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Jaue d3ly dMRlL cAdARs Yol Asn dcl M2 HA (AR &olej sllet
Y otell Aol WA - AA dAHREl WA s gandl B ¥ Ul el
dale 531 25l €35 AUl UlAsl dHIFL wasd, [RRIRURA Al WAL O
AUA B, Yllasdl wH®s slatcal dAues el ol eldriell cudsRel
URRA a8 sl glal, a®s slacauell dauR Yot atasdHl @QeauellzA
Ysescll llsIlotl Sozrey M2 e dl 3cl A daur @ AR A Qg 33l
8. % Ul USASHHL AHlAAUHL 1R B,
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oo Gaal; AURs slatcel; draloll URUUA qHA sRcUHl el B,
Ydldetoll Yyt GE2, dldAld eRat AHBs slacHl au aat, ades
Yllel dtlR Sl A SslaclHl HEEIU ol B. AUl uRBuA W
AHRIHL SN Ylllol HIZoll eHQad WA B, B 5185 uel RURY, YAc e,
5logo AMY AsUR AUl cud Yot slact vol %33 B.

Qawot:? «llsdl Ancal Hzell Bo2cell dautdl (Preparing for job interview)™i
s ¥ AsH B, Bl Wl WsTA; allsiloll 5981 dal sclc (Portfolio); R3YH
Ual o3l Auoal ; olls3 MR Bozrcfoll AHLALL AU 8. dJalcA AdAMRS
AU AsSAA AR wAR YsdlA HIR wddl ollsl HR oA QAR 5
ollotcdle ol AMG HSA Aol wUL sl el B, w GURd Wdllall
Wstsd dar scll, Ryyd wal w3l Quiets] HIBAl, Auy olsdlotl
o2yl tallatHi Auiclloll cllotdloll UG 2 AsHHL Ul el .

(Qewol:3 stde] slatcal (Work Place Skills)Hl 5 ¥ AsH 8, BHUl Yo 2lel
slacal, 2clldlot slacal, e AUl Wal oSl AcdlA%ell AHIAL Al V. Yelllol
Alasdoll WA WA YKol SlACR UL WALl B. Yool WU awa
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HcARIclcll HNRid vAId

(Basics of Communication)

ETEAT]

1.0. &gl
1.1. Healdil

1.2 Yedtd-+l v
1.2.1. A8 244 v
1.2.2. &gl

1.2.3. qawi

1.2.4 ulsar 214 ucuaq 4%
1.3 yewanu [fdgial
1.4.  Heard--l 4511
1.5, Hedideil HISHY 414l

1.6.  Mcuuq Slacul
1.6.1. qian Slacy
1.6.2. dlvia slacy
1.6.3. slaauy slacy
1.6.4. Almaqy slacy

1.7. Rl

1.8.  a#dl uald asiai-u Gzl
1.9. 234 a ugldii

1.10. el 24 [Goly qlu-

1.0. €gil (Objectives)

2L A5HH] YL 53Y[A5U (A9 4 d4w9 HAdlY. 21l G54l
a¥d 1A youeql HHIG qaM o<l usl.

o Ul el 4HYYl

o uedtd-dl ulzy (el 2iav

o el $14dl, HsiRl [Qa-d] q4 %yl

o Uil quAcl (A4 A1yl >0l ng

o yeudq-dl Qg slaeyl [Qa-Hl ayoe



si®ylsanu Geal (Communication Fundamental)

o 2ASIRS Alqaqld] secls Yeull dMy9 4.
o HARSIRS GlAdl HiCwll 5SALS YAl AHY
o Qs A A ulR9e duin del (Al quyal.

1.1. 42dld-il (Introduction)

$%y[m59- (Communication)¥ed 5 21El HEl 5 Ui/ M1l
dAR yul dsollon wd Sl 2y-d dar [QuRl 2 drollui-Hl
214-d 52q1] ugln.seals Gelsl w2 al: (A=l wd 36340 5§l
YR aladla, sis-lor Soa u sgeie dcdl A1 YA, Al @] yr (A
Al oMUY qolR. Al dl $SAld GeElsRO 18 21usll eyl wldl
uslyl ¢lxl 54 vy A= | s, ¢dq, RPHa 529, o4l ulsdl, sy
5, eld sdldal, MY sdidq a9 HlBdl HuRHl [3a12l 9. ¥4 5,
w13 51 (A2 N5 56 €9, AR UG sAl¥ 2. Adl ¥ Ad B2, AR
el YR [omd dld dlde 565 iR Y8l Goi 6l ¥, ad ug Ge
Edl sul, vigq !

1.2. 4t vé (Concept of Communication)

Hind w2 HARS Al @adl sdl AR SIS ALssA LML
ARAM] 1 sdl UG S2dls AN, SULRL, ddvl 2 FLdl GIL Hcdld
SRl Sdl. S84 Mima Axgdl (A5 Adl el 2ldvsiR g4l 2
U Y A4, AUl 2l U oy i WA Ssldlwnl (A5 Adl
UediYeid ASI4S 2qrdl A4l Heed] Uiy qy »#sul, uw, ylad
2 ogyrll oy, [A[Q4 HilSd] wetlalyl yuydd] Mulddl+l 4oy Gyl
q1oq AHd Yrudiel Uit Ay d HIlSd] dAald sig 9 ¥ g Y4l ysiAal
Uyl ulsard qeue Ad qaqxd] AS6. Hiadll Hleidoil 44
dsoflon d1ed qiadla s UAIR Al Sld 9. d¥l QAT A4l i,
olelad 2eql A, AT waqr gl [equ-l Hiel Mo YALR 52l
SlY &9, oISl FUIR ¥ WY &9 AR d 3 &9 drll w9 Al 2w
alsld dld &9 5 wdad - 44l 9. ouas Y9 d«l Hidl (Ui, (as, dal
oflon alsl wdedl 565 AlHaqL HS 5 nQdl Hie A sl 9. Alda wuld
AIEA NA 9 AR d dnil 514 @9 s oflo qid qladla salg U3 52
&9, lba- 4y d4d U9 2 Al3d Ay i qavid dan Wkl 4l
qld 524l HioUdl €14 ¢9. 2l Ad AHA @AM Hdld 33 o 9.

E3571 WAAH] Hld Hetddl Gl MU 9. Hind] A5 AMlFs
el 9. dul s oflon a4 aladla sd4 qo &l usal el A58
AR A v A4S us 5 ded v d dlw 4lzd wradldl qHw us.
AR AAR 5l MIS AN A3 T°C’ qud 9. ¥ il HHISL 6.



Hedtdriil HAXHA vYld (Basics of Communication)

1. $1[~53-4 (Confidence) - ilcH[Q#@
$4]e¥ e (Commitment) - U[Aoi&cl
s[=q59- (Conviction) - (<]
$3% (Courage) - ¢ [#4

$dR2] (Clarity)- 2yvedl

$=2=2 (Content and)- /4] i

A o

$44182%49 (Conciseness) - 4/3d

1.2.1. Yedideinl 2o 2471 cqivdisq]

Ut 2 U8 AW NIl s1¥y[asuq uoe Mol yAINddl
gl woe 9 s¥ylasuq uce -l yculu-dl a2 ¥ al d dl2+
ciiHel] Ga?l vl ¢ % 4ot Communis YRl Hicdl &9 el Hddol 92
59 (Share) 2iei-Uel+d 529 w-uel] @lsl q2d YU Y4 5qd] UsIA.

¥l Ao Asoflon wd Aldl 5], Adls-HAAd 5], AHs 3
UqAr 59, AAsollon Ad AYsHl diaq al wd ¢ olln uselHl 561
dl uruAl y«llRaula yuer cosllzil 5 [QURlG 2iEl1-HEl1 $53G 22U
RS

isusS SPay Bsuadlql syl »dd e Yyl “Ucdidr
ed [Q41R] 5 v IEI4-UEIT UYL 5 Glel] gl »eql dvild 5 A5dl
glrlL adl ulza”

el $4Y Al Hd AULHIR “UAdT A Al HlElT-UELT &
Al Al deg 9 d URYR Uil 1190 Al o A3l a8+
q oed ¢9”

dla Hernl Ha AUgAlR “Ucdide A [FAL ulEAr 5 uRaum 9 5
¥ 25 Alza gl Aldl Ad 5 516 A grl [QAR] asa sal-dl w3
Ebn

N

i o A4 “YlBd] HAR Yed sslsa [QuRl w[ed @A

N

aroflxi<l o 5 ay calzdxl q2d ad] 2y 4”7

§0 2 AlglAddddl Ha AHgAR “ s Alsa wdedl olw dlid
Wd HEdlHl 882 ¢9 uAd 2l W] Had1R A4 U5 ddl $l1d d
YISl 58 €97

1.2.2 dediastu Sgil
> 44 Ustd dq (To be understood)

aril yvd &g ¥ HlSd] uAllRd seatyi »udl ¢ d olla culsdaxil
noll U5 dd YU U5 dril HIS dld $2H0 U] T 9 2 HlEd]
sSlsdl 2adl drailal gl 2yl usiy €9



si®ylsanu Geal (Communication Fundamental)

> w113 asiy dg (To be accepted)

dedl ¥ HMIsHAH] HiHl 9 ded YYRA =dlsiRal sl iyl

dellrdiyds ditiodl uedl ¥ 2l qg A4S A5 ¥ AeUl UARA sl 9 d
Alsd Hild 52 2 HHY

> 565 $2q1 " (To get something done)

¥ Y9 Aedul HARA 5] & dd AHNAY A vl suqdl]
2 yedl ¥ dedl HARA s2al WS2 i oy A Yedld Al dl dldl
5304 ya 53 usid

> “l3dl Hua-1:4 4474 (To understand others)

N

¥ deoul Had & d dlddd dd9 a¥d wuel asl 2Aal Moy q¥
YAl 5 ¥ Ul HAQAIR Al HAYHI dHIRA [AA1R] HAd 5] usl.

oo

1.2.3 Hcdtdnil del

) Y A b)

I ol 5 ddl aui? calsdzil: uax Herady daw A 9 5 Uy HIe
2le94) el o AlZal 5 dedl ay Ualzdil 1y &9 AHsdl dlza
Ylatdl dad d«u [Qal so1ea 530 asdl el el 4iMa1 sl
[Qa1R M12 %330 9 Ay e9al Hizt HilSd] AAaqriiR 2 Mzt HISEUR

A3d ¥ sld 8.

II. (A0l s2016¢: [A41R1] s61ea] ARe1¥?] 2 UL [QalR 53]
usig el A5 AYS Ucdde UlFAL &9 5 FH[ [QURL 54l Mg
qol3-l seeiecl] adl sld 9 o 5 eef]l qui? AlZdxl 424 d wldl
4o €9,

I Y224R AHYQ: Yyl dHyw ed 5 vdl Jd “uled] yad ddl

A

dladiel “i8d] Hisaaidl yo 14 &9 A4l UEAHT HlEd]

N

sl 4al sl HlSdll d4M%d]l aul Hera-l €.

IV.  Ucdsl A AHUAA Uedldd @ HAS UAY ved $H 2 §4 $wdRU
A WYAE sY[ASU ed 585 a0 s14H] ulsdl wHd 5
veld UBAL & 494l AR del sHAUMIA 514 dlYal €1y &9

N

$14 Al would n@dl Sld 9 A €181 Y8 YAl Sl €9

V. aogl A" ASd-l Gualol: ucdq Alba Hllvs 24 wl2lds d
A 214 9 AS[ASHI FNEA dl $d Al 5IAY o4 524l
e qrodl dd v gl uHyRl Bsedl e st iodlil
Gell s34 2 dal 2 Alslas e ssl asi.



Hedtdriil HAXHA vYld (Basics of Communication)

1.2.4. dewtaqdl ulsar >4 43

Information ~ . i j i j
— Message Sent Signal Transmitter | Received Signal Receiver | Message

Encoding Channel Decoding

Bariar aulzs ge-usyql MlSdl+l uu-d 4 Uyl uldal
séquy 9. s¥Y[nsu-l dsdid s sl Ay ulsal adl slaedl d
s wla ulFaL 9. Gurl »igld Hal uFa-u qesl sald o.

AU HISAUR (The Sources of information) :

Y44l source of information (MY s rsdun) vled Heu
HisaiR @Alsa 6 9. ¥4 5, 2dd] sian dlsya-dl 44 sal ¥ d-l
[zt sle 52 €9, 2] QU7 e HIsAUR &9,

dg9 (Message) :

29 Message (4a%), Sender (Aws2) A2ul Hisa-i dlda. d2u
ed Al3d g1l Asd $UM 2 [QAR], Aralal, $29121], 214 4R,
A0, asddl, duisl 5 dd-. 74 5 518 Alad 565 589, dAlbd
(written) £ 4015 (oral) Al 5 HilSd] 2uudl, i seaudld s1¢64
219%] 589 q0lL.

U (Transmitter) :

Transmitter (2(=4¥12?) Heul, U128 3 d3d Hlsaald 42 Sl
sensroy ogans (a2l ¥1o/~1) §[54l. U129 (Transmitter) 21 Hcdld1¥(
A2 3 ASdl Hlsaql H1S HEEZY A ALYl 9. 244G YA Sldl (v,
S, AL, ¥UE 2 oY) UL HEuld 25 AlBdd] ol uld gl
yglALsatil 4429 (Transmitter) «fl ¢4[351 &1ud €9,

5 (Signal) :

#3d Signal ([Aoda) 2eld “lddl, el 3 Adasl] 2uydl (34,
SAAAT 5 YUY Y 3, HI[V1s5 5 Al Asel, wulbss d3dl, ysl %El
20, [l & uldsi. oy 5 (354 sl 21008 GYR sl 62’ «il
A5a ¥ ASAS R &9 wuR 262’ HIS YR gIRL AHAUY 541 A UlleRs

N

&9.
Hi&H (Channel) :

Uedrdt Ul3arHl Hisaur ol daq-R g4l deuld det 5240+
4124 (channel) sSqud &9. &unl, $R42 Aal, euld ddl, sl d2as
Qo dril GelsRYIL &9,



si®ylsanu Geal (Communication Fundamental)
dge Huq-ur (Receiver) :
229 Haq-u? ed Receiver (Afldr) Hcud B4k «Eul A99uR
A3, Aed QAR Heul Ui 54 uedl dq dHyal Me dg 4lSdl

AU FUIAR 53 €9, AL AUEH] AIMAUR Aldd, Y] 5 dd¥UAYz
QAR qol3 Ae HAQR- GELSREU 9.

Hedld~l 45 (Communication Cycle)

Uil el 1u-d ad ¢ HlSdl s Alzd wddl oflw
Yl3d WA ny 9 2w AHeuldl iu-d qHy¥U e Uy Asl gl
gLl AMuqIdl HAt s3] deul Hisa HHl [QA1R 21d Rl il
UEAYIA] A3 AY €9 el HSAUI HIOY MIH GIRI H19Y €Y el
YSTALSAUML 2] €9 Hedl Ultd 57112 ASALS MU Hiad $3¢l deui]
A5 G5 ulEYl s18 42 &9 qdl d-l 41od H[AYING deu Hisdqd 2l ¥
UsiRell Ul3AL GIRL WSAUH] 219 €9 2lH 64 AR HcAldd A5 Y& 4y
sl asid Heudn A5 A 25ld gl qHyAUl Hdct s3.

ylerdluet
Feedback

UAS dGlssIA Al $1d1 HeH[ AHudl Ut 530,

° Hedul Hisa-IR

A A

AUl HisdR ¥ed Yl H+Hl [AAIR A &9, 4 d (AR Gy
ol HeUl Hlsd 9.

P dsa [AHiw

2l dois5IHl Heul MIscriiRil Hed dAUSLY AS[ASs FuidR sA1H[
Hlddl sldid] A4 s&l usid 5 dsd (AU Bl 21 deisst €:ABYIA sl
§1Y 9.



Hedtdriil HAXHA vYld (Basics of Communication)
o Rau19l]

2l AOSSIHL AUl HISAARD M4 ¥ (AR 29 d [QALR 4 51
Y gl Asdldl 4104 Hid 4] [Badl 19l 5204 €9,

o Adsd Gsa ulsu

2 AGSSIYHL ASAS UMM 2dd ALULd GSAUHL 219 €9 el
Al [QAIRIMT 3YidR 54UHI 1d €9

P uldeua dita 51

il doissiHl HUBd] Hid 5 Yld Aedul AHYAL €14 d 43y
Hiseawra ulaulye s uldcud »uy ¢ ulauinedl s ulsar ARl
Yg GYR woUdl Yuel Yd: dsd [mM9 ulFal, a0l H5d Mt qa
Asd Gsa UlBAI doissizl qlds Ad Ay € d 9 ¥ UcHIYA
sl 2iglaxl e euldd €

FUIZ HEUL Ul 57UR AS5d H[FUL gIRl daldd Al HEUL ASYL 52
&9 L d del Yed cdlRd ulaciud 204 &9 1 HlAcid del Heiedl [QALR
5 ol [3uMl AlRdcd Yuddl Sld 9 FUIR UlAMIG 41oY A5
3UldRd 530 Mise-R 1 Uledl HISAAH 219 €9 IR 2l UlFdI4 Hlaeug
(51565) sSaUMl 21Q € SR Ul HAISIRS HHId HIS HlAcuq ] v
v %33 ¢ wul Y4l uldcia wid ag el Al Y4l Hisd-d dq ¥
uisdel dedl yalad dd AsASYds a4l 93 e dAd wudl sldidl
udlla adl w4l sedls ik uldeia A < 3uyl 4o sl 45 &9 gimal
a?l5 el AGRYYA 1l AL KUST AHAHR ¥ 2l YU Wil HAMIAZY
2eUs AMYAR 2lqdld]l U3¢IAd 52 dl 2 Uuldcua sl usiA.

a2l woila asia :

aly:
1. AHIRL YOG HIYE YOUH[ v,
2. AMIRL yaolldl sl AsHAL HdHl Asil.

1. Communication means of a ideas and

feelings in a mode of maturity.
a. dividing b. hiding
c. speaking d. sharing




si®ylsanu Geal (Communication Fundamental)

2. A person who interprets the message is called
a. Vehicle b. text
c. receiver d. sender

1.3. dcdt-iu [Agial (Principal of Communication)

Principles ([2[~4y¢) [[gidl, basic ideas; two —way process (2-
q mAx) Baeld uld: ol sald ofd Bayi Al s:g. Uiyt 2
Lol w34 9. 5129 3 AT HisdR A4 HAqR Y ofq o 4l3y
Ad o ddl sld 9. % 518 ug A5 981 [(AlSsY sld dl Ui [
NY &9,

» adfl 1 sty dg. Communication is inescapable (§-254si¢)

A

Hedldel Al3ad] idlRs $%91 & w1 s194) sl Yesd »Haal
o5 9. Hcdld [Aeil AT DAY Ye5d 9. d AZ, sUSL A Ui
Al ¥ o Al A5 Al ¥3R4ld €.

» Communication is an irreversible process

Ongoing (»1~21&91) 218 continuous ($-Zly21) ddd Aldd ;
irreversible (d2qaleiat) vieg sl = sy dg.

N

[A21] Hearded s ddd Add] U340 9. dd 516 Alssd 43 5

A

vd slal =2l d [Feollwr udar el a3 wd & 4 2lan A Y3
qry &9, A8 dd Asl usar «dl. A ¥ Ad [l s Heuda sl
yedl 2uysl el adll usdal <@l. séqid ¢ - 5 sHitYl 92d dlR i

wigdl didel uosl s dlsedr uedl el aadl -,

» Communication is a transactional process.

MESSAGE

MESSAGE

Transactional (21vB35a+d) salad 2iu-d 2adl 2Hedl Hed] 52d.

Udt dlsl 92 Qo] i [QaiRll »y-d sl U3yl
9. [A21l, Gur+l GelsWl AUl dl v 2199 5 dlsl Ylaiql (AR 24
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arollxiill 2u-d 54l Ad 2 9. ad us aqdl 2ugeuyHel il
sedls Gelseol Yl d-l dgl oinud] asl el

> Contextual (3i2sucaqd) 318 dead ye 2ualRd.
Communication is contextual

U Al AAYA AEH YR 2R AV 9. FH 3, HISHAUR
2 HaqeilR l S22, w3R4dl, 4, Aldcd Fal qldaus Heedl,
ofq q2dril Ho(ql, 4N A HHY, AMwL 1551 s3e A Faml (Rlal)

“

5 ddvil 492, idl Al U A ddl A GUR HH 5369,

a#i2] wila AsA:

ly:
1. ARl ydel AU wOUIH] U,
2. aHiRl ydl-l A58l HsuAl AHdHl AsLRl.
3. Communication is the way process.
a. three b. four
c. two d. one
4. In above diagram Person- 1 is called
a. viewer b. sender
c. receiver d. writer

1.4. it 45121 (Type of Communication)

Uil U5l A4 Yoo [Qeuwd s usiy..
. 2§lYAIRS 2 AAIYARS U4~
(Formal & Informal communication)
. wloes »d saulbes U1y
Verbal & non- verbal communication
. AlY[85 Hcdi4t (Mass communication)
. gasgllas $:4y[59+ (Electronic communication)

. G924 A4l U4 (Visual communication)

¢
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> Formal & Informal communication
FORMAL FORMAL MEETINGS,
COOMUICATION
An oral written Seminars and conferences
communication in which Interviews
we observe some rules Face- to-face talk in office
and codes and which Q Formal letters
is free of informal Circulars and reports
expression Company news bulletins

2ilYAlRs 21 21-4lyAlRs514e A= 514 (Fromal and Infromal);
RS Uiyt ded Alssy ylRaldd a4l avll [(Fayliad gl
SAIM 2ldg U, FH 5 AUISTAH 5RAUM] HHiddl RYHd ¥ IS
doUg S1SUGL UcdldA ¥ 2IUALURS UIdA €. I U511 HedHl [y

A

usiedll atelld 2q Hs1ql ¥3<d o 69,

A UAURS Ucddn Hed [z qld ayuy, Aol ald-l q4Ps
Aldleuy ¥q AUAAYS Hedldd. - luARs UcudHl 516 [(F44] gl
slal =4l. 216l dls) slang (2@91) 2ied 3 sllaua- WS uostl+l HY12L
5l ye Alql MA 9. Y A4l HIS Gur-l Gelswl wdiaed]l gl ]

> aloes ucuiy 24 saloes ucudt (Verbal & non-verbal
communication)

auless ueyyt (Verbal communication)

UL HHLAAH FHINLAL GYHLOL H AR A AUL6ES Ut $EUY
&9 oy o [Qeuodl 48] usi.

UYL Vi QUi AHIT AlSd NI NDSIR SlY AR Y HcHlY
qdld &9 elvel dls yuRidl UMl N9USIR 4R Adl UcHIdA. FH S,
Ao ul aladld, o1 g3 adl 44l dd, dsyeA, ded qol?
ULlCEs UYL GELsREL 9.

Haltes ucyd-1 (Non-verbal communication)

AUYIl GUYIoL 54 9oIR U Y IR dd 2AULCES UAIY
séqld &9 i AR Aokl 518 1At 5 A5 IR HALA ALY &9 ELUEl
als [Qeuedl ugl+l vao 2ud AR [RQas [@Qendl ad A8 Rud 52 ¢
AERA YR ASd Ydl LAl ST 514 v Gl ASd A3 M
UMl el Guylor syl qor el %€l dd aulees Hy ]
UlBAL 2ty 9 dd AHAUCES UcHIYA s8Ud €9, HULlPESs UIY-H[ facial
expressions ($69¢ AsNU1+) ASRAU SI4Id, gestures (FR4) Ucd1Hri-il
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21a4el]l aleu @y sdnAd-, postures (Yle) 422+ Rald, body
movements (¢11d] yqdre) uleq sdndd-, signs (A=) Sal 3 43dl
21 symbols (R*lc) ulasi<i Gualor s34 2119 €.

> %% Hcdld (Mass communication)

98 ey Mass communication (M1 $%4[q39-1) 516 aye a8
$%y[759+ — Mass Communication¥/ Hlel %4¥¢ /4 communication 524l
uie Asdl, 2eldlnt wdl technologril Gualo s2qi4l 2d ¢9. Mass
communication 25 4°[4 ¢l¥ ¢9. %%l message il sender 4] reciever
s ¥ Alad 52 ¢9. Mass communication¥/ feedback+fl *eiuqa-il ve ¥
2ledl sl €. v 5304 mass communication( gldl Uld Ylaidl 414HE
s1454] Hlald 5 Al YdE 52 9. ¥ 5 AlSl Uldid Y <l dal ¥

-

Adl s1434] Hdl sld &9 5 el $ oAl AAdl Sl1d .
> Ffé‘&g?ﬁé Uedtdt (Electronic communication)

gdseilds ucdtdt Electronic communication (@525 5%y[A391-1)
ved 2swldl-l HiHe]l dloll »iay Ucdidd. Al HeddHie Selsin,
grerre, 54 Ml qol3dl GuUlol SR 9 9. Il HcHIHA -
online communication (lcie~ $34[R39+1) o séay . ¥ 5199 Aed
Uyl 2yls dda o.

> %94 Uedlyd (Visual communication)

994 Hcyi4+ Visual communication »&iq ueld, =, A5, sl
[Reul, ulas, 2o w4l ged An2Al+l Guylor 530 sa140 21ag HcHid-.
AT receiver 594 AHAIT AHD HLU Y HHYU U~ 53 €.

duizl wila usiA:

ly:
1. dHIRl yUs A9d wouHT Ul
2. dHIRl ol Asiall HsHA HdAHl ASI1AL.
5. is the key and base of any verbal
communication.
a. dancing b.writing
c. drawing d. languages
6. .expression may very communicate the feelings,

11
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thoughts and intentions of the communication.
a. Facial b. Band

c. Receiver d. none of these

1.5. Ut 141/ #1tadl (Tools of Communication)

UHIY s Al4el gl 48 U5 HUBdl-UuIRY 352alg 518 U8
Al Al dl weil g1 HUBd] HisaqrHl 21d dg s1EUS ALk,

URllRletell Ultloll

! | l
[the
1. Al
2. HlKs
3. mmw
4, m@%&te
Ko 1. Qld 1. yousid 1 et
2. Rl 2. 4due 2 g_cﬂ_
3. Rzl 3. A8 3 elesl
4. s
vaH [Ge1d1

1. dAlbid yewiaqu A4l

wa/ s1dy [+l “ulsdl eulad] “ulddl ylast 5 «llla-[ry+i-l
YRast wag 4ol alds seaianied]l seir ysg Holld+ qoli dlvid
Uedldet Ul ALYl €9

2. HilMs ucud-Al dl4l

2oUd YAlsid 5 dladld iRl 74 o Al3d Gl Y AR AU
[QaAl wulddl (A9 aiadld ay 9 Slasia i~ A4l g1 dd¥ld, AR,
AL AL ) s1dy [Qe-dl qulBd] il »d dl §35 HilSdl

A

Yilo1s Uil A4t dlS s 52 €9,
3. 494 MUl ALYl

WA 5 sldwq doudl HlSdl Slalaxn ue]l ME/yUA HIYAIH 119
Rz yleed, adqols acaude]l »1 usiy il usiy dar A4l 294
LAl ALYl $SdUA.

il [Gei1o1
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1. g94 4l

G904 ALYl ved ¥ ALYl &R0 Adl Ml delda 53 usid dal
L4 MG 5141 19 &9 AP 18-l e1dal Ayl ulRY=ll, 4oL,
ad¥iauz, ssald, sl -y, “ldl ylasi, [Rx, [Fla qo
G4 ALYl &9

2. Ay ALYl

9 A4l gl dldld dHy WM AlZad AUl UcHldA $AUH]

\ A A

219 A=l B A1yl sEqud dladld Yaisia dcul Sdlsi+ Hlls A&y

qolR iy Ayl Al3dod 5 dysHl dlefld auHl Alzd A ediddrHl

A A\

209 ¢ i Ad wo [Qo s Hcdld qd 9 elvdl dils sl g

N

YlRouM Ay 2d dl w5 wed Alsa dsdl dAlMadr Ho ¢ 5
218E sldsd dRl ¢

3. 494 Blcd ALYl

DYl ALUl Y¢S UsId 2 AUl UM U1 A G94-8H AlY~]
seay [Bey-2ldl est dlquest 49-.

a#i?] wila AsA:

aly:
1. dHI”] Yol YA DOUIHI vl

2. dHI”l sl As1A8l AHsHA HAHl A51AL.

7. Which of the following is not a written media?
a. Newspaper b. Reports
c. Audio d. none of these
8. Which of the following is aaudio-visual devices
a. audio cassette b. magazine
c. film d. all of the above

13
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1.6. dcuid-+l Slacdl (Communication SKills)

AHA DAl Ul %32 o €9 UMl AYRYE n9al HIS i
aell qloddl sidd sql 41e %3 ¢ wWR Sl FHZ qiA, i,
AlMag 4 elag qold dAliid Hcudd 2 Hl0s ucud-el Heol &9
USRS Arirl 2 AARSIRS HAAA] Al 9 dvg qoR i vl

2wy 2182 9. FuiHl W sluedl [Qdd Z5Hl AHD.

1.6.1. qiy+ slaey

‘Qrat’ A0 2 qlAr ALY AHFUBA YA 9. AU AHFUSAM]
A4 e, AGERSIA, HIAY, vId e [QARIAL Aoyl ML Sl
9. il 2 AMAGL AR 9 1 SIsISTor ulsAl sSaMl id 9. wHl
qa ellas, ollgs x4 aolair qauwilela Bl aqddl sid 6.
ved dn vled ulBal sSaiil 2d 9. Guria, aldndl 2asadl Roucs

Y Y

[audlztl »d duild 21g34 A1y GRURYA aX 2lavi] usl.

1.6.1.1. qlan flacuy Hera:

et 0 AR Sl gl 3, oldq, AMAY, dug Hd AUAG
2r40e] Alol Aoy slacd 2 a9, aiyq A a9l o] ddl
yeuell dlsl q2d 1 slacy-l (A1 $3 usid. A5 vl HeHl
yqeuglR 9. aia- ddl 2ed 3 AHAw [Qaved] Hlos 200194 418 HE
2a dusu 2ud] usl 9. 2 As QA 9 5wl dlsl wogl A A+l

Al YR Ay Ad »su eudl as 9.

1.6.1.2. QY-+l U512

qlyeiel Us1R] A Yuol ¢9:
1. uieedl qlu-

2. il el alu-

3. vo eqeef]l qiUe

4. [Qxgd qld-

1.6.1.3 iy Slacu- 21404l

A\ %)

13 w9dd 32dls HARAYl ¥ AU SIUH] 414 Gl 52 U
¥ Bl HHIG €9:
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1. clllas yRaul
2. drwilala ulReial
3. udfqelly ylReyl

a#i?] wila AsA:

ly:
1. aHRl yaer dda youHl quil.
2. axil el asiaell Asul Aaw sl
9. The skill is directly connected with oral approach
to the teaching of English.
a. reading b. speaking
C. writing d. listening
10. reading is a kind of wide reading
a. intensive b. oral
c. extensive d. loud

1.6.2. dui slacy

N [l 2 SlucdlMl ‘Auid’ 2 qu? Hetdd Slaed oY
&9. duiniell HedMef]l 28 ¥ dlsl syl g &9 d«l [QAlRl, @rasiliq
2148 UcHlad 53] Usl¥ dl6. sslsaul cumt (a9 g 56 ¢ 5, duin
delll [Asi 922 2143 €9,

1.6.2.1 dv flacuy Hgra:

1. o dlsl udd Ad old] usdl el d HiS dvid A5 UcdlHd
WIS MIY €9,

1Y
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2. SIS Alss x4l [AlAy el [Qorala -iyal e %37l
£9.
3. @l Heel a s Gualaxl dar Hie Hdvl, «l4l, 4

HEAId YR 5al HS duin %33 9.

4, dvid Edu il UM AHIE] 5 YA YA HIE Y8
quid %33 o ¢9.

1.6.2.2. i du Addl wlHl aaldisail
1. [Alreal

2. YlAdl

3. [viedal

4. s34l

5. YdR yAvY

6. wlel youeRl 4 (g4 A&l

1.6.2.3 du ddl- »1q14i:
1. @rvugsl gaeiledl vl
2. dlsARAAIM dSlddl

3. w30l i 150

axi?l woifa askRi:

aly:

1. dHI2] Y16l 24d wouIHl dvil,

2. dHI”L wUI] U510l AsH U HAHL As1Al.

11.  Writing aims at facilitating clear and effective
a. communication b. speaking
c. listening d. none of these

1€
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12. letters should be used at appropriate
places.
a. small b. capital
c. short d. sender.

1.6.3 Amaqy slaey

UM Ml Hetd 8 [l 9. Ui~ UEAH0 el
Haaq i ddg wdeed sl 2qlasdd dlMag ssl uasid. qeuag
§USIRS HcAdldd] Ad] gl 21d 9. dladidl iasd 992 el
M2 Ol Y Goll ey 9. Ml Alell atiR Mt slddl] Aid3dd HiYdl
gld 9. AT oldg A A sly[asud oo o8l 9. sleaid] Hidsan
ASAALYSS LA xS 33 4es AYAUH] HId 9. AlMadld]l 2idsd
UG ded ¥ Hetd ALYUHL 2] €9

1.6.3.1 Alcaa slacud Hera

Aale1ag (Listening) i A4(¢4ag (Hearing) il 6 424+l dsidd olg
¥ U 9 YR YL AU ] AR UG AMIAYE it S[5d
s3] 6. 25 AR Aldl 2 NI 4R AAS1RS 2 sideH Ad dlvl
9. w412 2yl ‘Hear’ $02 1R d4l 94 @i slead sal =el. 2412
2148 SIS AHUY NGl 5 AN HAHAG A AR dd weel *el
v . Equds dimag P yReud qauid A3l A4wAlZd sudl Uus.
Al qoR 518 Uiy 4 Usg el sl »ud & 5 cuMl (A&l
ulFaMi 449w Listening (aleiag) < widlg slacd a9iqiyi »ud €.
Feilel] Aseldl e, ULAHS] A Gl AL AHD AUSIA 9. GlAUR &IRU
2] 21 el 5 g5l AU US. Gl g1l GualoMl dalddl
A4¥5 Yl5d21l ¥4 5 ‘such as’, ‘in addition to’, ‘in fact’, ‘in tune with’
qQoRell YR QU AlHAR K512] US AH® U5,

1.6.3.2 alcag slacyl a0yl

\ A\

Tdl Seals AR 9 5 ¥ 25125 Id AlMHAdL HIS AU
Glafl s2ud] 45 €9.

o cfllds »14R14]

P MldlcHs 21914l

19
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1<

P SCUAIHS HdR14]

NN

o AlzslAs 24414l

P ALYl HdR1H]

U] UMl M G119l HIYG ¥ AHHAGLY €9 dell Scll AILALYS
qai? ANl 6 L ¥ 59 WS vl dl ¥ 4G KA d ag w4l
alag “ld] dutr ulEHi-l 21s sau &9 2usl w9l 2l 5 Hleleiolnl
U] AR (A waia 129041 @dlell Herag $129 2 ¢ 5 Ul

oo o Alqad] al uedl i vilula g sal 28l Y 530y
1.6.3.3. almaqidl ulsasl 4l aviar wdl ouodl :

o yd [Qaw e sundl aimag:

A

Aedldl Yvd of o419 ld &9 A5 dl deaulql [Auy dzxg i o]y
deal dd Asidd] arosll el qieoiR AlssAysl dselRl uvidl vl
5 el [Auy qavg 4ot ¥ sl ulg d-dll e dsouddl ol 5 qvi

A

AHY.

o AlMUl dloy uldur 2yl :

UAS AMAAIR d5dldl HdA HIH SSIRHS 2 4194 U[QAAIR
1yql 330 9. sival dils sls saldld ulQuR 2yal. .

o sy sld dl w4l Yeud [Qaadar 4 al:

N

oldel]l qarqil Hsdid dle Avid]l yesd 9 AHy o4l ¥ Argl
olel] A4 odiad] ya Yesd oq 9 HIS usA sld dl Herdedl [Qodll il
ddl ¢
X weuell Al5al Yldidl Hdcdl e qA[CUA] AIAHAUR] 219 dl
q41 ALy s14 530 us o

X3 el €25 Alrll AHRAIA AIGHAUHL 219 dl YU~ Hlel HESL Adl
vesidl sy ¢

-

X alMaqid] ulsqr ARl iy d Hie dd 4lod MY udl 37

X aleaardl ulsarl Yol @uq 33 od 9 w1 dld Add] €l
R MY ofly sud sld dl A3l Ad AlMAY AU ol &9

1.6.3.4. almaqdl ulFad 245125 otiqal Hie HAEUI

P Alddld 4 $:A: w412 Al ulEAL Add] sy R 1514 diadld

-

sequel]l AlHAqA] UEFHH HMAd Y3 €9 dHY ARl HOLYH(
d¥ MM A Yuddl 18] d¥4 ELol €9.
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o olei dlsd A4 Yl as 2yl d Y séal Mol ¢ d wladl
AMAL A X3 U3 dl ¥ US 53U,

o olaniil dl3d 4 dH vRvR AlMaql WU 9] d edldl sleR
A3 4194 ulAuR dqyaed] 2 dHl ¥ evisqie] arHaldl
A3 Hitlen MO &9, ¥ did«l [Q14 541 ¢ed dn A
A AHYUAL HA L 5.

o SISYQL Al xqR1YlA gR 5 ol Al YHl Aid 2 Uld AUl
il xoYl YAe 52U AHY ASIHL AL oLl 591 sT

o leyyel qal: wrdaiaidl aiad A9l + el s A A -
ollel del ollddinl Yl AHY 21Ul i 54 Y9 qA4e] Gloq 4
A9l o HISl. (Al 4104 AHE ¥ GUHloL 53l

AR 2 Sl Al A1A Y sSql ML & 2 AHYU IS
32l Adl 21s19dl 5994 U3 &9. olle-udl ol 2 Hldasil dil
glmaid wiardl gl dyyar e dsigela-dl #32 usd. dsigela ¥

\ 3 A

dsigdlad el Asigellanl olla-iel YoLsiMl UoL uvdl U3 €9 slérii ¥
84l Wi €9 Y el AvG US €9 dHIL ¥ AMAY 9 A ¥ Al 69
2 AHANG S dl old-iR dlddd s A dd sul s, eld-di ¥
deal 2l &l €9 2+l A U sldd¥ Ml ISR sall 9. Heul UR
AMIZ d¥HIZ YoHe YAl EAUT ]l dHIAL YA dUIR SRAlAL HA ]

seqlnll 12l $5d dinel] w4 Sgyds AMAdL EdlT ©.

1.6.3.5 -9l arciaqi [QaHl

o sl v 3 A4l AYS Avil 2] 192 A3 192 Hadl vl
ad o4 siqdl AlMadl l, d4 Al 9l 5 sl d ol 455l
529 Xl vl HSH.

o AHAA] dvid a4 AS/U GUR 4194 *idl Sldiddl 26l ASA Yl
41oq i1 dldld dHIR SldtiR A odlddl Al €9 5 dH ]
Al 281 €91,

o alad] avid (G932 €5l sdlg el

o >3 Y3 Adldl Yool xnAs1Al 8], ¥ 565 oleud 6 ¢ 2 Yy
Aqyqd] wasiel?] el ¢9

o ¥32 U3 al dle-r ¥ s8 oldl 8l sl 2 AM12 5208l dil
oglHl elsrlqdl 1.

o Ml ¥3[RAld qoRd dlddld alag .

1&
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ofld-liRl [AA1] YO HHYAUAL &9 $5d ¢515dl T,

olldxiiRl sleld Yo qAxydl %33 6.

s os woud ¢ 35,

13.

2qzel Id Al ger qotyl alUa 530 a5 9 ollanviilqad Ylal-u
$20 el [Qan Alciaaidl suaaiyl ¥ A4l €.

2148 aml Y4l davidi-aiddl slddl Allx X us qieiaalg dl
sl o 2@ dlvarsg w4l

¥l ¥ aMz] xSl ALleid 5] €1y dl Al ¥3R41d
ae¥l dl 2l didl #aedl aidad] vl ¥ dd d-l Y2 43l AR
sl sl

gl [3o 568 & 3,

AL ALE] YE9al ¥ IR AART GH dasL €97

duiRl wifa usiA:

aly:
1. dHI2] YaIel 249d wouIHl dvil,

2. dHIl ydoll asiaQll HsHAT AHaHl Asi1Al.

A good learns a language more effectively and efficiently.
a. speaker b. listener
c. viewer d. writer

14. A needs a lot of patience

R0

a. sender b. listener

c. receiver d. all of the above
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1.6.4 silqary slucy

UYL AR Slaed] Us] 2L 5 oI Sluey &9 oldg 4l dl
adl awll. wle o9l warR sl adl et Ged ¢ R ddl ydlRalaui
dlviardl 32 adld 9. wal adl il 215 ofln 48 alald sai-l
33041 dald R a¥d 4149 414 oldl usl. iR uedlal dossl A Nl
Qe 541 IS Y194 AGEL edl AGEAYS] Ay ALY] qAls AL H-iddlell
1402 dH YA o]l usl.

1.6.4.1. slag slacu 124l

A\ A

14 gulddl 3edls A4l ¥ olddl HIE 2dRAY Gl 53 US ¥
2 YHIG €9:

1. el Gu: Heycadl vl
2. dlsiMl A3doAd AER]
3. aawildla ylReal

4. cllas yRuy)

1.6.4.2. 2428515 lddi-il YAl

243 Yldlg slaed [Qsaiaqr w4 34l ousidl @4l avdl %182

o Heul 2yl 4 1551 521,
o LM A3d U8 HHD U5 dH ASUA YY 6l+ld]
o Al Ui $5UR dlZa-d] qu, wld, saqell qol? eqHl 4

Aol [Aordl 1551 5.

o Al Uik 57U Aldd Al Yeod ¥ AM [QdlA dwu deldd
yglAl usA Gl ddiR uvil.

o deol 2yl s18 el 6l Al wd d HS HeTanll Yerl-dl Yy
U,

o ALH[QUR 2 Heqadl] d olel

o YU Sl HOUG deil HeldR] 5.

o Yeurde quid qruRaidl e vl Asidld dyiR .

o AMA HAEIH] HAY YD 53,

21
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daxil wila asiA :

"o

Y :

1. dHI2] Yol 249d wouIHl dvil,

2. dHIRl yaolll asiaell AsHAT AHaHl AsiAl.

15.  The most important among the skills of

a language is speaking.

a. two b. three
c. five d. four
16. is an additional language which the people

learn besides their mother tongue.

a. Hindi b. English

c. German d. Tamil

1.7. k(% (Summary)

21 Ylredl e 28l HulBdleuiAl ulBai>l, usiRl [Ad d4r8
qadl. a¥q ngl 9l 5 wloes s HUlCes 4Rl dsidd. A4y HUlSdld1z]
sedls ddlxl vl 5 dldg, AlHAG A dvig (A u9 28 2 ylhe
Al 2e2 Ay 3Ad]. HAUAAA AR U] I HAYRSIRS GIAG e
aleiaaql Hiedl sedls v ol 249 2l »idl.

1.8. d 1l uould sl Gazl

1.d  sharing
2.c receiver

3.c two
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4.b sender
5.d  languages
6.c receiver
7.c audio

8.c film

9.a  Reading
10.c  Extensive
1l.a  Communication
12.b  Capital
13.b listener
14.b listener
15.d four

16.b  English

1.9. 2i54- »d uglni

1. Ucdid ed gy?

2. Myl gesil el 1l

3. HcAldAAl USR] AHAN4l.

4. Heqdd Asd Aisld A4 a8 3.

5. iy slucy [Qzaired] #4udl.

1.10. 2@l 14 [A90y aiu-

* Kumar, K. (2008). Educational Technology. New Delhi: New
Age International Publisher.

* Patel, V., & Patel, U. (2013). Textbook of Communication Skills.
Anand: Ria Publishers

* Schilling, D. (2012, November 9). 10 step to effective listening.
Fobes .

* uéd, o (2010). viga als Higya, 4ls s1G3a gwe.
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A1HIl¥s S12AcA (Social Skills)

3uRuil

2.0 dg

2.1, Hedldril

2.2, HAsld A4 slHaien

2.3, ulMaieq : gHui

2.4,  dlEaigq 2 aalaul

2.5.  didlay W adl yxaaw 4l
2.6.  wHlys Slacy g S Ad adl as?
2.7.  aHlys Slacuu si1dg1il
2.8,  AaRIA

2.9. a#idl wold-u astdl-u Gzl
2.10. 2sH-2a gl

2.11. Heml 21 [G9y qiu+

2.0. ég (objectives) :

1 Hsue] wuel A el qay ol usly

o yeusia 541 2d olsdl asl dqy 2ultiqie sdl dd s asul d-l
Uz
o A1) w3 5al HiE qleqque-d] Al nvdl.

o AR lMqieEn Hiea Ml w9si?l.
o alddla el ddl A5l i Ysa9 g 54l

P 500 GuAloel dldlaiuyl A3y 493,

2.1. Y2dlq-i (Introduction) :

aiddl A5 01415 el 9. 48] qaul ol Mol AU, AdLslll,
[Qa1R] 25 oflo w18 ucl~da 5302 2. 2 syl 2049 UcddAT
ST AHLHUFS AqSIRM] 52g &9 Al AHY9 HAA. dH 5SS HeTdril
WAl wdl 5 5185 A 354l dd vag 4 $dl Ad dg slMaleq g d
Y



2 wod ol wsal. yR a¥ sl HHY YA 5l ¢ld AU A
‘annd 54l dd ulque »uyed 7 sdl Ad dd ylawdl »adl dl slunzil 4
yoas g2 53 sl 7 5dl dAd dd AHlFs A9 Asd AUgetd] wsul.?
ad 515y a4l cillgs 2 oldl usar wie q4ay ol d 942 4etdd ©.
ATl 2 Hetag &9 5 wltiqieaMl 565 NIl GUYLoL $AM] HHicdl €9.7
axi?l aladld 2iluaRs 2 2w-lyAaRs ulRRulaxr %y adl 2.

2.2. Yalsid 21+ 2=ldalg- (Visits and Greetings)

According to Cambridge Dictionary “A Meet- and-greet event is
the one that has been arranged so that a famous person can meet and
talk to people”.

534105 Slern?] Yuol-“HAG 2 HASIRY 2L A5 UAOL 9 A4 51
Held Al3d 2 Alsaxia qdl 45 4 qdl $30 a5 d e olsqdlHl
29 ¢9.°

yaisia (1) ded o 3 dell quid Al 5wk gl
Rigl e wlees ulalzar #4435 “lBdlHl 20y-d ¢4ql dl 518 $jy YR
yslyql 1S 2581 2wy 9 d« HlZlor ssaimi »id o9,

2§[04quewt (ASo) 2 2s g sd 9. T AlBddAd Yl
dl @lsiel e 42 215 oflod nQdl, del Y @i glRdl, el H8 okl
Usieel Hoiql [Asad A8 dl AlAl%s slel (HuARs saal sHluARs)
WS dul sl AysHl 21d AR Hiadl2l ngl Mg ylaid] si197l
oldld ¢9.

2.2.1 Yaustdi Eqil:
o uglal olsadl »d Hs52 244l

o sedls uqln el dl Hged >0 wuddld »ydl.

o weell Alsiad YAzl 4],

o ddl [QARlL a2 dal 2 dl 4R calRd HldlFy sdl.
o GAls 2 SS51RAHS 448 (Al $Rdl.

o oflon wdedl olvg 4 s ofloqd adly »uydl.

o Hee Haqql IS A odiad]l vd dul dHd 4g.

o 14l w¥la 54,

2.2.2. léqignedl audl a32ud s w2l sedls ysAUAI:

o wdl? 518 dMd Haql d AR dedl 448 Gou ag.

o HOlR Al3dd s [4a 24y,

LN L Coa Y
o vilefl vl AYSHI EY.
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ara ¥ axidl vlarvig suydl.

¥32 U3 dl YR¥A yeql/Mioal dg [Adeq ddd 529
Yo d Ersds WIS ¥HER 5.

54l Ad A ylRyY 2val d dlvg.

N9 519 d4IR Hetdrl Adldd &
wul? ¥ dlslad ol el dl sig el €1l 7 Yldlg 5 ollang il

Y q4Id &I glRl.

N

¥y Alsd axidl wd 9, ¥ A Alsd a¥dqd oAl 4 dl HaH

N

aril AHl GuAloL 53

2.3. 2lMqug- 1412l (Greetings Samples)

o ¢9.

Tyl sedls Hiewead] yRRald 2udd] ¢ a4l xnlMaie #3730

o 514 YAlsid

o g41514 Hellsid

o G2 HAlds »eql dl Al .20, 4d ddAld
o dql ds sHUA w8 aladla

o wAle Al 52 dladld

o dg Al3dd AMAUH HHidg Ml HAHi

o sl Alsa ¥ a¥ od ¥ nQdl ¢ld d-ll e slag.

18 ua yRRalaM »1yARs alala 43 s2al 42«14 woudd

2[4l Ay Al2IA] GUAULIL SAUML S 9. ¥ 2l HHIG €9:

E3

Good Morning/ Good Afternoon/ Good Evening

How do you do?

Nice to meet you Pleased to meet you

How have you been?

Hello/ Hi/ Hey

How are you doing? How is going?

Nice to see you/ It’s great to see you/ Good to see you.

Long time to see/ It’s been a while

A e A e

Are you ok?/ Alright mate?

_
<

Howdy!

Ay s slaey



11.  Sup? / Whazzup?

a2l woifa asiN

1. 2ldaie i uldeua a2 2uddl 185t ¥isl :

A4 ;1. A WOUH dHIRL YA Uil

2. A5yl Hd YUY AHIQAL 7. You must be Ann Peterson

yoll dHIRL YUl Ad ASIAG.

Greeting

1. How are you?

2. How do you do?

3. Please to meet you

8. I hope to see you again
Response
a. I really enjoyed meeting you, too.

b. Fine, thanks. And you?

c. I hope so, too.

4. It was nice meeting you d. How do you do?
5. Have a good weekend e. Yes, That’s right
6. See you next month f. see youg.

g. Please to meet you,

h. Same to you

too.

2.4. 2lMaquen : qlaldiyl

28l alalary 21 uHE 6.

alalay : 1

aldlay : 2

aldlay : 3

Sita:

Diya:

Sita:

Rita:

Binti:

Rita;

Binti:

Sita:

Hello I'm Sita
I’'m Diya
Happy to meet you. Diya

Hello I’'m Rita
I’m Binti, I’'m from Baroda
A pleasure meeting you, I’'m from Ranchi

Very please to meet you.

I’m so happy to see you again. Gita

29
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Gita:  Yes, its been ages since we met.
Sita:  How have things been with you?

Gita:  Good, I’ve finally wound up my thesis.

qalaldry : 4

Binti: What a pleasant surprise! When did you

come back?
Sita: I got back last night
Binti:  Did you enjoy the vacation?
Sita:  Yes, I had a wonderful time. Thank you.

Word/ Prrase Meaning

1. pleasure feeling of joy or happiness
2. it’s been ages a long time

3. wound up completed, finished

4. pleasant surprise unexpected joy

5. vacation period of rest, holidays

6. wonderful excellent very good.

Yedsldd Yelsiad %I dUdl dldley :

alalaty - 1. dqud 21 [Qendl a2 adl aladla:

Librarian:

Student:

Librarian:

Student:

Librarian:

Student:

Librarian:

Student:

<

Good morning. What can I do for you?

I am a student of the Social Science Department. I am
looking for some resource material for a project. I need
your guidance.

Your card please. Have you made your entry?

Yes, sir. Here is my card. Where can I find this reference
material?

We have a library catalogue. We have online public access
catalogue to help you locateyour material. We have a
Technical service Librarian to assist you.

Can I get material issued?

No, that won’t be possible because reference material cannot
be taken out of the library. You can read it here or request
a photocopy. The Reference Service Librarian can help
you.

Thank you very much for your help.

Ay s slaey



Librarian:

You’re welcome.

Word/ Phrase Meaning

1. resource reference material

2. reference directing to page, a book

3. library collection of book

4. catalogue a book containing a list of items
5. Librarian in-charge of a library

6. issued given or made available

aldlany 2. 2qud - [Qeudll a2d adl aiadld:

Student:

Librarian:

Student:

Librarian:

Student:

Librarian:

Student:

Librarian:

Student:

Librarian:

Student:

Librarian:

Student:

Librarian:

Student:

Librarian:

Hello ma’am, how are you?

Hello! I am perfectly fine. And how are you?

I am good ma’am. Actually I was searching a book.
What kind of book are you searching for?

An excellent English language book. From which I can get
new vocabulary words and basically pronunciation practice
for long words.

You can go through Charles Dickens and John Milton books.
There you can get vocabulary and pronunciation practice.

I which section can I get those books?
You can get those books in the Literature.
Can I get them issued for a month?

Yes, you can. Do you want to get both the books issued
at the same time.

Yes Ma’am.

For that you need to get a membership card issued for
you that card will permit you can get 2-3 books simultaneously

Ma’am it is mandatory?
Yes for issuing more than 1 book at a time.
Do I have to pay something for that.

Yes, Rs. 1000 for 6 months subsequently, you can get you
card reissued only at Rs. 100 for 6 more months

&
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Student: Ok ma’am, please issue me a membership card
Librarian: Surely, There you go.

Student: Thanks a lot Ma’am

duil wifa usii

N 2dda qaalansl qloa aeglal Guala 530 vudl your yei.
al4: 1. 2dd YOUHT dHIRL YU il

2. HsHA Hd AUUH AL U] dHIRL FAo] 41 ASIAG.
Conversation 1

M = Martin J= Jacqueline

M: Excuse me, Jacqueline Tumer?
J: Yes, that’s
M: May I myself ? ’'m Martin Young.

How do you do?

J: ? Martine Young.

(introduce, right, are you, How do you do)

Conversation 2

C= Chris F= Frank

C: Hello, Chris Evans. Mind if I you?
F: Oh, _not. Frank Richards
C: to meet you, Frank.

So how you finding conference so far.
F: Actually, I’ve not this morning.

(Pleased, of course, arriving, join)

2.5. aldicy #é adl Yrqg 210l

Uyl dcd] qladld £3did UM, AU e YW g™l
¢ld €9, v 3204 uyd qR Hadl dlza w4d adl diddlddl 5 Gyl
2095121 8 Al dddladl sHul Hdl HA 9. el UcuA UlFHIH

A1 ANdl HA €9 el d HALd [ASA Ny 9. 2dl H51Y, UH A4l
YosquId g2 SRdl HICrll 5SALS YEIM] Vil HHISL 9.

o uey dl dHi] Yo lavil: s Usi+dl yRRalaxl wler ¢od]
Yosq9l dyd iy 9. ddl HYsa9d a¥ dlavil. grvel dls, dH
¥YI3 SIS Hlel 1 AYEIAH] CUNMEL ALY SlY AR dH sl

30
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el Adl YR g™l 1.

o YosaQuMl Ysidl uedl oy oo 9 ded 151 €25 Hindl DUl
UM, HSlA v HRa8 Ag™ald] €ld 9. yHs Add]l cpeHiel]
565 sdlviarg wa. AsiA A Yraw &l uRlRauldxie] a¥d s
Alzd dls auiz yed sed 9 A 4y oy ayqd dlviarg 4.
AR EAH] AMIZ 2199 qydlg & d MIE dyd dlvialsdl.

o Masiaq] qdd] Mald el Al

o a¥d a9l & 5 x1ys WRRAlA] ay-d dAslA 5 YRa9 doldl sly dl
d uRRula+ g2 s3l.

o Hge IS dHIA (oA yeol: o ayd axidl sHldl 3 [Fedul qul?
[Qai ¢ld dal dye sl sdcdd] 5 aslal 48 64 8. »ys
YRR ad] 4o5a9n g2 $RdAlL dM MEE3Y 6fwiel. dMd ¥osddl
Ugl 4. MRl (Bl woual

2.6. wHlFs slacu g sdl dAd el as?

£35 cUlZa WA ldidl SsRIHS AHY SRS AHIYS sluey
gld 9. 32dls Al3d WA ss11cHS Slued qu? dl 511cHs Sl e,
Al ([Quild esiucis sl sl HAd AsRjAHS sluey quR. STy &
T €9 5 eSSl Gulol 53] ARl doldl [AsAidl Uty 2 A51AHS
slacdld S8 adly sids54, aiad adl s s wddl dlvila g2
5] U4l 53 usiA.

wsTal a4l slaea-d] As saldl 6. w4 aHig slaed sy
BSRIHS 2l 524 USRS €9 el ASIRAUMHSAIT §2 54l d¥ Y UHAIF
523,

3. Exercise

adtd]l s slacy asigar 10 [AlRel ama qal. aqd wd
AlS5A SHRAMS A AsIAHS Sy . A qWHA woUIH] SSIRUAHS
2 ds1RAcHSs YE1ul quil A ¥l 151cHS Slacd ¢ dl d g2 saUU
el Al 52U

S5lAUcHS:
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US51RAcHS:

51AHS Sl g2 saly AAX :

SS5lUcHS:

.....................................................................................................
.....................................................................................................
.....................................................................................................
.....................................................................................................
.....................................................................................................

2.7 4til¥s slacu-u cusil (Benifits of Social Skills )

A5 Slacuel]l 14 Yool el Hadl] sy,
1. a9 - Rl do4l nadl asw.

g9l A5l nG 9 5 waAdHl HuUd AHldR AlEdoid dokl]

Gy &ld dl d-l uola 4 usdl «el. AR Aoyl 4 s3] daqqiHl

ysdl yoscllzil g2 49l Al dl wdl [H21l oiviiqdl HiS HEEIY o+l
Al%s sluey 2 Yrits1lHl quiRl 530 43 2 A8 WA dH AHIA o]

N

Asl d HiS Adly 204 &9, q4IR ALl Aol A AsiAHSALA] AH™RA gR 52

A A\

€9 vl 2 AHIAH[ 1A YL 9.

2. g Hewa 530 asi.

AR AHIYS slued R ¥ dd] 4S5 dHIY HcdldA Slued Adlg

sld. s1dys [QuiRl 5 coslala HAa1Ra sa1 M dd déH slal A8,
2§l A5 Herdg SlUud a4l [QAsla s 6. dlsl we ] Ulel
w14 Al MIS HEM Ul dl dell U Slacd [Aslya 49l

32
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3. ay s1dcaal

seals dlsl qlys [Far-ulal3qiied] &yedla gdr sld 9 5185
¥uil s Al Al 5 e[®sla yyuddl 4 elael] A2l dlzdod ld
ddd 9 Yl usdl well. d HY AU 9 5 d¥ d¥IRL s1dUd [(RlSoHl
819R Wl 2ndl dl AlEada wlHi vl dedl dyiedl seals alsia ad
ol usdl. AMUYs slucyell aX [Qnaryds 2soflo w8 ald¥dld 5304
AMd ydR 33 asl wedl sollw wed sdl w4l usl.

4. s~ sRu2 uleiseu

gofl o] deeil ABaAlyl A4l AlEdod sa, slued duidd]
SlY &9 d qUH[ 51 5al] AMAl dUdd] Y €9 A AL S1H M
ueiilad 530 2udl 18 iud] €ld €9

5. 25l yrusidHl qwRl

A[sdul dld HOG 2 dlsld dMwdl el Q9 49 AlSdull
$R4R HolAd eanl vedl A4S Fdl sld & s1d2ud [Qaue] dHi?
dsoflo 18 dladla 54l N6, AMFs Raladl »8d dl s [¥a
i Sdl Aot A [Hoadl ™ql YR &l wA o.

2.8. #kiw (Summary) :

A1 Slacy Y €35 AUlBdHl REAL A&HAIH] UYS 9. £35 AlZai]

A

21 A14%s Slaey]l qud . d ulawdl (3eoll dradiel, Gelsdl, »i-syds
wdl U3 9. A5 Slucy 2 AR U Slued A XA &9 ¥ g5
Wl slg 2370 . ol oy 21 oldl Gorusl ulsd Hsdaly waq 49

A

89 AuY Sdliql oL 64 €9, ARl HMUYS Slucd 4ydd]l HlZa A WA
32 ruadl @lsl wd M 9. AQy s 53 us 9. wd sAzEl e

N

HOLYIML qYIR] 52 €9 A 9¢d AU HSUAl SlHd 53 €9,

2.9. a 13l wald asizi-u Gzl

1. 2tlMaign 214 uldcua q2d-41 2uddl ¥1sst ¥isl.

Greeting Response

1. How are you? a. I really enjoyed meeting you, too.
2. How do you do? b. Fine, thanks. And you?

3. Please to meet you c. I hope so, too.

4. It was nice meeting you d. How do you do?

5. Have a good weekend e. Yes, That’s right

6. See you next month f. see youg.

7. You must be Ann Peterson g. Please to meet you, too.

8. I hope to see you again h. Same to you

I3
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2. A4 wwda aialayHr qloy aogl+l Gualor $30 vudl wour yRi.

1- b, 2d, 3-g, 4-a, 5-h, 6-f, 7-e, 8-c

Conversation-1

M= Martin  J= Jacqueline

M: Excuse me, are you Jacqueline Tumer?

J: Yes, that’s right

M: May I introducemyself? I'm Martin Young. How do you do?

J: How do you do? Martine Young.

Conversation 2

C= Chris

F= FrankC: Hello, Chris Evans. Mind if I joinyou?
F: Oh, of coursenot. Frank Richards

C: Pleasedto meet you, Frank. So how you finding conference
so far.

F: Actually, I’ve not arriving this morning.

3. Exercise: Do it yourself

2.10. 254~ 2Hd ugldil

1. ul¥s sl ed y? dnl e+l 4l 52,
2. 2o uA AllSo ved y? All2o-il seels ¥l woudl.

3. yalsianil Sgl el

2.11. Al 244 (A9 QY

3

Dayalbagh Educational Institute. (n.d.). Spoken English: Conversations
for all occasions. Agra, Uttar Pradesh, India.

Griffin, T. (2019, March 28). How to avoid getting embrassed.
Retrieved May 19, 2019, from wikihow: http://www.wikihow.com

IGNOU. Business Social Skills and the Recruitment Process.
New Delhi: IGNOU.

Pettry, D. W. (2006). Building Social Skills through Activities.
USA: Danny Pettry.

Raj, T. (2017, March 30). English conversations: Between
Librrarian and studient. Retrieved May 19, 2019, from Peptalkindia:
http://www.peptalkindia.com

Ay s slaey



2 ulRyA

(Organization Introduction)

3uluil

3.0. &gl

3.1. dediq-

3.2. ulRxdsaia : deen uis1$a

3.3. e usISaq qauugl

3.4. U@ : $1AERYIHI QuAAL [FA1uE]
3.5. Rl

3.6. a#idl yald asiAi-u Grizl

3.7. sH-¥a ugln

3.8. dc@l 2+ [A9y alun

3.0. égbii (objectives)

i Hsue a2l yedl ad 9 Yoo A&y ol asal :
o 5dl Ad aq?l deew [Qd wlRyd »uyal d-ll 449l
o deal (A9 54l dd ulsida dvid] d ol 41o(e 9

P Aol ulsiSadl 56 56 qlSdll dHIdU 541 d (U]
AH U

P Ml 514 $dl AZadldl sid-s290] Al

P $14 2 SAHL A UHAL GYHLaL.

3.1. Y2dld-il (Introduction) :

€35 Al3a ¥ el 5 [AMH 51M 5dl Sl dl d¥s (Aol
YR HI2lor quid, gelyel e, AHil%s g4, A1 21ydi-l

aRaR 32 usdl sld . dyuqd ¥ ad €lg PgH 5 ad a1l AUl
YRAY 2yl 91, il Yl ai=dl vedl ad el HisiSaHl 56 56 dulddll
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3¢

Guylol 59l 2 dell wA515a1 52l 69 d 2 Yl aial uedl nsial
w9, 54l Jd ulsidd yudyg wav) ¢lg 2. sdl Add u>dd dd
Aedl usal 9012, w1gd AU 514 52l sHARAIA] Aot UIsISE A
s14-52%1] Hl8d] wadl.

3.2. ulR269¢ qian : deau-l 3udvu (Uis1Sa)

14 21d9a YR qi] iud Ml YU Q.

INFLIBNET (Information and Library Network) centre is an
autonomous Inter- University (IUC) of University Grants Commission (UGC)
of India under the Ministry of Human Resource Development (MHRD)
located in Gandhinagar, Gujarat. The centrewas initially started as a National
Project under (IUCAA) in March 1991. It became a independent Inter
University Centre in June 1996.INFLIBNET involves modernization of
University libraries in India and connecting them as well as Information
centre in the country through a nationwide high speed data network using
the state- of- the art technologies for the optimum utilization of information.
INFLIBNET is set out to be a major player in promoting scholarly
communication among academicians and researcher in India.The main
objectives of INFLIBNET are to promote and implement computerization,
to evolve standards and uniform guidelines, to provide reliable access to
document collection of libraries, to provide access to bibliographic information
sources, to develop new methods and techniques for archival, to optimize
information resource utilization, to create databases of projects, institutions,
documentation centre& information centre in the country.The goals of
INFLIBNET are achieving complete information of libraries in educational
institutions, create union catalogue of document available in libraries in
online and real time environment, and promote digitization of legacy document
and creation of content in e-format in universities.The major functions of
INFLIBNET are to facilitate academic communication, to undertake system
design and studies in the field of communication computer networking,
information handling & data management, to established appropriate control
and monitoring system for the communication network and organized
maintenance, to collaborate with institutions, libraries, information centre
and other organizations.INFLIBNET major activities are i. e-consortium:
e-ShodhSindhu, NLIST program ii. Project & Consultancy: e-PGpathshala,
Vidhwan Databases, India Ranking (NIRF), Vidya-Mantra iii. Open access
initiatives: INFPORT, IR@INFLIBNET, OJAS, Shodhganga, Shodhgangortivi.
Library Automation: SOUL, IndCat Union Database, etc.



A ylRyy

duil wila asi2A

Ay 1. MEIU YU U FOUHI v,
2. dHIRL YUl HsHU HHd 2dd yAolld] w418 d4uUHE 52,
Q.1 What is the full form of INFLIBNET?

Q.3. State the goals and objectives of INFLIBNET

Q.4 What are the major functions of INFLIBNET?
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3<

3.3. Azl 3udvi (Uisia)q qruw

el RYY 2YalP uG s g sluey 9. el uRYY

34l dd "2uyal 7 yd deer oAl dHiq HilSdldl ad HulSdouR &ldl
WS, Heell UISISA dridl Hie 1A A A disid]l Hecdd] €.

WlEdl »is21 s:dl (Infromation Gathering)

Rl 2521 sl 2 s ulsdl &9 5 wH[ Yel Yel Us1RwL HilSd]
2ld vl s5Ul3aod sudl, A, lzd, deige Hiedl Hilddl
520 5L 219 9. ¥ Al 20Ul HisiSd duiqi] ¢ d Wl
o] i usiell wilddl yel wel wtldyiel] Hsa s2dl.
HlSdl Us 54l (Filtering Infromation) -

lddl sl sal oue Hlddld Y& $dl 5 P4 2lqdds AHY
33 7t ¢ld ddl HilSdld g2 skl »ud 9. i Ya 3¢l 43l
5 Aoll8a HlRBd] Gudlusald >yl usid. 4R a¥ sl “lddl
1Y) €U 14 dl dHie]l YAl 2199, 2ed i Hldl Ya sal]
Yglad e sl dgld dls us 2lavqiil 2ud 6.

Hl3dly 4s4n 52 (Collation of infromation) :

Al guvil (ulsisa) aviar lddla dsled $dl. ya 53l
Bl SIS 2531514 2adl dl A9UGsH gl Y 54l
I qsly 2 dilEs sy4l Hsat 5] 24 alsad] well
ISl qulR s1ded i HASIRS o7l 9. sl 4194 Ad HidlA
syl ysael] 1l wsiSa-dl A saidl uazviid 530 UusiA.
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Job responsibility of Librarian (2awé-ll $14 $2%1)

° To supervise and co—ordinate the work of University Library
system consisting of five Units.

° To provide instructions to new members in the use of the Library.

° To plan book acquisition programme of the library and select
books for order.

L To work out exchange and gift arrangements with several hundred

institutions in India and abroad.

J To contribute to the educational function of the University by
providing bibliographical guidance to research scholars of the
Universityand Visiting Scholars from other Indian Universities.

° To develop prgramme of library management for improving the
efficiency of the library.

° General correspondence relating to financial matters.

21 GYRASd [3Uiyel Al3a-] Rlgxl 2aql dl al3dd] dléa 4
WAPLs Fd Y 52 69.
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1. d¥I”l 2qUel AHIdd woulHl Quil,
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dl3 2N wHo Ayl HdH] S04 hd 4104 [FHIYEL]

Guylor $20 viel w041 YR,

dld 2dd Baveldl ayd sl yesdl woud dl dd s sl

Q412 [BA1uel Gualor viud] woul Hi1S 521 usl el

develop contribute attending
work out assist improving
assigned providing

Job responsibility of Deputy Librariant

To generally the Librarian in planning of academic

and professional work in the Library.

To to the educational functions of the University
by bibliographicguidance in the area of the
specialization.

Toplan book- acquisition programme in the area of specialization.

To exchange and gift arrangements with institutions
in India and abroad.

To documentation programme in the concerned areas.
To toward professional inquiry and research through
publications, seminars and conference,

To programmes of library management for

efficiency of the library.

Any other duties from time to time.

ly:

Gyl

).40]

dui?) wila asiA.

1. d¥i”l 26l 28d woulHl Quil,
2. dHI”L DUl ASHA HdH[ YA Fdol 28 AU

14 29 Heedly AdviaAl s $YHE 29E 4104 [FHIugl]
53] el wour yRi.

dld 2de [Faruelyl duq 518 Yesell waddl ad s 5l 4R
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acquires determine interact
prepare provides assigned
supervise act attend
bringing out classify

Job responsibility of Assistant Librarian

° To with the academic communities of the University
in order to their requirements of reading materials, and
acquire the same for the library.

o To the documents their contents
in class numbers reference services and documentation
services to the faculty members, research scholars and students.

. bibliographies and indexes.

° as the liaison between the Librarian/Deputy Librarian
and staff for communication purposes and supervise the activities
of section.

° To correspondence relating to the section.

° Any other duties from time to time.

diR] wila AsiA.
A4 1. dHIRL YU A YOUH Q.
2. dHIL yUs] AsHA AHdH Add el 48 duil.
A4 »uda qydd?l qeedlanl sid+ $9040 >uda 410y [3a1yel-l
Gualo 53 vie] wour YRl

A4 wuda Fauveldl aqd sl Yesdl yaud dl dd s sl

q4I? [Farue-l Gualor vid] woul H1S 521 usl e9l.

repair preparing facilitate
maintain operate send
deal perform provide
locate inspect protect
lend collect enter
update return classify
permit assist preparation
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Job responsibility of Library Assistant

and books, periodicals, videotapes and other

materials at circulation desks.

and patrons’ record on computers.

new materials including books, audiovisual materials,

and computer software.

books, publications, and other items to established procedure

and return them to shelves, files, or other designed storage areas.

library materials for patrons, including books,

periodicals, tape, cassettes, and pictures.

returned books for condition and due date status,

and computer any applicable fines.

records of items received, stored, issued, and

returned.

clerical activities such as filing, typing, word processing,

photocopying and mailing out material, and mail sorting.

assistance to librarians in the maintenance of collections

of library materials.

to with disruptive or problem patrons.

and catalog items according to content and purpose.

new patrons and issue borrower identification cards
that permit patrons to borrow books and other materials.

notices and accept fine payments for lost or overdue
books.

and audiovisual equipment.

books, using mending tape, paste and brushes.

the acquisition of books, pamphlets, periodicals,

and audiovisual materials by checking prices, figuring costs, and

preparing appropriate order forms.

in the preparation of book display.

aly:

dui?l wila asiA.

1. d¥i”l 26l 28d woulHl Quil.
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Qo [Agel ddwm 211 2udv
13 219a Ad?] Hewsentl s1dl $AHE 219E 4194 [FH1YEl]
Gualo 53 vid] wour Yyl

A4 wuda Faveldl ayqd sl Yesdl yaud dl dd s sl
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assigned shelving preparation

pasting shifting display

Job responsibility of Library Attendant

. ~ of books.

° & jobs.

° of books.

° of journals etc.

L As by the Librarian/Dy. Librarian/Assistant

Librarian from time to time.

3.5. aRi® (Summary) :

$HA RNl URAUR Yl Hee (A9 wlRAd »ilyARsdi] 48
UYL iyl €ld &9, Yed ¥ 33 9 5 Mol agdldl N9 a4~

sldl NS5, 2>saR dxid] WA 21l ddls HilSdl s dl a4 Hzel UlsiSe

iy oielld] asul. sedl HMIHL ISl ¥32 usd &g UgulR FEL
ael URotaled 21412, Sldidl, i dMdd qaMl uvild Hldd] vl
41l Ryid sdl sl €9 Ald Wil 25l uRAY Addl Alddl YL
1] st HIYAURSAL M1S HrAl] URAA Hlel U AHEIAA SIAH] YIdR
ylefve doreael]l ug Yl usid. w12 a¥d qaldl WRyd iyl AR dd
£35 UL wlo Sldidld 2yl HS dUR sldl K.

3.6. a1l yould asiAiu Gzl :

1. Q.1 Information and Library Network
Q.2 June 199

Q.3 Objectives:
U to promote and implement computerization

° to evolve standards and uniform guidelines
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to provide reliable access to document collection of libraries
to provide access to bibliographic information sources

to develop new methods and techniques for archival

to optimize information resource utilization

to create databases of projects, institutions, documentation centre&
information centre in the country.

Goals:
achieving complete information of libraries in educational institutions,

create union catalogue of document available in libraries in online
and real time environment, and promote digitization of legacy
document and creation of content in e-format in universities.

Q.4 Functions:

to facilitate academic communication,

to undertake system design and studies in the field of communication
computer networking, information handling & data management,

to established appropriate control and monitoring system for the
communication network and organized maintenance,

to collaborate with institutions, libraries, information centre and
other organizations.

Q.5 Activities are

1 e-consortium:e-ShodhSindhu, NLIST program

ii. Project & Consultancy:e-PGpathshala, Vidhwan Databases,
India Ranking (NIRF), Vidya-Mantra

i Open access initiatives: INFPORT, IR@INFLIBNET, OJAS,
Shodhganga, Shodhgangorti,

Vi. Library Automation: SOUL, IndCat Union Database

Job responsibility of Deputy Librarian

To generally assist the Librarian in planning of academic and
professional work in the Library.

To contribute to the educational functions of the University by
providing bibliographic guidance in the area of the specialization.

Toplanbook- acquisition programme in the area of specialization.

To work out exchange and gift arrangements with institutions in
India and abroad.

To develop documentation programme in the concerned areas.



To contribute toward professional inquiry and research through
publications, attending seminars and conference,

To developprogrammes of library management for improving
efficiency of the library.

Any other duties assigned from time to time.

Job responsibility of Assistant Librarian

To interact with the academic community of the University in
order to determine their requirements of reading materials, and
acquires the same for the library.

To classify the documents bringing out their contents in class
numbers provides reference services and documentation services
to the faculty members, research scholars and students.

Prepare bibliographies and indexes.

Act as the liaison between the Librarian/Deputy Librarian and
staff for communication purposes and supervise the activities of
section.

To attend correspondence relating to the section.
Any other duties assigned from time to time.
Job responsibility of Library Assistant

Lend and collect books, periodicals, videotapes, and other materials
at circulation desks.

Enter and update patrons’ record on computers.

Process new materials including books, audiovisual materials, and

computer software.

Sort books, publications, and other items to established procedure
and return them to shelves, files, or other designed storage areas.

Locate library materials for patrons, including books, periodicals,
tape, cassettes, and pictures.

Inspect returned books for condition and due date status, and
computer any applicable fines.

Answer routine inquires, and refer patrons in need of professional
assistance to libraries.

Maintain records of items received, stored, issued, and returned.

Perform clerical activities such as filing, typing, word processing,

photocopying and mailing out material, and mail sorting.

Provide assistance to librarians in the maintenance of collections
of library materials.

A ylRyy
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Take action to deal with disruptive or problem patrons.
Classify and catalog items according to content and purpose.

Register new patrons and issue borrower identification cards that
permit patrons to borrow books and other materials.

Send out notices and accept fine payments for lost or overdue
books.

Operate and maintain audiovisual equipment.
Repair books, using mending tape, paste and brushes.

Facilitate the acquisition of books, pamphlets, periodicals, and
audiovisual materials by checking prices, figuring costs, and preparing
appropriate order forms.

Assist in the preparation of book display.
Job responsibility of Library Attendant
Shelving of books.

Preparation&pasting jobs.

Shifting of books.

Display of journals etc.

As assigned by the Librarian/Dy. Librarian/Assistant Librarian from
time to time.

3.7. AsH-2d ugln

1.

2.

deel HIsISe ved y? A Usidd avial Hie 58 58 Hilddll
AMI99 54l d w9l

Heell MISISE dvidl Sl A0 UlFAI2] HHNGl.

3.8. Ae™i v [A9N qiun

Attwood, G., & J., H. (1984). Communication. New Delhi: Tata
McGrawHill.

INFLIBNET. (2019). INFLIBNET. Retrieved May 23, 2019, from
INFLIBNET Centre: https://www.inflibnet.ac.in/

JNU. (n.d.). jnuRTI. Retrieved May 22, 2019, from jnu.ac.in:
http://www.jnu.ac.in/RTI/Technical Officials.pdf

Planner, C. (n.d.). Career Planner. Retrieved May 22, 2019,
from Career Planner: https://job-descriptions.careerpanner.com/
Library-Assistant-Clerical.cfm



BLOCK- 2

olls3| Aclall Hizell Boee]o{l daudl
(Preparing for job interview)



@BAOU Sl ol widss: 3lluet YR aRE

for all (38Rt UBIR gl W)

BLIS-109
YeulAeololl slacl

(Communication Skills)

[Qeuot

2

s3Il Aol Hiell ESGBQGQO'R daudl (Preparing for job interview)

AsH-4: culsaold Ulslse

Asu-5: Weslcla (Portfolio)

AsH-6: Ro3Yu wa cil2ll32L Avtet

AsU- 7: olls3| HIR B2




Qeslet :

Ul SL a{l Guitelt

AULEa :
St Raisl cu

St Adell Ws
As - AUlEa :
(Boret wRMIR

Qua w@Q:
(2020-2022)

S Raigl cau

SL YR sletSlal
S Add elg

(2017-2019)

st daucll ewauR
St d&dl usau

St L uiRw

Aulal:
Sl Raigl cu

(Boret uRMIR

Qe uRAn et
Sl H2is Ragl

L URH L
Gllst u2e

(Raumssll, et A s GRS Nos ARt WA
Sl Gl AiASSR B Uot Y[AARIE], HUHELCUE.

WAAR, Jalcd a R @Qstiat [Qeuat
Sl GllollUEHL AiASSR WUl AR, vHELCE.
JUUE, S UelUEs UiASS BlUel Y(ARIE], UHELLE.

R WFUR, ddaldd va Ul @Qstist (Qeuot
SL sl AdoL UiASSR W Uat Y[AclRE],uuelale

WIAR, gt el 1l [@stet [@Qeuot
SL sl 3oL UiASSR W Uat YA, uuElalE

WEAR, e wa WA @Qstiet [@Qewdt, oespud (Qaidls, MM ELalE.

WAAR, Jalcd Aa Ul @Qstiet [Qewol, oA YRARE, unelae

U, BRLE AxYdael SIA%, BGLE.
sJaud, BudedrR A sy, EHdeolR.

Jdauld, I%2Ad YRR, uneLalE.

WHAR, Jatcd s MR @Qstat [Qeuat

SL sllelABoL UiASSR W Uel YA RIS, UHELaLE.
R WEHR, et A MR @Qsiet Qewst
Sl cllollddel AiAssR et YRR, uueLale

Jaud, slludl s H3dl dad, AUAU. YRARE, st

Rz WHUR, YAl (Qetat, St olloludol BiAss Blluet AR, uUmEllE.

ustats: slasidl sA@Ra, St sl WASS WUl Y cARIE], UHELCUE.

ISBN :

yslalel N : 2021

o78-93-91468-85-9

Acdi@s YA

UL WEAYRAS S GllollUBoL AiAs5R Bl Uet YRRl GusA Qensllcell ravieaat 3qel; gadl
Qe GRa FosHi Al dak sl A B, Bell AdiBSR YA BD. ul wewAAMHAA SSu
AFUHL UL scll Udal SLolelddel AiAssR luct YRAARElAl A UReletdll Aautsll 234



ifSdd1d Msidd (Personal Profile)

Uil

4.0. Sqil

4.1. Uediq-l

4.2. ulR49g aun: cul3ddd uisise
4.3. uisiSq ved g ?

4.4. uls1$a¥l $¢ Bl axde 524l
4.5. cul3aod us1Sa-l 141l

4.6. U154 Aual HI2Hl HSTanl YEI]
4.7. U158 : AlEl AdHI1 519

4.8. AR

4.9. ax1d] yold szl Gl

4.10. »s4-2d ugl

4.11. Hewml 24 [Q9y alan

4.0. Sgil (objectives) :

2 A5 qral el ad 1A el qaM oixdll usl.

o 3dl 2d ulsiSa ortadl d 249lg 19l
o ulsidanl sl sl Hlddl wHd sar d-l w3l
o UIsISE duial Sl LMl Al Hetdil Yeldldl 44l

4.1. Uiq-il (Introduction) :

ulside A woirll W s2ql IS HeTdg ALY ARAUHL Hid €.
s5dl ulsiSe gldl N85 2 dul 58 56 Hldll dMdU 524l AHY
UIsISd duidl HS LMl AN Hetdl el A0 2 ylaeul
S 2] 9. Ml UG AL HIHRAD (61352, AN AX Hls AA, 2lH]
[Qdside wal Alddca-] ulsise ulRx9e did-14l YsqMl ddl . A4y
A[Scold UISISEA] A2 U9 A1YGH] 2iicdl 9. wed] axiR] ulside



s3] Haqar Wi rerey-dl dadl

2HRSIRS A i VY dd] ¢ld dl dd ey deir Alsde i S[5a
33 usl. 1 Ylaenl UlsiSa dvidl M2 dlglL ddHi $194] GYALoL $A14(
iyl &9 e 52Cls Aol (AR a5 AsIY 93U HSAHI HiHl €9,

4.2. ulR269¢ arai: cul3aora ulsisen

s 2 51 y9 Aldanl wan ARl 25 a8+ 9. HSISe

YZadl e96f]l dls qlaviaidl 219 ¢9. ASTAL sedls H3a Qg
A[5dold UISISE Y SAIHL LAl €.

AHlHRAD AHD 26152

Al AHD AHIG352, Bl GloIAIES (6352 dRls wnLlldl ¢,
As MRdld ], vdwH], AYSRG A AHIY YIRS sdl FHY
elad oilg qaqad 4w 2] sdl A 2eyeyd (sl&al) ucd-u wsul¥s
Meciid i gola deld] edl, e dd MBI 2 HYRIAl 4[A51R1
YL 251 AW Scll. Al 2Ad>l MR HAM SI4EL 2 ~41d HoAl, iRl
o{qIQ1l YA 4394l A MIRdld UnATISA AU1YS (Al Sdl. PURAH(
A 2ol dHd qO0R HIIAIEN SEAUMI 2lddl Edl, el A4 HRUS]
e [Beeldl ‘wne0d Wl ad 9.

AN AH HisH AU

A% A4 Ml AY MRl GuvisHl ¥ s-alds yaiu 4aqq,
Y& ALY YRAMM], U AMIYAL RUYSIHIAL A5 Sdl. YL AHIS
2562 ollo gll dM AN (61 YA Y Sg. AXSIRE, AER,
qelae, (e 24 q3q 82140 A4l HeUd U Sdl. A2l dd] He 24
GO o dloE SRalll dMell UYLl Hie n@lldl gal. 48 SlasiusiRl
GIRL A AH Hlsd A4 ‘GRdld Yri2@a-dl [Udl’ adls agqiml »ud

-

£9.
2] [Adsi+e

eatdl [Qdside 1eH] Hel Rl eAAUED AHSIAL vy
Lra 2id eyRdly (8¢ 1Yy dl. dul wlZH] [QaMi deld 21+ 4lorn
MIRcAlY edinil YRAA sAAUM Yo Alsa sdl A 1eH] Al AHaHl
[87¢ a4l 25 vy [Qa y¥l €29U Wl H1e 2ld4¥ Auld @lqdlnl
Ad A ALY 214 9. A2l GRAHL [87E 4HTL YtdcUlaHl s Y
o Sal, 24 qalsd] MRl uRaed] [Qeuaal s1al 2l sdl. [QAdsiHe
g o]l i s odl. dul daq cune qe wdlalr sdl ¥
UNHRSIAL MUSHL 2 oéel. .. uogldl] U3 AY o, VHI 1340 [AsolH]
[ 44 dded) [8eg 441l YRYY $2uA]l Sdl.



dxil wila asiA

1. «dld 2yqini »udea uogld aldl dy G218 sl

Jurist(73R%2) Economist (65-1l/%22) Discrimination( /33 (-t2+1)

Emperor(2#u>212)  Renaissance(2-u¢x-)  Constitution(si/Reeyut)

Precursor (152212) Monk (ul-s) Mystic ([Afz25)

Hinduism B-g¢»%  Bibliography(/ieeliilz) Modernization(#i32/429-)

Digitalization (BReaig3u-) Computerization(slxyeuddu-) Ziirich (yR)

Francis Bacon’s#u/- ésiwt Centralizationazeaudae LibrarianshipeiesiRy-ialu

Documentationsisyd-2u-t Melville Louis4¢/dd 4&% Dewey Decimal 3¢ 3[4
Kossuth Dewey siga 34l

4.3. culsdaua wisisa ved g?

A[sco1d His1Se ed 5 dd dl.dl < s Rl a?ls lavidinl
219 9. ¥ Al.dl.A4 I 2udg s AlZada [Rded 9. HISISE ¥
A5l 251 YRYA &9 5 wHl Aldl clélPisaizil, dldsial »iq ¥ e

N

A3 qudd] sld d oAl 3yl 14 9. HA$1RS Uls1SE] HM[Ad
[Ralwsd i vl usid 9. Uis1Sa A 2s Zsl ss21 . ¥ Al.dl. -l
UMM 2lA R HsAHl wd 9. wH[ Albd]l dlaa ul8dl ¥ 5
slacdl, Hrodisail 9013 Y SRAUMI 24 9. e s1R(BElT €Y Y sRAUH(

2114 €9,

4.4. dl3aoid HisiSaHi 565 HilBdll AHIdY 524l

A[3aold HISI1San] Yvd Sq Alddd slucd, 8, $1d+l g™
10T @Y, e HeTasiEIp] Y $Rdxl 9. deqAR, UlSISE AUl 3
oiiqdl M1 A woudd QoM ad Hilddlql Gedv $30 usl el

fsaaa yeul :

P d 4R ® AWM 5l

o sy sa-ulla (adlsiy)

slaeu:

P d2A1asly slacy o LY Slucd

P idRA3doUd Slucy o HHRY- B34 slucd

cul5e1o1d i1



s3] Haqar Wi rerey-dl dadl

HPHI:

o s14401,2,3... vl AHg™g

o [Qeqd &las

o ySdlnl st 4l gHq
1M, GuRASA 9ol Rl Gedvu Al3dord [Hdeqyl srqiHl
1d €9, A HlsiSaHl 1A woucdl HHIGAL HSTail YA
193] Ayl 1 ¢9.

o weradl [Rlg»l: A5 [Qenedl a3 27/ 2aql dl 215 s5030 @3
ad siad $3d Rulg> (Aadd Rilai Yaal 2% 5241 21621).

o Slaey v 4loyal €14 dl d¥ d ulsisani euldl usl eol. (sl
a4l qrasidll q44qu sl %32 wedl).

o 23w wlv 9l €14 dl (20 ad audl 33 3 ulv e AlssA €ly
dl ad ealdl a5 ).

o aio ol 44 (2 ousd awals 2el)

24 UIsISd duid] duid GYRASA AR WAL LtH[ AVl K5,

2.

aly:

a2l walla asizi

GUASd UM QA YAIIA 242 a4 dHId] Uisi1sda Ad
auyl,

1. dHI”L wUsl YAUH] 2Idd YouIHT Ui,

2. dHI”AL FUIU Gl ASHAU HdAHI As1Al



4.5. culsao1a Mis1Saril 1341l

(5ol UIS1SE [Aderd Ue UM AAIL HEOL 814 9. A3l
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Al dl. Ml ylaid] ulsisayi Adl3aoa (Aded 2udl sy 6.

Librarian (22ud) cal3a%d uisi8d

I have enjoyed a long-running career in various libraries across
the country which has led to considerable experience and expertise in
librarianship. I am a dependable individual who always strives for perfec-
tion in everything I do, including the preserving and maintenance of valu-
able books. My calm temperament and friendly demeanour have repeat-
edly made me the most eligible candidate for community projects. I am
also able to multi-manage several projects at once. Ultimately, I believe
that my natural flair for customer service, along with my proficiency in
handling both the technological and physical resources in libraries will
make me a valuable employee for any library in the country.

GuRlsa Yawal [Rdeul alaldisaizl, slacy 21 sgema 1EH di,
Personal qualities:expertise, perfection, friendly demeanour
Skills: Interpersonal skills, Communication skills

Experience:handling technological and physical resources, multi-
manage several projects

duil wila asiA

3. Teaching (1&uy-) cul3dod uisi8d :

I am a loyal, talented and caring teacher who loves making a
difference in the lives of young children. I am open-minded, patient and
supportive towards other people, especially towards children or those
who suffer from disabilities. In my previous role as a primary school
teacher, I have taught and nurtured more than 100 pupils from all backgrounds,
successfully preparing them for the next stages of their young libes.

Personal qualities:

SKkills:

Experience:

cul5e1o1d i1
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4. Admin (aladly) cul3aad uisisa

I am a hard- working, motivated and enthusiastic Administrative
Assistant with a proven track record in Business Administrationand Project
Management. I always strive to achieve the highest standard possible, at
any given taskand any situation. I am accustomed to working in a challenging
and fast-paced environment, particularly when dealing with the multiple
projects and priorities at the same time.

Personal qualities:

Skills:

Experience:

duiRl woila asii

5. Student ([Qeudll) culdoa uisise :

I am a hardworking and ambitious individual with a great passion
for the transport and logistics industry. I am currently in my second year
of studying MBA Logistics and Supply Chain Management at Nirma
University. I have excellent communication skills, enabling me to effectively
communicate with a wide range of people. I am seeing a part-time
position in the industry in which I can put into practice my knowledge
and experience, ultimately benefiting the operations of the organization
that 1 work for.

Personal qualities:

Skills:

Experience:

4.6. UIS1EA AUl HIS LUTHI AU YEI1]
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slacdl, dal d¥ siad 534l [l suldl [alys, Sy durq



q41? yeLAd 52 usi.

3ol UlsISaHl Sl i gl 251 uRAd iudl. i
otl] Hled] dryy 5 e =yl s34l Ryle « adl ¥,

Y Y

[3dold Hisisd 50-200 qoeldl sld]l ¥S2 24 d 5-6 dlSHHl
avidd sldl A,

s a#l Al.dl. Al wz2udHl sidl A,

% ¥l a 1] sIRAEETA A A8 Alss5Y A 1Y dl dq Hisisauie]
g2 53] «uvil.

l3dod ulsisa Alell 2aui dul: dHi 514 2041 HgMd, 24
s1RA3eTL Aad leor ausAlal avil. M i aHil [R9334 1
ARl Qe Yol B Slvsa 521 culroue RyyH 2 wdd Yol
18412 IRl l3aoid HisiSaH] Y51 vl il dMal sd 4.

ws1SaHl uan qltculsa+l Guulor sal: %1 5 Alw Al
[Asey o Ulsidadl Edl €ld . auRl Ui a4 4uYd
Vil HeHé oiellddl M UAM 2l [5nt] Gyalor 521, aMid] dl5dola
Hls1a A daqze [ & 2 duirl slued (34 8. 2ed 3T (g)
4l Gualar He’ (d) ‘She’ (Aell)wi sgausi 520 Fudl 2ue 217
MIRYdS HISISE oid U9 deil Hddel al «el 5 £35 aisal]
uzxild U () el adl sla. 25 a3l aldaaa wsiSaHi slued)
i Yl (A9 Aldl 4a 9.

ail Al3add ulsisayl U (g) - Guylod aa4qr aisaHi “As
a” «dl GUYLIL 541, d¥ dHIRL Sléril HgHd e Sl HSISaH]
Ry s usl ©l. eivial ddls “As a Librarian in BAOU. %1 q#:<]
Wil sld-dl Kol <l sld dl dd alsAMl Mdsia-l Guylol 53 qisa-l
a3ild s usl ¢l

S8 As wdlzu 2gMa, [ilg, 21 dlogi-l qxda sal: asias]
Hadd wgMdd [AAA ¥4 5 A 5 SIA%H Hadd gMd, Rilgi,

N

gredelly o2 A4 aqu?l Hisidani % 53 usl el.

N

sl Ly wd gl wouaar: sl A ey & 5 dd
a 12l sil3el wiga g 590 6w 917 Aeildd ue uell d¥q Y Ul
sl il Avll 9. dH ¥R AGlda Ye IS dHIRL EA HIC

2554 sldl w1,

wosas a1l: us1gaHl oS ¥dl 3 responsible creative efficient
A aladl KA. HSISAH] 40 A6t 2 AUl sldl A S Elvel

@215, 1 am a responsible, creative person who can get the job

cul5e1o1d i1



s3] Haqar Wi rerey-dl dadl

done. il qi5a4/ responsible {7l creative i ¢ 6gld alqdl
A .
7. Aoyy Al wHa ux wd aqdl wisisa oudiudl ¢ 5 &l d
autdl: a4l AyQ s1Sed airdl uedl Alssayds dH eqldel
Sledl, 2geia ol <Y ApyH 3 ARG w536 & axd] Al
s20. 5165 s yel JYle 1 aql M6, iRl Alzdoia ulsise >
a#i s1(3el, Y wAd Slacu-l AR als 514 52 9.

4.7. Mis1SAH] @150 GuUloL

A[3Aold HISISA dridl IS AIEL HdSIA4] GUHIoL $AIHI 119
9. oasiadl Haddl g, »qeq qo? gulqql 41 AlEL HA519x]
Guylol a1y &9, Alel G{dAsIAq A3Y i d-l Guylol [Ad [Qod A,

A. [3u:

(I/we/you/they/he/she/it + past form a verb)

T 1512 u&-1e

I worked I worked I work...?

We played We played Did we play...?

You went You did not go you go...7

They took They take they take...?
worked woked work

He played He played he play...?

She went She did not go Did she go...?

It took It take it take...?

l4: el HASIH] €35 sl A8 (512 AUsAHL) BAaved lasiay
34 25 4wl Id GuyloL Ad &9. UrA e 151 AUSAHL AUlEL M4asiaM Did

{7 did not g4 GUAloL &1y 9.

B. To be [fu1ue 21 2u1gl ¢dsia

(To be G454 34 - was/were)

S5 1512 yry Y
1 was 1 was was 1?
We We We?
You were You } were were you?
They They they?
He He he?
She } was She } was not Was { She?
It It Was?




4: el 151940 To be 1l 34 was i1 were £ i« d¥+il e
“sdl, sdl, Sdl“ qol2 A4 9 was 14 werell Yle991 21 A£*4[ noun, adjective
21 adverb(ial)«l Gualo &9l

Gelsr9l ails,
l. Melvil Dewey and Dr. S. R. Ranganathan were classificanist.

2. He was educated at the Hindu High School in Shiyali, at Madras
Christian College.

C. Guulou: A1l Aidsia-l Gualol dsia4l ol d4el 3yl gaulqal
IS Ald 9. ] [3Y Yol g1 5 A WSl HdAsIAHL o] €l us.
ALEL M4l Guylol [Bail dMYd eqldld 5 galedl R 53 usid €9,

Gelsr9L ails,

1. Ranganathan died in 1972.

2. Melvil Dewey founded the world’s first library school there in
1887.

axi?] woifa s

6. A. ld wdean ssaHl el Hasial Gualo s3 vudl your yi
AUy 1. dHIRL YU HIYAH] HIdE FOAIHT vl

2. dHIl waelldl usiHoll sH dd dNA wUsl Hd qLUdl.

Melville Louis Kossuth Dewey ' (be) born on 10 December
1851. Keenly interested in simplified spelling, he shortened his first name
to Melvil as a young adult, 2 (drop) his middle names and,

for a short time, even spelled his last name as Dui. Dewey }

(invent) the Dewey Decimal Classification (DDC) system when he

*(be) 21 and working as a student assistant in the library of Amherst
College, drawing from Sir Francis Bacon’s classification of knowledge as
well as library classification systems 3 (design) by William
Torrey Harris and Natale Battezzati. Dewey’s promotion of his classification
and emphasis on centralization of cataloging efforts set in motion a new
era of “library economy”. Dewey’s role in American librarianship is impossible
to ignore. Dewey % (help) establish the American Library
Association (ALA) in 1876; he also co-founded and 7 (edit)
Library Journal. Dewey became the librarian of Columbia College (now
Columbia University) in New York City in 1883 and 8
(found) the world’s first library school there in 1887.

B. A4 wdar ssayl el qasiaql Guala 3 vudl your yi

cul5e1o1d i1
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A4 : 1. dHI”L U6 AYAUH] 2 YouIHT Q.

2. aHil waolldl asiHell 254 Hd 2dA yAosl € H:_vidl,

Dr. S. R. Ranganathan !(be) educated at the Hindu
High School in Shiyali, at Madras Christian College(where he took B.A.
and M.A. degrees in mathematics in 1913 and 1916), and at Teachers
College, Saidapet. In 1917 he 2 (join) the faculty of Government
College, Mangalore. From 1917 to 1921 he subsequently taught at

Government College, Coimbatore, and he 3(join) as Assistant
Professor of Mathematics at the Presidency College, Madras in 1921-
1923. In 1924 he “(be) appointed first librarian of the University
of Madras, and in order to fit himself for the post he >

(travel) to England to study at University College, London. From 1925
to 1944 he 6 (take) up the job at Madras in earnest in 1925
and held it until 1944. From 1945 to 1954 he 7 (serve) as
librarian and as professor of library science at Hindu University in Varanasi
(Banaras), and from 1947 to 1954 he taught at the University of Delhi.
From 1954 to 1957 he ¥ (be) engaged in research and
writing in Zirich. He ? (return) to India in the latter year and
served as visiting professor at Vikram University, Ujjain, until 1959. In
1962 he 19 (found) and became head of the Documentation
Research and Training Centre in Bangalore, with which he remained,
associated for the rest of his life, and in 1965 he was 1
(honour) by the Indian government with the title of national research
professor in library science.

4.8. 412U (Summary)

) NN

Al3aAold HISISE 2 dHIZ A1y a9 9. ad 519 o917 dq 54l <d
Usl24l? dH AR 52U 917 AHAd d¥ s ol Mol 917 2l ¥ dHIR] ds
8. ¥ dH1] Rlg>l >4 Hlosi+ suld] usi el 5 d¥ ofln>idl sedl

A 9. Wl s MISZOL sal A4 9. dHIZ] Ndd d¥d HiZe s3] us
&l

“\ A\

4.9.  a#1l yald as1di-u Grizl (Answer the Self Check Exercises)

1. Nd Hdet 53U,
2. Nd Hde 53U
3. Personal qualities:loyal, talented and caring, open-minded, patient




cul5e1o1d i1

and supportive

Skills:, Communication skills, Interpersonal skills

Experience :_taught and nurtured more than 100 pupils from all
backgrounds

Personal qualities:hard- working, motivated and enthusiastic

Skills:Interpersonal skills, Communication skills

Experience:multiple projects

Personal qualities:hardworking, ambitious

Skills:Communication skills

Experience:-
A. 1. was 2. dropped 3. invented 4. was 5. designed
6. helped 7. edited 8. founded
B. 1. was 2. joined 3. joined 4. was 5. travelled 6. served

7. took 8. was 9. returned 10. founded 11. honoured

4.10. 5% 2d uglq

A 2yl 2ddl M-I Yol Qv

1. ulsifa 2ded g? uisiawn’ aquldwe adl wulddlzi osual.
2. usifd quar M@ LuHl gviail Yerul sl
4.11. 4@ 24+ [A9y diu- (Reference and Further Reading)

Patel, A. (1999). Learn Tenses without tension. Ahmedabad:
Alpha Educational Services .
Satterthwaile, F., & D’Orsi, G. (2003). The career portfolio
workbook. New York: McGraw- Hill.
Wikipedia. (2019, June 7). Bhimrao Ambedkar. Retrieved June
9, 2019, from wikipedia foundation inc.: https://en.wikipedia.org/
wiki/B._ R. Ambedkar
Wikipedia. (2019, June 7). Raja Ram Mohan Roy. Retrieved
June 9, 2019, from wikipedia foundation inc.: https://en.wikipedia.org/
wiki/Ram_Mohan Roy
Wikipedia. (2019, June 7). Swamivivekanand. Retrieved June 9,
2019, from wikipedia: https://en.wikipedia.org/wiki/
Swami_Vivckananda
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u\é{s\ [Ga (Portfolio)

3uRuil

5.0 Geal

5.1  Hedld-l

52  uicsilaual : vy uldlio

53  uilcsilaui+l »nd 2 auydl

5.4 uidsilaaiql cauuscu

55  ulag 4 uiadl nd-u yeurs HE x40 Had yigsilaul
5.6 dalas waweanl uidsil@al

5.7  auel wiZsiaal dwr s

5.8  deaide u2 awiRl uldsilaal ysql
59 aRia

5.10. eglasedly usl

511  daxdl wald asiaiq Gre

512 de® 44 [dan alyq

5.0 Gg¢ (Objective)

2l HsHH[ ayqd UISsSlaAdl gl [Qd dlviaqil sidd. i
GuRla wigsifaulyl ¢ lRdl, 34l “uldl GHrdl A4 d-l 2l 52y

aAny uiZsifaulql 58 HlSdl sat s440 4sdl a-dl u HilBdl yarl

2199, Vi GUAd YlIZsiEAla deaide Gur ysaldll de sed Hetd &9
A4y del s14el 4 9 d nsl usidl.

5.1 Y2dlq-il (Introduction)

Aty Ad 2uug udar s oe, s Haqdl wdl slg
R Mol Rosyy Gur o tdld Al sl8A ¢lxl. ulg Rosyul 18

N

yigsilaal yo voel o Heradl . sldus [Qend] ylalg dids sély

MR Y2 52 Al Y4l d-d uigsifayl & & d-l e ver ¥ el sidl.

12

12



yiZsilayl (Portfolio)

Agelds sl Yl 24 yeusia Hie [Qenedl»l yal sid Al
dler eior [Qeellxl uidsiladi-ll wwsi?l « slaiil $18 A2as9 Adl
gld 9. 2l [Qenadl>l 21 Rogx-Al ad e uidsllayl Guz us »eg
¥ Qi UG KEA. YAsidH 45qdl H1S aHiy Rosyx-ll wd yidsifayl
Aal darr $A vell Heisid AR Adlda HeUlAd 4 uS. AUdd e
lddl [Asunt y9 g &2t 9 w4l Yeisid A [Ro5yM HeTdHl Lol
9.9 AUl 5 AeUAddl AR YISSIUEAl d-ll idsa, olg, 44w

A

AlZa 4 st €9(d 9.

() )

5.2 uidsilaul: 2uugy uldloier (Portfolio : Our Reflection)

SISYGL A A HCARAE AN YIESIAAIT A5 §EI HeTd
gld ©. adl o dAd dewad 4 4led] [Qsu-xl ya yldsifaualy s
20l Herd 9. 2148l 320 2 Hsradl Gl Mlddly ulalior wiZsllaAl
219 &9, d-ll Ad-1d ¥ 518 Ay do1 Al ¥sidl & dg Hlaltier s
Adldd [Aas 5 s14d Aldd s 2y 52 9. uldsilayl »ed g5 edidr-
edieel]l o 52a1 el 2148l 5149013 v YAl yQdTl wd gdulaq.
MR AUl AAle YAl Y $A. Hal “ar e i “s54l dd”
st 49l d-ll uR el Slwd skq 8 5 “y 7.

5.3 uigsilainl 19 %1 o HY dl (Meaning and Explanation of Portfolio)

Wgsladl Rogy %l ¥ ace & w4 sy «ar Y 590
usid 9. slus s el avlld ¥33 Sgl A Rulgld Yl
33 45l usia 9. Al wd-A8 ¥Rl uSslAAl Aql 2 YuiRd slal
WA ved 5 sidadl Heradl 233 Hldll wMidu 53 dal A,
a4l yidsilayl aqu?l «dl das el us ¢ 2uell yidsiladl Ayaye yo

gldl g1,

(g

5.4 Yicsilayi- cuusdl (Breadth of Portfolio)

yldsilayl Gy slus $50 AAdl Yedl, (14 Ul aiyl. 553
2l ol d¥HiRl GdR ASLAUL.

1. o uidsiladl Y Rosy+d ofly -y & 7
U Rosy+l uidsifayl+l 215 oo ¢ 7

wisiladiyi sle 45l asiy ?

B~ W

YISsIEAl daiR sl MS sAl ¥4 34l d exdy o sdl 7

13
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N

At Ad, w41 dd SlS AlddAl Yaisia He wdl sld i
Agl/dA yel 5 4 axiRl yldsiladl, siaHl Yud ¢, dl yauHl 4ad
5 d oAl 9, dlsl sy uldsifEal [QY [Qarar «dl ulg dHiR
Wigsilayla As 33 i Herael Ay ddd aeg ANEA ulg dHIR

SHUl YSEl MRl oudldel vaql RayM Hisdl eal.
uigsilaul

N ) 2

1. wicsilaul sdl dAd Rosyx 24 cuuideiell 9 ¢ 7

by Non

o yigsiladl 2 silzelq [Asianl ganiicds dd siayi 4dd [Qsia.

)

(¥ed 3 a1l sl siayi ada qtaiRl »al [Qsiy) wesie)

A

AHd AR HEEZY o9l Ul ad s M kW 53 & el
o ¥ a41] 2iqsad A aHSsdll cfllds Yudl gald .

o ¥Hl Y5 (A2, A5 U9 culqqiHl »id & ¥ dHid]l iasd i
ualcsald eqld] as. w4 widsilayl sq1ed Rosyyl A
disdaidl slal «ell, i Jd Yeisid AR+ 4 de wdinil

6 9.

N e A\ N

2. a#IRl uicsilaal qd sdl dAd Gualani el ?

o ¥ d¥ HAlsia e ¥ Q€U ¢l dl a¥ syl e uvil asl
ol, ¥l ad yausiadl déal aysin sdidl wsl.

2124
o ¥ a¥ s S AR $A 9l dl d¥ dHil Ry qd Hisdl
sl
2124
o ad o-d -s?leidid Rosyy-l wd Hlsell usl el

AMIRL Yvd GedUl audl Sgll IR dH aMil YISSIEYIHI
a3 asl ol.el.d.: ¥ sHH dH exaldy oSl 9. Y dH &2
g2ldy GHal Mol el 5 uedl izt w3lRalaxll Hilddl ysar 4ol el.

153 dal HS HUdl ddl ¥l €35 Alda WIS HAsld gAY
Gualdll eiell us g Ay 2ed uldslladl. ¥ axil sidsa, g,
2ualsdl, sud ud yudald 2qeudl dAd suld 9, uwud d ¥ Hledl
a# il 2A1dsd 2 uYHsdll llAs R 9. llds dAd, wdsilayl
[kl dAAsT Hav] & ¥ d¥i waHl s @oUdl, €5 oidlA
alsqdldl ugla ¢9. s ooid sHul iHl daidl ¢ 5 add wdIR

15



aMiRl wlv, iasd, ™A 5 s ugln el

yiZsilayl (Portfolio)

-

9l dl, ¥ U 4 514

)
5711 Sl Al dl HAlSld HIS ¥l €ld d €U dlAldRET g5
gldl A6,

3. e 514w uiSsi@ul Budl ¢ ?

N

yidsifadl day- A4l sueidldl Hee3y o+,
eusid e ddiR Al #iit Slesa s3 usl el.

A1520H4] ¥3R4Id 21412 A dHIZ] HId3d, dHdAl 2 244 5ALA]
ol cdlsad dsHa s usl.

a1l iasd Hcdld gl 414 Jd eulql.

aMil st ulRouM [Redq 53l

a4l Rilgxlg exidy sald Avil.

AMIRL Yldidl 32162 dalR 5.

a4l sRl3elq Qs a1l [Rlad 4edis 5.

[ensl>] @ yo esifEaal dlvdr s 2AeqAH0 Hedis Hie
ALYt ol .

By

4. wicsifayl sdl Ad o-uaul ?

dlell uddl Yaisida Hie w1 Haql v @l 91, dH-l [QAIR] 21
AYed 282 Ylaldl A eladiql Hae 520, MRl WEsiayll
g5 H8dl 2ud]l ¥4l NS, ¥ UsIeidid ueulda s3I0 us.
w5 Al HIBd], dd, 592, sles? 2 %33 €5 ol
AHIGU 5dl. UISSIAHIMI AL, A58, GRUR GUR Wi+l 1. %
Wiedl widsilaal wie daiyl 2udl ¢ d a4l 293a 2 2uslsal
g &9 »d ¥ aqRl [Rlg Hie vwo o %33 w1 2195 .

yigsifaal-l a3z dquse]l sl 240 a4 aodl €35 Hlddl
1] w4, dd ¥ [Rlgl uid 53 9, aHy qauus ed 5 du,
worla qoliwl A4 $dl i 2l €25 MUl Y3 Hudl »1Y[3d
sikMeHl e usl. axdl Hlsdlyi 1Al eundlql dMida Yy

N

€.
dMll gI1RL adl adi?] GuR dvddl du
aMd HAdL Hodedl Y512

AR glRl oaqdl »udd Red, sldxl qoR.
1Y
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Al WAL Yo, deedq Yy, %33 dlal siel
d¥lR glRl HIYLH] HIdd HoAwSut

2o yH9Yol

5. AUY$ HerAU Y&l

Yigsiladlyi avidiil »iddl Hlddl -1s3l 4 we 28U 9l d-
s 9 5l d-dl via?l 54l 2wd ¥ g MIS GuyloM @Y
6l 9 d-ll ua Asiyel] 52 ddl.

A

A 5140 Aeud] GeLsRWU GLRL AMNAAld] UYL 5] FH 5
341, slel 2 R[] gl.

sqUl 2§ dvug qvil.

~

14 1s2eidl WAl Al wH¥er A jAvl 5 d¥ ¥ HUl8d]
Yisdl ¢9 d €35 HSdl ] sd.

YIGsI@Al Yas, 2q269, 4194 QYIS il €AY 4194 $MH[ ISl
v,

6. ulcsilaui4l olsaw

Yigsiadl cqdled 2d s wedl s sHHL ¢ldl Y gA. dHY

e, 269 v Yoy sHH[ ¢lal WA, dHd Jd uldsllayl He sl
A5y MY el uIg 2025 4y qAvil usiy wd [ H3R4Id YU
gecld oyl quil-aelsl 33 usl eol. uldsil@all olsaw 14 yus 520

ASLY.

1€

HAH doissl: 2l deosil €35 olloid ¥ [Aegdalil eqlqaqil »udl

N

&9 Al AU AqAHl 2d 9. AHgsHRISsIAL iR lsdeldlA

Y Y

d 1] [Rlg240 24 Ysd i d2l dd ¥ Fldl HIS AYY 6419,

Allrl aeissi: axi Rosg 24 AldHl aHil wHedsH, $14
wga A ofla Y5120l HilSdl yl.

AMAHl acissl: axiRl deciyzil, LYzl A1 €35 Yol 54l
qvdl.

el doissl: aqi?] vod Bl Ss9Hl Al FHI M1l ALY
2 A Uqluzldl A4de ddl sld.
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duiRl woila asii

arg: 1. A4 2uddl wournl aHil Gd 2yl

2. d#il Grrd ylaz YaHl il Ga: wd AsiAl.

ug 1 Wesilayl [Qa “lsdl »ivyl.

N o) b}

ug 2 yigsllayl »d [Roy+ d2ddl UM dsldd HHAdl.
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3

ug 3. widsilayidl euldl usid Adl dqRl SSYQ AR yYaTl w9Udl.

ug 4. “lensdlal e widsiladl s dlviaig w4 977 i qisaed
A4l

1<
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5.5 g 214 uldidl Aa-il Yeuis e A4 x40 yisilaul

o dlvqaiql WZsilayl (Reual>i w2)

o [Qwy-) yidsifayl (yaissiz 4e)

o Rias] yidsifayl (wassie )

o dalds WZsilay) (asl wue)

o dals Ayl dsifayl (Haue Ras 4e)

wisilaalnl 141 %320 eetid¥iil AHI4U 5l FH 5 el
UHIQIUDLL, HARSIRS YAl e S14 2 YAl AE9 dRd]l A5 dal
ETELE

A\

5.6 daldis Aawia-i uigsilal (Portfolio of Academic Librarian)

A oY

falRs gyl WSsAY, dAuldy A4S, AU 29 A
Hqlazlg ulaltion >ud 6. Aguia-u yiSsilaylal 444, Hdot dal a4
o s1d 53 @l oI, dMiR A Y 9, aHil ] Aus1R5dl 5] d
HWYQH 2qd 9, U di As Ay dds qqAuilds [Qlg 4] d
U 53 90 A aMid HUSdIL e 54 2 9. cHqAAs YISsiay]
AMIRL IR S14L A g Y 52 9. dalds Ayl uldsifaul-]
qld $Rdl ld AR Auyld ¥l 2oUG Y w412 514 5l €14 ¥ 84
oflon AUAY A5 ¥dl <ld AR, dd d-l AaadHl s3al syl [Aldy
AUlAqMl 53l 51454, AAIAUH E:AUAWEEL IS SRAML HIAE HIHIH,
AdlddH a4l 2del Adql HFse dal [AlQy (Aol el sl
28l anydl 2udl. wedl a¥d dwil QY sl 24 dd @oud] 2iasdlq
qy 43l ddd uwe s3I usl. 2l GUAUd AUQHH] $AUM] HIdd Yas
yed+t, AMR, asuly A siesad] w9 Hiledl udl. 1 €35
dofdl daHidl oillzs wla 4 suqq ofllds yaqr adE wlbia
8. 91245125 Aels Aquianl YISsIAAL A9 A$RS Egil Y 52 Y.

-

uaH: ¥ dqidl s Aauid didsHl q4rvs Rl % 52089, v
3309 o ad Sl AaidaMl s1dd 9l w4 d Away (A9 wdl w4l
oloidl naql 49q, Al us15dl [Qasl>l 24 GuelsdilMl Yl

WA AR ad aqdl dquia-dl &lasiMi yso ol el.

1&
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ledla: widsilayi- 242 a4 adly dadq@s qaly-, Hqltil
A d¥qR] AqAlAs [Asid Y s usl ol v s wUR ad slS
(2ol 197 20yl e9l, Al Yy Y 50 €91, Yldidl US4l suldl
¢l ddl dl 5145 GYR UEAl ULy 53] 9.

ddla: 225125 UIESIAYL ayad aMil waqHl, s142Ad, 5IAY,
qqAl[As woul Aedl Al Hle sed] Miollerd] v wquesld]l 4
REU 9l dl vdld ALY €.

()

dalas Aaau- vigsilauinr 29 adl cusial

o ApedHl Al 435

o Adldy AqAURASH w6110

o Aauay«l (Qlag [Qeqod] waiegdlil

o Ay wnd Ay sl a1k 2 ¥330 ledl

o Ay AqallAsal Yudl

o Aauray AqqAlAsdl 2uylas uglasl 224 gt

o AdlAqH 53¢ Aql 51454, AR, s1+537, o111 24 qsuly-l
Hil3dl

o Qg 2141 %

o ALY

()

dalds/adlae ulcsilAuiu siuel
o Adldy datel [Asidd] YAdld AHD UsY €9,

o “Gay Yisiadl”l AL 5Al 2 A sRaMl ulgslad]
Rilg>tl1 yRial yu uid 9.

o Add [AHYs 24 UHlUA HIE dAMY1 Y €.

o Al Ml HAd] +d] asl 2 4>l Glsiadl Hilsd]l qHadl
Ustd 9. A 2wl ARl a2 Ayl Yldidl &AL AR
53 s A Ayyia ol U5y €9,

R0



yiZsilayl (Portfolio)

AL

AHIR1 YISEAUl dair sl HIZ A9 HSTa-l yalul

1. Bl @oll s=dl: Auwian wigsil@adi4i ¥33] s 251 “ulddl-l
A4 Al ¥ ARl Auiad-d] Hglaiad Ry 52 9. AUl
uglaal wdl 5 daldnt Aarl, Aqauds daixl, Heed dalil
qolR. d¥i] 2ldsd i Uil IR aMd HAd UGl Y51R
A €AY MR AU g5 oUlsdl.

2. ulaleion: a4, yaeieRl, dulad 2Hged A dqd Hqd]
asl ydl ouoial [Q¥ wlade] [QaiRi.

3. w1 ul3aod dd s »adyel Ad axiRl wldly s s:dl
FH S Al S, dHIA AULYA A1, dHIRL Sl ALGRE ¥
2HH]529 3.

2 .

5.7 dH1l WiesilAal mnd daie s

ugln

a1l uiZsiladl dar $20 ol dqdl WsiSd, Roy, £35 Herd-
wriayzlled] sidl ayq MAdl Ys12, aMiRl wlvl 2 Al siyl-l
ax1qe s20. yidsilayl 20¢] quid 4ol 4 4dl NG,

21
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(9P

5.8 detauefe YR yidsilqul (Portfolio on Website)

YD)

qoilge Y ulgsiladl qsdl 3 s d [Q9 adl ald-Ala-d A1)

\ A\

A dril R sl s igsi@al doge Gur Msdl. deerried]

N D A )

quLel qudid] A48 d¥d ayiRl ulZsllayl doide v sl ol 5 Al ¥
ved ¥ w33 ol Ay 9. a¥ dHil g5 Usiu-dl del [ds ylq,
yigsiladlg 4ot axdq equdl asl ol. ¥ s w4l Aa Hiaqisl 214 ol

¥ £35 +lsdleldid HAMAd 52 €9,

qoiqige Y uldsiladl ysal 1 quiR 4Rl aia . d-ll A Al
a4 dellge GUR US dAdd YYIA Sl YS 6.

(e

¥ w412 YISSIAY] duide YR Yl IR de YalRdld s1M AlG
Avg N6 2sq18 ad 49 Y4 s30 asl ol yg uldsifayl-l “uldl-l
45180 5l 6 ¥H 5 Bl lod s9M[ sl 9, ¥+l Ml ¢
530 «d] lddld GHdl, % -4de 2y 9 al 2Usdla & 5 A8 7

duly olsidld] Asiae] dor wigsi@ylyi s3I ddl ¥ g,

qorqifed] udedl]l eRUIt dHIA Sgl, Geauld w1l Avi]
qoi yldsiladl e doaiede yde s vedl axidl wuldl 4 deiAiderl
Geu s o o «ile 5 ucdE. d¥iRl Rosyu-l wd dor uidsilaul-l [Es
2] usl e9l. vl s34 Aselal dHRl uldsllayl A as.

(@)

2SS UIZsiAal duiR sdl avid ataHl aval oioidal

o A a¥q det yldsifaul duiR sedl aud §1 your-l GudloL 5?1 ¢l
al, dd sld+ % el 2yl A §l wouidl ¥ Guylol 5.

o gofl oyl &1 o« WSl doAaiSe LA UISsiaal qsar Hie
uee sl ¢ld &9 yig a4l 4l Hilddl 4sdl d-l ysiuel] 21148l
nd 52 ddl A,

o quAde Y yicsllaylad 2usa oqar slel, sy, AU 21
alge sdrel Guylo 3.

o £y axi?] degenl yarl e YA+l Fdl wl.

5.9 241269 (Summary)

yigsil@al €5 axnl [Qenel>l, Rud 251dr, 4 Yeisid e
wal AlEaxla d4- si1d, [Blg2il, yeesiil s -l 4igl a5 Heezu

o €9, Adwid wonu AR wd Hdld [Qendll we S-yidsiladly
22



yiZsilayl (Portfolio)
21l w1 53 a5 9. dyuq uldsiladi-l qilsdldl wwsiz 3 us 9. i
Guia Ay ¥ sul aysii 4R Al ouds sid ue darr s
4 [Qendl>id ydl nasid] 20l us 6.

cillas uidsifaul-l e e alsl Bwea uidsifaal ds adl

. Bwed w4 $dscllns yidsilaylel]l ulzd sial quledlel »qo1q
€ 89 AUy 3R wouUA AR 330 YHIL u dMl 53] usid 9. Yeisianil
Sg, 68 2 @y~ Liw4) Avild uldsiladlyi ¥zl yairl 53 usid 6.
yigsilayl »1s s ™AL el A4 ddls Gualdl o €.

Q6L ¢9
3 ¢

a#i] waifa asiA

ala: 1. A4 2dd] wouHl dHiRl Gdr 2l
2. ylAew daul wdal Gar wd d#Hil Gd2 Asial.
A arsd yu 52

IR

ug 5. yigsilay

\ A\

I 4ot qaxw d4iR 529 s Herardl oueid & weudl dd

(e

ug 6. dolde Gur WISslAdl Hsql, ¥ Y ewd o.

UBL T, dHIR QORULEC YR oo e
YRG HUSHIA Wi olsdl usl el
Ug 8. €LY doAISe A5 5l SR UL ...
U 9. % di uISslEyl deAise u Hsl Ul deied] widl wodl-l
GUALIL 50 (LR e e

5.10 a#dl uald us1ai-u Grizl (Answer the Self Check Exercises)

%)
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l.

WIgsiaylxl Al3a-d] 2iasd, d4dl, YISl sl 21 QdTld

1ol ugd &, ¥ s ofllads }azuHl Y 52 9. uldsilayl
A3l Mdasial A 514 A [l yuql o .

Rosyy v al3dl €25 e2ld, [Aas, s14l 2+2geiqd A4y 417l
Y]l 3yl 214 9. FHI 51 QUIRUAL EAIAN I AHIAU SAIHI
iqal el wu1R wiSsi@ul 2 g5 Al ouoid ¢ d«l YRudl
A 9. FHI slel w9 2qdl w3, RosyHA uldsiladlMi uuy
gxldy ¢ld 6.

w1y s yudtl Fdl 5 2qldsd, s+ ¥ UISSUEAAIMI gealdFTil IR
usl asid .

\ Y

[Qensdlsl we uidsiladl »1s dlviaqiy Aia+ &, % [Qenell>l -

-

A4nil A A Rilg2ileg exdld®s8 $aH MEEZY o €9.

EsiAYlg Aot aodn d4iR 529 Fudl a¥ aqidl Rzl d9quel
uelda 31 usl .

NN -

qeiige Yo uldsllaal ysail e 2 9 5 a¥ Sglalwdl NS
&9l

ad¥d o4l Hl8dl s wourx 4 Y5l Al sl Aol [Aeqor 530
usl asl el.

£35 IRl s4M €9 5 AlS ddl UsiALl M £221% duAILSe As
5l 26l

w ad detde uAdl vudl wournl aqidl Mulddl ysl el dl
a4l wd slHa Ay el %33 6.

5.11 eiglasedly usi

1Y

oillgs A1d3d, siw 2 &¥dld Gllds @auyl eulqql w4l Gyalal
quy &9 7

(a) £uld (b) HHI9Y1
(c) uldsilayl (d) GuRlsa 25 u9 -8




yiZsilayl (Portfolio)

2. widsiladlg uay youldy sy ¢ 7
(@) [HeilRst Rasyw (b) &xady
(c) det uidsilayl (d) sidl Alera wuledl
3. qotuged] dot vudl wouiql Guylor 54l €1y dl 9+l %32 U3
¢. 7
(a) IP 213 (b) URL
(c) sl¥t ¥ (d) ulelsid
4, Aeled qqARAsHl, Ayuid-d] Aldsd A slucd sulddl 54l

3 -

UIgsiladi+l Guylol ey ¢9. 7

N\ 3\

(a) [Qeusl-1 widsilaul (b) dalas yidsilaAl

) A

(c) dalds yawal vidsifaal  (d) GuRlsad 215 Yo -le

5.12 5@{ ¥4 [A9y 44 (Reference and Further Reading)

* kurtuy A. (2020 January 7) How to write resume - 2020 Beginner’s
Guide. Retrived January 7, 2020, from novoresume: http://

www.novoresume.com/career-blog/how-to-write-a-resume-guide.

* patel, V. & Patel, U. (2013). Textbook of Communication Skills,
Vallabh vidghyanagar: Ria Publishing.

* Rajat. (2011, May 8). Different between Resume, C.V. and Biodata.
Retrived January 7. 2020, from getsetresume: http://
www.getsetresume.com/blog/143-defference-between-a-resume-a-C V-

and-biodata.
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Ryyu did cliASel Auicl

U3l

6.0  Sgil
6.1  lzciqu
6.2 ud

6.2.1 3sRsyau [Qaig (Curriculum Vitae) 2ied § ?

622 Royx 2ed g 7

6.2.3 ouulde Yed g ?
63  Royu 2 sRsyau [Qae a2dnl asidd
6.4  dA$1$ Royyu aviar Wil wolelisi
6.5  Royuyi wwlaw [Qadl

6.5.1 dgil

652 dalas aiusia

6.53 514 »gea

6.5.4 [algxi

655 dHewl
6.6  Rosyw, euulder 2 dldl.u Ayuxl
6.7 Rosywn aviar wie Baugiql Guala
6.8  Romyuul scaus acgiql aaal ASX
6.9 aRiu
6.10 cglaselly usi
6.11  a#dl uald asiui-u Gzl
6.12  ded 2 [dow ayn
6.0  Sgil (Objectives)

21 YlaeMl 28l ordldel dHy RosgH dvid 2400 HilBd] dHy 2ol

2{9) 2@ 541 W& Rosyy »aal sRsyax Qe (dl.dl.)d qewad aqvy.
2 Ylae qrzal uedl ad 14 uMe qay ol usl.

E3

Rosyun 54l Ad auvg 2eal dl sidg ¥ RosyH ¢ de 2idu]y
4leel yHI8 Heldt (Aude) 53 asiy d 20004 u4ydl.

Rosgs4l s41 usiell Bl AHidau sl 21d €9 e HulScll-

-

Rogx4l 541 Aa olsd] usid d 240l A44%4.

€



- RosyMul cdis@+l Guylor d4 % [Alda aseudlon«l Gulo »(dl-l
nws13l.

6.1 U2dlq-l (Introduction)

ClURAHL Huldl s3] ocld €9 5 UASs s ¥ ey 4 200
(2Al3uv1) 21 43U AR QIR UM SN U9 9. A dgnl Y €
5 Rosyw ossuddl aidaid oled 25+ saMl »ud 9. deilda xixeldr 10 &l
20 @As~s g4l ay A%d [Adid & w7 Rosgu«l [Qoral daqar wie sedls
q1oycl Al8 9. AHIY d il 212 2 9 5 GHedlr] Yeusid ddil 9
583 Rosyeil HaY 1d YR 2A4IRd sld 6.

Rosgs 2 arird Ad [as »q duly--aal Rl osir 518 ue 5
1152 S Gualo a9, d Ay AAd deudul visel o ywini Al 4o
9 2 d S8 ALssSA UE MIS ¢ld . [RosyMd As ARA Al Rl
Y adls cdlvdqifa 52 9. Royy 2 s (ol s oo 8. % 516+l
[Qlreal sagqal, ayaizil 21q Ageanl 44 Hiel ANEUd 52 9. 2 s
grerey M2 “L[3e7 ¢ d yalsid He sidy Aryde [Azg amiel sgeid
guqdl dlst qd-ll dsidd guld 6.

Aty Ad Rosyn4l o argil dlell o104l & w4l A5 [RosyHul
219¢ 14l 2 olly Al Y. il 6l Yy olioidl RasgHHl 241l Hetardl]
€.

6.2 9 (Meaning)

6.2.1 Rogyu ed g ?

Rosyy a6e 2 s &4 oe 9. el 28 ‘R 2qdl ‘Ul A4l
qid 9. Rogy v s34 dealds qarusial, wiesd] 153l sqeal, slucdl
@A AUCRE ¥ s Ol W sl 9 dedll e HollAd 1y 6.
Al g 52dls wanAlRoUcHs Ml RogHHl wded sl 219 9.

622 sRsyay [Qaie (dldl) »ied g ?

NN

sRsyan [Qar (Curriculum Vitae) (.<1.) 2 dle+ uce €. %+
218 “Course Of Life” @ty &9. «l.dl. 4l Rosgy scl qaau? ulddl la 9.
yul s1ds(Hs AEl ¥ 5 (A48, g™, ¥ UE YAl sld dHl HieR (3]
Yl.2x 4., dadal slaedl, Rilgil, wiRléis sid v yeesizl 992, Al.dl. -1l
oSl HHIHT Guylol (A&l Aal 44 9.

29
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6.2.3  cuuldel ¥ed g ?

sidldel 2 culsaold (Aol Gur au usie 5 9. qyui dalds
aldsial v HqAulAs Hgedl Adl 49 9. v s3I el AlsadLd
@aARAMS MR ¥l 5 G4z, nla, 44, 6818, HdiAdl 1M, oSl
A, YUedlg i, s¢ Nl olldl 91, 65 cuML ai ]l sl 9l 56 UMl HHD
usl o9, A4y ddl cllas aaon-l Wldd] ¥4l 5 G, 4w+, vl o,
2 Fo ol HScll uMidu Adl A 9.

6.3  Rowyw 21 sRsyan [Qeie a4+l dsidd  (Difference between
Resume and C.V.)

vy asidd RosgM i Aldl a2l 14 Yoo 6.
- [Qoral-ll coiteS »eor seor sly 6.

- RosguAdl 3uvil 24 dell a4yl yadedlysa - Al iy o,
2ed 3 s yy. ofle ouy Aldl-l 3udvi dil dysl dalds aysial,

N

2 A1qAIASs wgedll Slasid sld . e Hlel Mol Rilgil,
UsLetl 2 AIAvYAL slY 9 Hed 5 d] doid of yuidl qaR «ly

N

8.

- i Ad Rosydel . 2uugl vl Alsa4i sl 4 2w

A

5l 814 AR dell GuAloL $2a1HL 219 &9 wdlR Al Guylol &R

N

Al v 53 (Ml 940 2119 69,

6.4  Au$12% Rosy aviq -l #oleldis (Guidelines of writing

an effective Resume)

1] A avida RagH, 209l oigdld] Aol HISeHl 2+1u5125 RoAyy
glalg 25 Guy A4 9. 2 g qAd ¢ 5 AT 4¥ed RAYH dH-
grercy sld Haqdil HiS HAUl $5d d¥1Z RoyM AR $19A911 $AURUAL
SoUAlHl US]l 6 A AsHIA $5 6l U5, §ASIRS Ry Ay s3] ey
sl 4s & wd d ¥ AMd, d¥ Al Ko, SAAdL, EHAlR]L Hd HYHdT
Hedlsd s2dl HIS HaM sudl U5 9 - Pl ¥ deercy Ul e dur 4
usl. a¥iz ey 4l oAl uedl d dHIRl AREIAR SreeY R HlE YL

9 U g2y 2 M dHIZ] ARl uwel] drqal el 4R YA Wi 9.

FH [Ro5yM ¥ s WAd A E:cUdy 9, d ¥l ¥ Ue IS (UYL
qdd 9 d¥ dqd ALY s:q ASA. [i6i[8d uel uR @l Udl Hie
Rosyue 5165 4intls Gualol $31 usicl «ell. 4lod udgof] 2 2geiqlel a9~
¢



GIRL QU9 @8d ollldg IS €.

6.5  Rosy##i a#uldw [Qudl (Sections to Include in Resume)

aA

oltl 1Rl Ry 4l 5eefls A Adl M 9. QAN €25 [Rosg [

N

14 wdal dlNs weqr [Qeuol HHd sldl A,
6.5.1 dus wl3dl (Contact Details)

Rosyy#i 2dlell 2191c4+l] Bl wdl 3 dus HlSd] T4 4, 4%,
elasia «ofel AMIdU Adl M €.

6.5.2 Gga (Objectives)

Geu 2 aMil Rosgyui eflella @24ve 2ed 5 s QusdHl [Fde-
slg ASA. ad sul / dzea e y 53 asl ol d yauadl e Ggau-l
Guylol 52, a¥ syl / el HiS 5 d¥iA HiS Y sal MU ol d RasyHHl
galdl. 518 [Aden P4 5 : Heddid 2Uged Haqdl HiE 9913,

6.5.3 dalas cqusia 21 514 g™
(Education Qualification & Work Experience)

Geu wsucur uedl “[aaw” ([Qeuod] 4l sddl uqeds . dalds
aldsiadl sHAUl aurar-l qaddl (3ol oA HaM €U HIYG AIR6UE
ol [3ol2 wiHd sl RS2, a¥d axi sidy ay eHdi 2ilAs 44y
i Gl ey 530 sld dl d-l ug A4 i [Qeuorkl 530 usl ¢l
A 2 HlEdledl vralax uculaa s3I0 usid. dalds arsia uedl da ¥
A4 “s1d 2w Q7 (Aol HHIGU 5AIHT 21 €9, 514 Ol e
Qo gl sulqud 2d 9. AL WHA, AR SIAY AU Sl AHIRL
199U 290l A Ml AHId Ad ARAIdR H1S 9l Mty ¢,

6.5.4 saqq (Skills)

2y sl U] HBc] [ACU2H AIHE $RAUHL 1 €9, FHI 53R
2oql UL SA9dl dHY Aol ol agladl sudcuil dMIdA SRAML

A

1q €9,

6.5.5 [ulsxl / aqu-dl wilddll
(Achivements / Others Information)

Rl duy awridl / dsléus wulddl; sl / dcdus: ugluil
d A QoI gAML Hd 9.

6.5.6 #c@l (References)

“Aee” [Qeornl 6 qql A9 dlsiHl Al YRAsG AT UYL
e
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6. o4l Al Hus HlSd] sulaql 2ud & Fell AXUELAL HHAUELR
[ad yeouzes 530 us.

axi?l wila asiAl.

Ay (1) auirl yael A wouHT Q.

2) dHIl yael AHsHAl Hd A9d yaUel a1l As1Al.

1.

fld 2da Her yell <55l 5 5 Gu wwde [Qeyonyie] sl
[Acyor sa 2 yeld ysal.

Assistant Librarian (2009 to 2018)
BAOU University

10 Years

Good Communication Skill
Responsibility for Cataloguing

Web designing

Digitizaion

Fluent in English

BLIS, MLIS

6.6  Rosyx, ouuldel ¥ All.dl. = 141l (Sample of Resume, Bio-
data and CV)

Rosyu, ewaldel dxy «dl.dl. 1l y-iizil Aol Aol gqlqal¥l Hicdl
8. ¥ 2l WYL 6.

PUBLIC LIBRARIAN SAMPLE RESUME

7844, Meal Street, New York, NY 77654
(212)322-3356

wayncburch@gmail.com

Public Librarian with over 6 yearsof experience in efficiently
running public library services and facilities with unmatched zeal

J0



PROFESSIONAL EXPERIENCE

NEW YORK PUBLIC LIBRARY

New York, N

Public Librarian September

2008 Preset

. Support independent research and learning by members of the
public using library’ facilities.

. Improve accessibility to library facilities after considering

input from library users.
. Design innovative library programs that increase timeliness

and current nature of the library collection as well as

significantly decreasing book delinquency,

. Become an integral supporting team contributor in all aspects

of excellent serv ice provision within the library.

. Perform routine indexing of video records and incoming photo
stills for use in the library and thus improve their functionality

and ease of access

BUFFALO LIBRARY Buffalo, N

Assistant Librarian August 2006 -
September, 2006

» Supervised the checking in and out of books in the library

* Managed a print collection of over one million publications and
selected, purchased, and organized reference books and periodicals

from time to time.

* Assisted in the recruitment, training, and interv iewing of new library
staff members and carefully monitored their subsequent

performance on the job.

* Strove to maintain departmental energy, spirit, focus, and productivity
through multiple challenges and unavoidable issues

31
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EDUCATION

WASHINGTON UNIVERSITY Saint Louis, M

Master of Science Degree in Library Science, June 2006

¢ (@Graduated Summa Cum l.aude

UNVERSSITY OF CHICAGO Chicago, 1

Bachelor of Science Degree in Library % Science, June 2004
* Graduated Cum I aude

» Captain of soccer team

ADDITIONAL, SKILLS

* Adept at handling large database structures with Ms Access and other
software.

* Great organizational skills.

Librarian CV fern plate
. Teaching new employees about their basic duties and
responsibilities
. Holding meetings with other librarians in the county to discuss

issues such as finances and community campaigns

Dec. 2012-Mar 2013 Librarian Greenfield Library
Main duties performed
. Constructing and running community campaigns (e.g. a raffle to

raise money for a cancer charity)

. Running basic literacy classes weekly for the community

. Running basic computer literacy classes weekly for the
community

. Providing support and any resources needed for students

. Guiding people on how to utilise the new electronic check-out

machines in the library

. Jointly running the Summer Reading Challenge with another
colleague
. Guiding people on where to find resources such as government

leaflets on taxes and benefits
I



. Chiefly responsible for a Stop Smoking Campaign, which was well
received by the community

. Continually cataloguing, labelling and adding new books, CDs and
DVDs to the library system—both physically and electronically

June 2012 - Dec 2012 Library Assistant Oldham Library

Qualifications
. HAB Level 2 Certificate in Hospitality Customer Service,
. Taking part and succeeding in the several workshops run by the

library annually (e.g. Computer Literacy, Basic Literacy™)

Skills
* Excellent Communication and Interpersonal Skills
* Excellent computer literacy-which is required in this newly

electronic era of libraries

* Highly familiar with the duties and responsibilities of a librarian
due to previous experience, which means I only need limited
guidance in my new role S Excellent Customer-Service Skills

Hobbies and interests

As with most librarians, my hobbies involve, first and foremost, reading
books. I am also a novice writer of poetry, and often participate in the
group poetry readings in my local cafe every week. I also enjoy spending
time with my family and friends on weekends.

References

* Ms Enrih Gilbert

Area Manager, Greenfield Library-

Address: 13 Folkestone Rd,
Windmill, TA19 8YH
Tel : 0223 345 5674

Email: emilvHffhotmail.co.uk

I3
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* Mr Andrew Osborne

HR Officer. Oldham Council
Address: 54 Hull Road, Oldham, OA3 6WP

Tel: 0030 1335 9999

Email: andrew-osbome Slive co.uk

Name

Father’s Name

Date of Birth
Height
Complexation

Qualification

Gotra
Sashan

Brothers

Sister

Chacha

Mama

Address

Contact Number

Nepal Address

Contact Number

3

%

BIO-DATA

: Sangita Kaushik

: Sir Santosh Kaushik
: 07-10-1984

: 51"

: Fair

: LA.

: Kaushik
: ye "Lata" #i "Indoria" €I€] "mamdolia"

: 1 Younger Brother & 2 Elder Brothers

: 1 Sister

: (1) Shree Kishor Kaushik (Gurubazar, Katihar)

(2) Shree Shrinarayan Kaushik (Raigunj WB)

: (1) Shree Prem Shankar Sharma (Begusarai)

(2) Shree Gopal Sharma (Banaras)

: Saritosh Kaushik, Anand kaushik Gurubazar,

Katihar

: Phone: 06457/26504S, M0.9430050132
: Santosh Kaushik, Sanihat, Biratnagar, Nepal

: Mo. +9779804317445 / 9842280662

*



GuRlsa 1yrulHL A4 w18l [Qord a1Hi~4 2d Aar 44 €9 :

Geisrel adls,

Your Full Name

Street Address

City State and Zip code

Phone Number and Email Address

Career objective

What you want to do that will add value to your employer.
Work experience

Job title and Company Name

Duration of employment

Achievements during this period

Educational qualifications

Course and Name of Institution last attended

City and Year of Completion

Achievements during this period

Activities/Interests

Community service, hobbies, interests etc. For example: Travel
Other skills

Mention languages known, computer proficiency or other
special useful skills.

References Mention only if required by employer.

axi?l woila asiA

A4 2 1. dHI”L YUl HINE UM Uil

2. AHI”A YU ASHAL id N YAl 419 ASIAL

> 2 2uda vudl yourni axidl 4ioy Hilddl 2.

Your Full Name :

Street Address :

City State: Zip code :

Phone Number :

JY
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* Email Address :

» Career objective :

*  What you want to do that will add value to your employer :

*  Work experience :

 Job Title :

*  Duration of employment :

* Achievements during this period :

* Education qualifications :

e Course :

* Name of Institution lase attended :

+ City Year of completion :

* Achievements during this period :

* Activities/Interests : :

* Community service, hobbies, interests etc. :

¢ Other skills : :

* Mention languages known, computer proficiency or other special
useful skills :

* References Mention only if required by employer :

3¢



6.7 [50537-! auiq Wi [Farygl-i Guaia (Use verbs to write a Resume)

2l g9 [Favel Al 9 ¥ dyil RoyuHl yuiRl $3 U5 9. d¥
AMIRL RoAyHHl “UqiolglR”, “s:90 WA 97 2 “s14 547 DAl AlHI~d
aocysl Add sqal «sl. [Baruge] i wsgld sdl Jd sigdar d 2ol
sedls (ARl 2l il 6.

1.  4#fly+ (Championed)

~

Rogui “Held” (Se¢s) ved 3 “dlony 97 d-i ¢gd “ Championed
(ANx-)” Baruel Guulor s2ql. AN [Baiue 21 4%6d il ey
Glofl 52 &9 v d¥d Aeudf]l ddi-d oled ddl dl ¥ oldld €.

2. YU (Instructed)

Rosg#i “Talked to (ald 52 &) A+t &gd Intructed (41 2utl)
[Baruel Gualor s:0. YAl [(BHIYE oldld 9 5 a¥ (AU 9] 2 2y
Rulgia s2ar e (Al e,

3. a4l (Exceeded)

Rowyrai “Did ()7 »aqr “met (Hor)” A wed “Exceeded (q12l)”
Baruel Guylor $21. qtuRl Bave 2 odid & 5 dH dedld Yo sq14l
o9l YTUH 514 SAML Aesdl el

4. 4Ry (Accomplished)

Roty44i “Responsible for (412 yaueig12)” d-il ¢gd “Accomplished
(el $20)7 Barug-l Guulor s, ol £ Bavs A yolal 2«14 dsaail
AgA 20d 9. 2 odld & 5 a¥ S1S g HS $5a FAleolR ¥l ulg
a4 suqayds d4 yeo sy.

5. Y424 (Improved)

Rog#i “Duties included (5291 auie)” d-u ¢ied “Improved (y413¢)”

-

[Barue-l Gualor $21. yuiRd [Farue ¥ olaid &9 5 a¥ sl Ulwse »eal
st slaMl dlY 9 dq dMI? qul AR oiudl 9l A do 4ed 941l ¢l
6. sey-udlld (Conceptualized)

Rosgul “Came up with (8 2uedr)” d-it 61ed “Conceptualized
(s-aedald»s)” “seu-udla” Bauel Gualor 320, seu-usdla 2 [Bays
qy AlqAlASs R 2T & A oldld & 5 ad U3GdA] Hsics dd sl
[Qa1 »adl Geulet ol-ilqql 1S dey Sdl.

7. Hen¥d (Maximized)

Roy4i “Increased (qaul)”’ wed “Maximized (Hst4)” Baryg-l
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Guylol 521, HeuM [FAiue 2 oiald & 5 ad 565 Gud oy 9 5 SSuY
ydag sal Q- ¢ld 45 o.

8. [Aglad (Directed)

Rayy4i “ Supervised ([A21&a)” d« sied “Directed ([7eldlc)”
Bayenl Gualor s21. [ella [arue 2 oidid €9 5 a¥ $5a 4] gvidv
¥ sl 530, ulg ¥ [ear i yAU Held 53U €91,

9. Y4l $2al (Upgraded)

Ray4+i “Worked On (d+it Y2 14 $y)” - ogd : “Upgraded

(»142s)” Faiyel Guylor $2A. »yds 4dd [Fauel 28 2 ¢ 5 d4d

A

HIUAL 212 U 565 514 €18 Y dly 9 e uRouMHl yuiRl syl o,
10. As4iv (Collaborated)

Rasyy+i Rosy4i “ Spoke (2uls) elag” d«il w1ed “Collaborated
(usdlolldl)” Baruel Guylor 520, dedlllar Baue 2 oad & 5 dd
13 Ad 514 50 A YA ASHR YL A dAHIRL $1440 24 34] ?d
A s:g d w6,

B [Baivel A1 dxil 2ol [Al354e] 21545 s d e usd,
e AMIRl RogHd 515 olrild] usiy.

Accelerated Discovered Expedited Mastered Reduced
DAEEICEEY REELER AsAUBSs  HiRes Rs3s
Achieved Doubled Founded Originated Spearteaded
2[3es s6e4s $38 IRETREX Aus
Attaided Earned Improved Overcame Strengthened
2138 23 gy CEE s
Completed Eliminated Increased Overghauled Transtormed
syefles ICIREY 6523 211928y ds 2laelHs
Convinced Expanded Launched Pioneered Upgraded
sl AHeyY3s Al Y2133 YIS

Gulsa [Barueel Guylol 53 xRl [RosyMel 214515 oivildl.

3<



6.8

Rosyuui seal's a1oei einal #E (Words to avoid in resume)

Roty##4i ¥4yl (Abbruviations) #6€l »1-1 Zs1 el (acronyms) 3 ¥
AGEIAL HIEUERIA] oidd]l Aoel GUYLoL a1ad]l A,

RosyMl an1?] saddl e xg™del dlea il . ¥4I Alscold
adeuy val 3 ¢ (1), ¥4 Me), = My) ucglql Guylo eiaql
NS
Rasgu4i wis11c4s A0El 9l 3 “4uss (Arrested)”, “selouo-s
(Boring)”, “s12dies (Fired)” 211 “gu (Hate)”«l Guulor 144l
A5,

6.9 AIAYU (Summary)

21 YleMl 2148 Al Ry dvidl U2 qal MeTd Y 9. d¥ LMl

541 A gel usl 2 d 2uw Ad ad ueuq wisl asl ol d dlval. dqqd RoyH
aviql 412 s41 Us1+l Ml 330 &9 i 56 HlScdltl AHIdU RosyHHl 524
A us dlval s e 08 RosyMe gel wel [Aeudl sa MulsdlH sl <ld
olsadl d ug adlvy.

6.10 Hg[f\{:‘}é’{ y 2] (Multiple Choise Questions)

Your resume is a tool with one specific purpose
A. To get a job. B. To win an interview.

C. To discuss salary. D. To

Which of the following should NOT be part of a resume?

A. Religious affiliation B. Employment history

C. Contact information D. Education

Which of the following is NOT a resume format?

A. Chronological B. Portfolio

C. Functional D. Combination

The format lists your work history with dates, with
your most recent employer and job title listed first.

A. Functional B. Combination
J¢&
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10.

.40}

C. Chronological D. Portfolio

Which of the following is the safest email address style to
use on your resume?

A .lovin ladies 123@emailprovider.com

B .J_smith@emailprovider.com

C .partyal Ithetime@emai Iprovoder.com
D .None of these

Which of the following resume components is where you
should state your career goal?

A Profile
B. Objective

C. Summary

For a resume in the functional format, you must still include
dates of employment.

A. True B. False

When you are including past job titles in your Employment
History section, you should make sure they are general enough
to be understood by anyone who may read your resume.

A. True B. False

In the Education section, you should list all of your college
courses by name.

A. True B. False

In which section would you most likely include your bilingual
skills?

A. Education

B Contact Information
C. Employment History
D

Additional Information



6.11

a#18] uould usi12i-u Gr2l (Answer the Self Check Exercises)

(»1) Q4 HYct 530

(o1) 2q4 U4t 53

(5) 1.
2.

To win an interview
Religious affiliation
Portfolio

Chronological
j_smith@emailprovider.com
Objectives

False

True

False

10. Additional Information

6.12

A w1 [dey a4 (Reference and Further Reading)

kurtuy A. (2020 January 7) How to write resume - 2020 Beginner’s
Guide. Retrived January 7, 2020, from novoresume: http://
www.novoresume.com/career-blog/how-to-write-a-resume-guide.

patel, V. & Patel, U. (2013). Textbook of Communication Skills,
Vallabh vidghyanagar: Ria Publishing.

Rajat. (2011, May 8). Different between Resume, C.V. and Biodata.
Retrived January 7. 2020, from getsetresume: http://
www.getsetresume.com/blog/143-defference-between-a-resume-a-CV-
and-biodata.
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oll53] HI2 goeee) (Job Interview)

U3l

7.0. &gl

7.1, Meauqril

7.2, grereyril A ud cqvA
7.3. g2yl gl

7.4, gr2reyql UsiRl

7.5.  grereyq Her

7.6.  AUWSIRS Srercy WIS HIAE[AsI
7.7, HEN ey ISl YA
7.8.  grerey H2H] v

7.9.  #HRiY

7.10.  a#dl uald usidi-i Gzl

711, He®l 4 [QdAN aiu-

7.0 Sgil (Objectives)

21 w54 A5 Haqal H1S Swerey o] A51S5 HIAE[As11],
gl A4y drexey HieHdl sedls v 2uyarml 2udl 9. 2 ylae airdl
olle dq A yuo A&H ol usi:

o Ry WS ¥¥wAl 5944l
o  drerey« [Alay usiRil n9si?l
o U5 drerey Sl A+l nwsi?l

o  drereyuf 3d] dad dwRl sdl d o+l v

7.1 U2dld-il (Introduction)

Ydisid Interview (drerey) | 15 Sl «ue Gaeqir+dl +lltis
ydar ol 5 ool quid Al3dl 42 s oflu-d Hlaviai el ag
¥R



¥qlg Interaction (dv235u+1) sad ded $rerey. s HSq $eey
ved Guearel Hilvs yan. GHeaR+dl [M4M95 5l YEdl d- AsIydl
HSd s A4 9. A Ylaenl Swereyl [AfAy usiRl, $reey dur] il
§ARS1RS5 HIUELAs12] Ay uFU Srerey WISl YA+l A 41od
olel] Al $a140 ] €9,

7.2 &v2’eyrl A1 4 cyivyl (Meaning & Defination of Interview)

wul? grexey (Interview) Aceq [Aeuma 5302 ¢dl6 AR ‘e’
‘Yt Y o Yogl HO 9. ¥ UMidR Asolluqd ¥ig 2al wd €.

il A A Ay 9 5 drereyHl AHA ol Ul s oflw (A wn@ql
wie Ha &9, grerey ved ldda-il siq e Alddedl Al3dcdy Hedis.

grexeyd 2 Jd cqvalaa s3I usid ¢ 5 vdl o 5 o el ay

A3l q24d Wl AldAld 4y A 4l3ad ¥z yael daqqr e Uil
Ye9d Il 1d &9.

grexey vyl ¥ Ad cqviifd 53 usid 9 wul o dlsl
q23+ll 2lyARs [Al2o ad]l sld 2 grerey d«r Hlddl Haqar e
grereyqiaid usl e 6.

s YsiaHl dlHd @lsl: qlMy Ad ol el veql o Adlsdvi
s yesiadl Asoflal ard ol 6 9. Ul YR Alsd ey d-ilR

N

Sl &9 e UBAL FU AIUAR AlEd grerey YR €1y &9,

7.3 &rerey- Ggeul (Objectives of Interview)

al H1S grerey daiil id 89?7 58 Ad Srerey AR 4lod GHEqlR
yde s ws? Adl w8 Seereyell Geul nYql dgdl Y 9 d wusllA:

o disid ¥ GHEAR gLl MM ] HlBd]l AsiqaHl HeE

N

52 8. d GHeaur [Q9 YRy wsardl dd dedl 2 Hildl-H]

N

sl 155l sraUMl Hee 5269,
o GHeqR Ryyyl y avy ¢ d d=l yvy Hal €. ddl wd s
41 QAL slaucd]l Ay 97 Al oYy grerey gll el usiA.
o Halsid ¥ $35d ey dellrql GHeQUR+ as<ls] su- [Ad ¥
lddl »ud ¢ eg ¥ «ls, ulg GHear+l g Wdl 37l
APUHS 2 [QedNBUHS suadid] U9 4HY Y 8.

o Halsid ¥ sHI] v Su-dll) Heul 2@ uRYR Aoy @lUd
S HEE3Y o4 €9,
¥3
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N

o yalsid ¥ GHearr 1S GuAloll ¢ wel d dei Hquy (A wsl
a5, GHequr WAl st sk [QA syl «qdean vl us
e GHequ Y9 syl W@l (A9 wuoqr Ha 9.

o HAlSld ¥ g2y AR e ey dellR HlS Al3doud 2ld
SI4EISIRS €9, 518 5 d ol AqAIAS e A3 Id Hged
q4aq .

A

o yalsid ¥ GHedlrd d-ll $UNdlg M5 541 v d NQAUH[
Hee $2 89 5 ddfl WA sU A 9 A d 55 WU de

N

gaRdldl ¥32 #.

o Haisid ¥ AYUR AAddl GHeURIHL sUAl/ el deil Hlariyl
i e90l] Gledl sRaiMl oi-idqiMl HeE 52 9.

duil wila asiA

A4 i il yaue Quii:
1. &rerey ¥ed g?
2. §rereyql gl wwual.
a4 i adRkl yae A wdd yourHl Quil.

ii. a#Rl e ylea sadl wwdd yaer wd Asil.

7.4 Ejréécg'-ll U121 (Types of Interview)

53] HiSell $rerey gl oyl USIRIM Hldl HA €9, Frereyril
USIRL L Yool &9 :

24



o2 2cetl ysi2l

|
HHA 5y

. ccdgys utld

1. wMe HHA Yo22ey

1. 2EslR 580y

1. dluuRs .
2. %8 o2y 2. WMl Rasn
2. AstluulRs 2. dlslcileiot By

3. doud g2

2. B te2zel

A. ada calsaxnl walRa gerey:

1. 2¥-414 6-—2?51 (Face to Face Interview)

YA~ A ey s Usiedl Seereyed] [Rala 9. il s
Al3a oflw al3dd seels ysl yedld do Yedis 54l HAR 52 .
53] WSl Hlel oAl §veRey Ml USSRl 1Y 8. g2y YR
ol geerey delr Wiy A4l [rsedl sadl uldidl didsia A4y dg
Al3dcd Al 541 Ad s14e1s5125 &9 A AlGd sl €ld 6.

2. %4 §22<y (Group Interview):

[Fags uedl Guellsaixil b 514 s:alg ld ddl GHeqlRIM(
dged Slaed 54 9 d Asiddl HS YU $vereqd ALY SRAUML 2 6.
2 2Ryl s GHEQIR] A Ald €9 A dHA YA M1l s [AnY
5 el 2qaql »ud . duil-dl aladla seai-ll axdl 2 d¥ti Yidinl
el Avidl e oAl dH-Hl [Qa $al HIS 52l AdlusIRS €9
Aril 2412 A2l 215800 sl 214 9. »el, yaHied] sy Gedlrl
ydeoll iy &

3. alald ¢rercy (Panel Interview):

o 5 ool quiR M@l dnd $ AR gkl GHEARY ey
darl 2iag €l &9 dd Udd 3 ARl Serey séqil 2id 9. dalds
i AGAUAS WM S USIRAL Sverey wldl MA . Ul HSIRY
grerey A §AI U512 QUM id 9. M 5 GHEedlR" Yldll el
AHNGAL HIS YA 5AHL 2] &9 FHI YAl dedl s1E Sslhsd 5

Al dAec] usll yed 9. sedls uRRulH GHear-l aviacid] yRlRulax)
¥y
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Ml $auell aHdl As1AAL draded] syl Ul yeoarHl »1d &9, el
grerey dritrl syl @lsiyiel] s ya sld &9 7 alRs slel Y sl ¢

-

A Fd, Und ey IR €1y 9 FUIR GHEAIR YId 52 dY

) A\

iyl »ud 9. yig 48l avia d sl ey wie ya sl Uus .

B. 2dlydl 4R §erey:
1. 2ilylRs 55'-2?%( (Structured Interview):

YRYRUOIA 23U 2l ey A4 HIYAURS Sreey sl id €.
YU Ye9qIHl ldcll UBIL A5 HIAVIOA 4ZYUH] KAl HA &9 2 d HAl
ol GHEQIRI YeoquHl id €9. Ul $verey oyl GHedRIA] [R™yaai-]
iy HEdlse sl Hi GuyloMl daiy 6.

2. 2udlyAlRs §22cy (Unstructured Interview):

2 Srerey 2 HIYARS Sery-d] [Qvg 9. el Srerey 21410
Ye9dHl il U8 (A Sverey Al ¥l AlssH (Au1Re] YeoquHl 2119
£9. 2l eyl UGl H1S 5165 Als5A slHed vgAAUH] 2idg 4l ey
AR [QUlda yo 48 U5 9 ¥ 2L USRI eyl wldl MO 6.

C. aHddl alRd §erey:
1. ad9s 2waRd g-22<y (Behavioural Interview):

ad9s AIaRAd grecy A AIUSIE 2 MY Srereyd] Ralq ¢,
A Mdl A4RA Srerey Y8 seaMl 2id . A&, Aldd Hdsil
wg@dl ¢d uedll dell s3940 54l Ad Gualomi de d (A9 ndinl
HALY SAUML 21 €9, €Y YR HASIAL 5141l AGHAL e
sl Alssd yRRulawl d-l wd s5dl dd ddsiz sa4l 2l d (9
UG Ye9qIHl 2ld €9, lH g2y qLYURT dril MdSIAl Al
21412 GHEAUR L GUld Hed i dHFAUH Hee 52 9. A&l ulRRalailA
deqad] quid GHeqlRlX Gels@l YU yisal-ll %32 9. GHeqRl ddys
2 HlAulElD Hedlse sal HIS [AordqiR 458l i d GHequr+l ¢l

A5l depainia [ulRd 523 6.
2. dHRUY [HAs9 §22<y (Problem Solving Interview):

Al Srerey IYAURML AMAUL (ARG a¥dlxl vl 5 aslns],
AqYIYS, WYUHS AUl [ALAYUUMS ANl AR ASIAUH] 21id €.
Glealr S18 Y@ dMdl ¢d sdlll a¥dlzl [Qd ay [Rlda sld . i
sl Sreeyyl Flell At Yed wal a9, Al uala] dviigi-l

UMl AUl dl HIMs 2qzuMl GHEqIRA YAl YAl AHIAYL Al
ye



S

3. awvuq 55'-2?%( (Stress Interview):

2l USIRAL Sverey v s suAlulnl vo ¥ geel, yg dl
gree] daiil 21d €9, i grereyHl GHedR dLuays ulRRulaziyi 54l
ulalsar 2ud 24 %1 d s u dse deud] uasd 5 sl d-dll Asi8il

QML 219 €9,

D. yladaxl wala g-erey:

1. 2lasilas 6*2?534 (Telephonic Interview):

2l gy Flt Y UM 21 €9 ¥ deil YA Geed GHedlRlH]
dlAd YA 2514l eainl €9 well 2m? $5d o ¥ dlds dlsi-l y«deoll
QUM A, Gl HIR[MSs dossidl v Al5aoa grerey YSdl sAlHl
219 9. R GHEUR gR sld AR, syl ysal 2lasifas drerey d ¢
v A Adly qd dl 25 ol As ey e yaisl vAedl] qqe 52

N

€.
2. AHiMagn grekey (Online Interview):

2l ey grere AL, 2l dgu, S48a 2aal (A3l
GIRL 5L 1] U5 &9, MM Frerey Ay AHlZdoud ekl ¥y
¥ U Yol 2id &9 2l grerey YRRaAAXIAL 1412 52 2] &9
¥H 5 ¥l e AR vol §2 Edl &ld AUl dl [MHad YHA ey
iy 510042 e A4S ud ddl uRRald 4% IR 2l USRI Sereysy
YL SAML D €9.6URId, grerYVR MIS d dY Ugsd 9 5 d
Yldiil 5194 44A ey 2yl 45 i GHeqIR Al $EIs] YSEl He Ul
Yl Srereydl NG sRAUML 2d 9. SR 5 L USSR FreeyHl
GHeqlrd 89l [gadl YSal u9 sdldl %32 Edl el

59
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dxil wila asiA

A4 2uda ylU ydo dvil:

3. @lsana grerey ed g?

4. AUl A4URA Srerey A4Nal

4 i dHI”] waet 1A ddd woUH Uil

ii. aHRl raer yle sHaql 2wda yaor wd AsiAl.

7.5 §r2eyq Herd (Importance of Interview)

Alsdold vy A dHid Alselalzl v suAlul gl d¥el
sl udeoll wie Gualo sayl »ud 9. el udedlldl ulFHML
grerey 2 dlell Heraysl yog . dwercy ety Alldid et & 5129
5 d As?eldizl A4y AU ALY~URA o+ X3 9. d AXUR HAddl
GHequRlA 4194 53] Hi1e 410U AlZd] YAgdl] $qUM ASIA3Y o €9.
a s alygled du-dl sl sadal g $AUML 2 44l YR

S29q 2@l Ul SAHI UYL HEEIY o &9,
seldl HE ey Hera
1. sdl daqar GHeair (9l wuldl dadl usia

geereyell 153l glal 153 qaadl GHearr+dl Ay “uldl 2158l
53 a3, Guearl [Qlaw wldl %4l 5 wleslas, dals yd eilds, sid
Aqd, olllgs andl, HSdl HARg slucd, Aldcdql U512, U -

AR, AHIDS adYs 92 wnsl us €9,

"

2. skl Y] wldl e ys wxim .

sedls waleixia i 153 daq-iR ylaidl K16 20Ul H4[
2421 HIlBd] 18 1153 IS 2D 5l €1y ¢9. Wl ey AR ey
avid 2143 HlSd] 4siAl uy¥ HlSd] dad] w3 . $wercy ulsal i

N

YUsdl sl sraMl Hee3y o &9,



3. aloy culza-dl uydeoll dreacy-l wgeel 530 asiu

greray g4l grerey Al GHEqIR e Al4l AysHl 2] diadld
353 9. wefl dul 419y GHequRl ydeoll sdl 5 < sl A ol [R9y
ae A5 89, Al3doid grercy v 4oy w0yl Hi2 Y194 A3+l YAl 524l
wiedl s w?l uglad ©.

4. grereyell Gualoll wlBdl »2ssl s3] asiu

grecy UYL €341 HeQUR Uldiwil Masia-l AHg™dl, [Rlgil,
Al s14l qolR+ll YA 5l Sl 9. L AHIY £ PRy ArlR
GHeaqrz [Qd-l [alaa Guyloll #uldd] s8] s2al ¢ld &9. lsdleldl il
A58l 53 US4l Guylol Ul [MAIRY 1S 2l SideHAH YHIRAA

A

541 YIS GUAIOL 5l &lY 9.

-

5. A1y grerey ulAsiHl qaiRl 53 ¢

grevey s nNER- Aoug As wlu s Ml 19 9. d-
s 410y Ad A HoAlye qudiqReHl Aol wid 9. GHsalR Ad
grerey ¥l ol A el ddMl 21 9. SereyHl GHeqiR+l yxEoll
Al s dl uAeoll i y9L ey dl w9 GHeqrr «lsdleidiel] g ald 6.
ved 5 drereyd] Rl dss sHal Alseididl ulase a4 6.

6. cedl 24 cedlui Heegy

Af3cord Srerey sqUl As3eldld -l sHARTH 41 oied] i
oecl] qold IS MEHIs 5l MIS MEEZY ol €9,

53] Huadl GHeqlr HIE §rereyq HeT
1. Aroudddl das yd ws o.

grerey 2 s3] Hadqal 295 Aroudl-l as yIl ws . GHeqir
Yldidl [Qa1Rl, 24 Hacyld lsleidl d4a Y saMl 2 Hil3dlyulR
514 HEEZY o 9. A 51 GHEAR drereyHl AR UEUt 52 dl d
GieqlR tls2lelaldl ezl uRye s, ugdl d GHequr S[%9q ulze

Y12 yaeoll winaldl 4Rl ds 89,
2. GHeauAHl icHldauy [Asad 6.

Al Ad sIAY Ary¥ie Yt vl 1153 IS UeH qIR grerey
AYdl 14 AR aeud (44%) Aged &, oglQy $rercy v yed]

re
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) A 9 9 Y

GHedlR 2YHA Yldil (A2 [AsAid 9. P FH AHgMd 94dl Ad 4

) A ) A\

A4 [QQy grereyl 1Ml a1 HiE Al A1Ad73d $AU9dl [Asaid €.

N

w1, 32 drereyed] «lsdl Hadar GHealRIMI AIH[AUIY A 9 Vi

A

Adg M-l a4 €.
3. GHeaizd s3] dlsiral 5 s1kdl HIE Hee 52 ¢9.

1531 wltdl GAequRl sl ad lsdeiar [l “uledl usi
sl 21q 9. qadr (wauR), cteal, sivdl Rald, sl Acindl,
oedl s oedldl UsAAL, AU xd Q] 9912 4l HlSdlour 4
us. GHealrdl o4l Usizlg AT ey MIREd g2 Ald 9. GHEAR
o uaedA] wH dl s dlsRdl 5 &l d ol s1g03ETH [A94 @
us o,

4. Usd Haq-i-d Husl QURUHI HEEIYU o &

w13 1531 HAqR GHEAR rereyHl Mo d &9, IR d GHEAlR
grerey 2R v ey GHequRl Ald Ausl [Asid 9. % GHearr+ll uaH

Aol HIS YAEA] 1 WA dl Y 5edls diR UMl Aol UYLl HHAALHL
US4l HEEZY o 9.

dxil wila asiA

AN 20da w81 yas qvi:

5. ¢rereydl aal el yeudl

A4 i dHIRl ydle Hld dd woulHl avl,

ii. aHRl raer yleu sHaql 2wda yaor wd AsiAl.

Yo



7.5 AABIRS Srercy Wi HIvE[Us

(Guidelines for Effective Interview)

AU51RS Srerey HIE HIAELIs:

1. GHear1d usadl wnwi:

grexey UlE4 ysal suylserdl 2uve AHla s21. GHeqiRl dldsidl,
Al gl d d-dl sadqdaid wl. d-uedl GHeqrd YeoqaMl iddl
Ul @lel v 1Y,

2. asdlsl s [i-asdlSl ofd w4 awi:

grexey i yeoqr Hie 320 ot Ul 4 ddl ¥l d GHearr-l
51600 SRAM dHd HEEIY oiidl. Yl dod] iqeds H[AsI Vi
yaloelll A8 AollAa ugl yeol i ¥l 5 GHEAR A &[5
yqueieldlyds sl e d4R ¢ 2 el

3. grereydl 3udvu dur s?i:

GHequRl 12 drerey daidl ulFyr (A9 wnwl 5 a¥d 34l <d
grerey dal ¢ 8l 9l Al 3uvil of-idl Ul a¥d GHequ+l 4194 d
adlalr 53 usl.

4. FUNEIR reReYHR oirl:

N \ N

grereyMl a¥ 4oy ugl yeol el 5+l d w21, dalel yeodl qavid
a4 a4l And 4d 34l Ad ad« A d Yed ¥ Herdd &9 vey drerey
YR deil MBI A Y .

5. GHeaurdl Ayl 2usiell s:i:

GHeqRAl aslsl sudal €ld 5 ugdl AUMS $Adl $ld, GHEAR
419y Jd yeulsa 50 A od] dAellQd Hldd] Haql. du-dl aladld,

Y A

SAUGdl e Al sedl [QuiYzL 9 d gl
6. GHeair+d alaail]l w3l »uui:
AM1> $1M Hiol Halled ugl yeooqu yild ., dedl GHeair uiladl

AN 2 423 qid 1 520 A4l [Q8Y sl ST, 2H dH GHEAIR
Y9



153 Haqar w2 $reey-l daidl

el el Aolldd 24 ¥33 Hilddl 22slid s3I usal.
7. 4qailds ol - disdl-dell8a usl yei:

a¥ vl % AlqAIRAS MUl Al3ddoud glai] did deilda GHEqlR
oMIqdl Miodl wedl. Yed dd M ol A AqAIRS 2 Al3dold
qdil Mg g2 Avil. aMil oyl HA 153 A8 AoilAd slal A$A, vl
GHEAIR UBAlL Falol AN HRUdL HPMd.

axi?] woifa uasii

A 2da M-y duil:

. Can you tell me about yourself?

o

b. How did you learn about this position?

What do you know about this Institute?

e

[oN

. Why do you want this job?

a

. Why should we hire you?

lmz)

What are your professional strengths?

. What do you consider to be your weaknesses?

aQ

. ARl yalel 14 sudd wUIHI Q.

e

al4:

i ddIRl ol YAzl Hadl e yaler A8 AsiAl.

e

Y



7.6. A59 6*2?6?;_( e «?12!'12 (Suggestions for Successful Interview)

50 grerey HIS Al qyil 2 UG ¢9:

el e e

lcH[AA S04l

. 8SRIAMS (AR
Y A 34 Ad dwdl sedl
. AeRA sAdl A ugleda uvil

. ALY e id Hll Avid]

Ye9 Al ¥ wdls YAl

waLel 251 Al YEUR YAl

. Gdiaue] viel wdiel - ydl

c ARl AL wale il HYd 52

10. 2061161 A4NY ddl 1Yl

1.

glyl vidl 4wl eadl

7.7. §r2rey w12+ dwi (Tips for Interview)

grerey HIZ wed 5 A

l.

2.

yloy yérqe slal ¥33l 9.
grereyrll yHY 2 ed wuell dg
grerey uMY yddl ysldl 9.

did 5l avid 2R [aidld 2uvil.

. ddel dss yr [Rer syl
. oA¥ YEAIHl A URAL FAUS LUl
. w33 sld dl uRal M1 Yyl

. AUSIRAHS 4 £9ld]

grerey-ll olcdlralell < el

U3



153 Haqar w2 $reey-l daidl

10. sglgatal usil d4iR 52
11. 2qd yxulas oo
12. ¢verey Ysdl dweud Auly+ s Yed 5 Hlddl daql

13. drerey eARaul+ [R4d 52U

grereydl AUy 1 524 ¥1SA
1. &wereyul Hlgt 1aq sl
2. oaig ddiqaul sl
3. Yl ARy [Qa vus oldwl sl
4. ad¥ig MM sSu9 aval &l
5. add qul el
6. s18u8 siv sled AlMaul ST
7. 2Aol[Aa &l yeodl 1T
8. exldyd [law gar auq sl sl
9. ¢rereyrll UMl qaid GyAlol 59l &l
10. &wereyyl 21914 Gl sl «1sl
11. 25 Ul o 2gqr quiR el 2qal sl
12. wqie syl Hie Galadq « 53U
13. [any Aecl vig «u elal

14. a3l al34i ds « %l

7.9 41212 (Summary)

grerey ¥ s Heraddl ulsal ¢, ¥ AUl v GHeqrRl oA
1153 H1S 41y YAEO(] $qUM[ HEE 52 &9, dvercy Miz Y1oY GHEQRIH]
yeol] 530 dule 4 [As1d nad] Aval Hee 52 89, uig d sHARIA
AqqulAs 2 AlBddd dd woq qual HiSHdl Hol yg YA w3 o,

Yy



7.10 a2l would us14i-u Grizl (Answer the Self Check Exercises)

1.1.

1.2.

2.1.

2.2.

grerey ved w4l o dlsl qAAl 2yARs [Alda adl sld 211
grerey dritr HURdl Haqar e ekl Ul Y 6.

yeusia A sHARD 2w sudl) W@ 92 yY Aoy 2UlUa
SRA[ HEEZY ol ©9.; HAlSld ¥ GHeqR i GuAldAl ¢ wl
A del cqqard (@ wol us, GHealr WAl siMl U512 (A4
syl »dar uvll 45 w4 GHeqrrd u9l sy-l/ e [(qe
NGl 49 £9; Helsid A A¥OU HAddl GHEURIH U]/ Azl
ddl dlaviusl a6l Glefl saUMl erqaiyl Hee 52 €9.

Af3aold Srerey 2ed & yHl A5 AlEd ofl®w AlZdad sedls Usll
yedld de Hedlse sdll Al 52 €9, Als3I] MISHl Hlel G191l
grerey 2l USRI 1Y 9. &verey YR MDA grerey drllR
W9 A48 [sedl sadl uldi-dl d@idsid dMY dg dldded el

N

54l <d siaeisiks ¢ d Aloid salg sl 6.

2ilyallRs Srerey: uAyRAoIa WU VI ey 2luARS Fecy
sl 219 9. FHI YOIUM[ iddl UB A5 HIAMIAd UM

A Y

wdlL HA 9 2wUd d UKl oul GHEQURI YEUH[ d €9. il

grerey oyl GueqiRl-ll [vudald] aHdlg Heuise seal Hie GuAloHl
daiy 9.

N

YRS Srarey: i Srery A 2luARS Sereyl [Qag ©.
2T Srerey YA Y9UH[ Hiddl Ul (A9 Srerey ARl
e[ AlssA [AA1Re] el 2id 9. il SrereyMl Ugl HIC 51
AlssA sl AgAUML 2qldg el

3. sdetdl HE $rereydq HeTd

1. sl daqal GHeaiz [Ad-l “ulddl qadl usiy
2. @Ml 2143 MIBd] M2 Yrs AHI 8.

3. 4oy qf3a-dl] yHeol]l drerey-d] Heedl s30 usid
4. drereyel]l Gualdll Hilddl s8] s30 usiy

5. ARl ey ulAwiHl a4l 52 9.

6. oled] 2 oedlHl HeE3y

7. Awouldl as y2l ys &. .



153 Haqar w2 $reey-l daidl

8. GHedlIHl cH[AaA [AsAa1d 9.
9. GHeqlrd s3] dlsiedl 5 w512l HIS HEE 52 €9,

10. 15?1 qaq-rd dysl quRAMl Hegzy o+ 9.

4. Nd aqvil
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(Qeuot
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sllzam slacl (Work Place Skills)

AsU-8: 1ol HANAL (Ao 2ot SlalC)

AsH-9: 2cllSlot slacu
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2o¢icioll 5ANCcl (Presentation Skills)

Uil

8.0 Geal

8.1 dadl/y-uad-

8.2 aiu+d AHY9: Hegldxl [de
8.3 uegld =il dw?l

8.4 ugldu deisst

8.5 geu auy-i-l Guala

8.6 cutsew: dudlul (Mesu ual)
8.7 s Uegld cwury

8.8 Megldd Heuisd $:g

8.9 awiv

8.10 a#dl uald asidi-u Gzl
8.11 Mgl waueil

8.12 Acl 1 [dan qiy+

8.0 G5l (objectives) :

A

2ARSIRS Heglarl sd] Auuial e #33 ©9.d4 AUl 5 dH
w13 qurLusaAlHldl adl dyd Aaay (AN uled] 2wl e sl AR
Uegla otriqaidl %3 Y3 €9; w4 dd dl dal Y 530 & 9l - ¥ gsll
QiR Adl 2 48 HU3e 4dd S-AAl4ell SAoUd SAHI 2d 9. ¥ dd
YRHdlEl 2+ URMEIH G191 deS Q& 9l dl ¥R »qed d Ugld Y

sdl 43 &9.
Al sq qi yedl, dd 2 530 asal:
- Ueglaviil HeTayQl dedl qHAud €9;
- HeTayQ Heia UsIUAd 5l HIS G99 dedldl GUUloL 532 ¢9;

- Y515 Ad YA 52 €9



sidzang Slacy

8.1 éqzél/gdezcm% (Preparation/Revision)

Y d¥d vdd AUl dl dq Y 5 A9 Hglazil dle 97 Uzgld
"dq qy, [AMd ud d Uegld Y % Alddd UH Avil. d v,
NG, dledlM d2l A ddl ¥ US4y sl uS o,

GuR uddl A8 Uglazild 30 4le sal+l ALY 521, U M
¥ oURf A UG Avil e dHd MU ERSH Y 1 AR d U Gl

H%g[?l 1 (Presentation 1)

TETE UYAE

B B ..

C .. C
Hegld 2

ude UYAE

A A ..

B B

C .. C




2laAl gama

&l%g[?l 3 (Presentation 1)

TEVES UYAE

C o C

a¥ i Heglaild sdl dAd garRul? 21 sy a4l yedl a4 Y[R
YR wieol 2l usl 9.

8.2 diu AxYdl: uegldi [d :

yq' quy:

a¥ A4 il 92 Yol s5u Al d uddl, (14« usl i
FQUOL AHIYLAL HHIA 5. Yedl WS Al i dHIRL FUG] AUl

1) A4 2udd asa ye s3:

AgulEl Hie el Al € .. 2184

2) Al Ryl A% YBIlll M LY.

(3)  wa wel yel uRRaldil-dl YA oual, $H dlsld s uR
Ueglaxl si-uaaidl #32 6.



sidzang Slacy

@) g aq [QaRl ¢l 5 uglal drdl Bl o 97 % A sly
dl, 4 a2l udeol]l e Hie ddl 214d?

eglaxl 2 yauqd [QaRl 24 Ml8d] uslusaidl 215 ol &.
dedlcyqeirel Geel d¥i AeU"d AMYAl 2l o-Uddlnll &9 2l SIHE 54l
e, ugasdl v, YAoud slal w2, Hld Hgasdld Hasl AH
ueldla 52 ¢9. ddl, Urglar »A5125 i HAUQUL] oiwidl IS Heglail-
ysdel daR sl #320 «la €.

Hleioord] deglaxl si al Hesiad 565 [Qd woud ¢ »adl sl
Gulet, Adl, 516 ([QAR vaql vd (9 Aasi AHANqdl] UAYLAd 53 ¢9.
adl, 21u8l sleacasi<u >yl Aeda Alssl MS dALL HglAl, dHY
HFs2H, AL, evidl A cdqullAs sl el [Aldy qaxid
Hqlt2l YRl wy3gu [Qe Al edld.

21516, Heglaxl us ¢l UlBAi+l A5 eyl ¢ ol o
£9.5819 VI Gedl HIS & 518 5 Hlol HiFe ey 4l o-ll Y 9 3
153wl §rerey ¥ HRUEIRIA] SUAAAL 21 414l HIY d LS Yl 14l
adl, aoll Adelyl wldlare add 22uei uAEdA] Ud AHE 2Yid]
54l sSAUM[ I €9, YUl Gl 2R ARVl HRUEIRIA] Al
Hdidl oflw das 4 . §weRlA Ayl né™l wlaqie] guadl, dy-l
Ugld suddl, dlsi-i g4l alddla seaidl Ayl d¥dl 24 il a2

2 g Y9l sulqdqdl as w4 €.

ugladl uay aldlae vol » Budl 4 [A9ids 9. % d4d il

A\ Y

A055 dMIRl Hasld i elRAML [ u2l ©9l, dl d¥ d-d 514y qe

A

ouidl asl e9l. ¥ ellddlyd 43 5A d Uedl ¥ ¥ d¥id] HAH 914 o1idl

-

ol ad ¥ Ad daqidl A g 9l A dent s20 el d-uell s14 Hadl asl

-

378

-

2l UAI MIE AMIR] Jd YHS, IS ud 4oy slal #33 9. d
w2 LAzl 12 Hie o) YRS 9. 2109 &t 2yl Bl siold a1
Yol 9. ayly w0l Hasld ALssA Uil YAR 52 9. dlsl $5d dHd ¥



aleadl 4l, yor dqd g2 . 21983 Ad (Slouching- 2dlfRFio) d4- 58
£ % a4 Geldld 9l x4al ad 519 ddl <8l Md ayd 518 H12] ausial
5192 gld. ol ouy, 413l Yqiul HElAd 529 dHI Hasld 56 & 5 d¥
w9l 9l 5 ¥ Y 530 ReU 9l A ¥ deil M1 el 9l w2 aMLR 4l
Gy Eaudl A QY ds Al w3 14, dHIR vl dAvid i
el Ad evildl wlald qaaqidl ¥32 ysl 4s 9. 2udl saqr -
URAHEIYS el ALY 1%l DoUH Flald 9. AHA™UR AU YR
YslAg A ddd 2 el Al HIRJAHEILS Slddl HIS Yol HeEIY U US
3]

vl Hus A 2wy [9As yRea 9. dHIA Hasl w4l ¥sidl
IS d GHL R A A aMd Ay 5. FUIR dd Has 4 Ayl
aoil i Heasl ay qy 4Rl Ad ulalEy »uy . a4l vl Qésl
dl vl clof qyA YLl g2 1 Avil ME d¥ aMI GusWIlA Hqlud 57

6l sld vadl axid] uglad 4MAld 2udly+ 530 & sld.

A d¥IRA ASUA YR ¥ AHlMYZd] il 9l d s Ml HlEl
UAIRA 52 9. wuR ad S1Is] A [FHa 520, A 9 5 d dHIRU
A28 RMa 529, A5 Yasid a4l suyousy vl seud 9 519 5 d uldxieHl

e dlsld [RHd 52 9. d uS Y, [Aodl, 5 A uAed HARa 52 9.

Ay A se1d aq?] WA Al Heddid Ala ¢, d d dls ¢ 5
YU ¥ Hasiad 2109 941l Hioldl ¢l d HlalMoid] 4142l den 52 ¢9.
adl, ugdsdi¥ Heu¥ ald He d-dl / d-dl AUy qyRdidl ¥32 6.
a4l ould dMY qleyM Y duiy [AAw8 sl K6 Al qil, M
(Ru21) 21 22 2 20y &2l & 3 ¥ dHig @+ Adidl 932 9. s
dssyud] waal Ao qd udal AlBeu sl 24 dd vwoe #sul, vo
HREIR, Yol 1M, IR &9 5 54 d oldl [MUY HAqql 2 S5 AR
[Qa1R 69, 2slAuaiyl « olldq 519 5 d Slalzilad saal »ud &9, Qaslq
glRal HIS aHil Uy [, dHAll¥a (Higyde) s:g »iq S yel
oivilqdl Hie del Gleil 520, dHiRl U6E]L AL UMl AUUY 1 [ 3q
dd Hesl AHa slMusd 53l

axi?l wila AsRN

ay:
i) ad¥il wqier HAlAl A4 296l w0l Y vl

ii) il ASHAL HAH] AL FAUL q1D dAMIRL FAUL AU

Al gameu



sidzang Slacy

)

2)

GURAsa avieie] aisy ude sA ¥ Ay ddd qed -

i) ARl Ry>ua-dl yadal.

i) ARl Hrgasaldl ygdl.

iii) Hasll &l4s1.

dld 246 [Quial [dA 5 vilel €9 d sl

avigl 2 [adeqdl w2 sédl <l 5 ¥ 4dY HdsiR sl 1él.
i) asall U0 Y YHAUR UslAg ¥ A,

i) 29tid sl Al3axl 2ilualRs ylas uéal ¥ld.

iii) Hesl AlMAd 5l Hgasdld wlal 4 4y 444 [Adid €.
iv) Hegld €Nl ¥ RPHa«l wlsl Gualor 5.

v) Hegla-dl amadl g sl 4y 4Ty ded €9

3) Al u0gl / uctAYsldl v QA 52U

i) yeuqit 2 Heraysl
i) $w?
iil) ¥zl (A9 @lsiql 214y

V) d¥iRl v 41 2000 Ml Gel 28g A ddd AIAY Gl
dlSEl oldld &9

V) el
vi) a4l dd 514 52 51
vii) %

viil) 4§ ML=l 418

8.3 Hegld wll dwl:

Sl

s1¢ [Quy Y2 Ao YAl YS!, aXid &lH 45 sl 3R

Al
P Hesl sio €97

o Ueglad sl Ylwardl &9?



Al gameu
o 0 YR sdl usi+ll ylaaizl Guaoy &7
o AUl Sedl 97

il YRoAlA 21412, ad Uegla 54l dd sear Hiod 9l d sl
520, d U8, walsl, YldRYlgwe Hoswddnt, AlA112 Al YA 1Rl AUl
el 3YH[ sl A5 €.

ugln:

1) ¥ d¥iR sl Y2a sl €14, dl a¥ sdl UsiR] Hilddl
qHaqal :

i) Heasl [Q4

i) eaa ul ylawl [Qa

8.4 Ul dois5L

S1SUGL YUl A8 YA dUS5I €9:

A)  u3ild
B) yey

0) >{d
A) a3id

Al)  “os Mo weqr “os Salwor o meqr “Iys
2igery”, 4ol sel.

A2)  gldixilyg «dldld 53l
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ugln
2)

A3)
A4)
A5)
A6)
B) u&yy

BI)
B2)

B3)

B4)

B5)
B6)

B7)

C) %id
Cl)
C2)
C3)
C4)
C5)
C6)

dXil YRyY ul.
Uegla-l &g waual.
ANy AYs 2418 Aoll8d oi-idl.

s Al 3yvil 2.

As yedl s aqRl yva oflMql ulRu4y sudl.
eUSH YR v Hell /[l eeial ¥l d Ugla
sl dl.

€25 [3eul, [Qadarr [Qega 304, [Quy- ye-dl
YU 52U, AUS ¥ ALl $lY el UYL

agdl 2l GELSRWI g1l d¥IRL YEL] / [AA1R1 44
2114].

Al yllRearl GualoL 5.

AHIRA YA 25l Aydl qe [QApganl Gualol
521,

e wiA il Hvd Yl 4 uldsiAd s

ad udeudl ¥ s&f 9 d s34l 569.

vy Yevld ALY Y.

M 32 sld dl 51 ARG HAAL HAIHYL 5.
Qeisil uqlazilad AoilAa (s

ugl M 5.

N slel 2412 Hixl,

551 520 5 A4 2qdeHied] sd qlsA a¥ YA dUs5Il HIS
Guylor 59l?7 dMIRl wdell GyR suldd -2 A4 (Al&d 53U,
gl.d. ¥ 2, ofl 1, dl 4, 9912 ySdl o Ufl-l waol (13 24wl

N
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27 e9¢d
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& e uie s34

d ¥+ did 9.,

a uedl 21148l 21y .
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2T uglailell seels ainiy IAd quygdd] =zl ¢9:

1) &asta  dd¥in
2) seyql Al

3) dHAL 51R8I
4y 547 g7

413l Heglaqd 2i-ede oiriqal Hie, A3xiadl ¥ Hasiql 4 A8l

0 dsqcaysl ddldl Yeoal
0 RWAUE dldl 564
0 32dls ¥isd 584l

R
v 4] 4]
24

5dl a7
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U5 sl Al wgRulge eudsa-l Gualol s:l. ¥ drgld sruddi-l
8% dd o.

8.5 49 A4l Guulal

G4 ALYl HIYGA A5 Hgd SRAML, -l 2 [AR141G1H]
ol qqHl, Hlosel Ml qEBl, q9 HEE 53 €9, M ARAAL] i
22425125 Jd 2] HSd] 214 32 A1 AdSIR 541 HIS Hrddsdld qaH
52 89, 2l Hasld qrgil YAl i 24 Jd AHYAL U Hee 52 69.
2§l &g e Bau wedA, aida as, W w2, s, siwsl, 2gla,
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Audience questions are important any presentation.
You can have two policies this issue. You may either allow
the audience ask you questions anytime during the course

your presentation or you may request your audience to

hold questions the end. Questions are an excellent indicator
the extent of involvement of the audience your
presentation. If you choose the first option inviting the

questions during the presentation, you will have the opportunity

clarify doubts as you go along and ensure that your point has been

understood. But if you save them the end you will get
through the material uninterrupted. It is up to you make the
decision. Whatever you do, make sure you stay time! If

your allotted time is 10 minutes, do not exceed it. This way you can
make sure that the audience remains engaged.
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[Qx1R17 onsd]l a5 €.

we YAl glrieAl3adl €] 1A ouoidla il darHl 2id €.

o dgcad] ywdal, suell yadal, YRRl 4 yarai-l
HId3d, HIBLS5 Ul 2093d, ABdAld A4yl 2idsd,
we Mgl [F4H] U S51uHS [QAR, ¥4 ddt, 2UidlRs
ad, (o4 daidl 2asa, oldl d~idy, alda ylai &y
AMY YUl Ao 52d Hecd 214 &9, Al5d ollo-i [AAiR1
Al 9 5 sl Ay oflou [QauRld Seal 9 <514l
R .

a4l ydgollsal g1 eunyl datdl oueial

o U ad sl Gualoll wlddl »uyl e9l?

o a4z [Qud YA s 59 e seg €97
o Y d¥ AASIRS UHdt 530 usl 97

o o ¥ ARl sl el?

o ad w3Ruld a2 oflu-d clsi 97

o AMIRL SLACHd S5IRIMHS 9 5 ASAMS!
o Y dMyH [AequLIIcS AL €97

Y ad yaHl dgced yz wsl i?

o a¥ $edl ARl o Usdl 17
o Y ad iz Yldrl equel HIS 4l el A el dl e9l?
o Y ad yund oflo [And GYR wdl esiddl HiS d¥iRl (AN

Y & gl €917



AU AAMHI 12y 52U

o Al Yl ol Lyds AlMal v qle dUiR 5.
A o Hedl dedl HES nd,
SHUL QA W8 Ml 214-d (Meuart) 5.

gHUl 2 olod @l vl 5, g e suder [y
GYR qulR slg .

"dql [QYIR Y sRall HHi 5] ¥ 2oUG 51 oln gl U
EEETETRE T LT

AAAAH] 212g 1 521

w412 SIS Adlsd Uldldl [QUR Y 53 &l sld Al HIUH
" 530 A AUld A ol

alofl q4y Y4l Yy il ddl. udeollsdl ayd Aeuadar 4l
oSl sly 6.

5849 AsgcHs WARS/ ASQAs UMl 4 QY] ¥H S,
sled] avid yoid sl 5304 g,

YHIANS U A[4IFS ALl Al S1dMUdl GUdloL
5241,

M GuR et Slsa srar wie 1Al cusidly e vl

[Qa1R Y $2a1 I
el g dl ¥ 5......
Wil qle A.......

MRl [QARlS a4l ...
2 odl Ye Y 5.......

[Qua/»1qR1Yy 42

AL, & ALSLS YelA/RUEISRY 524l HIY &,
¥ ¢ Alsls 444 EG....

WS 59, euveolld] Hie yyl.....

AAAAH Y511l HIYES

A% YL 6lddl GY Uss

(any 2412 sl



sidpaayg Slacy

xayAl
o WIS Uiy Slacd
o 899 Slaey
8. Ay Ag 24 &9 w4l (ARl Yeasi+l A4y daudnl »1y-d

q1y £9. A5 AHlsd oflw s g 44l il quledl-l ¥3R4la
Yol 52 &9, Ul4 5 QYUY DAl ACHIASHH] U H1S Y AUl ol
¥ Herarl] on 9. GUEUSAIY, dAUl451R5, AU Yldl-dl]
AR »3Ru1a 4 Yo srq1 H1 Asuedntl GUAldL 5l sl 9.
S1480 yal [ANa Ayl 4240 Hie 4e 518 (Moot Court) ¥4/
[Qciro eterqaryl 240d €9 w4l [Qenell, 2enysl, daulysl uidil
sua-ll »uu-d isoflon wel 30 as. Auiad yal 2w y ye 4AL
2 drilvi] $145H A g of] Ny 9.

10.21 udlzy 2ucel (Key Words)

wqy3Al : %2 ed Al A5l 44 ¥ AY-URAX U Add SleseHl
2l s &y Yol seqr Wie 514 sl Sld, w1 AU
ved o 5 addl ay alsdl a2 adl [QaRil 2uu-4.

aqag sl @ ol dlsi-ll As s4%070 ¢y &9 5 Aalad Yidlg ¥ d4eUag
o 9. YU YAM[ AMIAG Y9 Ve ¥ Hecdd § ved
oleg. Urdd gll M9 ARl AlHAdlg U9 ASIAAHL
2119 €9,

Hilis ucwanyg sl @ [Auyg s e Hewayd @ ded ¥ Uil
slacd 9. ldeu3d] 992 s+ 2143 9. [QuRl] -
d ¢Hul ucdidaell ey o9, wU AAML dASAAl HIS
[l [Qar Y sal %32 9. ded gl ¢
dellredl 2lcH[Qad U9 HdHl ud 6.

10.22. As™ 241 [daN alu+

*  www.egyankosh.ac.in <http://www.egyankosh.ac.in>

*x Kk X

£



Glls] Qadey

11.0
11.1
11.2

11.3
11.4
11.5

11.6

11.7

11.8
11.9
11.10

3uluil

Geal

Y2l

2yy adlz § sdl g &9 7

11.2.1 wRs eum (edl d~udy)-d axydl

11.2.2 ¢l calsay [daw sy

Aol x4 WARs euw (idl d~udy)-u 218

s yausia eARun wlRs curny (il d-dy)
asgc{sia

11.5.1 wiRs cuw (¢l drdy) Gur g 2+ slag

11.5.1 wdRs eur («idl d~udy) grsan Al -l Guala
33 asl

WRRs cuny (¢l d~udy ) U2

11.6.1 2<1R7 8d14d+ (Body Movement and posture)
11.6.2 4SRu-U Sid*Id (Facial Expression)

11.6.3 &ld*ld (Gestures)

11.6.4 2vi-l %us (Eye Contact)

11.6.5 %94l (Space)

AU

dH13] yould asilu G
adlgu aoel
He™l 1 [Q9N alu-

11.0 Ggal (Objectives)

ARl Hetdn 53l auid 20dsd, s, 2AlcHlQAI dHY olledi-]
s Aepaqrd] wledl uia 53 us .

sl ue culsy e did sl qud Y5 w:lRs e (614l
Aroudu)l el A& 1 A, A4y Al ey 4A Al N3]

N

44 €9,

€3



sidpaayg Slacy

£y

o qold, AYle A dlcH[QaAd] Ucida 54 Ad wsa o d
ol usid .

11.1 Y4=diq-i (Introduction)

ad seld [Quy &9 5 a¥d Yais Al 9l dH Alsad us de
glacidl 2 [Qlay Asal uell aldl usid i AHD Y9 UASY 9. Vil
sitoiclvl v wRlRs et (6031 A~1dy) gl 29 9. 21U Iyl
Aol wandl wRllRs ey (68 drody)l Gualoa 5302 2, d

-

allegs sld 5 uedl siacud a3 u9 Addl H4qdl sld 9. wRs e
(els] dwo1dy) Al culsed s Heu Hisd & ¥ S5AMS U
gl A5 2 AsRAHSs U9 ¢ld as. A Ad aqwA al wllRs
ety (als]l droidy)ded ylse wu? wsel Y 5l €ld waUdl d
goglefl qgin well 33 uscl A ¥ slacid 2 w1 or-l Guylol
s ylaudl aia % 52 . wARs e (61l d~dy) g2l wlees
Ucdldt AALOES Uit [Rqid [AAIR] 2 MId>ilg Hcdld HHUSIRS
2d s2q asy o1 © wRRs euny (6118l A~1dy) 2 21685 UcIdA]
s 1oL €9 FH[ ol S19-CHld, SA-AAA, ASAAL Hld, AHY Al
8ld-CUd Y Y 9. AlBdn lacuqd]l oyl ¥ [QUARIA dAHD i
ol dal ¢ly €.

2[Rs delril Ha yuo WwRRs cumt (¢l d~ady) g [Qsun
89 ¥ UYL Daricll EL5 MHIAML HAS1R5 Ad Adal HA 9. wilRs
ety (618l @roidy) Hdl AL & vyl A5 Al ol alsan ol
slaeid (Y sun daqard] At ylaid ulRs e (608l d-oudw)ur

A

yg Rl awdl ug . wARs e (sl ~udy) 215 2dl s &

N

Dell IR AlSc dl Y 2 AHIA Had]l us ¢9.

11.2 2uug 4l g sl ¢/ ¢9 7 (What our body is saying ?)

At (AsAl 1 sdl AR 2uys ydol dldidl o3Ralal, drolzi-,
ol ueyR wdlsla Adl wllRs cumt (] d-idy) Hed ulznu
Ser-Ad e Al slqcudlel] [Alay Asdl g1 sl sal. wilRs
ey (68l @-udy) 2ed sulots [Aur [QAlRHY 2ed sleq q4o1R
3589, slaciial urell veged s3A07 M LR [AAIR, 48 Hcl
26gl 4ol AScllvl 412 N4l

WwRIRs eumt (el drody) sied uosel qoudl et i 49



-

1960+t g1as512] ul34 24i-l] 32l 4 scfl A1 udal .. 18724
As Yocls “GAahud s 4l SHlAd S e A Al A
34l wRs cumt (61131 Arudu)l v % 54l edl. 192640 91?1
gil wiRs eur (6l d~dw)d ([QaR [y aan d?ls %y
sequl A1dd sg. WARs e (611l A~o1dy) Hindl Wldinil @il
[l 17 2919l yadlsea 52 9. wRs eyt (611l d~o1d %)l
na1512] At~y 2d olllzs adael] avw usid dAdl 9 1A vedl [Raw
squel] iasd Rl €4 2ded ¥ wRs eunt (el d~idy) ay s
qadl asisl. 254l wRs e (6] d~udy)uciidn sdl qud guvid

SEwl-ddr] GuyloL.

70 % ogl

35 % 9 doit, A1es1d 24 Yl

55% wdRs cumt (il d-~1do)

0 dccl @ Ul @ wdRs cunt (4idl d~1dy)

MY Jd AUG Hedldl MY

7 % acgl-l Guylol 5302 9, 35 £ ¥ doly, vesid el Yl
Gualor 902 &9, wauR 557 wRlRs cunt (6181 A~oudw)-l Guulor 53
e, esia?] urell wnel usiy 3 Hud 5l qud Yl 94l 55%
WARs euny (6] droudy)ql Guulor ey . vy willRs e
(6115l @ro1d%)a1l HIMAUR cAlZeld S51R1cHS AHY 51RUIHS 6(-] USI12+l

dee Hisd 9.
11.2.1 wdRs euw (¢l d-dy)-d auydl

Mllas slacid AAl6ESs UcdAA] AL 1oL &9, Hllas
8laeid 2ed [Fala 59, 21ssq, Alst IR Ucdld 5dl 14 HlR

dl alrwl Guylor $2 ¢9. s dulunyl 21g AYUUH iy 9 5
cfsel w1 uoglell uldi-dl ald Y saHl HAHA ld AR wRlRs

£y



sS4y Sl o1l dodoy

curl (61081 Aeordw)el 11413 U] Heu Hisc] us1d 9.
11.2.2 ¢llm calsay [Aaw sy

NOUAL 5 AHANGUA UG HUl Hsolln Alsa A8 Ul
5l quid dyd [ARlaw sl sldg@ 6. ad sHal var gesidl
w951 slal AnSA ¥ [Rdawnl daial sly 9. olln Alsad i 56
oliola¥l ly & dd U8 ddd [FR1ae sl Eq. d-dl wEd A uy
s5lsc &9 5 2uel Al alsad sqiRy d-ll w4l 5 ver wllRs
eyl (o8] dwdy) @Y sdar -4l

FulR ¥ WA 5 ddl auiR Alsadl YuHl ¥ @l ¢ AR
Ay wRlRs e (618l @rodw)-dl sl 1 qesi- 1412 530
asl e9l.

o Gl
o HcH[AHIA
o At el [F4=8

o 52U ¥ Ay dOU

a#i] waila asiA

1. udRs cur (sl d-udy)ql e aunal.

alq: 1. ddiRl raet A 2udd wouHl i,

2. ARl yasr ylc Haul 2wda yaer w4id Uil

£¢



11.3 21490 24691 WRs @ty (611l d-1dy )it 44 (Body Language
Meaning)

fscul q2e Hedrdn gel-yel Ad, uHA u-d g Gu ag
8lY 8. SIS G UYL oing sl & 5 dlsa old] &l 9 ulg A4l
[Qai 2 dcddl sldl o], 516 us cdlsad aHell yeog 5 d Uy
olld &9 5 vig 2 4194 w2l - ols] d-oudy yrell u9 vyid 2udcl
w12(].

2048 wRlRs euw (1Sl Ardy)al 21ys s Alsaa sly
&9 d 4 Yo

-

wRRs eunt (6118l d~ud) i) 49

AUl el eg1r A4y [

gl s4 Wi vl Glei Eg 94l

Yo sl 530 Hlug saal
yoel yeel Ruvild oy 2104 524l
gl il ey REGIUAS
[orp14l el -uvlld Auay [0
old GUR €lU Y54l [Qu1Ry, Yedls 59
s G wig olldal sld, Us
5l ¢ly
2] yesidl [Q#i 1 gldl
o YR A Helsiad HIS Y 6l 9], AR Hul A dldy i

Avig A6 5 aMi RosyMll e ayil uéda, wallRs *im
(6113l Aro1d%) »e ad 341 ¥1d Haga a8 26 el Ad] susidl-
el AN 2id . U FYL a¥ 51S qcE slddl ¥

N

U el A uddl axiRl wdRs ey (¢l doudy) Ueayl

visel lsaql a4y oy sl edl sld ©.

o a3l wdlRs eumt (ol d-udy) 2ua?, dxil a413] sy Aedal
2 Al vl s ddl €1y 9. A dH §sO AUl Sedls

£9
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34

il qody
9 2ql MU YAl €ld dl 2] w9 oflwd s20 gl ad
Ay olal ol 5 vl Al ua dul viaRl s Ao ad asuaHl
atdl sld dl A ue willRs eumt (sl o dw)q »uanl
oflon culsciel w9 4 a5 9.

o aAd SAl IR oL 4Ll ¢l dHY Geuls] ikl rdiR ol
GIRL 518 O S1H AIYUM] 2y sld, AHY A s U
(R4%), Urdrl HeY] d¥-l U2 YeIcdl €14 9. UG Al il
ad ol el 9l e sl 541 d oldl @ 9l de uR
8d 9. 835 culse sadRs cunt (6118l A~idw)l Gualol $2al
gly &9 ulg AH A4, ¥q GUR AUl4RA WEdl sld ©.

o oflon culsul wlRs eum (els]l Arordy)d A (v 5204
Aded 4Aqdl 2 wsa Alsal) ad audl ulardl w?lRs
ey (608l d~do)d aul iRl eirud] usl el 24 Yaul usl
&9l

11.4 s yeusia e wdRs cur (41l d~idy) (Body

Language during Job Interview)

153l Helsia Hie wal €ld iR 2Adl e nadl uvl el
19l Alseial U US A agiaHiel] Ysd el. dd Yeisid eARYi
a4zl 42l (o)1 wRlRs [Rla wiedl asl. Gels@ dals rud 514
fscl 2oudAl dld 52 9l ad vreld ved ssld 6lsl €ld
2100 Il R 1] USIA . HAISIAH] U=t Y9Il dlSci]
WwRs eyt (el d-udw)Gu s wie ug KA.

goflare sl yersiaMl Ui scll dvid dHil gLy -
Y sdr-Adr AdRY ol sld 9. 518 Yasdl usdl sld AR
218 QL g1 si9le] qidl olfld @ AR ad g el 520 A
Qyld AL 5129 5 -] Al &8s wdRs [Rlaq suwa 53 9.
dd a¥il st vyl U uvil dl qai? 413 FUl Halazu 43 s, i
Ralaxl ayi asel e axl oldld 4 s sl el yasiaxiel
921 USQUM[ UG sl $9dl 5 gl FR01edll 5 ¥ dHIF i
®Mesld e Al QYR SET-AE YR &llel Yl weled] dH dsuaMl
219] el dd Heisid dur calsad wRs eun (s8] droudw)dl
A ewlal 5 dd duel ala-d dinel] A9l &l 9. SHAl UL YEIilR
fsctedl AL 200 AVl Falor 2iql. Al dHIRL Al Y 57
&I 9 dAMIR Bl He udl 54l 9 drl Gar vyl uedl ol oyl



ALCD

09 A B6ar iyl H&AAL GrR AUl quid A SIS AL ¥
Aund 9 al -l aia yAq - wd Al Yyl AHAl wH A0S el ¥
g culd ¢ 5 dd Al Al 6 91, Halsiadl AsAAl YElSlid
a-uredl oldl d-ouduel 1412 1551 53 wsiy 9, el Ul 44l

wRRs ot (edl drordyw)a wqiHi 2uvil.

dui?l waifa asi2Al

alq: 1. dHiRl yae A 2udd woulHl duil.

"\ A\

2. dHIRl wUs Yl HaHl wdd yaier w41d Asil.
1. a1l w?lRs euw (6] d-udw)y sul@ © ? d raual.

(1) asul 21+ ek Aldq
(i) stad s42 e vl Glew E9.
(iii) wod slu s34 dag
(iv) worrd veer uvild oug
2. yausid g aqiRl wRlRs e (o1l doidy)ur
gl s as Adl 518 s adla oudTl w9l

3. yaisiad eARd vyl dud] avid 541 dAd Uiy
59 e 58 ooidlg i AMY d-ll AU 53U

4. Rl wRs eunt (6118 Arudy) i 2Ys vgald 3 sdn-
Al ¥ dHLF i oldlddl sld AUl 9wl
1YLl sld d-l 44l 5.

£¢&
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oidl dodoy

11.5 aveeisia (Vocabulary)

A1 uogl-l Guylol s qusy oiudl. Usell GuAlol 531

g qsd oinudl Fel U A dlsaal sld.

1. 2lMeyfse
. UAIRA
HE 5
ulaidl Aa-l viazl

AHg / eulql.

LAY

2

3

4

5

6. YA 54
7

8. URYR

9

QUG ) ANEUSIR
10. el

11.5.1. wdRs eunm (widl d-dy) Gu: avg - vlag

w13 ayd wRs eurt (608l d~udy) Guz AUEYH] dsdcy

AIYqL HIS olllqqiil id 4R dHA (1A Yall 43 5.

o ucudn secdl qud wRlRs eumt (18 d~idw)d 4o

o ssiucis WRRs ouw (6151 Arordw)qu Gelswl

o 51245 RS o (6181 Awordy)al Gelsl. AUAdH]
2ldcll Sl 418 Al 5] duid 38 s4L Uil wRlRs
cuty (6118l d~ordu)-l Gualol 523,

o uysHul wlRs eunt (s8] d~1dy) Guz Aeus uyl.

11.5.2.  wRs euwm («idl d-udy) gARan 4 rani
Gualo $3 asl

o oflw cylsciril M Acdd NS Wl

o 3 51 olld 9. AR MY sdldl. Ul g Add 1 5.

o 542 ol R dlal AUl el quaql <8, well vRus ey
Al Y3 el a¥ qquiAs dAd ey @l

o s15uw cqlse e oAl dl Hd2 wnadl uvil.

O MR 81U ¥l YO tdlel AL, dl sld 7 5.

o NIl sAcll USR] vuvil. ulRlREUlA uwsl sl ua dq.



o 4]l AWMU séd A YR [FAA8 AL YALSIAH]
2111 A1 Al M.

o |55 U AR YSAU US?.

11.6 uRs cuni (1Sl d~ide)-u 4512 (Type of Body Language)

D D)

A1 Ad 2uvsl wnelx 6 5 olsl didy ¥ aulless
UL ¥ 21U Hldt 5cl]l auid Gualol s ¢l AL JADEL
DA AHAULOTS SARAM] HSTAAl MU MUl S1d 9. Al Sl
Wl wleru saq-Adq yHdl, 2wusl ¥ el sl asal, 4l Hilddl
yglawsaqiil wRlRs e (oldl drody) Hee3u o 9. wilRs cumn
(611l Awoudo)d anyd]l dera-l . udg d«dil aud ol §35 usiRw
AU dHY A5l Al Y A2, Hullers ucdldn »aqal ulRs

@il (60181 Arordw)eil oL A U512 6.
o 43k sd-ud~ (Body Movement and posture)
o s ¢lqeiq (Facial Expression)
o s(qcilq (Gestures)
e 2/vi-l ¥us (Eye Contact)
o 23559 (Touch)
e ¥y, (Space)
e >q1% (Voice)
11.6.1. a0y s4+v4+ (Body Movement and posture)
WwARs o (608l d~dy) wgar we [FRaw 2 2014

Hreyy g9, 92l Al Adl YR Sl siddid NGl s €9.

11.6.2. S~ siqcuq (Facial Expression)

Jervunl slacyad] Alsag ag oy wnel usid 9. Al AR
gAld ¢ 5 ad vy ol. wuys YRRALIH dHiR]l 4SA 1Al s515d
g 9. e 545 Al ug wol usig. qwys QN ¥ UG
A8Run siaeuqdl euldl uslyl 2. vall, g, opdl, wAAAUBd,
A3, &Y, YARAY, Gruil, $2%91, [A$12 4912 Fal idl AU~
glaciqel]l sl usid 6.

11.6.3. &iqtuq : (Gestures)

slacid A A4l w4 44 Jd wnny dl aldl d-oudy 6.
gaie, 0o A4l sl s8g. 2ial AlHI~ Sldeid ¥ AVEL D14

91



sidpaayg Slacy

92

eldl dody
GuHlofl o7l ¢9. €35 SLAGUA AHAI AGoL e (50l €14 9, FY
5 Rl 518 Alsad ARl 1% MISH] Yol sudl sl dsd
IYAIHL 2] 9 UG Y. 5. H[ §OSL Slcllddl WRASL HiqM[ 2id &,

11.6.4. 2uvi-l «us (Eye Contact) :

w13 518 Alscl [QA1R] AN g1 AHD USAl UEH o]
AR 1R AUl 2l 2y i oudl adls vlavuy 9. wylR
a¥d oflew dlse w1l Hcdldd 5l sld AR Al vl H A e
A [mRaw 529 UMY Glold 8. AHYS UM olsid]l Fdl 5 51
Alset axiR]l i Asled AS a5 5 sl, dul sedlar vl Yy
9. woyql dl vl {14 520 ala 52 9 A wARs cun (618 d-od%)el
w9l usid . WARs cumt (618l d~ou1dw)d yedis 52l aud vl
Ausy (A ool Ml Avd]l %320 9.

o vle] 11259

o /vl vl galqdl.
o vl 2] 530 AY.
11.6.5. 724 (Space)

ol Alsel YR UcHld 5cdl €l waql dl ddAlad sl sly
QU AUl a2 Aar A Wyl salag sld &. HilalHe ([Rseau)
20g AAlUIAlD 23qs 2. 8ld glrl UM il 518 Alse YR
a4l wd 2idld Glell 6 A dd YRlAd o dgeal i 7wzl
ollSlril sl A e ASRAU lqoiqel] Aol qoUR HAIAL Yol ¥
axaced] 4 45 9. uig o Aldd qAel Aoy A9l sld HUdl 549l
Aoyl seq vl #3301 ¢ d cAlsarl HcAldA Ayl ddre] nsl]
USIY 9. AMUFS AR A Ol YUY 2l YRR UYL
salsiRell quid calsaxl q2d adg sld 6.

o [scaiy ez - 6 ol 18 Su : 21 séuq ofllas d?
AWl Al QIR YA Ayl gqld 9. Al Aoyl Hlel ol [Fise
AUSH HIqal A HAAL, A Asd] quid ddl €14 €. VI 5l
adofql izt ula-ucd] 922 ddl sly €9,

o WlRaRs »ar - 1.5 el 4 $le : 2 seu-u cllas vid?
gHul wRair 2d&lo 2l v (o] 2 eyl €1y 9. A5 Al
ofle cyfscl 21 Y 5c] auid sied]l s ¢ del 4R A4l
adofql] [Fseal nol uasiy 9.

o HIYs e 4 ol 12 5l : 2 sai-u cllas dr wlel
Mol AIUBUHL $14 52l Alsa]l FHA] U1 A YA Ay Sl



gld edl dl d¥Mi 84l $I1M 5l dlEl FHAL did s A&l
5 s HEAUHI U 5l Sl4.

o MR Aar 12 4l 15 $12 : 20 séu- HllAs A2 NE™(
HIUUHL LAl AN, HHCdA. AR AHY SI-s4H Al $lY

-

&.

o 2o [2uld (yq1) Posture : 2uusl 2usl] ol 541 3ld
galdlx elx 2 yerag 9. udduql A e 54l dAd ol
galdlx ¢dlu. Hcudn scll qauid Sl Yal 418 53] 9] d Hetdd 6.

UL 5] dvid A Alsd 14l 2 2212 GlAdl &ld dl il 2y

¢ 5 alsaqd ayid] dlaMl @ ¢ e ] UM 9. dd sl
il ol RAl e Al Ygl girl A dl calsaq dqeu Hisdl
asl e9l. Mgl vyl ol [l o usi-l sld . (1) o4 ¥Hgl
(2) wveddl Ygq, oy YqMl Alse uldidl sla-udld  sld-udislaidla
olefl nd &9 e 2l usiell Ygl gwld & 5 d Ulau [QA1R] Ysa 2d
45l usal el 4 qaiadla sl avid us xesid 9. 4L vedl Yai
gald ¢ 5 culsa yldiu [QaRl 4+ ysld sl a5 ¢ A4y d- 518
usl qid Ysidl auid sHsA9 qgeiad] el

11.7. A% (Summary)

N

wRRs e (6] droudy) s Ad] vl € wyl 26El]
Guylol sl 4902 Ul 54 UYL ol &9. 5 Alsciel el dld
ofley sl siaciiqel] Mol ustd 9. 54135 o Sllddl €9l UL HEAIH]

Al »iud wRRs o (613l d~oudy) gzl Hlsddl sl el

11.8. a1l youla asizi-u Gzl

1. WwRRs eury (611dl A~udy) 2ed wsel qauell Nl i {9
1960 v s1dsiel] Al3d o4l u32iid 4 sdl 2 usal ¢.4.

~

1972 4 215 Yas “Yedauq s Hl SHlu~a 7 4 23 Al
oAy 3l wrlRs cunt (o] dwody)-l v Y 54l
gal. 192640 9120 gzt dodo-l (AR [Almd- A4 dRls
2y sequHl 2udd og. WRRs cunt (¢dd] dwoidy)Hiqd]l uldi-i

@il [QARl, 2 S29uly uollse s2 9. WwlRs el
(61181 d~udw)l w@si?]  wwHiy Jad olilzs aqaed] 44w

c

93



sidpaayg Slacy

9y

oldl dody

ustd ddl aid ¢ . vedl [Adaw sai-l iasa wR] &9
Aeq w ollsl dodyd ay suq Hadl usiel. sl willRs
ety (608l A~oudy) yucuad sl qaud, slqeud, guid, sd-
Al GuAloL.

uglan Gaz :

1.

(1) tculaauiu

(ii) o2l

(iii) seial

(iv) 2ty s24l

(1) & a4 syglaa el 7

(1) ¥ a4 acd oldl @ el ?
(iil) o a¥ asua 3sa el ?
(iv) 4 a4 Geusl el ?

(V) & dHH Y 2dcid 9 7
(1) 4 a¥d yuld sl 2l ol el ?
(1) veul e ¥l -8,

(iii) yRall axn?l duaidl da qeal el yesia du
s 8 Yelsid | Usl.

(1) st a1 usal gd-i-4e«

(i) worrl 181 saudl

(iil) eod vusiag

(iv) 2/oudlzl d 4y

(1) 2wl uzt 2] wd ada aeudl w1l 2lé1ey s
"deldl 52l

(1) 2uusl dea HalRa sar 12 A34i-l Gualol 5301
91

(iii) 2 Eaudl - alsl A dqgi(l Aasl sid
Yeuise 59 AT 9.

(iv) 2l adaid] Aa eqwld ¢ 5 d ulaidl sna-l via?l
52 69,
(V) 2412 us »s2%id A i dsll 9l s1r2 €l

¥ ¢ ded ¢ wHdAGA 2l



(vi) 2 ot dasl euld ¢ 5 A 394 9.
(vil) o ulRair q2d YU g2 HH .
(viii) 21 u2t ayqd oyl aequxlell sz A,

(IX) MY YarRe 4 49l dl Y&l Gstaail »32 6.

11.9 udl3u a€l (Key Words)

oildl dody 6] 4o+ el
Sld®ig : Sladiid 2 4l 219 44 Ad qAxud 2] ol @2y
x| : 6(1$] oAyl AsHH 6 Adl5t wUIR UYL 5]

sld x84l dl dladla sal sld AR dH-dl 92y
dR dMel doll euldd sld ©.

A% s 2R : 4 o] 12 s »idl ¥ Hlel 1191 HIBAH 514 5l
Ylsaul dddl qid ad YlAlda »1geaq 50 ).
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4qun $la¢y (The Writing Skill)

QAuial S12AI (The Writing Skill)

Uil

12.0. &gl
12.1. ddiq-i
12.2. 4uiq slaeu:
12.2.1. A& 21 cuval
12.2.2. &gl
12.2.3. 48t
12.3. dun slércalsa a3yl
12.4. dud slaey [Qsuiqar weHl aza dai
12.5. duid u4léiculZa-4l Goyi
12.6. duviv 2léicul3a-dl Gaul g2 $au-u Guidl
12.7. ulR:¢9e Quin
12.8. ARl
12.9. a#d] wald asiai-u Gzl

12.10. Ac®™l 244 [Q9y aran

12.0 Sgil (Objectives)

2 Asud] e duid slued 34l 2d [Asaid]l usid 2+ ulR29¢
dui sdl d avil asid d 20l 4My9 Al 2udl o, w1 ylhe
qi24l yedl ad Ay uHE qeH ol usl. .

o duid ol sluey [AsA1q9.

o avirt lq4cufsa-1 [y «azul-dl wawsi?l

o duin slaey ([Qsaiqar 40 Adll 44%dl

o duie lMcuf3a-]l Gaul g2 saldl Guial Ul Hilddl

o 54l dd ulRx9e avil sty d-l a44%dl
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12.1 Yedld+il (Introduction)

21 YlAeHi Quint Slued 290+ Sgil, 23Ul del i Slued [Asauiaal
wedl dAdl A4y ulR=9e 3541 Ad avll usid d U4l AHY9 HIYUH(
4] 9. 21 A8 dvid 21l ZdA] sedlls Goul A A [AqiRal HiStl
sees Guiall usr Al s2a40 2udl 9. w41 28 [QAIR] 5 @rosllvil
weR 5 Aogll HieHel] 2y 5306 6 dA 28l duin s$l6 2. drin
2 oyl ¥ AdARAS] H1S 320 Slacy oy 9.dH13 duinslucd [Qsuldadl
e Y s N6 vl a¥d us1Rs ulRouM Hia 53 usl. w0 ylrewi
At Ad uzt, 2w, 5 ulRx9e dviqr qS 1Al iyl 2udl €.
el a¥ w4z duid sluey ([Qsadl asul.

12.2. dv- $lacd (The Writing Skill) -

12.2.1. Gu Slacudl A9 2+ v
(Meaning & Definition of Writing Skill)

N

‘Auint’ 2 Hiq deulcddsiiyg s Wiy 9, w4l (A&l 2 Udls]
a8 Nl Ryd wal HA 9. duid Slacd 2 Hld] dAuR+l s
Hetdrll Mo €9, duid slaed v dMiRl (QaRlA wsell 45l usaidl s
Alssd a¥dl qud 9. AR dAvid Slued 2 dMil dltia deur wr dd
Ul s2a1 M1 dda 4yl 2ud & el deul s ol Ucdil~ad 53]

AS5A.

duid slaed A 5103614 w3R4ia e 4y Guyloll avari 2119

) A

&9, dHly A A d¥H3 Aldded odld 9. AqAIAS] ¥ 5 A-w-lyR,
qdor, dvs, [Aas, q92 adls AR @vg d 2l Hetad 6.

sl.[laax 2id da Al Alvid cuisld gudal (1A 3uu yassw
s 9 dd v Auinu cfllas gyl qesl als slavid] usly .

o [am s

o YOUER/ A S5laR]

o Asdl [l

o Yovl rellélRl

o s wsel duin

o QA4 2 gl woel-l qrell

o ALl uoe Ayl



4qun $la¢y (The Writing Skill)
o et Mgl dQtaysd 158 U6E A5 AV

GuHloL
o Auirt USIRT AR YA HIAY
o [QuxR&ll Gudlol
o Auirt qqel HIXH A dHd 993
o algqyel’ quqrl ddl
o L TR E T N (ST
12.2.2. qui+ slacu-t g2l (Objectives of Writing Skill)

duin Slacd [Qsaidar Yvd Sgail vl 4uol €9:

o qqled 2 Yus Ad duin 514 sl 2a wisl.
o 2&04 dAHHIAL Hadld avil as

o Y1oy [QuMA&El AYAd Gudlo 5304 avll us

P SLAYIRAAL YHARYA doAdl YRRIA [Quyl (9] 4N
(82 el qu

o A WUGEL U Qs HAvid 2 Yddvin 52
o Yaly 2 HRASEIR H&RAH[ @Y

o Aldl dl21M0 ucel qd 219945 w0yl Avfld dvidid] 24
RS

o Ml woel Al dMidal Yds A qiqu-lyds Guylor 52

o gadviq, >gdvid, Yzt [[e4, qidl, wr@dAvi, [QUAR
[Qeaiz, wa¥lar qol? el el Al 2a3d dvidl lvi

o avidl YlR298 sl oAl

o [lare [eq udodl Grasil-l s v

o aogl, 3lenylol - yeld-uiyg 515 Ad 414 Gyl
530 @v

o Y A8 woar e wselsia 5 aseslul Guylo 530
vl

) ad¥id s, AHAs (wels Rs)yl sudrvudal duiinl
dérilcHs A 53 dv

o Qlaa usiz dvil avdidl a¥al sadl us

21 Ad duid slaey dAltia euml sleBa wRRal 3y Aiesdl
[Qlfqalor qoleq sty guqadidi dMide did 9. dldd Uldiqil *ild,
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s, ¥3Rula, (ARl 2ugl Jd wadidl aels Jd avild %y 53, d
Al 2lMeyf3a 9. o s QA dl AST duisdl &eqMl GedulRl,
4ol 2 Hdol A8 dlEld A8 dY AV AlMd lMe[Eanil EeR
"yl ALl usd.

12.2.3. qu slacuy 4¢rd (Importance of Writing Skill)

dvir gl Alsd Yldidl slo4calsad i dayd g4l 2wl uvi
9. dAvirt glrl [QARlG el UEl 52 9. qasia-Hl “uld] Hadl 45 &,
@Al Guyluy [Asiy a4l 45 9. ol 4el e iy 34 ouy 4sl as
A[5d Yldiril Ag ™M AU A8 a3l AUl U5, e:ld® YA
ald Al tl4cal3d Hera-dl .

arlys, s, uawsla, dalds, 2l&s qqeiRl [Reuaqr dldid
sldcqfsa x320 9. Yel yel AdUIAM] AN HAdql HiS dvid Gyl
qef ud 9. w4, As AMI walRs Hie [AfQy }zuyl [AlAy Qv
slaey Gyaloll ol uz o.

a2l wailla asizi

1. a. dun slacy ¥ed y?
b. duid Slacu-l gl wouUdl.
c. Auid Slucdq Herd AHACL.
a4 1. aHiRl yae A4 2uda wouHl dvl.

2. ARl yasr ylc Hadl 2wda yaer w4 Asil.

...............................................................................................
...............................................................................................
...............................................................................................
...............................................................................................

...............................................................................................
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...............................................................................................
...............................................................................................
...............................................................................................
...............................................................................................
...............................................................................................
...............................................................................................
...............................................................................................
...............................................................................................
...............................................................................................
...............................................................................................
...............................................................................................

ooooooooooooooooooooooooooooooooooooooooooooooooooooooooooooooooooooooooooooooooooooooooooooooo

12.3 duin 2l1cul5a-l 243yl (Forms of Writing Skill)

auirl 2l [sa-l [QfQy a3yl i uHIEL &9:
1. ulR49¢ d2u-u

ay ulR9e A+ Hialhs sa YHlHl ualw Usid. disAHl 2l
yeldl dloddl, qisal s YIRRU[RS 2goft, Ml deg, [ANdg Sl e
AU Y& AXUHS dudl 33 € 9. Al URAIEL AVHS, SelcHs
A APUAHS Sl US.

2. [Qey dun

[enslol+l ay 214 sa 2g2412 [[ef4 qoicns, saices, Rslcis
e [Qquicns [y sadl usiy
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3. [QaR [Qu?

UoRHL ALl o Y[3aul e [QuR Ms1dal sy 9. (Qendl
YBdaHial 2 [QairA yol 2d 44, adla wsel, 3RuAlo, seddl-l e
e [QuiRld [Qegdlse 52, [Qauie] uosiel, euae, ([Qdy Gels
2 oilg alRq.

4. lcHsal

Y \

YSHL YN 25 qATHL duid dHl ¢, H, H Tl Ad U GuYlol
[Qdy >11qe4s o] 6 €.

5. Yo qun

Yol duid 215 501 &9 ddl deil HdEIR GUAIIL ¥ AHIYAURSAIXAIw]
[enadl>ila uRxd 2iual K2, sollo-ia dvildl AdsiRs uail, 441514
Youl, 45130 Y2ll, SR E2lHl A8 S1H- 5191 doldl Yatl, [AHA-qA9-
Goldl Y2l, 2§D Yol 493 duidld] didld dun Sl glrl 2l Uiy,

6. xdad dui

YoL51R, NS AHYl Ael] eI Al A41ot 4l dl S A
[Ba-seurd By qousdl geql, oud U4l dHiM AR FUsER
e 5 el Hglnu wauselR ddl als #9390 wnsqad Y salll %
oiefl 26 9. ddaqid duiri-l] 51490 ¥ d 514541 gs1d 34 ad] 514171
8. 214l A Quid SlUCt A YY HeTd MUY 6.

7. Qldl dvi

AHA Qi Fuvl dyds qidl, €25 Hed $[As olsd dHl
seyinl 290 Y uAAlRa Aogl, 3Euylo, s8dal, AHESIURS HINL YD

N

qlal /UM ofuqd] K2 A dq 4104 UlNS iyal Alvg A,
8. dae quir
YIR€1R, AlCElR, Aale [Albia lMeyl3ag 19 93y €.
9. Aylell) si1udl

Af3a Wldidl [yl AicHsel 29y qu A d-ll Y 53 d 3147l
Hed Axledl /s1u4?] Aalddd alddeaql Qi Slasia ddid ¢9. Al3d]
warl qeqia ududl [Qoial »2ed Aw-ludl 5 142, yrud] A4l

ueleqaeud eald-dl sia?l uldg Al sl 6.
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duil wila asiA

2. duin ulGiculZa-u azul wsual.

alq: 1. dHiRl yae A 2udd woulHl duil.

2. dqIRl wUs Yl dHaHl 2dd yaier w41d Asil.
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...............................................................................................
...............................................................................................

...............................................................................................
...............................................................................................
...............................................................................................
...............................................................................................
...............................................................................................

...............................................................................................
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12.4 Qv Slaed [Asdiaal el azxa dqai

avia sluey [AsAiqal el 40 Adl 21 UHG €9:
1. acgeisiad [dega 329,

qui+dl [QaR 5 Qo dsa sl Hie dHiRl WA s ARl
Al3y wossia slal %331 €9 - 21 Wos{SIAM[Y] 419y 6El GYUALOL
33 avitg qvig WSA. dHl s5d Uoe YA sl UG alsAl Al Adl AoE]
dlvild Auid 514 520, wdUR a¥ Aql woel Alvil 9l AR d UGE dHIM
23yl 2 A~y Ad dfl dd quadd] ydllAzia wgaidl 44 53U,

2. wsBllHl e $2U:

duin 51440 yoell %ls8ll 34l dd sl d wnag 330 9. vl

by b

N8l axiRl sl e ved] 45 ¢9. GelsW dls Bear i< Bare ¢irl
AGELl GRUIRGL A5 AL &Y &9 e Al AU A Ol 1Y . AYH(
wid] wsll @viHl dviqiil 2id dl qASld AMYUN] Y5l wgeiald
£.

3. RalAd aan s?i:

[Ralfa qianedl s auidl dlvil asiy. duisl yel gel ddlzi-l
Wi HAqql e Yogltl 4194 GuHlol 54l d s 44 Ad 9.dH" W
814 ddl Yeasl 4 duil QA 5ql HIE Yde s2A. dlvg sawis -
slg 6. avire(@sa)ui +qi wogl 2104 A1lZail-l Gualor 341 dd
524l d AMD A4l ¢l dl Al viid?] skdl HIS £S5 QYIS A AUIAIR LAl

4. cus i YaRl $R:

Auirl SIYH[ IS0 Yol ¥ HSTAT YRAIR Y 9. SR8 5 IS
aMil duitedl el YYIRl 52 9. SHAUL AVUBIAL AUSAHL LS
yloy s+l GualoL s3 (ARl Gualo salg 4ie wuvil. [AR4[A&
M1 dvird g U AHlAd oriqald] s 44 Aa . $HA aHIRU
duird 6 R yduddlsa (4s 2B%) s0. uay quid qel eyl 14

ol &gl (Ao cdisl ol Yalrdl 1S i 53l
5. dvid 1+l yugl (3152) eriaal:

dvir Mys2 ¢l 45 9.9 5 dd yaraldl s A% Ad 2 9 5
2

¥ S99 2 U dE dHIRL 57 AN Al aviaid] u3iid A i
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dviedl $1ge ddlR s:0. AGARAS Avisi-l U9 uddl gige s4IRd AYS
el eldl, Yed die Avil AlBZeud] A& ol usiy.

12.5 duid 2lécylsa-dl Gaul

i Ad avul adl il -l ol w1q Gaul w13 dMeal
a9 w3 9, Gayl 58 565 9 d ¥,

wisell-l Mai:

Hiel oLl AsM0 ASClAl s el aruHl Kldl Hadl
gld 9. P4l seq- gldl vald o ¢ldl, UK 5l 459 dril vAIE
glal 492 Ml 5 aladzil d@viaMl Aldl Ha 6.

gl AlHId HEL:

gl Yd gt/ MUlSdl 5 44y sldl el B uRouA geaiz-l
Ml duior s1dHl AHdl 4o .

[QuR-siHl ®ai:

[QunlRald Qaa galds s> 2uyarsl »1ud & us dvi-l sdl
Ad i 52 Gualo sdl d ol Aciiddl + glaied] [QMRsIM ¢l
wlar 4a €.

yazd el A

AHlwxl s&f €9 5 vruel el A 2142 saq9l-dl [qail . e9al
UG QUi Yl eRld] el 44U Al HA 8.

Rlda s u1:

qi¥e [Qater « slael] aisa A u9L [ wiar 49 ¢9. e
CUYL UYLl E¥dldl Y8 2eid wlal O €.

il slRgu:

Y& GAUML, AYG AU, A9l AsiAdidl Heiq 2 sldiel]

N

ANl ElRg4 wldl M €9,
CYULSBUIAL SUAAl AMIA:

Y& AUISYL Uil G 518 s [Auys [qay, [AléaA
Uy IR doud] s alazil wdl 49 & el Avid s144[ HIs8UA]
Ml quiR wlal 49 €.

¢
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10

ulRxdell dauyl AHeq:

-

Auidl Yeldr A sael A ylRx9e wisld Y+ duvdl d

2l [A&8 o e wal 4 . [Qeudl>] i 4qo @vil v &

adl yRx9ell AUl »d YL wldl 4 9.

aly:

axi?l wailla asizi

N4 wda syl qlvu wss ude 530 vudl your yei.

1. Please give me a of paper.(peace, piece, peas)

2. How much is the railway ? (fair, fare)
3. Jane has very plain looks. (plane, plain, plan)

4. As he had no shirt, the sun burnt his skin.
( bear, bare)

5. I really want to some weight. (lose, loss, losse)
6. An oil lamp needs a . ( week, weak, wick)
7. My little brother is very so we don’t let him

touch anything

(irresponsible, breakable; irresposable, breakable; irresponsible,
breakable)

8. A looks like a big rabbit. (hair, hare,heir)
9. She was unusually . (quite, quiet)
10. going to the market. (We’re, Were, Where)

1. a#Rl raier A 2udd wouul i,

2. dHIRl v YRz AdHl 2udd yauo wd Asil.

...............................................................................................
...............................................................................................
...............................................................................................

...............................................................................................
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12.6 duvirt 2lticulZa-l Gl g2 s=au Guidl

N

duit s1dfl awasl 2 Hld Yradl U8 9. d WS Uglddrd

Riaor suyqiil 20d dl dvie 51440 adl el [(Aaid] asid. dvid sidHl

Gl g2 sall 52Als Guidl i HHIGL &9:

w138l cqai:

Hs@llslaql Guylol $24l

atzqiR adl Ao+l cqelql 4 orriiadl.
A8l 20l YU [AaMly sit 21ug.
Aslleltrl] ul3daoia 4l 531 “1oled - Hiug.
Y& GRAIRYIAL HMsidR]l 21udl.

ALHASA] 251 qAlA 5.

ARl Mal:

g2l 20Ul [UM] AHAN L.

ARy A 5 A& o4 ygladl 2iug.
YERM AUAAUR AR5 55U 514,

AR 2l A UAS 9 Gl AHNGl.

Yoeslell QAL ERUI IRy Ugsid UG A,

11
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[ul-sil ¢ai:

o [QuxlRwslll el we [QuuAal-d] 4104 44y 2iyd] ¥,

o SR, sl [QuslAal udlyal dg Hetd woudy wE.

o [Qa4lal 45 d 29 quia 514 5399l 4&id 2444d)

A .

YA HeR4l A

o AviQ] 2q29dl A YUSAl dRE il HIYY.

o A1 HeRll ¥4l flduzl Y 4sdal.

o ARl duil Ye2 duind]l dviql, d«l 4-ily did- 521499,

o Agdrid 52A49.

Rifaa aisa amu:

o [alay usirl aisa Al q4y9 2udl.

o aisa YAl [Qlredil viHll 5 viofl 2% sdl.

o QAN 5190l SAUd A H1e M/ 4l ya dlw usiy d 2d
alsal Yl Y48l 53 usid. disAMl a8, 5 ue-dll s0ecle] Adi
yRadwl sar 2qe 49T 45 d-l a4y 2udl.

N elRgy:

o qlAdel d$ 1Y 59

o QLAY SAq9] A dHdl 512 Yyl

o decl yeasiHl wilddl y3l wisdl.

o [alag ysirl Syl u $9d d 4 [Auy qarg-il [Reasid A1

Al usRAl lddl »uydl.

sl [Qawly suq:

12

152800 [MYH)) [Rgidl cuniaee] 3440 448 ¥ awld dUiR

4 69 d YUo ¥ IS Al q4iRdl Guld 4Lyl

1529 HA 4o 5 ydus g 5Rdl.



4qun $la¢y (The Writing Skill)

12.7 ul32¢9¢ Gui-1 (Writing Paragraph)

s15 25 o ololdg A9 sl dUsALAL A UR9e sl 14
9. AR A AAUMR Y[R298 dudl S Al [AsIuSHAL g5l dHYyAl
331 ©. 4 3 [QuaCls) qisal, uRxdsxl asAld alds A,
A53Ydl, YRAIeH disld 25U, 24 ulR9e+l (As1454. 2lUs dlsal
YRAIEM[ yvd [ Y $2g AlsA 9. olsl-il sl CllUsi dHe Ml
aviquil 21q &9, UR9e4l CllUsy dlsal U3IAH] 5 Al dviqiM] 2119
€.

YlR2e9e4 qusal aulFs dd Msiddl ¢ld d ¥33 9. sl dulEs
wisiel]l ulRx9eul 2y adel (ARl 92 A4l wiql Hd 9. YlRIeH(
qIsal 929 YAolddl Anaddl 4 sedls ouoidl aMyd] ¥z 9. ¥u 3,
Ad Ml GUALIL 5Rdl. ivil Y[R9eH] A3y AsE, 5 AoEAH &l AR
Guylol 5241, ] Ul HS A5 sAA ofln sy 4ld H3ql besides,
finally, although, in fact, firstly 2qt 5313y 2cel-l GualoL $24l. dal AHdR
qus AL GUHIL 541 qolR. AMIAR IS AL ed 5 ISRl
AMIA 243Ul Y] disa AU, ] qlseA R™AUIAHL UK A U AL
[Qdve A [Qdus w8 ¥ YsaHl 2d 9.

XYL HIYEL AviL qrilX] ¥ IR duisll €25 U298 Aqled
Ad [Asfia adal sy d 33 &. A4l %y 4dal (ARl dMe H1e
GelsRBUl Msal M6, 2is31514 HlBd] Al 330 [Qoral 240 Y 524l
AN 2 AU AYN sl Hdcdl, a8, AMYA¥] dHY Aad U
elsdl e,

axi?] woifa asii

4. N4 wdar asald 718l s ulR¥eq duq 2.

alq: 1. dHiRl yae A 2udd woulHl vl

2. d#il v Yl AHaHl 2wdd yawer 4d A5l

It is located in the middle of my school.
Library has some rules and regulations.
We can borrow books for two weeks using electric system.

My college has a really nice library.
13



Qv $19¢4 (The Writing Skill)

Firstly, we can’t eat anything inside the library.

They have subscribed various e-journals and we can access

e-journals from our library.

There is a huge collection of books like Accountancy, Math,
Management, Finance, Economy, English Literature, and

English Grammar and so on.

Our library is a huge building with thousand of books.
Finally, we couldn’t speak loudly with our friends.
Secondly, we can’t use phone inside the library.

I read Management and Economics books very frequently.
I guess library helps me studying a specific subject.

We can study inside the library with other students.

12.8 41209 (Summary)

N

510361 w3Ru1d H1S duirt slaey 2 4 Gualoll yrai aly &.

Auid slauey [Qsaiqqr el 120 Aal-l a2 210 yeH’ sl 2ud] &

il 516 U9 Al3d HloHl, HqSIRHl 5 YAl AR duin 514 53 us.

duid lMcufsad] secls Goul yar 2yl udl 9 A A G9ul g2

5411l GUIY] YBL HIYAUHL il €9 Tl AlZa HHaR51Rs duid 514 53]

AS.

12.9 a1l walad asiaiu Gl

1y

a. Quiv sl ¥ HUlEd] AR+l A5 Hetadl *IoL &9, duid
sluey 2 qyirl [QaiRlA wueslyl 45l usaiHl s A5y
a¥dl 419 9. ALY Avirl Slued ¥ dHIA Aloid deul 2R
Ad ucdil~aa skar M2 ay- 4yl 2ud ¢ well deul s
ol Ucdl~da 53] usiy.

b.  dun Slacu-u [Asdaiqqru Yo gl 2 Yre sly 69:

o qlRed »d yas IAd duid s1d sau-ll 2 uls.
o el quMIdl Aadlad @vil us.

o 4oy [QxlA&l AY[Ad Gualo s34 avil us



O© o0 NI O »n Bk~ WD =

[

duin slaey (The Writing Skill)
o Ylail ogl HHiY] 4lod ogldl udeol] s34 avil us.
o A Y6El el dIsAld YAV 2l YAddUd 52
O YAl V] HRASEIR AHEHJAH dY.
o aq-ell wcglql AMIAAYdS A Alqtu-Alyds Guylol 53
o dunHl yR¥d9e yisal .

o wogl 3[2uYIo A YE[AUIAT §USIRS Vi 4104 GYALL
53 avi

o Yg Al waal e Hs¥lsla 5 useslul GuAlol 53]
G,

o Yldinil [QxRlA id> dd ls? dedlq 2y 52
dvi gl Al3d Uldidl 2leedlZaq aion 44y 4l d1adl
Av 9. duir gl (ARl Vel UEl 52 &9, G{As19]
WiRdl dadl 4z ¢, wannql Gaxlad [Asid A4l U5 €.
Gulq 4l wie aida 3y iy sl 45 Alsa Yldidl +2g™d
28l AUSd a3y Al U5, exlldw YRual¥il A4 AlPia
Al 3d Heradl . w4HFs YlHs awsly dealds »ulds
AqglRl [Meudardl Albd ltiedlza 330 9. el %el
AqAIYH[ gAAdl Haqdl HIE dvid Gualoll 4 u3 9.

M, S M AURS HIE [A[QY }3uHl [AlQy dui
slaed Gyuloll ol us ¢.

. Y[98 A
. [Aoiy qui+
(AR [Qear
454l

Yol i

. Aald duiv
qlal” dui
Aqle quid

. Rl syl

. piece 2. fare 3. plain 4. bare
. lose 6. wick 7. irresponsible, breakable
. hare 9. quiet 10. We’re

iy



Qv $19¢4 (The Writing Skill)

4. My college has really nice library. It is located middle of my
school .We can borrow books two weeks using electric system.
We can study inside the library with other students. There are a
huge collection of books like Accountancy, Math, Management,
Finance, Economy, English Literature, and English Grammar and
so on. I read Management and Economics books very frequently.
Library has some rules and regulations. They are subscribed various
e-journals and we can access e-journals from our library. Firstly,
we can’t eat anything inside the library. Secondly, we can’t use
phone inside the library. Finally, we couldn’t speak loudly with
our friends. Our library is huge building and thousand of books.
I guess library help me studying specific subject.

12.10 Al 21 [Agy aiy

1. Grammar, E. (2019). English Grammar. Retrieved Setember 9,
2019, from Englishgrammar.org: https://www.englishgrammar.org/
spelling-exercise/

2. INFLIBNET. (n.d.). Shodhganga. Retrieved September 10, 2019,
from Inflibnet: http://shodhganga.inflibnet.ac.in/jspui/bitstream/10603/
73799/8/08 chapter%202.pdf

3. Patel, V. (2012). Communication Skills. Anand: Ria Publication.
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VidlRs A4ER (Internal Correspondence)

ETEAT]

13.0 &g
13.1  Xzcuq-u
13.2  2alRs uzcyasiz-u U1l
13.2.1  u=il
13.2.2  ulRu=i
13.2.3 44l
13.2.4 5149402
13.2.5  s14-lY
13.3  aveeisia
13.4  cusewml Guala
13.5  Ria
13.6 a2l yold szl Gnzl

13.7 de®l 4 [Qdy aiyq

13.0 &gl (Objectives)

2 s qrl vl ad 14 Yyl Aey ol sl

. AsHH UG HALH] Acl 52Als 2ialRs ureddsiRlvll 4l 530y,
. (ARSs urAA A1 USR] AHY del sl 44%9 Hadly. Gelsl

a?ls y=il, ulRu=l, A4, $14YRA 24 51414 9913,
. 2l GURLSA YAl YUl (A9 AUl 5208

. YA qSIR HIS A5 ddl AEcIA a8l 53Y.

13.1  Md<dlq-il (Introduction) :

1 ASHH UG AHlARS ARl YAl 530Y. €5 el
Axnl 564 LHl dlal qo1R, ¥ sHATTAINT AHEJAXER Ul AL AULAISIR
A [[9ds oouy 9. Ayl [Qeqol Qoo g2, Gyl (85120610 i

19



dquivl slacy (The Writing Skills)

1<

sHARNM] 92 AeeMl lARs Aewedasiz ddl Adl 49 9. A dull
asadidl Adl 8. ylaldd], sidn A4y sdlMl 24l AiadlRs uz1eddelR,
[Rendl, [Ras) A4y Aniaiml 418 4dl 09l 49 9. AidlRs usreddsiz
seels UsIRl AHY del s1dl(l 44y 2 ylreuied] Hadly. usieqqsiR Hie
QURAL 32Els USRI AHMY UASIR HIS HISWA] GUALIL (9] Y¥
2 Yleql 42l 53y

132 AialRs yrcyqsi2-i 4Rl (Types of Internal Correspondence) :

aui gl AAR$1R5 I Alddla sa1 e 4oy 2 2y d
CUYIAl GYUAIOL $RAlg HeTd AHD USd dg 9. NIl Guyloel] Heaul
HAqeiR A5 AHSUl AHD U5 9. AHIARS YAHASIRM] 4N HINI]
Gualol $qUM[ 219 &9, Seels AlalRs uzcdqsil H@UHl 5 AUAldHIH]
Ylairl Gualosal” 28 ddl Adl M9 €. Adlddtl HidlRs Hld 41
GUALOML ddldl YAAISIRL HSIR] Vil Yol 9.

1. Yol
2. YRyl
3. 44l
4. EENE)
5. $141lY

21 GURASsa UstRll [Qod 44l 52y,

13.2.1. u=l (Letters) :

As s oflw lsaqd dAlbia «zd sl Heul 518 HiH iR
Yelauls dd “Uat’ sEHl 219 9. Usld 243U ol USIRG & A5 HIYARS
2 ofly, AluARS. 21 GURAa AH MBIl AAS el HAAA YUY

Afdl HA &9. Uzl duid ¥ SlAsiy 519 ¥4I dui HlAlAAA] s s
d?ls Aol Muq ¢9.

sl Mol :

i Ad uztel e dld YEL YeL MO AUl 9 ¥ L HHIGL 6.
1. €39 (The Headings)

al?lv (Date)

ISl 42+11Y (Address of Receipient)

G5¢ (Saluatation)

A

271R (Body)



HidlRs c4qsi12 : (Internal Correspondence)

6. s1¥gq-2?] sl (Complimentary Close)

7. ¢l (Signature)

yx qui el sedls wolelisiui :

-

§AS51S Y2t 2 AlA wouHl Ml dRiaTiL qRuddl €14 9. ¥ 2l UMLK

¢ 94 8 'C' Adal 44 .

1. 2uredl (Clarity) : Yat4l 218Y8 96elq $199Yds YAe 521 A
A4y Yatrll 2R 2ida qrg AHAl yo ¥ uw sldl A6 el
QiR ded ddeudadl ail us.

2. sl (Correctness) @ Y2l &vidl HIE ¥ GULMI+]l GUALIL cdlsYL
adld 54l A2 i UMl 4oy sid] WS¥ wel AR d-
HAde] qHD US.

3. Aysldl (Completeness) : Uzl »(€2 qra-ur+d ASdl ol »
Al w4l 5 gy, 3a 492 HlBdl+l AqHIdYU 524l NEAH wel
QraiR qMA HlSdldl qaiss 4 us.

4. dlfvdar (Conciseness) @ Uzt sHel Al8d slal A6, uz4l
[Faruell woUI¥ olg ¥ le9l Al 25125 ASEI] GUYIoL 524l

NG, UAH[ 20El 5 sl YwRUdd o slg NI 2l 4l
A6([Ad HUlBcdl-1l Gualor Y=14[ 524l A,

5. [Qa29fle (Considerate) @ 4l &4l Avl4 Uzt Audl AN,
Adl d«ll @], usl 4 sR418] 4ol AHa sldl A,

6. Y ucdl (Coherence) : ¥ [AuYd 23U Yot AVdALH] HIH] €9 d
[AvMye g3y Uzt Ydold sldl AS.

7. [Q-4 (Courtesy) : U2+l U3MIAH[ HIE 2 Hirl AHY Ui+l
Yd UG M Al AAAg AEA Y AL [Anyyds quiql
RS2 A AHL Hirl 2 AHIA NAdY A S

8. A UHsdl (Creativeness) : Y2l QUi+l a¥-9ldal u=4l
Aqal MG &9. ¥ed 5 UMl AFUHsA sld]l ¥33 ¢,

yotell Ayl :-

M1 A Aqiaddl sedls yaul [Qeud] A4y [as) Hie A iad-l
qQURAY AHY AUIAHH] YA 2] Al HIS UAADSIR $ALHL 219 €9
Fell AH U] Sl UHISL & -

1e



dquivl slacy (The Writing Skills)

20

BABA SAHEB AMBEDKAR OPEN UNIVERSITY

Ahmedabad
To, Date : 2" May, 2020
Mr. X, Y, 7.
Address Line 1
Address Line 2
Ahmedabad

Dear Student
Sub : Return the college library book(s)

You are requested to return the following book(s) of the college library
immediately. Please note that, if you do not return the library book(s) in
time your university mark sheet will be with held and you will be fined
as per the rules.

The titles of the book(s) are as under :

Sr. Title Author

1. Colon Classification, 6" Edition Ranganathan, S.R.

Thanking you,

Yours faithfully.

(X.Y.Z)

Librarian

13.2.2  ulRy= (Circulation/Notification)

YRU> 2 211994534 s Uzl & 5 BHI 32ells Hewaysl Hilddl
AN 8ld &9 ¥ HIZ] AvaMl dlsled adAalHl 2d ¢9. GElsYL a?ls dHIR
165 (Ao w1 v [Qe1o1 204BPIa 541 814 IR, Al dl AUAHH]
A9 412 5165 YAl 2uald] sld — 2 Sgil HIS A5 URuzt A deuldqsiRy
s v My o]l a5 6.



HidlRs c4qsi12 : (Internal Correspondence)

qg¥i, ulRuz1l yel &AL Al adls GualoMl daid 9. dHl

WZ2o 52q1 Hie] Wled] wiHid 4 w3 &9 d AidR-(Qeo0d HEULAASIR,
NEJUA AUl Al5c1old 519042 sldl AFA. Ry 4 HId dvaiHf
Aqlgelalzil Y4l uslALsal 219945 9. 1 d-ll Y5 Heva-d] qlalfisal o.

ulRyayg 2a3u :

YRYAH[ 14 woucdl uHIkg HAY Adl M €.

Al deEs

dedld Hs a@lalcns dod § AU FHI s URun el AHE
sly 8.

allv

[AnMy qisy

ALl 2see

NN

HiserlRyg M e glél

YRy s14c121l -

YRUAAL $CCLS SIAEIHL Sl Yo & :

N

Rz ¥ qladld sal 1Sl s vol ¥ AW Ul HASIRS

ey 9 d AlssA A Ao slaell, dHl oLaMxaxl gl el
ds Wl sy ¢9.

URUZL 2 2564 g HIH 9. d AUS AdelR+l] s USRS
da ©.

YRuzlel A4y olud]l sty 9. d vol ¥ HAlled d4Hd A [Quia
vl dlsl g4l usld 6.

yRuzl 1yl :

The following is a sample circular to inform employees about the revised
working hours of the BAOU Library.

BABASAHEB AMBEDKAR OPEN UNIVERSITY

Ahmedabad.
Circular No. : . . ..
20" February, 2020

Revised Working Hours

All Employees of BAOU Library,

21



dquivl slacy (The Writing Skills)

<2

This is to inform all employees that there will be a change in the working
hours of the library effective immediately. The revised working hour will
be as follows :

° Working Days : Monday to Saturday (Except Holidays)

] Working Hours : 8.00 am to 6.30 pm (These hours will include
the one-hour lunch break)

All employees are requested to note these new and revised timing. The
timings are effective immediately from 2™ March 2020. Punctuality and
adherence to the new timings are requested. Repeated defaulters will
face action. Please contact the Head of the Department for any queries
you may have.

ABC,

I/C. Registrar.

axi?l woila asiA

1. guquyl $4s2iAs aldor we wuliyvial s1ds4 aqr #é-i ulRux
v,

Adly 1. A A WOUMHT dHIRL YaAlel avil.

2. dHIRL Ao Ylea Ad wwdd yao 014 AsiAl.



HidlRs c4qsi12 : (Internal Correspondence)

13.2.3. 4 (44l) (Memo) :

ATUAIR HEAULAASIR HIS HBUL G4l USR] 2 Al4-] & ¥ €25
A5 YRRAAYIA s sl 9. WU 2ldRs HedHdsiz dviayl
w9 & ¥ AHeul 5 syl squRlMIA Qv A sidus]l e ddls
A4 & MU N9 52 9. A6l AHI Ad luARS e <Alas deflul
Ayl Ad qviy ¢ ulg dd Al a3y ld 9. A Ad de w4
Guleesy’ Aot HALFUHL 21d 9. Ml Ase A dd 2§ 3u €.
qul ved g ?

Q) 2 Al glAaHl AdialR ASuicidsiRMl Yl ay GualoMl
Ayl sidal s Hied 9. d«l yvd &g 4lys (Rudws2) als dal
AL AL 5SS YA 2Ll 9. 2l URYAL 41435 HeAUlAdSIRY
As Ay 9. ded 5 Al HIZ] dAvaHl qlsl wld dlddld Al Hie
W4lal Guylol 52 9.

) Y

A Ad, 44l 2 A4 youdd uiy siR€iAE] SIS s 519
e dvil usid

. A5 wlaus (Rug2) a3

. SIS el vaql Aol s sal ML
o gl o9l s2al

. 1649 qrgril AR 51 AMAl M2

o IR Maal ¥l YAIR 54l HlE

HHl-l s1ae120l :

1A wQu HHIG dHl g9 SIAEL] Al HI €9,

N A )

. WAl o AY[8s HeulAdqsiRll Yol ¥ USRS HIAY &9 e

N

A4 HAURYL UG vol Ag 9.

) ool s14el 2 dell Ul 9 dd dvidl e HHYAL HIS d Ye ¥
A4 €9,
) W4l AlAaMl vq el ds d4sl qud 9 d asu dlsl gl ysld

N

&9 dell Mulefl vor qyy-l wAlq s Usid 6.

) [Qaie- Brusl 940 yuql dids uo dar »ud .

%)



dquivl slacy (The Writing Skills)

1Y

By

H

Hlg 3y :

QY] Guql MieHdl 5edls YoLlAdIdl vl YUl &9 :

1.

weudy (Heading) : ¥2al -4 21 24 uedl (% derds uR &)
Seqdl Yyl 2lY YR HHL HeUql HHIIwsH ASE AUl Hid €.

itasdl (Recipient) :  Hitasaliq 4104 s142Hl doilyn 3.
GelsRel a?ls, ulQ, ouay [Aeqorr sar s420130210.

auiiz  (Writer) : 44l @i Alsdg 3y dvil, GeElsYl -
uys: gl/slludl, Aol dll. Aaay [Qeuo-l €.

qalRA M5l (Additional Recipients) : q&i2i-1l Hltd5dl]
5 uu] QY] 54 U 9. 2 dHAd HHIH] A6LYLUH] Hldcl
el Hdl Hed HdSdll.

Al (Date) : 44l duiard] adlv 2 s eyl [Qoia &
¥l caldlv A dlR A lg 2d4s €.

[Guy vl (Subject Line) :  [Qya vy 2 quas< G440+l “uld]
[Qd Al&axl [QuR >uyd. [Qwad v 251, Alssy 2 Y-l
gldl A6, Gelsrw s — [Awy : Ay (Ao dHiH
s34 0210] oiss.

d4i+l yvy @19 (The body of a memo) : i GUoM[ 614l ¥
Rl wdd <1y . A4 2luAlRs »[3qie %32 14l. $5d
219945 MBI 2ureal e A5 A1 HA#LRA a1 2119 €.
Ml Yeid s3el olsadl 19945 €9 el SSIRAUHS A4 U d
AL 4dl AL,

ygqdls1/ 3533 (Proofread) : id, H¥l 4lsdal yddl d-l
Ys2ls 524l 29945 9.

Qi Ayl :

Write a memo to the Library and Information Science Department asking

them to attend training to learn about the new software the library has

adopted.



HidlRs c4qsi12 : (Internal Correspondence)

BABA SAHEB AMBEDKAR OPEN UNIVERSITY

Ahmedabad

MEMORANDUM
To: All Employees of the Library Science Department.
From : Mr. XYZ, Registrar
CC : Ms. ABC, HR Department
Date : 25" March, 2020

Subject : Compulsory Training for the New Digital Library Software.

As you are all aware, we have recently adopted new digital library at
our University Library. The decision was taken to improve our library
digitized procedure and make it more time and cost efficient. A training
workshop will be held on 5% May, 2020 at 9 am to familiarize the staff
with the new software. This is done to make the transition between the
software as easy as possible. All employees of the department are

required to attend.

13.2.4. 5143/ (Agenda) :

-

SR 2 A5 seaudy © 5 Ul dss ((MlEo)ui euar driiila
¥ d [Qyaq qer y YA qqrdl 9 d-ll yd YA qNQUHL 219 €.
SN 6lssl sAIR A sS4l dqi] & A dAH 518 €192 69 d-l
¥y Aol (o1l yarl »1d 9. it Jd dHl AUl U AAEl

sy €9,

SR Aty Fd (Rl2ored] yunil 2418 Misadil 219 9. d 6ssHl
24 iRl (Al YR 6.

sty Geal :

Y A

SIYYLRAAL Sedls Geaul ¥l HMIEL €.

° o [aNy] GuR AL 4Ll & d-iel] o driuxlAa YRR sl
2 deil [Q9 Ygl Gleu sal.

. Aol widel yd-siun-ll sl xden vl »ud 9 d YyAd

-

8.

Y
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<€

N

o A1) dssHl sql ulRouMAl »dér qvd d YA €.
$14YRA cwaldsal :

S1Y AL ylaazl 14 Yoo woudl usid 6.

. iy Fd dss (o)A yari w18 s1dqR Hlsaqui »1d €.

. S1dY R 2wl A9l ws (s(=m12)] asl udal wean uedl 2daui

A

AUl 219 9.

. SIAYR Al Herd AR HdH oSy €.
. SIAJRAL 2l [Qaigrue (ANl avial A,
. SIAYRM e Ha2l G AR el dciial s(<nrA]l ddls

18 AR glrl 1551 $41H[ 219 €9,

. sty 251 uig e Ad duudd] sy o.

SIYRT Hera AaA HiddsaALl :

s14Y A1 Aeyl(l slssui Al salqL uw [QuAl ¢, S8 us sidylAu
et qosl]l usid sl s1dy Al 2iq945dl 2yl Hera (19 ol

N

&

. S1(YRA oGl aguaryl suadl slawedl, Al »aqr (Ao
eyl [Quyll axle 44 sqr e R 53 us .

. S1YRA qusle (R9y daivl Heezu od ¢9.

. S10Y QAL 54 [AaRa sladll, d  sta- {20 qraaue] H2iléd
5qUM[ HeE 52 9.

. SIAY R (RSl Al $RqUM0 2idcl aMid Yelld »1q?] dail
vl 24 .

. S10Y R (Aol 01933 aldlal [REPid $q140 HEEZY 61 9.
. sy A FulEoru sid-ly (RlRga) 2 sud dviayi 4ge3y
ol 9.



HidlRs c4qsi12 : (Internal Correspondence)

Sty 4y -

SL. GlteuAE i35 21y ylAalid),

2{Heldle

7 ogie [Qsiie [Qeior] s

atdlv 2 20™ 4122020

UG ;SIS sldd, SUAHIY

2yl :

1.

[zl yl& (Confirmation of Minutes)
w2+l sdqaid (Report of Expenditure)
g-Yisi-ll v3lel e exviea (Proposal for e-books procurement)

[Qeior izl Alar vidlee 3eiddos »iq wisedz. (Databases and software
purchased directly by department.)

YlRalid duade w2 aidd?l alila-l dssl [Alae »¢uals 54l
(Uploading the Minute of the Meeting of Library Committee on
University Website.)

[alay (el eisia s1aq8ilq e, (Patern of Funds allocation to
various departments.)

(2174 qzg2l) Other Items :

o SR $3el yasi-ll wulA(l 41 (Intimation of receipt of ordered
books)

®  sa Yeasidl YA s-ad] (Cataloguing of Sanskrit books)

®  Ydsiqdd[ 25+ 4llUa s:g (Installation of scanner in the
library)

o YasiauHl “alsor s euydil uid. (Proposal of establishing
“Learning Commons” in the Library)

il wila asiA :

2. GURASd ¥l HHIG ] s A1 Adladn] Sdsellnis
2ldl wlear el s 514y ol

29
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<

a4 : 1. Al 2dd woulHl dAHIAL wasl qvil :

13.2.5 514714 (Minutes) :
sy vied g ?

2ol s1d+1y 2 25 2ud] -l & 40 (Ao e:HA1 25157
Ayl 2id 9. A0 A ST AL A HE], YA AUl Hdl
Hedl, st ¢1g gyl uqlual usilfa sl 2ud . (Alda-l sid-ly
it Jd gl [Fysa sl dA6d gl Al 2d 9. 21 d (Ao
gAY oy Al ddle 58 Ul 52 O,

14047 Al4al HI2Hu uoraLsl ;-

. yd 24l1%

. 251 dare

. sty qud] saql [ANAiaR 529.

. [alSor] sid-la 92 524,

. lQuH[ AES HIS s1d1Yr1] AU MUl s165[801 529

A Hl2owg 2alye 2ouGdl w?l Ad sl 2d al, sid-l4l
dald vl AU oirddl. YH e A5 v 5144 2515 HdlA
(ol s1dyA w1551 sl 1S 210uGef] 514 529 AS2A. [A2or4] 514y
AR SRAUML el el AA Al 219 &9 il €35 s1dlY
2518 sl wud 9. [Al2al sid-ila aval oue s1dqlqd [Al2orl €35
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Qa1 18 92 5] A6 A €35 51414 H[AA e als HAus
$dl N6 A ded 4oy Ad  sidldor o 59 AL,

S1TYHE qHlde susial ;-

2.0

S84 [Qoidl A4l YSdl, [MYsa s1d14-251527 dlaid Hilddl-u

-

Us1R A1 YRR ag ASA. s8] [Al2or-] s1d+lal <4l e [QRre u3u
(142)-) Guala 53] 43 6. uig 563, sl AA sl wAda €y

A

&

1. [lcor qlndS d-dl aRlve 2+ 44y

2. [AlEor4) GulaBialal ¥l A4y 2161%R AUl
3. dlsla seaar 200G A2 sid-lq40 a2l
4. sty Al €35 [Qora Asi[Ac (R84l v 5 —

o ugluul sia 420 el dAHd AUl
o ouHl Yol elal

o i yRwuHl

o 151R A wA|sIR

o wdl Aw-l

o 2 0UY] 6lss] ARlvl A AHA

ea AeAfl Yid

S1AAY Ayl -

MINUTES OF THE SEVENTH MEETING OF THE
LIBRARY COMMITTEE HELD ON FRIDAY THE 20™
MARCH, 2020 AT 3.00 P.M. IN CONFERENCE HALL,
BABASAHEB AMBEDKAR OPEN UNIVERSITY,
AHMEDABAD

The Seventh Meeting of the Library Committee was convened on Friday,
20" March, 2020 at 3.00 p.m. in the Conference Hall, BAOU under the
Chairperson of Vice-Chancellor Prof. X,Y.Z.

e
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Member presents :

Registrar

Member

Financial Officer Member

Head of Dept.
Head of Dept.
Head of Dept.
Head of Dept.
Head of Dept.

Dept. of Hindi

Dept. of History

Dept. of English

Dept. of Gujarati

Dept. of Library Science

Librarian Secretary
Member Absent
President U.G. Student Member

Minutes of the 7" Meeting of the Library Committee

Date : 20" March 2020

Time : 3.00 p.

m.

Venue : Conference Hall, BAOU, Ahmedabad.

A list of Members who attended the meeting of Library Committee and

those who sought leave of absence is appended.

The Chairperson welcomes the members of the 7" Meeting of Library
Committee of the BAOU Central Library and requested the member

secretary to proceed with agenda.

Agenda further discussion :

A

Discussion Items

Al

Confirmation of Minutes To Confirm the minutes of the 6
Meeting of the Library Committee held on 5" August 2019.
Chairperson noted that last library Committee meeting was
held inAugust, 2019. The minutes of the Sixth Meeting of
the Library Committee held on 5" August,2019 was
confirmed.

(Action : Librarian)
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A.2. Report of Expenditure

A2.1 Report of expenditure incurred on plan budget (books and
journals) for the year2018-19 was approved. It was approved
after discussion. Finance Officer noted some discrepancies
in the Expenditure statement of current financial year.

(Action: Librarian)

A2.2 Report on the expenditure incurred on Book Bank Scheme
and other funds for the year 2018-19 was approved. It
was approved after discussion. Finance Officer noted some
discrepancies in the Expenditure statement of current financial
year.

(Action : Librarian)

A3. Proposal for E-books procurement. The member secretary
proposed the needFor a policy for procurement of e-
books. Chairperson advised librarian to select e-books
and e-journals with perpetual access. He/She also suggestged
that library may conduct a session for the library committee
members on various publishing models of e-books by
invitingmajor publishers. This will help in evolving an e-

book procurement policy forthe BAO university Library.

(Action : Librarian)

A4 Databases and Software purchased directly by
departments. There are departments which procure or
subscribe for software and databases used exclusively by
them. It was suggested that such purchases be made by
the library and make it Available to the entire campus

network.

(Action : Librarian)

A.S Uploading the Minutes of the Meeting of Library
Committee on UniversityWebsite.

It was decided to upload the minutes of the committee
meeting on the university Website based on the request of
Prof. X.Y.Z.

(Action : Librarian)
31
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I

A6

Pattern of Funds allocation to various departments. There
was discussion on the pattern of funds allocation to various
departments in the case of purchase of books and journals.
Members secretary explained that present allocation of based
on a formula Developed by Prof. X.Y.Z. of Library Science
Department.

(Action : Librarian)

A7

Other Items

A.7.1

Intimation of Receipt of ordered books

It was also decided that intimation regarding receipt of
books recommended by Faculty should be informed to
the concerned faculty or heads of departments. (Action:
Librarian)

A.7.2.

Cataloguingh of Sanskrit books

The representative of Sanskrit department has agreed to
help in the cataloguing Of Sanskrit books available in the
library. (Action : Librarian)

A.7.3

Installation of scanner in the library

Member Secretary informed the committee about the
procurement and installation of a book scanner in the library
purchased by IQAC, BAOU University.

A.7.4

Proposal of establishing “Learning Commons” in the
library

The member secretary proposed to establish “Learning
commons” in the library, He/She also made presentation
on “Learning Commons” of the library which was
Unanimously appreciated and suggested that Detailed Project
Report may be Prepared and presented in the next library
committee meeting. (Action : Librarian)

The meeting ended at 5.30 p.m. with thanks to the chair.

Sd/-

(Prof. X.Y.Z.)

Sd/-
(Dr. X.Y.Z))
University Librarian and

Member Secretary

Vice-Chancellor
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13.3. @314 (Vocabulary) :

A[ARS UAAASIRHM] UL 5SAlS AL F-d UR[RRUlA Y uo
ved 5 sl T, Sl M1, [Aeid] He e Uil HdH A 21
9. 2l Ylacui walRs uzicqdsiz 5l qud 14 »udar [AfQa wase

A3l Gualote]l AHuRs1Rs HlSd] Ucua- s us1d 9.

Opening/Greeting Apology Requests Ending/ComplimentaryClose
tothe kind we apologize asper always at
attention of again for yourrequest your sevice
the aim of this letter we apologize for asrequested awaitinhg your reply
we wishtoinformyou that we apologize forthe delay pleaseallow us best regards
inreply to your etter we apologize for the mistake please sendus ourkindestregards
following your wearesorrytohaveto please sendus to look forward to/looking
yourintructions forwardto anearly reply
instruction we are sormyto Inform you would you please letus have we look forwardto your kind reply
we mustapologize would you please letus know looking forward to hearing from you
we apologize for you requested wethankyouin
we apologize for the delay yousentus wethankyouin Advance

dui?l waifa asi2Al

3. GuRlsa aoceeisia-l Guula s3 daaquyl »udd Sdseilnis
wled AsAA s WS AAadd AUs [Qdlaal’ ya qul,

A4 - 1. A 2udd wouHl dHIRl wael dvil.

2. dHIRl yater Ylaen vaui wda yaer 44 AsiAl.

33



dquivl slacy (The Writing Skills)
4. 14 2uda acgi-l iy (@1l acel qui.

Word Opposite

Ambiguity

Beginning

Collective

Concise

Concrete

Courteous

Faithful

Objective
Optimum

Particular

Permanent

Persuade

13.4. cs2e1l GuAia (Use Grammar) :

YA ASIRHI 15801 UYLl q4lR Adl 4 €9. SN [AANE,
[Bar [Qaue dyy assa¥el Guylol usteqdeir¥l 541 dd 53 asiy d-l
MYl 2ual uddl &9 ¥ 2 HHGL 6.

Adiective | Use Adverb Ue Phrase e
Dear Infront of herewith Official Yours Atthe end of a formal letter
someone’s and legal before yourname
Name document
Dearest In front of Youss Before yourname as away of
the name of Sincerely Ending aformal letter
someone
youlove
Bestwishes As afriendly way to ending a Letter to someone
you know s Nota close friend.
Dear SiMadam Beginning a letter to a man/ Woman whose
name you do Notknow.

(Kindlbest)regards Ending a letterin a friendlyBut slightly formal

way.

Pleasefindenclosed Saying that you have sent Something with a
letter.

With referenceto Inaletterntointroduce the Subject that you are
going to Write about.

Yours faithfully Atthe end of the formal letter When you begin

with ‘Dear SirlMadam’. When you give
Beginning with someone name Than you write
yourssincerely.

3
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13.5. 12 (Summary) :

w1 YlreHl 2§18 AlARSs ustcddeiRl Yel Yel USRI A,
AMYd] e eqzu qol? dlvdl. a¥ HHl 2ed Y ud d sU g A
aviqiil 219 &9 d-dl aqydl Hadl. siddlR&Al e 24 dqd 591 dd avll
usid dedll Ayl 20l 9. siqqRF 2R Aokl [Qlay yevil uR
2y sRqUMl 21d. & A dd [A9a] dad @ el 4 sidqlyal 518
S0 1d €9, AL 2l YlmeHl YAHqsIR duiql HIS quRial [A[dY o
CLS1U AHY A58l GUYLOL $RAUML il €9 Al Myl Y9 Syl
2414 9.

13.6. a1l uould usii Gl

(1) BAOU LIBRARY
Lib/Cir/200
Date : 23/06/2020

CIRCULAR
SUB : ORIENTATION PROGRAMME

An orientation programme on E-learning is going to be held from 5" July
to 7™ July 2020. Division heads of the Library may recommend names
of staff who would participate in the programme.

(X.Y.Z.)

Deputy Librarian.

Distribution :
1) All Heads of Divisions/Directors of Schools/Centres/Units/Cells
2) Director (RSD)/ All RDs
3) SPA to Registrar (Admn.)

2. Ad Hdc1 52
3. Ad HdA~L 5.

4. [Qagiel wocl

gy
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Certainty

End

Individual
FElaborate

Vague

Impolite

Unsuccessful

Subjective

Least

Unspecific

Temporary

Diossuade

13.7. g™l ¥4 [dely qia- (Reference for further reading).

3¢

Ashley, A. (2013), Oxford Handbook of Commercial Correspondence,
United, Kingdom : Oxford University Press.

Beare, K. (2019. September 30). Thought Co,. Retrieved February
21, 2020, from Vocabulary for Writing Business Letters : https:/
/www.thoughtco.cdom/vocabulary-for-writing-business-letters-1210145.

Toppers. (2018, October 25). Circulars : Definition, Advantages,
Sasmples and Solved Question. Retrieved February 19, 2020,
from topper web site : https://www.toppr.com/guides/business-
correspondence-and-reporting/official-communication/circulars/

Unigoa.(2015.06). Minutres nof LC. Retrived February 20, 2020,
from Unigoa: https://unigoa.ac.in/library/wp-content/uploads/2015/06/
Minutes-of-LC-.pdf.
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6ll&l Y2AcYd$ilR (External Correspondence )

3uluil

14.0 Sqil

14.1 Hecud-il

14.2. GU&l uz1eyqsiR-ll U511
14.2.1. 2flualRs u=
14.2.2. -ilyalRs u=

14.3. 2ilualRs - u-ilualRs ux-l asidea

14.4 u2y iy 24 414241

14.5. dduul el Us1edqsiRl

14.6 ALy

14.7. a#l yala asiai-u Grl

14.8 @l - [Qoy Ay

14.0 €gil (Objectives)

2l s qll yel ad 1A Yo wey ol sl

o W SHH[ AL UM Adl 5eals o1&l YreqqeiRi] 44l 530Y.

o AIYARS 2 luARS U2l 9@l dsida-l] dHy9 Hadly

GelsR¥ adls [A-dl uzt, yeoures uz1, A UzAd 20l Y2 5
QUAAAIH AL Hldald A0l Y2l 9913,

o Uolef LAY el AHL 2dlqdl [QfQg el aul Al a8
53y

2l sHel] dMd dMil dquddl 4] d Hedidd sg d e
HEEZU o9,

14.1 M<dld-il (Introduction)

2l ASHH UL olsl Usteddsidl Al sy €25 U512l
el veof] UMM U HASIR Al 14 &9, AAIAAIHI UYL YUzl qelR
AlARS e oiel Ad Ul Adl HA 9. AdWAl - [Ads] 9
AdYLAL 2] HSAS] AlE AQRALIR U2l SR Al Adl HA 9. il

39
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3<

ylrenl »usl uzt 54l Jd avil asid MY UL duiql Hie 4194 My
A4y [AlQy euol¥l quud] wrHAlql Gedvi S sAIMI 2icdl 9. Vil
AL L YleHl AUAY gL 5AUH] Al UAALSIRL 5CAlS Ay r1L3Y
Uoll Y5l il 9. % [Qenell>il, Auiad qaxiAsiyl Gudloll lqssl.

14.2 68l YAcdds1R+l 45131 (Types of External Correspondence):

oll&l Urled sl ved 5 yel YEl deeipl d2d el dl AUl
el st 9 SAHE LAl UALAdSIRT GlEL UALAdsIR sEdlHl
214 &, Al AHs Aol ARG 43U 9. FH[ AUH[ 51 Sl A 1Y

Y N A A

dal Alsaxl ¥4 5 [AdRsl, UsIusl, Aweld 4ol duUHl 9 9.

N

A1 Ad ustel o] Hs1kl Al MO 9.
1. 2lya’s
2. AGluARSs yz
2l GURASsa uzll AAl (qord 530,
14.2.1. ilyalRs y=l (Formal Letters):
HluRs uzl A Weul, s, usiusl, [Qdsl 9ol
sRaie, [Aclll, Yeoures, el qol3 54l HI2 HISAdIH 1 €.

YRS Al Bl ad ¥ Alsaq st qvll e ol d
A1l (421 veq 516 doft] ulsa well. ad ust Hitasdl 4R 3] ey
Glefl 52q1 M1E a¥i dR¥ 2IYUALRS uoel-l Gudlol 530 s iR
M3l Ul duil . sl WS IUAURS  MIAMIT WA $RAUMI 2119
9. wdl d¥ yaudl siofl oy Ulsald UM, slEl e dAUY vl
Ol PR AL UM 2 Y yHEL] ougH vl ol

YIRS uzt duicd] quid A1 2edls susidly e AvY

o U 534 AuIHl €lg AN,

o ¥l [61n%33] wosi-l Gualol aaql AN,

o d Alul Hel Y slg AL,

o o YA - Geeds slg AN,

o d wled -l AHYY slg ASA.

o d ¥ ¢l ANdx. uyl Md d sR4ie uz €l

o d slduw oald] ysa sl ANIA. 2ed 5 cdls@ adl
LN
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14.2.1.1. 2ilualRs u quar H12 quanal Gualoll ucsxuysl
(Phrase used for writing a formal letter) :

A. AlHI~Y Ad 2lyalRs ualul auiaidl Hiddl AsEl
(Writing formal letter generally)

Greetings

e Dear Sir

* Dear Madam

* Dear Sir/Madam

Dear Mr. Patel

* Dear Ms. Sharma

Reasons for writing

* [ am writing in response to your book

* [ am writing with regard to your article Ending the
letter

* [ look forward to receiving your reply
* I look forward to your reply
* Yours faithfully

* Yours sincerely

B. iy Ad ziluaulRs wlBdlul avaisl 2uiadl aogl
(Writing formal to request information)

Reasons for writing

* I am writing to receive further information about
* [ am writing to enquire about
* [ am writing to receive more detailed information about

* | am writing to receive furthe details about

Request first piece of information
* The first thing I would like to know is

* First of all I would like to know

Requesting further information
* Could you also tell me ...?
* Could you also inform me ...?

* Would you also mind information me ...?

g&



dquivl slacy (The Writing Skills)
* Would you also mind telling me ...?
* Do you Know?
* I would you also like to know if
* I would you also like to know whether
* [ hope you might also let me know about

Thanking for information

* I would like to thank you in advance for this infor
mation

* Thanking you in advance for this information
* Thanking you in advance

14.2.1.3. ziluaRs uxg #ay (Structure of formal Letter):

Hlsdury 4:-u¥ (Address of the Sender)

\Y
atdlv (Date)
\Y
#2Y (Name of the Address)
\Y
Hisdurq 4:-u¥ (Address of the Sender)
\Y
[ana, »[4qie (Subject, Salutation)
V
U2dld-il (Introduction)
\Y
Yol Yvd ML (Body of the letter)
V
#1202 (Conclusion)
\Y
64129 (Closing)
V

#lsa+i1g 14 (Name of the Sender)
.40}
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dui?l waifa asi2Al

1. dawqaul acy 518" Haqar 2 [Qendl g1 auiaidi 2uadl us
auil,

A4 ;1. dHIRl FUS AU WOUIH vl

2. dHIl yAlol-ll ALl X154 Hd A4E FAoll 419 Avidl

14.2.2.  2-ilyaRs u=l (Informal Letters):

[az] 21 ool An-luaiRs uz1l auiqidl 1d ¢9. Uzl
aviqidl &g 518 slR4ie, [A-id]l 2aaqr yeoues sai-l «efl. - d-il
24 U AlAA 9. dAML UL UCEL, AldAId A H[Ad S1Y U5 €.
wluAlRs uzild Ysaddl (8 ada) séaui »wud . U aHLR]
g9l e el uHisl ad avil wasl Al 1Y usig way slg el e
Sl 2ilyaRs Adl »1- -] Guylol s2qul usl %32 .

YRS Yzt ] 52Als UL, AHIAIR, HAS YL, Hldsdl
(et 1yl &l [A-icl] a1, U&7 Ye9dl FaAl A5 518112
quid] usid 9. 2l s A5 Uzl &9, ¥l dH (Ao, eug-olE,
dl Ual 2aqr 18 ua uRRa alsaxiad avil sl ol 21 ust
aviqr Hie sl [Qlae wavil »32 w2l

A1IYALRS Uzl duid] quid lsa H(yel eqil 8 dl5coid
el MIdeUlcHSs ¥R Guylol s3] us 9. Ul naAdl olaAIErd]
Ucdl, 513, A4y, qol-l Guylor d uiHsall el uRRddil »1412
avicll 444 u9 530 wsiy 9.

51
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14.2.2.1. 2d-ilualRs usnHl auAygdl aisad1uil

(Syntax Used for Waiting Informal Letters):

Informal letter writing

Opening Expressions

Thanks for your letter

Thank you so much for writing
How are you ?

How have you been ?
How’s everthing going ?

I hope you are doing fine

Hope you are well

Responding to News/Making Comments

Your last letter was a real surprise
What a wonderful news about

I have just received your letter. I'm so happy / sad to
hear that ...

It was lovely to hear from you
It was great to get your letter
Sorry for not writing for so long

I’'m sorry I haven’t written for so long but I was really
busy with...

Purpose/Why are you writing
I am writing to tell you about

I would like to give you some good news about....

14.2.2.2. w-ilualRs uayg wiay

¥

(Structure of Informal Letter)

Hlsdury AUy (Adderss of the Sender)
\Y
atdlv (Date)
\Y

[Haig- (Salutation)

\4
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Hdaq-u2q -4 (Name of Receipient)
vV
U2dld-il (Introduction)
\Y4
Yol Yvd ML (Body of the letter)

\V4

109, HlsdRq 14 (Conclusion, Name of the Sender)

axi?] wila asiA

2. (A5 qaal 200 vl viddl YA qvil
A4 1. dHIRD YU HUUE FOUIHIT Quil,

2. AR yAlollfl 1ALl HsHAL 2d AN YU 418 42Ul

14.3. 2ilualRs uzt 2+ a-iluailRs uz q2d-l dsiqa
(Difference Between Formal and Informal Letters):

dai ziluulRs A-dlyalRs

29 uAIRS Yzt 2 2dl Y= &9 3 AIYAIRS Y21 Aed 5 HAlysl
YU ATUAIR MUY AU Ad avudd y=1 5 ¥l A1 a4
209 €9, TR &g HI [M4d YRR 91 A Y2t dviqri
HIuH QUidd Sy dnl 219l Yzl HAYAURS U
AIUARS Y21 sSUHL 2119 ¢9. SEQUML 19 ¢9.
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24

gau zilyailRs wdlyulRs
Gaea AqlAs aladld Hie- st aladla Hiel Gaed
Gaey 28dl €9. ddl ¢9.
woyf 21 Y2t Y (4R 53¢ 21 Y214l 5185 (AR Hioyf
gld 69, sld «2l.
Sl glRl | MM AlsH-ads sl uyy, oflw 2 Alw Als
auail | Al Alsa-uy
219
sl AR sIdY, A, (21, soflorile, ulRRd
vl alydl?l, usiesl EPE
219 2 [QaRsl 492.
AU [l3sy sl € lsy iy 9.
a5 54y~ elof] v e AUsARAAL 251 i 4R 1Y €9,
€9
5€ s€ l&a ¢l ¢ $€ HIZ Al A& 8lY ©.
A& AAY | A&t 3u eladM] i €9 Al 3u GuAloHl daiy &.
20 A&
34
Formal Informal
Name Dear Mr/Mrs/Ms.Patel Hi/Hello (or no name at all)
Previous content * Thank you for your email of... * Thank you for your
email
* Re Your email....
* Further to your last email... * Sorry I haven’t written for
ages cut "T"hv been really
bury
* I a pologize for not getting in
contact with you before now
Reason for * I’'m writing in « Just short note about...
writing connection with... * ’'m writing about
* I’m writing with regard to.... * Here’s the...you wanted
* I got your name from....
* In reply to your email, * Please note that
here are
* Your name was given
to me by...
* We would like to point
out that....




Gllel YAdqsi (External Correspondence)

Giving * ’'m writing to let you * Just a note to say...
Information know that.... * We can confirm that...
* You know that.... * Good vews !
» We are able to confirm * Unfortunately...
that...
* I’'m delighted to tell you
that...
* We regret to inform you
that...
Attachments * Please find attached my * I’hv attached...
report * Here is the...you wanted
* ’m sending you...as a
pdf file
Asking for I Could you me * Can you tell me in
information * Some information « Little more about
about... * I’d like to know
* I Would like to know * Please send me...
* ’m interested in
receiving / finding out...

dui?l waifa asi2Al

3. 2ilyalRs 24 u-ilulRs ux a2+l ganu $2i
A4 1. dHI”L Yol A WOUH Qv

2. a#il ydiollll asiaoll X540 2d 20E yAUel 1Y 4MUdL.

Y



dquivl slacy (The Writing Skills)

23

14.4. uatg Hiay 211 14214 (Structure and Contents of Letter):

Block format of a business letter

Letterhead

Date —

Inside

Address

Salutation —

Subject =

Line

Date (Month - Day - Year)

Mr./Mrs./Ms./Dr. Full name of recipient
Title / Position of recipient

Company name

Address line-1

Address line-2

Dear Sir / Madam

Sublect : Title of subject




Body L

Complimentary

close

Signature —>

Enclosure list =

Gllel YAdqsi (External Correspondence)

Closing (Sincerely...)

Signature

Your Name (Printed)

Your Title

Enclosure

59
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.44

Reference No.™

Date —

Inside

Address

Salutation —

Subject =

Body

Complimentary

Pur./31/Sept Date (Month - Day - Year)

Date (Month - Day - Year)

Mr./Mrs./Ms./Dr. Full name of recipient
Title / Position of recipient

Company name

Address line-1

Address line-2

Dear Sir / Madam

Sublect : Title of subject

Closing (Sincerely...)




close

Signature —>

Enclosure list =
Copy notation —

Post Script —

Signature

Your Name (Printed)

Your Title

Enclosure
Copy to :

PS.

Gllel YAdqsi (External Correspondence)

re
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Date

Semi-block (indented) Format

— Date (Month - Day - Year)

Inside

Adderess

Salutation

Subject line

Body

Complimentary

Close

Mr./mrs./Ms./Dr. Full name of recipient
Title / Ponsition of recipient

Company name

Address line-1

Address line-2

Dear Sir / Madam

Sublect : Title of sublect

Closing (Sincerely...)

Signature

— Signature

Enclosure list

Your Name (Printed)
Your Title

Enclosure

Yo
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QA5 uATHI Uil 19945 AHY d5[EUs Y 6 YsI1-l
GOl ALSS WOULX dULSAAIH] 1] €9, Uzlell Mo+l Y104 oUlsAN]
ysty Layout (B3a1¢1) s€qui 214 ¢9. Block format, modified block
format. %+ semi-block format ¥ <qqi[qs Yzl el YElL A3Ul
2@l olql 49 ¢9. block format 2 <4qlAs uauyg Alg $14e ©.
wul siofl ou-l sl oy ¥ dviig dviqidl »1d ¢9. Modified
Block format i+l semi block format#/ &viei/Re 2y, v, com-
plimentary close ¢l qol2 s1oa-il w48l 6ug2 @viqidl »d 9.
semi block format#l &5l U3yl alsl woul e9lsdaldl 1d ¢ %
semi block format -] modified block format 924« 2542l Asldcl

-

9.
1. Compulsory parts (21q945 ®191)

* Letterhead (H&14]):

e o Yl 2ld YR
AMAT ¢ AUl UM, UIAUY U AUS AR

(Phone, Fax, e-mail, website), name of institue and logo.

« Date (atdlv)

2 o derdsHl 19 siell euy
1Ml ;v

(28th October, 2020 or October 28th 2002)

* Inside Address (%) :

el : octlv uedl 14 siell ouy
qA] Yol HAqeRY R

Name, Designation, Department and full correspon-
dence address of the person to whom the letter is
addressed,

Mr. Anil S. Gupta

Sr. Manager

Production Department
Kaveri Steel Pvt. Ltd.
Plot No. 125, Phase-III
GIDC, Vatva
Ahmedabad-284006

u1



dquivl slacy (The Writing Skills)

Y

« Salutation ([Maig-) :

2l AUy uedl 14 sl oy

1491 : Dear Sir, Dear Mr.Patel Sir, etc.

* Body of the Letter (uzl ¥v4 ®191)

e ANy qigq el
%A1 MY Ad AU A9 $52U €lY €9,

(Introduction middle and conclusion)

« Complimentary Close (#u/d q-)

el : Yol Yo ool 1A siofl vear wyel iy
142l : HInYASs 9ol

Yours truly, Yours sincerely, etc.

* Signature (¥dl) :

MUl 285130 Ay 2wl U]

Ul HIAYAS AeEl YA WY Al dra Sioll waal wqell ouy

2. Optional Parts (95/e4s cuonl)

« Reference No (¥e®) :

22U o derésHl 14 siell ouy

1%l ;35 Al ulaidl dviql ugla S14 9.

For exsmple : LNT / Marketing/05/October-2020)

« Confidential Notation ([t ¥$q):

2ol o sl o1l 1A siofl ouy

1421 : >4 9o6e Confidential @vidil & 2 ¢ 3
Usl HUdqeR ¥ Heul Al us




Gllel YAdqsi (External Correspondence)
* Attention line (% eikg) :

el o ARy uedl 1A usteu M waqr sioll euy
Al : ¥ d sy i g1y

Attention : Mr. Rohitkumar

* Subject line (lany) :

2l o AlMaieq uedl 14 [And i
141 : [Avy

Sub : Complaint for shortage of water

* Enclosure list (loisi91 atel) :

et o agl uedl 14 siell sy
MUl o uzedl wd ¥ ecddd (G119 AsaHl 2iid €.
Encl. (1) Photocopy of above referred offer letter.

(2) Cheque No. 000111, dated 20/08/2020

 Copy notation (54 -l4) :

el : [orsisr digl uedl 1A sl oy

A

21421 oflw vy Al 5 P U HIsAdlA]l €9
AdHl Y A d2l] [do1dl

Copy to : Mr. K.K. Kohli, President, Prithvi info Solution

GuRlsd My e UMl idcl] AMATH] 2 Al A5
ULl IR 4104 Id YA Al d AUSIHRLA AY 6.

dHi?l waifa asi2Al

4. waAHl quiatHl suadl umAdlul [Qd Zs-ly avil
WY 1 dHIRL FUS HEE WU QU

2. dHIRl walolll AsiHOll 54l Sd NG Yol 2418 Hvidl.

................................................................... Y3



dquivl slacy (The Writing Skills)

Yy

14.5. AUAUH( Adl Y2 4dsiR (Correspondences in Library) :

AAd 2 AIHIDS Wl 9. AlddH U9 Adud gl ([Qeus],
[asl, (Aazsl, usiusl, Ax-dl>] 28 [QQY useyqsiz $q140 214

&,
@ Yasi-l ISR At @AMl Hidal Y
Babasaheb Ambedkar Open University
Ahmedabad
Date :
To,

Mr. Nayan Bhavsar

jay Ambe book Supplier
44/B, Bhavsar Society.
Nava Vadaj

Ahmedabad



Gllel YAdqsi (External Correspondence)

Dear Sir,

Subject : Procurement of Books

With reference to the above subject, you are requested to supply the
books as per annexure A. These books must be supplied on or before
20th June 2020. You may confim the order in writing immediately on
receipt of the same.

The terms and conditions of the purchase order are as under.

1. Delivery will be done within 29th Days from the order date.
2. Delivery will be made at the address mentioned above.
3. If the order is not delivered by due date. 5 % amount will be

deduct on total amount of bill in every week.

4. If the order is not delivered as per terms and conditions, the
order stands cancelled.

Please feel free to contact the undersigned for any clarification on
discrepancy in the order details.

Best Regards.

Yours faithfully

Librarian

Enclosure List

1. Books list

uy



dquivl slacy (The Writing Skills)

yg

@ AHMISIY ayH A Al iddl U

Babasaheb Ambedkar Open University
Ahmedabad

Date :

To

Advanced Management Institute
410, Jolly Bhavan No. 1

New marine Lines

Mumbai-400 020

Dear Sir,

Subject : Subscription for, “Journal of International Marketing

We would like to Subscribe the “Journal of International Marketing”
for the period of April 2020 to March 2021 at your Subscription
price. Herewith; we are enclosing a D.D. (Vide D.D, no. 855706
dated 23-02-20 for Rs. 7140=00 (Seven Thousand One Hundred Forty
Rupees) favour of “Advanced Management Institute”, Mumbai.

Please acknowledge the receipt and start sending the journal at the
earliest.

Thank you.
Yours faithfully,

Librarian




Gllel YAdqsi (External Correspondence)

o AHMS Ryua dqaurd Ul u

Babasaheb Ambedkar Open University

Ahmedabad

Date :

To

Jashubhai Digital Media Pvt. Ltd.
D-222/2, MIDC, TTC Industrial Area
Shivane, Thane Belapur Road, Nerul
Navi Mumbai-400 076

Dear Sir,
Subject : Renewal of Subscription for “DIGIT”

Kindly renew our subscription for a period of one year from April
2020 to March 2021. Herewith; we enclose a D.D. (Vide D.D. no
278040 dated 15-03-20 for Rs. 1200=00 (Rupees One Thousand
Two Hundread only) in favour of “Jashubhai Digital Media Pvt. Ltd..”

Mumbai

Please acknowledge the receipt and start the magazine at the earliest

Thank you .

Yours faithfully,

Librarian

y9



duir 5l9ey (The Writing Skills)

Ye

o A4S darHul vedl 254 2491 quilal ust

Babasaheb Ambedkar Open University
Ahmedabad

Date :

To

The Subscription Manager

Sage Publications

B-1/1-1, Mohan Co-operative Industrial Area

Mathura Road, P.O.Box No.7
New Delhi - 110 044

Dear Sir,
Subject Subscription for “Global Business Review”

Please refer to your no GR/Jan/l dated 11th February 2020. As di-
rected we are sending the shortfall amount “Global Business Review”
subscription i.e.Rs. 90=00 (Rupees Ninety) by cheque No. 013127
dated 20/02/20. drawn Corporation Bank enclosed herewith.

Thank you.
Yours faithfully,

Librarian

a#i] waifa asiA

5. dulauHl Yoduy durH WISl uA dil.
Ay : 1. aHRl v sl youHl qul.

2. dHI”1 walolldl U510l 2544 Yd 2dd yael 418 €vLdl.



Gllel YAdqsi (External Correspondence)

14.6 Al2A% (Summary) :

21 YlmieMl dy Yoy dHY YAH qugd] v [AY 9y Mil8douR
qdl sl 2l YlHeHl 28 AHIUARS A qlUARS Uzl dSidd
ANdl. Al AU del UAAdSIR 5SS GELSRYL 2L ¥ 2HLUE)
AARAH] 2] G YsiedqsiR¥Ml Guylofl] Alased. x4 21l Avil
S5 2 Ylre aMd ay Gualdll yraiz .

14.7 a1l xould asizi-u Gzl

Name

subject & Branch
Semester

Date :

The Librarian
Institute Name ...
Institute Address...

Sub : Application for Library Card
Dear Librarian,

This application is to request issue a library card. I was used to
visiting the library to study books in the evening for the last one year.
But due to issues now it’s difficult to visit libary every day to study
books of my interest. So I request to issue me a library card which
would help me to take books home and them in free hours. All the
documents required for this purpose had been attached with the application

Kindly request you to issue my library card.

Yours faithfully,

Ashish Patel

Sector 21
Chandigadh
9th March, 2020

Dear Sita

Ye



dquivl slacy (The Writing Skills)

£0

Thank you very much for your letter. It great to here from you after

so many months. You having sent to be having nice time in Ahmedabad.

Thanks also for the photographs. I absolutely loved that snap of yours
standing in front of the Sardar Statue. Someday, I would definetly like
to go there.

There’s not much happening here. I am busy with my work and kids.

By the way are you coming home anytime soon ? If you are, let me
the dates and we will arrange to meet up.

Hope to see you soon !

Meena
3.

1. AIYAIRS U2t Gl g A-luALRS Uzl gl dgnl AHAd
8.

2. ofl uzlell dellxlell 4] Ui 2eor 6.

3. Yol 2lPqign e oy sail ddl %el o.

4. AIYAIRS Uzl duiql HIE v My €ld &9, . d-luARs
ust 12 sl MLy e,

5. [zl A dllaAlél U0l IUARS umHl Gyl usid w2

uARS YAl qiu] asial e,

4. NAd HHAl 531,

5. NAd HHA~l 531,

14.8 5@l 21+ [dely a4 (Reference for further reading).

* Patel, V. & Patel U. (2013) Textbook of communication Skills,
Vallabh Vidyanagar : Riya Publishing House.

* S.S. (2018, November 19). Difference betweem formal and
informal communication. Retrieved February 21, 2020, from
Keydifference : htts://keydifferrences com/differrences-between-

formal-and informal-communication.html
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BAOU S OlLGLAULEG AiAss wllUel Y(AcRlE]

(AR UWLR gl %&lmd)

BLIS-109
YeAlAotall slatcll

(Communication Skills)

[Qewat

5

UlY (s Auiat 5l2Lc ( Modern Writing Skills)

WSU-15: EURAAL Yoo d/ulloll Al

ASH-16: WA Aulal

AsH-17: ysilacll slaca




Qeslet :

Ul SL a{l Guitelt

AULEel :

St Qaisl cau

SL Adell We
@Qya dRA[Q:
(2020-2022)

St Qaisl e

SL s sletslal

Sl AdA Clg
(2017-2019)

St daucll euaR
SL diel usa
NN EIRIEI
Autat:

Sl Qaisl cau

Qe uRAn et

Sl Heis AAel
St 33le ysaet
ell YRt
Gllst w2

(. aotead 3. aacll

(Raumssll, et A s GRS Nos ARt WA
Sl Gl AiASSR B Uot Y[AARIE], HUHELCUE.

AR, ol sl Hddl [@Qstist [Qeuot
SL sl AASSR B Uot YA cRIEL HHELCUE.

U, SL GIoIRAUSH WiASSR WUel YAARIE], WHELCLE.

W3R, sl sl Hdl [@Qstist [Qeuoat
Sl clllAUEH AASSR B Uot YA RIE, MHELCUE

WsAR, Jaic Al M@l [@Qstiat [@Qewot, ofsnd [Qeudls, HUMeLalE.

WHAR, Jalcad aal 1@l [@stiot [Qawol, ofrAd YERARTE], HUHELCLE

slaule, HRE AxYFaAsl SIA%, WIRLE.
sauld, BudsoRr Al S1A%, [EHdstoLR.
JUUA, 9% YR RIS, wWHELdlE.

AR, ol Aal M3l [@stiat @Qewot
SL sl AHASER B Uot YA RIEL, HHELCUE.

sjauid, il sl M3 djauc, AMAA. YR aRE, oL
yd sjauid, At AUl wsieHl, alillatalR.

URR2oz WEAR, 9fAcl (Aewoy,
Sl LAl AASER B Uot Y(ARIEL, HHELCUE.
[Agd ], sludl Audl wdxbls siA, HauKL.

ystats: slasidl s, St sl WASS WUl YRARIE], wHELCUE.

ISBN :

3-91468-58-3

Aci@sz yad

978

78-9

UL WEAYRAS S ool Bl AiAsSR et YRRl Gus Qeuellaell axtadet 3ql; gadl
Qegett BBl Jonui Al dauk scuHl A B. Boll Uci@sR YA B, ul weuHAMHAA SSul
RAFUHL UL 5l UdEl SLotetlddel uiAssR wlluet YRRl AMd URdleld(l Aealtoll 234



AqAsu

e EuiIRclall HUGicl/ullell @aiel

3uRuil

15.0 Ggal

15.1 Hediq-u

15.2 g:uilen

15.3  evza-ll »3Ruta

15.4 vl qasil

15.5 gulidy Hiay

15.6 2Rl

15.7 uglniw yaol

15.8  a#dl uold asiai-u Gnzl
15.9 wdl3u asel

15.10 2c™ 24 [Q9N alyn

15.0 Geal (Objectives)

2 2sH dldl el ad ey 24 wul.
- g Y 51 dvd] d qHw usul.
- EWIRdAAL A&BIl 8 5.

- Rl A AIHIL Aol Ml usul.

15.1 Yzdiq-i (Introduction)

A\ )

Ui sHAUl 518 AUlsct 5 Alsavi-l AMs Aol 9. ¥ AUlsal el
avl &9 ¥ gHuL Al LAY 9, $ 2l Alsa 5 AlsAMIAl AHS VA
Aid Al deil YR 514 52 9. ERVUIRCAT A HHEIAL HIGIRL 5 611l HII]
Sle A5 2 evied a5y Ad vl usid. 2aal 1S+l [Qeidle]l ua qvil
wstd. d¥ 1A el (Rdeal el aidl ¥ sl

- AYY U5 7% URSRA . ydll gvixd 530.

- S ARSI AFH ARSI 5& 5 dH ... Ul €041
¥4l 52Adl.



w1yls dviq slacy

- AS12 des Gsd . Yl gviixd Hisdl.
- qes 615 ARSIRA . Yl gvilea wHL $RAAlT 56
- EV{URA HEITL MU ] AV dvidIMl 219 €9,

- AYYIE Y] dd A4 oi1ddl HiS] gl [FAIH 5]
ylsdl.

- (A5 Ayl 294 dAAd diAUEY 6i-lddl Hie-] vl
UHL 5A4dlT 5L

- £V AU 47 Y9 €l US.

- X Ylaal@dA Y ylaalidla o a2 dsulas aldl-dl sy d wil
gxvlled L 54l

ugl

15.1.1. 8 ¢ deeuyl qyuid 9. add a4l [ 148 44l 530 516
419y 6 [Quy wlYl 518l Bl YR M £V YHL $Ud] ¥ Y

A

oy 6 [Ny gviled HIS YHE 54l €9 d 14 l4l.

...........................................................

15.2 &gluled (Proposal)

guilzal Qv iR syl (B gald 9. siua 514 [QaiRel]
Uz i 9. 2 (sl 5 2000 Qe s1dll Alw Al 9. Aluled Vel
YR [z sl 2u1d €. Ayl Heqan wq wReurlad Al ¥3Rk41d
gl 9. A 4wl o4 lY dl d-l L0 AAIQAH] 1] &9 e Yed]
Aril AetlAct A U 51 54Ul 32 US 9. Al EUAY ERURA SEUHL
219 9. gulid" AssHAR], Gyl x(8512] eq AU ATUUNU] 3
61812 AUl 5L 2] &9 2+l ERUIA dll Agdl 5 UUSIY HUR]

“

UR 241512 5 21512 $41ML 214 €9, dl dril 4R VA £Vl

A A\

2A3Y Y sld 9. d HIFse U3 sld R v iRyl ulwse-d] ogqlli-e
Y 2] e Hld] Adl 24 &9, viiA 5304 AR UIDEE 681l AlSS

5 O8I AlSs] H1S dalMl 119 &9 AR 1551 52cl dlsil N vl
U5 Y 5140 2119 €.



ERVRL 251 Yo+l A[IUM[ USL &l A5 AU wIEY e [A2
18-l Hlel gxldy [A3UM Y9 sl us.

X3 EUURAM] M[QA HIS 1N @lldll €14 412 Modal Values
- “Will”, “Shall”, “may”, “Can” «il 414 dd yva Goye ad Gualol
Y 9.

15.3  &uied we %331 (Requirments of a Proposal)

wal, 2uysl sl wlds yqluedl ug s34,
ugln

15.3.1 seur 521 5 a1l Wil »ys 41554 3QAL &9 ¥ d¥iy uslaHl
NS Yeasiad olfqdl(l 41wl oiridl 91, dlUUH dH ¥ UOLEL
dal w4l el d-ll del oi-ial.

...........................................................

...........................................................

-

Al Aldnl Ygl YsaL €9 dl dHIRl el AU Hadl.
1. & UL HIS USIUML YiSIEY ollqdl %9 &g 7
(a4 2udd] nER Yacisiadld] sHidn-Ma] H¥Y 614199].)

(et Hial-(ct a4y 5181 e WS 2196 YrASIAAH] Ylclil
spasiad ag o u3.)

((Figmt @ls) uldiql dqiR 2 (%1l 444 Al a0 2d ualR
$3 us.)

2. ¢ SAl USIRY YUSIAY oi-llddl §%9 ¢ 7

(ouasl /M Gy alsl wue)
3. ¢ Ul [AralRMl Yisidy oi-iddl §%9 ¢ 7

(¢ 2 2352 (Qectir o s14 w2 53 7 5129 2uyl.)
4. ¢ 58 Ad wl wour AS ug ?

(wSaua Adl 7 ¢ % Al $2%9 ¢ Al neéua »uudl 7 weis
419d(])



w1yls dviq slacy

5. T AEIYYA ) el A Y ) sedl 9 7
(120 s1a Gur 3ear 3(ud & 7 ofln #ld g1l 4 3edl 3luul
aln q3q 4ol ud d4 9 ?)
L s ogllee 9. 2l dd wal Usi-(l aldell sinuqal g9
e9l. dell elal gl
el 2148 i I Gl 2 Al HIFse 56 9. ddl el
el uglnul 2 ulgsel 2a3u4l [ega sA04. a4l ¥ qawgil

N

¥ s uldiql vAl qS Hils Ad ddR 53 9 dd 2AUluARs
Ad avil x4 g2dld® $241 5304, a#iRl vlel 2 vl [Fey

-

£9.

aA¥ a¥il 526 i (Aol ddals d usl. 21451305 el
A2l s1R161113] HraldlA2] Ayl &9 i uedl Hyl 24 9.

N vl duid $1¢5 AHAL HIH 21 €9 dl A4l 61612 Hiddll
Recll [QuRAIHl 11d €9 Al gvilra Usdl Y5l eqMl »11d 6.

2] 2d eviled @M 19 9.

A0 Y yRUly (UlFse), eviiedd 4104 Jd [Qaal qo 4
Al 21d €9, Al dl U3 SAM A 9 dl HIFSS §1HdA
weqle ¥ wald Adl UsHdAl 6 & 2 WAL uL yMIqdl U,
aAdl e:vtiea 9 2 Wiyl 9.

ugln

15.3.2 a4l udealldl Heeud] sidus wia uglug [aze e-udl
Feil WIS v oiqd] %3] €ld. (dd wal, Ysiay
geslAsid, wled sdol q4003)

...........................................................

...........................................................

15.4 g2un-u 448l (Features of Proposal)

EQUIRcL el M1 ol 2id &9 5 ¥ licd w2l »adl dl
¥ lecica & UG AHL sYS GHRAL M2, oAy, slHE AUl dl 5Y5
g R 52ql MIS AML MY Al YAl A5G $2AUHT 2419 9. il A58



ERulleAll YA/ UIALA 4Bl
Y19y SALAUHL/AYIRAAUHL 1 9.

A

gulectrdl U3GAM] A~ Ad Y dleicd 4ud 9 a8 5a1H]

N

21d 97 1R el d Y #33 &9 dril U NY 9. Al R U d-l 4Ly
$1R8L Y] U1y sA1HI 211d €9, gvileal YRl w1 2l AlSU~Il SIYE]
AaALH[ 219 9.

gxullecl quidl (1A yodll ¥3[R4la sly &9.

- qul'

- ARl XA

- Gsdall Heclld

- AULRAY/51R81 Ul

- S14817 GNoUR 5q1/5A(44l

- st H1e 0y

2l w2 Ylayl wie-l 25l ¢s eviiea 1udlHl id] 6.

4412 7 am ¥l 10 am 4l MG 2ls 42 vwel 2uEs ¢ld 9. o
ALl e A9 514 9 vl e 5 km @lol]l ny 9. 2 @l ulely
squerel] a3 53 wera ¥Fle Hal - yHl sld 9. Al Yoo ¥l <dlsd
Hie a2 S8 SR04l [Ead eRdin Helell sl 524 254 9. Wl
oilasl 5 sldw-l [Qenel>1 »ax 1 km $dl leg &ld dl 48 dls-
ade § e ulRdsw+l Guylor s wny 9. 1.5 kmeil HdR¥[ U2yl
¥l @lsl HiS A9 dRAAY oiaqal 0. vl vorvial yal @lsivil Yesel-
AR oiid] Us1A.

dHi?l waifa asi2Al

Y :
(1) 2ude] wourl a¥iRl wdiel @uil.
(i1) dMIR walolid 254l 2d AUl D6 418 AUl

1. aisd 1 el 340 sy 514 Y SAUHI iy &9 7



w1yls dviq slacy

2. sy 4 e 5 Y ultdsa 5289 7

4. qisd 1 el 5 4 [3a1yesy edin Avil.

5. 6 alsd¥l ide [Farue-r uocdys (14 1l 52.



ERulleAll YA/ UIALA 4Bl

6. Modal Verb ‘should’ g2t 9+l seu-i ealqdidi »1d ¢9 7

7. 6 dis4¥l Al 41S Passive Voiceril GUHIOL $4d1Ml 14l 7

2 HEAIAL FUS MY Hed dH AU UL 5 Evlldd 5
Ad 2y sl ASA. 200911 [0 HINE EuicAAl QL] e
A d¥IR Yol d-l w8 Hadl.

ugln
4. ad auRl A e ). Yrasiad-i [zl Gusizos Caferdl
AorqleS Hew] eviiea w1y d4lR 3.
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ad 134l ouoial G420 gdl
e DAl Q8 A s3el 1Al
Allds AR : Yas1adnl 4y 2 Al sHAR] S A@sHl (Ui

(Cafe)ll ¥3Ruid. 1 km g2 2uda 324 vl e alsl
Ay 61139l sl

2l : yeasiad-d] el wouldl IO ARAIE¥] 51 51 526l
alsivll w3[R41c 5ell viail/-ueaidl arg-l gl 4414l
sedl eoddl ¥3(R4ia.

Buaj/arellug :yasiadnl s423] s qedldl 21 ol deenl glau
sldl.
[sar w12 [Q-dl : e il oiq dedl assuell Ao sl

\ A

gxvilearl yel yel Sqdl ¥saldl 2id & Al 5 dAUl U3 54l

-

ya oyal, sl vleq, A4 a4l He q9l?.

YAl Ben sao 43 s2q1. A 4Addl [Qenel>12 -
Rias e saulaqd Hag 24 ylaidl S % sdl. [Ras [Qesll-
dulr sa1 12 Hee sl 56l U5, gRviAA] YAEl AUIR ©.

- 2 gl waud ©.

- 2 2edl [Qenelll ¥ qud 6.

- 21 a0l seell Mgl sed dl Al

- sdo) HiS-l] woul wud €9 sedl ALl 32 usd d ¥oud o.
- d st qe [Qdl 52 6.

Hlel $AS Y ARSI WA N MIS gVl WML SRAIM 19 €.
3Qa-l] s1q8l] gvilecrl 21412 YR L4 9. AVl il Y1l £V
56 9.

MINL YR i Sl 59

Euflcl AUOE AL HERIH[ qUAAL €9. il U &l £g, cdIRued]
a¥d s8] s AsUl 3 EvURAM Y AUHIAYG 5L AE{H UM £V
aviquil A1 &9 el def 59l USIRY HeTd €.

gxvileal qURIFY (A4 g1l ¥ HYR $AUM[ 211d 9.

2[5 &5 Acel a4 5] Yeasiga] eviad Hsa4 g3l 2yl
.



ERulleAll YA/ UIALA 4Bl
guedl AHdoAd SUll 92 4“5l 107 ity Hq9l.

Sudll 3ed Hsq qe grviled o] Sl ddiR A€l dl g
Yilsd] auiAl sdl.

Sudlyl syl gviiea AHYR 53 8dl e Hyred ofleicl.
Aquian Uldil gviira addlMl dddl uqd Hisdl udly s& ed.
uedlHl3dL Yoaisiad M1l sl s 53¢l exvitzardl @lon uMA-]
A Adl el ques Hsd 4yl 2wl gxvira $RuEl, g 2l 4l
RY 52 Y.

15.5 gviizay WAy (Framework of proposal)

24191011 [AR1LOIM 211US] vt WALl AEBIl AHL. 2l (Ao
2148 Al Ylatrd @ddl AduIHI~ Us1Rw(] vl Hd1A 5209

vl HIAY A ¢ld 9 ¥ 28l [Aega 520 usl>l ¢l¥. d
sedls uirl Y4l doud] asly. A d [Qoudarr guldd] g 9 dl
Al a3 dRiaed] i 9. i ARIA Vol ¥ s19wYds qvid &9 Fedl
qrsd USHl el i eqldl 2id. AU VAL [ANAdg ] Al
53 89 2 Sgild AqlAUd 119 &.

il [QAPUOIAL ERUURAATL §R5 19U AUIAAHI/ASIAAH] 2199
U], ¥ €25 ERURA AUZUL & 2 5 U] AU dHd qal ALl
Zd aqwal AeH 59 5 evlled duidi] Uz 5§ 9 56 Ad qul 112l
2d gtz avil usiy.

15.5.1. 1yl 4120

211 g2ui1ed ELT ] yeasl viausly yeasiad- MGL ylRalid-u
ARy ManHl wHL sAdUH 21d] 9. HleltolAl sidy-i [Aenelil-
e el wid sral/elvad] %32 &9. % ouasi/Qensdl>i 2w Hiy
ALl [adel sly €. A4 §2%90 ¢ld &9 5 d2il $lo&e el suddl
U de el slead 352, vilaisld Yeasiad Alssd HsiRl Yds yl
Ul &9, Yeasiadl aulRiay dellAa «lau=1s - [Qensdlvi-l SPaux(
MG 2l Ucdld-dl gudcl Haqdqrl Mee Y31 w3 €9 2 sANAM]
44l dld ©.

dui?l waifa asi2Al

iy : (1) 4 2udd] wouul dxil Grr il

(2) 2s4ril d i Grrl Ad a¥il Grik+ 44,



w1yls dviq slacy

8. uddl aisqMl § sedlHl id &9 7

9. olly aisd § 2le1edsa 52 ¢9 7

10.  geell o] qaisy sy 514 Y 52 &9 7
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Ael, 2148l AUl e Y sl Hid] 814 ddl gl
Ayl AL,

15.5.2. 4v4 Wy

Bidrgil 202 Yaisidd Hie ¥4l Haqdl Hie+(l g:uiled

Qe w¥l $A4LH] 211d]

YeloRYIlAs [Bld sy

Brdwg¥l 802y aldel A1 [Aaids gl 12 4@%(2 2019

axi?] wila asiA

Ay (1) A4 2uddl yourul dHil Grr Quil.

(2) 4 2d v Grel a4 a¥iRl Grik+ 4vudl.

11, 2w adq o Hldd] 21 ¢ 7
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12, 2use g (uoell) ydle s2qi4i 2ud ¢ 7

13. 2 31 qolyl-d ¢9 7

14. & sleu grl YAl saimi 2ud ¢ 7
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15.5.3 i

Azl ol 52 ¢ 5 [Bdwwy a8l 802y Yrasiad
1 w4l 519980 5], 21 4HA US ] e NER YrasiaUlHl
U2l vyl @lsleil qaRl 4 &l 9. il ASR A Al ©.
G HiAqMl Hid €9/ QoL ALY &9 5 ASRHL Al Y5l ]
%32 89. B1dway ¥Byn-l ouyHl »udg vl 4si+ i g
HIS Y194 &9, U $H ASIEL 5AM e dg d9dR, Yisidd-d]
dlatul Gualol sl wAHI] $2qUM[ 21199,

axi1?] waila asiA

Ay (1) A4 2uddl yourul dHil Grr duil.

(2) 4 2d i Grel a4 a¥iRl Grik+ 4vudl.

15. i 4 eud ¢ ?
16. d eud & d Heraril el 4 & 7
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15.5.4 yrseyld / wangdlas

i q ASH[ 6 YRASIAY ASAIRY LAY SAML 1Y
wofl Yals ALl /ML d4IR] AYl. 2l ASHL Rl dlsl
v $309 Yarel o5 alAqMl 4o qisl 9. Aldray Ryosdu-]
GUYHL 1Al YSIAY IS XodL s8] sraMl 2iid] €9, 1l 299ril
GUUlol SAGELOIL UEAU T HIS $RAUML YAl scll. HEU 1S
el yo HIEl wodl siaqdiHl idl &9 2 sd 2l HaH
vl €9, 211 Hsie/Mdn ASRHL Y] wou1d 2idg 9 5 uSHl
oyl dlsl addidel] »udl us. Al s Yy Adl u9 o 5
FHl AlR[AS [Fe] DVD~l AUl 25 4191 6i~i1qdl.

a#i] waila asiA

Ay o (1) A4 2qddl yourni dxil Grr auil.

(2) §su AHd 2ddl Grrl w8 dHil Grd AHndl.
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18. i [Acyor aynd o 56 ¢ 7

19. 3 el 5 asysl gy a€ saHl iy &9 7

15.5.5 d$

sl el qd] R6E ™A Adl Aol 9 5 g Yrsidd
oirildg 2AlAud sq. 2 Yeasiaddl ¥3R41a Adl A oy
ed % w2 alsl d-l yceuddl Gualor 531 3. arAl (82
Jycisicdl usddl 1551 $2q1 s SRR 234 2140 2114]
sdl. Yeasiad 2 Al el ¢ 5 ¥4l d-il 464l glrAleiRel
[alay wl8lAs Yaasl uia 33 usd, ardl asd. suasl -
gl ofe A3 dAd Hd 8. dul Aldcd Y 2walRa [Bey
ug el qadl usd.
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axi?l waila asiA

iy : (1) 14 k] wouul dxil Grr Quil.

(2) su AHd 2ddl Grrl w8 dHil Gl AHNdl.

20. 2L [Qeuo-l g Y &9 7

15.5.6. &RVl

Gur 2uddl sieidl Aal U 2d & 5 Yasiad-]
w34l YU 9. Yeasiady 1S 4000 «Al.se-ll woul 410y
6. 2l ¥oUl AR VL] €9 e IS YL HiSw] NEUA
2] oS 9. Al YRl HHINHL 50Ul ¢ Dol Yeisledell ACH]
al 2oy s asd 2 uldil 444 YAq1R 530 usd.

Yeas 2 SISl uviar M1 ewel siniqdal-dl ¥32 €.
Ul 2ot e vl uo w3Rald &, el alsl Al ol
qia+t 53 U5, Al Qe Mg As A0 418612 Rl Y8 ¥3R4id

N

&.

a#i] waila asiA

Ay o (1) A4 2qddl yourni dxil Grr duil.
(2) §sul A 2ddl Grrl w18 dHIl Gl AHNd.
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21.  dslacuor x4 gviied [Aciord A3l AlHid 531 5¢5 €9 7
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15.5.7. AHEIDd WY

of qy Hierl CUSISAR U 3. 24,00,000
Aaldun, envdl alsqsll, el v 3. 1,00,000
o5 Yre RASIY 3. 30,00,000
18612 oAl 3. 10,00,000
8 Yaisidd sHARAl YoUR 3. 10,00,000
2 A5ty sHulAL YR 3. 1,00,000
¥ vy 3. 1,00,000
ylqe- 3. 50,000
Y_YRWL v 3. 1,00,000
54 3. 83,00,000
HEIDA 4UdR 3. 10,00,000

a#i] waila asiA

iy : (1) 14 2kl wouul dxil Grr Quil.

(2) 2sHl sd 2wden Grl wd axin Grrd d4HANnal.

24. 2 [Qeuo] ur HIE #3297

25.  d ¥l s awM[ Y yaud 9 7
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15.5.8. 3sldel

- sl w3Ruld Ay ¢9.
- g 4elul Heq 53] quaard] 24 s o9,
- gl AHAHCR AqAA Ul A 6.

- gelgel [Acqorel yrsa Yaasicl Gualor s aslyl ¢l

dHi?l waifa asi2Al

iy : (1) 4 2ddl wouul dxil Grr @il

(2) 4 2d i Grel a4 a¥iRl Grik+ 4vudl.

26. A [Acuor Y usilEa 529 7
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15.5.9 GY8IR

GYR wRUAE A A (53l Y] s8] UsY 5 2l 51484
Eul2cl &9 ¥ 3] ids $A4U. il £Vl U]

210104] [F94 4194 YRR Y 8.

guileclrl 43l HIS wHL sAqH 2] €.

od durRidicll Mg

Ay o (1) A4 2qddl yourni dxil Grr auil.

(2) §sul A 2ddl Grrl w18 dHIl Gl AHNd.

28.  GuR »idd [Qcqorg § 514 &9 7
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dui?l waifa asi2Al

iy : (1) 4 2dd] wounl dxil Grr il
(2) 4 2d v Grel a4 a¥iRl Grik+ 4vudl.

30. 14 erviirand [Qeqolyl Y sAtl id] 9. d-l [Aeior yHig)
%5 5204 €35 [Qeior v 14 sulde coaniel] 410y AUlNs wltl-
vl

YsaoieS, MIoldl in Y sl XYZ 1101 Al Agdlollz1lxl XYZ
Ylraladla saulaq yeasiay-l sedi 24 x 7 AlkalisiRl ciqe
Hieell exviied %y 530,

D ERICE]

IR

M5

gl

£l A%
S14f YU
Aellya g6 Wy

GUH IR

A1[8s, Ssrlelwsd, HlSdlue, qaxdllAuds - AX518004 si16icl]
lscieil @At el Al S1AHE YHIRL 52 €9, VL YHIRL 2l YHIRAIL UHIHL
2 s41R)/2dd q4iRl 4 &l 9. Aalds deuidl, Harxl, AYe1dl 214 536411
Ayl Y43l éa URRAlAA sl ¥ NSA. 211 olH] A2e¥il, HRUGEIR
[Qeusl waaui vior Asusll 2 21245125 2d] EA Yull A A4y
530 2l 9. [Qeuell>l Aseud qau qal 14, A58 qeloyl ouoial sl

S5l [Ac1u-14l Uldlidl Yvd AHY YAIR 52 9. d Al el A1
AFY 4 ¥ 2l .

2149l e [Qeedla Rlagd dodl Yol ¥ IRl 2gedl 2ludl
1S vol ¥ Ul $2 €9, [Qeellnl MUl e HIAEUHIE HIS MR,
q1oy 2ld s19% dardl iddl e, [Qenel2il[ vdvie s 2qeql Y
ursall #32 9. Ul dil sl 241y oug il & e Yldidll YR8l
2 (A5 HIS 519 52, Yasiddnl]l seMl 24 X T lrdlEgR oirudaldl ¥
gvecl XYZ oL dellr AUl 52 &9 d~il »uad [Agi-il -1 eI+
q2d Ed el Asdlil .

21



w1yls dviq slacy

22

XYZ 2w g9 2t glaaied] [Qenal>iqa 2105y 9. 41l 52l
[Qenel] vior Hiel USRA 2 52dls -l ASA4A] 2ud d  (Qeusl>1i]
S12l1s R 21 A+l siavuel %el el 4ud 9. diid 2sellon-d
uvR s4124 49l usdl «ell, du-l 518 2Ad] ooy el 5 wrul d 4l
us, dAsoflad a3l dd slavil 4, yldidr [QaRl 217 Hadl % 530
us o ddla 2 w5, [Qensl2l ylaie - gl oqid €9 e uldiril
HlIeo1] AHY AH Y YAIR 52 69 d oflo oyl e ulR¥A sl Y8l
Uil o] sl Al Uldidl ¥ YU 681k NY 9. ¥H &9 VU HAN
e 9. sldMl sedls [Qeuedll izl viusHl UlaMl o1l Sdl AR Al
$34dl/vRI0L 2Md Yyl

gxuilzdrll Sg ~fld MGl &9

DY b)

- el ¥4l dus sgeiq 49 d-l vid?l 54,

- [Qeiadl»iA4 wour Y2l wisdl w4l dil [44*2 412 i (Refresh)
2.

- [Qeuel>ilqa 24 sais ylaaxil ua .
- dalRs e Y7ol oi6idl (B9 s,

2141 el (Qenel>l aya-l Haleiel] otuder 8. d»l 24 x
7 [Qeuell>l ¢9. 24 x 7 GuAus (Cafe) «l eviea Y435l & d XYZ 119
AR Al 214 el [Qenelti-l qin Avdaly %32 & 221 dY
SaAHl 24 seus dlAs suual ASA.

24 x 7 Gusik 48, (UsiG, Cafe) g ¢4

- 25 Cyber Zone &4 240 el ool 30 s#2yer i, drll
a1 s1gls drerred Asiw sd 2l [Qene] World wide web
aud 53 as. il us.

- s Al 4 51GeR g9 ¥ [Qeudl>lA ol «uwdal, sag yHdld,
Al $9le FYA Y UL,

- 215 News Corner ¢4 o4l [Qeudl>] el Yaasl A/l us.

- 25 slddl AGs eod 9 w4l [Qenedl>1l oAl uldiril ezl YR
2l 520 us.

- 25 TV vs o4l [Qenel>] 2dl A 43.

- 25 dollavis ¥4l S35l i Juke box+fl Yl sld. ¥l [Qeuei]
2T Aol i@l us.

- A5 ¥A-AHd [Qeior yul [Qanell 324, 2o SR, dlslHen
Qo2 ¥l M| U5 2wl wHH[ s 520 US.



241 20vfl 4l o e s[Alex daik 9.

- Cafe < A4l qaddl A+ s8] 441l wqusiel?] 215 sl{2]
¢9 271 Cafei]l o4l e 52dl, 232 Houdqqi, Caferil 48
(v AVl wqueielR] ofl s[B[2] 9. 21 41U 6 MM S1e

424!

- Aluyy Cafe oiriqql 412 dlel 2l =19 %oyl Yale 5140 21199,
aéll usddil sl (Report) oieildari 24149, n Srs2 HUdAUH]

Y[ 1199,

20199,

- oflon [AGio040 w41 AQcRs1M AlG 4 Y ¢ 4R Cafe Hie-i

ERulleAll YA/ UIALA 4Bl

180 Houqardl 21q9 el sHAA] [AMYSs s2qM] 2199,

1) Budget for Salaries/Wages
Personnel required
Place Manager/Instructor Attendant
Cyber Zone 1 1
Snacks counter 1 2
Gym 1 -
Reading room
News corner - 1
General - 2
Monthly Emoluments (per person-per month in Rs.)
Place Manager/Instructor Attendant
Cyber Café 5000 2500
Cafeteria 4500 2500
Gym 5500 -
Library 5000 2000
General - 2000

Budget for Equipment (in Rs.)

Air Furniture | Equipment | Sports Electronic | Cafeteria | Cyber
Condi- | (for for Gym | Accessories | Equipment (kitchen Cafe
tioners | reading (for Health | (for TV and | appliances
room, Club) Music Room)| including
discussion automatic
hall, TV soft drink
and Music vending
room) machines)
20,000 | 30,000 15,000 10,000 25,000 20,000 | 100000

2)

Budget for Construction Related Expenditure (in Rs.)
Soft Material including electronic equipment etc. 10,00,00
Hard Material including cement, bricks, etc. 70,00,00
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24

R 2L YRS Yol [Qasl el vid] nag 5 [Qeuyes el
Y deil 5l Y9 4y awR . d«l &g [Qendl¥ill Alscaql dalols
[sid s2ail 9. dalds deeuzlxd [Qenedliql qduids s 4ls9d
Qs el usq dedl] otll ds 2uudl A2, 24 x 7 Cafe (518) v
Alus @ag yuaq ¢ e A4l (a8 v 4413wy A 54 (61g)
Avid Hdetl sl 9. d-il A5 &g [Qenddlia Qs 4 vl ARl g™
YRl usarl w9, [Qenell>iic 24 sels vol ¥ A5 4 dqqdid] o4l o
Al $AHl o Guasy Y d Hie s eigldy Gudldl] Cafe] vor #32

N

9.

o gviid s dalRs Heeu [Qendl ulallA>102 avil sdl. el
2E2 U YU d¥ VR 5l 814 AR d d EUURAH 5¢ 66l AHIDU
529) 2 gl (olEl) 25ER HIAY 39 €ld dil 2l g Y €.

15.6  #121% (Summary)

2l AEHH[ gvilead ALl ¥3RAlA, eVl &V 2l vl
WU AR 9. A8 539, 41Oy SRAAY Al AHNAG FAl PUNIAL A
Gudlol syl ¢9. 2142 [Aeuorml »u8l Passive form YR 6412 24l Sdl.

15.7  uglai raod

l. (1) rad2léda Yisicd
(2) Bwea yeasiaa«] vlsasi]
2. a4l nd sl

98]

214 4ldls wyedl evizal Yl 9. aMidl wd axi?l Al s,
(1) deerre Asor a8l sy doidl Aorae s:dl.

(2) #sa (Club) a3 529.

(3) nal 2cdsH] 43 $Al.

(4) edsl «dl arvn viadl.

(5) sHul suasl w4 aldlaa-l Aoias 5l

4. 15.5 Qo] deed al.

(1) 2ital usiRl sldy Sl Gl1 Gcie s 2ud .

(2) wsll, el A 2llsuw1q Bz od o.

(3) Rl 5127 wesael] esisarmi 2udl.

(4) asu ot nd/sid s34 $1R s1HelRlA A1$304 AviIR glrl 2sAll3d
Qail Y54l 2409 6.



ERulleAll YA/ UIALA 4Bl
(5) W3aull ult Hsy 5420 gl sl 2udl sdl.

(6) cflls [Qsu 17 Ru14% [Qsu-4l dloted U162 D] NEJUd
oAs1d a1l 2udl sdl.

(7) #letoordr uH1y s w4l 14 dAAS saH 2ied] 6.
(8) 2 i 2°4l ¢ld dl &Rl GHEeQIR- HEd W 53dld 5§ .
(9) VIP 2t1qqinit lq i1 [Qecliedl 6141 @cll>i] ALvvil 5414 Viici]

N

e.
(10) nqr Q4R auSsid Yeial.

5. (1) dl silRuea ofure el 9.
(2) A s14 2aal B yalqi yo© 4 oy e
(3) ot wlvlor sixudsua sl wviarl iy 9.
(4) s g 2uylas ssuell sfaar ¥ & &.
(5) wal vedldse gla o-ll &l .

15.8  axidl yould a1zt Griwl (Answer of Self Check Exercise)

1. 13 [Qeud & d A4 2. qlsl WRRAlAT a8+ seald 514 523 €9,
2. 4 D 5 qQusd UMRAL SU 52 9. AUH.W. sl 2lF5 519
[ead eARaln ded 2l0oAql 2ausd 9. vol 2Uleg »dR glal e9al

woms vl [Qeusdl s sid% vl [Qeusdl»i4 uasl /| qyds
ulRas~t-l Guylol s:ql U3 ¢9.

3. G3d evRAMl EA(AAH IS 5 28 YOl AL HIS R 6l
oirilqqin €35 424 1.5 kmy de Avig.
25l A2 syl 2R [Buue (Stative Verb) gu-it [Zuiug €.

ARl

N

Modal Verb ‘Should’ <i6iei?l g9d ¢9.

N N D B

Al olislddl 2 ealdql Passive Voice+l Gulol
gyl &dl.

8. U4 sy Hiled] »ud ¢ 3 M.GL. y[Ralid-u oy (Ao
w1y ([Qeiold) Yasiay oiridal uRd o4l $AALUHL 21d]

N

8.

A\ A

9. ofly sy vudisly (lQeudlld) yeasiad-dl »3R4ia sald 9. %
ol sid all Aedd SPae Al3ayMyl 4l 4l dar Under-
graduate [Qeudl>i]l 4l &9, dvil 4194 qlAel, §Acl Uil 524l
g2%9 &9 e Al AAw el guqdl el didly daidl g

A

elq €.
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10.

1.

12.

13.
14.
15.
16.

17.

18.

19.

20.
21.

22.
23.

24.
25.

26.
27.

28.

gedl o qusdl vilalsld Ysiaddl ¥3R4idd qHA U .
el sl dMnae »uddl ¢.

2T 2yl 2119d] HUBHL. gvira oiid] ¢l si4 Aol &9
i Sl gll gVl 6mlddlMl Al €9. L 6l16ldll HHIQU
53 9.

Yl guqieel AAldraM UASHI 1Y YASIAY Gl HIS FOUL Hild
524l 2 9.

d 2ldwa¥ wSH[ e+ A4l 54 21dd] €9,

-

812y yeasiad Aldlanu [Aais gl YR sl 2ud 6.
L AU 5941 Ayl wql Yisiad] ¥3R4la equld ©.

L AIRADUAL Al gl idl YisiEdnll AHe M 9. Gys A5l
AVAH[ A AL AYIR]L 2l HVA S18L 9. Ul Yrelsiad HieHH]
410y oyl Sl MAHQAl U9 A8l qHIQA SU 9. W ¥
54 [Rdu/Rlsi9 sAAML 2y 6.

U128 Yrausicd-dl Hazey M 249 Rl aASl Y9 2l EuHRA
AS1AMS A,

21 (e s d-l yseyRell WRlRd sud . ¥ 19l Yasiaydl
w3Ruld AMdY 1Y €.

Yelsldy H1S 20Ul w1551 5] 2 Al HiS d 4LH XUl & d

-

21 qusyl gqld €.
2 [A6100 Pidrayl g Yrsldd A3 5l dS5 ALY 6.

Yecsiay HieHl 3[4l ds [Qeid A eviiea [Ac1o1 A sdl
EXI)

sl 933 & A gviizdd All¥s udals A YyAoGAl i 6.

gxviiarll »ie2 Yeasl v Sl ysar sl ivelzl v alsiqa
olofld qidql M1e 2oid 2 vyl ¥3RAldwl Gedv sqUM(

il 9. d dlwUHl s U9 ew[d ¢ 5 uddl iy 412 Cyber
Zone+l eoiel] [Aeior qHidqMl 14,

2 [QeoHl qldsd iR Al [Qold]l UL UM 1 €9,

£l HER HEIWA YA HAHUAL HIS il 1552 Wl £9. d
guliedn s A s1day 52 69,

N

2 [QR19L gL SIHELD GANOAR 52 €9,

w12 d (o1l A4S A (AUl AlH 2 EVAAL AHHATS58
12 A 52 69, AR Ml gvlird viidIlAlds Ald €9,

A

1 [Aeior gl dHitd] alss w4 vialads dd 52 6.



29. 2 [Qeuord] w32 &9 519 5 qAddl as wusiHS [A9 dai M2
d dAST dMANd 8.

30. AR I, 2 $52
AHY158U 3§52
gl 5G

gvlled Ay 7
51441911 8, 9, 10
Aell¥a sa WA 11

GuUASIR 12

15.9 udl3y asel (Key words)

gl : gulled Qv R s+l [Bar gald o,

yuela : Al A e sel 514l

£l HINY] : eviiRaqd [Azga ulSdl 21y 21 uRieEl] U3ia
L.

15.10 #5219 4 di¥41 (REFERENCES AND FURTHER READING)

Brock, S. L. Writing Business Proposals And Reports 01 Edition,
Viva Books Pvt Ltd. New Delhi, 2004, Print.

Forsyth, P. How to Be Better at Writing Reports and Proposals, Kogan
Page Ltd., 2009, print.

*  Hamper. R. J. Baugh, L. Handbook For Writing Proposals, Second Edition,
Print, Paperback, McGraw Hills, print, 2011.
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JisH
16

vedid Quidl

16.0
16.1
16.2
16.3
16.4

16.5
16.6
16.7
16.8
16.9
16.10

3uluil

Ggal

Uil

A3

Al U512l

Adl, Hiay 24 s4
16.4.1z18que- ddl

16.4.2 %daldy Hay
16.4.3xqéx1l 54

nady GetsW : AldRs awql séud
Anéd % sau-l sedls ya-uzl
A

a#12l wald usixi-u Gzl

adlgu acel

A 2 (AN alun

16.0

Ggal (Objectives)

2l AsHH[ 218 A dAuiiel] A0 Y v AsHY QA

sal uedl dd qeH Yl

AEqlelil USRAT Yisicd-l s54102104] GuAlPLiciu v dec{Hi
Qv

Al ddl, Hay - $4 ¥ 54l
Adqd duin-ll aldls yvy A (Tips)2lel uci- qul.
il ogeld aMil d@vusiell g2 53 A aviigd Guyloll oy,

HARS AUl YSdld ddlR $dl.

16.1

U2dldil (Introduction)

153 YRl HeA-HqSIR HIS HE Al 33 oL 9. s AUuld

aA?ls 21uG AL YEL UL AUSAUA] ALl €14 9. ¥l 5eels YlE]



2L Y2l S5 AIUHL A Sl FAl QG AU AHEAE] Sl US.
sedlsqiR il AS Al Al ER YHIL Sl SlA 9. I AHE dH
Al wgetd] sHARIMIA vEald davial H1e sl usl.

ad yedl asl ‘vdald Y 9 77 q9uayl Yelyel UsiR-l Alvid
UediYeilel U512 &9, A Ad sdaldd [Rd “ulBdly sals29 i
aAell il 9. ¥ dicsilds 2 dqely ¥3R4lal- 414 [A-id] »aql
532 [QA1R GIRL RY Ald €9. El.cl. AMIZ wAdl Hed(Sirl HEdld dvidinil
9. 2wyl dd ¥ UIFse s1d 44l 9 d-dll Holal Udald dviqil €.
A1 Yrd AULE ¥ Ysiadl 320 Al (A9 M sealg yedl

US - AR AMI? HAIHY HEAIE duidiHl 1Y €9,

i A5l e ayd Yel el AUSAUAlU] Ao SRAHL H1d
9. a2 AwUs Aaud dls audi-l 48 us.

16.2 & (Report)

Adaudl qou usiRl 6l ws. 2alq wialks dlsl $ oual qlsl
S, qEIcHSs veql A(sSTY, [Rddsidla, Alssa AHYH 251 el
Glsioryds, »luaiRs 2eal s-iluallRs, 2Aid 5 N q993...

AWl YislAdd] YALSid e YEIYEL U511l AHSAUAL] IR
50 el Al el el WA AEAl AL US vl

A

2l AEUELAL HIAMI] GIYDS AHQ 5 2l 2l AHEAUAIH]
A sl dal wiy dlys/Meany dvil.

wéqd dui

29



w1yls dviq slacy

30

16.3  Adaudi-u usi:l (Types of Report)

sdqrele 49l ¥d qaollsd 53 usid : dw [Quadeg g1l (Asdal
wdald, 4q sdud q93) d«l 514 g (sl.d. Hilddlue, [Qdusucys,
AN 243Yg) Al Al g1 (sl.d. UEl ASald], Yat AHeUd], 2 YAURs
Adqudl, 2-lyalRs xdadl) ayy gt (Raasidl x8audl, would +daudl,
2lay wEaldl) wA il ol s, v oy HIugs ([ANydg,
s, Wy, a4y 99l?) @ollsa wdaian doldl A Guylol . Il
wdaldll sedls der A8l 2010 2id 9. Ug UL dHIRl GeY Al
56 d aviar dlvail ¢ R d og Gualoll «#l. wnéqiadvi Alvdll
Sq 1S 12l Guyloll MIUES 2] viol A1HI~/HRA & 2l d €9 d+ll el
2140 YR Ul AHdqudd o usiR4l qollsa s3I usly. 25l wald -
aloll vsdld. Zsl xUdald el 10-12 Uil HEUE 21l dloll AHEdld
2alq ¥ 2uudl ol ¢ly d alel sdqieany qou Aal A dedl alsl
yg gld 4. doud-u decf4ql sl [Qaval RS, el.d. @il Aeqld
SRl 2IUAIRS Al duiaril 211d & A RY SRAUMI 219 9. S5 AHEUE
YIRS U1 1Y 9. Aol AUSAUA] SHAUL SAUcl USI1RAL HIAVIH]
Ry WA 8. wud 25 el Yrad gl (Memo) 2taar 516 v usiR-
UM HISEQUM 21d &9,

doilsS yedle vol ety HIUES 514 9. Yvded 2[435 wdalerl
Sq 518 Al As5Y HUlBclld Y s2all 9. MlICioUIL HrAULSTd HEQE]
HIBdIAnAR 81y 9. [Adasidl x2daial, Uould HEadl, HALAULAL AHEE,
44 vdald ol oyl HSd] wéad 9. sUIRS d¥Hed A UL YAl
19 5 vid] qlRdl sl ua de [Qraue ue Y3 wisdald val 5 sslsdld
g, qAIQSs Hsaq [ daml veg sl iql xSl [Q2AYLIHS
Al S$S8AHl i 9. N d¥He UM UMWl YUY AMIdYU 5l
$EqU 14 dl de MM sl Hid O,

ddlal o Herarl Hiugs 9. ddl g1l AEAdl YA
AluARscl dldl usiy . sHeaa-l Al uxe sl 49 wlal uReal
2§24 5l ¢ld & e el [QavarlHl del uaeoll-] 29d &.
2L HIYESL HIHR AUSUE IUAURS 21 4IRS 214 6 MoHl [P
Ay &9,

el 2] ue e v d Asddl . wel (Memo)
OV 2l Yo MV ASAUAH] AIHIH AE9 HISAAUM] 219 &9, FAUIR
sEqld AUl 6lsiR Hisddll Sld & AR UYL HIAUL USR] HSAUE



HIsAQM] 1] 9. Al AHEUA]L SHUL AIUAIRS UNIHI AU 219
8. 2ialRs wndaa (daarll »g2) el Memo) Hisaqul 2ud . %A
d dloll sl dl SaAMd HIAUIHL HISAM] 21 €9, SaAHd S SHIU
2ilyuRs ddl4i avud 6. 4gl Memo) »daie »ilyalRs 3 418 »ily2ls
Adlul avfl usiy 9. duis s el ude $2 &9 dl HaR 88 G4l
ulReil sla €9.

2l 2148 HEUAA] dlal@sdill 44l 520>,

). ST T (Consciouseness)

Hleidorl 2UlAs1Rs wdalal 25t sld 9. dMl 5412 alst ul-iel]
qard wimit well el 2uAsRs avuasl (Official Writing) aci-di
syl @il 21s €.

*  Asae
ofly uy 9 AsAS. AsAYS nAlg dd ¥4 & dg s8¢, “dd

[Frsiyds/ass2 Ad s697 2 “d-d 44y 5897

1. uFse AEAdr HEHH[. el HIFse Ydl A oi-iiqdl ASA 3
¥ WU €9, dril 5l dYIR W5 5 gR Elol.

2. “An w552 Ad 5897 waly glugsa U AHU¥ a8l 6ed
FeUIHS/URBUASA] GUALIL $dl. “ULFSse YRI Ml ¢ el
qad dqY A4d. A sl HEd UIDSS A9 HSAUIUIHI YL 29l
Ay 569.

3. “Ae qMA 5897 Aalq Y 589 | 56w uiag sl Al yeselil
e 3G Sl U5 A dHl Sedls wlald] eedl s18 4N
sld e a¥ 561y ¥Rl Ma guidal dddldl ¥ dHidl edal uR
ulaleiloiq iy 9. o4 gguidalg aasr asflordl oiiidlad 2+2u2 52
&9 7 d did d vl HIZ gsula us s US. AAAS M Hdl
fscivl] 562 523 €9 5 ¥ ot YeZelly AMIALY 5 Vel AR AHLH[
ded o] us.

»  w4aY (Format)

Al Herard] oloid €. 4104 Hiov 8l GY AY d UL HEdld
yg qavil qisdl usid. 94 34181 (Memo) Ay, 214 €did 1Y,
»*  azgasdl (Objective)

d qrgadl] sld d o Herag ©9. ad [Qrdue sl dHl d qrg
el ani?l calsaora @rosl] 2iadl A6 sl el.d. dyd g Yyl

219 &9 5 Sy Yeasiay-ll s vl yeruMl vladl A6 5 asl?
Yeril d¥ly dde €9 2ed dd AUgsi AUSAUE o HlYdl.
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»* YRidl (Evidence)

e9ed HUOL/552 YRl AIYUM 1 9. dHly [Ardua Hiyd]
YRudl YR il ¢lg A6, SIS s Yadidl iR HAH 1 524l A,
iRl [Aedug 1S 552 2 w512l L A ddl IEIR MU 54l 9
U4l 21412 GUASH il 8ld A d¥ dH ©cl [A2ANY v HAHQ 524l
S1289a 91 dl sl asid. w1 Ad Hiot @owsll 5 g ¥ via:Heuedl

YA €9 d SI10 HAIHY 54l 41 s 4.

axi?l woila asiA

Ay : (1) 2 wouHl ARl FAUel A1l
() d¥idl FUGT HHA Ad AIUE YU UL AUl

1. vEqldn AT GUSEL sSAUM] 2id 9. 2l GUSYL Al HIE
Guylotl daiMl 119 €9 7 Gels8L 2ul.

2. wlddlue (Mldlucir) 2daudl 214 [Aedyaucis sdaidl s¢ 2d
ael U3 &9 7
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3. YRdIUE AHSAIALAL AR USIRAL 4IH Y.

4. il qvyIAd 53,

16.4 ddl, suayy 2+ $4 (Style, Structure & Order)

21 [0l gl udal-Al ddl, ay - syl a4l 520y

16.4.1. daid-l ddl

4G 21U A1 AHE ] yaaTl [ qid 53 odl A, El.d.
218 GG S1Y &qd 5 AHSAld Z51 e oY HINUIH[ QrildEl sldl A,
ASUdA HlSdIUE 2 [Quddg dAle sl A6, (sslsaad], 51 dey
9ldl Al & A e 55l 2% 530 u3) [QAravsucs qqad] slq AL,
Ay ¥ edldl e 1412 YRurql 18 slal ASH. i Y9I ot HSAllHl
edlsid 9. ot ¥ AR Sl Y9l [FRUE AsElHl 1 guld]l Asy.
Sl Hs Herarl HEYY A 8ld &9 5 d 19 WK 52 9 (Avis yid
¥ &9 2 Awldsd 518 A~y Alsa), A s19 qiAqld &, A d-l Y dasl
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&, daldy [Auddaeg Y €9 q912... ual ulReial Hie ddeqdla siy 6.
gl.cl, Al AHeald aiR] Al GR2(a513] aidail &9, ¥ ¥ dlscold
A slavicr v «ell, dd aHil Juradn o aqil ad ¥ 4xyds
€ &9 A4l dvial 1y A Ad e il @vil usid. +°SdaHl Glsiaydsl
2[531514 HIRd] sldl ASA. ad ¥ A1y 2daie 2y 50 &9 d-il 5l

gl Ad 2y sql ul. Al A vl ¥ ulRetald d A1 52 9.
il 21148 Al 5203

Al AR A e 5], YL Y] Al AU S Y
&9 adl waleiul avily. (wlRora 9 el 21e qiavin-l uAeol4; 2+ur 52
&) 14 woucdl yHIG Yy A9 HHR 52l UReal €.

W 232 s$2d1 uRuyl

1. sSqlal a3l 519 52 ¢9 7
AUSAUA 518 Ul 52 &9 7

wddldy [Audarg Y 9 7

2
3
4. S A HIsddldl &9 7 AAlHl 5 AUl dsIR
5 AU Ul H1S AR 5QUHI Hd €9 7

6

seqld 5¢ Ad v 49 7

¥  uculda a4l

1. 2lvRsdid UMY
2. way ()
3. s (Mda 3 uRle) Al yid

2148 2148l Al uHlAa A4l YR Slead sy 2 d g35+]
AUSAL Al Alel i Holtla ult] 5181y

16.4.2 Aéaudq Hiyf

lUAIRS vSald-d Ukl Ay &, dHl 22dls Aol € FHIe]
1Al &9 G0l HeTarl 8. AUSAUdg Ay ulReiald] Hvdl Yy 2141Rd
gld & T 3 dqa-l S, Qasl (Axl s ¥ Wl & 3 6lelr-l),
AUl GIRL AUGURAHL L] U], FUIR HIAY UHE SAUML 211q9] AUl

gLl YR sauMl 2idg Hiav) A1 Ad (14 Hleleorl 5 o4 ¥
dvdl gd. WA 530 21 @loll HE Al elolaHl A1l 9.

16.4.2.1.  dlys uiy
16.4.2.2.  wria/uza (Abstract)
16.4.2.3.  [Ayyqg

16.4.2.4. 1209 (Executive Summary)



16.4.2.5.  ulRuy
16.4.2.6.  daidsy Moy
16.4.2.7.  GuasiR/aIMgl
16.4.2.8.  decf 32
16.4.2.9. uRl[w

YIRS HSUAM] 21 014l UL €14 9. dH ¥ 2l GUAQ UL
qlsis €ld &9, AMNUARS HEUAH] GIHIl 49U 618l 2] AHIQ3
el o], Mle1®ol 10U 2 YRR qou-l sl 9. 5edisHl dl ulRuYy
] GUASIR UYL Al SIS US. MHAIMY AUSAUAH] HAIHY (A9 HAdUH]
21d &9, 32Als HluARS xS URAY A GuASIRA naAd] Avl €.
FU[ 2l 2] deil 5l Al AHEAUAA qaR HIYAURS sSAHl 1 €.

sgqled Hay 14 [Qodqi Ml 21dg 9.

16.4.2.1. dlNs wy

AlNs ury uR MRl 14 uH18 eviid] ASA.

- 4oy 9ly's, of der wlNs €y dl d uQ

- el (AL UM

- ¥ ASqld dHIR $2 & d AAlAMUo UM, d-l 2 Yo dlscid
M 2 slél.

- at (v 4l[371l) FH 21 vSUE dUIR Yyl €.

AN

- S HAdAR HeAl/[ARoU Ul e Al [Ad Alsciel slél

16.4.2.2. A%

IV AEQE] Vol ¥ UM HUSAHIUAHR IR, il 519U
del vl AUEAIE QVild WY AIRGUE AUAH] 219 &9, UIRLU Vol S5

A A Y

gldl NS, d As $5AH 14 250 oeclel]l 9412 + &ldl ASA.

16.4.2.3. [duyazg Wy

Al UM 2L YA ot AR § [Qeiorl dlNs] digl siuqial
21990 Al d ¥ UHIG ASAUAH] sAlAUH 21de 2l dM] ULl 101R
u9l galdlal «d. [AMaqegel wini-l Gged ¥ 9 5 dlYUR ¥ HilSd]
qradl 829 d d-l A4qdlel] ol us.

16.4.2.4. Ri@a (Executive Summary)

) \

#1209 Executive Summary«l % &g & d Abstract $2cl ol

A

%el ¢9. Abstract ol Zsul ¢l €9 AUl ARAe [Aega ©ld &9. d Yvad

A A

AlRYIL, GUASIR 2l HAIHS Y S[5c €14 &9. d 6 Uil $al 4412 14l

wéqd dui
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sldl. ASqUd Hitd 51U Mlel1ol vl Sald el aidal. d¥tl §5d
AR AU €9 2 A X3 WU dl HSALE ALS5A [AGUU o dlA 52
9. dell AU Aqudnil ol ¥ dlr9l 21q?] ddid d voel Hetdd 6.

16.4.2.5.  uylRyy

wdaqldrl Sq, Geu 2+l [Aeair uRAYHI calaquyl iqel. i
[Qciorl ASatei decfl d-dl ywseylAs: Zsui 2yl sudl as. yseilaq
URYAH AHldle 6ed A5 neol [Ae1or yg sl U5, d S5M sld e
ol yrelel] aai? sl €ld, dq dlsl $5AH ¥ Y $AUH 1949,

16.4.2.6. Y4 GOl

2l AUSAEA] YA S8 2l d HIAY AUSALEAL HSIR el
Nes 241RA s, Ml GuAlol 4dd Ygld, 1y 2sAlsel, 3 [AaAna-]
[ qul8dl 2 gl g2 2t d argl w2 Jwel [Qoidar
YR 21199,

16.4.2.7.  GUASI/MHAIHGI

1 [QIAH ARG e Eed 2] GUASIR UM 2] €.
GuA 1ML, lddl YSdl A SIS+ A8 ulRouyil 43l sl »id] 1y
al d 21l galqarl »1ud €. ualHsdiql 5128 GuadsiR- HIElH] dUlsqqUHl
219 &9, uddl Alell Herard e e Herdd &9¢d dAUlsdAlHl Hid €9,
GuaAsi1Hl (14 eqldel H2lel U6l 2ludl A S,

. o

- Aul Y equld ¢ 7

- A4l GudsiR seal Gualdll ¢ 7

- 5165 yel 21udu1s 9 A sl dl d Y & 7

- MALHO/GUA IR (R slal A6 d sieulas ([Qan slal
N2, d 296G eqldad g 8 oUe Aoy 4yl Slal ASA. A d¥
Guasiz/lrsdasdl o1 el dl d galaq. d (Aol digl or-udl d-l
WS vl 5144w ]l RS,

16.4.2.8. 2y

N A e Al GuAlol 54l dl dl dyq el digl 23y
galqdl »32] 9. el eisdl H1e HidRANIY AR 2 AR4dl.

16.4.2.9.  yRlaw

N

seds dilecy R a3 axiaq w1y 9. (si.d. 5181, H2qld
5¢ qol3) A el Yuy @ord oled ulRReH sulaq A,

Sedls HEQHI (1Al Bl YEL AMIGH] 24199,



- Aoglde]
- ey gogl
- BORAS512

»  2daal aisash

2EqLE A6(Y Al 2Ael Aol $cl (Bt Jd oulsAy 9. HEAIAH!

[Aciio1leil 4194 (61 2AYAUH] 21d d Hetdd 9. Al HeTdril GUloL
oLl sHIs uglaell Gualol sa1M] 1 €9, 1ML UMl (1A¥i(] o]
sl uglaell Gualol &t ¢9. AL $MI5 e AUl HE-5H[S A 5AUR
Uglad uds 4 o4l ollg d ¥ Uglarl GUAlol 54l el Add GUALL 524l
37l ¢9.

gL F$MI5

[AMdaegd 54 HiYdl HIS e $4I51 Uglad ol HAlAd €. gl
ugla (14 uy18l Gualol sai-ll usuel 6.

vy [Qeyor 1.0 2.0 3.0 4.0 (w4 g2 us 530 usi)
(uddl i)

[Qcior yvy e 1.1 1.2 1.3 1.4

(612 2121l Heo)

yuy oo Yereor 1.1.1 1.1.2 1.1.3 1.1.4

* a2 ugl

ML AV G HER] o o GuALoL Y 9. Yud [A6419le]
25 HER gl UM 219 €9 A Al Yl [AAo vl GIRL EUldAlHL
19 €. ¥ 14 gu/dd ¢9.

yvy (46119 A B C D

(uéel 2 Heua)

LTI TR AT Al A2 A3 A4

(6191 2211 HaiaL)

W 2~y yglAi

GuR o HAldd ugla] sulqaqidl 2udl 9. dusl olw ygla2il
uel Guylol sdl sld 9. oy s 1, I 1L, IV, V 214 a, b, ¢, d, e 24gql
SIS A8R 2l Avdld (A9 El.d. i.a, i.b; LA, IILA 7 vy,

wéqd dui
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16.4.3 il $4

fscl AHSAAM] HeUl Y 5L HMIS HUAHE 5 YlE w14 YA
33 as. veaia 56 Jd Ul 5AUM 2199 7 ¥ AHSAUE WML 59 €9
de alst [AuIRl €14 &9 5 s°Sald dlsl g1l 58 Ad daiil »id9. dlgsa
Add 5 ulasa dd 7 dasi wAswdld 9 5 el 79 d Ag +Ug™d 5 d-il
sdald dlsl Asadla Ad dad dl d-l Heald Algsa Ad dlsiudd i
dl d Hedé 241004 Guylol 530 45, A ded UG AgMAUY 5 dlsl Asvdla
el sEaiad «dleisiell Uit sl 2199 24l dl dq 518 QAR ¥
"ol d dlsl dq ¢ Ad «lsia. dl A8l Aeid d uRA& 24[o04 Gulol

541 NG, AWdl, AHDA Ul HIC.

Hedd 21913 glrl AU alcnil Yoy [QARIA] Yl UZAIAH] $RAHL
21q 8. (Y eieal, dell, [y 991?) [Qega “ulddl, dsids edldl,
AHe il A oflof oy YA [QuLR] %l ued] 211 €9, 2l 1913~
S14el 2 9 5 dlsld yvd [avsy ea@l e Ad Yl gus Al usdl
ol AR Glslal MMl Yy [QALR 2w 4 Al ol d A ]
A1 AsHd 9 5 el d 155l 4 nA . 5184 55 ug Aee Wl 4.
¥ AUSAE U [C1HA g 9 AHl dus] 8515 o1 Glofl
dld &9, dvis ylalal 4 [Fwye gvid 9. d uldidl Add gdld e
Bl gguiaall Hdet w12l s2dll.

2191 USIRAL HSAUAL IR ¥ AISIA HAH[ S51R1HS §HR YEL
531 A%, r @lsi- duisHl Alsl AIAH[QAI S14. El.d AR S,
N dd AUH SIAH] ¥ AUYL &9 el 2l dMIR] YSE] Sl &9 e
AU Al ERFU HIC ACHU &9, cll AHIRL HIS Hcdd (MM 91S] ulél
[Go141] GuAloL 534] [Balds €9, YRAa H[MoHA] xR ad s yedl
s edlal %y $20 Y1449 Aasiql [Qa odl usl 9l. dqd a4l sy
GuR 2al 2l M9l $20 dl uSdl d#i? gdlal A yudlll 1sYs
il 530 dril HASH Y Ul 9. dH ¥ oY G~ 59Ul d ¥
uddell o [QuRdl sl sla, e dHIZ AAST dAUld HIE YL 2
Al e o4 Acdl u equlqdl. Al 1[G94 gll Hlasa Heasle usl
@l Us1y €9,

axi?l waila asiA

A8 2 1. UUE DOUH AHIRL YAUC YL,

2. dHI”L Yo 25U dd HUUEL Yol 418 AU,



5. AARS1RS Yl 2l HCUlAd Al Y €9 7 2l o] 4R Y Aoy 9.7

6. N culsct aMIR]l AUSAld Hitd 521 ¥ &l &cl. d dd 58 dellul
avdly YA 591 lUARS AU AAUARS

a 412l A2A1301 Yuargs?
b Yoy Ayld
c s 2ql Alse ¥ Uldidl €A Al AL €9 el

Al 8 adi? Hizt s50R01/210950305 Aqoly 6.

7. A (4l AR sl $440 211849,

a 4 5ly 5, woul Hierll e dra ¥ 530,

b 4 ooy s 5 woulddl] uSRUA drd ¥ sl A,

c ¢ UG [Qag & 5 asy ded] ssuell woUi-il neéUd 54dl.
d YUY 2dl Md 4ud & 5 ¢d a2 Hl§ s4l 491 XLl

neAd 53 4l A,

16.5 Addq Gel8WL : Aidl2s dwainl 8q14 (Example of A Report:

Internal Inquiry Reports)

yeasiadHl yelyel yosclail / a2l sld 9 o+l ssusdl Guiy
algql #3730 9. vl Yasiad dvdaiel Al 45 . YrasiadHl Ys Uil

wéqd dui
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el dell 419y wou1d olsqsll, Alssil Acly, sHARTAL Ay, Youly
), 4l Aeql i Aell8a ot Ul sld 9. FUIR 2ld] dAMA1]
Geod &9 AR At Hie Al R 530 qHRAL HEYIA $AUH] H1d
&9 el dril MIS G5 YA 9. €25 AMRUL HIS [FIlEA Ay €14 €9 A d
ris5] 53¢ AMA(] HER HEdAld FHL sAAdlA] S14 9. I [AMIAH[ 1YL
Al USIRUL AEAlE] Yl eI 53IY. 2l e AHSAUE O,
Stofl 611y 1A Vil $19 e IS gl €9, wHBI o191l il [ANAdRg
gald ©.

16.5.1 2i~d¥led y=

28 $¢212] 2019

sll ket gHIR,
RlRue ey

AUY

leredlal cqryd?,

youe§

1e0014 10,

¥R g1 vy ARl [(Aysa 53 ¥ véqaa
s1a-l A4l sl 2l d w4l sudl &l .
yRl=lA i1 ARl s+ oflocllzt] Yeasiadnil ASSIHI

qtl] e AAAINAl AU 5241 53] &9, yel

uel 21l &9 5 AMRA gl yAqqHl 2id]

AL P AUHAL YASIAYAL HOH] e
vy sq03] gt Glodl a4 2udl & dg [RRis8L
ASd 1 a9, 2l Yeasiadd 53 AqqlRéUd s2q140

2YQ HEE 524,

NSTE:
olell 5412

ASIYS AYYLE

16.5.2. 2ddld
Al S i sHAA2IH a¥fl R84 HHAIN

I am submitting the report compiled by the Special Committee appointed
by you to examine the causes of growing customer dissatisfaction with the
services of Biblio Library.
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REPORT ON
GROWING CUSTOMER AND EMPLOYEE DISSATISFACTION Title

Submitted to
Mr. Saurabh Kumar

Senior Librarian

Senior BIBLIO Library,
official
by
Beni Kumar
Assistant Librarian, Delhi Person
responsible
28 February for the study

Language focus: A report is written on something.
A report is submitted to someone by someone.

I hope that the recommendations of the Committee will help us set
right the problems raised by members of the library as we as the employees.
These will help our library be back on the right track.

Yours truly,

Beni Kumar

Assistant Librarian

16.5.3 5145131 aRia

yud Yyyid A Al v ARl A 530 ¥ ALss e
so21040 qbl] e Al dury 5230, A1s vl [Boellais] Ysiay
2§15 quul 5 duarr 52,

A4 2l grerey g euld 9 5 A1l R4l Yvdcd Yisll
v16120d/2al04 naqsll, Yeasiadl douige U2 x1ydl Hilddl, diFd-i
AMASs 2w w1 Haqaqidl adl éld, Yedasiad-dll 4104 /vRI0 ddl
Aol sdl.

il SRUEA walel iudl sHAH A 58 &d 5 2l 5189 AHYRdl
s3], Aol sl sAlsl/AHY, 2leg ddd, e AALESs Hso e s4UR]
q23 A6y HcAld, VA Al 519 YR Yasi] it - el
Ads A sHAR] 42 Ul AHAHID Sdl.

MAIHAIN YOUR IR, S $RAIAL AHYML 8Ll sHAR] -

Alss AM ¥ HALds w8 HuAH] el Aa (sar)su ousial-l 44ida
qY 9.

wéqd dui
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16.5.4 He®{u oEl

Yo AUYIE glRl ol U] vt ARl dedl 14 sl
UHIG Sl 2l AR dlocllol YasiadHl atl 66 Alss i sHAIT 2l
A 51280 aud 530 &dl.

Mr. Saurabh Kumar, Senior Librarian.

Mr. Pranav Sudhir, Assistant Librarian (Collection & Maintenance)

Ms. Christine Thur, Assistant Librarian (e-library)

Mr. Akhil Singh, Assistant Librarian (Periodicals and Journals)

Mr. Meni Kumar, Assistant Librarian

M1l sSal iy sq $ av 12 ol 22 Yl 2Ass A sHAI7]
AAAINAL A 524, AHE Alss(]  sRAIED 2l sl wauol]
AU Sl A dH8 Uldidl Aedd A 20 YHlHl Hvy Ayl
¥4l $A94dl] Scl.

16.5.5 Ys®/4

ofloclloil Yeasiad=l 2y 200740 48 sdl. 2 ude-ll a2 »udd]
sdl. ddl YeasHl A 4uddl dlsl Ay d-fl Yesid ddl 44l Sal. Yasiad-ll
Al sedls alaxl ¢ d-l sRaie Yeasiaaril 46416 53 sdl.

sHAIAl Al a4l & sdl 2 dedll HA d 514 uR
uscll sdl. 21 AlRlad] 2411 Yecisiadil A4l e 543401 A4l
s 53 del s1e9 well Yeasiada $3 4194 Id s1dRd 541 5140
1] sl

16.5.6. Sgil :

a Al sl A edlrtl A
b AL Al AN V]
C GUALRAUHS YoLdl] HEIHY

16.5.7. 2414l

AlalaAl wRlds HSor 7 »loee 2041 qdui-ll ugla <1551 524l
ol sdl.

uiy ulalala-dl su alala oiaarg assl sy eq. dHl 1142
i, dsids Aauld (A s2q 2 nAsll) Helds Ay Auud (AR5
A @) ¥ 2w sBAA e s

15 20922 20... Al [Aloxl sl efors-1 10 ulallax11-
YO 142 YN 29 Tl sHART ulRAE ua wsl] usiy.

Yacsia-l] aldu 2ol “lRdl i 5241 100 Ac4l H2i1qle
(AR sl 2199, @lell AHAAL A Alqvf] Al 3013 5 2l
GIRL YALSIA $AUM[ 2199,
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Alhlan wedqi4l (14 gl qilsdl adqqaml 2udl sdl. Al-142
Al oyl 214191 el

ueerlly dauiad (A 52q s naqell) : yeasi-l vue a8l
512811

ueefla Aauid (S-yesiad) : Yeasigdl a1 o8l Ul
5128

ugeflo Ay (A4S 214 wet) : AFdR AHAS 2 ¥e
HaqaiHl g Mgl 5181

weerdla gy : sHUAN g1l Al adwt 20 AR8UAL 2G4
51281

vl ulsdr 0 1 s42030 20... y4lyl Yl 249 A d-l Sl

28 593l 20.... y4lMl wHL sudUH 21199,
16.5.8. ulsal

Yecisidd dAle-el] Yasdl s 2w ld]l Haqal. squRl Al

5 [l2oy »udlyt sl 21y q. s Hl@uMl s (RS0 srarxl

2014] sdl.

alsauel uglasl HSoulg 2udly- sa40 ey sg. A4l d-l
Uldinil Haedl vedida youddldl 9 »uyaiil 2dl sdl.

Ycisiddnil 50 Acdld 4d° S1H 2UAHL il Sl el d¥lA]
[Qordqiz (alaa darill “ulSdl s> sua4l 2ud]l scll. dR€iA -
uedleil [AG1LO1ML Al8qUHl il Sl
16.5.9. $H30- @Al aiRell

Present

p U221t - HUSUL, Hig11-HEI 42, 59U Ay | Pointa
pertect

sHu AN Yru 51290

sH1R0 wouRy HIaY e 5 avel] Hs qy ¥
8. $HAY Al YouRHL qtIRl (29 €.

Present
perfect ¢ sH13]] lre1o?lel] qatuunl A4y ¢2 al d-
MY 2l 12l sHRl @uidll e ysaail ¥

glaur € 2 vol ¥ qAd 9. wel ulRouH s yR
ulgL Ul €9 d g9el UL HlsL Al 6.

Present
olloci]ot] Yoalsiddrll AAIASs H3sU $4¥4020 w11

Y5101 AHRAL HIS AVl 2 ARy A8 AV IR
5289, AR Al 518 v el

Present AALds 43 A s8] 422 410y YAl HAUG

slaell d yasiaal uqltnl wue dsad 52 6.

(&

1 61E] AHRAIH] HEED 51M 5341 UR, HIWUL V]
s3] Gl 21at1R E 9 2 YaSiEdril AAL ALE

20U AQSIR ] AUYR 52 €9, Al 66l LSl HAH[ ¥
oflocllotl Yeasiad-dl e1u & dd gil-isizs .

Present Summary

wéqd dui
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16.5.10. Yeasiddil A4l Aold el

Present

Past
passive

Present

Past

Uil : ueald, yoq Y4l 24 sil 324 g2
glRl Al51o1d dwi

Yasiadil 464l (14 euldel Mol Haelld x2g ™
&.
Ydsi-l wuloy naqsl :

Yocisl €4l viriel R Al HAdlL sdl. Ul 1]
oAl 8ld e 542 Ul AL ¢ld d ML olold sdl.
A2l Yeasia 4194 Jd dnsddl -t sdl, Dl 464l Yasl
alyal yesla ol wal sdl.

ADARA HH[AS] 24 y1kd] ol Guashal :

APl [QQq dMAs] x1A dalds 2qdl Guasy
sldll well. s4135 52c1s HIMAS] UsAd 4dL1L &3l
IS4l Yedl Ui Ay €9,

Yeasiddl Syl Hilddl+l weuq :

Yaoisidddl dolilee 4104 AHAdR AYUIS $AL4(

1ad] e, 3edls (s 4zl Adal@a 514 5] sdl.

(Qnalddsl 210uq ! :

ey gellaiR Yy ¢d 5 rdR dyq ¥osdl y3 -

-

s3]yl Meg H1ol dl Al Gerdle 2 alessigay

dd'rl 5L,

Findings
1l

Signposting

b

L]

d

16.5.11 &4l

Constructions

Notice
prepositions
following
subjects

1010 AUl ARG YR Y 1A +]
M8l 530 ¢l

1. YouURAl MYl 217l MeaHl 5%+ 4413l.

2. 14l sdlslg YAlot (15201) quirin
HHA 49dR.

3. s dlsl il Aoy UYL
WE AHA AME] 5145Y

4. dAas Hsa e s3] q23 ved] Ui
uglcl

5. Yyeasiadel sqAR0A Ycisd 410y YRsg
e nAq] sa1 Hie dlelH.

6. Ylsiddl 3208y AR 9, AP
A4S A wd Wy 9. d-dl &R
28qU3Y iRl 5241,

Link
with
previous
section

List of
recommendations
ahb




16.5.12. Gudsik / [Avsy

Present

Future
Indications

Alnlaxl yacy ¢ 5 syl dd]
MAIHG Y UcdR AHHA5WL Y.

Summart
Statement

d 4¥4d & 5 ofloclyl Yaaisiad Uy
dedl Bsusfl uMALy [R158L dlddl YR
eirl 5[5d 5:q NS,

axi2] wila asiA

A8 1. YA YOUHE dHIR] Aol 1YL,

2. dHIL FAGd AHSHAL Hd AUA YU Y AU,

8. GUR IYd AHSAIAA 25 Uzl 1S HIRAU 521.

9. wnqldrl g 4 & 7

wéqd dui

45



w1yls dviq slacy

46

10.

€25 [Acio1mL o 1l €9 7

16.6  e10fld #8288l : HSd 2% $2au-] 524l$ yA-ui (Tips)

*

11.

Nd awald ugla

A1 xS 2l YAl (Tips) A, d5cll g1 sularal
19d el qd s $A. ¥ w sulaqiil el 2udl. d-Hl
A4 A5l 5.

dAdq 2yl 2idd CD ad qousl asl »q a4 ¥32 ¥9UY
dedl quiad dq dl™d] usid. CDl 213411 5ee wquol (A4l
YUY 219d] €9,

1.

2
3.
4

O o0 3 O

el 2 il A~y HIqvie] den gel el
Aequd dui-4l ([l ddl+l Guylol 529l Herarl €.
sl MMl ure, Uca el (3514 sld]l %32 ©.

eqld duird Yldidl g wesn qAvdl w6 el
[Avye yvoy e Hitd 52,

Gl el YIIM] 25 53cdl AYI2 Hednil (A1 Y54l
¢l

AHIRL Al draldd 4104 w04l Y] yLsdl.

]YAIRS Ml Guylol $24l Qa1 1T .

€25 ULl 5% LUl

ARl Sl qsdl wd YlAd 4 52 9.

AL $181 A ALS ATHS 4],



wéqd dui

16.7 242i2% (Summary)

A5 QIR AUH ] AUSAlAl AEL YEL AHIUARS Wi1L]
HilScrour sal. wuIR AEdldy duiel $3¥ IR Heasled MM/ M)
vl 529 5 FHL : [AnAdRg, MIAY, 6{41RQ 4012 UllX] UR Hl4lRd
8o, el AUl HAXIA AU HIS Uldly HEI [FURd Hiqyy)
gld 9 e del AHguY AU 9. A 51 WA G Ay U 8l
al 1 sl 21909 (1de) yeiql Guylor $3 usid. AdRs e
1S e el HAlAd My sy €9 d AHyq 2320 €9 A dedl Ay
¥ Ul MOl GUYLOL 5 d YSL ¥ 9 5 AUSAUA €35 YIAIALYRA
&.

16.8  a#1d] uold sl Grizl (Answer of Self Check Exercise)

1. Al 1Al vl Y wdl @ ¢ d-l Hulddl i sal M2
valell Gualol 4 &9, GelsW dls Al llAlg »4dlsal
qld €9, AUl ¥ A8 & d Hild 4Y q0l%.

2. YlRdlue s8qid vl HlBd] [M1dsd 52 €9. [A2AYLUMS Al
[azader 247 YISl oiivl]l AHIAYU Y 9.

3. un+l s8qudl,
[Faasidld Head, a8+HIHs HEU.

4. s wnalq A9 g (1) dd 99 & dg s8¢ (2) d- 152
A4 589 () d- wxy 589,

5. UAIAA Al AEAIEAL ALS5H AEQI A9 9. ™R 5l A4l Y
55l s2q ¥, sy A3y Qo Q&R AHSAlaH[ yoe 53 d-d
q9q &9 dil SIRG-2UA]L Ay $ld 9.

6. (@) 2ilulRs (b) »ilvaRls () »lyarls
7. d-b-c-a

8. a1l nd 53l

9. a1l nd 52U

10. a4l wud s
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»  almaaqr Wl qvi

- yeqa-] euNL, R, HAAE, U ¥ [3514d] sld] A S,

- LS I 410y ALY UAE 5] A6 A ALV HEAIAH]
d-l sl Avdl.

- N5 we Qe UlNs @ [l ddl-l Guylor $:4.

- GOl V] YelMIoUHl A 5cl 4R Metdell (AU 454l
el

- dMIRL AEaldl dealel 4194 w04l Y] wisdl.

- AEEAL QU Rl Sle Uigve Al $44] gulqdl
NS,

- 835 Yl M 1yuql.

- AsARY 2l 4loy F14[So1n GUAlIL $Rdl.

- $5d AHluARls il Gualol 524l qalR [Edids 9.

- slsl, s, A, Q@A) A5 qolq AlssALE Hie [Aas wiug
2 Hldld alsql.

16.9 dl3u avcl (Key Words)

néaly : Filua wilsdlg 2s2A159 2 de %1id 2ed
wddld.
uelda a4l : UCUAd AT HLUARSALT HHIGL, HIAY 2] 53]

ML UL €9,

16.10 €@ -1 94 qiu (References and Further Reading)

* Bentley, T. J. Report Writing In Business : The Effective
Communication Of Information PB 01 Edition, Viva Books Pvt.
Ltd. New Delhi, 2004, print.

* Bowden, J. Writing a Report: How to Prepare, Write & Present
Really Effective Reports, How To Books, 2011, print. Greenhall,
M. Report Writing Skills Training Course, Universe of Learning
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*
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Kuiper, S. and Kohut, G. F. Contemporary Business Report
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Netzley, M. and Snow, Craig. Guide to Report Writing (Guide

to Business Communication Series), Prentice Hall, 2001, print.

B

49



w1yls dviq slacy

s J2qiid(d
17
3uuil
17.0 Gl

17.1  uecua-u

17.2  u=uald ugld carvaizi

17.3  u=uala «2u-u
17.3.1 u=ualaxi-u us:i
17.3.2 u=~ii 45121
17.3.3 1iugs- Guulol
17.3.4 auqddl

17.4  u=ualag ydudaw

17.5 u=ualag [Qaza

17.6  oauot-il €2

17.7  u2uald ugla-u s1ugr 2+ Haleil

17.8 2uRia

17.9  a#udl yold asizi-u Grel

17.10 udlzy acel

17.11 e 244 [Qay qaiun

17.0 &gl (Objective)

2l A5 qidl uedl ad ey s,

- yaeiqla-l e 44yl

- Al Al ugla-dl 21q

- ueiqladl] A A ydulRaw »q uviardl waddl [Qd wag/
dlvg.

- uelqld [AaRe 2 @9l s2qi] Hqul Ry 4.

- y&elqld uglaeil S1461 d HYEI] 1A,

- Ydidl Q=40 =9 dddl 949 (Trend)d 2919,

17.1 42dld-il (Introduction)

Yisidd A MBSl [Qsue-l g4l 4d dulby-i-l GuAldsdll
50



R 2 ¥3R4IA HIS sl HHILKHT GuYloL $qUM] 219 &9. HUlSdil
2Aldld Mo 5dl HIE D Yisddl-(l dalzild 4usd 54l AA4sAl
Ad sl 42 9. Al Yrasldd Ad dUld 524l GuAUloLsdl-il dasl nsdl,
A2l w341l 9902 Hie el 52 sl A 5AUM[ 241G 9.

A AUyl 219 HsRA]l UglApiql Guulor 53] 3el dsa sl
219 &9, AAHISH, YEAISId, D URAUQE. 211 §5HH] 20148 URALQ[E AR
sequ-ll 2slas, dd (AaRsl, s14el, 4dlel v d 8140 a4l e qagl [
dlvlly.

17.2  u=uald ygld: vl (Questionnaire Method : Definition)

YelqlE 2 3l ¥sol 54l HISH s Al ) GUSREL 9. M1 R
3el 2521 541 AAYAsAl 2l Yglarl GuUlol 53 ¢9. AISSA AUy HIS el
520 5241 A5l A<l ¥ yuosidl %32 14 d 1AM u&Ald] 2E]l oirud
9. U Ul ALSSA $HHL ALSAAH] I €9 e ARGE [FlEa udd
Qa4 d-d cdlscord Ad 2uaril 21d &9 +4ql B-mail g1l Hlsaqrl

N

{9 €9,

Yo qld A HQAAIE HIYAR HIS AlBId U2 €9 Fell dl YU ALY
8. Aulad S 2 waleld walds e . BalgHiear 4a x48 (1992)

A A

“Yeiqld A AlBid £UAY 9 FHI ¥ UMWY AR S8 4YL 9 d-
&ucl o] el €. a1l AUl sl wUs 29 9.7 @qddees (1985)
yeiqla-dl rvdal 24 &9 5 “usiqla el 2sa sdald GusL 9 FHI

A

Uaell Y1oY $HH[ Y SRAUML I €9 el U[AAIE SUYALRAL FUOL Vel

N

ulalsar d-t l4didl »1d 9.7 M JAd qdH0 HelHs 32l Asol 524l
Yeeiqlal Guylol e ¢9.

17.3  u=uald: %241 (Questionnaire : Constraction)

aq1? uaqld dutr s3020 AR usAl w4 Al yAeoll wqddl
avd] ud 9. wdl dulun sdl ¥ Aol Huldd Al %9 9 d-l AAle
Yol Hitd L. 2l USR] 3el Y5l sa1A] Sslsell g Hird 2 [QuAlY
LR sot sail &9 wel]l dult 3] Ad ald e Gesey«iizila 419y
A awdl usid. A4 sl Hie s1d 43d qHRaA]l e qqydl sldl vol
%33 &. ueualdg [Audaeg [a sl uédl d¥l Aoil9a Aldcu-il «¥la

541l %32 ©9.

ad¥il Al [Qualdar e d4l ada st slal »33 9. AqHe
y> (Covering Letter) 24l lav, Ayl Sgil euld . dHl
Ul 2y Aoyl i urald-l ¥3R41d sulaqrl »ud . yRvuHlg
o SR 19 2 dAMEL 2N Tl Y o9l d YUY NI, AIHEY
(Covering Latter) dlAcia 21y 26419 412 [Aeid] 54l 4 usaiqld-

yaq1qld
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S€d AHANQdl, 27 ¥l FAlolld Al AWM 21 d-dl viad] siudl.
214l vl UlAGIG YR HSaAusl HlAeud 2yl HiS HBU Y 6.
AlHd yotal ¥yl 14 uyd 6.

55c viioll ylRaye Hi12

EedlHl d~za ylRaladu wsul¥ys dsulsi-l
[QAgimil Meatd Y Sreeried] 242

qdsldl A 21Ul

¢ Bl dAwea ylralad- alys daulasi+l [Qgin e YR
greared] 2uR Y Hult 530 6 ¢, 2l Aee(Hl H arilys dsulsiu
ulaeia Ui Al Hie He-udld-dl 2 534 9. ¢ aMid [A-dl 53 ¢ 5
a¥iA Bl ayaHiel] alsl a4y 518 20 ye-uale-d] wulddl yul. wqisl
Al AQUHL AHUAA 2 5 AUldl Sg HIS GUALOL $AML »d9.

udroidl s34 (G194l b U@ 2 HIRL ARAMLALAL 592
2yl 2dg 9 d gl adqd [Qdd] sl 2ud ¢ 5 usialad s
AsUAIH ¢l M Ylee 53 AUl D, L GUGAH] AHIR]L USSR Vo
UAUL 4104 4.

A HIHIR

a#iRl [Avsian

MK
HRUY

§5a al ¥ U=l Yeoal RSB weil A5l s AulAUHI AHD US
2 Al wUs 2q4ql S Al wad suq €4, Qe (1997) al 4d
49 &9 5 Aula sal 2 [Rld ya-dl dlsl 08 d21 514 529 AEA FHi

Helsld 5 AHqdls 529 AEA. F AUl sdld Ayl 949 ngqr Guyloll

gy €9 el HeAqlAl Alssy (Aol Hie del ulaciud 34l s9 d wsl
ASIA.

¥ y&Alq[E qlee gl HIsAUHl 2id] Sld dMl ldidl 4AUHIAY
592 Asq ASA. o $ AR wsaul3dl uedl dl s34le sudg ¥- E-mail sl
eld dl d-d wRles yeala 530 wlsdl e 2+2udg.

] HIYG $SAls Y N2 ¥ UrAldlAA] AU 2 £9¢d] HEdld
avidl AHgAAM 2d 8.

1. uaiqleal »qs19 1551 5241,
2. A usieel ueAl yeoau 4 missl seal (664 ¥ el vedl id)
3. Y&l $1se Ayl 54l



[l Aq-Ml delaldy ydlaas

AUl Ui d 2 HHIE U2l YRl 54l
Ayl Heelalag (A9 529,

HEAIYM[ AHIAR Ay[qyd dlg 5udY.

Y6 Ui 54l

O 0 9 O n B

U 3eid [Qaya v e

10.  28qud duiv
»  usualddl dous

w19 yeeala-dl sl [l doud w1551 53¢ el g Hiaqiul
219 & 5 A H&ald vor alol]l sld dl dHl Hlaeua 2ruaiaan 20wy
9. Hrqla-ll dousS dulun AHRY A A155] $3d cuulda urR AR AV
9. Hlacua-] esiudl HlAcud 212 A5 U2 Y9 20412 Av 9. UrAq[A-]
dond AlssA uol dedll 34a 2wd [l cqulQad] yaier did $dl YR
AR 52 9. 51 AL urAqla-Al dois ol 18 AHid [qded iyl
astd sl

yaelqle 2 [Quyd 2oil8a Al w14 gl 4l dula sl
NG ASH 5 lU 42 Hulu-lil g Y €9, U Sl USIReU HAl Yegdl
N2l UsAl 2dl slal A6 ¥ 933 HlSdld wsi s18.

»  usnalaul quidl WolEds Rigidl
1. d 2q-q@ucis sldl A,

2. oy adqiol Uil H[AGI[Ad U=l slal ASH. vedl Hddqial
ueaul g9l atr Yl w4 [Quia wlBdl i wd ¢, ¥
oEe 59 YT €.

3. ueualdd azu sisYs slg 33 9. d ualal e srqiul
Hee 53 69,
4. UAIQ[E RAl HIE AU YA 4194 YA+l U] A .

axi?l wila asiA

iy : (i) Add UM aAHIRl yalel A1yl
(ii) ¥ yaiorql 2Usu-l qHd qdd yuo A8 dull.

A) e wE uruald-dl doud d-u ulacuda-u esiadl u: «1A 33 Y.

yaq1qld
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17.3.1. M=2ald- 4512

45 51272 (1996) usualny 45 usiz wd 8. (i) 4lsddl (mail/
post) ueald (i) % gl dAlda u=nald (i) @Alsaoid «Ays yeiqld.

20 294 U] yeiqle Hisddl (vize 3 $-4d gl Hlsaidd .
Ry (1997) 2iar usid 2q4-yoar ueuald 58 6. 21 ueqldul
udd el w55l 53yl iy 9. UlAcud iU Yldlg AUy dvid
59R A1d Y& 2yl 2419 9. d yle 54 uedl dell AR sal3Ul
Y 4 &9, L HsiR+l usiqaldyql uda 219 (Covering letter) e
[Qwyqeg sld &. ¥ Auld--l Sgil, 5190 q9d . 211 u9 ulaciud
Yt [l 52 ¢ A wd wd del 2l wdioidl yidaid] us
uiad] il »0d 9. il Ul usald oflnAl A4viMelHl 21ied]
Buaui / sleor wd dar ey 9. ulaeud iy H&uqld ¢l
Yldld A$d dedl Ydl 444 4 U5 9. U HsR] usqla-l s
S48l ¥ &9 5 A el elallas [Qeair sq 53 U5 9. i UrAQlE]
wiel Hlel ol&4el ¥ 9 5 ddl ulaeuq €2 14 S 9. FUR Hlal

-

Gl Hrelqld o xsqUl3arHl ua 2id]l nY uL 245 o Hleq 5 dedl
yer HISl 21q €9, ¥ 3el Uit SRR AHY A vAH[ quiRl 53 ¢9. M
usizell ueiqla ulaeia ¥+ 2uvdai-l ¢ld d-u sed oflw ua &2 ¢
Ag oiell a5, wdoL Y8 x4y sl U5, 21043 uald- s126 32l [Aduy

dMd Uyl Gley 4y 69,



w% Gl HAllAc H2eald 2 oflon Usiel] usiiqld 9. 11 uglanu
UAMIG HIYIRL A5 XYL YR 252l Ald €9 i Al 18 oAl Y& 52 o,
At Ad 2ar usiAl ugla [as sl a4l 321 Hitd 54l Hie
qy? ¢9. 2019 us1ll urqlayl dultasal v UlAMId 2q1UAIR 218

oA €9 i AUlaisall 1w UrAIAlE MU 211G €9 HHeUdl HALY5Al
Uld UeAldld &2 &9 .

17.3.2 U=l U51R

A9 AUlGAH UM Sl US4 YA2AL AHId] us1d 7 Ll
U 516 syl w1ell. €25 USRI YUldinil $I4EL el OIRSIYEL 9. “YH
(1997) cial 52 & 3 ““erard] susid 2 € sy AU ARAH AIZ €, UL

d 2a3u s R 410y 9.7 Hrl-ll udeoA] duly-i-il 2llus (12
Uy[Qa Y Y8 YR AV 9.

17.3.2.1 Yedl AHaqiou 3+l

Yedl Aadlal el HlAMI YR Yldinil Hd HSd 54l
Ad2cdl 214 9. 2l Ul sy Yldidl dd weaed s waio
249l Hie [Aya UMM dAd2idl 2] 9. 1A vedl Adqiol Ul
GELSRYL YA €.

* year vaaiou usai Gelswl

1. a4 a¥il dauly-4l grerrlentl Gudlol ay yuairdal-dl sedls
Aal yudl asl el ?

2. d¥id] %3 el g5 youdl.?

- vedr daon uai-n s14¢1

o 21Y[AA wqLoll GrReldil WiHel Hadl usid ¢9.

o Hl4A5dl GrReldXAl dUrAlAs Hacdl Had]l us &)

o Grireldi2il dx-ll UMl d¥l Ml 2uYl as €9, Yldidl cn
A UHSAL ewd &, dH ¥ d-AlPilse 2w [Qora-dl] wyls us
oY €9,

o $2dls wdloll GrreldlXidl s euld 9.

- yedl daqion ur-iq R$14gl :

o FaLoll YR, UG A4 Y& Y A ¢ld ddl 4 US.
o QO Ml UL A Heddld [QraN8 dRs gl 4 us.
o yalolls 5130 s:q usd 12l

yaq1qld
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o ulacia 21y 4l 44yl %32 Y3.
o yeAlql@-l wqiel Hie ayid ¥odl-ll ¥3: ul.

o UlAMa 2yl AHId Aseuqdl Hel yel %el Asgl (Terms)+il
Guylol s3] us.

o Yedl Hdqlol HeAlHl [Qrdug g s 9, us wasy el
AUl 5aAl¥ 5192Yds HAAIRA]L 241 524] U3 &9 Al dHA el
el sSo3lul dnlsadl ud €9. L ulsAl vl My 40l ddl .

17.3.2.2 604 2adqion 3=+l :

Hlel HMIPME A IS 2L URAL A5 9. Al uldedl
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Table 17.4: Rank Order Scale

Methods Order of Preference

Consult the Librarian

Consult the Library Staff

Consult Subject Bibliography

Consult Subject Catalogue

Searching the Shelves
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" a5, dulQu vol [Quiar slaiedl ‘dulb-isdl alscoid Yaisid 1 530
U5, AR FU vadl oG (30 Aqi Sslmsa MM 89l 32 oHiqal-d]
asdcll 9. ] yruqld el avdl ddisuil 9. A A0 29U Yl sld
dl GURELAL Yivtl HHIG ¥Alol YHL 52 9. A U €9 Y] 14 <
Grrelad wid il w4l $30 glar uedl 516 yesedl »ud al wi™ Yl
Sel Uit 53 ustd, 5129 5 d Wil uededl yHL 9. dHl s UsAdl d]
ugL 9 d Grireldl vl Heald &Iyl sud AR Wl U 2R
WAy 21d dl d s H2eald @ Yo &R,

dui?l waifa asi2Al

N

iy : (i) Add UM aAHIRl yalel A1yl

(ii) ¥ yaioql AUsu-l qHd qhd yuor A8 dull,

6. do-2u4lRa u=uald- siusl roudl.
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17.6 uld*ua (vaust) €2 (Response Rate) :

Ad AulaHl H[AMIG ER Yol HeTdrl &9, YEL YEL U5l UdHI
el el Uladia g2 sld 9. Gels® a?ls vo Glul ulaeiq €2 ddl
adewnl 32 9. A Aularisal 4oy HlAcd g2 MW QML (AN
Ny dl A4 2qlHAlRavA] %32 9. AUl4isal 2 MU 5241 AL,
(1) [Alua cqulds G Hdl, dM4-l A1 518 wUs 2] U5
"6l (2) egeleoqidl Grreldldl dus sal ¥e5a (3) el 43d AAlYrinil
[Awa ycd Grireldinl o4l 518 Gur suyaidl - ws. (4) alofl
nelqle wgal vol Ssleisa Gl Gualor ¥uet sdnird [Rie 52 9.
(5) 2 usiald ay Uyt AR ld dl waleieldl dy«ll alu-dlyar e
WU S NA &9 A d ulaldl Hacdl dsd s30 Us.

Aultasal ulAeiq g2 Grreldiql ARR HAdy uid 53 a5 d
WS d sl 5 J-9dd 52 wqgql ylsoia HAl 45, qulyrsdl du-l
AHAAR YAlsid A, dHAIAL AE] Yzt H1sd el dM[ U=ald y&l 53]
utedl Hlsaal [A-id] s us. o ueuald 251 2 4 sld dl AUl
ulAeud Ui iy 9. UlAGUd Hivd $A1HE UL 28] 4y YQ
Herarll 9. A Usuqla [as 5 [Qeusl dls 2ies § AsuHl 2]

209 dl Gl ulacid €2 Hivd «9l.

yeAiqlal Yiegr siddiql (FlRa 444 uedl A Hsdl3a uedl 4
qlE AYLdGL Yol HISAd]l NS, ddl w0d HeAld yo Ansdl AnSA.
oflw sidl yisad] %330 9, 5128 5 g o1y sld 5 Grrelaiofl us-iiald



sy Y518 o sld, ¥ d Hadl - sld. Auldnsdl usalag Rzia
Sdl 8lY 2 4l AHYIddl Sld Al H2AIGA  Hivd $cdl Sld AR ¥
2 Uld sldl A,

17.7 u=uald ugla-u s14¢1 »1- 44ig124l (Advantage & Limitations of

Questionnaire Method)

AEl, UG H&qld uglan sedls 514l AEH -

Sel Ul $Rdl U 2 HsYl 9. A Ugld g1kl A Z5 AHYHI
W2 dvaml 3er Gy (i) 530 usiy 8.

dlal oquoll Hid $31 usiy 69,

weellell [IUHL HUSH] Uit &l &9, YBUMS 2 MI2AlcHS HlA=IE
Uit 530 usiy 9. Grireldldll 6152016~ U8l Hiv $30 usiy &9,
¥ Yl Ul 5] Y5 9.

uyloes 3l w1slia s asia 6.

-

d vy HASIRS €9,

[Qaua eflollads o »1a?l ddl % qaudl-l uldue dia 4
A €9,
[ulaa cuvlQunied] G ulacid €2 Hivd 5301 sy €9,

GriReldld Helalell H[AM Yo 2iudl USdl ddlR 54l 184l
d¥l §2912 54l HIsl H4d 9.

ANYsdl Ay qzu-] usqle dar sal uedl ydulaw
GLRL Hellel YalRdll Hisl 44 €.

Gl [A2AYM 2 d-l Seld@M] dUlsddl UYL &9,
usiqld ugla GrReldid 2del [Auy Y Ysaudl dldiql 4ael
24l a5 9.

A HoAll $H UHIG H2UEAS Ml Yy 9. 2L H-le
UlEAAHC QYA g2 $AIHI HEE 52 9.

y2uald ugla-l Halcl

Yalid ylawle €2 Haddl 3e5d 9. dlsl Htlqlde AH4™uR Yrd
s w14l

il [QualFdal Y2 Adid Gsidl usiy 9.

el walel U4l usicl el

yaq1qld
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o A a4 40l ddl uql 9, dul yaydaw, Yy« Asixel, Rl
Auidl wAd 3el 2sAlsaMl dHY 2 wWAH GHR Wy 9, FH(
YIE AYIqdly UG AIHE €.

o 420 wdlel yedl [yl aoisst eHAln Yesel Gledl s269.
o AUl 5dl Ul ML 44 GaEldlA] U Al s

s usd sl
o yaele vlg weeed [Qeanena 21y 53 U5 9.

o 2Y 5 ool IS AUl4-15A] 4R8I Grireldll<l] e[®e] [A>g
At 4 us o,

o aslisl oel/ cdiqAuilAs ulReunl Grreldal e yesdl o<l as.
g us ol us $ yeiald qou uralel yae el4r a0l yiedl
219,

o 2R YL Ul URBUH 161 219 9.

o yaqiald ydusysa sladl asddl el &, dulaa-ll uialHsdl

UM 32Als Hetdell HRAll AHMIQYU Hl uo 4 US.

o ueiqlael] Ui addl yaioil-ll Alsuts-l asiusl yesd sl as

-

£9.

17.8 209 (Summary)

-

uld o1de A1y s&f & 5, “41oy JAd @udd [A2A¥a yusiald
Hulym ol weUcHs A YsucHs lSdlal Hug 2 [Quu-ld Ala ¢l
US 9.7 YA A 51 MIS 410 it UG HIGYS 9. A 4194 d
o SRAUML A1d dl d elMs uReud s €l us ¢.

2l GSHAl UAAE HRAAUA] gl A€ SRAUML iy, 34l
U1l oAl AL Yed] st 2l IR Ul oieldal €14 AR Sl q1addl]
ud] NEH A guley 9. vedl el 64 HAAIl U2 Ye9dlril SIUEL Hr]
IREIYEL AAAIML el 9. Ud AUl4rl, FeULHS el YLUUHS 32l Hitd
541 HeAlAld R8RS GUSEL €.

17.9 a#ud] uould asizi-i Grizl (Answer the Self Check Exercise)

(1) usiala-l doud sedl gldl A2, d alon wxyell 2424+l [Aua
9. 2d] Hirdal &9 5 A urald alofl sly dl Grreldl Y2l ¢Ral
el 2w 2420 il € o, ¥d ulRvun 1y ulacua €2 »ud o.
d Uslqlay] e usl 814 dl G2 ulaceud €2 Uik di-]
ASAcll 9.



(2)

3)

(4)

(5)

(6)

A4e yz (Covering letter) d«il g a8d &9 2 U=qld 424l
GrReldlrd [l 52 €9. Hularisdl 21l Yzl gll Gaeldid (Al

N

53 69, A4Sl 2l Y2 gl GrReldld d«ll o] 214l

-

2 el U] Auld H1S GuAloL 49 ddll via?l Y 9.

Yedl dadlil ved ddl Ul ML FAloEldl Wldld] Ml
walel Yl US 9. deil Ul HeHer UM Y5 Ad Uldinil
Helcdl w9Ud €9, L H&Al] MOV o1l HA] Y9 sl 19
9. oY QIO URAL HIAULIQO HRAl 5Ed1Y €9, §35 MRl
wauolell 89U [AsEUl ALYQML A1 €9, FAIHl ELIX A5 FqLol

N

UAE $2qIH] ©ld €9, ldl HeAld [H-5133 U2 $SdIH[ 119 €9,

¥ vadlsasdl 228 8@ aUlsd

AlUdd] Avyl 9.

3o 25 ¥ Mg A4 &, F
AL Add AU &9, ¥ dH Al
yqudaw A uld ¥ y9ud & 5 uealad Ay iyl dai
5l uSdill 2 ulFAL ¢9, ¥ d Wealds ¢ dH ¥ d oS,
yescllalaio Hel 2 AR UeA] HI1S AU ASAl AIEL
52 9. yd ydlaw yedl daulynsal dd $30 aud & 2q cdulqanl

aeY A

qéd ¢9.

Qol-241 4R H2QlE 1l [BIres U211l $cl S14EL 9. Vil U=l
R o i85 [Qaia, #12] qvaieu cqulay wdedl -
Gl da s30 usid 9. yaer Hi=d s wsid 9. d HRUA i+l
AUl & dn ¥ vl .

17.10. udlzy @aoel (Key Words)

y&qqly : Sel V2 541 Hied s Al4/GUSEL 9.

yedl Hdalon Aegl @ Ul AR Uldidl Hd A 24l 41 AdAdl

24 ¢9.

64 Qo U=l ;291 wdioi] q1E] HI8 AUYAHI Alddl HEA]

Ao 34 : Yl GUSREL, Bl HAALS5dl

C A b)Y

228 gl aollsa
28ql Add Al4 ¢9.
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