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Chapter 01- Institutional Profile 

1.1 Introduction 

The Department of Official Languages was established on 01.10.1956 as the institution that implements the 

Official Languages Act No.33 of 1956. The decisions of the Government regarding the use of languages, their 

promotion and development are declared through the Official Languages Policy of a country. The Official 

Languages Policy is vital in building peace and reconciliation in a multi-ethnic and multilingual society like 

in Sri Lanka. The Official Languages Policy facilitates the use of languages by the public, protects their 

language rights and provides for cultural bonds.  

The second Constitution of Sri Lanka was introduced in 1978. Chapter III of the Constitution of the Democratic 

Socialist Republic of Sri Lanka, which was promulgated, states that language is a fundamental right and that 

no citizen shall be subject to any discrimination or special treatment on the basis of language. Furthermore, 

Chapter IV of the Constitution sets out the fundamental law on language and its provisions. According to the 

13thAmendment to the Constitution of 1987 and the 16thAmendment to the Constitution of 1988, both Sinhala 

and Tamil languages are declared as the Official Languages of Sri Lanka, and English is declared as the Link 

Language by the Article 18 (3) of the Constitution of 1988. According to Article 19 of the Constitution of 

1978, Sinhala and Tamil languages are recognized as the National Languages of Sri Lanka. 

Various circulars are issued from time to time for the efficient implemention of the Official Languages Policy. 

The Department of Official Languages conducts language proficiency tests and language training courses for 

public/provincial public officiers and officers of semi-government institutions, provides translation services in 

Sinhala, Tamil and English languages as the Official Translator of the Government to meet the requirements 

of the Govrenment, compiles glossaries and prepares language learning aids, and plans language promotion 

programmes to build a language-savvy society.The primary objective is to implement activities related to 

building a trilingual society full of peaceful coexistence and to provide efficient and effective services to the 

public. 

The Department is currently under the purview of the Ministry of Justice and National Integration, and headed 

by the Commissioner General of Official Languages. The Annual Performance Report,along with the Financial 

Reports of the Department of Official Languages for the year 2024 prepared as per the Public Financial 

Management Act No. 44 of 2024, is hereby presented. 

 

 

 

 

 

 

 

Address  - No. 341/7, Kotte Road, Rajagiriya. 

Telephone No.  - 011 2888934 

Fax No.   - 011 2888928  

Email Address  - languages.dept.ad04@gmail.com 

අන්තර්ජාල ලිපිනය -  www. languagesdept.gov.lk 
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1.2 Vision, Mission, Objectives of the Institution 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Vision 

 

A peaceful trilingual society enriched 

with co-existence 

Mission 

 

“To facilitate and coordinate the effective 

implementation of the Official Languages 

Policy with the objective of achieving inter-

ethnic peace and harmony.ˮ 

Objectives 

 

Developing language skills of public officers 

with the aim of protecting the right of the 

public to obtain services in a preferred 

language out of Sinhala, Tamil and English 

languages. 

 

Ensuring the delivery of 

an efficient translation 

service as the Official 

Translator of the 

Government. 

 

Utilizing modern 

technology and 

facilitating the 

promotion, learning and 

use of the national 

languages. 

Organising courses to 

promote national and 

foreign language skills. 
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1.3 KEY Functions of the Department 
 

1. Providing translation services to government and semi-government institutions. (Sinhala, Tamil, 

English) 

2. Compiling Sinhala, Tamil, and English glossaries for various subjects. 

3. Conducting the National Languages Qualification (NLQ) examinationquarterly.  

4. Conducting Sinhala and Tamil languages courses island-wide for officers who are required to obtain 

official languages proficiency as per Public Administration Circular No.18/2020. 

5. Conducting Sinhala and Tamil courses islandwide as per the Management Service Circular No. 1/2023 

for officers of the semi-government sector who are required to acquire official languages proficiency. 

6. Teaching Sinhala, Tamil, English and foreign languages using modern technology, and conducting 

examinations. 

7. Compilation and sale of departmental publications, support materials (books) and CDs relevant to 

acquiring official languages proficiency as well as promoting languages. 

8. Preparation of question papers, evaluation of answer sheets, and organization of examination related 

activities relevant to conducting recruitments and language proficiency examinations for the staff of other 

departments as well as external institutions. 

9. Facilitating the conducting of language courses at the request of external institutions.  

10. Providing practical training to students following translation courses at universities and recognized 

educational institutions. 

11. Celebrating days of national significance such as Sinhala Language Day, Tamil Language Day and 

International Translation Day. 
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1.4 ORGANIZATIONAL STRUCTURE – DEPARTMENT OF OFFICIAL LANGUAGES 
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1.5 Main Divisions of the Department 

 

   
           

  

1. Translation Division 

2. Glossary Compilation Unit 

3. Language Laboratory 

4. Examination Division 

5. Accounts Division 

6. Administration Division 

7. Internal Audit Division 

8. Library 
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Chapter 02  -Progress and Future Outlook 

2.1 Progess Achieved by the Department in the Year 2024  

Based on the fiscal year 2022, the Department was able to win the Silver Award, achieving a score of 98.4 out 

of the departments that showed the highest performance in each category, demonstrating high compliance with 

financial regulations, government ordinances, goal pursuit, and performance targets. 

01. Translation Division 

The key function of the Division is to provide translation service to the institutions that make requestsfor 

translations,by identifying the requirement of translaton service when performing the translation task 

bilingually and trilingually as the Official Translator of the Government. 

Accordingly, the target number of pages to be translated in the year 2024 is 3000 pages. However, it is an 

achievement to have translated and proofread 4274 pages by the end of the year. The requests for translations 

received from government and semi-government institutions for this purpose are as follows.  

Translation Requests Sinhala/ 

Tamil 

Sinhala/ 

English 
 

 

English/ 

Tamil 

Total 

Number of documents 

translated (Pages) 
 

1132 615 26 1773 

Number of documents 

proofread (Pages) 
 

828 1595 78 2501 

Total number of pages 

received for translation 
 

666 553 57 1276 

Total number of pages 

received for proofreading  
 

346 483 435 1264 

 

Other Tasks Performed for the Betterment of the Field of Translation in the Year 2024 

(1) Updating the Pool of Language Failitators through the website bashawa.lk  

Applications were accepted online from January to 30th of September. The examination for the 

recruitment of language facilitators was held on 30th of October in Colombo. 60 candidates appeared 

for this examination.  

 

(2) Planning training programmes for translators. 

In order to improve the knowledge and skills of the translators serving at the Department, 03 training 

programmes were conducted under the following topics within this year. 

 

o Literary Translation Techniques 

o Idioms 

o CAT Tools for Translators 

 

(3) Printing the Translator’s Handbook 
 

300 copies of the Translator’s Handbook compiled in the English / Sinhala medium were printed.  
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(4) Providing practical training to university students pursuing a special degree in translation 

studies. 

A 06-month practical training on translation was conducted for 02 students of the University of 

Sabaragamuwa who are specializing in Translation Studies, and a 300-hour practical trainingwas 

conducted for 08 students of the University of Jaffna. Furthermore, 90-hour training was conducted for 

25 studentsof the University of Kelaniya from 01stof October to 08thof November at the Department. 

(5) Conducting awareness programmes on translationfor university students. 

 

An awareness workshop on practical translation was held for 80 studentsof Translation Studies of the 

University of Jaffna on 5th and 6th of March, while an awareness workshop on practical translation was 

held for the studentsof the University of Sabaragamuwa on 24th of October at the university. At the one-

day workshop held on 05.03.2024 for the students pursuing a special degree in Translation Studies at 

the University of Jaffna, presentations were made on ethics related to translation, translation and 

technology, future trends in the field of translation, and a practical session on translations as well was 

conducted.  

A Translation Day celebration programme organized by the undergraduates of Translation Studies was 

held on the university premises on 06.03.2024. The officers of the Depatment took part in evaluating 

the creatively arranged exhibition stalls which were related to the subject of translation and centered on 

the trinity of Sinhala, Tamil and English languages.  

 

 

 

 

 

 

 

 

 

 

(6) Releasing the “Useful Phrases for Translations” manual as an e-book on the website. 

This book was prepared as an e-book and released on the department's website. 

 

(7) Preparation of forms commonly used in government institutions in trilingual format. 
 

As per Public Administration Circular 12/2003, in order to prepare the forms used in all government 

institutions in Sinhala, Tamil and English for the convenience of the public, the forms currently in use 

were collected from the Divisional Secretariats and prepared in the three languages and published. 

This process will continue in the year 2025 as well. 

 

 

 

 

 

 

 

 

 

 

With the undergraduates of Translation 

Studies at the Univerity of Jaffna During a lecture 
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02. Glossary Compilation Unit 

With the enactment of the Official Languages Law by the Act No. 33 of 1956, the role of the Official Translator 

of the Government as well as the task of compiling glossaries have been assigned to the Department of Official 

Languages.Accordingly, the established Glossary Compilation Unit compiles trilingual/bilingual glossaries to 

facilitate understanding of knowledge in various subject areas in the national languages.This includes updating 

old glossaries, compiling new terms, compiling glossaries for new terms added during the academic activities 

of schools, universities and other educational institutions, as well as assisting in naming all government 

institutions and their affiliated institutions, assisting in the coining new terms as requested by government and 

other institutions, and compiling new terms required in translation activities. 

The glossaries, which have been created bilingually since 1956, began to be compiled in trilingual form from 

2013, and so far 83 glossaries have been compiled based on various subject areas. 

Based on the current needs in new subject areas and after extensive research, trilingual glossaries were created 

this year under the following topics to cover that scope.  

 Trilingual Glossary on Artificial Intelligence 

 Trilingual Glossary on Research Methodology 

 Trilingual Glossary on Translation Studies 

 Bilingual Glossary on Insurance 

 

 

 

 

 

 

The glossary web page has been introduced in a new look called Termino-Hub and the mobile app containing 

the glossary, designed for Apple and Android systems, has been made available for download on Google Play 

under the name Glossary technical term/department of official language. 

 

 

 

 

 

 

The glossaries compiled by the Department have been released to the internet through the Termino-Hub 

website, providing users with access to them. In the year 2024,the following 04glossaries were compliled as 

new glossaries. 
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 The trilingual glossary of Artificial Intelligence appears on the Internet as follows. This glossary 

has been compiled by the subject experts. 

 

 

 

 

 

 

  

 

 

 

 

 

  The trilingual glossary of Research Methodology appears on the Internet as 

follows. This glossary has been compiled by the subject experts. 
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 The trilingual glossary of Translation Studies appears on the Internet as 

follows. This glossary has been compiled by the subject experts. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 A glossary complied on the subject of Insurance is prepared bilingually with 

definitions as follows.  
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03. Language Laboratory  

One of the main objectives of implementing the Official Languages Policy is to build a society enriched with 

language skills. As per Public Administration Circular 18/2020 and Management Services Circular 1/2023, 

the Language Laboratory facilitatesimproving the language skills of the public officers and creating the 

necessary background to build a language capable society. 

As perPublic Administration Circular 18/2020, 679 language courses were commenced across the country 

from 01.01.2024 to 31.12.2024. Further, certificates were issued to 73210officers who completed the courses 

from 01.01.2024 to 31.12.2024. 

The progress of language courses as at 31.12.2024 is as follows. (Courses commenced in the year 2023 are 

also included in the final list.) 

Course progress at provincial level 

Province Number of Courses 

Commenced 

Number of Courses 

Completed 

Ongoing Number of 

Courses 

 200 

Hours 

150 100 200 150 100 200 150 10

0 

Western 19 127 76 23 241 74 09 64 34 

Southern 02 59 23 03 97 28 01 28 05 

Sabaraga

muwa 

03 36 23 03 66 20 01 15 11 

Central 11 48 34 08 65 24 06 30 21 

North 

Western 

07 40 17 04 59 11 03 19 13 

North 

Central 

01 17 09 01 24 06 00 13 05 

Uva 07 26 14 04 45 12 03 18 06 

Eastern 02 30 14 01 42 11 01 11 05 

Nothern 00 30 04 02 55 04 01 15 02 

Total 52 413 214 49 694 190 25 213 10

2 

Total 679 933 340 

  

 

8%

61%

31%

Number of Courses Commenced in the Year 
2024

Hrs 200 Hrs 150 Hrs100
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200 hrs  150 hrs  100 hrs

Ongoing Courses 25 213 102

Completed Courses 49 694 190

0

100

200

300

400

500

600

700

800

900

1000

 100 hrs  150 hrs  200 hrs

TAMIL 199 344 46

SINHALA 15 69 6

0

50

100

150

200

250

300

350

400

Number of Courses Completed and Ongoing in the Year 2024 

Information on Sinhala and Tamil language courses commenced in theyear 2024 
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Western
Souther

n
Sabarag
amuwa

Central
North

Western
North

Central
Eastern Uva

Norther
n

100 hrs 76 23 22 31 17 8 7 14 1

150 hrs 121 58 31 36 40 17 6 24 11

200 hrs 19 2 3 8 6 1 0 7 0

0

20

40

60

80

100

120

140

0 5 10 15 20 25 30 35

Western

Southern

Sabaragamu

Central

North Western

North Central

Eastern

Uva

Northern

Western Southern
Sabaraga

mu
Central

North
Western

North
Central

Eastern Uva Northern

Hrs 100 0 0 1 3 0 1 7 0 0

Hrs 150 6 1 5 12 0 0 24 2 3

Hrs 200 0 0 0 3 1 0 2 0 19

Commencement of Tamil language courses at provincial level 

Commencement of Sinhala language courses at provincial level 
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(2)  Conducting language course as per Management Services Circular 01/2023. 

 71 Sinhala and Tamil language courses were commenced upon the demand of officersserving at semi-

government institutions. Certificates were issued to 3111 participants during this year. 

 (3) Updating the pool of language instructors for language courses. 

 

 The pool of language instructors was updated in this year as well and 28 eligible officers were recruitd to 

the Pool. 03 training programmes were conducted for the language instructors. 

 

 (4) Conducting courses of Sinhala, Tamil, English and foreign languages 

 38 new instructors were recruited through a written examination and an interview to update  the pool of 

foreign language instructors and preparation of syllabi of foreign languages and Sinhala and Tamil 

languages was completed. Tamil language courses were commenced on 18.09.2024 and the course will 

continue till March 2025. 
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04 Examination Division 

Improving the language skills of the public officers and facilitating as the language proficiency evaluator of 

the public officers is a significant process carried out by the Examination Division as another aspect of the 

implementation of the Official Languages Policy. For this purpose, the Examination Division carries out the 

tasks of conducting oral and written examinations to assess the Official Languages Proficiency of the public 

officers, conducting examinations and providing allowances to encourage officers with bilingual proficiency, 

issuing results and certificates, as well as conducting language - related tests and preparing question papers at 

the request of external institutions.  

The progress of Language Proficiency Examinations conducted by the Department during the year 

2024 is as follows. 

(1) Conducting National Languages Qualification (NLQ) Examination. 

The Sinhala and Tamil medium National Languages Qualification Examination was conducted on 

25th and 27thof June for 29 candidates who applied online till 31.05.2024 and the results were released. 

The 02 examinations of the last quarter were conducted on 06th of December at the Department. 

(2) Conducting other Proficiency Examinations. 

Test to acquire the proficiency in mother language for the officers who joined the public service in 

English medium was conducted under 3.3 of Public Administration Circular 18/2020 and based on 

the decisions of the Committee in Public Administration Circular 18/2020, the Tamil Language 

Proficiency Test was conducted and the results were released. 

(3) Conducting awareness programmes for public officers on the National Languages 

Qualification (NLQ) Exam. 

06 programmes were conducted islandwide. 

 The first programme was held on 27thof February at the Registrar General's Office with both 

online and physical participation. 

 The second programme was held on 5th of April at the Atalugama Educational Development 

Center to educate the instructors who are in the instructor pool and course recipients in the 

Sabaragamuwa Province. 

 An awareness programme for the public officers at the District Secretariat, Colombo was 

conducted on 14th of May as the third programme.  

 The fourth programme was conducted on 13th of August  based in the Trincomalee District of 

the Eastern Province. 

 The fifth programme was held on 14th of August based in the Mullaitivu District Secretariat. 

 The sixth programme was conducted on 14th of August based in the Kilinochchi District of 

the Northern Province. 

 

 

 

 

 



  

DEPARTMENT OF OFFICIAL LANGUAGES 
 

19 

 

(4) Conducting examinations, preparing question papers, and evaluating answer sheets as per 

requests received from government and semi-government institutions. 

Question papers were prepared, competitive examinations were conducted and results were releasedin 

relation to 10 requests received. 

A. Conducting the examination for selection of Hansard reporters for the Parliament. 

B. Examination to select Translators for the Registrar General's Department was held on 6th of July at 

Ananda College and261 officers appeared for the exam. 

C. The Efficiency Bar Examination for the translators of the Department of Samurdhi Development was 

held on 17thApril. 

D. The written examination for the recruitment of Language Instructors for the Pool of Language 

Instructors of the Department in terms of Public Administration Circular18/2020 and Management 

Services Circular 01/2023 was conducted on 14thMarch. 87 Sinhala Medium and Tamil Medium 

candidates appeared for the examination. Other tests were conducted on 21st ofMay for 67 officers 

who passed this written examination. 

E.  The Efficiency Bar Examination for Grade I of the Language Laboratory Assistant Service was held 

on 17th May. 

F. The written examination for the selection of instructors for Sinhala, Tamil and foreign language 

courses at the Language Laboratory was held on 26th July. 

G. Question papers of the open competitive examination for the recruitment of translators to the 

Parliament of Sri Lanka were prepared. 

H. The question papers for the examination to the recruit Hansard Reporters to the Parliament of Sri 

Lanka were prepared. 

I. The Efficiency Bar Examination for Departmental Translators was conducted on 12th December. 

J. The Efficiency Bar Examination for the Translators of the Department of Samurdhi Development was 

held on 3rd of December. 

 

 

 

 

 

 

 

 

 

 

 

Conducting oral tests to recruit Language 

Instructors 

 

Conducting interviews to recruit 
Language Instructors 
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05.  Conducting Language Promotion Programmes. 

 

 Holding Sinhala Language Day Celebration 

 

The Department of Official Languages and the National Youth Services Council of Badulla jointly celebrated 

Sinhala Language Day on 2nd of March at Dharmadutha Central College, Badulla involving 200 students from 

03 schools in the Educational Zone, Badulla. Valuable prizes and certificates were awarded to the winners of 

the language competitions held to promote the language literature and creative skills of the children, and book 

sets were distributed to school libraries in the area. 

  Raising public awareness in line with the Official Languages Week 

 

In addition, public awareness programmes were conducted at the district level in line with the Official 

Languages Week. Certificates were awarded to the participants of courses in the districts of Jaffna, Kurunegala, 

Colombo, Gampaha, Anuradhapura, Puttalam, and Kalutara, and awareness programmes were held on the 

Official Languages Policy. 2158 people, including the public and public officers participated in these 

programmes. 

 

 Scholarly lectures organized monthly with the aim of promoting language and literature 

The monthly scholarly lecture series organized with the aim of promoting language and literature was also 

held in 2024 on various themes related to the above objective. Public officers, people representing the literary 

and art fields and the public also participated in these programmes. 07 programmes have been held so far in 

subject areas such as language, literature and art, and history and the response in that respect is very 

satisfactory. 

 

 

  

Raising awareness of the Official Languages 

Policy by the Commissioner General of 

Official Languages 

At an scholarly lecture 

 

Tamil Language Day Celebration at 
Viwekananda Vidyalaya, Mathugama 

At an awareness programme on the 

Official Laguages Policy- Kurunegala 

District
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2.2 Future Goals and Challenges of the Department 

 

Division Future Plans 
 

Translation 

Division 

To select 50 qualified officers with Sinhala/Tamil language skills from among the 

graduates in the public service (up to a total of 200 within 04 years), and to absorb them 

into the translation service after providing them with one year of training. 
 

Providing 6- month and 9- month practical training to the students of University of 

Kelaniya, Sabaragamuwa, Jaffna and the University of Eastern pursuing a special degree 

in translation. 
 

Conducting awareness programmes for students pursuing a special degree in translation 

at the Universities of Kelaniya, Sabaragamuwa, Jaffna and the Eastern University. 
 

Releasing the “Useful Phrases for Translations” Manual (Phase 2) as an e-book on the 

website. 

 

Updating the pool of language facilitators through the bhashawa.lk website. 

 

Preparing and publishing bilingual forms commonly used in government institutions. 

Language 

Laboratory 

Conducting bilingual courses islandwide with quality and effective resource 

contributions in accordance with Public Services Circular No. 18/2020. 

 

Organizing official languages courses for semi - government institutions in accordance 

with Management Services Circular 1/2023. 
 

Conducting training programmes to update the pool of language instructors for language 

courses and to educate them. 

 

Examination 

Division 

Conducting the National Languages Qualification Examination quarterly to evaluate the 

proficiency in Sinhala and Tamil languages. 
 

A per 3.3 of Public Administration Circular 18/2020, conducting mother language 

proficiency tests for officers who joined the public service in English and conducting 

other language proficiency tests. 

Conducting examinations, preparing question papers, and evaluating answer sheets as 

per requests received from government and semi-government institutions. 

Conducting island-wide awareness programmes for public officers regarding the 

National Languages Qualifications (NLQ) Examination. 

Glossary 

Compilation 

Unit 

Compiling trilingual glossaries and releasing them online via the Termino-Hub website 

at the end of the year. 

Obtaining assistance from the expert committee regarding language issues. 

Other Conducting programmes related to nationally and internationally important language-

related days. 
 

Conducting monthly awareness programmes on improving language, art, literature and 

ethics. 

"රාජකාරිලිපිසම්පාදනයටඅත්වැලක්"(A Guide to Writing Letters) Conducting awareness 

workshops for public officers on drafting official documents in Sinhala and English 

languages. 
 

Accounts 

Division 

Obtaining a high level of scores for the financial and performance of the Public Accounts 

Committee for the coming years. 
 

Administratio

n Division 

Recruiting language officers/language facilitators and providing them with relevant 

training. 

Conducting training programmes and necessary activities to develop the capabilities and 

skills of all the officers. 
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Challenges 

 

 

 

 The severe shortage of translators, especially the difficulty in recruiting Sinhala and Tamil 

translators. 

 

 Shortage of officers with bilingual ability (activities related to the recruitment of language 

facilitators) 
 

 Filling the existing vacancies. 

 

 It is difficult to get the service of the external resource persons with language knowledge in book 

compilation under the existing approved payment systems. 

 

 Lack of adequate provisions for language courses and awareness raising on language policy. 
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 3. 1 Financial Performance statement  
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3. 2 Statement of Financial Position  
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3.3 Statements of cash flows 
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 3.4 Revenue Collection Performance 

 

Revenue 

Code 
Description 

of Revenue 

Code 

Revenue Estimate Collected Revenue 
Preliminary 

Estimate 
Final  Estimate Amount (Rs.) As a % of the 

Final Estimate 

20.03.99.00 Sales and 

Charges 
4,000,000 4,000,000 3,059,870.12 76.49% 

20.02.01.01 Public 

building 

and housing 

rentals 

120,000 120,000 253,383.11 211.15% 

20.02.02.99 Interest and 

Other 
720,000 720,000 568,942.16 79.01% 

20.06.02.02 Sale of non-

monetary 

assets 

35,000 35,000 14,760.50 42.17% 

 

 

3.5 Performance of Utilization of Allocated Provisions 
 

Type of 

provision 
Allocated provision Actual expenditure Allocations  

utilized as % 

of the final 

allocation 

finalized 

Preliminary 

provision 
Final provision 

Capital 

Expenditure 
7,000,000 8,300,000 7,622,957 91.84% 

 

Recurring 

Expenditure 
180,000,000 184,175,000 160,383,578 87.08% 

 

3.6 Allocations made to this Department / District Secretariat / Provincial 

Council as a representative of other Ministries / Departments as per FR 208 
 

Grants have not been received. 
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3.7 Performance of Reporting Non-financial Assets 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Asset 
Code 

Code 
Description 

Balance as per 
Goods Survey 
Report as at 

31.12.2020 (Rs.) 

Balance as per 
Financial 

Statement as at 
31.12.2020(Rs.) 

To be 
accounted 

in the 
future 

Reporting 
progress as 

a % 

9151 Buildings and 
structures 

147,000,000.00 147,000,000.00 - 100 % 

9152 Machinery 74,767,359.42 74,767,359.42 - 100 % 

9153 Lands 160,000,000.00 160,000,000.00 - 100 % 

9154 Intangible 
assets 

2,798,170.00 2,798,170.00 - 100 % 

9155 Biological 
assets 

- - - - 

9160 Work in 
progress 

- - - - 

9180 Leased assets - - - - 
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3.8 Report of the Auditor General 
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4.1 Performance Indicators of the Institution ( Based on the Action Plan) 

Ser

ial 

No 

Activity Special indicators Actual output as a percentage 

(%) of the expected output 

100 % - 90 

% 

75 % - 

89 % 

50 %- 74 

% 

Capital Expenditure 

(1) (1) Creating a Favourable Working Environment for All Employees  

 

01 Renovation of the Department 

building and reconstruction of 

the Stores (2001) 

No. of projects   - - 

02 Reconstruction of the Library  

(2001) 

No. of projects   - - 

03 Machinery Upgrade (2002) No. of items   - - 

04 Purchase of furniture and office 

equipment (2102) 

No. of items   - - 

05 Purchase of other machinery 

and equipment(2103) 

No.of machinery   - - 

06 Planning training programmes 

for the officers of the 

Department (2401) 

No. of programmes   - - 

07 Developing Software(2106) No. of software   - - 

 

Recurrent Expenditure 

 

(2) Ensuring an Efficient Translation Service as the Official Translator of the Government 

(1703-1)  

01 Carrying out translation work 

in the three languages as per the 

requirement of government and 

semi-government institutions 

No. of documents   - - 

02 Updating the pool of language 

facilitators through the 

bashawa.lk website 

No. of resource 

presons 

  - - 

03 Planning training programmes 

for translators 

No. of training 

programmes 

  - - 

04 Providing practical training for 

university students pursuing a 

special degree in translation. 

No. of trainings   - - 

05 Conducting awareness 

programmes for university 

studentsstudying translation. 

No. of programmes   - - 

06 Releasing the “Useful Phrases 

for Translations” manual as an 

e-book on the website. 

No of e-books   - - 

07 Preparing commonly used 

forms in government 

institutions in bilingual format 

No. of forms   - - 

08 Printing the Translator’s 

Handbook - (English/Sinhala 

copies-300) 

No. of copies   - - 

 

(3)     Compilation of glossaries bilingually/trilingually as the authoritative institution to compile 

glossaries (1703- 2) 

01 Compiling glossaries in Sinhala, 

Tamil and English. 

No. of glossaries   - - 
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(4)Improving the Language Proficiency of Public Officers to Ensure the Language Right of the 

Public to Receive Services in a Language of their Choice (Sinhala/Tamil/English) (1703-3) 

01 National Languages 

Qualification (NLQ) 

Examination 

No. of exams -   - 

02 Conducting other proficiency 

tests 

No. of requests for 

exams 

    

03 Conducting awareness 

programmes for public officers 

on National Languages 

Qualification (NLQ) exam. 

No. of programmes   - - 

04 Conducting examinations, 

preparing question papers, and 

evaluating answer sheets as per 

requests received from 

government and semi-

government institutions. 

No. of requests 

received 

  - - 

05 Organizing language courses 

islandwide as per Public 

Administration Circular 

18/2020. 

No. of courses   - - 

06 Organizing official languages 

courses for semi-government 

institutions in accordance with 

Management Services Circular 

1/2023. 

No. of courses - -    

07 Conducting courses of Sinhala, 

Tamil, English and foreign 

languages. 

No. of students   - - 

08 Updating the pool of language 

instructors of language courses. 

No. of instructors and 

programmes 

  - - 

09 Conducting a Sinhala and 

Tamil Diploma and Certificate 

Course (with SLIDA) 

No. of programmes   - - 

10 Conducting language courses at 

the request of external 

institutions 

No. of requests 

received 

  - - 

(5) Providing facilities for the promotion, learning and use of national languages using 

modern technology. 

01 Holding expert committee 

meeting 

No. of meetings   - - 

02 Conducting monthly awareness 

programmes on language and 

literature 

programmes   - - 

03 "රාජකාරි ලිපි සම්පාදනයට 

අත්වැලක්" (A Guide to Writing 

Letters)Conducting workshops 

for public officers on drafting 

official documents in Sinhala 

and English. 

No. of requests 

received 

  - - 

04 Planning programmes related 

to national and international 

language-related days. 

No. of programmes   - - 

05 Sale of departmental 

publications 

No. of book exhibitions   - - 

06 Payment of debts in 2023 No. of items   - - 
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Chapter 05  - Performance in Achieving Sustainable Development Goals (SDG) 

5.1 Relevant Identified Sustainable Development Goals  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Goal / 

Target 

Targets Achievement  

Indicators 

Progress in  

achievements so far 
0% -49 

% 

50 

%-

74% 

75%- 

100

% 

(1)  

Ensuring inclusive, 

equitable quality 

education and 

continuous learning 

opportunities for all 

(1)  

By 2030, significantly 

increase the number of 

youth and adults with 

the necessary skills, 

including technical and 

vocational 

qualifications, for 

decent jobs and 

entrepreneurship. 

 

 

 

 

 

 

 

 

 

 

 

 

 

(1.1) Conducting awareness 

and training programmes for 

university students studying 

translations to improve the 

language skills of youth and 

adults and printing the 

Translator's Handbook - 

(English/Sinhala) 

 

- -   

 

 

 

 

(1.2) To develop the second 

language skills of youth and 

adults, prepare forms 

commonly used in government 

institutions in bilingual format 

and publish them to the public. 

- -   

(1.3)Printing textbooks and 

support materials (books) in 

Sinhala and Tamil  to develop 

the language skills of second 

language learners and 

distributing them through a 

systematic process. 

- -   

(1.4) Publication of 

Departmental publications and  

“Useful Phrases for 

Translations” manual as an e-

book on the departmental 

website during this year for the 

convenience of language 

learners. 

- -   

(1.5) To compile83 glossaries 

related to various subjects for 

the convenience of language 

learners and this year, the 

trilingual glossary on artificial 

intelligence, the trilingual 

glossary on research 

methodology, and the trilingual 

glossary on translation studies 

will be released  through the 

Termino Hub website and 

updated. 

 

- -   

 (3)  By 2030, ensure 

that a considerable 

number of all youths 

and adults, both men 

and women, are 

(3.1) To facilitate the 

acquisition of Sinhala and 

Tamil language proficiency 

ofpublic officers by organizing 

Sinhala and Tamil language 

courses at an island-wide level 

- -   
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5.2 Achievements and Challenges in Accomplishing Sustainable Development Goals 

  In order to achieve the Sustainable Development Goals of 2030, our department successfully completed all 

the targeted activities for the year 2024 with the existing resources. However, the following challenges have 

been faced. 

 

1. Shortage of translators to provide a quality translation service. 

2. The absence of supervision by a third party with modern technology and expertise in the writing and 

production of publications has delayed the creation of a more appropriate work. 

3. Since the payments approved under government circulars for resource persons are at a minimal level, it is 

difficult to obtain the consultation of subject experts for text books, support materials (books), glossaries 

and dictionaries required for language learning.  

literate and numeracy 

literate. 

for semi-government 

institutions in accordance with 

the Public Administration 

Circular of Official Languages 

Proficiency Examination 

/18/2020 and Management 

Services Circular 1/2023. 

 

(3.2) To conduct the National 

Languages Qualification 

(NLQ) Exam annually for the 

formal use of the language 

proficiency skills of public 

officers. 

- -   

(3.3) To create reconciliation 

among the races through 

educating the public about the 

National Languages 

Qualification (NLQ) Exam and 

the Official Languages Policy. 

- -   

 (4) By 2030, all 

learners will acquire 

the knowledge and 

skills to promote 

sustainable 

development, 

including education on 

sustainable 

development and 

sustainable lifestyles, 

promoting human 

rights, gender equality, 

peace and a culture free 

from violence, global 

citizenship and valuing 

cultural diversity, and 

contributing culturally 

to sustainable 

development. 

(4.1)To promote languages, 

celebrate nationally important 

days with the participation of 

school students and provide 

printed departmental 

publications  for free to school 

libraries (Sinhala, Tamil, 

English). 

 

- -   

(4.2) Establish and update a pool 

of language facilitators 

consisting of Sinhala, Tamil, 

English, Japanese, Hindi, 

French, German and Chinese 

language translators                   ( 

bhashawa.lk website) 

 

 

 

 

 

- -   
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Chapter 6 - Human Resources Profile 

  

 

Annual  Cadre Information Sheet 

1.       Ministry    Ministry of Public Services, Provincial Council and Local Government 

2.       Department Department of Official Languages 

3.       Address  341/7, Kotte Rd, Rajagiriya 

4.    Cadre information                                                           31 st  December  2024 

Table – 01 

 

Designation 
  

Service 
  

Grade 
  

Salary 

Code 
  

Service 

Level 
  

Approved 

Cadre 

Existing  Cadre 

P
e
rm

a
n

e
n

t 

C
o

n
tr

a
c
t 

C
a

su
a
l 

P
e
rm

a
n

e
n

t 

C
o

n
tr

a
c
t 

C
a

su
a
l 

A
c
ti

n
g
 

Commissioner General of 

Official Languages 

SLAS Special SL 3 Senior 

Level 

1 0 0 1 0   0 

 Commissioner SLAS I SL 1 2 0 0 2 0   0 

 Commissioner Dept. I SL 1 1 0 0 0 0   0 

Chief Accountant SLAcS I SL 1 1 0 0 1 0   0 

Internal Auditor SLAcS I SL 1 1 0 0 1 0   0 

Asst./Dy. Commissioner SLAS III/II SL 1 4 0 0 2 0   0 

Asst./Dy. Commissioner Dept. III/II SL 1 1 0 0 0 0   0 

 Accountant SLAcS III/II SL 1 1 0 0 1 0   0 

Asst./Dy. Director SLICTS III/II SL 1 1 0 0 0 0   0 

Administrative Officer PMAS Supra MN 7 Tertiary 

Level 

1 0 0 1 0   0 

Superintendent of Languages 

Laboratory 

Dept.   MN 7 1 0 0 1 0   0 

Superintendent of Languages Dept.   MN 7 8 0 0 0 0   0 

Superintendent of Languages 

(Translation) 

Dept.   MN 7 3 0 0 0 0   0 

ICT Officer SLICTS 2-II/I MN 6 1 0 0 0 0   0 

Translator TS. II/I MN 6 19 0 0 13 0   0 

Translator Dept. II/I MN 6 25 0 0 08 0   0 

Translator Asst Dept.   MN 4 Seconda

ry Level 

12 0 0 12 0   0 

Project Devp. Asst Asso.Officers   MN 4 1 0 0 1 0   0 

Development Officer DOS  lII/II/I MN 4 60 0 0 51 0   0 

Librarian SLGLS lII/II/I MN 3 3 0 0 0 0   0 

Management Service Officer PMAS lII/II/I MN 2 25 0 0 17 0   0 

Language Laboratory Asst. Dept. lII/II/I MT 2 1 0 0 1 0   0 

ICT Asst. SLICTS  3-lll/ll/l MT 1 1 0 0 1 0   0 

Technical Asst. Dept lII/II/I MT 1 1 0 0 0 0   0 

Driver DS lII/II/I sp PL 3 Primary 

level 

5 0 0 4 0   0 

O.E.S. Posts OES lII/II/I sp PL 1 14 0 0 13 0   0 

Total       194 0 0 131 0   0 
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Table - 02 

Service Level Approved 

Cadre 

Existing  

Cadre 

Senior 13 08 

Tertiary 58 23 

Secondary 104 83 

Primary 19 17 

Total 194 131 
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06.01 Cadre Management 

  

 

 

 

 

 

06.02 Imapacts of Shortage or Excess of Human Resources on the Performance 

of the Institution  

 

1. Shortage of Staff Grade Officers – 

This causes delays in accurate decision making for the efficient and properexecution of Departmental 

tasks. 

 

1. Shortage of  Translators – 

Due to the lack of sufficient capacity to carry out all the translations assigned by government institutions, 

the Department of Official Languages has to reject them, resulting in damage to its reputation. 

 
 

 

2. Shortage of Development Officers and Management Service Officers– 

In performing tasks to execute the objectives of the institution accurately and immediately, delays and 

difficulties to meet the required targets will be caused. 

 

3. Allowances and other payments not being received properly and not being revised for a 

long time –  
 

Outdated payments for translation work has led to difficulties in finding qualified translators for urgent 

tasks. 

 

 

 

 

 

 

 

 

 

 

 Approved Cadre Existing Cadre Vacancies Excess 

Senior 13 08 05 - 

Tertiary 58 23 35 - 

Secondary 104 83 21 - 

Primary 19 17 02 - 
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06.03 Capacity Development of the Staff 

 
Name of 

the 

Programm

e 

No. 

of 

Offic

ers 

Train

ed 

Durati

on of 

the 

Progra

mme 

Total Investment 

(Rs.) 

Nature 

of the 

Progra

mme 

(Local 

/ 

Foreig

n) 

Output / Knowledge 

Obtained 

 Local F

o

r

e

i

g

n 

Higher 

National 

Diploma in 

Public 

Procureme

nt & 

Contract 

Administra

tion 

01 01 year 1,380,000.00  Local Providing practical knowledge on public 

procurement and contract administration 

 

Transport 

Manageme

nt 

01 01 day Rs.7000.00 

 

 Local Maintenance of files and documents related to 

vehicle maintenance, laws and regulations to be 

followed regarding vehicle repairs and 

purchase of spare parts, procedures to be 

followed regarding disposal of scrapped 

vehicles and removed spare parts, write off of 

losses and damages, financial management 

related to transportation 

Salary 

Coversion 

01 02 

days 

Rs.13,000.00  Local Determining the salaries of the public service 

according to the functions of the relevant 

institutions, introducing the existing salary 

structure of the public service and the nature of 

the previous salary structure, provisions and 

salary matters of the Establishments Code and 

Public Administration Circulars, salary 

conversions in salary revisions and promotions. 

Identifying salary anomalies and the steps to be 

taken to rectify them. 

 

The 

process of 

responding 

to audit 

inquiries 

and 

correcting 

them 

01 01 day 13,500.00  Local The powers of the Auditor General and the 

procedure for issuing audit inquiries, types of 

audits as per the Audit Act, the main issues and 

shortcomings that lead to audit inquiries, 

matters to be considered while responding and 

the contents of a formal explanations, 

methodology for minimizing audit inquiries, 

scope of internal audit, internal control system 

and management's responsibility, responding to 

audit paragraphs in parliamentary committees.  

Establishm

ents Code, 

Office 

Systems, 

Office 

Procedures 

 

16 02 

days 

Rs.5220.00 

 

 Local All matters related to office systems 
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Financial 

Regulation

s 1 - 445 

20 02 

days 

Rs.5220.00  Local Financial Regulations 1 - 445 

Microsoft 

Excel 

Business 

Modeling 

Essentials 

30 03 

days 

Rs. 150,000.00  Local How to apply practical knowledge of basic 

operations and complex spreadsheet processing 

to office systems 

One-day 

workshop 

on the 

procedure 

for 

obtaining 

leave and 

allowances 

for 

overseas 

training 

activities 

01 01  day Rs . 7000.00  Local Procedure for selecting officers for foreign 

trainings, procedure for approving leave, legal 

aspects in case leave has not been approved 

before leaving for foreign training, procedure 

for approving leave in government affiliated 

institutions, procedures for 

departments/government institutions and 

companies, discussion of practical issues 

Discipline 

and office 

etiquette 

for drivers 

and office 

assistants 

01 02 

days 

Rs.13,000.00  Local Employee motivation, explaining the roles, 

responsibilities and duties of the officers of the 

institution, educating them about general 

behavior and discipline, how to face 

challenges, your responsibility in a team, job 

satisfaction in performing any duty assigned, 

personal development (dress, behavior and 

posture), personality development through 

positive thinking, personal and organizational 

image, office and social etiquette, serving, how 

to set the table in a proper manner, and cleaning 

the table properly. 

Raising 

awareness 

of ublic 

accounting 

procedures 

and 

preparation 

of final 

accounts. 

01 02 

days 

Rs .13,000.00  Local Accrual basis and cash basis, differences in 

accounting methods between the private sector 

and the public sector. Basic documents and 

ledgers maintained in the public sector, method 

of recording transactions between the treasury 

and departments, types of accounts maintained 

in departments and the treasury, double entry 

accounting for public sector transactions, 

discussion on transaction accounting, 

government final accounts (preparation of 

financial statements), accounting for 

government fixed assets. 

Submissio

n and 

preparation 

of Cabinet 

memorand

a 

02 01 day Rs . 14,000.00  Local Guidelines on issuing a Cabinet Memorandum, 

Procedures of Cabinet Committees. Statutory 

procedures regarding Cabinet Memoranda, 

Responsibility of the Secretary for submitting a 

Cabinet Memorandum. 

Roles and 

responsibil

ities of 

office 

assistants 

04 02 

days 

Rs.51,975.00  Local Recruitment, efficiency bar tests, 

understanding of promotions, understanding of 

organizational regulations, responsibilities and 

duties, qualities to be possessed, general 

conduct and discipline, public relations, 

attendance at work, development of positive 

attitudes, efficiency, courtesy, communication 
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The Contribution of Training Programmes towards the Performance of the 

Institution 
 

  Officers have been able to expand the knowledge required to perform the functions of the institution in 

order to achieve the objectives of the Department. 

  Improvementof knowledge and efficiency of officers have enabled the completion of official duties 

immediately and accurately. 

  The development of attitudes with the improvement of knowledge and skills has made it easier for the 

public to receive better and more effective service. 

 Officers have built relationships and motivation in performing their duties. 

 The tasks performed within the institution have been accomplished accurately, efficiently, successfully 

and productively. 

 It has been a relief for new officers with less experience to perform their duties properly. 

 Through formal training received from training programmes, the basic background required for subject 

officers to act responsibly in their subject is created. 

 Necessary background to provide a quality service to promote languages and to the learners of languages 

can be made available by taking positive innovative processes to the practical level and using them. 
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Chapter 07 – Compliance Report 

Department of Official Languages 

 

 

 

No. Chief Auditor 

Applicable Requirement 

Compliance 

Status 

(Complied / 

Not 

Complied) 

Brief 

explanation if 

it doesn't 

ylpmoc 

Corrective 

actions 

proposed to 

avoid Non-

compliance 

in Future 

 

1The following financial statements / accounts have been submitted on the due date. 

1.1 Annual Financial Statements  Complied   

1.2 Advance Accounts of Public Officers Complied   

1.3 Trading and Manufacturing Advance Accounts 

(Commercial Advance Accounts) 

Not relevant   

1.4 Stores Advance Accounts Not relevant   

1.5 Special Advance Accounts Not relevant   

1.6 Other    

2 Maintenance of books, documents and computer software (RF.445) 

2.1 Updating and maintaining the Fixed Assets 

Register in terms of Public Administration 

Circular 267/2018 

Complied   

2.2 Updating and maintaining the Personal 

Emoluments Register / Personal Emolument 

Card 

Complied   

2.3 Updating and maintaining the Audit Query 

Register 

Complied   

2.4 Updating and maintaining the Internal Audit 

Reports 

Complied   

2.5 Preparing all the monthly summaries of 

accounts (CIGAS) and forward to the Treasury 

on the due date 

Complied   

2.6 Updating and maintaining the Register of 

Cheques and Money Orders 

Complied   

2.7 Updating and maintaining inventories Complied   

2.8 Updating and maintaining the Stock Register Complied   

2.9 Updating and maintaining the Register of 

Losses 

Complied   

2.10 Updating and maintaining a Record of 

Liabilities 

Complied   

2.11 Updating and maintaining the Register of 

Counterfoil Books (GA-N20) 

Complied   

2.12 emtgditadpUSalary Ledger in terms of 

RF453for the mo mloU lp payment of salaries 

Complied   

2.13 Assigning the first, second and third passwords 

for the payroll software systematically among 

officers 

Complied   

2.14 Safely storing an adequate number of backup 

files  

Complied   

2.15 Installing the latest version of the New CIGAS 

software to prepare accounts 

 

Complied   
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No. Applicable Requirement Compliance 

Status 

(Complied / 

Not 

Complied) 

Brief 

explanation if 

it doesn't 

ylpmoc 

Corrective 

actions 

proposed to 

avoid Non-

compliance 

in Future 

2.16 Balancing the Inventory Book as at 31st of 

December and carry the balance forward 

Complied   

2.17 Updating and maintaining the Assets Register  Complied   

2.18 Updating and maintaining the Donation 

Register 

Not Complied  Actions will 

be taken to 

commence in 

2024. 

2.19 Updating and maintaining the Inventory Book Complied   

2.20 Updating and maintaining the Register of 

Consumables Store 

Complied   

2.21 Updating and maintaining the Leave Register Not Complied Leave was 

taken without 

approval 

Resolving the 

irregularities 

in obtaining 

leave.     

2.22 Updating and maintaining the Attendance 

Register 

Complied   

2.23 Updating and maintaining the Adhoc Sub-

Imprests Register 

Complied   

3 Delegation of functions for financial control (FR 135) 
 

3.1 Delegating the financial authority within the 

institution 

Complied   

3.2 Communicating the specifics of the delegation 

of financial authority within the institution 

Complied   

3.3 Delegating the authority in a manner that each 

transaction shall be passed through two or more 

officers 

Complied   

3.4 Operating under the control of the Accountant 

when using the Government Payroll Software 

Package in terms of State Account Circular 

171/2004 dated 11.05.2014 

Complied   

 

4                              Preparation of Annual Plans 
 

4.1 Preparing the Annual Action Plan  Complied   

4.2 Preparing the Annual Procurement Plan as per 

the National Procurement Guidelines and 

circulars in effect 

Complied   

4.3 Including the Procurement Time Schedule 

(PTS) in the above Plan 

Complied   

4.4 Appointing the Procurement Committees and 

Technical Evaluation Committees 

Complied   

4.5 Preparing the Annual Internal Audit Plan Complied   

4.6 Preparing the Annual Estimate and forwarding 

to the Department of National Budget (NBD) 

on the due date 

Complied   

4.7 Forwarding the Annual Cash Flow  Statement  to 

the  Department of Treasury Operations on time 

Complied   

5                                                                             Audit Queries 
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No. Applicable Requirement Compliance 

Status 

(Complied / 

Not 

Complied) 

Brief 

explanation if 

it doesn't 

ylpmoc 

Corrective 

actions 

proposed to 

avoid Non-

compliance 

in Future 

5.1 Responding to all audit queries within the time 

period specified by the Auditor General 

Complied   

6                                                                     Internal Audit 
 

6.1 Preparing the Internal Audit Plan at the 

beginning of the year after consulting the 

Auditor General in terms of Financial 

Regulation 134(2)) DMA/1-2019 

Complied   

6.2 Responding to all the internal audit reports 

within one month 

Complied   

6.3 Forwarding copies of all the internal audit 

reports to the  Department of Management 

Audit in terms of Sub-section 40(4) of the 

National Audit Act No. 19 of 2018 

Complied   

6.4 Forwarding all the copies of internal audit 

reports to the Auditor General in terms of 

Financial Regulation 134(3)  

 

Complied   

 

7                                                    Audit and Management Committee 
 

7.1 Holding a minimum of 04 meetings of the Audit 

and Management Committee during the year as 

per the DMA Circular 1-2019 

Complied   

 

8                                                             Asset Management 

8.1 Forwarding the information regarding 

purchases and disposals of assets to the 

Comptroller General’s Office in terms of 

Paragraph 07 of the Assets Management 

Circular No. 01/2017 

Complied   

8.2 Appointing a suitable liaison officer to 

coordinate the implementation of the provisions 

of the Circular and forwarding the details of the 

nominated officer to the Comptroller General’s 

Office in terms of Paragraph 13 of the aforesaid 

Circular 

Complied   

8.3 Conducting the Board of Survey and 

forwarding the relevant reports to the Auditor 

General on the due date in terms of Public 

Finance Circular No. 01/2020 

Complied   

8.4 Taking measures in relation to the excesses and 

deficits that were disclosed through the Annual 

Board of Survey and other relevant 

recommendations during the period specified in 

the Circular 

Complied   

8.5 Carrying out the disposal of condemned articles 

in terms of FR 772 

Not Complied   

8.6 Accurately calculating the commitments and 

liabilities brought forward from the previous 

year 

Complied   

8.7 Are there any unsettled advances from the 

previous year? If so, taking action to settle them 

Complied   
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No. Applicable Requirement Compliance 

Status 

(Complied / 

Not 

Complied) 

Brief 

explanation if 

it doesn't 

ylpmoc 

Corrective 

actions 

proposed to 

avoid Non-

compliance 

in Future 

8.8 Appointing a Board of Survey for the 

verification of stocks of the previous year 

Complied   

9                                                                     Vehicle Management 
 

9.1 Preparing and forwarding the daily running 

charts and monthly summaries of the pool 

vehicles to the Auditor General on the due date 

Complied   

9.2 Disposing condemned vehicles within a period 

of less than 6 months upon being condemned 

Complied   

9.3 Maintaining and updating the vehicle logbooks Complied   

9.4 Taking actions in terms of FR. 103, 104, 109 

and 110 with regard to every motor vehicle 

accident 

104 Not 

Complied 

A  Uml d pgo 

bUUt  UqoUodUt 

 Uag tita dpU 

pldl  vUpiyoU 

gyyitUtd. 

Aydilto g U 

bUita dgkUt it 

dpio  Uag t.  

9.5 Re-examining the fuel consumption of 

vehicles in terms of the provisions of 

Paragraph 3.1 of Public Administration 

Circular No. 30/2016 of 29.12.2016 

Complied   

9.6 Getting the absolute ownership of the leased 

vehicle log books transferred after the lease 

term 

 

Not Complied 

 

 

Transfer is in 

progress. 

 

10                                                           Management of Bank Accounts 
 

10.1 Preparing the Bank Reconciliation Statements, 

getting them certified and forwarding them for 

audit by the due date 

Complied 

 

 

 

  

10.2 Preparing and submitting Bank Reconciliation 

Statements at 31st of December 

Complied   

10.3 Settling the dormant accounts that had existed 

in the year under review or since previous 

years  

Complied   

10.4 Taking measures in terms of the Financial 

Regulations regarding balances that have been 

disclosed through Bank Reconciliation 

Statements and for which adjustments had to 

be made, and settling such balances within one 

month 

Complied   

11                                                                  Utilization of Provisions 
 

11.1 Spending the provisions allocated without 

exceeding the limit 

Complied   

11.2 Upon utilizing the allocated provisions, 

incurring commitments (liabilities) in a 

manner that does not exceed the remainder of 

provisions as at the end of the year as per the 

FR 94(1) 

Complied   

 

12                                                     Advance Accounts of Public Officers 
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No. Applicable Requirement Compliance 

Status 

(Complied / 

Not 

Complied) 

Brief 

explanation if 

it doesn't 

ylpmoc 

Corrective 

actions 

proposed to 

avoid Non-

compliance 

in Future 

12.1 Complying with the limits Complied   

12.2 Carrying out a time analysis on the loans in 

arrears 

Complied   

12.3 Settling the loan balances in arrears for over 

one year 

Not Relevant   

12.4 The individual balances of the public officers’ 

Advances B Account have been balanced and 

carried forward. (Members’Loan Register- CC 

10). 

Complied   

 

13  General Deposit Account  

13.1 Taking actions regarding lapsed deposits as per 

FR.571 

Complied   

13.2 Updating and maintaining the control register 

for general deposits 

Complied   

13.3 Carrying forward the balance of the general 

deposit account. 

Complied   

 

 

14       Imprest Account 

14.1 Remitting the balance in the cashbook at the 

end of the year under review to the  Department 

of Treasury Operations  

Complied   

14.2 Settling the ad-hoc sub imprests issued as per 

FR. 371 within one month from the completion 

of the task 

Complied   

14.3 Issuing the ad-hoc sub imprests without 

exceeding the limit approved as per FR. 371 

Complied   

14.4 Reconciling the balance of the imprest account 

monthly with the Treasury books 

Complied   

14.5 The previous year's imprest account was 

settled correctly. 

Complied   

15                                                                      Revenue Account 

15.1 Making refunds from revenue in terms of the 

relevant regulations 

Complied   

15.2 Crediting the revenue collection directly to the 

revenue account without crediting it to the 

deposit account  

Complied   

15.3 Forwarding the returns of arrears of revenue to 

the Auditor General in terms of FR 176 

Not relevant   

 

16  Human Resource Management 

 

16.1 Maintaining the staff within the limit of the 

approved cadre 

Complied   

16.2 Providing all members of the staff a duty list in 

writing 

Complied   

16.3 Forwarding all reports to  Department of 

Management Services  in terms of the Circular 

No.04/2017 dated 20.09.2017 

 

 

 

Complied   
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No. Applicable Requirement Compliance 

Status 

(Complied / 

Not 

Complied) 

Brief 

explanation if 

it doesn't 

ylpmoc 

Corrective 

actions 

proposed to 

avoid Non-

compliance 

in Future 

16.4 Making necessary updates to the PACIS 

(Public Administration Carder Information 

System) database available on the website of 

the Ministry of Public Administration and 

Management. 

Complied   

16.5 Approved staff and number of vacancies Not complied Recruitments 

should be made 

Getting the 

Scheme of 

Recruitments 

approved 

immediately 

 

17  Provide Information to the Public 

 

17.1 Appointing an information officer and 

maintaining and updating a proper register of 

information in terms of Right to Information 

Act and Regulations 

Complied   

17.2 Providing information about the institution to 

the public through its website and facilitating 

the public to forward their 

appreciations/complaints about the 

Department through the website or alternative 

methods. 

 

Complied   

17.3 Submitting bi-annual or annual reports as per 

Section 08 and 10 of the Right to Information 

Act 

 

Complied   

18  Implementation of the Citizens Charter 

 

18.1 Formulating and implementing a 

Citizens’Clients’ Charter by the Institution in 

terms of the Circular No. 05/2008 and 

05/2018(1) of Ministry of Public 

Administration and Management 

Complied   

18.2 As per paragraph 2.3 of the said Circular, the 

preparing a procedure for monitoring and 

evaluating the preparation and implementation 

of the  Citizens’ Clients’ Charter 

Complied   

19   Preparation of the Human Resource Plan 

 

19.1 Preparing a human resource plan in terms of 

the format in Annexure 02 of  Public 

Administration Circular No.02/2018 dated 

24.01.2018 

Complied   

19.2 Ensuring a minimum training opportunity of 

not less than 12 hours per year for each 

member of the staff in the aforesaid Human 

Resource Plan 

Complied   

19.3 Signing of annual performance agreements by 

the entire staff based on the format in 

Annexure 01 of the aforesaid Circular 

Complied   



  

DEPARTMENT OF OFFICIAL LANGUAGES 
 

50 

 

 

 

 

Ilegibly Signed 

P. P. Lokugalappaththi 

Chief Auditur 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

No. Applicable Requirement Compliance 

Status 

(Complied / 

Not 

Complied) 

Brief 

explanation if 

it doesn't 

ylpmoc 

Corrective 

actions 

proposed to 

avoid Non-

compliance 

in Future 

19.4 Appointing a senior officer and assigning 

him/her the responsibilities of preparing the 

human resource development plan, organizing 

capacity building programmes and conducting 

skill development programmes as per 

Paragraph 6.5 of the aforesaid Circular 

Complied   

   20                                      Regarding Security Deposits 

20.1 Actions to be taken in accordance with the Bail 

Act regarding officers required to deposit 

security 

Complied   

 

21  Responses for the Audit Paras 

21.1 Rectifying the shortcomings pointed out in the 

audit paragraphs issued by the Auditor General 

for the previous years  

Complied   


