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Policy No 010101, 010102- Have an ICT Unit
Structure of ICT Unit - Samples
…………………………………………. Department
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Certified by 
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         Chief Innovation Officer

Divisional Secretariat


List of Responsibilities of ICT unit
:   
· …………………………………………………………………………………………………………………………………………………………………

· …………………………………………………………………………………………………………………………………………………………………

· …………………………………………………………………………………………………………………………………………………………………

· …………………………………………………………………………………………………………………………………………………………………

· …………………………………………………………………………………………………………………………………………………………………

· …………………………………………………………………………………………………………………………………………………………………

· …………………………………………………………………………………………………………………………………………………………………

Policy No -010104, 010105- CIO has been appointed 


Certified by 

………………………………………………………..  


         Chief Innovation Officer

Policy No -010106- Have an annual ICT plan
Annual ICT Plan
Vision

:
Mission

:

Objectives

1. ……………………………………………………………………………………………………………………………………………..
2. ……………………………………………………………………………………………………………………………………………..
3. ……………………………………………………………………………………………………………………………………………..
e-Government activities for year 2011

Activity 1 …........................................................



Sub Activity 1 ….......................................................



Sub Activity 2 ….......................................................



Sub Activity 3 ….......................................................

Time Line for Activity 1 …........................................... (e.g. 2011 – 06 -10)



Sub Activity 1 …....................... (e.g. 2011-05-15)



Sub Activity 2 …....................... (e.g. 2011-05-30)



Sub Activity 3 …....................... (e.g. 2011-06-10)

Cost Involved …..................................................

Activity Owner ….................................................

Activity 2 …........................................................



Sub Activity 1 ….......................................................



Sub Activity 2 ….......................................................



Sub Activity 3 ….......................................................

Time Line for Activity 1 …........................................... (e.g. 2011 – 06 -10)



Sub Activity 1 …....................... (e.g. 2011-05-15)



Sub Activity 2 …....................... (e.g. 2011-05-30)



Sub Activity 3 …....................... (e.g. 2011-06-10)

Cost Involved 
…..................................................

Activity Owner
...…................................................
 Approved by: 

…................................................



…................................................

   
Head of Organization




     Chief Innovation Officer


Policy No 010301- There are adequate measures in the information systems to safe guard the privacy of    citizens


Certified by 

………………………………………………………..  


         Chief Innovation Officer

Policy No 010407 - Consult ICTA before embark on ICT Projects worth more than 2 Million LKR.
List of Projects (more than 2 million LKR) for which the ICTA has been consulted 
	
	Name of The Project
	Project Start date and End date (Project Start date should be after August 2006)
	Current Status
	Budget (LKR)
	ICTA Approval (Yes/No)
	Date of Approval              (If Yes Only)

	1
	
	
	
	
	
	

	2
	
	
	
	
	
	

	3
	
	
	
	
	
	

	4
	
	
	
	
	
	

	5
	
	
	
	
	
	

	6
	
	
	
	
	
	


Certified by 

………………………………………………………..  


         Chief Innovation Officer

Policy No 010701 - Information systems are audited

List of Projects which were recently (during last 2 years) Audited  
	
	Name of the Project
	Name of the Auditor
	Date of the Audit
	Recommendations were  implemented (Yes/No)

	1
	E.g.: - e Revenue license
	SLCERT
	2010-12-02
	Yes 

	2
	
	
	
	

	3
	
	
	
	

	4
	
	
	
	

	5
	
	
	
	

	6
	
	
	
	


Certified by 

………………………………………………………..  


         Chief Innovation Officer


Policy No 010801 - Information and Services are delivered through many channels including web, mobile, voice, e mail, IPTV and social media.
List of services which are provided through more than one channel
	
	Service 
	Type of the Service
( Interactive/Information/Transaction)
	Delivery Channels 
	

	
	
	
	Web
	Mobile
	Voice
	e-Mail
	IPTV
	Social Media
	Other (Please specify) 
	Lanka Gate
	Use 1919 short code
	Other

(specify)

	1
	E.g.: Railway Timetable 
	Interactive
	(
	(
	(
	
	
	
	
	
	(
	

	2
	
	
	
	
	
	
	
	
	
	
	
	

	3
	
	
	
	
	
	
	
	
	
	
	
	

	4
	
	
	
	
	
	
	
	
	
	
	
	

	5
	
	
	
	
	
	
	
	
	
	
	
	

	n
	
	
	
	
	
	
	
	
	
	
	
	


Certified by 

………………………………………………………..  


         Chief Innovation Officer


	
	Name of The System
	Functions of the System
	Database Used
	Trilingual  (Yes/No)           10201
	Adhere to ISO 8601 Date & Time standards 10212
	Conform to LIFe Standards      10403
	Conform to Open Standards        10404

	
	
	
	
	Capture
	Store
	
	
	

	1
	E.g.:  e Revenue license
	Provide  Revenue license electronically 
	MySQL
	(
	(
	(
	(
	(

	2
	
	
	
	
	
	
	
	

	3
	
	
	
	
	
	
	
	

	4
	
	
	
	
	
	
	
	

	5
	
	
	
	
	
	
	
	

	6
	
	
	
	
	
	
	
	


Policy No – 010201, 10212,010403,010404 Systems are – Trilingual, ISO date and Time, LIFe, open standards
Certified by 

………………………………………………………..  


         Chief Innovation Officer


Policy No – 020201 ICTA is represented in Technical Evaluation Committees (TEC) of major ICT projects.
	Name of the Project
	ICTA Participation

Yes/No
	ICTA  ‘TEC’ Member Details

	
	
	Name
	Designation

	E.g.: Network Expansion 
	Yes
	Mr. Himira Ratnathilake
	System Admin 

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	


Certified by 

………………………………………………………..  


         Chief Innovation Officer

Policy No – 02030102- Annually allocate funds for ICT activities through annual budget
Funds allocated for ICT activities
	Year
	ICT Budget Amount (LKR)

	2009
	

	2010
	

	2011
	


Certified by 

………………………………………………………..  


         Chief Innovation Officer

Policy No – 02040201- Use only licensed (commercial or open source) software; such licenses can be for either proprietary software, or for open source software

         Policy No – 010405/010406- Sinhala and Tamil Unicode is used in all computers for ICT activities                                                             

	Device Types
	
	Proprietary Software  
	Open source Software
	Unicode
installed
	Server Platforms

	
	
	O/S
	Office Packages (Word, Excel...)
	Other
	O/S
	Office Packages (Word, Excel...)
	Other
	
	

	
	
	Windows
	Mac
	Microsoft Office
	………………................
	Photo shop
	Page Maker
	Other……………..
	Ubuntu
	Kubuntu
	Other……………
	Open Office
	…………………..……
	
	

	
	
	XP
	Vista
	7
	
	2003
	2007
	
	
	
	
	
	
	
	
	
	Sinhala
	Tamil
	

	
	Total Number of Computers
	Licensed 
	Unlicensed


	Licensed 
	Unlicensed


	Licensed 
	Unlicensed


	Licensed 
	Unlicensed


	Licensed 
	Unlicensed


	Licensed 
	Unlicensed


	Licensed 
	Unlicensed


	Licensed 
	Unlicensed


	Licensed 
	Unlicensed


	Licensed 
	Unlicensed


	
	
	Licensed 
	Unlicensed


	
	Licensed 
	Unlicensed


	
	
	Windows NT to 2008
	Linux
	Sun 
	Mac 
	Other…………………

	 Desktop Computers

      E.g. :
	44
	7
	5
	3
	2
	5
	8
	3
	2
	-
	15
	10


	-
	3
	2
	5
	-
	4
	2
	
	
	4
	3
	1
	1
	10
	
	
	22
	22
	
	
	
	
	

	Pentium III
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	Pentium IV
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	Dual Core
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	Core 2
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	Core i3, i5, i7
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	Other………
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	Laptops
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	Pentium IV
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	Dual Core
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	Core 2
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	Core i3, i5 ,i7
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	Other………
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	Servers
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	    Total 
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	


….....................................


Approved by:

…........................................



……………………………………….






…................................................

   





Head of Organization




  
 Date  








 Chief Innovation Office
Policy No – 030108- Government organization has appointed ‘Content Management Team’ (CMT) to approve the content on its website.
	List of Content Management Team



	Name
	Team Role
	Designation
	Tasks

	E.g.:  De Silva

        
	Content Manager
	Assistant Secretary  (CIO) 
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	


Certified by 

………………………………………………………..  


         Chief Innovation Officer



Policy No – 030116- The official website of the organization is interactive and responsive to web based requests.
	Name of the Website
	URL of the Website
	Interactive areas of the website

	E.g. :
Government Information Centre 
	http://www.gic.gov.lk
	Find                   FIND GRAMA NILADHARI DETAILS
Complaints                 MAKE A COMPLAINT

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	


Certified by 

………………………………………………………..  


         Chief Innovation Officer



Policy No – 040102 – All official electronic communications are carried out using the official email addresses.
	Organization Officers
	e-Mail addresses
	Organization Website

(URL)

	Head of Organization
	Official e-mail
	

	Name
	Designation
	
	

	
	
	
	

	        CIO
	Official e-mail
	

	Name
	Designation
	
	

	
	
	
	

	         Staff
	Official e-mail
	

	Name
	Designation
	
	

	
	
	
	

	        Common 
	Official e-mail
	

	Name
	Designation
	
	

	
	
	
	


Certified by 

………………………………………………………..  


         Chief Innovation Officer



Policy No – 020505-Organization has the IP rights of information systems developed 

List of Systems of which IP rights are owned by the government organization.
(The ownership of IP rights should have defined by contract or through a special legal document)

Name of the System:
1. ………………………………………………………………………………………………………………………

2. ………………………………………………………………………………………………………………………

3. ………………………………………………………………………………………………………………………

4. ………………………………………………………………………………………………………………………

5. ………………………………………………………………………………………………………………………

Certified by 

………………………………………………………..  


         Chief Innovation Officer



Policy No – 030117-The official website of the organization has been audited for information security 

	Web Domain/URL of the organization
	Date of the Audit 
	Name of the Auditor
	Recommendations were  implemented (Yes/No)

	E.g.: http://www.moe.gov.lk
	2010-12-15
	SLCERT
	Yes

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	


Certified by 

………………………………………………………..  


         Chief Innovation Officer


Policy No – 07101-Government organization assess the training and skills needed for all levels of staff to address organizational ICT requirements on an annual basis
07201-All staff including senior management and middle management staff in Government organization is competent in the use of ICT in their daily work
	Employee Category 


	Current ICT Skill level

	
	Very poor
	Poor
	Average
	Good
	Excellent

	Management Staff
	
	
	
	
	

	Technical Staff
	
	
	
	
	

	Support Staff 
	
	
	
	
	


 The results of assessment of skills needed


Certified by 

………………………………………………………..  


         Chief Innovation Officer

ICT UNIT





Policy Template-1.1





ICT Unit








	Management Staff 	: 	 ICT Literate (use of Word Processing, Presentation software and Internet & eMail) 


              Technical Staff	:             Competent in ICT Technologies (System Administration, Software/Hard ware trouble shooting, Web site maintenance) 


 	Support Staff 		:             ICT Skilled (Use of office applications, Internet & eMail)    








Policy Template-1





CIO Details


  Name		: …………………………………………………………………………………………….


  Designation	: …………………………………………………………………………………………….


  E-mail		: …………………………………………………………………………………………….


  T.P No		: …………………………………………………………………………………………….


  No. of posts at CIO Forum: ………………………………………..........................................


  List of Responsibilities	:   





…………………………………………………………………………………………………………………….





…………………………………………………………………………………………………………………….





…………………………………………………………………………………………………………………….





…………………………………………………………………………………………………………………….





…………………………………………………………………………………………………………………….





…………………………………………………………………………………………………………………….





…………………………………………………………………………………………………………………….





…………………………………………………………………………………………………………………….





…………………………………………………………………………………………………………………….





…………………………………………………………………………………………………………………….





…………………………………………………………………………………………………………………….




















List of Measures taken to protect the privacy of citizens





………………………………………………………………………………………………………………………………………………………………………..


………………………………………………………………………………………………………………………………………………………………………..


………………………………………………………………………………………………………………………………………………………………………..


………………………………………………………………………………………………………………………………………………………………………..


………………………………………………………………………………………………………………………………………………………………………..


………………………………………………………………………………………………………………………………………………………………………..


………………………………………………………………………………………………………………………………………………………………………..


………………………………………………………………………………………………………………………………………………………………………..


………………………………………………………………………………………………………………………………………………………………………..


 ……………………………………………………………………………………………………………………………………………………………………….











Eg.: Personal Information in  databases are encrypted 
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Policy Template-5





Policy Template-6





Policy Template-7





Policy Template-8





Policy Template-9





Policy Template-10





Policy Template-12





Policy Template-13





Policy Template-14





Policy Template-15





Policy Template-16





Policy Template-17





Policy Template-11








