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1. Introduction

The Office of the Registrar delivers its services to all faculties, divisions (administration/finance),
centers, units, students, and other stakeholders in line with the provisions of Section 37 of the
Universities Act No. 16 of 1978 and its subsequent amendments. Thus it provides supportive and
coordinative services in addition to the decision-making based on the Council decisions, UGC
circulars, Government circulars or decisions, Financial Regulations, Establishments Code of the
University Grants Commission and Higher Educational Institutes or Government Establishments
Code, Provisions of the University Act No. 16 of 1978 and its subsequent amendments, By-laws,
Ordinance, Rules & Regulations, Procurement Guidelines and powers given by any other
instrument by the University Act or the Government.

The focus of the Office of the Registrar is to monitor and evaluation of the University’s Strategic
Plan (Cooperate Plan), Action Plan, Master Procurement Plan, Annual Procurement Plan, Annual
Budget, Asset Management, and Sustainable Development Goals (SDGs). Simultaneously,
Registrar’s Office facilitates the maintenance of the discipline of non-academic staff and ensures
the smooth operation of the university’s administration under the directions of the Vice-Chancellor.
In addition, it facilitates the digitalization process of the university with human resource
management and introduces good governance practices with transparency.

2. Key functions and responsibilities of the Registrar

Section 37 of the Universities Act No. 16 of 1978 has laid down the functions and responsibilities
of the Registrar. Extracts of the relevant sections are as follows.

37 (1). The Registrar shall be a full-time officer of that University and shall exercise, perform
and discharge such powers, duties, and functions as may be conferred or imposed on
or assigned to him by this Act or by any appropriate Instrument.

37 (2). The Registrar shall be responsible for the custody of the records and the property of the
University.

37 (3). The Registrar shall be the ex officio secretary of the Council and the Senate.
37 (4). The Registrar shall be the Assistant Accounting Officer of the University.
37 (5). The Registrar shall, subject to the direction and control of the Vice-Chancellor, be

responsible for the general administration of the University and the disciplinary control
of its non-academic staff.
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3. Activities and processes of the office of the Registrar

© © N o 0o M w0 D RE

10.
11.
12.
13.
14.
15.
16.
17.

18.

Handling and custody of the University Emboss Seal

Signing the degree certificates (Convocation Certificates)

Signing the Higher Diploma / Diploma certificates

Convening the University Council meetings and implementing its decisions

Keeping records of the appointment of the Chancellor

Initiating the process of selection for the Post of Vice Chancellor

Processing vouchers and files received at the office

Handling of the daily mail of the office and emails

Maintaining and safeguarding the deeds, survey plans, contour plans, building plans, or any
other legal ownership document of the University

Authorizing to publish of newspaper advertisements

Maintaining and updating office file registers for important subjects

Maintaining inventory of the Registrar’s Office and Registrar's quarters

Handling petty cash imprest

Issuing vehicle passes for staff members

Handling the University insurance scheme

Handling the meeting schedules of the Registrar

Preparation of internal circulars / special letters as instructed by the Vice-Chancellor or the
Registrar

Other duties assigned by the Registrar

Organogram of the office of the Registrar

The Vice-Chancellor

A 4

The Registrar

\ 4

Personal Assistant to the Registrar

Management Assistants Works Aids
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1. Handling and custody of the University Emboss Seal
Preparation of Emboss / \ / \ / \

Seal

The "Office of the
Registrar" is the only
custody of Emboss

Seal

Registrar
/ \ Forever

Personal Assistant to
the Registrar

The Emboss Seal is

use only,

1. Degree
Certificates

2. Deeds

3. Agreements

- Y,

U

Keeping a record of a
register
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2. Signing the degree certificates (Convocation certificates)

with senate-approved

Checking the degree
certificates (names
graduate list)

Returning the incorrect
degree certificates

Submitting the correct
degree certificates for
signature of Registrar

U

each Certificate

U

Sending them back to
the Examination
Division

v

Keeping a copy in the
office

[ Placing Emboss Seal on

1
|
=
|
|
|

-

~

Annually and as and
when required
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\

Registrar
DR/ Exam

Personal Assistant to
the Registrar

/

\




3. Signing the Higher Diploma / Diploma certificates

N Y 5| R
U U v y

with senate-approved
graduate list)

Y

Checking the Higher
Diploma / Diploma
certificates (names

Returning the incorrect
degree certificates

Y

Submitting the correct ]

degree certificates for
signature of Registrar

N

[ Placing Emboss Seal on

each Certificate

Sending it back to the
Examination Division or
faculty or department

.

Keeping a copy in the
office

/

N

Annually and as and
when required

~

Registrar
DR/ Exam

Personal Assistant to
the Registrar

-

~
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4. Convening the University Council meetings and implementing its decisions

Activity

Time Period ’

‘ Responsibility

Comments

4 N

The Council meeting
should be scheduled
on second Tuesday
of every month.
Meeting dates are in

the year planner.

Preparing invitation
letters for the meeting
of the Council

)

Preparing special
memos as instructed
by the Registrar

Collecting relevant
memos from the
Divisions / Faculties /
Centers and Units

T

Checking all memos

and forwarding to the
Registrar for the
signature

O )

Recapping matters
arising from the
minutes

)

Checking the minutes
of the previous
Council & arrange
memos according to
the sample agenda

4 )

Dates for next year are
finalized in November
every year
(before the next Year)

- J

4 N

First Week of every
month

)
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4 N

Assistant Registrar
(Research &
Publication)

Personal Assistant to
the Registrar

- )

4 N

Registrar

Personal Assistant to
the Registrar

/

~

Registrar
Personal Assistant to
the Registrar

DR/AE, AR/AE, DIA
AR/NAE, DR/AC,
SAR/L&D, B,
AB/Supplies,
CH/Research Council,
SAB/Accounts, Deans
of the Faculties

Registrar

Personal Assistant to
the Registrar

-

Dates of Council
meetings shall be in
the year planner

-

~

J

-

Annex | — Sample
Council Memo

~

Annex Il - Sample
Agenda




Activity

Time Period

’ ‘ Responsibility ’ ‘ Comments

~

Numbering the
Council memos and
numbering the pages

~
Preparing the agenda
and print the color
pages

J

Photocopying the
Council book (print
the book per member
of the council)

O )
—

Checking the pages of
the book, binding
them and packing for
delivering among the
members of the
Council

Preparing the voucher
for advance to
refreshments,
preparing the
transport forms for

-/

vehicle reservations

.

Scanning the Council
book with other
relevant documents,
preparing zoom link
and share among the
members of the
Council

.

Preparing additional
memos, photocopying,
scanning and share via
e-mail

In addition to above all
the other necessary
activities relevant to

)

the Council Meeting

|
|

-

-

First week of every
month

~

/

Day before the Council
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-

Registrar

Personal Assistant to
the Registrar

~

4 )

Check the
attendance of
Council members
properly. If a
member in
absent for three
consecutive
meetings, action
shall be taken to
inform the Council
as per provisions
of the Universities
Act No. 16 of
1978.

Check the valid
membership of
Council members
periodically.




L

Preparing any other
business,
photocopying,
scanning and share
via e-mail

J

Preparing covering
approval & decisions
of the Council and
distribute to relevant
divisions

v

Preparing draft
Council minutes &
forwarding to the
Registrar

J

for Council members
those who participate
the meeting via zoom

J

Keeping the final
version of minute
after amended by the
Vice-Chancellor &
Registrar

{Preparing vouchers

v

Pasting original book,
additional memos,
any other business for
future safe

|
|
|
|
|
|

L

Before 12.00 noon on the
Council meeting date
Day after the Council

meeting

End of the second week of
the month

- /

J

Third week of the month

v

Fourth week of the month
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Registrar

Personal Assistant to
the Registrar

Annex Il — sample
covering letter

Annex IV —sample
decision letter of the
Council




5. Keep records of the appointment of the Chancellor

Activity ’

‘ Time Period

The term of the
incumbent of the
Chancellor by 6 years

Updating the records
(by the President’s
Office or the Ministry
of Higher Education or
the relevant Ministry)

Appointment done by
the Presidential
Secretariat

-

Official welcoming
ceremony (if a new
Chancellor is
appointed)

'SR

)

Invitations send by
the Vice-Chancellor
office for invitees

Refreshments and
decorations made by
the Registrar office

4 N

Every Six (06) Years or as
and when required

- J

o )

’ ‘ Responsibility H

Comments

4 N

Registrar

Senior Personal
Secretary to the Vice-
Chancellor

Personal Assistant to
the Registrar

Invitation for
Convocations (approval
for dates, confirmation
and prior invitation)

Annually and as and when
required

Registrar

Personal Assistant to
the Registrar

Page 12 of 63

-

Annex V - UGC
Circular 03/2023
issued on
10.04.2023 and any
subsequent circular
that will be issued
by the UGC from
time to time




6. Initiate the process of selection for the Post of Vice-Chancellor

Activity

Time Period

Responsibility

Comments

Preparing the draft
paper advertisement

Submitting the draft
advertisement to the
Council and
appointing a Search
Committee

/Circulating the paper\

advertisement
among the Heads of
the Departments
and among other
Universities, and
publishing on the

-

wniversitv Website /

Preparing a request
letter to the UGC, for
the appointment of
an observer

Preparing letters for
appointed Search
Committee

Process of collecting
applications

1. Collecting all
applications
(hardcopies &
softcopies) and
issuing
acknowledgement
letters to all
applicants received
before the deadline

2. Arranging
applications in the
Alphabetical Order

Within a period of one
month immediately
falling prior to the period
of Six (06) months,
reckoning from the last
date of the term of the
incumbent Vice-
Chancellor

~

Complete these tasks
within six months

/

)
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Registrar

Personal Assistant to
the Registrar

~

4 N

Annex V - UGC
Circular 03/2023
issued on
10.04.2023 and any
subsequent circular
that will be issued
by the UGC from
time to time

Annex VI — Payment
for observer
appointed by the
UGC Letter of UGC
No. UGC/CH/7/3
and 20.08.2022
dated and any such
instructions of the
UGC issued in this
respect.




Activity

Time Period ’ ‘ Responsibility H Comments

deciding a date for the
Special Council meeting

Checking all hardcopies
and softcopies of
application and supporting
documents received for

Inform the Council about
No. of applications and

the post of Vice-Chancellor

Sharing softcopies of all
applications with
supporting documents to
all members of the Council
excluding the applicants
through e-mail with coping

to observer J

and circulated the letter to

Preparing letters for
applicants inviting 10-15
minutes for presentation
the applicants

Preparing letter for observer
for inviting for the Special
Council Meeting and
circulated the letter

Preparing the Individual
mark sheets and
composite mark sheet

mark sheets and letter of
invitation to all members
of the Council excluding
applicants

[Crcuatng the Individual

)

Complete these
tasks within six
months

—
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/

\

Registrar

Personal Assistant to
the Registrar

-

Annex V - UGC
Circular 03/2023
issued on
10.04.2023 and any
subsequent circular
that will be issued
by the UGC from
time to time




{ Activity ] [ Time Period ] { Responsibility ] { Comments }

Convening the Special
Council Meeting

~

/Preparing the Special
Council minute on the
same day same time
and submit to the
approval of the
Council with their

Kcounter signature. /

/

Following documents
authenticated by the
Secretary and the UGC
appointed observer
shall be submitted to
the Chairman of UGC

\

1. The report of the
Special Council
meeting
recommending three
(03) names of the
applicants in order of
marks

2. Applications

3. Documents
submitted with
applications

4. Notice convening
Special Council
Meeting

5. Attendance sheet of
the Council

6. Individual mark
sheets signed by the
Council members

7. Total composite
mark sheet signed by
the Council members

-

/

~

Two months after the
closing date of
applications

within three days from
the date of the Special
Council Meeting.
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4 N

Registrar

Personal Assistant to
the Registrar

4 )

Annex V - UGC
Circular 03/2023
issued on
10.04.2023 and any
subsequent circular
that will be issued
by the UGC from
time to time




7. Processing vouchers and files received at the office
[ Recording all vouchers

& files

4 N N [ )

Prior inspection by the
Personal Assistant to
the Registrar

v

)

Return the incorrect
vouchers or files

v

the Registrar
Place the relevant seal

)

Registrar

One Day Personal Assistant to

v

Recommendation or
approval of the
Registrar

v

Sending the vouchers
or files (Faculties,
Divisions, VC Office,
Centers or relevant
office)

Y
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8. Handling of the daily mail of the office and emails

[ sy |
v

v

Recording all letters

v

Prior inspection by the
Personal Assistant to
the Registrar

v

Placing the relevant seal
where necessary

v

Recommendation or
approval of the
Registrar

v

Sending the letters (VC
Office, Faculties,
Divisions, Centers or
relevant office)

/o

One Day
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v

Registrar

Personal Assistant to
the Registrar

[ commme |
v




9. Safeguarding the deeds, survey plans, contour plans, building plans, or any

other legal ownership document of the university

«

Preparing a register for
records

«

Identifying the
documents

«

[ Listing the documents ]

«

[ Indexing the documents ]

«

Arranging them in
alphabetical order

<:

Storing, updating,
moving and
safeguarding

circular issued in this
regard)

Handling the safety
locker key/s

/ﬁ/ﬁf_\

Handling safety lockers
(search the UGC

-

Daily

~

)
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-

Registrar

Personal Assistant to
the Registrar

~

/

\




10. Authorizing to publish of newspaper advertisements

Collecting Day to Day
Newspapers

J

Identifying the
advertisements
published by the
University

.

aseparate file

o

Giving a Photocopy as
per request by relevant
Divisions /
Departments /
Faculties

Keeping that
advertisements in

1L

o

Daily

/

U

Keeping Records

For a Year
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Registrar

Personal Assistant to
the Registrar




11. Maintaining and updating office file registers for important subjects

S B R B
. < U ¢

Identifying the list of

files

Preparing a separate
file for each subject

U

Maintaining &
Updating files with
important letters and
Official documents

-

.

~

Daily

)

12. Maintaining inventory of the Registrar’s Office and Registrar's quarters

(e ) (it (s (ssmmens 1)
U U U L

4 )

Updating the
Inventory Books
before the end of the
Year

- /

-

.

‘\\\

Before the End of the
Year

)
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4 )

Registrar

Personal Assistant to
the Registrar

-

~

Registrar

Personal Assistant to
the Registrar

)

-

~

-

\




13. Handling petty cash imprest

st unseret ] | pomoenisy,] o comenn )
U . 1l 1L

Preparing the letter and
voucher to get the petty
cash (Rs. 15,000/-)

U

Getting the money from
Shroff counter

|

U

Spending the money and
keeping the records

|

U

Reimbursing at least
three (03) times for a

Year

Settling the Voucher at
the end of the Year

|

-

One Year

~
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-

Registrar

Personal Assistant to
the Registrar

~

/

\




14. Issuing vehicle passes for staff members

i i (i i
J U U U

Recording the
applications

U

U

Approval of the
Registrar

U

Delivering to applicant

Checking the eligibility
with documents

|
|
|
|

-

One Day

~
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-

~

Registrar

Personal Assistant to
the Registrar

-

Annex VII —
Application

~




15. Handling the university insurance scheme

‘ Activity

Time Period

’ ‘ Responsibility H

K/—\fter conducting \

meeting with Unions of
both Academic,
Academic Support and
Non-Academic staff
members, the
University
implemented the
Health Insurance
(Agrahara) Scheme
with National Insurance

!rust Fund (NITF) /

Calling applications for
insurance from all
Academic, Academic
support and Non-
Academic Staff
members (circulating
insurance Policy with
all related documents)

N /

Collecting all
applications before the
deadline

Listing them and
prepare the excel sheet
received by the NITF

~

Making the first
Payment Voucher.
Collect the cheque
and handover to the
NITF with employees’
detail that were
requested to

\implement the Policy j

-

When required

~

/
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4 N

Registrar
AR/ NAE

Personal Assistant to
the Registrar

Subject Clerk -
Management
Assistant

-

Annex VIIl —
15/2018 UGC
Circular

Annex IX —
Application




T N B T 5 | M
U J U U

4 N N )

Requesting details of
retired, resigned or
transferred
employees from
Academic
Establishment division
and Non Academic Monthly

Civision /

L

[ Updating the sheet ] \
v .
4

4 )

Collecting new
applications, scheme In every six months Registrar

changes requests
AR/ NAE

Personal Assistant to
the Registrar

\ / \ / Subject clerk -

Management
Assistant

Updating the sheet

Making the payment
voucher (online
payment) monthly

Confirming the
payment & keep
records

N AN 2N /
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Checking the claim
holder's NIC with the
database sheet

Checking attachments
(whether the all
relevant documents
were attached)

\ 4

If not, return the
incorrect claim forms

4

If claim form in correct
format forwarded to
the signature of
Registrar

|
=
|
=
|

Delivering to applicant

]
|
|
|
|

/

-

Daily

~

)

-

o

\

Registrar
AR/ NAE

Personal Assistant to
the Registrar

Subject Clerk -
Management
Assistant

J

-

NG

Annex X — Claim
Form

(Claim forms by
NITF)

~

J

) i) Wi o
y Y Y <

For a heart surgery,
checking the NIC with
the database sheet

«

Preparing the letter
considering the request

J

Forwarding to the
signature of Registrar

y

[ Delivering to applicant ]

— ) Y=

-

Daily

~

)
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/

\

Registrar
AR/ NAE

Personal Assistant to
the Registrar

Subject Management
Assistant

/

\




i i) (B (il
U U U U

Checking the death

claim holder's NIC with
the database sheet and
check the attachments

)

Preparing the letter
for NITF certifying that
the employee who
demised is a member
of University staff

~

J

3

Forwarding to the
signature of Registrar

U

Delivering to applicant

-

Daily

~
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4 )

Registrar
AR/ NAE

Personal Assistant to
the Registrar

Subject Management
Assistant

4 )

Annex Xl - Death Claim
Form

(Claim forms by
NITF)




16. Handling the meeting schedules of the Registrar

Checking the
Registrar's Calendar

J

Scheduling the
Meetings and Update
the Calender

A4

.

Updating the white
board at Registrar's
Office

[ Preparing Meeting Files

Daily
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Registrar

Personal Assistant to
the Registrar

Use the Google
calendar of Registrar




17. Preparation of internal circulars / special letters as instructed by the Vice-

Chancellor or the Registrar

N B =
1 1L 1L 1L

Preparing draft letter /
circular as instructed or
dictated by the
Registrar

U

Forwarding the letter
for signature of Vice-
Chancellor or Registrar

I

to the relevant receiver

I

If it is an internal
circular, updating the
internal circular Book

U

Keeping a copy in the
office

[ Distributing the letter

|
|
|
|
|

-

Daily

~
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-

Registrar

Personal Assistant to
the Registrar

\

-

~




18. Other duties assigned by the Registrar

R S TR P | R
\ 4 4 g g

/

Day to day works
assigned by the
Registrar

-

~

-

Daily

~

-

Registrar

PA to Registrar

~

-

~
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4. List of annexures

Annex | — Sample Memo

University of Kelaniya <Bold/Underline/fontsize-16/Centre>

Council Meeting <Bold/fontsize-14/Centre>

Meeting No. : 493

Memo Number : <Bold/fontsize-14/align-left>

Date of Council: 10.08.2021 File No. : PMSO/1/49
<Bold/fontsize-14/align-left> <Bold/fontsize-14/align-left>
Subject : APPROVAL FOR DEMOLITION OF A12 BUILDING

<Upercase/Bold/fontsize-14/align-left>

Background of the memo

<fontsize-14/align-left>

Legal/Procedural Context to support the memo (Universities Act, UGC
Circulars, By Laws, Procurement Guidelines, Previous Council Decision/s
etc.)

<fontsize-14/align-left>

Recommendations to Support the Council Decision (Head of Division
shall make the recommendation)

<fontsize-14/align-left>

Attachments (Attached relevant circulars and documents)

<fontsize-14/align-left>

Responsible officer — <fontsize-14/align-left>

Head of the Division Registrar
Date: Date:
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11.
12.

13.
14,
15.

16.

Annex Il — Sample Agenda of the Council

Sample Agenda

Confirm Minutes
Matters Arising from the Minutes
Vice-Chancellor Report

Appointments
a. Academic
b. Non-Academic
c. Institutes

Confirmations

Promotions

Leave

Council Nominees

Presentation of Long Service Awards
Individual Memos

Assignment Basis

Details of the members of staff who have violated Bonds &

Agreements
Resignations
Retirements

Recommendations
a. Senate
Finance Committee
Major Procurement
Minor Procurement
Project Procurement
Audit Committee
g. Minutes of the Other Meetings

0o Q0o

University Development
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Annex Il — Sample Covering Letter of the Council

(Date)

Deputy Registrar / Academic Division

Decisions of Council subject to confirmation of Minutes

Following decision was approved by the Council at its (Meeting
Number)th Meeting held on (Date of the meeting held) and would be
confirmed at the next Meeting of the Council.

Registrar
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Annex IV — Sample Decision Letter of the Council

Registrar’s Office
University of Kelaniya
Kelaniya

Date -

Dean of the Faculty
Head of the Division / Department
Director / Institute

ACTION TO BE TAKEN ON DECISIONS OF THE COUNCIL

| appended below an extract of the minutes of the (Meeting No)™" meeting
of the Council held on (Date of the Meeting held).

Please be good enough to take action on the decision of the Council.

Registrar
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Annex V — UGC Circular 02/2022 issued on 04.05.2020 and any
subsequent circular that will be issued by the UGC from time to time

 UNIVERSITY GRANTS COMMISSION

COMMISSION CIRCULAR NO. 03/2023 No. 20, Ward Place
Colombo 07
10.04.2023

Vice-Chancellors of Universities

Rectors of Campuses

Directors of Institutes

APPOINTMENT TO THE POST OF VICE-CHANCELLOR

Your attention is invited to Commission Circular No. 02 /2020 of 04.05.2020 and the decision of the
University Grants Commission (UGC) taken at its 1095 Meeting held on 09.02.2023 which was
conveyed to the Registrars of Universities by the letter No. UGC/CH/7/3 dated 10.02.2023
instructing not to proceed with any action as per the provisions of the Commission Circular No.
02/2020 of 04.05.2020 issued relating to the appointment of Vice-Chancellor until issuance of new
circular instructions,

1. The University Grants Commission at its 10972 and 1099® meetings held on 09.03.2023 and
04,04.2023 respectively, having reviewed the existing procedure specified in the said
Commussion Circular No. 02/2020 in recommending three names of the candidates to the
Commission for the purpose of appointment to the post of Vice-Chancellor of a University in
terms of Section 34(1) of the Universities Act No. 16 of 1978, decided to repeal the said Circular
and replace with this circular.

2. Accordingly, Universities are informed to comply with the following New Procedure.

(i) Applications for the Post of Vice-Chancellor shall be invited by the Registrar of the
University (Secretary to the Councii) by a notice published in the national newspapers
in Sinhala, Tamil and English languages. Such notice shall specifically refer to this
Circular with its Number and Date, inform the prospective Applicants that the selection
will be made in the manner set out in this Circular, The Notice shall contain an
electronic mall address for which the Applications and other documents shall be
submitted.

(i)  The applicants should be citizens of Sri Lanka and shall be less than 63 years of age by
the closing darte of the applications.

(iii}  The Registrar shall publish the norice calling applications,
(a) within a period of one month immediately falling prior to the period of Six (06)
months, reckoning from the last date of the term of the incumbent Vice-
Chancellor,

OR

1/5
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(iv)

)

(vi)

(vil)

{viif)

)

()

(b) within such period as directed by the University Grant Commission in the event of a
vacancy created by resignation or removal from office under Section 34(1) of the
Universities Act or in any other way the incumbent Vice-Chancellor ceases to hold
the office of Vice-Chancellor.

The Council of the University shall appoint a suitable Search Committee comprising
three (03) Senior Academics in the rank of Senior Professor/Professor who are not
members of the Council to search for and encourage eminent persons to apply when the
Registrar advertises the vacancy. The members of the appointed Search Committee shall
appoint one of its members as the Chairperson of the Committee. However, any eminent
person encouraged by the Committee to apply has no preferential right to be the Vice-
Chancellor or any preference in evaluation process stipulated below.

The prospective applicant shall be requested to submit, together with his/her
application, a Statement of Vision for the development of the University, a brief account
of what he/she proposes to achieve (f appointed to the post of Vice-Chanceller and a full
Curriculum Vitae including the date of birch of the applicant. [n additien, 2 soft copy of
the above documents together with any other supporting documents in PDF format
should be submitted to the electronic mail address specified by the Registrar in the
advertisement.

Where the incumbent Vice-Chancellor is an applicant or had held the post of Vice-
Chancellor of the University before, he/she shall give a Report highlighting
accomplishments during his/her first period of the office, in addition to the documents
mentioned in Paragraph (v) above. A Soft Copy of this Report in PDF format should also
be submitted to the electronic mall address specified by the Registrar in the
advertisement.

The Secretary to the Council, immediately after publishing the advertisement calling
applications for the Post of Vice-Chancellor of the University, shall request the UGC
for appointment of a suitable person to serve as the Observer of the UGC in the Special
Council Meeting proceedings. The Person to be appointed shall be a former Vice-
Chancellor from any University established under the Universities Act No. 16 of 1978
other than the University for which the applications are called for. The UGC shall
provide the Terms of Reference of the Observer of the UGC at the time of appointment.

Secretary to the Council shall be the Convener of the Special Council Meeting and
he/she shall convene the Special Council Meeting on a working day within two
months after the closing date of applications, and summon the Applicants in person
before the Special Council Meeting for evaluation and for an interview. Provided in an
exceptional situation, if any Applicant is not in a position to appear before the Special
Meeting of the Council in person, he/she shall be allowed to appear via virtual mode,
with prior notice to the Secretary.

The Secretary shall give minimum of 7 days’ notice of such Special Council Meeting to
recommend three names to the Commission for consideration of the appointment to the
post of Vice-Chancellor in terms of Section 34(1) of the Universities Act

Secretary to the Council shall also ensure that the copies of all the documents as per
paragraphs (v) and/or (vi) above submitted by all Applicants in a soft copy along with
the Mark Sheet given in the Annexure hereto in hard copy, are circulared among all
the members of the Council and to the Observer appointed by the UGC, at least two
weeks prior to the scheduled Special Meeting of the Council. However, when an
incumbent member(s) of the Council is a candidate, the Secretary to the Council should
not summon such member(s) to the Special Council Meeting, and also ensure that the

2/5
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(x)
(xii)

(xiir)

(xiv)

(xv)

(xv3)

(xvii)

(oeviii)

(xix)

(xx)

(exi)

applications and other documents submitted by candidates are not circulated to such
a member(s).

The UGC appointed Observer shall be present at the Special Meeting of the Council.

If Vice-Chancellor is an Applicant for the Post of the Vice-Chancellor, Deputy Vice-
Chancellor shall be the Chairperson of the Special Meeting of the Council and in absence
of the Deputy Vice-Chancellor or the Deputy Vice-Chancellor is also an Applicant, the
Council at the Special Meeting shall appoint a Temporary Chairperson either
unanimously or by majority, for the purpose of chairing the Special Council Meeting,

If any issue arises as to manner how to conduct the meeting in pursuance of this
Circular or any matter arisen out of the Circular at the Special meeting. before any
decision is made by the Chairperson, he should obtain views of the UGC appointed
Observer. However, if any issue arisen as to interpretation (n any matter in this Circular
or manner of conducting the Special Meeting, prior to the Special Council Meeting. the
Secretary shall obtain the UGC interpretation and instructions, in writing.

The Members of the Council present at the Special Council Meeting shall use the
prescribed Mark Sheet given in Annexure hereto, for purpose of giving marks to the
Applicants. Provided that no Council Member is allowed to participate in the Special
Council Meeting wia virtual mode or any other means of remote access.

Applicants shall be summoned hefore the Special Council Meeting for a brief
presentation of 2 minimum of ten {10) minutes duration but not exceeding fifteen (15)
minutes, No other Applicant shall be permitted to stay in the meeting place of the
Special meeting or listen to the presentation of other candidates, even though such
Applicant is a Member of the Council.

Chair or any member of the Council has a right to question any Applicant to elicit
further information as to matters mentioned in his/her Statement of Vision, Curriculum
Vitae and presentation or to ascertain his/her suitability for the post of Vice-Chancellor.

Each Member of the Council shall make their own assessment of each candidate by
giving marks on a scale of 0-10 (10 being highest) individually for each of the Seven
Criteria prescribed and compute the total marks accrued by each Applicant by adding
up the marks assigned for each Criterion and place his/her signature, The Criteria and
Weightages given in the Mark Sheet prescribed shall not be changed,

Total marks for each Applicant shall be calculated by averaging total marks under Seven
Criteria given to the Applicants, by each member of the Council, and the composite Mark
Sheet must be prepared and signed by all Council Members present at the Special
Councll Meeling and they should refrain from divulgiog any information with regard to
proceedings of the Special Council mesting.

Final Mark Sheet signed by all Council Members participated at the Special Council
Meeting shall he authenticated by the Secretary of the Council and by the UGC
Appointed Observer,

The Report of the Special Council Meeting shall be prepared by listing Three (3) Names
in order of marks obtained by each Applicant, together with the marks, and signed by
each member of the Council present at the Special Council Meeting.

The Report of the Special Council Meeting recommending Three (3) names of the
Applicants in order of marks, together with the Applications, documents submitted with
Applications, notice convening Special Council meeting, Attendance Sheet of the Council.

3/5
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individual Mark Sheets signed by the Council Members participated and Total
composite Mark Sheet signed by all Council members participated at the Special Council
Meeting authenticated by the Secretary and the UGC appointed Cbserver shall be
submitted to the Chairman of UGC, within three days from the date of the Special
Council Meeting.

(xxii) The UGC appointed Observer shall, forthwith after the Special Council Meeting, present
a Confidential Report to the Chairman of UGC, reporting his/her observations as to the
manner the selection, evaluation and interview process conducled and shall also report
his/her view on any shortcomings in the selection process to enable the UGC to take any
appropriate action,

(xxiii) Upon receipt of the Report of the Special Council meeting recommending Three Names
and upon receipt of the Repert of the Observer appointed by the UGC, having consldered
the matters contained in the Reports, the UGC acting in pursuance to provisions of
Section 34(1) of the Universities Act No. 16 of 1978, shall make its recommendation
from the panel of three names recommended by the Council of the University, for
appointment of the Vice-Chancellor.

(xxiv) Any interpretation as to matters in this Circular or applicability of the Circuiar, shall be
decided by the UGC and any such decision of the UGC shall be final,

3. Where the advertisement fails to find three applicants, the process shall begin afresh by
publishing the advertisement more widely. The process shall be repeated until three candidates
are recommended by the Council to the UGC. If the term of the Vice-Chancellor is about to
complete and there is no Deputy Vice-Chancellor to perform the duties of the office of the Vice-
Chancellor, the Secretary shall bring the same to notice of the UGC.

4. Provisions of this Circular and New Procedure contained herein are effective from 10.04.2023
and the Commission Circular No, 02/2020 of 04.05.2020 is hereby repealed. Any advertisement
calling Applications for fllling the post of Vice-Chancellor under the Circular No, 02/2020 as at
the date of this Circular where no appointiment has been made in pursuance to such application,
is hereby cancelied and action shall be taken to call fresh Applications under this Circular,

5. Asinstructed by the letter dated 10.02.2023, those Universities which were prevented taking of
any steps or had suspended the process so initiated in line with the Commission Circular No.
0272020, should begin the process a afresh based on this new Commission Circular forthwith
and expedite the process to complete the same,

6. Please take action accordingly.

™ Senior Prof. Samp‘th Amaratunge
Chairman

Copies: 1. Secretary to ILE the President

2, Secretary/ Ministry of Education
3, Chairman's Office/UGC

4, Vice-Chairman/UIGC

5. Members of the UGC

6, Secretary/UGC

7. Registrars of Universities

B.  Deansof Faculties

9. Accountant/UGC

10. Bursars of Universities

4/5
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11. Librarians/SAL/AL of the Higher Educational Institutions /Institutes

12. Deputy Registrars/ Snr. Asst. Registrars/Asst. Registrars of Campuscs/Institutes
13. Deputy Bursars/Snr. Asst. Bursars/ Asst. Bursars of Campuses/Institutes

14. Internal Auditor/UGC

15, Govt Audit Superintendents of Universitivs

16. Snr. Asst. Int. Auditors of HEls

17. Secretaries of Trade Unions

18. Auditor -General

File No. UGC/HR/2/3/238

5/58
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Pg.1

Annexure
Assessment Scheme for the Council for Assessing Candidates for the Selection of a Vice-Chancellor
(Mark Sheet)
A Seven Point Evaluation Scheme for Document Evaluation and Presentation (Please see overleaf for guidelines)
University :
Criteria, Scale of Marking and Weightages
Criteria 1 Criteria 2 Criteria 3 Criteria 4 Criteria 5 Criteria 6 Criteria 7
| st Focus Effective Holistic Academic and Personal Professional Managerial
Leadership Thinking Research Integrity Communication | Competence
[Conseptual Excellence
Skills
Abiifty to think Proven Ability to see Proven track Unblemished Ability to Proven trock
strategically capability of the “big record in career with communicate record of Total
and steer the feading an picture” from jernic and 0 with clarity ond | consistent high Score
No | Names of Candid: insti in | institution in on global and research inall g perfe in
fine with exemplary national motters administrotion
institutional manner perspectives
goals and with an
national needs integrated
approach |
20% 20% 10% 15% 10% 0% 15%
Marks ks
) Score "(I:;) Score ‘::;’ Score h':::s Score “:::)“ Score “::‘T’ Score M(;;“ Score
010 ) | oo | k) | oo | vy | ote | s | e | ey | ot | v | T | M)
a = .
5 —
Name of the Council Member: ... Si
Date:

Mark Sheet
Guidelines for the Council Members on the use of the Mark Sheet.

(i) Elements/ Attributes to be considered in arriving at a judgment of a candidate with respect to 7 criteria are given betow.
Criteria 1:
{3) Clarity of the vision stated
{b) Practicality of the vision stated
(c) Quality and relevance of the strategies mentioned
(d) Evidence for proven strategy implementation

Pg.2

(e) Evidence for candidate's ability to think gically on y issues

Criteria 2:

(a) Significant institutional developments initiated/achieved as a Vice-Chancellor

(b) Significant | develop initiated/achieved as Deputy Vice-Chancellor/Rector/Director of an Institute /Dean of a Faculty

(¢} Significant achi 1ts/ develop or reforms ini d as a Head of Department or Director of 2 Centre/Unit or Director/Welfare or

Proctor or in a similar capacity

(d) Evidence of significant contributions in Executive/Non-executive Leadership positions held in Professional and Statutory Bodies, Public or

Private Sector Organizations
(e} Evidence provided on the recognition by the public at large

(a} Evidence of working with both public and private sectors on advisory yon I/mational develop

(b) Evidi of und ding complex challenges faced by the Institutions and ds ing a holistic approact

{c) Evid for developing viable solution for institutional/academic/professional/issues with the of all key stakeholders

{d) Evidence for broader under ding of socio- ic and religious-cultural forces and their possible current and future impact on the
institutions

{a} Career progression as an academic and the level of i in improving rel and quality of study programmes
(b) Evidence for proven track record of research performance and research promotions

{c) Evidence of academic expertise in his/ner discipline and other broad areas

(d) Evidence for outstanding academic and research gnition at institutional/national international levels

Criteria 5:

{a) Evidence for unblemished tract record

(b) Evidence for appreciations integrity

{c) Evidence for guiding others ethically

(d} Evidence for being a role model for the students and faculty
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(i)

(i)

PR.3

Criteria 6:

(a) Evidence for persuasive speaking in public front

{b) Evidence for leading successful discussion/deliberations

{c) Evidence for publishing articles fer g | public

(d) Evidence for communicating effectively within academic/scientific/public/media forums

Criteria 7:

{2) Evidence for sound financial administration

(b) Evidence for quality academic administration

{c] Evidence for effectively managing human resources

{d} Evidence for having sound understanding on statues, establishment and financial management procedures pertaining to university
administration

Each Council Member shall perform a Desk Evaluation of respective did: by g the evidences/i: ion provided by the
candidates as per the Paragraphs 2{v) and/or 2(vi) of the Commission Circular No. 03/2023 dated 10.04.2023, and arrive at 2 tentative
judgement on the extent of fulfiliment of the criteria-specific elements/attributes of each criterion and assign a tentative mark in 0 to 10 scale
for the respective criteria. Desk avaluation shall be completed before the scheduled Special Council meeting.

The final marks for each criterion and the candidate's total score shall be arrived only after the presentation and interviewing the individual
candidate.
0000000
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Annex VII — Payment for observer and Evaluation Committee
Member appointed by the UGC Letter of UGC No. UGC/CH/7/3 and
20.08.2022 dated and any such instructions of the UGC issued in this
respect.

4‘\;/,

@7 €8 s

25 AUG 2020\

B

BBOBesIE yBesy @2BusT 500d
LUELSMELESHLNE LOMEEILIMIGET Y 6060015

e 20, 003D evetw, emed 07, § Comnd
Sem'or Professor Sampath Amaratunge 20,1 @b, Qanugibyy 07, omims
Chairman ;

Sri Lanka
®ed gomw Ded gome
My Ref ]‘ UGC/CH/7/3 Your Ref ]‘

Vice Chancellors of the Universities

26 AUG 2020

NG NG ¢
Universliy of Kelaniya

Dear All,

Observer as per the Commission Circular No. 02/2020 dated 4" May 2020 issue
relating to the appointment to the Post of Vice Chancellor.

The University Grants Commission at its 1035"meeting held on 234 July 2020 has
approved the following payments concerning the honorarium, accommodation and the
transport expense of the Evaluation Committee members and the UGC Observer as per the
Commission Circular No. 02/2020 dated 4" May 2020 issued relating to the appointment
to the Post of Vice Chancellor;

1. To pay Rs. 10,000/-as an honorarium for Observer appointed by the UGC and
transport and accommodation expenses to be borne by the UGC.

2. To Pay Rs. 25,000/- as an honorarium per Evaluation Committee Member

appointed by the UGC and transport and accommodation expenses to be borne by
the respective University.

Also UGC decided not to accept any request made for air passages by the Observer/
Evaluation Committee Member.

Thank you. @ R
A}

urs sincerely, 2

t\
Senior Protessor ampath Amaratunge

Chairman he ,'5 o

25/98/ 2010

Pl

Copy to:  Vice Chairperson, University Grants Commission
Secretary, University Grants Commission

, e 7
Registrars of the Universities (?ﬁp/‘n b /74 /

(
@”&?ﬁd 3

Telephone 194 11 2696511 E-mail : chairman@uge.ac.lk
Fax 94 11 4714565 Web Site swww.uge.ac.lk
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Annex VI — Vehicle Pass Application
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Annex VII — Circular 15/2018 - Insurance

o

8308emp oboes emBes ©md
USDFDQEBIE DT UE B 9 DT b & 1
UNIVERSITY GRANTS COMMISSION

COMMISSION CIRCULAR NO. 15/208 No.20, Ward Place,
Colombo 7.
26" November 2018

Vice-Chancellors of Universities,
Directors of Institutes,

Rectors of Campuses.

Agrahara Insurance Scheme for the Employees of the Universities/ HEIs

As requested by the Trade Unions of the University System an awareness programme on
Agrahara Insurance Scheme has been conducted at the University Grants Commission on
03" October 2018 by the National Insurance Trust Fund (NITF) with the participation of
Officers of the University Grants Commission & Universities/HEIs and representatives of

the Trade Unions.

The Officers of the Universities/HEIs and representatives of the Trade Unions requested
University Grants Commission to circulate the basic proposal sent by the National Insurance

Trust Fund for the information and consideration of Universities/HEIs.

University Grants Commission at its 998" meeting held on 01%' November 2018 granted
approval to circulate the Agrahara Insurance Scheme to the Universities/HEIs. Accordingly,
the basic proposal sent by the National Insurance Trust Fund by their letter dated o

August 2018 is annexed for your information.

Implementation of Agrahara Insurance Scheme

The Agrahara Insurance Scheme for the employees of the Universities/HEIs may be
implemented by the Universities/HEISs as approved by the Governing Authority of respective
Universities/HEIs.
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Universities/HEIs are requested to evaluate the detail proposal of Agrahara Insurance
Scheme, as per National Procurement Guideline and other relevant Circulars issued by the

General Treasury before the implementation.

Payment of Insurance premium

Treasury funds for the payment of Insurance premium will not be allocated by the
University Grants Commission and may be financed by the Employee’s contribution of
respective Universities/HEIs and/or generated funds of the Universities/HEIs as approved by

the governing Authority.

The Circular will be effective from 01 December 2018.

i

Prof. Klohan De Silva
Chairman

Secretary / Ministry of Higher Education & Cultural Affairs
2 Chairman’s Office/UGC

Vice-Chairman/UGC

Members of the UGC

Secretary/UGC

Deans of faculties

Registrars of Universities

Accountant /UGC

9; Bursars of Universities

10.  Librarian/SAL/AL of the Higher Educational Institutions/Institutes

11.  DR/SAR/AR of HEIs/Campuses/Institutes

12.  DB/SAB/AB of HEIs/Campuses/Institutes

13¢ Internal Auditor/UGC

14. Secretaries of Trade Union

L5 Auditor General

% N oL AW

File No. UGC/F9/Agrahara/2018
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AGRAHARA GOLD INSURANCE SCHEME

Monthly Premium is Rs 1000/-

SHEDULE 01 — Surgical & Hospital Reimbursement Insurance Cover

Benefit of scheme

[01] Daily room charges (Maximum 10 Days) Rs.8,000/-

[02] Hospital Medical operational expenses for special Rs.80,000/-
treatment and nursing provided on the recommendation
of a Consulting specialist including the use of operating
theatre (necessarily incurred following hospitalization)

[03] Surgeon and Anesthetic’s fees in respect of operation and | Rs.50,000/-
Consultant and Specialist’s fees

[04] Fees for Specialist’s services including intensive Care, X Ray | Rs.40,000/-
and Radium investigations and treatment, electrotherapy,
Physiotherapy

[05] Medical Treatments obtained by Hospitalizing at a Privet RS. 200,000/~
Ayurveda Hospital under the cases mentioned form 1 to 4
above( Privet Ayurveda Hospital Must be registered under
the Ministry of Indigenous Medicine)

[06] Government Hospital per day allowance (Maximum 7 Rs. 3,000/-
days per one Admission &

Per day

Maximum 14 days per Annum)

[07] Normal Child birth cover/Still Birth Cover allowance at Rs. 3,000/-
Government Hospital (Maximum 05 Days per one

Per day

Admission)
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{“ '[68] Caesarian/Abnormal Child Birth, Still birth cover allowance | Rs. 3,7040707-'"
at Government Hospital per one Admission (Maximum 05
| Per day
i Days)
|
[09] Normal Child birth cover (At a Private Hospital) Rs.50,000/-
[10] Caesarian/Abnormal Child Birth, Still birth cover allowance | Rs.100,000/-
at a Private Hospital
[11] A Heart surgery of a Members of the Family Rs. 200,000/-
ANY ONE EVENT (01 to 04 ) 200,000
ANY YEAR LIMIT 350,000

SHEDULE 02 — Surgical & Hospital Reimbursement Insurance Cover

Reimbursement of following Critical Surgical

expenses —Only for Member

BRAIN SURGERY Rs. 1,200,000/-
KIDNEY TRANSPLANT Rs. 1,200,000/-
HEART SURGERY Rs. 1,000,000/-
CANCER SURGICAL EXPENSES Rs.  600,000/-
KNEE REPLACEMENT Rs.  250,000/-
HIP REPLACEMENT Rs.  250,000/-
HEARING AID Rs.  100,000/-
CATARACT SURGERY Rs. 50,000/-

ik :
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SHEDULE 03 — Personal Accident Insurance Cover

SECTION 1- Personal Accident Insurance Cover (Only for Member)
3.1 Personal Accident Cover Employee Rs. 2,000,000 for Accident Death
3.2 Permanent Total Disability & Permanent Partial Disablement caused by an Accident only.

Rs.1, 500,000/-

SECTION 04 — Natural Death Cover

This cover provides compensation against Death due to Natural cause.
(This cover is in force after 90 days from the policy date).

4.1 Natural Death Cover — Only for Member Rs.700, 000/-

4.2 Permanent Total Disability & Permanent Partial Disablement caused by any other sickness-
Rs.200, 000/- (Once in Life Time)

Conditions

1. Family Unit
Married Members - Member, spouse and children under 21 years of age who are unemployed,
unmarried and dependents
Unmarried Members - Member and parents of the officer who are under 70 years of age

2. Under this Insurance scheme, for Hospital admissions and other occurrences, the benefits are
applicable from the date of recovery of the first three installments.

3. it Is compulsory to recover the premiums of at least six months to get benefits for child Birth.

4. Whenever enlisted in this insurance scheme, the contributors MUST continue the insurance
policy without quitting. If three premiums are lapsed somehow, a new three premiums should
be recovered for benefits.

5. If the officers who are NOT exercised in the insurance scheme at the initial stage are willing to
be enlisted in it afresh, they are entitled for claiming benefits only in respect of the events and
situations which occur after the recovery of three premiums.
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The claim applications should be submitted to the National Insurance Trust Fund within 90 days

of leaving the hospital.

Under the special benefits for critical illnesses which are entitled only for the member,
payments can be done for outdoor treatments (OPD) only in the events of CANCER diseases. For

all other ailments, hospitalization is a MUST.

It should be received one-month premium is sufficient to get benefits for Hospital admissions

and other occurrences.

In order to this medical scheme, the members MUST continue the insurance policy and
withdrawal cannot be done after getting insured.
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Annex VIII — Insurance Application Form

oedss dfses gDd&ED
MEDICAL INSURANCE COVER

goe® sgxs / Application Form

B8 =80Q 42983 ev®emed 36028, (Fill in Only Block Capital English Letters)

1 DEIE o A NG I 00 . . oo ommon s oo s e g i
2. Sondio®m m® / Name with Initlals @ ...
3.  eosd %o / Date of Birth :

afcde / Year: (o ®es / Month: ............ T/ Date: ...
4. cofSs wygm®ers gomo / National Identity Card Number: ...
Rl P
D o PO R R R R R N N N e e e s
7. odbed Somd 83 guan (Bdam 28 Oa ¢ egwsd mdxdm) / Academic Department

with Faculty 7 Dept. F DIVISION o ..o cociiiiiiiiiiimiinsssninsenisesies

8. oowdolSm 8Bzxs / Private Address: ...

9. gdmSm gades / Contact Number

e  dSas ecoma / Work Place N iR SR R R RS
e eoodo8m / Private B AR R AR R R SRR R TR
. So® / Mobile S o g A M A W
10. Sepes myend 88oxs / E-mall Address 1 ... ...
1. S&owz / gBO0wm w0 / Clvil Status : ...
12, ofed w&dnosl B8dg Bedms / Statement of Family Members
a. moemae 88a% Bedma / Detalls of Spouse @ ...
" a®tes m® / Namein Full @ ...
S ogn®as oo / NIC Number @ oo
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b. &80 21 © &f ¢c1O= 8€ac, Bedms / Children below age 21

e=®uben 5O cosl Lo '3@&289(519
Name in Full Datc of Birth

Gender

c. gfdig 70 O &R ©¢@i8us’ 88Rg Bedws / Parents below age 70
(28002 0808023 Ew OeHS e®n e o)
oduties »® coss oxs 65&289519
Name in Full Date of Birth G
ender

13.

gedider 07 CA® dHuen 1cH® O emicsin

©1CH® & 01 (023)

©1CH® g 02 (8%)

Ot 400/- 2 988 §ee ®ed DQess’ uldn D8ORS #hwd ©BOD

DD Y@ IS,

- |1
- [

[]

@00 21ed syed @ B85 ueys’ BB ¢ ®ed Bug emind, ®ed wdube
B0 » BEDms exd wms I BOE A0 00853 e »d8.
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Annex I X — Claim Form

HB> Omemnmnd o8 @HR®

gb0 s pEDD BeH 9Ged sBG

OB
Sl el
OC® SO
38 OmwmEnn % WelnYo Ve eE S8 gee ds5es
(600/=) (1000/=) PEBens (V) c@ek.
' el edimEn G‘:Zf:
ot comes
@edes M) eoind sy 5808 eded® snr (Ebd OXEs desNr) et eusnon
: B8gm

20e8ndied SBn Hicnd®od) eote:-
o 0 o o o
1. 9de®wir BEDE OB :-

Ll  cdgbm 50:- ([Bwees) gus | v | 8n | cd@sde:

Yeadt o6 &° (@@8ews) :- Rev./Mr./Mrs./Miss.
12 oD 8w (i &5):-
oD E8on (R-dBens):-

13 o8 Eoars

14 gomde gow:- OSHS gcofn
2. 0D CIBXMO DOD CIDDDEE OO €D BOODE <.vvvrrrerrseessssnrssserssssssssssssissssssssosssossssssssssssisssessasiessssssssssesssesessssasssns
2. DEY®ES eMONOT

31 60 aesdes gots:- I ] | I I l l | J | —I

32 &®
33 edd) Dmed a® oo E8Son:

4. boes gBE PEE® Doded:- RO 6o PEEMO eaed 8 &OE emet (V) 6rE) BBRLE DO,

a1 cowdo [ | e [ | Ewo [ |
421 @ed | guues &Hd:
422 med | giwed cos Eam: e ABDO

5. Qom B® B BSwOE®:-

51 @ty Ged ocos dVeE &HO:

sooommoewe - | [ ]I [ ]I VI I T[T TTTT]

53  Qnetged & Doty @D

97, B0 )0, eed 10, & o).
€00 got: +94 11 2026600, 4873900-5 czeded: +94 11 2338778 / 233 8998
E-mail: mail@nitf.Ik Website: www.nitf.lk
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Annex X — Death Claim Form
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97, Maradana Road, Colombo 10, Sri Lanka.
Telephone General : +94 11 4873900-5 Chairman : +94 11 4892620
Fax : +94 11 2431145 E-mail : mail@nitf.lk Website : www.nitf.lk
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5. Abbreviations

UGC
SDGs
DR
AE
AR
DIA
NAE
AC
L&D

AB
CH
SAB
VvC
NITF
NIC
PA

University Grants Commission
Sustainable Development Goals
Deputy Registrar

Academic Establishment
Assistant Registrar

Deputy Internal Auditor
Non-Academic Establishment
Academic

Legal & Documentation
Bursar

Assistant Bursar

Chairman

Senior Assistant Bursar
Vice-Chancellor

National Insurance Trust Fund
National Identity Card

Personal Assistant
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