UNIVERSITY GRANTS COMMISSION
Establishments Circular Letter No. | | /2010 20, Ward Place
Colombo 07
November 29, 2010
Vice Chancellors of Universities
Rectors of Campuses
Directors of Institutes

DATABASE ON EMPLOYEES AS PER PAYROLL

The Ministry of Higher Education and the General Treasury always request from the University Grants
Commission particulars relating to employees both academic and non-academic including
Temporary/Visiting/Assignment/Casual/Trainees etc., as at the end of every month as per payroll in order to
analyze such particulars for provisions of new cadre and various other purposes. The formats to be used for
submitting of such particulars are attached herewith.

o For Universities and Campuses : Format I & II
e For Institutes : Format III

You are, therefore, requested to submit the above particulars as per the above formats as relevant to your
University/Campus/Institute first by email to hrd@ugc.ac.lk as well as by post to the Additional Secretary/HR,
UGC as per the payroll as at the last date of every month. These particulars should be available to the
Commission at least not later the first week of succeeding month. The provisions of this Circular Letter are
effective from October 2010.

Please ensure that the above particulars are provided to the UGC as per the above instructions on due date.

e = e
(Prof. Gamini Samaranayakey”
Chairman

Copies to: ;
Chairman'’s Office/UGC
Vice Chairman/UGC
Members of the UGC
Secretary/UGC
Deans of Faculties
Registrars of Universities
Financial Controller/UGC
Bursars of Universities
Librarians /SAL/AL of the HEII
. Deputy Registrars/Snr. Asst. Registrars/Asst. Registrars of Campuses/Institutes
. Deputy Bursars/Snr. Asst. Bursars/Asst. Bursars of Campuses/Institutes
. Chief Internal Auditor/UGC
. Govt. Audit Superintendents of Universities
. Snr. Asst. Int. Auditors/Asst. Int. Auditors of HEII
. Secretaries of Trade Unions
. Auditor-General
. File No. UGC/HR/09/05/01
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