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tlf;F.kh.ngh.Nr.M.FO Rw;wwpf;if ,y : 30/2019 
 

vdJ ,y:NP/07/10/02/162 
khfhz nghJr;Nrit Mizf;FO> 
tlf;F khfhzk;. 
aho;g;ghzk;. 
22.11.2019 

gpujk nrayhsu;> 
MSeupd; nrayhsu;> 
mikr;rpd; nrayhsu;fs;> 
gpujpg; gpujk nrayhsu;fs;> 
jpizf;fsj; jiytu;fs;> 
tlf;F khfhzk;. 
 
 

tlf;F khfhzg; nghJr;Nritapd; mgptpUj;jp cj;jpNahfj;ju; juk; III kw;Wk; II,y; 
cs;stu;fSf;fhd 1tJ kw;Wk; 2tJ tpidj;jpwikfhz; jilg; guPl;ir – 2017 (I) (2019) 
 
NkNy Fwpg;gplg;gl;l gjtpapy; cs;s cj;jpNahfj;ju;fSf;fhd tpidj;jpwikfhz; jilg; 
guPl;irahdJ mg;gjtpapd; eilKiwapYs;s Nritg; gpukhzf;Fwpg;gpd; ge;jp 10 kw;Wk; 
,izg;G 01> 02w;F  mikthf 2020Mk; Mz;L ij khjk; aho;g;ghzk; kw;Wk; tTdpahtpy; 
elhj;jg;gLk;. Nghjpa mstpyhd tpz;zg;gq;fs; fpilf;fhik my;yJ NtW fhuzq;fspd; 
Ngupy; VNjDk; guPl;ir epiyankhd;iw ,uj;Jr;nra;Ak; mjpfhuk; nrayhsu;> khfhz 
nghJr;Nrit Mizf;FOtpw;F cz;L. 
 l       
2.0 jifikfs; :  

 Xu; mYtyu; tpidj;jpwikfhz; jilg;guPl;ir ,uz;bw;Fk; (,U juq;fspw;Fk;) 
xNu jlitapy; Njhw;wKbahJ.  

 tpz;zg;gq;fs; Vw;Wf;nfhs;sg;gLk; ,Wjpj; jpfjpad;W> 
 

juk; III gpuptpYs;s mYtyu;fs; 1tJ tpidj;jpwikfhz; jilg;guPl;irf;Fk;> 

juk; II gpuptpYs;s mYtyu;fs; 2tJ tpidj;jpwikfhz; jilg;guPl;irf;Fk; 
Njhw;Wtjw;Fj; jifik ngWtu;. 

 NkYk; ,Jtiu ,g;guPl;irapidg; G+uzg;gLj;jpapuhj mYtyu;fSk; 
tpz;zg;gpg;gjw;Fj; jifik ngWtu;. 

 

3.0 tpz;zg;gg; gbtk; 
 tpz;zg;gkhdJ ,r;Rw;wwpf;ifAld; ,izf;fg;gl;Ls;s khjpup tpz;zg;gg;gbt 

cUtpy; mikjy;; Ntz;Lk;. guPl;rhu;j;jpfs; mk;khjpup tpz;zg;gg; gbtj;jpw;F 
mikthf  jkJ tpz;zg;gq;fisj; jahupj;Jf; nfhs;sy; Ntz;Lnkd;gJld; 
mt;thW jahupf;fg;gl;l tpz;zg;gq;fisj; jkJ jpizf;fsj; jiyth; Clhf 

2019.12.20Mk; jpfjp my;yJ mjw;F Kddu;; fpilf;ff;$bathW “nrayhsu;> 

khfhz nghJr;Nrit Mizf;FO> tlf;F khfhzk;> ,y:393/48> Nfhtpy; tPjp> 

ey;Y}u;> aho;g;ghzk;.” vDk; Kftupf;Fg; gjpTj; jghypy; mDg;gp itj;jy; 
Ntz;Lk;.  

 tpz;zg;gq;fs; mDg;gp itf;Fk; fbj ciwapd; ,lJ gf;f Nky; %iyapy; 
“tlf;F khfhzg; nghJr;Nritapd; mgptpUj;jp cj;jpNahfj;ju; juk; III / II ,y; 
cs;stu;fSf;fhd 1tJ / 2tJ tpidj;jpwikfhz; jilg; guPl;ir – 2017 (I) 

(2019)” vdf; Fwpg;gply; Ntz;Lk;. tpz;zg;gq;fs; Vw;Wf;nfhs;sg;gLk; ,Wjpj; 
jpfjpf;Fg; gpd;duhff; fpilf;fg;ngWk; tpz;zg;gq;fSk; cupa jfty;fisg; 
G+h;j;jpnra;ahj tpz;zg;gq;fSk; epuhfupf;fg;gLk;. 

4.0 guPl;rhh;j;jpfspd; Msilahsk; :-  
guPl;rhu;j;jpfs; jhk; Njhw;Wk; xt;nthU ghlj;jpw;Fk; Nkw;ghu;itahsu; jpUg;jpAWk; 
tifapy; jq;fsJ Msilahsj;ij ep&gpf;FkhW Ntz;lg;gLfpd;wdh;. Msilahsj;ij 
ep&gpg;gjw;Fg; gpd;tUk; Mtzq;fspy; VNjDk; xd;iwr; rku;g;gpj;jy; Ntz;Lk;. 
 

(i) Ml;gjpTj; jpizf;fsj;jpdhy; toq;fg;gl;l Njrpa milahs ml;il 

(ii) nry;YgbahFk; ,yq;iff; flTr;rPl;L (Passport) 

(iii)  nry;YgbahFk; rhujp mDkjpg; gj;jpuk; (Driving License) 
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Nkw;Fwpg;gplg;gl;l VNjDnkhU Mtznkhd;iw rkh;g;gpf;fj; jtWk; guPl;rhh;j;jpnahUthpd; 
guPl;rhh;j;j cupik ,uj;Jr; nra;Ak; mjpfhuk; Nkw;ghu;itahsUf;F cz;L. 

5.0  tpz;zg;gq;fs; :- 

 tpz;zg;gj;jpd; ,y 1 Kjy; 6 tiuapyhd ge;jpfs; Kjyhk; gf;fj;jpYk; Vida ge;jpfs; 

,uz;lhk; gf;fj;jpYk; cs;slq;Fk; tz;zk; A4 mstpdjhd jhspy; fzpdpapy; jahh; 
nra;ag;gl;L guPl;rhh;j;jpapd; nrhe;jf; ifnaOj;J %yk; rupahfTk;> njspthfTk; 
G+uzg;gLj;jg;gLj;jy; Ntz;Lk;.  

 tpz;zg;gg;gbtkhdJ ,j;Jld; cs;s  khjpupg; gbtj;jpw;fikthf jahu; nra;J 
tpz;zg;;gpj;jy; Ntz;Lnkd;gJld; tpz;zg;gg;gbtj;jpd; epow;glg; gpujp kw;Wk; Kw;gpujp 
vd;gd  mDg;gpitj;jyhfhJ vd mwpTWj;jg;gLfpwJ.  

 khjpup tpz;zg;gg; gbtj;jpw;F Vw;Gilajhfhj kw;Wk; KOik ngwhj jfty;fisf; 
nfhz;Ls;s tpz;zg;gq;fs; mwptpg;NgJkpd;wp epuhfupf;fg;gLk;. 

 jug;gl;Ls;s guPl;ir mwptpg;gpy; Fwpg;gpl;Ls;sthW khjpup tpz;zg;gg;gbtj;jpw;F 
mikthf tpz;zg;gk; ,Ug;gJ njhlu;gpy; guPl;rhHj;jpNa $ba ftdk; vLj;jy; 
Ntz;Lk; vd;gJld; G+uzg;gLj;jg;gl;l tpz;zg;gj;jpd; epow;glg; gpujpia jk;trk; 
itj;Jf;nfhs;Sjy; gaDs;sjhFk;. 

6.0 guPl;irf; fl;lzk; :- 
 

6.1 Kjd;Kiwahf ,g;guPl;irf;Fj; Njhw;Wk; mYtyh;fs; guPl;irf;fl;lzk; vJTk; nrYj;j 
Ntz;bajpy;iy. 
 

6.2 Vida guPl;rhu;j;jpfs; xU ghlj;jpw;F kl;Lk; Njhw;Wtjhapd; &gh 250IAk; xd;wpw;F 
Nkw;gl;l ghlq;fspw;Fj; Njhw;Wtjhapd; &gh 500IAk; tlf;F khfhzj;jpy; mike;Js;s 
ve;jnthU mQ;ry; mYtyfnkhd;wpYk; nrYj;jp> fhRf;fl;lisapid “nrayhsu;> khfhz 
nghJr;Nrit Mizf;FO> tlf;F khfhzk;” vd;w ngaUf;F aho;g;ghzj; jghy; 
mYtyfj;jpy; khw;wf;$bathW ngw;Wf;nfhs;Sjy; Ntz;Lk;. 
 

6.3 tpz;zg;gjhup fhRf;fl;lisapd; epow;glg; gpujpia jk;trk; itj;Jf;nfhs;Sjy; 
gaDs;sjhFk;. ,f;fl;lzk; kPsr; nrYj;jg;glkhl;lhJ vd;gJld; fl;lzj;ij NtW VJk; 
guPl;irf;F khw;wTk; KbahJ. 

 

7.0 tpz;zg;gq;fs; rkh;g;gpj;Js;s mYtyh;fSf;F> tlf;F khfhz nghJr;Nrit 
Mizf;FOr; nrayhsupdhy;  guPl;irf;fhd mDkjp ml;ilfs; mDg;gg;gLk;. 
guPl;rhu;j;jpnahUtUf;F guPl;irf;fhd mDkjp ml;il toq;FjyhdJ mtu; guPl;irf;Fj; 
Njhw;Wtjw;fhd rfy jifikfisAk; G+u;j;jpnra;Js;shu; vd;gjw;fhd rhd;W my;y 
vd;gijf; ftdj;jpw; nfhs;Sjy; Ntz;Lk;. guPl;irf;Fj; Njhw;Wk; mYtyh;fs; guPl;ir 
Nkw;ghh;itahsUf;F jq;fspd; ifnahg;gq;fs; cWjpg;gLj;jg;gl;l mDkjp ml;ilfisr; 
rkh;g;gpj;jy; Ntz;Lk;. mj;jifa mDkjp ml;ilfs; ,y;yhky; guPl;irf;Fj; Njhw;Wtjw;F 
,lkspf;fg;glkhl;lhJ. vtNuDk; guPl;rhh;j;jp xUtUf;F guPl;irj; jpfjpf;F Fiwe;jgl;rk; 3 
ehl;fSf;F Kd;dNuDk; guPl;irf;fhd mDkjp ml;il fpilf;fg;ngwhtpbd; gpd;tUk; 
tpguq;fSld; tl khfhz nghJr;Nrit Mizf;FOtpd; nrayhsUf;F mwptpf;f 
Ntz;Lk;. 

 Nfhupf;iff; fbjk;> 

 tpz;zg;gg; gbtj;jpd; gpujp> 

 gzk; nrYj;jpa fhRf;fl;lisapd; cWjpg;gLj;jpa gpujp> 

 tpz;zg;gk; mQ;ryplg;gl;l mQ;ry; mYtyfk;> gjpT ,yf;fk;> jpfjp. 

 mDkjp ml;il mDg;gpitf;f Ntz;ba njhiyefy; ,yf;fk; (Fax No)> 
 

08.0 ,g;guPl;irf;Fj; Njhw;Wfpd;w mYtyh;fSf;F> guPl;irf;Fj; Njhw;wf;$bathW jpizf;fsj; 

jiyth;fshy;  jhgdtpjpf;Nfhitapd; mj;jpahak; XIId; gpupT 19w;F mikthf 
eltbf;if vLf;fg;gly; Ntz;Lk;. 

 

09.0 cj;jpNahj;jh;fs; guPl;irapy;; rpj;jpnaa;Jtjw;fhf Njhw;Wk; xt;nthU ghlj;jpw;Fk; cupa 

nkhj;jg; Gs;spfspy; Fiwe;j gl;rk; E}w;Wf;F ehw;gJ (40%) tPjk; ngw;Wf; nfhs;Sjy; 
Ntz;Lk;. 

10.0 guPl;irf;F Njhw;wpa rfy guPl;rhh;j;jpfspdJ ngWNgWfSk; tlf;F khfhz nghJr; 
Nrit Mizf;FOr; nrayhsu; mtu;fspdhy; mDg;gp itf;fg;gLk;. 
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11.0 ghlj;jpl;lk;. 
1tJ 2tJ tpidj;jpwikfhz; jilg;guPl;irf;Fupa ghlj;jpl;lq;fs; ,izg;G I, II,y; 
fhl;lg;gl;;Ls;sd.  

 

12.0g,r;Rw;WepUgj;jpy; Fwpg;gplg;gl;Ls;s jfty;fspidj; jq;fs; mikr;rpd;/ jpizf;fsq;fspd;/ 
mYtyfj;jpd; fPo;f; flikahw;Wk; njhlu;Gila mYtyu;fSf;Fj; njupag;gLj;JkhW 
jaTld; Nfl;Lf;nfhs;sg;gLfpd;wPu;fs;. NkYk; ,j;jfty;fis tlkhfhz ,izaj;jskhd 

www.np.gov.lk vDk; Kftupapy; ngw;Wf;nfhs;s KbAk;.  
 
 ftdpf;fTk; :- ,r;Rw;wwpf;ifapd; nkhop %yq;fspy; VjhtJ NtWghL fhzg;gbd; jkpo; 

nkhopNa NkNyhq;Fjy; Ntz;Lnkd;gJld;  ,g;guPl;ir mwptpj;jy; %yk; Vw;ghL 
nra;ag;glhj vt;tplak; njhlu;ghfTk; khfhz nghJr;Nrit Mizf;FOr; nrayhsupd; 
jPu;khdk; ,WjpahdjhFk;.  

 
 
 

 m.rptghyRe;jud;> 
 nrayhsu;> 
 khfhz nghJr; Nrit Mizf;FO> 
 tl khfhzk;. 
  
  
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

http://www.np.gov.l/
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ghlj;jpl;lq;fs; 

,izg;G I 

1tJ tpidj;jpwikfhz; jilg;guPl;ir (juk; III) 

 1. mYtyf Kiwikfs;  ghl ,y (01)  Neuk; - 01 kzpj;jpahyk; 100 Gs;spfs;  

 2. fzf;fPl;L Kiwikfs;  ghl ,y (02)  Neuk; - 01  kzpj;jpahyk; 100 Gs;spfs;  

 3. fzpdpg; guPl;ir  ghl ,y (03)  Neuk; - 02 zpj;jpahyq;fs; 100 Gs;spfs;  

1. mYtyf Kiwikfs; 
  murhq;f mYtyfq;fspy; gad;gLj;jg;gLk; mYtyf Kiwikfs; gw;wpa mbg;gil mwpT> me;j 

mwptpid eilKiwapy; gad;gLj;Jk; Mw;wy;> cj;jpNahfG+u;t fbjq;fisAk; Mtzq;fisAk; 
cupa Kiwapy; tpsq;fp njspthdJk; RUf;fkhdJkhd Fwpg;Gf;fs; %yk; jkJ fUj;Jf;fis  
mtjhdpg;Gf;fis cWjpahd Kiwapy; Kd;itf;Fk; Mw;wy;> fl;lisf;F Vw;g fbjq;fis vOJk; 
Mw;wy; vd;gd guPl;rpf;fg;gLk;. 

 
2. fzf;fPl;L Kiwikfs; 
  murhq;f mYtyfq;fspy; gad;gLj;jg;gLk; mbg;gilf; fzf;fPl;L Kiwikfs; njhlu;ghd 

mbg;gil mwpT kw;Wk; epjpf;fl;Lg;ghl;Lg; Gj;jfq;fspd; nraw;ghLfs; gw;wpa tpsf;fj;ijAk; 
mwpitAk; guPl;rpg;gjw;F vjpu;ghu;f;fg;gLfpd;wJ. 

 
3. fzpdpg; guPl;ir 
 (i) jfty; njhopEl;gk; gw;wpa mbg;gil vz;zf;fUf;fs;. 
 (ii) tpz;Nlh]; ,aq;Fjsk; 
 (iii) Nfhit Kfhik 
 (iv) nrhy; cs;sPL (Word Processing) 

mbg;gilj; Nju;r;rpfs;> jpiu gw;wpa guPl;rak;> vOj;Jf;fspy; jpUj;jq;fs; nra;jy;> trd 
miktplk;> vOj;JU kw;Wk; gz;Gfs;> ge;jp mikg;G> tupfSf;fpilapyhd ,ilntspfis 
khw;Wjy;> gha;Gs;sp mikg;G(Tap Setting), thrfq;fisj; NjLjYk; khw;wPL nra;jYk; vOj;Jg; 
gpio kw;Wk; ,yf;fzk;> xj;jfUj;Jr; nrhw;fs;> epuy;fisg; gad;gLj;jy;> gf;f mikg;G> 
Mtzq;fis mr;rpLjy;> ml;ltizfis cUthf;Fjy;> nrhw;fis tifg;gLj;jy; (Sorting texts)> 
Nfhit Kfhik> mQ;ry;fis gy Kftupf;F mDg;Gjy; (Mail Merging)> kf;Nuh gad;ghL 
(Working with Macros) 
 

 (v) tpupjhs; (Spread Sheets) 
mbg;gilj; jpwikfs; 
tbtikj;jy; 
jpUj;Jjy; 
epuy;fSk; tPr;Rk;> nrUFjYk; ePf;FjYk; (Insertion and Deletion) 
juTfis tifg;gLj;Jy; 
tiuGis cUthf;Fjy; 
mr;rpLjy; 
njhopw;ghL (Function) 

kf;Nuhf;fspd; gad;ghL (Working with Macros) 
Nfhit Kfhik 

 (vi) juTj; jsk; (Database) 
mbg;gilj; Nju;r;rpfSf;fhd mwpKfk; 
juTj;njhFjpfspd; cUthf;FKk; gad;ghLk; 
gbtq;fs; (Forms)  
,izf;fg;gl;l gbtq;fs;> Njhd;Wk; gbtq;fs; (Popup Forms) 

ciuahly;fs; kw;Wk; jfty; ngl;bfs; (Dialog and Message Boxes) 

tprhuidfs; (Queries) 
tifg;gLj;jy;  
mwpf;iffisg; ngWjy; (Obtaining Reports) 

kf;Nuh gad;ghL (Working with Macros) 
 (vii) epfo;j;jy; fhl;rp  Xtpaf;Fwpg;Gf;fs; (Presentation / Illustration) 

mg;gilj; Nju;r;rpfs;>jpUj;jq;fs; nra;jy;> tbtikj;jy; tbtq;fis gpuNahfpj;jy;> glq;fisAk; 
tiuglq;fisAk; tiuGfisAk; nrUFjy;> gltpy;iyfSk; tpisT mirT+l;bfSk;> cUt 
tbtikg;G> epfo;Jf; fhl;rp fUtpfisg; gad;gLj;jy;> Kjd;ikfisj; jahupj;jy;> 
gltpy;iyfisAk; Fwpg;Gf;fisAk; mr;rpLjy;. 

 (viii) ,izak; (Internet) 
,izak; gw;wpa mwpKfk;> ru;tNjr tiyaikg;G> Njly; Kiw> ,izaj;jpd; gpuNahfk; 

 (ix) kpd;dQ;ry; (E-Mail) 
mwpKfk;> mbg;gilj; Nju;r;rpfs;> kpd;dQ;ry;fisg; ngw;Wf;nfhs;sy;> kpd;dQ;ry;fis mDg;Gjy;> 
mtw;wpw;Fg; gjpyspj;jy;> ,izg;Gf;fisg; gad;gLj;jy;> Gidg; ngau;fspd; cUthf;fKk; 
gad;ghLk;> jfty;fis mikj;jy;. 
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ghlj;jpl;lq;fs;  

,izg;G II 

2tJ tpidj;jpwikfhz; jilg;guPl;ir (juk; II) 

 1. jhgd tpjpf;Nfhit kw;Wk; eilKiw tpjpfs; ghl ,y (04) Neuk; - 02 kzpj;jpahyk; 100 Gs;spfs; 

 2. epjpg;gpukhzq;fs; kw;Wk; mur ngWif         
eilKiwfs; 

ghl ,y (05) Neuk; - 02  kzpj;jpahyk; 100 Gs;spfs; 

 

1. jhgd tpjpf;Nfhit kw;Wk; eilKiw tpjpfs; 
  mj;jpahaq;fs; :-VI, VII, VIII, XII, XIII, XIV, XVII, XXIV, XXV, XXVI, XXVII, XXVIII, XXX, XXXIII, 

XLVII, XLVIII  kw;Wk; mur Nrit Mizf;FOtpd; eilKiw tpjpfs; 
 
2. epjpg;gpukhzq;fs; kw;Wk; mur ngWif eilKiwfs;; 
  mj;jpahaq;fs; I, II, III, IV, V kw;Wk; murhq;f ngWif eilKiwfs; 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 

 
 
 
 
 
 
 
 
 
 
 
 
 
 


