
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



Page 2 of 63 

 

 

 

 

 

 

 

 

 

 
First print (2022) 

 

 

Prepared by  K.K.K. Dharmathilaka,  

Registrar/University of Kelaniya 

 

   Y.A.D. Sugandanie,  

Personal Assistant to the Registrar 

 

   Y.P. Liyanaarachchi,  

Management Assistant Gr. II 

Office of the Registrar  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

  

 

 

 



Page 3 of 63 

 

Table of Contents 
 

 

1. Introduction ........................................................................................................................................ 4 

2. Key functions and responsibilities of the Registrar ......................................................................... 4 

3. Activities and processes of the office of the Registrar...................................................................... 5 

Organogram of the office of the Registrar .................................................................................... 5 

1. Handling and custody of the University Emboss Seal ................................................................ 6 

2. Signing the degree certificates (Convocation certificates) .......................................................... 7 

3. Signing the Higher Diploma / Diploma certificates ................................................................... 8 

4. Convening the University Council meetings and implementing its decisions ............................... 9 

5. Keep records of the appointment of the Chancellor ................................................................. 12 

6. Initiate the process of selection for the Post of Vice-Chancellor ............................................... 13 

7. Processing vouchers and files received at the office ................................................................ 16 

8. Handling of the daily mail of the office and emails ................................................................. 17 

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

document of the university ....................................................................................................... 18 

10. Authorizing to publish of newspaper advertisements ............................................................. 19 

11. Maintaining and updating office file registers for important subjects ...................................... 20 

12. Maintaining inventory of the Registrar’s Office and Registrar's quarters ................................. 20 

13. Handling petty cash imprest ................................................................................................ 21 

14. Issuing vehicle passes for staff members .............................................................................. 22 

15. Handling the university insurance scheme ............................................................................ 23 

16. Handling the meeting schedules of the Registrar ................................................................... 27 

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

Registrar ................................................................................................................................. 28 

18. Other duties assigned by the Registrar ................................................................................. 29 

4. List of annexures ............................................................................................................................... 30 

Annex I – Sample Memo .................................................................................................................... 30 

Annex II – Sample Agenda of the Council ......................................................................................... 31 

Annex III – Sample Covering Letter of the Council ........................................................................... 32 

Annex IV – Sample Decision Letter of the Council ........................................................................... 33 

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 ................................................................................................. 34 

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. ................................................................................................................................................ 41 

Annex VI – Vehicle Pass Application ................................................................................................ 42 

Annex VII – Circular 15/2018 - Insurance ......................................................................................... 43 

Annex VIII – Insurance Application Form ......................................................................................... 53 

Annex IX – Claim Form ..................................................................................................................... 55 

Annex X – Death Claim Form ............................................................................................................ 58 

5. Abbreviations .................................................................................................................................... 63 

 



Page 4 of 63 

 

 

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  
 

1. Handling and custody of the University Emboss Seal 

2. Signing the degree certificates (Convocation Certificates) 

3. Signing the Higher Diploma / Diploma certificates  

4. Convening the University Council meetings and implementing its decisions 

5. Keeping records of the appointment of the Chancellor 

6. Initiating the process of selection for the Post of Vice Chancellor 

7. Processing vouchers and files received at the office 

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

9. Maintaining and safeguarding the deeds, survey plans, contour plans, building plans, or any 

other legal ownership document of the University  

10. Authorizing to publish of newspaper advertisements 

11. Maintaining and updating office file registers for important subjects 

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

13. Handling petty cash imprest  

14. Issuing vehicle passes for staff members  

15. Handling the University insurance scheme 

16. Handling the meeting schedules of the Registrar 

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

Registrar  

18. Other duties assigned by the Registrar  

 

 

Organogram of the office of the Registrar 

 

 

 

 

 

 

 

 

 

 

 

 

 

The Vice-Chancellor 

The Registrar 

Personal Assistant to the Registrar 

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

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 
 
 
 
 
 
 

Activity Time Period Responsibility Comments 

Preparation of Emboss 
Seal 

Forever 

Registrar 
 

Personal Assistant to 
the Registrar 

 

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

The Emboss Seal is 
use only, 
1. Degree 

Certificates 
2. Deeds 
3. Agreements 

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

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 
 
 
 
 
 
 
 
 
 
 
 

Activity Time Period Responsibility Comments 

Checking the degree 
certificates (names 
with senate-approved 
graduate list) 

Returning the incorrect 
degree certificates 

Annually and as and 
when required 

Registrar 
 

DR/ Exam 
 

Personal Assistant to 
the Registrar 

 

Submitting the correct 
degree certificates for 
signature of Registrar 

Placing Emboss Seal on 
each Certificate 

Keeping a copy in the 
office 

Sending them back to 
the Examination 
Division 
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3. Signing the Higher Diploma / Diploma certificates  
 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 
 

 

 

 

 

 

 

Activity Time Period Responsibility Comments 

Checking the Higher 
Diploma / Diploma 
certificates (names 
with senate-approved 
graduate list) 

Returning the incorrect 
degree certificates 

Annually and as and 
when required 

Registrar 
 

DR/ Exam 
 

Personal Assistant to 
the Registrar 

 

 

Submitting the correct 
degree certificates for 
signature of Registrar 

Placing Emboss Seal on 
each Certificate 

Keeping a copy in the 
office 

Sending it back to the 
Examination Division or 
faculty or department 
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4. Convening the University Council meetings and implementing its decisions 

 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

  

 

 

 

 

 

 

 

First Week of every 
month 

Annex I – Sample 
Council Memo  

 

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 

Annex II – Sample 
Agenda 

Activity Time Period Responsibility Comments 

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

Dates for next year are 
finalized in November 

every year 
(before the next Year) 

Assistant Registrar 
(Research & 
Publication) 

 
Personal Assistant to 

the Registrar 

Dates of Council 
meetings shall be 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 

 

Checking all memos 
and forwarding to the 
Registrar for the 
signature 

Recapping matters 
arising from the 
minutes  

Checking the minutes 
of the previous 
Council & arrange 
memos according to 
the sample agenda  
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Preparing additional 
memos, photocopying, 
scanning and share via 
e-mail  

Activity Time Period Responsibility Comments 

First week of every 
month 

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.  

  

Registrar 
 

Personal Assistant to 
the Registrar 

Numbering the 
Council memos and 
numbering the pages 

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

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 the agenda 
and print the color 
pages 

Day before the Council In addition to above all 
the other necessary 
activities relevant to 
the Council Meeting  
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Activity Time Period Responsibility Comments 

Annex III – sample 
covering letter 
 
Annex IV – sample 
decision letter of the 
Council 

 

Registrar 
 

Personal Assistant to 
the Registrar 

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

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

 

Preparing draft 
Council minutes & 
forwarding to the 
Registrar 

Preparing vouchers 
for Council members 
those who participate 
the meeting via zoom 

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

 

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

Before 12.00 noon on the 
Council meeting date 

Day after the Council 
meeting 

End of the second week of 
the month 

Third week of the month 

Fourth week of the month 
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5. Keep records of the appointment of the Chancellor 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Activity Time Period Responsibility Comments 

The term of the 
incumbent of the 
Chancellor by 6 years 

Every Six (06) Years or as 
and when required 

Registrar 
 

Senior Personal 
Secretary to the Vice-

Chancellor 
 

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 

 

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)  
 
Invitations send by 
the Vice-Chancellor 
office for invitees 
 
Refreshments and 
decorations made by 
the Registrar office 

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

Annually and as and when 
required 

Registrar 
 

Personal Assistant to 
the Registrar 
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6. Initiate the process of selection for the Post of Vice-Chancellor 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Activity Time Period Responsibility Comments 

Preparing the draft 
paper advertisement 

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 

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 
 
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.  
 

 

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 
University 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  

Complete these tasks 
within six months 
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Activity Time Period Responsibility Comments 

Complete these 
tasks within six 

months 

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 

 

Checking all hardcopies 
and softcopies of 
application and supporting 
documents received for 
the post of Vice-Chancellor 

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

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

Preparing letters for 
applicants inviting 10-15 
minutes for presentation 
and circulated the letter to 
the applicants 

Preparing the Individual 
mark sheets and 
composite mark sheet  

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

Inform the Council about 
No. of applications and 
deciding a date for the 
Special Council meeting  
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Activity Time Period Responsibility Comments 

Two months after the 
closing date of 

applications 

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 

 

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 
counter 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 

within three days from 
the date of the Special 

Council Meeting. 
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7. Processing vouchers and files received at the office 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Activity Time Period Responsibility Comments 

Recording all vouchers 
& files 

One Day 

Registrar 
 

Personal Assistant to 
the Registrar 

 

 

Prior inspection by the 
Personal Assistant to 
the Registrar 

Return the incorrect 
vouchers or files 

Place the relevant seal 

Recommendation or 
approval of the 
Registrar 

Sending the vouchers 
or files (Faculties, 
Divisions, VC Office, 
Centers or relevant 
office) 
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8. Handling of the daily mail of the office and emails  

 
 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Activity Time Period Responsibility Comments 

Recording all letters 

One Day 

Registrar 
 

Personal Assistant to 
the Registrar 

 

 

Prior inspection by the 
Personal Assistant to 
the Registrar 

Placing the relevant seal 
where necessary 

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

Recommendation or 
approval of the 
Registrar 
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9. Safeguarding the deeds, survey plans, contour plans, building plans, or any 

other legal ownership document of the university  
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Activity Time Period Responsibility Comments 

Preparing a register for 
records 

Identifying the 
documents 

Daily 

Registrar 
 

Personal Assistant to 
the Registrar 

 
 

 

Listing the documents 

Indexing the documents 

Arranging them in 
alphabetical order 

Storing, updating, 
moving and 
safeguarding 

Handling the safety 
locker key/s 

Handling safety lockers 
(search the UGC 
circular issued in this 
regard) 
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10. Authorizing to publish of newspaper advertisements 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Activity Time Period Responsibility Comments 

Collecting Day to Day 
Newspapers 

Identifying the 
advertisements 
published by the 
University 

Daily 

Registrar 
 

Personal Assistant to 
the Registrar 

 

 

Keeping that 
advertisements in  
aseparate file 

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

Keeping Records For a Year 
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11. Maintaining and updating office file registers for important subjects 
 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 
 
 
 

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

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Activity Time Period Responsibility Comments 

Identifying the list of 
files 

Preparing a separate 
file for each subject 

Daily 

Registrar 
 

Personal Assistant to 
the Registrar 

 

 

Maintaining & 
Updating files with 
important letters and 
Official documents 

Activity Time Period Responsibility Comments 

Updating the 
Inventory Books 
before the end of the 
Year 

Before the End of the 
Year 

Registrar 
 

Personal Assistant to 
the Registrar 
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13. Handling petty cash imprest 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Activity Time Period Responsibility Comments 

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

One Year 

Registrar 
 

Personal Assistant to 
the Registrar 

 
 

 

Getting the money from 
Shroff counter 

Spending the money and 
keeping the records 
properly 

Reimbursing at least 
three (03) times for a 
Year  

Settling the Voucher at 
the end of the Year  
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14. Issuing vehicle passes for staff members  

 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Activity Time Period Responsibility Comments 

Recording the 
applications 

One Day 

Registrar 
 

Personal Assistant to 
the Registrar 

Annex VII – 
Application 

 

Checking the eligibility 
with documents 

Approval of the 
Registrar 

Delivering to applicant 
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15. Handling the university insurance scheme 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Activity Time Period Responsibility Comments 

After 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 
Trust Fund (NITF)  

When required  

Registrar 
 

AR/ NAE 
 

Personal Assistant to 
the Registrar 

 
Subject Clerk - 
Management 

Assistant 
 

Annex VIII – 
15/2018 UGC 

Circular 
 
 

Annex IX – 
Application 

 

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

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 

Collecting all 
applications before the 
deadline 
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Activity Time Period Responsibility Comments 

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

Monthly  

Registrar 
 

AR/ NAE 
 

Personal Assistant to 
the Registrar 

 
Subject clerk - 
Management 

Assistant 
 

 

Updating the sheet  

Making the payment 
voucher (online 
payment) 

Confirming the 
payment & keep 
records 
 

Updating the sheet  

Collecting new 
applications, scheme 
changes requests  

In every six months 

monthly  
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Activity Time Period Responsibility Comments 

Checking the claim 
holder's NIC with the 
database sheet 

Daily 

Registrar 
 

AR/ NAE 
 

Personal Assistant to 
the Registrar 

 
Subject Clerk - 
Management 

Assistant 

Annex X – Claim 
Form 

 
(Claim forms by 

NITF) 

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

Checking attachments 
(whether the all 
relevant documents 
were attached) 

If not, return the 
incorrect claim forms 

Delivering to applicant 

Activity Time Period Responsibility Comments 

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

Delivering to applicant 

Daily 

Registrar 
 

AR/ NAE 
 

Personal Assistant to 
the Registrar 

 
Subject Management 

Assistant 

 

Forwarding to the 
signature of Registrar  
 

Preparing the letter 
considering the request  
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Activity Time Period Responsibility Comments 

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 

Daily 

Registrar 
 

AR/ NAE 
 

Personal Assistant to 
the Registrar 

 
Subject Management 

Assistant 

Annex XI - Death Claim 
Form 

 

(Claim forms by 
NITF) 

 

Forwarding to the 
signature of Registrar  

Delivering to applicant 
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16. Handling the meeting schedules of the Registrar 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Activity Time Period Responsibility Comments 

Checking the 
Registrar's Calendar 

Scheduling the 
Meetings and Update 
the Calender 

Daily 

Registrar 
 

Personal Assistant to 
the Registrar 

 

Use the Google 
calendar of Registrar 

Preparing Meeting Files 

Updating the white 
board at Registrar's 
Office 
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17. Preparation of internal circulars / special letters as instructed by the Vice-

Chancellor or the Registrar  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Activity Time Period Responsibility Comments 

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

Forwarding the letter 
for signature of Vice-
Chancellor or Registrar 

Daily 

Registrar 
 

Personal Assistant to 
the Registrar 

 

 Distributing the letter 
to the relevant receiver 

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

Keeping a copy in the 
office 
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18. Other duties assigned by the Registrar 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Activity Time Period Responsibility Comments 

Day to day works 
assigned by the 
Registrar  

Daily 

Registrar 
 

PA to Registrar 
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4. List of annexures 
 

Annex I – Sample Memo 
 

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

Council Meeting <Bold/fontsize-14/Centre> 

Memo Number : 
Meeting No. : 493  
<Bold/fontsize-14/align-left> 

Date of Council: 10.08.2021 
<Bold/fontsize-14/align-left> 

File No. : PMSO/1/49 
<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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Annex II – Sample Agenda of the Council 
 

 

Sample Agenda 

 

1. Confirm Minutes 
 

2. Matters Arising from the Minutes 
 

3. Vice-Chancellor Report 
 

4. Appointments 

a. Academic 

b. Non-Academic 

c. Institutes 
 

5. Confirmations 
 

6. Promotions 
 

7. Leave 
 

8. Council Nominees 
 

9. Presentation of Long Service Awards 
 

10. Individual Memos 
 

11. Assignment Basis 
 

12. Details of the members of staff who have violated Bonds & 

Agreements 
 

13. Resignations 
 

14. Retirements 
 

15. Recommendations 

a. Senate 

b. Finance Committee 

c. Major Procurement 

d. Minor Procurement 

e. Project Procurement 

f. Audit Committee 

g. Minutes of the Other Meetings 
 

16. University Development 
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Annex III – 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 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



Page 33 of 63 

 

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 

 

I appended below an extract of the minutes of the (Meeting No)th 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 
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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. 
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Annex VI – Vehicle Pass Application 
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Annex VII – Circular 15/2018 - Insurance 
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Annex VIII – Insurance Application Form 
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Annex IX – Claim Form 
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Annex X – Death Claim Form 
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5. Abbreviations  
 

UGC   - University Grants Commission 

SDGs   - Sustainable Development Goals 

DR   - Deputy Registrar 

AE   - Academic Establishment 

AR   - Assistant Registrar 

DIA   - Deputy Internal Auditor 

NAE   - Non-Academic Establishment 

AC   - Academic 

L&D   - Legal & Documentation 

B   - Bursar 

AB   - Assistant Bursar 

CH   - Chairman 

SAB   - Senior Assistant Bursar 

VC   - Vice-Chancellor 

NITF   - National Insurance Trust Fund 

NIC   - National Identity Card 

PA   - Personal Assistant 

 


