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(01) General Administration

L. (i) Statefour management functions that should be performed by a Supervisory Officer to maintain an efficient
and effective office. : (04 marks)

(i) Mention four steps that should be followed by a Supervisory Officer in making decisions. (04 marks)
(ili} Mention four matters that should be supervised by a Head of a Branch in supervising the duties of a

® Answer all Questions.

Management Assistant, in-charge of a subject. {04 marks)

“(iv) Mention four basic facts that should be included in a minute made in a file, that is to be submitted to a staff
officer. ' {04 marks)

(v) State four methods used for classification of files, : (04 marks)
(vi) How should a Disciplinary Authority act on, when an accused officer has not replied for the charge sheet?
(04 marks)

(vii) State four instances for which disciplinary action can be taken against a Public Officer without holding a
preliminary investigation. : _ (04 marks)

(viii) According to the Chapter XXXTI of the Establishments Code, name four categories of Public Officers who
are not entitled to the exercise of political rights. (04 marks)

(ix) Mention two situations when a Public Officer who is subjected to an interdiction, should not be paid any
salary. ' (04 marks)

(x) State four responsibilities entrusted to a Disciplinaty Authority about a disciplinary inquiry. (04 marks)

2. (i) Mention three steps that should be followed, in order to maintain an office system that is established in an
office, properly and continuously. (03 marks)

(i) State six advantages you can derive from establishing an office system in the office where you serve.
(03 marks)

(ili) Mention eight basic records/documents that should be essentially kept in the custody of a Management
Assistant in charge of a subject. (04 marks)

3. (i} Mention three disadvantages that can occur in a system of promotions based only on seniority in the

Public Service. (03 marks)

(ii) State six advantages that can be obtained through a performance appraisal system in order to improve the

efficiency and productivity in the Public Service. (03 marks)

(iii) “The expected objectives from the performance appraisal system will not be fulfilled, through a system of
performance appraisal targeted only on the salary increment” #

Explain this statement on the basis of the performance appraisal system that operates in the Public Service

at present. " (04 marks)

4. () Explain the interpretation given in the Establishmens Code about the “salary increment.” (03 marks)

(i) What is meant by “incremental credit”? (03 marks)

(iify What are the four circumstances in which the salary increments are disallowed? (04 marks)

3. (i) Mention six conducts, expected from a Public Officer under “General Conduct” of the Establishments

Code. (03 marks)
(i) State three instances, falling into the category of “improper conduct” of a Public Officer. (03 marks) :
(iii) Mention four offences stated in the first schedule on which a public officer can be imposed major l
punishments. : - (04 marks) ;
- ' - J
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When a certificate of service is issued to a Public Officer, mention three facts that could be embodied in
that certificate of service. (03 marks)
What are the steps that should be taken by the Appointing Authority, when a Public Officer has vacated his
post? (03 marks)

When a Public Officer has made a request to resign, from his post, state four matters that should be

- resolved beforz it is taken up for consideration. (04 marks)

State six basic matters that should be embodied in a letter of appointment of a Public Officer. (03 marks)

In what circumstances should the Appointing Authority take action to recall an officer who has been |
temporarily released for a post outside the public service, back to his substantive service/post?(03 marks)
Explain the procedure that should be followed by the Appointing Authority when refusing a request made
by a Public Officer for an extension of service beyond the age of 57 years. _ (04 marks)
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® Answer all Questions.

(02) Financial Regulations

1. (i) Mention two occasions for which a fresh cheque can be issued in lieu of a stopped cheque in terms of
FR. 393 (02 marks)
(i} In terms of FR. 396, what is the action to be taken if a cheque that remains uncashed for more than SiX
months from the date of issue or revalidation and no reply to the letters sent to the payee regarding that has
been received? {03 marks)
(iii} Mention three types of payments which are not required the approval, in terms of FR. 115. (03 marks)
(iv) Mention three types of documents/details to be submitted with the Annual Appropriation Account.

(03 marks)
(v) What is the difference between the Expenditure Account and the Surcharge Account? {02 marks)
(vi) Mention four duties that should be performed by a Stores Officer. (04 marks)
(vii) Who is authorised to certify the Annual Appropriation Account? {01 mark)
{viii) To whom the certified Appropriation Account is submitted? (0! mark)
(ix) What is the duration the Auditor General should forward a report regarding his duties and functions within
a particular financial year, according to the Constitution? - {(0f mark)

2. (i) Mention two occasions that the President can authorise to withdraw funds from the Consolidated Fund.
(02 marks)
(ii) Name five items included in losses/damages in terms of ER. 102. {05 marks)
(ii)) State five facts that should be included in an annual imprest ﬁpplication. (05 marks)
(iv) Statefour circumstances in which a Chief Accounting Officer whois a Secretary to a Ministry is authorised
to deal with losses/damages, in terms of FR. 1087 {04 marks)
(v) State four facts that prior authority should be obtained from the Deputy Secretary to the Treasury in terms
of FR. 71. {04 marks)
3. (i) State four types of document included in the Procurement documents. . {04 marks)
(ii) State four powers that can be executed by a Procurement Committee in connection with the procurement
procedure. . (04 marks)
(iii) State two main functions of a Technical Evaluation Committee appiointed for the procurement procedure.
(02 marks)
(iv) At the end of the procurement procedure, state four facts that should be declared by the Head of the
Department regarding that procurement procedure. (04 marks)
(v) Name three types of income which are not considered in estimating State Revenue. {03 marks)
{vi) Mention three functions that should be performed by an internal audit unitregarding the financial operations
of a department. {03 marks)
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Apart of a Total Cost Estimate including some information of a certain Project to be completed on 31.12.2014

are given in the following table.
(“000)

Year 2009 | 2010 2011 2012 2013
Accumulate expenditure - 720 1300 | - -
Actual expenditure 420 300 580 - _ -
Estimate 500 500 600 600 600

In preparing annual estimates of 2012, state five details to be shown in those annual estimates, in terms of
E.R. 20, using the above information. (10 marks)

The Total Cost Estimate of a certain project is Rs. 10 million. However it seems that expenses have to be
incurred exceeding the estimated amount. Therefore, what are the limits of the following officers to approve
the increase of total cost estimate, in terms of ER. 727

{a) Head of Department
(b) Secretary to the Ministry
(c) Secretary to the Treasury / Deputy Secreatry to the Treasury

(dy Cabinet of Ministers
(10 marks)

Name ten types of registers/books that should be maintained in an account section of the Kachcheri?

(05 marks)
State four ways of examining the entries of the cash book maintained by the shroff attached to the Kachcheri
in terms of FR. 540. : (02 marks)

As stipulated in FR. 570, when each type of deposits is considered as lapsed deposits, state the periods
separately within them, reasons can be produced for claiming. (03 marks)

In authorisation, state five matters an officer who is empowered to commission supplies and services is
responsible to the Accounting Officer. (05 marks)

State five facts included in “Control and Supervision of the Treasury.” (05 marks)
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| (03) Case Study -

® Study the case study given below and answer all questions set on it,

Establishment of the Dépﬁrtment for Mitigation of Damages from Earthquakes and Tsunami

As aresult of a policy decision of highest priority of the government the Department for Mitigation of Damages
from Earthquakes and Tsunami (DMDET) was established in January this year. Despite the fact that the people of
this country have still not forgotten the unbearable damage done to the life and property by the Tsunami on
26.12.2004, several incidents occured subsequently for people to be alarmed by earthquakes at various scales
within the country as well as in the ocean. In 2011, a team from the United Nations Organization comprising of
Japanese, American and British experts under an assistance programme conducted a thorough survey and
exploration for a period of one month and has revealed that the core of the earth associated with Sri Lanka is now
subject to earthquakes. It also confirmed that small scale earthquakes may occur frequently within the country
and it has not precluded any chances of occuring larger scale earthquakes. They also have identified that the
northern parts of the hill country as a highly risk area in the report. Further the report has pointed out that the
larger scale earthquakes that can occur in the south east ocean may cause Tsunami situations affecting the coastal
belt of Sti Lanka. The report while emphasising the importance of being prepared to face such situations it has
also made several recommendations as a way forward.

The newly established department was empowered with full of authority in the subject. Most of the responsibilities
related to Earthquakes and Tsunami incidents hitherto handled by the Meteorology Department and Geological
Survey and Mines Bureau were removed from them and handed over to the new department. All the work units
that handled work related to Earthquakes and Tsunami, sophisticated equipments, and trained staff etc. were also
transferred to the new department. The top level as well as the rest of the staff of those two institutions were
frustated for taking away much of their authority and hard earned resources.

The new department was assigned under the newly established Ministry of Emergency Situations. The Minister
in charge was a powerful MP represented the Galle District and he took steps to establish the head office of the
new department at Galle city as the centre for entire Southern Province which was badly affected by the Tsunami
in December 2004, with the view of providing services much effectively. Although several other Cabinet Ministers
have expressed their concerns the decision was not changed. DMDET was established as a “A™ Grade Department
and Mr. P Bhoopathi, a Class I SLAS Officer who held the position of a Senior Deputy Director of Social
Services Department was appointed as its Director General. During the time he served in the Department of
Social Services he had undergone a three month certificate course on Disaster Management in India. Mr. Bhoopathi
is a person from Kegalle and his wife is a school teacher serving in the same area and residing at the Kegalle
home with their only child that was a blessing for them after 10 years of their marriage life. Therefore, he used to
travel daily from home to Colombo office during his previous job. Although he accepted the new position
considering it as a career progression, Mr. Bhoopathi is facing enormous problems.

Mr. Bhoopathi, a person who always adamantly sticks to his own opinion, did not have much relationship with
his staff out side the official work. The 40 officers attached from the Department of Meteorology and 35 officers

attached from the Geological Survey and Mines Bureau are technical experts having special subject knowledgeJ
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and experience. With the rest of the staff received for the new department its entire cadre was 130. Among the
staff received from the two technical departments there were 4 PhD and 10 Masters holders. It was a great relief
that it received a new building with all facilities within the Galle city for the new office, required vehicles and
modern communication systems with the intervention of the Minister. As well, the District Secretary Galle too is
a close SLAS contemporary colleague of Mr. Bhoopathi.

By now, few months have elapsed since Mr. Bhoopathi resumed duties in his post. Interaction among oificers are
basically limited to official meetings and they generally communicate through files, reinaining in their rooms.
The efforts taken by Mr. A. Suhadasinghe, the Director (Administration) during the past few months to change
the situation of functioning of seperate groups by people who joined from the Department of Meteorology,
Geological Survey and Mines Bureau and the other staff have not served any purpose.

Mr. Bhoopathi was very enthusiastic in having a set of objectives and formulating a pre-prepared five year plan
for the new department. Although emphasized it at several staff meetings, it has not been done so far due to very
poor contribution of the Directors in charge of technical subject areas of Earthquakes and Tsunami. Since it is an
office functioning under his own Ministry located within his constituency, the Minister frequently visits the new
Department and has recently expressed his frustations over the issue of not preparing a future work plan. Though
setting up of 10 regional offices in sensitive areas to control emergency situations is a hope of the government, it
has been so far a dream as a result of this “‘cold war.”

Last 10* April 2012, Mr. Bhoopathi received a phone call informing that his son was seriously down with high
fever extended to fits. Therefore, with the objective of visiting his son and spending the new year holidays with
the family Mr. Bhoopathi applied one week leave from the Secretary to the Ministry and left for Kegalle.
Unexpectedly, since the condition of his son was serious, he had to be admitted to the hbspital that day itself.
While he was at the hospital bedside of his son on the 11th of April 2012, Mr. Bhoopathi received a phone call
informing that a large scale earthquake of Richter Scale 8.7 has occured in the sea bed near Sumathra [sland and
there is a high risk of Tsunami to Sri Lanka.

(This case is hypothetically created purely for academic purpose and the names, places, regions, situations and
events are fictitious)

What are the factors that persuaded the government to establish the Department for Mitigation of Damages from
Earthquakes and Tsunami? {10 marks)

Formulate a set of new objectives for the Department for Mitigation of Damages from Earthquakes and Tsunami.
{Limit the answer only to five major objectives) {10 marks)

‘What were the steps that should have been taken by Mr. Bhoopathi at the crisis situation emerged on 11.04.2012?
{10 marks)

Explain the salient features of the leadership style of Mr. Bhoopathi. ‘ (10 marks)

What are the advantages of setting up the head office of the new department at Galle and what problems have
created as a result of it? (20 marks)

(i) Analyse the management problems that the Director General of the Department for Mitigation of Damages

from Earthquakes and Tsunami has faced. (20 marks)
(il) What are the remedial measures that can be taken to rectify the unsatisfactory situations prevailing in the
Department for Mitigation of Damages from Earthquakes and Tsunami? (20 marks)




