
&Ú×Ï ´ {ÚÆæÈ à`ÑÍóÚ.  

 

ÁÛÜ Ù‘æ$ èóæ$½æØó ÁÚÙßûÛ× à$×õù×ÁÛÜ Ù‘æ$ èóæ$½æØó ÁÚÙßûÛ× à$×õù×ÁÛÜ Ù‘æ$ èóæ$½æØó ÁÚÙßûÛ× à$×õù×ÁÛÜ Ù‘æ$ èóæ$½æØó ÁÚÙßûÛ× à$×õù×  

æÝ&Ùõ$ æ`ûß&ßµð$ßù×æÝ&Ùõ$ æ`ûß&ßµð$ßù×æÝ&Ùõ$ æ`ûß&ßµð$ßù×æÝ&Ùõ$ æ`ûß&ßµð$ßù×    ----    2012012012018888    ííííÔÙÚÔÙÚÔÙÚÔÙÚ    

(SS2)  µõ$ØõÝØ` õ$æßÂó æÝ&Ùõ$(SS2)  µõ$ØõÝØ` õ$æßÂó æÝ&Ùõ$(SS2)  µõ$ØõÝØ` õ$æßÂó æÝ&Ùõ$(SS2)  µõ$ØõÝØ` õ$æßÂó æÝ&Ùõ$     
          (Information Technology Skills) 

 

•     à×÷Ȩ̀æØ`<ùßð ãûµ÷À&ßà×÷Ȩ̀æØ`<ùßð ãûµ÷À&ßà×÷Ȩ̀æØ`<ùßð ãûµ÷À&ßà×÷Ȩ̀æØ`<ùßð ãûµ÷À&ß    (à<ø$ùµ×ùß æÚ×Ñ× ×ÔõÝ×): 

(1) ÷ÀÛ à`õÚ æ$Ù× ÷ÀÛ à`õÚ æ$Ù× ÷ÀÛ à`õÚ æ$Ù× ÷ÀÛ à`õÚ æ$Ù× ::::  æÚ×Ò´ &úÀ{$ - Ñù$± 15 ×Ú.    

    ãõßõØ    ÙÚÒ´ &úÀ{$ - û`× 03 ×Ú. 

(2) ûÜÁßù ûÜÁßù ûÜÁßù ûÜÁßù ûõÜ <]Ô{× &{ ÙæÝóÔ µ<ùß æÚÎ´:ûõÜ <]Ô{× &{ ÙæÝóÔ µ<ùß æÚÎ´:ûõÜ <]Ô{× &{ ÙæÝóÔ µ<ùß æÚÎ´:ûõÜ <]Ô{× &{ ÙæÝóÔ µ<ùß æÚÎ´:    

µæ$ð&µæ$ð&µæ$ð&µæ$ð&    à<Á]õ$<×à<Á]õ$<×à<Á]õ$<×à<Á]õ$<×    ÙæÝóÔÙæÝóÔÙæÝóÔÙæÝóÔ    

AAAA    &Ú×Ï´ ûÜÁßù<Ùð ãõßõØ &`û×Û´ àùÚ<$Ì× µÓ. 40 

BBBB    ûÜÁßù {µ×ùß {õØæð û´óæß ãõßõØ &`û×Ú× ×ÔõÝ×. 60 

´Ô_ ÙæÝóÔ´Ô_ ÙæÝóÔ´Ô_ ÙæÝóÔ´Ô_ ÙæÝóÔ    100100100100    

(3) áÙßÏÈ æØù Ù÷À ´$ø]× µ×$÷À$ èùÚÆùß´$ø]× µ×$÷À$ èùÚÆùß´$ø]× µ×$÷À$ èùÚÆùß´$ø]× µ×$÷À$ èùÚÆùß,  åý µ<õ &û×ùÔ Ùýù µû$õß<Ùµû$õß<Ùµû$õß<Ùµû$õß<Ù ãõßõØ ÙÚ×ùßù. 
 

A µæ$ð&A µæ$ð&A µæ$ð&A µæ$ð&    
 

<$&ßõÑæ ûÎæßÂó ûÜÁßù (OTQs)<$&ßõÑæ ûÎæßÂó ûÜÁßù (OTQs)<$&ßõÑæ ûÎæßÂó ûÜÁßù (OTQs)<$&ßõÑæ ûÎæßÂó ûÜÁßù (OTQs)    

àùÚ<$Ì×× ûÜÁßù Ñ&ß& (20) æÚ. 

(´Ô_ ÙæÝóÔ 40) 

                                                                                                                                                                                             

à‘æ 1.11.11.11.1 &Úð 1.1.1.1.11110000 ÷Àæß<$ à`õÚ ûÜÁßù &úÀ{$ <ò$õß́  &Ô÷̧&Ô ãõßõØ× µõ$ßØùßù. µõ$ßØ$èõß ãõßõØ×ð à÷À$Ù à‘æ× 

ûÜÁßù à‘æ× &´è åµÅ ãõßõØ µû$µõß ÙÚ×ùßù. 

1.11.11.11.1  ûæßÂû$õÛ èùÔµ÷ÀùÔæØ`<ùßð à÷À$}<ù µõ$ØõÝØ` èýò$ æÚÎ´ &úÀ{$ 2016 ´×ÚµæÜ$µ&$\ß> à`æß&&ß 

(Microsoft Access) þ$Ñõ æØÆùß ÷Àõßõ û÷Àù´æß ùÚÌ´$ó× æÚÎ´ð &ÔûÚÍ µ<µ}úÀ&`Ùæß &`Ù&ÔÈ æØÆùß 

&Ú̄ . èùÔµ÷ÀùÔæØ`µ<æÝµèß í$õÚæ {`úù̧ÔÈûõß à‘æ× èýò$ æÚÎ´ &úÀ{$ <ò$õß µ×$ßè] ÷Àõßõ <Ìè× (data 

type)  <ùßµùß: 

 (1)  Yes/No  (2)  Long Text  (3)  Short Text (4)  Attachment 

1.21.21.21.2  õ´ à$×õùµ×ß áùßµ<$×Ú&Ú<Ùð &Èýùßø µõ$ØõÝØ` èýò$ æÚÎ´ &úÀ{$ µ<µ}úÀ à$×õù×æß 2016 

´×ÚµæÜ$µ&$\ß> à`æß&&ß  þ$Ñõ æØÆùß ÷Àõßõ û÷Àù´æß ùÚÌ´$ó× æÚÎ´ð &`Ù&ÔÈ æØÆùß &Ú̄ . áùßµ<$&Úµ×ß 

Ố_ <®ù$æ´ (total invoice amount) èýò$ æÚÎ´ð <ò$õß µ×$ßè] ÷Àõßõ <Ìè× <ùßµùß: 

 (1)  Number.  (2)  Long Number.  (3)  Currency. (4)  Auto Number. 

1.31.31.31.3  û{õ &úÀ{ùß äß<$ àõÝµØùß, ´×ÚµæÜ$µ&$\ß> à`æß&&ß (Microsoft Access) þ$Ñõ æØÆùß &$´$ù]µ×ùß Ñ<#õ 

µù$æØùßµùßµù$æØùßµùßµù$æØùßµùßµù$æØùßµùß æÝ́ ù µè$ùÔ ÷ÀÚèÝ< (file extension) ÷À? 

 (1)  ACCDB  (2)  XLSX (3)  PPTX  (4)  CSV 

  

01 <ù <ù <ù <ù ûÜÁßù×ûÜÁßù×ûÜÁßù×ûÜÁßù× 

ûÚðÔ èóù :  09 
ûÜÁßù èóù : 07 

2018-07-28 

û&ß<Ø`  

[1.45 – 5.00]  
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1.41.41.41.4  ó× Ố÷ÀÙæ ûǗ $ó×, µû$ÙÛ àùÔû$õÚæ× &{ <$Íæ×æ ûǗ $ó× èÚóÔÈ Ñø$×æµ×æÝ ÷À̀ ùµèù &Ú®ù Ñð, 

û{õ &úÀ{ùß ÁÜÚõ×ùß àõÝµØùß ó× Ố÷ÀµÙß <$Íæ èóù èóù× æÚÎ´ &úÀ{$ ´×ÚµæÜ$µ&$\ß> äæßµ&Ùß {Ú 

(Microsoft Excel) {Ú, æÝ́ ù ÁÜÚõ× å{Ôð / à`×ð þ$Ñõ æ} {`æÚ÷À? 

(1)  PMT (2)  PV (3)  NPV (4)  NPER 

    

1.51.51.51.5  ÷ÀæÝóÔ û&Úùß µûùß<$ à`õÚ àùÔØ|û× 2016 

´×ÚµæÜ$µ&$\ß> äæßµ&Ùß (Microsoft Excel) <ÙÚùß 

ãûÔð$èõß õÚØ ûÚ}ÚÃÖÔ<æÚ (screenshot). Members 

2016, Members 2017 &{ Members 2018 µÙ& 

àùÔØ|ûµ×ß ùÈæØ à`õÚ ÷À| (objects) &´ê 

µý$µ{$ßµ&×Úùß µû$÷̧µÓ &Èýùßø<ù ù$´× <ùßµùß?  

 

 (1) <`òµû$õß (Workbooks).  (2) <`ò ûõÜÚæ$ (Worksheets).  

 (3) &ÕõÜ (Formulas).   (4) ÁÜÚõ (Functions). 

1.61.61.61.6  ´$ù< &Èûõß Ñø$×æµ×æÝ &õÚ×æ (÷ÀÚù 7 æ) æ$Ù×æß õÝ} µ&ß<æ×ùßµèùß Ù`ýÔó ùÚ<$òÔ à×÷̧Èûõß à`õÝÙõß 

æØÆùß (entering) &Ú̄ . äæß <õ$<æð <ò$ ùÚ<$òÔ Ùý$èõß µ&ß<æ×ùß {úù̧$ è`ùÛ́ ð å{Ô ãõß&{$ æØÆùß 

&Ú®×Ú. äæ´ µ&ß<æ×$µèß ù´ à`õÝ_ æ} µæ$ßÂ (cells) {úù̧$è`ùÛ́ ð äæßµ&Ùß{Ú û{õ &úÀ{ùß à‘è àõÝµØùß 

æÝ́ ù à‘è× þ$Ñõ æ} {`æÚ÷À? (&Ú×Ï´ ùÈ ×õÝØ`ÙÚ×ù µ÷À$ßÂ×æÚùß µõ$Ø< à`õÝ_ æØùÔ Ùýùßµùß×`×Ú 

ãûæÙßûù× æØùßù) 

(1)  IF Condition.    (2)  Conditional Formatting.   

(3)  AutoSum.    (4)  Solver. 

1.71.71.71.7  ´×ÚµæÜ$µ&$\ß> û<Ìµû$×Úùß> (Microsoft PowerPoint) <Ù÷ÀÛ &ßÙ×Úò<Ù àùÔæÜÆæ àùÔûÚ}Úµ<Ù ´ê{`Ø ×$´ð 

(bypass) µæµùæÝð à<Á] <Õ Ñð, û{õ &úÀ{ùß à‘è àõÝµØùß, µõ$ßØ$èõß &ßÙ×Úò×ð (slide) ´$Ø`Ò´ &úÀ{$ 

æÝ́ ù à‘è× þ$Ñõ æ} {`æÚ÷À?  

    (1)  Action Buttons.  (2)  Slide Animations.  

 (3)  Slide Transitions.  (4)  Master Slide. 

1.81.81.81.8  û{õ &úÀ{ùß äß<$ àõÝµØùß, ´×ÚµæÜ$µ&$\ß> <Ì³ ÙÚ×ÑÙßÙæß (Microsoft Word document) à$ØæßÂ$ æÚÎ´ 

&Èýùßøµ×ùß ùÚ<`Ø÷ÀÚ ûÜæ$Áù× æÝ́ æß ÷À? 

(1)  åýµèß ỐØû÷À× (password) à´õæ <Ô<÷À, µæ® ûóÚ<Ôò×æß (SMS) Ù`Äµ´ùß åýð ä× ù`<õ Ùý$ 

è`ùÛ́ ð (recover) {`æÚ×. 

(2)  µÙßçù×ð ûÜµÓÁÒ´ð ỐØû÷À µ<ùÔ<ð à`êÚÙÚ &}æÝóÔ þ$Ñõ æ} {`æÚ×. 

(3)  µÙßçù×æß &úÀ{$ µ×$÷À$èõ {`æÚ ỐØû÷À <Ìè µ÷Àææß õÚµÅ.  

(4)  µÙßçù×æð µ×$÷À$èõ {`æÚ ỐØû÷À <Ìè à`õßµõß äææß û´óÚ.     

1.91.91.91.9  <`Ø÷ÀÚ<`Ø÷ÀÚ<`Ø÷ÀÚ<`Ø÷ÀÚ à$æ#õÚ×æß (format) &{Úõ Ñ÷Àß]Ôõß õ`û`Ùß (email) ÙÚûÚù×æß <ùßµùß: 

(1)  student@institute.edu.lk (2)  student.name@lk 

 (3)  student.university@institute.lk  (4)  student.lk@institute.com  
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1.101.101.101.10  ÁÜÛ Ù$‘æÛ× èùÔµ÷ÀùÔæØ`µ<æÝð àùßõÌí$Ù ý`‘æÝæØó×, í‘è´ (mobile) ý`‘æÝæØó× µ{$ß äß̄ äÈ (ATM) 

þ$Ñõ æØÆùß äæß ÁÜÛ Ù$‘æÚæ <$óÚí ý`‘æÝ<æ &Úð õ<õß äææð õõßæ$ÙÛù< (real time) àØ Ố÷ÀÙß ´$Ø` 

æÚÎ´ð à<Á]<Õ Ñð, äß &úÀ{$ û{&ÔæÈ &Ù&ù Ù‘æ$µÓ õÚµýù ù<õ´ µ&ß<$< {úù̧ß<ùÔ Ùýùßµùß: 

(1)  Common Electronic Fund Transfer Switch (CEFTS). 

(2)  Paypal. 

(3)  Society for Worldwide Interbank Financial Telecommunication (SWIFT). 

(4)  BitCoins.    

à‘æ 1.11.11.11.11111 &Úð 1.1.1.1.11116666 ÷Àæß<$ à`õÚ ûÜÁßù<Ù {Ú&ßõ`ùß ûÚØÒ´ &úÀ{$ <ò$õß́  &Ô÷&̧Ô <ëù× <Ø{ùß õÝÙ ÷ÀÛ à`õÚ <ëù 

àõÝµØùß µõ$ßØùßù. µõ$ßØ$èõß <ëù×, à÷À$Ù ûÜÁßù à‘æ× &´è åµÅ ãõßõØ µû$µõß ÙÚ×ùßù: 

1.111.111.111.11  Ñ÷Àß]Ôõß õ`û|Ùæß (email) ×`ÒµÈ÷ÀÛ ä{Ú ûÚðûõæß µ<ùõß ûÍÁÛÙæ×ùß µ<õ Ù`ýÔó ý< &{ õ< æ<ÔØ`ùß 

µ<õ ä× ×<ù Ù÷Àßµ÷Àß ×`×Ú &{õÚæ æØ è`ùÛ́ ð ………… (BCC / CC) ÑæÙßû× þ$Ñõ æ} {`æÚ×.   

1.121.121.121.12  àùßõÌí$Ù ý`‘æÝæØó× <`ùÚ Ø{&] èùÔµ÷ÀùÔ &Ú÷æ̧ÚÎµÈ÷ÀÛ …………. (HTTP / HTTPS) ùÚ×´$<ÙÚ× 

(protocol) &Ô÷&̧Ô µù$µÓ.  

1.131.131.131.13  Ctrl + …………. (C / V) ×ù ×õÝØ` &‘µ×$ßè× (key combination), ´×ÚµæÜ$µ&$\ß> <Ì³ (Microsoft 

Word) <`ùÚ ´×ÚµæÜ$µ&$\ß> å\Û&ß û`µæßí<Ù (Microsoft Office Packages) µõ$ßØ$èõß µõ$ØõÝØ` 

ûÚðûõßæØ è`ùÛ́  (copy) &úÀ{$ þ$Ñõ×ð èùßù$ µæ® æǗ ×æÚ (shortcut).    

1.141.141.141.14  ûÔ{ÔóÔÒ´æ÷ÀÛ (practice), á÷ÀÚÍûõß æÚÎ´æß (presentation) &úÀ{$ èùÔ Ùýù æ$Ù× à`&ßõµÈùßõÝ æÚÎ´ð 

à<Á] <Ô Ñð, àûð ………….    (Rehearse Timing / Play Narrations) ÑæÙßû× þ$Ñõ æ} {`æÚ×.  

1.151.151.151.15  ´×ÚµæÜ$µ&$\ß> <Ì³ (Microsoft Word) {Ú÷ÀÛ ÷À#Â]$æ$Øµ×ùß µõ$ØõÝØ` &ùßùÚµÓ÷Àù× æÚÎ´ &úÀ{$ Ø|ûæ 

(graphics) Ñ÷À{$ ÷À̀ æßÒ´ð, åýð à<Á] <Õ Ñð þ$Ñõ æ} {`æÚ ÑæÙßû<ÙÚùß äææß <ùßµùß …………. 

(Word Art / Smart Art) ×.  

1.161.161.161.16    û<Ìµû$×Úùß> (Power Point) á÷ÀÚÍûõß æÚÎ´æ à`õÝÙõ èóù× æÚÎÈ &úÀ{$ þ$Ñõ æ} {`æÚ û`õÝØ`Èûõß 

µè$ùÔ<æß (spreadsheet file) ùÚµÓÁù× æÚÎ´ð (insert) åýð à<Á] <Ô Ñð åý Ñ&Úùß …………. (Chart / 

Object) ùÚµÓÁù à‘è× µõ$ßØ$ èùÚ×Ú.  

 

à‘æ 1.11.11.11.17777    &Úð    1.201.201.201.20 ÷Àæß<$ û{õ ÷ÀÛ à`õÚ äæß äæß ûÜæ$Á×, &õ]&õ]&õ]&õ] ÷À, à&õ]à&õ]à&õ]à&õ] ÷À ×ùßù &úÀ{ùß æØùßù. åµÅ ãõßõØ× 

(&õ] µ{$ß à&õ] ×ùßù), à÷À$Ù ûÜÁßù à‘æ× &´è ãõßõØ µû$µõß ÙÚ×ùßù. 

1.171.171.171.17  SAP ×ùÔ ÷À̀ ùð µ<µ}úÀµû$µÙß õÚµýù ûÜø$ù µûµ}{Ú ERP ´#÷̧æ$‘è<ÙÚùß äææÚ.    

1.181.181.181.18  &÷À$õù ´#÷æ̧$‘è ýÙûõÜ×æß (a perpetual software license) ùÚÁß¥õ æ$ÙûÍ§µ¨÷À×æß à<&$ùµ×ß æÙß 

áæÝõß (expires) µÓ.  

1.191.191.191.19  &‘×Ôæßõ í$Ù×æ (corporate network) àùßõÌí$Ù à$ØæßÂ$< õØ æÚÎ´ð í$Ù &Ì<Ø×æß (webserver) 

þ$Ñõ æ} {`æÚ×.  

1.201.201.201.20  û{&Ôµ<ùß ’µèù ×$ {`æÚ èýò$æØó ãû$‘è<Ùð (portable storage devices) àù<&Øµ×ùß µè$ùÔ 

ûÚðûõß æÚÎ´ ýØûõÙ õÌíù×æß <ù àõØ, &‘Ñø$ù<ÙÚùß µõ$ØõÝØ` µ{ÙÚ÷ÀØÓÒµÈ (leakage) ûÜø$ùõ´ 

ûÜþ<×æß÷À µÓ.      (äææð ÙæÝóÔ 02 ý`èÚùß, ´Ô_ ÙæÝóÔ 40)  

         A µæ$ðµ&{Ú à<&$ù×    
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BBBB    µæ$ð&µæ$ð&µæ$ð&µæ$ð&    

ûÜÁßù {õØæð (04) û´óæß ãõßõØ &`û×Ú× ×ÔõÝ×. 

(´Ô_ ÙæÝóÔ 60) 

                                                
 

à`ê_È ùÚÂßû$÷Àæµ×æÝµèß ÷Àõßõ û÷Àù´æ µ&ß<æ Ù`×Ú&ßõÝ<æÚùß ãûÔð$è`ùÛ́ æß û{õ ûÜ÷ÀÌÁù× æØ à`õ: 

µ&ß<æ µ&ß<æ µ&ß<æ µ&ß<æ     
à‘æ×à‘æ×à‘æ×à‘æ×    

µû}ûõß µû}ûõß µû}ûõß µû}ûõß     
ù$´×ù$´×ù$´×ù$´×    

´ÔÙß ù´´ÔÙß ù´´ÔÙß ù´´ÔÙß ù´    
í$õÚæ í$õÚæ í$õÚæ í$õÚæ     

{`ú̧ùÔÈûõß {`ú̧ùÔÈûõß {`ú̧ùÔÈûõß {`ú̧ùÔÈûõß     
à‘æ×à‘æ×à‘æ×à‘æ×    

ûõßÒµÈ ûõßÒµÈ ûõßÒµÈ ûõßÒµÈ     
÷ÀÚù×÷ÀÚù×÷ÀÚù×÷ÀÚù×    

µæ$ùßõÜ$õßµæ$ùßõÜ$õßµæ$ùßõÜ$õßµæ$ùßõÜ$õß    / / / / 
ûÍ<$& æ$Ù× ûÍ<$& æ$Ù× ûÍ<$& æ$Ù× ûÍ<$& æ$Ù× 

(÷ÀÚù) (÷ÀÚù) (÷ÀÚù) (÷ÀÚù)     

´ÕÙÚæ <`ðÔû ´ÕÙÚæ <`ðÔû ´ÕÙÚæ <`ðÔû ´ÕÙÚæ <`ðÔû 
(Ø`.)(Ø`.)(Ø`.)(Ø`.)    

ãûÍ´ ãûÍ´ ãûÍ´ ãûÍ´     
àõÚæ$Ù û`×àõÚæ$Ù û`×àõÚæ$Ù û`×àõÚæ$Ù û`×    

((((´$&×æß &úÀ{$´$&×æß &úÀ{$´$&×æß &úÀ{$´$&×æß &úÀ{$))))    

&ßöÛØ &ßöÛØ &ßöÛØ &ßöÛØ     
µ&ß<æµ&ß<æµ&ß<æµ&ß<æ    

E1001 àØ`ó&ÚÍ µæÑùß 800540370 V 2018-04-01 365 60,000.00 100 Yes 

E1002 µûµÌØ$ &ú̧ùÚ 758152400 V 2018-05-01 365 75,000.00 120 Yes 

E1003 µ×$ßèØ$íùß èµùßÁß 880510400 V 2018-05-01 180 60,000.00 80 No 

E1004 µ&Ùß<Ø$í$ à$×ÔÂ]$ùÚ 928210450 V    2018-05-01 180 50,000.00 50 No 

E1005 ØµýÙß ÷ÀÌÁù 702371588 V 2018-06-01 180 60,000.00 100 No 

E1006 µûµÌØ$ Ñí× 831812566 V 2018-06-01 365 90,000.00 120 Yes 

E1007 &Ôµý×ÚÌ \&ßÙÚ 833551789 V 2018-06-01 365 60,000.00 110 Yes 

E1008 àÙßÑ&ß íèõß 861401235 V 2018-07-01 365 50,000.00 120 Yes 

&ð{ù&ð{ù&ð{ù&ð{ùßßßß: : : :     

• µæ$ùßõÜ$õß / ûÍ<$& æ$Ù× &$´$ù]µ×ùß ´$& 6 æß µ{$ß à<ÔØ`÷ ̧1 æÚ.   

• µ÷ÀùÔ Ùýù ãûÍ´ àõÚæ$Ù ´$&×æð û`× 150 ý`èÚùÚ.  

á{õ ÷Àõßõ û´óæß õÚµÅ×`×Ú &Ùæ$ û{õ &úÀ{ùß ûÜÁßù<Ùð ãõßõØ ÙÚ×ùßù: 

(a) (i)    á{õ &úÀ{ùß æßµÂõÜ àõÝµØùß ûÜø$ù æßµÂßõÜ× (key field) µÙ& &`ÙæÛ́ ð <ò$õß́  &Ô÷&̧Ô æßµÂßõÜ× 

µõ$ßØùßùµõ$ßØùßùµõ$ßØùßùµõ$ßØùßù.    (ÙæÝóÔ 02) 
  

(ii)    á{õ (i) µæ$ð& &úÀ{$ åýµèß µõ$ßØ$è`ùÛ́ ð õÝòÔ÷ù̧ß µ{ßõÝ< &úÀ{ùß æØùßù&úÀ{ùß æØùßù&úÀ{ùß æØùßù&úÀ{ùß æØùßù.  (ÙæÝóÔ 02) 
 

(b) û{õ &úÀ{ùß äæß äæß æßµÂßõÜ×ð <ò$õß́  &Ô÷̧&Ô ÷Àõßõ <Ìè× {ú̧ù$ ÷Àæß<{ú̧ù$ ÷Àæß<{ú̧ù$ ÷Àæß<{ú̧ù$ ÷Àæß<ùßùùßùùßùùßù:  

æßµÂßõÜµ×ß ù´æßµÂßõÜµ×ß ù´æßµÂßõÜµ×ß ù´æßµÂßõÜµ×ß ù´    ÷Àõßõ <Ìè×÷Àõßõ <Ìè×÷Àõßõ <Ìè×÷Àõßõ <Ìè×    

µ&ß<æ à‘æ×  

µû}ûõß ù$´×  

í$õÚæ {`ú̧ùÔÈûõß à‘æ×   

ûõßÒµÈ ÷ÀÚù×   

µæ$ùßõÜ$õß / ûÍ<$& æ$Ù×  

ỐÙÚæ <`ðÔû  

ãûÍ´ àõÚæ$Ù û`×  

&ßöÚØ µ&ß<æ  

 (ÙæÝóÔ 08)     

(c) á{õ ÷ÀÛ à`õÚ ÷Àõßõ &}æ$ ýÙÆùß, ÷Àõßõ û÷ÀùÈ (databases) &úÀ{$ Ñ´&ÔÈ (queries) ûÜµ×$ßíù<õß <ùßµùß 

µæµ&ß÷À̀ ×Ú û`{`÷ÀÚÙÚ æØùßùû`{`÷ÀÚÙÚ æØùßùû`{`÷ÀÚÙÚ æØùßùû`{`÷ÀÚÙÚ æØùßù. (ÙæÝóÔ 03) 
 (´Ô_ ÙæÝóÔ 15) 

02 <ù ûÜÁßù×<ù ûÜÁßù×<ù ûÜÁßù×<ù ûÜÁßù× 
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áµÙæßµðÜ$ùÚæ à×Úõ´ &´$è´æ µ&ß<æ×ùß Ñ&Úùß æØù Ù÷À ÑæÝóÔÈ à`õÝ}õß ´×ÚµæÜ$µ&$\ß> äæßµ&Ùß 

û`õÝØ`Èûõæ ã÷Àßø#õ×æß û{õ àùÔØ|ûùµ×ùß ûÜ÷ÀÌÁù× æØ à`õ: 

 A B C D E F G H I  

1           

2 
 

Employee 

Number 
Name Televisions Refrigerators 

Microwave 

Ovens 

Total Sales 

Value (Rs.) 

Sales 

Commission 

(Rs.) 

Tax 

 

3  E1001 A.B.C. Silva 10 20 14     

4  E1002 P.Q. Zubair 5 10 12     

5  E1003 G.K. Ganesh 7 6 15     

6           

7           

8   Item Unit Price (Rs.)       

9   Television 60,000       

10   Refrigerator 100,000       

11   Microwave Oven 20,000       

12           

13           

           
 
 

(a) G4 &{ G5 µæ$ßÂ<Ùð µ×$ßè] <®ù$æÈ ÷ÀÛ́  &úÀ{$ G3 µæ$ßÂ× (cell) ð ûÚðûõß æ}×ÔõÝ &ÕõÜ× 

{ú̧ù$ ÷Àæß<ùßù{ú̧ù$ ÷Àæß<ùßù{ú̧ù$ ÷Àæß<ùßù{ú̧ù$ ÷Àæß<ùßù.... äæß äæß <Ìè× ×ðµõß ÑæÝóù Ù÷À à×Úõ´ èóù äßææ×æ ÆµÙùß èÝóæØ, äß<$ äæð 

äæõÝ æØ Ố_ ÑæÝóÔÈ <®ù$æ´ èóù× æØùßµùß×`×Ú åýð ãûæÙßûù× æ} {`æÚ×.  

(ã÷À${Øó <Áµ×ùß, äæß äæß <Ìèµ×ùß äßææ 1 ý`èÚùß ÑæÝóù Ù÷Àßµ÷Àß ùÈ, Ố_ ÑæÝóÔÈ <®ù$æ´ 

Ø`.180,000/- æÚ.)  

&ð{ù&ð{ù&ð{ù&ð{ù:::: åý Ñ&Úùß þ$Ñõ æ} ×Ôõßµõß µæ$ßÂ µ×$ Ố<ùß (cell references) Æ& µæ$ßÂ <®ù$æÈ µù$µÓ. µæ$ßÂ 

G3 µæ$ßÂµ×{Ú ûÜ÷ÀÌÁù× <ùÔ à`õÚ <®ù$æ´÷À &úÀ{ùß æØùßù&úÀ{ùß æØùßù&úÀ{ùß æØùßù&úÀ{ùß æØùßù.  (ÙæÝóÔ 06)  

(b) à‘æ E1001 ÷ÀØó µ&ß<æ×$µèß ÑæÝóÔÈ µæ$Æ&ß èóù× æÚÎ´ð H3 µæ$ßÂ× &úÀ{$ &ÔõÜ× {úù̧$ ÷Àæß<ùßù{úù̧$ ÷Àæß<ùßù{úù̧$ ÷Àæß<ùßù{úù̧$ ÷Àæß<ùßù.... 

Ố_ ÑæÝóÔÈ <®ù$æ´ Ø`.200,000/- áæß́ <ùßµùß ùÈ, Ố_ ÑæÝóÔÈ <®ù$æµ´ùß 5% æß÷À, ä× Ø`.200,000/- 

æð &´$ù µ{$ß âð àòÔùÈ ÑæÝóÔÈ <®ù$æµ´ùß 3% æß÷À µÙ&÷À, ÑæÝóÔÈ µæ$Æ&ß èóù× æØù ý< åýð 

ãûæÙßûù× æ} {`æÚ×.   (ÙæÝóÔ 03)  

(c) ÑæÝóÔÈ µæ$Æ&ß Ø`.100,000/- ð <`± ùÈ ä× ´õ ÑµÁßÂ à$÷À$×È ý÷Àß÷Àæß à× µæµÌ. ÑæÝóÔÈ µæ$Æ&ß 

à$÷À$×´ Ø`.100,000/- ð <`± <Ô Ñð 30% æ àùÔû$õ×æð ä×Úùß ý÷̧ à×µæµÌ.  

à‘æ E1001 ÷ÀØó µ&ß<æ×$ &úÀ{$ µ´´ ý÷Àß÷À èóù× æÚÎ´ð I3 µæ$ßÂ× &úÀ{$ &ÕõÜ× {ú̧ù${ú̧ù${ú̧ù${ú̧ù$    ÷Àæß<ùßù.÷Àæß<ùßù.÷Àæß<ùßù.÷Àæß<ùßù.  

   (ÙæÝóÔ 03)  

(d) <`ò ûõÜÚæ$<æ H6 µæ$ßÂµ×ß <®ù$æ´ Ø`.12,345.67 æÚùß &´ùßÑõ <ùßµùßùÈ, û{õ &úÀ{ùß äæß äæß 

ÁÜÚõ×ùßµèùß ûÜõÚüÙ µÙ& Ù`µýù <®ù$æ´ {úù̧$ ÷Àæß<ùßù{úù̧$ ÷Àæß<ùßù{úù̧$ ÷Àæß<ùßù{úù̧$ ÷Àæß<ùßù. 

(i) ROUND(H6,1) 

(ii) ROUND (H6,-1) 

(iii) ROUNDUP(H6,0) (ÙæÝóÔ 03) 
 (´Ô_ ÙæÝóÔ 15) 

03 <ù ûÜÁßù×<ù ûÜÁßù×<ù ûÜÁßù×<ù ûÜÁßù× 
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<#õßõÛ× èóæ$½æØó &Ô÷̧&Ôæ´æß &úÀ{$ Ñþ$è û<õß<ù àø]$ûù à$×õù×æ Ñþ$è æ}´ù$æØ` åý ×`×Ú 

ãûæÙßûù× æØùßù. û{õ &úÀ{ùß Ñ÷Àß]Ôõß õ`û|Ù (email) ÁÚÂ]µ×æÝµèùß åý µ<õ Ù`Ä à`õ:  

µèùß (From): siribiris.perera@gmail.com 

µ<õ (To): exams@institute.org 

ûÚðûõß (CC): registration@institute.org 

ÑÂ× (Subject): èÚóÔÈæØó ÑÂµ×ùß ùÚ÷À{&ß æÚÎ´  

ûóÚ<Ôò× (Message): {Úõ<õß ´{õß́ ×$µóùÚ / ´{õßÆ×ùÚ, 

´´ åý à$×õùµ×{Ú ÙÚ×$û÷ÀÚ‘¥ Ò à÷ÀÚ×Ø I 2018 &`ûßõ`ÈýÌ Ñþ$è× &úÀ{$ à×÷̧È 

æµ}Æ. ´$ {ð à.µû$.&. (ã/µû) Ñþ$èµ×ß èÚóÔÈæØó× &úÀ{$ "A" &$´$Ìö×æß 

Ù`Ä à`õÚ ùÚ&$, à÷ÀÚ×Ø I èÚóÔÈæØó ûÜÁßù ûõÜ×ð µûùÛ &Ú̄ ´ à<Á] µù$<ù ý< 

åý à$×õù× Ñ&Úùß ÷Àùß<$ õÚýÔóÚ. µ´× ´ð û`{`÷ÀÚÙÚ æØ ÷ÀÛ, µ´´ ùÚ÷À{&ßÒ´ 

Ùý$è`ùÛ́ ð &Ô÷&̧ÔæÈ õÚµÅ÷À̀ ×Ú ÷À̀ ùè`ùÛ́ ð æ`´`õßµõÆ. äß àùÔ< ´µèß Ñþ$è 

ûÜµÓÁ ûõÜ× ùÚæÝõß æØùßµùßùÈ, ´´ àè× æØÆ.     

µ´×ð ÑÁß<$&Û, 

&ÚÍÃÍ&ß µûµÌØ$&ÚÍÃÍ&ß µûµÌØ$&ÚÍÃÍ&ß µûµÌØ$&ÚÍÃÍ&ß µûµÌØ$    

ÙÚ×$û÷ÀÚ‘¥ à‘æ A12345 

û.ÙÚ.  ûÎæßÂ$ æÚÎ´ &úÀ{$ ´µèß à.µû$.&. (ã/µû) ûÜõÚüÙ<Ù ûÚðûõ µÈ &´ê ä<Æ.  

àõß&ùß û$ñ×:  

(Signature Text): 

  

 

&ÚÍÃÍ&ß µûµÌØ$ 

èÚóÔÈ &{æ$Ø, ABC ABC ABC ABC ỐÙ] à$×õù×ỐÙ] à$×õù×ỐÙ] à$×õù×ỐÙ] à$×õù×, µæ$}Ö. 

à` ỐóÔÈ: 

(Attachments): 
GCELAL.PDF 

û{õ &úÀ{ùß µõ$ØõÝØ` ÷À åý µ<õ &û×$ à`õ:  

àø]$ûù à$×õùµ×{Ú à`´õÝÈ Ñ&ßõØ: 

<#õßõÛ× èóæ$½æ$Î à$×õù×, à‘æ 15, {×ÚµÙ<Ùß û$Ø, ùÔµèßµè$ò.  

÷̧Øæõù / \`æß&ß  +94 112 345 678. 

 

 

04 <ù ûÜÁßù×<ù ûÜÁßù×<ù ûÜÁßù×<ù ûÜÁßù× 
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ÁÚÂ]×$ Ñ&Úùß ä<$ à`õÚ ûóÚ<Ôò×ð ûÚ}ÚõÝØ` µÙ& û{õ &úÀ{ùß ûóÚ<Ôò× å{Ô µ<õ &ùßùÚµÓ÷Àù× æÚÎ´ð Ñ÷Àß]Ôõß 
õ`û`Ùß ×`Ò´ ûÚ}ÚýúÀ åµÅ ÷À̀ ùỐ  þ$Ñõ æØùßù.þ$Ñõ æØùßù.þ$Ñõ æØùßù.þ$Ñõ æØùßù. àø]$ûù à$×õùµ×ß Ñ÷Àß]Ôõß õ`û`Ùß ûÜõÚûõßõÚ×ð àùÔ< ÁÚÂ]×ùß 

&´ê µæµØù &Ú×Ï´ ÙÚûÚèùÔµ÷ÀùÔ ÁÚÂ] æð×ÔõÝ þ$Ø æ}´ó$æØ` (studentaffairs.mgr@institute.org) µ<õ 

ûÚðûõß æÚÎ´ àµûßæßÂ$ æØù ý< åýð ãûæÙßûù× æ} {`æÚ×. û{õ (a) &Úð (h) ÷Àæß<$ {úù̧$ ÷Àæß<$ à`õÚ à×Úõ´ 
&úÀ{$ &Ô÷̧&Ô µõ$ØõÝØ` åýµèß ãõßõØ µû$µõß ÙÚÑ× ×ÔõÝ×. åý Ñ&Úùß ãûæÙßûù æÚ&Ú<æß æØùÔ Ù`µÅ ùÈ 

äß<$ &úÀ{ùß æØùßù.  

µèùß (From): …………………… (a) …………………… (ÙæÝóÔ 02) 

µ<õ (To): …………………… (b) …………………… (ÙæÝóÔ 02) 

ûÚðûõ (CC): …………………… (c) …………………… (ÙæÝóÔ 02) 

ÑÂ× (Subject): …………………… (d) …………………… (ÙæÝóÔ 02) 

ûóÚ<Ôò× 
(Message): 

{Úõ<õß …………………… (e) …………………… ´{õß́ ×$µóùÚ, 

Ñ÷Àß]Ôõß õ`û|Ù ûÚ}ÚýúÀ< åýð &ßõÞõÚ×Ú. åýµèß Ñþ$è ûÜõÚüÙ àûÚ 

ûÎæßÂ$ æ} àõØ, à÷ÀÚ×Ø I {Ú èÚóÔÈæØó ûÜÁßù ûõÜ×ð åý µûùÛ &Ú®× 

×ÔõÝ µù$<ù ý< &ù$ö æØ Ố. à÷ÀÚ×Ø I &úÀ{$ ×$<õßæ$ÙÛù æ} åµÅ ûÜµÓÁ 
ûõÜ× æÙß µù$×<$ õ`û|µÙùß åý µ<õ Ù`µýùÔ à`õ. ûÜµÓÁ ûõÜµ×ß PDF 

ûÚðûõæß µÈ &´ê à Ốó$ à`õ.  

åýð õ<÷Ø̧ðõß æÚ&Ú×È û`{`÷ÀÚÙÚ æÚÎ´æß à<Á] <ùßµùß ùÈ û{õ ÷À̀ æßµ<ù 
´µèß ÷Ø̧æõù à‘æ×ð à´õùßù.  

µ´×ð ÑÁß<$&Û, 

…………………… (f) …………………… 

(ÙæÝóÔ 01) 

 

 

 

 

 

(ÙæÝóÔ 02) 

àõß&ùß û$ñ×: 
(Sinature Text): 

…………………… (g) …………………… (ÙæÝóÔ 02) 

à` ỐóÔÈ 
(Attchments): 

…………………… (h) …………………… (ÙæÝóÔ 02) 

    (´Ô_ ÙæÝóÔ 15) 

 

                                                                                                                                
(a) à÷À õÚµýù µý$µ{$ß í$Ù ûÚÍæß&ÔÈ<Ù (web browsers) àÏõß ûÚÍæß&ÔÈ Ñùßµò$ß<æß (new browsing windows) 

Ñ<#õ æØ è`ùÛ́ ð "Incognito Window", "Private Window" à$÷ÀÛ <Áµ×ùß &úÀ{ùß <ù ÑæÙßû×æß (option) 
õÚµÅ.  

ùÚõ] ûÚÍæß&ÔÈ Ñùßµò$ß<æð (regular browsing window) &$µûßæßÂ< äýú̧ Ñùßµò$ß<æ µ<ù&    û`{`÷ÀÚÙÚ û`{`÷ÀÚÙÚ û`{`÷ÀÚÙÚ û`{`÷ÀÚÙÚ 

æØùßùæØùßùæØùßùæØùßù.  (ÙæÝóÔ 03) 

(b) í$Ù ûÚÍæß&Ố æ ûÜõÚûÜµÓÁù× (reload) / ûÚÃ÷ÀÒ´ (refresh) ×ù ÑæÙßû×æÚùß (option) áðÔ µæµØù æ$Ì×× 
{úù̧$ ÷Àæß<ùßù{úù̧$ ÷Àæß<ùßù{úù̧$ ÷Àæß<ùßù{úù̧$ ÷Àæß<ùßù. åý µ´´ ÑæÙßû× þ$Ñõ æÚÎ´ð áò à`õÚ õõßõß<×æð ã÷À${Øó×æß µ÷Àùßù. (ÙæÝóÔ 03) 

(c) VPN ×ùÔ àùßõÌí$Ù×ð &Èýùßø <ù Ñð ûÜµ×$ßíù<õß<ù õ$æßÂó×æß &ùÚðÔ{ùß æÚÎ´ð þ$Ñõ µæµØù 
µæ® µ×÷̧´æÚ.  

VPN ×ù û÷Àµ×ùß à÷À{&ß <ù µõßØ`´ &{ ä×Úùß áðÔ<ù àØ Ốó &úÀ{ùß æØùßù.&úÀ{ùß æØùßù.&úÀ{ùß æØùßù.&úÀ{ùß æØùßù.  (ÙæÝóÔ 03) 

(d) "ùÚõÚûõ$ µ×$÷Àù ûÍÁÛÙæ ùÈ &{ ỐØû÷À {`Ø µ<ùõß ûÚ×<Ø (measures) þ$Ñõµ×ùß &´{Ø àùßõÌí$Ù 
µ{$ß í‘è´ ý`‘æÝ àòÑ<Ùð (sites) ûÜµÓÁ Ñ× {`æÚ×."   

åýð µ´´ ûÜæ$Áù× &´ê äæêÑ× {`æÚ÷À̀ ×Ú &úÀ{ùß æØùßù&úÀ{ùß æØùßù&úÀ{ùß æØùßù&úÀ{ùß æØùßù. åµÅ ãõßõØ× &$ø$ØóÛæØó× æØùßù. 

 (ÙæÝóÔ 03) 

(e) µ´´ ûÜÁßùµ×ß ÷ÀæÝóÔ û&Úùß µûùß<$ à`õÚ Ø|û× <`ùÚ ÷À| ûÜ<#õßõÚ ûõÜ<Ù &{ ûÜ<Ìøù ûõÜÚæ$<Ù 

íùûÜÚ×< û<õÛ.  

µ´<`ùÚ Ø|û<Ùð ÷ÀÛ à`õÚ ù´ {ú̧ù$ ÷Àæß<${ú̧ù$ ÷Àæß<${ú̧ù$ ÷Àæß<${ú̧ù$ ÷Àæß<$ äß<$µ×ß þ$Ñõ× (use) &úÀ{$ ã÷À${Øó×æß &úÀ{ùß &úÀ{ùß &úÀ{ùß &úÀ{ùß 
æØæØæØæØùßùùßùùßùùßù.  (ÙæÝóÔ 03) 

 (´Ô_ ÙæÝóÔ 15) 

05 <ù ûÜÁßù×<ù ûÜÁßù×<ù ûÜÁßù×<ù ûÜÁßù× 
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<]$û$Íæ ûÜ<Ìøù×æß &úÀ{$ ûõÜÚæ$<æß &`Ù&ÔÈ æÚÎµÈ (designing) æ$Ì×× (task) åýð û<Ø$ à`õ`×Ú 

ãûæÙßûù× æØùßù. à<&$ù à$æ#õÚæØó× æÚÎµ´ùß û&Ô ûõÜÚæ$< (final formatted leaflet) û{õ Ø|ûµ×ß ÷À̀ æßµÓ: 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

àæÝØ` <Ìè× (font type) µ<ù&ß æÚÎ´æß µù$´`õÚ×`×Ú ãûæÙßûù× æØÆùß, á{õ ûõÜÚæ$µ<{Ú äæß äæß ỐÙÚæ$‘è 

àùÔ<Ìõù× æÚÎ´ð (to convert) þ$Ñõ æØùÔ Ùýù ´×ÚµæÜ$µ&$\ß> <Ì³ à‘è  (features) {ú̧ù$ ÷Àæß<ùßù{ú̧ù$ ÷Àæß<ùßù{ú̧ù$ ÷Àæß<ùßù{ú̧ù$ ÷Àæß<ùßù. 

(a) µ´{Ú ÷ÀÛ õÚµýù "Sale"  µÙ& ùÈæØ à`õÚ Ø|ûµ×ß ûÚ}ÃÖÔ< (image) µ<ù&ß æÚÎ´.  (ÙæÝóÔ 02)  

(b) "REEMIX Mid-Year Clearance Sale"  û$ñµ×ß µûùỐ  (appearance) µ<ù&ß æÚÎ´.  (ÙæÝóÔ 02)  

(c) "50% "  û$ñµ×ß µûùỐ  &{ &ßö$ù× (position) µ<ù&ß æÚÎ´. (ÙæÝóÔ 03) 

(d) µ´{Ú ÷ÀÛ õÚµýù ûÚ}ÚÃÖÔµ<{Ú µûùỐ  &{ &ßö$ù× µ<ù&ß æÚÎ´.  
(ÙæÝóÔ 03) 

(e) "Hurry Up offer until stocks last or until 1st August 2018 Only" û$ñ×, Ø|ûæ &ð{ùæß õÝ} (within a 

graphic) ûÜ÷ÀÌÁù× æÚÎ´. (ÙæÝóÔ 03) 

(f) ÷Ø̧æõù à‘æµ×ß µûùỐ  &{ &ßö$ù× µ<ù&ß æÚÎ´. (ÙæÝóÔ 02)  
 (´Ô_ ÙæÝóÔ 15) 

06 <ù ûÜÁßù×<ù ûÜÁßù×<ù ûÜÁßù×<ù ûÜÁßù× 
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(a) ´×ÚµæÜ$µ&$\ß> û<Ìµû$×Úùß><Ù (Microsoft PowerPoint) {Ú, û{õ ÷À̀ æßµ<ù à‘è<ÙÚùß áðÔµæµØù æ$Ì×× 

û`{`÷ÀÚÙÚ æØùßùû`{`÷ÀÚÙÚ æØùßùû`{`÷ÀÚÙÚ æØùßùû`{`÷ÀÚÙÚ æØùßù:  

(i) Handout Master. 

(ii) Ink Annotations / Start Inking. 

(iii) Add-Ins. 

(iv) Online Pictures. 

(v) Play Narrations. 

(vi) Insert Icons. (äææð ÙæÝóÔ 02 ý`êÚùß, ÙæÝóÔ 12)  

(b) &´$è´ð û`Æµóù Ñµ÷ÀßÁÛ× è`ùÔÈæØ`µ<æÝð åýµèß µõß àûù×ù &´$è´ ûÚ}ÚýúÀ< æØ`óÔ á÷ÀÚÍûõß æÚÎ´ð 

åýð ùÚ×´ Ò õÚµÅ. åý &´$èµÈ àø]æßÂ ´óßòÙ× ’&ß<ù æ$´Øµ×ß µÈ&× ´õ õýù ûÍèóæ×æ 

åýµèß á÷ÀÚÍûõß æÚÎ´ (presentation) õÚµÅ. û<Ìµû$×Úùß> á÷ÀÚÍûõß æÚÎµÈ µè$ùÔ< &$Ìöæ µÙ& Ñ<#õ 

æÚÎµ´ùß û&Ô åýð ´<Ô&µ×ß &‘ëÙù× (movement) àæÜÛ× Ò ´<Ô&ß µû$×ÚùßðØ× (mouse pointer) 

ä{$ µ´{$ æÚÎ´ð µù${`æÚ ý< ÷À̀ ùÚóÚ. µ<ùõß ûÍèóæ µ{$ß ´<Ô&×ùß ù`õ`×Ú ãûæÙßûù× æØùßù.  

åý á÷ÀÚÍûõß æÚÎ´ à$ØÈþ æØùßµùß µæµ&ß÷À̀ ×Ú    û`{`÷ÀÚÙÚ æØùßùû`{`÷ÀÚÙÚ æØùßùû`{`÷ÀÚÙÚ æØùßùû`{`÷ÀÚÙÚ æØùßù.  (ÙæÝóÔ 03) 

 (´Ô_ ÙæÝóÔ 15) 

07 <ù ûÜÁßù×<ù ûÜÁßù×<ù ûÜÁßù×<ù ûÜÁßù× 

B µæ$ðµ&{Ú à<&$ù×    


