WORK FLOW OF THE MAHAPOLA SCHOLARSHIP AWARDS

Communication with relevant parties

Student — | UG.C

Schedules to -
Mahapola Trust Fund

l

Awarding
ceremonies

Sc'hoiarship' Award s it
National Level ~ by HE the President / Universities
University or District Level

> Student

Work consistin -followih ste' s:
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Allocating a reference number for each scholarship holder,

Dispatch award Ietters to each qu:dent and get feedback from them regarding their
acceptance,

Preparation of schedules on the basis of courses, umversztaes and districts etc. for
admlnistratwe reqmrements

Send names to respectwe Unwer5|t|e5/1nst|tut|ons and get conf‘ rmation in regard to their
Registration, postponement, transfer, cancellat:on etc.,

Upda_te and rnaintain the above list with current information,

Printing of award letters, cheques, certificates and preparation of these documents in
the name of each student,

Designing and programmmg work on computer Whlch have to be/done at each level of
work, )

Organisation of work relating to scholarship award ceremonies in all districts,

Make arrangements to start payments immediately, after completion of the scholarship
award at the Universities or at the relevant Institutions.

According to the work chart at Page No.4 and to complete the work up to item IX, it required to work
13 weeks to expedite the awards. Scholarships award date will be decided by the President Office.
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- WORK PLAN FOR MAHAPOLA SCHOLARSHIP AWARD

Letters dispatch to Scholars informing of selection

Receiving replies about their consents

Send Scholars names to Universities and other Institution and callmg Reglstratlon

Preparing schedules about the students acceptance, registration course, university changes and
others

Preparing Scholars name list for District Levels / Universities Award ceremonies

Send instructions and advances for D.SS / Universities to organise Award Ceremonies in each
District / University

Prepare and send necessary information and invitations for D.SS / Universities

Co-ordinations with District Secretaries / Universities for Award Ceremonies on each District /
University

Prepare Certificates & Cheques for each student

Prepare Cheques for each student

Prepare & sign cheques for each student

Expected time (weeks) for awarding work

Prepare certificates and documents to DDs / Universities

Collecting back un-awarded certificates and acknowledgement

Make arrangements to start Mahapola Scholarship payments in universities

Computer based applications design and implementation and convert to those accepted students
in to Monthly Instalment Pay Programme.



