Pension Circular: 06/2023
My No: Pen/Circular 2023
Department of Pensions
Maligawaththa
Colombo 10

95' .12.2023
Secretaries of All Ministries

Chief Secretaries of Provinces

Heads of Departments

Heads of Banks

Introducing the Remittance Management System relevant to the Widows'/ Widowers' and

Orphans' Pension of the officers, who obtain no pay leave to be spent in or out of the Island as

per Public Administration Circular 14/2022 and other revisions to the Circular

Pensions Circular 06/2022 dated 20.09.2022 and Pension Circular 06/2022 (Revision I) dated
09.06.2023 issued on 'Instructions for the recovery of contribution to Widows/ Widowers' and
Orphans' Pension from the officers, go overseas for foreign employments as per Public Administration

Circular 14/2022 dated 22.06.2022, are hereby cancelled.

02. W&OP Remittance Collection Management System has been designed enabling to remit the
contributions of the public officers, who obtain no pay leave to be spent in or out of the Island as per
Public Administration Circular 14/2022 dated 22.06.2022, Public Administration Circular 14/2022 (I)
dated 06.09.2022, Public Administration Circular 14/2022 (II) dated 15.09.2022 and Public
Administration Circular 14/2022 (11I) dated 13.07.2023, during the period of leave to the official bank

account of the Department of Pensions.

03. Accordingly, instructions to the Heads of Institutions on the application of W&OP Remittance
Collection Management System have been given under annex 01 whilst instructions are given to the

banks and officers, who obtain leave, under annex 02 and annex 03 respectively in this regard.



04. Therefore, instructions mentioned below should be implemented so as not to cause any prejudice to
the actions so far taken in accordance with the Pension Circular 06/2022 dated 20.09.2022.

4.1
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II.
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IV.

Instructions to the Heads of Institutions and officers in charge of the subject.

Heads of Institutions should take action to register the officers, who obtain leave to be spent in
or out of the Island under the provisions of Public Administration Circular 14/2022 and
revisions connected to the same, in the Department of Pensions. Instructions for the application

of W&OP Remittance Collection Management System have been given under annex 01.

Only the officers, who have re-registered as per Pension Circular 04/2017 dated 20.10.2017 or
who have obtained membership of the Widows'/ Widowers' and Orphans' Pensions as per
Pension Circular 02/2016 dated 08.02.2016, can be registered under this system.

When an officer has made a request to leave the Island, respective Heads of Institutions should
give priority to complete the registration of the officer concerned before he/she leaves the

Island.

Instructions given to the officer, who obtains no pay leave to be spent in or out of the Island

Every officer, who obtains leave to be spent in or out of the Island in terms of the section 10(0)
of the Public Administration Circular 14/2022 revised by Public Administration Circular
14/2022 (1), should nominate one bank account to make their remittances.

When applying for the approval to obtain no pay leave to be spent in or out of the Island, action
should be taken by the officer to register in the Department of Pensions submitting his/her
particulars of bank account and particulars pertaining to no pay leave to be spent in or out of

the Island.

Further, the officer should take action as prescribed by Public Administration Circular 14/2022
to make his/her remittances either monthly or at least once in every three months and in the
meantime to credit contributions to the account no. 204100119026661 maintained at the
Headquarters Branch of the People's Bank in the name of Director General of Pensions
monthly/ quarterly by a standing order.

The officer has the facility to collect particulars of the money remitted monthly/ quarterly to the
Department of Pensions and the relevant bank account through the website of the Department

of Pensions and instructions in this regard are given under annex 03.



V.  Further, form of the standing order , which is printed by this information system, should be
submitted without any delay to the branch of the bank, through which it is expected to

implement such standing order.

4.3 Instructions to the banks

[.  Itis requested to give priority to the officer obtaining no pay leave to be spent in or out of the
Island, when he/she makes a request pertaining to an account already maintained in the bank

or to open a new account.

II.  When the standing order is submitted to you for the remittance of money to the account no.
204100119026661 of the Director General of Pensions through the bank account nominated by
the officer for the purpose, it is required to verify that either the Pay Reference or the National
Identity Card Number is included in the standing order. When crediting the remittance to the
official bank account of the Director General of Pensions, it is compulsory to send the Pay

Reference or National Identity Card Number including it to the relevant data form.

IIl.  When a request for the standing order is made, action should be taken to make the relevant
deductions and send them to the account of the Director General of Pensions until the period of

the standing order expires or until a notice is given by the respective officer.

05. If an active account is already available for your officers in charge of the subject to enter the
Pensions Management System, it is possible to enter this system using the User Names and Passwords
already in application. In case where such an active account is not available, new account should be

made following the instructions manual relevant to Pension Circular 03/2015.

06. All the officers obtaining no pay leave to be spent in or out of the Island as per Public
Administration Circular 14/2022, 14/2022 (1), 14/2022 (II) and 14/2022 (11I) should strictly use the
standing order for the purpose of making their remittances to the official bank account of the

Department of Pensions.

07. Further, when approval is granted for leave as per Public Administration Circular 14/2022,
14/2022 (1), 14/2022 (I1) and 14/2022 (III), the recommendation of the Head of Institution should be
submitted to the Secretary to the Ministry by the form of 'Source Document' , which is printed by the

W&OP Remittance Collection Management System.



v

08. When the Head of the Institution makes recommendation for applications for leave, the officers in

- charge of the subject should see to upload 'Source Document' in the system and further the officers

obtaining leave should see to send the standing order to the relevant bank.

09. The officers, who have obtained no pay leave to be spent in or out of the Island, can terminate the
leave obtained subject to a maximum of five years (05), extend the period of leave or apply for new
period of leave and further facilities have been made by this system for officers to collect a report on
their monthly remittances and reports on the receipts of remittances by public institutions and reports

on leave.

10. It is not required to enter again the applications already entered properly by the officers, who have
registered as per the instructions given before, and further no change will be made to the particulars of

the officers or data connected to the remittances due to the implementation of this system.

11. Your collaboration is hereby expected to recover, properly and accurately, the contributions to
Widows'/Widowers' and Orphans' Pensions of the officers, who obtain no pay leave to be spent in or

out of the Island, adhering to the above mentioned provisions.

Sed:
A. Jagath D. Dias

Director General of Pensions

Copies :
1. Secretary to the President . o B o
2. Secretary to Prime Minister - E.LP.
3. Secretary, Ministry of Finance - E.L.E.
4. Secretary, Ministry of Public Administration, Home Affairs,

Provincial Councils and Local Government - F.IP.
5. Auditor General - F.I.P.



Annexure 01

Instructions for an institution to J
G gom B@®

W&OP Remittance Collection register a public officer obtaining £330
System leave 3ri Lanka Pensions

This system is applied for the recovery of contributions to Widows’ and Orphans’
Pension Fund for the period on no pay leave to be spent in or out of Island as per Public

Administration Circular No 14/2022.

It is required to have a new W&OP number issued to the officer through online system or
an old widows’ pension number entered in the online system by way of re-registration in

order to enter information using this system.

In case where such number is not available, it is possible to enter data in the system on

completion of the above requirement.

Access to the system
1 Entering the system

If you have already an active account to enter the pension management system as an officer in
charge of the subject, you can enter using the user name and password for the purpose. If you don’t
have an account as an officer in charge of the subject, you are required to prepare a new account
referring the guidelines manual relevant to Pension Circular No. 03/2015.

(1 Enter the website of the Department of Pensions through www.pensions.gov.lk. Then click
on PENSION MANAGEMENT SYSTEM in the web page of the Department.

= a
.

EE Reading list

@@ B0 ccobacdain® ) @ Mon-Fri 8:00 am to 4:15 pm
PUIaLSug e sso1d ®amd ‘
Department of Pensions

WCovs Boogads A A4 Q

Home| AboutUs v Resources v Circulars Media v FAQ ContactUs v RTI

Next Pension Date; 10th of February 2022



http://www.pensions.gov.lk/

() Click on the third tile in the interface, which appears now.

Department of Pension =
© B8 ceeme@and AT PMS
Feanien Manegement System

QUISLBIIG FensmSHnenib

’ PD-03 4 * Gratuity | F P 7 Surcharge l

PD-05 7 / Refund System Revision - PDE
PSPPI : 4 % Service Gratuity

Fixed Allowance

*W&OP Payment
/ W&OP Refund | WOP Remittance
’4 Railway Warrant ® /. * Non De - Centralized Special Compensation
'/ Bank Account Transfer | Pension (PD -03) Interim Allowance - 5000
. e - A e ———

Click on the login button after entering User name and Password.

@ PMS V2 Sn Lanka
C @ sathkara.pensions.gov.ik

It Apps B Gmaoil @ Welcome to the Au..

Department of Pensions

1 you don't have an account 7

Regiter Now ¢

(IV)  When entering the account this way, you will be given a secret code to the telephone
number you have given and now click on the Confirm button entering the secret code.

@8 PMS5 V2 St Lanks
« =5 C ® sathkara,pensions.gov.ik

1§ Apps & Gmal @ Weicome to the Au... Reading list

User Verification

Enter Verification Code before OTP Code expires. Time left: 171 5

a 12:54 PM
A T ) “" Wednesday |
1/13/2022




(Vi)

Then select correctly the relevant institution on the given interface.

<

List of
Organizations

1l fen

Redirect to Login 7

Login!
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Now the officer, who enters relevant data, will receive an interface in the following manner.

1]
x

W & OP Remittance Collection - Dashboard

E Appeied.. % LEgye Ended E Retumed Applicationts E aved Zpplicatiants)
Application(s) Applicationts,
287 5,235

E r:rfj‘-‘ ) a sspended applhication
Application(s)
2

6 tiles in the above manner will appear on the Dashboard in the said interface. When entering the
Dashboard under W&OP Remittance Collection, an interface in the above manner will appear. The
tiles shown are as follows.

Approved Applications - Applications which have been submitted by the office and approved
by the Department of Pensions.

Leave Ended Applications - Applications for which the approved leave period has been
completed.

Returned Applications - Applications, which have been made to the office and then returned

by the Department of Pensions pointing out their defects.

Saved Applications - Applications, of which the copies have so far not been uploaded

(Which are to be uploaded) even after entering application by the

office.

Submitted Applications - Applications, which have been sent to the Department of Pensions

for approval by the officer in charge of the subject.



Suspended Applications - Applications, which have been entered by the officer in charge of
the subject but made inactive without giving opportunity to make

changes.

Once you enter the above mentioned application windows, interfaces in the following manner will appear

1. Approved Application Tile View

W & OP Remittance Collection - Approved Application(s) =

MICNo: Z Mumbe

Raference Mo Teder

L3 REF. NO & NAME

1 0374 AAr Balakrishinan Rarjith

OPTIONS
| @ ]
| @ ]
=
4 8242 mbure Gedars Anuisha Saranga Sular (@ |
= (o]
& ga Witharanage | & |
5182 Witharalage Sachethana Sryabhastn 6650479 regular =
180 BIE5005ETV F/D04452 regular ﬂ
o175 TN 234500 a2/912882 regulEr B
0 @137 76651 TREOV lar n
K : 5 S0 Mest
Department of P Lanka
Leave Ended Application Tile View
= Curront Pension Paint: o o
Hi ik 1 i
W & OP Remittance Collection - Leave Ended Application(s} [+
NIC No: N
Reference No: Reference Mumbe
Q search
# REF. NO = WHNOP TYPE OPTIONS
34T nd B
2 2470 il [ @ |
s end (@ |
1 434 A B3
5 940 end | @ |
[ EEL 2ncl [ @ |
7 2330 2 £2
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3. Returned Application Tile View

= Current Pension Polnt: pms O aihane
Hi boad i
W & OP Remittance Collection - Returned Application(s) &
NIC No - NI hlusmibre

Refarence MNe : #afaronce humb

Q Search
# REF.NO @ NAME NIC WHNOP TYPE OFTIONS
9181 a5 Hersth Mudiyanselage Chanchals Kaushalys SAEZO0IOTY 6033311 regilar [ @ |
2 ga7a nhanika Ransimala regular =3
3 BOOE 7 clage Subodha Harshanes T regular [ @ |
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6 —— (@ |
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4. Saved Application Tile View
= Current Pencion Polm a
H board i
W & OP Remittance Callection - Saved Application{s) f=d
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Department of Pensions, Sol Lanka. 411 fig

Information, which has so far not been uploaded even after entering by the institution, are appearing
in this window.

1 — It is possible to refer the information .
2 — Relevant documents can be uploaded.

3 — The application containing the information included in the system (Source Document) can be
printed again.
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Submitted Application Tile View

= Current Pension Feint: o O Acnars

W & OPF Remittance Collection - Submitted Applicationi(s) =~

HIC Na ;.

Fafersnes Mo : Redurmnce Mumbe
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6. Suspended Application Tile View
= Current Pension Point:
Fome / Dashboard pplication List

W & OP Remittance Collection - Suspended application =

NICNo: NIC humbe

Reference No: Reference Numbe

Q search

L4 REF.NO = NAME NIC WNoP TYPE OPTIONS

1 a731 Mr Uguwarage Don Aiindra Jayslal Ranaweera 197323701940 7321041 regukar a
2 9730 Mrs Delpa Godags Chirtthika Madhus 256370038Y Fr0g342 regular a

2 Inclusion of a new application.

(I) When you click on New Application, following interface will appear.

© Important Notice

SllGapEnmeLI

= Dpfisenmud




N.B.: In terms of the Circular No 14/2022, only a member of Widows’ and Orphans’ Pensions
Scheme can get the registration for paying contributions to W&OP fund.

In terms of the section 21 of the Ordinance No 01 of 1898, which is relevant to the W&OP, a
person is required to obtain membership of W&OP Scheme within 03 months from the date of
appointment.

If a person has not obtained the membership so far, he/she should obtain the membership of W&OP
scheme as per Pensions Circular No. 2/2015 before registering in this system.

Further, if a person has obtained membership before 01.01.2016, action should be taken to register
such person again as per Pensions Circular No. 4/2017.

Once the notification shown in this way is removed, you will see an interface in the following
manner.

W & OP Remittance Collection - New Application
Formats: 1111117110V X er 111111110

NICNo:

W&OPNo:

|'.'
|2

t £ 20212023 Department of Pensions, Sri Lanka,

Commence your search indicating the NIC number of the relevant officer in the cage specified as
NIC NO in the said interface or indicating the number of W&OP in the cage specified as W&OP
no.

Then the information of the officer will appear and it is possible to have the access to relevant
information clicking on ‘View’’.

& Data Entry Officer

& HO Accountarit

Aor 144114119154

@

¥ NAME NIC W& OPNO W & OP MEMBERSHIP STATUS OPTION

Ms. Mohammadhu Farook Maheesha Nizrin Faraok 916034296V 5000013 Approved m

NICNo:

W& OP No:

Department of Pensions, Sl Lanka. &' 7o



(I) ~ When you click on the View as mentioned above, following interface will appear and then
include correctly the particulars of the officer in the space under Personal Info. When the
filling is completed, click on the ‘Next’ button.

(I1I)

W & OP Remittance Collection - New Application
NOTE : * Please fill & correct required fields before continue the process. invalid fiekds are highfighted in RED coler.

° Personal Info o Service It o Bat f o N&OP Con o o Dy

PERSONAL INFORMATION

Name in Full Ms : Hetti Arachchige Gayathn Samudum: Hetti Arachchy
NIC B56912221Y

Gender Female ]

Address 44/01/C, Kurunduwaththa, Purana Meengama
Contact No(Mohile) |

W&OP Number 1430763

Date of Birth

E-mail Addrass |

Then you will see the following interface and indicate correctly the particulars of the
officer under ‘Service Info’. Once the particulars are included correctly, click on the
‘Next’ button. If it is needed to visit the previous page, particulars can be revised
clicking on the ‘Back’.

WHOF Remittance Collection - New Application

o Perzomzl Info e Service Info o Bank infc o WECE Cont Info o Done

SERVICE INFORMATION

Officer Belongs To I &
Service I =
Designaticn l :

Institute pms

SALARY INFORMATION
Satary Gircular

Salary Code

Grade

Monthly Salary Amount

Copyright © 2021-2022 Department of Peqsions, S1i Lanka. 4 righls sessns Version : 22,1 -



(IV) Indicate correctly the particulars under ‘Bank Info’. Once the particulars are included
correctly, click on the ‘Next’ button.

= Current Pension Point: |

Home / Mew Application
WHNOP Remittance Collection - New Application
a Personal Info a Service Info o Bank Info o NEOP Cont. Into e Cione
BANK INFORMATION
Bank E
Branch =

Account Type

Account Holder's Name

— o e e e—
"

Account No

Copyright © 2021 2022 Department of Pansions, Sri Lanka. /|

Important: A personal foreign currency bank account, Rupees Bank Account of the
officer obtaining leave as per Public Administration Circular No 14/2022 (1),
or a third party account, to which it is expected to send money can be
included in the information system. However it is required to enter
particulars correctly.

(V)  Indicate relevant particulars under ‘W&OP Cont. Info’ . Then click on ‘Calculate’. Now the
amount of the monthly contribution will automatically be calculated. Then click on ‘Next’
button.

= Current Pension Point: 1 (= 7%

W & OP Remittance Collection - New Application

NOTE:" asw fill act required fie befure cont 2 the process, Invalid fialds are b od i RED
@ rersonal infe @ serice info & eaniinio @ weor cont info [ 5 e
CALCULATION OF W&OP CONTRIBUTION
Leave Type I =
Paymant Type I
Starting Date I i [=]
Ending Date I iy o
Transaction Day of a Menth I »
Monthly Cont. Percentage(ith I =
Deotails of the period of Leave Yeaars Months Days
Pericd.of Leave o
Manthly Cont. Amaunt I

it © 20012027 Department of Pensions, Sei Lanka. 4|



(V)  Now you will see the following interface and if you have included particulars correctly,

click on ‘Submit’ button. Otherwise, you can revise the particulars already included
clicking on ‘Back’ button.

me 7 |
W & OP Remittance Callection - New Application
NOTE: ease fill & correct required fiskds before continue the proo ol fiekds are highlighted n RED color

@ reroralinfo @ serviceinfo & sonkints & waor cont Info O core

Important Notice

blic Administrative

Department of Pensions, Sl Lanka. 411 i

Then the ‘Source Document’ will appear in the following manner and it should be printed. The
printed copy of this source document should be confirmed by the Head of the Institution.

...... " R———
Print 2 sheets of paper
, Diepartment of Personts
i =] i £ el
e s faat
( pea o T
wa PAE 1drroa: [Destination w5 KONICA MINDETA C36 - =
| T — Peges Al .
i —— i |
Refarence: 3 Lirssarm ———
. Layout Prrirait \
Personal Information 2 B _
Mame
NIC S - Color Black and white -
Date Of Birth s
WELOP Mumber
e * More settings v
Salary Chrcular ul
Salary Code
Grade
m s
Monithly Salary "
-

Bank Account Information
Bank Name

Branch Name

Arcount Type



Standing order issued to the bank is also available here.

[ e ] i Spag
( O B s P
Pa
Ewndbots ottt Layout ‘ortrast .
Reference: 40 STLTEE e >
Personal Information — . I
ame :
Date Of Birth Paper size A4
W&OP Number
Email Address Pages per sheet 1 =t
Service Information |
- Margins Default v
Officer Belongs To e —
Servic
- Default
Institute
a ul pt k f
M1 Rackaround asaohics

Bank Account Information
Bank Name P ank

Branch Name

Account Type Savings Account

Important -

1. Inform the officer obtaining leave that the submission of the form of Standing
Order issued by the Department of Pensions to the bank or inclusion of NIC
number or Pay reference in the space for the Pay Reference in the Standing
Order issued by the bank for this purpose is compulsory.

2. Itis hereby emphasized that ,as mentioned in the 1 above, only the remittances
made through the Standing Order will be treated as the remittances for the
contributions to Widows' and Orphans' Pensions Fund through this system.
Inform the officer in this regard.

(VII) Then the following interface will appear and if you need to get a printed copy of the
source document, click on the Re-Print Source Document.

Important Notice

Crr——— T




(VIII) Then enter the ‘Dashboard’ and click on ‘Saved Applications’.

1}
@
x

W & OP Remittance Collection - Dashboard

o
fome / Dashbosr
a Approved A eave Ended I Returned Anplicationds:
E AppRcation(s) E Application(s E : ol i =
2,400 8 i

2

(IX)  Then the particulars included will appear in the following manner.

W & OP Remittance Collection - Saved Application(s)

NIC No IC Mumber

Reforence No :

® REF.NO * NIC WNOP TYPE OPTIQ
9752 1991 75001025 7311315 egular -@B
2 199175001025 7311315 egular lel2]8]
3 9750 240410340V 14/07396/6042015  regular lej2]a]
9748 840410340V M/S73I96/6042015 eqular n B E,
9748 856012221V 7430763 =0 o2 ]8]
9747 Ms Hetti Arachchige Gavathn Samuduni Hett B56912221V 743076, regular u B B
Arachchn
9745 Mrs Munathanthrige Kaveesha Lalandi Karunarathna 7169736 new n B B
9744 15 Munatharthnge Kaveesha Laland| Karunaratnnz 7169736 raqular o l2]8]
@ a729 Mrs Thushanthy Prathesbar 78851 1870V aular rmarFarQm

(X)  The documents can be uploaded to the system by way of clicking on ‘Upload’ button. Those
documents can be included clicking on ‘Upload’ button after selecting them by clicking on
‘Choose’ button. Relevant document has already been included and a small ‘\’ mark is
indicated against it. If such mark is available, you can check by clicking on ‘View’ button.

WA OF Remittance Collection - Upload Documents Ratarmnce - 57050

Once all the documents are included correctly, the application should be sent to the Department of
Pensions using click button.



(XI) A copy of the Source Document, which is obtained on completion of the application
correctly and certified by the Head of Institution, should be attached to the personal file
of the officer.

3 Revision of leave (Leave Modifications)

Under this process, your leave can be revised in the following three ways.

e End Leave — Suspending the existing leave
e [ eave Extension — Extending the existing leave
e New Leave — Including new leave

Accordingly, following interface will appear when you click on ‘Leave Modifications’. In order to find the
relevant application shown on the said interface, it is required to include the Reference Number of the
application or NIC Number or W&OP number of the officer and then click on ‘Search’ icon.

W & OP Remittance Collection - Leave Madification =

A Fease e awarn that only approved WHOS remittance applications alow for leave information modifisstion. (£ an existing application isns spprowed, cempiess the appiicaion

& Data Entry Officer

23 Department of Pensions, Srl Lanka

Then you can see the particulars of application on the screen. The interface will be as follows.

(&}

W & OP Remittance Collection - Leave Modification

APPLICATION INFORMATION

Personal Information
» Reference:
» NIC:
» Full Name:
» W&OP No:
» ContactNo:

> Email :

Then click on the relevant button to revise the leave relevant to the application (End Leave, Leave
Extension, New Leave).



R/

¢ Leave Extension
It is possible to extend a period of leave already obtained.

Further, it gives facility to change the type of leave. (Leave type — foreign or local)

W & OP Remittance Collection - Leave Extension

@ weop cont.info 2 ]

CALCULATION OF W&OP CONTRIBUTION

Leave History

Leave Type Payment Type Start Date End Date Duration Tranzaction Day Monthly Contr. Percentage

Lecal Monthly Years | miceths: 10, days: 4 25 Ri 183540 5%

Leave Type Local

Payment Type I *
Starting Date
New Ending Date o

Transaction Day of a Manth

Manthly Cont, Percentage(%) &

Manthly Cont. Amount I

* Remaining Leave Duration : Years: 3 Mtanths:
Details of the peried of Leave Years Months Days

syl lght O 2021-2023 Department of Pensions, 56 Lanka.

It is possible to get the leave extended by taking further steps clicking on ‘Next’ button.

% Terminating leave - End Leave

It is possible to end a period of existing leave.

W & OP Remittance Collection - End Leave

& waor cont Info (2] el D ¢ o
CALCULATION OF W&OP CONTRIBUTION

Laava Typa Foesige

Faymant Typa

Starting Date 2022-10-11
Ending Date F02A-10-11
— Actual Ending Date | T el /vy (=]
Transaction Day of a Month 30
Manthly Cont. Parcentage!¥) ¢

Dotails of the period of Leaws Yemiarn Monaths Days

woricd of Leave

Manthly Cont. Amatint 1, 580

21 Dapartmant of Pandons, S Lanka 00



When you click on ‘Next’ button after including relevant particulars the interface for uploading
relevant documents will appear in the following manner.

W & OP Remittance Collection - End Leave

0 W&OP Cont. Infc Q Upload Documents e Done

ADDITIONAL DOCUMENTS

Leave End Document Choose File | No file chosen

When you click on ‘Next’ button after uploading documents relevant to terminate the period of
leave, relevant information can be included in the system.

R/

¢ Inclusion of new period of leave - New Leave

The officers, who have completed the leave obtained previously, have been given facilities here to
apply again for a fresh period of leave. Only the applicants, who have not obtained leave previously
under P. A. Circular No. 14/2022, can apply for leave through ‘New Application’ in the
‘Navigation Bar’.

When new application is included, the Personal Info system provides personal information. You
can change Service Information and Bank Information.

The particulars of the leave obtained previously are available when including particulars of W&OP
contributions (W&OP Cont.info).

Now move forward entering particulars on the new period of leave.

W E OF Remittance Collection - Mew Leave

& Fersonal inf & sirvice Info & Fork inta @ WaoP Cont, Infn o

CALCULATION OF WEOP CONTRIBUTION

Leave History

Leave Type  Payment Type  Start Date  End Date Actusl Erel Date  Duration Manthly Contr  Percentage

Manthiy 2023-10-01  I028-09-30 | 2023-11-22 vears 4 months: 11, deys 30 as Fs: 206340

Leave Type
Payment Type

Starting Date

Enciing Date

Transaction Gay of a Manth
Manthly Cont, Percantage (i)

Manihily Cont. Amount

a

= Ramaining Loaus Duration : wears t4 wonihe: 10 D 0

Details of the period of Lesve
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Relevant particulars can be included in the system clicking on ‘Next’ button after entering
particulars of new period of leave.

4 Obtaining reports

The reports, which can be obtained by the officers in charge of the subject, are shown here. Relevant reports
can be obtained clicking on ‘Download Report’ button after inclusion of relevant information.

W & OP Remittance Collection - Reports

Contribution History (Personal) Leave History (Personal] Leave History Report
Flaase Enter the 2alow Infarmation Please Enter the Galow Infarmation B

NIC NIC

W & 0P NO W & 0P NO Active Leave Report

B Dovmioad Report

T

Wt © 2021-2023 Department of Pensions, Sri Lanka.

Contribution History (Personal) - You can obtain a report of the remittances to W&OP fund, which
were recovered from the officer in obtaining leave, by way of including NIC number or W&OP
number entered by your institution.

Leave History (Personal) - You can obtain a report of the leave obtained by the officer under
P.A.Circular No 14/2022 by way of including the NIC number or W&OP number, which has been
included by your institution.

Leave History Report - You can obtain a report of the applications included in the system by your
institution for applying for leave.

Active Leave Report - You can obtain a report of leave applied through your institute, which is still
active but not yet terminated.



Instructions to the officers obtaining leave under Public

Administration Circular No 14/2022

Annexure 03

& @ot» B@®
Qavmians guiay
Sri Lanka Pensions

The officer obtaining leave under P.A. Circular No 14/2022 and other Circulars issued revising
the same can obtain from the website of the Department of Pensions the money paid by the
relevant officer to the Department of Pensions monthly and the particulars of the relevant

account.

() Enter the website of the Department through www.pensions.gov.lk . Then click on

'‘Public Services'.

WGon Bsoadih A A a4 Q

o8 B 5O @En Bep® B0 ds 586 Bend mbeniBoe sargiie Badnos B85 obeniBoe | WEOPRE-REGISTRAION

SE2mbed 8o enlEl olgy odw egsl ody 2 9 gwe eod gum.
eCemiBo eedd 8¢ odp eided Bafocded ogd D@ Bilo ufe § Swed npBEedgd Bcbs
w@am g [ed B me 5 A0 w0 O3 wEnss.

Public Services

Click Here

8@® hgd cgunicd®sind
UISLTHIIS Hen6t0TESH6TLD
Department of Pensions

Sapbm aels e
PUILBIWSTIT QUS! CaFem e SH6T
Pensioner Public Senvices

Sign In to your account

&0 @ / NIC no.



http://www.pensions.gov.lk/

() Then the following interface will appear and click on the 'W&OP Remittance
Collection' at the left hand corner of the interface.

& Sign Out
B =
( \ 4
&£=q

ke nImedn / aiSEm HEdnsT/

wé@end e@uslsl i D ezt

QuEddmba Sseaiurar Fmaemus SsTRAsBEsaih

Please select the required Service from the menu

021 Department of Pensione, 5ri Lanka v -

(IV) The officer can see his/her particulars under 'Registered Data' in the following manner.

G Sign Out

Leave Infarmatics WAOP Contribution nistory

Personal Information

NIC 342022032V
Name Sinaththural Vasuthevan
Inseirute zonal educarion effice mullaitivu
Designarion Sechool Office Assistant
Service Office Employees Service(QES)
W&OP number 7212314
=
2021 Department of Pensions, S Lanka. & " Varsion ©

A printed copy containing the particulars can be obtained clicking on the icon of the printer
shown in the interface.

(V) Then the interface containing the particulars of leave obtained by the officer will appear
under 'Leave Information'.

= Pensioh Depariment ( Sizn O

Fravious Leave :

Leave Type Leave start date Leave end date Duration

2023-10-01 2025-10-02 732

Current Leave

Leave Type Leave start dote Leave end date Duration

2023-10-01 20E7-M-01 188
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(Vi) Then the officer can obtain particulars of payments made so far by him/her under
"W&OP Contribution History'.

B Sign Ow

I'I Public S

@ Dashhoard

tered data Leave Infarmatior WEOP Contribution history

Date Bank Branch Amount

2023-09-27 00;00:00 National Savings Bank Morawalka 10052

1-2021 Department of Pensions, S Lanka, 4

Important -

1. Action should be taken by you to submit the Standing Order issued by the
Department of Pensions to the bank. Otherwise, you should compulsorily
be satisfied that the number of your N I C or 'Pay Reference' has been
included in the space, which has been made for Pay Reference in the
Standing Order issued by the bank for this purpose.

2. It is hereby emphasized that ,as mentioned in the 1 above, only the
remittances made through the Standing Order will be treated as the
remittances for the contributions to Widows' and Orphans' Pensions Fund
through this system.



Annexure 02

Instructions to the bank a

8 - 5@m®
Qesiens guiay
Sri Lanka Pensions

Important :-

1) Relevant officer should take action to submit to you the specimen of the
standing order, which is issued by the Department of Pensions and brought
to the bank by an officer obtaining leave as per Public Administration
Circular No. 14/2022 and other Circulars issued revising the same.
Accordingly, action should be taken as per the standing order submitted in
the above manner or the number of the National Identity Card of the officer
or the Pay Reference in the specimen of the Standing Order issued by the
Department of Pensions should strictly be included in the part, where the
space has been made to include Pay Reference in the specimen of the
Standing Order of your bank .

2) It is hereby emphasized that ,as mentioned in the 1 above, only the
remittances made through the Standing Order will be treated as the
remittances for the contributions to Widows' and Orphans' Pensions Fund
through this system.



