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,yq;if fzf;fPl;L njhopy;El;gtpayhsu; fofk;,yq;if fzf;fPl;L njhopy;El;gtpayhsu; fofk;,yq;if fzf;fPl;L njhopy;El;gtpayhsu; fofk;,yq;if fzf;fPl;L njhopy;El;gtpayhsu; fofk;  

  jpwikjpwikjpwikjpwik (jpwd;fs;jpwd;fs;jpwd;fs;jpwd;fs;) fg;];Nuhd;fg;];Nuhd;fg;];Nuhd;fg;];Nuhd; - 2018 rdtuprdtuprdtuprdtup    

(SS2)  jfty; njhopjfty; njhopjfty; njhopjfty; njhopy;Ey;Ey;Ey;El;gtpay; l;gtpay; l;gtpay; l;gtpay; jpwd;fs;jpwd;fs;jpwd;fs;jpwd;fs;    
(Information Technology skills)  

• guPl;rhu;j;jpfSf;fhd mwpTWj;jy;fs;guPl;rhu;j;jpfSf;fhd mwpTWj;jy;fs;guPl;rhu;j;jpfSf;fhd mwpTWj;jy;fs;guPl;rhu;j;jpfSf;fhd mwpTWj;jy;fs; (ftdkhf thrpf;fTk;): 
    

(1) mDkjpf;fg;gl;l Neuk; mDkjpf;fg;gl;l Neuk; mDkjpf;fg;gl;l Neuk; mDkjpf;fg;gl;l Neuk; : thrpj;jy; -  15 epkplq;fs; 

                      vOJjy; -  03 kzpj;jpahyk; 

(1) tpdhj;jhs; fl;likg;Gk; Gs;spfs; xJf;fPLk; tpdhj;jhs; fl;likg;Gk; Gs;spfs; xJf;fPLk; tpdhj;jhs; fl;likg;Gk; Gs;spfs; xJf;fPLk; tpdhj;jhs; fl;likg;Gk; Gs;spfs; xJf;fPLk; : 

gFjpgFjpgFjpgFjp Njitg;ghLNjitg;ghLNjitg;ghLNjitg;ghL Gs;spfs;Gs;spfs;Gs;spfs;Gs;spfs; 

A rfy tpdhf;fSk; fl;lhakhdit 40 

B 
MW tpdhf;fspy; ehd;fpw;F kl;Lk; 
tpilaspj;jy; Ntz;Lk;. 60 

nkhj;jg; Gs;spfs;nkhj;jg; Gs;spfs;nkhj;jg; Gs;spfs;nkhj;jg; Gs;spfs;    100 

(2) toq;fg;gl;Ls;s    tpilg; Gj;jfj;jpy; tpilg; Gj;jfj;jpy; tpilg; Gj;jfj;jpy; tpilg; Gj;jfj;jpy; ePq;fs; tpz;zg;gpj;j    nkhop %yj;jpNyNa tpilfs; nkhop %yj;jpNyNa tpilfs; nkhop %yj;jpNyNa tpilfs; nkhop %yj;jpNyNa tpilfs; 
vOjg;gly; Ntz;Lk;. 

 

gFjpgFjpgFjpgFjp A 
 

Nehf;fr; Nrhjid tpdhf;fs;Nehf;fr; Nrhjid tpdhf;fs;Nehf;fr; Nrhjid tpdhf;fs;Nehf;fr; Nrhjid tpdhf;fs; (OTQs) 

,UgJ (20) fl;lha tpdhf;fs; 

(nkhj;jk; 40 Gs;spfs;) 

                                                

,y. 1.1 njhlf;fk; 1.10 tiuahd tpdhf;fSf;Fg; kpfg; nghUj;jkhd tpiliaj; njupT nra;f. 

njupTnra;ag;gl;l tpilapd; ,yf;fj;ij mjw;Fupa tpdh ,yf;fj;Jld; ckJ tpilg; Gj;jfj;jpy; 

vOJf. 

1.1  tq;fp Copau; xUtu; rpWtu;fSf;fhd tpNrl Nrkpg;Gf; fzf;nfhd;W njhlu;ghd jfty; 

fisf; fsQ;rpag;gLj;Jtjw;F (store)  ikf;Nuhnrhg;w; mf;]]; (Microsoft Access) 2016 

,idg; gad;gLj;jp juTj;jsk; (database) xd;iw cUthf;Ftjw;Fj; jpl;lkpLfpwhu;. rpWtd; 

xUtdJ Gifg;glj;ijf; fsQ;rpag;gLj;j> gpd;tUtdtw;Ws; kpfg; nghUj;jkhd juT tif 

(data type) vJ?     

 (1)  Yes/No.  (2)  Long Text.  (3)  Lookup Wizard. (4)  Attachment. 
 

 

1.2  gpd;tUk; gzpf;$Wfspy; (functions) ikf;Nuhnrhg;w; vf;nry; (Excel) ,y; gad;gLj;jg;gLk; 

jUf;fKiwg; gzpf;$whf (logical function) tifg;gLj;jf;$ba gzpf;$W vJ?  

 (1)  Year function.  (2)  Date function.  (3)  Address function. (4)  IF function.  

tpdhtpdhtpdhtpdh  01 

gf;fq;fs;   :  11 

tpdhf;fs;   :  07  

2018-01-27 
gpw;gfy;  

[1.45 – 5.00]  
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1.3  kpd;dQ;ry; (e-mail) xd;iw mDg;Gk;NghJ mjpy; fhzg;gLfpd;w “BCC” vd;w RUf;ff;FwpaPL 

Fwpg;gJ : 

 (1)  Binary Carbon Copy.  (2)  Before Copying Certificate.  

 (3)  Blind Carbon Copy.  (4)  Broadcast Certificate Copy.  

1.4  ,yq;ifapYs;s ngUk;ghyhd tu;j;jf tq;fpfs; mt;tq;fpfspy; fzf;F itj;jpUg;NghUf;F 

,iza tq;fp trjpfis (Internet banking facilities) toq;Ffpd;wd. gpd;tUtdtw;Ws; 

cs;ehl;by; toq;fg;gLfpd;w ,iza tq;fpr; Nritfs; njhlu;ghd gpioahdgpioahdgpioahdgpioahd $w;W vJ?  

(1)  jdJ jdpg;gl;l fzpdpiag; gad;gLj;jp ,iza tq;fpr; Nritia mZFtjw;F 

tq;fpahy; toq;fg;gLfpd;w xU tpNrl nkd;nghUs; (special software) vkf;F vg;NghJk; 

Njitg;gLk;.   

(2)  nry;yplg;Ngrp (mobile phone) Clhf ,iza tq;fpr; Nritia mZFtjw;Fg; 

gad;gLj;jf;$ba nry;yplg;Ngrpr; nraypfisr; (Mobile Apps) rpy tq;fpfs; nfhz;b 

Uf;fpd;wd.  

(3)  ,iza tq;fpr; Nritiag; gad;gLj;jp tq;fpapd; mYtyf Neuk; jtpu;e;j (after 

office hours) Vida Neuq;fspYk; vq;fsJ fzf;F kPjpfis vq;fshy; gupNrhjpf;f 

KbAk;.   

(4)  me;juq;fkhd (,ufrpa) jfty;fspd; ghJfhg;ghd gupkhw;wq;fis cWjpg;gLj;J 

tjw;fhf> ,iza tq;fpr; Nrit HTTPS Protocol Ig; gad;gLj;JfpwJ. 

1.5  gpd;tUtdtw;Ws; ikf;Nuhnrhg;w; Ntl; (MS Word) ,y; gad;gLj;jg;gLfpd;w Xu; ciu 

tbtikj;jy; mk;rk; (text formatting feature)    my;yhjJmy;yhjJmy;yhjJmy;yhjJ vJ?  

 (1) Justify. (2) Bullet Lists. (3) Indenting. (4) Insert Object. 

1.6  gpd;tUtdtw;Ws; ikf;Nuhnrhg;w; gtu; nghapd;l; (PowerPoint) ,d; tpy;iyfSf;Fg; (slides) 

gpuNahfpf;ff;$ba mk;rk; (feature) vJ?   

(1)  Transition.  (2)  Superscript.  (3)  Justify.  (4)  Handout Master. 

1.7  ERP nkd;nghUnshd;W> gpd;tUtdtw;Ws; vjw;F kpfTk; gpuNahrdkhf ,Uf;Fk;?  

 (1)  Copau; xUtu; jdJ Nkw;ghu;itahsUf;F kpd;dQ;ry; (email) xd;iw mDg;Gtjw;F 

 (2)  nrayhsu; xUtu; jdJ Kfhikahsuhy; toq;fg;gl;l fbjk; xd;iwj; jl;lr;rpLtjw;F 

 (3)  Copau; xUtu; jdJ KfhikahsUf;fhf thunkhd;Wf;Fupa cw;gj;jp tpguq;fisj; 

jahupg;gjw;F  

 (4)  Kfhikahsu; xUtu; rigf; $l;lnkhd;wpy; Kd;itf;fg;gLk; juTfisf; (presentation 

data) fhl;rpg;gLj;Jtjw;F 
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1.8  gpd;tUtdtw;Ws; tUlhe;jg; guhkupg;G xg;ge;jk; (AMC) xd;iwg; gjpTnra;tjhy; Vw;gLk; 

mD$ykhf miktJ vJ?  

(1)  jifikngw;w njhopDl;gtpayhsu;fsplkpUe;J KONeu Nrit 

(2)  nghUl;fSf;fhd jpl;lkplg;gl;l Nritfs;  

(3)  cau; ek;gfj;jd;ikkpf;f cz;ikahd cjpupg; ghfq;fs;   

(4)  NkYs;s rfyJk;.  

1.9  gpd;tUtdtw;Ws; jfty; KiwikfSld; gad;gLj;jf;$ba jLg;Gg; ngsjpff; fl;Lg;ghL 

(preventive physical control) xd;whf fUjg;glf;$baJ vJ? 

(1)  ,ul;ilf; fjT Kiwikfs; (Double Door Systems) 

(2)  guPl;rhu;j;jf; fzf;fha;Tfs; (Audit Trails) 

 (3)  flTr;nrhw;fs; (Passwords)   

(4)  FwpKiwahf;fk; (Encryption)  

1.10  epWtdk; xd;wpDs; ,izak; gad;gLj;jg;gLtijf; fUj;jpw;nfhs;Sk;NghJ gpd;tUtd 

tw;Ws; vjid Xu; xOf;fnewprhu;e;j  elj;ijahff; (ethical behavior) fUj KbAk;?  

(1)  nlhud;w; Nfhg;nghd;iwg; (Torrent file) gad;gLj;jp ikf;Nuhnrhg;w; xg;gp]; (Microsoft 

Office) 2016 Ij; gjptpwf;fk; (Downloading) nra;jy; 

(2)  tpz;Nlh]; mg;Nll; (Windows Update) ,d; Clhf ikf;Nuhnrhg;w; xg;gp]; ,w;fhd 

mg;Nll;fisg; (updates) gjptpwf;fk; nra;jy;    

 (3)  mYtyf Nkirf; fzpdpapypUe;J cq;fSila jdpg;gl;l KfE}y; (Facebook) 

fzf;fpw;F xspg;glq;fisj; (Photos) gjpNtw;wk; (Uploading) nra;jy;.   

 (4)  rfy thbf;ifahsu;fspdJk; fzf;F rk;ge;jkhd jfty;fisf; nfhz;l ikf;Nuhnrhg;w; 

vf;nry; Ntiyj; jhis (excel worksheet) rfy thbf;ifahsu;fSf;Fk; kpd;dQ;ry; 

nra;jy;.     
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,y. 1.11 njhlf;fk; 1.16 tiuahd tpdhf;fspYs;s ntw;wplq;fis epug;Gtjw;F milg;Gf; Fwpf;Fs; 

jug;gl;Ls;s nrhw;fspypUe;J nghUj;jkhd nrhy;iyj; njupTnra;f. njupT nra;ag;gl;l nrhy;iy> 

tpdh ,yf;fj;Jld; ckJ tpilg;Gj;jfj;jpy; vOJf: 

1.11  ikf;Nuhnrhg;w; mf;]]; (MS Access) ,y; juT cs;sPl;Lr; nrad;Kiwapd; cjtpf;fhf xU 

………… (gbtk; [form] / mwpf;if [report]) Ig; gad;gLj;jpf;nfhs;s KbAk;.    

1.12  ikf;Nuhnrhg;w; vf;nry; (MS Excel) ,y; ………… (mQ;ry; ,izg;G [mail merge] / ika 

ml;ltiz [pivot table]) mk;rj;ijg; gad;gLj;jp> ngupasthd juTj;njhFjp xd;wpypUe;J 

gpuNahrdkhd jfty;fis vq;fshy; ngw KbAk;.      

1.13  tbtikg;Gr; nra;ag;gl;l ciuapid (formatted text) gpujpgz;Zk;NghJ ve;jnthU 

tbtikg;Gkpd;wp ciuiaf; fhl;rpg;gLj;Jtjw;F ikf;Nuhnrhg;w; Ntl; (MS Word) ,Ys;s 

…………. (paste special / insert text box) mk;rj;ijg; gad;gLj;j KbAk;.      

1.14  ikf;Nuhnrhg;w; gtu;nghapd;ilg; gad;gLj;Jk;NghJ ghu;itahsu;fs; mtjhdpf;fhjthW 

Kd;itg;Gr; nra;gtuhy; (Presenter) thrpf;fg;glf;$ba ciu (text) xd;iwr; Nru;g;gjw;fhd 

Njit vq;fSf;F Vw;gLk;NghJ…………. (Hide slide / Add notes) mk;rk; gad;gLj;jg;gLfpwJ.   

1.15  gadu; xUtUf;Fr; rk;ge;jkw;wJ vd jd;dpaf;fkhfNt milahsk; fhzg;gLk; 

kpd;dQ;ry;fs; nghJthf kpd;dQ;ry; KiwikapYs;s …………. (Spam / Trash) ,y; Nrkpf;fg; 

gLfpd;wd.   

1.16 …………. (Google Chrome / Google Search) vd;gJ ,iza tq;fpr; Nritia mZFtjw;Fg; 

gad;gLj;jf;$ba xU tiy cyhtp (web browser) ,w;fhd Xu; cjhuzk; MFk;. 

,y. 1.17 njhlf;fk; 1.20 tiuahd gpd;tUk; xt;nthU $w;Wk; rupahdjh rupahdjh rupahdjh rupahdjh my;yJ jtwhdjhjtwhdjhjtwhdjhjtwhdjh 

vd;gijf; Fwpg;gpLf. njupTnra;ag;gl;l tpilia (rupahdJ / jtwhdJ) ckJ tpilg;Gj;jfj;jpy; 

tpdh ,yf;fj;ijf; Fwpg;gpl;L mjd; vjpNu vOJf. 

1.17  thbf;ifahsu; jfty;fisf; fsQ;rpag;gLj;Jtjw;fhfj; juTj;jsnkhd;iw (database) 

tbtikf;Fk;NghJ> Njitg;gbd; gy jpfjpg; Gyq;fis (multiple date fields) vq;fshy; 

fsQ;rpag;gLj;j KbAk;.       

1.18  tpupjhs; (spreadsheet) xd;wpYs;s xU Ez;ziwapy; (cell) #j;jpuq;fisg; gad;gLj;Jtjd; 

%yk; gzpf;$Wfis (functions) vOj KbAk;.    

1.19  nrhy; epuyhf;fy; (word processing) nkd;nghUs; xd;wpy;> gy ngWeu;fSf;fhd mQ;ryply; 

Nygy;fisj; (mailing labels) jahupg;gjw;F nkapy; Nku;r; (mail merge) trjpapidg; 

gad;gLj;j KbAk;.     

1.20  Kd;itg;G (presentation) nkd;nghUs; xd;wpy;> glq;fs;> ,ir kw;Wk; fhnzhspfis 

cl;GFj;j KbAkhapDk; kdpjdpd; Fuy; xypapid (human voice) cl;GFj;j KbahJ.    

(xt;nthd;Wf;Fk; 02 Gs;spfs; tPjk;> nkhj;jk; 40 Gs;spfs;) 
 
 gFjp A KbT 
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gFjpgFjpgFjpgFjp B 
 

VjhtJ ehd;F (04) tpdhf;fSf;F khj;jpuk; tpil vOJf. 

(nkhj;jk; 60 Gs;spfs;) 

                                              
 

(a) fy;tp epWtfnkhd;W> jfty; njhopDl;gg; ghlj;jpw;fhf tpz;zg;gpj;Js;s khztu;fspd; 

tpguq;fisf; fsQ;rpag;gLj;Jtjw;fhf vspikahd ikf;Nuhnrhg;w; mf;]]; (Microsoft 

Access) juTj;jsk; xd;iwg; gad;gLj;Jtjw;Fj; jpl;lkpLfpwJ. khztu;fspd; juTfs; vt;thW 

fsQ;rpag;gLj;jg;gl Ntz;Lk; vd;gij fPNo jug;gl;Ls;s khjpup ml;ltiz tpsf;FfpwJ: 

gjpT  gjpT  gjpT  gjpT  
,yf;fk;,yf;fk;,yf;fk;,yf;fk; 

KjnyOj;Jf;KjnyOj;Jf;KjnyOj;Jf;KjnyOj;Jf;    
fSld; ngau;fSld; ngau;fSld; ngau;fSld; ngau; 

Nj.m.m.,y.Nj.m.m.,y.Nj.m.m.,y.Nj.m.m.,y. gpwe;j jpfjpgpwe;j jpfjpgpwe;j jpfjpgpwe;j jpfjp gjpTj; jpfjpgjpTj; jpfjpgjpTj; jpfjpgjpTj; jpfjp KftupKftupKftupKftup 

451120 rpy;th V.vk;. 992352097 V 1999/08/22 2017/11/01 
,y. 15,  
fhyp tPjp>  
,uj;kyhid 

451121 Rigu; lgp.vk;. 992362099 V 1999/08/23 2017/11/03 
,y. 5,  
gpujhd tPjp>  
myt;t. 

451122 fPjd; [p. 992372097 V 1999/08/24 2017/11/10 
23/15,  
tpf;Nlhupah xOq;if> 
nts;stj;ij. 

(i) Nj.m.m. ,yf;fj;ijf; (NkNy fhl;lg;gl;ljd;gb) fsQ;rpag;gLj;Jk;NghJ (store)> 

milahs ml;ilapYs;s vOj;J “V” MdJ jd;dpaf;fkhfNt cs;splg;gLkhW 

vt;thW nrad;Kiw xd;iw newpg;gLj;j (Streamlined) KbAk; vd;gij tpgupf;Ff.tpgupf;Ff.tpgupf;Ff.tpgupf;Ff.          

(cs;splg;gLfpd;w rfy Nj.m.m. ,yf;fq;fSk; 9 vz;fisf; nfhz;Ls;sd vd;Wk; mit 

“V” vd;w vOj;Jld; Kbtilfpd;wd vd;Wk; ePq;fs; fUjpf;nfhs;syhk;.) (03 Gs;spfs;) 

   

(ii) gjpTj; jpfjp cs;splg;gLk; Ntisapy;> mJ cs;splg;gl;l gpwe;j jpfjpiaf; fhl;bYk; 

gpe;ija jpfjpahf ,Ug;gpd; kl;Lk; mJ mDkjpf;fg;gLtij cWjpg;gLj;Jtjw;fhfg; 

gad;gLj;jf;$ba Kiw xd;wpid tpgupf;Ff.tpgupf;Ff.tpgupf;Ff.tpgupf;Ff.   (03 Gs;spfs;) 

(b) juTfisr; (data) fsQ;rpag;gLj;Jtjw;F> juTj;jsq;fs; (databases) Njitapy;iy vdTk; 

mt;Ntiyia tpupjhs;fisg; (spreadsheets) gad;gLj;jpr; nra;JKbf;fyhk; vdTk; ckJ 

ez;gu; xUtu; ckf;F MNyhrid toq;fpAs;shu;.    

(i) NkNy gFjp (a) ,y; jug;gl;l jfty;fisf; fUj;jpw; nfhz;L> ckJ ez;gupd; 

MNyhridia epahag;gLj;Jf.epahag;gLj;Jf.epahag;gLj;Jf.epahag;gLj;Jf.   (03 Gs;spfs;) 

(ii) ckJ ez;gupd; MNyhridia Vw;Wf;nfhs;sKbahj NtnwhU re;ju;g;gj;ij tpgupf;Ff.tpgupf;Ff.tpgupf;Ff.tpgupf;Ff.  

 (03 Gs;spfs;) 

 

(c) ikf;Nuhnrhg;w; mf;]]; (Microsoft Access) cld; njhlu;Ggl;l tpdty;fs; (Queries) kw;Wk; 

mwpf;iffs; (Reports) Mfpatw;Wf;F ,ilapyhd NtWghl;il tpgupf;Ff.tpgupf;Ff.tpgupf;Ff.tpgupf;Ff.  (03 Gs;spfs;) 
 (nkhj;jk; 15 Gs;spfs;) 

 

tpdhtpdhtpdhtpdh  02 
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cw;gj;jpf; fk;gdp xd;wpd; Copau;fsJ rk;gs tpguq;fis cs;slf;fpa ikf;Nuhnrhg;w; vf;nry; 

tpupjhs; (MS Excel Spreadsheet) xd;wpd; gpupj;njLg;G fPNo fhl;lg;gl;Ls;sJ: 

 A B C D E F G H I J  

1            

2 
 Employee 

Number 
Name 

Basic 

Salary 

OT 

Hours 

Service 

(Years) 

OT 

Payment 

Gross 

Salary 

PAYE 

Tax 

Net 

Salary 

 

3  101 A.B.C. Silva 48,000 50 3      

4  102 P. Ramanathan 32,000 25 10      

5  103 M. Razik 64,000 10 7      

            

(a) Ez;ziw (cell) G3 MdJ =IF(F3<5,((D3/160)*1),((D3/160)*1.5)) vd;Dk; #j;jpuj;ijf; 

nfhz;bUf;fpwJ. Ez;ziw G3 ,d; cs;slf;fk; (#j;jpuk;)> Ez;ziwfs; G4 kw;Wk; 

G5 ,w;Fg; gpujpgz;zg;gLkhapd;> Ez;ziwfs; G4 kw;Wk; G5 ,y; fhl;rpg;gLj;jg;gLk; 

ngWkjpfisf; (values) fzpg;gpLf.fzpg;gpLf.fzpg;gpLf.fzpg;gpLf.       (04 Gs;spfs;) 

(b) Copaupd; mbg;gilr; rk;gsj;ijAk; (Basic Salary) Nkyjpf Neuf; nfhLg;gditAk; (OT 

Payment) $l;b mt;T+opaupd; nkhj;jr; rk;gsk; (Gross Salary) ngwg;gLtjhff; fUjp> 

Copau; ,yf;fk; (employee Number) 101 ,idf; nfhz;l CopaUf;fhd nkhj;jr; 

rk;gsj;ijf; (Ez;ziw H3) fzpg;gpLtjw;fhd #j;jpuj;ij milahsq; fhz;f.milahsq; fhz;f.milahsq; fhz;f.milahsq; fhz;f. 

mj;Jld; Ez;ziw H3 ,y; fhl;rpg;gLj;jg;gLk; ngWkjpiaAk; fzpg;gpLffzpg;gpLffzpg;gpLffzpg;gpLf....  (04 Gs;spfs;) 

(c) c.ngh.nr. tup (PAYE Tax) MdJ nkhj;jr; rk;gsj;jpy; 10% Mff; fzpg;gplg;gLtjhff; 

fUjp> Copau; ,yf;fk; 101 ,idf; nfhz;l CopaUf;fhd c.ngh.nr. tupapidf; 

(Ez;ziw I3) fzpg;gpLtjw;fhd #j;jpuj;ij milahsq; fhz;f.milahsq; fhz;f.milahsq; fhz;f.milahsq; fhz;f. mj;Jld; Ez;ziw 

I3 ,y; fhl;rpg;gLj;jg;gLk; ngWkjpiaAk; fzpg;fzpg;fzpg;fzpg;gpLf.gpLf.gpLf.gpLf.       (04 Gs;spfs;) 

(d) nkhj;jr; rk;gsj;jpypUe;J c.ngh.nr. tupiaf; fopg;gjd; %yk; Copaupd; epfur; 

rk;gsk; (Net Salary) ngwg;gLtjhff; fUjp> Copau; ,yf;fk; 101 ,idf; nfhz;l 

CopaUf;fhd epfur; rk;gsj;ijf; (Ez;ziw J3) fzpg;gpLtjw;fhd #j;jpuj;ij 

milahsq; fhz;f.milahsq; fhz;f.milahsq; fhz;f.milahsq; fhz;f. mj;Jld; Ez;ziw J3 ,y; fhl;rpg;gLj;jg;gLk; ngWkjpiaAk; 

fzpg;gpLf.fzpg;gpLf.fzpg;gpLf.fzpg;gpLf.       (03 Gs;spfs;) 

 (nkhj;jk; 15 Gs;spfs;) 
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NtW fk;gdpfSf;F tpahghu kw;Wk; jfty; njhopDl;g Nritfis toq;Ffpd;w Xu; ,yq;iff; 

fk;gdpahd Business IT (Pvt) Ltd. ,d; fzf;fhsu; ePq;fs; vdf; fUjpf;nfhs;f. ckJ fk;gdp> 

gpupj;jhdpa MNyhridf; fk;gdpahd Jazz cld; tpahghur; nrad;Kiw ntsp%ykply; (Business 

Process Outsourcing - BPO) Kaw;rp xd;W njhlu;gpy; Ngr;Rthu;j;ij elj;Jfpd;wJ.    

Jazz fk;gdpapd; epjpg; gzpg;ghsuhy; ckf;F mDg;gg;gl;l kpd;dQ;ry; xd;W fPNo jug;gl;Ls;sJ: 

From: dirfinance@jazz.co.uk 

To: accountant@businessit.lk 

CC: ceo@jazz.co.uk, 

Subject: BPO partnership proposal 

Message: md;gpd; jpU. tpFk; ypadNf mtu;fl;F> 

New;iwa vkJ njhiyNgrp ciuahlYf;F Nkyjpfkhf> vk;khy; 

Kd;nkhopag;gl;l Kaw;rpf;Fr; rhj;jpakhd fpua tiffisAk; kjpg;gPL 

fisAk; cs;slf;fpa ikf;Nuhnrhg;w; vf;nry; Ntiyj;jhnshd;iw (Excel 

worksheet) ,j;Jld; mDg;GfpNwd;. Jazz fk;gdp cwpQ;rf;$ba fpua 

tiffisAk;$l mjpy; Fwpg;gpl;Ls;Nsd;. jaTnra;J ,e;jf; Nfhg;gpidg; 

ghu;j;J Business IT (Pvt) Ltd. KjyPL nra;Ak; gFjpapidg; G+uzg;gLj; 

Jq;fs;. cq;fSila fk;gdp tUkhdg; gfpu;T khjpupf;fh my;yJ ,yhgg; 

gfpu;T khjpupf;fh Kd;Dupik toq;FfpwJ vd;gijAk; ehd; mwpe;Jnfhs;s 

tpUk;GfpNwd;.     

ed;wp. 

,g;gbf;F cz;ikAs;s> 

N[hd;. 

Signature: 

Text 

N[hd; rpNkhd;]; 

epjpg; gzpg;ghsu;> Jazz epWtdr; Nritfs;, 

5A, kPlT]; ghu;f;> ,yz;ld; EC1A, If;fpa ,uhr;rpak;. 

njhiyNgrp: +44 123 456 7890 

Attachments: costshare.xls 
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cq;fSf;Fg; gpd;tUk; jfty;fSk; toq;fg;gl;Ls;sd:  

Business IT (Pvt) Ltd. ,d; njhlu;G tpguq;fs;    –  ,y. 5, fhyp tPjp> nfhOk;G 6,   

   njhiyNgrp/njhiyefy; : +94 112 345 678.  

Jazz fk;gdpapd; epjpg; gzpg;ghsuhy; mDg;gg;gl;l kpd;dQ;rYf;F gjpyspg;gjw;fhf> gpd;tUk; 

nra;jpia mtUf;F toq;Fk; nghUl;L> kpd;dQ;ry; mDg;GtJ njhlu;ghd ckJ mwptpidg; 

gpuNahfpf;Ff.gpuNahfpf;Ff.gpuNahfpf;Ff.gpuNahfpf;Ff. fk;gdpf; nfhs;iff;fpzq;f> Business IT (Pvt.) Ltd. ,d; Copau;fshy; ntspehl;L 

thbf;ifahsu;fSf;F mDg;gg;gLfpd;w rfy kpd;dQ;ry;fSk;> fk;gdpapd; Kfhikj;Jtg; 

gzpg;ghsupd; kpd;dQ;ryhd md@businessit.lk  ,w;Fk; gpujpaplg;gLjy; (mDg;gg;gLjy;) Ntz;Lk;.  

fPNo (a) njhlf;fk; (h) tiu Fwpf;fg;gl;Ls;s ,lq;fSf;Fg; nghUj;jkhd jfty;fis vOJf. 

cq;fSf;F toq;fg;gl;Ls;s tpilg;Gj;jfj;jpy; (a) njhlf;fk; (h) tiu xd;wd;fPo; xd;whf vOjp 

mtw;Wf;F vjpNu cq;fsJ tpilfis vOJjy; Ntz;Lk;. 

From: ……………. (a) …………………….. (02 Gs;spfs;) 

To: …………….. (b) ……………………. (02 Gs;spfs;) 

CC: …………….. (c) ……………………. (03 Gs;spfs;) 

Subject: …………….. (d) ……………………. (02 Gs;spfs;) 

Message: 
md;gpd; jpU. ………… (e) ……………… 

cq;fsJ kpd;dQ;rYf;F ed;wp. ehd; cq;fsJ Kd;nkhopit 

Muha;e;J> vq;fsJ ,Wjp KbTld; ehis cq;fisj; njhlu;G 

nfhs;s vjpu;ghu;f;fpNwd;. mNj Ntis> Kd;nkhopag;gl;l 

MOU ,w;fhd tiuT (draft text) xd;wpid ikf;Nuhnrhg;w; Ntl; 

(MS Word) Mtzkhf ,j;Jld; mDg;GfpNwd;.     

,g;gbf;F cz;ikAs;s> 

…………….. (f) ……………………. 

(01 Gs;sp) 

 

 

 

 

 

 

(01 Gs;spfs;) 

Signature: 

Text 

…………….. (g) ……………………. 
(02 Gs;spfs;) 

Attachments …………….. (h) ……………………. (02 Gs;spfs;) 

 (nkhj;jk; 15 Gs;spfs;) 

  

 
 

(a) ,urhadg; nghUl;fis ,wf;Fkjp nra;Ak; tpahghuj;jpy; <Lgl;Ls;s xU fk;gdpapy; ePq;fs; 

gzpGuptjhff; fUjpf;nfhs;f. ckJ toq;Feu;fspy; xUtu;> 5,000 fpNyhfpuhk; ,urhadg; 

nghUisf; nfhz;l 20 mb ePs nfhs;fyd; xd;wpw;F 15,000 mnkupf;f nlhyu;fs; vd;w 

tpiykDf; Nfhupf;ifAld; (quoted price) kpd;dQ;ry; xd;iw mDg;gpAs;shu;. ,yq;if 

&gha;fspy; tpiyia kjpg;gpLtjw;fhd nghWg;G cq;fsplk; toq;fg;gl;Ls;sJ. 

 

,izaj;ijg; gad;gLj;jp> nry;YgbahdnjhU ,yq;if %yj;jpypUe;J 

(source) ,k;kjpg;gPl;bid vt;thW ck;khy; ngw;Wf;nfhs;s KbAnkd tpgupf;Ff.tpgupf;Ff.tpgupf;Ff.tpgupf;Ff.    

(cq;fsplk; tiy cyhtpAld;$ba (web browser) fzpdp xd;W ,Ug;gjhfTk; cq;fSf;F 
ve;jnthU cs;ehl;L epWtdq;fspd; ,izaj;js KftupAk; (website address) njupahJ 
vdTk; fUjpf;nfhs;f.)   (04 Gs;spfs;) 
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(b) “itgu; (Viber)” kw;Wk; “tl;];mg; (Whatsapp)” Mfpad ,e;ehl;fspy; gyuhYk; 

gad;gLj;jg;gLfpd;w gpugykhd ,U nry;yplg;Ngrpr; nraypfs; (mobile applications) MFk;. 

(i) nry;yplg;Ngrpr; nraypfisf; fUj;jpw;nfhs;Sk;NghJ> itgu; kw;Wk; tl;];mg; vd;gd 

ve;j tifapDs; mlq;Ffpd;wd vd;gij milahsk; fhz;f.milahsk; fhz;f.milahsk; fhz;f.milahsk; fhz;f.    (02 Gs;spfs;) 

(ii) nry;yplg;Ngrp xd;wpidf; nfhz;bUf;f Ntz;Lk; vd;gijj; jtpu ,r;nraypfisg; 

gad;gLj;jj; Njitahd NtW VjhtJ Njitg;ghLfisf; (requirements) Fwpg;gpLf.Fwpg;gpLf.Fwpg;gpLf.Fwpg;gpLf.   

 (02 Gs;spfs;) 

(iii) ,e;jr; nraypfshy; Mw;wg;gLk; gzpfis tpgupf;Ff.tpgupf;Ff.tpgupf;Ff.tpgupf;Ff.     (03 Gs;spfs;) 

(c) ,iza tq;fpr; Nritia toq;Fjy; jw;NghJ gad;kpf;fnjhd;whff; fUjg;gLfpwJ. 

“jfty;fis Nkhrbahfg; ngWjy; (phishing)” vd;gjhy; fUjg;gLtJ ahJ vd;gijAk;> 

mJ ,iza tq;fpr; Nritg; ghtidahsu;fis vt;thW ghjpf;fpwJ vd;gijAk; 

tpgupf;Ff.tpgupf;Ff.tpgupf;Ff.tpgupf;Ff.    (04 Gs;spfs;) 

   (nkhj;jk; 15 Gs;spfs;) 
 

 

 

Supipi epWtfj;jpd;epWtfj;jpd;epWtfj;jpd;epWtfj;jpd; xd;W$ly; epfo;Tf;fhd miog;gpjo; xd;iw tbtikf;Fk; gzp ck;kplk; 

xg;gilf;fg;gl;Ls;sjhff; fUJf. %y Mtzk; nfhz;Ls;s ciu kw;Wk; cUit (text and 

image) fPNo jug;gl;Ls;s glk; fhl;LfpwJ: 
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fPNo jug;gl;Ls;s glk; ,Wjpahf tbtikf;fg;gl;l (formatted) miog;gpjiof; fhl;LfpwJ: 

 

 

You are cordially invited for the annual get-together of the 

 

 

On 25
th 

January 2018, 6pm onwards 

At 

HOTEL AZURE 
155, Galle Road, Colombo 06 

 RSVP (Regrets Only) 

 0777 123456 

 

vOj;JU tif (Font type) khw;wq;fs; vJTk; nra;ag;gltpy;iy vdf; fUjp> %y Mtzj;jpy; 

fhzg;gl;l gpd;tUk; tplaq;fs; xt;nthd;iwAk; khw;wpaikg;gjw;Fg; (to convert) gad;gLj;j 

Ntz;ba ikf;Nuhnrhg;w; Ntl; (MS Word) ,Ys;s mk;rq;fis (features) tpgupf;Ff. 

(a) “Invitation” vd;W ngauplg;gl;l cUtpd; msitf; (size) Fiwj;jy; (02 Gs;spfs;) 

(b) “You are cordially invited for the annual get-together of the” vd;w trdj;jpd; ,ltiktpid 

(position) khw;Wjy; (02 Gs;spfs;) 

(c) “Supipi Institute” vd;w trdj;jpd; Njhw;wj;ijAk; (appearance) ,ltikitAk; (position) 

khw;Wjy;. (02 Gs;spfs;) 

(d) “On 25th January 2018, 6pm onwards” vd;w trdj;jpd; Njhw;wj;ijAk; ,ltikitAk; 

khw;Wjy;. (02 Gs;spfs;) 

(e) “Hotel Azure” vd;w trdj;jpd; Njhw;wj;ijAk; ,ltikitAk; khw;Wjy;. (02 Gs;spfs;) 

(f) “RSVP (Regrets Only)” vd;w trdj;jpd; Njhw;wj;ijAk; ,ltikitAk; khw;Wjy;. (02 Gs;spfs;) 

(g) tbtikf;fg;gl;l (formatted) glj;jpy; cs;sthW> miog;gpjior; Rw;wp NfhL tiujy;   

 (03 Gs;spfs;) 
   (nkhj;jk; 15 Gs;spfs;) 
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(a) ikf;Nuhnrhg;w; gtu;nghapd;l; (PowerPoint) ,Ys;s    gpd;tUk; mk;rq;fshy; Mw;wg;gLk; 

gzpfis tpgupf;Fftpgupf;Fftpgupf;Fftpgupf;Ff:  

(i) Action Buttons. 

(ii) Slide Master. 

(iii) Rehearse Timings. 

(iv) Hide Slide. 

(v) Slide Size (4:3 and 16:9). 

(vi) Presenter View. (xt;nthd;wpw;Fk; 02 Gs;spfs; tPjk; nkhj;jk; 12 Gs;spfs;) 

  

(b) gy;Njrpaf; fk;gdp xd;wpdhy; tpUg;gwptpg;Gr; nra;ag;gl;l (offered) epUkhzr; nraw;wpl;lk; 

xd;wpw;fhf ckJ fk;gdp tpiykDr; (bidding) nra;fpwJ. gy;Njrpaf; fk;gdpapd; gzpg;ghsu; 

rigf;fhf tpiykD gw;wpa ikf;Nuhnrhg;w; gtu;nghapd;l; Kd;itg;G (Power Point 

presentation) xd;iwj; jahupg;gjw;fhd nghWg;ig ckJ CEO ck;kplk; xg;gilj;jpUf;fpwhu;. 

mjpy; me;juq;fkhd juTfs; fhzg;gLtjhy; flTr;nrhy;iyg; gad;gLj;jp CEO IAk; 

ck;ikAk; jtpu NtW vtUk; me;j Kd;itg;gpidj; jpwf;f KbahjthW nra;AkhW ckJ 

CEO ckf;F mwpTWj;jpAs;shu;.      

ikf;Nuhnrhg;w;    gtu;nghapd;ilg; gad;gLj;jp ,j;Njitapid (requirement) vt;thW 

epiwNtw;w KbAk; vd;gij tpgupf;Ff.tpgupf;Ff.tpgupf;Ff.tpgupf;Ff.   (03 Gs;spfs;) 

 (nkhj;jk; 15 Gs;spfs;) 

 

 

 
gFjp B KbT 
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