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Guidelines for the provision of allocations for following local post graduate degree / post 

graduate diploma/ higher diploma/diploma/ short term courses   

 

Action should be taken paying attention to the following matters when it is required to make 

government provisions to the officers in All Island Services for satisfying the requirement of a 

post graduate degree spending government money for the promotion as per service minutes of 

All Island Services and following post graduate/ post graduate diploma/ higher 

diploma/diploma/ short term courses for capacity building purposes on exigency of service or on 

the request of the officer 

 

1. Criteria considered for making provisions for post graduate degrees    

 

i. The officer should have been confirmed in the post at the time of applying for 

provisions. 

 

ii. The course should have been included in the relevant service minute. 

 

iii. An officer can apply for provisions for a post graduate degree course only once in the 

service.  

 

iv. Government provisions will strictly be provided for following post graduate degree 

courses offered by all local Universities, post graduate institutes under such universities, 

Sri Lanka Institute of Development Administration or institutes recognized by 

University Grants Commission.  

 

v. Only the non-refundable charges prescribed for the course will be paid relevant to the 

course and under no circumstance additional provisions will be provided. 

 

vi. Taking into consideration the existing financial provisions, full amount or a part of the 

amount will be provided on the approval of the Secretary of the Ministry. 

 

vii. Relevant forms should be filled and submitted correctly when applying for provisions.   

 

viii. An officer, who has gone abroad obtaining leave with full pay to follow a post graduate 

degree course, has no right to apply again for a post graduate degree at a local university 

spending government funds after coming back to the island. 
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2.  Criteria considered for making provisions for post graduate diploma/ higher diploma/ 

diploma courses  

i. The officer should have been confirmed in the post at the time of applying for provisions  

ii. Provisions will strictly be provided for the course fee and under no circumstance 

additional financial provisions will be provided.  

iii. Taking into consideration the existing financial provisions, full amount or a part of the 

amount will be provided on the approval of the Secretary of the Ministry. 

iv. Relevant form should be filled and submitted correctly when applying for provisions.   

3. Criteria considered for making provisions for short term courses  

 

i. The course applied for should be relevant to the subject field in which the officer works. 

 

ii. The course should be offered strictly by an institute recognized by the Government. 

 

iii. Provisions will strictly be provided for the course fee and under no circumstance additional 

financial provisions will be provided. 

 

iv. Taking into consideration the existing financial provisions, full amount or a part of the 

amount will be provided on the approval of the Secretary of the Ministry. 

 
 

4. Submitting the request of the officer (For 1 and 2)  

 

4.1 When applying for the provisions for the courses mentioned above, the officer should 

submit following documents to the Human Resources Development Division of the 

Ministry.  
 

i. Letter of request of the officer containing the recommendation of the Head of the 

Department. 

  

ii. Certified copy of the letter issued by the relevant institute to the effect that the officer 

has selected to follow the course. 
 

iii. Documents which contain the particulars of the course fee. 

 

iv. Application duly filled for obtaining the first installment of the provision (Form- 01) 

(Can be downloaded from the website of Ministry). 

 

v. Duly filled two originals of the agreement indicated in the P.A Circular 5/98 dated 

21.02.1998.  

 

vi. Form for the confirmation of the particulars of the officer (Form- 02) (Can be 

downloaded from the website of Ministry). 
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vii. Application along with the recommendation of the Head of the Department for 

applying for remaining installments (Form- 03) (Can be downloaded from the 

website of Ministry). 

 

viii. Certified copy of the letter issued by the relevant academic institute containing the 

remaining parts of the course fee for applying for the other installment.  

 

4.2  When preparing the Action Plan of the next year by the Human Resources Development 

Division, training needs will be called from each division and they should have been 

submitted in due time to be included them in the action plan. 

 
 

5. Making provisions  
 

Action will be taken in the following manner in releasing provisions by the Human 

Resources Development Division. 
 

i. It is considered to provide full course fee as installments if the application is made 

for a post graduate degree course   (Subject to vi of 1). 
 

ii. When applying for post graduate diploma/ higher diploma/diploma, it is considered 

to provide course fee subject to a maximum limit of Rs. 100,000 (Subject to ii of 2). 
 

 

iii. When applying for short term courses, it is considered to provide course fee subject 

to a maximum limit of Rs.  15,000/= (Subject to iv of 3). 
 

iv. Documents indicated in 4 above should be submitted along with the recommendation 

of the Head of the Department. 

 
 

v. When making requests, they should be made by the Internal Administration Division 

through personal file.  
 

vi. When it is applied for installments, relevant documents should be examined and then 

they should be referred to the Accounts Division within the approved limit obtaining 

the approval of the Secretary/ Additional Secretary (Human Resources 

Development). 
 

 

vii. All cheques relevant to the above courses should be referred to the officer through 

Human Resources Development Division and the officer should acknowledge the 

receipt of the cheque.    
 

viii. When the number of requests made for 2 and 3 above increases, provisions will be 

provided on priority basis considering the provisions obtained by each officer for 

courses in previous years depending on the existing limit.    

  

 

 

 



 

 

4 
 

 

 

6. Completion of  relevant courses  

 

6.1 All courses should be completed in due time and relevant certificates should be 

submitted by the respective officer to the Human Resources Development Division 

without delay. If there is any delay in issuing certificates, a letter issued by the relevant 

institute to the effect that the officer has successfully completed the course should be 

submitted.  If the office fails to submit either the certificate or the letter issued by the 

institute, or the officer neglects to submit it, action will be taken to recover from the 

officer the full amount paid from government funds.   

 

7.  Reimbursing the course fee  

 

i. Qualifications mentioned in 1 above should have been satisfied for reimbursing 

purpose and documents mentioned in 4 should also be submitted as the case may be. 

In addition to the above; 

  

ii. A copy of the certificate of the degree/ diploma followed by the officer should be 

submitted. 

 

iii. For the purpose of reimbursing fees of post graduate degree, the officer should have 

followed degree course on registration to the course after assumption of duties in the 

relevant service.   

 

8. When taking action for following local post graduate degree/ post graduate diploma/ 

higher diploma/diploma/ short term courses, above mentioned requirements should have 

been satisfied and no provision will be made and no payment will be considered for the 

requests made deviating from this requirements. 

 

9. Approval of the Secretary should be obtained for any special matter raised in addition to 

the above conditions. 

 

 

       සකස් කළ ේ : ……………….............  පරීක්ෂා කළ ේ : ..........................

                             විෂයභාර නි඼ධාරී (HR 03)                              ජ් ළය.ස.ළේ (මා.ස.සං) 
 

Human Resources Development Division 

Ministry of Public Administration, Provincial Councils and Local Government  


