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1. Chapter

Institutional Profile / Implementation Summary
1.1 Introduction

The Department of Educational Publications was established as a department under the
Ministry of Education, to fulfill the national task of providing free school textbooks to the children
of the nation so they can benefit from free education, and to supply supplementary reading books
and learning aids intrinsically linked to this endeavor.

e Background Information

The department was re-established as a separate expenditure unit by the Extraordinary
Gazette notification dated March 27, 1965 and as a department operating under the then Ministry
of Education and Cultural Affairs by the Extraordinary Gazette notification dated September 30,
1966.

In the aforementioned Gazette notification of 1966, the following responsibilities were

assigned to the Department of Educational Publications:

e  Translating, publishing, distributing, and selling standard textbooks for use in primary,
secondary, and higher education, and purchasing copyrights.

e  Producing, publishing, distributing, and selling textbooks, dictionaries, encyclopedias,
and other books required for educational activities.

e  Producing, distributing, and selling teaching aids, audio-visual, and other equipment.

e  Encouraging the production of reading materials.

The Department of Educational Publications, established as a "B" grade department in
1965, was re-established as an upgraded department from July 14, 2004. Its principal designation
was revised to Commissioner General of Educational Publications, elevating the position to be

equivalent to an Additional Secretary at the Ministry.

For the ease of supervising its primary functions, the department is structured into divisions
such as Development, Production and Distribution, Publications, Information Technology,
Marketing Promotion, Finance, Establishment, Planning, and Braille. Under these divisions, the
staff, including Deputy and Assistant Commissioners, Development Officers, Management

Service Officers, office staff, and drivers, are assigned to carry out operations.



1.2 Institution's Vision, Mission, Objectives

e Institution's Vision

Ensure equitable access to education through the provision of learning materials of
distinctive pedagogical standards that keep abreast with international developments in

education.

e Institution's Mission

Glhance the quality and value of education by implementing the free textbook scheme (h
the Government of Sri Lanka progressively widening the range of available textbooks ,
workbooks, reference books, supplementary readers, glosseries.dictioneries, audio visual
study packs, and other materials of high educational standards enabling to produce

worthwhile and intelligent citizens with the ability to contribute towards the development

/

of the country.

\_

¢ Institution's Objectives

To create a virtuous and knowledgeable citizenry beneficial to the country by enhancing the
quality of education.

e To provide free textbooks to all students from Grade 1 to 11 studying in government schools
and to all students studying in Pirivenas (Buddhist monastic colleges).

e To provide students with knowledge related to the school curriculum and additional
knowledge through the compilation of supplementary reading books.

e To prepare students appearing for public examinations by printing question-and-answer
books to face the examinations.

e To provide teachers with knowledge about the syllabi by printing and distributing teacher
guides.

e To provide necessary guidance to make learning related to the syllabus more successful.

e To promote the technical and subject knowledge of school students through the production of

digital learning aids.

1.3 Main Functions

By the Extraordinary Gazette of the Government of Ceylon, No. 14,715/3, dated Friday,
September 30, 1966, the following functions were assigned to the Department of Educational

Publications:



Translating, publishing, distributing, and selling standard books for use in primary, secondary, and
higher education, and purchasing copyrights.

Producing, publishing, distributing, and selling textbooks, glossaries, encyclopedias, and other
books required for educational activities.

Producing, distributing, and selling teaching aids, audio-visual, and other equipment.

Encouraging the production of reading materials.

1.4 Organizational Structure and Administration of the Department of Educational

Publications

Administration

The Commissioner General of Educational Publications, a Special Grade Officer of the Sri
Lanka Education Administrative Service who functions as the chief executive of the Department
of Educational Publications, is assisted in administrative matters by two Additional
Commissioners of Educational Publications, who are also Special Grade Officers of the Sri Lanka
Education Administrative Service, and further by a male and a female Commissioner of
Educational Publications, who are Class I Officers of the Sri Lanka Education Administrative
Service. The Chief Accountant, responsible for the Finance Division, is a Class I Officer of the Sri
Lanka Accountant Service. A Class II Officer of the Accountant Service functions as an
Accountant. An Internal Auditor is responsible for carrying out duties in charge of the Internal

Audit Division.

For administrative convenience, the department is divided into eleven main divisions: the
Establishment Division, Development Division, Production Division, Publications Division,
Distribution Division, Finance Division, Internal Audit Division, Marketing Promotion Division,

Information Technology Division, Braille Printing Division, and Planning Division.

The departmental organizational structure is shown on the next page.
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Main Divisions of the Department

[a—

Development Division
2. Planning Division

3. Production Division

4. Publications Division
5. Accounts Division

6. Establishment Division

7. Information Technology Division

o

Distribution Division
9. Internal Audit Division
10. Marketing Promotion Division

11. Braille Printing Division



01. Development Division

Implementing the national policy of providing free textbooks by the government is a key
responsibility assigned to the Department of Educational Publications. The Development Division,
which plays a unique role in this, can be referred to as the academic unit of the Department of
Educational Publications. The main task assigned to the Development Division of the Department
of Educational Publications is to compile textbooks in accordance with the syllabi prepared by the
National Institute of Education, and to plan and implement strategies necessary to enhance the
quality of reprinted textbooks. Furthermore, the Development Division is also responsible for
writing supplementary books that provide additional knowledge to students appearing for G.C.E.
Advanced Level and other higher examinations. In addition, it undertakes the compilation of e-

textbooks and digital learning aids.

The Development Division operates in three sections: Sinhala, Tamil, and English, under the direct
supervision of a Commissioner of Publications. The textbook compilation process is carried out
with the contribution of 16 Deputy and Assistant Commissioners and a Development Officer. They
are supported by 04 Management Service Officers and Development Officers as support staff, and

14 Service Assistants for computerizing the books.

Moreover, essential revisions are carried out on textbooks from Grade 1 to Grade 11 and Pirivena

books, and all these textbooks and Pirivena books are subsequently reprinted.

Another unique mission performed by the Development Division is the printing of Braille books. It
is gratifying to note that the printing of Braille textbooks for visually impaired children continued

further in the year 2024.

Functions

e Compilation of free school textbooks for Grades 1-11 and Pirivena books.

e Compilation of supplementary books for G.C.E. Advanced Level and other higher
examinations.

e  Compilation of other supplementary books:
E.g.: Translations, Glossaries, encyclopedias, past examination question and answer books

e Compilation of e-textbooks and digital learning aids.

Compilation of Braille textbooks for visually impaired students.



. Quality and physical condition inspection of textbooks received into the warehouse.

> Functions Performed in the Year 2024
1. Preparation of textbooks for Grades 1 - 11 in Sinhala, Tamil, and English mediums, and
Pirivena books for reprinting.

2. Compilation of Braille textbooks for visually impaired students studying in Grades 1 - 11.

3 Compilation of supplementary books:

[l

. Newly compiled supplementary books in the year 2024:

e  Modern Cartographic Methods and Their Practical Use - Sinhala Medium

e Sri Lanka Accounting Standards and Company Accounting - Sinhala Medium
e G.C.E. Advanced Level Tamil Language Part Two - English Medium

e G.C.E. Advanced Level Home Economics - Tourism - Sinhala Medium

e G.C.E. Advanced Level Accounting - Sinhala Medium

e C(Classical Prose Literature - Critical Reviews - Sinhala Medium

e Sinhala Grammar Compendium - Sinhala Medium

e G.C.E. Advanced Level Physics and Electronic Science - Sinhala Medium

II. Newly compiled learning materials and past paper books under General Education Modernization

Project funds.

e Support Paper for English Language (Literature) —English Medium
e Geometry - Sinhala Medium
e Geometry - Tamil Medium
e Grade 5 Scholarship Past Papers - Sinhala Medium
e Grade 5 Scholarship Past Papers - Tamil Medium
¢ G.C.E. (O/L) Past Examination Papers - Mathematics - Tamil Medium
e G.C.E. (O/L) Past Examination Papers - Mathematics - Sinhala Medium
¢ G.C.E. (O/L) Past Examination Papers - Mathematics - English Medium
e G.C.E. (O/L) Past Examination Papers - History - Tamil Medium
¢ G.C.E. (O/L) Past Examination Papers - History - English Medium
e G.C.E. (O/L) Past Examination Papers - History - Sinhala Medium
e G.C.E. (O/L) Past Examination Papers - Science - Tamil Medium



e G.C.E. (O/L) Past Examination Papers - Science - English Medium
e G.C.E. (O/L) Past Examination Papers - Science - Sinhala Medium

III. Furthermore, under the General Education Modernization Project, the compilation work of the
resource book titled '160 An Address to Youth', which was initiated to increase awareness regarding
reproductive health among Tamil medium children in Grades 12 and 13, was completed, and it was

subsequently printed.
Preparation of supplementary books for reprinting as required.

e  Tamil Literature Classical Poetry - Tamil Medium
e Modern Tamil Fiction and Drama Literature - Tamil Medium
e Japanese Part 1 Grade 12 - (Japanese Language)

e Japanese Part 2 Grade 13 - (Japanese Language)

Completion of quality and physical condition inspections of books received into the warehouse in

the year 2024 and submission of reports.

02. Production Division

Within the Production Division of the Educational Publications Department, serving under the
Commissioner of Production and Distribution are a Deputy Commissioner in charge of the
Production Division and an Assistant Commissioner, along with four Management Service
Officers, a Development Officer, an Office Assistant, and three Assistants. The primary
responsibility of this division is to manage the printing of all textbooks prepared for school students
under the guidance of the Educational Publications Department, utilizing the Government Printing
Department, the State Printing Corporation, and private sector printers. Additionally, the printing of
teacher's guides and syllabi prepared by the National Institute of Education is also undertaken.
Furthermore, the division is involved in printing evaluation reports in coordination with the
Department of Examinations, as well as the preparation of supplementary reading books important
for school students and other readers, and supplementary books crucial for Advanced Level

students and higher examinations.



Responsibilities:

1.

10.

11.

12.

13.

14.

Based on the report of the Textbook Quantity Determination Committee, the Specifications

Committee annually prepares specifications for the printing of school textbooks.

The prepared specifications, in accordance with the decisions of the Specifications Committee,
are submitted to the Finance Division after obtaining the approval of the Commissioner

General of Educational Publications.

Printer's proofs and dummy copies are provided to each subject-in-charge officer to incorporate
their revisions, and the final textbooks and CDs related to them are obtained from the subject-

in-charge officers.

Providing the selected printing houses from the procurement process with the printer's proofs

and accurate CDs.

Creating specifications for the reprinting of out-of-stock teacher's guides and supplementary

books.

Overseeing all aspects of the books from the proofreading stage until the quality inspection is

completed.

Encouraging printers to deliver the correct stock of books to the warehouses within the

stipulated time.

Informing manufacturers and taking steps to rectify errors when corrections need to be made

to textbooks and when errors in book stocks need to be corrected.

Inspecting necessary printing houses when required, obtaining and reviewing their printing

plans, and preparing reports on production progress.

Before granting warehouse approval, sending relevant book samples for laboratory testing to

verify compliance with the specifications.

Taking necessary actions to ensure that books compliant with the specifications are received

by the warehouses.
Coordinating with the National Institute of Education to print teacher's guides.
Printing supplementary books.

Coordinating with the Department of Examinations to print G.C.E. (O/L), G.C.E. (A/L), and

Grade 5 Scholarship examination question papers.



Indicators Representing Progress

Printing of School Textbooks (for Grades 2-5, 7-9, and 11-12) — 2024

Serial No. Printing Press Number of Book Types |Number of Copies
‘ 01 H State Printing Corperation ” 73 H 7,309,900 ‘
‘ 02 H Private Printing Presses || 246 H 11,013,450 ‘
| Total | I 319 | 18,323,350 |

Printing of School Textbooks (for Grades 1, 6, and 10) — 2024

In the year 2024, the printing of textbooks for Grades 1, 6, and 10 was delayed due to the
expectation of introducing new learning materials through the latest education reforms. However,
the printing of these textbooks was completed prior to the commencement of the new school term in

2025.

Printing of Supplementary Books and Question & Answer Books — 2024

Serial No. Type of Book NumberP(:‘fiIﬁ(e)gk Types Numl;)erri I:)tfe gopies
| 01 | Supplementary Books || 10 I 19,500 |
02 Question & Answer 14 86.127
Books
| Total || | 24 | 105,627 |

03.Publications Division

The Publications Division of the Department of Educational Publications operates under the
supervision of the Commissioner (Production & Distribution) and is coordinated by the Deputy
Commissioner (Publications), supported by three Management Service Officers, three Development
Officers, two Storekeeping Assistants, and one Technical Assistant. The following duties were

carried out during the year 2024:



Duties and Responsibilities

1.

10.

Under the open procurement process, printing orders were issued and contracts signed with

printers for:

o 246 textbooks for grades other than 1, 6, and 10.
o 110 textbooks related to Grades 1, 6, and 10.
For reprinting purposes, printing orders for 39 textbooks were issued to printers, and contracts

were signed accordingly.

Without applying the open procurement method, printing orders for 73 textbooks (Grades 1—
11) were given to the Government Printing Department, and contracts were signed for the

same.

Printing orders for 27 supplementary books were issued to printers, and contracts were signed

accordingly.

The prices of all books printed in 2024 were determined according to Cabinet Decision No.

14/0467/530/015 dated 2014.05.03 and under reference BHA/CHA/LE No. 281.

In case of delays, printing errors, or other issues, each affected book was submitted to the

Operations Committee to obtain a final decision.

Performance bonds related to printed textbooks and supplementary books for which payments

were completed were released to the relevant printing presses upon their request.
Necessary information was provided in response to audit queries.

For Grades 1, 6, and 10, the printing of 110 textbooks was completed, and these were delivered
to the Department of Educational Publications in January and February 2025, as the final
delivery deadlines were set within these months. Payments related to these deliveries are

currently being finalized.

As of February 19, 2025, 97% of the total 468 textbooks and 85% of the 27 supplementary

books had been submitted to the Payments Division for settlement.



4. Accounts Division

The Accounts Division comprises a Chief Accountant, Accountants, thirteen officers from the

Management Assistant Service, six Development Officers, one Office Employee, and two Support
Staff.

Duties and Responsibilities

1.

10.

11.

12.

In accordance with the Procurement Guidelines Manual, manage the calling of quotations for
the printing and transportation of school textbooks and other purchases; coordinate with
Technical Evaluation Committees; refer matters to the Procurement Committee; act according
to its decisions; process payments related to procurement and services; and handle other

procurement matters relevant to the department.
Prepare salary payments for all departmental staff and issue encashment cheques.
Process overtime, travel expenses, and other allowances for all staff of the department.
Disburse and recover loans granted to staff under the Imprest “B” Account.

Prepare the annual expenditure estimates, allocate limits for imprest accounts, and manage

activities related to revisions of estimates and limits.
Maintain all necessary books, ledgers, and accounting records for payment activities.

Operate the ITMIS system by entering the required payment vouchers into the system and

coordinating with the Treasury for fund releases.

Using the "SIGAS" software, compile monthly account summaries and bank reconciliation

reports and submit them to the General Treasury.

Prepare the annual appropriation account, finalize reports for imprest accounts, conduct
transactions through the General Deposit Account, and compile monthly reconciliation

reports.

Purchase, store, distribute, and maintain records of all consumer goods and capital assets

required by all divisions of the department.
Settle utility bills and service charges applicable to the department.

Pay allowances to officers involved in textbook distribution, transport allowances to principals
for delivering textbooks, and storage center allowances to officers responsible for storage

centers.



13. Conduct the annual stock verification and implement the disposal of unusable goods and other

activities as recommended by the Verification Committee.
14. Account for sales and income at Textbook Sales and Promotion Centers.

15. Make payments for the preparation, translation, and editing of textbooks.
5. Establishments Division

The Establishments Division is staffed with a Deputy Commissioner (Administration), an
Administrative Officer, a Chief Management Assistant, eight officers from the Management
Service, three Development Officers, and three staff from the Office Employee and Support

Services categories.

Duties and Responsibilities

1.  General administrative functions of the department.
1.  Maintenance of personal files for all departmental staff and handling all related official duties.

2. All tasks related to transportation services.

—_—

All activities related to granting loans and advances to staff under the Imprest "E" Account.
Handling duties related to Agrahara Insurance applications.

Coordinating staff participation in training courses.

Coordinating election-related duties.

Issuing internal circulars and office orders.

Registration of book vendors with the department.

Recruitment of temporary staff and all related administrative work.

© »®» N n kW

Maintenance of the Pitipana Textbook Storage Complex.
10. Processing the 1/20 allowance of executive officers and managing overtime, travel expenses,

and leave pay for all officers.



6. Information Technology Division

The Information Technology Division is primarily responsible for maintaining and updating all
departmental data, as well as digitizing textbooks, supplementary books, and other publications. It

also prepares their soft copies appropriately for printing.

This division is under a deputy Commissioner and the staff consists of a management service

officer, a development officer and 15 service assistants.
Duties and Responsibilities

1.  Digitizing textbooks and supplementary books produced by the Development Division,
preparing soft copies, and designing covers.

2. Designing a computer program required for recording data on textbook distribution from
warehouses and supporting the maintenance of the warehouse data system.

3. Providing necessary reports to senior management regarding textbook printing and delivery to
warehouses.

4.  Updating and maintaining the department’s official website and uploading textbooks to the
website.

5. Designing invitations, banners, and posters needed for events organized by the Department of
Educational Publications and the Ministry of Education.

6. Maintaining all computers and electronic devices in the department and providing necessary
technical guidance.

7.  Managing and updating official social media accounts.

8.  Inspecting the quality of soft copies (provided by printers) of finalized textbooks delivered to
the warehouse, making recommendations, and maintaining a repository of these soft copies.

9.  Providing technical support for the automation process that covers the entire workflow from

textbook production to distribution.
7. Distribution Division

The Textbook Distribution Division operates under the supervision of the Commissioner of
Production and Distribution. It is staffed by a Deputy Commissioner, an Assistant Commissioner,
six Management Service Officers, and 19 permanent junior staff members. The division is
responsible for distributing textbooks to over 4 million students studying in Grades 1 to 12 in

government and government-assisted schools before the start of each academic year. The required



number of textbooks for each school and distribution center is determined based on statistical data
obtained from schools and distribution centers. These statistics also serve as the basis for deciding

the total number of textbooks needed for the upcoming year.

Duties and Responsibilities

1. Distributing textbooks to all national schools, provincial schools, government-approved
private schools, and pirivenas across the island before the beginning of the new academic
year.

2. Distributing teacher guidebooks to all national schools, provincial schools, government-
approved private schools, pirivenas, and zonal education offices across the country.

3. Handling the payment of textbook transportation allowances for all provincial schools
receiving books from distribution centers and divisional education offices, as well as
processing payments for officers-in-charge, assistant officers-in-charge, and laborers at

these centers.

4. Preparing payment vouchers for textbook transport service providers.
5. Collecting, updating, summarizing, and storing data on school textbook requirements.
6. Coordinating with provincial, zonal, and divisional education offices, textbook distribution

centers, and all schools nationwide to ensure textbook requirements are fulfilled.
7. Preparing daily reports on textbook receipts and issues during the distribution period.
8. Managing storage operations in departmental textbook warehouses to accurately maintain

reports on stock receipts and issues.

Textbook Distribution

According to the 2024 Textbook Distribution Programme, textbooks are directly distributed by the
Department of Educational Publications to national schools across the island and to provincial
schools with student populations exceeding 2,000. For other government schools, textbooks are
distributed through designated distribution centers. There are 10,260 government schools,
government-approved private schools, and special schools, along with 828 pirivenas, including
primary pirivenas, mahapirivenas, silmatha institutions, and pirivena institutes. Accordingly,
textbooks were distributed to a student population of approximately 4.1 million, covering around

460 types of textbooks with a total of nearly 30 million copies.



Activities Related to Textbook Reuse

Textbooks provided free of charge to school students must be returned to the school at the end of
the academic year for reuse. (This does not apply to printed textbooks and workbooks used in the
primary section, or books used by students sitting for the G.C.E. Ordinary Level Examination.) The
textbook reuse programme is implemented for students studying in Grades 6 to 9. The main
objectives of this programme are to instill an understanding of the importance of using textbooks

carefully and responsibly and to minimize the financial burden on the government.
Textbook Distribution Process

1.  Awareness on Online School Textbook Ordering

2. Receiving Online Textbook Orders from Schools

3. Preparation of Textbook Orders

4. Distribution of Textbooks to Schools and Distribution Centers

Preparation of Allowance Vouchers for Textbook Transportation

o (a) Vouchers sent to the Department of Educational Publications to reimburse transportation
expenses incurred by principals for transporting textbooks from the distribution center to the
school are verified as per the relevant circular and forwarded to the finance branch.

o (b) Invoices submitted by private transport institutions for textbook transportation are checked
based on the number of kilometers and relevant payment vouchers are prepared and forwarded

for further action.

8. Internal Audit Division

The Internal Audit Division of the Department of Educational Publications has been established to
maintain a well-structured internal control environment consisting of carefully planned internal
procedures that ensure the security and safeguarding of assets, thereby supporting the achievement

of the department’s intended goals.



This division operates under the leadership of the Chief Internal Auditor and is staffed as follows:

Chief Internal Auditor — 01

Development Officers — 03

Management Service Officers — 02

Support Staff — 02

The primary responsibilities of this division include verifying the implementation of internal control

systems within the department, assessing the efficiency and effectiveness of tasks designed to

achieve the department’s objectives, overseeing operational controls, identifying accounting

deficiencies, performance issues, and transactions that do not comply with laws, regulations, and

procedures, reporting such deficiencies to the Commissioner General of Educational Publications

and recommending corrective actions and ensuring follow-up measures are taken to establish sound

governance practices

Accordingly, the Internal Audit Division has taken measures during the year 2024 to rectify the

errors and deficiencies identified through audit inquiries related to the department, and to enhance

the efficiency of textbook printing and distribution activities. The key findings and actions taken are

outlined below.

Serial No Description Actions Taken
Annual detailed management audit report
o1 of the Department of Educational Provided responses to the report and issued
Publications for the year ending instructions to rectify the highlighted shortcomings.
2023.12.31
Consolidated audit report by the Auditor ) '
Provided responses to the report and issued
02 General on the Department of Educational || _ _ o )
o instructions to rectify the highlighted shortcomings.
Publications
Responses to audit queries forwarded
bythe National Audit Office Coordinated to prepare responses to audit queries and
03 issued instructions to rectify the highlighted

Includes:

1. Review of progress of Annual

shortcomings and follow-up actions. Annual Action

Plan - 2024




ActionPlan— 2023

2.Review of procurement process for 2023

school textbooks

3.Government officers' imprest e-accounts

- Subject No. 21301 —2023

4 Performance evaluation of the

Department's functions

5. Audit of 2023 financial statements

6. Staff and transfer review — 2023

7. Introduction of modules for Grades 1, 6,

and 10 under 2025 curriculum reform

8. Compilation of supplementary books

9. Review of progress of Annual Action

Plan - 2024

Review of responsibilities of all divisions

Identified challenges in timely printing of textbooks

04 o o and provided necessary instructions to minimize
related to textbook printing activities
them.
Reviewed textbook receiving and issuing processes
05 Inspection of departmental warehouses and examined institutional profiles to provide
relevant guidance.
Establishments Division
) 1. Checked proper file maintenance and accurate
1. Maintenance of personal files, recovery ) o
) o recovery of widows’ and orphans’ contributions;
of widows' and orphans' contributions, ) ) )
. ) examined recruitment and confirmation processes
duty list checks, and proper handling of ' ) )
06 and provided necessary guidance. 2. Verified duty

recruitment, appointments, and

confirmations.

2. Leave records and complaint files with

fingerprint logs as per circulars.

and personal leave records against fingerprint logs
and offered proposals and recommendations for

improvements.




Accounts Division

1. Salary payments

1. Reviewed relevant accounts, identified

deficiencies during recording, and provided

07
2. Advances, cheque transactions, instructions for correction. 2. Reviewed related
bank reconciliations, and cash financial operations and provided guidance.
collections
Development Division
Issues regarding preparation Issued instructions to minimize potential
08 quality, printing, and research under issues in printing supplementary books and
the GEM project related to proposed new suggestions and recommendations.
supplementary books
Production and Distribution Division
1. Transport of textbooks using private
vehicles
5 Audit of all " 1. Reviewed related files, identified
. Audit of allowances paid to
- Loff . deficiencies, and provided necessary guidance
principals, zonal officers, assistant ‘ .
09 . and suggestions. 2—4. Audited allowances,
officers, and departmental staff involved . ' o
‘ book distributi monitored timely deliveries, ensured software
in textbook distribution
updates, and inspected relevant files.
3. Timely textbook distribution and
software updates for 202
4. Review of textbook distribution files
Sales Promotion Division Physically verified stock balances, assessed
0 accuracy, reviewed administrative functions at

Inspection of all departmental sales

promotion centers

centers, identified deficiencies, and provided

necessary guidance for improvements.




09. Sales Promotion Division

Through the Sales Promotion Centers of the Department of Educational Publications, opportunities
have been provided to purchase school textbooks, supplementary reading books, glossaries, and

past examination papers.

Currently, the Department operates Sales Promotion Centers at the following locations:
VidyodayaPirivena in Maradana, Isurupaya, National Institute of Education in Maharagama, Meepe
Teacher Training Center, Royal Mall in Narahenpita, and Jaffna Central College. All these Sales
Promotion Centers sell departmental publications, supplementary reading materials, and teacher
guide collections. In addition, school textbooks are sold at the Maradana, Isurupaya, Meepe,

Narahenpita, and Jaffna centers.

As of 31st December 2024, the Sales Promotion Division of the Department of Educational

Publications consists of a staff of 46 members.

This includes one officer from the Sri Lanka Education Administrative Service (Class II), five
Development Officers, two Management Service Officers, five Sales Assistants, twenty-five
permanent service assistants, four office workers, and one security officer. (The organizational

structure of the staff is shown in the diagram below.)



Sales Promotion Branch
o Assistant Commissioner  (01)

e Development Officer (02)
e Store Assistant (03)
Isurupaya ) /Sales Center- \ / Narahenpita \ /Maharagama e Meepe Sales N\ Jaffna Sales \
Sales Center Vidyodaya Sales Center Sales Center Center Center
Development Pirivena Management Management Sales Assistant Development
Officer (01) Sales Manager Assistant (01) Service Officer oD Officer (01)
Sales Assistant 01) Sales Assistant (01) Store Assistant Store Assistant
(01) Sales Assistant (O1) Sales Assistant (02) (02)
Store Assistant (04) Store Assistant (03)
(06) Store Assistant (02)
(11) i Store Watcher
Store watcher 01)
(01)
NN AN J\ AN N\ W
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Tasks Performed by the Sales Promotion Division in 2024

o Coordination of all Sales Promotion Centers Streamlined and supervised the operations of
all sales centers island wide
o Distribution of textbooks to international schools  Provided textbooks as per requests
and needs of international schools
o Participation in book exhibitions across various regions of the country Represented

the Department at several regional book fairs

Serial No.|Book Exhibition Time Period Revenue (LKR)
1 Kandy Book Exhibition 2024.07.01 —2024.07.07 ||1,890,547.17
2 Gampaha Book Exhibition 2024.07.25 —2024.07.28 ||379,565.94
Colombo International Book
3 2024.09.27 —2024.10.06 ||4,064,161.61
Exhibition




Summary Report on Monthly Revenue from Sales Promotion Centers

Sales Income of Sales Promotion centers - 2024

Month Isurupaya | Narahenpita | Maharagama| Meepe | Jaffna Sales | Vidyodaya Total
Sales Centre Sales Centre | Sales Cen- | Cen-tre Sales
tre Centre
January 28,182,228.70 | 7,309,896.15 509,187.95 3,469,883.00 [1,727,647.50 |9,857,246.44 |51,056,089.74
February  |10,141,198.75 |3,092,617.35 | 689,131.50 1,295,023.00 [2,073831.00 |10,142,441.25 | 27,434,242.85
March 6,129,840.60 |1,566,590.85 | 758,592.74  |756,518.00 |1,020,796.50 |5,604,050.94 |15,843,389.63
April 3,015,474.85 | 486,479.50 410,125.30 326,578.00 [ 659,789.75 3,484,339.65 | 8,382,787.05
May 3,476,967.00 | 771,744.50 696,687.00 489,435.00 | 541,886.20 3,340,012.20 |9,316,731.95
June 3,264,346.55 [ 1,044,753.85 |891,123.91 306,670.00 [ 647,758.25 3,579,834.00 |9,734,486.56
July 4,619,010.30 | 1,029,382.10 | 694,830.35 533,850.25 818,291.00 3,412,623.20 | 11,107,987.20
August 8,174,267.00 |[2,362,041.20 |672,867.35 1,511,054.75 |642,084.15 7,113,856.90 |20,476,171.35
September | 6,126,632.20 |1,178,071.00 | 441,790.85 563,251.50 638,672.00 6,602,142.70 | 15,550,560.25
October 8,423,819.90 |2,393,004.00 |518,199.55 925,734.00 | 618,987.00 9,056,664.65 | 21,936,409.10
November [15275838.35 |7,011,679.00 | 599,268.85 4,903,967.00 |1,542,298.50 | 22,805,527.65 | 42,916,178.25
December | 102,014,282.05 | 29,379,150.50 [7,247,999.25 | 16,234,405.30 | 11,689,200.90 | 93,602,775.08 | 260,167,813.08




e Development of Sales Promotion Centers

To provide a satisfactory service to customers interested in departmental publications and to
increase the department’s sales income, it is essential to develop the Sales Promotion Centers.
Accordingly, taking into consideration observations made by the Internal Audit Division,
Departmental Administration, and feedback from customers, the following common issues that

currently exist in the sales centers were identified:

Common Issues in Sales Promotion Centers

Lack of adequate space and facilities in the sales centers.

Limited storage facilities for books in sales centers.

Absence of a proper security mechanism at sales centers.

Weak security during cash deposits and the inability to deposit cash daily.
Lack of internet facilities in Maharagama, Jaffna, and Narahenpita centers.

Absence of POS machines in Maharagama, Meepe, Jaffna, and Narahenpita centers.

N kv D=

Inadequate health and sanitation facilities in the sales promotion centers.

Proposals Expected to be implemented in 2024

1. Introduction of a computerized billing system to all sales promotion centers and networking
them with the main center.
o  Currently, computerized billing is only available at Vidyodaya and Isurupayasales
centers. It is proposed to introduce the same system to all centers.
2. Installation of CCTV systems for monitoring at sales centers.

3. Providing proper training for staff.

10. Braille Printing Division

The Braille Printing Division operates under a female Assistant Commissioner and consists of:

. Three graduate project assistant officers,

. Two development officers responsible for the translation and preparation of Braille books,

. One senior printing machine operator and four junior staff for printing and distribution of
books,

e One development officer handling the overall administrative responsibilities of the Braille

Division.



Key Responsibilities

1. Preparing every school textbook in Braille format for students with visual impairments.

2. Distributing Braille textbooks to special schools and special education units established in
government schools.

3. Assisting National Colleges of Education and the National Institute of Education with

Braille-related educational activities.

11. Planning Division

The Planning Division of the Department of Educational Publications operates under the
supervision of the Deputy Commissioner (Planning), with the support of a Development Officer
and an officer from the Clerical Services. It has been established to carry out the following

responsibilities:

Responsibilities:

1. Preparation of the department’s Annual Action Plan.
Compilation of the department’s Annual Performance Report.
Preparation of the Mid-term Development Report.
Formulation of the Human Resource Development Plan.

Preparing responses for progress inquiries.

A

Providing responses to information requests made under the Right to Information Act.



Chapter 02

Progress and Future Vision

Achieved Progress

In the year 2024, under Vote Head 126 of the Ministry of Education, a total allocation of Rs.
19,986 million was made for the printing and distribution of school textbooks. Of this amount, Rs.

8,578 million was actually spent.

The lower-than-estimated expenditure was mainly due to the decline in global paper prices, which
led private printing presses to submit quotations for textbook printing at prices lower than initially

expected.




In the year 2024, a sum of Rs. 176 million was allocated under Expenditure Head 213 for
the operational activities of the Department of Educational Publications. Out of this, Rs.

137 million was spent during the year.

Year 2020 2021 2022 2023 |[2024
Allocated
Provision Recurrent
65 77 116
Amount (Rs. 87 88
Millions)
Capital
24 212 84 85 60
Expenditure
(Rs. Millions) |~ Recurrent 63 67 80 80 101
Capital
10 70 37 11 36

Special Achievements, Challenges, and Future Goals

Special Achievements

For the 2025 academic year, 25,790,500 copies of 428 types of textbooks were printed on

schedule in 2024 and distributed to government schools without delay.

Ten supplementary books on various subjects were written and made available to the public at

a reduced price through book promotion centers.

A health education book titled /6+ was written and distributed to the school community, and

it was also produced in Tamil medium to ensure inclusivity.

In collaboration with the Ministry of Education and the Department of Examinations, 11
books containing past examination papers and 3 subject-specific books in English and

Mathematics were successfully printed.




. Construction of a secure fence and gate at the Pitipana textbook storage complex was partially

completed to improve safety.

. A programme to develop the department’s automation system is in progress. All staff
members have been informed, and it is expected that in the future, all departmental activities

will be integrated under this system.
Challenges
. Avoiding delays caused by printing presses in the textbook printing process.
. Preventing potential errors in textbooks:
o Errors in the softcopy version.
o Errors occurring during the inclusion of amendments in the softcopy.

. Limited number of book promotion centers for the sale of textbooks, supplementary books,

and teacher guides.
Future Plans
. Introducing an online system for book requisition, storage, distribution, and sales.

. Introducing a series of attractive supplementary reading books for students based on timely

and relevant themes.
. Establishing book promotion center’s in major cities across the country.

. Introducing an online ordering system for supplementary books.



Chapter 3

Annual overall financial performance.

3.1 Financial Performance Statement

ACA -F
Statement of Financial Performance
for the period ended 31st December 2024

Revenue Receipts -
- Income Tax 1 -
- Taxes on Domestic Goods & Services 2 - |ACA-1
- Taxes on International Trade 3 -
- Non Tax Revenue & Others 4 -
- Total Revenue Receipts (A) -
—
Non Revenue Receipts -
- Treasury Imprests 18,436,968,000 ACA-3
- Deposits 68,750,052 ACA-4
20,009,000,000 Advance Accounts 18,839,690,222 ACA-5
- Other Main Ledger Receipts 49,904,628
20,009,000,000 Total Non Revenue Receipts (B) 37,395,132,902
Total R Receipts & Non R
Receipts C = (A)+(B) 37,395,132,902
Remittance to the Treasury (D) -
Net R Receipts & Non R
Receipts E = (C)-(D) 37,395,132,902
Less: Expenditure
Recurrent Expenditure
64,497,000 Wages, Salaries & Other Employment Benefits 5 51,191,112
491,538,000 Other Goods & Services 6 26,576,950 |ACA-2(ii)
2,000,000 Subsidies, Grants and Transfers 7 1,824,235 "
- Interest Payments 8 -
- Other Recurrent Expenditure 9 -
115,650,800 Total Recurrent Expenditure (F) 79,592,297
Capital Expenditure
Rehabilitation & Improvement of Capital
7,000,000 Assets 10 2,296,736
2,246,200 Acquisition of Capital Assets 11 2,283,115
- Capital Transfers 12 - |ACA-2(ii)
- Acquisition of Financial Assets 13 -
1,000,000 Capacity Building 14 495,408
50,000,000 Other Capital Expenditure 15 5,600,025
60,246,200 Total Capital Expenditure (G) 10,675,284
Deposit Payments 33,479,022 ACA4
Advance Payments 18,640,215,971 ACA-5
Other Main Ledger Payments -

Total Main Ledger Expenditure (H) 18,673,694,993

Total Expenditure I = (F+G+H) 18,763,962,574

175,897,000 Bal: as at 31st D ber J = (E-I) 18,631,170,328

Balance as per the Imprest Reconciliation
Statement
Imprest Bal as at 31st D« b

18,631,170,328 ACA-7
T ACA-3




3.2 Statement of Financial Position

ACA-P

Statement of Financial Position
As at 31st December 2024

Non Financial Assets

Property, Plant & Equipment ACA-6 380,835,272

Financial Assets

6,318,891,123

Advance Accounts ACA-5/5(a)
Cash & Cash Equivalents ACA-3

Total Assets 6,699,726,395

Net Assets / Equi

6,282,038,540
380,835,272

Net Worth to Treasury

Property, Plant & Equipment Reserve
Rent and Work Advance Reserve ACA-5(b)

Current Liabilities

36,852,583

6,699,726,395

Deposits Accounts ACA-4
Unsettled Imprest Balance ACA-3

Total Liabilities

Detail Accounting Statements in ACA format Nos. 1 to 7 presented in pages from 7 to 26 and Annexures to accounts
presented in pages from 27 to 53 form an integral part of these Financial Statements. The Financial Statements
have been prepared in accordance with the Government Financial Regulations 150 & 151 and State Accounts
Guideine No. 06/2024, and hereby certify that figures in these Finacial Statements, Notes to accounts and other
relevant accounts were reconciled with the Treasury Books of Accounts and found in agreement.

We hereby certify that an effective internal control system for the financial control exists in the Reporting Entity and
carried out periodic reviews to monitor the effectiveness of internal control system for the financial control and
accordingly make alterations as requirgdfor such systems to be effectively carried out.

Accounting Officer Chief Financial Officer/ Chief Accountant/
Name : Director (Finance)/ Commissioner (Finance)
Designation : Name :

Date : 2¢- .02..2025  Date: o4.02. 0025
| W.G.R. Arunashanthl

Chief Accountant
Nalaka Kaluwewe D.A. Subhashini Dematageda . cational Publications ?,?Jif‘a""“’"ﬂ-» -
s issioner General of Educafional Publicaons “jsurupaya’, Battara

_ s ' R :
Ministry of Elducif"’"’lizghe;g# cetion aff Educational Publications Depariment
PR Isurupaya, Batiaramulia



3.3 Statement of Cash Flows

ACA-C

Statement of Cash Flows
for te Period ended 31st Decembe 24

Cash Flows from Operating Activities

“Total Tax Receipts

I'ces, Fines, Penalties and Licenses

Profit

Non Revenue Receipts ; 49,904,628
Revenue Collected on behalf of Other Revenue Heads - Sk ik -
Imprest Received 18,436,968,000
Recoveries from Advance 16,144,711
Deposit Received 68,570,052

‘Total Cash generated from Operations (A)

Less - Cash disbursed for:

Personal Emoluments & Operating Payments 6 85,488,281
Subsidies & Transfer Payments 1,824,235
Expenditure incurred on behalf of Other Heads 18,629,135,229
Imprest Settlement to Treasury X -

Advance Payments 13,215,506
Deposit Payments 33,479,022
Total Cash disbursed for Operations (B) 2.6 18,763,142,273

NET CASH FLOW FROM OPERATING ACTIVITIES(C )=(A)-(B)

Cash Flows from Investing Activities

Interest

Dividends

Divestiture Proceeds & Sale of Physical Assets
Recoveries from On Lending

Total Cash generated from Investing Activities (D)
Less - Cash disbursed for:

Capital Expenditure

Total Cash disbursed for Investing Activities (E)

2,283,115

NET CASH FLOW FROM INVESTING ACTIVITIES( F)=(D)-(E) (2,283,115)
NET CASH FLOWS FROM OPERATING & INVESTMENT St S

ACTIVITIES (G)=( C) + (F) 193,837,997
Cash Flows from Fianacing Activities ; :

Local Borrowings

Foreign Borrowings

Grants Received

Total Cash generated from Financing Activities (H)
Less - Cash disbursed for:

Repayment of Local Borrowings

Repayment of Foreign Borrowings

Total Cash disbursed for Financing Activities (I)
NET CASH FLOW FROM FINANCING ACTIVITIES (J)=(H)-(I)

Net Movement in Cash (K)= (G) + (J)
Opening Cash Balance as at 01* January

Closing Cash Bal. as at 31° D b




3.5 Notes to the Financial Statements

3.6 Performance of the Revenue Collection

Rs. ,000
Revenue Description | Revenue Estimate Collected Revenue
Code of the
Revenue
Code
Original Final Amount as a % of
(Rs.) Final
RevenueEstimate
3.7 Performance of the Utilization of Allocation
Rs.,000
Type of Allocation Actual Allocation
Allocation = : Expenditure | Utilization
Original Final o
as a % of
Final
Allocation
Recurrent 110,000,000.00 115,650,820.00 100,096,414.00 | 86.98%
Capital 60,000,000.00 60,206,300.00 36,016,972.00 59.78%




3.8 In terms of F.R.208 grant of allocations for expenditure to this Department/District

Secretariat/Provincial Council as an agent of the other Ministries/ Departments

Rs. ,000
Seria | Allocation | Purpose | Allocation Actual Allocatio
Received of the — - Expenditure n
I No. from Allocatio Original Final Utilizatio
Which n n
Ministry as a % of
/Departme Final
Allocatio
nt
n
01 Ministry of | textbook | 20,000,000,000. | 19,996,000,000. | 4,577,800,836. | 42..92%
Education printing 00 58
and
distributio
n
3.9 Performance of the Reporting of Non-Financial Assets
Rs. ,000
Assets | Code Description Balance as Balance as Yet to be Reporting
Code per Board per Accounted Progress as
of Survey financial a%
Report as Position
at Report as
31.12.2024 at
31.12.2024
9151 | Building and Structures 187,950
9152 | Machinery and Equipment 100,846
9153 | Land 92,145
9154 | Intangible Assets
9155 | Biological Assets
9160 | Work in Progress
9180 | Lease Assets

3.10 Auditor General's Report**** The final audit report issued by the Auditor General to be

scanned and placed here while submitting to the Parliament.
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Chapter 4

Performance Indicators

4.1 Institutional Performance Indicators (Based on the Action Plan)

Specific Indicator

Actual Output as a Percentage
(%) of Expected Output

100% - 90%  ||89% - 75% ||74% - 50%

Percentage of Approved Textbook N
Requirement Printed
Percentage Distributed from School N

Requirements

Number of Supplementary Books Printed \
within the Stipulated Period
Number of Officers who Completed J

Professional Development Courses within the
Stipulated Period




Chapter 05
Performance in Achieving Sustainable Development Goals (SDGs)

5.1. Achievements in Identified Relevant SDGs and Targets

| Progress Achieved So Far |
Goal Target Ach.ievement
Indicator 0% - 49%
50%-74% ||75% -100%
By 2030, ensure Ratio of]
Ensure that all girls and printed \
inclusive boys complete textbooks for
and free, equitable, all  students
equitable and quality from Grade 1
quality primary and to Grade 12
education secondary
and promote education N
lifelong leading to Ratio of free
learning relevant and| textbook
opportunitie effective distribution
s for all. learning
outcomes.
Number  of
supplementar \
y books
developed
that are
By . 2030, relevant  to
Ensure §ubstant1ally technical
inclusive increase the subject
and number of youth streams  and
equitable and adults who useful for
. have  relevant
quality skills, including| O
cducation techn’ical and| advanced
and promote . exams
lifelong Vo.catlonal Ratio of
learning shalls, for textbooks \
opportunitie employment, containin
s for all decent jobs, and g
' entrepreneurship content
related to
sustainable
development,
life skills, and
social
sensitivity
Ensure By 2030, Ratio of]
inclusive eliminate gender| Braille




and

disparities in

textbooks

equitable education  and| printed and

quality ensure equal distributed as

education access to all per  student
and promote levels of| needs
lifelong education  and|

learning vocational

opportunitie training for the

s for all. vulnerable,
including
persons with
disabilities,

Indigenous

peoples, and

children in

vulnerable

situations.

By 2030, ensure Content

that all learners related to
acquire the sustainable
knowledge and development,
skills needed to life skills,
promote human rights,
sustainable gender
development, equality
including,

Ensure among  others,

. . through

inclusive .

and educe}tlon for Ratio of

equitable sustainable textbooks

quality development with content
education apd sustainable on <ocial
and promote lifestyles, sensitivit

lifelon human  rights, Y

ne gender equality, human rights,
learning . gender
opportunitic promotion of a ¥

PP culture of peace equality,

s for all. and non- promotion of]
violence, global peace and
citizenship, and| non-violence,
appreciation  of] and 'global
cultural education for
diversity and of] sustainable
culture’s development
contribution to
sustainable
development.

Ensure Build and Ratio of]

inclusive upgrade Braille

and education textbooks

equitable facilities that are printed and

quality child, disability, distributed as
education and gender per  student




and promote sensitive and needs
lifelong provide safe,
learning non-violent,
opportunitie inclusive, and
s for all. effective
learning
environments
for all.
5.2 Challenges

Avoiding delays that occur during the printing process at printing presses.

e  Preventing errors in textbooks to ensure a more accurate final product:

o  Avoiding errors that may exist in the soft copy.

o  Preventing errors that may occur during the incorporation of revisions into the soft copy.

o Limited number of promotional centers available for the sale of textbooks, supplementary

books, and teacher guides.

e Need for specialized technical expertise in the production of accessible (user-friendly)
textbooks, such as braille versions, and the complexity of the formatting process required

for creating user-friendly textbooks.




Chapter 6

Human Resource Profile

6.1 — Workforce Management

Category Approved Cadre Actual Cadre Vacancies Excess

Senior 47 35 12 -
Tertiary 03 03 - —
Secondary 119 90 30 -
Primary 156 147 09 -
Total 325 274 51 —

6.2 Impact of Human Resource Shortage on Institutional Performance

e There are 12 vacancies in senior executive positions.
These vacancies are in the posts of Deputy and Assistant Commissioners. Officers for
these positions should be appointed and assigned by the Ministry of Education from the

Sri Lanka Education Administrative Service.

e  Other vacancies are in positions assigned to subject-specific officers. These duties are
currently being handled by officers in charge of other subjects, which affects subject

focus and efficiency.
e There are no vacancies in the tertiary level.
o There are 30 vacancies in the secondary level.

o Due to vacancies in artist positions, illustrations in textbooks are done by external

resource persons.

o  The vacancy in the librarian position has made it difficult to use the department's library

efficiently.

o Due to vacancies in the Management Service Officers’ cadre, operational and

documentation tasks in various divisions are being disrupted.

e There are 9 vacancies in the primary level,which cause difficulties in carrying out the

department’s daily operational activities.




¢ 6.3 — Human Resource Development (as of 31.12.2024):

Index No.

Training
Program

No.
Officers
Trained

of|

Duration

Total
Investment
(Rs. '000)

Nature
(Local/Foreign)

Output
Knowledge
Gained

/

Government
Procurement
Procedures

1 day

48,000/-

Local

Internal
Auditing and
Internal
Control
Systems

2 days

26,000/-

Local

(Unclear
text: please
clarify or
correct  for
accurate
translation)

3 days

18,000/-

Local

Tax Law and
Income Tax
Liability
Calculation

lday

27,000/-

Local

Personality

Development
and Conflict
Management

1 day

46,275/-

Local

Personality

Development
and Conflict
Management

48

1 day

68,560/-

Local

Annual
Inventory
and Disposal
of Unusable
Items

1 day

96,000/-

Local




Index No.

Training
Program

No.
Officers
Trained

of|

Duration

Total
Investment
(Rs. '000)

Nature
(Local/Foreign)

Output
Knowledge
Gained

/

Reimbursem
ent of Course
Fees for|
Studying
Local
Courses for
Professional
Development

517,500/-

Local

Impact of Training Programs on Institutional Development and Employee

Performance

m Providing officers the opportunity to enhance their knowledge related to their

duties

m Offering opportunities to develop the skills and efficiency of officers

m Helping to overcome weaknesses encountered during the execution of duties

m Contributing to the improvement of service quality

m Enhancing employee satisfaction and confidence

m Creating a collaborative office environment




Chapter 07

Compliance Report

Suggested
Compliance Corrective
No Relevant Status Brief Explanation||Actions to
) Requirement (Compliant  /|[if Non-compliant |Prevent Future
Non-compliant) Non-
compliance
The following financial
1 statements/accounts have
been submitted by the
due date.
Annual Financial
1.1 Statements submitted by Compliant — -
due date
12 Advances Account of] Compliant B B
’ Public Officers submitted P
Business and Production
13 Advances Accounts Compliant 3 B
’ (Commercial Advance p
Accounts)
1.4 HStores Advance Accounts HNon—compliant ‘ ‘ —
1.5 HSpecial Advance Accounts”Non-compliant ‘These ac copnts are‘ —
not maintained by
1.6 Others Non this Department. _
-compliant
) Maintenance of Books
and Records (F.R. 445)
Updating and maintaining
71 Fixed Assets Register per||Compliant - -
’ Circular 267/2018
Updating Personal Files / .
2.2 Salary Cards Compliant - -
23 Updating Audit Query Compliant B B
’ Register p
Updating Internal Audit .
2.4 Report Register Compliant - -
Monthly Account]
Summaries prepared and .
23 submitted to Treasury on Compliant a a
time
Updating Cheque and . B B
2.6 Cash Order Register Not Applicable
Inventory Register .
27 updated and maintained Compliant B B
2.8 HStock Ledger updated and”Compliant H - H -




No.

Relevant
Requirement

Compliance
Status
(Compliant /
Non-compliant)

Brief Explanation

if Non-compliant

Suggested
Corrective
Actions to
Prevent Future
Non-
compliance

‘maintained H

2.9

Losses
Register
maintained

and  Damages
updated and

Compliant

Maintained
for vehicles

only

Expand
coverage to all
asset categories

2.10

Deposit Ledger updated
and maintained

Compliant

2.11

Sub-Voucher Book
Register (Form  B20)
updated and maintained

Compliant

Proposing Functions for
Financial Control (F.R.
135)

3.1

Financial
delegated
institution

powers
within the

Compliant

3.2

Staff  informed  about
financial power delegation

Compliant

3.3

All
transactionsapproved
by two or more
officers

Compliant

3.4

Use of
Software ~ Package
under Accountant’s

supervision as per
Circular 171/2004

Payroll

Compliant

Preparation of|
Annual Action Plan

4.1

Annual Action Plan
prepared

Compliant

4.2

Annual Procurement
Plan prepared

Compliant

4.3

Annual Internal
Audit Plan prepared

Compliant

4.4

Annual Budget
Estimates submitted
to National Budget
Department on time

Compliant

4.5

Annual Cash Flow
Statement submitted
to Treasury
Operations

Department on time

Compliant




Suggested

Compliance Corrective
No Relevant Status Brief Explanation||Actions to
) Requirement (Compliant /|if Non-compliant |Prevent Future
Non-compliant) Non-
compliance
Responding Audit
5 .
Queries
Responses to all
audit queries .
> provided by the due Compliant B a
date
6 |[Internal Audit
Internal Audit Plan
prepared after|
6.1 discussion with! Compliant - —
Auditor General per
FR 134(2)
Take
prompt
Responses to all . action and
. Delays in .
Internal Audit Non- . issue
6.2 o . responding to
Reports within one compliant necessary
some reports .
month guidance
for timely
responses
All internal audit
report copies
submitted to
6.3 Management Audit Compliant — -
Department per Act
No. 19 of 2018
Section 40(4)
Internal audit report
copies submitted to . B B
6.4 Auditor General per Compliant
FR 134(3)
Audit and
7 Management
Committee
At least 4 Audit and
Management
7.1 Committee Meetings Compliant — -
held as per Circular
1-2019
3 Assert
Management
Information on asset
purchases/disposals . B B
8.1 submitted to Compliant

Comptroller General




No.

Relevant
Requirement

Compliance
Status
(Compliant /
Non-compliant)

Brief Explanation
if Non-compliant

Suggested
Corrective
Actions

to

Prevent Future

Non-
compliance

per Circular 1/2017
Chapter 7

8.2

Nominated
coordinating officer
for implementing
provisions reported
to Comptroller
General per Chapter
13

Compliant

8.3

Inventory
verification
conducted and
reports submitted to
Auditor General on
time per FR 01/2020

Compliant

8.4

Action taken on
excesses, shortages
and other
recommendations
from annual
stocktaking ~ within
prescribed time

Compliant

8.5

Disposal of unusable
goods done as per
FR 772

Compliant

Vehicle
Management

9.1

Preparation and
timely submission of]
daily running records
and monthly’
summary reports of
pool vehicles to the
Auditor General

Compliant

9.2

Vehicle has been
unused for less than
6 months

Compliant

9.3

Maintenance and
updating of vehicle
log books

Compliant

9.4

Action taken under
formats GA 103,
104, 109, and 110
for every vehicle

Compliant




No.

Relevant
Requirement

Compliance
Status
(Compliant /
Non-compliant)

Brief Explanation

if Non-compliant

Suggested
Corrective
Actions to
Prevent Future
Non-
compliance

accident H

9.5

Rechecking of fuel
combustion as per
paragraph 3.1(j) of]
the Public
Administration
Circular No. 2016/30
dated 2016.12.29

Compliant

9.6

Full ownership
transferred in hired
vehicles after lease
period

Non-
Compliant

No vehicles
been

have
purchased
under

facilities

lease

10

Bank Account
Management

10.1

Bank reconciliation
statements prepared,
certified, and
submitted for audit
on due dates

Compliant

10.2

Clearance of|
dormant bank
accounts carried
forward from
previous years

Compliant

10.3

Action taken as per
financial regulations
to reconcile and
clear balances
revealed by bank
reconciliations

within a month

Compliant

11

Utilization of]
Provisions

Expenses  incurred
within allocated
budget limits

Compliant

11.2

Unused provisions at
year-end were within
approved limits as
per FR 94(1)

Compliant

12

Imprest Accounts
of Government
Officers




No.

Relevant
Requirement

Compliance
Status
(Compliant /
Non-compliant)

Brief Explanation

if Non-compliant

Suggested
Corrective
Actions to
Prevent Future
Non-
compliance

12.1

Adherence
limits

to set

Compliant

12.2

Time analysis
carried  out  for
outstanding loan
balances

Compliant

12.3

Clearance of long-
standing outstanding
loan balances (over a

year)

Compliant

13

General
Account

Deposit

13.1

Action taken as per
FR 571 for lapsed
deposits

Compliant

13.2

Control account for
general deposits
updated and
maintained

Compliant

14

Imprest Account H

14.1

Cash book balance at
year-end remitted to
Treasury Operations
Department

Compliant

14.2

Temporary advances
issued under FR 371
cleared within g
month after task
completion

Compliant

14.3

Temporary advances
issued under FR 371
within approved
limits

Compliant

14.4

Monthly
reconciliation of]
imprest account
balance with
Treasury books

Compliant

15

Revenue Account H

15.1

Refunds made from
collected revenue in
compliance with
relevant regulations

Compliant

15.2

Collected revenue”

Compliant H




No.

Relevant
Requirement

Compliance
Status
(Compliant /
Non-compliant)

Brief Explanation
if Non-compliant

Suggested
Corrective
Actions to
Prevent Future
Non-
compliance

directly credited to
revenue without
deposit account

15.3

Shortfalls in revenue
reported to Auditor
General as per FR
176

Compliant

16

Human Resource
Management

16.1

Staff
within
cadre

maintained|
approved

Compliant

16.2

Written
descriptions
provided to all staff

job

Compliant

16.3

Reports submitted to
Department of]
Management
Services as  per|
Circular No. 04/2017
dated 2017.09.20

Compliant

17

Information to
Public

17.1

Appointment of]
Information Officer
and maintenance of
updated information
log as per RTI Act

Compliant

17.2

Information  about|
the institution
available on website;
platform for
feedback not
available

Non-
Compliant

To be
implemented
in future

17.3

Submission of
reports twice a year
or once a year as per
Sections 8 and 10 of
the RTI Act

Non-
Compliant

18

Implementation of]
Citizens’ Charter

18.1

Citizens’/Service
Recipients’ Charter

prepared and

Compliant




No.

Relevant
Requirement

Compliance
Status
(Compliant /
Non-compliant)

Brief Explanation
if Non-compliant

Suggested
Corrective
Actions to
Prevent Future
Non-
compliance

implemented as per
Public Admin
Circulars 05/2008 &
05/2018(1)

18.2

Mechanism
established to
supervise and
evaluate
implementation  of
Citizens’/Service
Recipients’ Charter
as per Para 2.3(j) of]
the circular

Non-
Compliant

To be
implemented
in future

19

Preparation
of Human Resource
Plan

19.1

HR Plan prepared
based on Annex 02
of Public
Administration
Circular No. 02/2018
dated 2018.01.24

Compliant

19.2

Minimum of 12
hours training
opportunity
confirmed in HR
Plan for each
employee per year

Compliant

19.3

Annual performance
agreements  signed
for entire staff as per
format in Annex 01
of above circular

Compliant

To be
implemented
in future

194

In accordance with
Section 6.5 (j) of the
above Circular, a
senior officer has
been appointed and
assigned
responsibilities
related to preparing
the Human Resource

Development Plan,
developing capacity-
building

programmes, and

Compliant




Suggested

Compliance Corrective
No Relevant Status Brief Explanation||Actions to
) Requirement (Compliant /|if Non-compliant |Prevent Future
Non-compliant) Non-
compliance
implementing skills
development
programmes.
Addressing  Audit
20 .
Queries
The deficiencies
pointed out through
the audit queries
20.1 issued by the Compliant
Auditor General for
the previous year

have been rectified.




