of
payment for the payments

Monitoring the progress of cleaning at the Premises

Conducting regular meetings to solve issues in the service

2) Monitoring Security Service

Monitoring regular attendance and conduct of the security service within the
premises

Handling the complains against the security service in the premises time to time
Forwarding matters of security service to general administration division and
security meetings

Issuing the required documents related to security

Inform security requirements such as security huts and security points needed

to cover the whole area of premises

3) Water Requirement in the Premises

Monitoring the water requirements of the faculties, units and hostels

Checking water quality samples of all wells of the premises time to time
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In the drought period, arrange the water bowsers as per the requirement

without disturbing academic activities

The approval for call quotations will be taken from the Vice Chancellor

Call quotations from possible water suppliers

Forward the requesting letter for the appointments of the Technical
Evaluation Committee members

After receiving the quotations, open according to the financial regulations
Preparing TEC reports and sending for the Procurement Committee
Decision

Monitoring the records regarding the number of water bowsers at each day
with the security records

Finally, preparing the payment vouchers according the invoice certified by

Senior Assistant Registrar, Works Superintend and Security

4) Payments for the Electricity Bills

Pa

Preparing monthly electricity bills with the recommendations and submit to

payment branch

Maintaining Registers and files

ents for the Monthly Telephone Bills of the Division Heads comin

under CSU

The telephone bills of each division (CSU, Career Guidance Units, Hostels,

Canteens, Library, Security, English Unit, IT unit and finance branch) will be

collected from the relevant head of the division.

Preparation of vouchers for the payment with recommendation and send them

to the Finance Branch for the payment after the getting Approval.

Maintaining Telephone Register and File

Coordination with Sri Lanka Telecom if any issues in Bills and request new

connections as per the requirement of the premises.

6) Maintenance of Inventories

Sending Requisition forms with the specifications certified by Works Engineer

for the require goods and equipment for the Common Support Unit, staff

quarters, Canteens and hostels
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Follow-up the procedure until we get the Purchasing orders
Check the ordered goods with the specifications
Entering to the inventories and send the inventory certificate with the

recommendation for the payment

=) Staff Quarters Allocations

Forward the requests for the accommodation in staff quarters by academic,
nonacademic and administrative staff for the Staff Residential Committee
Discuss the matters of staff quarters of Makandura Premises at the Staff
Residential Committee

Take necessary actions to repair the defects of the quarters

Maintain the inventories

Hand overthe keys, room’s furniture with other relevant documents (regarding

the custody of the furniture) to eligible staff

8) Handling Petty Cash

Spend petty cash for day today expenses of the Common Support Unit under
the financial regulations

Keep records of expenditures

Preparing vouchers to reimburse the Petty Cash

Requesting special advance if necessary and settling

9) Overtime Payments

Taking Prior approval for overtime hours of the staff from Registrar and Vice
Chancellor
Check the overtime period of the staff of all units with the finger print reports.

Approving Overtime claims/vouchers for the payments

10) Fee Laying Courses

Handling administrative part of CCAS, DIT and English Courses
Preparing payment vouchers of Administrative, Examination, Finance staff and

Overall staff according to the budget approved by the Finance Committee
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» Approving the examination payments
» Special administrative activities. (Calling Quotations for print T-Shirts)
» Checking the attendance of exams of CCAS programme as per the approved

budget and approved exam duty list

11) Conducting Progress Review Meetings

» Conduct Monthly Progress Review Meetings to monitor and evaluate
progress of activities carried out by the Common Support Unit

12) New Proposals for Infrastructure Developments

» Identify the required infrastructure developments in Makandura premises
with the coordination of faculties and the units

» Inform to work engineer to prepare the Plans and BOQs

» Taking the approval from the Registrar and Vice Chancellor

* Monitoring the progress of the work

13) Transport Arrangements

» Sections coming under CSU could submit a vehicle request form through the
Head of the section, if they need to reserve the CSU vehicle for a specific official
matter.

» Approving the requests as per the availability of the vehicle.

* End of each month, prepare the payment voucher according to the running
chart of the vehicle

14) Monthly Attendance and Leave Preparation

» Downloading and Processing daily attendance of staff of the Makandura
premises

» Maintain leave registers

» Preparation of leave reports of the staff attached to the CSU following the

circulars

15) Maintaining Personal Files of Staff

* Maintaining personal files of Non Academic staff (CSU, Hostel, Maintenance,

CGU, Physical Education, ELTU)
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Senior Assistant Registrar
Common Support Unit

031-2298111

1. Co-ordination of Bursary Scholarship Scheme - Faculty of
Agriculture & Plantation Management and Faculty of Livestock,
Fisheries & Nutrition

e An application for bursary is issued to all freshers selected to the University
along with the other registration forms by the Student Welfare branch of the

University.

e The students should submit the duly filled applications with the relevant
documents with the certification of Grama Niladhari and the Divisional
Secretary of the division and forward same to the University by Registered
Post.

e All the applications will be checked according to the selection criteria of
the University Grant Commission.

e The eligible list of students will be sent to the approval of Vice Chancellor.

e After receiving the approval, the selected students will be requested to submit
the Bank of Ceylon savings account details to make the payment of Bursary
through the bank.

e Then, prepare payment schedules after receiving the monthly attendance

records of students from each faculty.

e Notify the students to place the signature before the deadline

e After the deadline, payment voucher is prepared and sent to Kuliyapitiya

for approval.

e [Ineligible students can send an appeal for reconsideration, if their parental

income changes.

2. Co-ordination of Mahapola Higher Education Scholarship -
Faculty of Agriculture & Plantation Management and Faculty of
Livestock, Fisheries & Nutrition

e CSU receives the eligible list of students for Mahapola scholarship with
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all the relevant documents from Student Welfare division of Kuliyapitiya

premises.
e Then, CSU notifies the students to place the signature before the deadline.

e After the deadline, certify all the payment schedules and send to
Kuliyapitiya for approval

3. Issuing Railway Concessionary Season Tickets to students

The students who are in need of railway season tickets should submit a request
to the CSU through the Head of Department.

Then, CSU issues the Railway Concessionary Season Ticket for maximum
period up to six months after verifying student’s registration for the academic

year.

4. Hostels Administration

e Allocation of students for hostels
An application should be submitted by students who are in need of

accommodation facilities.

» After scrutinizing the applications, eligible students for receiving
hostel accommodation is selected for each academic year.
Distance from their home to the university an=d the priority order (1st
year,4'h year,3'd year, 2nd year) are considered as selection criteria for hostel

accommodation.

Notifying eligible students to pay the hostel fees

A letter with rules and regulations is issued for paid students.
Students are registered for hostel rooms and hand over the key after obtaining
their information.

Conduct regular hostel committee meetings to discuss the matters
regarding the hostels

Review minutes and agenda before they are distributed to members
of the committee

Providing maintenance facilities of the hostels through the maintenance
division

Damages for any furniture, equipment, walls, doors and windows in the
rooms or loss of property, provided for students are assessed and charged
from the students (cost + fine of 10% of cost)

67



e Approve late passes for hostels for attending common functions in the
University premises under the recommendation of Deans/ Heads of

Departments

Monitoring the canteens at the premises

e Monitoring the food quality and hygiene of canteens by facilitating

inspections and food sample testing carried out by the PHI of the premises

e Conduct Canteen Committee Meetings

e Conduct regular canteen committee meetings to discuss the matters
regarding canteens

e Review minutes and agenda before they are distributed to members of the
committee

e Providing maintenance facilities to canteens through the Maintenance
Division

e Facilitating fly menace prevention activities conducted by the PHI of the
premises

Monitoring mail distribution system

e Take over the letters delivered from Kuliyapitiya and deliver them to relevant
divisions with records

e Keep records of the outgoing letters to Kuliyapitiya

e Stamping letters received from Faculties and Units and handover them to post
office

Distributing Newspapers

e Distribute the Newspapers throughout the university premises

e Monthly settling the newspaper bills after checking the quantities of the
bill with the records maintained at CSU

Facilitating health programmes

e Facilitate the Dengue Prevention & Control Programmes (such as fogging
activities & awareness programmes) conducted by PHI & other medical

institutes

e Facilitate the rabies prevention activities
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14. STATISTICAL OFFICER- REGISTRAR'’S OFFICE

Contact Details

Statistical Officer

037-2284772
statofficer@wyb.ac.lk

1. Preparing the Annual Report of the University
i) Collecting Information for Annual Report at the beginning of the year from each
faculties and relevant departments

ii) Preparing the draft Annual Report after summarizing information.

iii) Submitting the draft Annual Report to the council and after approval of the Council
07 copies of Annual Reports should be sent to the Ministry of Higher Education.

iv) Sending the soft copy of the Annual Report to the ICT center to update in the

university web site.

v) Sending the Annual Report to translate into Sinhala and Tamil languages to two

translators.

Vi) Preparing the complete Annual Report in three languages (Sinhala, Tamil, and
English) including the Auditor General’s report and answers for the Auditor General’s

report, after the Annual Report discussion with the Secretary of the Ministry.

vii) Sending 07 copies of the complete Annual Report to the Ministry of Higher

Education.

viii) After informed by the Ministry of Higher Education, 50 printed books and 350
CDs of Annual Report should be submitted to the Parliament.

2. Preparing the Statistical Handbook of the University

i) Collecting information at the beginning of the year from each faculties and relevant

departments.
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ii) Preparing the Statistical Handbook after summarizing information including the

graphs for the data.

iii) Sending the soft copy of the Statistical Handbook to the Information

Communication Technology Centre to update in the university web site.

iv) Taking necessary actions to print the Statistical Handbook and sending the printed
handbook to each department, UGC.

3. Collecting, Updating and Sending information to requested institutes
i) Collecting required information on students, staff, land areas etc at the beginning of

the year.

(Normally all information (for Annual Report, for Statistical Handbook, for sending
UGQC) is collected by a one letter including all data schedules at the beginning of the

year)

ii) Updating staff details from the copies relevant to staff recruitments, promotions,
resignations sent by the Academic Establishments Branch and the Non Academic

Establishments Branch.

iii) Updating student details requesting from Assistant Registrars of faculties twice a

year.

iv) Updating other details (Accommodation, Mahapola, Bursary etc) requesting from

relevant sections.

iv) Sending requested information to UGC and other institutes.

4. Preparing the Telephone Directory of the University

i) Requesting contact numbers and e-mail addresses from each deans of faculties,
heads of departments, directors, coordinators of units and administrative staff

annually.

ii) Preparing the Contact Number Book after receiving details of relevant academic and

administrative staff.
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iii) Printing Contact number books and sending it to each department, unit and section

in the university.

5. Collecting information for the Research & Development Survey done by
the UGC annually

i) Collecting information from each faculty relevant to the research and development

activities done by the year according to the formats sent by the UGC

ii) After receiving information from each faculties and units, summarizing them,
checking them with the details in the Academic branch and Academic Establishment
branch and sending them to the UGC

6. Printing & Circulation of the Newsletter of the University
i) Collecting quotations and processing to print the Newsletter.

ii) Sending the Newsletters to each academic, administrative staff and to other
universities.

7. Analyzing the data of the Employability Survey conducted by the
University annually.

8. Preparing the Year Planner of the University

i) Preparing the Year Planner of the university for the relevant year, print it and

sending to each department of the University.

71



15. LANDSCAPE DIVISION

Contact Details
Curator

Landscape Division
037-2282001

curator@wyb.ac.lk

The Landscape Division is headed by a Curator (Landscape) along with a staff of 01
Landscape Supervisor, 01 Gardner, 05 Labourers and 01 casual employee. The
Landscape Division is responsible for all the landscaping activities of Kuliyapitiya,
Makandura and Labuyaya premises. Office is situated at the Faculty of Business

studies and the nursery is located near hostels of Kuliyapitiya premises.

Work scope of the Landscape Division can be summarized as follows.

01. Management of existing landscapes.

1.1 Maintenance of garden cleanliness.
1.2 Lawn mowing/ Grass cutting.
1.3 Improvement of the health of the present vegetation.

1.4 Removal of Physically Hazardous and Ecologically Unsuitable Trees.

02. Establishment of new landscape designs

2.1 Improvements of undeveloped areas of the university
2.2 Contribution to Township Project Activities.

2.3 Enhancing bio diversity of the vegetation.

03. Plant Nursery Management

3.1 Plant propagation for indoor use.
3.2  Plant propagation for landscape projects.

3.3 Maintenance of containerized and root balled trees.

04. Data collection and analyzing of University vegetation and soil to

use as a vegetation management tool.
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4.1 Development of a tree data base.

4.2 Preparation of vegetation distribution maps.

4.3 Tree tagging system.

05. Harvesting operations

06. Floral arrangements and decorations

1.1

o1. Management of existing landscapes.

Maintenance of garden cleanliness

o1. All garden cleaning activities are done by an outsourced cleaning

service under a cleaning contract.

02. Male and Female workers are involved in cleaning practices.

03. Frequencies of cleaning practices are mentioned in the tender

document.

04. Around 165 workers are involved in cleaning practices in both
Kuliyapitiya and Makandura premises daily and have been assigned
special duties or zones.

05. Normally, the working hours of the cleaning service staff is 7.00 am

to 4.00 pm, but this can vary according to special occasions.
Eg :- sweeping drainage cleaning removal of garbage ect.

06.  Cleaning practiced of the garden is supervised by the Curator

internally.

07.  Deductions are made according to tender documents of there are

any issues in cleaning practices.

08.  Disposal of daily collected garbage from the University premises is

done by the same contractor.

09. The monthly cleaning service bill approved by the Curator is

transferred to Assistant Registrar, General Administration to proceed.
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1.2 Lawn mowing/ Grass cutting
01. Lawn mowing is done by an outsourced cleaning service

02.  Grass cutting should be done biweekly according to the tender
document, but grass cutting intervals can be changed according to the

rainfall.

03. Recommended grass cutting equipment (brush cutter or lawn

mower) should be used.

04. The outsourced cleaning service is responsible for ensuring the
safety of human and physical properties of the University while grass

cutting.

05.  All weeds should be removed before grass cutting.

1.3 Improvement of the health of the present vegetation

This includes the management practice such as fertilizer application, pest
and disease management, eradication of parasitic epiphytes and pruning of

trees.

1.3.1 Pruning of Trees, Bushes and Hedges

01. All pruning practices of trees, bushes and hedges are performed by
gardeners of the Division.

02.No other people are allowed for pruning practices except with the
approval of the Curator.

03. Tree pruning practices are done normally in the dry season to avoid

fungal infections through cut surfaces.

04. Trees are pruned to ensure outdoor safety, enhance tree stability
maintain the form of the tree and as a pest and disease management

practice.

05. Chain saws, pruning saws, hedge shears and secateurs are mainly used

for pruning trees and shrubs.

06.  Tree dressing is applied after tree pruning practices.
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1.4 Removal of Physically Hazardous and Ecologically Unsuitable
Trees

1.4.1 Trees are allowed to be removed due to the following reasons.
a. Disturbance to new constructions.
b. To increase the safety of the outdoor environment.

c. Some invasive and exotic trees are removed due to bad ecological

impacts on vegetation.
Eg :- Turpentine, Casuarina, Ipil Ipil, Acasia ect.
A request is made to the State Timber Corporation through AGA of
Kuliyapitiya/ Pannala when a tree needs to be removed.

1.4.2 The state Timber Corporation takes action to remove the tree from the

University premises.

1.4.3 In the case of when a tree disturbs new constructions, after setting

out of the building plan the contractor should makes request to the

Curator through the works engineer/ project manager.

2.4.4 The Curator approves removing trees if there is no alternative.

2. Establishment of new landscape designs

2.1  Improvement of Undeveloped Areas

2.1.4 Undeveloped area can be landscaped by a request through a head of the
department

2.1.4 Curator should submit a landscape design and a BOQ for this purpose
and take the approval from the Vice chancellor.
2.2  Contribution to Township Project Activities.

The Landscape Division gives support to the Maintenance

Division in the Preparation of Landscaping BOQs of Township

Project.
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2.3 Enhancing bio diversity of the vegetation.

Organizing and Facilitation of tree planting Programs to Direct the

University Community towards a Greener Environment.

01. Tree planting programs are organized to increase tree density as

well as the bio diversity of the University premises.

02. Priority is given to endemic and indigenous tree species when

selecting trees for planting.
03. Planted tree saplings are maintained by the Division.

04. Tree planting campaigns can be facilitated by supplying materials

and labor after sending a requisition to the Curator.

03.Plant Nursery Management

3.1 Plant propagation for indoor use.

Available indoor plants are propagated and grow in pots to use for indoor use.
Plants which are purchased from outside nurseries will be kept and maintained

in the nursery.

3.2 Plant propagation for landscape projects.

Some plants which can be propagated in the nursery should be prepare by

the Gardner according to the requirement of the landscape project

3.3 Maintenance of containerized and root balled trees

Seedlings will be damaged if they will grow in small sizes. Therefore

seedlings are containerized and grow up to an acceptable height.

Root balled trees are suitable according to the requirement.

3.4 Selling plants.

Excess plants or propagated plants or some used decorative plants can be sold

after getting the approval of finance committee.
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04. Data collection and analysis of University Vegetation and Soil to

use as a vegetation management tool.

4.1 Existing tree species and their location have to be identified and marked in a
map.

A tree data base containing morphological and horticultural information
of trees is maintained and updated. Soil types, Soil profiles and soil pH
levels have to be tested.

4.2 A tree tagging system has been introduced to identify trees it contains botanical
names, Family, English name, Sinhala name, tree identification numbers and a

QR code which contains more information about the species.

05. Harvesting operations

Collecting and counting of the coconut harvest is done by the landscape division
with the coordination of General administration division, Kuliyapitiya and

Common support unit, Makandura premises.

06. Floral arrangements and decorations

Floral arrangements and decorations are carried out by landscape division in

special events such as convocation, Winc etc
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16. LIBRARY

Contact Details

Librarian
037-2283169
librarian@wyb.ac.lk

Introduction

The Wayamba University of Sri Lanka started in 1999 as the 13th state university of the
country. The Library of the University started in the same year as an independent
university library. The Library System at Wayamba University consists of two libraries,
one at Kuliyapitiya Premises serves the three faculties of Applied Sciences, Business
Studies & Finance and Technology and it also functions as the Main Library of the
university. The sister library at Makandura premises servers the other two faculties of
the university, viz, Agriculture & Plantation Management and Livestock, Fisheries &

Nutrition.

Both libraries also serve the Computer Units, English Language Teaching Units,
Physical Education Unit, Career Guidance Unit, Staff Development Centre and
Administrative Sections of the University. The Main Library at Kuliyapitiya serves the
Makandura Library too. The Library System facilitates the faculties for enhancing
knowledge, developing new discoveries and innovative research at the university. Itis
also considered as the centre of knowledge in the Western Province as library serves

the entire academic community of the area according to their needs and requests.

There are two divisions, two units, three sections and one Special Collection in the
Main Library as follows:
1. Reader Services Division
Acquisitions, Cataloguing and Classification Division
Computer Unit
Binding Unit
Reference Section
Lending Section

Periodical Section

N oo wop
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8. Special Collections

Resources of the Library

The Main Library has about 40,000 volumes related to the subject areas of the three
faculties at Kuliyapitiya premises such as Management, Finance, Accountancy,
Insurance, Banking, Mathematics, Applied Sciences, Electronics, Computer Science,
Statistics, Technology, Nanotechnology, etc. including subject and general periodicals
and e-journals. In addition, the Library has a vast collection of books for general
reading every field. Such books are available in both languages (English and Sinhala).
The Library possesses a vast collection of electronic medias too, such as CDs, DVDs,
VCDs, VDOs, and audio tapes etc.

The Library at Makandura has about 20,000 books and periodical including e-journas
as well as e-resources and general readings as at Kuliyapitiya library. The reference
and lending materials on the subject areas taught at Makandura such as Agriculture,
Biotechnology, Plantation Management, Fisheries, Avian Sciences, Food, Biosystem
Engineering, and Nutrition are available at Makandura Library. Further, both
libraries have special collections for researchers, which include government
publications, maps, drawings, photographs etc. The collection of periodicals in print
version is about 04 titles and all university scholars, researchers and undergraduates
are provided access to online database. Users can freely access this web based

information from within both premises the university.

The following e-journals are available for the users:
e Emerald http://www.emeraldinsight.com
e Oxford Journals http://www.oxfordjournals.org
Further, the users may request to download useful articles from the following sites:
e Taylor & Francis  (http://www.trandfonline.com/)
e Elsevier (http://www.sciencedirect.com/)
e SAGE Research (http://srmo.sagepub.com/)
e Willey Online (http://onlinelibry.wiley.com/)
e Cambridge University Press (http://journals.cambridge.org/)

e Oxford Journals (http://www.oxfordjournals.org/)
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Library Membership

The library membership is open to the following categories of the university

community:
Students Undergraduates and Postgraduates
Academic Staff Permanent and Temporary
Administrative Staff Permanent only
Non Academic Staff Permanent only
Services of the Library
» Automated Circulation Services
» Web Page Service includes new arrivals special notice etc.
» OPAC Service
» Reference Service including the use of computer facilities at the library
> Referral Service
» Photocopying Facility
» Inter Library Loan Facility
> Electronic Media Services
» Content and Paper Clipping Service
» Library Orientation and Learning Skills Development Programmes
» Outreach / Extension Services
» Bibliography and Indexing Services
Seating Capacity
Kuliyapitiya Library Makandura Library
Reference Section 100 75
Computer Unit 20 10
Staff Reading Room 10 06
Other Areas 15 --
145 2
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Opening Hours

Monday — Friday 8.00 am — 6.00 pm | During Academic Sessions

Monday — Friday 8.00 am — 8.00 pm | During Study Leave &
Examinations

Monday — Friday 8.00 am — 4.30 pm | Vacations

Except during study leave and examinations, the library will be kept closed on
Saturdays, Sundays and Public & University holidays. Use the Library Web Page and

the Library Notice Boards for special notices and refer to the Library Handbook to

learn the library facilities in detail and rules & regulations pertaining to the library

users.

Application Forms Relevant to the Division

Form Description of the form/application Page No.
No in
Annexure
WU-LB1 | Application of Library Facilities (Students) 216
WU-LB2 |Application of Library Facilities (Post Graduate Students) 217
WU-LB3 | Application for Library Facilities (Permanent Members of 218
Academic Staff)
WU-LB4 | Application of Library Facilities (Permanent Members of 219
Administrative Staff)
WU-LB5 | Application of Library Facilities (Permanent Members of 220
Academic Support Staff)
WU-LB6 | Application of Library Facilities (Permanent Members of 221
Non Academic Staff)
WU-LB7 | Application for Library Facilities (Temporary Members of 222
Academic Staff)
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17. DEPARTMENT OF PHYSICAL EDUCATION

Contact Details
Director in Physical Education

037-2283974

pedu@wyb.ac.lk

The Department of Physical Education is the key provider and the promoter of the best

possible sports and recreation environment for the University Community. We

consider that the high standards of health and fitness in both students and staff lead

to an active cooperation in working environment and a healthier, happier and safer

community.

It focuses on developing the sports skills of undergraduates through standard and

methodical physical education and training programmes and recreational activities.

Training in sports/games is undertaken by the Unit for undergraduates to take part in

inter-university, national and international level.

Application Forms Relevant to the Division

Education

Form No Description of the form/application Page No in
Annexure
WU-PE1 Application for Reservation of University Indoor Stadium 223
(For Out Sider)
WU-PE2 Application for Reservation of University Play Ground 224
(For Out Sider)
WU-PE3 Application for Reservation of University Ground/Indoor 225
Stadium/ Volleyball Court (Outdoor) / Basketball Court
(Outdoor) for University Staff and Students
WU-PE4 Form of Issuing of Items from the Department of Physical 226
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https://www.wyb.ac.lk/wp-content/uploads/2021/06/WU-PE1-Application-for-Reservation-of-University-Indoor-Stadium-For-Out-Sider_2.pdf
https://www.wyb.ac.lk/wp-content/uploads/2021/06/WU-PE1-Application-for-Reservation-of-University-Indoor-Stadium-For-Out-Sider_2.pdf
https://www.wyb.ac.lk/wp-content/uploads/2021/06/WU-PE2-Application-for-Reservation-of-University-Play-Ground-For-Out-Sider.pdf
https://www.wyb.ac.lk/wp-content/uploads/2021/06/WU-PE2-Application-for-Reservation-of-University-Play-Ground-For-Out-Sider.pdf
https://www.wyb.ac.lk/wp-content/uploads/2021/06/WU-PE3-Application-for-Reservation-of-University-GroundIndoor-StadiumVolleyball-Court-Outdoor.pdf
https://www.wyb.ac.lk/wp-content/uploads/2021/06/WU-PE3-Application-for-Reservation-of-University-GroundIndoor-StadiumVolleyball-Court-Outdoor.pdf
https://www.wyb.ac.lk/wp-content/uploads/2021/06/WU-PE3-Application-for-Reservation-of-University-GroundIndoor-StadiumVolleyball-Court-Outdoor.pdf
https://www.wyb.ac.lk/wp-content/uploads/2021/06/WU-PE4-Form-of-Issuing-of-Items-from-the-Department-of-Physical-Education.pdf
https://www.wyb.ac.lk/wp-content/uploads/2021/06/WU-PE4-Form-of-Issuing-of-Items-from-the-Department-of-Physical-Education.pdf

Annexure

Applications / Forms Relevant to
Divisions
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THE WAYAMBA UNIVERSITY OF SRI LANKA

AGREEMENT

This agreement -entered into on the dates given hereinafter mentioned between
..................................................................... of the one part and the Wayamba

In  consideration of his/her appointment to the ~ post of

............................................ in ...t agrees that he/she  will
atno time demand his/her discharge for nor without the permission of the University
Council, leave the service of the Wayamba University of Sri Lanka expect as from the
end of a term and after giving at least 03 moths notice of his/her desire to leave.

Second- In the event of the said ...........ccooiiiiiiiiieiiiieeic e e
Leaving the service of the Wayamba University of Sri Lanka without giving
notice or before the expiration of 3 months calendar month from the date
when he/she may have given notice the said.............ccceeveniniiiiiieninn.....
agrees and promises to pay the Wayamba University of Sri Lanka a sum of
money equal to the full amount which he/she may have received as salary
for the 3 months next preceding that in which the said.

May so leave.

Third- RSB .- o mmmimiornn oo sl N o S S O TR S S 6 55 S SRR
: agrees that any dues under this Agreement shall be a first charge upon the
amount lying to the credit of my individual account in the provident fund
as specified in Section 49 of the Universities (Amendment) Act No.07 of
1985, and do hereby give my consent to the Wayamba university of
Sri Lanka to deduct all liabilities from my Provident Fund in the event

of breach of contract by me.
In witness here of the said parties set their hands at the place on the dates hereafter
mentioned. .
Signed by the said
TWO ThouBANd. scui5iu s iunnenonsansmnsossassss
Shgretoms Rs5/-
In the presence of:- Stamp
Witness: - 1.
2%
Signed by ...t Vice-chancellor the
Wayamba University of Sri Lanka on behalf of the Wayamba University of Sri Lanka
at.cvsnaonithe .. ... .oceneensseds dayof .essdiomeisas Two Thousand ....................
In the presence of:-
Witness: - 1.
2.
Signature

ANNEXURE



WU-AE2

BDBeae ST adpcr |moteale geattne agm seed
BB B8R 00 hesesisiee e

BadoBeroc gloxs emoSaxs’ owl, :
g 20, 08 soego,

amoc® 07.

(1) 1978 g» 18 ¢S BIOBmc omex 83(2¢) borife wded m® K89

(ponmed ©9) (m'zm:péc ma®w)

Omesrl sefDes HAm ...

(386 B8mw)

B8 s
(cBpties m®)

O O9 98 ox8ed 1® wews! mINTEI/EINEBST ..cocieie e (e:3300 grpedsy ot i)

BB G ... i (Ba0Bgxoc qBOOm edfiged co®8n g o)

(O Ood BaioB¢moc qiomdn go@ic 84geds’ 20 cabo pyn §¢c Dot Bdmenst oy Ao RO

BO0® ;8 mn e /mEnmns Orcws e@3s! 00 58 68, O o8 OPAGHY 19. ... oo

0. OB T . R :

{(pponmxd »®)

5 B8z adon ném ol b n® B88 DeO gge B8 w¥dsilewst 30 gfan HB MBeatnedm

& 580 Buby o ® omimo o p
e

(end gl 8300 amowS co®x8menn
»® ¢ co@bnuiead OB 0088 ocwe)

o p28e? ow OSeommo ef8e? goioz wdm cf.

5me®rin/ma) glIBwo . BadBenoe gBOmbn qif¢ed co@r8men
(Bc 80 mio gro)

OO ccsimisssioniiai BV rrsmaseis e R A s AR

SIS T T T T R ———— DB oo R
IR BESOICE i sivypuciiiiansissgiosssiasssinkionsoscuis ooRedasass Bado8gmce gomdn ¢oR¢ed 0008

ANNEXURE



@ons ghRvied cxloo

?) |1 IBDINS

iv. i oen®sd g

iii. gBOEOdD oG e .

i DD [DOIB S [P By o8 guonmES 635

BamBown ACE, @on IO 8 888/mHB A58 08 st HuuiBnw) 8823 mom Gq DU,

2 O omoQed (s ;B Bund omy w0 B0 20d «08s awulo =dd.

* @SB
=0+
OEBTNIDO ovorioveereeeenesrecressisesiesememeescsiseree e

*muomfanad BeuBire Bemcom

ol3p0as! Om DO odpedl cwomod e

@03 owomd oCn®

Fonm HorAe

nH8:

e e By BalOBepIC §80¢y omSent w00 O HRenio

0350 BedabBussed guiom

ANNEXURE



I

b

Ia.

V.

poony 88y na) on @
»8 KD B8Eag Mlevivede wn 88
»® oy P wisend BYSH?

(g) »® nepwr wwjewd (GO (Bomncd (d0 w0 OB vy @ (5O
qe20) o »® B8O Budd8¢roc gEGWIdn @6Ael dmun O
Bommond 888 gfesv.

(@) BO8emic ¢Bvwndn 6ol q8 Bopd w8nusid o® m@lzﬁm 8%
DOGR0¢ Dz Enn ol oo o8 88800 B8a® gEesw.

O ooy o 885 @ BO1ncd sod mdm ¢ »@ REDw & @ moest BOime
8¢ne o 80 gopnled ndy R eCe LCoP GPe 9.

(9) ©9®98mun Bulw gLuEGIcEE Deg nHIBEE IO eonedRed 8 o0y
¢ 0®8mwise 0Bmwy end mIBnastens! B85 ewd Bue® »I®must cwd
Buemid gmd, & BuBo @8nwics Ramnne cHPnG 050 vl n¢

(g2) o@émoisd 0m mice pel ¢ @dmwied mBmuwr el NBnuricws’
tdemem ond BuBoems ¢ wiBdnw B8x mwo 8la »® [
¥ B&ewsI® OG- Dzforks. OB g0EGIOnE v 088 LBt im ¢4
.53 B8e® g el sgun ¢ ©88muy 885 gsn me yno.

5® 8mud Dwews! ACOBEICLR BEemd B30 4 MEdutnd; Sewinbasdnd
omdO0 58 ¢ 88y BuBu gdEGIORE 8 B0 g¥e yn yBcwe &
e Unded PO diin ¢REEBed A ned myindg 882 cnd & ndmuwied A¢ew
B50cus @E A0S Bed 0@ & Fud RO HO wysion 8B cnd BOBgmC
580 cz0Ber! 506D 6@nd06w) B85 BB 536¢tfOcD ¢Rmce Om grmoduisl
Bewd 589 ead ady G@e yno.

) »® 880d tonlnwn B8 qxost ooy @ 50
(1) 28 nedrin/eIdr OI1Fksr B8
(2} Ed08¢soc ¢B0eadn ¢08¢eld H®muny B8z
O giemd N8 (B wrw.

() o oo@Bnund gEus 8300 cmmB ¢SO 4 woPinwied guon

SO, L850 egecenny @LO8IE nihed O8 &1wd8R wen s mdye ur
qud, o0 OB eonBndDs eqeqrn EOTT wulm B goe.

ANNEXURE



V1

VIL

VIIL

o inon B8x »® 880d o6 BIE ¥ Beoedwbcd MREO ¢cd
»PB9 & 0®8mw 88 BdOBmIe 5B emBun Lwicd eFadOSe) Dn
03064 G2 80m, & 88w 88s nls ©d Bae Buc® »® &3 gt gl
O AL o» gl Om» D wemy GEd.

>PBLON ndm w@8vwned 86D 686 & n8nw B8 B¢ gloiey
em@ux 06D eEnd0wr Dn »S »HBB3S 0008 Baemenid B, ¢ a®8mwoss
B8¢ 53880 Oc-@ w» dcehn cmndsiesiw

B 8oy IR me D8mwrss B6ems Bl BO 8, BR8N ymod ¢d§¢Ead
o yBcovon cannHed 880 m8nwd wym. & wo®bow BuBe 80, -

(g) S »dB3® »d gers 8 8wy BuwiBd esd »8 ; o !
() & 0@l BuBue ¢OS0cdE ¢ »BRZ IHuPnd ©5;08cd »d wvde=!
2Bcx C0Hed BE8w® 6O »8mwnd quesis.

BdOEexe plugm emoBesl w01sd 6FudOdur 0800 nuidm odf nd ¢gmHBIO
Bty w0y C@Yemar B, B8y fem 88g m08mund emendy) Ged.

ANNEXURE



WU-AE3

pes.8ed (1)

@@m@m@é@&@g&@m@m%
eocSoss BE cbobe ne g

Mgmmmwo&,éammmm qoEBaits B8 non b

8 ot S8 B Bemen oded cobin ¢ih ol O gedcen mde 4aedndts D88 ona cowe mmed cas
o8cddn o0 seticn cOCBIG DOR ERO eged Bol) Sa) Bomeed ssiitz Scid owad &b 8o gad

s D0, ebed it B, e, sl auidon oo o8 sl exl stan® suivnnl sai 88 sof
e T ‘

00 CBEB scinafis 85t BCBE HNEDES 808 BBAEL! . ....ooor oo .
et o BoaSDHES sml ogb G 8u® Baguitnde oul 8D BOOGBOREE 7 ... .. i

980 obg ol OF won iEed moD GEKK).Ses 28 8 BEDT Bind B GEILEC O Reas Besm
cwmemasmasma;meco .......................................................................................... B

ﬁ'm ®. 8 mwmmmmmmmwa&wm

800 8w muds. mo@mwﬂm&s&)uﬁo@m& w&mmwmm@ﬂmv Sedd

eimess ol gumleds edieals exd

Do ?

B 8050 B0 o8 dgedal
oo o0 9cds SR

®O g OO edkonSalk
on & o Boo

8059 2 o) oswicd
SoRmd & Bged Sas

L7 2.) o Bases
@i o o oo
eioass ¢ oo B®

wmmmm«wmmwmmgwmwmwwm

ooxe oo,

ANNEXURE n



URICS (1) .

WAYAMBA UNIVERSITY OF SRI LANKA, KULIYAPITIYA.
TO BE COMPLETED BY THE APPLICANT |

The declaration made by a person appointed t0 The Post 0f vv.vvvevevecesneeeeserareesosssersos
at the Wayamba University of Sri Lanka. '

Those who are sclected for appointment should complete the spec pplication given below and to be handed over to the
Medical Officer on the day of Medical Examination.

The applicant is responsible for the information pmwdcd in the application form, If any false information provided, It would ,
esult to cance! the appointment. 4

Name in fuli :
Address ; e L et e e r e oe g n ks g a e hn eae senenna s
Date of Birth :

PIECEOPBtth: o svnsumiussmamwvivin s ] Whether married or SINEIE: ....oovcviiiieierniiieeeeeiire e,

Have you suffesed from ruplure piles, rheumatism, epdcptlc or any other fits, msamty or any other form of nervous

Have you ever undergoite any surgical operations 7 If so give particulars and dates .............ocvvovseeesrnons

Are you in good health?

Are you sober and temperate in your habits?

Have you been vaccinated against T.B (BCG) Diphtheria, Tetanus, Polio, Small Pox, Typhoid, ?

Have you suffered or suffering now from frequeﬁi;cough,;blood passing through phlegm or any other ailment of the Lungs 2.

Are you suffering form High blood pressurc or Diabetes? If so, Give detail

- Are there any members of your famn!y or your relatives, suﬁ"mng from tuberculosis, any disease of the

{ungs, I0520ILY OF £itS Z....ovverereeeemeeses e v
Or have they suffered e T,
Father's age, if living ™ Father's age of death Mother's age (fliving | Mother™s age of death
and state of heslth | and cause of death and state of heaith and cause of death
: - 5 A
No: of brothers living No: of brothers dend No: of sisters living and No: of sisters dead and
And their eges and the cause of death their ages . cause of death

T certify that 1 have.not provided any false informations here and the answers furnished by me in his form are true ard cosrect

R R N D
vecesseaaransssavsaanasa

Date Signature of the Applicant

ANNEXURE
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MEDICAL EXAMIN‘Ek’S REPORT.

1) Narne of the Candidate: *

2) Date or dates of Examination.” .
3) Have you satisfied yourself of his/her identity? 4) Stgnature or Thumb mark or Birth mark
g s . lidate ;- J
) Circumference of Chest . Abdominal measurement
He; Weight ull ation T exp ' Atlevel of Nuvel | At the Teve] of iliac crest
' Questions tr : Answars

(&) Remarks on stature (general confoanation),and P i

_ apparent general lwalth. *

(¢} ~1s the weight ib proportioo ?
(d) is there any peculiarity or deformity in -
Conformation 7

2. Circulation:- 5

{a) 1s the condition of the heart healthy and norral in
- every respect ?
* If not, note any abmormal conditivn.

(b) What is the rate and character of the pulsc ?

(c) 1s there any thickening of the arteries ?

(d) Blood pressure.

3. Respiration:- :
(a) Is the condition of the lungs bealthy and
normal in every respect ?

. Mantoux 2
(b) Special test for tuberculosis. X-Ray i ’

I certify that the X-ray (Film NO........cooiviiiiiniiiniinnnnnn. )
was done for the Candidate

Name of radiographer

Signature ;

Date Frank

4. Digestion :-
(a) State of tongue, teeth, gums, fauces and nasal
passages, .
(b)) State of liver, spleen and other abdominat organs.
{c) Whether subjects to haemorrhoids ? -

5. Any defects of :- @  Without glasses [ R
(a) Vision : L
(b) Hearing : 5
() Speech.:

N.B. Vision with cither eye must reach the fcltowing standard:- © 7 With glasses R
Vision not less than 6 /12 with each eye. [f vision is 6/6 with ove eye, . L
vision of 6/18 with other eye is accepied. Glass:s may be allowed hut if
these are stranger than 6 dioptres the candidate witl be rejected. ; )
Examination of the Ear — Entrants shoutd be rejected if - Colour Vision { R

(40} There is marked disfigurement of the external ear(2) There is L
Atresia or turnours of the auditory canal. (3) There is cvidence of
infection of the middle car and/or disease of the mastoid. (4) There is
perforation of the ear drums. s ®)
tlearing tests — separately for cach ear — Notrnal Jicaring being
the ability to bear ordinary conversational voice at a distance ot 20 feet.
If there is some loss of beanng the loss should not be greatar than 30 ) -
decibles in frequencics from 256 — 2048, (Thigds (0 be dore by a !
Specialist). =

T K To corespond with the name in 1.H.S.C (1) : D

ANNEXURE n



Questions . Answery

6. Examination of Urigne: - Reaction,
Specific gravity:
Are you satisfied that the urine examined was Albumen? .
Passed by the candidate ?............... Sugar:
Name of MLT® ‘ Deposit:
Sigoature
Date Frank

7. Nervous Functions:- :

(a) Any traces of paralysis, convulsion, insanity, 3 t
or inebriety observable /

(b) Are knec jerks and pupils abnormal ?

8. Extremities and Surface:- =S

(a) Has the candidate been successfully vaccinated ? -

(b) Are there any scars from operations, injuries or
disease?

(¢c) Are there varicose veins or any severe infection of
the skin ?

(d) Are hemia, bydrocele, varicocele present ?

‘(e) Any trace of any venereal disease ?
1 certify that the blood examined was taken from
the candidate.

Name of MLT ®

Signature

Date Frank

9. Are there indications of any other physical defect
or disease with special reference to Reg. 89 ?

The Vice Chascetlor, Wayamba university of Sri Laoka, -
L certify that 1 have (1) read the declaration oo forrn UL.H.S.C ) mnde and affirmed-ta by Mr./Mrs./ Miss...

. (2) carried out 2 full ion in dence with the i i pven inmonss
md”omeanlMedmIRggummm°mdhmopectofaulhcpohtsdmledmfonnUHSC(l)anddmmyupmmubsedoumc
result of my ination and on the medical history of the applicant.

I am of opmm that Mr/ Mrs/ Miss/
...18 fit/ not fit for service in any part of the lslund forﬂ:e ﬁnllowmg rcnsons -

v

Signature of Examiner :-...
DO v cavsaninsssassssas SEON i v ns s
The vice Chancellor, Wayamba University of Sri Lanka.
Forwarded. | consider the candidate is physically suitable/ itable. Re-vaccimation angd i lation against typhoid fever are
advisable. )
D8 issmcssmmnamaninsasss meeaNe N e
University Medical Officer
*Reg: B8

The following is the standar of physical fimess cquired :
(@} The candidsie must be well developed and frée from organic discases.
Cextain conditians such as varicose veins, vericocele, flac fool, previous aunacks of appendicitis, or incomplete fwomnia, may render bim unfit for the
L performance of certain duties. In such cases tie Mwmlomwﬁallem‘duud:mmaﬁ‘uymnhmnm!hettuus which the candidaie may be”
alkdgpmnoperfom

wmmWnMnmwmhmdemMmmﬁmhwm cxameoe him
after the 3on and after all has boen k ‘!nmnkh(hlsdwunnmMedtedOﬂiarmnbe.klmmdﬂniﬁmmwledoublm
nmuﬁumd&ewﬂimfwdwmwhidommhmmmthzdechxmsmzldhevmnammh:m

(3) The principal points o be adhered (o are -
That the candidate is sufficiently intelligent. )
That his hearing ls good. Hearing must be norma! with o intema) or cxtemal ear disease.
His vision with either eye resches the required standard. In case of doubt, the secvices of an oxpen shoutd be called in to report on the case.

*Reg; B9
Candidates may be rejected on the following grounds -

Indications of wberculous disease, syphilis, chronic ‘bronchitis o pharyngeal disease, palprtations or other  di of the heart, generally impaired
mmuv&mmammm& pronovsced stammering, Ioss or decw)' of tecth o such an extont ws inaicrially 1o intorfere
with efficient 7 or deformity of chest or joints, dmomulmmnot‘spm:. defective intelligence, hemis, hacirorrhoids, severe

i veins or duux, high- dlood pr e, ia or Rly 1, chrnic vlcars or any discase or physical defect
ui:ul-odmmndahimunﬂtforduna

@ Medical Laboralory Technologist
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SIXTH AMENDMENT TO THE CONSTITUTION OF THE
DEMOCRATIC SOCIALIST REPUBLIC OF SRI LANKA

Affirmation/Oath

I o Somais e e R T S s T A R e et g e T S AR S ST AT AT Ao ensstnanny 100
solemanly declare and affirm that | will uphold and defend the constitution swear of the
Demaocratic Socialist Republic of Sri Lanka and that | will not, directly or indirectly , in or outside
Sri Lanka, support, espouse, promote, finance, encourage or advocate the establishment of a

separate state within, the territory of Sri Lanka.

Signature

BOEO R0 TN B i st o sy S R e S T R e e B I S R S S B S e aav s o S ase o

On this T RS T Ay OF sanmwsnmmnmnmsmransiriaaad

Sighatiire  cosuasansmssncasanmeaiecn

Nafe dnd' DESIERation  souiinsnsa i immsonmimisne s ias s immsing s e i i s >
5"
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NOMINATION FOR UNIVERSITIES PENSION FUND

Secretary
University Grants Commission

1) Member Details

1. Full Name of the Member & ... ..o

2. Permanent Address:. .. .ottt e

3.. University ProvidentFund NUmMDBEE: 1 wu.csmmmmm s wmwin s s s s s s i

Ay DESIONALIONT sommise s semmmsmme: wmts Srarmmns Wat (Hmeras: S0 S0s SR mee: (e

Nomination under Section 93(2A) of the Universities Act No. 16 of 1978

Full Name and Address

NIC Number

Share

Relationship %

Form No.UGC/Pension/Nomination

Signature of Member

Pension Fund
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I hereby nominate the person/persons ..........cccecevverrnnieneveerenens in number named in above table as

the person/persons entitled, to receive on my death, the amount payable to me from my Pension Fund.

In witness whereof I sign this presence at .............ocoiiiiiiiiiiiiie e on this
...... dayof .....................20...... T also have read and understood the annexed note regarding the

rules governing the nominations.

Signature of 1% Witness Signature of 2" Witness
Head of the Dept. /Branch A member of the Universities Pension Fund

(official seal should be affixed)

NAME s WAINE  sorumssmms s s
NILC.NO .o, N.IC.NO s
Designation ...............ccoe vt it e Designation ................oooo i
UPF NO. . UPF NO. .o

2) Certification by the Head of the Institution

Lhereby:cedified that NMird/VIEs IMISSIR eV mmsmsmvsverissssens o i s amyisd s aonanes
Provident Fund Account bearing NO: .......ccoooeeiiiniiiieniieeens is an employee of this institution and
that the above nomination/nominations/was/were made by the said employee and that the details

given in table above are true and correct.

Registrar
ILIE: 1] [ OSSO S BE: 11 (RO PR
NILCNO. e N.LCNO. ottt

Official Seal has to be affixed.

Form No.UGC/Pension/Nomination )
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UNIVERSITIES PENSION FUND

TO BE RETAINED WITH THE CONTRIBUTOR

GUIDELINES AND THE RULES GOVERNING NOMINATIONS

1. A contributor who wish to make a nominations shall,
a) If he is a married person, nominate jointly or severally his spouse and children;

b) If he is a bachelor, nominate any person.

2. A contributor who does not wish to make any nomination shall declare his intention by

specifying in the list of nominees that he has no nominees.

3. A nomination shall not be valid or have any effect in Law unless the same has been made
and handed over to the Secretary of the Commission or to the Head of the relevant Higher
Educational Institutions, as the case may be, before the death of the contributor making the

nominations.

4. Every nomination form shall be signed by the contributor in the presence of the Head of the
Department or of the branch of the Commission or Higher Educational Institution in which
the contributor is employed and in the presence of another contributor who shall witness

the signature of such contributor.

5. Where a person is unable to sign, he shall in lieu of his signature, place his left thumb
impression in the presence of the Head of the Department or of the Branch of the
Commission or Higher Educational Institution in which the contributor is employed and
another contributor who shall certify the nomination form to the effect that such thumb

impression is the thumb impression of the person who made such nomination.

6. A nominee of any contributor shall not be eligible to witness or certify the signature or the

thumb impression of a contributor.

7. Where more than one person is nominated, the contributor making the nomination may
specify in the nomination form the proportion in which, the benefits payable shall be shared
by the respective nominees.

8. Where more than one person is nominated and no direction in regard to the shares payable

to the nominees has been given by the contributor in any nomination made by him, the

benefits payable shall be paid to the persons so nominated in equal shares.

Form No.UGC/Pension/Nomination 3 Pension Fund
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9. (1) A nomination shall be deemed to revoked,

a) Upon the death of the nominee;

b) Where there is more than one nominee in the event of the death of anyone of
those nominees during the life time of the contributor who made such
nomination; or

¢) In case of any nomination made by a contributor prior to his marriage, upon
the marriage of such contributor.

(2) Where any nomination made by a contributor is deemed to be revoked such

contributor may make a fresh nomination

10. (1) A nominee of a contributor to the Fund shall be entitled to receive payments from the
Fund, only;
a) If he has been nominated by the contributor within the period of contribution
of such contributor to the Fund; and
b) Upon the death of the contributor.

(2.) In the event of the nominee being a minor, at the time of the death of a contributor,

the payment due from the Fund shall;

a) Where there is no testamentary case relating to the estate of the diseased
contributor, be deposited in a government approved bank, to the credit of

such nominee subject to the provisions of the act
or,

b) Where there is a testamentary case pending in respect of the estate of the

deceased contributor be disposed in the manner ordered by the court.

11.  If there is no valid nomination in force or if the nominee or nominees, as the case may be,
are dead at the time of the death of the contributor, payment shall be made to the legal

heirs of the deceased contributor.

12. The nomination for the Pension Fund shall applicable only when releasing the balance of
the fund to legal heirs in the event of death of an employee without completing 20 years

of service or in the event of death of a bachelor/ spinster.

Form No.UGC/Pension/Nomination 4
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8.

9.

10.

11.

12.

13.

14.

15.

8§ Go2 Du® BIDBeE s
The Wayamba University of Sri Lanka

m8e VRO wvigndus Bnsl BB sewr gdas ¢exfn |
loyees Identity Cards

, Bio-Data for Preparation of Emp

. 8cao ©®» »®/ Name with Initials :

. 8CRGOE :mEsTedn 5® :

Names Donated by Initials

. R0 s®» egde/ Designation & Grade :

. @08 DHOY;

(i) ge@c ewd glswsn.aw/ Division or Department:
(ii) Bdes/ Faculty :

. ces¥ Emnw/ Date of Birth :
. géolm E8»w/ Private Address :

. o2& Des®/ Police Division :

9O BEB emdL@e/ Grama Niladhari Division :
&HBm vigm@es’ gomw/ National Identity Card No :
e O¢ DSww/ Blood Group :
¢/ Height :
Bes omefOc D8 enw/ Colour of Hair :
&ed O D8 enw/ Colour of Eyes :
©=e®8 D&eses/ Complexion :

©gB 20IHODE e ®8w g g !
In Case of Emergency whom to be Contacted:

D08 @uBsY ©60sT WSO @B emSRC LS ¥ BOGE A wwdm =58./ | declare that information
given above are true and correct.

EDBIDBLE'S sosiiisisvcnmmimmasnnsier. s e

ex'ez/Signature

oy em-1

Form No - 1

VD 8¢t 00nw 8T eO8 gmiBuynewrd gom 1,2, ¥ 3 vded wewr g1 emonc BOG8w.
Information given by the above Employee under 1, 2 and 3 are correct.

EHV DAL = suiicussinsiviaiviass

B 300290 O D2032998/ 3002990 @D 2052928
(¢ ¢dvam) gunm
Senior Assistant Registrar/ Assistant Registrar
(Non-academic/ Academic) Establishments
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Form No — SID/3
qomad!c:@ Got - DS/ 3

The Wayamba University of Sri Lanka
Kuliyapitiya

LFor; Change of Designations/ Missed/ Broken/ Corrupted [dentity Cards,

Name with Initials ¢ VIR MBS, JIVIISE totvss it it s s s s A € i e s oS S B s
Fac: [Dept/DIGSIonfINIl: 1 sovuimum s v s e Svin svs s sy Sres S s v
Previous Designation E sonspeneell e R e R A e e B e T S A A ST RSP R R W ks ST s b

New Designation

EMP No

National Identity Card No T aimimmine o oo i e e B SRS L B A S R SR

v Please use Black Ink
¥ Do not touch the Sides of Box

Specimen Signature

Semor Assistant Registrar/ Assistant Registrar
(Non-academic/ Academic) Establishments,

I hereby mention that the Official Identity Card of the aforesaid employee who is working in my
Faculty/ Department/ Division/ Unit is damaged for;

being,

¢« Changing the designation
« Misplaced

¢ Broken into parts

* Not clear

and I recommended to revise and issue/ reissue

Hedd, s (Fac./Dept./DIV.JURLE imssswummimmmisvamirmsmisms ST sy )
(Official Stamp)

Granted approval to issue of a new official [dentity Card for the above-mentioned employee.

ID Card Received.

Senior Assistant Registrar/ Assistant Registrar
(Non-academic/ Academic} Establishments,

Serial No. of the ID card issued,

Signature of Employee

Subject Clerk

ANNEXURE
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, Wayamba [niversity of Sri Lanka

Kuliyapitiya

APPLICATION FOR STUDY LEAVE

Lecturer (Probationary) / Senior Lecturer

1.0 Personal Information

1.1 | Name :
1.2 | Designation :
1.3 | Department :
1.4 | Faculty :
1.5 Date of first Day Month Year 1.7 No. of
appointment years of
service
1.6 Date of Birth Day Month Year 1.8 Age
(Years)
2.0 Record of previous leave taken during the current academic year.
: ; ) Type of Leave
Duration with dates (Conference/Training/Study/Sabbatical/Vacation) iy
(a)
(b)
(c)
(d)
(e)
®
(g)
(Particulars to be checked and certified by the Senior Assistant Registrar/Assistant Registrar
Academic Establishments)

ANNEXURE



3.0 Information on the Award/Fellowship/Scholarship/Training Programme

Title of the Award
- 3.1 | (Fellowship/Scholarship/Training
Programme etc.)
3.2 | Donor Agency
Through | From | Donor Self
Source of funding GOSL
3.3 ERD Project | Direct | Financed
(Please tick only one box)
If Source of funds is from a
3.4 | project please indicate the name
of the project
3.5 | Country and place of training
3.6 | Field of study
3.7 | Procedure adopted for selection
3.8 | Date of commencement of leave
3.9 | Date of completion of leave

4.0 Arrangements made to cover applicants work during the period of leave, in respect of.

Description

Name of the person nominated

Signature

(a) Teaching

(b) Administrative Work

(c) Other

5.0 A brief description of how applicant intends to make use of the experience he/she gains to further
his/her academic development and also benefit the University.

J
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6.0 Applicants Declaration.

I undersigned certify that details provided in this form are accurate.

6.1  Date Month Year 6.2 Signature of the applicant
7.0 Recommendation of the Head of the Department
(i) Whether adequate staff available for Yes ooooiniinn
Programmes during the period of applicant’s leave | (1 (ST
(ii) Whether satisfactory agreements can be made to YeS oiveinannnns
Cover applicant’s teaching programme and other Noussermsms
(iii) Whether applicant has completed all requirements b L S——
Regarding examinations and other work 1. [ [ SR——
Leave is recommended Not recommended
[f not recommended please give reasons

7.1 Date Month Year 7.2 Signature of the Head of the Department

8.0 Recommendation of the Dean of the Faculty

(Please tick a box)

Leave is recommended Not recommended

|
If not recommended please give reasons

8.1 Date Month Year 8.2  Signature of the Dean

ANNEXURE



9.0

Verification by the Academic Establishment Branch

personal file

[ i

Information provided above is | Name of the Subject Clerk:
verified comrect according to

Observation of SAR/AR (Academic

Establishment)

|. Surety Bond signed by the applicant
Yes No

2. Bond Value

Names and Addresses of Guarantors

9.1  Date Month Year

9.2 Signature of the SAR/AR (AE)

10.0 Recommendation of the Vice-Chancellor

(Please tick a box)

Leave is recommended

Not recommended

If not recommended please give reasons

10.1 Date Month Year

10.2 Signature of the Vice-Chancellor

ANNEXURE



WU-AE12

APPLICATION FOR SABBATICAL LEAVE

ACADEMIC / ADMINISTRATIVE STAFF

1.0 Personal Information
1.1 {Name :
1.2 | Designation :
1.3 | Department :
1.4 | Faculty:
No. of
) Date of first Day Month Year years of
! b appointment =7 SETVice
| Day Month Year Eige
1.6 | Date of Birth 1.8 (Years)
2.0 Have you taken Sabbatical Leave previously? Yes[ | No []
(If answer is Yes Please provide details)
Year From To T Lt
Full pay No pay leave
01

ANNEXURE



3.0Period of leave requested with dates (please indicate whether you are splitting Sabbatical
Leave) y

Total period

F T
e . Full pay No pay leave

You may split the leave and avail yourself of such leave only in two installments and
minimum allowed period of three months duration after three years and six months of
serve. However, passage will be paid only once.

4.0 Details of Leave (whether spent outside the country or locally)

Locally [:I Qutside the Conatry D

4.1 Contact address of the applicant during the period of leave:
Piease note; any change in address should be nofified to Senior Assistant Registrar/ Assistant
Registrar (Academic Establishments)

5.0 Work programme the applicant intends carrying out during the period of leave and details of
institutional affiliation:
(Letter of invitation /award should be annexed, where relevant)

(Your contract with the University does not permit you to accept permanent position, while on
leave, You may accept only a contract appointment for the period of your leave.)

02
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6.0 Please declare whether you are receiving passage under the grant/award or from any other
source.

Yes l:l No |:]

If YES please give details:

7.0 Arrangements to cover the work during the period of leave:

7.1 Whether applicant has completed all teaching assignments and examination works

Yes ,:] No :]

Responsibility Person under to cover the responsibility | Signature of the Head
Name Signature of Department

7.2 Lectures /Tutorials/
Examinations

7.3 University Research
Grants

7.4 Other Research Grants

7.5 Undergraduate/
postgraduate projects

7.6 Have returned all
Library Books

8.0 Applicants Declaration
1, the undersigned certify that the details provided in this form are accurate.

8.1 Date Month Year 8.2 Signaturc of the applicant

ANNEXURE



9.0 Recommendation of the Head of the Department
(Please tick a box)
Leave is recommended ) l Not recommended L

If not recommended please give reasons

| (Piease indicate whether adequate staff is available once the applicant goes on Sabbatical Leave only
| 173 of the total available staff will be allowed to go on Sabbatical Leave. They does not apply the case
| where the eligible staff of any Department of study is less than 3 in number.,) |

........................................

9.) Date Month Year 9.2 Signature of the Head of the
Department.
10.0 | Recommendation of the Dean of the Faculty
(Please tick a box)
‘ | Leave is recommended ‘ | Not recommended

If not recommended please give reasons

LI TT LT T T e

10.1 Date Month Year 10.2  Signature of the Dean

ANNEXURE



11:0 Verification by the Academic Establishment Branch

Information provided above is | Name of the Subject Clerk:
verified correct according to | Signature:
personal file Date:

Observation of SAR/AR (Academic Establishments)

11.1  Date Month Year 11.2 Signature of the SAR/AR (AE)

12.0 Recommendation of the Vice-Chancellor
(Please tick a box)

Leave is recommended | 1 Not recommended

If not recommended please give reasons

12.1  Date Month Year 2.2 Signature of the Vice-Chancellor

Notes:

All members of staff proceeding on Sabbatical Leave are expected to submit a certificate from the Librarian and
Head of their Department that all library books and other items in their charge have been returned to the
University before they are given permission to leave.

05
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Other part.

Annex |

FORM OF AGREEMENT TO BE SIGNED BY TEACHERS/
OFFICERS/ OTHER EMPLOYEES PROCEEDING

'ON FULL - PAY STUDY LEAVE

(This form should not be amended without the approval of the University Grants Commission)

AGREEMENT

THIS Agreement is made AND ENTERED INTO AT .
On this day of Two Thousand and Fifteen BY
and Between the University of of

(hereinafter sometimes referred to as the University)

of the One part and (1)

of :
(hereinafter referred to ‘as the said Teacher/Trainee) of the

WHEAREAS the (2) .
(hereinafter sometimes referred to as the Awarding Agency) has
awarded a Scholarship tenable for a period of (3)
(hereinafter referred to as the prescribed period) to the said
Teacher/Trainee to enable him/her to undergo a course of study or training to
obtain a PH.D/Master's Degree or to obtain any other postgraduate
qualifications.

AND WHEREAS the University has agreed to grant the said Teacher/Trainee

(3) fullpay study leave on the
terms and conditions hereinafter set out to enable him/her to undertake the
said course of study or training.

AND WHEAREAS the said Teacher has agreed to accept the said Scholarship
upon the said terms and conditions and to proceed to {4)
- for the purpose aforesaid.

(1) Full name of
Teacher/Officer/Other
Employee

(2) Name of the
Awarding Agency
(3) Period of Leave

(4) Cduntry where thé
study/training is to be
undertaken.
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NOW this Agreement witnesseth and it Is hereby agreed BETWEEN THE PARTIES as follows : -

01) That the University agrees to grant the said Teacher/Trainee the said
leave on full pay commencing on _
for the purpose of enabling the said Teacher/Trairiee to pursue the
said course of study or training at (4)

02) That the said Teacher/Trainee shall proceed to (4)

) as and when directed to so by the University and
shall there diligently pursue during the prescribed period, the course
of study and or training arranged for him/her by the Awarding Agency
and/or the University. . :

03) That the said Teacher/Trainee shall on arrival in (4) .
report himself/herself to the person/persons
nominated by/or to the Administrative Head of the Awarding Agency
and shall carry out all instructions which he/she may receive from time
to time from such person or persons as directed by the said Awarding
agency and/or the University in regard to his/her work.

04) That the said Teacher/Trainee shall, during his/her stay in (4) -__

: attend to whatever work the
course of his/her said study or training may Involve and duly comply
without deviation with whatever instructions he/she may receive in
regard to his/her work, residence and otherwise from the Awarding
Agency.

05) That the said Teacher/Trainee shall not, either pursue any course of
study or training for the purpose of obtaining or obtain any
qualifications and/or training other than those prescribed herein
during the prescribed period without the previous written approval of
the Vice Chancellor of the University.

06) That if at any time during the course of his/her study or training the
said Teacher/Trainee shall have worked on or discovered any new
process, technique or formula arising directly out of the facilities
provided for him/her, he/she Shall forthwith disclose such process,
technique or formula complete with all details and send it under

registered cover to the (5) (5) Designation of Head
and shall at all times keep and maintain complete secrecy on  of the Institution (Vice
the subject until the same is released by the Vice Chancellor. Chancellor|

ANNEXURE



07) That the said Teacher/Trainee shall not demand, receive or
appropriate any fees or payments from the Authorities in charge of
his/her study and training for any work done or service rendered by
him/her during the period of the said course of study or training.
Should any such fees or payments as aforesaid be made to him/her at
any time, hefshe shall dispose of same as directed by the

08) That the said Teacher/Trainee shall during his/her stayin (4) ___

send to the (5)

periodical reports of his/her study and
training certified by the said Administrative Head of the Awarding
Agency. ,'

09) That the (5) shall be at liberty to
rescind this Agreement and recall t_he'sald Teacher/Trainee at any time
if- ‘

(A) THE SERVICE OF THE SAID TEACHER/TRAINEE IS REQURED
BY THE UNIVERSITY,

(b) The work and/or conduct of the said Teacher/TmInée is
unsatisfactory;

(c) Mliness or_ill-health of the said Teacher/Trainee makes

him/her unfit or unsuitable to continue with the said
course of study or training;

(d) the said Teacher/Trainee fails to comply with the terms
and conditions herein set forth;

(e) thesaid Teacher/Trainee fails to send the (5)
o _the periodical reports of his/her
studies; )

(f) the said Teacher/Trainee-criticize or makes offensive or

derogatory statements regarding the Government of (4)

' or of its people or

customs. In the event of the Awarding Agency forfeiting

“the return portion of his/her travel grant for any valid

reason the said Teacher/Trainee shall himself/herself
meet the cost of his/her return passage to Sri Lanka.
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10) That the said Teacher/Trainee shall, after completion of the said
course of study or training in (4)

forthwith return to Sri Lanka unless otherwise

~directed by the (5) and

resume his/her duties under the University in a capacity decided by

the University which decision shall be final and binding on the said

Teacher/Trainee and shall serve the University if so required for a

team of not less than a (6) (6) Period of

from the date of resumption of duties by him/her as Obligatory Service

aforesaid.

11) That the said Teacher/Trainee shall, within three months of resuming
duties, submit a comprehensive report to the (5)

L incorporating  what  ever
knowledge of matters of general or specific interest to the University
which he/she has gained in the course of his/her said study or training
in (4) for the information of
the University. :

12) Any application made by the said Teacher/Trainee to the (5) ___
: for termination or extension
of his/her period the said course of study or training on the ground of

illness while in (4) shall be supported by -

a certificate from a Medical Officer approved by the (7) (7) Representative
of the Sri Lanka in
Country of study.

13) In the event of extension of the period of study leave or training being
granted to the Teacher/Trainee for any reason whtasoever the said ‘
Teacher/Trainee shall continue his/her study or training during the -
extended terms on the same terms as herein contained and the
provisions of this agreement shall apply in all respects as though the
extended period were originally included as part of the period of study
leave or training. It is agreed that the Teacher/Trainee shall, in the
event of any such extension as aforesaid being granted, serve the
University after resumption of duties for such further period of
compulsory service he/she may be called upon to serve in addition to
the period of (6) years
already provided for herein.

14) (a) That if the Teacher/Trainee resigns his/her Scholarship or
abandons His study and or training before the expiration of its tenure
forreasons which in the option of the 5) :

are not satisfactory he/she will be

ANNEXURE



deemed to have forfeited his/her right to all benefits under this
Agreement and shall becore liable to reimburse the University the full
amount of connection with the said Scholarship up to the date of
resignation and shall make his/her own arrangements and meet the
expenses of his/her return passage to Sri Lanka. .

(b) That if the said study or training facilities granted to the said

Teacher/Trainee be cancelled by the Awarding Agency on account of
hisfher work and/or conduct being unsatisfactory, or if the said
Teacher/Trainee shall be recalled under Clause 9(a), (c), (d) or (e)
hereof or if the said Teacher/Trainee shall fail to return to Sri Lanka
when directed to do so or sooner determination of his/her said course
of study or training or if, after resumption of his/her duties under the
University, he/she shall fail to serve the University for a period of at
least (6)

years from the date of resumption by him/her of his/her
appointment under the Universipy before the expiry of the said period
of (6) ; years or if he/she shall be dismissed
or removed from office before the expiry of the said period (6)

years, he opts to retire
before reaching the age of sixty or sixty five years as the case may be
or if he/she fails to comply with any of the other terms of this
Agreement, then the said Teacher/TRAINEE shall refund and repay to
the University the full amount of expenses incurred by the University

and the Awarding Agency on account of this Scholarship.

Provided, however, if the said Teacher/Trainee so resigns after having served

at least one half. (1/2) of the period of obligatory service the said’

Teacher/Trainee shall pay on demand an amount out of the said sum
computed by the University on a prorata basis. In the event of the said
Teacher/Trainee fails to pay immediately on demand the amount payable
under this Agreement then the said Teacher/Trainee shall, in addition to the
sald amount, pay to the University the interest on such amount calculated on
the prevalent bank rates.

15)

(a) in the event of the said Teacher/Trainee is becorning liable to pay
to the University any sum of money as stipulated in clause (14) (b)
hereof the said Teacher/Truin ee hereby expresses his/her agreement
in terms of Section 94 (c) of the Universities Act No. 16 of 1978 as
amended by SECTION 49 of the Universities (Amendment) Act, No.
7 of 1985, to the University deducting and setting off frorm the
balance lying to the credit of the said Teacher/Traineein his/her
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Provident Fund the sum of money due to the University from the said
Teacher/Trainee or a part thereof if such balance is insufficient cover
the entirety, in terms of this Agreement prejudice to the rights of the
University in keeping with the annexure.

16) Nothing herein contained shall be deemed to imply or be construed to
mean that the University shall employ or be bound to employ the said
Teacher/Trainee for the said obligatory period of (6)

years on his/her return to Sri

Lanka after the completion or sooner determination of his/her course

of study and or training.

17) it is agreed that a document purporting to'be a statement of accounts
and purporting to be certified by or on behalf of the (5)

shall be prima facie evidence of any

of the matters referred to the Clauses 9, 10, 13 and 14 without further

or other proof of.its execution, contents or signature thereon.

18) The Vice Chancellor shall mean the officer holding the post of or acting
in the office of the (5)
who for the time being is performing the functions

now exercised by the (5)

19) “Expenses" shall include the amount of salary and allowances pafd to
the Teacher/Trainee during the period of course of study or training,

the cost of passages, any special allowances paid to the -

Teacher/Trainee while undergoing the course of study and or training,
medical expenses and any amounts paid as fees, advances and
allowances to the teacher or trainee on the teacher's/trainee's behalf
for the said course of study and or training.
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IN WITNESS W HEREO F THE sai d ‘parties have signed these presents at of
this day of Two Thousand and Fifteen. Signed by the

acting herein for and on behalf of the University inthe presence of the following witnesses.

L T N PP

Signature

1. Signature
Name
Address

2. Signature
Name
Address

Signed by the said Teacher/Trainee in the presence of the following witnesses:

Sighature of Trainee/ TEACHER

1. Signature
Name ?
- Address

2. Signature :
Name
Address

CERTIFICATE
| certify thatthis Agreement was signed by the parties and the witnesses before me.

Attorney-at-Law
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—— FORM OF AGREEMENT TO BE SIGNED BY TEACHERS/
OFFICERS/ OTHER EMPLOYEES PROCEEDING
ONNO-PAY

(This form should not be amended without the approval of the University Grants Commission)

THIS Agreement is made AND ENTERED INTO AT, ON this day
of __ Two Thousand and Nine BY AND Between

(hereinafter referred to as officer) of the one part

o

and 2)

3) ) and shall include his successors for the time
being holding the office of (3) ) acting for an on behalf

of the University (hereinafter referred to ds the University) of the other part.

WHEREAS the said officer has applied for (4) months leave on no-pay

in the first instance to proceed (5)

enable him/her to pursue a course of study or training in (6)

AND WHEREAS the University has agreed to granf the said Teacher/Trainee
4) months, leave on no-pay for the purpose aforesaid commencing on

the day of Two Thousand and Nine

Now this Agreement witnesseth and it is hereby agreed as follows:-

01) The University agrees 10 grant the said Teacher/Trainee (4) ' months,
Two

leave on mo-pay commencing on the day of

Thousand and Nine for the purpose of enabling the said Teacher/Trainee to proceed

to (5)

@

02) the said officer agrees__

(i) that he/she will diligently and without deviation pursue the course of study or

training for which purpose the said leave on no-pdy has been granfed.

(i) that he/she will notchange his/her course of study or training during the said

leave om no-pay mor cuttail the course of study or training nor use an

unexpired of such leave on 10-pay for any other purposes without the prior

sanction of the said (3)

Annex

(hereinafter referred to as

to

and there pursue a course of study or training

(01) Full name
Teacher/Officer/
Other Employee
(02) Full name

]

i

of

of

Head of Institution

& Designation
(03) Designation

of

Head of Institution

(04)  (Period
leave on no-pay)

of

(05) Country where

the study
training is to
undertaken.
(06)Course
Study or training

or
be

of
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(iii) that he/she will on completion of the period of leave on no-pay as aforesaid .
or on completion of the said course of study or training , whichever is
earlier, forthwith return to Sri Lanka and resume his/her duties under
University in a suitable capacity, on the suitability of which the decision of : ‘
the University shall be final and binding on the said officer and that he/she ~ ©7) Period of
obligatory service

will serve the University for a term of not less than (7) calculated

months from the date of resumption by him/her of his/her duties as :;:?::n (;glsuuz}

aforesaid. chapter xii)
(iv) - that, if he or she should fail to obtain the required qualifications or if
he/she should fail to return to Sri Lanka on the expiration of the leave on
no-pay granted to him/her, or having returned to Sri Lanka he/she should
fail to resume duties under University as aforesaid or if after resumption of
duties under University he/she should fail to serve the University for a

period of at least (7) months from the

date of resumption by him/her of his/her duties as aforesaid or, if after
resuming the duties aforesaid, he /she should resign his/her appointment
under University before the expiry of the said period(7) months,
or if he/she should be dismissed or removed from office before the expiry
of the said period of (7) months on the ground of inefficiency
or any other cause other than retrenchment or if he should fail to comply
with any of the other terms of the agreement, then he/she the said officer ©8)

Monetary

will pay to the University the sum of Rupees (8) ' lawful ~ penalty calculated
4 ; interms of

money of Sri Lanka.

3) It is further agreed between the parties that the University may in its
absolute discretion upon application made by the said Teacher/Trainee
from time to time extend the period of leave on no-pay. Provided, that -
where the period of leave on no-pay is so extended the minimum periAod by
compulsory service after resumption of duties and the amount payable by
the said Teacher/Trainee in the event of default in terms hereof shall be
proportionately increased to such further period and to such enlarged

amount as the University may determine.
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(04) 1t is agreed that where the period of leave on no-pay is so0 extended and the
minimum period of compulsory service and the amount payab le by the said
Teacher/Trainee in default is so increased this agreement shall he read and
construed as thongh the aggregate period of leave on no-pay and the
aggregate period of compulsory service and the aggregate amounts payable
by the said Teacher/Trainee were inserted in the appropriate clauses of this

agreement in place of the periods and amounts now appearing therein

(05) That nothing herein contained shall be deemed to bind the University to
employ the said Teacher/Trainee for the said period of
@ : months on his/her return to Sri Lanka after the

completion or sooner determination of his/her leave on no-pay.

(06) It is agreed that a Certificate by or on behalf of (3)

shall be prima facie evidence of any of the matters referred to in clauses
2,3 and 4 above without further or other proof of the contents or the

signature thereon.

07) Vice Chancellor shall mean the officer holding the post of or acting in the
office of (3) for the time being

is performing the functions now exercised by (3)

Note:

(1) Where a Teacher's/Trainee's period of leave on no-pay is extended
beyond the original period stipulated in the Agreement, the period of
obligatory service and the monetary penalty should be proportionately

increased.

(2) The Teacher/Trainee should be notified of the increased period of
obligatory service and of the increased monetary penalty at the time,
the extension of leave is granted, and his/her consent thereto obtained

in writing and filed of record along with the agreement.

In witness whereof the said parties have signed these presents at this

day of Two Thousand Nine

Signed by the said (2) for and on behalf of the University in the -

presence of the following witnesses.
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Witnesses: 1. Signature:
Name:

L]

Signature

D}esignation .

Address:

2. Signature:

Name:

Address:

Signed by the said (1)

Witnesses: 1. Signature:

Name:

in the presence of

Signature

‘Address:

2. Signature:

Name:

Address:

CERTIFICATE

I certify that this Agreement was signed by the parties

1‘:

and the witnesses before me.

Attorney-at-Law
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Annex il
FORM OF BOND TO BE EXECUTED BY ’
OFFICERS/TEACHERS/OTHER EMPLOYEES PROCEEDING
‘ON FULL-PAY STUDY LEAVE
(This form should not be amended without the approval of the University Grants
Commission)
SURETY BOND
KNOW ALL MEN BY THESE PRESENT THAT-.
We, (1) (1) full name of
v ) Teacher/Trainee.
0
as Principal Debtor and (2) (2) Full name of
: Sureties.
of
and (2)
of
as Sureties(all hereinafter some-times collectively referred to as the obligors) are jointly
and severally held and firmly bound into the University of
in the sum of Rupees (3) (Rs. ' ) 3) Monetary
lawful money of Sri Lanka to be paid on demand to the University of penalty

for which payment to be well and truly made, we the obligors for ourselves and each of us
and our respective heirs, executors and administrators do hereby bind ourselves jointly and

severally firmly by these present we, that the said (2)

and

as Sureties, as aforesaid, hereby renouncing the Beneficium Ordinis Divisionis et
Execussionis and all other the benefits privileges and exceptions to which sureties as such
are by law entitled; the force and effect of renouncing which have been explained to us and

each of us by our Attorney-at-Law Mr. and

with which we hereby respectively declare that we are now fully acquainted.
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Dated at Colombo this . : day of * _ in

the year Two Thousand and Nine,

WHEREAS the said Principal Debtor in pursuance of an Agreement dated at
Colombo, this day of : in the year Two

Thousand and Nine and entered into with the Vice Chancellor, University of

the said Principal Debtor shall undergo a course of study and or Training in (4)

for a

period of as stipulated in the said Agreement
dated

AND WHEREAS in and by the said Agreement it was agreed that the said
Principal Debtor should with sureties approved by the University of
enter into a Bond in the sum of Rupees (3)
(Rs ) for the due and faithful fulfillment by the said Principal Debtor of the

terms and conditions in the said Agreement contained.

AND WHEREAS the said (1)

and (2)
and (2) _

have persued the said Agreement and have agreed to be sureties hereto.

Now the condition of the above written bond or obligation is such that if the said
Principal Debtor shall faithfully fulfil the terms and conditions contained in the said

agreement dated and in the event of any breach of the said

terms and conditions by the said Principal Debtor, the said Principal Debtor or the
said  (2) of
and
of
shall pay to the University of

the said sum of Rupees (3)
(Rs. ) then, this bond or obligation shall be null and void

but otherwise the same shall be and remain in full force virtue and operafion.

for and on behalf of the University has agreed that-

(@)Countr, of
Study
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2.

have here unto set their hands at Colombo

day of in the year Two Thousand

In Witness whereof the parties hereto
this
and Nine.

Signaturé of Principai Debtor :

Signature of First Surety:____———

Signature of Second Surety:

Witness : 1. Signature: __
"‘Name: _ R 4

Address ," g o '

2. Signature : ___ e
 Name: ___
I

_ Address :

CERTIFICATE o -
. ' . : |
1 hereby certify that the meaning of privileges Beneficium Ordinis Divisionis et

Excussionis and the effect of renouncing
the above written bond was signed by them.

the same were duly explained by me to

he within named sureties before

/.
Attom;y-at—l;aw for Suretie

<
7

e
/

ANNEXURE



Name
Designation
Department
Faculty
Date

Senior Assistant Registrar/Academic Establishment
‘Wayamba University of Sri Lanka

'DECLARATION OF CONSENT TO MAKE DEDUCTION FROM UPF

LtheunderSiBnet st 56 nntemenmeamanssisannsnpusmmnnsmsmmsnsssaesmass have been working in the
Wayamba University of Sri Lanka as a

in the department of .............covvieeiiiiiiieneeennnn,

Witness: S
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Annex to Surety Bond

Department of

Faculty of

University of
Registrar !
University of
Dear Sir, ‘

T hereby declare that the Sureties to the Bond or Agreement dated
............................... signed by me are persons posscssed of immaovable property equivalent
to the maximum penalty provided for in the bond and or whose annual income amount to
of more of the maximum penalty and are not themselves already indebted to Goverment or .-
the Universier either as principal or Surety . I append below the declarations made by the
two suretics.

.

Your faithfully,

(Signature)

We declare that we arc not indebted to Goverment or the University as principal or
surcty and that we hold immovable property equivalent in value to the maximum penalty
provides in the Bond and/or our annual income individually. amount to 1/4 cor more of the
maximum penalty.

Lo Su@ :-vSigmtute ;
National ID No. :
Address :

2" Surety : Signature :
e National ID No. ;
Address :

3" Surety : Signature :
National ID No :
Address :

4* Surety : Sigmature :

National ID No :
Address :
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Kuliyapitiya

Wayamba University of Sri Lanka

TRAINING PROGRAMME/CONFERENCE/VACATION/NO PAY

LEAVE (SPECIAIL) APPLICATION FORM FOR ACADEMIC STAFF

1.0  Personal Information

1.1 | Name:

1.2 | Designation :

1.3 | Department :

1.4 | Faculty :
No. of
s Date of first Day Month Year - years of
’ appointment . service
Day Month Year \l;\ge
1.6 | Date of Birth 1.8 (Years)

2.0 Information on the Award/Fellowship/Scholarship/Training Programme

Title of the Award
2.) | (Fellowship/Scholarship/Training
Programme etc.)

2.2 | Donor Agency

. Through | From Donor Self

Source of funding GOSL
2:3 ERD Project | Direct | Financed

(Please tick only one box)

If Source of funds is from a
2.4 | project please indicate the name

of the project L
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2.5

Country and place of training

2.6 | Field of study

2.7 | Procedure adopted for selection

2.8 | Date of commencement of leave
| 2.9 | Date of completion of leave

3.0 Type of leave applied (Please tick boxes)

3.1 Training Programme Leave
3.2 Conference Leave

3.3 Vacation Leave

3.4 No Pay (Special Leave)
3.5 Other (please specify)

L]
[l
L]
L]
L]

Please note that
according to Current
guidclines no Jeave
will be provided
beyond the period
accepted.

4.0 Record of previous leave taken during the current academic year.

Duration with dates

Type of Leave

(Conference/Training/Study/Sabbatical/Vacation)

Place

(a)

(b)

()

(d)

(e)

&)

(2)

(Particulars to be checked and certified by the Senior Assistant Registrar/Assistant Registrar

Academic Establishments)

Note:- a. Leave permitied during an academic year:
i 30 days for Conference/Workshop/Seminars
if 30 days for training programmes.

Provided that the total leave for i & ii should not be exceed 45 days.

three months.

b. Vacation Leave is granted only during the Vacation of the Faculty and will be for a maximum period of

Please note that according to current guidelines no leave can be permitted beyond the period stipulated
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5.0 Arrangements to cover the work during leave period.

: Signature of the
Person undertaking to cover the Head of

Responsibility responsibility Department

Name Signature

5.1 Lectures/Tutorials/Examinations

5.2 Umversity Research Grants

5.3 Other Research Grants

“5.4 Undergraduate/Postgraduate
Projects

6.0 Applicants Declaration

| undersigned certify that details provided in this form are accurate.

6.1 Date Month Year 6.2 Signature of the applicant

7.0 Recommendation of the Head of the Department

(Please tick a box)

Leave is recommended Not recommended

If not recommended please give reasons

7.1 Date Month Year 7.2 Signature of the Head of the Department



8.0

Recommendation of the Dean of the Faculty

(Please tick a box)

Leave is recommended

Not recommended

[f not recommended please give reasons

8.1

Date Month

Year 8.2  Signature of the Dean

9.0

Verification by the Academic Establishment Branch

Information provided above
verified correct according
personal file

is | Name of the Subject Clerk:

to
Signature:

Date:

Observation of SAR/AR (Academic Establishment)

9.1

Date Month

Year 9.2 Signature of the SAR/AR (AE)

10.0

Recommendation of the Vice-Chancellor

(Please tick a box)

Leave is recommended

Not recommended

If not recommended please give reasons

10.1 Date Month

Year 10.2 Signature of the Vice-Chancellor
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1:1 Name
1:2 Post
1:3 Service to which the officer belongs !
Date of birth Date ....ovceneniiiinies Month | (1 [ SOOI
2ANACNUTBOT oo ssems e reess e
3:11 Minlstry/Provincial COUNCE foeiiiiiiiim e ssenr e s s s e e e PR
3:2 Department/institution T —— iy e
Amrangements mada to cover up
duties/Acting amangements Lo Somsons ifissiuaanndiinnssiensams an i Rens rs STETONE
6.1 Purpose of travelFleld of tralning:
5:2 Nature of travet , Officlal | [Private |
5.3 In the case of training the awarding Agency .
Thwough Through s | Drectaward | Private Gevemment of
- " Daptof | Project funds SL
Exemat
Resources
5.4 How expenses are mainly to bs met (Markin |.
cage) |
5:5 Y met from GOSL funds, nature and amourdt | Altavel | Bubsisience | Course fees | Addiorsl | Ofher -H
[ ' ba 5 "

&6 In case of a Foreign loan/Projectiparticulars [ :

thereof

5:7 Date of commencement of coursefraining

5:8 Date of completion

£:9 Date of departiie and of return

5:10 Countries to be visited

6:11 Forelgn address, Telephone, Fax, E-mall indicating numbers :

.........................................................................................

....................................................................................................................................

......................................................



8. Parficulars of forelgn travel of applicant during the current year and the preceding three years

Year Purpose of travel Period o Country

'7

6:1 Wil the Ministar of the Ministry concemed be away from the country durlng the relsvant period.
{Information to be fumished in the applications of Secretaries to Ministries only) -

7. Dedlaration by applicant
| certity that the particulars fumished in this application are true.

o - oMt oI JOE Mot oy T 7 o8
SIgnature of Applicant
Arrangements have been made to cover up duties of this officer, Recommended and forwarded.
PR cosanamunmmses 000 i e s R R e
- « SIgnature, Name and Officlal Stamp of Head
..of Department
Part2 (a)

Recommendation of Head of Department/Recommendation of the Chlef Secretary of the Provinclal Council
Ref. No. Miistry/Department/Provindal Council.........
Secretary to the President/Secretary to the Prime MlnlsterlSec:e{ary fo the Minlstry/Secretary o the Govemor

duﬂeslAdmg arrangements have bean made.
Submitied for prior permission of His Excallency the President/Hon. Prime Minister/ Hon. Minister / Hon.

Signature of the Head of Department / _
Secretary to the Ministry / Chief Secretary
of Provincial Council

Name and Designation
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Name & Designation

Country/ies to be visited

Benefits/ Outcome of the tour to the
Country/ Institute

Signature & Date
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Wayamba University of Sri Lanka
Kuliyapitiya

Department : -
Vice Chancellor, Date :-
Wayamba University of Sri Lanka,
Kuliyapitiya.
Dear Sir,

APPLICATION FOR CONFIRMATION IN THE POST OF LECTURER
This is to inform you that I am eligible for confirmation /normal promotion in the
Grade of Senior Lecturer Gr.I/ I in terms of the UGC Circular 721.In support of this

application ,I give below the required particulars;

01. Name :

02. Department :

03.Date of Appointment

04.Period of study : (only probationers who qualify for promotion need to fill this cage)

Full pay from :
No pay from :

05.Qualifications :

(i) First Degree

University Period of Registration Degree Obtained
From to

(ii) Postgraduate Degree / Diploma

University  Period of Full time Degree Title of Thesis
Registration or obtained Dissertation
Part time

ANNEXURE



06. University teaching appointments :

Post Department Period

From To

07. Research publication or other acceptable evidence of research to credit after
The last promotion/ appointment.(List or research publication, copies of such
Publications and copy of Thesis/Dissertation enclosed.)

Yours faithfully

Signature of the applicant

08. Observation of the Head of the Department

Date : Signature :

09. Observation of the Dean of the Faculty

Date : Signature:
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Wayamba University of Sri Lanka
Kuliyapitiya

Department :-
Vice Chancellor, Date :-
Wayamba University of Sri Lanka,
Kuliyapitiya.
Dear Sir,

APPLICATION FOR CONFIRMATION/ NORMAL PROMOTION TO THE
GRADE OF SENIOR LECTURER GR.I/SENIOR LECTURER GR.II.

This is to inform you that I am eligible for confirmation /normal promotion in the
Grade of Senior Lecturer Gr.I/II in terms of the UGC Circular 721.In support of this
application, I give below the required particulars;

01. Name :

02. Department :
03.Date of Appointment

04 .Period of study : (only probationers who qualify for promotion need to fill this
cage)

Full pay from :
No pay from :

05.Qualifications :

(i) First Degree

University Period of Registration Degree Obtained
From to

(ii) Postgraduate Degree / Diploma

Univ ersity Period of Full time Degree Title of Thesis
Registration or obtained Dissertation
Part time
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06. University teaching appointments :
Post Department Period

From To

07. Have you been confirmed in your appointment : (YES/NO)
(if so please give reference to the letter of confirmation)

08. Present salary (If on the maximum, state the date on which the maximum of the

salary scale was reached)

09. *Research publication or other acceptable evidence of research to credit after the
last promotion/ appointment. (List or research publication, copies of such
Publications and copy of Thesis / Dissertation enclosed)

Yours faithfully,

Signature of the applicant

10. Observation of the Head of the Department

Date : Signature:

11. Observation of the Dean of the Faculty

Date : Signature

*NOTE : Application for Senior Lecturer Gr. I must submit a self assessment
setting Out the contribution he / she has made since he / she became a Senior
Lecturer , Gr. II in the following fields :-

Teaching Research, Dissemination of knowledge and other University Activity.
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WAYAMBA UNIVERSITY OF SRI LANKA
KULIYAPITIYA, SRT LANKA

PROGRESS REPORT FOR PROBATIONARY LECTURERS (M.Sc., M.Phil. & Ph.D.’

Registered UniversitpLIastiiule! iccammsrsmmommmaneosnooomeommsnmg s e
PERIOD COVERED: From ............oooviviiiiiiiiiinnn, Lo S .

Every academic staff member who has obtained leave/financial support for a
Postgraduate Degree (M.Sc./M.Phil./Ph.D.) should submit a formal written report.
once in every six months (before July 15 and January 15 of the following vear) on the
progress of his/her research project, along with this form duly completed, through the
supervisor(s) to the relevant Head of the Department.

A. This section must be completed by the student and handed over to his/her
supervisor(s).

13 E- 10 3 ORI L b7ty 5 £ ' o DO U
JDEgXEe (FREISTELEI FOK) T v camiussns s s s i s ooam s S8 o8 SRS SO SRS
Name of the INSHEULET v e S Gy s S R R e S R
Reg. No. Field of Study Mode of Reg. | Date of Registration
Internal/ External |
Full time/Part time

Signature of the Student

B. Brief Description of the work done during the period {Attach a separate sheet)

C. Report of the Supervisor(s)

The progress of the above-named student is given below :(Please mark by a tick V™)

P

Excellent Good Poor

1. Course work/ Lectures

2. Research work l

3. Research publications ) |

4. Thesis preparation

|

5. Attendance at
discussion/seminars etc. |
v. Enthusiasm l -
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7. Observation regarding supervising and consultation:

8. Any other comments/observations:

Signature of Supervisor (1).................... Signature of Supervisor (2)....... ... ... ...
Nanve Yo canmmmmemscmasaesemmas mome IIF: 5 ¢ T TR

Datelnme, o s i Date:........

Official Stamp Official Stamp

D. Observations of the Head of the Department.

Datei .o Signature of the Head of the Department

E. Observations of the Dean of the Faculty.

Dater oo Signature of the Dean of the Faculty

Vice Chancellor’s Signature

Wayamba University of Sri Lanka
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Annexure (1
Form of Application for Property Loan for the University/Higher Educational
Institution Staff

1. Full name of the Officer :
2. Permanent post (Class/Grade at present) '
3. National Identity Card No. ]

a) Permanent address Personal

b) Official
4, Telephone No.

a) Personal

b) Official :
5. Purpose for which the loan is applied for

(vide Section 1)

6. Amount of the loan applied for (vide Section 4.1)
7. Name of the Bank and branch (vide section 7) from Wthh the loamn,s sought :

I agree to obtain the loan in terms of the provisions for the grant of this circular and the
rules and regulations enforced by the bank there under.

Date Signature of the Applicant of the Loan

To the Establishment branch of the University/Higher Educational Institution of

oooooooooooooooooooooooooooooooooooooo sree

1. Date of first appointment :
2. Dateof Birth:.........ovuni Age on the date of application
3. a) Whether the applicant is holding a permanent post ?
b) If so, frum which date ?
4. Particulars of any loans already obtained from the University/Higher Educational
INSHOBON: ..covensismiiinbitbmpis

| Type of the Loan | Amount outstanding as on the date of
the application

ANNEXURE



5. Particulars of monthly salary
a). (Consolidated salary perMOnth. & ..o v prvis s v
D) AUOWENCES & 5 i R o s T ST sl e sth b o ot smtomincers s iement
c) Total Gross salary (SUm 0f a+b) & .ooiiiiiniiiiiitieiins e v e,
d) Total deductions (inclusive of obligatory deductions) ...........c...ccevuun..oe
e) Net salary (salary particulars for the relevant morth to be attached)
f) Maximum amount of the loan that can be granted to the officer subject to the
provisions of Section 4.i of this Circular
AR BIEIIES oo ne S s SRS S s SR R esanans )
AN OETS: . oo sinsomnans nnnrmsmmss e i ws sl SR s o S Sooeemmmiamnsaneas )

6. Particulars of any charges of misconduct pending against the officer or any charges
of misconduct under investigation

Snr. Asst./Asst. Bursar Snr. AsstyAsst. Registrar
Salaries Establishment
Date Date

Recommendation of the Secretary of UGC/Registrar of the University/ Higher
Educational Institution

MYINO suinsssssmmsenimome s e RS a s s S MR S R
University/Iligher Educational InStitution ...........c.oevinieiinieiieieiieieiannan
Manager,

................................................................. Bank
................................................................. Branch

I approve the payment of the property loan as recommended by the Bank to
VIR VIS Lot i e ST T R T T o P R S T e s in

terms of the provisions of the circular applicable to the University/Higher
Educauona.l Institution staff and rules and regulations enforced by the bank there
under.

Further, ] agree to submit monthly, to the bank, in terms of the Section 8 of the
said circular, the loan installment calculated by the bank from his/her salary, as
recommended by the bank, together with interest and loan installment leviable
from the employee, including the amount of the interest to be borne by the
government.

DESIgation) | coomvrasis s R R S RN
DAIE | s v e e e S AT AT
OfhcIal TranK s mssna s s eneass
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Form No.: UGC/F/PEN/AP/1

UNIVERSITIES PENSION FUND

APPLICATION FOR MONTHLY PENSION PAYMENTS

GENERAL INSTRUCTIONS

The Part I of this application to be filled and handed over to the Establishments Branch by
the retired member of the Universities Pension fund, who (i) has 20 years or more permanent

service in the university system, and (ii) served till the age of retirement or retired on medical

grounds. The age of retirement for academic staff is 65, and for other staff 55 or 60 or in

between after extension.

The photocopies of the National Identity Card, and other documents should be certified by the
Dean of the Faculty or Head of the department or Registrar/Deputy Registrar/Senior
Assistant Registrar of the Establishments Branch of the University, and the official seal to be
affixed.

If the Surname and the other names given in the NIC, University document and other relevant
certificates are not according to the Surname and other names written in the application

please attach an affidavit that all such names referred to one and the same person.

Part I, Part 111, Part IV of this application should be completed by the relevant Branch of
the last served universitylinstitution of the retired member. And afier completing Part V,
the application should be forwarded to the Pensions Unit of the University Grants

Commission.

ANNEXURE
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UNIVERSITIES PENSION FUND

APPLICATION FOR MONTHLY PENSION PAYMENTS

Part1

. Full Name of the Employee
2. Name of the Institution last employed

3: Contact address

= Telephone Number

4. National Identity Card No. i ‘ ‘ ‘ ‘ | | ’ ’ ‘ ‘ ‘
(Certified photocopy of the NIC is attached)

5. Gender : Male D Female D

6. Date of Birth : Djj] D] D]
(Certified photocopy of the Birth Certificate is attached)
7. Date of I* appointment to the Permanent Post in the University system: I:IID [D I:D
8. (a)  Date of Retirement 5 [D]] Dj D]
(b)  Age ondate of Retirement Dj Dj Dj

(c) If retirement is on medical grounds, submit a cerfified copy of Medical Board Report

9. Civil status

10.  If married give the following details:
i Name of the spouse

ii. Contact Address

iii. National Identity Card. No : ‘ ‘ ‘ ‘ ‘ | | ’ ’ ‘ ‘

iv. Date of birth H D:I:I:, ‘:I:’ D:I

(Certified copy of Marriage Certificate and copy of the NIC are attached)

ANNEXURE



11.  Name of children under 18 years at the date of retirement

Name Gender Date of birth Relationship

ifi.

(Certified copies of Birth Certificates are attached)

12.  Details of Bank Account, to which monthly pensions to be remitted :
(Certified photocopy of the Detail page of Pass Book is attached)

= Name of the Bank
= Bank Branch
= Account No

= Address of the Bank

I centify that the above information is true and correct, and relevant certified copies of centificates are

annexed.
Date
Signature of the employee
Witness:
1.  Name
Signature

National Identity Card No :

Address

2. Name
Signature
National Identity Card No :

Address



Part 11

(To be filled by the Establishment Branch)

(1)
2)
(3)
4
(5)
(6)
(7)

(8

©)

(10)

(11)

(12)

(13)

¥l o M i 0530 R —

Fiull Neithi@: o e EPlONee & o vvmrnne somnsms s ama o sasmam e s o s smiasa i, S o
Pension Membership No. : ........

Date of Birth - LI 10 1

National Hentity CariNo. = [ [ [T T T[T [1]

Date of 1° appointment to the Permanent Post in the University system: D:D] [D |:|:|
Date of retirement/ resignation : Dj]] D] D:I

(Please attach a certified copy of the retirement letter issued by the hstitution)

Enployee category 4 Academic |:| Non Academic /Academic Support D

Post last held

Department/Section
(a) Last drawn salary point
(b) Last drawn allowances (Only if they are applicable for Provident Fund and Pension Fund Contribution
calculations in ferms of UGC Circulars):
Allowance Amount
L
I

Name changes during the University service period (if any):

Service Record (Permanent Service only)

(a)
Higher Educational Institution Service period Universities Pension
(Erom _To) Fund No.(if available)
i
ii.
iil.
iv.

(Please attach a separate sheet if space is not sufficient)
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(b) If there were break of service, give details of such periods and reasons © ... .. ...........coocceve e iceveee o

(¢) No Pay/interdiction particulars with dates (if any) : Period Reasons

Period Reasons
Z
2.
3.
(d) Period of Permanent Service in the Higher Fducational Institutions:
z 2 3 4
Period Gross Service * Total period of No | Net Service (i.e. 2-3)
Pay
From To Months Days Months Days Months Days

(14)  Details of dues to the Higher Fducational Istitution according to the Act. (If any)

i Description
ii. Amount
ifi. Action taken/to be taken

*In column 3, give summary of no pay and half-pay leaves for entire permanent service. If an employee was on half-pay leave, the
period of half-pay leave should be divided by two to get the full number of days/months.

I certify that the above particulars are true and correct according to his persond file maintained in this office and that there is no
disciplinary inquiry pending or contemplated against the applicant.

Preparedby -  Name Signature

Checkedby  :-  Name Signature

DG wovmsns smmssumsmsnss semosmin s
Signature of the Deputy Registrar

/Senior Assistant Registrar/ Senior Assistant Secretary

Name: ... ..

(Official Seal to beaffixed)
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Part 111

(To be filled by the Finance Branch)

I

£

1if.

iif.

Vi.

Vi.

Vii.

Viil.

Current Pension Fund No.
Narme

Date of Initial contribution made forpension scheme

Details of any change in the Pension Fund No.(if available) :

Last dravwn salary

(Please attached a certified copy of the last salary slip)

Allowances paid for Last working month (only if applicable for contribution calculations in terms of UGC
Circulars):

COLA- .. oo Other = ... oot ie e e e
Last Working Date
Arrears of salary paid along with last drawn salary (if Gny): ... .. ... oo oo it vt e
(A working sheet to be attached)
Arrears of salary paid after payment of last month SAlary: ... ... ...t et ies et e e
(A working sheet to be attached)

Last Working month Pension Contribution

Last Contribution amount sent as per monthly contribution list
Is there any differences between above (vi) & (vii), Please provide followings:
(@) Amount: .........oooooiiieiii it
) Whit-actions1aken/ 10:bEHaRern: v vusvmisms wommms sy s S e

Details of Dues to the Higher Educational Institution (Which couldn’t recovered from the UPF Balance)

Whether, contributions towards Universities Pension Fund were made continuously on account of this
employee, except for the break of service or no-pay periods declared in the Part II item 13(c) of the

application ? Answer Yes or No.

If the answer is no, give details
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4. i Whether, any part of the salary revision is not yet implemented to this employee?

Answer Yes or No

ii. If the answer is yes, give the working sheet of arrears contribution calculated i this regard.
iii. Details of Remittance of arrears of contribution : Amount
Date
5. Details of dues to the Higher Educational Institution according to the Act. (If any)
i Description

if. Amount

ifi. Action taken/to be taken
Prepared by - Name ... Signature
Checked by b MNEHE s wummsis WIS R Signature

I certify that particulars stated in Part Il above are frue and correct.

Dater ..o

Signature of the Bursar/Deputy Bursar/Senior

Assistant Bursar/Accountant

NAWIE: seomesen sanmnssme SESIEEBERY

(Official Seal to be affixed)

ANNEXURE



Part1V

(To be completed by the Internal Audit Division)

1 have audited the application form if reSPECt Of ... ... ... .o i vt v et et e et s et et e et e e e e e e e s
and I certify that, according to hisler Personal File and Individual Pay Records the entire particulars
given in the Part IT and Part I1l of the application are true and correct. I have personally checked his/her
Personal File and made an endorsement therein to the effect that the documents for Pension Payments are

released.

1 confirm all the required certified copies of certificates, and documents are in order and annexed.

[1 Birth Centificate [ Last Salary Stip [1 Marriage Certificate
[1 Nic Copy [ Retirement Letter [ Bank Pass Book
Name of the Intemal Auditor
Signature
(Official Seal to be affixed)

Date

PartV

Secretary

University Grants Commission

1 recommend and forward the application SUbItted DY ... ... ... .. ... ot i oot ittt et s e s et e e e

Date

<t vev e tO cOmmence the payment of monthly pensions.

" SecretaryRegistrar
(Official Seal to be affixed)

(You may forward the recommended application to the Assistant Accountant/Universities Pension Fund)
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Form No.: UGC/F/PEN/AP/3

UNIVERSITIES PENSION FUND

APPLICATION FOR PENSION CLAIMS OF DECEASED EMPLOYEE

GENERAL INSTRUCTIONS

The Part I of this application to be filled and handed over to the Establishments Branch with
copies of the National Identity Card, and other documents by the next of kin of the deceased

member of the Universities Pension Fund

The photocopies of the National Identity Card, and other documents should be certified by the
Grama Niladari of the applicant’s division and the official seal to be affixed.

If the Surname and the other names given in the NIC and other relevant certificates are not
according to the Surname and other names written in the application please attach an

affidavit that all such names referred to one and the same person.

Part I, Part 111, Part IV of this application should be completed by the relevant Branch of
the last served universitylinstitution of the deceased member. And after completing Part 'V,
the application should be forwarded to the Pensions Unit of the University Grants

Commission.

ANNEXURE ﬂ



UNIVERSITIES PENSION FUND

APPLICATION FOR PENSION CLAIMS OF DECEASED EMPLOYEE

Part1
01.  Particulars of the Deceased Employee :

(a) Full Name of the Employee
) Narme of the Institution last employed

(c) Post last held 3

(d) National Identity Card No. 3 | | | | | I | | | | |

(e) Gender: Male D Female |:|

®  DateorBin L) L] [T

(Certified photocopy of the Birth Certificate is attached)

© oaeopen - [LTT] [T] [1]

(Certified photocopy of the Death Certificate is attached)

(h) CIVIL SEQEES 1 oo s ot et e e e e e et e et et e e e e e e e

02.  Particulars of the Applicant

Particulars of the Applicant (If deceased employee was married the spouse and if deceased employee was unmarvied
eldest person in the legal heirs should make the application)
(a) Full name

(b) Relationship to deceased Employee :

(c) Address

(d) Telephone Number

ANNEXURE



03.

"

Particulars of legal heirs (Next of kin)

*  ifdeceased employee was marvied the particulars of spouse and children should be given.

*  {fdeceased employee was unmarried or married, and had no spouse and children, the particulars of living parents should be given.

*  ifdeceased employee was unmarried or married, and had no spouse and children and one of the parents or both are not living, the particulars of brothers and sisters should be

given.

(Include any one of the above legal heirs who is not living and indicate under column titled * Present Address” as “Dead”)

Name of the Beneficiary

National Idenfity

Relationship Date of Birth Card No.

Name of the Bank &
Branch

Bank Account No.

Present Address

% If the applicant is the Spouse, certified copies of the Marriage Certificate, NIC, Birth Certificate and Detail page of Bank Pass Book are to be attached

% All other relationship, certified copies of NIC Birth Certificate and Detail page of Bank Pass Book are to be attached

ANNEXURE



1 certify that the above information is frue and correct, and relevant cerfified copies of certificates are annexed.

*(This paragraph is applicable if applicant is the spouse of the deceased employee)

I declare on honour that I have not re-married since my spouse’s death and I am aware that I cease to be entitled to
this pension claims on my re-marriage. Further in case, I marry again, I will bring this to the nofice of the

Secretary, University Grants Commission immediately after my remarriage.

Date

Signature of the Applicant

NAWE © oo oot et e

Witness:

1. Name
Signature
National Identity Card No :

Address

2. Name
Signature
National Identity Card No :

Address

ANNEXURE



Part Il

(To be filled by the Establishment Branch)

1)
2
3
“)
)
(©)
7)
8
©
(10)

(11)

(12)

(13)

NG O TRE FISBIEIOTES rsovicvonis vonsarsarsussrummsoniaen i S5anes TS SasTo e ek esann ST T o ST e FHERwanbs. STRASRITSTIRaswba 304
FEill Novieof he Eplayes & usussme S it imers st S iy =

Pension Membership No. ... ..o oo e oo e e e e

Dateof Birth SENEEREERER

National Identity Card No. ¥ ‘ | ‘ ’ ‘ | ‘ | ‘ ’ |

Date of I appointment to the Permanent Post in the University system: | ‘ ‘ ‘ | | ‘ | | ‘ |

Date of Death i m m

Employee category 4 Academic I:I Non Academic/ Academic Support |:|

Post last held
Department/Section
(a) Last drawn salary point

(b) Last drawn allowances (Only if they are applicable for Provident Fund and Pension Fund Contribution
calculations in terms of UGC Circulars):

Allowance Amount

I

Name changes during the University service period (if any):

Service Record (Permanent Service only)

(a)
Higher Educational Institution Service period Universities Pension
(From —To) Fund No.(if available)
i.
ii.
ifi.
iv.

(Please attach a separate sheet if space is not sufficient)
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(b) Ifthere were break of service, give details of such periods and reasons @ ... ...

(c) No Pay/interdiction particulars with dates (if any) :

Period Reasons
%
2%
3
(d) Period of Permanent Service in the Higher Educational Institutions:
1 3 4
Period Gross Service * Total period of No | Net Service (i.e. 2-3)
Pay

From

To

Months

Days

Months Days

Months

Days

(12)  Details of dues to the Higher Fducational Institution according to the Act. (If any)

ii.

ifi.

Description

Amount

Action taken/to be taken

*1In column 3, give summary of no pay and half-pay leaves for entire permanent service. If an employee was on half-pay leave, the
period of half-pay leave should be divided by two to get the full number of days/months.

I cerfify that the above particulars are true and correct according to his personal file maintainedin this office.

Prepared by  :-

Checked by -

Date: ... e

Narme

Name

Signature

Signature

Signature of the Deputy Registrar
/Senior Assistant Registrar/ Senior Assistant Secretary

Name: ... ..

(Official Seal to beaffixed)

ANNEXURE



Part 111

(To be filled by the Finance Branch)
£ i.  Current Pension Fund No.
ii. Name
ifi. Date of Initial contribution made forpension scheme

iv. Details of any change in the Pension Fund No.(if available) :

2. i Lastdrawn salary
(Please attached a certified copy of the last salary slip)

ii. Allowances paid for Last working month (only if applicable for contribution calculations in terms of UGC
Circulars):

COLAS s seemsssssmessmomsassa s [0 NS ——
iii. Last Working Date
vi. Arrears of salary paid along with last dvawn salary (if @y): ... ... ..o ittt e e
(A working sheet to be attached)
v.  Arrears of salary paid after payment of last month SAIry: ... .. ... ... ..o ccoee it v ettt e e
(A working sheet to be attached)
vi. Last Working month Pension Contribution
vii. Last Contribution amount sent as per monthly contribution list
viii. Is there any differences between above (vi) & (vii), Please provide followings:
() AFROURE-S sonnsons smumvmmsvasives ssenvaons
(b) What actions taken /10 be taken : ... ... .............c..ccccoeiee oo e e e e e

ix. Details of Dues to the Higher Educational Institution (Which couldn’t recovered from the UPF Balance)

B, i Whether, contributions towards Universities Pension Fund were made continuously on account of this
employee, except for the break of service or no-pay periods declared in the Part II item 13(c) of the

application? Answer Yes or No.

ii. If the answer is no, give details
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3
4. (7 Whether, any part of the salary revision is not yet implemented to this employee?

Answer Yes or No

ii. If the answer is yes, give the working sheet of arrears contribution calculated in this regard.
iii. Details of Remittance of arrears of contribution : Amount
Date
5. Details of dues to the Higher Fducational Institution according to the Act. (If any)
i Description

ii. Amount

i Action taken/to be taken
Prepared by — :-  Name ... e Signature
Checked by o oNOHB® oo somscensmsms st i Signature

I certify that particulars stated in Part Il above are frue and corect.

BMFLEY e sovmransemmes sovmsssmss: v

Signature of the Bursar/Deputy Bursar/Senior

Assistant Bursar/Accountant

Name: ... e e

(Official Seal to be affixed)

ANNEXURE



PartlV

(To be completed by the Infernal Audit Division)

i I baveaigdned the Spplication JORRn FeSPEitOl au: vewssamv o s S0 s asm s 1
and I certify that, according to histher Personal File and Individual Pay Records the entire particulars
given in the Part Il and Part Il of the application are true and correct. I have personally checked histher

Personal File and made an endorsement therein to the effect that the documents for Pension Payments are

released.
ii. I confirm all the required certified copies of certificates, and documents are in order and annexed.
irth Certificates ea ertificate larriage Certificate
L Birth Certy [ Death Ceni ] Marriage Certi
[ w~ic Copies [ Las Salary Stip [ Bank Pass Books
Name of the Intemal Auditor
Signature
(Official Seal to be affixed)

Date
PartV
Secretary

University Grants Commission

I recommend and forward the application submitted by
ce e e to cOmMence the

(payment of monthly pensions. /pension contribution claim) of deceased employee.

Secretary/Registrar
(Official Seal to be affixed)

Date

(You may forward the recommended application to the Assistant Accountant/Universities Pension Fund)

ANNEXURE



WU-AE22

L
\\

"~

Form No.: UGC/FIPENIAP2

BROB¢ e Bmo® 088 ¢dfiec

CSD DEE DUUD CA)) BB L) U §uae O S

g oeced

5398¢13¢ 80 H1988 ¢d8¢E=3 Bga® iR/RCe) §38 0@n8mun 882 688 que® veni 10
6m30es 6D oMz §@wd 06 23 @Y B0, OO B 88w (i) SFOE¢CIIS cbdecs e
sciDecd O 20 of swi IO O migal c8GEES eI s (il) S@I® Cedks g9 S ¢
6653 692096 eetOmensry B . 4016 wliun O4Rc oo O Bedd cfe gy due
865, 65 O3 qud gerns mobun VEHC e Duwes gRS g 55 @0d 60 ead et e KOS
38R0 =B el g 6.

BoRm wepBued v genns gded 88 edda O¢ o) Buasl 80808 snd §-elsR emd
BaddBemced qronm gawd eddmBmd/Benids eddmbmid/cdsd onmmid eddmdmd
8853 coBo ©0 e §eod nan B83o g,

ZBm wyemDsen, BB 88 sddamOe o qonns ¢0qs oddwnstd 0 ¢ Hr1oond
00 ooy o3, gocdoed s ©f §F Die® o Jenns P obe cxunesd o8,
DG mS OB Bug® »® 88 ngudTies! Onl plocesn 0D aols 06 PSS gwixes
3850 00D,

Bg® o 2o@émxsn goeam DED exds wip) M BuldBemices/pionmad g.e g 585
@8 gugdacy] I, Ul &0 [V om 600 adybes me g8 09 gosdues V Om es0do
o¥abias B8t qond do Bd08¢nic glnigm c=Bes wwcd Bg® DPY g O
608 C @as.

ANNEXURE



1[92 emode
01. ocfOmood OBPBR DO st st ks sossaiss
02. G002 DID 630 E FAADBES 0O

03. .

04.

0s.

07.

08.

B08¢roc Bged &9 ¢58¢c

¢ e o3 0m R & B® L3gwI OB §w3e® By@

' Onon g (FEie®)

Sfin ;mepPod g ¢ D' ‘ I l I I_LE

50 arpBoes codo ng 8ocod 68 0 o @ nio)

8/ goead - =R D =8 D

cestoe 1] LI L
(6)  Bgo® wallgded g3gIoxs 1T
- [

{¢2) Bo® eul/pdco §ei8 A Oues

-l
HH

B5i® g08qd S W 3 Do BeRed Sdmd:
" Rned o
' Sprm @309
" Be®gemo

v Operped B8ma

ANNEXURE



oDl

1. D%® 1@ €0 buw qfdy 18 © o gfwled ne

e d8iuce  cosline el w0azi0e

(e.8u5ds vwdn Be sndn me Bosns 8 80 g8 g».)

12, @8 Bg® 196 &6 ¢ ¢n em S@od Bdnd ¢

2ol

e omen) Bdnd 8ged awdn ng 80uns o8 8l gfes g1.)

Spemed P

e @ND

BE® gomr 3 RN
anemed 88mu

PO oo emond ans w BHGE A0, e ovdn £¢ vwdm mom ¢ Bood ¢Bwr qif
VD swim 63,

edomwed gxfon

o)

qufesm

HBm o goma ¢
88x»e ¥ R e

»H®

gxins
SHhm wpndod geme ¢
88w CR—— -

ANNEXURE ﬂ



Part Il

(Tu be filled by the Establishmemt Branch)

v
?)
3)
@
)
(6
@)

®
©®)

(10)
()

(1)

s

Name of the Institution : .. ... .........ccouiiinn
Full Name of the Employee : ... . ...
Pension MembershipNo. : ... .

Date of Birth : EE[D D:] D]

National ldentiey Cardo. = | | | [ TTTTTT]
Date of I aypointment o the Permanent Post in the University system: ED:I] D:l D:]

Date of rerirement/resignation . ED]] ED ED

{(Please attach a certified copy of the retirement letter issued by the Institution)

Employee category £ Academic D Non Academic/ Academic Suppornt D
Post fust held

Department/Section

{a) Last drawn salary poini @ ...

(&) Last dravwn allowances (Only if they are applicable for Provident Fund and Pension Fund Contribution
calculations in terms of UGC Ciraudars):

Allowance Amount
22
i

Nanie changes during the University service period (if any):

Service Record (Permanent Service only)

(a)
Higher Educatonal Institution Service period Unlversities Pensivn
Lund No.(if gveilable)

(Please attuch a separate sheet If space is not sufficient)
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() Ifthere were break of service, give details of such periods and reasons : ...

(c) No Puy/ interdiction particulurs with dutes (if any)

Period Regsons
i
2.
3.

({14)  Details of dues to the Higher Educational Institution according to the Act. (If any)

i Dexcription
il Amount
1il. Action taken/to be taken

1 certify that the above particulars are true and correct ding 16 his p l flle maintained in this office and that there Is no
discipiinary inquiry pending or contemplated against the applicant.

Preparedby - Name . . ... ... Signature

Checkedby w= NaMe: o oy i s s i Signature

Datie: SREREASRERGRAL E B & W
Signature of the Deguty Registrar

/Senior Assistant Regisirar/ Senior Assistant Secretary

Name: . ..

(Official Seal t0 beaffixed)
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Part ITIT

(To be filled by the Finance Branch)

i,

Vi,

Vi,

=

viil

Current Pension Fund No. ¥ e

Name

iii. Date of Initial contribution made for pension scheme

Details of any change in the Pension Fund No.(if available) :

Last drawn salary
(Please uttuched a certified copy of the last salary slip)

Altowances paid for Last working monih (only if applicable for contribution caicuiations in terms of UGC
Circulars):

e T T (0] 1 S ———

Last Working Date
Arrears of salary paid along with last drawn salary (if @np): ... .. ... ... ..o e e
(A working sheet to be attached)
Arrears of salary paid afier payment of last month salary:
(A4 working sheet to be aitached)
Last Working month Pension Contribution
Last Contribution amount sent as per monthiy contribution list
Is there any differences between above (vi) & (vii), Please provide followings:

(a) Amount: . . .

(b) What actions taken /to be taken : .. ... . ..o

Detai's of Dues to the Higher Educational institution (Which couldn’t recovered from the UPF Balance)

Whether, coniributions towards Universities Pension Fund were made continuously on account of this
employee, except for the break of service or no-pay periods declared in the Part II item 13(c) of the
application? Answer Yes or No.

If the answer is no, give details
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4 i Whether, any part of the salary revision is not yet implemented to ihis employee?
Answer Yes or No £ e T A

if. If the answer is yes, give the working sheet of urreurs contribution caleulated in this regard.

iii.  Detalls of Remittance of arrears of contribution : Amount

Date

5. Detaiis of dues to the Higher Educational Instinution according to the Act. (If any)
i Description
ii. Amouni

i, Action taken/to be taken

Preparedby - Name ..o o . Signature ... .

Checkaddy &  NOE  csivimove i sem Signature

1 certify that particulars stated in Part IIl above are true and correct.

Signature of the Bursar/Deputy Bursar/Senior
Asst. Bursar/Acc

(Official Seal (o be affixed)

ANNEXURE n



PartIV

(To be completed by the Imternal Audit Division)

1 have audited the application form in respectof ... ... ...

and I certify that, according o his/her Personal File and Individual Pay Records the entire particulars
given in the Part If and Part [l of the upplication are true and correct. | have personally checked his/her
Personal File und made an endorsement therein o the effect that the documents for Pension Payments are

released.
i, I confirm all the reguired certified copies of certificates, und dociments are in order and annexed.
] Birth Centificate ] Zast Salary Stip [ Marriage Certificate
[ ™€ Copy [ Resignation Acceptation Lester [ Bank Pass Book
Name of the Intemal Auditor  Sigamre
(Official Seal to be affixed)
Daie
PartV
Secretary
University Grants Commission

1 recommend and forwurd the application submitted by .

. - .. to commence the payment of monthly pensions.

 SecrewryRegiswar
(Official Seal to be affixed)
(You may forward the r ded agplication to the Assi. 4 /Universities Pension Fund)
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BeddemE g&eica) candez oond
- UhEMUAEPE DIINUBSST  EDAWS G
UNIVERSITY GRANTS COMMISSION

FoomDn godes BcHmbed 808008 ne® 5aobeme ey cmBes Bemd oo
Qiton 600 mem Loom DY Degn CIea

DECLARATION BY THE CONTRIBUTOR TO' BE SENT TO UGC TOGETHER WlTH
THE UPF REFUND PAPER

~uCa barefiyd srepl ok uwTD aydG gy UtiEsTuTaT saRah GaieflupdHed

ounE au qude Godsm [Fill in Block Capital letters /ufu sgdfed Bulus :

1 Sooém <760m©6 aoBc@ qotsd
Current UPF Number

DLW LB Gev.

2_ wm 6.@ » Sepeeeanatataaeaenaa i arhNeINaueaeeiaseaqrlaasrl P 20Naaasct paaancaanata sanssaarsderarsloNoleriBsANITaliiioannt
Full Name. * N st s S SRR SRS SRS AR
Gyl O *

Present Address, . -
- abBLne®u et
- g || el )
Contact Telephone Number (if any)

@iy Qeraigy SpreraCus @eadaia (ﬂ%@w Boisten

5. 8D meE®oo qood
National [dentity Card Number
Bpafu e wimen m,mg @mam

{epoenn DA o8 cndio DOD ©C O LTINS axn S0cnd aBHa oD/ A copy of the NIC certified by the
Head of the Department should be annexed / @eonard Sanest 2. Oie Ooiis Ao ok o (ITHon Ganransoah),

6. em VRS SO - (Do Qe oites ¥ &) ED GEs o Ba ) **
Bank Account Details - (account should be in your own name or a joint account) **
ands scmbgy ohjh - (acmadg 2ig UMD Swey BOmps samaary BOosme SaoE(e. ! +
(Those who fill this form in Tamil should fitl column 6 only in English)
(@ G¢n® Stan (PECECS | Sad)
(a) Type of Account (Savings/Current)
() @amdg awe (Bodly / peoL son)
(@) Dicoed o8
(b) Name of the Bank
(@ exafifer @Lunr

(@) &an® aoox _ »

(€)  Account Number e oo oo
(@ oaxagm Geossn

(@) xom E0ENED RCHD ] :

(d) Address of the Bank P e e e R A s RS
(%) eutuad Qoeveudt }
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7 en tows mom SHIOE DO txie B0 9P 8908 GmE B3Y. 8O 89 Boge addxLD
mmmm@mmmmmmmmm

1do hereby declare that the above said faéts-are true and correct. Please remit the UPF benefits
due tome bya cheque to the credit of my above account.

Bupanplin dunumrr Ln&nuuw arﬂunum@ma .Mnm Omm.@bgmma puaGedgy
dEag suGaemp u:M Mmm anrSs e w Cupaplrit. scmasgded Copunp
ays oabmays . penE

. s oamw omrswm of the Contrib\'wt

. mmmmmmmwmmwmmm
Your name appearing in the Umveultlen Provident h.md Statement and in your Bank Account should be one and the same.
mgmm mbnn l.‘wﬂumv. 2. ogy ankiedd -n“pn anaiubmes Sasair(hir

. mwmmwmmawmmmmm
Every contributor who applies for Provideat Fund refund should have a Bank account , in Sri Lanka.

uuwmmmmmmmwwgﬂ 36> aunliabid BY OABEDHDO

Gasex(ho . <
‘"oeudeoeadeamxmlmmmwmmw :
o Signature should be placed in the presence of the Head of the Department in which you last served.
dried soLfum G yrhe PeTens anub eEatoaxie @sdumiuuh & Gaem(n .

+ oo sffs Sriiuenss 6 $e o.daw -c_rmh paacaman pNSedds Brivegy sLLmuang.

ogomolon gindmes nodan

Attestation by the Head of the Department /@ansip saoaifial 2 _pfuay
(qEme 6O et mg egrimeBei) S @EEeOE In the presence of the Head of the Iast served Department/ sex_Puness
& edounpiy @eonan seveoa (psrefensortsd)

@) oo o0 ogmss gcb@@mm
&ecd eCeoSee®Emed ... _,.gcagmwemmgeaas Mmzoo
gm@oggweqmmeommmo@

(A) Icertify ;hat Rev./Mr./Miss./Mrs./....

served in my Department up to .. He placed hxs sngnature before me on thls day of
in 200.....

(0 O, D B0 OO ... v arsesssneesser e ezt sssssasses B et oAt ar
@Mamm LA B EOLNDIS Qmmmm‘r seran 200....... ...

NS D mwmmm srd gmnfmm}m SlLm etexpnd ® pat i (hd g Epe-
@) O D Csod Dy oon & M SOomsS &8 L0 afrn M.

{B) Certified copy of the National Identity Card is annexed.
(@) Gpofu el urer o' o vax R pESubhSHI L NE Sevaxrasini (haengy .

sconimeBeie; oRufiined quicn o

Signatm'fbfthe Head of the Department. Date 1 e
@oonans sevcartex &GuMILID B f

(&g @ce; Official Seal / 2 dafGumayie: (@)
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Waymaba University of Sri Lanka

Kulivapitiva

Application for the refund of provident fund

b, Mame in Full T ProffDy Rev/Mr Mres /Miss/

T e e e N ey R T T T R AT IV W A T S e S i e e A e e i e
......................................................................................................................

B T B T T S S T 1 O P T TP S G I TP E PO O PR SE E PSP Ip

R A R e D S O e S B S e S s s S U R S S D O D B U S N A R A RS S

.......................................................................................................................

3. Date of Birth

.....................................................................

4. WNational Identity Curd No

ke

Student Registration No R ——

R S S P LS E R P P e PRI R AP RU GRS

6. Partiguiars of appoimment/s held  © Tomporary and Permanent
Department Deosignation From To

7. Cause of cessation of employment  © {Resignation, Retirement, Yacation of Post, Termination
20 )

P PPN S NT T T I SIS N DR T S T I R DT S ST SN P S O DTS T D PPy

....................................................................................................................

5. Consgolidated salary at the ol cessation of employment

.....................................................................................................................



. Particulars of any dues to the University( Surety Bonds, Loans, House Rent, Electricity Bills etc...)

. Have you guarantced any Surety Bonds, Loans granted by the University to any member of the staff?

If so furnish particulars :

. Whether you were a resident in any Halls of Residence any if so, the last halls in which you resided

and particularas of any Hali dues :

| hereby declare that the above particulars furnished by me are true and accurate to the best of my

Knowledge and give my consent to the deduction of mu dues towards the University, from the amount

lying to the credit of my Provident Fund.

Date {Signature of the Applicant)
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8 o

e®ced

e HMHR 88 IcEY *ce®

Sded Bces eqloedaind 31 &b el ope

P38 &B) 1use N

&s8d

APPLICATION FOR FREE RAILWAY HOLBIDAY WARRANTS

P— oL R

% 'ego-a._[ma o 0 ]

of Applicant

Appoiutraent

qs!c&aM..Olgo a;]
d &80 ¢ ot

4.88 ® oxd g
Date of Firet Appointment

Present Anmual
¢ DOmBm ¢? ]
Is the Appoimc Fixed, Extra or Temporary 1

sdoemd /=5 503"":- g8m;. Dinief) 4

ey el 4 2
the Applicant

&')aagﬁoo:[mw dadodo.dﬁ@in ¢
Ls the Spouso in the Publin SBervice ?

wmw.&aquo

in which

= ¢, BosHwMcd 0= § gocwl ¢ ?
Married [Single [Widower /Widow/Legally separatsd/Divorced

................ O m® com gos gif oS abaim—
1f so, plosse state-

Suies gop =mes )
OnlqquaaWan.dadq?
Ta tho Post T

on/q- cof oo Ma-o.go]
Present Annual
-go_dlmmodmmww]
salary scale stiached to post

* DIaOenss [20:8phecrens?

Qd..ag WA ino Moﬁf@&dﬂmﬂm%o{o{w(wu
: to whom tho custody of the children has been pranted by Ceart

d, the sp
900-" 800958894&‘-6—

207 § goust 3@ my =,

gego-c‘/-'na)
Applicant
S0mm @, wioBE /SHBpc B
If Married, Wifo/Hisbaud
qOQ;oa[ si¢H, ot mO-
lh‘bmdov[mm ;
8ded MOt

49 pis
o5
[ 2

i

(0]

(O]

8

Mwulwuac

t Oo.-f'w.-’ s Acoy adBe guics .I‘Q"GM""'W-.“.Q et
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From Stati e 588 o0 8O
o= e i o om 2o -
Date of CGutward Journey “Date of Return Jousasy J " s,

';o =0 Bern 8¢ 0doB ond 082 odE® vens agus! Om gu AC vpwd 808 mB so BOW,

o Dlu:ma&. Jaz @¢e»® (O B8a? mHbsn mdﬁ Cam 0 §0D poen DS,
1 dack on h that the p nemed in this application

itled to the Wi in o with the
Financial Regulations in force ‘and that my Mother or Slaw/u/ne depondsnt on me.
Addrees
sdcensed quon /5 of Ay
DD ... t, S
@? emdu PCEEO®md;/mi8e 58z BoD® B&En emned
NOT TO BE FILLED IN BY THE APPLICANT
11. =S=iem S8mc; 587 oqwr! me @y OIS (14881500 amgc edpeH8 agsim)—
Remarks of Checking Clork (vide Financisl Regulations 1488—1500)~—
: N e Ot
3 |
ﬂoea:ﬂ Wife | Mother Bister 3 2] 3 7 = ¢

{08 caenm S ac.g umdoﬁm‘}
No. of Warrant sets already taken®

9485 b f Bpoy vwd Ve»” ]
No. of Warrant scts availahle® e

H0:Q 02 88 88ag wiiE—
Raference to Leave Papers—

cBxfwe E8mciod qrlem
Signature of Checking Clerk

I;Ig? ] EREEE . o S~ .

SmPd o SO0 u S § o6 BEoP® BECH: DD aw! 80 owd LBG o Scopw 48 negw oga 38 gea..

*A Warrent for & double jowrney is a set and that for a single journey should be counted as half & ser 4

12, owidvednined gdhmwes! ewi e evwcBchBuwed ond Bowlaws - "
‘ Order of ths Head of the Dopartinent or Assistunt

gen ) .T
(
=)
13. fAns mg acsy m] d
Number of Worruntes
4. Hns ne S .

Date of Jssue
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10.

11.

12

. Any other information

APPLICATION £01. THE USE OF AUDITORIUM AT WAYAMBA UNIVERSITY OF SRI LANKA

. Qrianizer

Or; snizatien

Contact person

Address -
Required Date Time From To
Telephone No Fax e-mail

. Title of Seminar

Conference
Activity

. Public Performance - No l (If yes, letter of approval to be submitted)

. International Conference/ Seminar Yes m (If yes, letter of approval to be submitted)

. Names of Speakers / Chief Guest

. Electric Power requirements for video recording or Stage props and Agencies responsible

(WITHOUT PRIOR APPROVAL ELECTRICAL WIRING SHOULD NOT BE CARRIED OUT)

. Non - refundable deposit of 25% of hire charges to be paid within 07 days of confirmation. Batance to be

paid at least 21 days prior to the event.
If not, the facilities will be made available to any other party.

. Change of date 1o be informed 14 days prior to the activity.

Nen refundable deposit will be deducted for cancellation.
Banners should be handed over 24 hrs. prior to the activity

Any changes or loss to the Wayamba University of Sri lanka propertics, the estimates of the Engineer of
the Wayamba University of Sri Lanka will be final & conclusive

Cheques to be drawn in favour of “ Vice - chancellor, Wayamba University of Sri lznka”’

Venue will be handed over criv 3 hrs. Prior to the Even:.

sipnsiure Date

ANNEXURE ﬂ



Auditorium can ve/ cannet be reserved for the abe ve purpose

Works Engineer/AR Administration

Date

RS. covccrmsncssnseenecusssenssnnneese PAID BY the RECEIPt NO Livvisnemmeresssmonsssesssmesessannne

Shroff

Approved/ Not Approved

Registrar

Date

Date

Auditorium has been reserved ON ... e s

Works Engineer/AR Administration

(Date)

Date
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WAYAMBA UNIVERSITY OF SRI LANKA

APPLICATION FOR ADMISSION
Master of Philosophy (M.Phil.) and Doctor of Philosophy (Ph.D.)
Degree Program

Degree Sought:

Faculty:
Department:

M.Phil. Ph.D.

1. Name in Full : Dr./ Mr./ Mrs./ Miss :

2. Name with initials:

3. Address:

Residential Address Official Address

ANNEXURE
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4. Contact Number:

Tele (Res)

Mobile

Tele (Office)

Mobile

5. National Identity Card No:

6. Date of Birth:

7. Material Status:

8. Email Address:

Single

ooy [ Jwontn [ [ Jvear [ [ [ | |
|:|Married

[ ]

9. Academic Qualifications (Attach photocopies of certificates):

University

Period

Specialization

Degree & Effective
Class Date

10. Professional Qualifications/Training (Attach Photocopies of Certificates):

Institution

Period

Field of Study / Training

ANNEXURE
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11. Work Experience (Most Recent Job First)

Organization

Period of Service
(DD/MM/YY)

From

To

Nature of Work

Position
Held

Briefly describe your current employment and work responsibilities

12. English Language Proficiency:

Excellent |:|

13. Fees & Mode of Payment:

Good I:l

Average I:l

Item

Amount (Rs.)

Mode of Payment

Course Fee

Research Expenses

Please attached a ‘Detailed Budget’ to your Research Proposal

ANNEXURE
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14.
14.1: Title of the Proposed Study:

(Please Annex 2 Copies of Research Proposal)

14.2: Full Time Part Time

Enrolment Status:

14.3: Place/s where research work is to be carried out:

14.4: Proposed Supervisor/s [Attach the Declaration Letter/s from the Supervisor/s and their CV’s)
(Please attached the same information separately for the 3™ Supervisor and more)

1%t Supervisor 2" Supervisor

(Name, Title &
Address)

Email Address

Telephone

Official Frank

ANNEXURE [k



15. Declaration by Applicant

| certify that information provided above are true and correct. | understand that misrepresentation in
application will cause rejection of application or revoking of acceptance for admission. | am also aware that
incomplete applications will be rejected. In the event of my application being accepted for registration for
the postgraduate course of study, | hereby agree to abide by such By-Laws, Regulations and Rules of the
University as are applicable to me.

Date: Signature

Recommendation of the employer (for employees of government organizations):

Name:
Designation: Signature
Address:

(Official Stamp)

For FHDC Official Use Only

The application Accepted / Rejected by the Faculty Higher Degrees Committee, Faculty of

Any Comments:

Date: .. [oeececiS v

Chairman - FHDC

ANNEXURE RHEE]



CHECK LIST

Before sending this application, please check that you have attached the following documents:

1. Completed Application Form with Signature

2. Complete Curriculum Vitae (CV) of the Applicant

3. Certified Copy of the Birth Certificate

4. Certified Copies of Educational Certificates

5. Certified Copies of Certificates of Professional Qualifications

6. Academic Transcripts (Should Directly be Sent to the Registrar, WUSL)

7. Two (02) Copies of Research Proposal Signed by Proposed Supervisors

8. Declaration by Proposed Supervisor/s + CVs of Supervisors

9. Declaration by the Employer (If Applicable)

10. Two (02) Referee Reports

11. Proposed Budget + Proof of Evidence of Funding / Financial Support

12. Three (03) Copies of Passport size Color Photographs

13. Receipts of Relevant Payments, including the Application Lodging Fee
PAYMENTS:

e Please be made either at

Shroff

Counter of the Wayamba University of Sri Lanka OR
Bank of Ceylon (A/C No.0001473508) of at any branch of the Bank

e Please refer Ledger Code: 135069 in all your payments/receipts

e The receipt or the bank slip should be attached to the application form.

SUBMISSION OF APPLICATION:

Please post the completed application along with other documents under registered cover to reach:
The Registrar,

Wayamba University of Sri Lanka,
Kuliyapitiya
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WAYAMBA UNIVERSITY OF SRI LANKA

PROGRESS REPORT FOR POSTGRADUATE
STUDENTS

DegreeRegistered

: PhD |:| M.Phil. |:|

Mode :Full-Time I:I Part-Time I:I

Period Covered : FROM / /20 TO / /20

ProgressReportNo :

The Section A and B must be completed by the STUDENT and handed over to his/her supervisor/s:

Section A:

Name and Initials

Registration No.

Date of Registration Day: Month: Year:
Agriculture & Applied
Facult Plantation Mgt. Sciences
y Livestock, Fisheries & Business &
Nutrition Finance
Department

Field of Study

Section B: Brief description of the work done during the period

Title of the Thesis:

Please use PAGE 4 of this form to report the work completed during the period of concern(i.e.
methodsappliedsuchasfield/labwork, collectionand analysis of data, results obtained etc.)

Limit your expression to maximum of 500 words

Incase,ifyouuseaseparatesheetforthispurpose,pleaseincludeyourName,Signatureand the Date
AND the Signature of your Supervisor/s for your write-up
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Publications / Communications arisingfromthe
project during the reporting period

(Please tick “X” in appropriate box)

Available
(Attach Copies)

Not Available

Any other Remarks:

Date: / /20

Signature of the Student

Section C: Observation by the SUPERVISOR/S

(IftherearemorethanoneSupervisoratleasttwoSupervisorsshouldgivetheircomments)

Name of Supervisor

15t Supervisor

2"4Supervisor

3" Supervisor

Prof. / Dr. / Mr. / Mrs.

Prof. / Dr. / Mr. / Mrs.

Prof. / Dr. / Mr. / Mrs.

Recommendation
(Please tick “X”)

Excellent

Excellent

Excellent

Research work

Attendance at
discussions / seminars

Research publications

Thesis preparation

Enthusiasm

Remarks on the
Progress

ANNEXURE IS



Signature

Date (DD / MM / YY) )

Official Stamp

Section D: Recommendation of the Faculty Higher Degree Committee

Signature of Chairman

Faculty Higher Degree Committee

Date (DD / MM / YY)

Day

Month

Year

Section E: Approval of the Senate Research and Higher Degree Committee

Meeting No.

Minute No.

Date

Signature of Chairman
SRHDC

Date (DD / MM / YY)

Day

Month

Year

ANNEXURE kY



ANNEX: The work completed during the period of concern (i.e. methods applied such as field/lab work,
collection and analysis of data, results obtained)

NameofStudent Signature of Student

Signature (1** Supervisor) Signature (2" Supervisor) Signature (3" Supervisor)
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University Research Grant

Biannual Progress Report

Grant Number.:

A. Proposal Summary

Name of the Principal Investigator:

2. Address:
3. Title of the research project:
4. Duration:
5. Project started date ( as stated in the Award):
6. Project end date:
7. Reporting period:
8. Total funds approved: Rs.
9. Funds approved for the reporting period: Rs.
10. Funds utilized during the reporting period: Rs.
11. Total funds utilized up to date:
12. Equipment purchased, if any:
B. Progress.

L.

A brief description of the work carried out:

2. A brief detail of the scientific progress:

ANNEXURE



3. State your progress towards achieving the objective/s as given in the proposal:

C. Output if any (eg; Publications that has resulted from this research)

D. Write any deviations from the research proposal.

E. Constrains

F. Details of expenditure at cost component-wise:

Cost Components

Disbursed / Rs.

Committed / Rs.

ANNEXURE



G. Action Plan for the next six month period:

H. Budget details for the next six month period:

Signature of Principal Investigator Date

ANNEXURE
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APPLICATION FOR RESEARCH ALLOWANCE

I Submit by Email |

IN ACCORDANCE WITH THE CIRCULAR NO 1/2011 OF MINISTRY OF HIGHER

EDUCATION

1. Name of the Applicant :

2. UPF No

3. Designation

4. Department of Study

5. Faculty

6. Category under which the application is made [Please refer to the Circular No. 1/2011and
1/2011(1) of Ministry of Higher Education]: Please circle the correct response i through vi.
Evidence of proof should be submitted upon request except for category 6(iii).

L
IL

II.
V.

v

VL

Research work already published

Ongoing research and/or a research funded by an international or local granting agency
Fresh research proposal

Currently on sabbatical leave with evidence of research

Other academic publications

Lecturer (probationary) - postgraduate research and/or evidence of enrolment for
postgraduate degree programmes

7. If you are applying under the category 6 (iii) above, please provide the following information on
a separate sheet(s)

a)
b)
c)
d)
e)
)

Title of the research project proposed:

Collaborators (if any):

Objective/s of the research project and a brief description of the methodology:
Date of commencement of the project:

Project duration (in months):

Project deliverables/outputs:

Signature of the applicant Date
8. Recommendation
a) Forwaded b) Recommended/Not recopmmended
" Head of thé.]jci‘)ai'tx}lent . Chairperson/Committee for Research
Allowance, Facultyof
Date: D wueseeommepien
¢) Approved/Not approved
Dean/Faculty of Date:
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WAYAMBA UNIVERSITY OF SRI LANKA
FORM OF APPLICATION FOR THE INTERNAL CANDIDATES

For Office Use Only

PUOSES i svaasnasanussisszsnyssswess s ns o 5maass s eu s iaEaE o3 63 INGHS SeITEIE RSN D G VS 3 X S B EmSAA ASRS R I N R MGwen s b

01. (a) Name with Initials

(b) Names.denoted by Initials

02. Whether Rev./Mr./Mrs./Miss

03. (a) Postai Address

{Any change should be
gommunicated immediotely

{b) Contact Telephone No.

04. National Identity Card No

05. (3) Date of Birth

{b) Age as at the closing date of
applications

06. Civil Status

07. Whether Citizen of Sri Lanka

{State whether by decent or by
registration] if by registration,
give reference number & dote of
certificate of Citizenship)

08. Race

(State whether Sinhala, Tamil, person of Indian Origin or Muslim)

09. Education — Schools Attended

(1)
)
T
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-0.
10. tducational Qualifications  : G.C.E. (O/L) & G.C.E. (A/L)
(a) G.C.E. (O/1) :
1% Sitting (Year:...........) 2™ Sitting (Year:..........)

Subjects Passed Grade Subjects Passed Grade

1™ Sitting (Year:....... ) 2" Sitting (Year:..........)

Subjects Passed Grade Subjects Passed Grade

11. University Education :

2 Date, Class &
. - . " Effective 2
University/ Institute Degree Period — Grade of Final
Examination
L |
! |
' E
2 !
|
i |
| 3. \
4. \
| |
12. Highest Examination Passed in Sinhala/ English:
T STARAIR i ciimsihniiasemsrans vesseansapssss onmsonsesssnskisnsionass ST YRS SRS SRR S
(R e[ R e e e S
Contd...-/3
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g8
13. Professional Qualifications

S

Date of effective ’
ituti ificati i Duration
Institution Qualifications Obtained Commencement Date

e |

14. Experiences (Relevant to the post applied)

From To

Department/ Institution Post DDJ v | 7 | o0 Tvm T 7

15. Other Qualifications/ Extra Curricular Activities

16. Present Occupation:

(a) 1. Post
2. Date of Appointment
3. Whether confirmed in the present post
4. Place of Work
5. Salary Scale of the Post Sgonisssn s mnns
6. Present salary 245) Basic Salaryi sewsvaissmm

(it} ANOWRTIERS S scscssissmsimmsssawssmsmamnsssauniss

{b) Previous Appointments in the University Service:

From To
oo [mm| vy [ oo [mMm] vy

University/ Institute Post

?-—.»..—7 _—

Contd...-/4
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sl

17. Previous Appointments (Before University Service):

o From To ]

D rt |
epartment/ Institution Post 50 LMMALYY 50 IMML ij
S I A
R I T —— l _A_L,.NJ A__._\*_.___‘L.‘.m_w-l _‘_\

| certify that all particulars stated by me in this application are true and accurate. | am aware that if any
particulars are found to be false or inaccurate prior to my selection, my application wiil be rejected, and
that if particulars are found to false or inaccurate after my selection, | wili be dismissed from my service
without compensation.

Date i,

Signature of Applicant

Recommendation of the Head of the Department/ Branch/ Unit:

Forwarded, He/ She could be released / could not be released from the service of this Department/
Branch/ Unit if selected for an appointment.

Date :...ccrvunne.

Signature of the Head of the Dept./Branch/ Unit

Note - In the case of an employee attached to the Foculties, Libraries & Financial Branches should complete.

Recommendation of the Dean/ Librarian/ Bursar: ..... eyttt s e b et b ene

DO e

Signature of the Dean/ Librarian/ Bursar

{should be filled by the Estoblishment Division)
| certify that the particulars given in columns 01 to 17 of this application are correct according to the
applicant’s personal filte maintain by the Establishments Division.

Subject Clerk - ... D o e L R0 s

Signature of the Senior Assistant Registrar/
Date) G Assistant Registrar (Non-academic Establishment)

Recommendation of the Secretary/ Registrar/ Director:

Forwarded, | certify that the particulars given in columns O1 to 17 of this application are correct
according to the applicant’s personal file maintain by this University/ Institute He/ She could be
released/ could not be released from this University/ Institute if selected for an appointment.

DO covoecciirciemenies e s s s S e R st s en b
Signature of the Secretary/ Registror/ Director
s Delete whichever is inapplicable

fing
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ok

WAYAMBA UNIVERSITY OF SRI LANKA
FORM OF APPLICATION FOR THE EXTERNAL CANDIDATES
For Office Use Only

Medium in which you wish to sit the Fxamination ‘ J | j
(inhala 2, Tomil 3, English 4)

(State the number in the box)

Post:

01. (a) Name with Initials

(b) Names denoted by Initials

02. whether Rev./Mr./Mrs./Miss

03. (a) Postal Address

{Any change should be
communicated immediately)

(b} Contact Telephone No.

04. National Identity Card No

05. (a) Date of Birth

(b) Age as at the closing date of
applications

06. Civil Status

07. Whether Citizen of Sri Lanka

(State whether by decent or by
registration} If by registration,
give reference number & date of
certificate of Citizenship)

08. Race o e T AN -, s~ .
(State whether Sinhala, Tamil, person of Indian Origin or Muslim)

09. Education — Schools Attended

Contd. .-/2
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10. Educational Qualifications

(a) G.C.E.(O/L):

S

:G.C.E. (O/L) & G.C.E. (A/L)

1% Sitting (Year:........... ) 2" Sitting (Year:.......... )

Subjects Passed Grade Subjects Passed Grade
4,
2.
W e T J e e E—
T s s e e . S —
S.
R e B e
o
. Rt e o e rnompmmm——————— e s cre—"
9.
10.

(b) G.C.E. (A/L)
1t Sitting (Year:........... ) 2" Sitting (Year:.......... )

Subjects Passed Grade Subjects Passed Grade
R e e Sy e e e e S e 5

_\"
2, -~ orr e —.
3.
a.
11. University Education:
. Date, Class & |
University/ Institute Degree Period Effective Grade of Final
Date S
Examination

1.
2,
3.
4.
12. Highest Examination Passed in Sinhala/ English:

(1) SIRBIE S imonionssihnisiusasi s s s A S Al a5 P

(2) English

Contd...-/3
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13. Professional Qualifications

Date of Effective

Institution Qualifications Obtained Duration
Commencement Date
1
2.
3.
4.
5 i
J | |

14. Experiences (Relevant to the post applied) (Clearly indicate the Year, Month & Date)

Department/ Institution Post o FATAT 7 pre= AIOM =
L
2. -
3t
4.
5.

. |

15. Other Qualifications/ Extra Curricular Activities
16. Previous Appointments (Clearly indicate the Year, Month & Date):

Department/ Institution Post = FA';;;:‘ = e AIIOM W

s 1

Contd...-/4
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17. Names of two non-related referees with addresses and contact Nos.

Name Address & Contact No.

| certify that all particulars stated by me in this application are true and accurate. | am aware that if
any particulars are found to be false or inaccurate prior to my selection, my application will be
rejected, and that if particulars are found to false or inaccurate after my selection, 1 will be dismissed
from my service without compensation.

D mmemmmmsmesimes. e AR EES
Signature of Applicant

Note — Applicants in the State Service or Provinciol State Service, Government Corporations, Statutory Boords &
Commissions should forwerd their applications through the Head of Institution concerned.

Recommendation of the Heod of the Department/ Institution

Forwarded, | certify that the particulars given in columns 01 to 16 of this application are correct
according to the applicant’s personal file maintain by this Department/ Institution. He/ She could be
released/ could not be released from this Department/ Institution if selected for an appointment.

Date T D L S oo i S R e

Name =

Designation B et AR AN RN AR N SR AR RIS S

(Official Stamp)

e Dclete whichever is inapplicable
/R
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/

AGREEMENT
PAYMENT OF FEES AND LEAVE GRANTED

TO FOLLOW_SHORT TERM STUDY/TRAINING PROGRAMMES

This AGREEMENT is made on this ............. day ‘of ..o year Two
Thousand and ................ by and between the University Grants
Commission/Higher Educational Institution/Institute or any successor entering
thereto (hereinafter referred to as the “EMPLOYER?”) of the ONE PART and

(name of the institution)

“EMPLOYEE” which term or expression shall include the said
....................................................................... of the OTHER PART.

CORABCIEd: BY wv.sivviinississcsmmnnsisssssivmicvasanessis (hereinafter referred to
as “THE SAID INSTITUTION) to follow the said study/training programme on
full time/part time basis for a period of ............... years/months from
............................. (hereinafter referred to as the “PRESCRIBED
PERIOD”).

AND WHEREAS the EMPLOYER has agreed to release the EMPLOYEE for the
said study/training programme on full time/part time basis and to grant a sum of
Fi% Rissians to the EMPLOYEE being the total cost of study/training programme.

AND WHEREAS in case the EMPLOYER has agreed to grant paid leave to the
EMPLOYEE for the said study/training programme, the value of such leave as
described in the Schedule to this Agreement shall be a part of the cost of the
study/training programme mentioned above.
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AND WHEREAS it has been mutually agreed between the EMPLOYER and the
EMPLOYEE to enter into an AGREEMENT and it is hereby agreed as follows;

1. The said EMPLOYEE shall diligently attend the prescribed study/training
programme during the prescribed period and shall submit to the
EMPLOYER a certificate of attendance from THE SAID INSTITUTION.

2. The EMPLOYER hereby undertakes to bear the cost of the study/training
programme titled above as determined by the EMPLOYER on behalf of
the EMPLOYEE who is entering into this Agreement with the
EMPLOYER.

3. The said EMPLOYEE hereby undertakes to complete the said course of
study/training programme successfully without any deviation within the
stipulated time period and to serve the EMPLOYER for a period of
........................... from .............ccoeee.......after completion of the
study/training programme (hereinafter referred to as the BONDED
PERIOD).

4. The said EMPLOYEE hereby undertakes to repay the EMPLOYER the
total cost of the study/training programme and the value of leave utilized
(hereinafter referred to as the BOND VALUE) in the event of his/her
failure to complete the study/training programme or failure to comply with
the terms and conditions of this Agreement as follows;.

5. (1) (a) The total cost of the study/training programme bome by the
EMPLOYER and the full value of the leave utilized will be
recovered if the EMPLOYEE serves less than half of the
BONDED PERIOD.

(b) 50% of the cost of the study/training programme borne by the
EMPLOYER and 50% of the value of leave utilized will be

ANNEXURE



3

recovered if the EMPLOYEE serves at least half of the
BONDED PERIOD mentioned in paragraph 3 above.

(c) If the EMPLOYEE serves more than half but less than the full
term of the BONDED PERIOD, total cost of the study/training
programme and the value of the leave utilized will be recovered

on a pro-rata basis.

6. The basis of calculating the total cost of the study/training programme and
the value of the leave utilized referred to in paragraphs 4 and 5 above is
described in the Schedule to this Agreement.

7. In the event the EMPLOYEE is unable to pay back the cost of the
study/training programme and the value of leave utilized as referred to in
paragraphs 4, 5 (a), (b) and (c) above, the EMPLOYEE hereby gives the
consent to recover such amount from the balance lying to the credit of the
EMPLOYEE in the Universities Provident Fund.

8. If the Provident Fund is insufficient to recover the full BOND VALUE as
stated in paragraph 7 above, the EMPLOYEE hereby agrees to make
alternative arrangements to pay the shortfall of the BOND VALUE to the
EMPLOYER as mutually agreed upon by the parties.

IN WITNESS WHEREOF the EMPLOYER has caused its Common Seal to
be affixed and the said Party of the ONE PART has set the hand hereunto and

to one other of the same tenor and date as these presents at
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EMPLOYER was affixed
hereto in the presence of

The Common Seal of the } : .......................................................

Signature of the Secretary/Registrar

Witnesses to the above Signatories

Signed by the within-named Party of the
OTHER PART in the presence of the
following Witnesses:

SIGNATURE OF THE EMPLOYEE

Witnesses to the signature of the EMPLOYEE
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WU- SW1

26 &6 |

©2.8.4X5 : /

eDed ywess L)

Eents (W e

Affix your & Et & BE0de e

photograph 4XSem | Wayamba University of Sri Lanka

e 52 gedunes Ggianes 6368 grcdoncs
qnes dbee - 2016/2017

82w | Faculty

gses oXDEed ® | Name of the course of study
(1

-

L

Application for Admission of New Entrants
Academic Year —2016/2017

i. oos/ Pon) ot/ e@nde ¢ we B® [ Whether Rev/ Mr/ Mrs or Miss
il geednied Dee® em] god eweesm o@ [ Last Name or Surname of the applicant

iii. Yepdr o &® [ Name with initials
V. Bendl o8 »® (g@Bews) [/ Name with initials (in English)

| I

v. 685t 90 (Bede gouedoes ceHs DE ase®d SiERd Rusln)Boe ol sede):
Full name (Write clearly as mentioned in the application for University Admission) (in Sinhala or Tamil):

b i : ,J
vi. oBgb@n 99 (pede gredoes oeme e GSeP0 CUNERD Busim) (P-BBewns):
Full name (Write clearly as mentioned in the application for University Admission)(in English):
i i =
|
N J

i. @86 @8 | Permanent Address

i

il. 880 B (@-BBewsl) [ Permanent Address (in English)

B

|

\

i

[ E: - N R 1
|

[

il. c=ed € | Date of Birth

ili. &we [ Age

/o T/7T ] ‘ ‘

S NP, (R 1. | L | PP Lo = |

ANNEXURE



iv. ©50 oea@es oo [ National ldentity Card No.

N N O A I

v, 00 gowm | Telephone Number vi. Bepd owed @8ew | E-mail Address
T 1 T T T | | |
| —| I | ! ! I |

3. 1. 2016 georwm. (o) S o ii. Z g®o:
Index Number of the G.C.E. (A/L) Examintion, 2016 Z Score

| 1 | Ltel T [ T ]

iil. 286500 (BS08eme sedew oe® gean® )
Administrative district from which you have been selected for University Admission

4. i, 9B [ Race ii. epw® | Religion
|

R ', ’

1. @@ S5edd emddwe | Grama Niladhari Division iv.eg® [ Province
f

v. 88/ gtie @0w | Gender vi. S0/ adOem 89 [ Civil Status

l |

L

SRS

vii. goowBe@n | Citizenship{( @ @eeeds / Sri Lankan )
| soBecos { By Descent
|| @wesBenes | By Registation

5. 1. 8wed| @0 @dnied 0daben »E:

Full Name of Father / Mother / Guardian
P g

i

ii. LagBw | OccupationA ) . ) -
iil. edexa [Hlet} asa)aecs :;eegm | Address c;the Place of Work
, =

| - |
iv. 60w e | Telephone Number

N O O A

V. 088 qddDOng c1ad Lo gn qued & o Onde Gmn
Name and the Telephone Number of the person to be informed in casc of an Emergency
{ o s e NN e
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6. oo ocns GEBEIE awm Mmd 00 o emged B8O Eu®m (X) emess
Mark ‘X’ in the relevant cage to indicate that the particular document is enclosed.

i. e@.8. 4 X5 goned b SHwtie B8oed ee)pmes
Twelve copies of 4 X 5 c.m. size colour photographs of the applicant

ii. cless oobved §C 80sn ® @D DSESOLMODOer | EgN® emPmBBO0ema —
ee) owe@ Jeoced 988 oodn Dom @ &) 8dew/ Original and a photocopy of the
birth certificate certified by Justice of Peace / Commissioner for Oaths or Principal of the school

iii. @0® coont quiad & ary EEded wO® EU® gomwed 8§F 8osn| eiBE e®6Mw/
o codnn 6eeidn coown oatmn & &) Bood O @uB@e| Originalanda
photocopy of Affidavit / Certificate of Samanera / Marriage certificate / amended Birth
Certificate, if there is a difference in the name

iv. 9 eeXnedsind B Snsd Wom @¢ geo.s. (M.es) Boxm cubwed §F 8osv)/
el ended 88 St woe e 86O GOHe ® P SHEOVMODOny/ EgNE ——
eaﬁzg‘fﬁd Doy o) el Jencded 988 ombnd DO @ OR “W 8ded O
5]
Original of the G.C.E. (O/L) Certificate issued by the Department of Examinations / Results sheet
issued by the principal of the school and a photocopy of the same certified by Justice of Peace /
Commissioner for Oaths or Principal of the school.

v. S eeobnedsnd 888 Snt’ moe @ qeoe. (C.eo) Smxs ounbmed §F Bosn/
el Seacded 88 Sns DO g 86O 05 ®) B BSESOEMODOR/ NS
@?g;sﬁd Doy o) owed denced 88 oot DO EE LR B 80od On
5]
Original of the G.C.E. (A/L) Certificate issued by the Department of Examinations / Results sheet
issued by the principal of the school and a photocopy of the same certified by Justice of Peace /
Commissioner for Oaths or Principal of the school.

vi. Ges D0 eHeam (IE HIOmed ambnn) ® e 8Os
Original and a photocopy of Student Record Sheet (School Leaving Certificate)

vii. BoxsEe8m @) qeR geand @dn 6vl A0 ombn O Qieds s wo® @ OO0
oo (@@ ai MWD o 6®d® woekm) Duly endorsed bank voucher for payment of
registration and other fees (make payments according to the relevant fees stated in the form

annexed)

i

vili. £19008 g BrBEdR BEoBeme boes emBes OO dn OO mEH® ded OO b
cobn ®IESOD a8 g cnld) eon e b e (V) eenen ewes./If any of the above
documents have already been sent to the UGC, indicate (v) mark to the serial number of such document in
the cages given below.

i | (v, | v. vi.
L 1] |
7. QB MEG REE 80 SO e 6ol e B dod Soemd & O

CEOMTIMBO e1a® EPO emeose e@®. |agree to inform the Registrar in the case of receiving
an employment or any changes in my address during the period of study.

Beswed Gended auios gea] Date
Signature of the student
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WAYAMBA UNIVERSITY OF SRI LANKA
STUDENT HEALTH SERVICE.
Ol 8E8emepr Gen eods esBOn

LStudent ID No:

HEALTH HISTORY FORM
Students’ photo

® This information is strictly for the use of University Health Service, and will not be releascd to
anyone withioutl your knuuludgs. and consent. Please ngst regmuuh the mmgleted fgr“

Before coming to the University.
28 ggfolon ddocn Ges coids SDdOmed WPne oo oPHE o ©F EEd. 98 qBucon BXgy Do
qoeos S0 55e0n0a g camda ©ed. ol DOS @ 9P cHmO B3 BSEBemEnd BRSO eso
m_n&.n BeRS, eeden SRodme, § e S0P SEofimes. nEmSdo g8and Emetd mwiecs

® Part[of the form should be completed by the student and part 0 should be completed by MBBS qualificd Medical Officer of the

Government Hospital and jt should be signed and stamped.
3@ efmed 105 endo I B84 oloby me n and |l &9 b, aked odivgs 58.2.9.04. corkn @ eeden
ooy 8584 o8t o adosl I YOO me oo,

® If University Medical Officer needs to examine a student on considering his/her medical form, he she should report Immedjately
10 the University Medical Officer within short natice,
@90 sedes oY ogm LT P Cesen | GCesin cwsd) oloe BERY BEoBcme eobes SO qOGB
Ehemdl quo/Im end oia® IHE O eedendow O WS DM e Y.

PART 1
To be completed by the student / Ses 80 D8 oBgbir B QMO
Full Name / o8gban &® .

Faculty / 8
Age/ Som ..

Date of Birth //¢med 80 iy iviiainsmiismssieis

Nationality / &80

Sex / &8 cow @O ..

Single / Marricd 8&mexs! aBSimeme  Religion/ o®.........ove. .. Position in Family/ cfed 62950, ....ccoceua-
Occupation / SIEDD MOIRET / BB.....ccvirreerensssassese s evasens Father / 8a..............
Last school attended / 808 OO0 @OWEDDIT OMBE .oovveercireremriiiesinsiasansaisesassisssasessseissmsssssssssssssssessasssssssereengsssacsnssrsassnscs

Home Address & Districl / 8®¢C T80 &) EBPETEID -.oovererriiirorniiniasiarsisssonsseisreseses

Extra curricular activites during the school day / ©)mege mEC Fomond
Sports- (Yes/No) if yes indoor games/ cutdoor games 2 (giofow) 29 =8 8ed M, wandn §de?
Music- (Yes/No) @8 - (28/tm) Dancing- (Yes/No) ena® - (@8fem) Leadership- (Yes/No) mondon - (@8)/muw)
Religious Work- (Yes/No) @mo@n oogn- [@3/mim) Arts- (Yes/No) o@- (@8ewe) Non- 8800 ew

Living Conditions (Home) emeo o) ods&e  Family income per month from all source 8w 8wd 9&8m ofs@ Moo

Number of inmates ©&«8 @e@a® : Under Ry 3000 per monthly )&t &t 3000 © a@

Number of rooms m®0 @ue : Retween Rs 3000 - 6000 ¢t 3000 o5 60008 (oo

Floor-¢ / semi eRsl8 (abd S50 .
Floor-cement / semi permanent 3® &e@s88 |af Between Rs, 6000 — 10,000 oz 6000 & 10,000 of qd

Roof-permanent (Yes/No) &o@ S80- (@5feim)
. k Between Rs, (0,000 - 15,000 <. 10,000 of 15000 o qoc
Latrine: water carriage / pit / bucket
aE6E: 8@ O [ Og | e Over Rs 15,000 - & 15.000 9 &&
Water: pipe / well / river S@xo: &@ 888 | 8¢ [ we

Drinking water: boiled/ unboiled @8e dgoe: a0y cenexdy
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Person notificd in case of emergencies / ©88 qdD® ¢us® &m ped ) w06?

Name /o - & o SRR e

Address / @860 i s R R ]

‘Telephone No / gomde ot .

Relationship / @@ @8F 1) BDEW BEET woovvvvviimracsriiorincsisssasssnesnaissss sassssasns R

Family Medical History / ©8e@ sefea gloee

ALIVE Bodo 82 =8 DEAD / AGE AT
State of Health if ill, mention the illness DEATH CAUSE OF DEATH
gge 1@ OFBOD : coBend o8 aodee | IO ok 0 280 | SCwWed eEad |
2 | gose S
FATHER & |
MOTHER &

BROTHER we®iqows

SISTERS mewmieSwel

Student medical history / Ses eed¢n embOdy
Have you suffered from any of the followings? 880 oo ocos b0 eol eckons g Bede?

Infectious diseases: Mumps (Yes/No) Measles (Yes/No) Poliomyelitis (Yes/No) Rubella (Yes/No) Infective hepatitis (Yes/No) ‘
Whooping cough (Yes/No) Chicken pox {Yes/No) Tetanus (Yes/No) Diphtheria (Yes/No) Others (Yes/No)

oo oSk : B8YE @ (R8/aim) ocls (BD/mn) Ve oens ([ED/mw) GwOdE (BD/em) soxo®en |
[@8/eno) oEmd sude (@D/own) ceog (@8/am) BOwde (@8/aim) oeeoe eoinwn (@8/aum) [

eOwa ecko (08/mw) \

|

Worm Infestation: Filarial (Yes / No) Others (Yes / No)
ogy ek : 0D (28/mim) evad (D8)ewm)

Tropical Diseases : Malaria (Yes / No) Amoebic Dysentery (Yes / No) Bacillary Dysentery (Yes / No) Others (Yes / No)
858n ok : BiedEme (DD/awm) aidd afoce (B8/an) MBe ados (@9/mwm) edad etk (D8/aim)

Respiratory : Frequent Colds (Yes/No) Hay Fever (Yes™No) Asthma (YesNo) Pneumonia (Yes/No) TB & Others (Yes/No)
Soom : B0 Digees codnfomd (@8/mw) Lo Ban [@8/mn) awd (@9auw) B3e8I6mO (B8 /are) cee
Sloe @ edad Stom craded edko (®8/om)

Circulatory : Heart Disease (Yes / No} High Blood Pressure (Yes / No)
ead@ : mig eie (B8/miwm) bt GO Ehaw (@9/aom)

E.N.T. : Ear Infections (Yes / No) Others (Yes / No)
D& ¢ mbi moen (@5/am) ctam mD (09)mim)

Eye : Short Sight {(Yes / No) Long Sight (Yes / No) Injuries & Others (Yes / No)
e afied caEdomd (©8/ma) ¢0 ¢auEdnmd (BOjam) qoadt o ebed MR (©8/emim)
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PART Il -
For Use of Medical Officer of Government Hospital
To be completed by a MBBS qualified Medical Officer of a Government Hospital

Height Weight Circumference of Chest Abdominal Measurement Posture | Use check mark (v) to
Full Inspiration | Full Expiration | At Navel | At Iliag crest mdicitgomal
Circulation Respiration Nervons System L
Skin
Lungs | Are traces of paralysis, Convulsion insanity of | Breast
Pulse | inebniety observable” .........coovieennee Thyeald
Bp Are knee Jerks abnormal?
Heart [ Pupils ....... SR
Digestion Vision & R
Teeth-  Decayed. ..., MiSSIOL i Filled ..o Visual Acuity: Without glass. i e
Dentures ... Ggivitis e With glass
Color vision:  Red
State of liver, spleen, other abdominal organ
whether subject to the Hemorrthoid Green
Use check mark (v} to indicate normal Speech [ Scars from operations, injuries? ...........c......
| Chinical test L
Varicose vein |
| HO% o Urine: Albumin
Hernia :
Hearing B100d BIOUP «....vvensisveee SUGAF ...vvoecirscseranans
Hydrocele/Vericocele
Chest x ray (if indicated) Crel NS N S S

Does the student NEED REFERAL to a specinlist regarding any medical condition?

If so, what i$ the condition? ......... u

1 certifir that | have carried aur a full medical examinatio
history of the applicant,
[ am opinion that Mr/Mrs /Miss./ .

n and that my epinion i based

o

n the result of my examination and on the medical

is fit‘not fit for studies in Wayamba University of Sri Lanka for the following reasons:-

Signature of Medical Officer ..

Frank -

FOR USE OF UNIVERSITY MEDICAL OFFICER
TYPE OF DEFECTS

ACTION TAKEN : Referred to 1

forthwith / P
Advised and treated at Health Center

d till convenient

Ocular
Dental
ENT
Surgical |
Orthopedic
Medical
Dermatological
Psychological

Social Economi¢

Date

Vlniversity Medical Officer
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Nervous System : Epifepsy (Yes / No) Migraine (Yes / No) Norvous Breakdown (Yes / No) Others (Yes / No)
donz cDB® : Deln o (BYaim) BRenivn (@8]aim) LD (B8]ow) edad MR (95]mwm)

Surgical : Fractures (Yes / No) Injuries & Operations (Yes / No)
oga : oi® I (@Ffmin) aaadt oo wes BEY (B3]

Immunizations : Have you been vaccinated against diptheria, tetanus, whooping cough, polio, typhoid, T.B. (B.C.G) (Yes/ No)
m:m@wmm.mm.mmmm.mmmmbme&
22 go Ades o Gede? (B5/mm)

Stress : Have you any problems concerning?
8D : D0 con ocnd o8 SNehs scegdese?

Exams (Yes / No) Financial (Yes /No)  Social {Yes/ No). Home (Yes /No) Sex (Yes / No)
Studies (Yes / No) Sports (Yes / No) any other (Yes / No)

Soxe (@8[sm) ged gdo (@9/mw) o (@8jow) eocoend wda (@5/siwm)
GOp pda (@Dfern) qisces (@Ofewm)  HO @8/mio)  cOod (98/mim)

Menstrual history : Period - regular / irregular flow - slight / normal / excessive pain (Yes / No)
MO0 PBmed | MO - PROH] apPeYd WAL - dOde/ o®es/ BB Beomd - o o

Misc : Attempted suicide (Yes / No)  Diabetic (Yes/No)  Alcohol / Drug addicted (Yes / No)
AnY aHeTPIEs Y S0, WRALT i s s W s S RS Tee
Have you passed grade 5 scholarship (Yes / No)
eSod nouy : Buid om Bl qddd) ([mnjmm) EcOBoD (qio/oxo) O cul | OF con qld%Es
{oiojmin) poPomds quEsd & 8° wnun
D 5 o0 Gadon RO Bede? (@O aum)

Disability : Do you be believe that you have a disability that any way requires you to receive special consideration from the
University. If so, please indicate the type of disability and give a bricf description below.
oo oddde : HEicmen 088 Becde aneped @B G MK odcbule ccegsiesie? Sed o8 S Mado
osson gl ceos oo & EEALD exdend ¢ridaks.

| certify that the information furmished by me are true and correct.
®) 884 moom @ BMONcE O0Y OE SOE 208 codin BO3.

Signature of the student

Date
2 Seomeds adon

(&>~

(For office use only)
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WU-SW7

WAYAMBA UNIVERSITY OF SRI LANKA

Instructions for Bursary Form

Important:
(Please read this form carefully before attempting to fill your responses)

Instructions to the Applicant

1.

All details asked for regarding 2ll avenues of income must be mentioned. Information supplied by you regarding your income
will be verified from relevant officials and the Department of Inland Revenue. Documents relevant to the information sought for
under No. 11 A and B of the Application form reparding details of salarv under annual income of Parents. Pension Certificates.
Death Certificates, Details of Pension. Income of House, Property and Business Enterprises must be attached to the application
form.

No cage must be left blank or crossed by lines. Where there is no relevant information to be supplied. that must be so mentioned
Incomplete forms, applications received later than due date, applications not sent through the Grama Sewa Niladhari and
Divisional Secretary will be rejected.

This application must be dully completed. and handed over to the Grama Sewa Niladhari of the area with the relevant documents
to enable him to dispatch it to be received on or before 15.01.2018 The Grama Sewa Niladhari will as per cage 16 send it through
the Divisional Secretary in time as required. As the Bursary form needs to be sent by registered post, an envelope (97X47)
stamped to the value of Rs.55.00 on which the university addresses Assistant Registrar, Student Registration & Welfare
Branch, Wayamba University of Sri Lanka, kuliyapitiya. Written must be handed over to the Grama Sewa Niladhari with
application form. Under no circumstances must the application form be handed over by the applicant.

It must be ¢learly understood that if the University authorities are convinced that the information provided on the application

form is false. the legal action will be taken agains: vou, or even your internal studentship will be cancelled.

All decisions regarding the award of the bursary. reduction or increase of the bursary, rejection of the bursary, or discontinuing it
are made by the University. Therefore please note that no requests regarding bursarics must be made to the University Grants
Commission, and that such requests will not be responded to

Conditions governing the Payment of Bursaries

[
2,

8

9
10

Eligibility of Bursaries is considered during the 1% semester only.

Any student who provides false or inaccurate statements or who fails o disclose any material fact in his/her applications is hable to have his/her
registration as an internal student cancelled.

The students who have applied for a Bursary or who are in receipt of a Bursary shauld communicate in writing to the Registrar of the University
in respect of any changes of family income, marital status, employment income ctc.

The Bursaries will be paid only during the period of study in the University. The recipient of a Bursary who for any reason temporarily ceases to
follow the course of study or leaves the University before completion of the course of study should communicate that fact in writing to the
Registrar of the University as the case may be.

The payment of a Bursary 10 any student may be completely stopped or tempararily suspended for any one or more of the following reasons.

a)  If the student fails to pass any examination completely, provided however, that the Bursary may be paid 1o any student who has
been referred at the first year examination and who is following the course of study prescribed for the second year.

b)  If the studeni does not pursue his studies difigently
¢)  Ifthe student conducts himself in an indisciphined manner

d}  Forany other valid reason, 10 be decided upon at the discretion of the Vice Chancellor.
University authorities have their discretion on matters relating to the restoration of Bursaries, which have been stopped or temporarily suspended,
Each eligible student will be paid maximum of 10 monthly instalments per academic year.
Conditions applicable to Mahapota scholarships are generally applicable to Bursaries too

If you are in receipt of Mahapola scholarship you will not be awarded the Bursary.

Under no condition daplicate bursary form will be issued.

Assistant Registrar,

Stugent Registration & Welfare,
Wayamba University of Sri Lanka,
Kulivapitiya

ANNEXURE

174



& @) BuR BeRicmes
Gen0 qoed Qe nem Coees cone
Bugers ¢
ech ogn nBoto 080 poBon 6o o o) Deam
Bom avfi o puaad® ools 608 n8alo 06 Q.

S0 co0Re 80D acen coogs
1 MWMMrmvm@mm:oqaﬂm@aﬂaemmqoenmlqs&@mqm@%mcmmmmmcc&cdxp@
0;o00c8an0ds Bim et . Boneorai® oococs aam |l o @ eife ogsa mow el 0P8 S08n meel Soadead gpe Bhe
Ecad 988 osfo. S0m sefs, B 200 Bdod, 66 og0 gind® HE Bmoln qend gl BET¢ Eo80S goclnod SBHD oax.

2. 669 cnidd 809 ool adsd 9f qu 0ol ST G oces 5050 £80s @S 28 4 0O oexd e cor ge¥odsy ov) Hn8n Tl et oo
@D oo Hed & oocSa nEnd 8GN on! sy aoclod oSaces 0w &wd.

3. 089 ooclon &8 off mSptm 6o ape BeSedE e 2018.01.15 B G au) A0 tnd @lods o ¢88 ocm 0500 P S0 med Bxge e
€908 S0 o BG4 16 ba cadel) Bend o0 g o peiio ognd Bia Scle Trd 6o il nda qus, Geds aoelon Eeeled mmnga
€53 0 ol © ocw & 5000 E9mnd o B0 qel) ) cemd 0dDLEmD. Ges S0xtd 638 &) Ger 0dd) quen, @ e 08 BEdBcrem.
RmE0e cw %0 &w gr 9 X 47 obuned B £80o mlaom nd @y i goelon odn @O HED B0 BXED Quw. e cEgds
Sedo ool ne qoelon qon canBin EXES XS aae.

4. &6 088 qoeBons ogan o o8 0ogR gone BER BESScmees BeRTNE don Gooma 800 Samaned tHY8 T80 on) o ausins Serndo
aBeg 6000 o) Bedx 29 it S0eRe gRe.

5. Gexid S Soaxde BB Somn 608 om o¢ af £96. B £09, oficode B8 0ol oo &L BeE and 509 g 8D BoE oy Aome noged
EaDBmecnd. 59 o Geoins BEDG 668 9oits Bediprw piiokn 0mBes 0edd enEds ag 00 A08 ERBDLD BEYN eicas 8L miue
e,

1. Geine qudo adior ool qiecs BYX0 Bed comes 08 Boseons) mels Gad.

2, o9 qucBoom qines £680% pones ooz oo mdca 90 o fHtmyd o) 09 qucBocod 6608 Bied nams g 8080 andd £ 1Y Bdy 890m aemiae
Bezan Ssooe Pgonjqood Bt gdeg B8O oo of).

3 Geaino owd Bmome aem od ne Seoovy o SDens @B 805 Sesoa 0008 208, SDre e, o) So08 age® i ¢ oBtoleos Bans & auad &
€ B8 Sufczueod dmclEom o el o To aoe.

4. Seaino m Sacog Sesd ogm e ondy efuced BetScmand alaw mOgnde ooff £92 en ge o9& ©F ol odgy MdmEnd gt 090 o) CXHENGE
G880 o8 & i Efomsiet & BEACD S@B oM 080 (B8 gme.

5. cem moes O sdme ond 5D B SN mowr Ao A6 0 86 096 iy D00 6089 0n' MO qUfORa0 o,

q) Garen B8 Booad qodo BE, dod B 08 8Cr cloraone £ MO ¢ gl Steo oo Snn odE@es oD 608 Geaond SexdC 08T0 S,
®) Gesa 08 aloeen 0l CERCHES mOED CDXDS.

ol Geam B H00 0en wE08.

o) oo geed 80 S0on oy 50 0900 ofmdd adadd (ol Hien Bexn 806D oima 538 v moad B B glton migy B0 X)) A08 PN DC¢
ok B)

Szenin0 ooRandad ol oSaleno auidnd BO 60 8¢g af cadd plnion BE0icre teinls H8a Br ofPne olg Homs Bom Gd.

eae® et Seaoet) aivam Hecot hdo 10 o colPnnd o) 09H8 ndg God.

oo Bsoog Send oow fems caeiadS Eemind agng DeoEed.

Broone Srade oino e A58 Sexand) Gexino asdy M@xwnd

10 088 o S b Sezid coSns Sard oo omend.

o @ N o

M)Or)

G Bofod B8 &) Ge G2
@ pon B0 DEOSmes,
EEOe.

ANNEXURE



ANNEXURE




ANNEXURE




ANNEXURE




ANNEXURE




ANNEXURE




ANNEXURE




ANNEXURE




ANNEXURE




(b)  Details of Mother,

1. Full name :-

2. Whether living or Not i= ~=--m-mememeev
(If not living attach the death certificate)
3. Ifliving age: - Years .......oveevvenenennnnns IVIORERE, 5. oo o i o

4. Occupation of Mother: (If not living or retired, mention the occupation prior to the event):-

(If retired, attach the Pension Certificate) if resigned or lost of the job due to aﬁy
other reason, the letter certifying by the employer should be encloced)

(I) Date of retirement/ resigned/ lost of the job:-

5. Place of Employment/ (as relevant to 4):

6. Mention the annual income from employment/Pension

(Must mention the total annual income as at 31 December 2017) Rs

(If employed, a statement of the annual salary inclusive of all allowances certified by the Head of the
Institute or if retired a statement giving annual pension inclusive of all allowances certified by the
Director of Pensions or a letter to the same effect from the Divisional Secretary must be attached.)

Annual income from houses and Property: -

Annual income from all other sources: -

9. Total annual income of Mother: -

12. Total income of Both Mother and Father; (Total of income as per 11 (2) and (b)

13. Details of Guardian:
This section must be filled by those applicants who are not living with parents or those who are ordained

and living away from the tutelage of their parents and living with the guardians.

1) Name of the Guardian :-
2) Age of the Guardian :-
3) Permanent Address :-
4) Post if employed :-
5) Annual Salary (Must attach certified details of salary): -

6) Annual income from Houses and property/ Lands and property of temple: -

(A certificate from the Grama Sewa Niladhari/Divisional Secretary must be attached)

14. Declaration by the Applicant:
I certify that the above particulars furnished by me are true and correct to the best of my knowledge, and
that I do not pay any income tax. Further 1 affirm that in the event of any of the above particulars being
proved false or inaccurate to the University Authorities [ am liable to be punished according to the Clause

4 of the Instructions given to the applicants as above.

Date: -——mmemmmme e =

Signature of Applicant
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WU-FA1

Wayamba University of Sri Lanka
Kuliyapitiya

Serial NO ...oovivinennnan,
Request for an Advance Payment

(To be Submitted in dupli cate)
The Bursar , Date ............oceonnn.
University of Wayamba,
Kuliyapitiya.
I shall Thank you to kindly pay in advance asumof Rs. .................cooooiiiinnnn. to
I /M S e
INAEHIANG ;s AccountCode ............oooennnl.
I here by guarantee the settlement of this advance within ......... (*) Dates by submission of the

necessary invoices together with the inventory service certificate and the shroffs receipts for the
refund of any balance.

Signature of the Head of the Department
(Stamp)

Payment approved ,

** Vice Chancellor  **Dean **Registrar ** Bursar

*Indent advance: within 15 days (Cheques to be handed over to the supplier on

Collection basis only )

Research Advance : within 30 days

Special Advance on ad-hoc payments : within 21 days

Special Advances within 07 days
## If applicable only

ACKNOLEDGEMENT

(The recipient of the advance is kindly requested to obtained this acknowledgement from the Accounts
Branch at the time of handing over the documents in settlement of the advance taken .)

The head ,
Department of ..............
Settlement of advance of Rs..................
This is to acknowledge the settlement of the above advance.
a) Statement of expenditure with invoice forRs. ....................

b) ShroffreceiptNo..............o.oooiie. forRs......cooviininn.
Total
Dafe 5 eesneanasisaans Subject clerk: ..........cceeenn.
Dept .of Financial Administration Code:.oovvevnnennnn,

University of Wayamba .
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WU-FA2

Wayamba University of Sri Lanka
Kuliyapitiya

TRAVELLING CLAIM
(Subject to the deduction of tax if not presented Payment Voucher No:
For payment within 30 days of date of travelling)
Motor Car: | 2 L I ————
Financial Y ear
1. Programme : £ Fixed Motor Cycle: RS sonemmamns
2. Project: Alr;lount o ,Fflxe : Total Annual:
3. Object Code : wllowance/it.any: Consolidated salary i 13 TH——
4. Object Details : Rate at which combined
Allowance is payable i 2 £ T——

Rs Cits.

Transport Allowance (details Overleaf) |  ceceeeees | .
Combined Allowance (details Overleafy) | ... | ..

Total amount claimed | ... | e

Deductions
Advance taken
Total
I cemfy that the above claim of rupees (in words) ..... .and cents

. ...only contains a correct statement of travelling done by me in the service of the University,
that 1t was necessary to incur such expenditure, that the rates claimed are fair and reasonable and in accordance
with the regulations and that having regard to the nature of the official duties performed the travelling was
done by the shortest possible route and the least expense to the university.

Date: .......coooiviiiii
Signature of Claimant
Times of Departure and Arrival checked and found correct. Payment approved / recommended
Signatire Signature of Authorized Officer
I — DAt veenmnmmsmsemon
FOR ACCOUNT OFFICE USE ONLY
Checked and found correct /in order PAYMENT CERTIFIED Votes Ledger Folio No :
Signature of Checking Officer S/A/Bursar
DY) cosevrssswamwnemnmsnmanss
Cash /Checking No : .........ccceeeiinnn.
Date ST ) S
Received the suin OERUPEES: s wmmmasssmsmmsmasasas sl wmmammssassmamsassasasasmsssaserscentstonipindull

Settlement of the above account.

Signature of Recipient
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WU-FA4

Sad og T 003 30 ched sreot emEn ERE./Payahle Within 30 days of issae

HBAR® oean l

goalS o go 871

& ot Brd® SO D - B@E80e
WAYAMBA UNIVERSITY OF SRI LANKA - KULIYAPITIYA

&cd e D8RY goo®
Financial Year Voucher No.
Bus Blexn e&F soma
Object Code Cheque No.
Payable to:-
0 6080 gao.
P0mE eCbod 6m) DOBD @ DIEE ) CoQ JEE 6] &e
oo Sdods, gben o8 sudo oo et Beiduws oSnand g%l:dmmc: Amount
Date Description of Services rendered, work executed oc goods supplied and Rate |%® =0
authorizing officer’s certificate where necessary Rs Cts.
Era a3E0E/ oxdsd/ et 800
Vote Advance/ Deposit Ledger Follo
S0 €8 Dee ® smn CBRSs
Authority for Payment and reference to file
& ©me endd & &0 wino
Total in words: Rs. Total

26 BoBobE B51ES. BEEOs
cod oo elel

SOCE ooty ges, S Gbes
€3 £ q80da 60 o SEe 0es

vlos D)

o0s e gubn oD gue Pk BEid /BddesS

80 B gbeds 9o edbn/ welde gRimeain of.
20bs Shele b8/eadbo de

80 aexg U sorande &S 8o ¢pd/owsn ©dd.
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WAYAMBA UNIVERSITY OF SRI LANKA —KULIYAPITIYA

LOAN APPLICATION FOR LOAN FOR PURCHASE OF MICRO COMPUTERS

01. Full Name:
"02.  Permanent Address :

'03. Date of Birth =

. 04. Present Po'sTt:

05. Nature of Appointment :
(Permanent /Temporary}

06. Date of'X;;pointment

07. Present Salary .

08. Amount of Loa.n Required : -

(Attach Documentary Evidence)

09. |5mve;5|ty Provident Fund :

coniaci{ 1ele o «
office =

ii) Balance in the Provident Fund Account as at 31/12/............

10. University Loan Qutstanding as at .......ccccocoveviciiinennnn,

Nature of Loan
Staff Loan
Distress Loan
Vehicle Loan

Provident Fund Loan

11. Liabilities as surety asat ......ccccoceeeeene

Name

| Have read the Universi{yv(;_rant“(-jommrisisigr-m Circular No. 367 dated 09% Méy Esgg;x-payment
of loans to University Employees for the purchase of Micro Computers and | am aware if the

conditions under which the loan is granted

ANNEXURE



In the event of my ceasing to be employed in the University for whatever Reasons, | hereby
authorize the Registrar of the University to deduct the balances. (Capital plus interest
accrued up to the data of settlement of the loan) unpaid on my loan from my Provident
Fund before the Provident Fund is refunded to me.

In the event of my death before ceasing to be employed or in the event of death after
ceasing to be employed, but before the Provident Fund is refunded. | hereby authorize the
Registrar of the University to deduct the balance (Capital plus interest accrued up to the
date of settlement of the loan) unpaid on my loan from my Provident Fund is refunded to

heirs.

Signature
Name
Date

FOR OFFICE USE

(A} To be filled in by the Establishment Division.
The Statements given in sections 1,2,3,4,5,6,7 are certified correct

Subject Clerk

DAt cvmssesmmmsmammins. ieeusseesas s ey S H N SN SR AR
Registrar
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WU-FA15

Name of the University/Institute

Reimbursement of Air Fare Payments

Format A

Name of the Lecturer

Name of the University and
Country from which postgraduate
qualification is obtained

Date of the
UGC approval
letter

Outward
or Inward

Name of Air Line

Name of Travel Agent

Amount of air fare
Rs.

Bursar/Dy. Bursar/SAB/AB
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WU-FA20

Wayamba University of Sri Lanka

(Office Copy) Serial No¢ i v cmmmmasniernes
SERVICE CERTIFICATE

. IndentNo...........

1. Department....
2. Name of the Suppher
3. Invoice / Receipt Nos. and Date
4. Value as per Indent................
5. Value as per Invoices ... Fsenna SRS, 0
(Reasons Torany DfFeTEITCES) s mum et rses st onsassstarssshorsss somm ssessssmmesnss

Whether any advance paymentwas made on this indent and if so:
I'he date of Payment................. Date:ofireceipt of SErViCs wavessmwem s i

7 _
SERVICE RECEIVED Qty. Total Price
(Including taxes)

g i} S

2,

3.

4.

=

6.

. _F°

8.

9.

10. -
8. Name Designation & Slgnature of recelpt of the department

Date Designation : Signature
I have certified that the service have been satlsfactorlly rendered.
“That the advance payment of RS ............. - Obtained for this purpose has been fully
utilized / partly Utilized and the balance of Rs . Has been refunded to the
Shroff, University of Wayamba( Vide : Receipt No ) and the suppliers invoices are
attached herewith) E
Date: .vcensaensesrrerereans
Recommended For Payment o Head
Department of........ccoverireunnnenn..

Registrar / Bursar / Dean

Receipt of Service rendered s:tisfactorily and the Dean / Head of Department has
recommended the payment.

Subject Clerk of the recipient Dept.
Wayamba university of Sri Lanka.

o 7

ANNEXURE



WU-LB1

WAYAMBA UNIVERSITY OF SRI LANKA - LIBRARY SYSTEM

Student Regd. No.

Application of Library Facilities (Students)

L.T.No.

Title : Rev./ Mr./ Mrs./ Miss.

Name with Initials:

(Write in BLOCK LETTERS)

Full Name :

Date of Birth : NIC No:

Faculty :

Permanent Address:

Contact Details:  Home: ........ Mobile:
E-mail:

(P.T.0)

This is to certify that I the undersigned will obey all the rules and regulation laid down pertaining to
the use of this library and the responsibility assigned to me in the use of library tickets, issued to me.

Borrower’s Signature

Date
Academic Nun:}:)er of Receiver’s Number of Receiver’s (Sjignature a;d Approvtedftgle
€ : . : ate as to the | payment of the
year 8 signature the duplicate | signature : y S
Borrower’s : deposit signature
and date ticket and date issue Lbray B o

ticket issued

certification and date

ANNEXURE
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WU-LB3

WAYAMBA UNIVERSITY OF SRI LANKA - LIBRARY SYSTEM
Application for Library Facilities (Permanent Members of Academic Staff)

Title : Rev./ Mr./ Mrs./ Miss./ Dr./ Prof.

Name with Initials:
(Write in BLOCK LETTERS)

Full Name :

Date of Birth : NIC No: 85 0 [ AT s R R

Designation : Faculty/ Department:

Date of Appointment:

Permanent Addi

Contact Details:  Home: ; Mobile:

E-mail:

(P.T.0)

WAYAMBA UNIVERSITY OF SRI LANKA - LIBRARY

I hereby undertake to fulfill all the conditions and observe all the procedures laid down in the rules and
regulations for the use of the library. I understand that I am financially responsible for making good the loss
of non-return of or damage to any book on loan to me.

Signature: Date:

For official use only:

Approved/ Not Approved

Please provide the usual library facilities given to permanent members of the academic staff.
Remarks:

Librarian: Date:
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GYM/NO. .ccovcrcrrreriannen

DEPARTMENT OF PHYSICAL EDUCATION
WAYAMBA UNIVERSITY OF SRI LANKA — KULIYAPITIYA
APPLICATION FOR RESERVATION OF UNIVERSITY INDOOR STADIUM — (FOR OUT SIDER)

0L

Name of the Applicant
gue®nded @

02.

Address of the Applicant
g0e@mded E8xe

03.

Telephone No. ( Applicant)
20520D o2

04.

Name, Address & Telephone
No. of the School/ Intuition/
Club

goonmed O, 88mwe
£0BOD gon

05.

Requirement
40®EH0G

Detail of Match/Tournament/Practice/Coaching Camp etc.
2éen/n60080/anEd 880 Bund (wOoim (aduwes mP =0 e ¢ woim)

06.

Request Sports Area

Floor Section

Bad

BB (2§

VB NB Other

300 Ho gednw

07.

No. of Courts
30@n HOoBS 3800

No. of Participants
20008 O 3810

08.

Date/Dates
0@ Tnw/en

09.

Starting Time
306@wm edcod

Finishing Time
30wz 26 edcd

Signature of the Applicant
gug®ndied adum

oD sl b Lewr ot Hhowrde AR Hfks | sowwnBe

Director of Physical Education/Instructor of Physical Education
@88 qdmosm ¢drals/ @B givnm cvedenm

@antdn HRowodu cARD g 268[emomd®.

eddm8m08

wntds howobe cRI RO wewo Receipt g

esdy gofesm

8= Gy

Date
v

Date
S
Soves

gecal 86 oOn codm L.

0w =68

Director of Physical Education
@88m gz gdrwis

do BEODICW, cererrrernaenee

.................. 88c cOIBLO
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DEPARTMENT OF PHYSICAL EDUCATION
WAYAMBA UNIVERSITY OF SRI LANKA — KULIYAPITIYA
APPLICATION FOR RESERVATION OF UNIVERSITY PLAY GROUND — (FOR OUT SIDER)

01

Name of the Applicant
gueBuded »n®

02.

Address of the Applicant
gaeBuded E8xa

03.

Telephone No. ( Applicant)
200D gow

04.

Name, Address & Telephone
No. of the School/ Intuition/
Club

gounmed O, 88mw o0
400D gom

05.

Requirement
2305 30175

Detail of Match/Tournament/Practice/Coaching Camp etc.
péaw/nd0n08s/angd 88d¢ Bund (aloim (nduual ¥ =0 6de ¢ wolm)

06.

Request Sports Area

Football

T&F

Elle Baseball

Cricket

Rugger

Hockey Other

40ams SO gedew

07.

No. of Courts
303 B8O &-ap00

No. of Participants
o8 OB 38820

08.

Date/Dates
20@2 52

09.

Starting Time
22680m 68co0

| Finishing Time

200 96m 6dE®

Signature of the Applicant
qugdmded goam

oo weos bans wewr SadBexdn §hrooxs BT ke [

Director of Physical Education/Instructor of Physical Education
@88 gronm §rwls/ @Blm gdmvm cedem

BadD8uols Fhrome IR s 288 emimdd.

oF@=o8=08

BadDBn0@: Fhrome DR gmo RECOIPt 352 i sissssisesnians

e@dm cC.

68 gl

om0 B

OB Gy o

e 2 W 0368 O

o

Director of Physical Education
@88 glmss glrsls
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o

i : : @ L ——

DEPARTMENT OF PHYSICAL EDUCATION
WAYAMBA UNIVERSITY OF SRI LANKA — KULIYAPITIYA
APPLICATION FOR RESERVATION OF UNIVERSITY GROUND/ INDOOR STADIUM/VOLLEYBALL COURT (OUT DOOR)
BASKETBALL COURT (OUT DOOR) FOR UNIVERSITY STAFF AND STUDENTS
e -

o1. Name of the Applicant
g3e®nded O

02. Student Number

Ss> g-Dx ' 4
03. Designation (Staff)

DS
o4. Department (Staff)

c5208e®oind

05. | Telephone Number .
£ODOD g =

0S. Requirement .- Detail of Match/Tournament/Practice/Coaching Camp etc.
S ——— Béoc/n6008a/nn@d/ BEa¢ Bund (mdsin (ndocd m8 m 0o ¢ omim)
06. | Request Sports Area FloorSection | Bad | 88 | 1 | wvB | N8B | Other
g0@> S gedma | | l [ |
.07. | No. of Courts/Boards I No. of Participants
20®m> B8B83 -3200 - | 0008 O -8300
08. | Date/Dates i
0@ Sxam P
09. | Starting Time l Finishing Time |
23580 DO g0 0 DO

Required item

NO ITEM Qry BARROWED Qry RETURNE

- SIGNATURE SIGNATURE
Signature of the Applicant o T [; a:: ~~~~~~
Fee®nced guom 2o

Fon oo DCEs g EIwdn GOEde cARG mBa | emewEi

-

Director of Physical Education/Instructor of Physical Education —_.B:t‘em-‘m‘——
@805 qODOOm gOvmie/ ®OBm gOXOD cosdeRm 4
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