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mdGl fiajd l%shdmámdáh 

mqia;ld,h 

le,Ksh úYajúoHd,h 

• uOHu ljqkagrh 

A fmd;a neyer §fï l%shd ms<sfj; 
mshjr l%shdj,sh j.lSu 

1 
mqia;ld, mdGlfhl= neyer f.k hdug /f.k tk fmd;a ksl=;a l< 
yels uÜgfï mj;S oehs mÍlaId lsÍu 

uOHu ljqkagr 
Ndr ks<OdÍ $ 
mqia;ld, 
f;dr;=re iyldr 

2 

neyer f.k hdug /f.k tk fmd;a ksl=;a l< yels uÜgfï 
fkdmj;Skï fmd;a ne÷ï wxYh fj; fyda fmd;a bj;a lsÍu i|yd 
mdGl fiajd wxYh fj; fhduq lsÍu 

uOHu ljqkagr 
Ndr ks<OdÍ $ 
mqia;ld, 
f;dr;=re iyldr 

3 
mqia;ld, mdGlfhl= mqia;ld,fhka fmd;a neyer /f.k hdug meñKs 
úg" wod< mqia;ld, mdGlhdf.a YsIH ye÷kqïm; $ úYajúoHd, 
ye÷kqïm; ,ndf.k wkkH;dj ;yjqre lr .ekSu  

uOHu ljqkagr 
Ndr ks<OdÍ $ 
mqia;ld, 
f;dr;=re iyldr  

4 

wod< mqia;ld, mdGlhdf.a YsIH ye÷kqïmf;a $ úYajúoHd, 
ye÷kqïmf;a fla; wxlh (Barcode) nd¾fldaâ lshjkh (Barcode 

Reader) fj; fhduq lsÍu fyda wod< YsIH ye÷kqïmf;a $ úYajúoHd, 
ye÷kqïmf;a wxlh mqia;ld, l<ukdlrK moaO;sh fj; we;=<;a lsÍu 

5 wod< mqia;ld, mdGlhdf.a mqia;ld, l<ukdlrK moaO;s .sKqug 
m%fõY ùu 

6 
wod< mqia;ld, mdGlhd ,ndf.k we;s fmd;a ms<sn| úia;r mqia;ld, 
l<ukdlrK moaO;shg we;=<;a lsÍu  

7 
mqia;ld, l<ukdlrK moaO;sfha Èiajk m%fõY wxlh yd fmdf;a 
igyka lr we;s m%fõY wxlh iudk ±hs mÍlaId lsÍu 

8 

mqia;ld, l<ukdlrK moaO;shg wod< f;dr;=re we;=<;a lsÍfuka miq 
tla tla fmdf;a wjidkfha we;s Èk f,an,h ;=< kej; fmd; 
mqia;ld,h fj; Ndr Èh hq;= Èkh igyka lsÍu iy wod< mqia;ld, 
f;dr;=re ks<Odßhdf.a w;aik fh§u 

9 
neyer §fï l%shdj,sh ksis mßÈ isÿ lsÍfuka miq wod< mdGlhd fj; 
fmd;a ksl=;a lÍfï ßisÜ m; iu`. wod< fmd;a ,nd §u 

10 

• iaÒr wOHhk ld¾h uKav,fha wfhl= ;u wkqm%dma;slfhl= ,jd 
fmd;a ,nd .ekSug meñKs úg tA nj ,sÅ;j iyldr $ fcHIaG 
iyldr mqia;ld,hdêm;s ^mdGl fiajd& $ iyldr f,aLldêldÍ 
^mqia;ld, fiajd& $ mqia;ld,hdêm;s fj; bÈßm;a lsÍfuka miqj 
,ndfok Wmfoia mßÈ uOHu ljqkagrfhka fmd;a neyer Èh hq;=h' 

• fmd;a ksl=;a lsÍfuka miq wod< ,sms fjku f.dkq.; fldg 
wdrlaIdldÍj ,nd .ekSu  

 
 

iyldr $ fcHIaG 
iyldr 
mqia;ld,hdêm;s 
^mdGl fiajd& $ 
iyldr 
f,aLldêldÍ $ 
ljqkagr Ndr 
ks<OdÍ $ 
mqia;ld, 
f;dr;=re iyldr 

11 mqia;ld, ld¾h uKav,fha wfhl= i|yd ;udf.a .sKqug" ;uka úiska 
u" fmd;a ksl=;a lsÍu fyda kej; Ndr §u isÿ l< fkdyelsh' 

iyldr $ fcHIaG 
iyldr 
mqia;ld,hdêm;s 
^mdGl fiajd& $ 
iyldr 
f,aLldêldÍ $ 
ljqkagr Ndr 
ks<OdÍ $ 
mqia;ld, 
f;dr;=re iyldr 
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B fmd;a wdmiq Ndr §fï l%shd ms<sfj; 

mshjr l%shdj,sh j.lSu 

1 

mqia;ld, mdGlfhl=" mqia;;ld,hg kej; fmd;a Ndr §fï §" fmd;g 
hï ydkshla isÿù we;a ±hs mÍlaId lr ne,sh hq;=h' ydkS ù we;akï 
wjYH mshjr .ekSu i|yd iyldr $ fcHIaG iyldr mqia;ld,hdêm;s 
^mdGl fiajd& fj; bÈßm;a l< hq;=h' iyldr $ fcHIaG 

iyldr 
mqia;ld,hdêm;s 
^mdGl fiajd& $ 
iyldr 
f,aLldêldÍ $ 
ljqkagr Ndr 
ks<OdÍ $ 
mqia;ld, 
f;dr;=re iyldr 

2 
mqia;ld, mdGlfhl=" mqia;;ld,hg kej; fmd;a Ndr §fï §" m%udo 
ov uqo,la whùug ;sfí±hs úuid ne,sh hq;=h' 

3 mqia;ld, mdGlfhl=" mqia;;ld,hg kej; fmd;a Ndr §fï §" hï ov 
uqo,la f.ùug we;akï" tu ov uqo, iïmQ¾Kfhkau wh lr.; hq;=h' 

4 

hï mdGlfhl= ov uqo, f.ùug wmyiq nj okajd isáhfyd;a" wod< 
ldrKh igyka lr wod< úoHd¾Óhd ksfhdackh lrk wOHhk wxYfha 
wxY m%Odkjrhdf.a ks¾foaYh iys; ,smshla mqia;ld,hdêm;s fj; 
bÈßm;a lrk f,i ±kqj;a lsÍu isÿ l< hq;=h' 

5 
fmd;a kej; ,nd .ekSfï l%shdj,sh ksis mßÈ isÿ lsÍfuka miq wod< 
mdGlhd fj; fmd;a Ndr ÿka njg jk ßisÜ m; ,nd §u 
 

   

C ,nd .kakd ,o fmd;a i\yd ld,h kej; §¾> lr .ekSu 

mshjr l%shdj,sh j.lSu 

1 hï mdGlfhl= mqia;ld, ljqkagrhg meñK" ;uka ,nd.;a fmd;a 
i|yd ld,h §¾> lr .ekSu wjYH nj ±kaùu 

 
uOHu ljqkagr 
Ndr ks<OdÍ $ 

mqia;ld, 
f;dr;=re iyldr 

2 
,nd.;a fmd;a i|yd ld,h §¾> l< yelafla l,a bl=;a jk Èkg fyda 
Bg m<uqj isÿ lrk b,a,Sï i|yd muKs' 

3 
óg fmr wod< mdGlhd ,nd .kakd ,o fmd;a i\yd ld,h kej; §¾> 
lr .ekSula isÿ lr ;sfí ±hs mßlaId lsÍu  

4 
ld,h kej; §¾> lr .ekSula isÿ lrf.k fkdue;s kï muKla"  
l,a bl=;a ùfï Èkh mÍlaId lr tys i|yka ù we;s Èkfha isg 
^weuqKqu 1 wkqj& wod< ld,h §¾> lsÍu 

5 
fmd; /f.k tkafka kï muKla" kej; fmd; mqia;ld,hg Ndr Èh 
hq;= Èkh" Èk f,an,fha ksjerÈj Èk uqødj ;eîu 

6 mqia;ld, mß.Kl moaO;sh hdj;a ld,Sk lsÍu 

7 fmd;a ,nd.;a ld,h §¾> lr .ekSfï l%shdj,sh ksis mßÈ isÿ lsÍfuka 
miq wod< mdGlhd fj; ld,h §¾> l< njg jk ßisÜ m; ,nd §u 

8 
ffoksl ov uqo,a jd¾;d yd irma ljqkagrg uqo,a f.jkq ,enQ ßisÜ m;a 
f.dkq .; l< hq;=h'  

 

   

D ov uqo,a whlr .ekSu 

mshjr l%shdj,sh j.lSu 

1 

ish¨u mdGlhskaf.ka whúh hq;= ov uqo,a wh lr .; hq;=h'  
ov uqo, wh lr.; hq;af;a" 
 
uOHu ljqkagrfha fiajfha kshqla;" 
mqia;ld, l<ukdlrK moaO;sh fj; tu wjia:dfõ f,d.a ù isák" 
fmd;a Ndr.;a mqia;ld, ks<Odßhd úiska u muKls' 

uOHu ljqkagr 
Ndr ks<OdÍ $ 
mqia;ld, 
f;dr;=re iyldr 

2 uqo,a hka;%fhka X iy Z uqo,a jd¾;d fol uqøKh lr iyldr 
mqia;ld,hdêm;s fj; ffokslj bÈßm;a l< hq;=h'  uOHu ljqkagr 

Ndr ks<OdÍ 
3 

ov uqo,a jYfhka ,efnk uq¿ uqo,a úYajúoHd,Sh irma ljqkagrhg 
mshùug fmr tA i|yd ks¾foaYh iyldr $ fcHIaG iyldr 
mqia;ld,hdêm;s ^mdGl fiajd& u`.ska iy;sl lr.; hq;=h' 

4 

ov uqo,a whlr .ekSu ms<sn| hï .eg¨jla we;s jqjfyd;a Bg j.lsj 
hq;af;a wod< wjia:dfõ uOHu ljqkagr rdcldßfha fh§ isá iy 
mqia;ld, l<ukdlrK moaO;sh fj; tu wjia:dfõ f,d.a ù isá 
mqia;ld, ks<Odßhd úisks' 

uOHu ljqkagr 
Ndr ks<OdÍ $ 
mqia;ld, 
f;dr;=re iyldr 

5 ov uqo,a m%udKhka ^weuqKqu 01 n,kak&  
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E uOHu ljqkagr udisl jd¾;d ieliSu 

mshjr l%shdj,sh j.lSu 

1 

uOHu ljqkagrfhka neyer fok fmd;a iu. mdGlhdg ,ndfok 
neyer fok ;=kavq wdrlaIl ks<OdÍka úiska mßlaId lr neyer ÿka 
fmd;aj, m%fõY wxl iu`. uqøs; ;=kavqfõ m%fõY wxl mßlaId lr 
ne,sh hq;=h' miqj wdrlaIl ks<Odßhd úiska ;u w;aik fhdod 
mdGlhskag fmd;a neyer f.k hdug wjir ,nd Èh hq;=h' 

mqia;ld, 
f;dr;=re iyldr $ 
mqia;ld, wdrlaIl 
ks<OdÍka 

2 

óg wu;rj" uOHu ljqkagr Ndr ks<Odßhd fyda ljqkagrfha isák 
mqia;ld, ks<Odßfhl= úiska my; wjia:d ms<sn| f;dr;=re o" ksl=;a 
lsÍfï fïi Èkfmd; ;=< Èkh" fõ,dj iy w;aik fhdod igyka l< 
hq;=h'    

 

• ffokslj mqia;ld,fhka mdGlhskag neyer ÿka fmd;a m%udKh' 

• ffokslj mdGlhska úiska mqia;ld,hg wdmiq Ndrÿka fmd;a m%udKh' 

• w;a yqre l%uhg mdGlhskag neyer ÿka fmd;a m%udKh iy mqia;ld,h 

fj; Ndrÿka fmd;a m%udKh' 

• w;a yqre l%uhg neyer ÿka fmd;a ms<sn| f;dr;=re iy tAjd" mqia;ld, 

l<ukdlrK moaO;sh fj; we;=<;a lrk ,o Èkhka iy fõ,djka 

igyka lsÍu' 

• mqia;ld,h fj; ,enqKq ish¨ ffoksl ov uqo,a ms<sn| úia;r ßisÜ 

m;a wxl iu`. igyka lsÍu' 

• fmd;a fidrlï lrk ,o wjia:djl § wod< mdGlhdf.a ku" mSGh" 

wOHhk wxYh" YsIH wxlh  wd§ úia;r igyka lsÍu' 

• úÿ,sh úikaêùï isÿ jQ Èkhka iy fõ,djka iy kejl meñKSï 

igyka lr .ekSu' 

• úfYaI wuq;a;kaf.a meñKSï ms<sn| úia;r' 

• mdGlhskf.ka ,efnk meñKs,s iy b,a,Sï'  

ljqkagr Ndr 
ks<OdÍ$ mqia;ld, 
f;dr;=re iyldr $ 
mqia;ld, wdrlaIl 
ks<OdÍka 

3 
ksl=;a lsÍfï Èkfmd;" fcHIaG iyldr$iyldr mqia;ld,hdêm;s 

^mdGl fiajd& fj;" Bg miq Èkfha§ bÈßm;a l< hq;=h' 
uOHu ljqkagr 
Ndr ks<OdÍ 

4 

iyldr $ fcHIAG iyldr mqia;ld,hdêm;s ^mdGl fiajd& úiska fmr 
Èkfha ksl=;a lsÍfï Èkfmd; ;=< igyka lr we;s lreKq lshjd n,d" 
wjYH l%shd ud¾. f.k" lshjd neÆ njg w;aik iy Èkh fhdod 
iy;sl l< hq;=h' 

iyldr $ fcHIAG 
iyldr 
mqia;ld,hdêm;s 
^mdGl fiajd& 

5 

udihl ld,hla .;jQ miq" ksl=;a lsÍfï Èkfmd; ;=< we;=<;a jQ 

.eg¨ldÍ wjia:d yd tAjdg .kq ,enQ úi÷ï" ljqkagr Ndr ks<Odßhd 

úiska j.=.; lr" iyldr $ fcHIAG iyldr mqia;ld,hdêm;s ^mdGl 

fiajd& u`.ska mqia;ld,hdêm;sf.a wjOdkhg fhduq l< hq;=h'     

ljqkagr Ndr 
ks<OdÍ $ 
iyldr$fcHIAG 
iyldr 
mqia;ld,hdêm;s 
^mdGl fiajd& 

6 

udislj ilia lr.;a uOHu ljqkagr jd¾;dj mqia;ld, f;dr;=re 
iyldr ^mdGl fiajd wxYh& fj; ,nd Èh hq;=h' tu jd¾;dj" 
mqia;ld, f;dr;=re iyldr ^mdGl fiajd wxYh& úiska ,sms f.dkqjl 
nyd ;eìh hq;=h' 

ljqkagr Ndr 
ks<OdÍ $ 
mqia;ld, 
f;dr;=re iyldr 
^mdGl fiajd 
wxYh& 
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• uyck iïnkaO;d ljqkagrh  

A mejfrk rdcldÍ 
mshjr l%shdj,sh j.lSu 

1 
uyck iïnkaO;d ks<OdÍ ljqkagrfha uyck iïnkaO;d ks<OdÍ f,i 
m;a lrk ,o mqia;ld, f;dr;=re iyldrjrhd wod< rdcldÍ lghq;= 
lsÍu 

mqia;ld, 
f;dr;=re iyldr 
^ uyck 
iïnkaO;d & 

2 
neyer fok wxYh" idudkH  úu¾Yk wxYh iy uOHu ljqkagrfha 
lghq;= wëlaIKh lsÍu 

3 

neyer fok wxYh" idudkH úu¾Yk wxYh iy uOHu ljqkgrfha 
fiajl Nj;=ka fkdue;s wjia:djka ys § tA ms<sn| úuid n,d fcHIaG 
iyldr$ iyldr mqia;ld,hdêm;s ^mdGl fiajd& ±kqj;a lr wjYH l%shd 
ud¾. .ekSu 

4 
fjk;a Wiia wOHdmk wdh;kj,ska f;dr;=re ,nd .ekSu i|yd 
mqia;ld,hg meñfKk mdGlhskaf.a f;dr;=re wjYH;d imqrd,Su' 

5 

mqia;ld,h fj; meñfKk kjl mdGlhskag mqia;ld,h ms<sn| 
ye|skaùula isÿlr tla tla wxYj,ska ,efnk mdGl fiajdjka ms<sn| 
±kqj;a lsÍu 

6 mdGlhskaf.a f;dr;=re wjYH;d y÷kd.ekSu 

7 
mqia;ld,h keröu i|yd úYajúoHd,fha wNHka;ßlj iy ndysrj 
meñfKk msßia ms<s.ekSu 

8 
mqia;ld,h ms<sn| ye|skaùula iy ta ta wxY fj; Tjqka /f.k f.dia 
mqia;ld, fiajdjka y÷kajd §u 

 
 
 
mqia;ld, 
f;dr;=re iyldr 
^ uyck 
iïnkaO;d&  
 
 
 
 
 
 
 
 
 
 
mqia;ld, 
f;dr;=re iyldr 
^ uyck 
iïnkaO;d& 

9 
—mqia;ld, pdßld i|yd meñfKk msßia ms<sn| úia;r˜ we;=<;a fmd;la 
ilia lr mj;ajdf.k hdu 

10 
mqia;ld, wka;¾ udOH tAllh ±kqj;a lr  mqia;ld, pdßld i|yd 
iyNd.Sjk msßfia iuQy PdhdrEmhla ,nd .ekSu  

11 

mqia;ld, Ndú; lsÍug meñfKk úoHd¾Òka" m¾fhaIlhska" wdpd¾h 
uKav,h iy wfkl=;a mdGlhska iu`. iqyoj ikaksfõok lghq;= 
lrf.k hdu 

12 mqia;ld, fiajd ms<sn| ish¨ mdGlhska ±kqj;a lsÍu 

13 mqia;ld, fiajdjka ms<sn| m%pdrKhla mqia;ld, mdGlhska fj; ,nd §u 

14 neyer fok ljqkagrfha  ffoksl wjYH;d fidhd ne,Su 

15 wjYH fiajdjka ksis mßÈ isÿ fõ±hs wëlaIKh lsÍu 

16 wdpdrYS,S fiajdjla mj;ajdf.k hkafka ±hs wëlaIKh 

17 
neyerfok wxYfha iy úu¾Yk wxYfha mdGlhskaf.a úkh wdrlaId 
lsÍu 

18 
fmd;a ksis wdldrj rdlal.; lr we;a±hs iy msßisÿ lsÍï isÿ fldg 
we;a±hs iy;sl lsÍu 

19 
mdGlhska iu`. iqyoYS,S j lghq;= lrñka Tjqkag wjYH myiqlï 
fm!oa.,sl jYfhka isÿ lsÍu 

20 
mqia;ld,h iy mqia;ld, ld¾h uKav,fha m%;srEmh j¾Okh lsÍug 
lghq;= lsÍu  

21 
mqia;ld, WmlrK iy fuj,ï ksis mßÈ we;a±hs iy tAjd l%shdldÍ 
;;a;ajfha mj;S ±hs fidhdne,Su 

22 
mdGl wjYH;d fidhd n,d" tA wkqj mqia;ld,h újD;j ;eìhhq;= 
fõ,djka" mqia;ld,hdêldÍ fj; wxY m%Odk u`.ska ks¾foaY lsÍu 

23 

mqia;ld,hg wkqhqla; lrk ,o wdrlaIl ks<OdÍka iy msßisÿ lsÍfï 
lghq;=j, kshef,k mqoa.,hska ksis mßÈ wkqhqla; lr we;a±hs wëlaIKh 
lsÍu iy ksis Wmfoia §u 
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• mqia;ld, msúiqu iy msgùu 

A mqia;ld, msúiqu iy msgùu 
mshjr l%shdj,sh j.lSu 

1 

mqia;ld,hg we;=¿ ùfï fodrgqj wi, §" ish¨u mqia;ld, ld¾h 
uKav,fha .uka u¨ ksis mÍlaIdjlg ,lal< hq;=h' 

mqia;ld, iydhl 
$ mqia;ld, 
wdrlaIl ks<OdÍka 

2 

mqia;ld,hg meñfKk ish¨ mqia;ld, mdGlhskaf.a úYajúoHd, 
ye÷kqïm; mÍlaId lr ne,sh hq;=h' 

mqia;ld, iydhl 
$ mqia;ld, 
wdrlaIl ks<OdÍka 

3 
mqia;ld,hg we;=¿ ùfï fodrgqj wi, §" wkqhqla; lrk ,o wdrlaIl 
ks<Odßfhl= úiska" mqia;ld,hg meñfKk ish¨ mdGlhska mehlg 
jrla .Kkh lr igyka lr .; hq;=h'  

mqia;ld, iydhl 
$ mqia;ld, 
wdrlaIl ks<OdÍka 

4 

mqia;ld,h ;=<g m%úIaG ùfï § iy neyerg hdfï § mdGlhska úiska" 
uOHu ljqkagrfha ia:dmkh lr we;s meñŒu iy msgùfï moaO;shg 
(In Out Management System)  ;u YsIH ye÷kqïmf;a $ úYajúoHd, 
ye÷kqïmf;a fla; wxlh (Barcode)  nd¾fldaâ lshjkh (Barcode 

Reader)  fj; fhduq lr mdGlhdf.a meñŒfï iy msgùfï fõ,djka 
igyka l, hq;=h' 

mqia;ld, iydhl 
$ mqia;ld, 
wdrlaIl ks<OdÍka 

5 

mqia;ld,fhka msgjk fodrgqj wi, §" wkqhqla; l< wdrlaIl 
ks<Odßfhl= úiska ish¨u mqia;ld, mdGlhska mÍlaIdjg ,la l< 
hq;=h' tu wdrlaIl ks<Odßhd úiska u  neyer ÿka fmd;aj, m%fõY 
wxlh iu`. uqøs; ;=kavqfõ m%fõY wxl mßlaId lr n,d wdrlaIl 
ks<Odßhdf.a w;aik fhdod mdGlhskag fmd;a neyer f.k hdug 
wjir ,nd §u l< hq;=h' 

 

6 

ljqkagrfha lghq;= ksud lsÍug m%:u" wdrlaIl ks<Odßhd úiska tl;= 
lrk ,o neyer ÿka ;=Kavq" ljqkagrfha isák mqia;ld, ks<OdÍka 
fj; Ndr hq;=h' 

uOHu ljqkagr 
Ndr ks<OdÍ $ 
mqia;ld, 
f;dr;=re iyldr $ 
mqia;ld, wdrlaIl 
ks<OdÍka 

7 

mqia;ld, mdGlfhl= fkdjk wfhl= mqia;ld, mßYS,kh lsÍug 
meñKSfï §" iyldr$fcHIAG iyldr mqia;ld,hdêm;s ^mdGl fiajd& 
fyda iyldr f,aLldêldÍ ^mqia;ld, fiajd& fj; fhduq l< hq;=h' 

uOHu ljqkagr 
Ndr ks<OdÍ $ 
mqia;ld, 
f;dr;=re iyldr $ 
mqia;ld, wdrlaIl 
ks<OdÍka 

8 

mqia;ld, ks<Odßfhl= yuqùug fyda fjk;a lghq;a;lg" mqia;ld, 
mdGlfhl= fkdjk wfhl= meñfKa kï" Tyqf.a fyda wehf.a ku" 
cd;sl ye÷kqïm;a wxlh" ,smskh" ¥rl:k wxlh" meñKs fõ,dj iy 
meñKs ldrKh      mqia;ld, wuq;a;kaf.a úia;r i|yka f,aLkfha 
igyka lr.; hq;=h' miqj mqia;ld, wuq;a;ka i|yd ksl=;a lrk 
m%fõY m;%hla ksl=;a l< hq;=h'    

uOHu ljqkagr 
Ndr ks<OdÍ $ 
mqia;ld, 
f;dr;=re iyldr $ 
mqia;ld, wdrlaIl 
ks<OdÍka 

9 

• mqia;ld, msgùfï § hï fidrlï lsÍula isÿ ù we;skï jydu 
wdrlaIl ks<OdÍka i;= f,d.a fmdf;a tA nj igyka lr .; 
hq;=h' 

• miqj uOHu ljqkagr Ndr ks<OdÍ$ mqia;ld, f;dr;=re iyldr 
±kqj;a l< miq" ljqkagr Ndr ks<Odßhd úiska fïi Èkfmd; 
;=< igyka l< hq;=h' 

• uOHu ljqkagr Ndr ks<OdÍ$mqia;ld, f;dr;=re iyldr úiska 
iyldr$fcHIAG iyldr mqia;ld,hdêm;s ^mdGl fiajd& u`.ska 
,sÅ;j" wdrlaIl ks<OdÍka i;= f,d.a fmdf;a i|yka wod< 
úia;rfha Pdhd msgm;la o iu`. mqia;ld,hdêm;sf.a wjOdkhg 
fhduq l< hq;=h' 

 

iyldr$fcHIAG 
iyldr 
mqia;ld,hdêm;s 
^mdGl fiajd& $ 
uOHu ljqkagr 
Ndr ks<OdÍ $ 
mqia;ld, 
f;dr;=re iyldr $ 
mqia;ld, wdrlaIl 
ks<OdÍka 
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• mqia;ld, mdGl fiajd ld¾hd,h 

A Wmdê iy;sl b,a¨ï m;% iy;sl lsÍu 

mshjr l%shdj,sh j.lSu 

1 

mdGlhdf.a úia;r we;=<;a mdGl ,shdmÈxÑ b,a¨ï m;%fha" n,m;% Ndr 
§ we;s njg igyka ;nd we;akï ^weuqKqu 2 n,kak&" 
  zzwhùug lsisjla fkue;˜ uqød ;nd iy;sl lsÍu" 

mqia;ld, 
f;dr;=re iyldr 
^mdGl fiajd 
ld¾hd,h& $ 
mqia;ld, 
f;dr;=re 
iyldrjreka& 

2 

n,m;% Ndr § fkdue;s kï" w;ayqre l%uhg iy mqia;ld, 
l<ukdlrK moaO;sfha iy ish¨ wxYj, fmd;a ^mdG .%ka: o we;=¿j& 
ksl=;a lr we;a±hs mÍCId lr" fmd;a ,ndf.k fkdue;s kï" mqia;ld, 
l<ukdlrK moaO;sfha .sKqu wj,x.= lr iy;sl lsÍu'   

3 
mdGlhdf.a úia;r we;=<;a mdGl ,shdmÈxÑ b,a¨ï m;%fha o .sKqu 
wj,x.= l< nj i|yka lsÍu 

 

B wia:dk.; jQ fyda ke;s jQ fmd;a i|yd .kq ,nk l%shd ud¾. 

mshjr l%shdj,sh j.lSu 

1 
mqia;ld, mdGlhska mqia;ld,fhka ,nd.;a fmd;a wia:dk.; jQ nj 
iyldr $ fcHIaG mqia;ld,hdêm;s ^mdGl fiajd & fj; ,sÅ;j ±kaùu 

mqia;ld, 
mdGlhska 

2 

tfia ±kajQ miq ov uqo,a wh fkdlr .kakd w;r uila we;=<; wod< 
wia:dk .; jQ fmd;a mqia;ld,h fj; ,nd .ekSu fyda wod< uqo,a 
whlr .ekSu 

mqia;ld, 
f;dr;=re iyldr 
^mdGl fiajd 
ld¾hd,h& 

3 

hï mdGlfhl= ;ud w;ska mqia;ld, fmd;a wia:dk.; jQ nj 
okajkafka kï" ta fjkqjg kj msgm;la ,ndfok f,i ±kaùu 

• tu fmd; u fyda wod< fmdf;a kj ixialrKhla úh hq;=h'   

iyldr $ fcHIaG 
mqia;ld,hdêm;s 
^iQÑlrK wxYh& $ 
mqia;ld, 
f;dr;=re iyldr 
^mdGl fiajd 
ld¾hd,h& $ 
mqia;ld, 
f;dr;=re iyldr  
^iQÑlrK wxYh&  

4 
wia:dk.; jQ fmd;lg kj msgm;la ,enqKq miq" wod< fmd; ksjerÈ 
msgm;la ±hs mÍlaId lsÍu 

5 
tu msgm; ksjerÈ kï muKla" —kj msgm;a iQÑlrK wxYhg Ndr §fï 
f,aLkh˜ ;=< igyka lr iyldr $ fcHIaG mqia;ld,hdêm;s ^m%;s.%yk 
wxYh& fj; heùu 

6 

hï mdGlfhl=g wia:dk.; jQ fmd;a i|yd uqo,a ,nd §ug isÿjk 
wjia:djl §" zzzke;s jQ mqia;ld, fmd;la i|yd uqo,a whlr .ekSu˜ 
b,a¨ï m;%h ^weuqKqu 3 n,kak& mqrjd .ekSu  

7 
mqrjk ,o b,a¨ï m;%h iu`. wod< mdGlhd fmdf;a ñ, .Kka i|yka 
lr .ekSug" m%;s.%yk f,aLkh Ndr iyldr $ fcHIaG mqia;ld,hdêm;s 
^m%;s.%yk wxYh& fj;" bÈßm;a lsÍu   

8 ñ, .Kka igyka lr tjQ miq"  uqo,a f.ùfï jjqprh mqrjd §u  

9 

by; uqo,a" irma ljqkagrh fj; f.jd meñKs miq" mdGl n,m;%h 
ksoyia lsÍu fyda wj,x.= lsÍu iy mdGl n,m;%h wj,x.= lsÍug 
wjYH fkdue;s kï wod< f;dr;=re mqia;ld, l<ukdlrK moaO;sh 
hdj;a ld,Sk lsÍu  

10 
by; f,aLk f.dkq.; lr.;a miq mqia;ld, l<ukdlrK moaO;sh iy 
mß.%yK f,aLkh hdj;a ld,Sk lsÍu 

 

C kjl isiqka iy wOHhk$wkOHhk ld¾h uKav,h ,shdmÈxÑ lsÍu   
mshjr l%shdj,sh j.lSu 

1 
mqia;ld, mdGl ,shdmÈxÑh i|yd úYajúoHd,fhka ksl=;a lrk 
ye÷kqïm; bÈßm;a lsÍu wksjd¾h fõ' 

mqia;ld, 
mdGlhska 

2 

isiqkaf.a mSGhg wod< YsIH mdGl n,m;% b,a¨ï m;%h iïmQ¾K lr 
.ekSu'  
^weuqKqu 2 n,kak&  

• úoHd mSGh - frdai j¾Kh"  
• jdKsc yd l,ukdlrK mSGh - ly j¾Kh"  
• iudcSh úoHd yd udkj Ydia;% mSGh - ks,a j¾Kh 
• mß.Kl yd ;dlaIKsl mSGh - ;eô,s j¾Kh 

 

mqia;ld, 
f;dr;=re iyldr 
^mdGl fiajd 
ld¾hd,h& $ 
mqia;ld, 
f;dr;=re 
iyldrjreka& 
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3 
mqia;ld, l<ukdlrK moaO;shg mdGlhskaf.a f;dr;=re we;=<;a 
lsÍu' 

4 
wOHhk$wkOHhk ld¾h uKav,h ,shdmÈxÑ lsÍfï b,¨ïm; iyldr 
$ fcHIaG mqia;ld,hdêm;s ^ mdGl fiajd & u`.ska iy;sl lr .ekSu' 

5 
wOHhk$wkOHhk ld¾h uKav,hg wod< mqia;ld, mdGl b,a¨ï 
m;%h ^weuqKqu 4 n,kak& iïmQ¾K l< miq mqia;ld, l<ukdlrK 
moaO;sh hdj;ald,Sk lsÍu'   

 

D mqia;ld, mdGl ,shdmÈxÑh w¨;a lsÍu 

mshjr l%shdj,sh j.lSu 

1 
,ndf.k we;s ish¨ fmd;a mqia;ld,h fj; kej; Ndr§ we;aoehs 
mÍCId lr wod< mdGlhdf.a mqia;ld, ,shdmÈxÑh w¨;a lsÍu"   

mqia;ld, 
f;dr;=re iyldr 
^mdGl fiajd 
ld¾hd,h& $ 
mqia;ld, 
f;dr;=re 
iyldrjreka& 

2 

fmd;a Ndr § we;akï muKla mqia;ld, l<ukdlrK moaO;sh hdj;a 
ld,Sk lsÍu' fmd;a Ndr § ke;akï tA nj 3 jrla owkqj;a lsÍu iy 
wk;=rej mSGdêm;a fj; ,sÅ;j ±kaùu' 

 

E ;djld,sl wdpd¾h uKav,h ,shdmÈxÑ lsÍu 

mshjr l%shdj,sh j.lSu 

1 
re' 5000'00 l ;ekam;= uqo,la f.ùu i|yd —uqo,a f.ùï jjqprh˜ 
^weuqKqu 5 n,kak& iumQ¾K lsÍu 

;djld,sl wdpd¾h 
uKav,h 

2 uqo,a f.jd meñKs miq mqia;ld, whÿï m;%h mqrjd .ekSu  mqia;ld, 
f;dr;=re iyldr 
^mdGl fiajd 
ld¾hd,h& $ 
mqia;ld, 
f;dr;=re 
iyldrjreka& 

 
by; uqo,a irma ljqkagrh fj; uqo,a f.jd meñKs miq" mqia;ld, 
idudcsl;ajh ,nd §u' 

3 
;ekam;= uqo, f.jQ ßisÜmf;a msgm;la iy m;aùï ,smsfha Pdhd msgm;la 
,sms f.dkq.; lsÍu 

 
F ;djld,sl wdpd¾h uKav,fha ,shdmÈxÑh wj,x.= lsÍu 

mshjr l%shdj,sh j.lSu 

1 
mqia;ld, ;ekam;= uqo,a ,ndfok f,i bÈßm;a lrk ,o b,a,Sï ,smsh" 
iu`. re' 5000'00 l mqia;ld, ;ekam;= uqo, f.jQ ßisÜmf;a uq,a msgm; 
mdGl fiajd wxYh fj; bÈßm;a lsÍu 

;djld,sl wdpd¾h 
uKav,h 

2 
wod< ;djld,sl wdpd¾hjrhd$wdpd¾hjßh mqia;ld,fhka fmd;a 
,ndf.k ;sfí ±hs mÍlaId lsÍu mqia;ld, 

f;dr;=re iyldr 
^mdGl fiajd 
ld¾hd,h& $ 
mqia;ld, 
f;dr;=re 
iyldrjreka& 

3 mqia;ld,fhka fmd;a ,ndf.k fkdue;s kï muKla mqia;ld, 
,shdmÈxÑh wj,x.= lsÍu  

4 
by; f,aLk f.dkq.; lr.;a miq mqia;ld, l<ukdlrK moaO;sfha  
igyka lsÍu' 

5 wod< ;djld,sl wdpd¾hjrhdf.a uqo,a wdmiq f.ùfï jjqp¾ m; 
ms<sfh, lr f.ùï wxYh fj; heùu 

 
G wOHhk$wkOHhk yd ;djld,sl ld¾h uKav,j, w¾:idOl wruqo,a ksoyia lsÍu 

mshjr l%shdj,sh j.lSu 
1 mqia;ld,hg fmd;a Ndr §ug we;a±hs mÍlaId lsÍu 

mqia;ld, 
f;dr;=re iyldr 
^mdGl fiajd 
ld¾hd,h& $ 
mqia;ld, 
f;dr;=re 
iyldrjreka 

2 
mqia;ld,h fj; fmd;a Ndr §ug we;s kï wod< mqoa.,hkag ÿrl:kh 
u`.ska yd ,sÅ;j okajd tu fmd;a ,nd.ekSug lghq;= lsÍu"  

3 

ÿrl:kh u`.ska yd ,sÅ;j okajd" Èk 05 la ;=< Bg m%;spdr fkdolajhs 
kï" fmd;a i|yd wh úh hq;= uqo,a mshjd .ekSug —ke;s jQ mqia;ld, 
fmd;la i|yd uqo,a whlr .ekSu˜ b,a¨ï m;%h ^weuqKqu 3 n,kak& 
msrùu  

4 m%;s.%yK f,aLkh Ndr fcHIaG udKav,sl iyldrf.ka ñ, .Kka 
igyka lrjd .ekSu  

5 
jegqma yd Kh wxYfhka tjd we;s ,smsfha" whlr.; hq;= uqo, i|yka 
lr tu wxYhg heùu'   
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6 
mqia;ld,h fj; fmd;a Ndr §ug fkdue;s kï mdGl ,shdmÈxÑ b,a¨ï 
m;%fha msgq mi zzwhùug lsisjla fkue;˜ hkak uqød ;nd iy;sl lsÍu 
iy w¾:idOl wruqo,a ksoyia lsÍfï ,sms wxl igyka lsÍu 

7 by; f;dr;=re" mß.Klfha UKFM ys we;s —w¾:idOl wruqo,a ksoyia 
lsÍfï f,aLkh˜ ;=< igyka lsÍu 

8 A4 msgqjla f,i ilid uqøKh lr f.dkq .; lsÍu  
 

H mqia;ld, mdGlhska úfoaY .;ùul § mqia;ld, ksYaldYk lghq;= 
mshjr l%shdj,sh j.lSu 

1 
hï mqia;ld, mdGlfhl=" udi 03lg jvd jeä ld,hlg úfoaY.; 
ùïj, § ^ima; jd¾Isl ksjdvq" wOHhk ksjdvq iy fjk;a ksjdvq j,§& 
wod< wh mqia;ld,fhka fmd;a ,ndf.k we;a±hs ks¾foaY ,nd.; hq;=h'  

mqia;ld, 
mdGlhska 

 
I mYapdoa Wmdê isiqka ,shdmosxÑ lsÍu 

mshjr l%shdj,sh j.lSu 

1 mYapdoa Wmdê wOHhk mSGfha mYapdoa Wmdê isiqkaf.a o;a; moku fj; 
msúi f;dr;=re mßlaId lsÍu 

mqia;ld, 
f;dr;=re iyldr 
^mdGl fiajd 
ld¾hd,h& 

2 
mYapdoa Wmdê wOHhk mSGh u`.ska tA tA jirj, ,shdmÈxÑ isiqkaf.a 
kdu f,aLkhla ,nd .ekSu 

3 tys uqøs; msgm;la ,nd .ekSu 
4 tla tla mdGud,djka wkqj f.dkq.; lsÍu  

5 

mqia;ld,hg mYapdoa Wmdê isiqka meñfKk uq,a wjia:dfõ §  
 
wod< mSGh wkqj b,a¨ï m;%h iïmQ¾K lr .ekSu'  
^weuqKqu 2 n,kak&  

• úoHd mSGh - frdai j¾Kh"  
• jdKsc yd l<ukdlrK mSGh - ly j¾Kh"  
• iudcSh úoHd yd udkj Ydia;% mSGh - ks,a j¾Kh 
• mß.Kl yd ;dlaIKsl mSGh - ;eô,s j¾Kh 

 

6 

by; f;dr;=re mqia;ld, l<ukdlrK moaO;sh fj; we;=<;a lr" 
mYapdoa Wmdê wdh;kh u`.ska ksl=;a lrk ,o fla; wxlh (Barcode) 
mYapdoa Wmdê isiqkaf.a ye÷kqïmf;a we,ùu 
 

 
J mYapdoa Wmdê isiqkaf.a mdGud,dj wjika jQ miq ;ekam;= uqo, f.ùu 

mshjr l%shdj,sh j.lSu 

1 
mYapdoa Wmdê wOHhk mSGh u`.ska mqia;ld, mdGl fiajd ld¾hd,h 
fj;" mYapdoa Wmdê mdGud,d wjika jQ isiqkaf.a ;ekam;= uqo,a f.jk 
f,i ,sms u`.ska b,a,Sï lsÍu 

mYapdoa Wmdê 
wOHhk mSGh 

2 

by; ,sms f,aLkj,g wod< mYapdoa Wmdê wOHhk mSG isiqka 
mqia;ld,fhka fmd;a /f.k f.dia kej; mqia;ld,hg fmd;a Ndr§ 
we;aoehs" 
 

• uOH.; ljqkagrfha iy mdGl fiajd ld¾hd,fha n,m;% 
f.dkqfõ 

• mqia;ld, l<ukdlrK moaO;sfha  
mÍCId lr ne,Su 

 
 
mqia;ld, 
f;dr;=re iyldr 
^mdGl fiajd 
ld¾hd,h& 
 
 
 
 
 
 
 
 
 

3 

mqia;ld,hg fmd;a Ndr § fyda uqo,a whùï lsisjla fkdue;s kï 
muKla"  

• mß.Klfha we;s Reader Services folder ys we;s —mYapdoa Wmdê 
isiqkaf.a mdGud,d ;ekam;= uqo, f.ùu˜ kï mß.Kl 
,smsf.dkqfõ igyka lr .ekSu 

4 A4 msgqjla f,i ilid uqøKh lr ,sms f.dkq .; lsÍu 
5 mqia;ld,h fj; fmd;a Ndr §ug fkdue;s kï mdGl ,shdmÈxÑ b,a¨ï 



pg. 9         V 2.0  Developing Manual of Procedures for Library Reader Services, University of Kelaniya         2023.07.12 

  

m;%fha ^weuqKqu 2 n,kak& msgq mi zzwhùug lsisjla fkue;˜ hkak 
uqød ;nd iy;sl lsÍu 

 
 
mqia;ld, 
f;dr;=re iyldr 
^mdGl fiajd 
ld¾hd,h& 

6 mqia;ld,h fj; fmd;a Ndr §ug we;s kï wod< mqoa.,hkag ÿrl:kh 
u`.ska yd ,sÅ;j okajd tu fmd;a ,nd.ekSug lghq;= lsÍu"  

7 
ÿrl:kh u`.ska yd ,sÅ;j okajd" Èk 05 la ;=< Bg m%;spdr fkdolajhs 
kï" fmd;a i|yd wh úh hq;= uqo," mqia;ld, ;eïm;= uqo,ska wvq lr" 
i|yd jjqp¾m;la ieliSu  

8 
f.ùï jjqpr-wdlD;s  m;% 1 ^weuqKqu 6 n,kak& mqrjd Bg 
mqia;ld,hdêldßf.ka wkque;sh ,nd.;a miq úúO .sKqï wxYhg heùu' 

9 
úúO .sKqï wxYhg hjk ,o jjqprh iy mYapdoa Wmdê wOHhk mSGh 
u`.ska mqia;ld, mdGl fiajd ld¾hd,h fj; tjkq ,enQ kduf,aLkfha 
uqøs; msgm;la ,smsf.dkq .; lsÍu 

 
K isysle|ùï ,sms heùu 

mshjr l%shdj,sh j.lSu 

1 
mqia;ld,h fj; fmd;a wdmiq Ndr Èh hq;= Èkfha isg i;shlg miq 
mqia;ld,hg fmd;a Ndr fok f,i m<uq isys le|ùfï ,sms heùu ^fuh 
uilg jrla isÿ l< hq;=h& mqia;ld, 

f;dr;=re iyldr 
^mdGl fiajd 
ld¾hd,h& 

2 
m<uq isys le|ùfï ,sms hejQ Èkfha isg udihlg miq mqia;ld,hg 
fmd;a Ndr fok f,i fojk isys le|ùfï ,sms heùu 

3 fojk isys le|ùfï ,sms hejQ Èkfha isg udihlg miq mqia;ld,hg 
fmd;a Ndr fok f,i ;=kajk iy wjidk isys le|ùfï ,sms heùu 

  
 

L isysle|ùï ,sms heùu ms<sn| jd¾;d mqia;ld, lñgqjg bÈßm;a lsÍu 
mshjr l%shdj,sh j.lSu 

1 
isys le|ùï ,sms ;=ka jrla hjd udihlg miqj Bg wod< úYaf,aIK 
jd¾;dj uila we;=<; ilia lsÍu 

mqia;ld, 
f;dr;=re iyldr 
^mdGl fiajd 
ld¾hd,h& 

2 

tu úYaf,aIK jd¾;dfõ"  
• YsIH wxlh$jegqma wxlh 
• ku 
• ,shdmÈxÑ j¾Ih 
• mSGh$wxYh 
• Ndr fkdÿka fmd;aj, m%fõY wxlh 
• isysle|ùï hjk ,o Èk 
• isysle|ùï hjk ,o jdr .Kk 
• mqia;ld, ksIaldYkh isÿ lr ;sfío hkak j. 
• mqia;ld, ;eïm;=j 
• tla fmd;l jákdlu 
• fmd; i|yd mqia;ld,h úiska wh lrk uq¿ jákdlu 

^weuqKqu n,kak& 
hk lreKq we;=<;a l< hq;=h' 

3 
tu jd¾;dj fcHIaG iyldr$iyldr mqia;ld,hdêm;s ^mdGl fiajd& 
fj; bÈßm;a lsÍu 

4 
mqia;ld, fcHIAG ld¾h uKav, /iaùug bÈßm;a lsÍu iy ixfYdaOk 
lghq;= isÿ lsÍu 

 
fcHIaG 
iyldr$iyldr 
mqia;ld,hdêm;s 
^mdGl fiajd& 
$ mqia;ld, 
f;dr;=re iyldr 
^mdGl fiajd 
ld¾hd,h& 

5 wdikak mqia;ld, lñgqjg tu jd¾;dj bÈßm;a lsÍu 
6 ,nd fok ;Skaÿ ;SrK wkqj lghq;= lsÍu 

7 by; ;Skaÿ ;SrK u. .kq ,enQ l%shd ud¾. ,sms f.dkq .; lr .ekSu 

 
M ±kaùï m%o¾Ykh lsÍu 
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mshjr l%shdj,sh j.lSu 

1 mqia;ld, ±kaùï ms<sfh, lsÍfï § mqia;ld,dêm;sf.a wkque;sh 
,nd.; hq;=h' 

mqia;ld, 
f;dr;=re iyldr 
^mdGl fiajd 
ld¾hd,h& 

2 mqia;ld,h újD; lr ;nk Èk i|yka oekaùï yd ta ta wjia:dj,g 
wod< oekaùï ilid wod< ia:dkj, m%o¾Ykh lsÍu' 

mqia;ld, 
f;dr;=re iyldr 
^mdGl fiajd 
ld¾hd,h& 3 m%o¾Ykh lrk ,o ±kaùï f.dkq.; lr .ekSu 

 
N mqia;ld, ixLHdf,aLk tl;= lsÍu 

mshjr l%shdj,sh j.lSu 

1 
ish¨u mdGl fiajd wxYj, mdGl m%cdj iEu mehlg jrla u 
ix.Kkh lsÍu ^weuqKqu 07&  

2 i;shlg jrla wod< wxYj,ska ixLHdf,aLk ,nd .ekSu 
mqia;ld, 
f;dr;=re iyldr 
^mdGl fiajd 
ld¾hd,h& 

3 tla tla wxYj, we;s mqia;ld, ixLHdf,aLk fmdÿfõ mß.Kl.; lr 
.ekSu 

4 
uilg jrla ixLHdf,aLk jd¾;d ms<sfh, lr fcHIaG iyldr 
mqia;ld,hdêm;s $ iyldr mqia;ld,hdêm;s ^mdGl fiajd& fj; 
bÈßm;a lr iy;sl lr ,sms f.dkq.; lr .ekSu 

   
O mdGl fiajd wxYh i;= NdKav f,aLkh hdj;ald,Sk lsÍu 

1 
mdGl fiajd wxYh i;= NdKav f,aLkhla úêu;aj ilia lsÍu iy 
mj;ajdf.k hdu mqia;ld, 

f;dr;=re iyldr 
^mdGl fiajd 
ld¾hd,h&$wxY 
Ndr mqia;ld, 
f;dr;=re 
iyldrjreka 

2 
iEu uilu m<uq i;sfha nodod Èk" tA tA wxYj,g f.dia"  mdGl fiajd 
wxYfha NdKav f,aLkhg wod< NdKav ;sfí ±hs mÍlaId lr ne,Su iy 
igyka lr .ekSu 

3 
hï fjkia ùula isÿ ù we;a kï" ta ms<sn| fidhd n,d fcHIaG 
iyldr$iyldr mqia;ld,hdêm;s ^mdGl fiajd& ±kqj;a lÍu iy ,nd 
fok Wmfoia wkqj lghq;= lsÍu 
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• idudkH úu¾Yk wxYh 

A 
mdGlhska úiska mqia;ld,fhka neyerg /f.k .sh fmd;a mqia;ld,h fj; kej; Ndrÿka 
miqj" idudkH úu¾Yk wxYfha rdlal .; lsÍfï ms<sfj, 

mshjr l%shdj,sh j.lSu 

1 
m%Odk ljqkagrfha isg úu¾Yk wxYfha fmd;a f;dardf.k tu wxYh 
fj; /f.k tau' 

mqia;ld, 
iydldrjreka 

2 bkamiq tu fmd;a j¾. mka;s j,g fjkalr fg%d,s u; ;eîu' 

3 
rdlal ms<sfj,g ilia lsÍu yd rdlalj, j¾. wxl lshjd n,d ksjerÈ 
oehs mÍlaId lsÍu' 

4 
wod, j¾. mka;shg wkqj tu fmd;a  yd mdGlhska úiska fïi u;g 
/f.k ;sfnk fmd;a tÈfkod u ms<sfj,ska rdlal .; lsÍu' 

 
B iQÑlrK lrk ,o ldâm;a idudkH úu¾Yk wxYh fj; fhduq lrk ms<sfj,  

mshjr l%shdj,sh j.lSu 

1 
iQÑlrK wxYfha mqia;ld, iyldrjreka úiska iQÑlrK lrk ,o 
ldâm;a idudkH úu¾Yk  wxYhg /f.k tau' iQÑlrK wxYfha 

mqia;ld, 
f;dr;=re iyldr 2 

iQÑlrK ldâm;a .%ka:kduh" l;D kduh iy j¾. wxlh wkqj Tjqka 
úiska iqÑ leìfkÜgqj u; ms<sfj,ska ;eîu' 

 
C kj m%fõY fmd;a idudkH úu¾Yk wxYhg /f.k tau' 

mshjr l%shdj,sh j.lSu 

1 
fcHIaG iyldr$iyldr mqia;ld,hdêm;s ^mdGl fiajd& 
ud¾.fhka kj m%fõY fmd;a idudkH úu¾Yk  wxYhg tjkq ,efí' 

mqia;ld, iydhl 2 
kj m%fõY fmd;a rdlalh fj; heùu i|yd"  fcHIaG iyldr$iyldr 
mqia;ld,hdêm;s ^mdGl fiajd& ud¾.fhka ,enqKq kj m%fõY fmd;a 
f;aÍu  

3 f;dark ,o kj m%fõY fmd;a rdlalh ;=< m%o¾Ykh lsÍu 

4 
tu fmd;a wxYhg ,enqKq miq tu fmd;a j¾. wxl wkqj ms<sfj,g 
rdlal .; lsÍu' 

 
D Pdhd msgm;a ioyd fmd;a ksl=;a lsÍu 

mshjr l%shdj,sh j.lSu 

 
Pdhd msgm;a i|yd fmd;a ksl=;a lsÍu isÿ lrkafka o uOHu ljqkagrh 
fyda tla tla wxYj, ljqkagr  u`.sks' 

mqia;ld, 
f;dr;=re iyldr $ 
mqia;ld, iydhl 

 

mdGlhdf.a .sKqug Pdhd msgm;a i|yd wjYH fmd;a ksl=;a 
lr.ekSfuka miq neyer fok wxYfha ia:dms; Pdhd msgm;a fiajh 
u`.ska Pdhdmsgm;a ,nd .ekSug yelsh' 

 

Pdhd msgm;a ,nd.ekSfuka wk;=rej tu fmd;a kej; uOHu 
ljqkagrhg fyda  wod< wxYfha ljqkagrhg  Ndr § mdGl .sKqfuka tu 
fmd;a bj;a  lr.ekSu isÿ l< yelsh' 

 
ffokslj Pdhdmsgm;a i|yd ksl=;a lrkq ,enQ fmd;a kej; wod< 
wxYj,g ,nd .ekSu fmd;a ksl=;a l< ljqkgrj, j.lSu fõ' 

 
E wmidrKh$fmd;a ne|Su ioyd fmd;a f;aÍu' 

mshjr l%shdj,sh j.lSu 

1 
Ndú;h ioyd .; fkdyels wn,s jQ yd lDóka ydks lrk ,o fmd;a 
f;dard .ekSu' mqia;ld, iydhl 

2 

 
 
fmd;a f;dard .ekSfuka miq wxYfha mqia;ld, iyldr úiska fmd;aj, 
f;dr;=re i|yka ,sms f,aLkhla ilia lsÍu  
  

 
mqia;ld, 
f;dr;=re iyldr 
 

3 
fcHIaG iyldr$iyldr mqia;ld,hdêm;s ^mdGl fiajd& u`.ska iy;sl 
lr .ekSu 
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4 

 
 
wod< fmd;a ne÷ï wxYhg fyda wmidrK wxYhg fhduq lsÍu iy Bg 
wod< ,sms f,aLk f.dkq.; lr .ekSu 
 

 
F fmd;a neÿï wxYh fj; fmd;a w¨;a jeähdj ioyd fhduq lsÍu' 

mshjr l%shdj,sh j.lSu 

1 
fmd;l wNHka;rhj iy ndysrj isÿ jk ydks ms<sn| wkOdkfhka 
isàu 

iyldr 
f,aLldêldÍ 
^mqia;ld, fiajd& $ 
mqia;ld, 
f;dr;=re iyldr $ 
mqia;ld, iydhl 

2 fmd;l wNHka;rhj iy ndysrj ydks jQ fmd;a f;aÍu  mqia;ld, iydhl 
3   

4 
f;dard.;a fmd;aj, m%fõY wxlh" j¾. wxlh" .%ka: kduh" l¾;D hk 
.%ka: úoHd;aul f;dr;=re mß.Kl wdY%fhka f,aLk ilid tys uqøs; 
msgm;a ,nd .ekSu iy tu uqøs; msgm;a ,sms f.dkq.; lsÍu 

mqia;ld, 
f;dr;=re iyldr 

5 fmd;a ne÷ïlrK wxYhg fmd;a heùu mqia;ld, iydhl 

6 
fmd;a ne÷ïlrK l%shdj,sh isÿ l< miq kej; wod< fmd;a m%fõY wxl 
iu`. ixikaokh lr n,d kej; úu¾Yk wxYh fj; /f.k tAu 

mqia;ld, 
f;dr;=re iyldr $ 
mqia;ld, iydhl 

7 
tf,i /f.k tk ,o fmd;a ksjerÈj rdlal .; lsÍu yd Bg wod< ,sms 
f,aLk f.dkq.; lr .ekSu mqia;ld, iydhl 

 
G m%Yak m;% úu¾Yk 1 wxYh fj; fhduq jk wdldrh 

mshjr l%shdj,sh j.lSu 

1 
tla tla wxYj,ska fhduq lrk ,o m%Yak m;%" ,sms f,aLk u`.ska fmd;a 
neÿï wxYh fj; fhduq lsÍu  

mqia;ld, 
f;dr;=re iyldr 

2 wod< ,sms f,aLk f.dkq.; lsÍu 
mqia;ld, 
f;dr;=re iyldr 

3 m%Yak m;% wod, úIh iy j¾Ih wkqj fmd;a ne÷ula f,i ilia lsÍu  fmd;a ne÷ï wxYh  
4 tf,i /f.k wd fmd;a ne÷ï ksjerÈj rdlal .; lsÍu mqia;ld, iydhl 
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• neyer fok wxYh 

A 
mdGlhska úiska mqia;ld,fhka neyerg f.k hk fmd;a kej; Ndrÿka miq neyer fok 
wxYfha rdlal .; lsÍfï ms<sfj, 

mshjr l%shdj,sh j.lSu 
1 m%Odk ljqkagrfha isg neyer fok wxYhg fmd;a /f.k tau' 

mqia;ld, iydhl 
2 

j¾.mka;sj,g fjkalr bÈßmi we;s “Returned Books” rdlalfha tla 
Èkla ;eîu' 

3 tla Èklg miq wod< j¾. mx;sj,g wkqj fmd;a rdlal .; lsÍu' 

4 rdlal ms<sfj,g ilia lsÍu yd rdlal lshùu' 

 
B iqÑlrK wxYfhka neyerfok wxYhg fmd;a /f.k tau' 

mshjr l%shdj,sh j.lSu 

1 
fcHIaG iyldr$iyldr mqia;ld,hdêm;s ^mdGl fiajd&ud¾.fhka kj 
m%fõY fmd;a neyerfok wxYhg tjkq ,efí' 

mqia;ld, iydhl 2 j¾. mka;sj,g fjkalr bÈßmi we;s “New Arrivals” rdlalfha ;eîu' 
3 iEu fmd;lau tÈku fmd;a rdlal .; lsÍu 

4 rdlal ms<sfj,g ilia lsÍu yd rdlal lshùu' 
 

C Pdhdmsgm;a ioyd fmd;a ksl=;a lsÍu' 
mshjr l%shdj,sh j.lSu 

1 
Pdhd msgm;a i|yd fmd;a ksl=;a lsÍu isÿ lrkafka o uOHu ljqkagrh 
fyda tla tla wxYj, ljqkagr  u`.sks' 

mqia;ld, iydhl 
$ uyck 
iïnkaO;d ks<OdÍ 
$ mqia;ld, 
f;dr;=re iyldr 

2 
mdGlhdf.a .sKqug Pdhd msgm;a i|yd wjYH fmd;a ksl=;a 
lr.ekSfuka miq neyer fok wxYfha ia:dms; Pdhd msgm;a fiajh 
u`.ska Pdhdmsgm;a ,nd .ekSug yelsh' 

3 
Pdhd msgm;a ,nd.ekSfuka wk;=rej tu fmd;a kej; uOHu 
ljqkagrhg fyda  wod< wod< wxYfha ljqkagrhg  Ndr § mdGl 
.sKqfuka tu fmd;a bj;a  lr.ekSu isÿ l< yelsh' 

4 
ffokslj Pdhdmsgm;a i|yd ksl=;a lrkq ,enQ fmd;a kej; wod< 
wxYj,g ,nd .ekSu fmd;a ksl=;a l< ljqkgrj, j.lSu fõ' 

 
D fmd;a neÿï wxYh fj; fmd;a w¨;ajeähdj ioyd fhduq lsÍu' 

mshjr l%shdj,sh j.lSu 

1 
fmd;l wNHka;rhj iy ndysrj isÿ jk ydks ms<sn| wkOdkfhka 
isàu 

iyldr 
f,aLldêldÍ 
^mqia;ld, fiajd& $ 
mqia;ld, 
f;dr;=re iyldr $ 
mqia;ld, iydhl 

2 fmd;l wNHka;rhj iy ndysrj ydks jQ fmd;a f;aÍu  mqia;ld, iydhl 
3   

4 
f;dard.;a fmd;aj, m%fõY wxlh" j¾. wxlh" .%ka: kduh" l¾;D hk 
.%ka: úoHd;aul f;dr;=re mß.Kl wdY%fhka f,aLk ilid tys uqøs; 
msgm;a ,nd .ekSu iy tu uqøs; msgm;a ,sms f.dkq.; lsÍu 

mqia;ld, 
f;dr;=re iyldr 

5 fmd;a ne÷ïlrK wxYhg fmd;a heùu mqia;ld, iydhl 

6 
fmd;a ne÷ïlrK l%shdj,sh isÿ l< miq kej; wod< fmd;a m%fõY wxl 
iu`. ixikaokh lr n,d kej; úu¾Yk wxYh fj; /f.k tAu 

mqia;ld, 
f;dr;=re iyldr $ 
mqia;ld, iydhl 

7 
tf,i /f.k tk ,o fmd;a ksjerÈj rdlal .; lsÍu yd Bg wod< ,sms 
f,aLk f.dkq.; lr .ekSu mqia;ld, iydhl 

 
E wmidrKh$fmd;a ne|Su ioyd fmd;a f;aÍu' 
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mshjr l%shdj,sh j.lSu 

1 
Ndú;h ioyd .; fkdyels wn,s jQ yd lDóka ydks lrk ,o fmd;a 
f;dard .ekSu' 

mqia;ld, iydhl 

2 
fmd;a f;dard .ekSfuka miq wxYfha mqia;ld, iyldr úiska fmd;aj, 
f;dr;=re i|yka ,sms f,aLkhla ilia lsÍu   

mqia;ld, 
f;dr;=re iyldr 

3 
fcHIaG iyldr$iyldr mqia;ld,hdêm;s ^mdGl fiajd&u`.ska iy;sl 
lr .ekSu 

mqia;ld, 
f;dr;=re iyldr 

4 
wod< fmd;a ne÷ï wxYhg fyda wmidrK wxYhg fhduq lsÍu iy Bg 
wod< ,sms f,aLk f.dkq.; lr .ekSu 

mqia;ld, 
f;dr;=re iyldr 
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weuqKqu 1 

.%ka: ixirK kshuhka 

User Category 
No. of books can be lent Max. 

Checkouts 

Lending 

period 

Maximum 

Renewals 

Renewal 

Period 
Due amount 

Lending Reference 

Professor 

Librarian 

Senior Lecturer 

Senior Assistant Librarian 

20 12 32 3 months Only once 3 months No 

Lecturer 

Probationary Lecturer 

Assistant Lecturer 

Assistant Librarian 

10 10 20 3 months Only once 3 months No 

Temporary Lecturer 2 1 3 2 weeks Only once 2 weeks No 

Academic Support Staff 5 5 10 3 months Only once 3 months No 

Undergraduate 1st Year 2 1 3 

L - 2 weeks 

R - 1 day 

Only once 

for lending 

books 

2 weeks 

only for 

lending 

books 

Rs. 2 for Lending books per day 

 

Rs. 5 for Reference books per day 

Undergraduate 2nd Year 2 1 3 

Undergraduate 3rd Year 3 2 5 

Undergraduate 4th Year 4 3 7 

Post Graduate Students 1 1 2 
L - 2 weeks 

R - 3 days 

Only once 

for lending 

books 

2 weeks 

only for 

lending 

books 

Rs. 2 for Lending books per day 

 

Rs. 5 for Reference books per day 

Administrative Staff 7 7 14 3 months Only once 
3 months 

 
No 

Non Academic Staff 2 1 3 
L - 2 weeks 

R - 1 day 

Only once 

for lending 

books 

2 weeks 

2 weeks 

2 weeks 

No 
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weuqKqu 2 

mdGl ,shdmÈxÑ b,a¨ï m;%h 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

           

            

 

 

 

 

 

 

 

 

 

I hereby agree to abide by the library rules & regulations 

Date:     Signature 

Office use only 

Approved/ Not approved 

Reason:  

 

 

Signature 

Assistant / Senior Assistant  Librarian - Reader Services 
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weuqKqu 3 

zzke;s jQ fmd;a i|yd uqo,a whlr .ekSu˜ b,a¨ï m;%h 
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weuqKqu 4 

wOHhk$wkOHhk ld¾h uKav,hg wod< mqia;ld, mdGl b,a¨ï m;%h 
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weuqKqu 5 

f.ùï jjqprh 
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weuqKqu 6 

f.ùï jjqpr-wdlD;s  m;% 1 
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weuqKqu 07  
mqia;ld,h Ndú; lrk ffoksl mdGl ixLHdf,aLk jd¾;dj 
Wmfoia (  

1. tla tla wxYj, fiajh lrk fcHIaG udKav,sl iyldr $ mqia;ld, f;dr;=re iyldr $ mqia;ld, iydhl ks<OdÍka úiska fuu f,aLkhg 
wod, o;a; /ia l< hq;=h' 

2. mehlg jrla wod, o;a;" my; j.=fõ wdlD;shg wkqj CR fmd;l igyka l< hq;=h' 
3. iEu i;shlu i÷od Èk" miq.sh i;shg wod< o;a;" iyldr mqia;ld,hdêm;s ^mdGl fiajd& fj; fhduq l< hq;=h' 

 
 

o¾Yl 
fmrjre miajre 

8 - 9 9 - 10 10 - 11 11 - 12 12 - 1 1 - 2 2 - 3 3 - 4 4 - 5 5 - 6 6 -7 7 - 8 
1 mqia;ld,hg we;=¿jk uq¿ mdGl 

ixLHdj 
            

2 wOHhk lghq;= i|yd fm!oa.,sl 
mß.Kl Ndú; lsÍu 

            

3 wOHhk lghq;= i|yd mqia;ld, 
mß.Kl úoHd.drh Ndú; lsÍu 

            

4 igyka lshjk mdGl ixLHdj              
5 jdr i`.rd Ndú; lrk mdGl 

ixLHdj 
            

6 ÿ¾,N .%ka: Ndú; lrk mdGl 
ixLHdj 

            

7 Y%S ,xld tl;=j Ndú; lrk mdGl 
ixLHdj 

            

8 m¾fhaIK ksnkaOk Ndú; lrk 
mdGl ixLHdj 

            

9 ks;H úu¾Yk uQ,dY% Ndú; lrk 
mdGl ixLHdj 

            

10 idudkH úu¾Yk uQ,dY% Ndú; lrk 
mdGl ixLHdj 

            

11 mdG .%ka: Ndú; lrk mdGl 
ixLHdj 

            

12 iuQy idlÉPd mj;ajk mdGl 
ixLHdj 

            

13 ksoyia lshùï l,dmh Ndú; lrk 
mdGl ixLHdj 

            

14 mqia;ld, Pdhd msgm;a fiajh 
,nd.;a mdGl ixLHdj 

            

15 fmd;a neyer §ï             
16 fmd;a kej; Ndr §ï             



pg. 22         V 2.0  Developing Manual of Procedures for Library Reader Services, University of Kelaniya         2023.07.12 

  

 


