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rKu;j;jp rKjha mbg;gil tq;fpr; rq;f Rw;wwpf;if ,yf;fk;  2022/14 
 

rfy tq;fp fl;Lg;ghl;Lr; rig/tq;fpr; rq;f epiwNtw;Wf; FOj; 
     jiytu;fs; 

rKu;j;jp tq;fp/tq;fpr; rq;f Kfhikahsu;fs; 
  
rKu;j;jp tq;fp fzf;fPl;L eltbf;iffis fzpdp nkd;nghUs; Clhf Nkw;nfhs;tJk; 

ifKiw (Manual) fzf;fPl;Lr; nraw;ghLfis iftpLtJk;  
 

rKu;j;jp tq;fp/tq;fpr; rq;fq;fspd; newpg;gLj;jy; eltbf;iffSld; njhlu;Gila 
nraw;ghLfis ,yFgLj;JtJk;> tpidj;jpwd; kpf;fjhf;Fk; KfkhfTk; mwpKfg;gLj;jg;gl;l 

fzpdp nkd;nghUshdJ jw;NghJ rfy tq;fpfs;/tq;fpr; rq;fq;fspy; eilKiwg;gLj;jg;gl;L 

tUfpd;wJ. mjNdhL ,ize;jjhf toik Nghd;W ifKiwf;; (Manual) fzf;fPl;Lr; 
nraw;ghLfSk; Nkw;nfhs;sg;gl;L tUfpd;wJ. jw;NghJ ,e;j ,U KiwfspD}lhf fzf;fPl;L 
eltbf;iffs; eilngWtJld; nkd;nghUspd; nraw;ghLfSk; kpf ntw;wpfukhfTs;sJ. 
 
Mifapdhy; ntw;wpfukhf nkd;nghUs; nraw;gLtjdhy; tq;fpfspd; ifKiwf; fzf;fPl;Lr; 

nraw;ghLfis (Manual) iftpl;L tpl;L fzf;fPl;L eltbf;iffis ,yFgLj;jtjw;F gy 
Nfhupf;iffs; fpilf;fg; ngw;Ws;sJ. Mifahy; mf; Nfhupf;iffis ftdpj;Jg; ghu;j;J 

,dq;fhzg;gl;l xU rpy Jiwfis khj;jpuk; ifKiwr; nraw;ghLfis (Manual) iftpl;L 
tpl;L fzpdp nkd;nghUs; Clhf khj;jpuk; fzf;fPl;L eltbf;iffis vjpu;fhyj;jpy; 
guhkupj;Jr; nry;y cj;Njrpf;fg;gl;Ls;sJ. 
 

ifKiw (Manual) Clhf Nkw;nfhs;sg;gLk; fzf;fPl;Lg; gjpTfis Nkw;nfhs;Sk; 
eltbf;iffs; kw;Wk; guhkupf;fg;gLfpd;w NgNul;bd; gjpNtLfs; Nghd;wtw;wpw;Fg; gjpjy; cl;gl 
iftply;fs; njhlu;gpy; rKu;j;jp tq;fpfSf;F MNyhridfis toq;f ,e;j nghopg;gLj;jy; 
MNyhridg; gbtk; ntspaplg;gLtjid mwpaj;jUfpd;Nwd;. 
 

02. ifKiwfis Manual iftpLtjw;F mDkjpfs; toq;fg;gLk; Jiwfs; 

ifKiwf; (Manual) fzf;Fg; gjpTr; nraw;ghLfs; XNuabahf KOikahf iftplg;glkhl;lhJ 
vd;gJld; mjpy; VNjDk; epr;rakw;w epiy cUthfyhk; vd;gjdhy; gbg;gbahf Nkw;nfhs;s 
vjpu;ghu;f;fg;gLfpd;wJ. Kjyhk; fl;lkhf iftply;fs; Nkw;nfhs;sg;gLfpd;w Jiwfshtd. 
 

1. ehshe;j fhR fpilg;gdTfs; kw;Wk; nfhLg;gdTfs; tpgug; gjpTg; Gj;jfk; (ehshe;j 

fpilg;gdT /nfhLg;gdTf; fhNrL) 
2. Ms;rhu; (jdpegu;) Nrkpg;G NgNul;Lg; gbtk; 
3. Ms;rhu; (jdpegu;) itg;Gf;fs; guPl;ir kPjpia ikakhff; nfhs;sy; 

මසේ අංකය 

எனது இல     ……………………………………........................ 

My No  

ඔසේ අංකය 

உமது இல    ………………………………………  

Your No 

දිනය 

திகதி    ………………………………………   

Date  
DSD/HO/05/MF/01/Rw;wwpf;if 2022.10.26 
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4. itg;Gf; fzf;Ffspd; nghUl;lhd tl;b tutpLk; Mtzq;fspd; gpujpfisg; 
ngw;Wf;nfhs;sy; 

5. Nkw;nfhs;sg;gl;l KjyPl;bd; Nrkpg;G itg;Gg; NgNuL 
6. fld; fl;Lg;ghl;Lg; NgNuL (nghJg;NgNul;Lld; Ms;rhu; guPl;ir kPjp rkg;gl;l) 

 
Nkw;nrhd;d Mtzq;fs; jtpu;e;j Vida Mtzq;fis (fld;> KjyPL kw;Wk; 
itg;Gf;fSf;Fupa rfy NgNuLfs;> gjpNtLfs; fl;Lg;ghl;Lf; fzf;Ffs;) Rw;wwpf;if 

MNyhridfSf;fika njhlu;e;Jk; ifKiwapy;  (Manual) guhkupg;gJ fl;lhakhdjhFk;. 
 

03. ifKiwapid Manual iftpLtjw;F cj;Njrpf;fpd;w tq;fp xd;W g+u;j;jp nra;jpUf;f 

Ntz;ba vLNfhs;fs ; 
I. fzpdp nkd;nghUspy; itg;Gf;fs; kw;Wk; fld; kPjpfis gjpNtw;w Kd;du; nghJg;NgNul;by; 

me;je;j itg;Gf;fs; /fld; fzf;FfSld; guPl;ir kPjp rkg;gl;bUj;jy; 
II. thbf;ifahsu;fis gjpT nra;J kPjpfis gjpNtw;wpajd; gpd;du; fzpdp nkd;nghUs; 

kw;Wk; ifKiwapid (Manual) jahupj;j Ms;rhu; itg;Gf;fs; guPl;ir kPjpapy; 
rkg;gl;bUj;jy;. 

III. thbf;ifahsu;fis gjpT nra;Ak; NghJ gjpNtw;wg;gl;l thbf;ifahsu;fspd; ngau;> 
fzf;fpyf;fk;> kw;Wk; kPjpfs; NgNul;Lg; gbtq;fspy; Fwpg;gplg;gl;l jfty;fSld; 
gpiofspd;wp guPl;rpj;Jg; ghu;j;jpUj;jy; mq;F Ms;rhu; NgNul;Lg; gf;fq;fis guPl;rpj;j 
cj;jpNahfj;ju;fspd; ifnahg;gKk; jpfjpAk; NgNuLfspy; gjptJ fl;lhakhdjhFk;. 

IV. rfy fzf;FilNahu;fspd; nghUl;L gh]; Gj;jfq;fs; toq;fg;gl;bUg;gJk; gh]; Gj;jfq;fs; 

,w;iwg;gLj;jpapUj;jy; (update) 

V. fzpdp nkd;nghUSf;Fupa gadu; ngau; (User name) flTr;nrhy; (Password) jahupg;gJ> 

gad;gLj;JtJ kw;Wk; khw;wQ; nra;tJ DSD/HO/IT/11/E BANK vd;w ,yf;fj;jpidAila 
2021.05.03k; jpfjpaplg;gl;l fbjj;jpw;fikthf eilngwy; Ntz;Lk;. 

VI. Nrkpg;G itg;Gf; fzf;fpd; nghUl;L  Mff; Fiwe;jJ 02 re;ju;g;gq;fspy; fzpdp 
nkd;nghUs; Clhf tl;b fzf;fplg;gl;bUj;jy; kw;Wk; fzf;Ffspy; epjp tutplg;gl;bUj;jy; 

Nghd;wit ifKiw (Manual) apYk;> mg; gzpfs; gpioapd;wp Nkw;nfhs;sg;gl;bUj;jy;. 
,q;F mq;fj;jtu; kw;Wk; gq;Ffspd; nghUl;L tl;b my;yJ ,yhgg; gfpu;T vd;gd 
nkd;nghUs; Clhf fzf;fplg;glhj re;ju;g;gj;jpYk; mq;fj;jtu; kw;Wk; gq;F jtpu;e;j 
Vida itg;Gf; fzf;Ffis iftpl re;ju;g;gk; toq;fg;gLk;. 

VII. ifKiwapid (Manual) iftpLfpd;w jpdj;jpw;F Kd;ida jpdj;jpy; ifKiw (Manual) 

kw;Wk; fzpdp nkd;nghUspd; nghJg;NgNul;L (Genearal Ledger) guPl;ir kPjp rkg;gl;bUj;jy; 
Ntz;Lk;. 

VIII. fzpdp Nritapid toq;Ffpd;w epWtdj;Jld; fzpdp nkd;nghUs; njhlu;gpy; xg;ge;jk; 
xd;wpid nra;Jnfhs;sy;. 

IX. ifKiwapid Manual iftpLtJ njhlu;gpy; Nritfis toq;Fk; epWtdq;fspypUe;J 
ngw;Wf;nfhz;l rhd;wpjo; xd;W ,Uj;jy;. 

X. jfty; njhopy;El;gg; gpuptpypUe;J me;je;j tq;fpfspd; Backup I cupa gpufhuk; 
fsQ;rpag;gLj;jg;gl;bUg;gjw;fhd rhd;wpjo; xd;wpidg; ngw;Wf;nfhs;sy;. 

XI. nrhg;l; Nthl;r; (Soft Watch) fzpdp nkd;nghUisg; gad;gLj;Jk; tq;fpfs; Mff; Fiwe;jJ 

ehshe;j fzf;fPl;L eltbf;iffis njhlu;r;rpahf Neubahd (Live) tpjj;jpy;  fle;j 03 
khjq;fspypUe;Nj Nkw;nfhz;bUj;jYk; ehshe;j nfhLf;fy; thq;fy;fis nkd;nghUspd; 

Clhf Neubahf (Live) eilngWJk;. 

XII. SLTS nkd;nghUs; ghtidapYs;s tq;fpfspd; rfy fld; kw;Wk; itg;Gf;fs; jfty;fs; 
kw;Wk; kPjpfs; cs;slf;fg;gl;L ehshe;jk; ,w;iwg;gl;bUj;jy; Ntz;Lk;. 

 
04. Nkw;gb jFjpfisg; g+u;j;jp nra;Js;s kw;Wk; Fwpj;j rhd;wpjo;fisg; ngw;Ws;s rKu;j;jp 
tq;fpfshy; ,izg;G 01> 02> 03 kw;Wk; 04 Mfpa Mtzq;fisg; g+u;j;jp nra;J gpuNjr 
nrayhsu; kw;Wk; rKu;j;jpg; gzpg;ghsupd; rpghu;Rld; FWepjpg; gpupTf;F mDg;gg;gly; Ntz;Lk;. 
 
05. FWepjpg; gpuptpypUe;J mq;fPfhuj;jpid ngw;Wf;nfhz;ljd; gpd;du; rKu;j;jp tq;fp 
eltbf;iffis Nkw;nfhs;s Ntz;ba tpjk; 
 



I. ifKiwapid (Manual) iftpLjy;> khjj;jpd; gzp njhlq;Fk; Muk;g jpdj;jpypUe;J 
njhlu;e;J Nkw;nfhs;sy; Ntz;Lk;. 
 

II. ifKiwapid (Manual) iftpLfpd;w tq;fpfs; fPOs;s jfty;fs; cs;slq;fpa 
Nfhitnahd;wpid fl;lhakhf guhkupj;J tuy; Ntz;Lk;. 
 

1) Muk;g kPjpapid gjpNtw;w Kd;du; ifKiwj;jpl;lj;jpypUe;J (Manual) ngw;Wf;nfhz;l 
rkg;gl;l Ms;rhu; guPl;ir kPjp 

2) Muk;g kPjp (Opening Balance) gjpNtw;wg;gl;ljd; gpd;du; fzpdp tiyaikg;gpypUe;J 
ngw;Wf;nfhz;l Ms;rhu; guPl;ir kPjp (,jid Muk;g nfhLf;fy; thq;fy;fs; Nkw;nfhs;s 
Kd;du; ngw;Wf;nfhz;ljhf ,Uj;jy; Ntz;Lk;) 

3) iftplg;gl;l jpdj;jpw;f Kd;duhd ehspy; fzpdp tiyikg;gpypUe;J ngw;Wf;nfhz;l 
Ms;rhu; guPl;ir kPjp (nghJg;NgNul;Lld; rkg;gl;lJ) 

4) fzpdp nkd;nghUs; kw;Wk; ifKiw (Manual) %yk; ngw;Wf;nfhz;l rkg;gl;l 

nghJg;NgNul;bd; guPl;irkPjp (iftpLtjw;F Kd;ida jpdk;/,Wjpj; jpdj;jpy;) 

5) tiyaikg;gpd; %yk; ngw;Wf;nfhz;l fld; itg;G mwpf;ifapid (SLTS nkd;nghUs; 

nra;wghl;bYs;s tq;fp Balance Check Certificate IAk; nrhg;l; nthr; (Soft Watch) 

nkd;nghUs; nraw;ghl;bYs;s tq;fp Deposit and Loan Balance Certificate IAk; 
Nfhitf;Fs; gjpNtw;wQ; nra;jy; Ntz;Lk;) 

6) fzpdpr; Nritapid toq;Fk; epWtdj;Jld; xg;ge;jk; nra;J nfhz;l xg;ge;jj;jpd; gpujp 
xd;W 

7) ifKiw (Manual) I iftpLtJ njhlu;gpy; fzpdp Nritapid toq;Fk; 
epWtdj;jpdhy; toq;fg;gLk; rhd;wpjo; 

8) jfty; njhopy;El;g gpuptpdhy; toq;fg;gLk; Backup njhlu;ghd rhd;wpjo;. 
 

III. Nkw;gb Nfhitapid ,ul;ilf; fl;Lg;ghl;Lf;F cl;gl;ljhf ghJfhg;ghf itj;jpUj;jy; 
Ntz;Lk;. 

IV. ifKiw (Manual) fzf;Fg; gjptpypUe;J mfw;wg;gLfpd;w jdpegu; itg;Gg; NgNul;bid 
ghJfhg;ghf itj;jpUj;jy; Ntz;Lk;. ,g; NgNuL> gjpNtL> Nghd;wd fhzhky; Mf;Fjy;> 
mopj;jy;> gpwpnjhU egUf;F toq;Fjy; vd;gd Nkw;nfhs;syhfhJ. mJ mt;thW Vw;gl;lhy; 
Kfhikahsu; cl;gl tq;fpg; gzpahsu;fs; nghWg;Gf;$w flikg;gl;Ls;sdu;. NkYk; ,f; 
NfhitahdJ FWepjpg; gpuptpd; mDkjpapd;wp mopf;fg;glyhfhJ) 

V. Kfhikahsu; gpwpnjhU flik epiyaj;jpw;F ,lk; khwpr; nry;fpd;w re;ju;g;gj;jpy;  Gjpa 
Kfhikahsuplk; ,g;NgNuL> gjpNtL> Gj;jfq;fs; Nghd;wtw;wpid vOj;J %ykhf xg;gilj;jy; 
Ntz;Lk;. 

VI. ifKiwapid (Manual) iftpLfpd;w tq;fpfs; ifKiwapid (Manual) iftpLfpd;w 
jpdj;jpw;F Kd;ida jpdj;jpy; fzpdp tiyaikg;gpypUe;J ngw;Wf;nfhz;l guPl;ir kPjpahdJ 
jdpahs; NgNul;L kPjpAld; rupahdJ vd;gjid Kfhikahsu; my;yJ cjtp Kfhikahsuhy; 
mtuJ gjtp ,yr;rpid ,lg;gl;L ifnahg;gkplg;gly; Ntz;Lk;. 
 

06. ifKiwapid (Manual) iftpLtJld; ehshe;j fzf;fPl;L eltbf;iffSf;Fupa 
nghJthd MNyhridfs;  

I. ehspd; ,Wjpapy; ifKiw Manual njhFjpg; Gj;jfk;> njhFjpg; gbtk;> njhFjpg; 

nghopg;gpid jahupj;J ifKiw (Manual) nghJg; NgNul;bid ehshe;jk; toik Nghd;W 

,w;iwg;gLj;jy; Ntz;Lk;. mjd; gpd;du; ifKiw (Manual) nghJg;NgNuL> System nghJg; 
NgNul;Lld; rkg;gLfpd;wjh vd;gjid guPl;rpj;jy; Ntz;Lk;. tpj;jpahrq;fs; ,Ug;gpd; 
mjw;fhd fhuzj;jpid md;iwa jpdNk Njb Muha;e;J  rPu; nra;jy; Ntz;Lk;. 

II. Manual Batch Book cld; fzpdp tiyaikg;gpd; Summery Of Daily Work (SLTS) / Day 

Book (Soft Watch) IAk; guPl;rpj;jy; Ntz;Lk;. 
III. nfhLf;fy; thq;fspd; ,Wjpapy; guPl;ir kPjp rkg;gLfpd;wjh vd;gjid fzpdp 

tiyikag;Gg; Balance Check Certificate (SLTS) / Deposit Loan Balance  Count  Report (Soft 

Watch) guPl;rpj;jy; Ntz;Lk;. 
 
 



 
 
 

IV. mq;fPfhuk; fpilj;j Jiwfspy; ifKiw (Manual) nfhLf;fy; thq;fy;fspd; gjpTfis 
iftpl;lhYk; fzpdp tiyaikg;G juTfis gjpNtw;wpajd; gpd;du;> Nrkpg;Gf; 
fzf;Ffspy; KjyhtJ nfhLf;fy; thq;fy;fs; eilngWk; NghJ mf; nfhLf;fy; 

thq;fy;fis Nkw;nfhs;s Kd;du; ifKiw (Manual) jdpegu; itg;Gg; NgNul;bid 

guPl;rpj;J Kfhikahsu; /cjtp Kfhikahsu; ifnahg;gkply; Ntz;Lk;. 

V. iftpLtjw;F mq;fPfhuk; fpilf;fg; ngwhj Nrkpg;Gf; fzf;FfSf;Fupa NgNuLfis 

njhlu;e;Jk; ifKiwapy; (Manual) ,w;iwg;gLj;JtJ fl;lhakhdjhFk;.   
VI. Gjpa itg;Gf; fzf;Ffis Muk;gpf;Fk; NghJ fzf;Ffis Muk;gpf;Fk; gjpNtl;bid 

Kd;diug; Nghd;Nw guhkupj;jy; Ntz;Lk;. 
VII. fhzhky; Nghd gh]; Gj;jfk; xd;wpw;Fg; gjpyhf thbf;ifahsu;fSf;F Gjpa fzpdp 

tbtikf;fg;gl;l mr;rplg;gl;l gh]; Gj;jfk; xd;wpid toq;Fk; NghJ rj;jpaf; fljhrp 

xd;wpd; %yk; cWjpg;ghl;bidf; ngw;Wf;nfhz;L Fwpj;j ifKiw (Manual) jdpahs; 

NgNul;by; gjpnthd;wpid Nkw;nfhz;L Kfhikahsu;/ cjtp Kfhikahsuhy; 
toq;fg;gly; Ntz;Lk;. 

VIII. ,izg;G 03,d; 12 ,w;fika kPjpfs; ,Ug;gpd;   mjw;Fupa rpW mwpf;ifnahd;wpid 
rku;g;gpj;jy; Ntz;Lk;.                                                                                                                                         

 
07. rKu;j;jp tq;fpfis gpd;gzp Ma;T nra;jy; 

,e;j Ntiyj;jpl;lj;jpd; fPo; ifKiwfis (Manual) iftpLfpd;w tq;fpfspy; Rw;wwpf;if 
MNyhridfSf;fika Nfhitfs; guhkupf;fg;gl;Ls;sik kw;Wk; ehshe;j newpg;gLj;jy; 

eltbf;iffs; fzpdp nkd;nghUs; Clhf ehshe;jk; Neupy; (Live) nraw;gLtjid fPOs;s 
gpupTfs; kw;Wk; FOf;fs; Muha;e;J ghu;g;gJ epjKk; Nkw;nfhs;sg;gly; Ntz;Lk;. VNjDk; 
tq;fpnahd;W ,e;j MNyhridfis ftdj;jpw; nfhs;shJ eltbf;iffis Nkw;nfhs;tjhapd; 
kw;Wk; Neubahd ehshe;j eltbf;iffs; nraw;glhjtplj;J  FWepjpg; gpupT kw;Wk; khtl;l 
rKu;j;jpg; gpuptpw;F vOj;J %yk; mwpf;ifaply; Ntz;Lk;. 
 
fz;fhzpg;G eltbf;iffSf;Fg; nghWg;ghd Ml;fs; 

1. khtl;l fzf;fha;Tf; FO 
2. khtl;l tq;fp fz;fhzpg;Gf; FO 

3. jfty; njhopy;El;gg; gpupT kw;Wk; A+ FO 
4. rKu;j;jp tq;fpr; rq;f Kfhikahsu;fs; 

5. FWepjpg; gpuptpy; Muk;gpf;fg;gl;Ls;s E-Bank myfpd; cj;jpNahfj;ju;fs; 
 

08. ifKiwapid (Manual) iftpLk; jpl;lj;jpd; fPo; fl;lha Nrkpg;G itg;G jdpegu; NgNuL> 
fld; NgNuL> KjyPLfs;> fld; fhg;gPL> $l;Lf; fhg;gPL cl;gl Vida 

ehshe;j/khjhe;j/tUlhe;j uPjpahf Nkw;nfhs;s Ntz;ba rfy eltbf;iffisAk; 

toq;fg;gl;Ls;s MNyhridfspd; gpufhuk; ifKiwapy; (Manual) Nkw;nfhs;tJ 
fl;lhakhdjhFk;. 
 
09.Kjypy; njupT nra;ag;gl;l xU rpy tq;fpfspy; eilKiwg;gLj;jp mjd; gpd;du; jFjpapidg; 
ngWfpd;w Vida tq;fpfSf;Fk; ,r; Rw;wwpf;ifapd; gpufhuk; eltbf;iffis Nkw;nfhs;tjw;f 
re;ju;g;gq;fs; toq;fg;gLk; vd;gjid mwpaj;jUfpd;Nwd;. jFjpfisg; g+u;j;jp nra;ahj tq;fpfs; 
,q;F Fwpg;gplg;gLk; vLNfhs;fis tpiuthf g+u;j;jp nra;Jnfhs;SkhWk; mwpaj;jUfpd;Nwd;. 
 
 
 
 
 
 
 
 
 



 
 
10. FWepjpg; gpuptpd; Kiwg;gbahd mDkjpapd;wp VNjDk; xU rKu;j;jp tq;fp 

ifKiwikapid (Manual) iftpLtJ cl;gl mDkjp ngw;w tq;fpAk; $l iftpLtjw;F 

re;ju;g;gk; toq;Ffpd;w Jiw jtpu;j;J Vida eltbf;iffisAk; Manual I iftplg;gl;lik 
mtjhdpf;fg;gl;lhy; mJ njhlu;gpy; tq;fpg; gzpahsu;fSf;Fk; xOf;fhw;W eltbf;iffs; 
Nkw;nfhs;sg;gLk; vd;gjid mwpaj;jUfpd;Nwd;. 
 
 
 
Xg;gk; :- 
 
 
Mu;.gp.gP.jpyf;frpup 
gzpg;ghsu; jiyikajpgjp 
 
 
 
gpujpfs; 
01. nrayhsu;> kfspu; rpWtu; mYty;fs; kw;Wk; r%f eyNdhk;Gif 
   ,uh[hq;f mikr;R        - j.$.f.nghl;L 

02. khtl;l nrayhsu;/ khtl;l rKu;j;jp Nkyjpf gzpg;ghsu;  
 jiyikajpgjp khtl;l nrayfk;      - j.$.f.nghUl;L 
03. khtl;l rKu;j;jp gzpg;ghsu;> khtl;l nrayfk; fhupahyak;  - j.$.f.nghUl;L 
04. gpujhd cs;sff; fzf;fha;thsu; - rKu;j;jp mgptpUj;jp jpizf;fsk; - j.$.f.nghUl;Lk; 
             c.e.nghUl;Lk; 
05. cjtpg; gzpg;ghsu; (jfty; njhopy;El;g gpupT)    - j.$.f.nghUl;Lk; 
             c.e.nghUl;Lk; 
06. gpuNjr nrayhsu; - gpuNjr nrayf fhupahyak;    - j.$.f.nghUl;Lk; 
             c.e.nghUl;Lk; 
07. khtl;;l gpujpg;gzpg;ghsu;> cjtpg; gzpg;ghsu; khtl;lr; nrayfk; - j.$.f.nghUl;Lk; 
             c.e.nghUl;Lk; 
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,izg;G 01 

 2022/…../….. 
 
gpuNjr nrayhsu; Clhf  
khtl;l rKu;j;jpg; gzpg;ghsu; Clhf  
gzpg;ghsu; (FWepjp) 
rKu;j;jp mgptpUj;jpj; jpizf;fsk; 
04k; khb> nrj;rpwpgha  
gj;juKy;iy. 
 

rKu;j;jp tq;fpfspy; fzf;fPl;Lr; nraw;ghl;by; ifKiw (Manual) Mtzq;fis 
iftpLk; nghUl;L mq;fPfhuj;jpid ngw;Wf;nfhs;sy; 
…………………………………… gpuNjr nrayfg; gpuptpd; …………………………………..rKu;j;jp 

rKjha mbg;gil tq;fp 2022/…./….k; jpfjpapypUe;J ifKiw (Manual) Mtzq;fis 
iftpLk; nghUl;lhd ,izg;G 02 kw;Wk; 03 ,y; Fwpg;gplg;gl;Ls;s jfty;fis gpioapd;wp 
g+u;j;jp nra;J rupahdJ vd cWjpg;gLj;jp ,j;Jld; rku;g;gpf;fpd;Nwd;. 
 
02. ,f; Nfhupf;ifapid Muha;e;J ghu;j;J cupa Jiwapd; nghUl;L mq;fPfhuj;jpid 
toq;FkhW tpdaKld; Nfl;Lf;nfhs;fpd;Nwd;. 
 
 

…………………………………… 
tq;fp Kfhikahsu; 
(gjtp ,yr;rpid) 
 
 
 
 
Rpghu;R nra;J mq;fPfhuj;jpd; nghUl;L rku;g;gpf;fpd;Nwd;. 
 

…………………………………… 
gpuNjr nrayhsu; 
 
 
 
 
rpghu;R nra;J mq;fPfhuj;jpd; nghUl;L rku;g;gpf;fpd;Nwd; 
 

………………………………… 
khtl;l rKu;j;jpg; gzpg;ghsu; 
 
 
 
 
 
 
 
 
 
 

 
 
 



 
,izg;G 02 

 

rKu;j;jp tq;fpfspy; ifKiw (Manual) nraw;ghLfis iftpLtjw;fhd 
tpz;zg;ggbtk; 

 
1. khtl;lk;      : 
2. gpuNjr nrayf gpupT    : 
3. rKu;j;jp rKjha mbg;gil tq;fp  : 
4. gjptpyf;fk;     : 
5. tq;fpapd; Kftup     : 
6. kpd;dQ;ry; Kftup    :  

7. itg;Gg; NgNuL gjpjy; (Ledger Posting) 

 

njhlu; 
,yf;fk; 

itg;Gf; fzf;Ffspd; tif 
nraw;gLk; 
fzf;Ffs; 

nraw;glhj 
fzf;Ffs; 

7.1.1 mq;fj;jtu; itg;G   

7.1.2 mq;fj;jtu; gq;F   

7.1.3 jpupakhjh itg;G   

7.1.4 mq;fj;jtuy;yhNjhu; itg;G   

7.1.5 $l;L itg;G   

7.1.6 rpWtu; itg;Gf;fs;   

7.1.7 rpRuf;f itg;G   

7.1.8 fl;lha Nrkpg;G itg;G   

 

8.1 ehshe;j fpilg;gdT nfhLg;gdT Gj;jfk;  

8.2 khjhe;j Ms;rhu; guPl;ir kPjpapidj; jahupj;jy;  

8.3 jtiz uPjpapy; tl;b tuT itf;Fk; Mtzk;  

8.4 fld; fl;Lg;ghl;Lg; NgNuL  

8.5 Nkw;nfhz;l KjyPLfspd; Nrkpg;G itg;Gg; NgNuL   

 

 iftpLtjw;F tpz;zg;gpf;fpd;w gFjpfSf;F √ milahsj;jpid ,lTk; 
 

 

…………………………………     …………………………………… 
tq;fp Kfhikahsupd; ngau;          ifnahg;gk;(gjtp ,yr;rpid) 

jpfjp :…………………………. 
 
 
 

Nkw;gb tq;fpapy; ifKiw (Manual) nraw;ghl;bid iftpLtjw;fhd rpghu;R nra;J 
rku;g;gpf;fpd;Nwd;. 
 
 
 

………………………………..     …………………………………….. 
tq;fpr; rq;f Kfhikahsupd; ngau;    ifnahg;gk; (gjtp ,yr;rpid) 

jpfjp :…………………………. 
 
 
 

 



 
 
 

,izg;G 03 
 

rKu;j;jp tq;fpfspy; ifKiw (Manual) Mtzq;fis iftpLjy ; 
 

njhlu; 
,yf;fk; 

G+u;j;jp nra;J nfhs;s Ntz;ba 
jifikfs; 

G+u;j;jp 

nra;Js;sJ/g+u;j;jp 
nra;ag;gltpy;iy 

jiyikf; 
fhupahyaj;jpd; 
ghtidapd; 
nghUl;L 

01 

fzpdpapy; juTfs; gjpNtw;w 

Kd;du;/itg;Gf;fspd; Ms;rhu; guPl;ir kPjp 
rkg;gl;bUj;jy; 

  

02 

fzpdpapy; juTfis gjpNtw;wpajd; gpd;du; 
tiyaikg;gpypUe;J ngw;Wf;nfhs;sg;gl;l 
guPl;ir kPjp rkg;gl;bUj;jy; (Ms;rhu; 
guPl;ir kPjpAk; nghJg; NgNuLk;) 

  

03 

fzpdp tiyaikg;gpy; Muk;gpf;fg;gl;l 
fzf;Ffspy; fzf;fpyf;fk; kw;Wk; ngau;> 
kPjp vd;gd ifKiw NgNul;Lf;fika 

(Manual Ledger) gpioapd;wp ,Uj;jy; 

  

04 

cj;Njr itg;G tiffspd; nghUl;L 
nraw;ghLs;s thbf;ifahsu;fSf;F 
fzpdp kag;gLj;jg;gl;l gh]; Gj;jfq;fs; 
toq;fg;gl;bUj;jy; 

  

05 

fzpdp tiyaikg;gpd; %yk; tl;b 
itg;Gf; fhyq;fs; Mff; Fiwe;jJ  
,uz;lhtJ gpiofspd;wp tl;b tuT 
itf;fg;gl;bUj;jy; 

  

06 

ifKiw (Manual) NgNul;Lg; gjpTfis 
mfw;Wtjw;F tpz;zg;gpf;fpd;w jpdj;jpw;F 
Kd;duhd jpfjpapy; fzpdp tiyaikg;gpd; 
Clhf guPl;ir kPjpfspd; gpujpnahd;wpid 
ngw;Wf; nfhz;L ifKiw NgNul;Lld; 

Manual rkg;gLfpd;wjh vdg; guPl;rpj;Jg; 
ghu;j;J rkg;gLfpd;wjid cWjpg;gLj;jy;   

  

07 

fzpdp tiyiaikg;gpy; MIS Report fspy; 

Balance Check Certificate rkg;gLtjid 
cWjpg;gLj;jpf; nfhs;tJk; gpujpnahd;wpid 

Mtzg;gLj;jp itj;jYk; SLTS kw;Wk; 

Soft watch khtl;lq;fspy; - Deposit and 

Loan Balance Count Report I  Mtzg;gLj;jp 
itj;jy; 

  

08 

ifKiwikia (Manual) mfw;Wtjw;F 
tpz;zg;g gbtj;jpid rku;g;gpf;fpd;w 
jpfjpapy; fzpdp tiyaikg;GfspypUe;J 
ngwg;gLk; nghJg;NgNul;by; guPl;ir kPjp 
rkg;gLfpwjh vd guPl;rpj;Jg; ghu;j;J 
rkg;gLtjhf cWjpg;gLj;Jjy;> ,jd; 
nghUl;Lk; tiyaikg;gpypUe;J ngwg;gLk; 
kPjp nghJg; NgNul;by; guPl;ir kPjp kw;Wk; 

ifKiw (Manual) guPl;ir kPjpapd; mr;Rg; 
gpujpapid ngw;W Mtzg;gLj;jp itj;jy; 
 

  



09 
tq;fpr; rq;fj;jpdhy; NkYs;s 
tplaq;fisg; guPl;rpj;Jg; ghu;j;J rupahdJ 
vd cWjpg;gLj;jpa fbjk;  

  

10 
tiyaikg;gpy; nfhLf;fy; thq;fy;fs; 
mNj ehspy; Nkw;nfhs;sg;gl;Ls;sjh 

(Softwach khtl;lq;fs;) 

  

11 
Rw;wwpf;iffspd; ge;jp ,yf;fk; 05 ,d; ii 
,w;fika Mtzq;fs; 
guhkupf;fg;gLfpd;wJ  

  

 

12. Copau; Nkhrbfs; /njhq;fy; fzf;F guPl;ir kPjpfs; njhlu;ghd mwpf;if 
 

I.  mwtpl Kbahf; fld; Copau; Nkhrbf; fzf;fpd; (3211) kPjp cs;sJ/,y;iy 

II. njhq;fy; fzf;F rkg;glhj guPl;ir kPjpf; fzf;fpd; (4031) kPjpnahd;W cs;sJ/,y;iy 

III. gpw VNjDk; epjp Nkhrbfs; njhlu;ghd tprhuid xd;W cs;sJ/,y;iy 
 

(NkNy 12 ,y; njhlupyf;fk; xd;wpyhtJ “cs;sJ” vd gjpthfp ,y;yhtpbd; mJ njhlu;ghd 
rpwpa mwpf;ifnahd;W rku;g;gpf;fg;gl;Ls;sJ) 
 
      
 

         …………………………………. 
jahupj;jtu;        Kfhikahsu;(gjtp ,yr;rpid)     

ngau; :…………………………….. 
 

ifnahg;gk; :………………………………….        
            
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



 
,izg;G 04 

 
01. guPl;ir kPjp rupahdJ vd;gjw;fhd cWjpg;ghL 
  

itg;G tif 

kPjp 
jahupj;j 

cj;jpNahfj;j
upd; ngau; 

ifnahg;gk; 

ifKiw 

(Manual) 

nghJg;NgNuL 

tiyaikg;gp
d; 

nghJg;NgNuL 

Ms;rhu; 
NgNuL   

nraw;gLfpd;w  
fzf;Ffs; 

     

gq;F      

mq;fj;jtu;      

jpupakhjh      

mq;fj;jtuy;yhNjhu;      

$l;L      

rpWtu;      

rpRuf;f      

fl;lha Nrkpg;G      

nraw;glhj 
fzf;Ffs; 

     

gq;F      

mq;fj;jtu;      

jpupakhjh      

mq;fj;jtuy;yhNjhu;      

$l;L      

 
 
 
 
 
 
 

…………………………………………    ………………………………………… 
cjtp Kfhikahsupd; ifnahg;gk;    Kfhikahsupd; ifnahg;gk; 
(gjtp ,yr;rpid)       (gjtp Kj;jpiu) 
jpfjp :-        jpfjp :-  
 
 
 


