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Citizen Charter 

Ministry of Health 

 
 “You have now entered a place ready to serve you” 

 

Our vision:  A healthier nation that contributes to its economic, social, mental and spiritual development. 

Our mission:  

To contribute to the social and economic development of Sri Lanka by achieving the highest 

attainable health status through promotive, preventive, curative and rehabilitative services of 

high quality made available and accessible to people of Sri Lanka. 

Our commitment: 

We are dedicated to serve you   

ꙮ honestly ꙮ courteously  ꙮ wisely 

ꙮ with understanding  ꙮ subjectively  ꙮ unbiased 

ꙮ with transparency   ꙮ with accountability ꙮ without delay 

ꙮ efficiently and                        ꙮ effectively. 
 

The services provided and related standards are mentioned below. This Citizen Charter with full details of the services is published on 

the official website of this Ministry (www.health.gov.lk). 

http://www.health.gov.lk/
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# 

Service 

Division 

providing the 

service 

Service 

delivery  

standards 

Relevant 

rules / 

regulations 

Information / documents to be 

submitted 
Co-ordinating Officer 

1 Recommending 

applications for funds 

from the Presidential 

Fund and submitting 

them to the 

Presidential 

Secretariat 

Presidential 

Fund Division 

2 weeks Rules & 

regulations 

issued by the 

Presidential 

Secretariat 

• Letter of recommendation of the Consultant 

Medical Practitioner 

• Estimate of expenditure  

• Completed application received from the 

Presidential Secretariat 

Ayesha Liyanage,  

Public Management 

Assistant 

0771448276 

sujeewadamyanthi@gmail

.com 

2 Recommending 

diseases for 

assistance from the 

President's Fund  

Additional 

Secretary 

(Medical 

Services) 

1 week  • Application for financial assistance from 

the President's Fund and relevant medical 

reports  

 

Sunanda Jayalath,  

Public Management 

Assistant 

0112693175 

3 Providing 

recommendations for 

kidney transplant 

surgeries performed 

in private hospitals. 

Private Health  

Development 

Division 

 

02 days The 

Transplantation 

of Human 

Tissues Act 

• Medical Consultant Certificate 

• Request of the private hospital 

• Affidavits of the patient and the donor / 

Birth certificates/ copies of the National 

Identity Card / Grama Niladhari Certificates 

• Documents in proof of relationship of the 

patient and donor 

Dr. Dilip H. Liyanage 

Director, 

Private Health 

Development Division 

0112112725 

ddgms2@health.gov.lk 

4 Issuance of COVID -

19 vaccination 

certificates. 

Management 

Development 

and Planning 

Unit 

14 days Rules and 

regulations 

imposed by the 

Ministry of 

Health 

• Having received Covid vaccination in Sri 

Lanka 

• Vaccination card 

• National Identity Card 

• Passport copy 

• Certificates in proof of foreign travel 

 

Dr. Palitha Karunapema, 

Director, Health 

Information Division 

01122693297 

Covid19-

svc@health.gov.lk 

 

mailto:ddgms2@health.gov.lk
mailto:Covid19-svc@health.gov.lk
mailto:Covid19-svc@health.gov.lk
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5 Issuance of published 

health statistics / 

provision of data to 

be issued after 

analysis.  

Medical 

Statistics 

Division 

1 day / 

 

5 days 

Release of 

Statistics Act. 

 

• Data request letter / E mail message 

• Approval of the Head of the Division 

S. T. C. Gaveshika 

0775582722 

0112695734 

medicalstatisticsunit@gm

ail.com 

6 Conducting 

interviews for visa 

applicants and giving 

recommendations 

 

Deputy Director 

General 

(Laboratory 

Services) 

02 weeks • Updated 

guidelines for 

drugs 

company visa 

 

• Letter of the Ministry of Foreign Affairs 

• Letter of the High Commission / Embassy 

• Request letter of the local agent 

• Certified copy of the passport 

• Vocational qualification certificate 

• NMRA registration certificate 

• Company registration certificate 

• Affidavit 

• A photograph 

• File containing the letter of appointment 

Dr. T. Abarna 

Medical Officer 

 

K.D.S. Perera 

Management Assistant 

TP - 0112673138 

ddgls.mohlk@gmail.com 

 

 

7 Giving consent for 

the visa applicants 

(entry and residential 

visa) 

 

 

 

 

 

 

 

International 

Health Unit 

2 weeks • Updated 

guidelines for 

drugs 

company visa 

 

• Letter of the Ministry of Foreign Affairs 

• Letters of the relevant High Commission / 

Embassy 

• Application for the local agent 

• Certified copy of the passport 

• Vocational qualification certificates 

• NMRA registration certificate 

• Company registration certificate 

• Affidavit 

• Letter of appointment 

Dr. Anil Samaranayake,  

Director  

(International Health) 

0112678277 

dihunit@health.gov.lk 

 

8 Issuance of ship 

sanitation certificates 

 

Port Health 

Office, 

Trincomalee 

 

01 day • Provisions in 

the letter No. 

PA/DDG(PHS)/

PQ/21/2017 of 

• Letter of request containing full particulars 

of the ship sent by the ship agent company 

• Receipt of payment of the approved amount 

to the Bank of Ceylon 

Chief Medical Officer of 

Health 

026-2222004 

mailto:medicalstatisticsunit@gmail.com
mailto:medicalstatisticsunit@gmail.com
mailto:ddgls.mohlk@gmail.com
mailto:dihunit@health.gov.lk


4 
 

Director 

(Quarantine)   

• IHR 2005 

 porthealthrinco@gmail.co

m 

 

 

9 Issuance of ship 

sanitation certificates 

 

Port Health 

Office, 

Colombo 

 

01 day •  Quarantine 

Ordinance and 

International 

Health 

Regulations 

• Letter of request containing full particulars 

of the ship sent by the ship agent company 

• Receipt of payment of the approved amount 

to the Bank of Ceylon 

Dr. R.K.S. Wijesinghe 

0112482351 

colomboportlk@gmail.co

m 

 

10 Issuance of ship 

sanitation certificates 

 

Port Health 

Office, Galle 

 

05 hours • Quarantine 

Ordinance  

• International 

Health 

Regulations 

• Standard 

procedure of 

operation 

• Letter of request containing full particulars 

of the ship sent by the ship agent company 

• Receipt of payment of the approved amount 

to the Bank of Ceylon 

Dr. J. P. Sriyani 

091223575 

Phealthgalle@gmail.com 

 

11 Issuance of port entry 

permits 

 

Port Health 

Office, 

Trincomalee 

 

01 hour • IHR 2005 • Maritime Declaration of Health 

• Staff list 

• ship sanitation certificate 

• particulars of the last port of call of the ship  

• yellow fever vaccination record 

 

Chief Medical Officer of 

Health 

026-2222004 

porthealthrinco@gmail.co

m 

12 Issuance of port entry 

permits 

 

Port Health 

Office, 

Colombo 

 

01 day • Quarantine 

Ordinance and 

International 

Health 

Regulations 

• Maritime Declaration of Health 

• Staff list 

• ship sanitation certificate 

• particulars of the last port of call of the ship  

• yellow fever vaccination record 

Dr. K. A. A. Premalal 

0112482351 

colomboportlk@gmail.co

m 

 

 

 

mailto:porthealthrinco@gmail.com
mailto:porthealthrinco@gmail.com
mailto:colomboportlk@gmail.com
mailto:colomboportlk@gmail.com
mailto:Phealthgalle@gmail.com
mailto:porthealthrinco@gmail.com
mailto:porthealthrinco@gmail.com
mailto:colomboportlk@gmail.com
mailto:colomboportlk@gmail.com
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13 Issuance of port entry 

permits 

 

Port Health 

Office, Galle 

 

15 minutes • Quarantine 

Ordinance  

• International 

Health 

Regulations 

• Standard 

procedure of 

operation 

• Maritime Declaration of Health 

• Staff list 

• ship sanitation certificate 

• particulars of the last port of call of the ship  

• yellow fever vaccination record 

 

Dr. J. P. Sriyani 

091223575 

Phealthgalle@gmail.com 

 

14 Providing preventive 

medicine for malaria, 

polio / giving 

medicine, prescribed 

vaccinations for other 

prescribed diseases 

 

Airport Health 

Office 

10 minutes • Quarantine 

Ordinance / 

International 

Health 

Regulations - 

2005 

• Passport Airport Medical Officer/ 

Public Health Inspector 

0472031486 

Mria.healthoffice@gmail.

com 

15 Release of bodies of 

persons who die in 

aero planes  

Airport Health 

Office 

01 day • Quarantine 

Ordinance 

• Food Act 

• International 

Health 

Regulations - 

2005 

• Passport 

• Relevant documents 

 

Airport Medical Officer/ 

Public Health Inspector 

0472031486 

Mria.healthoffice@gmail.

com 

 

16 Issuance of 

certificates of results 

of examinations 

conducted in relation 

to the Ministry of 

Health. 

Examinations 

Branch 

02 days Relevant 

examination 

conducted and 

results issued 

A letter of request containing particulars of 

the name of the examination, full name of the 

applicant, National Identity Card No., the 

year of sitting for the examination should be 

submitted through the Head of the 

Department 

S. A. Parakrama N. 

Bandara,  

Administrative Officer  

0112675008 

direxam@health.gov.lk 

mailto:Phealthgalle@gmail.com
mailto:Mria.healthoffice@gmail.com
mailto:Mria.healthoffice@gmail.com
mailto:Mria.healthoffice@gmail.com
mailto:Mria.healthoffice@gmail.com
mailto:direxam@health.gov.lk
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17 Reservation of circuit 

bungalows 

Central 

Administration 

Branch 

 

01 day Health General 

Circular No.  

02-52/2013 

• Completed application. 

• Receipt obtained after making the payment 

• If an official reservation, the letter of 

confirmation of the same containing 

signature and official stamp of the officer in 

charge of the relevant division 

Ruchira Dissanayake, 

Development Officer, 

Central Administration 

Branch 

0112693962 

caministryofhealth137@g

mail.com 

18 Providing 

information on letters 

received and sent 

(over the phone or by 

visiting) 

 

Postal Branch 02  hours Principles of 

Office Systems 

 

• Registered letters - 

     Number and date of registration 

     Post office of registration 

• Letters sent by hand - 

      File No. / date handed over 

• Normal letters - 

      File No. / date handed over 

• Express mail letters / Courier letters - 

       Code No. / date handed over 

J. A. R.T. Kumara, 

Management Assistant 

0718003601 

 

 

19 Issuance of holiday 

railway warrants 

 

Central 

Administration 

Branch 

 

01 day Instructions in 

Chapter XIII of 

the 

Establishments 

Code 

• General 21 form 

• Certificate that no holiday railway warrants 

are issued from the office of the spouse 

when the spouse is also a public officer 

• If applications are made also for 

dependents, certificate of dependence 

issued by the Grama Niladhari 

Y. A. D. N. S. Dhammika, 

Public Management 

Assistant, Central 

Administration Branch 

0112693962 

caministryofhealth137@g

mail.com 

 

20 Receipt of Agrahara 

Insurance benefits 

Pension and 

Agrahara 

Branch 

 

Sent to the 

National 

Insurance 

Trust Fund 

within 03 

days 

 

• PAC 12/2005 

and its 

amendments. 

• The Agrahara claim form with items 1 to 9 

filled in it and duly attested by the Head of 

the Department by placing his signature and 

official stamp 

D. M. Yamuna 

Dassanayake, 

Public Health 

Management Assistant 

TP   – 0112693746 

Healthministrypension5@g

mail.com 

mailto:caministryofhealth137@gmail.com
mailto:caministryofhealth137@gmail.com
mailto:caministryofhealth137@gmail.com
mailto:caministryofhealth137@gmail.com
mailto:Healthministrypension5@gmail.com
mailto:Healthministrypension5@gmail.com
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• Photocopies of Diagnosis Card / National 

Identity Card / Birth Certificate attested by 

Head of the Department 

• A clear photocopy of the pass book 

containing the account No. of the Agrahara 

member 

• The originals of pharmacy/ laboratory bills 

pertaining to the duration of hospitalization 

and originals of relevant medical 

prescriptions 

• Certified copies of salary particulars 03 

months prior to hospitalization or 

purchasing spectacles. 

• Grama Niladhari Certificate in proof of any 

full disability 

• If the applicant is unmarried, the certificate 

of the Head of the Department attesting the 

same, the Grama Niladhari certificate that 

the mother / father is dependent on him 

(only for parents below 70 years of age), a 

photocopy of the National Identity Cards 

attested by the Head of the Department 

• If fully disabled, Grama Niladhari 

Certificate in proof of it. 
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21 Payments pertaining 

to promotion of 

healthcare services in 

Sri Lanka, research 

activities, donations 

and procurement of 

essential medical 

equipment/ medicine. 

National Health 

Development 

Fund 

 

01 day • National 

Health 

Development 

Fund Act No. 

13 of 1981 

• Establishments 

Code 

• Financial 

Regulations 

• The invoice 

• Procurement committee approval 

• Technical Evaluation Committee approval 

• Payment approval (Health Secretary/ 

Director General of Health Services/ Chief 

Finance Officer) 

• Trust Board approval 

 

R. N. N. S. S. Rajakaruna, 

Registrar/ Accountant, 

National Health 

Development Fund 

0112698169 

nhdf@health.gov.lk 

22 Conducting mobile 

medical clinics 

Information and 

Promotion Unit 

Determine

d based on 

the date of 

the clinic. 

Health 

guidelines 

• Letter of request 

• Provision of information in the approved 

format 

• Approval of the Hon. Minister / Health 

Secretary / Director General of Health 

Services  

Mr. A. A. R. Silva, 

Development Officer 

0112670182 / 

0112693866 

sasinformation@health.go

v.lk 

 

23 Issuing replies to 

media reports that 

need to be responded 

Information and 

Propaganda 

Division 

 

01 week • Media ethics • Media report 

• Observations and recommendations of 

relevant sectors 

 

Janani Kumari 

Weralugampala, 

Development Officer 

0112670182 / 

0112693866 

sasinformation@health.go

v.lk 

24 Issuance of new 

telephone, internet 

connections and 

solving telephone bill 

related issues 

Buildings 

Division 

28 days • Public Finance 

Circular 

01/2020 - I 

• Letter of request 

• Recommendation of the Engineer 

• The post to which bills are to be issued 

H. W. D. Kumari,  

Public Health 

Management Assistant 

0112669129/337 

Buildingbranch.b08@gma

il.com 

mailto:sasinformation@health.gov.lk
mailto:sasinformation@health.gov.lk
mailto:sasinformation@health.gov.lk
mailto:sasinformation@health.gov.lk
mailto:Buildingbranch.b08@gmail.com
mailto:Buildingbranch.b08@gmail.com
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25 Checking whether 

there are disciplinary 

action and reporting 

Investigations 

Division 

02 days • Procedural 

Rules of the 

Public Service 

Commission 

 

• Letter of enquiry from the relevant division R. H. M. S. Ranasinghe, 

Development Officer 

0112112730 

ddginvestigation@health.

gov.lk 

26 Issuance of 

documents pertaining 

to disciplinary 

enquiries 

 

Investigations 

Division 

02 days • Instructions in 

Chapter XLIII 

of the 

Establishments 

Code 

• Provisions in 

the Right to 

Information 

Act 

• Request made by concerned 

accused/custodian officer 

K. V. I. Madhubhashini, 

Development Officer 

0112112730 

ddginvestigation@health.

gov.lk 

 

27 Assigning motor 

bicycles provided for 

official duties of 

Field Officers 

 

Transport 

Division  

 

 

 

 

 

 

 

 

 

 

 

01 week  05 years 

should have 

been passed 

after provision 

of the motor 

bicycle for 

official duties 

• Request of the officer 

• Certified copy of the National Identity Card 

• Certificate of service obtained from the 

current service station. 

• Certificate of service obtained from the last 

service station if the officer is retired 

• Valuation report of the motor bicycle 

obtained from an officer of the Valuation 

Department 

• Receipt of cash payment to the Ministry of 

Health for the valuation value. 

• Duly filled MT-6 form  

L. P. Nilanga Dilhan 

Somapala,  

Director (Transport) 

0112679164 

dirtransport@health.gov.l

k 

 

 

mailto:ddginvestigation@health.gov.lk
mailto:ddginvestigation@health.gov.lk
mailto:ddginvestigation@health.gov.lk
mailto:ddginvestigation@health.gov.lk
mailto:dirtransport@health.gov.lk
mailto:dirtransport@health.gov.lk


10 
 

28 Issuance of duty-free 

vehicle import 

permits 

 

 

 

 

Ministerial 

Coordination 

Branch 

14  days • Public Finance 

Circular 

1/2018 

• Establishments 

Code 

• Procedural 

Rules of the 

Public Service 

Commission 

• Financial 

Regulations 

• Application as per Public Finance Circular 

1/2018 

• Copy of the vehicle import permit last 

received 

• Certified copies of the letter of appointment 

and letter of confirmation in the post if it is 

taken for the first time. 

 

Mrs. A. G. T. N. 

Rajakaruna,  

Health Management 

Assitant 

0719879722 

29 Issuance of the 

examination results 

sheet of the Nursing 

Student Diploma 

Course 

Education, 

Training and 

Research Unit 

01 day • Passing all 

subjects in the 

final year 

examination 

• Request letter 

 

W. A. P. Keerthiratne, 

Director (Nursing 

Education) 

0112672005 

0718081373 

30 Issuance of 

certificates of the 

Nursing Student 

Diploma  

Education, 

Training and 

Research Unit 

02 months • Completion of 

the 3-year 

Nursing 

Student 

training period 

and passing in 

all subjects at 

the final year 

examination 

• Results sheet of the final year examination 

• Diploma certificate 

• Certified copy of registration in Nursing 

Council 

• Certified copy of National Identity Card 

W. A. P. Keerthiratne, 

Director (Nursing 

Education) 

0112672005 

0718081373 

31 Issuance of re-

scrutinized 

certificates of the 

Nursing Student 

Diploma 

Education, 

Training and 

Research Unit 

01 month • Issuance of a 

certificate of 

the Nursing 

Student 

Diploma 

• Approved form downloaded from the 

ministerial website 

 

W. A. P. Keerthiratne, 

Director (Nursing 

Education) 

0112672005 

0718081373 
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32 Recruitment of post-

intern medical 

officers who have 

completed their 

internship and 

posting on service 

requirements 

Medical Services 

Division 

03 months • Medical 

Service 

Minute 

• Instruction of 

the Public 

Service 

Commission 

• Certificate of registration obtained from the 

SLMC on completion of the internship 

training 

• National Identity Card 

• Application expressing preference based on 

the list of vacancies 

Dr. Priyantha Karunaratne 

0112667510 

medicalusualy@gmail.co

m 

Relevant information may 

be gathered from the 

HRMIS online 

information system 

33 Duties related short 

foreign leave of 

Medical Officers 

 

Medical Service 

Administration 

II Branch 

 

01 week • Establishments 

Code 

• Public 

Administration 

Circulars 

• Internal 

Circulars of 

the Ministry 

• General 126 form with particulars 

accurately noted 

• Names as given in the certificate of 

registration with the Sri Lanka Medical 

Council 

• Date of appointment to Primary Grade 

• Documents in proof of foreign travel 

• Recommendation of the Head of the 

Department 

Manori Perera 

Staff Assistant 

Medical Service 

(Administration) II 

0112661550 

ecbranch38@gmail.com 

 

34 Promotion of medical 

and dental officers to 

Specialist Grade 

 

Medical 

Services 

Administration I 

Branch 

06 weeks Service Minute 

of Medical and 

Dental Officers 

 

• Staff Certificate obtained from the Post 

Graduate Institute of Medicine  

• Medical degree certificate 

• Copies of the above documents certified by 

the Head of the Department placing name, 

official stamp with the designation of the 

certifying officer on both sides of the 

certificates. 

U. Darshani,  

Director – Administration 

(Medical Services) I 

0112672422 

Ecbranch50@gmail.com 

 

mailto:medicalusualy@gmail.com
mailto:medicalusualy@gmail.com
mailto:ecbranch38@gmail.com
mailto:Ecbranch50@gmail.com
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• A certified copy of the National Identity 

Card 

35 Annual transfers of 

graded medical 

officers 

Medical Service 

Division 

06 months 

 

 

 

 

 

• Medical 

Service 

Minute 

• Annual 

transfer 

circular 

• Procedural 

Rules of the 

Public Service 

Commission 

• Application expressing preferences for 

vacancies 

• Letter of appointment to the current grade 

• Completion of a 04-year active service in 

the current service station 

• Active period of service of over 02 years if 

applied voluntarily 

• Documents in proof of no-pay leave/ 

medical reasons etc., as applicable 

Ayomi Dayaratne, 

Public Management 

Assistant 

 

Chethana Sewwandi, 

Development Officer 

0112667510 

 

medicalusualy@gmail.co

m 

36 Retirement of 

registered / assistant 

medical practitioners 

Registered/ 

Assistant 

Medical Service 

Branch 

 

04 weeks • Sections 2 & 

17 in the 

Minutes on 

Pensions 

• Scheme of 

Recruitment 

and relevant 

Circulars 

 

• Letter of request of the officer requesting to 

be retired. 

• Retirement application recommended by the 

Head of the Department 

• Copy of the letter of appointment 

• Disciplinary records 

• Birth Certificate 

• Certified copies of the National Identity 

Card 

Dr. M. D. P. U. Mendis, 

Director  

(Registered/ Assistant 

Medical Services) 

0112682533 

Parakum961@Ggmail.co

m 

mailto:medicalusualy@gmail.com
mailto:medicalusualy@gmail.com
mailto:Parakum961@Ggmail.com
mailto:Parakum961@Ggmail.com
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37 Transfer procedure of 

dentists 

 

Dental Service 

Branch 

 

05 months • Establishments 

Code 

• Procedural 

Rules of the 

Public Service 

Commission 

•  Medical 

Service 

Minute 

• Transfer 

procedure No. 

1589/3 of 

20.02.2009 of 

the Dental 

Surgeons 

• Completion of a 3-year active satisfactory 

service from the date of first appointment 

• Completion of the efficiency bar by the due 

date. 

• Earning salary increments 

• Good conduct and absence of disciplinary 

orders in progress 

 

N. N. G. Perera,  

Public Health  

Management Assistant 

0702092004 

directorateofdentalservice

@gmail.com 

 

38 Calling applications 

and selecting students 

for online Diploma 

courses in Nursing, 

Paramedical Services 

and Professions 

Supplementary to 

Medicine. 

 

Answering related 

queries. 

Human 

Resources 

Management 

and 

Coordination 

Division 

 

01 day for 

oral 

answers 

 

03 days for 

written 

answers 

 

 

 • National Identity Card number should be 

submitted to check the computer data 

system 

 

H. H. D. A. U. 

Hettiarachchi,  

Planning and Program 

Officer 

0112340007 

hrcodmoh@gmail.com 

mailto:directorateofdentalservice@gmail.com
mailto:directorateofdentalservice@gmail.com
mailto:hrcodmoh@gmail.com
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39 Nursing Officer 

temporary transfers 

 

 

 

Nursing 

Administration I 

Branch 

1 day 

 

 

 

 

 

 

 

• Procedural 

Rules of the 

Public Service 

Commission 

• Nursing 

Service 

Minute 

• Appeal of the relevant officer 

• Recommendation of the Chief Nursing 

Officer (Special Grade) and Hospital 

Director 

• A photocopy of the pregnancy card in case 

of a pregnant officer 

• Agreement of the Head of the hospital 

serving, to pay salary. 

• Agreement of the Provincial Public Service 

Commission if transfers applied to a 

Provincial Council Hospital. 

Mr. W. A. S. Jayalath, 

Development Officer 

0112693753 

nuesingbranch1@gmail.co

m 

 

40 Mutual transfers of 

Nursing Officers 

Nursing 

Administration I 

Branch 

02 days • Procedural 

Rules of the 

Public Service 

Commission 

• Public 

Administration 

Circular No. 

25/91 

• The post of 

anticipated 

transfer being 

in the 

approved 

cadre and 

availability of 

vacancies 

• Transfer application prepared in terms of 

P.A.C. 25/91 

• Letter of consent for the transfer 

• Grama Niladhari certification of permanent 

residence in the province the transfer 

applied to (DS-4) 

• An affidavit that a period of 05 years will 

be completed in the province transferred to 

after receiving the transfer. 

• A certified copy of the letter of 

confirmation in service. 

• Certified copies of educational 

qualifications relevant for confirmation in 

service, if the appointment has not been 

confirmed. 

• Affidavit to the effect that the relevant 

officer will be at the bottom of the seniority 

list on his arrival to the province. 

Mrs. Niranji Dinushika, 

Development Officer 

0112693753 

nuesingbranch1@gmail.co

m 

 

mailto:nuesingbranch1@gmail.com
mailto:nuesingbranch1@gmail.com
mailto:nuesingbranch1@gmail.com
mailto:nuesingbranch1@gmail.com
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• A leave report with recommendation of the 

Head of the Department that no-pay leave 

has not been availed of during the period of 

03 years (including the current year) 

immediately preceding the date of transfer 

application. 

• Letter of certification of the Head of the 

Department whether there are disciplinary 

enquiries. 

• A copy each of the disciplinary order and 

charge sheet if disciplinary orders have 

been received. 

• The letter of certification of the Head of the 

Department that there are not judicial 

proceedings pertaining to the period of 

service in the Hospital. 

• Letter of certification of the Head of the 

Department whether there are audit queries 

on financial irregularities. 

• If a special training has been received 

spending funds of the Ministry, the report of 

certification by the Head of the Department 

that the compulsory period of service 

pertaining to that training has expired or the 

officer has been released from any bond or 

service condition he had been subject to 

earlier. 

• A certified copy of the letter of first 

appointment 
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41 Absorption of PL-02 

post holders to new 

Schemes of 

Recruitment   

 

Non-Technical 

Service 

Administration 

Branch 

02 weeks Scheme of 

Recruitment 

dated 

14.08.2012. 

 

• Photocopy of the National Identity Card 

• Photocopy of the Birth Certificate 

• Letter of appointment to the current post 

• Letter of assuming duties 

• Letter of promotion 

• Letters of appointment / letters of assuming 

duties / letters of confirmation in service 

pertaining to previous posts 

• Relevant documents if efficiency bar 

examinations have been passed. 

• Documents of stoppage and deferral of 

salary increments 

• Leave history sheet of Service Category PL 

– 02 (200 A) 

• Letters pertaining to any disciplinary 

punishment 

• An affidavit in proof of any change in the 

name 

• Documents pertaining to vacation of post/ 

interdiction and re-instatement in service 

• Application for absorption with 

recommendation of the Head of the 

Department 

 

G. D. Induka Madumali, 

Director (Administration) 

III 

0112693396 

diradmin3@health.gov.lk 

mailto:diradmin3@health.gov.lk
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42 Development 

Officer’s Grade 

promotion 

 

Administration 

6 Branch 

10 days • Service 

Minute 

• Procedural 

Rules of the 

Public Service 

Commission 

 

• Application for promotion 

• Certified copy of the history sheet 

• Certified copies of efficiency bar results 

sheet 

• Certified copy of the letter of appointment 

• Certified copies of letters granting grace 

periods for efficiency bars, if any 

• Birth Certificate 

• Certified copy of the National Identity Card 

• Affidavit of name change, if any 

• Copy of the relevant disciplinary order, if 

any 

W. D. H. T. Salshani, 

Staff Assistant 

0112693339 

Dushhiru123@gmail.com 

43 Retiring officers in 

the posts of PL – 01, 

PL – 03 & MT – 01  

Director 

(Administratio) 

IV Branch 

02 weeks • Establishments 

Code 

• Minutes on 

Pensions 

• Procedural 

Rules of the 

Public Service 

Commission 

• Request of the officer 

• Copies of the letter/ letters of appointment 

• Copies of the letter / letters of confirmation 

in the post 

• Birth Certificate 

• Certified copy of the National Identity Card 

• Whether the officer has availed of no pay / 

half pay leave 

• Whether there is any disciplinary enquiry 

against the officer and its current position, if 

any 

• Particulars of dues chargeable from the 

officer to the government 

• Recommendation of the Head of the 

Department for retirement of the officer 

• Absorption and grade promotion letters 

Mr. N.A. Muditha 

Wimalasena 

Director (Administration) 

IV 

0112694048 

cbad42021@gmail.com 

mailto:cbad42021@gmail.com
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44 Preparation of 

pensions of all 

officers serving in the 

Ministry of Health 

whose personal files 

are being maintained 

in the Ministry of 

Health 

 

Pension and 

Agrahara 

Branch 

Within 07 

days 

• Minutes on 

Pensions 

• P. C. 3/2015           

(from 

amendment I 

to V) 

• P. C.  3/2016 

• P. C.  3/2016           

(amendment I) 

• P. A. C. 

03/2016 

• P. A. C. 

3/2015 

(amendment 

VIII) 

• Pension 

instruction 

letter No. 

5/2016 

• P.C.  2/2013 

• P. C.  9/2004 

• P. C.  3/2008 

P. C.  3/2008 

(amendment I) 

• 02 originals of the Birth certificate 

(obtained within last 06 months) of the 

retiree 

• 02 certified copies of the National Identity 

Card of the retiree 

• Retirement application (PD 03) 

• A certified copy of the salary slip of the 

month preceding the date of retirement 

• 02 originals of the marriage certificate 

(obtained within last 06 months) 

• Letters in proof of termination of the last 

marriage, if any 

• 02 originals of the birth certificate of the 

spouse (obtained within last 06 months) 

• 02 certified copies of the National Identity 

Card of the spouse 

• 02 original each of the birth certificates of 

the children (obtained within last 6 months) 

• A medical report if there are disabled 

children; a medical report issued by a 

government hospital in proof that the 

disability occurred prior to reaching the age 

26. 

• 02 originals of the death certificate of the 

spouse, if he/she has passed away 

• Final court decision, if divorced 

• Documents in proof of any change in the 

name of the spouse. 

• DS 04 (certificate of residence obtained 

from the Grama Niladhari) 

V.C.C. Piyasena, 

Development Officer 

0112693746 

Healthministrypension5@g

mail.com 

 

mailto:Healthministrypension5@gmail.com
mailto:Healthministrypension5@gmail.com
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• Copy of the Bank Pass Book (NSB, 

People’s, BOC) branch name of the bank 

should appear clearly in the copy 

• Passport sized colour photo of the bust  

• Affidavit of any name change (National 

Identity Card, birth certificate, letter of first 

appointment, letter of retirement, salary 

conversion letter) 

  

45 Granting approval to 

re-pay out of the 

income 

 

Book Keeping 

Branch 

04 weeks • Financial 

Regulations  

• State Account 

and Treasury 

Operations 

Circulars and 

instructions  

• General 29 form G. D. Nilmini, 

Development Officer 

0112694090 

Bankreconciliation111@g

mail.com 

46 Trasfering provisions 

allocated by annual 

estimates to hospitals 

and other affiliated 

institutions 

Accountant 

(Budget - 

Administration) 

02 days •   F.R. 135 

circular on 

Delegation of 

Authority 

• Re-application 

for provisions 

when the 

relevant 

provisions are 

insufficient. 

 

• Requests should be forwarded through the 

Accountant of the relevant institution 

mentioning the purpose for which such 

provisions are required. 

• A copy of the decision to purchase relevant 

items in addition to the above in applying 

for capital provisions 

Mrs. Priyadarshani, 

Health Management 

Assistant 

0112679112 

Health.estimate@gmail.co

m 

 

47 Payments pertaining 

to all capital and 

recurrent objects 

Accountant 

(Expenditure I) 

and Accountant 

When there 

are 

sufficient 

• Financial 

Regulations 

• General 35 form of voucher filled duly with 

recommendations and approval 

• Originals of bills 

Accountant  

(Expenditure I) 

0112694079 

mailto:Bankreconciliation111@gmail.com
mailto:Bankreconciliation111@gmail.com
mailto:Health.estimate@gmail.com
mailto:Health.estimate@gmail.com
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 (Expenditure II) 

Divisions 

imprest 

and 

provisions 

01 hour 

and related 

circulars 

• Establishments 

Code 

• Letter granting 

financial 

authority 

• Procurement 

Guidelines 

handbook 

 

• A copy of the Minutes referring the voucher 

certified true copy for approval 

• It should be confirmed with page numbers 

that purchased items have been inventoried. 

• Calling for bids 

• Report of the Technical Evaluation 

Committee and documents containing 

procurement decision 

• If relevant bills contain VAT, the VAT 

registration letter and VAT activation letter 

of the institution (the VAT activation letter 

should be valid by the date of submission of 

the voucher) 

• Letter under the letterhead of the Ministry 

informing that provisions have been 

allocated for such purchases. 

• All photocopies annexed should be certified 

true copies. 

 

J. H. Sineth Srimalka, 

Accountant 

(Expenditure II) 

0112694129 

 

L. L. S. P. Liynaarachchi, 

Staff Assistant 

. 
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Our expectation: 

While thanking you for your trust in this institution, we wish to inform you that you may cooperate with us 
by submission of your requests for our services in time in a just and fair manner, by submission of perfectly 
accurate information and having received a sufficient understanding on what could and could not be 
expected out of us. 

Our standards: 

Dates and times to 

meet the Heads of 

Department: 

Monday has been declared as the public day. Accordingly, you are permitted to 

meet the Hon. Minister of this Ministry, Health Secretary, Director General of 

Health Services, all Additional Secretaries, all Deputy Directors General and all 

other officers from 8.30 a.m. to 4.00 p.m. every Monday. 

 

Replying received 

letters: 

The data of all the received letters are entered into the computer information system 

so that the replies to the received letters can be regulated. 

Email and fax are used to avoid delays in addition to sending replies by post. 

The reply letters are sent under letterhead, where the address / telephone number / 

fax number are mentioned. Also, the name and position of the official signing the 

letter is mentioned. Apart from that, according to the instructions of the Public 

Administration Circular Letter No. 2/2022, the information about the direct 

telephone number and email address of the staff officer in charge of the subject will 

be mentioned. 

In the event that the final decision may delay or definitely delays, or when a 

problematic situation arises, we will immediately inform you of the reason. 
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Replying telephone 

calls: 

Direct telephone facility is provided to each subject staff officer. In addition, public 

telephone facilities have also been provided to the units that are mostly in contact 

with the general public outside. We make every effort to respond promptly to phone 

calls, and all staff are regularly briefed in this regard. 

Supplying services: 

If the required information and documents are submitted with your request, we will 

be obliged to provide you with the requested service within the time frame notified 

by us. 

Complaint and 
relief methodology: 
: 

 

The staff of this institution will courteously provide you with necessary help and services. 

 

Grievance Co-ordination Unit “Suwasavana” has been established under the direct supervision and direction 

of Additional Secretary (Medical Services) to receive suggestions and complaints related to all subject areas of 

the Ministry of Health. Accordingly, all your grievances, complaints and suggestions may be submitted to this 

unit by any of the following methods. 

 

  Hotline & SMS - 1907    WhatsApp - 0707 907 907    E-mail - suwasawana@health.gov.lk 

 

Requests can also be submitted to this unit through QR codes displayed in health institutions. 

 

All suggestions and complaints received by this unit will be forwarded to the concerned officials through the 

Grievance Information Management System (GIMS) followed by further action. Trained support personnel 

have been deployed to all health institutions for this task. 

  

mailto:suwasawana@health.gov.lk
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Remarks: 

We welcome suggestions from you, the general public who are the beneficiaries. Citizen Charter is a joint effort 

between you and us to improve quality of the services we provide. We are committed to constantly revising 

and improving the services offered under this charter. 

 

We request you to submit your suggestions and accusations regarding the matters included in this charter to the 

following officer of this Ministry. 

 

Senior Assistant Secretary (Information and Promotion)  

Telephone - 0112670182         Fax - 0112693866             E-mail address -  sasinformation@health.gov.lk 

 

mailto:sasinformation@health.gov.lk

