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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 13th   State University on 

1st 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 21st 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 
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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. 

i. 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 
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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 

 

iii) 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


4 
 

Following are the major functions of the Finance Division: 

• Making all payments including salaries and allowances 

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

Allocations 

• Collecting government grants and all generated income, including 

course fees of fee- levying students and Postgraduate students 

• Maintaining vote ledgers, ledger accounts and other records 

• Maintaining fixed asset registers and pay records 

• Preparing periodic Financial Statements and annual Financial Statements 

• Performing duties of procurement committees 

• Finalizing necessary financial information to the Board of Management 

 

Application forms relevant to the division 

 

Form 

 No 

 

Description of the form/application Page No. in 

Annexure 

WU-FA1 Request for Advance Payment 189 

WU-FA2   Travelling Claim 190 
WU-FA3   Cash 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 Computer 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/12 -  7 Form for Repairing a device 213 

WU-FA19 Petty Cash Voucher of requesting petty cash for a division 214 

WU-FA20 Service 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
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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. 
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Application Forms Relevant to the Division 

Form 

No 

 

Description of the form/application Page No. in 

Annexure 

WU-AE1 Agreement given to a new employee 01 

WU-AE2 Nominating for University Provident Fund  02 

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

06 

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-AE8 Nomination for Universities Pension Fund 15 
WU-AE9   Application for the Identity Card 19 

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

20 

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 

Employees proceeding on Full-Pay Study Leave (Annex 1),    

No-Pay Study Leave (Annex II), Form of Bond (Annex III) 

 

30 

WU-AE14 Training Programme/ Conference/ Vacation/ No Pay Leave 
(Special) Application form for Academic Staff 

46 

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 

of Senior Lecturer Gr.I/Senior Lecturer Gr.II 
55 

WU-AE18 Form of Progress Report for Probationary Lecturers (M.Sc., 
M.Phil. & Ph.D.) 

57 

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 

(For Executive Officers) 
94 

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
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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; 

 
 

• Management Assistants (Technical & Non-Technical grades) 
 

• Primary level employees (Skilled, Semi-skilled & Un-skilled grades) 
 

• 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. 
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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. 
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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. 

 

5.   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) 

 
6.   Granting annual increments. 

 
6.1       Preparing annual increment forms. 

 
6.2 Checking a n d  f o r w a r d  t h o s e  t o  r e l e v a n t  h e a d s  o f  t h e  

d i v i s i o n s  t o  g e t  recommendations. 

6.3 Submit for approval of the Registrar and finally inform relevant 

employee and bursar for payment. 

 
 

7.   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 
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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 The applicant should complete two (02) copies of transfer 

applications, and submit both copies to the Head of the 

Department/Division concerned. 

10.2 The Head of the Department/Division should forward both copies 

to the Non- Academic Establishments branch with recommendation. 

10.3 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. 
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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. 
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                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. 
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Application Forms Relevant to the Division 

Form No 

 

 
Description of the form/application 

Page No. 

in 

Annexure 

WU-AE1 Agreement given to a new employee 01 

WU-AE2 Nominating for University Provident Fund  02 

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

06 

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-AE8 Nomination for Universities Pension Fund 15 
WU-AE9   Application for the Identity Card 19 
WU-AE10 Application for change of 

Designations/Missed/Broken/Corrupted Identity Cards 
20 

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 – 

English/Sinhala 
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-AE26 Application for Requesting Prior Approval to go outside for 

duty 
95 

WU-NAE1 Form of Application for the Internal Candidates –
English/Sinhala 

123 

WU-NAE2 Form of Application for the External Candidates – 
English/Sinhala 

131 

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 
machine 

143 

WU-NAE8 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 -
English/Sinhala 

151 

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

155 

WU-NAE12 Agreement – No pay (Special) leave for female staff members 159 

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
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6. ACADEMIC DIVISION 

 
Contact Details      
 
Senior Assistant Registrar     

Academic Branch  

037-2284774      

academic@wyb.ac.lk 

 

01. 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 
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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. 

 

02.  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 WURGs 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. 
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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. Obtaining 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. Obtaining 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. Obtaining 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 

 

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
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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. 

• Faculty of Agriculture & Plantation Management 

• Faculty of Applied Sciences 

• 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. 

I. 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. 

II. 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 2ndsemester 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. 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.  

 

05. 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 



23 
 

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.     

I. Librarian 

II. Head of Dept. 

III. 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 

I. 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. 

 

II. 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) 

 

 

 

 

 

 

 

 

 



27 
 

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 

Main repairs 

Obtain a comprehensive report from a Motor 

Mechanic Engineer  

AR 

Send The Vehicle to respective Service Agent 

and obtain a cost estimate for the repair 

AR 

Obtain the Approval for the estimate AR,R 

Send the vehicle for repair  AR 

Prepare the payment voucher for the service 

agent, obtain the approval and send to 

Payments branch 

AR, R/VC 

Obtain a comprehensive report from a Motor 

Mechanic Engineer after the repair 

AR 

Repair of Vehicles 

Minor repairs 

Send the vehicle to the Garage and obtain a 

cost estimate 

AR 

Obtain the approval for the estimate AR,R 

Send the vehicle for repair AR 

mailto:argenadmin@wyb.ac.lk
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Prepare the payment voucher for the service 

agent, obtain the approval and send to 

Payments branch 

AR.R 

Obtaining annual legal 

documents for vehicles 

Revenue License  

Application of an advance payment two weeks 

prior to expiration of current revenue License 

AR,R 

Obtain the Emission Test report and Fitness 

certificate  

AR 

Obtain the new Revenue License AR 

Settle the advance payment AR,R 

Obtaining annual legal 

documents for vehicles 

Vehicle Insurance  

Obtain quotation from Sri Lanka Insurance 

Cooperation to extend the current Insurance 

policy   

AR 

Obtain the Approval for the quotation AR.R 

Extend the Insurance policy AR 

Prepare payments voucher after receiving the 

invoice, obtain approval and send to 

Payments branch 

AR,R 

Servicing of Vehicles Obtain a letter from the driver requesting a 

service approximately in every 5000km of 

running and obtain the approval for the same 

AR 

Send the vehicle for Service AR 

Prepare payment voucher after receiving the 

invoice, obtain approval and send to 

Payments branch 

AR,R 

Allocation of vehicles for 

official purposes 

Receive vehicle requesting form  from 

respective Head of the department with proof 

documents            (if any)  

 

Check the availability of vehicles and allocate 

vehicles for the request 

AR 

Obtain the approval for the allocation AR,R 

Issue gate pass for the vehicle AR 

Issuing fuel for office 

vehicles  

Issue the fuel order after the driver request for 

fuel 

AR 
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Preparation of payment voucher after 

receiving invoices, obtain approval and send 

to payments branch 

AR,R 

Testing the fuel 

consumption of office 

vehicles 

Obtain a report from a Motor Mechanic 

Engineer once in every six months regarding 

the fuel consumption of each vehicle 

AR 

Prepare payment voucher for his service, 

obtain approval and send to Payments branch 

AR,R 

In case of accidents of 

official vehicles 

Inform the Insurance Cooperation regarding 

the accident immediately  

AR 

Obtain the Police report (if necessary) AR 

Obtain a report on the Accident from the 

driver 

AR 

Send the vehicle and relevant documents to 

the Insurer in order to claim the insurance  

AR 

Send the vehicle for repairs on Insurers’ 

recommendation 

  

AR 

Obtain a cash advance and pay the invoice of 

the repairer 

AR 

Claim the insurance amount and deposit to 

the University account 

AR,R 

Depending on the nature of the accident, 

prepare a report to the Registrar or request to 

proceed with an inquiry  

AR 

In situations where 

University buses are 

insufficient for the 

requirement  

Request the approval of the registrar to obtain 

buses from out side  

AR,R 

Obtain quotations from suppliers for the 

service required  

AR 

Open the quotations and send the 

recommendations to the DPC (minor) 

AR,SAR,R,B

,VC 

Prepare payment voucher, obtain approval 

and send to Payments branch once the invoice 

is received from the supplier  

AR,R 
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Hire vehicles for 

requirements of 

Makandura Premises  

Obtain the requirements annually  AR 

Call for bids using NCB method AR,R,VC 

Open bids, appoint a TEC and obtain TEC 

report and send the report to DPC 

AR,R 

Sign agreements with selected suppliers AR,R 

Other activities related to 

Vehicles and 

Transportation 

Keep a monthly record of daily running 

charts, Fuel costs and other relevant costs 

AR 

Obtain prior approval for OT for Drivers and 

Helpers 

AR 

 Check and prepare OT vouchers, obtain 

approval and send to non-academic 

establishments branch 

AR 

 

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 

the proceeding year 3 months prior to 

expiration of the current contract 

AR,R,VC 

Appoint a TEC to prepare the bidding 

document 

AR,R,VC 

Prepare and publish the Advertisement as per 

the recommendations of the TEC and the DPC 

and the approval of the Registrar 

AR,R,DPC 

Issue the Biding documents AR 

Appoint a Bid Opening Committee and a TEC 

to open and evaluate the received bids 

AR,R,VC 

Assist the TEC to evaluate the bids AR 

Obtain the approval of the DPC for the 

recommendations of the TEC 

AR,R,DPC 

Inform the successful bidder and sign the 

agreement 

AR,R 

Monthly Bill Payments Receive monthly invoice for the rendered 

service 

AR 

Check with the monthly reports sent by each 

head of Department and prepare the monthly 

payment voucher accordingly 

AR 

Obtain the approval for the payment voucher 

and send to payments branch 

AR,R,VC 

Other activities Correspond to the service provider with 

regard to complaints received from 

departments  

 

 

 

 

AR 
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Manual of Procedures related to Security Services 

Description Procedure Authority 

Bidding for next year 

Private Security  

Obtain approval of the VC to call for bids for 

the preceding year 3 months prior to 

expiration of the current contract 

AR,R,VC 

Appoint a TEC to prepare the bidding 

document 

AR,R,VC 

Prepare and publish the Advertisement as per 

the recommendations of the TEC and the DPC 

and the approval of the Registrar 

AR,R,DPC 

Issue the Biding documents AR 

Appoint a Bid Opening Committee and a TEC 

to open and evaluate the received bids 

AR,R,VC 

Assist the TEC to evaluate the bids AR 

Obtain the approval of the DPC for the 

recommendations of the TEC 

AR,R,DPC 

Inform the successful bidder and sign the 

agreement 

AR,R 

Monthly Bill Payments Receive monthly invoice for the rendered 

service 

AR 

Check with the monthly reports sent by 

Internal Security inspectors  and prepare the 

monthly payment vouchers for Kuliyapitiya 

and Makandura premises  accordingly 

AR 

Obtain the approval for the payment voucher 

and send to payments branch 

AR,R,VC 

Other activities Correspond to the service provider with 

regard to complaints received from 

departments  

AR 

Internal Security  Prepare monthly roster for internal security of 

Kuliyapitiya premises 

AR 

Obtain prior approval for OT for internal 

security 

AR 
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Prepare OT vouchers, obtain approval and 

send to Non-Academic Establishments branch 

AR,R 

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 

the proceeding year 3 months prior to 

expiration of the current contract 

AR,R,VC 

Appoint a TEC to prepare the bidding 

document 

AR,R,VC 

Prepare and publish the Advertisement as per 

the recommendations of the TEC and the DPC 

and the approval of the Registrar 

AR,R,DPC 

Issue the Biding documents AR 

Appoint a Bid Opening Committee and a TEC 

to open and evaluate the received bids 

AR,R,VC 

Assist the TEC to evaluate the bids AR 

Obtain the approval of the DPC for the 

recommendations of the TEC 

AR,R,DPC 

Inform the successful bidder and sign the 

agreement 

AR,R 

Monthly Bill Payments Receive monthly invoice for the rendered 

service 

AR 

Check with the monthly reports sent by each 

head of Department and prepare the monthly 

payment voucher accordingly 

AR 

Obtain the approval for the payment voucher 

and send to accounts branch 

AR,R,VC 

Other activities Receive outsource labor requirements from 

branches (Maintenance and Landscape 

divisions only) and request the number of 

labor needed accordingly 

AR 

Correspond to the service provider with 

regard to complaints received from 

departments 

AR 
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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 

AR,R 
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Instruct to write off any unusable items 

recognized at the annual board of survey 

AR,R 

Issue the order to dispose unusable inventory 

items at Makandura premises 

AR,R 

Value the unusable items by a TEC and obtain 

approval of the Council to dispose the same 

AR,R 

Issue Unusable items to government 

institutes who has requested the items under 

Registrars approval  

AR,R 

Inform divisions about the auction with the 

approval of the Registrar, appoint an auction 

committee and an auctioneer and conduct the 

auction 

AR,R 

Deposit the received money at the Accounts 

branch 

AR 

Prepare the payments voucher for the 

auctioneer, obtain the approval and sent to 

accounts branch 

AR,R 

 

Application Forms Relevant to the Division 

Form 

No 

 

 
              Description of the form/application 

Page No. in 

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 
permanent basis 

104 

WU-GA6 Application for transfer goods to another branch on 
temporary basis 

105 

WU-GA7 Application for requesting insurance cover for the Electrical 
devices 

106 

WU-GA8 Application for requesting approval to take goods of the 
university to outside 

107 

WU-GA9   Requesting vehicles on welfare basis 108 

 

 

 

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
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9. STUDENT WELFARE DIVISION 

 

Contact Details      
 
Assistant Registrar 

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 

list of  

registered 

students who 

got selected for 

the University 

Sending letters to 

the students 

informing the date 

of enrolment with 

the supporting 

documents 

 

➢ Hostel Application form 
➢ Bursary Application form 
➢ Statistical form  
➢ Student details form 

 

 Enrolment of the 

students 

➢ Originals and certified photocopies 
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 

details to the 

UGC  

Student enrolment 

details will be sent 

to the UGC 

enabling them to 

fill the existing 

vacancies  

➢ No of students enrolled  and not 
enrolled  

1.3 Issuing of 

Students 

Record Book 

and Student 

Identity Card 

All the students are 

provided with a 

student record 

book  

Includes, 

➢ Student number 
➢ Photograph 
➢ Authorized signature and Seal  
➢ 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 

transfers for 

other 

universities 

Students will be 

transferred to other 

universities by the UGC 

(Upgrading system) 

➢ Student request letter to 
transfer the personal file 

 

 

3.2 Staying 

with the 

current degree 

programme 

Students can remain 

with the existing degree 

programme by getting 

the UGC approval. 

Request  letter will be 

sent to the UGC 

requesting approval for 

student’s request 

➢ Student request letter with 
the Dean’s approval 
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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 to 
cancellation of registration 

 
 
 

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 

Students’ 

details to the 

relevant 

authorities  

Providing student 

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 (01st 

year, 03rd year and 

04th year students).  

 

Available vacancies 

will be filled with 

selected 02nd year 

students (based on 

the distance from 

the university)  

 

➢ 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 

 ➢ 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 

payments for 

the 

scholarship 

holders 

 ➢ Receiving of the student’s 
attendance and check with the 
criteria 

➢ 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 

office bearers 

for the faculty 

students union 

as per the 

University act 

and the By- 

Laws of the 

University 

 ➢ Sending Notices to the faculty 
including the dates of nominations 
and other rules and regulations 

➢ Receiving nominations through 
Dean of the Faculty 

➢ Issuing of Appointment letters 
with  the signature of the 

 
 
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 Statistical Form 164 

WU-SW3 Application for a Student Identity Card  165 

WU-SW4 Declaration by the student on Prohibition of Ragging and 

Other Forms of Violence 

167 

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.If 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 

• Site handing over Certificate 

• Warrantees and grantees 

• 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 

• Follow up to get the Evaluation Report 

• 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.If extension request has come from a contractor forward to the Works Engineer/ 

project manager to get the recommendation  

37.If 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 



48 
 

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 

c. Getting the Recommendation for Variations from Works Engineer and the 

Vice-Chancellor 

d. Deduct the Electricity Bill (if used) 

e. Prepare Vouchers 

f. Getting approvals and coordination with payment branch 

17.Paying final bill 

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

b. Check documents if handing over them 

c. If not extension approval work for it 

d. If extension is not recommended work for liquid damages. 

 

Planning 

➢ Plan for the yearly capital needed, Project wise 

• For ongoing projects 

• For New projects 

• 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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11. MAINTENANCE DIVISION 

Contact Details      
 
 
Works Engineer 

Maintenance Division     

037-2283615 

we@wyb.ac.lk 

 
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 
No 

 

                  Description of the form/application Page No. in 

Annexure 

WU-MD1 Requesting a service/repair from the maintenance 
division  

187 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

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
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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. 

mailto:inaudit@wyb.ac.lk
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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; 

• Discuss the matters in the report deeply 

• Come to agreements to withdraw some queries 

• 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. 

• All the Council Members 

• Registrar 

• Bursar 

• 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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• Corporate Plan 

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

• Act of Incorporation 

• Annual Reports with Audit Reports 

• Register of Government Audit Queries 

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

Department 

• Current position about the audit findings 

• 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. 

• Member of the Council (Chair) 

• Two other members of the Council 

• Registrar 

• Bursar 

• Assistant Internal Auditor (Convener) 

 

The meeting is held once in every three months. 

Matters discussed can be identified as follows. 

• Preview and approve the annual audit plan and the work 

programme  

•  Review and evaluate the internal control system covering 

accounting, financial and operational aspects based on internal 

audit reports 

• Review external auditor’s report and take corrective measures as 

may be required to avoid repetition 

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

• Create an awareness and requirement of compliance of Treasury 

Circulars and other directives. 

• Review compliance of statutory and other rules and regulations 

• Review of implementation of recommendations of the Committee 

on Public Enterprises (COPE)  

• 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.) 

 

III) 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 (Kuliyapitiya 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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• Calling quotations 

• Receiving bids 

• Appointment of the Tender Opening Committee and its minutes 

• Appointment of Technical Evaluation Committee and its minutes 

• Minutes of Department Procurement Committee 

• Awarding of Contract 

• Performance Bond 

• Agreement with University and Contractor 

•  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 (Kuliyapitiya 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.  

• Calling quotations 

• Receiving bids 

• Appointment of the Tender Opening Committee and its minutes 

• Appointment of Technical Evaluation Committee and its minutes 

• Minutes of Department Procurement Committee 

• Awarding of Contract 

• Performance Bond 

• Agreement with University and Contractor  

• Necessary approvals of Authorities   

• Deeds 

• Valuation report (Financial Regulation 835 should be followed in this 

regard) 

• 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 (Kuliyapitiya 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. 

• Calling quotations 

• Receiving bids 

• Appointment of the Tender Opening Committee and its minutes 

• Appointment of Technical Evaluation Committee and its minutes 

• Minutes of Department Procurement Committee 

• Awarding of Contract 

• Performance Bond 

• Agreement with University and Contractor  

• Necessary approvals of Authorities   

• 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. 

• Calling quotations 
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• Receiving bids 

• Appointment of the Tender Opening Committee and its minutes 

• Appointment of Technical Evaluation Committee and its minutes 

• Minutes of Department Procurement Committee 

• Awarding of Contract 

• Performance Bond 

• Agreement with University and Contractor  

• Necessary approvals of Authorities  

• 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. 

 

• Calling quotations 

• Receiving bids 

• Appointment of the Tender Opening Committee and its minutes 

• Appointment of Technical Evaluation Committee and its minutes 

• Minutes of Department Procurement Committee 

• Awarding of Contract 

• Performance Bond 

• Advanced Payment Bond 

• All Risk Policies 

• Completion Report 

• Agreement with University and Contractor  
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• Necessary approvals of Authorities  

• Bills summary sheets calculation  

• Previous payment ledger book 

• Bill of Quantity (BOQ) 

• Tax invoice 

•  Site visits 

• Extra works 

• 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. 

• Salary Files and IPR 

• 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 

▪ Preparing monthly electricity bills with the recommendations and submit to 

payment branch 

▪ Maintaining Registers and files 

5) Payments for the Monthly Telephone Bills of the Division Heads coming 

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 

 

7) 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 o f   Bursary  Scholarship  Scheme  -  Faculty  of  
Agriculture  &  Plantation Management and Faculty of Livestock, 
Fisheries & Nutrition 

 

• 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. 

 
• 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. 
 

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

 
 

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

• 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. 

 
• Then, prepare payment schedules after receiving the monthly attendance 

records of students from each faculty. 

 
• Notify the students to place the signature before the deadline 

 

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

for approval. 

 
• 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 
 

• 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. 

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

 
 

• 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 
 

• 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,4th year,3rd 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) 
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• 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 
 

• Monitoring the food quality and hygiene of canteens by facilitating 

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

 
• Conduct Canteen Committee Meetings 

 
• Conduct regular canteen committee meetings to discuss the matters 

regarding canteens 

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

committee 
 

• Providing maintenance facilities to canteens through the Maintenance 
Division 

 
• Facilitating fly menace prevention activities conducted by the PHI of the 

premises 
 
 
Monitoring mail distribution system 

 

• Take over the letters delivered from Kuliyapitiya and deliver them to relevant 

divisions with records 

• Keep records of the outgoing letters to Kuliyapitiya 
 

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

 
Distributing Newspapers 

 

• Distribute the Newspapers throughout the university premises 
 

• Monthly settling the newspaper bills after checking the quantities of the 

bill with the records maintained at CSU 

 
Facilitating health programmes 

 
• Facilitate the Dengue Prevention & Control Programmes (such as fogging 

activities & awareness programmes) conducted by PHI & other medical 

institutes 
 
 

• 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 

UGC) 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. 
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15. LANDSCAPE DIVISION 
 
 

Contact Details 

Curator 

Landscape Division 

037-2282091 

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. 

mailto:curator@wyb.ac.lk
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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 

 
 
 
 
 

01.     Management of existing landscapes. 
 
 
1.1       Maintenance of garden cleanliness 

 
 

01.  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.  It is 

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 

2. Acquisitions, Cataloguing and Classification Division 

3. Computer Unit 

4. Binding Unit 

5. Reference Section 

6. Lending Section 

7. Periodical Section 

mailto:libkpt@gmail.com
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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: 

• Emerald                http://www.emeraldinsight.com 

• Oxford Journals   http://www.oxfordjournals.org 

Further, the users may request to download useful articles from the following sites: 

• Taylor & Francis  (http://www.trandfonline.com/) 

• Elsevier                (http://www.sciencedirect.com/) 

• SAGE Research   (http://srmo.sagepub.com/) 

• Willey Online        (http://onlinelibry.wiley.com/) 

• Cambridge University Press  (http://journals.cambridge.org/) 

• Oxford Journals     (http://www.oxfordjournals.org/) 

 

http://www.emeraldinsight.com/
http://www.oxfordjournals.org/
http://www.trandfonline.com/
http://www.sciencedirect.com/
http://onlinelibry.wiley.com/
http://journals.cambridge.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 91 
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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  

No 

 

                              Description of the form/application   Page 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      
Academic Staff) 

218 

WU-LB4   Application of Library Facilities (Permanent Members of      

Administrative Staff) 

219 

WU-LB5 Application of Library Facilities (Permanent Members of      
Academic Support Staff) 

220 

WU-LB6 Application of Library Facilities (Permanent Members of      
Non Academic Staff) 

221 

WU-LB7 Application for Library Facilities (Temporary Members of      
Academic Staff) 

222 
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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 

Form No 

 

Description of the form/application Page No in 

Annexure 

WU-PE1 Application for Reservation of University Indoor Stadium                        
(For Out Sider) 

223 

WU-PE2 Application for Reservation of University Play Ground                           
(For Out Sider) 

224 

WU-PE3 Application for Reservation of University Ground/Indoor 
Stadium/ Volleyball Court (Outdoor) / Basketball Court 
(Outdoor) for University Staff and Students 

225 

WU-PE4 Form of Issuing of Items from the Department of Physical 
Education 

226 

 

mailto:pedu@wyb.ac.lk
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
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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:          M.Phil.                      Ph.D. 

 

Faculty:   _______________________________________________________    

Department:  _______________________________________________________ 

 

 

 

1. Name in Full : Dr./ Mr./ Mrs./ Miss : 
 

                    

                    

                    

 

2. Name with initials: 
 

                    

                    

 

3. Address: 
 

Residential Address Official Address 

  
 
 
 
 
 

 

 

 

 

 

 

 

WU-AC1 
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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: 
 

9. Academic Qualifications (Attach photocopies of certificates): 
 

University Period Specialization 
Degree & 

Class 
Effective 

Date 

  
 
 

    

  
 
 

    

  
 
 

    

 

10. Professional Qualifications/Training (Attach Photocopies of Certificates): 
 

Institution Period Field of Study / Training 

    

    

    

    

    

 

 

 

 

 

 

 

 

          

Day   Month   Year     

Single  Married  
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11. Work Experience (Most Recent Job First) : 
 

 
Organization 

Period of Service 
(DD/MM/YY) 

 
Nature of Work 

 
Position 

Held From To 

  
 
 

    

  
 
 

    

  
 
 

    

  
 
 

    

  
 
 

    

 

Briefly describe your current employment and work responsibilities 

 

…………………………………………………………………………………………………………………………………………………………………………

…………………………………………………………………………………………………………………………………………………………………………

…………………………………………………………………………………………………………………………………………………………………………

…………………………………………………………………………………………………………………………………………………………………………

…………………………………………………………………………………………………………………………………………………………………………

………………………………………………………………………………………… 

…………………………………………………………………………………………………………………………………………………………………………

……………………………………………………………………………………………………………………………………………… 

 

 

12. English Language Proficiency: 
 

Excellent  Good  Average  

 

 

13. Fees & Mode of Payment: 
 

Item Amount (Rs.) Mode of Payment 

Course Fee   

Research Expenses   

 Please attached a ‘Detailed Budget’ to your Research Proposal 
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14.  
14.1: Title of the Proposed Study: 

(Please Annex 2 Copies of Research Proposal) 

  

 

 14.2: 

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 3rd Supervisor and more)  

 1st Supervisor 2nd Supervisor 

(Name, Title & 
Address) 

 
 
 
 
 
 
 

 

Email Address 
  

Telephone 

  

  

Official Frank 

 
 
 
 
 
 
 
 
 

 

 

 

 

 

 

 

 
 
 

Full Time                   Part Time  
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15. Declaration by Applicant 

 

I certify that information provided above are true and correct.  I understand that misrepresentation in 
application will cause rejection of application or revoking of acceptance for admission.  I 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, I 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: 
 
 

 
 

Signature Designation:  

Address: 
 
 
 

 
 
 
 

(Official Stamp) 

 

 

  

For FHDC Official Use Only 

 

The application Accepted / Rejected by the Faculty Higher Degrees Committee, Faculty of 

………………………………………………………….. On ……. /……. /…………. 

 

Any Comments: 

 

 

 

 

 

 

 

 

 

 

 

Date: ……. /………/…………    ……………….…………………… 

           Chairman - FHDC 
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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: 

 

 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 

 

 Please refer Ledger Code: 135069 in all your payments/receipts 
 

 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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: 

  

 

Degree Registered : PhD M.Phil. 

 

Mode : Full-Time Part-Time 

 

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: 

 
Faculty 

Agriculture & 
Plantation Mgt. 

 Applied 
Sciences 

 

Livestock, Fisheries & 
Nutrition 

 Business & 
Finance 

 

Department   

Field of Study   

 
Section B: Brief description of the work done during the period 

 
 
 
 
 
 

WAYAMBA UNIVERSITY OF SRI LANKA 

PROGRESS REPORT FOR POSTGRADUATE 
STUDENTS 

[Only for Research Degrees] 

Title of the Thesis: 

………………………………………………………………………………………………………… 

………………………………………………………………………………………………………… 

………………………………………………………………………………………………………… 

Progress Report No : 

: FROM  20  TO  20    

Please use PAGE 4 of this form to report the work completed during the period of concern (i.e. 

methods applied such as field/lab work, collection and analysis of data, results obtained etc.) 

 Limit your expression to maximum of 500 words

 In case, if you use a separate sheet for this purpose, please include your Name, Signature and the Date 
AND the Signature of your Supervisor/s for your write-up
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Date:  /  / 20       
Signature of the Student 

 
 

Section C: Observation by the SUPERVISOR/S 

(If there are more than one Supervisor at least two Supervisors should give their comments) 

 

 1st Supervisor 2nd Supervisor 3rd Supervisor 

 Prof. / Dr. / Mr. / Mrs. Prof. / Dr. / Mr. / Mrs. Prof. / Dr. / Mr. / Mrs. 

Name of Supervisor ……………………… ……………………… ……………………… 

 ……………………… ……………………… ……………………… 

Recommendation 
(Please tick “X”) 

Excellent Good Poor Excellent Good Poor Excellent Good Poor 

Research work          

Attendance at 
discussions / seminars 

         

Research publications          

Thesis preparation          

Enthusiasm          

 
 
 
 

 
Remarks on the 

Progress 

   

Publications / Communications arising from the 

project during the reporting period 

(Please tick “X” in appropriate box) 

Available 
(Attach Copies) 

Not Available 

  

 

Any other Remarks: 

 
………………………………………………………………………………………………………… 

………………………………………………………………………………………………………… 

………………………………………………………………………………………………………… 

………………………………………………………………………………………………………… 
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Signature 

   

Date (DD / MM / YY) 
 

....... / …… /20…. 
 

....... / …… /20…. 
 

....... / …… /20…. 

   
O

ff
ic

ia
l 
S
ta

m
p
 

   

 

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 

   
........... /…….… / 20..….. 

 
 

Signature of Chairman 

SRHDC 

 

Date (DD / MM / YY) Day  Month  Year  
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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) 

 

…………………………………………………………………………………………………….. 

……………………………………………………………………………………………………. 

…………………………………………………………………………………………………….. 

……………………………………………………………………………………………………… 

……………………………………………………………………………………………………… 

……………………………………………………………………………………………………… 

……………………………………………………………………………………………………… 

……………………………………………………………………………………………………… 

……………………………………………………………………………………………………… 

……………………………………………………………………………………………………… 

……………………………………………………………………………………………………… 

…………………………………………………………………………………………………….. 

…………………………………………………………………………………………………….. 

…………………………………………………………………………………………………….. 

…………………………………………………………………………………………………….. 

……………………………………………………………………………………………………… 

…………………………………………………………………………………………………….. 

…………………………………………………………………………………………………….. 

……………………………………………………………………………………………………. 
 
 
 
 

Name of Student Signature of Student 

 
 
 
 
 

          Signature (1st  Supervisor)                    Signature (2nd Supervisor)                       Signature (3rd  Supervisor) 
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University Research Grant 

Biannual Progress Report 

Grant Number.: 

 

A. Proposal Summary 

 

1. 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. 

 

1. A brief description of the work carried out: 

 

 

 

2. A brief detail of the scientific progress: 
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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. 
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G. Action Plan for the next six month period: 

 

 

 

 

 

 

 

 

H. Budget details for the next six month period: 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

………………………………………...     ……………………. 

Signature of Principal Investigator      Date 
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