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The Manual of Procedure of an organization indicates procedures and 

formalities adopted by that organization in rendering diverse services. It 

facilitates stakeholders of the organization to understand and follow 

such procedures to obtain relevant services without difficulties or 

constrains.  Therefore, a manual of procedure has become an essential 

prerequisite to run an organization effectively and efficiently. 

 

The publication of KDU’s Manual of Procedure today fulfills a long felt need, and it is an 

initial step for bridging gaps that have existed so far in procedures and formalities of the 

University. I am happy that services of different sections along with their relevant forms and 

other formalities that are contained in the manual can also be extended in a consistent 

manner to other services introduced in the future as well.  

 

I, as the Vice Chancellor of the University, would like to record my appreciation of the 

contribution made by the committee of the KDU Manual of Procedure led by Dr. MM 

Jayawardena in completing the task to a satisfactory level. Now it is the duty of the 

respective heads of each section to monitor the use of this manual carefully, to improve the 

same in a consistent manner, and to update the documents as much as possible to make it 

user friendly for stakeholders to deal with KDU in any relevant matter in a productive 

manner. I also request  our stakeholders  not to hesitate to contact the Assistant Registrar 

(Legal)  assigned to be in charge of  the Manual of Procedure for any inquiry, complaint on 

any matter related to the same as such actions will help  KDU to improve this document in 

the future for the benefit of all stakeholders. 

 

 

Major General Milinda Peiris RWP RSP USP ndc psc  

Vice Chancellor 

 

Message from the Vice Chancellor  
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PREFACE 

 

General Sir John Kotelawala Defence University (KDU) is expanding its horizons in all aspects 

of the university activities. Therefore, there is a need of a manual of procedure that helps 

the stakeholders to understand the functioning procedures of different sections of the 

university to achieve the objectives. The manual of procedure benefits the human resources 

in its development. It also provides guidelines for the work force as well as the beneficiaries 

of the organization and therefore it enhances the mobility factor of the university. As the 

present volume is the first of such a document, it needs to update along with time. Further, 

unlike in the conventional universities, here at KDU, the staff includes both military 

manpower and civilian manpower, for which the procedures with respect to the posting, 

discipline and promotions are quite different from each other. The student community also 

includes military cadets and fee levying students for whom the recruiting procedure and the 

payment schemes are quite different from each other. Therefore, it needs to be amended 

carefully along with time, until a comprehensive manual is developed. However, unless 

changed, the guidelines and the standing orders depicted in this document are valid. 
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INTRODUCTION TO GENERAL SIR JOHN KOTELAWALA DEFENCE UNIVERSITY 

General Sir John Kotelawala Defence University (KDU) was initially named as an academy in 

1981 and recognized as a degree awarding institution for the officers of the armed forces. 

Today KDU is at the forefront of tertiary education in Sri Lanka and it has vastly expanded its 

horizons while maintaining its service to the nation, clearly transcending its original role and 

scope of producing graduate officers to the tri services. KDU is now a fully-fledged 

university, which provides its service to both military and civilian students of both national 

and international level under a wide spectrum of disciplines. The manual of procedure, 

which is a requirement of a university would be fulfilled by this document and hopefully 

would be beneficial to the stake holders of General Sir John Kotelawala Defence University 

and would contribute to achieve the objectives of the university. 

 

VISION OF THE UNIVERSITY 

To be a university nationally and internationally known for its unique ability to engage both 

undergraduate and graduate students in distinctive and interdisciplinary defence related 

higher education that best serves the tri-services, the state sector and the society at large.  

 

MISSION 

To ensure a high quality, learner-centered educational experience through undergraduate, 

graduate and professional programmes along with high quality research across many 

disciplines in the field of defence in both residential and non-residential settings in the 

campus. 
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1. HEAD QUARTERS (HQ) 

The Head Quarters of KDU comprises of the VC and his office, DVC (Defence and 

Administration) and his office, Adjutant and his office, CO (Admin) and his office, Registrar 

and his office and Bursar and his office. The headquarters of KDU deals with all admin 

matters pertaining to all the activities of KDU. All types of management and administrative 

decisions are initiated from the headquarters. 

1.1 HQ - ADMINISTRATION OF MILITARY SERVICES (ADJUTANT) 

The administration of all service officers including other rankers of three services posted to 

KDU come under the adjutant and his office. The functioning of the adjutant and his staff 

comes under the direction of the Vice Chancellor and all ceremonial and non-ceremonial 

events in the KDU, coordination with tri force organizations, pay for all service people, 

Imprest, accounts of the KDU and the Welfare Fund are handled. The security of KDU, the 

discipline and welfare of the three service personnel also comes under the adjutant. 

Adjutant is responsible to the Vice Chancellor (The procedure and the relevant 

documentation with respect to the recruitment, coordination with the three services and 

the management of all military officers and other rankers are given below).The relevant 

forms and other information are given in the annex under Adjutant Office (pp.49-71). 

  

Index No. of the 
Service 

Description of the Services Prerequisite/ Form 
No./Reference/Remarks 

 

1.1 HQ (1) Visitors’ entrance to the University 1.1 HQ (1) F 1 
 

1.1 HQ (2) Vehicle entry to the University (temporary) 

 Permission is granted for 06 months 

1.1 HQ (2) F 2 

1.1 HQ (3) Vehicle entry to the University (permanent)
  

 Permission is granted for 01 year 

 It is issued for permanent staff and 
undergraduates on priority basis   

1.1 HQ (3) F 3 
 

1.1 HQ (4) Annual Leave- Officers   

 Should be applied before 24 hrs prior to 
the requirement 

1.1 HQ (4) F 4 

 
1.1 HQ (5) 

Walk out - Officers    

 Granted for a period of 2 hrs 

 Only 3 walk outs per month 

Officers’ walk out book 

1.1 HQ (6) Overseas Leave- Officers/Other Ranks General 126 

 
1.1 HQ (7) 

Annual Leave-Other Ranks   

 Should be applied before 24 hrs prior to 
the requirement 

1.1 HQ (7) F 5 
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1.1 HQ (8) Duty Short Leave-Other Ranks 

 Granted for a period of 2 hrs 

1.1 HQ (8) F 6 

1.1 HQ (9) Reporting Sick  
 

1.1 HQ (10) Obtaining KDU Identity card   

 Issued for permanent staff (military & 
civil) & undergraduates 

1.1 HQ (10) F 7 

1.1 HQ (11) Instructions for Officers / Other rankers on 
the basis of External Regimental 
Employment 

1.1 HQ (11) F 8 

1.1 HQ (12) Obtaining transport requirements  

 Should be applied before 24 hrs prior to 
the requirement 

1.1 HQ (12) F 9 

1.1 HQ (13) Obtaining membership of Recreation Club, 
Kandawala Lake 

 Issued for outsiders only 

1.1 HQ (13) F 10 

1.1 HQ (14) Obtaining clearances   

 Compulsory for all military personnel 

1.1 HQ (14) F 11 

1.1 HQ (15) Obtaining Movement Orders   

 Compulsory for all military personnel 
when they are posted out, have 
completed courses, reported to local or 
foreign courses, retired and when Officer 
Cadets are discharged. 

1.1 HQ (15) F 12 

1.1 HQ (16) 
 

Appointing boards A.F.A. 21 

1.1 HQ (17) Personal details – Officers 1.1 HQ (17) F 13 

1.1 HQ (18) Personal details – Other Ranks  1.1 HQ (18) F 14 

1.1 HQ (19) 
 

Declaration of civil status and living 
conditions   

The  Form is Given 
Under SAR 

 
 

 

1.2 HQ- KDU MEDICAL SECTION 

The medical section (MI ROOM) of KDU looks after the day-to-day medical needs of the 

cadets, civilian students and the staff. The medical section runs indoor and outdoor patient 

services for cadets and staff. The dental unit which is responsible for the dental care of the 

KDU staff and students also comes under the medical section. The procedure of the medical 

service and the functioning of the medical section are given below. The relevant forms and 

other information can be obtained from the MI Room. 
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1.3 HQ - COMMANDING OFFICER (ADMIN) 

The Commanding Officer (CO) (Admin) and his staff are responsible for the management of 

all services provided by HQ towards the functioning of different sections of KDU. Under CO 

(Admin), logistics management, procurementation, transportation, supplies and mess 

management function under the guidance of the Vice Chancellor and Deputy Vice 

Chancellor (Defence and Administration).  

 
Procedure of Supplying Goods and Services  
 

 

Step Activity Action to be Taken  

1 Requesting Goods/Services Respective  section / OCLS 

2 Opening of Files OCLS /Procurement officer 

3 Calling Quotations Procurement officer/ Supplier(s) 

4 Appointing TEC DVC (Def) 

5 Technical Evaluations Technical Evaluation Committee/OCLS 

6 Tender Board Approvals VC / DVC/Tender board 

7 Ordering Procurement officer / Supplier(s) 

8 Issuing Purchase Orders Procurement officer/ Log Section 

9 Receiving Goods/Services Supplier(s) / Procurement / Log Section 

 
 
1.3.1 HQ – LOGISTICS MANAGEMENT OF KDU (Officer Command for Logistic 
Supply-OCLS) 
 
 

Logistics management of General Sir John Kotelawala Defence University comes under the 
Officer in Command for Logistics Supply who is responsible for the Commanding Officer 
(Admin). OCLS and his staff carry out their duties under the direction of the Vice Chancellor 
and Deputy Vice Chancellor. This section is responsible for calling tenders for constructions, 
purchasing raw materials, equipment and other requirements of KDU. OCLS is also 
responsible for making arrangements for appointing tender boards for all type purchasing in 
KDU, holding tender boards at KDU and purchasing requirements and providing them to the 
relevant sections of KDU with the support of the other relevant sections. All functions of 
logistics management directly come under the Deputy Vice Chancellor. The procedure and 
the relevant documentation of the OCLS are given below.  
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Index No. of the Service Description of the Service 
Prerequisite/Form 

No./Reference 

1.3.1 HQ - OCLS (1) 
Getting list of annual requirements of 
each section and making necessary 
arrangements to purchase them   

Nil 

1.3.1 HQ - OCLS (2) 

Purchasing capital goods. Capital goods 
need to be included in the cooperate 
plan and in the budget allocation of the 
particular year 

Nil 

1.3.1 HQ- OCLS (3) Opening a file for each purchase Nil 

1.3.1 HQ - OCLS (4) 

Giving publicity in the websites of KDU 
and Ministry of Defence and 
advertising in the national newspapers 
in accordance with the Financial 
Regulations and government tender 
procedure 

Nil 

1.3.1 HQ - OCLS (5) 
Facilitating the Tender Opening 
Committee 

Nil 

1.3.1 HQ - OCLS (6) 
Making arrangements for appointing 
the technical committees for tender 
evaluations 

Nil 

1.3.1 HQ - OCLS (7) 
Making arrangements to provide a 
sample of purchasing for the technical 
committee, if required 

Nil 

 

 

1.3.1 HQ - OCLS (8) 

Once the report of the technical 
committee is received, forwarding it to 
the Procurement section to process 
and arrange the tender board 

Nil 

1.3.1 HQ - OCLS (9) 
Forwarding the tender for the approval 
of the tender board 

Nil 

 

1.3.1 HQ - OCLS (10) 

Preparing tender board minutes 
 

Nil 

1.3.1 HQ - OCLS (11) 

Making arrangements to pay an 
advance for the supplier if required  
 

Nil 

1.3.1 HQ - OCLS (12) 

In association with the Ministry of 
Defence, maintaining the General 138 
ledger which includes the budgetary 
expenditure of the respective year 

The form is 
available at 
the Bursar's 
office. 

1.3.1 HQ - OCLS (13) 
Making arrangements to send the 
order form for the respective supplier 

Nil 

1.3.1 HQ - OCLS (14) 

Guaranteeing the recording of the 
purchasing of goods and services from 
the suppliers 

Nil 

1.3.1 HQ - OCLS (15) 
Making arrangements to make 
payments for suppliers 

Nil 
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1.3.2 HQ – PROCUREMENT SECTION 

The procurement section is responsible for making arrangements to purchase the requests 

of different faculties, departments and other sections of KDU from suitable suppliers in 

accordance with the correct tender procedure. The procedure of the Procurement office is 

given below.  

Index No. of the Service Description of the Service 
Prerequisite/ Form 

No./Reference/Remar
ks 

1.3.2 Procurement (1) 
Opening files for each and every 
request  for tender board 
approval 

Nil 

1.3.2 Procurement (2) 

Once tender evaluations are 
received from the technical 
committees, forwarding them to 
the tender board  

Nil 

1.3.2 Procurement (3) 
Preparing order forms  for the 
approved tenders and send them 
to relevant suppliers 

Nil 

1.3.2 Procurement (4) 

Once the supplies are received, 
preparing the payment 
documents after getting technical 
committee recommendations 

 

Relevant form is given 
Under OCLS 

 

 

1.3.3 HQ – LOG SECTION 

Once the purchasing is done, the supply section delivers the items to the respective division 

and maintains the log registers for asset management under the guidance of CO (Admin). 

The log section is also responsible for the stock management of stationary and other 

requirements. The procedure and the documentation of the supply section are given below. 

The relevant forms and other information are given in the annex under Commanding Officer 

(Admin) Office (pp. 73-81). 

 Ledger Procedure of Received Goods / Services 
 

a. The received goods / services are forwarded to the TEC for their 
recommendations to carry on the ledger procedure and to make 
arrangements for payments. 

b. Having recommended by the TEC to carry on the ledger procedure and to 
make payments, the log section enters the received / recommended Goods / 
Services in relevant Ledgers and makes the Receipt Voucher (G 1). 

c. The Capital Items or Assets are entered to the Q 5 documents. 
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Settlement of Bills 
a. The prepared Receipt Vouchers are forwarded to the OCLS along with the 

purchasing file. 
b. Then OCLS prepares G 35 and forwards to the Financial Section to make 

payments for the Good / Services. 
 

General Services 
a. Supply the following items / services for functions: 
   Huts / Tents / Canopies 
  Flags and Flag Posts 
  Stages 
 Tables, Chairs and Coverings 
 Umbrellas, Carpets, Mats and Trays 
 Plaques 
 Mattress, Pillows, Pillow Cases, Mosquito Nets and Bed Sheets 
 Cloaks, Hats, Garlands and Caskets   
b.  Requesting, obtaining and issuing of all requirements for Cadet Officers 
c. Matters pertaining to weapons 
d.  Requesting, obtaining and issuing of LP Gas 
e.  Obtaining of repair services for Items 
f.   Polishing of trophies, awards and swords 
g.  Stitching of civil staff uniforms 
h.  Requesting, obtaining and issuing of boots, shoes and helmets 
i.   Conducting and maintaining of all buildings and items / goods therein and 

maintaining stock books 
J.   Handing over and taking over of chalets, quarters, messes and billets 
k.  Issuing of Items / goods for outer institutions / personnel 
l.   Issuing of cloaks on payment basis 

 
 Annual Survey of Goods/Items    

   a.  An Annual Survey of Items / Goods/ Equipments in the various sections / 
departments is done by the “Committee of Annual Goods Survey”  

  b. As per the observations / recommendations given by the Annual Survey 
Report, condemned items are auctioned or destroyed; repairable items are 
repaired and reused 

 
 

Index No. of the 

Service 

Description of the Service 

(and the name of Prerequisite/Form) 

Prerequisite/Form No./ 

Remarks 

 

 
1.3.3 HQ Log (1) 

 
Repairing of Equipment 
Workshop Indent (for KDU Assets) 

 
1.3.3 HQ Log (1) F1 

 

 
1.3.3 HQ Log (2) 

 
Requesting of Goods / Equipment 
 

 
1.3.3 HQ Log (2) F2 

 

1.3.3 HQ Log (3) Issuing of Goods / Equipment 1.3.3 HQ Log (3) F3 
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1.3.3 HQ Log (4) Transferring of Goods / Equipment to 
another ledger from a ledger 

A.F.G 6 

 

1.3.3 HQ Log (5) Handing over or Taking over of Goods / 
Equipment 

A.F.G. 2 (New) 

 

1.3.3 HQ Log (6) Reporting sickness to the relevant 
military hospital 

F Med. 3  

 

1.3.3 HQ Log (7) Reporting of unusable / Unserviceable 
Goods / Equipment to the Board of 
Inspection 

The form is available at the Log 
Section 

 
 

1.3.3 HQ Log (8) Reporting of Goods / Equipment in the 
Stores to the Board of Inspection 

Treasury 127 
  

1.3.3 HQ Log (9) Sending Goods / Equipment to outer 
personnel / institutions 

A.F.G 46  

1.3.3 HQ Log (10) Temporary Issuing of Goods / 
Equipment 

The receipt is available at the Log 
Section  

1.3.3 HQ Log (11) Repairing of Army Equipment at KDU A.F.G 7  

 

1.3.3 HQ Log (12) Handing over or Taking over of 
Vehicles 

The ledger is maintained by the Log 
Section  

1.3.3 HQ Log (13) Handing over or Taking over of Assets The ledger is available at  the Log 
Section  

1.3.3 HQ Log (14) Ledgerizing of Goods / Equipment The ledger is available at  the Log 
Section  

1.3.3 HQ Log (15) Issuing of Goods / Equipment / 
Clothing Items to Cadets 

The ledger is available at  the Log 
Section  

1.3.3 HQ Log (16) Reporting of Goods / Equipment by the 
Board of Survey 

The ledger is available at the Log 
Section  

 

 

1.3.4 HQ - MOTOR TRANSPORT SECTION (MT) 

 

The Motor Transport section is responsible for the transport requirements of all officers and 

other official capacities of different sections of KDU. This section is also responsible for 

repairs and maintenance of KDU vehicles. The Motor Transport officer and his staff are 

administered by CO (Admin) and Deputy Vice Chancellor (Defence and Administration). The 

procedure and the relevant documentation are given below. The relevant forms and other 

information are given in the annex under Commanding Officer (Admin) Office (pp. 83-87).
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Index No. of the Service Description of 
the Service 

Prerequisite/Form No./Reference 

1.3.4.HQ Motor Transport (1) Vehicle servicing 1.3.4.HQ – Motor Transport (1) F1 

1.3.4.HQ Motor Transport (2) Day-to-day 
transport 
requests 

1.3.4.HQ – Motor Transport (2) F2 
 

1.3.4.HQ Motor Transport (3) General service 
requisition 

(A.F.T 8) (Used to obtain fuel from 
pump to Vehicle) 

1.3.4.HQ Motor Transport (4) Maintaining the 
transport work 
ticket of the 
respective 
vehicle 

(A.F.T 9) (Log sheet of the vehicle  
should be maintained by the 
respective driver) 

1.3.4.HQ Motor Transport (5) Workshop indent 
(vehicle repairs) 

(A.F.G 7) (Vehicle repair form) 

 

1.3.5 HQ - MILITARY ACCOUNTS AND AUDIT OFFICE (Coordinating Military 

Services) 

All accounting applicable for military officials with respect to their own military services (Sri 

Lanka Army, Navy and Air Force) are coordinated by this office. All official correspondences 

with respect to payments and deductions of the salaries of the respective service men are 

coordinated by this section. The procedure and the relevant documentation are given 

below.  

 

Index No. of the Service Description of the 
Service 

 

Prerequisite/Form 
No./Reference 

1.3.5 Military Accounts (1) Checking and Auditing 
Quarterly Audit Board 
reports 

Forwarded for the VC’s opinion 
of the relevant account 
(Regimental Account) 

1.3.5 Military Accounts (2) Arranging Quarterly 
Audit Boards 

Done under the guidance of 
the DVC 

1.3.5 Military Accounts (3) Preparing reports for 
audit queries of the 
Auditor General’s 
Department 

Forwarded for VC’s signature  

1.3.5MilitaryAccounts(4) 
 

Maintaining the audit 
query register 

NA 
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1.3.6 HQ - PROJECT AND MAINTENANCE OFFICE 

This section is responsible for construction of new buildings, renovation of existing 

buildings, preparation of BOQS and drawings. All these activities come under the guidance 

of CO (Admin), the DVC (Defence and Admin) and the Vice Chancellor (pp. 89-91). 

Index No. of 

the Service 

Description of the Service Prerequisite/Form 

No./Reference 

1.3.6 HQ (1)   Preparing electrical, plumbing, masonry and 

carpentry work of this university 

1.3.6 HQ (1) Project and 

Maintenance F1 

1.3.6 HQ (2) Preparing electricity and water bills for the married 

quarters, and construction site of contractors.   

1.3.6 HQ (2)Project & 

Maintenance F2 

 

1.3.7 HQ – FARM AND GARDEN MAINTENANCE  

This section is responsible for gardening and maintenance of the vegetation of KDU and for 

keeping the environment clean and friendly for its activities.  

2. REGISTRAR’S OFFICE 

The University Registrar is responsible for the supervision and management of all 

administrative and operational functions of the university. The Registrar’s office is the 

central administrative office of the University which balances the perceived interests of the 

University administration and ensures that policies and procedures are fully executed to the 

expectations of the authority and functions as the BOM Secretariat. The Registrar’s Office 

also is in charge of organizing and conducting senate minutes, preparation of administrative 

reports and dealing with KDU recruitments, including civilian staff and Student Enlistments. 

Further, the Registrar facilitates and coordinates activities of the faculties pertaining to 

administrative matters with the assistance of Assistant Registrars. In addition, degree 

verification, releasing of official transcripts and conducting examinations is also handeld by 

the Registrar’s Office. Most importantly, the Registrar ensures the integrity, accuracy and 

security of all academic and personal records of students and staff members. 

2.1 DEPUTY REGISTRAR – STUDENT ENLISTMENTS (FOREIGN) 

This section is responsible for enlisting foreign day scholars for MSc and BSc degree 

programmes, accrediting other local and foreign institutions, preparing annual report, 

coordinating the general convocation and conducting Senate meetings of KDU. The details 

applicable for the beneficiaries and the procedure of student recruitments are given below. 

The relevant forms and other information are given in the annex under Registrar Office (pp. 

93-101).   
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Index No. of 
the Service 

Description Prerequisite / Form No. / 
reference 

 

2.1 DR (1) Keeping up to date with UGC regulations and 
amendments to its policies related to 
recruitment of foreign students  

 Nil 

2.1 DR (2)  Providing application for admission of students 
with foreign qualifications  

 

2.1 DR (2) F1 

2.1 DR (3)  Maintaining check list for foreign student 
enrolments 

 

 2.1 DR (3) F2 

2.1 DR (4)  Providing leave application form for foreign 
students 

 

2.1 DR (4) F3 

2.1 DR (5)  Providing supplication form 
 

2.1 DR (5) F4 

  

2.2 DEPUTY REGISTRAR (EXAMINATIONS) 

The examinations are handled by the Deputy Registrar under the guidance of the Vice 

Chancellor, the DVC (Academic) and the Registrar. Question paper printing, holding 

examinations, holding boards of examination and finalizing results are done by the Deputy 

Registrar’s office under the by-laws of examination approved by the BOM and the Senate of 

KDU. The procedures and the documentation of examination-related activities are given 

below. The Deputy Registrar’s office (Examination) comes under the supervision of the 

Deputy Vice Chancellor (Academic). The relevant forms and other information are given in 

the annex under Registrar’s Office (pp. 103-117).   

 

 
Index No. of the 

Service 
Description of the Service 

Perquisite / Form No./ 
Reference 

2.2 DR – Exam ( 1) 
Providing the date, time and venue of 
examinations 

Given in the time table / 
Published in the KDI 
website 

2.2 DR – Exam ( 2) 
Providing details of examiners 

 2.2 DR – Exam (2) F1 
 

2.2 DR – Exam (3) Providing a list of repeat students with 
subjects 

 

Given in a Letter /  
Published in the KDU 
website 

2.2 DR – Exam (4) Provding Original Question paper handing 
over by examiners to DR/ Exams 

 

2.2 DR – Exam (4) F2 
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2.2 DR – Exam (5) Printing question papers Printing programme. 

2.2 DR – Exam (6) Packing and sealing of question papers 
 

2.2 DR – Exam (6)  F3 
 

2.2 DR – Exam (7) 
 

Carrying out examination duties 
Given in the roaster of 
duties. 

2.2 DR – Exam (8) Seeing to attendance of  examination staff 2.2 DR – Exam (8)  F4 

2.2 DR – Exam ( 9) Seeing to attendance of candidates 2.2 DR – Exam (9)  F5 

 
2.2 DR – Exam (10) 

Noting absence of the candidates at the 
examination 

 
 2.2 DR – Exam (10)  F6 
 

 
2.2 DR – Exam (11) 

Informing loss of identity card 
 

 2.2 DR – Exam (11)  F7 
 

2.2 DR – Exam (12) 
Reporting Examination Offences 

 2.2 DR – Exam (12)  F8 
 

 
2.2 DR – Exam (13) 

Providing Detailed Mark sheets 
 2.2 DR – Exam (13) F9 
 

 
2.2 DR – Exam (14) 

Obtaining comments on results by the 
examiner 

 2.2 DR – Exam (14) F10 
 

 2.2 DR – Exam (15) Receiving answer script packets for 
distribution among examiners 

 2.2 DR – Exam (15)  F11 
 

2.2 DR – Exam (16) Returning marked answer scripts packets to 
DR / Exams 

 2.2 DR – Exam (16) F12 
 

 2.2 DR – Exam (17) Obtaining Examination Marks, GPA and final 
results 

Given in a Schedule 

2.2 DR – Exam (18) Displaying Results 
 

Given in a Schedule and 
university website. 

2.2 DR – Exam (19) Providing detailed degree certificate and 
academic transcript request forms 

 2.2 DR – Exam (19)  F13 
 

2.2 DR – Exam (20) 
Providing Detailed degree certificates   

Come under restricted 
category. 
 

2.2 DR – Exam (21) 
Providing academic transcripts 

The Forms are available 
with the DR - Exam. 
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2.3 REGISTRAR’S OFFICE – SENIOR ASSISTANT REGISTRAR (SAR) 

(ESTABLISHMENTS- CIVIL CADRE) 

All types of civilian recruitments including academic and non-academic staff, their leave and 

retirement, providing loan facilities and welfare matters are handled by the Registrar’s 

Office in consultation with the Vice Chancellor, Deputy Vice Chancellors (Defence and 

Administration and Academic), the Deans of Faculties and Heads of Departments. The 

details of the procedure of all such types of civilian administration and the respective 

documentations of KDU recruits are given below. The relevant forms and other information 

are given in the annex under Registrar’s Office (pp. 119-235).   

Index No. of 
the Service 

Description of the Service 
Prerequisite/Form 

No/Reference 

2.3 SAR (1) Obtaining Oaths  or Affirmations 2.3 SAR (1) F1 

2.3 SAR (2) Issuing Personal Particular forms 2.3 SAR (2) F2 

2.3 SAR (3) Issuing EPF – Employee detail forms 2.3 SAR (3) F3 

2.3 SAR (4) 
Providing form for obtaining declaration of Civil Status 
and Living Conditions 

2.3 SAR (4) F4 

2.3 SAR (5) Issuing declaration of Assets and Liabilities forms 2.3 SAR (5) F5 

2.3 SAR (6) Providing forms for Requesting temporary release  2.3 SAR (6) F6 

2.3 SAR (7) Reporting extension of contract appointments 2.3 SAR (7) F7 

2.3 SAR (8) Providing form for annual estimates 2.3 SAR (8) F8 

2.3 SAR (9) 
Obtaining confidential report for absorption of civil 
staff recruited on contract basis to permanent cadre 

2.3 SAR (9) F9 

2.3SAR(10)  Reporting confirmation 2.3 SAR (10) F10 

2.3 SAR (11)  Providing increment report form-Civil staff (Academic) 2.3 SAR (11) F11 

2.3 SAR (12) 
Providing increment report form-Civil staff (Admin/ 
Clerical) 

2.3 SAR (12) F12 

2.3 SAR (13) Providing increment report form- Civil staff (Minor) 2.3 SAR (13) F13 

2.3 SAR (14) Providing increment certificate 2.3 SAR (14) F14 

2.3 SAR (15) Providing leave application form 2.3 SAR (15) F15 

2.3 SAR (16) Providing lieu leave form 2.3 SAR (16) F16 

2.3 SAR (17) Providing application for accident leave 2.3 SAR (17) F17 

2.3 SAR (18) Providing lapsed leave request form 2.3 SAR (18) F18 

2.3 SAR (19) Provigin form for Report of the Medical Board – KDU 2.3 SAR (19) F19 

2.3 SAR (20) Providing application for leave out of Sri Lanka 2.3 SAR (20) F20 
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2.3 SAR (21) Providing Security Clearance 2.3 SAR (21) F21 

2.3 SAR (22) 
Providing Application for Study Leave/Sabbatical Leave/ 
Seminar Conference Leave 

2.3 SAR (22) F22 

2.3 SAR (22) 
Providing Internal Memo form for Approval of Study / 
Seminar Conference / Sabbatical / Duty Leave 

2.3 SAR (23) F23 

2.3 SAR (24) 
Providing Internal Memo to the Employee of 
Resignation or Retirement and issuing check list for 
clearance for resignation 

2.3 SAR (24) F24 

2.3 SAR (25) Provigin Internal Memo for withholding salaries 2.3 SAR (25) F25 

2.3 SAR (26) Providing Internal Memo for clearance 2.3 SAR (26) F26 

2.3 SAR (26) 
Obtaining approval for the two guarantors in the Bond 
to be signed in terms of PA Circular No 34/91 dated 
04.08.1991 and Guarantor’s Affidavit 

2.3 SAR (27) F27 

2.3 SAR (28) Obtaining approval to sureties of the Bond 2.3 SAR (28) F28 

2.3 SAR (29) Issuing agreement letter (Sinhala) 2.3 SAR (29) F29 

2.3 SAR (30) 
Issuing Progress Report form by the Supervisor on 
Teachers / Officers following postgraduate studies 

2.3 SAR (30) F30 

2.3 SAR (31) Issuing Life Certificate form 2.3 SAR (31) F31 

2.3 SAR (32) 
Providing check list form for signing Bonds & 
Agreements 

2.3 SAR (32) F32 

2.3 SAR (33) Issuing forms for Verification of Degree Certificates  2.3 SAR (33) F33 

2.3 SAR (34) 
Issuing forms for confirming examination results (O/L & 

A/L) 
2.3 SAR (34) F34 

2.3 SAR (35) Issuing Season Form 2.3 SAR (35) F35 

2.3 SAR (36) Issuing application for concessionary season tickets General 273 

2.3 SAR (37) Issuing application for free railway holiday warrants 2.3 SAR (37) F36 

2.3 SAR (38) Issuing overtime request form 2.3 SAR (38) F37 

2.3 SAR (39) 
Issuing form for requesting salary particulars and 
service certificates 

2.3 SAR (39) F38 

2.3 SAR (40) Issuing Distress Loan Application form 2.3 SAR (40) F39 

2.3 SAR (41) Issuing Promissory Note form 2.3 SAR (41) F40 

2.3 SAR (42) Issuing Surety Form 2.3 SAR (42) F41 

2.3 SAR (43) Issuing Loan Bond form 2.3 SAR (43) F42 

2.3 SAR (44) Issuing Loan Agreement form 2.3 SAR (44) F43 

2.3 SAR (45) 
Issuing form for Agreement of loan deduction from 
Gratuity  

2.3 SAR (45) F44 

2.3 SAR (46 
Issuing form for Agreement of loan deduction from 
pension 

2.3 SAR (46) F45 
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2.3 SAR (47) Issuing Loan Balance requesting form 2.3 SAR (47) F46 

2.3 SAR (48) Issuing form to obtain details of leave 2.3 SAR (48) F47 

2.3 SAR (49) Issuing detail form of loan deduction 2.3 SAR (49) F48 

2.3 SAR (50) Issuing self-finance fund loan application form 2.3 SAR (50) F49 

2.3 SAR (51) Issuing form for Agreement of Self-finance fund loan 2.3 SAR (51) F50 

2.3 SAR (52) Issuing form to obtain details of leave 2.3 SAR (52) F51 

2.3 SAR (53) Issuing form for Bond of Self-finance fund loan 2.3 SAR (53) F52 

2.3 SAR (54) Issuing foot bicycle loan application form 2.3 SAR (54) F53 

2.3 SAR (55) Issuing form for foot bicycle loan Agreement 2.3 SAR (55) F54 

2.3 SAR (56) Issuing form for Honour Statement 2.3 SAR (56) F55 

2.3 SAR (57) Issuing Indemnity loan form 2.3 SAR (57) F56 

2.3 SAR (58) Issuing form for Check List for Clearence 2.3 SAR (58) F57(i) 

2.3 SAR (58) Issuing form for Check List for Vacating Post 2.3 SAR (58) F57(ii) 

2.3 SAR (58) Issuing form for Check List for Retirement 2.3 SAR (58) F57(iii) 

2.3 SAR (58) Issuing form for Check List for Resignation 2.3 SAR (58) F57(iv) 

2.3 SAR (59) Issuing Visiting Service Registration form 2.3 SAR (59) F58 

 

2.4 REGISTRAR’S OFFICE – STUDENT ENLISTMENT DIVISION 

This section is responsible for all types of student enlistments. Calling applications, selection 

of candidates for interviews, selection and bond agreements of both military cadets and 

civilian students are dealt with by this section. The procedure of student recruitments and 

documentation are given below. The relevant forms and other information are given in the 

annex under Student Enlistment Division (pp. 237-268).   

Index No.of 
the Service 

Description of the Service  Prerequisite / Form No. / 
Reference 

2.4 AR (1) Providing Student Registration Application- Officer Cadets 2.4 AR (1) F 1 
2.4 AR (2) Providing Student Registration Application-Day Scholars   2.4 AR (2) F 2 
2.4 AR (3) Obtaining Student Registration Check List  2.4 AR (3) F 3 

2.4 AR (4) Providing Guidelines for Bond Signing and Valuation 
Report – Officer Cadets 

2.4 AR (4) F 4 

2.4 AR (5) Providing Guidelines for Bond Signing and Valuation 
Report – Day Scholars   

2.4 AR (5) F 5 

2.4 AR (6) Students’ Health Declaration – Cadets 
Students’ Health Declaration – Day Scholars (M) and (F) 

2.4 AR (6) F 6 (i) 
2.4 AR (6) F6 (ii) 
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2.5 PERMANENT CIVIL STAFF- WELFARE FUND 

Welfare Programmes and Services for the Permanent Civil Staff are provided by the 
Permanent Staff Welfare Fund of the KDU, based on the Constitution initially adopted by the 
members at its Inaugural General Meeting held on June 2004. 
 

The Permanent Staff Welfare Fund is conducted and administered by the Working 

Committee (that includes; President, Vice President, Secretary, Deputy Secretary, Treasurer, 

Auditor and the 20 committee members) elected among the members of the fund at the 

Annual General Meeting. The Fund is guided and supervised by the “The Advisory and 

Supervision Board”, of which the Vice Chancellor of KDU is the Chief Advisor. The Advisory 

and Supervision Board is chaired by the Deputy Vice Chancellor (Defence and 

Administration) and the other members of the Board include the Deputy Vice Chancellor 

(Academic), Registrar, Bursar and Internal Auditor. The Senior Assistant Registrar 

(Establishment) is also a member of the Board as the “Coordinator”. The relevant forms and 

other information are given in the annex under Registrar’s Office (pp. 239-282).   

 

Index No. of the 

Service 

Description of the Service Prerequisite/Form No./ 

Reference 

2.5 Civil Welfare (1) Membership 

Permanent Civil Staff Members can become 

the members of the Fund 

2.5 Civil Welfare (1) F1(i) 

and 

2.3 Civil Welfare (1) F1(ii) 

2.5 Civil Welfare (2) Death Donation 

Members can claim financial allowance at the 

deaths of member, parents, married 

member’s spouse; children; in-law parents, 

un-married member’s unmarried 

brothers/sisters  

2.5 Civil Welfare (2) F2(i) 

 

* form to be prepared 

2.5 Civil Welfare (3) Transport Facility for Funeral Attendance 

Members will be given transport facilities to 

attend the funeral ceremony as mentioned 

2.3 (3) 

2.5 Civil Welfare (3) F3(i) 

and  

2.5 Civil Welfare (3) F3(ii) 

2.5 Civil Welfare (4) Welfare Loan 

A loan can be obtained at an indemnity case 

or medical requirement or during any 

considerable personal matter 

2.5 Civil Welfare (4) F4 

2.5 Civil Welfare (5) Medical/Surgical Benefit 

Members can claim financial allowance for 

medical/surgical needs for members and their 

family members 

2.5 Civil Welfare (5) F5(i) 

 

* form to be prepared 



 
    
     

 17     
 

2.5 Civil Welfare (6) Scholarships 

Members can obtain scholarships for their 

children’s academic achievements with a Pass 

at the Grade 5 Scholarship Exam, Pass at the 

GCE (A/L) Exam with the eligibility of 

University Attendance and Pass at the GCE 

(O/L) Exam with Distinctions for all subjects  

2.5 Civil Welfare (6) F6(i) 

 

* form to be prepared 

2.5 Civil Welfare (7) Farewell Benefit 

Members, who have worked over 5 years at 

KDU, will be appreciated at a farewell 

function. They  will be given a Cash Gift, 

Plaque and Farewell Party 

2.5 Civil Welfare (7) F7(i) 

 

* form to be prepared 

2.5 Civil Welfare (8) Insurance 

Members can claim financial allowance for 

their medical/surgical needs, as scheduled in 

the insurance policy 

2.5 Civil Welfare (8) F8{i} 

 

* form to be prepared 

 
 
3.  BURSAR’S OFFICE 
 

 
The Bursar is responsible for the Vice Chancellor and BOM of all financial matters of KDU. 
Following are the major functions of the Bursar’s office: 

 Making all payments including salaries and allowances 
 Preparing the Annual Budget, Supplementary Budget and change of Vote Allocations 
 Collecting government grants and all generated income, including course fees of fee-

levying students and FGS students 
 Maintaining vote ledgers, ledger accounts and other records 
 Maintaining asset registers and pay records 
 Preparing periodic Financial Statements and annual Financial Statements 
 Performing duties of procurement committees 
 Finalizing necessary financial information to the Board of Management 

 

The procedure of the functions of the Bursar’s Office is given below. The relevant forms and 
other information are given in the annex under Bursar’s Office (pp. 283-288).  
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Index No. Description of the Service Prerequisite / Form No. / 
Reference 

3. Bursar (1) Seeing to Payments of Salaries and 
Allowances 

Bank Account details are required 
with request to deposit the salary 

3. Busar (2)  Seeing to Payments of Travelling 
 

General  175 voucher is to be 
submitted with approval of the SAR 
- Establishment 

3. Busar (3) Seeing to Payments of Supplies 
Maintenance of expenditure 
Other recurrent expenditure 
Rehabilitation expenses 
Improvement of Capital Asset 
Acquisition of Capital assets 
Capacity Building 

 

General 35 Vouchers. 
Certified Payment voucher is to be 
submitted to the Accounts Division 
with following documents. 
Authority, Approval of the payment, 
Relevant documents such as 
invoices, recommendation of 
technical officers and certification 
of inventories are required. 

3. Bursar (4) Preparing the Annual Budget 
 

Sectional Recurrent and Capital 
Requirement with budgetary 
estimates for coming year should be 
prepared and submitted to the 
Accounts Section on or before 
30thof  June in the present year. The 
format given by UGC for each year 
will be distributed by the Bursar. 

3. Bursar (5) Seeing to Collection of Income 
 

The following income and receipts 
are deposited to the bank account 
mentioned here. 

- Imprest for Recurrent and 
Capital Expenditure. 

- Ration allowances for 
military officers. 

- Deposits of overpayment / 
reimbursement.  

Name – Vice Chancellor General Sir 
John Kotelawala  
Defence University 
Account No.    0000681950 
Bank     -     Bank of Ceylon 
Branch Code-    061 
Branch Name-   Moratuwa 
SWIFT Code-     BCEYLKLX 
Bank Code-       7010 

 

 The following income and receipts 
are deposited to the bank account 
mentioned here. 

- Course Fees for Day Scholars 
(Local) 

- Laundry Charges 
- Interest Income  
- Rental Income  
- Registration fees for 

International Research 

Name   - Self-finance Fund 
Account No.    0009405831 
Bank     -     Bank of Ceylon 
Branch Code-    061 
Branch Name-   Moratuwa 
SWIFT Code-     BCEYLKLX 
Bank Code-       7010 
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Conference 
- Donations for International 

Research Conference 
- Purchases of Cadets’ 

requirements 
- Charges for violation of 

Contracts 
Penalties 

- Tender Deposits 
- Other Self-Generating 

incomes  

 The following income and receipts 
are deposited to the bank account 
mentioned here. 

- Course Fees of Day Scholars 
(Foreign) 

- Other foreign currency 
receipts  

Name   - Vice Chancellor 
Account No.    0074532847 
Bank     -     Bank of Ceylon 
Branch Code-    061 
Branch Name-  Moratuwa 
SWIFT Code-     BCEYLKLX 
Bank Code-       7010 

 The following income and receipts 
are deposited to the bank account 
mentioned here. 

- Course Fees – BSc (mgt.), 
MSc, MBA, Postgraduate 
courses conducted by FGS 
 

- Course Fees – Certificate and 
Diploma courses conducted 
by FGS 

- Fees for short-term work 
shops 

- Interest Income of  FGS fund 
 

Name   - Faculty of Graduate 
Studies 
Account No.  0009405625   
Bank     -     Bank of Ceylon 
Branch Code-    061 
Branch Name-   Moratuwa 
SWIFT Code-     BCEYLKLX 
Bank Code-       7010 

 The following income and receipts 
are deposited to the bank account 
mentioned here. 

- Course Fees of Day Scholars 
(Southern Campus -Local) 

- Accommodation Charges 
- Other Self-Generating 

income from Southern 
Campus 

Name   - Southern Campus  
Account No.    0075247579 
Bank     -     Bank of Ceylon 
Branch Code-    061 
Branch Name-   Moratuwa 
SWIFT Code-     BCEYLKLX 
Bank Code-       7010 

3. Bursar (6) Petty Cash 
Duly completed petty cash payment 
voucher should be submitted to 
Bursar’s office to collect the money. 
The maximum payment will be 

FR 371 
Petty cash voucher 
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Rs.1000/= for petty cash.   
The petty cash imprest should be 
settled within three working days 
with vouchers or in cash if it was not 
used.  

3. Bursar (7) Ad-hoc  Sub-Imprest 
This should not to exceed Rs.20,000 
in each case; 
The Sub-Imprest should be settled 
immediately after the completion of 
the purpose for which it is granted. 

FR 371 
The request should be submitted to 
the Vice Chancellor with 
recommendation of the DVC (D) 
and / or Bursar.   

3. Bursar (8) Allowances related to foreign 
travels 
Foreign Travels on Studies or 
Training 
 
This implies an officer going abroad 
for the enhancement of his 
qualifications, knowledge and skills 
 
 
 
When an officer goes abroad to 
attend such a programme, he could 
be paid the part of the combined 
allowance and air fare, which the 
donor does not contribute. In such 
situations, an officer could be paid 
at the rate of US $ 30 per day up to 
a maximum of 30 days. 

 
Attending Official Duties Overseas 
This implies going abroad on duties 
coming under the scope of the 
institute which cannot be 
performed in the island. 
The incidental and combined 
allowances referred to at para 5 and 
6 of the circular could be paid for 
attending these official duties. 

Ministry of Finance and Planning  
Circular No MOFP 01/2010/01of 
11.10.2010. 

 
BOM approval for the payment and 
copies of air tickets are required to 
pay the allowances. The passport 
should be produced to the bank to 
release the foreign currency. 

 
 
 
 

 
 
 
Ministry of Finance and Planning  
Circular No MOFP 01/2010/01of 
11.10.2010. 
BOM approval for the payment and 
copies of air tickets are required to 
pay the allowances. The passport 
should be produced to the bank to 
release the foreign currency. 
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4. ACADEMIC PROGRAMMES 

Academic activities of KDU function under eight Faculties. Each faculty is headed by the Dean of 

the respective faculty. Depending on the degree programmes, Heads of Department are there to 

run the degree programmes of the faculty. The details of the degree programmes are given in 

the respective web pages of KDU Website (www.kdu.ac.lk) and in the Prospectus approved by 

the BOM and the Senate.  All academic administrations are done by the Deans of the faculties 

and the respective Heads of Department under the guidance of the Vice Chancellor and the DVC 

(Academic). The details and the regulations applicable for the respective degree programmes 

are given under each faculty.   

4.1 FACULTY OF GRADUATE STUDIES (FGS) 

The Faculty of Graduate Studies (FGS) is responsible for the conduct of all Postgraduate Degree 

programmes for Tri-Services and Police personnel and Public and Private Sector Executive 

Officers. The majority of its courses are conducted during weekends for the convenience of the 

students who follow the courses without compromising their duties in their respective services. 

The FGS offers Master of Philosophy and Doctor of Philosophy Degree programmes, thereby 

reaching the zenith of academic activities of a university, namely the task of knowledge 

creation through research.    

 

Index of the 

Service 

Description of the 

Service 

Prerequisite / 

Form No. 

/ Reference 

4.1 FGS (1) Conducting Master of Philosophy, Doctor of Philosophy  

 

 

 

 

Refer to the 

prospectus- 

Faculty of 

Graduate Studies 

4.1 FGS (2) Conducting Masterof Science in Military Science and 

Technology 

4.1 FGS (3) Conducting Master of Science in Security and Strategic 

Studies 

4.1 FGS (4) Conducting Master of Science in Management Degree   

4.1 FGS (5) Conducting Master of Business Administration in E – 

Governance 

4.1 FGS (6) Conducting Master of Business Administration in Logistics 

Management 

4.1 FGS (7) Conducting Master of Laws 

4.1 FGS (8) Conducting Master of Science in Electronic and 

Telecommunication Engineering 

4.1 FGS (9) Conducting Master of Science in Electrical Engineering 

4.1 FGS (10) Conducting Postgraduate Diploma in Research Methods and 

Allied Aspects 
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4.2 FACULTY OF DEFENCE AND STRATEGIC STUDIES (FDSS) 

Faculty of Defence and Strategic Studies (FDSS) consists of two departments: 

 
1. Department of Defence Studies  
2. Department of Strategic Studies 

 

 
4.2.1 DEPARTMENT OF DEFENCE STUDIES 
 
The military training programme conducted and administrative and disciplinary matters are 
handled by the Department of Defence Studies. This department operates under the 
instructions of the Dean-FDSS, who is assisted by Squadron Commanders in charge of each 
intake and Troop Commanders in charge of each troop. These officers with the assistance of 
other rank instructors impart the essential military knowledge both in classroom and field to 
the Officer Cadets. 
 
The following sections also come under the purview of Dean –FDSS: 
 

Officer Cadets’ Mess 
 

Training Support Section 
 

Sports Section 
 

Publications Section 
 

Laundry section 
 
The procedures of each section that come under the Department of Defence Studies are 
given below. The following Services and relevant Applications / Forms are used in the above 
sections. The relevant forms and other information are given in the annex under Dean’s 
(FDSS) Office (pp. 289-319). 
 
 
 

Index No. of the Service Description of the Service Prerequisite / Form No. / 
Reference 

4.2.1 FDSS (1) Providing military training for 
Officer Cadets. Refer to the Block 
Syllabus for first year, second year 
and intensive period (MBBS) 

1st year & 2nd year military 
subjects & Block Syllabus for 
Intensive course (Attached as 
Annex ‘A’ & ‘B’ respectively) 

4.2.1  FDSS (2) Obtaining personal particulars of 
Officer Cadets   

4.2 FDSS (2) F 1 
 

4.2.1  FDSS (3) Maintaining Monthly/Quarterly 
Assessment Reports 

4.2 FDSS (3) F 2 
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4.2.1  FDSS (4) Maintaining Fortnight Character 
Assessment Sheets 

4.2 FDSS (4) F 3 
 

4.2.1  FDSS (5) Maintaining Black Book/Discipline 
Assessment Sheets  

4.2 FDSS (5) F 4 
 

4.2.1  FDSS (6) Maintaining Work Assessment 
Sheets  

4.2 FDSS (6) F 5 
 

4.2.1  FDSS (7) Maintaining Good 
Conduct/performance Records 

4.2 FDSS (7) F 6 
 

4.2.1  FDSS (8) Maintaining Interview Record 
Sheets  

4.2 FDSS (8) F 7 
 

4.2.1 FDSS (9) Maintaining Reporting Sick Charts
  

4.2 FDSS (9) F 8 
 

4.2.1 FDSS (10) Maintaining Critical incident 
Diaries 

4.2 FDSS (10) F 9 
 

4.2.1 FDSS (11) Maintaing O/Cdts’ Sports 
performance Sheets 

4.2 FDSS (11) F 10 
 

4.2.1  FDSS (12) Maintaining Character 
Assessment Reports 

The form is available at FDSS 
 

4.2.1 FDSS (13) Maintaing Semester Assessment 
Reports  

The form is available at FDSS 
 

4.2.1 FDSS (14) Maintaining Conduct Sheets  4.2 FDSS (14) F 11 
 

4.2.1 FDSS (15) Providing Application for 
Transport requirements (FDSS 
Vehicle) 

4.2 FDSS (15) F 12 
 

4.2.1 FDSS/Cdt Mess (16) Providing Batmen Leave 
Applications 

4.2 FDSS/ Cdt Mess   (16) F 13 
 

4.2.1 FDSS/Cdt Mess (17) Issuing Cash/Cheque handing 
over/Taking over Forms 

4.2 FDSS/Cdt Mess (17) F 14 
 

4.2.1 FDSS/Cdt Mess (18) Issuing Cash request voucher (up 
to Rs.5000.00) form 

4.2 FDSS/Cdt Mess (18) F15 
 

4.2.1 FDSS/Cdt Mess (19) Cash request voucher (over 
Rs.5000.00) form  

4.2 FDSS/Cdt Mess (19) F16 
 

4.2.1 FDSS/Cdt Mess (20) Issuing form of Issuing items from   
Cadets’ Mess ‘Q’ Stores 

4.2 FDSS/Cdt Mess (20) F17 
  

4.2.1 FDSS/TSO (21) Issuing request form to use the 
Auditorium/Mini Auditorium and 
Lecture Theatres 

4.2 FDSS/TSO   (21) F 18 
 
 

4.2.1 FDSS/SPORT (22) Issuing forms for using Sports 
Complex 

1. For Military personnel 
2. For Civil personnel 
3. For School children 

4.2 FDSS/SPORT(22) F 19 (i) 
4.2 FDSS/SPORT (22) F 19 (ii) 
4.2 FDSS/SPORT  (22) F 19(iii) 
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4.2.1 FDSS/PUB (23) Issuing Publication Section - Job 
Card  

 This form is produced to get a 
service done by the publication 
section   

4.2 FDSS/PUB  (23) F 20 
 
 

4.2.1 FDSS/LAUN (24) Issuing Laundry Section –Job card         

 This form is produced to get a 
service done by the Laundry 
section 

The form is available at the 
Laundry Section. 
 

        

4.2.2 DEPARTMENT OF STRATEGIC STUDIES 
 
The Department of Strategic Studies (DSS) is a new wing added to the Faculty of Defence 
and Strategic Studies. It envisions developing a strategic community that will better serve 
national interests of Sri Lanka. The DSS specifically focuses attention on the field of strategic 
studies as an interdisciplinary academic subject area concerning military strategy, 
geopolities and on traditional non-traditional security with their relevance to national and 
international security.  

 
The following services are provided by the DSS:  

 

 
4.3 FACULTY OF MEDICINE (FOM) 

 

The Faculty of Medicine, KDU, established in 2009, has adopted its MBBS degree 

programme, the curriculum and its evaluation procedures from that of the Faculty of 

Medicine, University of Ruhuna, Sri Lanka.  

 Course Duration : Five years  

Foundation Course :  06 weeks 

 MBBS Course  :  Five years (ten semesters)  

 Curriculum  : Traditional Curriculum 

 Main Examinations : Second MBBS  - Bar Examination 

    Third MBBS (Part I & II) 

    Final MBSS 

Index No. of the Service
   

Description of the Service Prerequisite / Form No. / 
Reference 

4.2 FDSS/DSS (24) Defence and Strategic studies 
(for O/Cdts) 

 
Refer to “Faculty of Defence 
and Strategic Studies” in  
undergraduate prospectus  
 

4.2 FDSS/DSS (25) International Relations (for Day 
scholars) 
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The procedure for student enrolment, outline of teaching / training programmes, 

examination procedures and By-Laws and the academic / administrative standards expected 

of students are outlined below for information. The relevant forms and other information 

are given in the annex under Dean’s (FOM) Office (pp. 321-322). 

   

Index No. of the 

Service 

Description of the Service  Prerequisite / Form No. /  

Reference 

4.3 FOM (1) Seeing to enrolment procedure, 

academic programme and award of  

Bachelor of Medicine and Bachelor 

of Surgery (MBBS) Degrees 

Enrolment procedure and 

the outline of 

programmes are given in 

the Prospectus 

4.3 FOM (2) Seeing to Student Orientation and 

Provision of students record books  

Student Orientation on:  

 Foundation course on 

Introduction to Medicine, 

Medical Ethics, Medical 

Administration, Time 

Management, Attitudes and 

Behavior. 

 

 The students should submit 

the duly completed form 

(Form No. 4.3 FOM (2) F1, to 

the Dean’s Office / FOM on 

request. 

 

 Introductory clinical training 

programme on Introduction to 

clinical subjects, principles of 

history taking, Medical ethics 

and communication skills, 

Medical professionalism and 

Integrated approach to 

patient management. 

 

Offered by: 

-Faculty Board appointed 

committee 

 

- Clinical Coordinator 

 

 

4.3 FOM (2) F1 

 

4.3 FOM (3) Providing the Personal Book list 

The students are provided with a 

Available at Dean’s Office 
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list of books needed at the 
beginning of Pre-Clinical Sciences 
studies, Para Clinical Sciences 
studies and Clinical Sciences 
studies.   

of FOM 

4.3 FOM (4)i Maintaining Attendance  

 Attendance at academic 
activities 

 

 

 

 In the event of inability to 
attend any classes, (lectures, 
tutorials, SGDs, practicals, 
clinical appointments) it is 
the responsibility of the 
student to inform the 
faculty immediately.  

 

 

 Attendance at KDU 
functions. 

Minimum of 80% 

attendance at each of the 

lectures, tutorials, SGDs, 

practicals, clinical 

appointments is a 

prerequisite to appear at 

semester-end exams: 

-If a medical certificate is 

submitted it has to 

conform to the 

regulations under general 

rules for students.  

 

-Clinical appointments 

must be completed 

before applying to sit for 

the final MBBS 

examination. 

4.3 FOM (4)ii Handling issues in case of illness 

a. Illness during term time 
 

b. Illness at examination time 
(including continuous 
assessment) 
 

c. Persons entitled to issue 
valid medical certificates for 
the above purposes 
(1) Medical officer Military 

Hospital or SLAF/SLN 
Hospital. 

(2) A consultant of any 
government hospital. 

(3) A District Medical Officer 
(DMO) in a government 

 

If th -Should inform the 
University Medical Officer 
as early as possible. 

 
         -   -If the student is unable 

to do so, he/she should 
inform the Dean in 
writing by registered 
post as early as possible 

 
               -AND submit within 

SEVEN days of falling ill, a 
valid medical certificate 
issued by one of the 
persons listed under (c) 
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hospital. 
 

d. PLEASE NOTE that medical 
certificates from medical 
officers other than those 
listed will NOT be accepted. 
 

e. A medical certificate is not 
valid unless it has been 
submitted within ONE WEEK 
of the illness. 

 

below. 

 

4.3 FOM (5) Seeing  to Clinical appointments 

 Attendance at Clinical 

appointments 

 

 In the event of inability to 

attend at clinical 

appointments 

 

 

 

 

 

- Attendance at wards is 

compulsory  

-Should obtain prior leave 

from the clinical teacher 

concerned before being 

absent from clinical work.  

-The consultant will 

specify the number of 

days when the student is 

given leave from work. 

4.3 FOM (6) Seeing to Service of Visiting 

Lecturers  

Based on the qualifications, 

lecturers are required to provide 

visiting service to students. The 

selected visiting lecturer needs to 

fill the form and submit to AR along 

with his/her CV. 

Visiting Payments 

Summary of the visiting lecture 

hours done for the particular month 

should be forwarded to AR with the 

The form is given under 

SAR 
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certification of relevant Subject 

Head. (The payment vouchers and 

the expressway slips should be 

submitted when claiming 

travelling). 

4.3 FOM (7) Seeing to Field visit Organization for 

Students 

Field visits are needed. Also 

Community Attachment 

Programme for Public Health and 

Family Medicine. 

Organized in the third 

year. Attendance is  

compulsory for all 

students. 

4.3 FOM (8) Displaying Student Notices 

Time tables, Examination results, 

Clinical training schedules, Exam 

Time tables are student notices. 

 Notices are 

displayed on 

notice boards of 

the FOM and FDSS  

 E-mail notices  

 KDU website 

(www.kdu.ac.lk) 

4.3 FOM (9) Application for foreign visits 

 

If students require going abroad, 

permission is granted subject to 

conditions. 

 One month prior 
notice must be 
given to Ministry 
of Defence 

 

4.4  FACULTY OF ENGINEERING (FOE) 

The faculty is responsible for training and graduation of military and civilian students in the 

areas of Engineering. The Faculty of Engineering offers 11 Degree Programmes, conducted 

by well-experienced academic and engineering professionals under six departments: 

Mechanical Engineering, Civil Engineering, Electronic and Electrical and Telecommunication 

Engineering, Aeronautical Engineering, Marine Engineering, Information Technology and 

Mathematics. Under each degree program, there is an industrial training component, which 

is evaluated independently.  The procedure for student enrolment, outline of Teaching / 

Training programmes, By-Laws and the academic / administrative standards expected of 

students are outlined below. 
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Index No. of 

the Service 

Description of the Service Prerequisite /Form No. /  

Reference 

4.4 FOE (1) Seeing to enrolment procedure, academic 

programme and award of  BSc in Engineering, BSc 

in Computer Science, BSc in Information 

Technology Degrees 

Enrolment procedure 

and the outline of 

programmes are given in 

the Prospectus 

4.4 FOE (2)i 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Seeing to Student Orientation and Attendance 

Maintenance 

 Students are supposed to fill the form and 

submit to the AR office of the Faculty 

during the student orientation 

 

 Attendance at academic activities 

 Attendance at KDU Functions 

 

 In the event of inability to fulfill the 

minimum requirement of attendance, 

these steps are to be followed.  

In Case of Illness   

a. Illness during term time  

b. Illness at Examination time (including 

continuous assessment)  

c. Persons entitled to issue valid medical 

certificates for the above purposes.  

(1) Medical officer Military Hospital or 

SLAF/SLN Hospital  

(2) A consultant of any government 

hospital  

(3) A District Medical Officer (DMO) in a 

Government Hospital.  

d. PLEASE NOTE that medical certificates 

from medical officers other than those 

listed will NOT be accepted. 

e. A medical certificate is not valid unless it 

has been submitted within ONE WEEK of 

Minimum of 80% 

attendance at lectures is 

a prerequisite to appear 

at Semester-End exams: 

 

 

Following steps are 

needed: 

a. Provide valid 
government Medical 
certificate in case of 
sickness. 
 

b. Provide letters of 

excuse with supporting 

evidence in case of other 

unavoidable 

circumstances. 

 

-Should inform the 

University Medical 

Officer as early as 

possible.  

- If the student is unable 

to do so, he/she should 

inform the Dean in 

writing by registered 

post as early as possible.  
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4.4 FOE (2)ii 

 

 

 

 

 

 

 

the illness 

 

 

 

 

 

Submission of Assignments 

-AND submit within 

SEVEN days of falling ill, a 

valid medical certificate 

issued by one of the 

persons listed under (c) 

below. 

Assignments to be 

submitted to the 

lecturers on or before 

the given deadline. 

4.4 FOE (3) Seeing to Students' selection for specialization 
 
Engineering Degree Specialization: 

1. Aeronautical Engineering 

2. Aircraft Maintenance 

3.  Engineering 

4. Biomedical Engineering 

5. Civil Engineering 

6. Marine Engineering 

7. Mechanical Engineering 

8. Mechatronic Engineering 

9. Electrical and Electronic Engineering 

10. Electronic and Telecommunication 

Engineering 

After completion of the 
first semester, student 
categorization into the 
degree specialization is 
done considering the 
following aspects. 
 1. Service requirement  
 2.Preference of students 
 3.Marks obtained for 
the following subjects by 
the students in the first 
semester examination. 

 Structural 
Mechanics  

 Applied 
Mechanics  

 Engineering 
Mathematics  

 Electrical 
Engineering  

 Electronic 
Engineering 

4.4 FOE (4) Seeing to Service of Visiting Lectures (if required) 

Requests need to be initiated by the respective 
HOD 

The form is given under 

SAR 

4.4 FOE (5) Seeing to Internship 

All civil students undergo internships; 

 Internship program in a reputed 
company or a government organization.  
 

Assessment Criteria for 
training received by 
students; 
a. Training Diary 
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 Duration of the training: 20 to 24 weeks 
 

b.  Training Report 

c. Students’ Evaluation 

done by the training 

officer at the 

training place and 

by Visiting academic 

staff member. 

d. VIVA 

4.4 FOE (6) Seeing to Field Visits Organizing for Students 

Organized by each department with the objective 
of enhancing the subject related knowledge 
through exposure to the industrial work practices. 

 Field Visit 01        Months of May 

 Field Visit 02        and September 

Student attendance is 

compulsory 

4.4 FOE (7) Displaying Student Notices 

Student notices of time tables, lab practical 

schedules, attendance, assignment and 

assignment marks, examination results, exam 

time tables, workshops and general notices. 

 Faculty Notice 
Board (2nd floor 
Academic Wing 
Building)  

 E- mails  

 Notice Board - AR 
Office  
Notice Board all 

laboratories 

4.4 FOE (8) Seeing to Extra Academic Activities of the Faculty 

 

Guest Lectures are organized by the respective 

departments at regular Intervals. All students get 

the benefits and the allocated time duration is 

one hour per lecture. 

Student 
attendance is 
compulsory 

4.4 FOE (9) Seeing to Application for foreign visits 

 

If students require going abroad, permission is 

granted subject to conditions. 

 One month prior 
notice must be 
given to Ministry 
of Defence 
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4.5 FACULTY OF LAW (FOL)  

The Faculty of Law at KDU established in 2011, offers the LLB (Bachelor of Law) Degree for 

cadets of three services, day scholars, military officers and police officers. The four year 

degree programme consists of 120 credits. In addition to the undergraduate degree 

programme, LLM (Master of Laws) and the Postgraduate degree is offered in collaboration 

with the Faculty of Graduate Studies of KDU. Further, the faculty conducts workshops, 

certificate courses and postgraduate diplomas for the civil, military and police officers 

employed in the government and private sectors of Sri Lanka. Guest lectures are conducted 

by invited renowned personalities nationally and internationally recognized and specialized 

in the respective academic and professional disciplines. Knowledge is disseminated by the 

Academia of the Faculty to other military and non-military educational establishments as 

per their social responsibility as a Higher Educational Institution. The procedure for student 

enrolment, teaching / training programmes, by-laws and the academic / administrative 

standing procedures are outlined below for information for those who are interested. The 

relevant forms and other information are given in the annex under Dean’s (FOL) Office 

(pp.323-326). 

Index No. 

of the Service 

Description of the Service Prerequisite / Form No. / 

Reference 

4.5 FOL (1) Seeing to Enrolment procedure, 

academic programme and award of  

LLB – Bachelor of Law Degree 

Enrolment procedure and 

the outline of programmes 

are given in the Prospectus. 

4.5 FOL (2)i 

 

 

 

 

 

 

 

 

Seeing to Student Orientation and 

Attendance Requirement for lectures 

 Students are supposed to fill the 

form and submit to the AR 

office of the Faculty during the 

student orientation 

 Attendance at academic 

activities 

 

 Attendance at KDU Functions 

 In the event of inability to fulfill 

the requirement;  

 Report of the medical officer  

 Leave application for Day 

Minimum of 80% 

attendance at lectures is 

prerequisite to appear at 

Semester-End exams 

Following steps are needed: 

a. Provide valid government 

Medicals approved the 

UMO within 14 days 

(University Medical Officer) 

in case of sickness. 

b. Provide letters of excuse 

with supporting evidence in 

case of other unavoidable 
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4.5 FOL (2)ii 

 

 

 

4.5 FOL (2)iii 

Scholar Students 

In case of illness   

a. Illness during term time  

b. Illness at Examination time 

(including continuous 

assessment)  

c. Persons entitled to issue valid 

medical certificates for the 

above purposes.  

(1) Medical officer Military 

Hospital or SLAF/SLN 

Hospital  

(2) A consultant of any 

government hospital  

(3) A District Medical Officer 

(DMO) in a Government 

Hospital.  

d. PLEASE NOTE that medical 

certificates from medical 

officers other than those listed 

will NOT be accepted. 

A medical certificate is not valid unless 

it has been submitted within ONE 

WEEK of the illness. 

circumstances. 

 

 

 

 

-Should inform the 

University Medical Officer 

as early as possible.  

- If the student is unable to 

do so, he/she should inform 

the Dean in writing by 

registered post as early as 

possible.  

-AND submit within SEVEN 

days of falling ill, a valid 

medical certificate issued by 

one of the persons listed 

under (c) below 

4.5 FOL (3) Seeing to Submission of Assignments Assignments to be 

submitted to the lecturers 

before the given deadline 

4.5 FOL (4) Providing Visiting Lectures for students. 

(if required) 

(Respective HODs should initiate the 

request. CVs should be forwarded to 

the VC for approval along with the 

lecture schedule) 

 The relevant form is given 

under SAR. 

4.5 FOL (5) Displaying Student Notices 

Student notices of time tables, 

 Faculty Notice Board 
(4th  floor - Faculty of 
Law)  
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attendance, assignment and 

assignment marks, workshops, general 

notices, Examination results, Exam time 

tables. 

 
 

4.5 FOL (6) Seeing to Extra Academic Activities / 

Beneficiaries of the Faculty 

 Legal Consultancy Service - 

Anyone who wishes to obtain  

Legal Services 

 Legal Aid Centre - Anyone who 

wishes to obtain  Legal Advice 

 Workshop on International 

Humanitarian Law - Workshop 

on International Humanitarian 

Law 

 Workshop on Intellectual 

Property Law - Professionals in 

Public and Private Sectors 

 Workshop on Industrial Law - 

Professionals in Public and 

Private Sectors 

 Workshop on Information 

Technology Law - Professionals 

in Public and Private Sectors 

 KDU Law Journal - Law Student 

and Legal professional 

(Time Duration) 
 
 
Continuing Service 
 

 
 
              Continuing Service 

 

 

03 Days’ Workshop 

 

 

01 Day Workshop 

 

 

01 Day Workshop 

 

 

01 Day Workshop 

 

 

 

4.5 FOL (7) Issuing applications for foreign visits 

 

If students require going abroad, 

permission is granted subject to 

conditions. 

 One month prior 
notice must be 
given to Ministry of 
Defence 
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4.6  FACULTY OF MANAGEMENT, SOCIAL SCIENCES AND HUMANITIES 

(FMSH) 

The Faculty of Management, Social Sciences and Humanities consists of three departments 

namely Department of Management and Finance, Department of Social Sciences and 

Department of Languages. The Department of Management and Finance offers BSc in 

Logistics Management, and BSc in Management and Technical Sciences. The Department of 

Social Sciences offers BSc in Social Sciences. Both undergraduate programs include industry 

training equipped with practical experience for students to be sound in their career 

activities as worthy employees. The Department is the language service provider for all the 

Faculties of KDU. 

The procedure for student enrolment, outline of Teaching / Training programmes, By-Laws 

and the academic / administrative standards expected of students are outlined below for 

information. The relevant forms and other information are given in the annex under Dean’s 

(FOMSH) Office (pp. 327-329).    

Index No. of 

the Service 

Description of the Service  Form No. / Prerequisites / 

Reference 

4.6 FMSH (1) Seeing to Enrolment procedure, 

academic programmes and award of  

Logistics Management Degree (LM), 

Management and Technical Sciences 

Degree (MTS) and Social Sciences 

Degree (SS) 

Enrolment procedure and the 

outline of programmes are 

given in the Prospectus. 

University website 

(www.kdu.ac.lk) 

4.6 FMSH (2) Seeing to Student Orientation 

-Orientation on: 

 Faculty - Services offered by 

the faculty 

 Department / Degree 

Programme - Respective 

degree programmes of each 

Department 

 -Students are supposed to fill the 

 

 

 

 

 4.6 FMSH (2) F1 

http://www.kdu.ac.lk/
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form and submit to the AR office of 

the Faculty during the student 

orientation 

4.6 FMSH (3)   

 

 

 

 

 

 

 

 

 

Seeing to Attendance Requirement  

 Attendance at academic 

activities 

 Attendance at KDU Functions  

 

 In the event of inability to 

fulfill the minimum 

requirement of attendance,  

 

 

 

 

 

In case of illness   

a. Illness during term time  

b. Illness at Examination time 

(including continuous 

assessment)  

c. Persons entitled to issue 

valid medical certificates for 

the above purposes.  

(1) Medical officer Military 

Hospital or SLAF/SLN 

Hospital  

(2) A consultant of any 

government hospital  

(3) A District Medical Officer 

(DMO) in a Government 

Hospital.  

d. PLEASE NOTE that medical 

 

Minimum of 80% attendance at 

lectures is a prerequisite to 

appear in KDU Semester-End 

exams. 

These steps to be followed: 

a. Provide valid government 
Medicals in case of sickness. 
b.  Provide letters of excuse 

with supporting evidence in 

case of other unavoidable 

circumstances. 

Submit Leave Application for 

Day Scholars. 

4.6 FMSH (3) F2 

 

-Should inform the University 

Medical Officer as early as 

possible.  

- If the student is unable to do 

so, he/she should inform the 

Dean in writing by registered 

post as early as possible.  

-AND submit within SEVEN days 

of falling ill, a valid medical 

certificate issued by one of the 

persons listed under (c) below 
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certificates from medical 

officers other than those 

listed will NOT be accepted. 

e. A medical certificate is not 

valid unless it has been 

submitted within ONE WEEK 

of the illness. 

4.6 FMSH (4) Seeing to Submission of  Take Home 
Assignments 

 

4.6 FMSH (5) Seeing to Students' selection for 
specialization 
 
Degree specialization: 
Logistics Management Degree 
Programme  
 
After completion of the second 

semester, students can specialize in 

three main areas of, 

a. Supply Chain Management 

b. Transport Management 

c. Finance 

The selection is based on, 

 student preferences  

 grades acquired for 

relevant subjects in 

the first semester. 

 Minimum of five 

students will be 

allocated in each 

stream in case of 

lower demands for 

specialization areas. 

4.6 FMSH (6) Seeing to Service of Visiting Lectures 

(respective HODs should initiate the 

request) 

The relevant form is given 

under SAR. 

4.6 FMSH (7) Seeing to Internship of BSc in 

Logistics Management, BSc in Social 

Sciences and BSc in Management 

and Technical Sciences 

Day Scholars are compulsory to 

complete, 

 Internship program in a 

reputed company or a 

government organization.  

 Duration of the training: 20 

to 24 weeks. 

 Students will be supervised 

by the relevant HR section 

of the organization. NAITA 

Assessment criteria for student 
training; 

a.  Training Diary 
b.  Training Report 
c. Evaluation done by 

training officer at the 
training place and 
Visiting academic staff 
member. 

d.  VIVA 
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staff will visit them to 

observe the progress of the 

internship. 

Military Students undergo advanced 

military training, 

 Advanced Military Training 
- Conducted by respective 
military academies,  
coordinated with Faculty of 
Defence and Strategic 
Studies (FDSS)  

 
 
 
 
 
 
 
Decided by respective 
military academies 

4.6 FMSH (7) Seeing to Field Visits for Students 

 Field Visits of the Dept. of 

Management and Finance: 

conducted with the 

objective of enhancing the 

subject-related knowledge 

through exposure to 

industrial work practices. 

 

 Field Visits of the Dept. of 

Social Sciences are done on 

the core subject areas 

(Management, Economics 

and Geography) for first 

year students  

 Field visit of 3 days for final 

year students 

 Reference: KDU Year 

Plan 

 Student attendance is 

compulsory 

 Report on the field work 

to be submitted by 

students of respective 

year within one week 

after the tour.  

 

 Guidelines for the report 

writing will be given to 

students. 

4.6 FMSH (8) Displaying Student Notices 

Student notices of time tables, 

attendance, assignment and 

assignment marks, examination 

results, examination time tables, 

workshops and general notices. 

 Faculty Notice Board 
(2nd floor Academic 
Wing Building)  

 E- mails  

 Notice Board - AR Office  

 KDU website 
(www.kdu.ac.lk) 
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4.6 FMSH (9) Extra Academic Activities of the 
Faculty 

1. Junior Command and Staff Course 

- Air Force  

2. Long Logistics Management 

Course – Navy 

3. Diploma Course in Ports Authority 

4. Junior Naval Staff Course – Navy 

5. Sri Lanka Military Academy 

Course – Diyathalawa 

6. Defence Services Command and 

Staff Course – Batalanda 

7. Sub Lt. Course – Navy 

8. Logistics School – Army  

9. Officer Career Development 

Centre-Buttala 

 Certificate Course in 

Management Training and 

Development (60 hours) / 

FMSH 

 Certificate Course in Spoken 

Tamil (60 hours) / DOL 

 Workshop on psychology (02 

Days) / DOS 

 Reference: Schedule is 
given by the respective 
institutes.  

 Coordinated and 
conducted by the 
Department of 
Management and 
Finance 

 Beneficiaries: Army, 
Navy and Air Force 
Officers, Government 
Servants, non-
governmental 
organizations and staff 

 Number of courses per 
year is based on the 
respective defence 
school and the 
programme 
 

4.6 FMSH (10) Application for foreign visits  

If students require going abroad, 

permission is granted subject to 

conditions 

 One month prior notice 
must be given to 
Ministry of Defence 

 

 

 

4.7 FACULTY OF ALLIED HEALTH SCIENCES (FAHS) 

The Faculty of Allied Health Sciences was established in the latter part of 2012 and 

commenced its academic programmes in January 2013. Currently its main focus is on the 

delivery of undergraduate degree programmes. Four year BSc degree programmes in the 

fields of Nursing, Physiotherapy, Pharmacy, Medical Laboratory Sciences and Radiography 

are on offer for civilian students at present. Further, a two year fulltime Diploma in 
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Operating Theatre Technology programme too is conducted for service personnel attached 

to Tri-Services. All programmes are conducted in English and Non-Credit course modules are 

included in enhancing skills in English language and IT throughout course programmes. The 

faculty intends commencing both part-time and fulltime programmes at undergraduate and 

postgraduate levels in the near future.  

The procedure for student enrolment, outline of Teaching / Training programmes, 

Examination procedure and By-Laws and the academic / administrative standards expected 

of students are outlined below. The relevant forms and other information are given in the 

annex under Dean’s (FAHS) Office.   

 

Index No. of 

the Service 

Description of the Service Form / Prerequisite / 

Reference 

4.7 FAHS (1)  

 

Seeing to Enrolment procedure, academic 

programme and award of  BSc Nursing,  

BSc Medical Laboratory Sciences, BSc 

Radiography, BSc Pharmacy and BSc 

Physiotherapy degrees 

Enrolment procedure 

and the outline of 

programmes are given in 

the Prospectus of KDU.  

KDU website 

(www.kdu.ac.lk)  

4.7 FAHS (2)  Seeing to Student Orientation Programme 

 This programme is run over a period 

of 6 weeks prior to the 

commencement of academic 

activities. 

 The programme is designed for the 

students to go through a smooth 

transition from school to university 

environment. Accordingly, 

fundamentals of Health Sciences are 

covered apart from training in basic 

study skills, IT and English. Special 

activities too are incorporated into the 

programme in developing leadership 

skills, team effort, etc. 

Programme outline is 
available on FAHS 
website 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

http://www.kdu.ac.lk/
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. 

4.7 FAHS (3)i 

 

 

4.7 FAHS (3)ii 

 

 

 

 

 

 

 

4.7 FAHS (3)iii 

 

 

 

 

4.7 FAHS (3)iv 

 Attendance at academic activities 

 Attendance at KDU functions 

 

Procedure to follow in the event of failure 

to attend academic activities such as 

lectures, SGDs, tutorials, practical, clinical, 

etc: 

 

Submit a valid excuse 

 

 

Procedure to follow in the event of failure 

to attend examinations on medical 

grounds: 

It is mandatory to report to UMO on the 

day of exam. 

Absence from examination without a valid 

excuse. Attempt is counted and considered 

as second. 

 

 

 

 

 

 

 

 

In case of illness   

a. Illness during term time  

b. Illness at Examination time 

(including continuous assessment)  

c. Persons entitled to issue valid 

Minimum of 80% 
attendance at EACH of 
the following: lectures, 
tutorials, SGD, practical 
Clinical work is a 
prerequisite to appear at 
Semester-End exams. 

Instructions for students 

to follow: 

a. Submit a medical 

/ any other valid 

excuse (By-Laws, 

Clause 6.3) 

through HOD, 

Dean or UMO to 

reach the VC. 

b. Recommends 

obtaining medical 

certificate from 

the University 

Medical Officer 

(UMO) except 

under special 

circumstances. 

c. Medical 

certificates from 

other sources will 

have to be 

approved by 

UMO to be 

accepted as valid 

excuse. 

d. Attempt at the 

next available 

exam is taken as 

the first. 

 

 

-Should inform the 
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medical certificates for the above 

purposes.  

(1) Medical officer Military Hospital 

or SLAF/SLN Hospital  

(2) A consultant of any government 

hospital  

(3) A District Medical Officer (DMO) 

in a Government Hospital.  

d. PLEASE NOTE that medical 

certificates from medical officers 

other than those listed will NOT be 

accepted. 

e. A medical certificate is not valid 

unless it has been submitted within 

ONE WEEK of the illness. 

University Medical 

Officer as early as 

possible.  

- If the student is unable 

to do so, he/she should 

inform the Dean in 

writing by registered post 

as early as possible.  

-AND submit 

within SEVEN 

days of falling ill, 

a valid medical 

certificate issued 

by one of the 

persons listed 

under ( c ) below 

4.7 FAHS (4) Seeing to Clinical Training  

Until the University Hospital of KDU is 

functional, all students on BSc programmes 

are provided with clinical training at state 

run hospitals in and around Colombo and at 

the Military Hospital, Narahenpita. 

 Students are 

expected to 

maintain entries 

on Log Books as 

proof of clinical 

skills acquired. 

 Log book outline 

is accessible on 

M-learning 

platform of each 

department. 

4.7 FAHS (5) Seeing to Internship and Carrier prospects  
All students are provided with one year of 
internship at the University Hospital of KDU 
on successful completion of degree 
programme. 

Thereafter in the next five years, all 

students on non-payment basis are 

provided with job opportunities at the 

University Hospital, KDU. 

 

 Details are 

accessible at 

FAHS web site. 
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4.7 FAHS (6) Seeing to Student Mentoring programme 

The programme is developed to identify 

matters pertaining to academic, personal, 

social issues etc during the stay at the 

university and to guide them in proper 

direction. 

 Each student is 

allocated to an 

academic staff 

member in the 

faculty 

throughout their 

stay at KDU. 

 Students will have 

the opportunity 

to meet their 

mentor 

personally to 

address concerns 

of any nature at 

anytime. 

4.7 FAHS (7) Attending to Information on Academic 

Programmes 

All information pertaining to academic 

programmes (lectures, tutorials, practical / 

clinical schedules, time tables) are posted 

on the M-learning platform of each 

department. 

 Access from M-

learning platform 

of each 

department. 

4.7 FAHS (8) 

 

Displaying Student Notices, Academic and 

Examination  

Time tables, Examination results, Clinical 

Placement Rosters, General notices, etc. 

Service of Visisting Lectures (Respective 

HOD should initiate the request) 

Details are available/ 

accessible on the 

following: 

 Faculty Notice 

Boards 

 Faculty website 

M-learning 

platform of each 

department 

The form is given under 

SAR  

4.7 FAHS (9) Seeing to Application for foreign visits 

 

If students require going abroad, 

permission is granted subject to conditions. 

 One month prior 
notice must be 
given to Ministry 
of Defence 
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4.8 FACULTY OF BUILT ENVIRONMENT AND SPATIAL SCIENCES (FBESS) 

The Faculty of Built Environment and Spatial Sciences is a newly established Faculty initiated 

at the beginning of 2014 and will commence its academic programmes from January 2015. 

Currently its main focus is on the delivery of undergraduate degree programmes. The 

Faculty consists with three Departments named Architecture, Quantity Surveying and 

Spatial Sciences, and conducts three Degree Programmes of Bachelor of Architecture 

(BArch), BSc in Quantity Surveying, and BSc in Surveying Sciences for military cadets, day 

scholars and foreign candidates. Enrolment procedure and the outline of programmes are 

given in the Prospectus of KDU 2014-2017. 

 

4.9 DEAN - RESEARCH AND DEVELOPMENT  

The Faculty of Research and Development has been established to enhance the research 

capabilities of the staff towards the inventions in their respective professions. There are 

numerous facilities available for the staff to carry out research and to go up in their career 

ladder with prestigious awards and grants at national and international levels. The standards 

and the procedure for such institutional arrangements are given below.  The relevant forms 

and other information are given in the annex under Dean’s (Research) Office (pp.331-340). 

Index No. of the 
Service 

Description of the Service 
Prerequisite / 
Form No. / 
Reference 

4.9 Dean-Research (1) Seeing to long-term research grants KDU/RD/G2 

4.9 Dean-Research (2) 
 

Seeing to short-term research grants KDU/RD/G2 

4.9 Dean-Research (3) 
 

Seeing to Supplementary research grants KDU/RD/G2 

4.9 Dean- Research (4) Seeing to Research excellance award  

4.9 Dean-Research (5) 
Seeing to grant for publications in national 
international conferences 

KDU/RD/G1 

4.9 Dean-Research (6) 
Seeing to grant for participation in high-end 
specialized conferences 

KDU/RD/A1 
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4.9 Dean-Research (7) 
Seeing to award for publications in high-
impact, indexed journals 

KDU/RD/A1 

4.9 Dean-Research (8) 
Seeing to research supervision leading to 
MPhil/PhD degrees 

 

4.9 Dean-Research (9) 
Seeing to Workshops and Training 
Programmes 

 

4.9 Dean-Research (10) 
Seeing to PG Diploma in Research Methods 
and Allied Aspects 

 

4.9 Dean-Research (11) Seeing to Biweekly Research Evenings  

 
Seeing to Young Researcher’s Forum 
 

 

 

4. 9 .1 Research Collaborations 

Index No. of the Service Description of the Service Prerequisite /Form / Reference 

4.9.1 Dean-Research (1)  Seeing to collaboration with 
Academia 

KDR/RD/C1 

4.9.1 Dean-Research (2) Seeing to Industry 
Collaborations 

KDR/RD/C1 

4.9.1 Dean- Research (3) Seeing to Collaborations with 
individual researchers 

KDR/RD/C1 

4.9.1 Dean-research (4) Seeing to Open Access 
Resources:  

 KDU-CARE  

 24x7 Research Lab  

 Wind Tunnel  

 Al and Robotics Lab  

 Modeling and 
Simulation Lab 

 

 

4.9.2 HQ Commercialization of Research  

 

Index No. of the Service  Description of the Service Prerequisite / Form /reference  

4.9.2 Dean-Research (1) Seeing to Financial support for 
applications for national patents 

 

4.9.2 Dean-Research (2) Seeing to Financial support for 
applications for international patents 
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5. KDU INSTITUTE FOR COMBINATORIAL ADVANCED RESEARCH AND 

EDUCATION (KDU-CARE)  

 

KDU – CARE is the premier research wing of General Sir John Kotelawala Defence University. In 

collaboration with a wide array of both public and private sector organizations, it undertakes 

multidisciplinary scientific research to harness natural resources to address the country’s 

economic and investment challenges. KDU-CARE discovers implements and operates state-of-

the-art modern scientific technologies that enhance KDU’s scientific education and medical 

research capabilities. KDU-CARE also carries out research projects for and with industry 

partners and provides scientific training and education for governmental and private bodies.  

KDU-CARE offers PhD and MPhil degree programmes that are interdisciplinary and provides 

training in chemical biology, proteomics and genomics, natural products, bioinformatics, 

biotechnology and biomedical fields. For the first time in Sri Lanka, highly accomplished BSc 

graduates have the chance to proceed directly to fully-funded PhD and Mphil programmes, 

which involve qualifying examinations, course and research work. The PhD degree programme 

offered by KDU-CARE is equivalent to the graduate programme in USA. These programmes are 

designed to equip students with the knowledge, experience and skills required of modern 

competitive and innovative world. In addition, KDU-CARE provides advanced research training 

to its student exchange programmes with top-tier foreign universities and research institutes 

in countries such as USA, Germany and Australia.   

KDU-CARE provides expert analytical, preclinical, clinical and consultancy services required for 

the academic, private and governmental organizations to enhance their productivity, efficiency 

and quality. Its high-end laboratories provide users with a full suite of the most up-to-date 

analytical services to support research from across vastly different disciplines. KDU-CARE 

houses a wide range of advanced analytical instruments, assembled to meet the needs for 

analysis in such fields as biochemistry, bio-engineering, biology, chemistry, environmental 

science, food science, forensics, material sciences, pharmaceuticals and medicine. KDU-CARE 

collaborates and provides services such as carrying out bioequivalence studies for locally 

manufactured pharmaceutical products by private sector. Companies requiring such service 

from KDU-CARE need to contact the Director, KDU-CARE in order to initiate a discussion and 

obtain necessary approval.  

Steps are also underway to launch a fully-fledged multimillion dollar Industrial Technology Park 

in Southern Campus of KDU in Sooriyawewa, Hambantota. This site will provide research, 

development and manufacturing facilities to foster the innovations of life sciences and 

biotechnology to the world market. This facility wil provide outstanding resources and create 

synergies between the KDU-CARE, government and tenant companies to advance scientific 

break throughs for the purpose of benefiting the Sri Lankan economy. 



 
    
     

 47     
 

6. LIBRARY 

General Sir John Kotelawala Defence University Library is an integral part of the academic, 

intellectual and professional development of all its users, and it supports the vision and 

mission of the university. The prime role of the library is to provide a suitable environment 

to facilitate a variety of resources in multiple formats which support teaching, learning, E- 

Library and research activities of the university.The procedure of the services provided by 

the library is given below. The relevant forms and other information are given in the annex 

under Library (pp. 341-348). 

 

Index No. of 
the Service 

Description of the Service Prerequisite / Form / 
Reference 

6. Library (1) Seeing to Membership for KDU Staff (Civil/Military) 

 

6 Library (1) F1 

6. Library (2) Seeing to Membership for undergraduate Students  
(Cadets and Day Scholars) 
 

 6 Library (2) F2  

 

6. Library (3) Seeing to Membership for FGS Students The Application is 
available at Lib 

6. Library (4) Seeing to Membership for local and foreign officers 
registered for various academic programmers 
(Internal degrees and short courses) 

 Not available –To 
be developed 

6. Library (5) Seeing to Membership for affiliated intuitional users  Not available -To be 
developed 

6. Library (6) Seeing to Reservation of books and Loss of Books 
  

 6. Library (6) F6 

6. Library (7) 
 
 
 
 
 
 
 
6.Library (8) 

Seeing to Renewals of books 

 
 
 
 
 
 
Users can reserve books already issued for borrowing. 
Reservation can be done at the circulation ccounter 
or via e-mails. 
 
 
 
 
 
 

Books borrowed by 

users can be 

renewed if another 

user has not 

reserved the items. 

Renewal also 

possible via e-mails  

(lib-

inquiries@kdu.ac.lk)  

(lib-

inquiries@kdu.ac.lk) 
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6. Library (9) Seeing to Library  clearance for 
students/staff/Civil/Military   

 6 Library (9) F9 
 
 

6. Library (10) Seeing to Photocopying facility    6 Library (10) F10 

6. Library (11) Seeing to Inter Library Loan facility   
  

 6 Library (11) F11 

6. Library (12) Seeing to Document Delivery Service (All registered 
staff members of the KDU can request full-text 
journal articles via this service)  
 

Request  with 
complete details of 
the article should 
mailed to 
library@kdu.ac.lk 
 

6. Library (13) Seeing to Library Purchasing Purchased books 
recommended by 
the respective 
faculties under the  
KDU adopted 
procedure  

6. Library (14) Seeing to Donations 
 

Accepted subjecting 
to the 
recommendation of 
the respective 
faculties  

 

7. STAFF DEVELOPMENT CENTRE (SDC)  

With the increased numbers of lecturers in a rapid process of acquiring and developing its 

human resource, which was considered top priority in the university, the Staff 

Development Centre was established in November 2011. The first intake was taken in 

May, 2012. The mission of the Staff Development Centre of the KDU is “to enhance the 

quality of academic teaching in the 21st Century undertaken by staff and students within 

the system of higher education in Sri Lanka, and within the KDU.” The relevant forms and 

other information are given in the annex under Library (pp. 349-352).  

 

Index No. of the 
Service 

Description of the Service Prerequisite /Form No. / 
Reference 

7.1 SDC (1)   Seeing to the Certificate 
Course in Teaching in Higher 
Education 

7.1. SDC (1) F1 

7.1 SDC (2) Seeing to Evaluation of the 
programme 

 7.1.SDC (2) F2 

  

mailto:library@kdu.ac.lk
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ANNEX 1.1- HQ - ADMINISTRATION OF MILITARY SERVICES 

(ADJUTANT) 

 

 

 

Relevant Forms        Page Number 

 Entrance to the University  50-52 

 Leave (Military Staff)  53-60 

 Facilities Provided for KDU Staff   61 

 Instructions for Newly Recruited Military Staff  63 

 Clearances  65-67 

 Personal Details 68-71 

 

 

 

 

 

 

 

 



 
    
     

 50     
 

 

GENARAL SIR JOHN KOTALAWALA DEFENCE UNIVERSITY 

RATMALANA 

 

VISITORS’ ENTRY PERMISSION 
 
 
1. REQUESTED BY: 

 

a. Name/Rank/service:……………………………………………….. 

 

b. Appointment:………………………………………………………. 

 

2. VISITORS NAME    VALID IDENTITY (NIC/DL/PP NO) 

 

S/N           Visitor’ s Name Valid ID No 

(NIC/DL/PP) 

   

   

   

   

 

 3.         Profession: ………………………………………………………………………………… 

 

4.          Purpose   :   ………………………………….…………………………………………….. 

 
 

5 Relationship: ……………………………………………………………………………… 

 

6. Date/Time   : In ……………………………………..Out :…………………………………… 

 

7. Vehecle No (S):………………………………………………………………………………… 

 

 

 Recommendation by      Approved by 

 

 …………………………     …………………………… 

Recommending Officer                 Adjutant 

 

Date:………………..      Date:…………………….. 

 

 

Approved by the Vice Chancellor – KDU (When foriegners and venders enter, KDU must get 

special approval from the Vice Chancellor) 

 

 

……………………………… 

Vice Chancellor 

 

Date:………………… 

 

 

 

Form No. 1.1 HQ (1) F1 
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GENERAL SIR JOHN KOTELAWALA DEFENCE UNIVERSITY 

ENTRANCE (GATE) PASS - TEMPORARY 

1. Requested by  

Name/Rank/Service: - ………………………………………..……………. 

Appointment: - ……………………………………………………………… 

2. Visitor’s Name: - …………………………………………………………. 

3. Valid Identity Card No (NIC/DL/PP):- …………………….…………… 

4. Vehicle No: - ……………………………………………………………… 

5. Purpose of Visit to KDU: - ……………………………………………….. 

6. Faculty / Department / Section: - ………………………………...... 

7. Required Duration: -From: - ……………… To: - ………………...      

8. Approved Duration: -From: - ……………..  To: - ……………….      

9. Pass holder should hand over this entry pass to the KDU when terminate the 

requirement. 

10. Pass holder is strictly adhered to rules and regulations at the KDU.  

  

…………………   …………………  

Holder’s Signature   Recommended by 

    

 

……………………………………. 

Signature of Issuing Officer 

Date:-………………… 

 

Visitor’s 

Photograph 

Form No. 1.1 HQ (2) F2 
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GENERAL SIR JOHN KOTELAWALA DEFENCE UNIVERSITY 

ENTRANCE (GATE) PASS - PERMANENT 

1. Requested by  

Name/Rank/Service: - ……………………………………………………. 

Appointment: - …………………………………………………………… 

2. Visitor’s Name: - …………………………………………………………. 

3. Valid Identity Card No (NIC/DL/PP):- ……………………….………… 

4. Vehicle No: - ………………………………………………...…………… 

5. Purpose of Visit to KDU: - ………………………………………...…….. 

6. Faculty / Department / Section: - ……………………………………........ 

7. Required Duration: -From: - ……………… To: - ………………...      

8. Approved Duration: -From: - ……………..  To: - ……………….      

9. Pass holder should hand over this entry pass to the KDU when terminate the 

requirement. 

10. Pass holder is strictly adhered to rules and regulations at the KDU.  

  

………………… 

Holder’s Signature     ………………… 

Recommended by 

 

…………………………… 

Signature of Issuing Officer 

Date:-……………………. 

     
 

 

Visitor’s 

Photogra

ph 

 

 

Form No.1.1 HQ (4) F4 

Form No. 1.1 HQ (3) F3 
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OFFICER LEAVE APPLICATION 

SIR JOHN KOTELAWALA DEFENCE UNIVERSITY – 

RATMALANA 

 

PART – I 

 
 

01. Number/ Rank /Name of the Applicant:…………………………………………...…. 

02. Appointment/ Additional Appointments:…………………………………………...… 

03. Marital Status:                               ……….………………………………………...… 

04. Leave taken Last–No ofDays:From……Hrs……/……20……To……Hrs……/……20…… 
 

 

05. Leave Applied - No of Days:   From…..Hrs…../…..20…..To……Hrs……/……20…… 

06. Date of reporting to KDU:     ………….…Hrs………/…………………20…….……….. 

07. Reason for Request………………….………………………..…………………………….. 

……………………………...……..……………………………………………………...… 

08. Address and Telephone Numbers (Home/Mobile) during the Leave: 

……………………………...……..………………………………………………………... 
 

09. Details of Duties 

a. Particulars of C of I / Audit Boards or any other pending matters: 

…..………………………………………………………………………………………….. 
 

b. Particulars of duty changes during the period of Leave: 

…..……..…………………………………………………………………………………… 
 

 

Date:…………………………..   ……………………………  

       Signature of the Applicant 

 
 

10.    Name of the Officer Acting / Over looking duties:…………………………………... 

 

         ………………………………………………………………………………………... 

 

I will agree to overlook the duties of above mentioned Officer during his Leave. 

 
 

Date:…………………………..    ….……………………… 

Signature of the Officer Acting 

 

 

 

 

Form No. 1.1 HQ (4) F4 
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PART - II 
 

11. Remarks :…………………………………………………………………………….. 

 

………………………………………………………………………………………… 

 

………………………………………………………………………………………… 

 

12.    Recommended / Not Recommended. 

 

 
 

Date:…………………………..   ………………………………………. 

              COHQ BATTALION 

 

 
 

 

PART - III 
 

13. Remarks:…………………………………………………………………………… 

 

   …………………………………………………………………………………… 

 

   …………………………………………………………………………………… 

 

14.    Approved / Not Approved. 

 
 

 

 

Date:…………………………..    ………………………………

         VC/ DY VC 
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General 126 
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ksjdvq wjir m;%h 

 

1 jk fldgi 
 
wxYh (………………………………………………………………………………………………………. 
frcs wxlh (…………………………  ks,h (……………………………….  ku( ………………………………. 
yuqodj(…………………………. 
ksjdvq b,a,d isgsk osk .Kk( wkshï……………….    úfõl(…………….   fjk;a :……………………………… 

uq,a m;ajSfï oskh:……………………………………………………………………………. 

ksjdvq mgka .kakd oskh (………………..     ui:………………………………   osk…………………………………  
mefha isg 
ksjdvq wjika jk oskh ( …………………     ui:…………………………….. osk ………………………meh olajd 

ksjdvq b,a,Sug fya;=j (……………………………………………………………………………………………………………………. 
ksjdvq ld,fha ……(…………………………………………………………………………………………………………………………… 

ksjdvq ld,fha ,smskh:……………………………………………………………………………………………………………………… 

oqrl:k wxlh (……………………………………………………………………………………………………………………………… 
ksjdvq ld,fha jev lsrSug m;alr we;s whf.a ku (........................................................................... 
     

oskh :…………………………………..     ………………………………..  
        b,a,qïlref.a w;aik 
 
 

……………………………………..     ………………………………….. 
wxY Ndr fcAHfldfkdks      wxY Ndr ks<OdrS 
ksrAfoaY lrñ$fkdlrñ      ksrAfoaY lrñ$fkdlrñ 
 
 
………………………………………     ………………………………….. 
ks¾foaY lrus$fkdlrñ      ks¾foaY lrñ$fkdlrñ 
jsYAjjsoHd, ierhka fïc¾     jsOdhl wOsldrS - fldwdjs 
 

ksjdvq wjir m;%h 
11 fldgi 
 
wxlh ( ………………….  ks<h (……………………… ku(……………………………………………………………….. 
 
hk whg…………….    ui……………  osk………..    mefha isg……….  ui……….  osk……………..   meh 
olajd ksjdvq wkqu; lr we;'  
 
oskh( …………………………………….         
        ……………………………………. 

jsOdhl wOSldrS - fldwdjs 
        wkqu; lrñ$fkdlrñ 
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Y%Su;a fcdaka fld;,dj, wdrCIl 
jsYajjsoHd,h 

       r;au,dk 
       201    ui     osk' 
 
rdcldrS fõ,dj ;=,oS l|jqfrka neyerj isgSfï wjir m; 
 

01' wxYh(……………………………………………………………………………………………………………………….. 

02' b,a,qïlref.a frcs wxlh,  ks<h, ku(…………………………………………………………………….. 

03 fhoS isgsk rdcldrs iajNdjh(……………………………………………………………………………………. 

04' .uka .ekSug fya;=j(……………………………………………………………………………………………….. 

05' .uka .kakd ia:dkh yd ,smskh (………………………………………………………………………………. 

06' l|jqfrka neyerjSu i|yd b,a,qï lrk ld,iSudj 20    osk    mefha isg 20 osk  

meh olajd……………………………………………………………………………………………………………………………… 

 
 

       ………………………………… 

       b,a,qïlref.a w;aik 
 
oskh ( 2014 
 

      ………………………………………………………………………... 

oskh (      wxY Ndr n,,;a ks<OdrS$fcHfldfkdks w;aik 
 
 
07' by; ku i|yka why g 2014       osk   mefha isg 2014   osk meh olajd 
l|jafrka msgj isgsus' wkqu; lrus$fkdlrus’’’’’ 
 

         
 
 

………………………………………………
 wxY Ndr  ks<OdrS  

    
 

oskh (………………………………………………….. 
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Y%Su;a fcdaka fld;,dj, wdrCIl 
jsYAjjsoHd,h 
l|j,j;a; 

       r;au,dk 
 
wfrfia rdcldrS i|yd meusfKk fiajd 
whj:Zka fjkqfjka jk Wmfoia   20       ui        osk' 
 

01' fuu jsYAjjsoHd,fha rdcldrS i|yd ;%sjsO yuqodjg wh;a fiajd whj:Zka rdcldrsfha 
fhdojkq ,nhs' 

w' fuu fiajd whj:Zka ;u yuqodjg wdfjzksl rdcldrskag wu;rj fuu 

jsYAjjsoHd,fha  ia:djr ksfhda.hkag hg;aj l%shd l< hq;= fjz' hqO, kdjsl, .=jka 
yuqodjkays  mj;sk kS;s rS;s  yd ms<Sfj;a  l%shd;aul jk nejska  tu kS;s rS;s yd 
ms<Sfj;a  i|yd ;ud ;rfha ne|S isgsh hq;= nj okajd isgsus'  ;uka l=uk  rdcldrshla 
i|yd rfmdarA;= l, hq;= jqjo jsYAjjsoHd,fha wjYHj mj;sk mqrmamdvq j,g  we;=,;a 

lsrSug l%shd lrkq ,nk w;r , l=uk wjia:djl jqjo ;ukag mejfrk rdcldrska ksis 
whqrska bgqlsrSug j. n,d .; hq;= fjz' 

wd' rfmdarA;= lrkq ,nk whj:Zka yqfolau rfmdarA;= lrkq ,nk mqrmamdvq msrjSu 

i|yd fhdojkq ,nk w;r, tkuqoq wfkla wxY wdh;k  mj;sk huz mqrmamdvqjla 
;sfnzkuz wka;r wxYhkag udre lsrSu lrkq ,nk nj okajus'  ;uka rcfha ksjdvq 

oskj,, ;=,jdiS l, oskj, ;u rdcldrS meyer fkdyer wkjYH f,i wikSm rfmdarA;= 
fkdlsrSfuka rdcldrshg ndOd fkdjk mrsos jskhdkql=,j yeisrsh hq;= nejz okajd isgsus' 

 

we' by; lreKQ f;areuz f.k fuu jsYAjjsoHd,fha rdcldrS lsrSug  

…………………………………nj fuhska  m%ldY lr isgsk nj ldreKslj okajd isgsus' 

 

     frcs wxlh$fiajd wxlh ( 

…………………………. 

     ks<h (……………………………………………….. 

ku(…………………………………………………

… 

yuqodj(………………………………………………

.. 

w;aik 

(………………………………………………….. 

oskh 

(……………………………………………………. 

02' by; lreKQ f;areuz f.k ta wkqj l%shd lrk njg iy;sl lr w;aika lrus' 
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fckrd,a Y%Su;a fcdaka fld;,dj, wdrCIl jsYAjjsoHd,h 
l|j,j;a; 
r;au,dk 

m%jdyk  myiqluz whoquz m;%h - Application for  Transport Requment 

b,a,quzlref.a ku iy ;k;=r(………………………………………………………………………. 

(Applicant Name & Appoinment) 

 

.ukdOsm;s (………………………………..  jdykh wjYH oskh (……………………. 

(Vehicle In – Charge)     (Date of requted) 

 

wjYH;djh ( rdcldrS$mqoa.,sl……………………. hdhq;= ,smskh (…………………………… 

(Requment)………………………………………….. (Adders to go)……………………………. 

 

wjYH ldrKh (……………………………………………………………………………………… 

(Requment)……………………………………………………………………………………………. 

jeh jk ld,h (………………oqr m%udKh( …………….rfmdArA;=  l, hq;= fjz,dj………… 

(Time to be   (Distance)  (Time to be repoted) 

 

jdykh .uka .kakd udrA.h ( 

 
 
………………… 
b,a,quzlre 
(Applicant) 

 
 
 
oskh(…………

…. 

wkqu; 
lrus$fkdlrus 
Approved/Not 

Approved 

 

…………………

… 
kssw Nldi fiajd 
(OCLS) 

 
 
oskh(……………. 

wkqu; 
lrus$fkdlrus 
Approved/Not 

Approved 

 

…………………

… 
wKfok ks<OdrS 
(Co - Admin) 

 
 
oskh(……………. 

 wkqu; 
lrus$fkdlrus 
Approved/Not 

Approved 
 
 
…………………

… 
kss$Wm l=,m;s$Wm 
l=,m;s(Dy 

VC/VC) 
 

oskh(……………. 
 
 

 

 

jdyk wxlh ( ………………….m%jdyk ks<OdrS(………………..oskh (………………….. 
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GENERAL SIR JOHN KOTELAWALA DEFENCE UNIVERSITY 

ENTRY PASS FOR KANDAWALA LAKE RECREATION CLUB 

 

 

1. Name of the Applicant: -…………………………………………………………… 

2. Address : -……………………………………………………………………. 

3. Occupation : -…………………………………………………………………….. 

4. Valid Identity Card No (NIC/DL/PP):-………………………………………………. 

5. Contact Number Home:-………………………………………………………... 

    Mobile:-………………………………………………………. 

6. Required Duration: - From…………………………… To…………………….. 

7. Approved Duration:- From …………………… To:………………………. 

8. Pass holder must strictly adhere to the rules and regulations of Kandawala Recreation 

Club. 

9. KDU has authority to cancel this pass without any prior notice.  

 

…………………………………………..   …………………………… 

Signature of the Card Holder     

Recommendation of Commissioned 

Officer/GN/JP/Gazetted Officer 

 

        Name :-……………………… 

……………………      Rank  :-……………………… 

Signature of Issuing Officer     Contact Number:-……………… 

Signature: ……………………… 

 

             

 

Visitors 
Photograph 
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ksYaldYK iy;slh 

   YS%u;a fcdaka fld;,dj, rdcH wdrCIl jsYajjsoHd,h 

tallh$yuqodj'hqO$kdjsl$.=jka…frcs wxlh……-…………. ks,h……-…………………. 

ku………………………………. WmdOs m%Odfkda;aijhg iyNd.s jq ks<Odrska  hk  

ks<Odrs$fiiq ks<hd wfrfia$hd lSrSuz wjikaj 20… osk isg ………….lojqr fj;  tallh  
kdjsl$.=jka$yuqod  uq,ia:dk fj; hejsug kshus;j we;s fyhska fudyqf.a  wjika ksYaldYk   
my; mrsos bosrsm;a lrk f,i;a Tyqf.a huz whjSula fydA f.jSula we;akuz weuqKqula jYfhka  
ioyka lrk f,i;a  fuhska okajd   isgskq ,efnz'  
 

oskh  …20……………………   jhstanstuz hyuzm;a wdrAvnzmS wdrAtiamS 
          fuzcrA$lms;ka$,q;skka 
       Wm l=,m;s fjkqjg 
 
        wxlh ks<h ku  w;aik 
 
1' udks$ 111 wd'w' mSGh  whjsug  we;$ke; ……..     ……….     ……………………    ……… 

 

2' mqyqKq  wdOdrl ks<OdrS whjsug  we;$ke;   ……..     ……….     ……………………    ……... 
 
3' flks uq_;ekaf.h     whjsug  we;$ke;    ……..     ……….     ……………………   ……... 

 

4' flks ksjiak ldrAhd,h whjsug we;$ke;     ……..     ……….     ……………………   .……. 
 
5' m%ldYK wxYh   whjsug we;$ke;    ……..     ……….     ……………………  ……... 

6' lS%vd wxYh  whjsug  we;$ke;      ……..     ……….     ……………………   

..…… 

7' ks<Odrs ksjiakh  whjsug we;$ke;         ……..     ……….     ……………………   …….. 
 
8'  wdrCIl wOHhk mSGh whjsug  we;$ke;    ……..     ……….     ……………………   …….. 
 
9' mqyqKq wxY .nvdj whjsug  we;$ke;   ……..     ……….     ……………………  …….. 

 

10' bvu ,xld nexl=j YdLdj fj; uqo,a  whjSug  we;$ke;……..     ……….     ………. …….. 
 
 
11'mqyqKq wxY .nvdj  fj; whjsug lsisjla ke;$whjsug we;s oE weuqKqu jYfhka olajd we;' 
 
 
 
oskh()…………………..                            ……………………………….. 
         mSGdOSm;s wdrCIl wOHk mSGh  
       wxlhks<h  ku  w;aik 
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11' uq,iA:dk ldrAhd,h whjsugwe;$ke;    ……..     ……….     ……………………          ……… 

12' jegqma wxYh   whjsugwe;$ke;    ……..     ……….     ……………………           ……… 
13' js$ms jskhdrCIl wxYh whjsugwe;$ke;     ……..     ……….     ……………………           ……… 
14' uqo,a wxYh   whjsugwe;$ke;    ……..     ……….     ……………………           ……… 
15' ix{d wxYh  whjsugwe;$ke;    ……..     ……….     ……………………          ……… 

16' nks$ier ksjiakh whjsug we;$ke;    ……..     ……….     ……………………          ……… 
17' fl!;=ld.drh   whjsugwe;$ke;    ……..     ……….     ……………………          ……… 
18' fiks wjkay,   whjsugwe;$ke;     ……..     ……….     ……………………          ……… 
19' f.djsm,   whjsug we;$ke;    ……..     ……….     ……………………          ……… 
20'fiajd iqNidOl   wruqo,  we;$ke;……..     ……….     ……………………          ……… 

21'wdhqOd.drh   whjsugwe;$ke;     ……..     ……….     ……………………          ……… 

 
 
 
oskh()…………………..      …………………………… 
         ksw  js jsoHd, fiajd 
 
       wxlh ks<h  ku   w;aik 
 

22'm%jdyk wxYh   whjsugwe;$ke;      ……..     ……….     ……………………          ……… 

 
oskh()…………………..      …………………………… 
         m%jdykks<OdrS 
 
       wxlh ks<h  ku   w;aik 
 
23' kv;a;= wxYh  whjsug we;$ke;     ……..     ……….     ……………………          ……… 
24' jHdmD;s wxYh  whjsugwe;$ke;      ……..     ……….     ……………………          ……… 
 
fuu wxYh fj;ska lsisjla whjsug ke;$whjsug we;s oE weuqKqu jYfhka olajd we;' 
 
 
oskh()…………………..      …………………………… 
         kswkv;a;= fiajd 
 
       wxlh ks<h  ku  w;aik 
 
25' Nldi wxYh  whjsugwe;$ke;     ……..     ……….     ……………………          ……… 
26' iemhquz wxYh  whjsugwe;$ke;      ……..     ……….     ……………………          ……… 
27' fiks fNdackd.drh whjsugwe;$ke;      ……..     ……….     ……………………          ……… 
28' WmrAck wxYh  whjsugwe;$ke;      ……..     ……….     ……………………          ……… 
 
fuu wxYh fj;ska lsisjla whjsug ke;$whjsug we;s oE weuqKqu jYfhka olajd we;' 
 
 
oskh()…………………..      …………………………… 
         kswNldi fiajd 
 
       wxlh ks<h  ku   w;aik 
29' ffjoH wxYh  whjsugwe;$ke;     ……..     ……….     ……………………         ……… 
30' oka; ffjoH wxYh whjsugwe;$ke;     ……..     ……….     ……………………         ……… 
 
fuu wxYh fj;ska lsisjla whjsug ke;$whjsug we;s oE weuqKqu jYfhka olajd we;' 
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oskh()…………………..      …………………………… 
         kswfi!LH fiajd 
 
        
 
       wxlh ks<h  ku  w;aik 
 
31' wdrCIl lKavdhu whjsugwe;$ke;     ……..     ……….     ……………………          ……… 
 
fuu wxYh fj;ska lsisjla whjsug ke;$whjsug we;s oE weuqKqu jYfhka olajd we; 
 
oskh()…………………..      …………………………… 
         kswwdrCIl fiajd 
 
       wxlh ks<h  ku  w;aik 
 
32' f,aLldOSldrs ldrAHd,hwhjsug we;$ke;       ……..     ……….     ……………………        ……… 
33' .sKquz wxYh whjsug  we;$ke;      ……..     ……….     ……………………        ……… 
34' mrs>Kl mqyqKq wxYhwhjsug we;$ke;       ……..     ……….     ……………………         ……… 
35' ridhkd.drh       whjsug we;$ke;       ……..     ……….     ……………………         ……… 
36' mqia:ld,h       whjsug we;$ke;      ……..     ……….     ……………………         ……… 
37' ldrausl jevm,       whjsug we;$ke;       ……..     ……….     ……………………         ……… 
 
fuu wxYh fj;ska lsisjla whjsug ke;$whjsug we;s oE weuqKqu jYfhka olajd we;' 
 
fiiq ks<hska ioyd muKhs 
 
by; ioyka wh ksis whqrska ksYaldYk ,nd we;$ke; wod, tallh$yuqod uq,ia:dkh fj; hejsug 

ksrAfoaY lruS' 
 
 
oskh()…………………..      …………………………… 
         jsYajjSoHd, ierhka fuzcrA 
 
;=uks' 
 by; ku ioyka ks<OdrS$fikshd plajd we;s mrsos ksYaldYK ,ndf.k we;s nejska wod, 

tallhg$yuqod uq,ia:dkh fj; mhejsu ioyd Tyq fj; .uka ksfhda. $rdoqu ksl=;a lsrSug Tn ;=udf.a 
wkque;sh wfmaCId lrus'  
 
 
oskh()…………………..      …………………………… 
         m%Odk ,smslre-fldwdjsjs 
 
m%Odk ,smslre-fldwdjsjs 
 by; ku ioyka wh fj; .uka ksfhda. $rdoqu$ ksl=;a lrkak$fkdlrkak' 
 
 
oskh()…………………..      …………………………… 
         Wml=,m;s fjkqjg 
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 68     
 

 
                        A.F.A. 21 
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Form No.1.1 HQ (17) F 13 

PERSONAL DETAILS 

OFFICERS 

 

01 Rank ………………………………………… 02.  No……………………..………… 

03 Name with initials……………………………………………………………………………… 

04 Full Name  (…………………………………………………………………………………… 

…………………………………………………………………………………….…………… 

05' Regimental/Unit/Branch  (…………………………………………………………………… 

06 Date of Birth (……………………07' Place of Birth (………………………08.Sex.............. 

09. NIC No  (………………………………………10.Service IDNO………………………… 

11. Per Tel No:  Land (………………………………………12. Mobile : ………………..……… 

13' CurrentAddress (…………………………………………………………….………………… 

14 . Marital status  (…………………………………………………………………………………. 

15' Next of Kind………………………………………..……..………Tel No (…………………… 

16. Date of Enlistment  (………………………17' Date of Commisioned …………………..… 

18. Nationality (………………………………………19. Religion……………………………… 

20' Eye Colour (…………...…  21'Hair Colour (……………..22. Blood group (………………   

23 Birth Marks (…………………………………………………………………………………… 

24. District (………………..……………. 25.Divisional Secretarial:………………………… 

26.  Nearest City ( ………………… 27. Nearest Police Station( ………………..……… 

28.  Nearest Army Camp (………………………………………………………………………… 

29' Reported Date of KDU ((…………………30.  Medicle Categorized………………………. 

31' Section of the Serving in KDU  (……………………………………………….……………… 

32'' Designation (…………………………….……………………………………………………… 

 

Date ( ………………………      ……………………………. 

          Signature 
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    mqoa.,sl  jsia;r - fiiq ks< 

 

01' frcs wxlh (…………………………………………………………………………. 

02' iuzmqrAK ku (……………………………………………………………………………… 

03' yuqodj (……………………………………… 

04' ks<h (……………………………………… 

05' jD;a;sh (……………………………………… 

06' oekg rdcldrsfha fhdojd we;s  iajNdjh (……………………………………… 

07' yuqodjg ne|QKQ oskh (……………………………………… 

08' fldwdjs meusKs oskh (……………………………………… 

09'  lrk ,o mdGud,djka  (……………………………………10' Wmka oskh (…………… 

11' cd( ye( wxlh (……………………………………… 

12' cd;sh (……………………………………… 

13' mqoa.,sl ,smskh (……………………………………… 

14'  jsjdyl$ wjsjdyl nj (……………………………………… 

15' ,.Zu {d;shdf.a ku iy ,smskh (……………………………………… 

16' {d;s iuznkaO;djh (……………………………………… 

 

 ku     ia;%S mqreI Ndjh  jhi 

…………………………………………… ……………………  ………………….. 

…………………………………………… …………………….  ………………….. 

…………………………………………… …………………….  …………………… 

…………………………………………… …………………….  …………………… 

17' mshdf.a ku iy ,smskh(……………………………………………………………………… 

18' ujf.a ku iy ,smskh (……………………………………………………………………… 

19. reOsr .Kh (………………………………………… 
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20' <.Zu fmd,sish (…………………………………… 

21' .%dufiajd jiu (……………………………………… 

22' ue;sjrK fldgzGdYh (……………………………………… 

23' wOHdmk iqoqiqluz (…………………………………………………………………………. 

……………………………………………………………………………………………………… 

24' bf.k.;a mdie,a(  …………………………………………………………………….. 

………………………………………………………………………………………... 

25' mqoa.,sl  oqrl:k wxlh (……………      ksjfia oq( wxlh…………………………… 

wi,ajeis ksjfia oqrl:k wxl ………………………………… 

 

26' by; i|yka f;dr;=re fjkia jqjfyd;a kej; oekquz fok nj;a okajd we;s f;dr;=re 
ish,a, i;H f;dr;=re nj;a iy;sl lrus' 

 

oskh ( ………………………      …………………………….

            
     

         w;aik  

 

 

 

 

 

 

 

 

 

 

 

 

 



 
    
     

 72     
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ANNEX 1.3.3- HQ-LOG SECTION 

 

Relavant Forms       Page number 

  

 Requesting of Equipment  74, 75, 

 Issuing of Equipment / Vehicles 77, 78 

 Transferring of Equipment  79, 80-81 

 

 



 
    
     

 74     
 

Form No.1.3.3 HQ Log (2) F1 
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         Form No.1.3.3 HQ LOG 

(3)F(3) 

 

  

 



 
    
     

 76     
 

           A.F.G.6 

 

 

  



 
    
     

 77     
 

          A.F.G.2 (New) 



 
    
     

 78     
 

          A.F.G.46  



 
    
     

 79     
 

          Treasury 127 

  



 
    
     

 80     
 

 



 
    
     

 81     
 

                                                                                                                                                      A.F.G.7 

 

 



 
    
     

 82     
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ANNEX 1.3.4- HQ – MOTOR TRANSPORT SECTION 

 

Relevant Forms       Page Number  

 Vehicle Service        84 

 Day to day Transport Requests      85 

 General Service Requisition       87 

 Transport Work Ticket       86 
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Form No.1.3.4 HQ Motor Transport (1) F1 

r: jdyk fiajd lsrsfus wjir m; 

m%jdyk wxYh 

Y%Su;a fcdaka fld;,dj, wdrCIl jsYajjsoHd,h - r;au,dk 

 

jdyk wxlh   ()'''''''''''''''''''''''''''''''''''''  jdyk j¾.h ()'''''''''''''''''''''''''''''''''''''' 

ßh¥re    ()'''''''''''''''''''''''''''''''''''''  fiajd ia:dkh ()'''''''''''''''''''''''''''''''''''''' 

fiajd lsrsug wkqu; oskh ()'''''''''''''''''''''''''''''''''''''  fjs,dj  ()'''''''''''''''''''''''''''''''''''''' 

l<hq;= fiajdjka  ()'''''''''''''''''''''''''''''''''''''  '''''''''''''''''''''''''''''''''''''''''''''''''''''''''''''''''' 

''''''''''''''''''''''''''''''''''''''''''''''''''''''''''''''''''''''''''''''''''''''''''  '''''''''''''''''''''''''''''''''''''''''''''''''''''''''''''''''' 

''''''''''''''''''''''''''''''''''''''''''''''''''''''''''''''''''''''''''''''''''''''''''  '''''''''''''''''''''''''''''''''''''''''''''''''''''''''''''''''' 

''''''''''''''''''''''''''''''''''''''''''''''''''''''''''''''''''''''''''''''''''''''''''  '''''''''''''''''''''''''''''''''''''''''''''''''''''''''''''''''' 

''''''''''''''''''''''''''''''''''''''''''''''''''''''''''''''''''''''''''''''''''''''''''  '''''''''''''''''''''''''''''''''''''''''''''''''''''''''''''''''' 

Usg m%:u fiajdj l, oskh ()'''''''''''''''''''''''''''''''''''''   

fiajd .dia;=j   ()''''''''''''''''''''''''''''''''''''' 

 

        '''''''''''''''''''''''''''''''''''''''''''' 

m%jdyk ks<Odrs - fldwdjs  

 

 

 

''''''''''''''''''''''''''''''''''''''''''' 

oskh ()'''''''''''''''''''''''''''''''''''''    fiajd ia:dkfha l<uKdre  
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s 

 

 

 

 

 

 

 

 

 

  

 

Form No.1.3.4 HQ Motor Transport (2) F2 

fckrd,a Y%Su;a fcdaka fld;,dj, wdrCIl jsYajjsoHd,h 

r;au,dk 

               m%jdyk myiqlus wh¥us m;%h - Application for Transport Requirement 

 
 

b,a,qus lref.a ku ;k;=r ()………………………………………………………………………………… 

(Applicant’s Name & Appointment) 

.ukdêm;s ()………………………………………  jdykh wjYH oskh ()……………………… 

(Vehicle In-charge)      (Date of required) 

wjYH;djh () mqoa.,sl$rdcldrs  hd hq;= ,smskh ()………………………………………………… 

(Vehicle In-chargeNature of Duty: Official/Private) (Address of go) ()……………………………………….……… 

wjYH ldrKh ()…………………………………………………………………………………………………… 

(Requirement) ()……………………...………………………………………………….....…………………………… 

jeh jk ld,h ()……………… ¥r m%udKh ls(us( ()…………… rfmdarA;= l, hq;= fjs,dj ()……… 

(Time to be spent)   (Distance)  (Time to be reported)   ^fm(j$m(j& 

jdykh .uka .kakd ud¾.h ()……………………………………………………………………………………… 

(Route to be followed)  

 

   

   

 

 

 

 

 

          

 

 

jdyk wxlh ()   m%jdyk ks<Odrs ^MTO))   oskh ()………………  

 

 

 

 

 

b,a,qusm;a  

wxlh 

jdyk 

wxlh 

  

 

 

 

  

  
b,a,quslre 

(Applicent) 

 

oskh () 

………………. 

wkqu; lrñ$fkdlrñ 

Approved/Not 

Approved 

 

    
ksw Nldi fiajd 

(OCSL) 

 
oskh () 

……………… 

wkqu; 

lrus$fkdlrñ 

Approved/Not 

Approved 

 

  

  
wKfok ks<Odrs 

(Co - Admin) 

 

 

 

oskh () ……………… 

wkqu; lrñ$fkdlrñ 

Approved/Not 

Approved 

 

    
ksfhdacH Wml=m;s$ 

Wm l=,m;s(DVC/VC) 

 

oskh () 

 

……………… 

l
s(
u
s(
3
0
 
g
 
j
e
v
s 
f
y
d
a 

m
qo
a.
,
sl
 
w
j
Y
H
;
d
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   A.F.T. 9 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



 
    
     

 87     
 

           A.F.G.7 
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ANNEX 1.3.6- HQ – PROJECTS AND PROJECTS 

MAINTENANCE 

 

Relevant Forms        Page Number 

 Monthly Water and Electricity Consumption  90  

 Urgent Repairs 91 

 



 
    
     

 90     
 

 

 

      

 

Maintenance Section 
        KotelawalaDefence University 
        Ratmalana 
      
 
 
………………………………………………………..    ……………………… 20…. 
 
 

MONTHLY WATER & ELECTRICITY CONSUMPTION 
 
QUARTER NO   : ……………………………………………… 
INVOICE FOR THE PERIOD : ……………………………………………… 
 
WATER 
 
Current reading   : 
Previous reading  : 
Consumption M3  : 
Charge    : 
Fixed charge   : 
Charges for the month  : 
 
ELECTRICITY 
 
Current reading   : 
Previous reading  : 
Consumption   : 
Charge    : 
Fixed charge   : 
Charges for the month  : 
 
 
 
 
        OC Works Services 
 

 

 

 

Form No.1.3.6 HQ (1) Project and Maintenance (1) F1 
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Form No 1.3.6 HQ (2) Project and Maintenance F2 

 

ශදිවි අළුත්ලැඩියා කිරීම් 

නඩත්තු නිෂධාරී වලතට, 

 

ඉ඼්රුම් කිරීවම් අං඾ ...........:..........................   ඉ඼්රුම්කිරීවම් අංකය  :
....................................  

දිනය : ..........................................    දිනය : .....................................................
  

 

ඳශත ව඲ශන් අළුත්ලැඩියා කිරීම් ඇලැවි වී ඇත්වත් වාධාරණ වෙවීයාම් වශ කැඩී බිඳී යාම් 
නිවා මිව ඳදිංචිකරුලන්වේ වනාවැ඼කි඼්ව඼න් වශෝ ශිතුලක්කාරකම නිවා වනාලන බැව් වශතික 
කරමි .බරඳත඼ අඳශවුතාලයන්ට වශ තලදුරට කැඩී බිඳී යාම් ල඼ට ඉඩ ඇති බැවින් ,මාවික 
ඳරික්඿ණ ඳලත්ලන වතක් ඒලා අතඳවු කෂ වනාශැක. 

 

කාර්යය 
අංකය 

වොඩනැෙි඼්඼ 
වශ කාමර 
අංකය 

අළුත්ලැඩියා 
කිරීම් 

නඩත්තු නිෂධාරිවේ 
තක්වවේරුල 

ලැඩ අංකය නඩත්තු නිෂධාරි ඳටන්ෙත් 
දිනය 

අලවන් 
කෂ 
දිනය 

        

 

අං඾ ඳරධාන අත්වන : .................................  වටශන්ක඼ා : ..........................
. 
 
 
 

අං඾ය : ......................................................  ඳරික්඿ා 
ක඼ා : .....................................
...... 
 
 

  
 

වමාඳේතිය වටශන් 
ක඼ා :....................................... 

නඩත්තු නිෂධාරී  ..........................................  
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ANNEX 2.1- DEPUTY REGISTRAR- STUDENT 

ENLISTMENTS (FOREIGN) 

 

     Relevant Forms                                                                 Page Number 

 Students Enrollment  (Application/check list) 94-98 

 Leave  99 

 Supplication  100-101 

 

 



 
    
     

 94     
 

 

Form No.2.1 DR (2) F1 



 
    
     

 95     
 

 



 
    
     

 96     
 

 



 
    
     

 97     
 

 

Form No.2.1 DR (3) F2 



 
    
     

 98     
 

 



 
    
     

 99     
 

 

Form No.2.1 DR (4) F3 



 
    
     

 100     
 

 

Form No.2.1DR (5) F4 



 
    
     

 101     
 

 

   



 
    
     

 102     
 

 

  



 
    
     

 103     
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

ANNEX 2.2- DEPUTY REGISTRAR (EXAMINATIONS) 

 

    Relevant Forms           Page Number 

 Details of Examiners  104 

 Question Papers (handing over, packing, sealing)   105 

 Answer Scripts (Receiving, Returning)  106-107 

 Attendance (Examination Staff, Candidates)  108 

 Absenteeism at Examinations   109 

 Loss of Identity Card  110 

 Examination Offences  111-112 

 Marks Sheet, Comments Sheet 113-116 

 Detailed Degree Certificate 117 
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TO                 : DEPUTY VICE CHANCELLOR ( ACADEMIC)  

 THROUGH   : DEAN (ENGINEERING)  
     FROM           : DEPARTMENT OF ELECTRICAL, ELECTRONIC & 

TELECOMMUNICATION ENGINEERING 
   EXAMINATION PAPER SETTER/MODERATOR FOR SUBJECTS OFFERED BY THE  

DEPARTMENT OF  
 

Intake…………………..  
 

 
     

SEMESTER 
DATE OF 

EXAMINATION 
STM 

SUBJECT 
CODE 

SUBJECT TITLE 
SETTER 
(Name) 

Contact 
no. 

MODERA
TOR  

  

                

              

               

               
               
               
               

               

                 

              

               
 

       
      

  
 
 
 

                           

 
 
 
 
 
 

  

Form No.2.2 DR-Exam (2) F1 

Form No: 2.2 DR – Exam (2) F2 
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Confidential 

Original Question Paper Handing Over Form 

 INTAKE:                  SEMESTER:               DEGREE:   STREAM: 

 SUBJECT NAME & CODE: 

 DATE OF EXAMINATION:          DURATION OF PAPER: 

 Special examination aids/materials required to conduct the examination. (Graph Papers, CDs, Power codes etc.) 
1. …………………………………………………………………………………………………………………. 
2. ………………………………………………………………………………………………………………. 
3. ………………………………………………………………………………………………………………….    

 Special instructions to the DR (Exam)/ Supervisor     

 

I have herewith enclosed 02 copies of the question paper, one of which is duly signed by me and the moderator. Our names and contact numbers are 
alsoindicated. 

Name of Examiner: …………………………………………………………   Received by       
Signature: ……………………………………….Date: …………………………   DR/Exam   

on ……./……./………………… 

Note: 
Please attach this form to the envelope enclosing the question paper  …………………………… 
 

  

 

               /         /2014 

 

 

Hrs 

 

     Form No.2.2 DR-Exam (4) F2 
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CONFIDENTIAL 

GENERAL SIR JOHN KOTELAWALA DEFENCE UNIVERSITY 

BSc. in ENG/LM/MTS/SS/CS/ICT/MBBS & LLB DEGREE 

PROGRAMMES. 

Semester End Examination 2014 – June.   
SUBJECT 
 

DURATION 

DOE: 

TOE: 

EX. HALL: 

ORIGINAL PAPER: 

NO OF QUESTION PAPERS: 

 

*Strike out which is inapplicable  
KANDAWALA ESTATE 

RATMALANA 

CONFIDENTIAL

 

ENCLOSED / NOT 

ENCLOSED 

 

 

 

 

1. This packet is to be opened only by the 

personofficially entrusted with the conduct 

ofExamination, in the presence of the Candidates. 

 

2. Certify the packet was opened at ………am/ pm  

on …………….. 

……………………  ……………………  

Sign.of the Supervisor. Sign.of Invigilator. 

…………………………….. 

Signature of Candidate 

 

     Form No.2.2 DR-Exam (6) F3 
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Exam Hall Attendance Sheet: 
 

BSc.IN ENG/ LM/SS/ MTS/ ICT/ CS/ LLB AND MBBS DEGREE 
EXAMINATION – 2014.* 
SELECTION TETS/ OQT/ APTITUDE TEST – 2014.* 
BSc. IN NUR/ MLS/ RDY/ PHM/ PST DEGREE EXAMINATIONS – 2014.* 
BSc. /MSc. / MBA (EG), MBA (LM)/ MST/ LLM/ MSSS/ MPhil/PHD 
DEGREE EXAMINATIONS – 2014.* 
 
DATE      TIME     EX. HALL  
 

     
 NAME   TIME ARRIVED  SIGNATURE 
    TO THE EX HALL     
        

SUPERVISOR : ……………………………………….  ………………………………  ………………………………..     
INVIGILATOR(S):  1. …………………………………      ………………………………     ………………………………. 
  
   2.  …………………………………       …………………………….. ……………………………….. 
 

  3.  …………………………………         …………………………….  ……………………………….. 
  

HALL ATTEN.(S) :1.  …………………………………      …………………………………………..  ……………………….. 
     2.  …………………………………      ………………………………………….. ……………………….. 

 
 

INTAKE/ 
PROGRAMME 

SEMESTER/ 
TERM 

 
SUBJECT & CODE 

NO OF SCRIPTS 
ENCLOSED 

 
 
 
 

   

 
 
 

   

 
 
 

   

   

     Form No.2.2 DR-Exam (8) F4 
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        Form No.2.2 DR – Exam (9) F5
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Form No: 2.2 DR – Exam (10) F6 

     

 

      

 

GENERAL SIR JOHN KOTELAWALA DEFENCE 

UNIVERSITY 

 

ABSENTEE FORM 

 

This form must be inserted in place of any answer script which is missing for any reason. 

CANDIDATE INDEX/SERVICE NO…………………………………….ABSENT 

 

 No answer script for this candidate for the above reason. 

 This candidate though present did not submit an answer script. 

 ………………………………………………………………………………………………… 

……………………………………… 

 Signature of Supervisor 

Date of exam  :……………………………………… 

Exam Hall  :……………………………………. 

Subject  :……………………………………………………………………………………………… 

Part(If relevant) :……………………… 

 

 Strike off which is not applicable 
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*STRIKE OUT WHICH IS INAPPLICABLE. 

           
Declaration by candidate failing to produce Record Book / KDU Identity Card at 

examination 

I ,  ........................................................................................................................................... being a candidate for the 

examination bearing SVC No./ Index No. ........................................................do hereby declare that I 

have failed to produce the Record Book/ KDU Identity Card at the examination hall and that I 

am permitted to sit the paper 

 

Of ..................................................................................................................................... under the condition that a  

   (Title of paper) 

decision will be made by the university on my producing the Record Book/ KDU Identity Card, 

as to whether my candidature for the paper should be accepted or not. 

I hereby declare that I shall abide by the decision of the university with regard to this matter 

 

Sign. Of Candidate: ..........................................................    Date: ........................................... 

 

Counter signed ; 

Signs. Of Supervision: ..........................................  Invigilation: ................................. Date: .................................. 

 

 

This candidate produced the Record Book/ KDU Identity Card today .....................................  and I am 

satisfied of the identity of this candidate for the above paper.  

Sign. Of Supervisor: .................................................................    Date: ........................................... 

 

Notes: 

1. Candidate should produce the Record Book/ KDU Identity Card to the relevant Supervisor in the 

immediate opportunity after the exam/ before facing the next paper. 

2. Completed form should be handed over to SAR (Examination) 

3. If Supervisor suspects impersonation, he shall make a separate report giving his reasons for 

same. 

Form No: DR-Exam (11) F7 



 
    
     

 111     
 

 Form No: 2.2 DR-Exam (12) F8 

GENERAL SIR JOHN KOTELAWALA DEFENCE UNIVERSTY EXAMINATIONS 

DIVISION – EXAM OFFENCE  

 
Name of Candidate:                 Index/Service No.: 
  
 
Subject Title (and Part):                                                                                     Date of exam: 

 
Offence committed: ……………………………………………………………………………………………………………………………. 
……………………………………………………………………………………………………………………………………………………………. 
……………………………………………………………………………………………………………………………………………………………. 
 
Time of offence revealed: 
 ………………………………….. 
Date:                                                                                                                                       Signature of Invigilator                                
 Detailed report overleaf  

 
Mr./Mrs./Miss.:  ………………………………………………………………………………………….…………………...................... 

(Candidate Name) 

  The Invigilator has attended me that you have committed with the following exam  
Offence.  

  
                                   ……………………………………………………………………………………………………………………………….. 
 
                                   ……………………………………………………………………………………………………………………………….. 
 
If you have to state oneself explanation to prove innocence, mention the same in the cage below. 
 

 …………………………………. 
Date:                                                                                                                                       Supervisor`s Signature 

Statement of  Candidate 
 

 
 
 …………………………………… 
Date:                                                                                                                                       Signature of Candidate 

Observations of Supervisor 
  
 
 
 
 …………………………………… 
Date:                                                                                                                                        Supervisor`s Signature 
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Detailed Report of Exam Offence 
 

 

 

If unauthorized documents in 
possession with the candidate, 
details and place of found. List 
(attach) them with serial nos. 

 

Copying:  Details of supported 
documents. 

 
 
 
 
 
 

 

Misconduct:  Provide details 
 
 
 

 

Impersonation: mention by whom 
and for whom. 

 
 
 

 

Details ofany other offence: 
 
 
 

 

Special observations, if any: 
 
 
 
 
 
                 ……..…………………………..                       
             Signature of Invigilator 
 
 

Special observations; if any: 
 
 
 
 
 
………………..………………… 
Supervisor’s Signature 
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Form No: 2.2 DR - Exam (13) F9 

                                                        GENERAL SRI JOHN KOTELAWALA DEFENCE UNIVERSITY   

                                                                                     DETAILED MARKS SHEETS 
   

  

 BA/ B Com/ B Sc. / (Defence Studies) B Sc/ LLB, Degree Examination                                20 …………….. 

   Part: …………………. Term / Semester ……………… Intake: ……………. 

  
  

SUBJECT:……………………………………… 
    

   Note :   (1) Please Enter the marks clearly in ink. Alterations. If any should be initiated. 
      

 
(2) After Q. put down the number of the Question. 

         

 
(3) Mark for each paper should be entered on separate mark sheets. (First/ Second marking separately) 

   

 
(4) The Marks per paper should then be transferred to the Final Mark Return Sheet. 

     

 
(5) Modifications to the Marks awarded by the first Examiners Should be ……………… In red by the Second Examiners. 

  

                

 
SVC NO Q. Q. Q. Q. Q. Q. Q. Q. Q. Q. Q. 

Total 

 

 

Marks % 

 

 
                            

 

 
                            

 

 
                            

 

 
                            

 

 
                            

 

 
                            

 

 
                            

 

 
                            

 

 
                            

 

 
                            

 

 
                            

 

 
                            

 

 
                            

 

 
                            

 

 
                            

 

 
                            

 

 
                            

 

 
                            

 

 
                            

 

 
                            

 

 
                            

 

                

                

 
Examiner: Name: ………………. 

 
Signature: ……………………… Date: ……………………………. 
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COMMENTS SHEET 

FORM No: 2.2 DR - Exam (14) F10 

This is a mandatory requirement before processing of results and payments. 
    REPORT OF MARKING EXAMINERS (TO BE SENT THROUGH THE HEAD OF DEPARTMENT) 

   Intake :  29, 30, 31 
              

                Examination: ……………………………………………………………………………………………………………………………………….. 
 Name of Marking Examiner: ……………………………………………………………………………………………………………. 
 Subject: …………………………………………………………………………………………………………. 

 
DoE …………………… 

                 Grades: 
               

                 
    

 
    

 
    

 
    

 
    

 
    

(100-85)-
(A+) 

 

(84-75)-(A) 

 

(74-70)-(A-) 

 

(69-65)-(B+) 

 

(64-60)-(B) 

 

(59-55)-(B-) 

                 
    

 
    

 
    

 
    

 
    

 
    

(54-50)-(C+) 
 

(49-45)-(C) 
 

(44--40)-(C-) 
 

(39-35)-(D+) 
 

(34-30)-(D) 
 

(29-00)-(E) 

                 
    

 
    

 
    

 
    

 
    

   ES<35 (IE) 
 

CAS<35 (IA) 
 

ES<35 & 
CAS<35 (IB)  

ABSENT/ 
EXCUSED 

 
TOTAL 

 
 

             
No of scripts marked: 

             

                            Examiner`s observations/ comments and recommendations 
    

                 You are earnestly requested to make your observations (among other things) on extremely weak cases, overall 
performance of the batch, standard expected, quality of answers, specially cases of marks between 0 and 10 and 
cases of blank - answer scripts ,if any. 

                 ……………………………………………………………………………………………………………………………………………………………………….. 
…………………………………………………………………………………………………………………………………………………………………………… 
………………………………………………………………………………………………………………………………………………………………………………. 
Date: …………………………. 

        
Examiner`s Signature 

                  Comments of the Head/ Department 
                           …………………………………………………………………………………………………………………………………………………………………………….. 

…………………………………………………………………………………………………………………………………………………………………………….. 

                 Date: …………………………  
        

…………………………………… 
 

            
Signature 

 Note: 
                This report will be a necessary part in the marking process and submission of this report to the Dean of the 

 
Faculty along with the marks will be a requirement before payments are made in respective examiners. 

  
The Head of the Department will have to forward a Common -Report for all subjects with his comments 

  
for each Degree Programmes. Such reports will serve as the basis for submissions made at the BOE and  

 
other bodies and to the Vice-Chancellor. 

          

                 
            

………………………………. 
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 117     
 

Form No: 2.2 DR – Exam (19) F13 

 

………………………………………… 

Date 

 

 

 

 

 

 

 

 

 
 
 
 
 
 
 
 
 

 

       

 
1. Name with initials : 

 

 
1. 

Date of 
Receiving 
the 
application : ……………………………………………….……………………………………….. 

 
2. 

Full name (As per 
DegreeCetificate) : …………………………………………………………………………………….. 

 
    

 
3. Intake : …………………………………………………………………………………….. 

 
    

 
4. SVC Number : …………………………………………………………………………………….. 

 
  

 
5. Degree (Specify the stream) : …………………………………………………………………………………….. 

 
  

 
6. Date of Convocation : …………………………………………………………………………………….. 

 
  

 
7. Contact No : …………………………………………………………………………………….. 

 

        

 
8. Current Address : …………………………………………………………………………………….. 

 

        

 
9. 

Any other relevant 
information : …………………………………………………………………………………….. 

 

 
 

    
……………………………………………. 

 

  
…………………………………………………………………………………………………………..…………………...………………………….. 

 

 
Subject Cleark 

    
DR - Examinations 

 

  
…………………………………………………………………………………………………………..…………………...………………………….. 

 

 

       

    

 

             

    

 

             

  
………………………………………. 

 

 

  
……………………… 

         
  

                    Signature 
 

 
  

             Date 
         

Application for a Detailed Degree Certificate 
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ANNEX 2.3- REGISTRAR’S OFFICE- SENIOR ASSISTANT REGISTRAR 

(SAR) (ESTABLISHMENTS- CIVIL CADRE) 

 

Relevant Forms        Page Number 

 

 Oath/ Affirmation  120-121 

 Personal Particulars, Civil status, Living Condition  122-126 

 EPF – Employee`s Details  127 

 Declaration of Assets and Liabilities  128-135 

 Request for Release  136-137 

 Extension of the Contract Appointment  138-139 

 Staff Proposals 140-143 

 Confidential Report  144-145 

 Confirmation Report  146-148 

 Increment  149-158 

 Leave, Study Leave 159-175 

 Clearances  176-179 

 Bond and Agreement  180-183 

 Progress Report, Life Certificate, Service Certificate 184-186 

 Verification of Degree Certificate, Confirming Examination Results  188-191 

 Season Form, Railway Holiday Warrants 192-194 

 Overtime  195-197 

 Loan  198-229 

 Retirement, Resignation, Vacating Post  230-233 

 Visiting Services 234-235 



 
    
     

 120     
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 122     
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 131     
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 133     
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 153     
 



 
    
     

 154     
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Form No : 2.4 AR (6) F 6 (i) 

 

 

 

 

 

HEALTH DECLARATION AND EXAMINATION FORM 

 

OFFICER CADETS  

 

 

 

 

 

 

 
 

 

 

 

GENERAL SIR JOHN KOTELAWALA DEFENCE UNIVERSITY  

RATMALANA 

  

Call Up No : 
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n|jd.;a Èkhg jhi  
Age as at date of enlistment  
  ܲܢ௧ܲܢ ܠ்ܥ௧்்ܭ சே்்ᾗ்ܐ

d d m m y y y y 

 

ia;%S mqreI Ndjh  
Gender  
 ்ܱܥ

mqreI 
Male 
 ்ܐ

 
ia;%S 
Female 
ப்ܥ 

 

 

1 fldgi I -  YsIHhdf.a m%ldYkh  

Part I  - Declaration by the Candidate  

 ᾌ்்ܭச்ܠܥ்ܢᾌ்ܥ்ܲܫܭப ்ܱܤܲܧܱܱܲܢܥ்ܡ்ܲܭ - க்  Iܱܥ

 

ku 
Name 
 ܥ்ܪலܢ

uy;d 
Mr  
 ுܲܢ

fukúh  
Ms 
 ܲܢܦுܲܢ

uq,a ku  

First Name (s) 
ᾙ்ܢ ப்ܧܥ  

 
 
 

fjk;a kï  

Middle Name  
 ்ܧܥப ܧܲܢ்ܦ

 
 
 

jdi .u  

Surname  
ᾁᾌ்்ܥ ப்ܧܥ 

 
 
 

  

 

 

 

 

 

 

 

 

 

 

,smskh            : 
Postal Address  : 
 :        ܱܲܭᾙக ்ܱܥܢ

 

 

;eme,a ixfla;h  : 
Post Code            : 

ܑᾌலகக் ᾁܲܩᾛᾌ : 

 

 

 

ÿrl:k ^ksji&       : 
Telephone (Home) : 

பܱܢலܪசܥேܲ (ᾙக்ᾗ) : 

          

ÿrl:k ^cx.u&       : 
Telephone (Mobile): 

பܱܢலܪசܥேܲ (ᾙக்ᾗ) : 
          

 

 

B fï,a  : 
E-mail  : 
 :  ே்்ܤ்ܲܦ

 
 
 

 

 

y÷kd.ekSfï l%uh  
Mode of Identification  
 ܩᾙல ܫܱܧܠல܏

cd;sl ye÷kqïm;a wxlh  
National Identity Card  
சܢேܲ܏ ܧல்܏ ܫܱܧܠலܠ 

            

úfoaY .uka n,m;%h  
Passport  
கܠᾫ்ே்ܳᾌ 

            

 

 

 

Wmka oskh  
Date of Birth  
 ܲܢ௧ܲܢ ܢ்ܩܲܥ

d d m m y y y y 
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idudkH fi!LH ;;ajh 

General Health 

பܱܥᾐ்ܪܤܠܓ ܤܱܭ 

1 

 Tõ  

Yes 

  ்ܐ

ke; 

 No 

்ܑலܪ 

1.1 wdid;añl;djhka 

Any known allergies 

  க்ܦலܱܭ்ܘ ு்ܢசܖ ܠ்ܥ்ܧܲܩ܏

  

1.2 T!IO i|yd wdid;añl;djhka 

Allergies to any medication/ drug  

 ܦலܱܭ்ܘ ܩᾐ ேܲே்ܲலே ᾙலܪ்܏ ு்ᾐܦ ᾐܭܱܢܖ 

  

1.3 p¾u frda. ^Wod ( rla;jd;h&  

Dermatitis, eczema or any skin problems  

ச்ܱܢ ே்ܤܱܦܢ்ܥ ச்ܱܣக் (ே்ܲܨᾁ ᾙܢிܤܧ) 

  

1.4 f.d; .eiSu we;=¿ wfkl=;a l:d lsÍfï wmyiq;d  

Stutter or Stammer  

 ᾌக்ܱܥܩᾆ ᾁல்ܥச ܩ்ܱܥச ்ܱܭᾁ்ܲܢ ܱܣܢ்ܦ

  

1.5 Èhjeähdj 

Diabetes mellitus  

 ᾫܲܬܱܲܳܣ

  

1.6 fldf,iagfrda,a iy wêreêr mSvkh 

Hyper lipidemia / hypercholesterolemia/Hypertension  

பக்ܱܪச்ܦ ்ܱܨு் ்ܧܓ ᾁுܧܲܢᾙ்க் 

  

1.7 rla;ySk;djh" ;e,iSñhdj wfkl=;a f,a wdY%s; frda. ;;ajhka 
Blood disorders including anemia and thalasemia 

ᾁு்ܲܢசேܱலக, ܢிேܳܠܥ்ܓ  ܱܧܲܦ ᾁுܲܢ ே்ܤܱܦܢ்ܥ ச்ܱܣக் 

  

1.8 .,.Kavh we;=¿ wka;rdi._ moaO;sh wdY%s; frda. ;;ajhka 
Thyroid Diseases or any other endocrine disorders  
 க்்ܱܣச ܲܥ்ܨᾆ ܩ்ܦܫܱܣ ᾐܭܱܢܖ ܧܤலܖ ᾐܪ்܏

  

1.9 uiamsvq fmr,Sï 
Frequent muscle cramps  
பܢ ்ܠܱܢலே்ܲܥᾊ்ᾗ 

  

1.10 y¾kshd frda. ;;ajhka 
Hernia  
ᾁ்ܩܑ ்ܠக் 

  

1.11 iudc frda. 
Sexually transmitted diseases  
 க்்ܱܣச ܤܱܦܢ்ܥே் ்ܧிܱܥ

  

1.12 taâia 
HIV / AIDS  
 ்்்ܕ

  

1.13 widudkH wiaÓ $uiamsvq jeãï" ms<sld frda. ;;ajhka  
 Tumor, abnormal growths, cysts, cancers or cancer  therapy 

க்ᾊக், ܏ே்்ܱܫܭ்ܓ ܡܨܱܢேܲக், ்்ܳܣக்ᾊக், ᾗ்ுச்ܱܣக் 

  

 

mjq,aa fi!LH ;;ajh 
Family History  

ᾁᾌ்ܥ ᾆகܱܲܣ ܨܱܢலܪ 

2 

 Tõ  

Yes 
 ்ܐ

ke;  
No 

்ܑலܪ 
2.1 udkisl frda. 

Psychiatric illness   
 க்்ܱܣசܤܦ

  

2.2 CIh frda.h 
Tuberculosis (TB) 
கܱே ச்ܱܣ 

  

2.3 wêreêr mSvkh 
Hypertension (HPT) 
 ᾙ்க்ܧܲܢᾁு ்ܧܓ

  

2.4 widudkH reêr jykh ùï 
Bleeding disorders  
ᾁு்ܲܢபܥு்ᾁ ச்ܱܣக் 

  

2.5 iïnkaO mGl wdY%s; frda. 
Connective tissue disorders  
பܱܢᾌ்ᾗ ܑல்ܧܬ ே்்ܱܢ ச்ܱܣக் 

  

2.6 weÿu 
Asthma  

 ܬܤܒ / ܱܦᾐ்ܐ
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2.7 rla;ySk;djh we;=¿ wfkl=;a f,a wdYs%; frda. 

Blood disorders including anemia  
ᾁு்ܲܢசேܱலக ܠܥ்ܓ ᾁுܲܢ ே்ܤܱܦܢ்ܥ ச்ܱܣக் 

  

2.8 Èhjeähdj 
Diabetes Mellitus (DM) 
 ᾫܲܬܱܲܳܣ

  

2.9 yDo frda. 
Heart Diseases  
ܑுܧܢ ச்ܱܣக் 

  

2.10 wxYNd.h we;=¿ wfkl=;a iakdhq wdndO  

Stroke (Cerebrovascular Accidents (CVA))  
 ᾗ்ܠல܏ ்ܱܬᾁ்ܫᾐல்ܲܧܦ ܠܥ்ܓ ்ܢܱܭக்ܥ

  

 

yDo ixirK moaO;sh 

 Cardiovascular system  
ᾁு்ܲܢᾆ்ச்ܠ்ܱܩ பܱܢᾁܲܢ  

3 

 Tõ  

Yes 
 ்ܐ

ke;  
No 

்ܑலܪ 
3.1 rEueál WK  

Rheumatic fever  
ᾚ்ᾌ்ܢܱܭ க்்ܱே் 

  

3.2 fõ.j;a  yDo iamkaOkh   
Palpitation or pounding heart 
ܑு்ܠܥܠܥ ܧܢᾗ  

  

3.3 ksOka.; yDo frda.  
Congenital heart diseases  
 க்்ܱܣச ܧܢுܑ ܲܭܩܲܥ

  

3.4 wê fyda wvq reêr mSvkh  
High or low blood pressure  
 ்ܢு்ܢ்ܨܑ ்ܱܢ ᾐܪ்܏ ்ܧܓ

  

 

 

iajik moaO;sh  
Respiratory System  
ᾆܱܭே் பܱܢᾁܲܢ 

4 

 Tõ  

Yes 
 ்ܐ

ke;  
No 

்ܑலܪ 
4.1 mSki  

Allergic Rhinitis / Cold  

 ܲܫே், ேܲܤᾖ ܦலܱܭ்ܘ

  

4.2 weÿu  
Asthma 

 ܬܤܒ / ܱܦᾐ்ܐ

  

4.3 yqiau .ekSfï wmyiq;d  
Shortness of breathing (Difficult in breathing) 

ᾚ்பேᾌ்்ܢ (ᾆܱܭே்்ܲܢ) ܏பேௌக்ܱܲܧ/  

  

4.4 fiu iuÕ f,a leá msgùu  
Blood in sputum or when coughing  
ܑுᾙ் சܱܥᾐ ேܲܫᾜ்ܠ ᾁுܭ ܲܢு்ܢ ் 

  

4.5 CIh frda.h je<÷kq mqoa.,hka iuÕ wdY%h  
Contact with a known person with TB 
கܱே சܫܱܧܱܣு்ܠ ப்ܠܱܢᾗ 

  

4.6 CIh frda.h  
Tuberculosis (TB) 
கܱே ச்ܱܣ 

  

4.7 ksOka.; fmky¿ frda.  
Chronic lung disease (Including Emphysema and Chronic Bronchitis, 
Bronchiectasis, COAD or COPD Cystic Fibrosis) 

ᾒலܨᾛ்ܬ܏ ்ܨேܲ, ܠ்ܳܣகܱܪ ᾖܲܤே், ᾚ்ᾆ்ᾁ்ܬ܏ ܧܱܬேܲ ܠ்ܥ்ܱܣ ܠܥ்ܓ 

ᾒலܨᾛ்ܨ ச்ܱܣக் 
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iakdhq moaO;sh $ udkisl tald.%;djh  
Nervous System/ Menial Stability  
   ᾌܱܥ்ܪலܲܣ ்ܧܲܭܫܓ/ ܲܢᾁܱܢᾗ் ப்ܨܣ

5 

 Tõ  

Yes 
 ்ܐ

ke;  
No 

்ܑலܪ 
5.1 la,dka;h" lerleú,a, ks;r we;sùu  

Recurrent fainting, dizziness or blackout  
 ்ܠܥ்ܖ ்ܢᾆ்ுܪலܢ ᾐܪ்܏ க்்ܧܦ ᾊ்கᾊ܏

  

5.2  j,smamqj  
Epilepsy, fits, or seizures 

க்ܱலக ܭி்ᾗ, ܭி்ᾗ 

  

5.3 §¾> ld,Sk fyda ks;r u;= jk ysfia lelal=u  
Frequent or sever headache 
பܪ்܏ ்ܠܱܢᾐ கᾊܢ ܤலܭܪி 

  

5.4 brejdroh  
Migraine 
 ிܭܪலܢ்ܩல்ܘ

  

5.5 wu;lùï yd isys ke;sùï  
Loss of memory / amentia  
 ܲܢܩܦ௧ܥܱܟ / ்ܢ்ܬܲܭܤலܲܣ

  

5.6 ksod.ekSfï wmyiq;d  
Difficulty in falling asleep  
ᾑ்க்ܲܦலܦ 

  

5.7 ksskafoka weú§u  
Sleep walking  
ᾑ்க்்ܢ்ܠܣ ்ܲܢ 

  

5.8 ysig fyda fud<hg isÿjqKq wk;=re 
Any significant head injuries  
 க்்ܧகܱ ܠ்ܥ்ܧܲܩ܏ ᾐܭܱܢܖ ܠ்ܥ்ܖ ்ܲܧܪலܢ

  

5.9 wxYNd.h ^<ore wjêfha§ fyda&  
Paralysis (including infantile)  

 (ܠܥ்ܓ ்ܭுܥ ்ܢல்ܬᾁ) ்ܢܱܭக்ܥ

  

5.10 mQ¾j l,yldÍ yeisÍï  
Previous aggressive behaviors 

ᾙ்லܧܤ (ܲܢᾋ் சகܱܥ) ܏ே்ܱܠܣ ܡܨܱܢலܢக் 

  

5.11 udkisl wd;;sh fyda ±äf,i lïmd ùu  
Depression or excessive worry  
 ܪலܭக ܢܳܢ܏ ᾐܪ்܏ ܲܢ்ܨܲܭ

  

 

 
wdydr Ô¾K moaO;sh  

Digestive (gastro intestinal) system     
ே்ܱܥܲܦᾌ் பܱܢᾁܲܢ 

6 

 Tõ  

Yes 
 ்ܐ

ke;  
No 

்ܑலܪ 
6.1 o;a yd úÿreuia frda.   

Server tooth or gum disorders 
 க்்ܱܣச ܢᾆக் ே்்ܱܨு் ᾙ்ܦ க்்ܥ

  

6.2 wdudY.; frda. ^Wod ( .eiag%hsáia&  
Stomach disorders, gastritis  

ܑல்ܨலܥ ச்ܱܣக், ܑல்ܨல்ܬ܏ ܥேܲ 

  

6.3  ks;r we;sjk Worfha wmyiq;d iy nv mqrjd ±óu  
Frequent indigestion  
 ܦܤᾊ்்ܱܥܲܦᾫ ேܡܓ ᾊ்கᾊ܏

  

6.4 weÕ ly ùu fyda fix.ud,h  
Jaundice or hepatitis  
 ே்்ܲܬܪܨܒ ᾐܪ்܏ ܪலܱܦே் க்ܱܦ

  

6.5 ksOka .; wlaudj yd ms;a;dYh wdY%s; frda.  
Chronic liver or gallbladder disorders including gallstones  

 க்்ܱܣச ܥல்ܢ்ܲܥ (ܠܥ்ܓ ܥல்ܢ்ܲܥ) ு்்ܦ ்ܨܒ ܠ்ܥ்ܱܣ

  

6.6 .=o ud¾.h wdY%s; frda.  
Painful anal conditions 
௧ܧܲܬலܩ ே்்ܱܢ ச்ܱܣக் 

  

6.7 u,noaOh iy wfOdauqLfhka isÿjk f,a jykh ùï  
Hemorrhoids and bleeding per rectum 
ᾚ்ܦ ܲܢܱܧܲܭ ܪு்   ்ܪܦᾁ்ܢ்ܨܑ ்ܠகேܲᾫ 
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fu!;% ,sx.sl moaO;sh  
Genito-Urinary system     

 ܲܢᾁܱܢப ்ܳܣு்க – ேܲுܥப்ܤܑ

7 

 Tõ  

Yes 
 ்ܐ

ke;  
No 

்ܑலܪ 
7.1 uq;d% lsÍfï wmyiq;d   

Difficult in passing urine 
ேܲு்ܳܣ க܏ ்ܢ்ܲܬபேௌக்ܱܲܧ 

  

7.2 uq;%d iuÕ f,a msgùu   
Blood in urine 
ேܲுܳܣு்ܠ ᾁுܲܢ பܲܫܭசܧு்ܢ 

  

7.3 uq;%d .,a  
Kidney stones  
ேܲுܨܳܣக் க்  

  

 

fmkSu  
Vision     
  ܭல்ܱܥ

8 

 Tõ  

Yes 
 ்ܐ

ke;  
No 

்ܑலܪ 

8.1 Any eye surgery  
weia wdY%s; Y,Hl¾u  
க் ே்ܭܱܢܖ ܤܱܦܢ்ܥᾐ ܏ுல்ܭேܲக்ܲலே 

  

8.2 Impaired vision in either eye 
tla weil fyda fmkSu ÿ¾j, nj  
 ுܱܫசகܱ ்ܭல்ܱܥ ு்ܪசܲܡு க்ܘ

  

8.3 Wear  corrective lenses  
lD;su weialdp m<¢kafkao ?  

பே்ܧலக ்ܲܭலܲܡ܏ ܪக்ܱܲܨܳܩ  

  

8.4 jmr nj fyda oaú;aj fmkSula iys; nj  
Squints or double vision  
 ܭல்ܱܥ ்ܠல்ܨܑ ᾐܪ்܏ ܭல்ܱܥ ᾌ்்ܱܭக்ܥ

  

 

 

lK" kdih yd W.=r  
ENT (Ear, Nose and Throat)  

கܱᾐ, ᾚ்ᾁ ்ܦு் ப்ܱܢலܠ 

9 

 Tõ  

Yes 
 ்ܐ

ke;  
No 

்ܑலܪ 

9.1 Y%jHdndê; WmlrK me,§u  
Wear a hearing aid 
சக்ܥܓ ܲܭகܥ்ܧܥ ்ܡܨᾌ்ᾐܱܨܭܥ   

  

9.2 ks;r we;sjk l¾K wdidOk  
Recurrent ear infection 
 க்்ܱܣுச்ܱܢᾊ்கᾊ கܱᾐ ப܏

  

9.3 tla lKl fyda we;s weiSfï wvqnj   
Hearing impairment of either ear  
 ᾗ்ܲܢܱܥ ்ܩܲܢ்ܲܭு் சக்ܪசܲܢு கܱܘ ᾐܭܱܢܖ

  

9.4 ksOka .; ihskia l=yr frda.  
Chronic sinus infection (sinusitis)  
 ்ܱܣே் சܲܤᾖ ܪகܱܠ்ܳܣ

  

 

 

wia:S iy udxYfmaIs moaO;sh  
Musculoskeletal system 
  ܲܢᾁܱܢலே் பܢᾂ்ᾌ் ்ܭ

10 

 Tõ  

Yes 
 ்ܐ

ke;  
No 

்ܑலܪ 

10.1 bÈuqKq iy fõokd iys; ikaê  
Swollen or painful joints  
ᾚ்ᾌᾪ்க் ்ܦு் ᾚ்ᾌܭி 

  

10.2 wd;rhsáia fyda rEueál frda.  
Arthritis, rheumatism or bursitis  
ᾚ்ᾌܪ்܏ ்ܢܱܭᾐ ᾚ்ᾌ்ே்ᾫ ᾪ்க் 

  

10.3 mdohkays we;s widudkH;d  
Any foot deformities  
 க்்ܤܔ ே்ܱ ்ܢܱܥ ᾐܭܱܢܖ

  

10.4 wiaÓ fyda ikaê j, widudkH;d   
Bone, joint or other deformity  
 ்ܤܔ ܢᾐே்்ܱ܏ ᾐܪ்܏ ிܭ ᾗᾚ்ᾌ்ܕ
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10.5 wia:s î§ï fyda N.ak  
Broken bones (any fracture) 
 ᾫக்ܲܩᾗ ᾙ்ܕ

  

10.6 lD;su WmlrK wdOdrfhka iúl, wiaÓ  
Pin, plates rod or any other internal fixators  
பே்ܧலக ܥܓக்ܡܨகܨܢܐ ்ܲܫᾫ்ܠ ܑல்ܡக்்ܕ ܠ்ܥᾗக் 

  

10.7 Wrysia ykaÈh N.ak ùï 
Recurrent shoulder dislocation  
 க்ܪܲܭᾚ்ᾌ ܠல்ܥ்ܱܢᾊ்கᾊ ச܏

  

10.8 Wrysia yd je,ñá ykaÈj, fjk;a §¾> ld,Sk wdndO  
Painful or “trick” shoulder or elbow  
ᾙ்ܬலக ܪ்܏ᾐ ச்ܥ்ܱܢலܭ ܠி 

  

10.9 oKysia wiaÓfha N.ak ùï  
Patella dislocation  
ᾙ்ܬக்ܱ ᾚ்ᾌ்ே்ܲு ܪܲܭக் 

  

10.10 oKysia ykaÈfha fjk;a §¾> ld,Sk wdndO  
Trick or locked knee  
ᾙ்ܬக்ܱ ᾚ்ᾌ ܑு்க் 

  

10.11 j<¨lr N.ak ùï fyda fjk;a §¾> ld,Sk wdndO  
Any ankle injury or chronic sprains / strains  
 ܭᾆு்ᾁ /ᾚ்ᾊுல ܠ்ܥ்ܱܣ ᾐܪ்܏ க்்ܧᾐ ᾚ்ᾌ் கܱܭܱܢܖ

  

10.12 §¾> ld,Sk fldkafoa mj;sk wdndO  
Recurrent back pain or any back injury  
 ܢலܱܥܓ ᾐ ᾙᾐᾁܪ்܏ ிܭᾊ்கᾊ ᾙᾐᾁ܏

  

 

 

jeä úia;r iemhSu i|yd my; j.=j WmldÍ lr .kak 
If you have to produce more details please provide them below  
சܲܢܪܦக ܢக்ܭகல்ܬܭ ܫᾁ்ܢܭகܱக கܳு்ܭܠ்܏ ܫலܡலܥ்ܧܥ ܧᾌ்ܢᾫ் 
wxlh 
Number (Section 
and subsection) 
 க்்ܪܑ

úia;rh  
Details 
 ்ܨܥܲܭ

  
 
 
 
 
 
 
 
 
 
 
 

 

11 

Tn my; frda. fyda wdndO j,ska fmf<kafklao? tfiakï my;ska olajd we;s j.=fõ ms<s;=re imhkak  

Do you have any medical condition that : (If you have answered „Yes‟, please provide details below)  
 ்ܪᾚ ்ܲܧܡலܭܠ்܏ ܫᾌ்்ܥ்ܨܢ ܬகܳச (்ܲܤܕ ಬ்ܐಫ) ,்ܲܧܱܨܭܫᾌ்்ܥக்்ܲܢܱܥ ᾐܭܱܪܱܤܢܕ க்ܢலܱܥܓ ᾐܪ்܏ க்்ܱܣச ܫக் கܳு்்ܳܣ

 ᾫ்ܨܢ ܠலܲܭ

 Tõ  

Yes 
 ்ܐ

ke;  
No 

்ܑலܪ 

 Tõ  

Yes 
 ்ܐ

ke;  
No 

்ܑலܪ 

11.1 ldhsl iqj;djh i|yd ndOl ;sfío? 
^Èùug" iunr;djh /l .ekSug" keùug 
nr tiùug& 
Affects your physical ability i.e. 
stamina, walking, running, balance, 
bending, kneeling,  lifting etc? 

 ,ܦல்ܢ ேக்ܲᾗ்்ܠܓ) கܱܪܲܧܲܢܱܳ ்ܠܓ க்்ܳܣ

 ,்ܢܲܤᾁ ,ܪலܲܤܦே ,்ܢᾌܙ ,்ܢ்ܠܣ

ᾙ்ܬகܱி் ܑு்்ܢ, ᾑ்ᾁ்ܢ சܩ்ܱܥ) 

  ?ܱܨܳܫபக்ܱᾌ் ்ܤலܲܧܦலܱܪܧܑ

 

  11.4 udkisl iunr;djfha fjkila 
;sfío ?  
May impair your consciousness, 
make you black out, lose 
concentration or become, 
confused or disoriented? 
Causes depression, anxiety, panic 
attacks, mood swings, anger etc? 

 ,்ܧܥ ,்ܩ்ܢܥ ,ܲܢ்ܨܲܭ ்ܲܫக்ܢ

 ܤܥ்ܕ ்ܥசகܱ ,்ܩ்ܱܦ ܪலܲܣܤܦ

கܱܱܦܡܨக ᾆܲܣܧலܤᾫ ்ܲܢܱܥᾗ்க், 

 ,்ܢ்ܬܑ ்ܤܱܢܭ܏ ,்ܢᾆ்ு ܪலܢ

ᾁܦܥ்ܬலܪ்܏ ்ܢܠᾐ 

 ்ܢுܱܦ ܩ்ܱܥச ்ܩ்ܱܦᾌܢܪலܲܣ

 ?ܱܦᾌܥ்ܖ
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11.2 Y%jH wdndO ;sfío?  
Affects your hearing in any way? 
 ᾗ்க்்ܲܢܱܥ ்ܩܲܢ்ܲܭகு்ᾁ சக்்ܢ

 ?ܱܭܤܫ்ܓ

 

 

 

  11.5 oDYH wdndO ;sfío ? 

Affects your eyesight in any way? 
 ܭல்ܱܥ ᾐܭܱܪܲܧலகܭ்ܕ கு்ᾁ்ܢ

சகܱܱܫு ܱܢܫ்ܓ?  

 
 

  

11.3 Tng ;o la,dka; .;shla fyda ysi 

lerleùfï fyda isysuo .;shla ;sfío? 

Causes excessive drowsiness? 
 ܪலܲܣ ᾗ்ܫகல ܤܱܦகܲܢ܏ கு்ᾁ்ܢ

 ?ܱܦᾁܱܠ்ܓ

  11.6 YÍrfha fudkhï fldgil ;on, 
fõokdjla ;sfío? 
Causes severe pain? 
 ிܭ ்ܠܓ ܤܱܧܦகு்ᾁ கᾌல்ܢ

 ?ܱܢܫ்ܓ ᾐܭܱܢܖ

 

 

 

  

úia;r 
Comments 
  ்ܨܥܲܭ

 

 

 

 

 

 

12 

ia;%Ska i|yd muKhs  

Only for females 

ப்ܥகு்ᾁ ்ܦᾌ் 

12.1 wjika Tima ùï Èkh  

Last menstrual date (dd/mm/yyyy) 

ܑுܱܧܲܢக ܲܢ ܠ்ܥ்ܖ ்ܱܠܲܭܢܱܦகܲܢ 

         

12.2 l%udkql+, Tima pl%h  
Regular cycles  
 ்ܨே்க ்ܱܠܲܭܢܱܦ ܤܱܧܦலܬܭ

Tõ 

Yes 
 ்ܐ

 ke;  
No 

்ܑலܪ 

  

12.3 fjk;a ia;S% ,sx. moaO;sh wdY%s; frda.  

Any other gynecological problem 

ப்ܧܲܡ்ܥ ே்்ܱܢ சܭு ܖᾐ் ்ܨܲܥேܲலܤக்  

Tõ 

Yes 
 ்ܐ

 ke;  
No 

்ܑலܪ 

 

 

13 

Tn ±kg lsishï fyda T!IO j¾.hla Ndú; lrkafkao ?   
Are you taking medication currently (If „yes‟, Please provide details) 
 .(ᾫ்ܨܢ ܫகல்ܨܥܲܭ ்ܲܤܕ ಬ்ܐಫ) ?ܱܨܳܩᾌ்ᾐகܲܥ்ܧܥ ᾐܱܥச்ܢ ܤலܲܢு்ܦ ᾐܭܱܢܖ க்்ܱܢ

Tõ 

Yes 
 ்ܐ

 ke;  
No 

்ܑலܪ 

 

frda.S ;;ajh  
Condition 

 சܲܩ܏ ்ܱܣ௫ܲܩ௧்  

T!IO j¾.h   
Medications 
ேܲக்ܲலே 

ld,h ^udi& 
Duration (in months) 

கܱܥ்ܪᾁܲܢ (்ܢܱܦக்ܲܫ)  

13.1    

13.2    

13.3    

13.4    

13.5    

14 

Tn flÈkl fyda Y,H l¾uhlg Ndckh ù ;sfío ? 
Have you undergone any surgery including herniotomy, circumcission etc.  

 ேܲக்ܲலே்ᾁܭுல܏ ு்ܢசܖ ܩ்ܱܥச ்ܤܢசேܢு்ܲܭ ,க்்ܳܣ க்ܩܑ ்ܠᾐ ᾁܭܱܢܱܥச்ܕ க்்ܱܢ

 ?ܱܨܭܤܱܫ்ܓ

Tõ 

Yes 
 ்ܐ

 ke;  
No 

்ܑலܪ 

 

frda.S ;;ajh  
Condition 
 ܦலܪலܲܣ

Y,H l¾uh isÿ l, Èkh  
Date of Surgery (d/m/y) 
 ்ܤܲܢ ܢேܲக்ܲலே பே்ܭுல܏

14.1   

14.2   

14.3   

14.4   

14.5   
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15 

Tn flÈkl fyda fkajdislj frday,lska m%;sldr ,nd ;sfío? 
Have you been hospitalized (including day surgery) during the past ? 

 ?ܱܨܳܫு்்ܥகܲ ேܲக்ܲலே ப்ܢ ்ܲܧܪேܱலܧܲܢ்ܭல (ܠܥ்ܓ ேܲக்ܲலேܭுல܏ ்ܱܣ) ᾐܭܱܢܱܥச்ܕ க்்ܱܢ

 

Tõ 

Yes 
 ்ܐ

 ke;  
No 

்ܑலܪ 

 

frda.S ;;ajh  
Condition 
 ܦலܪலܲܣ

ld,h ^Èk .kk& 
Duration (days) 

கܱܥ்ܪᾁܲܢ (்ܱܣக்) 

15.1   

15.2   

15.3   

15.4   

15.5   

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

16 

 tkak;a   

Immunization 

History 

  ்ܩ்ܢு்சܦ ᾌ்ᾗܢ

Tõ 

Yes 
 ்ܐ

ke;  
No 

்ܑலܪ 

Èkh  
^osk$udi$wjq& 

Date 

(dd/mm/yyyy) 

 ܲܢகܲܢ

 

 

17 

 

fndajk frda. 
Communicable 

diseases 
ப்ܱܢுச்ܱܣக் 

 

Tõ 

Yes 
 ்ܐ

ke; 

No 
்ܑலܪ 

Age at 
 ்ܲܢܧܭ

16.1 ;%s;aj tkak;  

BCG 

ᾙ்ᾂ்ᾌ ܔேܲ  
 

   17.1 mefmd,  
Chickenpox 
ே்்ܲܤலܦ  
 

   

16.2 msg.eiau  

Tetanus  

 ிܭ ᾗ்்ܒ

   17.2 c¾uka irïm  

German Measles 

ச ்்ܱܦ ப்ܧܱܲܥலܦ 

  

   

16.3 fmda,sfhda  

Polio 

(Poliomyelitis) 

சܱܥிசܱܧ 
 ்ܢܱܭܫல்ܲܥ்ܫܑ)

   17.3 CIh frda.h  

Tuberculosis  

கܱே ச்ܱܣ  

 

   

16.4 refn,a,d 

Rubella 

ுபܱܪ்ܥ 

   17.4 fix.ud,h  

Hepatitis 

 ே்ܲܬܪܨܒ
 

   

16.5 fix.ud,h - A 

Hepatitis A 

  ேܲ A்ܬܪܨܒ

 

   17.5 lïuq,a.dh  

Mumps 

ᾂலக்க்ᾌ  

 

   

16.6 fix.ud,h - B 

Hepatitis B 

  ேܲ- B்ܬܪܨܒ

 

   17.6 uef,aßhdj  

Malaria 

  ܱܧܱܲܪசܦ
 

   

16.7 irïm" lïuq,a.dh" 
refn,a,d  
MMR 

ே்ܲܤᾙ்ᾐ, 

ᾂலக்க்ᾌ, ுபܱܪ்ܥ 
 

   17.7     

16.8 bka*¨kaid   
H1N1 
 க்்ܱே்்ܭலܩܥ

 

   17.8     

16.9     17.9     

16.10     17.10     
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19 

u;ameka  mdkh  
Alcohol 
 ்ܨᾐேܱܦ

 

Tõ 

Yes 
 ்ܐ

 ke;  
No 

்ܑலܪ 
 

úfYaI wjia:dj,§ muKla  
Social (Occasionally) 

 (ᾐܭܱܢܱܥச்ܕ) ்ܲܫு்ᾐகܲܭ

 

Tõ kï 
If yes  
 ்ܲܤܕ ்ܐ

 

 ld,h ^udi& 
Duration (Months) 
கܱܥ்ܪᾁܲܢ 

 
Èklg ñ,s,Sg¾  
ml per Day  
 ᾫܫ܏ ܤு்கܱܱܣ ுܘ

 

 

20 

fjk;a u;aøjH Ndú;h  
Other addictive drugs  
 ܤக்ܱܱܥுᾐசܱܥப ܩܲܥ

சܱܥல்ܢபܱܥு்க் 

Tõ 

Yes 
 ்ܐ

 ke;  
No 

்ܑலܪ 

 

 
 
 
 

 

21 

ish¿u fldgia i|yd ms<s;=re imhkak “Tõ” kï bÈßfhka olajd we;s 
ys±fiys ms<s;=re imhkak  
CHECK EACH ITEM IF „YES‟ EXPLAIN IN BLANK SPACE TO 
RIGHT  

 ܫᾜ்ܨசܲܢܕ ,்ܲܤܕ ಬ்ܐகᾫ். ಫ்ܲܫܧܠலܲܭ கு்ᾁ்்ܧܠܲܭ ܱܪ்ܕ

பܕ ்ܲܢ்ܠܲܩ்ܭுܢᾫ். 

Tõ 

Yes 
 ்ܐ

ke;  
No 

்ܑலܪ 

fjk;a f;dr;=re  
 Any comments 
 ்ܧܠܲܭ ܧܤலܖ

21.1 

my; i|yka ljr fyda fya;=jla ksid Tn flÈkl fyda /lshdjla 
m%;sCIam lr fyda úÿy,lska wia lSÍula isÿlr ;sfío?   
Have you been refused employment or been unable to hold a 
job or stay in school because of : 
 ்ܲܬܱܢᾐ பܭܱܢܱܥச்ܕ க்்ܱܢ ்ܱܤܲܢ்ܡܨᾐ கܱܭܱܢܖ ு்ܭ்ܲܥ

 ு்ᾁܢᾌܥக்்ܳܣ ிு்ᾐܲܧܪேܱலܠܱܥ ᾐܪ்܏ ு்ᾗ்ᾁܦ

 ?ܱܨܭܤܱܫ்ܓ

   

21.1.1 ridhksl øjH" ¥ú,s" br t<sh" i|yd we;s wê ixfõ§;djh 
ksid  
Sensitivity to chemicals, dust, sunlight, etc.  

 ்ܱܫகܭலܩ்ܱܥச ܲܫܘ ܧு்க், ᾐக், ᾇܱܱܲܥப ்ܤܧேܱܨܑ

 ்ܱܤܢܭᾌܥே்ܭே்்ܲܡܓ ܢᾁ்ܲܦ

   

21.1.2 iuyrla p,k isÿlsÍu j,lajd,k YdÍßl ÿn,;djhka 
ksid  
Inability to perform certain motions  
ேܲ܏ ܪலேᾫகலܫ ச்ܦபக்ܱܤܱܧܲܢ்ܱܳܠܓ ܢܱܪܧܑ ܫ 

ᾁலܱܥܩᾌக்ܱܫ 

   

21.1.3 iuyrla ;k;=re j, rdcldÍ lsÍfï wmyiq;d ksid /ேܲܪ 

 ܢܱܪܧܑ ܠܲܩ்ܭசܩலܲܣ ܫகலܦலܠக ܤகு்கܱܲܭܢܥ

 /்ܱܤܲܧܦல்ܢ
Inability to assume certain positions  

   

21.1.4 wfkl=;a ffjoH fya;+ka ksid  
Other medical reasons (If „yes‟ , give reasons) 
 ܫகல்ܡܨகܱ ,்ܲܤܕ ಬ்ܐಫ) ்ܱܫகܲܡܨகܱ ܭு்ᾐܦ ܧܤலܖ

 (ᾫ்ܨܢ

   

21.2 Tn lsishï udkisl ÿn,;djla i|yd m%;sldr ,nd ;sfío? 
Have you ever been treated for a mental condition? (If „yes‟ 
specify when, where and give details)  

 ?ܱܨܳܫு்்ܥக ேܲக்ܲலே பܱܥ்ܠܱܢப ܦலܪலܲܣ ܪܣܤܦ ு்ܢசܖ க்்ܱܢ

(ಫ்ܐಬ ܏ ,்ܲܤܕᾐ்ܨܥܲܭ ܧܲܩ்ܥகலܨܢ ܫᾫ்) 

   

21.3 
 

Tng flÈkl fyda fi!LH rCIK wdjrK ,nd§u m%;slafIam lr 
;sfío ? 
Have you ever been denied life insurance? (If yes, state 
reason and give details) 
 ᾁ்ܢܭபக்்ܱܦச ܤலܲܧܲܢᾜ் க்ܱᾗுܐ ᾐܭܱܢܱܥச்ܕ கு்ᾁ்ܢ

 ᾜ்ܫகல்ܨܥܲܭ ᾜ்ܢல்ܡܨகܱ ,்ܲܤܕ ಬ்ܐಫ) ?ܱܢܫᾌ்்ܥு்க்ܦ

 (ᾫ்ܨܢ

   

18 

ÿïîu  
 Smoking  
ᾗலகܲܥᾊ்்ܢ 

Tõ 

Yes 
 ்ܐ

 ke;  
No 

்ܑலܪ 

 úfYaI wjia:dj,§ muKla  
Social (Occasionally) 

 (ᾐܭܱܢܱܥச்ܕ) ்ܲܫு்ᾐகܲܭ

 

Tõ kï 
If yes  
 ்ܲܤܕ ்ܐ

 

ld,h ^udi& 
Duration (Months) 
கܱܪᾁܲܢ  

 Èklg ÿïjeá  
Number per Day  
 லக்ܲܡ்ܕ ܤு்கܱܱܣ ுܘ
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21.4 Tn flÈkl fyda Y,Hl¾uhla isÿlr fyda isÿlsÍug ks¾foaY lr 
;sfío?  
Have you had, or have you been advised to have, any 
operation. (If yes, describe and give age at which occurred) 
 ܱܢܫᾌ்்ܥ ்ܫபக்்ܱܦேܲக்ܲலே சܭுல܏ ᾐܭܱܢܱܥச்ܕ கு்ᾁ்ܢ
 ಬ்ܐಫ) ?ܱܢܫᾌ்்ܥக்்ܬܭ ܤேலܱܪசܐ ுܱܦபக்ܱு்ܦᾐ சܪ்܏
 (ᾫ்ܨܢ ᾜ்ܫகல்ܨܥܲܭ ܧܤலܖ ᾫ்ܤܕ ்ܲܢܧܭ ᾐܭܱܧܤலܢ்ܕ ,்ܲܤܕ

   

21.5 YdÍßl" udkisl fyda fjk;a wdndOhla $ ÿ¾j,;djhla ksid Tnj 
wdrCIl ixúOdkhlg n|jd .ekSu m%;slafIamlr ;sfío?  
Have you ever been rejected for military service because of 
physical, mental or other reasons? (If yes, give date and 
reason for rejection) 

 கܱܦܡܨᾌக் கܱܱܥܩᾁல ܧܤலܖ ᾐܪ்܏ ்ܧܲܭܫܓ ,்ܧிܠܓ

 ு்ᾗ்ܦ ܧசே்்ᾗ் பே்்ܐ ܫகல்ܓ ᾁ்ܭᾐக்ܱᾗ ே்ܱ சேலܱܥ

ப்ܲܭܱܲܢக்ܱܢܠ்ܥ? (ಫ்ܐಬ ܦ ,்ܲܤܕு்க்ܠ்ܥலܧܲܩ்ܥ ܦ 

 (ᾫ்ܨܢ ܫகல்ܨܥܲܭ

   

21.6 YdÍßl" udkisl fyda fjk;a wdndOhla ksid Tnj wdrCIl 
ixúOdkhlska fkrmd yer ;sfío?   
Have you ever been discharged from military services 
because of physical, mental or other reasons? (If yes, give 
date, reason and type of discharge) 

 கܱܦܡܨᾌக் கܱܱܥܩᾁல ܧܤலܖ ᾐܪ்܏ ்ܧܲܭܫܓ ,்ܧிܠܓ

 க்்ܳܣ ܲܭܢܥ க்்ܳܣ ிு்ᾐܲܧܭᾐக்ܱᾗ ே்ܱ சேலܱܥ

பே்்ܥ்ܧᾌ்ܱܨܳܫ? (ಫ்ܐಬ ்ܳܣ ,்ܲܤܕக்ܠ்ܥல்ܨܥܲܭ ܧܲܩ்ܥ ܦகலܫ 

 (ᾫ்ܨܢ

   

21.7 Tn lsishï jerÈ l%shdjla i|yd isr.; ùula fyda fjk;a 
wêlrKhl jerÈlrefjl= ù ;sfío?  ^iq¿ r:jdyk jerÈ yer&  
Have you ever been arrested or convicted of a crime, other 
than minor traffic violations, (If yes, provide details) 

சܱܭ ்ܱܠ்ܱܦகܤ ச்ܱܥᾁ்ܨܭᾐ ே்்ܱܢ ேܲு ܭܢுக் ்ܱܢ ,ܨܲܭܢக் 

 ு்ܧசܭலܕ ᾐܪ்܏ ܱܨܭܤܱܢு்ᾁ லகܧபே ்ܩு் ᾁ்ܢசܖ

 ,்ܲܤܕ ಬ்ܐಫ) ?ܱܨܭܠ்ܥக்்ܱܧܲܫܱܭܩᾁ் ்ܱܤܲܩ்ܱܦபܩ்ܦܲܢܳܣ

 (ᾫ்ܨ் ܫகல்ܨܥܲܭ

   

21.8 OdrKh lr .ekSfï fyda fjk;a wOHdmk lghq;= iïnkaO 
ÿn,;djhlg Tn m%;sldr ,nd ;sfío ? 
Have you ever been diagnosed with a learning disability? (If 
yes, provide details)  
ᾁலܱܥܩᾌ ே்ܱܦܢ்ܥக ܲܩ܏ᾁܲܩக் க்ᾌܲܥᾊ்க்்ܥᾌ்ܪ்܏ ܱܢܫᾐ 

ேܲக்ܲலே்ܲܫܧக்்ܥᾌ்ܱܢܫ? (ಫ்ܐಬ ்ܨܥܲܭ ,்ܲܤܕகலܨܢ ܫᾫ்)  

   

 

 
ud úiska by; olajd we;s udf.a fi!LH ;;ajh ms<sn| f;dr;=re i;H yd ksjeros nj;a" ;jo ud úiska udf.a fi!LH ;;ajh ms<sn| wi;H 
f;dr;=rla imhd we;akï ud úiska fuu úYajúoHd,h fj; f.jk ,o mdGud,d .dia;= wdmiq ,nd .ekSulska f;drj iy wem ne÷ïlr 
jákdlu f.ùfuka wk;=rej wOHhk lghq;= w;aysgqùug tlÕ fjñ'   
 

I do hereby declare in honor that the information given above are true and accurate to the best of my knowledge. I am aware that if 

any information given in this declaration are found to be incorrect or false, prior to my selection, I am liable to disqualified and if it 

is found after the selection I am liable to be dismissed without any compensation, and to pay an appropriate bond value to KDU.   

 

சܦச்ܥ்ܨܢ ܪᾌ்ܢ ܫக்ܭக் ܱܧᾫ் ܤܕᾐ ܲܩ܏ᾫ்பக்ᾊܭ ܧல்ܓ ்ܲܧܨலܤܱܧܦலܤܕ ܭᾫ் ேܱܲܤܱܧலܤܕ ܭᾫ் ்ܑܓ ்ܱܣ ்ܱܢுܥܲܢᾌ்ᾐகܲச்ܩ. 

 கܱܨܭܩ்ܧܲܢᾁܢ ்ܱܣ ்ܱܠ்ܥ்ܧܲܩܠக் ்ܤᾙ் ܠܥ்ܧᾫபே்ܱܲܢப ܤܕ ᾐܤܱܧ்ܱܥᾐ பܪ்܏ ᾐܤܱܩܭܢ ு்ܧசܭலܕ க்்ܭகܢ ܫᾌ்்ܥ்ܨܢ ்ܲܢܑ

 ܪܭܱܪܢபக்ܱ ்ܠᾐ்܏ ு்ᾁ்ܢᾌܥக்்ܳܣ ܲܩ்ܲܦᾖᾌகு்ܬܑ ܧலகܢ்ܕ ,்ܱܠ்ܥᾊ்க்ܲܥக்ᾌ ்ܤ்ܲܥ ்ܢܠ்ܥᾌ்க்ܢப்்ܢᾫ், சܤܕ ்ܭᾁசܐ

 .்ܫᾐ்ச்ܲܩ܏ ᾫ்ܤܕ ்ܭᾌசܥ்ܢᾌ்ܥ்ܠ்ܭச ்ܱܣ ᾁ்ܢܭபேு்ᾐ ்ܩல்ܱܧபܲܢܦுܥப்ܡலܲܥ ܤܱܢܧܠᾗல்ܖ ᾁ்ܲܢக்ܬக்ܪகல்ܥ ᾐக்ܱᾗ்ܱܥ

 
 

 

 

………………………………         ……………………………… 

 oskh                 YsIHhdf.a w;aik   
Date             Signature of the applicant 
 ்ܥ்ܱܧலகப ்ܲܧܱܱܲܢܥ்ܡ்ܲܭ             ܲܢகܲܢ
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Part II (a)- Declaration by the Dental Surgeon 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

This is to certify that I have examined Mr/Ms ……………………………………………………………..(Holder of NIC number 
:………………………………..)  on ………/………/ 20 …………….  and declare that he /she is free from any dental disease.  

 

 

              ……………………………… 

                Signature  

Name of the Dental Surgeon : ……………………………………………………………………….. 
 

SLMC Registration Number  : ………………………………………………………………………… 

 

Rubber Stamp    : …………………………………………......................................... 
 

  

  

Dental History  

1 

 Yes No 

1.1 Trauma to Face, Tempero Mandibular joint (TMJ) and teeth     

1.2 Bleeding Gums    

1.3 History of extraction, surgical correction and implanted teeth    

1.4 Facture or carried tooth     

 

Oral Examination 

2 

   

2.1 Number of permanent teeth   

2.2 Dental Caries   

2.3 Periodontal Condition   

2.4 Tongue tie   

2.5 TMJ   

2.6 Septic roots   

2.7 Any other condition   

 

3 

Dental 

Missing Teeth  Resorted teeth 

                                 

8 7 6 5 4 3 2 1 1 2 3 4 5 6 7 8  8 7 6 5 4 3 2 1 1 2 3 4 5 6 7 8 

8 7 6 5 4 3 2 1 1 2 3 4 5 6 7 8  8 7 6 5 4 3 2 1 1 2 3 4 5 6 7 8 

 

Non Resorted teeth  Replaced by denture 

8 7 6 5 4 3 2 1 1 2 3 4 5 6 7 8  8 7 6 5 4 3 2 1 1 2 3 4 5 6 7 8 

8 7 6 5 4 3 2 1 1 2 3 4 5 6 7 8  8 7 6 5 4 3 2 1 1 2 3 4 5 6 7 8 

 

Comments  
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Part II (b) - Declaration by the Medical Officer  

 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

  

 

 

 

Name of the Medical Officer :  

Address :  

 

1 Height   Weight   BMI (Body Mass Index)  

 

General Examination 

2 

 Normal  Abnormal   Normal  Abnormal  

2.1 General Appearance    2.9 R – Upper limb    

2.2 Head, Scalp, Face and Neck    2.10 L – Upper limb    

2.3 Mouth, Throat and Sinuses    2.11 R - Lower limb    

2.4 Chest (Thoracic Wall)   2.12 L – Lower limb    

2.5 Gynecomastia   2.13 Lower limb veins (Varicose)    

2.6 Abdomen    2.14 Testicles and Scrotum (in Males)   

2.7 Inguinal Lymph nodes    2.15 Pelvic examination (in Females)   

2.8 Hernia (abdominal and inguinal)   2.16 Spine (Kyphosis and Scoliosis)    

 
Comments : 

 

 

Cardiovascular System  

3 

3.1 
Blood 
Pressure 

  Systolic (Hg mm) Diastolic (Hg mm)   

3.1.1 Sitting    

3.1.2 Recumbent    

3.1.3 Standing    

3.2 Pulse rate (per min)  

3.3 Pulse character  Normal   Abnormal    

3.4 Pulse Rhythm  Normal   Abnormal    

3.5 Heart Sound  Normal   Abnormal    

3.6 Apex beat  Normal   Abnormal    

 

Respiratory System  

4 

 Right Left Comments 

Normal Abnormal Normal Abnormal  

4.1 Air entry      

4.2 Lung sounds      

4.3 Chest expansion      

4.4 Respiratory rate (per min)    

 

Vision    

5 

Colour of eyes  Black   Brown   Blue   Other   

5.1 Acuity Right  ……/6 Left  ………/6 Comments   

5.2 If the applicant uses the glasses provide 
information  

 
 

  Right Left Comments 

Normal Abnormal Normal Abnormal 

5.3 Eye Movements       

5.4 Accommodation      

 

Hearing / Ears    

6 

 Normal Abnormal Comments 

6.1 External auditory canals     

6.2 Ear Drum   
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This is to certify that I examined Mr/Ms …………………………………………………………….. (Holder of NIC number of the 
candidate  :………………………………..)  on ………/………/ 20……………  and  he /she is physically and mentally in good health. 

He/She is also free from any communicable diseases.  

 

 

              ……………………………… 

                Signature  

Name of the Medical Officer : ……………………………………………………………………….. 
 

SLMC Registration Number  : ………………………………………………………………………… 

 

Rubber Stamp    : …………………………………………............................................... 

Joints of the body     

7 

 Right  Left  Comments 

 Normal Abnormal Normal Abnormal  

7.1 Shoulder        

7.2 Elbow     

7.3 Wrist       

7.4 Hip       

7.5 Knee      

7.6 Ankle      

 

Do you find any evidence of past or present disease of      

8 

8.1 Brain or nervous system   

8.2 Cardio- vascular system  

8.3 Respiratory system 

8.4 Digestive system  

8.5 Abdomen and inguinal region  

8.6 Genito – urinary system  

8.7 Locomotive system  

 

9 Blood Group  A  B  AB  O  RH Positive  Negative   

 

10 Urine 

10.1 Specific gravity   

10.2 Sugar  

10.3 Albumin  

10.4 Red blood cells  

 

11 Glycosilated Heamoglobine (HbAC) Normal   Abnormal    

 

12 Fasting blood sugar  Normal   Abnormal    

 

13 Lipid profile  Normal   Abnormal    

 

14 Blood Ureas / S. Electrolytes  Normal   Abnormal    

 

15 ECG  Normal   Abnormal    

 

16 Chest X- Ray   

 

17 VDRL  Negative   Positive   

 

18 Hep. B Screening  Negative   Positive   

 

19 HIV - 1 Negative   Positive   

 

20 HIV - 2 Negative   Positive   
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GENERAL SIR JOHN KOTELAWALA DEFENCE UNIVERSITY 
 

University Entrance Medical Form 
Day Scholar Programme 

 

Student Registration No : 
 

iïmQ¾K ku ^meyeÈ,s wl=frka& 
Full Name (Block letter) 
KOg;ngaH (ngupa vOj;Jf;fspy;) 
 
 
 

mSGh 
Faculty 
gPlk; 

Wmka Èkh 
Date of Birth  
gpwe;j jpfjp 
 
 
 

Tn mjqf,a lSfjkshdo? 
Your position in family 
ePq;fs; FLk;gj;jpy; vj;jidahtJ 
egH?  

újdyl $ wújdyl  
Married / Single 
jpUkzk; Mdtuh/ 
Mfhjtuh? 

wd.u  
Religion 
rkak; 

cd;sh 
Nationality  
,dk; 
 
 

,smskh ( foudmsh $ Ndrlre  
Address of Parents / Guardian  
Kftup: ngw;NwhH/ ghJfhtyH 

wOHhk ld,h ;=, ,smskh  
Address during course of study 
ghlnewp fhyg;gFjpapy; tpyhrk; 
 
 
 
 

Tnf.a mjqf,a lsisfjl=g my; ±lafjk frda. je<£ ;sfío ? 
 
CIh frda.h     ( Tõ $ ke;                    wêreêr mSvkh iy wfkl=;a yDo frda. ( Tõ $ ke;                            
udkisl frda.   ( Tõ $ ke;                    Èhjeähdj                                 ( Tõ $ ke;         
rla;ySk;djh fyda f,a wdY%s; wfkl=;a frda.  
                   
History of any of the following diseases in members of your family  
 
T.B.                   : Yes / No                                Hypertension and other cardio diseases : Yes / No                                            
Mental illness : Yes / No                                Diabetes Mellitus : Yes / No 
Anemia or other blood disorders  
 
cq;fs; FLk;gj;jpy; ahuhtJ xUtUf;fhtJ gpd;tUk; Neha;fs; fhzg;gl;ldth? 
up.gp  : Mk; / ,y;iy    caH ,uj;j mOj;jk; : Mk; / ,y;iy 
kd mOj;jq;fs;: Mk; / ,y;iy   ePuopT Neha;  : Mk; / ,y;iy 
 

Tfí wdydrh ( t<j¿ muKlao $ uia ud¨ wkqNj lrkafklao? 
Diet  : Vegetarian  / Non vegetarian  
cq;fs; czT : irtk;/ mirtk; 
 
 
Tng my; i|yka frda. ljrla je<£ ;sfío?             Tõ $ ke; 
Tõ kï f;dr;=re imhkak  
Have you suffered from any of the following?  Yes / No 
If any, please give details  
ePq;fs; fPo;tUk; VjhtJ ahjhapDk; Nehahy; ghjpf;fg;gl;BHfsh?  Mk; / ,y;iy   
mg;gbahdhy; tpguq;fis juTk; 
 

 

Form No.2.4 AR (6)  F6 (ii) -M 
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1'  uef,aßhdj" we÷u" CIh frda.h" rEuála WK" jl=.vq frda." yDo frda." ly WK" fix.ud,h" ó 
WK"  
 fvx.= WK" rla;ySk;djh fyda f,a wdY%s; wfkl=;a frda."   

Malaria, Asthma, T.B Rheumatic Fever, Renal Disease, Heart Diseases, Jaundice, Hepatitis 

Leptospirosis, Dengue Fever, Anemia or other blood disorders  

kNyupah> ஆஸ்மா, fhrNeha;> up.gp thjf;fha;r;ry;> rpWePuf Neha;> nrq;fkhup> <uyoh;r;rp> 
,Uja Neha;fs;, Nyg;Nlh];igNuhrp];> nlq;F fha;r;ry,; இரத்தr; ச ாகை அல்லது NtW இரத்தf; 
சைாளாறுைள் 

 

 
 
 
 
2' l¾K wdidok" weiSu wvqlu" fmkSu wvqlu  

Ear Infections, Defective Hearing, Defective Vision 
fhJ njhw;W> Nfl;ly; FiwghLfs;> ghHit FiwghLfs;. 
 

 
 
3' levqï ìÿï" N.ak" wfkl=;a nrm;, ;=jd, iy ykaos bosóu  

Bone Fractures, joint dislocations, Major Injuries and joint swelling   
vYk;G KwpTfs;> ngupa fhaq;fs; 

 
 
 
 

 
4' óg l,ska Tn Y,Hl¾uhlg Ndckh ù ;sfío? 

 Tõ kï f;dr;=re imhkak  
     Have you undergone any surgical operation?  

If any, please give details  
     ePq;fs; VjhtJ rj;jpu rpfpr;;irf;F cl;gLj;jg;gl;Ls;sPuh?  

mg;gbahdhy; tpguq;fis juTk; 
 
 
 
 

 
5'  CIh frda.h ^î iS Ô& .,mg, frda.h ^ãma;srshdj&" msg.eiau ^fggkia&" nd,l mCI>d;h 

WKika;smd;h" irïm" lïuq,a .dh hk frda. j<lajd,k mßÈ Tn tkak;a lr ;sfío? 
Have you been vaccinated against – T.B. (B.C.G.), Diphtheria, Tetanus, Polio, Typhoid, Measles, 
Mumps?  

  up.gp (gp.rp.[p)> njhz;il fug;ghd;> jir ,Og;Gf;fs;> NghypNah> ijnghapl;L> rpd;dKj;J> 
       jhilapy; Vw;gLk; tPf;f tpahjp> Ungy;yh (vk;vk;MH) 
 
 
 
 
 
6'  udkisl wdndO" ó ueiafudrh" brejdroh   

Mental illness, Epilepsy, Migraine  
kd Neha;fs;> fhf;if typg;G 

 
 6'1 ±kg Tn udkisl frda. i|yd m%;sldr ,nd .kafkao? 

 Tõ kï f;dr;=re imhkak ^frda. úksYaph" fnfy;a" ufkdaÑls;ail$ udkisl frda. úfYaI{  
 ffjoH& 
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 Are you taking treatment for a mental illness at present ? 
 If Yes – give details (diagnosis, medication, psychological counsellor /psychiatrist) 
 ePq;fs; jw;NghJ kdNeha;fSf;fhf rpfpr;ir ngw;W tUfpwPHfsh? 
 Mk; vd;why; tpguq;fis juTk; (fz;Lgpbf;fg;gl;l tpahjp> kUe;J> cdåay; 

mNyhrgh;Æ  
 kdNeha; kUj;JtH)  
 

 
6'2  w;S;fha Tn udkisl frda. i|yd m%;sldr ,nd f.k ;sfío? 
 Tõ kï f;dr;=re imhkak ^frda. úksYaph" fnfy;a" ufkdaÑls;ail$ udkisl frda. úfYaI{  
 ffjoH& 

Have you ever been treated for a mental illness ? 
If Yes – give details (diagnosis, medication, psychological counsellor /psychiatrist) 

 ePq;fs; kdNeha;fSf;fhf vg;NghjhtJ rpfpl;r;ir ngw;W ,Uf;fpwPHfsh? 
 Mk; vd;why; tpguq;fis juTk; (fz;Lgpbf;fg;gl;l tpahjp> kUe;J> cdåay; 

mNyhrgh;Æ  
 kdNeha; kUj;JtH)  

 
 
 
 
 
 
   

7' ,sx.dYs%; frda.  
 Sexually Transmitted Diseases (STD)  
 ghYWg;G njhlHghd Neha;fs; 
 

7'1 óg l,ska ,sx.dYs%; frda. i|yd m%;sldr ,ndf.k ;sfío? Tõ $ ke; 
Tõ kï f;dr;=re imhkak  

 Have you ever been undergone treatments for STD? Yes/No 
 If any please give details  

ePu; vg;NghjhtJ ghYWg;G njhlHghd Neha;fshy; ghjpf;fg;gl;BHfsh? Mk;/,y;iy  
  
mg;g;bahdhy; jaTnra;J tpgufisj; juTk.; 

 
 
 
 
 
 
8'   p¾u frda. iy wdid;añl;djka ^wdydr" fnfy;a fyda fjk;a&  

Skin diseases & allergies (Food, drug or any other types)  
சதால் ச஥ாய்ைள் மற்றும் ஒவ்வாகம ( உணவு , மருந்து அல்லது சவறு எந்த வகையா஦) 
 
 
8'1 Tn óg by;§ Wla; frda.S ;;ajhka i|yd m%;sldr ,ndfok ;sfío? 

tfiakï f;dr;=re imhkak  
Have you ever been treated or investigated for above mentioned conditions? If yes please give 
details  
ePq;fs; vg;NghjhtJ Njhy; Neha;fshy; ghjpf;fg;gl;BHfsh? Mk; / ,y;iy    
mg;g;bahdhy; jaTnra;J tpgufisj; juTk.; 
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9'   Tn óg by;§ lsishï nrm;, frda.dndOhla i|yd frday,a .;j fyda idhkhlska" fláld,Skj 
fyda  §¾> ld,Skj m%;sldr ,nd ;sfío? Tõ $ ke; 

Tõ kï f;dr;=re imhkak  
Were you ever been treated as an inward or out patient from a private / public hospital for any 
serious illness? Yes/No 
Please provide details.  
ePu; ahjhapDk; Nehahy; ghjpf;fg;gl;L murhq;f my;yJ jdpahu; itj;jparhiyapy; 
rpfpr;ir ngw;wPu;fsh? Mk; / ,y;iy     
mg;g;bahdhy; jaTnra;J tpguq;fisj; juTk.; 
 
 
 
 

 
10' j¾;udkfha Tn lsishï frda.dndOhla i|yd m%;sldr ,nd .kafkao?  

Tõ kï f;dr;=re imhkak ^frda. úksYaph" fnfy;a& 
Are you currently on any treatments ? 
If Yes – give details (diagnosis, medication) 
ePq;fs; jw;NghJ VjhtJ rpfpr;irf;F cl;gLj;jg;gl;Ls;sPuh? 

      Mk; vd;why; tpguq;fis juTk; ( fz;Lgpbf;fg;gl;l tpahjp> kUe;J) 
 
 
 
 
 
 
 
 
 
 
 

11' m%ldYkh  
 
 ud úiska by; olajd we;s udf.a fi!LH ;;ajh ms<sn| f;dr;=re i;H yd ksjeros nj;a" ;jo ud 

úiska udf.a fi!LH ;;ajh ms<sn| wi;H f;dr;=rla imhd we;akï ud úiska fuu úYajúoHd,h 
fj; f.jk ,o mdGud,d .dia;= wdmiq ,nd .ekSulska f;drj fyda wem ne÷ïlr jákdlu 
f.ùfuka wk;=rej wOHhk lghq;= w;aysgqùug tlÕ fjñ'   

 
Declaration 
I hereby agreed that provision of false information with regards to my medical condition would 
be severely dealt with and may result discontinuation of studies without refunding or charging 
the bond value.  
 

       cWjpg;gLj;jy; 
   NkNy Fwpg;gplg;gl;l kUj;Jt rk;ge;jkhd midj;J tplaq;fSk; rupahditahf ,y;yhj 

gl;rj;jpy; mJ vd;Dila fy;tpia njhluKbahkYk;;> gzj;ij kPs;ngw KbahkYk;; 
cWjpg;gj;jpuq;fspd; kjpg;Gf;fs; mw;Wg; NghFnkdTk; ehd; ,j;jhy; xj;Jf;nfhs;fpNwd;. 

 
 
 
 

 …………………….     …………………………   
 Èkh          YsIHhdf.a w;aik   
  Date      Signature of Student  

 jpfjp      khztdpd; ifnahg;gk; 
 
 
 
igyk  ( f;dr;=re iemhSfï § we;s bvlv m%udKj;a fkdfõ kï ta i|yd w;sf¾l lvodis Ndú;d l, yelsh 
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Note  :  Please attach separate papers when the space provided is not sufficient. 
Fwpg;G  :  ,ilntspfs; Nghjhj gl;rj;jpy; Nkyjpf jhs;fisg; gad;gLj;jTk;. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

FOR USE OF MEDICAL OFFICER 

 

Ht   Weight   Chest     Expiration  Inspiration  
 
Vision- R  Glasses   Color Vision    Normal / Blind 
 L 
   No Glasses      Red  
             Green 
 
Posture -Good / Fair/Poor 

Ears    Skin    X-Ray Report 

Nose    Thyroid    Mantoux Test : Positive/ Negative  

Mouth    Breasts    B.C.G. Given / Not Given 

Pharynx   Pulse    Hb % 

Hernia Orifices   B.P.    Stools 

Genitalia   Heart Sound   Urine – albumin  

Limbs    Lungs    Sugar 

Spine & Chest Wall  Nervous System  V.D.R.L. 

 

 

TYPE OF DEFECTS 
 

Ocular    Medical      Action taken:  

Dental     Dermatological     
1. Referred to a consultant forthwith  
2. Referral post-poned till convenient  
3. Treated at Health Centre. 
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ENT    Psychological    

Surgical / Orthopaedic   

 
 
 
 
………………………. 
          Signature  
 
Name of Medical Officer  : ………………………………………………….. 
 
SLMC Registration No. : ………………………………………………….. 
 
Rubber Stamp  
 
 
 
 
 
 
 
 
 
 
 
 
 

 
 
 

igyka $ Notes 
 

wod, mÍCId lsÍu l, njg ffjoH ks<Odßhdf.a w;aik" Y%S ,xld ffjoH iNdfõ ,shdmÈxÑ wxlh yd ks, uqødj ;nd 
we;akï muKla j,x.= fõ' 

This form is only accepted with signature, Name, SLMC registration number and rubber stamp of the responsible medical 
officer. 
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GENERAL SIR JOHN KOTELAWALA DEFENCE UNIVERSITY 
 

University Entrance Medical Form 
Day Scholar Programme 

 
Student Registration No : 

 

iïmQ¾K ku ^meyeÈ,s wl=frka& 
Full Name (Block letter) 
KOg;ngaH (ngupa vOj;Jf;fspy;) 
 

mSGh 
Faculty 
gPlk; 

Wmka Èkh 
Date of Birth  
gpwe;j jpfjp 
 
 
 

 

Tn mjqf,a lSfjkshdo? 
Your position in family 
ePq;fs; FLk;gj;jpy; vj;jidahtJ egH?  

újdyl $ wújdyl  
Married / Single 
jpUkzk; Mdtuh/ 
Mfhjtuh? 

wd.u  
Religion 
rkak; 

cd;sh 
Nationality  
,dk; 
 
 

,smskh ( foudmsh $ Ndrlre  
Address of Parents / Guardian  
Kftup: ngw;NwhH/ ghJfhtyH 

wOHhk ld,h ;=, ,smskh  
Address during course of study 
ghlnewp fhyg;gFjpapy; tpyhrk; 
 
 
 
 

Tnf.a mjqf,a lsisfjl=g my; ±lafjk frda. je<£ ;sfío ? 
 

CIh frda.h                           ( Tõ $ ke;  wêreêr mSvkh iy wfkl=;a yDo frda. ( Tõ $ ke;                            
udkisl frda.                         ( Tõ $ ke;  Èhjeähdj                                 ( Tõ $ ke;    
rla;ySk;djh fyda f,a wdY%s; frda. ( Tõ $ ke;   
                         
History of any of the following diseases in members of your family  
 

T.B                                                     : Yes / No       Hypertension and other cardio diseases   : Yes / No                                            
Mental illness                                  : Yes / No        Diabetes Mellitus                                          : Yes / No 
Anemia or other blood disorders : Yes / No         
 
cq;fs; FLk;gj;jpy; ahuhtJ xUtUf;fhtJ gpd;tUk; Neha;fs; fhzg;gl;ldth? 
 

b.gp (hpgp)     : Mk; / ,y;iy    caH ,uj;j mOj;jk; : Mk; / ,y;iy 
kd mOj;jq;fs;   : Mk; / ,y;iy   ePuopT Neha;  : Mk; / ,y;iy 
 
 

Tfí wdydrh ( t<j¿ muKlao $ uia ud¨ 
wkqNj lrkafklao?  
Diet  : Vegetarian  / Non vegetarian  
cq;fs; czT : irtk;/ mirtk; 

wd¾;j pl%h       ( wdrïNl jhi 
Menstrual Cycle  ( Age of onset  
khjtplha; rf;fuk; : Mk; / ,y;iy   
 
wd¾;j fõokdj   ( we; $ ke;  
Menstrual Pain   ( Yes / No  
khjtplha; typ   : Mk; / ,y;iy   
 
l%udkQl+, nj     ( we; $ ke;  
Regular Cycle/ Irregular Cycle  
tof;fkhd Row;rp / xOq;fw;w Row;rp 
 

 

Fom No. 2.4 AR (6) F6 (ii) - F 
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fu!;% ,sx.sl moaO;sh wdY%s; frda.    ( we; $ ke; 
Genito-Urinary lesions / diseases  ( Yes / No 
rpWePuf Nahdptop Gz;fs; / Neha;fs;    : Mk; / ,y;iy  

  
Tng my; i|yka frda. ljrla je<£ ;sfío?             Tõ $ ke; 
Tõ kï f;dr;=re imhkak  
 
Have you suffered from any of the following?  Yes / No 
If any, please give details  
 
ePq;fs; fPo;tUk; ahjhapDk; Nehahy; ghjpf;fg;gl;ltuh? Mk; / ,y;iy   
mg;gbahdhy; tpguq;fis juTk; 
  
1'  uef,aßhdj" we÷u" CIh frda.h" rEuála WK" jl=.vq frda." yDo frda." ly WK" fix.ud,h" ó 
WK"  
 fvx.= WK" rla;ySk;djh fyda f,a wdY%s; wfkl=;a frda."   

Malaria, Asthma, T.B Rheumatic Fever, Renal Disease, Heart Diseases, Jaundice, Hepatitis 

Leptospirosis, Dengue Fever, Anemia or other blood disorders  

kNyupah> ஆஸ்மா, fhrNeha;> up.gp thjf;fha;r;ry;> rpWePuf Neha;> nrq;fkhup> <uyoh;r;rp> 
,Uja Neha;fs;, Nyg;Nlh];igNuhrp];> nlq;F fha;r;ry,; இரத்தr; ச ாகை அல்லது NtW இரத்தf; 
சைாளாறுைள் 

 

 
 
 
 
 
2' l¾K wdidok" weiSu wvqlu" fmkSu wvqlu  
    Ear Infections, Defective Hearing, Defective Vision 
    fhJ njhw;W> Nfl;ly; FiwghLfs;> ghHit FiwghLfs; 
 
 
 
 
 
3' levqï ìÿï" N.ak" wfkl=;a nrm;, ;=jd, iy ykaos bosóu  

Bone Fractures, joint dislocations, Major Injuries and joint swelling   
vYk;G KwpTfs;> ngupa fhaq;fs; 

 
 
 
 

 
4' óg l,ska Tn Y,Hl¾uhlg Ndckh ù ;sfío? 

 Tõ kï f;dr;=re imhkak  
     Have you undergone any surgical operation?  

If any, please give details  
     ePq;fs; VjhtJ rj;jpu rpfpr;;irf;F cl;gLj;jg;gl;Ls;sPuh?  

mg;gbahdhy; tpguq;fis juTk; 
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5' CIh frda.h ^î'iS'Ô&" .,mg, frda.h ^ãma;srshdj&" msg.eiau ^fggkia&" nd,l mCI>d;h   
WKika;smd;h" irïm" lïuq,a .dh hk frda. j<lajd,k mßÈ Tn tkak;a lr ;sfío? 
Have you been vaccinated against – T.B. (B.C.G.), Diphtheria, Tetanus, Polio, Typhoid, Measles, 
Mumps, Rubella (MMR) ?  

   hp.gp (gp.rp.[p)> njhz;il fug;ghd;> jir ,Og;Gf;fs;> NghypNah> ijnghapl;L> rpd;dKj;J> 
       jhilapy; Vw;gLk; tPf;f tpahjp> Ungy;yh (vk;vk;MH) 
 
  
 
 
 
6'  udkisl wdndO" ó ueiafudrh" brejdroh   

Mental illness, Epilepsy, Migraine  
kd Neha;fs;> fhf;if typg;G 

 
 
 6'1 ±kg Tn udkisl frda. i|yd m%;sldr ,nd .kafkao? 

 Tõ kï f;dr;=re imhkak ^frda. úksYaph" fnfy;a" ufkdaÑls;ail$ udkisl frda. úfYaI{  
 ffjoH& 
 Are you taking treatment for a mental illness at present ? 
 If Yes – give details (diagnosis, medication, psychological counsellor /psychiatrist) 
 ePq;fs; jw;NghJ kdNeha;fSf;fhf rpfpr;ir ngw;W tUfpwPHfsh? 
 Mk; vd;why; tpguq;fis juTk; (fz;Lgpbf;fg;gl;l tpahjp> kUe;J> cdåay; 

mNyhrgh;Æ  
 kdNeha; kUj;JtH)  

 
 
 
 

6'2  w;S;fha Tn udkisl frda. i|yd m%;sldr ,nd f.k ;sfío? 
 Tõ kï f;dr;=re imhkak ^frda. úksYaph" fnfy;a" ufkdaÑls;ail$ udkisl frda. úfYaI{  
 ffjoH& 

Have you ever been treated for a mental illness ? 
If Yes – give details (diagnosis, medication, psychological counsellor /psychiatrist) 

 ePq;fs; kdNeha;fSf;fhf vg;NghjhtJ rpfpl;r;ir ngw;W ,Uf;fpwPHfsh? 
 Mk; vd;why; tpguq;fis juTk; (fz;Lgpbf;fg;gl;l tpahjp> kUe;J> cdåay; 

mNyhrgh;Æ  
 kdNeha; kUj;JtH)  

 
  
 
 
 
7' ,sx.dYs%; frda.  
 Sexually Transmitted Diseases (STD)  
 ghYWg;G njhlHghd Neha;fs; 
 

7'1 óg l,ska ,sx.dYs%; frda. i|yd m%;sldr ,ndf.k ;sfío? Tõ $ ke; 
Tõ kï f;dr;=re imhkak  

 Have you ever been undergone treatments for STD? Yes/No 
 If any please give details  

ePu; vg;NghjhtJ ghYWg;G njhlHghd Neha;fshy; ghjpf;fg;gl;BHfsh? Mk;/,y;iy  
  
mg;g;bahdhy; jaTnra;J tpguE;fisj; juTk.; 
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8'   p¾u frda. iy wdid;añl;djka ^wdydr" fnfy;a fyda fjk;a&  

Skin diseases & allergices (Food, drug or any other types)  
சதால் ச஥ாய்ைள் மற்றும் ஒவ்வாகம ( உணவு , மருந்து அல்லது சவறு எந்த வகையா஦) 
 
8'1 Tn óg by;§ Wla; frda.S ;;ajhka i|yd m%;sldr ,ndfok ;sfío? 

tfiakï f;dr;=re imhkak  
Have you ever been treated or investingated for above mentioned conditions? If yes please give 
details  
ePq;fs; vg;NghjhtJ Njhy; Neha;fshy; ghjpf;fg;gl;BHfsh? Mk; / ,y;iy    
mg;g;bahdhy; jaTnra;J tpgufisj; juTk.; 
 
 
 

 
 

9'   Tn óg by;§ lsishï nrm;, frda.dndOhla i|yd frday,a .;j fyda idhkhlska" fláld,Skj 
fyda  §¾> ld,Skj m%;sldr ,nd ;sfío? Tõ $ ke; 

Tõ kï f;dr;=re imhkak  
Were you ever been treated as an inward or out patient from a private / public hospital for any 
serious illness? Yes/No 
Please provide details.  
ePu; ahjhapDk; Nehahy; ghjpf;fg;gl;L murhq;f my;yJ jdpahu; itj;jparhiyapy; 
rpfpr;ir ngw;wPu;fsh? Mk; / ,y;iy     
mg;g;bahdhy; jaTnra;J tpguq;fisj; juTk.; 
  
 
 
 
 
 
 

10' j¾;udkfha Tn lsishï frda.dndOhla i|yd m%;sldr ,nd .kafkao?  
Tõ kï f;dr;=re imhkak ^frda. úksYaph" fnfy;a& 
Are you currently on any treatments ? 
If Yes – give details (diagnosis, medication) 
ePq;fs; jw;NghJ VjhtJ rpfpr;irf;F cl;gLj;jg;gl;Ls;sPuh? 

      Mk; vd;why; tpguq;fis juTk; ( fz;Lgpbf;fg;gl;l tpahjp> kUe;J) 
 
 
 
 
 
 
 
 
 

11' m%ldYkh  
 ud úiska by; olajd we;s udf.a fi!LH ;;ajh ms<sn| f;dr;=re i;H yd ksjeros nj;a" ;jo ud 

úiska udf.a fi!LH ;;ajh ms<sn| wi;H f;dr;=rla imhd we;akï ud úiska fuu úYajúoHd,h 
fj; f.jk ,o mdGud,d .dia;= wdmiq ,nd .ekSulska f;drj fyda wem ne÷ïlr jákdlu 
f.ùfuka wk;=rej wOHhk lghq;= w;aysgqùug tlÕ fjñ'   

 
Declaration 
I hereby agreed that provision of false information with regards to my medical condition would 
be severely dealt with and may result discontinuation of studies without refunding or charging 
the bond value.  

  
       cWjpg;gLj;jy; 
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   NkNy Fwpg;gplg;gl;l kUj;Jt rk;ge;jkhd midj;J tplaq;fSk; rupahditahf ,y;yhj 
gl;rj;jpy; mJ vd;Dila fy;tpia njhluKbahkYk;;> gzj;ij kPs;ngw KbahkYk;; 
cWjpg;gj;jpuq;fspd; kjpg;Gf;fs; mw;Wg; NghFnkdTk; ehd; ,j;jhy; xj;Jf;nfhs;fpNwd;. 

 
 
 
 

 …………………….     …………………………   
 Èkh          YsIHdjf.a w;aik   
  Date      Signature of Student  

 jpfjp      khztdpd; ifnahg;gk; 
 
 
igyk  ( f;dr;=re iemhSfï § we;s bvlv m%udKj;a fkdfõ kï ta i|yd w;sf¾l lvodis Ndú;d l, yelsh 
Note  :  Please attach separate papers when the space provided is not sufficient. 
Fwpg;G  :  ,ilntspfs; Nghjhj gl;rj;jpy; Nkyjpf jhs;fisg; gad;gLj;jTk;. 
 
 
FOR USE OF MEDICAL OFFICER 
 

Ht   Weight  Chest   Expiration   Inspiration  
 
Vision- R  Glasses Color Vision   Normal / Blind 
 L  No Glasses 
        Red    
          Green 
 
Posture -  Good / Fair/Poor 

Ears    Skin    X-Ray Report 

Nose    Thyroid    Mantoux Test : Positive/ Negative 

Mouth    Breasts    B.C.G. Given / Not Given 

Pharynx   Pulse    Hb % 

Hernia Orifices   B.P.    Stools 

Genitalia   Heart Sound   Urine – albumin  

Limbs    Lungs    Sugar 

Spine & Chest Wall  Nervous System  V.D.R.L. 

 

 
 
TYPE OF DEFECTS 
 

Ocular    Medical     Action taken:  

Dental     Dermatological     

ENT    Psychological    

Surgical / Orthopaedic   

 
 
 

………………………. 

1. Referred to a consultant forthwith  
2. Referral post-poned till convenient  
3. Treated at Health Centre. 
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         Signature  
 
Name of Medical Officer  : ………………………………………………….. 
 
SLMC Registration No. : ………………………………………………….. 
 
Rubber Stamp  
 
 
 
 
 
 

igyka $ Notes 
 
wod, mÍCId lsÍu l, njg ffjoH ks<Odßhdf.a w;aik" Y%S ,xld ffjoH iNdfõ ,shdmÈxÑ wxlh yd ks, uqødj ;nd 
we;akï muKla j,x.= fõ' 
This form is only accepted with signature, Name, SLMC registration number and rubber stamp of the responsible medical 
officer.  
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ANNEX 2.5- PERMANENT CIVIL STAFF WELFARE FUND 

 

       Relevant  Forms          Page Number 

 Membership  270-272 

 Death Donation  273-275 

 Transport Facilities  276-278 

 Welfare Loan, Insurance  279-282 
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Form No. 2.5 Civil Welfare (1) F1 (ii) 

idudcsl b,a¨ïm;%h$f;dr;=re m;%sldj E P F wxlh  

 jegqma wxlh  

 

1. ku ^uq,l=re iu.&: …..…………………………………………..……………………………………………………… 

2. ia;%S$mqreI Ndjh : …..……………………… jsjdyl$wjsjdyl Ndjh : ………………………... 

3. j;auka ;k;=r yd fY%aKsh : …..…………………………………………………………………………..…. 

4. fldwdjs ia:sr m;ajSuz oskh : …..…………………………   

5. Wmka oskh: …………………….………… cd' ye' wxlh : …………………………..……..……………… 

6. ia:sr ,smskh : …..…………………………………….……………………………………………………………… 

  ..…………………………………….………………………………………………………………….. 

jsYajjsoHd,fha isg oqr ls'uS'  : …………….………….………………… 

7. oqrl:k wxlh : ……………………………………  j;auka fiajd ia:dkh : …..…………………… 

8. jsoHq;a ;emE, ,smskh ( e-mail )    : ………………………………………………………………………………… 

9. mjqf,a f;dr;=re 

* cSj;aj isák whf.a jsia;r muKla i|yka lrkak'  

 

I. l,;%hdf.a ku ^uq,l=re iu.& : .…………………………………….……………..…………………. 

Wmka jrAIh : .………………………… 

 

 

 

 

 

 

 

tluq;=j m%.;shhs 

 

iaÓr ld¾h uKav, iqNidOl wruqo, 
fckrd,a Y%Su;a fcdaka fld;,dj, wdrCIl úYajúoHd,h 

l|j,j;a; - r;au,dk 

 

Permanent Staff Welfare Fund 

General Sir John Kotelawala Defence University 
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II. mshdf.a ku ^uq,l=re iu.& : .………………………………………………………………………. 

oekg mosxps ,smskh : .……………………………………………….…………………………………. 

    ………………………………..………………………….……………………….. 

jsYajjsoHd,fha isg oqr ls'uS'   : ………………… Wmka jrAIh : .………………………... 

III. ujf.a ku ^uq,l=re iu.& : .………………………………………………………………………. 

oekg mosxps ,smskh : .……………………………………………….…………………………………. 

    …………………………………………………………………………………….. 

jsYajjsoHd,fha isg oqr ls'uS'   : ………………… Wmka jrAIh : .………………………… 

IV. l,;%hdf.a mshdf.a ku ^uq,l=re iu.& : .…………………………………………………………… 

oekg mosxps ,smskh : .………………………………………………………………………………….. 

    …………………………………………………………………………………….. 

jsYajjsoHd,fha isg oqr ls'uS'   : ………………… Wmka jrAIh : .………………………… 

V. l,;%hdf.a ujf.a ku ^uq,l=re iu.& : .…………………………………………………………… 

oekg mosxps ,smskh : .……………………………………………….………………………………….. 

    …………………………………………………………………………………….. 

jsYajjsoHd,fha isg oqr ls'uS'   : ………………… Wmka jrAIh : .………………………… 

 

VI.   Tn jsjdyl kuz Tnf.a wjsjdyl orejka ms<sn| jsia;r 
 

  ku ^uq,l=re iu.&    ia;%S$mqreI Ndjh     Wmka jrAIh 
 

 (i) : …..…………………………………….……………… ………………………… ………….… 

 (ii) : …..…………………………………….……………… ………………………… ………….… 

 (iii) : …..…………………………………….……………… ………………………… ………….… 

 (iv) : …..…………………………………….……………… ………………………… ………….… 

 (v) : …..…………………………………….……………… ………………………… ………….… 

VII. Tn wjsjdyl kuz Tnf.a wjsjdyl ifydaor$ifydaorshka ms<sn| jsia;r 

  ku ^uq,l=re iu.&    ia;%S$mqreI Ndjh     Wmka jrAIh 
 

 (i) : …..…………………………………….……………… ………………………… ………….…… 

 (ii) : …..…………………………………….……………… ………………………… ………….…… 

  (iii) : …..…………………………………….……………… ………………………… ………….……
  

--------------------------------------------------------------------------------------------10. m%ldYh 
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ud úiska fuys bosrsm;a lr we;s f;dr;=re udf.a oekqu mrsos ksjeros iy i;H njg;a" tu 
f;dr;=re j, hï fjkila jqjfyd;a ta ms<sn|j läkñka wruqo, fj; okajkq ,nk 
njg;a" idudcsl;ajh ,nd .;a miq wruqof,a jHjia:djg iy wruqKq j,g tlÛj 
lghq;= lrk njg;a" idudcsl;ajh msrskeófï iy mj;ajdf.k hdfuz kS;s-rS;Ska j,g 
tlÛ jk njg;a fuhska iy;sl lr m%ldY lrus' 

      w;aik : ……………………………….………………… 

oskh  : ……………………………  ku : …………………………………………….…… 

-------------------------------------------------------------------------------------------- 

11. iy;sl lsrSu ^kj idudcsl$idudcsldjka i|yd muKs& 

by; ku i|yka ……………………………………………………………………………………… uhd$ñh$fuú 

úiska fuu b,a¨ïm;%fhys$f;dr;=re m;%sldfjys i|yka lr we;s f;dr;=re Tyq$weh jsiska 

fld;,dj, wdrCIl jsYajjsoHd,h fj; ,nd oS we;s f;dr;=re yd iief|k nj;a, 

Tyq$weh ……………………………………....  osk isg n,meje;afjk mrsos fld;,dj, wdrCIl 

jsYajjsoHd,fhys ia:sr ;k;=rlg m;a lr we;s nj;a, ia:sr ldrAh uKav, iqNidOl 

wruqof,a idudcsl;ajh ,nd .ekSu i|yd iqoqiq nj fuhska ksrAfoaY lrñ' 

……………………………….   …………………………………….……………………………. 

oskh     fcHaIaG iyldr f,aLldOsldrS ^wdh;k& 

        ^rnrA uqo%dj& 

-------------------------------------------------------------------------------------------- 

12. ldrAhd,Sh m%fhdackh i|yd 

 

by; ku i|yka ……………………………………………………………………………………… uhd$ñh$fuú 

fj; ……………………………………....  osk isg n,meje;afjk mrsos fld;,dj, wdrlaIl 

úYajjsoHd,hSh ia:sr ldrAh uKav, iqNidOl wruqof,a idudcsl;ajh msrskuk ,oS' 

 

  …………………………………    ………………………………..  

  .re f,aluz     .re iNdm;s 

    

  oskh : …………………………….   oskh : ……………………………. 
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 Form No. 2.5 Civil Welfare (3) F3(ii) 

 

 

 

 

 

 

 

tluq;=j m%.;shhs 

 

iaÓr ld¾h uKav, iqNidOl wruqo, 
fckrd,a Y%Su;a fcdaka fld;,dj, wdrCIl úYajúoHd,h 

l|j,j;a; - r;au,dk 

 

Permanent Staff Welfare Fund 

General Sir John Kotelawala Defence University 
 

 

 

 

wjux.,H W;aij i|yd iyNd.sùu 
 
01 fiajlhd$fiaúldjf.a ku :  …………………………..…………………………..…….……uhd $ ñh $ fuú  

02 ñh.sh mqoa.,hdf.a «;S;ajh :  …………………………..………………………….……… 

03 uD; foayh ;ekam;a lr ;snQ ,smskh:   ………………………….……………..………………………….… 

       …………………….…………………..………………………….… 

04 iyNd.s jQoskh  :   ………………………….…  jdyk wxlh :   ……………….…….. 

05 msg;aùu:fmrjre$miajre……………………… meusKSu  :fmrjre$miajre………………….… 

06 rsheoqref.a ks<h, ku yd fiajd wxlh :………………………………………………………….……………. 

07 uKq lshjSu : msg;aùu:  lsf,da ógr ………………… meusKSu:  lsf,da ógr ……………… 

08 hdug iy taug uq¨≥r : lsf,da ógr …………………… 

09 jdykh .uka l<udrA.h : …………………………………….……………..………………………….… 

      …………………….……………………………..………………………….… 

      …………………….……………………………..………………………….… 

10 .ukdOsm;sf.aku :  …………………………..………………………….……… 
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 ku ;k;=r w;aik 

01    
02    
03    
04    
05    
06    
07    
08    
09    
10    
11    
12    
13    
14    
15    
16    
17    
18    
19    
20    
21    
22    
23    
24    
25    
26    
27    
28    
29    
30    

 

11 iyNd.s jk .Kk : 

wOHhk jsOdhl ,smslre$iu fY%aKs LKsIaG fiajd tl;=j 
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12 fjk;a jshouz  :  

 ………………………….………………………………………………………………………………….. 

 ……………………………………………………………………………………………………………… 

 ……………………………………………………………………………………………………………… 

 ……………………………………………………………………………………………………………… 

 ……………………………………………………………………………………………………………… 

 

13 fjk;a lreKq  :  

………………………….………………………………………………………………………………….. 

………………………….………………………………………………………………………………….. 

………………………….………………………………………………………………………………….. 

     

…………………………………………………………………………. 
.ukdOsm;s     wkq lusgq iNdm;s 
 
     
oskh :  ……………………....    
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 Form No. 2.5 Civil Welfare (3) F3(i) 

 

 

 

 

 

 

 

tluq;=j m%.;shhs 

 

iaÓr ld¾h uKav, iqNidOl wruqo, 
fckrd,a Y%Su;a fcdaka fld;,dj, wdrËl úYajúoHd,h 

l|j,j;a; - r;au,dk 

 

Permanent Staff Welfare Fund 

General Sir John Kotelawala Defence University 
 

 

 

 

wjux.,H W;aij i|yd úYajúoHd,hSh m%jdyk myiqlï b,a¨ï m;%h 
 
 
01 fiajlhd$fiaúldjf.a ku :  …………………………..…………………………..…….…uhd $ ñh $ fuú  

02 ñh.sh mqoa.,hdf.a «;S;ajh :  …………………………..………………………….……… 

03 uD; foayh ;ekam;a lr we;s ,smskh:   ………………………….……………..………………………….… 

       …………………….…………………..………………………….… 

04 m%jdyk myiqlï wjYH oskh  :   …………………………..………………………….……… 

05 m%jdyk myiqlï wjYH fõ,dj :fmrjre $ miajre …………………………^msg;aùu& 

06 úYajúoHd,fha isg by; ,smskhg we;s ≥r : lsf,da ógr ………………… 

    hdug iy taug we;s uq¨≥r : lsf,da ógr ………………… 

07 jdykh .uka l< hq;= udrA.h :  …………………………………….……………..…………………………. 

      …………………….……………………………..…………………………. 

08 m%jdyk myiqlï wjYH u.Ska ixLHdj :  ……………………….……… 

09 b,a¨ïlref.a ku  :  …………………………..………………………….……… 

10 b,a¨ïlref.a ;k;=r  :  …………………………..………………………….……… 

 

oskh :……………………    …………………………………………… 
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       iNdm;s $ Wm iNdm;s 
       ia:sr ldrAh uKav, iqNidOl wruqo, 
 
------------------------------------------------------------------------------------------------------------------------- 
 
ks,OdrS wKfok Nldi fiajd 
 
11 by; wjux.,H W;aijh meje;afjk ia:dkh olajd ;ks w;g ≥r lsf,da ógr 30 la jk 

mrsos hdug iy taug we;s uq¨ ≥r m%udKh lsf,da ógr 60 la olajd jk iSudj 
fkdblaujk neúka Bg m%jdyk myiqlï fkdñf,a ,nd oSug lghq;= lrk fuka b,a,d 
isàñ' 

 

12 úYajúoHd,fha isg by; wjux.,H W;aijh meje;afjk ia:dkh olajd ;ks w;g ≥r 
lsf,da ógr 30 la jk mrsos hdug iy taug we;s uq¨ ≥r m%udKh lsf,da ógr 60 la olajd 
fkdñf,a iy Bg jeä jk ≥r m%udKh i|yd jeh jk bkaOk msrsjeh muKla wh lr 
.ekSfï moku u; m%jdyk myiqlï ,nd oSug lghq;= lrk fuka b,a,d isàñ' 

 
13 tu w;sfrAl ≥r m%udKhg jeh jk bkaOk msrsjeh iuia; ia:sr ldrAh uKav,fha iu 

odhl;ajh u; jegqfmka wh fldg úYajúoHd,hSh .sKqug m%;smQrKh lsrSug lghq;= 
lrk nj fuhska ;yjqre lrñ' 

 

oskh : ………………………  ……….……………………………………………..…………... 
  fcHaIaG iyldr f,aLldêldrS $ f,aLldêldrS 

 
14 ksfhdacH Wm l=,m;s 
 

  hdug iy taug m%jdyk myiqluz wjeis uq¨ ≥r m%udKh lsf,da ógr 60 la blaujk 
nejska by; m%jdyk myiqlï b,a¨ï m;%h ksrAfoaY lrñ' $ ksrAfoaY fkdlrñ' 

 
  m%jdyk fiajd ks,OdrS 
 

  hdug iy taug m%jdyk myiqluz wjeis uq¨ ≥r m%udKh lsf,da ógr 60 la fkdblaujk 
nejska by; m%jdyk myiqlï b,a¨ï m;%h wkqu; lrñ' $ wkqu; fkdlrñ' 

 
 

oskh : ………………………    ……….……………………………………... 
        ks,OdrS wKfok Nldi fiajd 
-------------------------------------------------------------------------------------------------------------------------
m%jdyk fiajd ks,OdrS 

15 by; m%jdyk myiqlï b,a¨ï m;%h wkqu; lrñ' $ wkqu; fkdlrñ' 
 

 

oskh : ………………………    ……….……………………………………... 
        ksfhdacH Wm l=,m;s 
-------------------------------------------------------------------------------------------------------------------------
f,alï - ia:sr ldrAh uKav, iqNidOl wruqo, 

 
wjux.,H W;aij i|yd úYajúoHd,h u.ska m%jdyk myiqlï ,nd oSu fjkqfjka 

jeh jQ w;sfrAl bkaOk msrsjeh wh lr .ekSu 
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16 úYajúoHd,fhka msg;a jQ fõ,dj : fmrjre $ miajre ………………………… 

 úYajúoHd,hg meñKs fõ,dj  : fmrjre $ miajre………………………… 

17 .uka .;a jdykfha wxlh : …………………………………..……

  

18 úYajúoHd,fha isg by; ,smskhg hdug iy taug ;snQ uq¨ ≥r : lsf,da ógr………………… 

19 fkdñ,fha m%jdyk myiqlï ,nd fok ≥r m%udKh ^hdug iy taug& : lsf,da ógr 60  

20 fkdñ,fha m%jdyk myiqlï ,nd fok ≥r m%udKh yer b;srs ≥r m%udKh : lsf,da ógr…. 

21 tu b;srs≥r m%udKh i|yd bkaOk msrsjeh : 

re'………………../………^remsh,a………………..…..… 

………………………..…..……...…………Y;……….…………..…..muKs& 

22 ………………..…... osk by; wjux.,H W;aijh i|yd m%jdyk myiqlï ,nd oSu fjkqfjka 

remsh,a…………..…..……………..…..……………………………........................................………Y;……….…

…..……...l ^re'…………….…../…………uqo,la úYajúoHd,hSh .sKqug ner úh hq;=h' 

23 by; wjux.,H W;aijh meje;a jQ ia:dkh olajd jQ hdug iy taug we;s uq¨ ≥r m%udKh 
lsf,da ógr 60 la fkdblau jQ neúka by; wjux.,H W;aijh i|yd m%jdyk myiqlï 
,nd oSu fjkqfjka fuu úYajúoHd,hg lsisjla whùug fkdue;' 

 

 

oskh : ………………………     ……….……………………………………... 

        m%jdyk fiajd ks,OdrS   

------------------------------------------------------------------------------------------------------------------------- 

uQ,HdêldrS 

24 …………………..…..osk by; wjux.,H W;aijh i|yd m%jdyk myiqlï ,nd oSu fjkqfjka 

jeh ù we;s w;sfrAl bkaOk msrsjeh jk remsh,a 

…………..…..……………..…..…………………..….………Y;……….…………re'……………..…../………l 

uqo,la fuu wruqof,a idudcsl;ajh ork ia:sr ldrAh uKav,fha idudcsl$idudcsldjkaf.a 

…………………………………udifha jegqfmka iudk fldgi ne.ska wh lr úYajúoHd,hSh 

.sKqug ner lsrSug lghq;= lrk fuka ldreKslj b,a,d isáñ' 

 

oskh : ……………………… ……….……………………………………..………... 
 f,alï 

 ia:sr ldrAh uKav, iqNidOl wruqo, 
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tluq;=j m%.;shhs 

 

iaÓr ld¾h uKav, iqNidOl wruqo, 

fckrd,a Y%Su;a fcdaka fld;,dj, wdrËl úYajúoHd,h 

l|j,j;a; - r;au,dk 

Permanent Staff Welfare Fund 

General SirJohnKotelawalaDefenceUniversity 
 

 

Kh b,a¨ïm;%h  Kh b,a¨ïm;a wxlh  

 

1 b,a¨ïlref.a ku :  …………………………………………………………………………….……uhd $ ush $ fujs 

2 jegqma wxlh : ……………………. 3 jrA;udk ;k;=r : …………………….……………… 

^jegqma wxlh&iy fY%aKsh    

4 Kh b,a¨ï lrk fya;=j(   : …………………………………………………………………………………………… 

 

5 b,a¨ï lrk Kh uqo, # remsh,a : …………………………………….…….…………..…..^re': ……………….....& 

 

6 f.jkq ,nk l%uh ( remsh,a : ……………………….........^re'……………….....&ne.ska jdrsl ……………… 

 

7 by; Kh uqo, wxl 6 mrsos fkdlvjd udisl jdrsl ……………………….ka udisl jegqfmka wvq 

lr wruqof,a Kh .sKqug ner lsrSu msKsi fckrd,a Y%Su;a fcdaka fld;,dj, rdcH wdrlaIl 

úYajúoHd,fha uQ,HdêldrS fj; fuhska n,h mjrñ' 

 

oskh  : ………………………........   b,a¨ïlref.a w;aik  : ………………………..………… 

 

^ie,lsh hq;=hs - b,a¨ïlre idudcsl;ajh ,nd jirla iïmQrAK fldg ;sìh hq;=h') 

wemlrejkaf.a úia;r iy wemlre m%ldYh 

 

2.5 Civil Welfare (4) F4 
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by; ku i|yka b,a¨ïlre úiska b,a¨ï lr we;s remsh,a 

……………………………….……..…………..…......^re': ……………….....&l Kh uqo, iy kshñ; fmd<sh 

b,a¨ïlre úiska wdmiq f.ùu meyer yershfyd;a fyda b,a¨ïlreg wdmiq f.ùug fkdyels 

jqjfyd;a fyda wm úiska wod, ysÛ Kh uqo, Bg kshñ; fmd<sho iuÛ iudkj wdmiq f.jkq 

,nk njg fuhska fmdfrdkaoq fjk w;r tu ysÛ Kh uqo, Bg kshñ; fmd<sho iuÛ wmf.a 

udisl jegqfmka wvq lr wruqof,a Kh .sKqug ner lsrSu msKsi fckrd,a Y%Su;a fcdaka 

fld;,dj, rdcH wdrlaIl úYajúoHd,fha uQ,HdêldrS fj; fuhska n,h mjruq' 

 

1 jk wemlre  ku ( …………………………….…….…………..…..…………………………….…….…………. 

    jegqma wxlh :  ………………………… w;aik  : ……………….…….…………..….. 

2 jk wemlre  ku ( …………………………….…….…………..…..…………………………….…….…………. 

    jegqma wxlh :  ………………………… w;aik  : ……………….…….…………..….. 

 

^ie,lsh hq;=hs - wemlrejka idudcsl;ajh ,nd jirla iïmQrAK fldg ;sìh hq;=h'& 
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ldrAhd,Sh m%fhdackh i|yd muKs 

---------------------------------------------------------------------------------- 

NdKavd.drslf.a ksrAfoaYh 

1 by; ku i|yka b,a¨ïlre úiska wjika jrg ,nd f.k we;s remsh,a : 

………………………................  ^re'……………….....&l Kh uqo, iïmQrAKfhka wdmiq f.jd we;'$Kh 

uqo,ska b;srsh f,i remsh,a : ……………………….............  ^re'…………&l uqo,la wdmiq f.ùug 

we;'$óg fmr Kh ,nd f.k fkdue;' 

  

2 oekg Kh ksl=;a lsrSfï .sKqfï remsh,a : ………………………................  ^re'……………….....&l 

fYaIhla mj;S' tneúka by; ku i|yka b,a¨ïlre úiska b,a¨ïlr we;s remsh,a : 

………………………................  ^re'……………….....&l Kh uqo, f.ùug ksrAfoaY lrñ'$fkdlrñ'  

 

oskh  : ………………………........    ………………………..…………………. 

        NdKavd.drsl 

 

---------------------------------------------------------------------------------- 

iNdm;sf.a ksrAfoaYh 

by; ku i|yka b,a¨ïlre úiska b,a¨ïlr we;s remsh,a : ……………………….……….………................  

^re'……………….....&l Kh uqo, f.ùu ksrAfoaY lrñ'$fkdlrñ'  

 

fuu Kh uqo, remsh,a : ……………………..…................  ^re'……………….....&ne.ska jQ jdrsl 

…………………… lska wkqms<sfj,g fkdlvjd ……………………… jrAIfha …………………..………. udifha 

isg wh l< hq;=h' 

 

 

oskh  : ………………………........    ………………………..…………………. 

        iNdm;s $ Wm iNdm;s 

 

---------------------------------------------------------------------------------- 
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Kh uqo, wkqu; lsrSu 

by; ku i|yka b,a¨ïlre úiska b,a¨ïlr we;s remsh,a : ……………………………..……………................  

^re'……………….....&l Kh uqo, f.ùu wkqu; lrñ'$fkdlrñ'  

  

 

oskh  : ………………………........  ………………………........………………………........ 

     f,aLldêldrS$uQ,HdêldrS$fcHa' iyldr f,aLldêldrS ^wdh;k& 

       

      ks< uqo%dj : 

 

----------------------------------------------------------------------------------

----- 

Kh uqo, ,nd .ekSu 

by; ku i|yka b,a¨ïlre jk ud úiska remsh,a : ………………………................  ^re'……………….....&la 

jk Kh uqo, …………………………… osk ,nd .;a nj;a" Kh uqo,a msrskeóug wod, fldkafoais 

iy úêúOdk j,g wkql+,j ud úiska ,nd f.k we;s fuu Kh uqo, iy Bg kshñ; fmd<sh 

ksis mrsos wdmiq f.jkq ,nk nj;a fuhska m%ldY lrñ' tfiau by; Kh uqo, iy Bg kshñ; 

fmd<sh udf.a udisl jegqfmka wvq lr wruqof,a Kh .sKqug ner lsrSu msKsi fckrd,a Y%Su;a 

fcdaka fld;,dj, rdcH wdrlaIl úYajúoHd,fha uQ,HdêldrS fj; fuhska n,h mjrus' 

 

oskh : ………………………........  Kh,dNshd ^b,a¨ïlre&f.a w;aik : ……………………………… 
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ANNEX 3- BURSAR’S OFFICE 

 

      Relevant Forms       Page Number 

 Payments of Salaries and Allowances  284-285 

 Payments of Travelling  286-287 

 Petty Cash 288 

 

 

 



284 
 

 

General 35 



285 
 

  



286 
 

 

General 177 
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1. Applicant (Name/Rank/SVC/Section: ………………………………………………………………………………………………………… 

2. Items to be purchased: ……………………………………………………………………………………………………………………............. 

 …………………………………………………………………………………………………............................... 

3. Estimate (RS)   ……………    4. Purposes: ………………………………………………………………………………………………………… 

 

 

 

 

 

 

 

 

GENERAL SIR JOHN KOTELAWALA DEFENCE UNIVERSITY 

KANDAWALA ESTATE – RATMALANA 

APPLICATION FOR PETTY CASH 

 

Requested 

…………………………………… 

Requesting Officer 

Dean/HOD/Staff Officer 

Date: …………………… 

 

Recommended/Not Recommended 

 

…………………………………………………. 

OCLS 

Date:  ………………………………………… 

Petty Cash Advance of Rs: ……………………. 

Approved / Not Approved 

………………………………………………….. 

Deputy Vice Chancellor 

Date:……………………………………………….. 

 

Petty Cash Advance of 

Rs.…………………………. 

Correctly Received 

………………………………. 

Requesting Officer 

Date: ……………………. 

Bills Tendered Cash Book Entries Rs: .……………………………………………………. 

Debited to …………………………………………………………………………………………….. Vote 

……………………………………………………..                  ……………………………………………………..                           

Votes Ledger Clerk                                                Bursar 

Date: …………………………………………..                Date: ………………………………………… 

 
SETTLEMENT OF PETTY CASH ADVANCE 

Total Advance             : ………………………………………….. 

Less: Bills Submitted: ………………………………………….. 

Balance                         : ………………………………………….            ………………………….                    ………………………. 

                                                                                                      Shroff – KDU                              Date Settled 

 

Form No.3.4 Bursar (4) F4 
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ANNEX 4.2- FACULTY OF DEFENCE AND STRATEGIC 

STUDIES (FDSS) 

Department of Defence Studies  

Relevant Forms                                                                       Page Number 

 Personal Particulars  290-293 

 Assessment (Performance, Good Conduct, Discipline) 294-300 

 Reporting Sick  301 

 Transport Requirements  305 

 Leave  306 

 Finance  307-310 

 Issuing items  311 

 Using KDU Auditorium, Mini Auditorium,  312-318 

Lecture Theatre, Sports Complex  

 Publication Section  319 
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Form No. 4.2.1 FDSS (2) F1 

 

PERSONAL PARTICULARS OF OFFICER CADETS 

1. Call up no:………………………Reg No:……………Troop:………………. 

2. Name with Initial:…………………………………………………………….. 

3. Full Name:……………………………………………………………………. 

4. Home 

Address:……………………………………………………………………………… 

 ………………………………………………………………………………. 

Tel No (Personal):…………………………………………………………………… 

5. Date of Birth:……………………………………6. Race:…………………. 

7. Religion :……………… 8. Height:…………………9. Weight:…………… 

10. Chest:………………… 11. Neck:………………… 12. Hat Size:…………. 

13. Boot Size:……………14. Blood Gp:………………15. Waist:……………. 

16. i. Previous Civil Employment (if any)………………………………… 

 ii. Civil Employee Address:……………………………………………. 

17. Next of Kin:……………………………18.Relationship:………………….. 

19. Official Add of NOK:………………………………………………………. 

20. Occupation of NOK:……………………………………………………….. 

21. Home Add & Tel No (NOK):……………………………………………… 

22. Date of Enlistment:………………………………………………………… 

23. National ID Card No:……………………………………………………… 

24. Nearest Police Station:…………………………………………………….. 

25. Bank A/C No:……………………………………………………………… 

26. Insurance Police No:………………………………………………………. 
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SCHOOL ATTENDANCE 

School     Year   From  To 

a. ……………………………  …………….  ……… ………….. 

b. …………………………… …………….  ……… ………….. 

c. ……………………………  …………….  ……… …………. 

d. …………………………… …………….  ……… …………. 

e. ……………………………  …………….  ……… …………. 

 

EDUCATIONAL QUALIFICATION 

  G.C.E (O/L)      G.C.E (A/L) 

a. ……………………………………  ………………………………… 

b. ……………………………………  ………………………………… 

c. ……………………………………  ………………………………… 

d. ……………………………………  ………………………………… 

e. ……………………………………  ………………………………… 

f. ……………………………………  ………………………………… 

g. ……………………………………  ………………………………… 

h. ……………………………………  ………………………………… 

j. ……………………………………  ………………………………… 

Sports   School     District

 National 

a. ……………….. …………………………………. …………….  

b. ……………….. …………………………………. …………….  

c. ……………….. …………………………………. ……………. 

d. ……………….. …………………………………. ……………. 

e. ……………….. …………………………………. …………….  

EXTRA CURRICULAR ACTIVITIES & APPOINTMENTS HELD 

(Cadetting, Scouting, Member or societies) 

a. Cadetting (Year/Rank) 

i. ………………………………………………………………………………… 

ii. ………………………………………………………………………………… 

iii. ………………………………………………………………………………… 

iv. ………………………………………………………………………………… 

b. Scouting (Year/Rank) 

i. ………………………………………………………………………………… 

ii. ………………………………………………………………………………… 

iii. ………………………………………………………………………………… 

iv. ………………………………………………………………………………… 
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c. Member of societies 

i. ………………………………………………………………………………… 

ii. ………………………………………………………………………………… 

iii. ………………………………………………………………………………… 

iv. ………………………………………………………………………………… 

 

LANGUAGE ABILITIES (YES/NO) 

 Languages    Spoken  Reading  Writing 

i ………………………. …………………. ………….. ………… 

ii. ……………………….. …………………. ………….. ………… 

iii. ……………………….. …………………. ………….. ………… 

HOBBIES 

i. ………………………………………………………………………………… 

ii. ………………………………………………………………………………… 

iii. ………………………………………………………………………………… 

iv. ………………………………………………………………………………… 

NAME OF ANY CLOSE RELATIONS IN THE SERVICE 

i. ………………………………………………………………………………… 

ii. ………………………………………………………………………………… 

iii. ………………………………………………………………………………… 

FAMILY 

a. Father (Name) :…………………………… National ID No ………………… 

b. Occupation :…………………………………………………………………… 

c. Home Add & Tel No:…………………………………………………………. 

 ………………………………………………………………………………… 

d. Official Add & Tel No:……………………………………………………….. 

 ………………………………………………………………………………… 

e. Mother (Name) …………………………… National ID No ………………. 

f. Occupation …………………………………………………………………… 

g. Home Add & Tel No: ………………………………………………………… 

 ………………………………………………………………………………… 

h. Official Add & Tel No:……………………………………………………….. 

 ………………………………………………………………………………… 

j. Guardian (Name) ………………………National ID No…………………… 
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k. Occupation:…………………………………………………………………… 

l. Home Add & Tel No:………………………………………………………… 

 ………………………………………………………………………………… 

m. Official Add & Tel No:………………………………………………………. 

 ………………………………………………………………………………… 

n. Brothers/Sister 

 Name & Age    Occupation  Married/Single 

 ………………………………… ………………….. ………………….. 

 ………………………………… ………………….. ………………….. 

 ………………………………… ………………….. ………………….. 

 ………………………………… ………………….. ………………….. 

 ………………………………… ………………….. ………………….. 

 ………………………………… …………………... ………………….. 

I certify above details are true & correct. 

Date:…………………………….   

 ……………………………… 

(Signature with NIC Number) 

 

        

            

  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

‘ 
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Form No.4.2.1 FDSS (3) F2 

 

MONTHLY/QUARTERLY ASSESSMENT REPORT - …………………………. 

 

1. Name :- ………………………………………………………….. 

 

2. Tp :- ………………………   3. Intake :-…………….. 

 

4. Qtr :- ………………………   5. Year:-……………….. 

Work 

Assessment 

(200) 

 

 

(a) 

Disc 

Aggregate 

(100) 

 

 

(b) 

Character 

Assessment 

(300) 

 

 

(c) 

Maj Events’ 

Aggregate 

(100) 

 

 

(d) 

Academic/ 

Mil Assignm 

(100) 

 

 

(e) 

Total 

 

(800) 

 

 

(f) 

Months                                         

 

Qtr Months              

 

 

Qtr Months              

 

 

Qtr Months              

 

 

Qtr Months              

 

 

Qtr Months              

 

 

Qtr 

 

 

 

 

          

 

 

 

 

          

 

 Position within the Intake :……………………. Out of ………………
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Form No. 4.2.1 FDSS (4) F3 

FORTNIGHT CHARACTER ASSESSMENT SHEET 

1. Tp :-………………………………….. 2. Intake :- ……………………… 

3. Month :- …………………………………. 4.  Qtr     :-……………………….. 

 

 

 

 

 

 

 

SRL 

NO 

 

 

 

 

 

 

 

 

 

 

N

O 

 

 

 

 

 

 

 

NAME 

ASSESSMENT CRITERIA 

In
it

ia
ti

v
e 

(1
0
) 

R
el

ia
b
il

it
y
 (

1
0
) 

Z
ea

l 
&

 E
n
er

g
y
 (

1
0
) 

M
o
ra

l 
S

ta
n
d
ar

d
 (

1
0
) 

T
ac

t 
&

 C
o
o
p
er

at
io

n
 (

1
0
) 

L
o
y
al

ty
 (

1
0
) 

A
p
p
ea

ra
n
ce

 &
 B

ea
ri

n
g
 (

1
0
) 

P
o
w

er
 o

f 
C

o
m

d
 (

1
0
) 

In
te

ll
ig

en
ce

 (
1
0
) 

A
d
ap

ta
b
il

it
y
 (

1
0
) 

O
rg

an
is

in
g
 A

b
il

it
y
 (

1
0
) 

Power of 

expression 

In
te

g
ri

ty
 (

1
0
) 

S
u
st

ai
n
ab

il
it

y
 o

f 
T

ra
in

in
g
 (

1
0
) 

P
u
n
ct

u
al

it
y
 (

1
0
) 

T
o
ta

l 

W
ri

te
n
 (

0
5
) 

O
ra

l 
(0

5
) 

                    

                    

                    

                    

                    

                    

                    

                    

                    

                    

                    

Signature of Tp Comd :……………………………………….. 
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        Form No.4.2.1 FDSS (5) F4 

 

BLACK BOOK/DISCIPLINE ASSESSMENT SHEET 

1. Name:-…………………………………………... 3. Intake:-………………      

2. Tp:-……………………………………………… 4. Year:-………………. 

S

N 
Date 

Offence/

Incident 

in brief 

CID 

Ref 

Punishment/ 

Awarded by 

Mks deducted 

Marks secured 

for the Month 

Running 

Total 

(1200) 

Marks 

secured for 

the Qtr 

Marks Secured 

for the 

Semesters 

     Month 
Mks 

(100) 
 Qtr 

Mks 

(300) 
% 

1
st
 

Sem  

(600) 

2
nd

 

Sem  

(600) 
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Form No.4.2.1 FDSS (6) F5 
 

WORK ASSESSMENT SHEET 

1. Name : ……………………………………………………………………………………… 

2. Tp : ………………………………..   3. Intake : ………………… 

4. Qtr : ……………………………….   5. Year : ………………… 

1. Attendance 

 a. Drill 

 (1) Attendance during the month    (05 Marks) : ……………… 

 (2) Test       (25 Marks) : ……………… 

 

 b. PT 

 (1) Attendance during the month    (10 Marks) : ……………… 

 (2) Test       (90 Marks) : ……………… 

 

 c. WT 

 (1) Attendance during the month    (05 Marks) : ……………… 

 (2) Test       (25 Marks) : ……………… 

 

 d. Games/Confidence Course 

 (1) Attendance during the month    (05 Marks) : ……………… 

 (2) Test       (25 Marks) : ……………… 

 

2. Maintaining File/Books 

 a. Academic Subjects/Assignments   (05 Marks): ……………… 

  (1) Methodical and neat    05 

  (2) Good      04 

  (3) Average     03 

  (4) Satisfactory     2.1 
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b. Military Subjects/Documents/Files 

 (1) Methodical and neat     05 

  (2) Good      04 

  (3) Average     03 

  (4) Satisfactory     2.1 

 

 TOTAL WORK GRADE MARKS FOR THE MONTH (OUT OF 200) :…………………….. 
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         Form No.4.2.1. FDSS (7) 6 

GOOD CONDUCT/PERFORMANCE RECORD SHEET 

 

 

1. Name  :…………………………………  4. Quarter:……………… 

2. Troop :…………………………………   5.         Year :……………… 

3. Sqn :………………………………… 

 

Srl 

No 
Date 

Incident in 

short 
CID Reference Observed by 

Marks 

Added 

Running 

Total 

Tp 

Comd 

Sqn 

Comd 
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        Form No.4.2.1 FDSS (8) F7 

 

INTERVIEW RECORD SHEET 

 

            

 Sheet No:……………     Off No:……………… 

 Rank:…………….   

Name:…………………………………… 

 

Troop:………………. 
 

SR NO 

 

 

DATE REMARKS INTERVIEW 

BY 

ACTION 

TAKEN 

SIGNATURE 
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                 Form No. 4.2.1. FDSS (9) 8 

REPORTING SICK CHART – INTAKE 

NO:-…………………………… NAME:-…………………………………………….. 

TROOP:-……………………… YEAR:-……………………………………………… 

 JAN FEB MAR APR MAY JUN JUL AUG SEP OCT NOV DEC 

1             

2             

3             

4             

5             

6             

7             

8             

9             

10             

11             

12             

13             

14             

15             

16             

17             

18             

19             

20             

21             

22             

23             

24             

25             

26             

27             

28             

29             

30             

31             
 

 Reported Sick      Attend “C” 

 Ex Parade       Sick in Quarter 

 Attend “B”      Med Leave 

 Medical Duty      Dental & Others 

         S I Q 

………………………………   …………………………….. 

Instructor       Troop Commander 

 



302 
 

Form No.4.2.1 FDSS (10) F9 

 

CRITICAL INCIDENT DIARY 

1. Name :- ………………………………………………………… 

2. Tp :- …………………..  3. Intake :-…………………….. 

4. Qtr :- …………………..  5. Year :-……………………... 

 

Srl 

No 
Date Quarter Critical Incident Remarks Tp Comd 
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Form No.4.2.1 FDSS (11) F 10 

 

SPORTS 

SR 

NO 
EVENT 

AT 

ENLISTMENT 

AT THE END OF 

18 YEAR 

AT THE TIKE 

OF LEAVING 

THE KDU 

01 CRICKET   
 

 

02 SOCCER   
 

 

03 BASKET BALL   
 

 

04 BADMINTON   
 

 

05 SWIMMING   
 

 

06 RUGBY/FOOT BALL   
 

 

07 HOCKEY   
 

 

08 TABLE TENNIS   
 

 

09 SQUASH   
 

 

10 VOLLEY BALL   
 

 

11 TENNIS   
 

 

12 ATHLETIC   
 

 

13    
 

 

14    
 

 

15    
 

 

16    
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m;%sld wxlh$Sheet No.            FromNo.4.2.1 FDSS (14) F11 

yeisrSu ms<sn| jsia;rh-frcsfuzka;= lreKq i|yd muKhs       ^fudkhuz lreKla ksid fyda fuu jsia;r m;%sldj jskdY fkdl< hq;=hs&wj,x.= lsrSu 
CONDUCT SHEET-ONLY REGIMENTAL ENTRIKS                      (This sheet will not be destroy on any Incident) ANNULMENTS  

1. hqO yuqod wxYh  
Army No. 

2. m%Odk ku ^meyeos,sj& $SERNAME 

(BLOCK LETTERS) 

3. uq,a ku$First 

Name 

oskh 
Date 

 

wj,x.= lrk 
,o oskh  
Cancelled 

oskh 
Date 

wj,x.= lrk ,o 
oskh  

Cancelled 

4.frcsfuzka;=j$n,ldh 
^mekaif,ka&$Regt/Corps 

(Pencil entry) 

6. nSu;alu -osk$Drunkennoss:Dates 1 isg 5 olajd fldgqj, 
we;=<;a lreKq ksjeros 
nejz uu iy;sl lrus 
I CERTIFY that the 

particulars in boxex 1-5 

are correct. 

 

oskh      …………… 
Date           wKfok 
ks<OdrS ;ek 
Officer Commanding. 

…………… 

…………… 

…………… 

…………… 

……………. 
……………. 
……………. 
……………. 

…………… 

…………… 

…………… 

…………… 

……………….. 

………………. 

………………. 

………………. 

 

5.w;aik iy;sl l< 
ne|qKq hkdoS osk 
Date of attestation,  

enlistment, enrolment, & 

C. 

      

ia:dkh 
Station 

 
 
 
 

jro 
l< 
oskh 

Date of 

Offence 

kss,h 
Rank 

l< jro 
Offence 

idlaIslrejka
f.a kuz 

Names of 

Witnesses 

\qka ovqjuz yd 
wysus l< oE 
Punishment 

awarded and 

Forfeitures 

Ovqjuz \qka 
oskh fyda kvq 

jsNd.h 
w;ayersh 

oskh 
Date of Award 

or of Order 

Dispensing 

with Trial 

^w& ld jsiska fok 
,oo? 

(a)By whom 

awarded? 
^wd& fuz lreKq 
iy;sl l< 
ks,Odrshdf.a 

w;aik 
(b)Signature of 

Officer certifying 

entry 
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        Form No.4.2.1 FDSS (15) F12 

 

fckr,a Y%Su;a fcdaka fld;,dj, wdrCIl jsYaj jsoHd,h        b,a,quzm;a  jdyk 
r;au,dkwxlhjrA.h 

m%jdyk myiqluz wh\quz m;%h-Application for Transport Requirement 

b,a,quzlref.a ku iy ;k;=r:………………………………………………………………………………… 

(Applicant’s Name & Appointment) 

.ukdOsm;s:……………………………………………………jdykh wjYH oskh:………………………… 

(Vehicle In-charge)                                                                     (Date of required) 

wjYH;djh:rdcldrs$mqoa.,sl  hd hq;= ,smskh:……………………………………………………… 

(Nature of Duty:Official$Private) (Address to go)………………………………………………………. 

wjYH 

ldrKh:…………………………………………………………………………………………………….. 

(Requirement)……………………………………………………………………………………………….. 

jeh jk ld,h:…………….. \qr m%udKh:ls:us:………………… rfmdarA;= l< hq;= fj,dj:………. 

(Time to be spent)            (Distance    (Time to be reported)   ^fm:j$m:j& 

jdykh .uka .kakd udrA.h:………………………………………………………………………………… 

(Route to be followed) 

 

 

 

 

 

………….. 
b,a,quzlre 
^Applicant) 

 

 
oskh:…………… 

ksrAfoaY lrus$fkdlrus 
Recommended/ 

Not Recommended 

 

 

 

……………………….. 
udKav,sl ks<OdrS$ 
wxY m%OdkS ^S.Offr/HoD) 

 

 

oskh:…………… 

wkqu; lrus$fkdlrus 
Approved/ 

Not Approved 

 

 

 

…………………………. 
ksw Nldi fiajd 
(OCLS) 

 

 

oskh:…………… 

l
s:u

s 3
0g

 j
ev

s 
fy

da 
m
qo
a.
,
sl

 
 w

j
Y
H;

d 
 

wkqu; lrus$ 
fkdlrus 
Approved/ 

Not Approved 

 

……………… 
wKfok ks<OdrS  
(Co-Admin) 

 
 
 
oskh:…………… 

wkqu; lrus$ 
fkdlrus 
Approved/ 

Not Approved 

 

……………… 
ksfhdacH  
Wml=,m;s$ 
Wm  l=,m;s 
(DVC/VC) 

 

oskh:…………… 

             

 

 jdyk wxlh………………  ……………….m%jdyk ks<OdrS (MTO)    oskh………………………     
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       Form No.4.2.1 FDSS (16) F 13 

 
wkq.dusl ksjdvq wh\quzm; 

01. ku     :-………………………………………………… 

02. rdcldrS ia:dkh   :-………………………………………………… 

03. ksjdvq b,a,d isgsk osk .Kk :-………………………………………………… 

04. ksjdvq mgka .kakd oskh  :-………………………………………………… 

05. ksjdvq wjika jk oskh  :-………………………………………………… 

06. ksjdvq ld,fha ,smskh  :-………………………………………………… 

07. ksjdvq ld,fha jev ne,Sug m;a lr we;s whf.a ku:-……………………………... 

osskh :-……………      w;aik:-………………………… 

 

oskh :-……………      wh\quzlref.a w;aik:-………… 

 

………………………… 
wxYNdr fcfldfkdks 
ksrAfoaY lrus$fkdlrus 

…………………………    ………………………… 
ksjdvq igyka lr .;sus    ksjdvq wkqu; lrus$fkdlrus 
wkq.dusl Ndr fcfldfkdks    wxYNdr ks<OdrS 

ksjdvq wjir m; 

fld;,dj, rdcH wdrCIl jsYaj jsoHd,fha fmd,sia wxYfha wjOdkh i|yd 

fuu jsYaj jsoHd,fha kshq;= wkq.dusl fiajl ………………………………………………                                      

keue;s whg 2014………………………… ui …………………  osk ……………………       

mefha isg 2014…………………….. ui ……………………….. osk …………………….             
meh olajd ksjdvq$rdcldrS i|yd wkqu; lrus 

 

………………………     ……………………………….. 
oskh        ksjdvq wkqu; lrk ks<OdrS 
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Form No.4.2.1 FDSS/Cdt Mess (17) F 14 
 

 

     flfvgz ks<OdrS ksjiakh 
         fld;,dj, wdrCIl jsYaj jsoHd,h 

    l|j,j;a; 
   r;au,dk 

fldwdjs$flks$.s$08 ^     & 

………………………………..     20      ui         osk 

uqo,a$fm%aIKm;a NdroSu-Ndr.ekSu 

1. ………………………………………………………………………………….fjkqfjka 

,ndosh hq;= uqo, jk re ……………………………………………………………………….. 

………………………………………………………………la jgskd wxl……………. orK 

fm%aIKm;$uqo,a fuz iuÛ ksjerosj NdroSuz$Ndr.ekSuz is\ql< nj ldreKslj okajd isgsus. 

ksjerosj Ndr\qka njg    ksjerosj Ndr.;a njg 

wxlh :-………………………   wxlh      :-……………………… 

ks<h :-………………………   ks<h       :-……………………… 

ku :-………………………   ku  :-……………………… 

w;aik :-………………………   w;aik  :-……………………… 

oskh :-………………………   oskh  :-………………………  

ksjeros njg iy;sl lrus 

       ……………………… 
       flks ksjiak l<uKdlre 

flfvgz ks<OdrS ksjiakh 
 fld;,dj, wdrCIl jsYajjsoHd,h 
 l|j,j;a; 
 r;au,dk 

fldwdjs$flks$.s$08 ^     & 

………………………………..    20      ui         osk 

uqo,a$fm%aIKm;a NdroSu-Ndr.ekSu 

1. ………………………………………………………………………………….fjkqfjka 
,ndosh hq;= uqo, jk re ……………………………………………………………la jgskd 
wxl……………. orK fm%aIKm;$uqo,a fuz iuÛ ksjerosj NdroSuz$Ndr.ekSuz is\ql< nj 
ldreKslj okajd isgsus. 

ksjerosj Ndr\qka njg    ksjerosj Ndr.;a njg 
wxlh :-………………………   wxlh      :-……………………… 
ks<h :-………………………   ks<h       :-……………………… 
ku :-………………………   ku  :-……………………… 
w;aik :-………………………   w;aik  :-……………………… 
oskh :-………………………   oskh  :-………………………  

ksjeros njg iy;sl lrus……………………… 
 flks ksjiak l<uKdlre 
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Form No.4.2.1 FDSS/Cdt Mess (18) F 15 

 
Y%Su;a fcdaka fld;,dj, rdcH wdrCIl jsYaj jsoHd,h-YsIHNG ksjiakh-uqo,a 

b,a,quzm; 

01. b,a,quzlref.a ku   :-…………………………………………………… 

02. ;k;=r     :-…………………………………………………… 

03. uqo,a wjYH lreK   :-…………………………………………………… 

04. wjYH uqo,a m%udKh   :-…………………………………………………… 

05. fm%aIK m; ksl=;a l< hq;= ia:dkh :-…………………………………………………… 

       w;aik:-…………………………………… 

ku:-………………………………………. 

osskh :-……………………    ks<h:-……………………………………. 

YsN ksjiak .re f,aluzf.a igyk:- 

remsh,a ……………………………… 
^wl=rska&…………………………………………………………… 

uqo,ska$fm%aIK m;lska f.jSu i|yd ksrAfoaY lrus$fkdlrus. 

       w;aik:-…………………………………….. 

ku:-………………………………………… 

osskh       ks<h:-………………………………………. 

mSGdOsm;sf.a igyk:- 

remsh,a…………………………   
^wl=rska&……………………………………………………………..YsN ksjiakfha 
………………………………………………….sKqfuka f.jSu i|yd ksrAfoaY lrus$fkdlrus. 

w;aik:-…………………………………….. 

       ku:-………………………………………… 

osskh :-………………………    ks<h:-………………………………………. 

YsIHNG ksjiak wruqo,ska:- 

remsh,a 
………………………………^wl=rska&………………………………………………………….. 

wxl ………………………………………………….orK fm%aIK m;lska$uqo,ska ,nd.;a nj 
iy;sl lrus$fkdlrus. 

w;aik:-……………………………………. 

ku:……………………………………osskh
 :-………………………………………… 

 ks<h:-……………………………………… 
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Form No.4.2.1 FDSS/Cdt Mess (19) F16 

  

Y%Su;a fcdaka fld;,dj, rdcH wdrCIl jsYaj jsoHd,h ^flfvgz ks<OdrS ksjiakh& -
uqo,a b,a,quzm; 

01. b,a,quzlref.a ku   :-…………………………………………………… 

02. ;k;=r     :-…………………………………………………… 

03. uqo,a wjYH lreK   :-…………………………………………………… 

04. wjYH uqo,a m%udKh   :-…………………………………………………… 

05. fm%aIK m; ksl=;a l< hq;= ia:dkh :-…………………………………………………… 

 

       w;aik:-………………………………….. 

ku:-……………………………………… 

osskh 20     /      /     ks<h:-……………………………………. 

 

flks ksjiak .re f,aluzf.a igyk:- 

remsh,a ……………………………… ^wl=rska&……………………………………………………… 

flks ksjiakfha ………………………………..sKqfuka  f.jSu i|yd ksrAfoaY lrus$fkdlrus. 

       w;aik:-…………………………………….. 

ku:-………………………………………… 

osskh 20     /      /     ks<h:-……………………………………… 

mSGdOsm;sf.a igyk:- 

remsh,a…………………………   ^wl=rska&………………………………………………..flks 

ksjiakfha ………………………………………………….sKqfuka f.jSu i|yd ksrAfoaY 

lrus$fkdlrus. 

w;aik:-…………………………………….. 

       ku:-………………………………………… 

osskh 20     /      /     ks<h:-……………………………………… 

 

 

 

Wml=,m;sf.a igyk :- 
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remsh,a…………………………   ^wl=rska&………………………………………………………flks 

ksjiakfha …………………………………………….sKqfuka f.jSu i|yd ksrAfoaY 

lrus$fkdlrus. 

w;aik:-…………………………………….. 

       ku:-………………………………………… 

osskh 20     /      /     ks<h:-……………………………………… 

 

flks ksjiak wruqo,ska remsh,a ……………………………… ^wl=rska&…………………………… 

………………………………la wxl orK fm%aIKm;ska ,nd.;a nj iy;sl lruss. 

       w;aik:-…………………………………….. 

ku:-………………………………………… 

osskh 20     /      /     ks<h:-………………………………………. 
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Form No.4.2.1 FDSS/Cdt Mess (20) F17 

 

flfvgz ks<OdrS ksjiakh 
 fld;,dj, wdrCIl jsYajjsoHd,h 
 l|j,j;a; 
 r;au,dk 

fldwdjs$flks$Nldi$md$13 ^     & 
 

flks W .nvdj - fldwdjs     20      ui         osk 

NdroSu-Ndr.ekSu is\q lsrsu 

1. my; ku i|yka ks<Odrshd yg my; i|yka NdKav ksjerosj Ndr\qka njg 

ldreKslj okajd isgsus. 

fuzi Trf,diq - 
ghsmska l*a,skala - 
flavshq ghs  - 
we,quskd ghs - 
ukslshq, figz - 
fmkaldvz fyd,avrA - 
lS ge.a  - 
flavshq lema - 

 

ksjerosj Ndr\qka njg    ksjerosj Ndr.;a njg 

wxlh :-………………………   wxlh      :-……………………… 

ks<h :-………………………   ks<h       :-……………………… 

ku :-………………………   ku  :-……………………… 

w;aik :-………………………   w;aik  :-……………………… 

oskh :-………………………   oskh  :-………………………  

 

2. by; i|yka NdroSuz$Ndr.ekSuz ksjeros njg iy;sl lrus. 

 

        BtuzwdrAtka tosrsisxy wdrAtiamS 
        fuzcrA 
        flks ksjiak l<uKdlre 
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Form No.4.2.1 FDSS/TSO (21) F18 

REQUEST TO USE THE AUDITORIUM 

1. I………………………………........hereby request permission to use he Auditorium 

for (purpose) ………………………………………………………………………………… 

on ………………………………from …………………………… to ……………………….. 

EQUIPMENT REQUIRED :- 

a. …………………………………  i.   ………………………............... 

b. …………………………………  j.   ………………………………… 

c. …………………………………  k.  ………………………………… 

d. …………………………………  l.   ………………………………… 

e. …………………………………  m. ……………………………….... 

f. …………………………………  n.  ………………………………… 

g. …………………………………  o.  ………………………………… 

h. …………………………………  p.  ………………………………… 

        …………………………….. 

        Signature 

Date :-…………………………………….. 

Note :-…………………………………….. 

2. Approved by the Dean – FDS 

       Permission Granted/Not Granted 

       ………………………………… 

Date:…………………………….   Dean- FDS 

 

3. Handing Over     Taking Over 

 Signature: ……………….   Signature : ………………….. 

 Name : ………………….   Name : ……………………… 

 Rank : ………………….   Rank : ………………………. 

 

4. Final clearance of the service ability of the items for the above task Cleared/Not 

Cleared. 

Date : ……………………….. Name : …………………… Signature : ……………… 

Remarks : ……………………………………………………………………………………… 
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4.2.1 FDSS/SPORT (22) F19 (i) 
THE MEMBERSHIP APPLICATION FOR KDU SPORTS COMPLEX  

(MILITARY PERSONAL) 

1. Applicant’s Name :- ……………………………………………………………… 

2. Rank   :- ……………………………………………………………… 

3. Guardians Name :- ……………………………………………………………… 

4. Address 

 a. Home  :- ……………………………………………………………… 

 b. School  :- ……………………………………………………………… 

5. ID No 

 a. Service ID :- ……………………………………………………………… 

 b. NIC  :- ……………………………………………………………… 

6. Vehicle No  :- ……………………………………………………………… 

7. Date of Birth  :- ……………………………………………………………… 

8. Sex   :- ……………………………………………………………… 

9. Discipline  :- ……………………………………………………………… 

 a. Swimming Pool   b. Squash 

 c. Badminton    d. Gymnasium 

 e. Indoor Basket Ball   f. Table Tennis 

 g. Cricket     h. Tennis 

10. Choices of dated:- 

Days Morning Evening Sport 

Sunday    

Monday    

Tuesday    

Wednesday    

Thursday    

Friday    

Saturday    

 

 

 

11. Visitors Attending :- 
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Name     NIC No   Vehicle No 

………………………......  ……………………….. ……………………….... 

…………………………..  ……………………….. ………………………… 

…………………………..  ……………………….. ………………………… 

………………………......  ……………………….. ……………………….... 

………………………......  ……………………….. ……………………….... 

………………………......     ………………………..    ………………………... 

 

 

I am forwarding herewith cash for Rs. ……………………………… being membership fees 

for the period of …………………………………….To use the KDU sports complex. 

 

Date:…………………………..    ………………………… 

        Applicant’s Signature 

12. Recommended/Not Recommended 

Date : …………………………    ……………………………. 

        Sports Officer 

13. Recommended/Not Recommended   

Date:………………………..     ……………………………. 

        Dean – FDS 

14. Recommended/Not Recommended   

Date:……………………….     …………………………… 

        Deputy Vice Chancellor  

Signature 

15. Approved/Not Approved  

Date :………………………     ……………………………. 

        Vice Chancellor Signature 
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      Form No. 4.2.1 FDSS/SPORT (22) F19 (ii) 

THE MEMBERSHIP APPLICATION FOR KDU SPORTS COMPLEX  

(CIVIL PERSONAL) 

1. Applicant’s Name :- ……………………………………………………………… 

2. Address 

 a.  Home  :- ……………………………………………………………… 

 b. Office  :- ……………………………………………………………… 

3. NIC No  :- ……………………………………………………………… 

4. Vehicle No.  :- ……………………………………………………………… 

5. Date of Birth  :- ……………………………………………………………… 

6. Sex   :- ……………………………………………………………… 

7. Discipline  :- ……………………………………………………………… 

 a. Swimming Pool   b. Squash 

 c. Badminton    d. Gymnasium 

 e. Indoor Basket Ball   f. Table Tennis 

 g. Cricket     h. Tennis 

8. Choices of dated:- 

Days Morning Evening Sport 

Sunday    

Monday    

Tuesday    

Wednesday    

Thursday    

Friday    

Saturday    

 

11. Visitors Attending :- 

Name     NIC No   Vehicle No 

………………………......  ……………………….. ……………………….... 

…………………………..  ……………………….. ………………………… 

…………………………..  ……………………….. ………………………… 

………………………......  ……………………….. ……………………….... 

…………………………..  ……………………….. ………………………… 

…………………………..  ……………………….. ………………………… 
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I am forwarding herewith cash for Rs. ……………………………… being 

membership fees for the period of …………………………………….To use the KDU sports 

complex. 

Date:…………………………..    ………………………… 

        Applicant’s Signature 

 

12. Recommended/Not Recommended 

Date : …………………………    ……………………………. 

        Sports Officer 

13. Recommended/Not Recommended   

Date:………………………..     ……………………………. 

        Dean – FDS 

14. Recommended/Not Recommended   

Date:……………………….     …………………………… 

        Deputy Vice Chancellor 

Signature 

15 Approved/Not Approved 

Date :………………………     ……………………………. 

        Vice Chancellor Signature 
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      Form No. 4.2.1 FDSS/SPORT (22) F19 (iii) 

THE MEMBERSHIP APPLICATION FOR KDU SPORTS COMPLEX  

(SCHOOL CHILDREN) 

1. Applicant’s Name :- ……………………………………………………………… 

2. Address 

 a. Home  :- ……………………………………………………………… 

 b. School  :- ……………………………………………………………… 

3. Guardians Name :- ……………………………………………………………… 

4. Grade   :- ……………………………………………………………… 

5. Date of Birth  :- ……………………………………………………………… 

6. Sex   :- ……………………………………………………………… 

7. Discipline  :- ……………………………………………………………… 

 a. Swimming Pool   b. Squash 

 c. Badminton    d. Gymnasium 

 e. Indoor Basket Ball   f. Table Tennis 

 g. Cricket     h. Tennis 

8. Choices of dated:- 

Days Morning Evening Sport 

Sunday    

Monday    

Tuesday    

Wednesday    

Thursday    

Friday    

Saturday    

 

9. Visitors Attending :- 

Name     NIC No   Vehicle No 

………………………......  ……………………….. ……………………….... 

…………………………..  ……………………….. ………………………… 

…………………………..  ……………………….. ………………………… 

………………………......  ……………………….. ……………………….... 

…………………………..  ……………………….. ………………………… 

…………………………..  ……………………….. ………………………… 
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I am forwarding herewith cash for Rs. ……………………………… being 

membership fees for the period of …………………………………….To use the KDU sports 

complex. 

Date:…………………………..    ………………………… 

        Applicant’s Signature 

 

10. Recommended/Not Recommended 

Date : …………………………    ……………………………. 

        Sports Officer 

11. Recommended/Not Recommended   

Date:………………………..     ……………………………. 

        Dean – FDS 

12. Approved/Not Approved  

Date:……………………….     …………………………… 

        Deputy Vice Chancellor 

Signature 
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      Form No.4.2.1 FDSS/PUB (23) F20 

 

GENERAL SIR JOHN KOTELAWALA DEFENCE UNIVERSITY 

RATMALANA 

PUBLICATION – JOB CARD 

 

 

 

1. APPLICANT’S 

 NO/RANK/NAME 
 

 SECTION:     APPOINTMENT: 

 

2. SUBJECT: 

 

3. NO. OF COPIES:   4. PAPER TYPE:  

 

5. TO BACK:     6. REQUIRED: DATE TIME: 

7. PAPER SUPPLIED:   8. PURPOSE:  

 

 

  

B4 A5 A3 A4 F4 RONIO 

YES NO PERSONAL OFFICIAL 

Requested 

……………………………. 

Applicant 

Date:………………………. 

Recommended / Non Recommended 

…………………………….. 

Staff Officer / Head of the Wing 

Date:……………………………. 

Approved / Not Approved 

……………………… 

Publication Officer/ CO – FDS 

Date:…………………………. 

Machine No:…………………… Meter Reading – From: ……………………… To: 

…………………………… 

No. of copies spoiled: …………  Meter Reading – From: ……………………… To: 

…………………………… 

 

…………………………………  …………………………………   ……………………………….. 
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ANNEX 4.3- FACULTY OF MEDICINE 

(FOM) 

 

      Relevant Forms      Page Number 

 Student Orientation, Record Book 322 

 

 



322 
 

 

DETAILS ON STUDENT INFORMATION – STUDENT RECORD BOOK 

Please be kind enough to submit dully filled form to the Dean’s Office on or before 

…………………………………along with a colour photograph (5.5cm x 5cm, red back ground, 

with uniform used for clinical training).These details will be used to issue the student 

record book.  

Assistant Registrar 
         Faculty of Medicine 
Please fill the form using BLOCK letters. 

1. Surname:…………………………………………………………………………………………………………………… 

2. First name/s:………………………………………………………………………………………………………………. 

........................................................................................................................................................................................

........................................................................................................................................................................................ 

3. Gender:  

 

4. Date of Birth (dd/mm/yy):………………………………………………………………………………………….. 

5. National ID No/Passport No:………………………………………………………………………………………. 

6. Blood Group:………………………………………………………………………………………………………………. 

7. Home address:…………………………………………………………………………………...................................... 

…………………………………………………………………………………………………………………………………… 

…………………………………………………………………………………………………………………………………… 

8. Phone Numbers: home:………………………………………………………….. 

Mobile:………………………………………………………… 

9. Date of Admission (dd/mm/yy):………………………………………………………………………………….. 

10. Registration/service Number:……………………………………………………………………………………… 

11. Intake:……………………………………………………………………………………………………………………… 

 I certify that the above information are true correct according to my knowledge.  
 ……………………………………………………….. 

Signature of the student 

 
 
 
 
Form No. 4.3 FOM (1) F1 

Male  Female  
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ANNEX 4.5- FACULTY OF LAW 

 (FOL) 

 

      Relevant Forms       Page Number 

 Student Orientation 324 

 Report of the Medical Officer  325 

 Leave 326 

 



324 
 

 

 
 

 

 

 

 

 

 
 

Form No.4.5 FOL 

(1) F1 



325 
 

Form No. 4.5 FOL (2) F2 



326 
 

  

Form No.4.5 FOL (3) F3 
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ANNEX 4.6- FACULTY OF MANAGEMENT, SOCIAL SCIENCES 

AND HUMANITIES (FMSH) 

 

     Relevant Forms        Page Number 

 Student Orientation  328 

 Attendance / Leave 329 
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1.1  

Form No.4.6 FMSH (1) F1 
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Form No.4.6 FMSH (2) F2 
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ANNEX 4.9- DEAN-RESEARCH AND DEVELOPMENT 

 

      Relevant Forms         Page Number 

 Granting Publications  332 

 Research Grants   333-335 

 Financial Support for Workshops  336-317 

and Training Programmes  

 Collaborative Research 338- 340 
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Application for Award for Paper publications under KDU IP Policy 

General Sir John Kotelawala Defence University 

 

1. Name of the Applicant: ……………………………………………………………………………… 
 

2. Department: ………………………………………………………………………………………….. 
 

3. Names Co-authors: …………………………………………………………………………………… 
 

4. Title of the Paper
1
: …………………………………………………………………………………… 

 

   …………………………………………………………………………………………………………. 
 

5. Name/Date/location of source of publication (Journal/Conference): ……………………………….. 
 

…………………………………………………..……………………………………………………… 
 

6. State under which sub-item of KDU IP Policy you apply for the award: ….……………………..... 
 

7. State the amount of award that your project is entitled for: ………………………………………… 
 

8. Have you received financial support from KDU for presenting the above paper?      Yes        No 

 

I certify that all the information given by me is true and accurate to the best of my knowledge. I 

understand that no other co-authors can apply for this award after submitting this application. I also 

take the responsibility of sharing the award among co-authors.    
 

Signature of the Applicant ………………..                                                              Date:……….. 

 

For Office use only 

9. Recommendation of the Head of the Department 

      Signature: ……………………      Date: …………… 

10. Recommendation of the Dean of the Faculty 

     Signature: ……………………      Date: …………… 
 

11. Recommendation of the Dean of Research and Development 

     Signature: ……………………      Date: …………… 
 

12. Recommendation of the Senate Research Committee 

     Signature: ……………………      Date: …………… 
 

13. Recommendation of DVC/Academic 

Signature: ……………………       Date: …………… 
 

14. Approval of the Vice-Chancellor 

Signature: ……………………...       Date: …………… 

 

 

 

 

 

                                                           
1
Attach (a) a Copy of full paper (b) Cover page of the proceeding/journal (c) Contents page (d) Evidence of indexing 
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Application KDU Long term/Short term/Supplemental * Research Grants 

General Sir John Kotelawala Defence University 

 

 

1. Name of the Applicant: ……………………………………………………………………………… 

 

2. Designation: …………………………………………………………………………………………. 

 

3. Department: …………………………………………………………………………………………. 

 

4. Name of co-workers (if any): ……………………………………………………………………….. 

 

5. Name of MPhil/PhD students (if any):  …………………………………………………..………… 

 

6. If you have received a KDU Research Grant before, please give the following details 

 

    6.1 Duration:                                             From: ………………………………           To: ………… 

 

    6.2 Amount: ………………………… 

 

6.3 Has the project been successfully completed?                   Yes                No 

 

 

2. Title of the proposed project: ………………………………………………………………… 

………………………………………………………………………………………………… 

 

8. Duration of the project:                         From …………………………………..       To: …………… 

9. If the project is currently supported by any other organization, give the following details 

 

 9.1 Name of organization: ……………………………………………………………………… 

 

               9.2 Amount: …………………………………..        

 

               9.3 Duration: ………………………………….. 

 

10. Describe the significance of the project: 

 

 ………………………………………………………………………………………………………….. 

 

…………………………………………………………………………………………………………… 

    

..…………………………………………………………………………………………………………. 

 

11. Objectives of the Project:  

………………………………………………………………………………………………………….. 

…………………………………………………………………………………………………………… 

………………………………………………………………………………………………………… 
 

12. List of Research publications by the applicant for last five years 
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…………………………………………………………………………………………………………… 

…………………………………………………………………………………………………………… 

..………………………………………………………………………………………………………… 

..………………………………………………………………………………………………………… 

..………………………………………………………………………………………………………… 
 

13. List of intended Project Deliverables: 

…………………………………………………………………………………………………………… 

…………………………………………………………………………………………………………… 

..………………………………………………………………………………………………………….. 

..………………………………………………………………………………………………………….. 
 

14. Budget of requirements to be financed by the grant 

 

I certify that all the information given by me in this application is true and accurate to the best of my 

knowledge.  

 

Item Rate Quantity Amount (Rs.) 

Personnel 

    

    

    

    

Sub total    

 

Consumables 

    

    

    

    

    

Sub total    

 

Travel  

    

    

Sub total    

 

Total     
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Signature of the Applicant ………………..                                                              Date:……….. 

 

 

 

For Office use only 

15. Recommendation of the Head of the Department 

      Signature: ……………………      Date: …………… 

 

16. Recommendation of the Dean of the Faculty 

     Signature: ……………………      Date: …………… 

 

17. Recommendation of the Dean of Research and Development 

     Signature: ……………………      Date: …………… 

 

18. Recommendation of the Senate Research Committee 

     Signature: ……………………      Date: …………… 

 

19. Recommendation of DVC/Academic 

Signature: ……………………       Date: …………… 

 

20. Approval of the Vice-Chancellor 

 

Signature: ……………………...                  Date: ……………… 
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Application for Financial support to Participation at Local and Foreign 

Conference/Workshops/Annual Sessions of Academic Bodies and Scientific Societies. 

 

1. Name of staff member:……..…………………………………………………………..………….. 

2. Designation: ………………………………………………………………………………………… 

3. Department: ………………………………………………………………………………………… 

4. Name of the event: …………………………………………………………………………………. 

5. Nature of the participation (please attach the evidence): 

 Participant              Presenter            Resource person                  Guest speaker 

5. Address of the location of the event: …………………………………………………………….. 

…………………………………………………………………………………………………………… 

6. Date of the event:                      From: ………….                                                  To: ……………. 

7. State the relevance of the event for the applicant/institute: …………………………………… 

…………………………………………………………………………………………………………… 

8. Arrangement for the departmental activities in absence of the applicant: 

…………………………………………………………………………………………………………… 

………………………………………………………….……………………………………………….. 

9. Amount of Financial Assistance requested: …………………………………………………… 

 

10. Have you receiveda financial support to attend a similar event before?     Yes              No 
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   Date:   ………………… 

Name of the event: ………………………………………………………………………………….. 

11. Have you submitted a report after attending the event stated in (10)? Yes                No 

   Date…………………                                        Signature of the applicant …….………………. 

 

For Office use only 

12. Recommendation of the Head of the Department:  

     Signature: ………………………….     Date: ……………. 

13. Recommendation of the Dean of the Faculty: 

     Signature: ………………………….     Date: ……………. 

14. Recommendation of the Dean of Research and Development: 

     Signature: ………………………….     Date: ……………. 

15.  Recommendation of the Chairman of Senate Higher Degrees Committee 

 Signature: ………………………….     Date: ……………. 

16. Recommendation of the DVC/Academic: 

     Signature: ………………………….     Date: ……………. 

17. Approval of the Vice-Chancellor: 

     Signature: ………………………….     Date: ……………. 
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Application for Utilization of KDU Resources for Research Purposes 

Collaborative/Non-Collaborative* Research 

 

1. Name of the applicant: …………………………………………………………………………….. 

 

2. Permanent address: ………………………………………………………………………………… 

 

3. Contact information:       Telephone: ………………………..     Email: ………………………… 

 

4. Name and Address of the current employer:  …………………………………………………... 

…………………………………………………………………………………………………………… 

 5. Designation: ………………………………………………………………………………………... 

 

6. Is there an MoU between KDU and your institute? :             Yes                  No 

 

7. Proposed area of research: ………………………………………………………………………... 

 

8. Title of the research project: ……………………………………………………………………… 

…………………………………………………………………………. 

 

9. Will the project lead to a research degree?          Yes                                No 

 

10. Resources requested from KDU: ……………………………………………………………….. 

 

11. Name of the funding source: …………………………………………………………………….. 

 

12. Name of co-worker/co-supervisoridentified from KDU: …………………………………… 

 

13. Name of the academic entity of the staff member at KDU: ………………………………….. 

 

14. Name and contact details of two referees (non-collaborative research only) 

.…………………………………………                      ……………………………………………….. 

………………………………………….                      ………………………………………………. 

 

I certify that  the information given by me above is true and accurate to the best of my 

knowledge.  

Signature of the Applicant …………………………..                                    Date:……………….. 

 

 

 

For Collaborative Research only 
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I agree to be a co-worker/co-supervisor for the above project and I also take the 

responsibility of facilitating and coordinating the use of resources belonging to my 

department/Faculty for the said project. 

 

Signature of staff member at KDU ………………………                           Date:……………….. 

 

For Office use only 

15. Recommendation of the Head of the Department: 

      Signature: ……………………      Date: …………… 
 
16. Recommendation of the Dean of the Faculty 

     Signature: ……………………      Date: …………… 

 
17. Recommendation of the Dean of Research and Development 

      Signature: ……………………      Date: …………… 

 
18. Recommendation of the Senate Research Committee 

      Signature: ……………………      Date: …………… 

 
19. Recommendation of the DVC (Academic) 

      Signature: ……………………      Date: …………… 

 
20. Approval of the Vice-Chancellor 

  Signature: ……………………...      Date: …………... 
 

*Delete the word inapplicable 
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Guidelines for preparation of the Research Proposal 

 

 

An application for utilization of KDU resources for research purposes should be supported by a short 

research proposal limiting up to 4 pages. The structure of the proposal is given below.  

 

Cover page 

Title of the Project: 

Name of Researchers (Highlight the name of staff member from KDU) 

Affiliations and contact information 

 

Body of the proposal 

Introduction 

Background and Motivation 

Objectives  

Research Methodology 

Experimental Design 

Resources Requirements with a budget 

Deliverables with timeline 

References 
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ANNEX 6 - LIBRARY 

 

   Relevant Forms       Page Number  

 Membership  342-343 

 Reservation of Books  344 

 Library Clearance  345 

 Photocopying Facility  346 

 Inter Library Loan Facility  347-348 
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Form No.6 Library (1) F1 
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Form No.6 Library (2) F2 



344 
 

 

Form No. 6.1 Library (2) F2 

Form No. 6 Library (6) F3 

Form No.6.4 Library (2) F2 
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Form No. 5 Library (8) F4 

mqia;ld,h 

fld;,dj, wdrlaIlúYajúoHd,hh 

l|j, j;a; 

KDU/LIB/CLE/36/….. (……………….)  r;au,dk 

 

uQ,ia:dkh         201  /   /     osk 

fld.wd.ú.ú 

mqia;ld,h fj;ska ksIaldIK ,nd .ekSu 

fld;,dj, wdrlaIl úYajúoHd,hfha bf.kqu ,enQ/ fiajfha kshq;= isú,a/ 

hqOyuqod/kdúlyuqod/.=jkayuqod ks<OdrS/ ks<OdrSkS/fiiqks, 

………………………………………………………………………………………………………………………………….. 

………………………………………………………………………………………………………………………………….. 

………………………………………………………………………………………………………………………………….. 

uy;d/uy;añh/ fufkúhfj;g wo osk mqia;ld,h u`.ska ksIaldIK ,ndoqka/ ,ndfkdoqka 

w;r Tyq/wehf.ka mqia;ld,hg lsisjla whùug ke;s/ my; i|yka oE whùug we;s nj 

fuhska okajd isáñ. 

 

whùug we;s øjHh 

1.  

2.  

3.  

4.  

            

 

mqiald,hdêm;sksh 
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Form No. 6 Library (9) F5 
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Form No. 6 Library (10) F6 
 

Sri Lanka University Inter-Library-LoanRequest Form 
 

(Instructions:  Please provide all relevant information so that the request could be processed without 

any delay)  
 

1. Details of the Requesting Library  

1.1 Name of the Library:…………………………………………………….. 

1.2 Name and Designation of Contact Person:………………………………  

1.3 Telephone/Fax/e-mail address:………………………………………….. 

1.4 Postal Address to which the item to be delivered:……………………… 

  ……………………………………………………………………………  

  ……………………………………………………………………………  

2. Details of the book loan requested:  

2.1 Title of the book:………………………………………………………… 

2.2 Author(s)/Editor(s) etc.:…………………………………………………. 

2.3 Publisher/Year of Publication:…………………………………………. 

2.4 Edition:………………………………………………………………… 

2.5 ISBN:…………………………………………………………………….. 

2.6 Specific page(s):…………………………………………………………. 

2.7 Deadline for the loan:…………………………………………………….. 

 

3. Details of the periodical loan requested:  

3.1 Title of the Periodical:…………………………………………………… 

3.2 Volume/Number/ISSN/Year of publication:……………………………. 

3.3 Title of the periodical article and pages:………………………………… 

3.4 Author(s)…………………………………………………………………  

3.5 Deadline for the loan:…………………………………………………… 

_____________________________________________________________________  

To be completed by the Supplying Library 

1. Status of the loan (Place a tick on relevant boxes)  

1.1 Unable to loan the item by the deadline         

 

1.2 Unable to loan it due to Library Policy      

 

1.3 Item ready for collection  

1.4 Please return it before          …………………….  
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1.5 Already faxed/emailed/posted (delete whatever 

irrelevant)  

 

1.6 Documented payment will follow    

 

1.7 Loan is complimentary  

Name of the Library………………………………………..  

Name and Designation of contact person:  ………….………….………………….  

Telephone:………………………………………..               Date: …………………... 
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ANNEX 7- STAFF DEVELOPMENT CENTRE 

 

   Relevant Forms            Page Number 

 

 Certificate Course in Teaching in Higher Education  350-351 

 Evaluation of the Programme   352 
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Certificate Course in Teaching in Higher Education 

2013/2014 
Staff Development Centre, Kotelawala Defence University, Kandawala Estate, Ratmalana. 

(Phone and fax112623028) 

 

Short C.V. of Applicant and Institutional Certification 
 

My personal details are as follows; 

Name in Full   : ……………………………………………………………………… 
   (Underline last/surname) 

Name with initials  : ……………………………………………………………………… 

Postal Address  : ………………………………………………………………………
   (Please note: correspondence will be to your university address, and not to a private address) 

E-Mail: …………………………… Fax No: …………………….  Tele No: ………………… 

(An e-mail address is required for the course)  

Date of Birth : …………………….  Age at …………. : ……………………. 

Sex: …………………….  Married / Unmarried * 

Your Academic qualifications : 

Degree Class Year awarded University 

    

    

About your University Occupation :  

University    : ………………………………………………………………… 

Department   : ………………………………………………………………… 

Present designation   : …………………………………… From (date) : …………… 

First appointed designation : ………………………………………………………………… 

First appointed date  : ………………………………………………………………… 

Your Duties and Responsibilities in University: 
         (PG= Postgraduate Years) 

 Degree Course 

Unit 

Year taught (X) # of hours per 

year 

# of students in 

course  1 2 3 4 PG 

Lectures           

Practicals           

Tutorials          

Examination 

Work 

         

Other duties          

I understand that:  

Form No.7 SDC 

(1) F1 
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A. The course is run on weekdays (1 day per week at Kotelawala Defence University), and is 

conducted in English. To pass the course, my Portfolio has to be submitted and course has to 

be completed within one year of the first course workshop.  

B. I should have a minimum of 80% attendance to qualify for the award of the Certificate.  

C. I have to devote at least 5 hrs/week on my own over the course duration for self-study.  

D. I have to devote more time for self-study in the last 5 months of the course, when my 

Portfolio is being prepared and finalized.  

E. I shall be involved in some teaching, student assessment and basic university administrative 

work during the course duration which will form the basis of my course practical work. 

 

I have completed the questionnaire on my own and have attached it to this application.  

I am / am not* a permanent staff member (* strike off inappropriate word/s) 

I wish to enroll for this CTHE course because (give one reason) …………………………………….. 

…………………………………………………………………………………………………………… 

………………………….                                                                        ……………………………. 

Date        Signature of Applicant 

 

 I recommend the above application. I have read and agreed to provide the necessary 

facilities, as given in A to E above, for the applicant to complete this course.  

 

…………………………..                                                                        ……………………………. 

Date        Head of Department 

Signature and official seal  

 

…………………………...                                                                       ……………………………… 

Date        Dean  

Signature and official seal  

……………………………                                                              ………………………………. 

 Date        Vice – Chancellor 

Signature and official seal  
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Staff Development Centre KDU 

Certificate in Teaching in Higher Education (CTHE) 2013/2014 

  
As your evaluations and comments help us to develop our courses, we really appreciate your 

time in giving us feedback. Please provide additional comments on the boxes given at the end 

of the document.  

 

The workload of the subject was  

 
 

Please indicate your assessment (√) on the lecture and your suggestions to improve, in the 

spaces provided below. 
 

Date:  

Resource Person(s):  

  

Attribute                               Excellent Good Average Fair Poor 

Delivery of the Lecture 

Adequacy of Content      

Clarity in Content      

Relevance      
Conducts Sessions in an Organized and 

well Planned Manner 
     

Maintaining  Participants Interest and 

motivated 
     

Content of the learn 

Clarity      

Relevance      

Coverage      
Provides Guidance about the Subject 

and Shares Additional Knowledge 
     

Session Overall 

Clarity in Presentation      

Time Management of Lecturer      

Knowledge Added      

Quality of Power Point Presentation      

Overall Learning Environment      

 

 

Other remarks or suggestion to improve:  

 

 
 

 

Too heavy          Appropriate Too light 

Form No.7 SDC 

(2) F2 


