Pension Circular No: 06/2022

My No: Pen/ Circular /2022,
Department of Pensions,
Maligawatta.

Colombo 10.

20.09.2022

Secretaries to all Ministries,
Provincial Chief Secretaries,
Heads of Departments

General Managers of Banks.

Instructions for the recovery of the contribution to Widows’/Widowers’ and Orphans’
Pension from the officers go overseas as per the Public Administration Circular No.
14/2022

It is mandatory for the officers to contribute to the Widows’/Widowers’ and Orphans’
Pension for the period of overseas leave who go abroad as per the Public Administration
Circulars No. 14/2022 and 14/2022(I). Instructions are given in this regard as follows,

02. Instructions for Heads of the Departments and Subject related officers

Registration of the officers who go abroad

IL

II1.

IV.

Steps should be taken by Head of the Department to register the officers who wish to
go abroad under the provisions of the above mentioned circular with Department of
Pensions. The guideline for using the Information Technology System established in
this regard is attached in annex 01.

This system can be accessed by Pension Subject Officers by using their existing user
accounts.

Officers who have membership in Widows’/Widowers’ and Orphans’ Pension scheme
as per pension circular No. 02/2016 or who have re-registered in the
Widows’/Widowers’ and Orphans’ Pension scheme as per pension circular No.
04/2017 can be registered through this system.

Actions should be taken by the Heads of Departments to complete entire registrations
on priority basis before an officer will leave the country, if an officer sets forward a
request to go abroad.

03. Instruction for expatriate officer:

L.

Each officer who goes abroad as per the amended section 10(Q) of Public
Administration Circulars No. 14/2022 (I) should name/give a bank account under
his/her name to remit foreign currency.



II.

111

Bank account details and foreign travel details should be submitted to the place of
work and registered with the Department of Pensions when getting approval for
foreign travel.

Action should be taken by officer to remit in foreign currency to transfer the
contribution to the Widows’ /Widowers® and Orphans’ Pension fund on monthly or at
least quarterly basis by a standing order to the account No. 204100119026661, head
office branch, Peoples’ Bank to the name of Director General of Pensions as per the
Public Administration Circular No.14/2022.

Details of the paid contribution on monthly / quarterly basis to the Department of
Pensions and the account can be obtained from the website of Department of
Pensions, and instructions in this regard are given in the annex 2.

04. Instructions for Banks:

You are requested to give preference in opening a new account or accessing an
existing account for officials who are willing to spend out of Sri Lanka.

A request for initiation of a standing order for remittance of money to Director
General of Pensions’ account No. 204100119026661 through the account of the said
officer shall be made directly through the Information Technology system of the
Department of Pensions.

After issuing the standing order, steps should be taken to withdraw the respective
amount and credit it to the account of the Director General of Pensions till the validity
of the standing order or until the account holder so informs.

05. The officers who have applied no pay leave within the country as per the section 5(A) of
Public Administration Circular No.14/2022(T) should follow the above procedure to register
in the mentioned Information Technology System of the Department of Pensions to pay their
contributions to Widows’/Widowers’ and Orphans’ Pension fund.

Sgd. / A.Jagath D.Dias
Director General of Pensions

Copies:

1. Secretary to the President - F.LP
2. Secretary to the Prime Minister - do
3. Secretary , Ministry of Finance - do

4, Secretary , Ministry of Public Administration, Home Affairs,

Provincial Council and Local government - do

5. Auditor General - “do



Annex -01

Management System for collection of | Appropriate instructions to Institutions for
Remittance to Widow/Widower and Orphans’ | registration of officers go abroad

fund 8 eow B@®
Qasiens guiay
Sri Lanka Pensions

This System is used to pay contributions to Widows’/Widowers’ and Orphans’ funds for the period stay
abroad for employment as per the Public Administration Circular No. 14/2022.

New Widows’/Widowers’ and Orphans’ registration number of the respective officer (obtained
through online registration) to enter the data by using this System. In case of old Widows’/Widowers’
and Orphans’ registration number, it should be re-registered in the Pension Management System.

Otherwise, it is allowed to enter the data in the System only after fulfilling the above.

1. Enter into the System
If you already have an active user account to log into the Pension Management System, as a subject
officer, you can log into the system using the same username and password. If you do not have user
account you should create user account following the instruction manual of Pension Circular
03/2015.

(1)  Type www.pensions.gov.lk in the address bar and log into the website of the
Department of Pensions and click on the PENSION MANAGEMENT SYSTEM.
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http://www.pensions.gov.lk/

(1) Click on the third file in the interface.

D PageTiti
ov.lk

@ Welcome to the Au. 2 Reading list

Department of Pension =
) Bl cpedimeSang ANAT PMS
,

QUIELBHILIG NN HHEND

& vp.os [ ratuity ‘ ’
; PD - 05 "7 / Refund System y
g PSPF o & 4 Forces & Police

*W&OP Pavment
W&OP Refund Fixed Allowance

"/ Railway Warrant ® /. * Non De - Centralized |
y |

Bank Account Transfer Pengion (PD-03)

EOoEREmMEBCS 3R

(I1)  Enter the username and password and click on the “login” button.
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(IV)  While accessing the system, you will receive a secret code to the phone number
given by you while creating the account. Type that code click on "Confirm". Select

the respective institution correctly in the interface appear after that.

i Apps & Gmail @ Welco AL [ Reading list

User Verification

A vou véll racaive 3 taxt message with your verification code
Enter Verification Code before OTP Code expires. Time left: 171 seconds.
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List of
Organizations




(V)  The officer who entered the data can view the following interface. Three tiles in the

Dashboard under the W&OP Remittance Collection are appeared.

WHOCP Remittance Callection - Dashbeard

ﬁ Submitted Apphcations ﬁ Rinjectad Applcation by ACC ﬁ Recsried Appbestion
8 1 [

2021-2022 Department of Pensions, Sri Lanka

Submitted Application — Application are entered by subject officer
Rejected Application by ACC- Applications are rejected by Dept. of pensions.

Received Application — Application are entered by subject officer and attached with

Source document



2. Enter New Applications
l. After click on “New Application” following interface is appeared. Enter the
National Identity Card number in the cage mentioned as NIC No. or enter the
Widows’/Widowers’ and Orphans’ pension number in the cage mentioned as
Widows’/Widowers’ and Orphans’ No. and Search. Then the details of the

respective officer will be displayed. Click on “View” to access the relevant
Note: Only a member of Widows’/Widowers’ and Orphans’ pension scheme can register to

contribute Widows’/Widowers’ and Orphans’ Pension fund as per the Public
Administration Circular 14/2022.

WNOP Remittance Collection - Search Application

& Data Entry Officer

@ Dashboard
NIC No:

W&OP No :

Name NIC Wnop Status Option

Department of Pensions, Sef Lanka

Membership shall be obtained in the Widows’/Widowers’ and Orphans’ pension scheme
within 03 months of joining service as per the section 21 of No.01 of the Act of Widow

and Orphans’ pension of 1898.

If you are not already a member, you may become a member as per Pension Circular

2/2015 before register in this system.

Further, who have obtained membership before 01.01.2016; they can re-register as per
Pension Circular 4/2017.



While click on “View” in the above, following interface is appeared and fill the
respective details of officer correctly under the “Personal Info.” After duly filled

correctly, click on “Next” button.

Here, the active email address of the officer should be entered without error.
(One time password (OTP) will be sent to this email to obtain details of the

officer in this system).

WHNOP Remittance Collection - New Application

o Personal Info o Service Infi e Eank Info o E0F Cont. Infa o Done

PERSOMAL INFORMATION

Mame in Full 4 ArLNG - Hettige

Address I Addvess

Contact NoiMobile) il MHumke

WEOP Number

Date of Birth 1956-06-12 a

E-mail Aldress I E-mmiaal Addres



1. Details of the officer should be filled carefully under “Service Info” in the
interface appear above. After enter the details without error, click on “Next”
button. If you want to go back to the first page, you can click on the "Back™
button and edit the details.

WHMOP Remittance Collaction - New Application

@ rersonilinfo © service nio © o @ viaor cont. int O

SERVICE INFORMATION

Offices Belongs T
Service

Designation

p ———

Tnstitute

SALARY INFORMATION

Salary Circular

Salary Code

Grade

Monthly Salary Amouwnt

E&D (=l

012 1-2017) Department of Pensions, S Lanka. 2

WNOP Remittance Collection - New Application

a Personal Info G Service Info e Bank Info o WEOP Cont. Info e Done
BANK INFORMATION

Bank I =

Branch l =

Account Type l =

Account Halder's Name I

Account No I

Copyright 020212022 Department of Pensions. Sri Lanka. A1

Important Note: Details of the foreign currency bank account or Sri Lankan currency bank
account of the officer go abroad or bank account details of a third person who is expected to
remit from abroad as per the Public Administration circular No. 14/2022 (1). It is mandatory to
enter the bank detail without error.



V. Fill the details under the “W&OP Cont. Info” correctly. Then click on
“Calculate”. Monthly Contribution amount will be calculated automatically.
Then click on “Next”.

WHNOP Remittance Collection - New Application

@ rersonatinin @ niceinio @ w0k o © waor continfo O -

CALCULATION OF W&OP CONTRIBUTION

Leave Type I

Payment Type I

Starting Data I - to-cid B

Ending Date | serom )

Transaction Day of a Menth I =
Details of the period of Leave Years Months Days
Pericd of Leava - i)

Manthly Cont. Perecentage(%) I

Maonthly Cont. Amaunt I

V1.  Then following interface is appeared and if the details are entered correctly click
on “Submit” button. If not, click on the "Back" button to edit the details which
are entered earlier.

WHMOP Remittance Collaction - New Application

o Personal Info o Senvice Info 0 Bank Info o WEGP Cont, Info e Done

2 2024-2022 Deparbment of Pensions, Sri Lanka. Eserve Versicn ; 2.2



VII.  Then a “Source Document” is appeared as follows and it can be printed. Here
“Standing Order” of bank is encompassed. The printed copy of “Source
Document” needs to be affirmed by Head of the Department

Print 2 sheots of papar
Destination P KOMICA MINOLTA C3¢ -

| Feges All -
Copies 1

Reference: 34

Personal Information

Color Biack and white -

More seftings

Canoel
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Bank Account Information = 3 :
ank Na Sam nk PLC

Savings Account

v et _“ ekl ‘ Print 3 pages
Destination Rs POF =
' Fages I ot
e - o e s s e = ' ]
Reference: 4 T e T e

Personal Information More setting: A _

Pap
Ema dress Pages pes sheet -
I
Margle Defaul v
e De
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ary 1 H Wi
» . m |

VIII. Thereinafter following interface is appeared and if you need to print the “Source
Document” again, click on “Re-print Source Document”.



To enter new application, click "New Application”

WNOP Remittance Collection - New Application
(/K O s @ Bl @ waor i [ 5 I
Re-Print Sourre Document New Apgiication
Department of Pensions, St Lanka
IX.  After that, go to dashboard and click on “Submit Application”.
(< P 1 Poin a

L E Rejected Application by ACC E Recerved Application
- 0 ]

122 Department of Pensions, Sri Lanka, 21 s Jeverved

X. Then the details which have been entered are appeared as follows. There click
on “Upload” button.



WHNOP Remittance Collaction - Submitted Applications

MICHGo:

Refarence Mo NAME NiC whoF

o nsy 0. @ | #wew | & wiowo | & aceant |
2 i eutar 5 JmE =N X mm

11- 2022 Dapartmend of Parmicns, G Lk 4

XI.  Select the necessary documents as follows. If the respective documents have
been uploaded already then click on “View” button and you can examine those.
If not, insert the documents by click on "Choose file" button and click on
"Upload" button. After all documents are uploaded without mistake, the
application can be submitted/forwarded to Department of Pensions through
“click” button.

WNOP Remittance Collection - Documents Uploading View

Document Type: I

m here receied documents to the Departmant of Pensions,

#21-20022 Department of Pensions, Sri Landa, 2/

XII. A copy of Source document and obtained after completing the application
certified by head of the Department should be attached to the Personal file of the
officer. The necessary facilities to obtain the Standing Order from the bank have
been arranged by Department of Pensions.



Annex- 02

Instructions for expatriate officers

& o Ben@
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Sri Lanka Pensions

Expatriate officers can obtain the details of the amount remitted monthly to the Department of
Pensions and the details of respective bank account through the website of the Department of
Pensions.
I Log into the website of Department of Pensions through www.pensions.gov.lk. And
click on "Public Service"
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Newsline Details of the Deligation of Power for the Financial Control in DoP in 2019 are Published in Special Letters.
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Public Services

Cliek Here

. Enter the National Identity Card Number in the interface appearing below.
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Il.  Then the screen will appear as below and click on “W&OP Remittance Collection”

on the left side of screen.
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Please selact the required Service from the menu

21-2021 Department of Pensions, Sri Lanka.

IV.  Click “Send” command on the interface appeared after that. Then you will receive a
code number to your e-mail address which you have submitted to department.
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V. Enter said code number in the “Box” shown below and click on “Confirm” button.

User Verification

A You will receive a text message with your verification co

2DG: B669 sxlnc DS aboggmall.com Sens! menos 60% Oy 0168,

wstod 111 Azl @ §rynl D0 end amnnn exlme gument mdxin

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




VI.  There the following details can be viewed under “Register Data”.

Peasion Departma © Sign Out

Personal Information

NIC 780482621\

Name Damira Wanigabadha
Gender Male

Address No 33A Mamadal. . Ambalanthota , Ambalanthota
Contact ne 855456
W&OP number 5000047

DOBR 1978-02-17

Fmail testtest.com
Service Other

Type Central Goverment
Sal Code mn-3

Sal Circular 03/2016-2016

Sal Circular w0782

Designation Not Given

Tusrirute pus

Pavment Iype Menthly

leave Trpe Forvign

Start Date 2022-08-01

End Date 2022-08-01
Transaction Date 2022-08-01
Monthly collection 184512

amount

Percentage 6%

2021-2021 Department of Pensions, Sri Lanka




VII.  After that, if wish to change the bank details, click on “ Change Account” and then

the interface will appears as follows. After change the necessary detail click on

“Change Account”.

&9 Public Services

Bank ndian Bank
Branch Head Office
Account No. 1234

New Bank

New Branch

New Account No. l

=)

021-2021 Department of Pensions, Sri Lanka.

VIII.  After that, the details of the amount paid so far by the officer can be obtained under

monthly payment.

Register dat Change 1 Monthly Payment Make

Reference : WOPR 190000000000

Amount Transaction posting date
15000.00 20220823
15000.00 2022-10-23
150000 2022-11-23
5000.00 2022-12-23

202 Department of Pensions, Sri Lanka.

& Sign Omt




Instructions for Banks

8 @ot» Ben®
Qasiens guiay
Sri Lanka Pensions

A request for initiation of standing order for credit to W&P fund through the account of the
specified officer go abroad directly forwarded to the Banks through this Information

Technology system of the Department of Pensions.

You can use the existing username and password to access the system of “Bank Account
Transfer”. If you do not have a username and password, you can create a new username and

password as per the instructions given in the Guideline of Pension Circular 03/2015.

l. Type www.pensions.gov.lk on its address bar and access the Department website and
click on the PENSION MANAGEMENT SYSTEM.
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http://www.pensions.gov.lk/

Enter in to the system and click on first cage in the interface which is appeared.
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IV.  While entering into the account, you will receive a secret code number to your
phone number which you have provided while create an account and type that code
and click on "Confirm".

User Verification

V. Then, the following interface will appear and click on "Bank Account” there.

Welcome HNBuser

Copyright © 2014-2015 Dzpartment of Pensions. All rights reserved




V1. Thereafter, a Dash Board appears as follows. Then, to enter the system click on

“W&OP Remittance” on the left side of screen.

Bank Account Management System1.2 2v WELCOME & Logout

Main Navigation

Dashboard
I Das!

Pending Approved Rejected Vesified

1 95 35 2062

Pending for approval Approved sccounts detalls Rejected accounts details Verified accounts by DOP

2,193
Total
|, 95 If Izoa:
Design and Developed by Copyright © 2020 Department of Pensions.
VIL. All standing orders in your bank will be appeared on that interface and

e Enter the National Identity Card Number of the officer whose detail is needed in the
relevant cage.

e If you want to get all the details related to the bank's branch, enter the branch code
ber in the relevant box.

To move next page click on “View” button.

WELCOME & Logout
Bank Account Management System1 2.2v

Main Navigation

M Dashboar Standing Order Details
NIC No Branch Code
NIC No WEO0P No Bank Branch Branch Code  Account No Option
1 MWimalaratna 57 1324223 Hatton National  Kekirawa 231 231020067043
Dank
2 MSKumara 1077/ 1407936 Hatton National  Kekirawa

31 231020075659
bank

"~



VIII.  After that relevant details appear in the screen and Standing order can be printed by click on

“Print” button.

Bank Account Management System1 2.2v WELCOMES (Stagonk

Main Navigation

Pensioner Standing Order Details

Name wir. v susi sun D
NIC No L E

W&OP No 5607

Bank Name Hatton National Bank

Branch Name Morstumul

Account No ozao/




