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                           Business Communication I 

 
 

Neuk;Neuk;Neuk;Neuk; ºº ºº:  %d;W %d;W %d;W %d;W (03) (03) (03) (03) kzpj;jpahyk;kzpj;jpahyk;kzpj;jpahyk;kzpj;jpahyk; 
    

•     guPl;rhu;j;jpfSf;fhd mwpTWj;jy;guPl;rhu;j;jpfSf;fhd mwpTWj;jy;guPl;rhu;j;jpfSf;fhd mwpTWj;jy;guPl;rhu;j;jpfSf;fhd mwpTWj;jy;    
    

(1) ,t;tpdhj;jhs; AAAA,    B B B B vDk; ,U vDk; ,U vDk; ,U vDk; ,U (02) (02) (02) (02) gFjpfisf; nfhz;lJ....    

(2) vy;yh tpdhf;fSf;Fk; tpilfis vOJf.vy;yh tpdhf;fSf;Fk; tpilfis vOJf.vy;yh tpdhf;fSf;Fk; tpilfis vOJf.vy;yh tpdhf;fSf;Fk; tpilfis vOJf.        
(3) gFjp gFjp gFjp gFjp AAAA    apd; tpdhf;fSf;F tpz;zg;gpj;j Clfnkhopahd jkpopy; Clfnkhopahd jkpopy; Clfnkhopahd jkpopy; Clfnkhopahd jkpopy; tpilfs; 

vOjg;gly; Ntz;Lk;.  
(4) gFjp B B B B apd; tpdhf;fSf;F tpilfis Mq;fpy nkhopapy; kl;LNkMq;fpy nkhopapy; kl;LNkMq;fpy nkhopapy; kl;LNkMq;fpy nkhopapy; kl;LNk vOJjy; 

Ntz;Lk;. 

(5) tpahghuj; njhlu;G ghlj;jpy; guPl;rhu;j;jp xUtu; rpj;jpailtjw;F A, B vDk; 
xt;nthU gFjpapYk; Njitf;Nfw;g 40% my;yJ 50% Fiwe;jgl;r Gs;spfisg; 
ngWjy; Ntz;Lk;.   

(6) nkhj;jk; 100 Gs;spfs;. 
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01. (a) “vOj;J%yj; njhlu;ghly;” vd;gJ tu;j;jf epWtdnkhd;wpw;F kpfTk; Kf;fpakhd 

jhFk;. vOj;J %y Clfj;jpidg; gad;gLj;Jtjdhy; Vw;gLk; Ie;JIe;JIe;JIe;J (05) mD$yq; 

fisAk; Ie;J Ie;J Ie;J Ie;J (05) gpujp$yq;fisAk; gl;baypLf. (05 Gs;spfs;) 

 (b) “tpisjpwd;kpf;f njhlu;ghly;” (Effective communication) vd;gJ tu;j;jfj;Jiwapy; 

mjpKf;fpaj;Jtk; tha;e;jjhFk;. gy rhj;jpakhd thbf;ifahsu;fSf;F  tu;j;jfk; 

gw;wpa jkJ vz;zf; fUj;Jf;fis(impressions) Vw;gLj;j ,J toptif nra;fpwJ.   

  ,e;j cz;ikfis kdjpw;nfhz;L> njhiyNgrp miog;nghd;iwf; nfhLf;Fk;NghJk;> 

ngWk;NghJk; ePq;fs; epidtpy; itj;jpUf;f Ntz;ba Ie;J Ie;J Ie;J Ie;J (05) Kf;fpa tplaq;fis 

vOJf.  (05 Gs;spfs;) 

    (nkhj;jk; 10 Gs;spfs;) 

    

 

02. yq;fh gu;khyq;fh gu;khyq;fh gu;khyq;fh gu;kh (Lanka Pharma) kUe;jff; fk;gdpapd; re;ijg;gLj;jy; Kfhik ahsuhd 

ePq;fs;> cq;fsJ fk;gdpapd; kUj;Jt cgfuzg; gpuptpYs;s fsQ;rpa trjpfs; (storage 

facilities) NghJkhditahf ,y;yhjijAk;> ngUkstpyhd fl;lisfisf; 

ifahSk;NghJ cf;fpukhd gpur;rpidfis ,J Vw;gLj;JtijAk; ,jd; fhuzkhf 

fk;gdpf;F el;lk; Vw;gLtijAk;  mtjhdpj;Js;sPu;fs;. yq;fh gu;khyq;fh gu;khyq;fh gu;khyq;fh gu;kh epWtdj;jpd; nghJ 

KfhikahsUf;F> gpur;rpidfisAk;> gupe;JiufisAk;  (recommendations) cs;slf;fpa 

cs;sf epidT+l;lw; Fwpg;G xd;wpidj; jahupf;Ff.  

   (10 Gs;spfs;) 
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03. ];Nuypq; vd;ugpiur];];Nuypq; vd;ugpiur];];Nuypq; vd;ugpiur];];Nuypq; vd;ugpiur]; epWtdj;jpd; Mszp Kfhikahsuhfpa (Personnel Manager) 

ePq;fs;> gpd;tUk; jfty;fis cs;slf;fp xU mYtyu;fs; $l;lj;jpw;fhd (staff meeting) 

mwptpj;jy; xd;iwj; jahupAq;fs;. 

 nghJj; jfty;fs;nghJj; jfty;fs;nghJj; jfty;fs;nghJj; jfty;fs;    :  

 tplak; / jiyg;G,  ahUf;F> ahuplkpUe;J> jpfjp> Neuk;> ,lk; 

 Nkyjpf jfty;fsNkyjpf jfty;fsNkyjpf jfty;fsNkyjpf jfty;fs; : 

 gpd;tUk; jfty;fisf; fye;Jiuahlj; jahuhf tUk;gbAk; Njitg;gLk; ve;j 

Mtzq;fisAk; cld;nfhz;L tUkhWk; mYtyu;fSf;F (staff) epidT+l;Lf. 

(1) Mz;bw;fhd ghjPL (Budget)  

(2) Gjpa tpw;gidr; rhd;WWjpg; gj;jpuj;ij mwpKfg;gLj;jy; 

(3) thbf;ifahsu; Nritfis (customer services) Kd;Ndw;Wtjw;fhd MNyhridfs;.   

 (10 Gs;spfs;) 

   

04.  

    

  

 

 

 

 

 

 

 

 
 

 

 NkNyAs;s tpsk;guk; fle;j thuk; nra;jp kQ;rupnahd;wpy; ntspahdJ. vjpu;fhyr; 

rhj;jpakhd (prospective) xU thbf;ifahsuhf> tpsk;gug;gLj;jg;gl;l Nritiag; gw;wp 

tprhupj;Jk;> mtu;fSila Nritiag; gad;gLj;j cq;fsJ tpUg;gj;ijj; njuptpj;Jk; 
fbjnkhd;iw vOJf.  

 jPu;khdnkhd;iw Nkw;nfhs;s NkYk; gy jfty;fs; cq;fSf;F epr;rak; Njitg;gLk;. 
vdNt MAs; fhg;GWjp> jtizf; fl;lz tPjq;fs;> fpilf;fj;jF gy;NtW fhg;GWjpj; 

jpl;lq;fs; Mfpatw;iwg; gw;wpa mr;R tbtj;jpy; gpuRupf;fg;gl;l jfty;fisf; Nfl;f 

Ntz;Lk;. mtu;fsJ Kftu; xUtiu Nkw;Fwpj;j jfty;fs; kw;Wk; Mtzq;fSld; mDg;gp 

itf;FkhW Ntz;LNfhs; xd;iwj; jahupf;Ff.    (15 Gs;spfs;) 

  

05. tiuaWf;fg;gl;l n`hypG`hypG`hypG`hypG~~~~; uP gpshz;Nlrd; uP gpshz;Nlrd; uP gpshz;Nlrd; uP gpshz;Nlrd; epWtdj;jpd; Kfhikahsu; ePq;fs;. fk;gdpapd; 

tUlhe;j fzf;fha;T (annual audit) mLj;j thuk; Muk;gkhfTs;sJ. ,e;jf; fzf;fha; 

Tf;fhf cq;fsJ cjtp Kfhikahsu;fs; Maj;jkhf Ntz;Lk;. gpd;tUk; tplaq;fspy; 

mtjhdk; nrYj;Jk;gb cjtp Kfhikahsu;fSf;F epidT+l;ly; Fwpg;nghd;iw vOJf.  

• njhopw;rhiyapYs;s Njapiy ,Ug;Gf;fisg; guprPypj;jy; 

• kpiffs; (excesses) / gw;whf;Fiwfs; (shortages) ,w;fhf Nkw;nfhs;s Ntz;ba 

eltbf;iffisf; Fwpg;gply;  

cjhuzk;: mYtyu;fsplkpUe;J tpsf;fk; Nghd;wit 

• fzf;fha;thsuJ jq;Fkpl trjpf;fhd xOq;Ffs; (,lk; / ,lq;fisf; Fwpg;gpLf) 

czT kw;Wk; cgruizfs; 

• cjtp xj;jhirahapUj;jypd; Njit   (15 Gs;spfs;)   

XYZ    fhg;GWjpfhg;GWjpfhg;GWjpfhg;GWjp    
 

“A KjyKjyKjyKjy ;; ;;    Z tiuahd tiuahd tiuahd tiuahd fhg;GWjpj; fhg;GWjpj; fhg;GWjpj; fhg;GWjpj; jPu;TfsjPu;TfsjPu;TfsjPu;Tfs ;; ;; “ 

ePz;lfhy Fwpf;Nfhs;fis miltjw;F Kd;NdNa epw;gJ 

Kf;fpakhdjhFk;. vkJ ePz;L mfd;w cyfshtpa 

epGzj;Jtj;Jld; cq;fs; NjitfSf;F msthd> jukhd 

fhg;GWjpj; jPu;Tfis ehq;fs; Kd;irf;fpd;Nwhk;. fhg;GWjpapy; 

xU cyfshtpa Kd;dzp epWtdkhf ehq;fs; vjpu;fhyj;ij 

vjpu;nfhs;sj; Njitahd ek;gpf;ifia cq;fSf;Fj; 

jUfpd;Nwhk;. ePq;fs; vq;Nf ,Ue;jhYk;  ………” 

gzpg;ghsu; - thbf;ifahsu; Nrit 
,y. 22> nkiud; biut;> 
gk;gyg;gpl;b.  


