
My No. A/GA/l/2/(v)
Ministry of Education & Higher
"lsurupaya",
Sri Jayawardenepura Kotte,
Battalamulla.
30, March, I 993.

All Staff Officers of the
Ministry of Education & Higher
EdLrcation.

CIRCULAR No.: 9314

0t. No ci'cLrlar shou rd go out from this Ministry without the fotowing pr.ocedures being tbrowecr :

i with effect frorn 3 r '03. 1g4"3 circurars courd be signed onry by the fbrowing officer.s -

(a)
(b)
(c)
(d)

Secretary to the Ministry ofEducation & Higher Education:
Secretary to the Ministry of Education Seruices;
Secretary to the Ministry of State for Education;

02

i All circu lars in relation to any policy issues shou Id be signed only by Secretar),, M iu istr y ofEducation and Higher Eclucation.

',' l.i ] has alreacly been deternrined and varioLrs details of irnplemenration
'lr ncernedhavetobecomntunicated,eaclsLrbjectrp;;i;;;;;;;;;;;
sho respect ofhis or h"r.uUi""t a."u.'

submission

l]..,:jr^TOlO... 
rvho prepares rhe draft ofrlie circular must assurre full responsibitit;,Ior fhe accuracy of the contents ofthe circurar. rt wourcl be,i. d,,ry ro ersLr.e anlongstother matters that dates, times criteria etc., ur" uU.otut"ty u"lu,:ui..

lfthere is any doubt it wourd be his duty to check and crear the doubt betbre drafti'g the circrrar.

whiclr 
^corne 

within the purview of the Deputy Director.s
re chief Commissionerthe Staff Officer.who had preparecl thc
e first instance to tlre reievant Deputy Director Cener;l o,.th;,

ll l:::::.:i:]: l]-qh,e: 
Educa:iorl Secrion of ttre Minisrry, secretary to the Minisrer of ,

T:q':":.lr_,,:llll,woutd 
n rmaly issue trre Circ,,ru, n"*Jv;;;il,"o,"".o;,1,"'j;

i"'x;:::",:lT:;;:iP.'.1::l:lT::1'':''arEducation courcr'il,.lC''i,'.,#;;il"".',
by Secretary to the Minister of Higher Educatiou.

:i,::,]ll:^l]: litydthe Depury Directors Generat and the Chief Cornnrissiouer to

spect ofdetails br.rt is also accurate in terms ofpoli
ranguage of rhe circurar and ,,, ,,,:"J::"iff;:fJ,iTil;,Ii:l;lll: i*i::,:i::l *:

03.

spelling and grammar.
that it is fully accLrr.ate including



iii The draft circular should be submitted to the identified lang.;age specialists and clear.ed
with them as to tlte correct use of language, idiorl etc., before being put up for signatLl.e.
This would be the responsibility of the Deputy Directors General and the Chief Comrris
sloner.

The Deputy Directors General and the Chief Commissioner slrould then subrnit the
circular for the ignature ofthe Secretary, M;nistly ofEducation & Higher EdLrcation or
the subject specifie Secretary as the case Inay be with a note certifyiig that the circLrlar is
tn oroer.

ln case ofcirculars that have to be issued on engileering, accounting and pulely administrati\,c
rnatters the following procedures should be followed.

Accounts.

04 General

(iD

In the case of nratters pertaining to finance and accounts the ch iefAccountant rvill take tir ll
responsibility for the accuracy.4n! contents ofth-e circular. However, the Assistant AccoLru
tant or other officer who prepriYEs the draft would be responsible Iike in the case of the other'
areas for the accuracy and correctness of the materials he presents to the Chief Accouu
Iant.

The ChjefAccountant as the case may be would submit tlre circular to either Secretary.
Education & Higher Education, or one ofthe subject specific Secr.etaries for signalLlrc.

ln the case of matters pertaining to Engineering. Sclrool Works etc., the Direetor School
Works will be fully respons ible for the accuracy and contents of circulars su brn itted for
signature to the relevant Secretary.

He would normaily submit the circular for the signature of tlre State Secr.etary Lrn less it is a

rnattel ofpolicy in which case it should be submitted to the Secretary. Mirristrv ofEducaLion
and Hieher Education.

General Adninistration

In the case of circulals relating to General Administration the Sen ior Assistant Secretary or
Sen ior Assistant Secretaries will be responsible for the accuracy and contents ofall circu rals
submitted to the Secretary or the relevant subject specific Secretary.

GeneralPolicv

(i) All circulars Should be allocated a nunrber by the Adrninistration Division. The nunrbcr
should be allocated after the final draft lias received aooroval.

(ii) All circulars sent to secretary, Education & Higher Education should also,uvhenevel and
wherever relevant finally be sent through the subject specific Secretary concerrecl. This
would be necessary for the proper co ordination ofwork.

(M.D.D. Pieris)
, Secretary,

Ministry of Education & Higher
Education.


