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Specimen form - 13

Name of the Court: .......cccvviiiiiinnisninennssncsnsinnnens Designation: ......cc.ccccevveervnnresanns (Registrar/Interpreter/Clerk .....)
Seria | Name of the Present Date of Marital If, below | Permanent/ Permane | Service Service periods Whether Nature If spouse If the officer or any | Special details
INo | Officer with Station Birth/ Age status, age of 55 | Temporary nt records has served | of the is serving | of his/her family with period
initials as at details of years Address & residenti | (spo at stations | duties in a Court, | member involved in | (Pregnant,
(Mr. Miss. Mrs.) 31.12.2023 | childrenif | old? Email address al Service/DO in engaged | mention a pending case, interdicted,
N.LC. No any.. (Yes/No) District Service only) Permanent | at the name | mention the Case Pending
Grade & Medium residential | present of the number, Court and | disciplinary
(For Interpreters District for Officer, the nature of actions if any,
Stenographers 08 years or Designati | his/her Foreign leave
and Typists more on and involvement in the | deferred,
(Sinhala/English, (Yes/No) the Court | case. (Whether as suffering from
Sinhala/Tamil, Plaintiff, severe
Tamil/English..) Defendant, diseases,
Petitioner, requesting to
Personal File No Appellant, retire etc.)
Respondent,
Accused,
Witness.etc.)
1.| Mrs.C.N.P.S.D. DC 20.10.1980 | Married Yes Permanent Colombo | 1. mc Welisara | 01.01.11-31.12.14 Yes Producti | Mr.K.P. B/1280/19 Suffering from
Kalpani Perera Colombo | 43 years 02 children address (04 years) on Clerk Fernando | MC/Maligakanda Cancer.
1980xxXXXX 1. 08 years No.25, Clerk, Gr.ll | Complainant
Gr.ll old Temple Road, 2.HC Colombo 01.01.15-18.02.18 HC/ Transfer has
2.05 Colombo —10. (04 years & 02 months) Kalutara been deferred
EA/PF/01/xxxx months old until further
or Temporary 3. MCFort 19.02.18 -31.12.22 notice.
JSC/SPO/EM.PF/CL address (04 years & 06 months)
K/ - Under
4.DC Colombo | 93 01.2023 Up to date interdiction.
Kalpani80@gami
l.com Half pay
Maternity
leave till
31.03.2023
Etc.
2.
3.




1.4 i- gomaB e (Specimen form ) — 13 sews cseces

1. @coc gomaBwe MS Excel 0857 wno Bumw me @yn «. (3 admdened MS Excel 88a¢ ¢® ¢ Beislewn 8= gog ¢on anes BO® ggey «.)

2. exdfsc O8wwe (Font) “Calibri (Body)” @s®» axles Sxestows (Font Size) “12” 8¢ ¢gn «. (Home - Font - Calibri Body) + (Home - Font - Font Size - 12)

3. Legal 89 eces0 Page Settings s=meszsdm. (Page Layout - Page Set up = Paper - Paper Size - Legal) (Page Layout->Page Set up—>Orientation->Landscape)
4. Cell o ng co9m anes BBO wewo ¢Dan 98 y®renw R OO

e:® Cell o8 ® Wrap Text moxsis. (aeg Cell o2 Select 6 & ©» Mouse de2sf right click 236 Format Cells = Alignment = Text Control 8 Wrap
text = OKk)

g¢e Bo®© “Column” ¢myen 00 8@ s®ens (Drag) 8¢ mosis.

e aes »om Cell O & v wae dBemm Cell w®w» 990 dmn BB (Merge) evnme ¢ «.
5. @cg e e BBOO wun 88 Ao (Column) sy ed€ (ROW) ©idm0 monsin.

Column “K” Row “1” Cell &z Specimen form — 13 ece end Eemw B3O wewr vdm mosis.

Column “A” Row “4” Cell ©z» Name of the Court ec® wpd; Bumw BB® wew Hdmr mOBIB).

Column “B” Row “4” Cell & @ admdomed O gnes B3O wewr 0dm manis.

Column “G” Row “4” Cell &z Designation eces ¢nd; Bume B3O wewo $dmo mOsIw.

Column “H” Row “4” Cell & n5yn0; 59006 anesf BO® wewo ©8m0 monys.

Column “A” Row “6” Cell &= Serial No eces wno; Beme B3O wewo 9dm0 mos3Im.

Column “B” Row “6” Cell ©z» Name of the Officer with initials (Mr.Miss.Mrs.), Grade & Medium (For Interpreters Stenographers and Typists
(Sinhala/English, Sinhala/Tamil, Tamil/English..) Personal File No ece ¢ Bumw B3O wewo $dmo m053n.



Column “C” Row “6” Cell &= Present Station ece end; Bwmw BB wewr midmr mIBI5).

Column “D” Row “6” Cell &2 Date of Birth/ Age as at 31.12.2023 ece wno; Bumye B3O wewo ©dm0 OsID.

Column “E” Row “6” Cell &2» Marital status, details of children if any.. eces wnd; Beme BEE wewor ©Bmo HOI®.

Column “F” Row “6” Cell &2 If, below 55 years old? (Yes/No) ecws wno; Eemre B3O wewr ©dm mosim.

Column “G” Row “6” Cell ¥ Permanent/ Temporary Address & Email address ece wnd; Bumw B3O swemr vdmn mIsis.
Column “H” Row “6” Cell ¥z Permanent residential District ece end; Bemrw B3O wewo wdmr HOBIB.

Column “I” Row “6” Cell ¥z Service records (SPO Service/ DO Service only) ece end; Bumw B8O wemr widnn mIsIs).
Column “J” Row “6” Cell &2 Service periods eces ¢no; Bume B3O wewo $dmo mOsIn.

Column “K” Row “6” Cell ®z» Whether serve at stations in Permanent residential District for 08 years or more (Yes/No) ec® «nd; Bumw B3®
£3C% BT WOBID.

Column “L” Row “6” Cell &z Nature of the duties engaged at present ecw® wnd; Bomw BBO wewr vIBm HOBID.

Column “M” Row “6” Cell &= If spouse is serving in a Court, mention the name of the Officer, Designation and the Court eces «nd; Bemwe B3O
e3C% DD WOBID.

Column “N” Row “6” Cell ©z If the officer or any of his/her family member involved in a pending case, mention the Case number, Court and the
nature of his/her involvement in the case. (Whether as Plaintiff, Defendant, Petitioner, Appellant, Respondent, Accused, Witness.etc.) ece ©no
Bumre BIO wewr ©8m0 HOBID.

Column “O” Row “6” Cell ©» Special details with period (Pregnant, interdicted, Pending disciplinary actions if any, Foreign leave deferred,
suffering from severe diseases, requesting to retire etc.) ece ¢no; Bwmw BBO 5w DD WHIBIB.

6. 28 BEaBewmnd gud ¢in gmes BOO wem Om od€wn (Row) s@enn ©dm mosis.



7. o O BRSO geed 0 05T Dwewsy Excel work Sheet ewigry 088y Specimen form — 13 ¢05¥ 00sID wmesIn.

8. veodd wmews c¢ Book 1, Book 2, Book 3... @czm Save BBe® & wsuvnm ¢ @B ¢m0sd “Dmnd; 5n0s w0 adm0e 5200w¢” ewig m»H® mdsim. (Save>File
name->Registrar-DC Colombo)

37 QoS DBIRS Excel work sheet 8 88 e®i® »® mg @ gamade 08w @gn By’ B8»
1. aldwoen @088 (otdDn wenw - g@Woemed HO) c:- Registrar — DC Colombo  regi.info@jsc.gov.lk
2. gldwoem 89cE cuedam (otdDn wenw - g@Woemed HO) ¢ ¢:- FC—DC Colombo fc.info@jsc.gov.lk
3. 3:08Q% BEad (otdDn wenw - g@oemed ) ¢c¢:- DO —DC Colombo do.info@jsc.gov.lk
4. almen 88may (otdDn wenw - g3l H® ¢ ¢o:- Clerk — DC Colombo clerk.info@jsc.gov.lk
5. el nven 8808m® (otdn wenw - g@moemed »®) - Interpreter — DC Colombo  inter.info@jsc.gov.lk
6. elmoen By eCo® (etdn venw - a@moemed m»®) - Steno — DC Colombo steno.info@jsc.gov.lk
7. el wpd ©CI® (etdn venw - @@moened D) - Typist — DC Colombo typist.info@jsc.gov.lk
8. alWoen e O (etdn venw - e@moemned D) ¢ ¢a:- Book Binder — DC Colombo binder.info@jsc.gov.lk
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