Instructions
Annexure 01
Annexure 01 is to be completed by the financial head of each branch. 
This form collects information about the infrastructure at your branch, and requires you to nominate a person as the contact point for all future communication regarding ITMIS.
When nominating a contact person, please note that the following is his/her main responsibility:
· If there is any clarification that has to be done about the submitted survey results, the contact person will be contacted by the Ministry of Finance. If the Ministry of Finance wishes to clarify any queries on CIGAS or other system users in your branch, it is the contact person who will be contacted.
How to fill Annexure 01
1. Check if the heading is correct. The heading has the name of the Spending Agency you belong to.
Example: Spending Agency: Ministry of Education
2. Check the first column to find out the HO your branch belongs to.
Example: Ministry of Education
3. Check the second column to find out the Mid office your branch belongs to.
Example: Western Province Department of Education
4. Check the section of the third column, “Sub”, relevant to your Mid office to find the name of your branch.
Example: Western Province Department of Education
5. Write/enter the name of the district and province your branch belongs to, in front of the name of your branch.
Example: Western Province;	Colombo District
6. Select a contact person for your branch (refer the section above for the responsibilities of the contact person).
7. Write the name of the contact person, and their NIC number in the relevant columns. Please write the name with initials.
Example: N.R. Bandara; 	745896452V
8. Write the work contact number of the contact person. If the contact person does not have a direct line, please indicate the extension as well.
Example: 0112 987654
9. Write the personal contact number of the contact person. Enter the address of your branch in the next column.
Example: 0712 123456; No. 76, Ananda Kumaraswamy Mawatha, Greenpath, Col 07
10. Write down the current designation of the contact person under “designation” column.
Example: Chief Accountant
11. Indicate if you use CIGAS, GPS or both systems in the next column. If you are not using any system, please write “none” or put a “-”.
Example: Both
12. Write down the number of people who use CIGAS and the number of people who use GPS in the next two columns. 
If you are not using any of the systems, please write “N/A” or “-”.
Example: 23;	9
13. Enter the total number of people working in your branch who work in finance related fields, in the next column.
Example: 35
14. This section is about the computers and IT facility at your branch. Indicate if you have internet at the branch with “Yes” or “No”.
Example: Yes
15. Write down the type of internet connection in the next column. For example: ADSL
Other types of internet connections could be Wi-Fi, dongle, etc.
Example: ADSL
16. Write down the speed of the internet connection at your branch. If you do not know the speed of the internet connection, contact your internet service provider and ask them for the speed.
Example: 4Mbps
17. Write down the name and the NIC number of the person in charge of IT at your branch, in the next two columns. If you do not have a person in charge of IT, please write “none” or “-” in each column.
Example: A.B. Kumara;	805476975V
An example has been done for you, on the first line of the form in italics.
Please note that if you are also performing a finance related responsibility, please fill in your name and relevant details in Annexure 02 as well.


Annexure 02
Annexure 02 collects information about all the employees at your branch who are working in areas related to finance. This form is very important. This is the form which will be used to collect information on the job roles you are performing.
To fill column four of this document, you need to refer to Annexure 03. Annexure 03 has the list of all finance-related responsibilities that employees perform in your branch. If your responsibility is finance related, but is not mentioned in the list of responsibilities, do not worry. Simply write it down under the “responsibility” column in Annexure 02. One person can have more than one responsibility. Similarly, one responsibility can be shared between many people.
How to fill Annexure 02
1. Check if the heading is correct. 
Check if all the offices above you are listed in the heading. Also check if the name of your office is correct.
Example: 
Ministry of Education
Western Province Department of Education
Homagama Zonal Education Office
2. The next section is the geographical location of your branch. Please fill in the province and the district your branch belongs to. Clearly write the address of your branch in the next line.
Example:
Western Province
Colombo
Homagama Zonal Education Office, Court Road, Homagama
3. Indicate the office hierarchy of your branch (i.e. HO, Mid or Sub). This information is provided to you when you are setting up CIGAS. If you do not know the office hierarchy, please leave it blank.
4. If the head of the branch is requesting each person to fill in this form individually, please request them to follow the steps below:
i. Write down your name. Please write your name with initials.
Example: U.A. Amarasinghe
ii. Write down your NIC number in front of your name, in the next column.
Example: 884751236V
iii. Write down your current designation in the column titled “designation”.
Example: Data Entry Officer
iv. Refer Annexure 3. Find out the responsibilities that you perform at work. Identify the serial number for each responsibility. Write down those serial numbers in the column titled “responsibilities”. 
If you are performing a finance-related task that is not given in Annexure 3, please write down the responsibility in words under the column titled “responsibilities”.
You may have more than one responsibility. 
One responsibility may be shared between several people.
Example: 16, 17, 20, Entering billing details
v. The next column is to identify the institutes that you are responsible for. Find the code of the institute you are responsible for from Annexure 4, and fill it in accordingly.
You may be responsible for more than one institute.
Example: You, as an officer from Ministry of Health, are responsible for Sri Lanka medical council and Homeopathy hospital in Welisara. Find the codes corresponding to these two institutes from Annexure 4 (in this instance, 1110012 and 1110020 respectively) and write them down in the column
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vi. In the next column, write down your work telephone number. If you do not have a direct line, write down the extension within brackets as well.
Example: 0112 123123 (12)
Computer Usage
vii. The next column about the computer you are using at work. If you are using the computer alone, write “individual”. If you are sharing the computer with another worker, write “shared”. If you are not using a computer at all, write “N/A” OR “-”.
Example: Shared
viii. Write if you are using a laptop or a desktop at work, in the next column.
Example: Desktop
ix. The next column is about the operating system in your computer. Write down the operating system and the version. Some examples of operating systems are, Windows (version), Others (Ubuntu, Linux, etc.) 
x. The final column is about the type of internet connection you are using. Please indicate if it is Wi-Fi, ADSL, Dongle, etc.
Few examples have been done for you, on the first few lines of the form in italics.
You are done!
Thank you for taking the time to complete this survey.
If you encounter any problem when filling this document, please contact us on [email] or [phone number], and we will help you to solve your concern.

