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1.2.4 ul5a1 24 Heudn s
1.3 dewdnu [Rigidl
1.4, dedud-i-l UsiRl
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1.7. ARiw
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1.0. Sgil (Objectives)

21 A5HH[ UG 53Y[A5U [Qe YaAMa 44y Hadly. i ylaedl
a¥ 1A woucql uHIEl daM ol sl

o Uedldetell el 449

o Uil ulEd (Qa-ll »lav

o et 141, Usil (A9l q44ydl

o Uiyl qyual [AAY Ayl 240+l ng
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si®ylisan-u Geal (Communication Fundamental)

o 2ARSIRS AlMAqll] s2els Yaul]l 4Mw9 q9l%.
o HASIRS Gl HISHl 5CAlS YAl AU
o qus AL A YR duin dd] (A9l 41l

1.1. Y2diq- (Introduction)

Communication ($%4[R391) 2ed 3 gl HE 3 Uyl
Hledletair w4l Ysollon e “ldl-ll 2u-a aalr ([QaiRl i dosilii-i]
21Y4-d s2ad] uqln 2ed ulBdlyaR seais Gelsol g dl: (A=l
Ald 301340 5 sl R dladld, Sl Soa u sZeivil AAL A1 AUl
el @] y (Aol wd oy qoll. Al dl 5SAd GEISREL YY)
20148l 2ugouyell a4l aslyl x5 vy [l ! s, suq, Rud
54, ol usdl, sealdn 529, Sl slddl, Mg saldq 402 HilddlHull
Bzl 9. o4 5, w4iR 518 (Aol A0S 56 €9, AR 2Y8 sl ¢dl¢d. 2]
o Jd [z, AR @Al YR Ald Qe BY5 IR U8 Gell sl ¢l
a¥d g Geu Edl saul, vz !/

1.2. U1yt v (Concept of Communication)

Hird FUIR HIAMS AHAUM DAl Sl IR SIS ASSH LML
ARAAH] 1 sdl UG Seels HUN, SUA, dd'rl 2 HIdl gl Hcdlde
SRl &dl. SIA5H WA desddl (At aal Gl 2Qesie gl i
Uedldt qY AR, 33Ul e 2ur oy 2l A Sslelwl [Asid AUdl
Ucdldetndl desids 2dqdl iyl Heged] ucud- qy ssul, 2uw, ¥laa
2 ogyrll oy, [A[Qy HilBd] wotlalyl yuudd] Mildl-l 4oy Gyalol
410y AM Yradie]l Uit dd d HilSd]l dalg sie 9 A sg Y4l yslal
el ulEaad e Ad q4qwdl A6, Hiadlal Mol 44y
250{190 A1 Aadld sAUM0 YR Adl Sld 9. Al AAST Heql A,
olefld seq Al@l, NS eql 104 [eqdql el Aol YR 5l
SlY &9, ollasl YR FH Y 9 AR d S 9 dedl Y Al 2quA
alsla o &9 5 wdd ¥y 4yl 9. oUas YO d-il Hidl (Udl, [Blas, qal
oflon clsl wddl 5§65 AlHAQ HS 5 N9l HiS A sl 9. AlEd wUR
AFd nA Y9 AR d Al sid 2 2s ol w1l dlddla sdlg 43 52
8. Al3ddl 4y 444 Y9 A Al dlAH wd avid dHql YRRl Hid
Ald 54l Hlodl €14 9. 2 d AHA waAtHl HAdA %33 o4 9.

£357U WAMH] HHIHA HSTAl FHLOL MU €9, Hi+d] A5 qHs
wel] 9. d2l As oflo A8 dUdAld s4 qoR ] Usdl el. HASIRS
AR AR ¥ A4S U5 5 Aed v d olw AlEa daqd] qAHD US.

-

HRASIRS AAR 5dlL M AN AlSa T°C’ U 9. F 2L HHIEL €.



eyl HAKA vYld (Basics of Communication)

1. Confidence (51[7s3v1) - 2440
Commitment ($4le4+2) - uldsigal
Conviction (5(~459+1) vild?]
Courage (53%) é¢ [y

Clarity (54[R2]) ayreal

Content and (5v2-2) -ay2i] 214

NS kWD

Conciseness ($1g»9) - 43

1.2.1. deudql A 24 vyl

Uedldet ) 00g AW MMl s1ylRsaq ace il udlnddl
owrudl wse &9 syl[su uoe Al Ycyltdl (A NSA dl d dleq
cirrlel] Ga?l 2iiedl ¢ % w6e Communis YRl 21l &9 el Hdeol 92

54 Mielt-Held 529 Fudl alsl a2 uRuR A4y sadl usiA.

ael A8 Asoflon A Aldl 5], Hdls-HAdd 5], HEe 3
HqA 529, sollon A1l HUSHI Hidg Hdl wud 9 oflo UselHl sl¥
dl ueyRedl] yellRulad Yo ozl 5 [QARIT HiEld-UEl1 59 Y
56l usA.

isAsS S0y LBsudl4l swyarqi »udd 22 Yl “Ucdid~
2ed [QuRl 5 sty elt-Held ML 5 el gl xaal dufld 5 A5l
glrl adl uls41”

el $YE Ul Hd HPAR “UUHT 2 Agelald HlEL1-HEIL €9
141~ HUlESIH] deg & d YU UL MO ArilR ofd A3l Qv
q ogd ¢9”

dla Heral Ha gAlR “Ucdid A [3A uEA 5 uRauy 9 5
¥ 2s Alcd gl Al Ad 5 516 iy gl [QARl @Asa saldl ulEdl
8.5\7”

i 2 A4 Bl AR ved ¢slsa [QuLRl we4d v

N

asllzii-l o 5 qy alsaxil 42 adl »uy 4”

§0 2 dlsldddl Ha >UgAlR “ s Alcd wdedl e dlcd
Wl MBIl S22 &9 A 2 HUBd] HAQUR HH® U5 dd] €14 d-
YSdlHAR 56 &7

1.2.2 Hedtastl Sqil
> To be understood (44D sy dg)

adl yvd &g ¥ MUl HARd satl »udl ¢ d olly alSavi
Nl US A YH® US dil HIS dld $AUH 2d] W] &9 2 Hl8d]
eSlsdl 2adl drauwlal gzl 2l usy €9



si®ylisan-u Geal (Communication Fundamental)

> To be accepted (53] asiy dg)

Al ¥ HISHUH] il 9 ded YYRA 7dlsiRal SIS 2iyLl

dfellealyds wieiodl yedl ¥ i qeg A4S A4S ¥ LUl HARa s4l @ d
AlZad Ul 52 A AHY

> To get something done (54% s 4ié)

¥ Y9 Aedul HARA sdltl & dd 44N A vidd] suqdi-l]
2 yedl ¥ dedl HARA 524l KIS2 oy UAL Yedld 2Hdl dl dldl
5304 yo 53 usi

»  To understand others (H/3d] Haq-uz1 #4rq)

oo

¥ ¥
2Y~id] 3

al Had ¢ d Alzag da9 a¥d wnel asl 2A2dl (304 ¥
Heul HAqUR Ul HAUH[ d¥iR (A1) HelUa 5] usl.

S

1.2.3 el a8l

) A b)

L ol 5 ol Qi culsaxl: yuy Hevdd da 2 &9 5 U HIS
le9M) Mool o Alsaxil 5 dell ay Alsaxil sld & sl dlza
Yidldl dd d [QaRl $eied 530 usdl el deal MR sl
[Qa1R M2 %33 €9 a4 e9al Hizt HilSd] HadriiR 21q M1zl HISEIR

l3d o sld 9.

II. [da1Ri] $2018¢: [Qu1R1] s261ea] ARe1w?] A UL [Qy1R 571
uslg el A5 AYS A U3l &9 5 P [QUR]L g5HL A
qol3l s01ecl] Udl sld &9 o 5 6ol qu? A3l 924 d Y4l
44 ¢9.

I YR2YR AHyQ: Yyd] q¥y9 ed 5 24l Id “led] yad ddl

-

dladiell “Sdl Hisdaidi wor 219 &9 U1l uEHH 8]

~

812 44l sl Al aMydl qauiR Hemardl &9.

IV. U8 2 AUAE UAA 2 HAS HAlYd Hed $4 & 54 $wdeU
U AUHUAE $¥Y[R5U Hed 585 wa@d siaM] ulsAl vHd 5

2eld HBHL €9 HyHl AR Al sHARMIA 514 AlUdl Sl €9
14 Al HoulAd uBIdL Sld 9 i €198 U8 Hiud[ $ld €9

V. aogl w4 ddd-l Gualo: iy Alva Yo 24 wi3s 214
Y] 219 €9 AS[ASH] FSH dl $d Al SIAY o4 524l
S qoldl dd v g1 AUHYR] [Bsed]l e el o]l
Gofl 531 4 2+ dal 21 Aslas el sl usi.



el HAKA vYld (Basics of Communication)

1.2.4. Y44l ulsa >4 «4s

Information i . . ) .
Source Message SentSignal Transmitter [ Received Signal Receiver |} Message

Encoding Channel Decoding

Bzl aulds aedisnyl dulsdl-d »>uy-d 4 dcqid-l ulzal
sy 9. sylsuMl Asld A5 sl qald UlsAl adl slaEdl d
s wlea ulFar 9. Guardl »usld Uyl ulsar u qesl euld €.

489 Hisd-uR (The Sources of information) :

HeAIAHL HEU M52 Al3dn source of information (¥l 21l
gsdu) 58 9. ¥4 3, 2ad] siaq dlsyd-dl 2l s2a1 ¢ ML [z
sl 53 ¢9. ¢l ‘g7 source of information 9.

429 (Message) :

Message (44%) @29, Sender (Aws2) deul Hlsau Al3d. W
Hed Y3 glrl Asd UM 2dd [QARl, dlawlal, S, e
AG1R, A, Asddl, dui8l 5 dd+. ¥ 5 51S Albdd 545 389,
Altid (written) 5 445 (oral) YAl 2 Hiledl 2uudl, sia sadl
sl 2199 589 Q9%

U419l (Transmitter) :

~

Transmitter (2144122) %82, IR 3 d3d Hlsedl 4=l sensroy
ogans (A< 211o/~41) ¢[~z4l. Transmitter 2 HcHid=4( HEul 3 Hdl
ulseqr 412 HMEe3y g Al .28 A Slul (Miv, s, <3l
AUE ¥ AY) HpAAHL AU A5 Al3ad]l olw culda Yl Yl
transmitter+] (451 &9 €.

5d (Signal) :

Signal (Rovd) d3a »ala “lddl, d2ul 5 Adqel 2uudl B,
SUAAAD 5 §1UY FH 5, 405 5 Alva ucEl, 2ulCes Hsdl, Yel AEl
20, [qeul>l 5 ulasl,.

21 916€] : vocalization (qlsclgRe1) useq 624128, non- verbal
(vilvi- q6fdt) 2t1l6es, facial expression (389d 254R091) 4SRN S19PUd.

Hi&H (Channel) :

Hedldd Ulsarnl Hisaquz el dqq-ur ydl deuld ded $-UR
“iL4y 5 Al channel sSqud 9. ML, $R4R ddl, ewid Adl, Selsi
deqs qold d-il GelsRwl &9



sl*yl[Rsa+-u Ggal (Communication Fundamental)
dge Haq-u: (Receiver) :

Receiver ( 22lq?) 2ied s¥2ylmasauq ulzaimi «eul 49412 3.
Aflar weal Ui s4 uedl dqd dxyal Hie dg Hldll Q3uHl 3UidR
53 69, LMY HAUEH MR Al3d, AUl 3 ddHituz1d YR 4912
Aflaz- Gets@l 9. [zl 2udl dl sedid Gels il 4l dq d4iR 53
sl ¢l . 3% w3 4 | General conversations (¥-2d sl~qdu+) 1M~
AqlElL.

Uedld1 45 (Communication Cycle)

Uiyl Aeut2dlll 2y-d ud &9 HUldl »1s Alsa widdl oflw
Yl3d WA nY 9 w4 AHeuldl Hiu-d AHFU HE Uyt A5l 2igld
GIRL AHw Al HAet 536 el Hisdrl HHl [QAR 2d Rl il
UlBAIA] u3id adld €9 el ALAULAL ALY MY gGlL 4194 Y] Hedl
YISl 2419 €9 HeAUl Hitd 5112 Al5dls MMM Uit 53¢l dedli-l]
Asd Gsa UlBYl 12 42 &9 adl dril 4194 H[AUING Heu Misdd Hl ¥
Usiedll UlFAl glRL WISAUHL 219 & M o AR HAHIAD A5 Y& AY
sl sty HAA A5 A 215lAd gl qHyAUA] Ut 5202,

ded
HsE AR

dbcd @56
yldeu

b o
dEd Wi

ylAulue
Feedback

diEd Wi

b Falo
yldey

UAS doissiad deil S HeHHl YUY U~ 530,
° Hedul HISAUR

2 UBAH YUl HiIsAARA MMl [QA1R Gyl Yy €9 [AAlR
Geual ddl Hesul Hlsd &9

° d€sa [yl

Vil oS5l Aeul MIseiRl AHed AU A5AS 3UldR sl



ety HAKdA vYld (Basics of Communication)

1qdl sldiel] x4 561 A 5 Asad [FH0 UE41 21 doisst eARYIA S1¥
41y €9,

P a0l

) Y

2L AGISSIHL AUl HISEAURA Ha¥l ¥ (AR 2] d [QAR 4 51Y
ey gL ASdldl 4194 Hivd U] [BaHl 241120 54 €9 2l dA6i5514(
AU Mt 57U 31 d3d gl LUl Mt 53 €9

P dsd Gsda ulsa

2l AGSSIHL ALSAS AUNH Add Heuld GSEAUHL 2d &9 adl
Al (QARTHT 3YidR UM 219 &9

P Ao Wtd 57U

2 Aois51HE HUBA] Ul 512 Yld deUl AHFUl Sld d A¥A3Y
Hiserrea ulaulye s3I uldcua >0y &9 Hlauinodl s ulsar eAHaw
yg GUR el Yool Yo dAsd [ ulEAL a9l d3a Ul dal
Asd Gsd UEHI aoissivl s Ad 4y U1 d 9 ¥ HcAdlAdr
sl 215lanl e euldd ¢

wAIR HeIUl Hltd 57UR A5 U[FUL glRl HaUldd Al HEAUL ASY 52
&9 2 d del Yked cdlRd UlAcd 214 9 1 UlAId deil Mol [QALR
5 aqslar «zuHl 2URdcd Yruddl Sld &9 w2 HlAG 4194 H5dHl
3UlARd 5307 Misa- A Yledl HISAUH] 19 €9 IR il U[F4I HlAUIYE
5lsols sSQUMl 2id &9 AR U HHRSIRS HcAlA IS HAUINE A vof
v 933 & oyl Yl ulaulng urd ag el Al Y4l Hisdurd dH ¥
Hisdal deul yaudd Ad AlsAdyds qimr 93 e Ad ynul slal
udlla adl w2l edls iz ulAuine (a0 < 3yl Y9 sl 45 €9 givdl
d?l5 @il AU Al 43l 2UST AHAAR U Al ¥ F1l H[AA3Y
2US AHAAR ALl U3NId 52 dl 2l HlAuING s$] usy.

aHil wila AsiA :

a4
1. AHIRL FAU YA WORUH] Y.
2. AMIRL wUslH] 514000 AsHU HdH] UsIAL.

1. Communication means of a ideas and

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




si®ylisan-u Geal (Communication Fundamental)

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

1.3. Ui+ [fgidl (Principal of Communication)

Principles ((~4ud) Rigidl, basic ideas; two —way process (2-
q uldx) ol ulzar: ol ald o- B ald g, Hcdid 2
lasiofl ul3ar ¢9. 5129 3 26T Hiseriz e 4oqeiR A4 o« 9al 434
Ad euor dar sld 9. ¥l 18 us As 931 [A5s5d gld dl Ucdidn [
Ny &9.

» Communication is inescapable (§+2540a) el = 514 &g’.

Udldd Alzadl 2ialRs 291 &9 w1 s194l sl Hesd al

U5 9. Hcdld (Al Mk wag Yesd 9. d U], sl i 451
dl yq ¥ LAl AHs ualRs ¥3R4i1d 9.

» Communication is an irreversible process

Ongoing (t1~iléfor) 2l continuous ($-Zlwy21at) ddd Add ;
irreversible (d0aleict) wieg 32l 1 asid dg.

A A Y

(21 Ui 215 Add Aldd] ulsal 9. dq 518 AssA A361d 5

-

id sldl el d [Feollw udar el 43 i & 2d Ay A Yy
dld 9. G ded ASl usal «dl. A ¥ dAd A2l s UcHd 54l
yedl 21048l wieol ol usdl w@fl. séqad &9 A 5 sHituiel 924 dlr ¥

Higell slde 9oel Asqur dlseu yedl Yo qadl w4l

» Communication is a transactional process.

MESSAGE

MESSAGE

Transactional (21-35e-¢t) eld 2iu-A 2edl 21Edl ogd] 5.

Ud dlsl 92 Qo »q [QuRll »1u-d sl ul3y
9. ({21, Gurl GelsWl Ul dl vdd 199 5 dlsl Yldi-l (AR 4
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arrgllziill »uu-d sdl Ad 2 9. ad us adl wugeuyHiEl il
sedls Gelgel iyl d-ll ael eiwudl asl el

» Communication is contextual
Contextual ($i-2suca+d) 518 ds™ u: 2nauRa.

U Al A HE Y2 8IR AV 9. FH 5, HISEAUR
2 4aq Al S92, ¥3RAlAl, Hedl, Aldded Fal qldauls el
o{ Qe Ao{Yl, 220 WD HHY, HHYAL 135] 3 A [Fayl (D)

A

5 dd-l 4932, idl HEM] UcHldt A ddl e GY ¥R 5369,

aHiRl wila asiei:

ly:
1. ARl FUs HGE WOUH Uil
2. ARl yl-dl A58l HsHAL AHdHl AsLR.
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. Ycutd-i-t 45120 (Type of Communication)

Uttt U5l Al Yoo [Qeuma s usiy. .

. Formal & Informal communication
(Aily2aRs 21 2-ily2Rs Hc)

. Verbal & non- verbal communication
(ulees wa 2ultes Hcd14+1)

. Mass communication
(ayl3s Hcud-)

. Electronic communication

($as2llms s2yR39m)

&
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* Visual communication

(a9d 142l Ucd1d)

> 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

Fromal and Infromal (514a i ¢wsl¥er) 2uRs 14 s-iluuRs;
luAIRS Uiy Hed Alssy ylRalad a4l Avll Ryl g
SRAML 2ldg UAIA, FH 5 AISTHH SR Al 2¥HUd Y 25U
Golg S16YUGL HldA 2 AIYAIRS HId €. 1 SRl Hd1Hl (A
Usiedll alelld 2q qe1q %33 ol 6.

HAIYYURS UH ed (Bo1) e oy, Hoidl>i] qid-dl iM%
Aclery ¥q ANy Ui, dluAURs U4 51 [FAH] HgaRdlnl
slal e, 26T @lsl slang (2d91) ed 3 elaidn gls usel-l u4lol
5l Y9 Adl MO 9. dY AH¥AL HIS G+l GelsRW wdlael] gl !

> Verbal & non-verbal communication
aless Yy

XYL UAHAM ANl GYHIOL A AR Al AlCES Ucd sEd1Y
&9 i o [AeuoHl 48l U,

CUYL e QUi AHIA AlEd NIl AYSIR Sld IR ¥ HcdldA
qdld &9 elvel adls yuRud]l GuMial A9SIR A Udl Ucdld. FH S,
Aoyl alald, Il exxgia adl 44l A, 4y, ded qol
Alloes Hldl GElS8I 9.

2l6es Uy

UMD QUYL 4L 4OR Hed Ald IR A AHUlGES UL~
sequy &9yl wdlR Aol 5165 S1aMUd 5 HSd Gl UcHIH Ald &9 EIVE
adls [Qensl ugi-l wawe 200 2 [Aas ([Qendl 04 NS RBad 52 &9
YEA Y ASd Ydl SldMId SHAAA 514 Y gkl dSd 9ol M
Ucdrde ol il Gudlor sal qar uel el dd 2ullees At

A

UlsaL A €9 da HAUCES UAIHA $SAUY €9, HUCES UM facial
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expressions ($69d AsqNU1) ASAU Sl4Ud, gestures (34) Ucddwivil
21944 424l M9l sd=Ad+, postures (Wl) 4zl Ruld, body
movements (¢1$] yq4+e) Al sdnad, signs (A=) Suiu 3 4l
24 symbols (Ri*ilc) ulasi<l Gualor saqr4i »1d 6.

> Mass communication

Mass communication (4 $%y[R3u-) 51¢ d4e 8 53443+
— Mass Communication¥/ %l ¥¥%& 48 communication 524 M2 2/34l,
eeldlos w4l technolog«il Gualol 52414l >4 ¢9. Mass communication
25 H1of[4 14 ¢9. ¥4 message izl sender ¥l reciever ds ¥ oA 52
¢9. Mass communication ¥/ feedback+fl il ver ¥ 21ledl €l €9. vl
5914 mass communication®! &ldl Yld Yldivil H=ude 514541 Hldig 3
UM YAE 52 9. T4 5 cls] Yldid ¥ €ld dal o 2ldl s1454] Hal
gld & 5 a5 HoLAlA il sly €.
> Electronic communication

Electronic communication ($@s2l[As $¥%y[R2a+) Yed Ss-ldlw-i
eyl ol iard Hcdldd. sl Hdayie Sdlsi+, dwerde, 5
W9l qolwll GUYIOL $RAMI 2419 €9. 219l Hedid+t < online communication
(et s3yM3a) w9 séud 8. ¥ 5199 A Uil Hiyls
Za o.

> Visual communication

Visual communication 2taiq ueLel, R, s, s, (R, 1[s,
2oL ] e A1MAl1l Guylol 53] sRAM viag Hcdld. elreceiver 594

A

A% HHD ALul e AHYAUAL HHAl 52 9.

aHiR] wila asiz:

aly:
1. a¥iRl w24 w2U¥T Uil
2. ddil yaosdl asiasll AQsHAl AHdHl Asil.
5. is the key and base of any verbal
communication.
a. dancing b.writing
c. drawing d. languages

11
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6. .expression may very communicate the feelings,

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

c. Receiver d. none of these

1.5. ded-i-l 141/ Hie4nl (Tools of Communication)

Uedldt 25 A4l gl 48 45 HlSdl-uuiy sag 516 Uyl
ALY A4l dl DUl glRl HUSH] Hlsdal 2id dg slSYQL L4,

YllRlolell dltloll

! l
uex_u_ [@euot nﬂw
1. Alla
3. %
4. wlAfduz
alct2la 1 @@d 1. Yalsid 1-
2. Udel
3 @gumﬂ 3. 2[Q% a daffl
4. Allls
vy [Geiol

1. dlid Yeud-- A4l

way/ s1dy [+l “ulsdl eulad] “ulsdl yleast 5 lla-[r4+i-]
ylRast warg 4ol alds seaiayiadl vsiz ysg QoG a9 dlbid

-

U4 Al {4l €9
2. HilMs ycud--4 A4l

old Yellsid 5 dladld gl w42 o Aldd MUl Ay AR AR
[QaAl qulddl (A9 aiala auy 9 Slasia s~ A4l gl dladla, AR,
Al Al ) sldy (Al qlEd] syl 2 dl €35 Hled]

A

Hilo1s ucqdirl Adldd d3ls 514 53 9.
3. 494 Mcdldivil ALYl

WAl 5 514w dordl “HulSdl Slaldxr vl nSyUd AHIUUHI 2419
Rz Wi, wgnsls acauded]l Ng usiy Al asid ddl Ayl 594
HeHldl Ayl $Sd1H.
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il G101
1. g9 Al4-l

G94 ALl Yed ¥ ALl g1l widl Hirell Uiy s3 asid dal
L4111l MG 51 219 €9 AlBid 18] YAl Al YRy, 4oL,
ad¥iquzl, Udald, al¥sl, <Ry, Hlddl ylasi, R, [Rld 902
q94 ALYl €9

2. Blcd A4l

¥ A4l glrl lefld dMy AH] Alsdd deodlad Hcdlde sAHL
219 Al 81y 141l sEUY dddld YALsid A SAlsl HI[Us HE/Ud
Qo sl ALYl AlZdod 5 dAMSH olleflad woHL AlEd A ddlddiM]
219 €9 2t Ad w (A9 s Heqid wuy 9 eviel dls sl ag
YROUY A1y d dl WA WA 5 Y Al3d déedl AlMadal A 9 5

A18E sl A3l €9

-

3. 494 Ay A4l

DU Heul AN U 2 AUl AlHA] U dd 94-81H ALYl
s8diy [5ey-2ld] esi dlues 49-?.

aHiR] wila asiei:

o

4
1. IRl wqusl 2dd wouHl duil,

2. dHIL wUIH] 514000 Asu HAHL AS1AL

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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1y

1.6. M-l $1edl (Communication Skills)

AMA WAl U %32 o 9 Ui AYLYY N9l HIS i
arefl 4loddl sidd sal He %33 9 wWR SlUC FHZ Y, i,
diMag A olaq 9o Albid Heudq ¥ Hlos ucuddl Heol &9
HHRSIRE QUi 2 §ASIRS U] ] 9 avier qor it lvid]
2y 2182 9. FHiHl wR slucdl [Qd Z5Hl 4D,

1.6.1. 3 Slacy

‘QiAv’ 90e 2 A A8 AMYUAGA 4™ 9. AU AHYUSAH]
Al e, AseRsla, Hiav], vd i [QAIRIAL dotyl AHIddl sl
9. dlyr 2 AlMadl o2 €9 w1 SIsiSTor ulFar sl »ud 9. FHI
g cfllas, dllgs w4 qolair arallla ulQBul qa1Edl sy 6.
Hed dd vl2d ulEdl seuMl »1d 9. Guid, Al qdsaddl Rrucs
[Faudlztl 24 duilad 2934 21y GRARYA a4 2lavi] usl.

1.6.1.1. ain Slacuy Hera:

Ml 2 AR Slacdl Fal 3, ldg, AMAY, dug A A
21402 Alell Ao slaued A qid €9, qidt A a8l o] Gl

-

yie] disl q424 2w slucdl [Qsid 53 usid. v Hs dlvial HieH)

a

UQUIR €9. Ay ]l ¥ed 5 »Aw [Qgael] Hl[o1s x[o4 Hqd UAE
Ad Hysy sudl usl e9l. 2l s A 9 5yl dlsl Ucel 4 dl
Al uR Ays Ad igu ad] as o.

1.6.1.2. QY- U511

QA U510 A4 Yuo €9:
1. sl i«

2. alla @l alu-

3. vol el iU

4. [Aqa al-

1.6.1.3 iy Slacd-l 2144214l

BN

13 woudd 32dls #4014l ¥ dlAAd SlAAH] HHdRAY Gl 52 U
¥ i UHIE €9:
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1. eilds ulRaal

2. darwlla ylReul
3. yylqRely ylReo)

aHiR] wila asiei:

l'y:
1. auiRl was 2wdd youl quil.
2. d#Rl yasldl asiusll Asul AHdanr asial.
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+ slauey

ML a9l 2R slaeqlyl ‘duin’ ¥ quI? Hetdd Slaed oY
&9, duiwiel HiedMel] 21148 ¥ alsl qusuedl g2 &9 d-i [QARl, @orsilziia
2148 Hcdllad s3] aslxl 6. sslsanl oMl [Qas x1g 56 9 5, dvid
el [z qo2 2143 €.

1.6.2.1 du+ Slacuy Hera:

1. > disl Ud Ad dld] usal <4l d S duid As UcHld

IS HIEH 9.
1Y
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2. 516 AlssA A=l [AQY geill [Qadid «laal Hie #3721
£9.
3. @yl Heed s Gualaml dar Hie Hdvl, «l4l, 4

AHdlq YR seal Hie duid #33 ©.

4. auid gealdyil WMl AlE] 5 YA Yl M Yl
vt 330 ol 9.

1.6.2.2. =l du Adl we-l aialdsaizi
1. lalaeal

2. YdlAdl

3. [qviadal

4. 153Ydl

5. Adr AU

6. #lel yaueRl 4 [QuH [l

1.6.2.3 du ddlu +qi4i:
1. @viesl gl vil
2. QUSARYAUM dSlddl

3. w8l i A5

dHi?l wila AsiRi:

aly:

1. d#il wdiet AIdd woaIlHl vl

2. dHIRl yAslll usia0ll Asul HdHl Asil.

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 Alaqiy slacy

Uedld1M] AIMAlg Hetd QY [QaUL &9, Uit UlFA14] el
Haaq i dd seaed sai-dl 2qiqsan dlag ssl usid. deiag vl
AASIRS Hcdldd] ALl gl 21d 9. AlMAdlA]l HHidsd AR HEUl
M2 OlRAMY Gofl Ay &9, HiaAl JlAl atu? Hetd dlddi] A193da Yl
sld 9. AY dldg AP s1Y[asuq oy o8l 9. eldaid] idsdn
ASAAIY S Uty s w33 4es vl »1d 9. AHAQIA]l 1S
Y veg ¥ Metd YAHl HId &9

1.6.3.1 AlMuqi slacdy Herd

Listening (4(®4g) »-1 Hearing (ai®iag) 21 6 423+l dsidd
ol U YUY & FUIR YG A2 A AR Y AHIAYS] i 5[5
5302 6. 25 ARD Al A MM QIR AHASIRS 2 s1day Ad Ul
9. w41 248l ‘Hear’ $30% 4R a4l qu? @i slsd s:al «1ell. »4iR
218 51 AHUY NGl 5 ANYUA A2 A AR ded wee] oqél
w2 6. Sqyds Alag weul wRouH a4i? 43l AHwUlZa wudl Uus.
ARyl qoR 518 Hedlde 4 usg el . séati 2ud 9 5 oML [a-]
ulFarui A4yer wi Listening (dleiag) < widlg sl9ed a4 »1iq €.
Feilell UOELll 2, UOEAYS] Vel vl WAl UMD US4 9. IR &I
AYGHE 21 el 5 g5HIA A A5, oA Gl GuYloHl dalddl
d4lws Yl3axl ¥4 5 ‘such as’, ‘in addition to’, ‘in fact’, ‘in tune with’
QoRetl Y QU AlMAriR dl51] A dAHD U3

1.6.3.2 alvug slacuql »ai4l

N\ Y

STdl SCAls KR4 9 5 ¥ 2515 Id AlHAAL HIS 34
Glafl sudl s ¢9.

o *llas 214214

P ldlcHS 249204]

19
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1<

P SCUAICHS {qR14]

A

o Alslds 21914l
P LAl 29214l

S A2RM[ MIS GiU9l UG ¥ AIGAALT & dell Sl HIYALYS
qalR A2 A wHL ¥ 59 K6 Al dl ¥ A NEA d ag el
aleag Hlddl d4tR uBEHi-l] s s &9 21u8]l Al 2 5 Hleleiornl
UL d41R [Avsa warqr 51290410 Fldl Metdd 519 2 & 2 HlEdlA

oo o Alqad] al uedl 0 vi{luia g sal 2k Y 530y
1.6.3.3. almaadl ulsaxi @yl aviar 2dl oudial :

o yd [aw wé wundl dimag:

Aealdl Yvd of G419 1Y &9 s dl deull [ANA qg 2 o]y
deal A8 Hsidd] crosll el Al AlssAysl aseld] wvidl ASA
5 el [Qud avg 4zt ¥ sl uig d-dll wd dAsouddl @l 5 agil-
AN,

o AlMUl 4oy yldur 2yl :

UAS HHAAUD d5dlrtl HAAT AT SSRAMS Hd 4194 U[AAIR
yql %33 9. srval als sls saudld uldur ydl..

o asy sld dl w4l el [Qaaaar Y4 al:

vldel] qargail ssdid dle Avid] Ysd ¢ Aqy ol ¥ gl
olel] A odiad] ya Yesa o &9 HIS usA sld dl Hera-dl [Qodl-l 4l
ddl Al

RS

X3 weuril AlEd2l Yldidl Hdedl e MYl JAHAUH 219 dl
qai Ay 514 53 us ¢

% weudl €35 “lldl AR HIMALUM] 219 dl YUl Hlel HESL Adl
wesid] usid &9

2 A A \

<> aleaard] ulzdr 1] ey d Hie dq 4004 qAxd qyql 370,

-

X3 aleaardl sl Yol euq %330 od ¢ ruR dlad Add] €l
R My ofly st 1y dl 4Rl Ad dleag wHasA o &9

1.6.3.4. alMaqid] ul3a1 245125 oi-iddl HISHL HIAEU]

P Aladld 1 $:A: wUI3 AHAdA] UlFH Add] s1d AR 454 diddld
s2q1ef] diaqid] uEAH vdd 43 €9 AHY slldriil HIUNH(
dH AMAUH] A 4Addl el dH Lol ¢9.
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o dleiz dlsd A4 Yydl ds uyl d Y séal Ml ¢ d ulladl
AU 2 X3 YS dl ¥ U8 3.

o dlerilr Al3d 4 dq v AlMAdl Mo 9] d oldldl GllelelR
A5 Ylod ulaur 2yaied]l A dHl A eviisaled] ArHqidl
Af3aqd Hicdlsn M &9, ¥ qid«l [QY4 s ded dd Al
i AMFAIA] HAl 53U

-

o SISYGL Al AdR14A g2 51 ol Al Y4l sl 2 Uld AUAldRY
Al 54l UHE 5 AHY ASIHL oG ALoEILe 591 E]

o flroyel qal: -l aia Aol « dicol] s 4 9@ -
ol dl slleainl Yol AHA 1Yl 2 524 Y9 qyHEd] Glei A4l
AEdl 1 Mgl [QruMnl 4104 A4Hd ¥ Guylol 53l

-

AGAAR 2 SR YA AU Y 584l MOl €9 A AMYU ML
o33l 2d] Hs12udl saad]l U3 9. elaAl ozl 2l Hladgl d-il
glrdid Aaidl gled wqxar e dsigqladl ¥32 usdl. Asiglad ¥
dslg oyl o], At elanl olle-irel YoLSIMl oL Al Y3 &9 GlldxiR Y
s8ql 4ol &9 Ve it AMG U3 €9 dMIR ¥ AMAG 9 A H AMUG S
v AHAG EA dl oldnR sl s A dd sul s, elddi ¥
deal 2uyl &l 9 el A ¥ SldaMl d¥HIR dlsiR sqll &9, Hedl YR
AMI2 aMIly YoHe YAl g el dMIL FAUN AUIR 5l U]
sqlell 12l s5d qinel] A Sgyds AMAAL Sl .

1.6.3.5 &u-efl almadiu [Auui

o sllewiiRl 21w A3 Ayl Aus Avl Al 1% A3 1R Hadl AV
dd ®d sl AAAA €, d¥ Aleal 9l 5 ST d sla-r 155l
529 il AHivl NS,

o AlHAd] qvid d¥il A4Sy GYR 4194 *Udl Gdlddl ], ASAU Y8l
Y10y Mg @ldld dHIR slléxiiR A odiddl Edlg 9 5 d¥q el
Al 28l €91,

o aleiad] qavid (933 s5dl sald 2Lal.

o ¥32 U3 Aalel Yeoal AHAs1Ul +&l. ¥ 555 sleud @ 9 2 Yy
ayyal-d] wasiel] qicia-r-l ¢

-

o %32 43 dl dlar ¥ s oldl el sld A AlHaR $30ed d-
AoElHl gleAddl ¥,

o Ayl ¥3[R4ld 4oy ollddld alag Fg.

1e
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ollelRl [QAIR]L Y AHYAUAL 9 S55d ¢515dl el

dleriiReil sleld Yo A4yl %330 9.

A b)

s o5 youd ¢9 3,

13.

2qee Jd Al YER Aoyl alUa 53 a5 &9 ofluzil-d Yldil
33 eaudl [Qen Aiiaaidl suadiml ¥ Aqde] €.

2148 Ml Yl davidi-aial slddl Alvilz ¢lu uer qieaaly dl
1 o sy dlviaisg el

a4 12 ¥l a3l A58 ALloia 5] s1d dl wHALaA]l ¥3R41d
aaql @l Al Qdl @unell aicad] vl ¥ a4 dql Y 4l HyR
yisl sl

dil [3o 56 ¢ 3,

AL AL Yeoal 2 AUl A8l Grid Qa9

dHi?l wila AsiRi:

aly:
1. d#il wdiet Add wouIlHl vl

2. dHIRL ydolll asiaoll AsHAT 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

L0

a. sender b. listener

c. receiver d. all of the above
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1.6.4 slaaiy slacy

ML AR slacdl Us] w1 A5 oIS SlUC 9 Hldg AUl
adl awell. w2 eudl vl s dl e Geed €9 R ddl ullRalawl
dlviqud] »32 adld 9. oyl adl el s oflo Al AdAld sqlH]
¥3304ld adid iR ad 4 4149 oldl asl. R ugdll doissl A MLy
QUi 5241 1S Y194 UGEL edl AGEUHS] AHY ] disa AL Hlelld L]
21402 d¥ YRl oixll sl

1.6.4.1. eldg slacu-l »{q:14l

-

13 culdal sedls »qR4l ¥ dlddl Hie 41y Gl 52 us ¥
2 UHIG €9:

1. e GY uefcadl virHl
2. AlslM Al3aod Fed]
3. drawildlla yReql

4. &llAs ulRuyl

1.6.4.2. 2815 olldql-l YAl

A3 Yldig slaed [Qsaiaar Hie 1=l ouoial @4 avid] ¥1g

P el udil Y 1551 5.
o AHI AH3d YO AHD U5 dM ALU MY 64-ld]
o el Hivad seUR Alal qu, nld, 399l Qo LMl 4

Aol (Qoudl 13551 521.

o deal U s Aldd Ul Yeod ¥ Ay [QuRld d-u Heilda
UL U5 GuRl AUl uvil.

o deal i s1¢ yel sl Al nd d HIS M-l Yeril-dl Y
v,

o [ 2 Hepqad] dd ol

o YA 5l AOUG Al H&1d] 53U,

o Ul quid QR dryq Al Asidld ddiR uvil.

o AHY HYElM] Ucdldd YT 3.

21
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<2

dHi?l wila AsR) :

Ay :
1. d#1l wdiet AIdd wodIHl vl

2. dHIRL ydolll asiaoll HsHAT AHadHl Asi1Al.

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. AR(U (Summary)

21 Ylrel »er 2148l HilSdldAAl U312, UsiRl (A 448
qadl. ad weil 9l 5 wloes v UlCes a2l dsidd. A4y HilSdldr+]
sedls ellxl Fdl 2 olaq AHAG 2 dvig (A9 Y 20y8 241 Ylae -l
g2 ANYY Al Ul AR slucdll Al AHAR51RS Gl e
alcuaqr el sedls 2wt uor »yeq 20yl 214l

1.8. a4l would a5l Gzl

1.d  sharing

2.c receiver



3.c

4.b

5d

6.c

10.c

11.a

12.b

13.b

14.b

15.d

16.b

two

sender

languages

receiver

audio

film

Reading

Extensive

Communication

Capital

listener

listener

four

English

eyl HAMdA vYld (Basics of Communicationy

1.9. 2154~ »d ugltil

1. dcyidn Yed y?

2. eyl gesivil digl iyl

3. Ucdldddl USR] AHNAl.

4. UUY A5 Aisld dg a9 2.

5. qiad sluey [Qediel] 444,

A%)
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1.10. Ae™l 21 (A9 a1

* 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 aly Hlgya, 4ls s1Ga gwe.

*
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AMIf¥s S)2A6A (Social Skills)

2.0
2.1.
2.2,
2.3.
2.4.
2.5.
2.6.
2.7.
2.8.
2.9.
2.10.
2.11.

3uvil

¢g

JTENTERT]

qaisid A4 Al
wlMaug: gH-il
Aldaque: aldiail

aldleany w2 adl yxsqu el
ailys slacy g sdl dd adl as?
a4y s slacuil s14g14
AR

aHd]l uold-u uasiin Gzl
2sH-2a uglil

dedl 2 (AN qlan

2.0. g (objectives) :

1 Asel] 2yl 1A Yol qay oi-dll usly

Ao 341 Fd ousdl usl duy 2ldaieq 341 Jd s usul d-l
Ql3ed

18] A3l 5a1 M1 qlHqieAfl ysAUl ndl.
A1 Mg HiSHl A4l nasi3].
aladla et addl AslA 2 YBa% g 59l

5204 GuAloel]l didiaiyyl HZed d4983.

2.1. 42did-il (Introduction) :

[kl 25 oflo w1 Ucdl~ad 535 6. 211 ydled] 2y Ui

did] 215 qMils sl 9. 28 g9l st HoL e, oSl

-

Hetd AMUYS AddsiRHl 5eg & d-ll dAMYY HAA. dH 5edls MeTdtl
WAl2l Fal 5 5185 A 5d] dd vag 4 54l Ad dg slMaeqd 29 d

Y
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<€

29 Woud ol asl. w2 ad sl M YU 5l SlEA AR dil
ayd sdl dd uldaz 2wy, 541 Ad d¥d wdidl 2adr dl dlanl U
Yo g2 s usul. 541 Ad ad AHUFS dHAAHL Asd g™l Asul.
ad sl ye a4l villgs 2 oldl usq e day 9l d 9412 Herdd
weldl 2 Herag 9 5 wleaieMl 56 MMl GUALoL $AML HleH]
axidl aladld »iuARs A 2q-4lyAaRs ulRRalayr %y adl ¥ld.

g.
&

2.2. Yalsld ¢ slMHaug- (Visits and Greetings)

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

O i HIGSIRY 2L A el 9 dHl S1S Held Aldd vy
A3l 49l a5 s qdl 30 U5 d WS sl HUd €9,

Wl (qaisia) xed q 3 a4l qul aldl 518 aki-d gl
gl e ulss ulalzar 245 HlEdldl 214-d 2adl dl $1¢ $gA YR

A A

ysladl Hie ssst i ¢ d«- M2 séaii »1d 6.

AZor (lqauent) A A5 ucpag sid &, B4 Al3add 2184l
dl dlsiqil yo 924 s oflaed nQdl, dil U i gldl, 2l Q8 614l
Us1R+4L Hold) [Qsa1aql 28ql dl q44l%s Sl (AA4ARs »Haqr 2-1yARs)
e dull Asoflonl dusHl 20d AR Huadlzl el K89 ylail 197l
olcdld €9.

2.2.1 Yasianl g
o uglaxl alsadl s desiR 2yal.

o sedls ugln waal al 2geia 20, Asdd 21ydl.

o weUil Alsled YA 1Yl
o ql [QA1R] AHIYdl A ddl ¥ d-l Y42 dlRd QA 4.
o Geals A S51RIcHS 448 Gl 5241,

o olot widdedl elvig 2 s oo el 2yl
o uee Haqqr Hie A odiad] 24 dyul qHd ag.

o sl wslen s2dl.
2.2.2. wulGagqdl] wdl azsua sea el sedls eyguui:

o 212 518 aMd Hadl 2ud AR d-dl q48 Gou ag.
o o Alsad s [ uug.

o 2vlel] 2ivl AYUSH S



aHlys slauey

o ard ¥ a4l 2lavier 2uudl.
o ¥32 U3 dl a¥ sl@ ol dg [Rdeq Add 529,
o Yo Ewsdls HIS s sdl.

o 54l Ad A ylRyy 2ual d edlvy.

o nol S8 9413 Hetddl Hl3d &9
P w2 d¥ dlsld HAl 9] dl UL Y2 qal? i €1,
o g Ylsa daqd] A 9, ¥ A AlEd dMa YRl Y dl HUH

N

dril UMl GuAloL 53U,

2.3. 2l@qigu 13-l (Greetings Samples)

w&lal sedls Hleicorl ulRRala el ¢ yHi 2+lMaie #3730
ol €9.

o s14 Yellsid

o q41514 Yellsid

o G2 AAES 22l dl AL Sl AHE HAlY

o dql Ade sHAA2 A dlald

o Alad q1d 534 dldAld

o q& Al3d-l 2uqHl Hidg Hid dAHI

o S165 Alsd ¥ d¥d M4 ¥ uQdl sld Al 4 sy,

518 yo yRRyQM luaRs aladld 4z sdal 4 (4 youdd
[Aquetl Ayl GYUALIL S 21 9. ¥ 2l HHIG €9:

—

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

X N kv

Are you ok?/ Alright mate?
Howdy!
Sup? / Whazzup?

—_
- O

<9
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dHi?l wila asi

1. &g 214 dldcua a1 2A04dl ¥sst 281 :
A4 1. 2 WOUH dHIRL YA Ui,

2. HsHA Hd AUUH] AL UL dHIRL FUA] 414 USIAG.

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.

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

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

2.4. ilMaig-t: qldial

251 alaleny 210 uHI8 ©.

alalay : 1
Sita:  Hello I’'m Sita
Diya: I'm Diya
Sita:  Happy to meet you. Diya

iy : 2
Rita:  Hello I’'m Rita
Binti: I’m Binti, I’'m from Baroda
Rita: A pleasure meeting you, I’'m from Ranchi

Binti:  Very please to meet you.

iy : 3
Sita:  I’m so happy to see you again. Gita
Gita:  Yes, it’s been ages since we met.
Sita:  How have things been with you?

Gita:  Good, I've finally wound up my thesis.
X4



qaldldy : 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.

Ysdd YAlsld %A Udl iy :

alalay - 1. daua o4 [Qeudl ad odl aiddla:

Librarian:

Student:

Librarian:

Student:

Librarian:

Student:

Librarian:

Student:

Librarian:

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.

You’re welcome.

aHlys slauey

&
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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

alaldiy 2. 4qud 4 [Qeudll a2 adl aiddla:

Student:

Librarian:

Student:

Librarian:

Student:

Librarian:

Student:

Librarian:

Student:

Librarian:

Student:

Librarian:

Student:

Librarian:

Student:

Librarian:

Student:

Librarian:

Student:

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

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

Thanks a lot Ma’am



aHil wila asii

NA 2l aalaul 1l acglql Guala 530 vudl your yRi.

ly:

1. 2U4d WOUH dHIRL YAl v,

2. AS5HU dd YUH AL FUS dHIRL Gl 08 AS1AY.
Conversation 1

M = Martin J= Jacqueline

M: Excuse me, Jacqueline Tumer?
J: Yes, that’s
M: May I myself ? I’'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. qlaley #1e adl Yraw 210l

UMl dd] dladld g%t UM, ASIA A YA g™l

sld €9, v s34 U AR HAd] Al3d w8 dd]l diadlaql 5 Guil
245131 g adl dadladl sHul widl A 9. el U HEHIH]

-

A Al HO €9 i A HALA (A NY 9. L A51A, UM A4l

Yosqu §R SRl HISHl SCElS YEIXL L HHIEL 6.

yy¥ dl dHi?] Hosaod lavil: s usie-l uRRulAy Hier ¢io]
Yosqul dyd 1y 9. ddl Ysa9qd a¥ lavil. evel dds, dd
YUl S ISl 1 AHEIAM] UMY UGl Sl AR dH Hsdl
9l Adl YR8 2g™dl 1.

YosaMl Ys1dl uedl oY olRiolR €9 del 11511 €25 Ml @l
UM, ASIA 2 YR geald] ld &9, FHs dd] Manie]
565 ddlviaig wa. A4slA 2 Horaw &l uRRulMi] a¥ s

aHlys slauey

J1
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I

Alsd dls duiy Yed sed 9 A 4y oY daxq dlviarg Haal.
AMIRL EAM[ dMIR L qydlg 9 d HIS dye dlvialsel.
o MasiaHl 4dd] &eld el Al

-

o ad w8l 9 5 x1Ys ulRlRulAed]l ayqd dslA 5 YA dloidl sld dl

-

d YRRuldA g2 53.

o Hee MIS d¥iRl (Ao yeal: o aMd ayiRl $4ldl 5 [AeH0 quil
[Qaua ld dl a4 518 snadd] 5 4sldl 18 69 8. »1ys
YRRl ad] Yoa- g2 $Al dH-l HEEIU 6iridl. dM Yol
UBl 4012 aMIRl (A2l w9l

2.6. wHlFs slacy g sdl Ad ol as?

£35 Aldd WA uldidl s5AMS AHY As1RIHS AHIYs Slacy
sld 9. 32dls uldd yiad es1AHS 19U QUIR dl 5AMS slued el
A [Quela esiucis sluey el A 4512045 slued quiR. 2sTdl 2
et &9 5 SsRAMSAL GUAloL 53] A1 Aoyl [AsAidl] Uusid 21 A51AHS
slacdla 518 aldld sidsH, aian dal de sHA wAedl dlvilad g2
$2q] Hdt 53 us.

wsTdl aniel slacddl s sald]l sA6. B4l dug slacd 3o
SSRAMS 2l 526G ASIRAHS €9 2 A5IAMSAT §2 5L A Y HALY
524

3. Exercise

adld]l s flacy asiaar 10 ARl qamy al. audl wd
AlS5A SHRAMS A AsIAHS Sl <. A A yoUIH SHRAHS
A A51AHS YEAl qul Al ¥l A5RAHS Slacy i dl dd gR $Ral
Ndedld Al 52U

SSIRIHS:



5IAcHS SlAcdd g2 $Ralg AHIUY :

SSIRIHS:

2.7 iy s slacu-u qiel (Benifit of Social Skills )

s slacuel]l 14 Yol el qadl usiy.

1. q@? 24 R Aoyl wadl asi

qoil AlSaxl w8 &9 5 @AdHl HUSd AHidR AlEdoud doitlH]
Gay 1y dal dell wola ae§ usdl «ell. el dofylq 19 <53 daqarHl
usdl yesellal »gal dl wqr (A= oi-uddr Hie Mee3u od. AMUYS
slacy 2 Yuiistl0 qwRl 30 a5 v w1l a4l d¥ qRl ol A4sl d
IS Al Y 9. qYIR Al AU 2 ASIRAMSAIA] HHR] g 52 &9 Vir

A

2 AHIAHL AU qYLd €9,
2. g Hewad 53 asi

A3 AHUFs Slauct U ¥ 2ud] 4S 2 AR Uit Slued g
gld. 15U (QaRl 5 @l HAlRd sal Hie d¥ AeH glal 8.
2§l s Herdd SlAd a4l [AslAa s NS6. dlsl we ] Ul
wUM[ 514 5241 IS e sl dl Al Hcudq Slaey [Qsfd «sl.

aHlys sl

I3I
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Y

3. Yy s1deédal

seals dlsl Alys Ba-ulalBaiadl oacfld ddl sy &9 5185
¥uil s dvll (MR 5 elesla qudal + slaedl dul Alzdod d
My u9 Yl usdl el V) 4Y U 9 5 dd dHIRL s1deud (RISl
6192 6l Al dl Al3aoid WMl Alsial dedl dHiedl eals dlsi+ a4
@l usul. AHys slacuel] AR dl A & 2 a¥ [Aaxaryds ssoln
ald dld¥ld s30 A4qy v s usi vl 2solln e sdl vl usi.

4. vsar-a sRu: ulwisey

gl o1t Aeeudtl A4 Yldid] AlBdod sal, 519 duldd]
gld & 2 gl 514 salll AMAl dUIAd] Sld 9 A ™R SIM ML
ueqifdd 530 »udl A8 2uudl €ld €9

5. 2s5e2 yuusilol qauRl

A5l 18 HAG 2 dlsld AMwAl Dol Q@9 8l AlSdvlHl
R4 Hoi[Ad gaUNVl vl A4S wdl ld 9 sidud (Al dHiR
Asofln e dladld sdl ANE6. s Rulayl AEA dl 2A1s Rud

2 Sdl U6e A (A2l Yl YR €l nY €9,

2.8. iy (Summary) :

M Slacy Y] §35 AUlBdHl REAL AAHAI] AYS 9. £35 AlZai]
21 A% slacdl wud 9. d ulawdl (eoll dradiel, G, »Hi-syds
@d] 45 &9, AHFS Sluc Y AIEF Ucd sled qid AU 9 ¥ £5
wd slg 232 9. ol oy 21 2ol Goruell ulsd sdaly waa 9
&AMy sl &loL o 9. Al Arl¥s Slued 4Ruddl AlFa 2
32 wuadl dlsl wd 4a 9. ddy sid s ws 9. b s103ET 21q

HO(IHI qHIR] 52 €9 Vil 9¢d WAH[ ASUAl SIHE 53 ¢9.

2.9. a2 yold st Gri

1. 2tlquet 244 uldeua a1 2uddl ¥isst wisl.

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

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




aHlys sl

2. Ald wwde aalamHr aicy acgll Guala s3I0 vudl wour yRi.

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~ 2d Ugldil

1. alys slacy 2ed g7 dql el 4l 2.
2. Hlelor »A All2o vied y? AllEoai seeus 3«1l weudl.

3. Yelsid-l gl waudl.

2.11. As™l 214 [A9iN Qi+

* 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
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* 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

* Ramsey, L. (n.d.). Successfully meeting and greeting. Retrieved
May 19, 2019, from Salesgarvy: http://salesgravy.com

*
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iz ulRuA

(Organization Introduction)
3.0. dgil
3.1. uediq-i
3.2. uR=gaiyn: deal ulsisd
3.3. e ulsiSay quus
3.4, s : $14ERAHI Al [Faugl
3.5. AR
3.6. a#d] uold asizl-u Gzl
3.7. YsH-2d ugln

3.8. el 2 (AN alun

3.0. &gl (objectives)

20 Yle a2l yedl ad Al g qaw ol usal :
o 54l dd aqil deur [Q9 ulRay 2uval d-dl 44ral
o Aol (A9 34l d ulsida avdl d »olg 41olee+

P deed] UisiSaul 5¢5 58 HBdl+]l HHIG 54l d 24Ul
A4 Y

P AUH $14 52l Al s14-52%04] A

P S A SUH AdHIHAL GYALoL.

3.1. diq-it (Introduction) :

£25 Al3d ¥ Wl 5 [ACUOUH] $1M 5l s1d dl AzAls [Ac1191-1]
YRyY HlZor quid, yeluel draxlqa, d4ul%s dea2l4l, Azl 2yqi-l
R 32 usdl €ld 9. a¥d ¥ od €lg WgA 5 ad a2l w2l
YRAA 1l €91, 1 Ylme a2l vedl dd Azl wisisanl s¢ 56 Hul8dl-l
GuyloL 529l 2 dell 2515l 52el] 89 d 2L Yl qarzl uedl wal
wadl. sdl Ad ulsida 2y21idg Hiay €lg w2, 54l Ad %iidd d¥
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14

Swsd 531 sl 493, A8 HeUH[ 514 sl sHAUMIA] ¥ ulsISY
29 514-5%0 HilSd] Ha9l.

3.2. ulR29¢ i+ : dzu-l uisisa

14 24d YlRx9¢ Y] 2NE HELA YU Qv

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 activi CS MDC 202

e-ShodhSindhu, NLIST program ii. Project & Con i s )
Vidhwan Databases, India Ranking (NIRF), Vldya-Mantra iii. Open access
initiatives: INFPORT, IR@INFLIBNET, OJAS, Shodhganga, Shodhgangortivi.
Library Automation: SOUL, IndCat Union Database, etc.


FreeText
CS - MDC - 202


e ylRyy

aHiRl wila AsiA

A4 : 1. U™ YA AU WOUH] Y.

2. dHIRL FUHl HsHAL Hd 2udd sl wd Hjuunell s
Q.1 What is the full form of INFLIBNET?

Q.2. When was INFLIBENT established as an dependent?

Q.3. State the goals and objectives of INFLIBNET

Q.4 What are the major functions of INFLIBNET?

lce
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Q.5 State the major activities of INFLIBNET

3.3. e WsiSag avug

el URAY 2yl u8 Hs g slued 9. Aqeull uRuY

3dl da wuyql 7 vd deel 200l dqid Hl8dldl ad HilSdouR sldl
A, Al USISd dridl 1S 1Y AHd A8 6isid] Hecdd] €9,

Infromation Gathering (Hil8dl 252 33d)):

Rl 2521 sdl 2 s ulsal &9 5 w4 Yel Yel s MilSdl
2ld vl 5U3a0d syl deul, Alzd, dede qell Hiledl
Y521 A1 219 &9, FAd HeAUl U] HISISA dvial] €9 d «dl
o] aMiy usiell HlBdl %el Yel wllaxied] sz 54l
Filtering Infromation (Hl/@rﬂ Us $dl):

Wlddl 258l s4l o lEdlq Y& 54l 5 FH Hi1q9ds AHY
33 1 ¢ld ddl HilSdld g2 srauMl 2ud ¢9. i Yg s3] Mlddl
5 doil8d Bl Gualasald »uyl asid. y41R a4 518 Huledl



21] &l €14 dl dHiedl YAl 2iqd. ved 11 Ml8dl Y& sl
Yglad ae ser dgld dids usr 2laviqiil 2ud 6.

o Collation of infromation (AUl8dly s $29):

dealed] sida aviar qldld Asldd sdl. Y& sl “ulddl-
HISISAH] (531514 2124l dl q8UgsH gl Y 54l HlSdlq
Aqely A allds sq4l szt sl v olsad] wall Mulsdl qul?
SIHES Y HUSIRS ol 9. AsAUR 410 Ad Ml 44 sl
Al usiSaA] ™ sa1H4] uzvia 53 Uy,

1Y GYRISA UlFAIHI UIR UYL Glle UISISEd Hiay] oiildlusiy.
deellel ulRd iyar ydal 14 Yueidl Hilddl ayidl wd sldl Hg.

o A2l 2yl qvl, AUl L] 49l MRl Z54I el
dlasi

o dedld e YlAaldd] dldg A9 AHY UM Al
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o el [aeedl Ylraldd] adyg Ase ad Ul Huldl.

o deellell a0l HilSdl

o dealdl 51031 > su

o el 5134002 ol su

o Al 514 sl 2x1Hsa, A, [Aasos, wH~y qelad]

$4 024 2904 HilSd]
P el sldud 3¢l Rlg>l (o] 4ulsdl.

1Y Gulsd HilSdl>l dear [Qd ¢ld dl dd Wl ulRAy qy
22425125 IAd 20l usl.

3.4. U500 514 $THI [Fauel Gyl

aMil st olell $29040 dd Y 514 53 &l 9l del 4MLdU
st $2940 wdl HA €9, sl eqlda [AlAy sleiil 514 s29040
4104 [FH1yed] uAeoll A HeTadl ¢9.

A4 2ude Auvia-d] sid+l $2%140 secls [34iuel highlighted
(s18eue2s) usilid s2au4i el 8.

Job responsibility of Librarian (uwa-l s14 52%1)

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

el ylRyy
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° 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.

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

° 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.

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

° General correspondence relating to financial matters.

2 GuAsd [Fuiuel Al3a-l Rlg>l vaql dl dl3a-]l d4led 214
UHPLs Fd Y 52 9.

2y geldl A4 dl,

dHi?l wila AsR) :

A4 1. dHIRL FU YA YoUH] Ui,
2. dHIRL YUl HSHAL AdH] A4 GG 44 AU

13 28 UHs AUYLAA] 514 SUHL NG 4194 [FHIYEL]
GualoL 530 viel xour Y.

A4 suda Faveldl ayqd sl qesdl yaud dl dd s sl
qae [Faruel Gualor vl w0y M s<1 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.

¥R
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° 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.

aHi?l wila asiRi.

Al4: 1. dHIRL e A wouIHT vl
2. dAHIRL UL HSHAL HdH] A Yol Al YLl

13 2uhd Heedly Ayl sl SN 21dd 1oy [FHIYEl]
Gualo s<1 vie] our Y.

Al 24 [a14elHl ayd sl sl wouddl ¥ s sl q4lR
Gaiugnl Gualor vitel wodr 4 s asl el

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.

° 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.

¥3
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dHi?l wila asizi.

A4 1. dHIRL wAUs YA woUH] Ui,
2. dHIRL UL HSHAL HdHI AUYE WU Ao YLl

13 2uda sl qeedlu-l s1dl %040 2UNE 4104 [3H1ugl]
Gualo 520 viel your Y.

A4 suda Faveldl ayqd sl qesdl yaud dl dd s sl
qae [Faruel Gualor vl w0y Hie s31 usl el

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

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.



qol [Aell A 211 2udv

] 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.

aHi?l wila asiRi.

Al4: 1. dHIRL YUs AU wOouIHI vl
2. dAHIRL UL HSHAL HdHI A wUo] A9 Ayl

f13 20d qdER] ASwsel sid Al ¥ 219 4194 [FAIYEl]
Gualo s<1 vie] our Y.

Al suda Byeld add slS Ysdl waud dl dd s sl
qae [Faruel Gyalor viiel w0yl Miesduslel.

assigned shelving preparation

pasting shifting display

Job responsibility of Library Attendant

] of books.

° & jobs.

° of books.

] of journals etc.

° As by the Librarian/Dy. Librarian/Assistant

Librarian from time to time.

3.5. AR (Summary) :

sHYAA AURUR Yldi] Heeu (Al ulRAY HluARsaid]l A
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a4l RYUd s41 USR] 9 w1 HelAl 251 URYA AAdl Al YK
1] US4, 2iYARSAL H1S d2aldl WRYY Y2l U AYEI SIAM] YIdR
ylgve du-deuedl us 20l usid. w41 dq deldl URAA 2l IR d¥
£35 Ul wUS Al AL HIE dUIR ldl A,

3.6. a4l yould asidi-u Gzl :

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

Q.3 Objectives:

] 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.

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.



A ulRuu
Q.5 Activities are
L e-consortium:e-ShodhSindhu, NLIST program

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

1il. Open access initiatives: INFPORT, IR@INFLIBNET, OJAS,
Shodhganga, Shodhgangorti,

Vi. Library Automation: SOUL, IndCat Union Database

3. 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.

4. 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.

¥9
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5.

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.

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. sH-2ia ughi

1. deul ulsida ved 7 deul ulsida dqual qie 58§ 56 4lddll
AH199 5l d woUdl.

2. deel Misisd quidl HiSdl 218 UFA 44Nl

3.8. As®l 214 [AgiN Qi+

* 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/RTT/TechnicalOfficials.pdf

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

20 Yle a2l yedl a4 e qan ol usal.
o 3dl d wsiSa oiruad] d 29lg HioE e
o sl sal us1Al HlSdl A sal d-dll 44l

o UISISE dviql HISl ild¥] Avidldl el Yerldl 44l

4.1. 44~ (Introduction) :

ulside 2 Aol 2 5241 IS Hetdg Al ARIAHL id €.
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53 Haqar Wi $rerey-ll duaidl

2ARSIRS 2 &l v ddl €14 dl a¥ ey AR Adlsdd i sld
s asl. 2 ylmenul ulsida dual IS Alel ddi sl GUALdL $RAHL
Vil §9 el 52Als A0ELAl GARY dls AsIY a3l YsAHl Vil €.

4.2. ylRx9¢ qua-: cul3aoia Hisis e

ulsise 2 518 ya Aldanl waq ARzl 25 a8+ 9. HIS1Sen
Yl3al e9ol]l s dlaviqyl 214 €9, AsTA 32dls AHIEd [Qgii-l

A

(3ol UISISE Y SRAIHI LAl €9,
Bhimrao Ramji Ambedkar

Bhimrao Ramji Ambedkar popularly known as Babasaheb Ambedkar,
was an Indian jurist, economist, politician and social reformer who inspired
the Dalit Buddhist movement and campaigned against social discrimination
towards the untouchable (Dalits), while alos supporting the rights of women
and labour. He was independent India’s first law and justice minister, the
principal architect of the Constitution of India, and a founding father of
the Republic of India. In India and elsewhere, he was often called Babasahed,
meaning ‘respected father’ in Marathi and Hindi.

Raja Ram Mohan Roy

Raja Ram Mohan Roy was one of the founders of the Bhrahmo
Samaj, the precursor of the Brahmo Samaj, a socio- religious reform
movement in the Indian subcontinent. He was given the title of Raja by
Akbar II, the Mughal emperor. His influence was apparent in the field of
politics, public, administration, education and religion. He was known for
his efforts to abolish the practices of sati and child marriage. Raja Ram
Moan Roy is considered by many historians as the “Father of the Indian
Renaissance.

Swami Vivekanand

Swami Vivekanand was and Indian Hindu monk, a chief disciple
of the 19" century India mystic Ramakrishna. He was a key figure in the
introduction of the Indian Philosophies of Vedanta and Yoga to the Western
world and is credited with raising interfaith awareness, bringing Hinduism
to the status of a major world religion during the late 19" century. He
was a major force in the revival of Hinduism in India, and contributed
to the concept of nationalism in colonial India. Vivekananda founded the
Ramakrisna Mission. He was best known for his speech which began
with the words- “Sister and brothers of America..., in which the introduced
Hinduism at the Parliament of the World’s Religions in Chicago in 1893.
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4.5. culsdold uisiSar 141l

A[5dold UIS1SE [Mded Ue HHIG HHOL HHOL 1Y &9, Al3ddld
wsiSeHl dlalisaizl, slacdl, Aged dHy s103el40 @yl q4H1da
U4l 219 €9, €35 Al3d Uldiril ue HHIG Hl.dl. oiridal €ld 9 i
dl.dl. 40 ylaid] HisiSani dl3aoid [Rded 2Hiudl €ld 6.

Librarian (24ud) <al3a9d 4isi84

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 Wawan [yl qialsaizi, slacy s+ sgMa 716 di,
Personal qualities:expertise, perfection, friendly demeanour
Skills: Interpersonal skills, Communication skills

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

aHil wila asiA

3. Teaching (2t&uu-) cul3doa uisise :

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:

cl5ao1a Mis18d
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dHi?l wila AsiA

4. Admin (adladly) cul3aaq 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:

dHi?l wila AsiA

6. Student ([Qeuell) culZdaoa 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 I work for.

Personal qualities:

Skills:

Experience:

4.6. MIs165 dridl HIS @UHI AUALHL Y51
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AHIRA ALHE YA it Slrd $R] cllRouE RopyH i AHd Yyt
21412 U] Al3doid Hisidan] ¥sl Fel dHid] dHA sd 4.

us1Saul uad qlticulsaql Guala sal: %1 5 Ao dl3d-l
[asey sqo Hsidanl 8dl sld 9. axid]l U q4 4uYd
Vil UAE ofilddl HIS HAH e[Sl Guylol 5. aMid] Al3dold
SIS A aHiy (A9 € A a1l Slued [Q9 &, Hed 3T (g)
al Guylor ‘He’ (d) ‘She’ (A6)l sigausi 520 F-usl] 2w 217
MIRYdSs UISISE o8l Y9 del Hddol ql 4l 5 g5 ausaAl-l
u3xiid ‘U () el adl sld. 215 413l al3add uisisaxi slaedl
LAl (B9 ylal 49 €.

a4l dl3daod ulsidani U () -l Gualodd aiqar aisaHi “As
a” «dl GUYLIL $2dl. d¥ AMIRL Sleril HgMd el Sl USISH(
2y 53 sl e9l. e1vdl adls “As a Librarian in BAOU.21 #4121
il steAl Kol il sld dl dd sl asiadl Gyalor s30 aisa-l
A3l 53 usl e9l.

S As wdlzu s2gMma, Rlg, 211 dlogril 44149 $:al: MasiaH
WOdd 2gedd [QARl 94 $ 5d $ sldyHl Hadd sged, Rlgil,
gredelly qoll 4 a2l ulsidaqi %y s usl el.

A

silselal u w4 Sgul wouaan: wnsldl 1 Head & 5 dd
a412] siRl3el wigsa g 530 e 917 Aetldd ue uel dq Y Ul
il vl uvil 9. dd aMil Aldd uE MIC dHIRL Y HIS

55y ldl A,

WS 2lnl: WSISAHL 434S’ Pl $ responsible creative efficient
" aaal NEA. HlsiSaH] 40 4ol i Aual sldl A, eival

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

clSao1a Mis18a
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done. il di5a4( responsible {7l creative il ¢ WUogld cladl

IBES

Aoy 24 wda ua wd awdd uisida oydadl ¢ 5 & d

-

awdl: a4idl Husl ulsidad aidl ugdl AlssAyds ad euldal
slaedl, sgoia el 1Y Ay 5 4dd Ul 524 9 d-ll dvuysl]
320, 518 ya yel Adle + aql N6, a2l Aalddaoa Ulsida
A4 $1(BET, Y A slacuil AR dl3 51 53 6.

4.7. Mis1SAHl 5011 Gyl

301 SIS duiqr HiS AlEl Hasia-dl GUAIoL 54 19
9. oqasia¥l Haddl Rulg»l, »qgeid ol gulqdl 41 AIEL HdA519x]
GuyloL qld €9, ALEL sl AU 2 d«l GuAloL (A9 [Qod 1.

A, 43U

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

8512 1512 u&-1e
1 worked 1 worked 1 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...7
It took It take it take...?

A4: AIEL MAsIAH] €35 sl g (851 UsHHL) Baued cdsiag
34 25 Avll Jd GuyloL A &9, Us 2l 51 dSAM ALEL Hasia¥] Did
{7 did not g4 GuAloL UlY €9,

B. To be [$aiug 21 2u1gl &4ds14

(To be G407 3 - was/were)

It

} was

He
She was not

It

8512 1512 TE TS
1 was 1 was was 1?
We We We?
You were You } were were you?
They They they?
He he?
She Was { She?
Was?




4 AlEl Hasia¥i To be il 34 was i were &9 i d4il 214
“sdl, edl, edl “ o2 4l ¢9 was -l were]l Ule9q i AU noun,
adjective 21+ adverb(ial)«il Gualol 24,

GelsR8L dls,

1. 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. Guulo: (a) Alsl Mdsia-l Gualor Mdsiay) o+l add] (3
galqal H1e i 9. idl [3ul vol g4l 5 AAd 1W5 A HASIAH] o4+l
SlE uS. sl qasta+l GuAldL (Bail q4y gqldld 5 sulcu qor 53]
ASIY &9.

Gels8L dgls,
1. Ranganathan died in 1972.

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

aHi?l wila AsiA

6. A. 4 2wdar ssul el Masin-l Guala s3 vudl your yRi
Ay 1. dHIRL YU HIYAUH] HIdE YOAIHI Qv

2. dHIRL wsildl asiAell sy AHd dd ydol Hqd H_udl.

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 3

(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 > (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 6 (help) establish the American Library
Association (ALA) in 1876; he also co-founded and 7 (edit)

culSa1a Mis18d
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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. 4 swdar ssudl agl ¢qasiaql Gualor 3 vudl wour yRi
A4 0 1. dMIRL YU HYAUH] DA YoUIHT Ui,

2. dHIRL wUsldl AsiAell 54 AHd 24 yAsl HqEd H_udl.

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 " (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 8 (be) engaged in research and
writing in Ziirich. He ? (return) to India in the latter year and
served as visiting professor at Vikram University, Ujjain, until 1959. In
1962 he 10 (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. 41209 (Summary)

~

A3l HISISE A dHly A1y a8 . a4 519 917 aq 3d] d
YslL? a¥d AR 52l 917 2 a¥ s wal Mo 917 2l s dHIZ] as
9. o4l a2l Qg2 21 4logi galdl usl 9l 5 a4 ollniel 3eal
§A0L 9. 2l A5 M52 s2a1g Aldd &9, dH1] ANdd ad U152 s3] usl

e9l.
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4.9. d#1d] yold ysii-i Grzl (Answer the Self Check Exercises)

1. Nd Hdel 52U

2. Nd Hd 52U

3. Personal qualities:loyal, talented and caring, open-minded, patient
and supportive
Skills:, Communication skills, Interpersonal skills
Experience : taught and nurtured more than 100 pupils from all
backgrounds

4. Personal qualities:hard- working, motivated and enthusiastic
Skills:Interpersonal skills, Communication skills
Experience:multiple projects

5. Personal qualities:hardworking, ambitious
Skills:Communication skills
Experience:-

6. 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. As¥ 2ia ugh

AN 2yl 2uddl Y™ Yo Qv

1. usida 2ed g? misisaq’ amldwe adl wulddlzi rsual.
2. usiSd dquaqr HIE RuHHE Avidll YEiul youdl.
4.11. e 24 [A9y 4i4- (Reference and Further Reading)

Patel, A. (1999). Learn Tenses without tension. Ahmedabad:
Alpha Educational Services .
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* 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_Vivkananda
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vigsif@lail (Portfolio)

3u3uil

5.0 Geul

5.1  Hediqril

5.2  uidsilaul: vy uldleie

53  uigsilaqui+l wed w4 4yl

5.4  uidsiAui+l cuusdl

55  uldg 21 uladl nda-u yearst e A4 x#a0 yicsilaul
5.6 dalas aawanl uiZsilaal

5.7  a#Rl uigsilaal duair 52

5.8  deauge u2 awikl wicsiaul ysal
5.9 AR

5.10. aglasedly usi

511  daxdl uald asiiu G

512 Aced 4 [Q9y qiun

5.0 Gg9(Objective)

2l yledl ad uldsiladiqar gl [ dlviqaqrdi suqd. i
Gurid uldsilaalyi s¢ “ulddl, 34l Hilddl Girdl A2 d-ll 4l 520y
A4y wesilaalyl 8§ Alddl sa syl ysdl a-l ya wuledl syl
2199, 2l GUAd UISSIEAYIA doAade GuR ysadl dd ed HMetad &
A4 d-il s14el Y 9 d wusll usial.

5.1 U2dlq-il (Intruduction)

Al Ad e uddar sy oe, s Haqql ydl sl
QU HIZL RoyM GU ¥ @it iydl sld ¥, ug Rosyul A

wigsifayl uo wel ¥ Herael . S8y [Qend] dldig lds séld
MOdR Yo 52 Al Y4l d- uldsiadl Y © d-l w1 voer ¥ w4l sldl.

13
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1y

gelas seuvl usldl x4 Yeisia e [Qeudl>l vdl sld AR
uler oo [Qenell>l uldsifayi-l wasidl - glaii 518 A5 ddl
sla &9, 28l [Qendl>l 21 Rosyx-ll wd e widsifaal Gur uer seq
¥ Qi AYG NEH. YesiaHl 45l HS a¥iRl Rosgu-dl A vidsifayl
gl AR s vl Yaisia AR AlEd ueuldd 4g U, Ay -
Wisdl [Qsun ya g d2 9 w4l HAlsia A [RosyH Hed«l Lol
9.9 Aduid 5 deddl Usu-l YiSsiEyl d-l sidsd, 4ls, 4429

A

UAlBd 44 s+ euld 9.

(M)

5.2 uigsilaul: 2uuyg uldlior (Portfolio : Our Reflection)

S1SURL AOYIA 2 AHCQAEDL M YISSIEAT S Al HeT
gld 9. adl o dd Adwad v HlSdl [Qsu-+l us yigsifauly s
2oL Herd 9. sl 330 2 Hewardll Glsigr wulddly ulalisr yidsiladl
219 9. d-ll Ad-1d ¥ 518 Al ot Al ¥l &9 dog Ulaleiel s
deay [Aas 5 s142a Aldd a3 2y 52 9. uicslayl »ed €35 gaald o
il Aol 5al A 21yl 51490131 v YAl d9aTl Al gUlaq.
AMIRL ALYt dALe YRudl RY $A. N “au S A “35d] dd”
st 49 d-ll uR el 3led skq qld 5 “y 7.

5.3 uicsilauii 219 247 aug«[l (Meaning and Expelection of Portfolio)

Ygsiayl Rosgn 24l o deee & ¥l S186u9 Aal gal s3]
usiy 9. slSus s a3l avlld w330 Sgl 2 Rilgld Yzl
33 4S5l usid 9. Al Ad-A1d a1l UEsIAdl ql v YUt €ldl
HeA Hed 5 siddl Heradl 32 Hldlal wqida 530 dal HA.
a4zl Esiayl a2l dl ds ol 43 &9 el widsilayl dyeye y'

gldl g1,

5.4 uiZsilQi] cuusdi (Breadeth of Portfolio)

Yigsiladl Gy slus s50 Adl ySdl, 14 ual Al $52
il olle d¥iRl GdR A5l

-

1. o uldsilfayl 21 Rogyud olly -y ¢ 7
4 Royul uidsiladiql 215 cuol ¢ 7

~

wZsifaul4l sier 45l usiy ?

VS )

igsifadl daiz sedl Hie sdl 4 34l Ad e:ddy eou 54l 7



N

i Ad, w4 ad slS Alza-dl yeusia i yal sld -
Aslld/aq yel 5 o axiRl uldsiaal, siaHl Yald 9, dl wdueHl 1ol
5 d oyquMl 9, dlsl suRd uidsiladl [Qu [Quiral «dl uig dHiR
WiZsifayla Hs %33 A el A4 als dug NEA yg dHiR

R YSHL dHIRl sudl3el Hadl Royy Hisdl gdl.
uidsilaul

N0 A

1. wigsilaul 54l dd Rosyu 14 euuideidll x1e0 &9 7

N D "\

o wigsilayl A sil3el-u Qs+l gadicis da siaxl add [Qsi.

-

(Aed 3 awi?l siB3elMi siani ada ayil >4l [Qsi) esiE)

A

ddd IR HEEZY odl YU ¥ s3] Hie qkw 53] R8U el
o ¥ a1l 2iqsad A alHsall &llas yeual sald 6.

o FHl Y5 [R21, A5 U9 eulqqiil 2ud ¢ ¥ dHidl widsd
ualcscld galdl us. 2% wiZsiaal sa1R4 Ryl Ad
“isaail sldl «ell, i Jd Yaisid R4l qe e wal-l
6 ¢,

N0 2

2. a#Rl wicsilaal qd sdl Ad Gualaui dei ?

o ¥ a¥ Heusid Hie v @l 9l dl dd uidsilayl e uvll usl
ol, vl ad yausiadl déal aysia sdidl usl.

2124
o N dd s WS 2 520 9l dl dq dHiL RosyM e Mlsl
25l
2124
o ad o-d -sdeidid Rosyy-l wad Hlsel sl el

aAMIL Yvd Geul HaUdl gl MR dq dHIl YIEsIEAlHl
el s sl ol.el.d.: ¥ sH4 a¥ eldy ol 9. Y di £
gecldy GHRal Mol 9l 5 yedl Hizt w3R4idAl HlSdl ysar wiol 9.

153 dal Hie Al ddl ¥dl €35 Aldd HIS Yelsiad eAHAL
Gualoll ol a3 g Al ded uldsilEul. ¥ aHidl 2iasd, ®id-l,
UlcHsal, st 2 y9dald 2] Ad ewld &, 2wUd d ¥ Hildd]
a4l 2193d 24 YaHsadl Gllds 2R 9. elllas Ad, uldsilaul
[kl dAST HAY & ¥ dHIL DAt s144 dold], €5 ool
olsqail] ugld 9. s olloid sHUl LHl daid] €9 5 dMd wHIR

yiZsidlatl (Portfolio)
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1€

0 N

A A, Hdsad, ¥ 5 S ugln culal ol dl, ¥ @wa U2 54
5711 SlY Al dl YAlSid HIS Yl sld d @Al QLR8I g5
sldl A1,

3. wE s wE uigsiaal Budl ¢ ?

Wsiaal aud A4l susdldl HeEgu oivdl.
o esid Hie ddiR Al e 3wa 53 asl ol

o 5304l w3R41d a2 dq aM1?] 2q193d, AHdl 2 Y45
oflw A3ad dsHd 53 usl.

o aAHIZ] 2ldsd Ucdldd glrl 4194 Jd eauldl.

o aMil s1d uRouy [Aee 53l

o a41?] Rilgld extdy salg 2uvil.

o AHIA Uldltl 321605 ddlR 53l

o auidl s1Bel Qs awi?l Rilgd deais 52

o [Qenell>] e o yidgsiladl dlviar 2 AHeqHH[ Yedist Sy
ALYt o 9,

-

4, wesiaal sdl Ad ot-uaul ?

o glell udel Heusia He ¥4 Maqr ¢ € ol, dx-l [QAR] Vi
AYed 20403 Ylaidl ANdA Sladil Hded 5. dMIRlL YISSiIElHI
g5 HEd] »udl vdl NSA, ¥ sdeiaid ueulda 530 us.
w5 Al IRl wedd, 592, slesk 2 %33 €35 ollodril
419 5dl. UISSUAUIHI G, A58, G2RUR GUR &l E1RY. P
WSdl widsiladl “e dari 2udl ¢ d axidl 2asa i Y45l
gald & 1 ¥ aq?l Rule Ha wel ¥ %330 2 219945 9.

o yidsilayll az2iiad qAsdl sl 240 ayqq dod] €35 Hilddl
2l nd, dd ¥ [Rlgal Ui s30 9, AR v ¥ed 5 du,
yould qol-tl qHIde 54l 2 2l €25 WSl Ylad vudl »¥l3d
s14eql @ asl. aql qldlyi Al ouoidil AHIdU Ay

N

8.
o aAH gl »adl dqil GuR avudal dv

o aMd HAdl ol YRs1R

o AHIRL gL siuqaudl 2udd [Red, glavl qdl.



yiZsidlail (Portfolio)
o ¥l il Y2, Hee( ysl, %3l doal slel

P AMI2L LRI AHIYUHT 29 Hos2 U

o 2laor uHiyel

5. AUY$ HeTaU Y&l

P WSsifayldl dauiadl siddl Hilsdl sl 4 ¥ 6l 9 d-
2gsq & 5 -l ddl via?l 54l wd ¥ g M GualaMl @Y
61 9l d-ll us ysiuwl] s3I ddl.

Y 9

o A4 514l 2] GELSRY GlRL AMANQALA] UYL 5] FYH 3;
341, sler 2«14 Rl gl

o HUl 2§ QI8 qLyR.

-

o s34 Useidl Al Al n49ar 0 wuvl 5 a4 ¥ HlEd]
Yisefl ¢ d g5 Sl Al 4.

o ESIAY] Yas, 2929, 4104 QuiIgl Vel Etldyl dloY $M¥[ ollsdl
v,

-

6. uigsifayi-l alsqw

yicslladl qlRea 1+ s ugdl s suU sldl AEA. A4y
YES, 19 i oY sHH[ sldl FEA. wHd Ad widsifEyl w4 518
A5y MY el ulg 2025 Uy uvil usid v ¥ w3R4ld Yuo
gxcld oyl quiRl-gelsl s usl eol. uiZsll@ayi-il alsas 14 yue 57

ALY,

o NAH dAossl: M asoisiil €35 sioad ¥ [ArgddlMl salqarl udl
9 dril ARIA UM 214 9. wUgFH[QSs1 gL Alseldl
aq13] Rlgal4l 2 Ysd 2 d2l dd ¥ Al HIE Ay o9l

o ollyl aoissi: dil Ry s dldlHl d¥Hil AHeqISH, 514
wgMd A ofln Y5120l HilSdl uul.

o AMNHl deissl: dxil AeYzl, LYz 2 €35 uzld] 514l
v

o el dossl: aHidl 2o Bl sl 2il, FHI dMIRL Ul

2d 2y Y[zl qHdu adl slA.
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dHi?l wila AsiA

Aary: 1. A 2yl wourHl axil Gd? 2yl

2. dHIRl Gard ylae va#l wudal Gz wd sl

ug 1 WesiaAl (A9 wuldl »uuyl.
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ug 3. wiesllayinl ealdl usid Adl amidl S$u9 AR y@aT yeudl.

ug 4. “lQensdlol e uidsiladl s dlviarg dldd 977 i qisan
A4,

1e
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L0

5.5 ulAg 217 Yldidl naqu yeuis e Hao +2q9 vicsilaul

o dlviqarl wicsif@al ([Qeusl>n )
o [Qya<) yigsifaal (Heussiz )
o Riea) vigsifyl (daissiz 4ie)

o dals syl (Bas) we)

-

o dalds Aqyia-l gsiladl (avia [Bes i)

Yisil@auinl (1A %32 geald ¥l 4419 5l FH 5 Al
UHIQYRLL, 2HRSIRS YRUAL 2l 514 A YAd AHAI diRd] A5 dal
UHI©Y2].

5.6 dalds Aawierl yigsilaul (Portfolio of Academic Librarian)

Slalos agquienl WSsiAul, Agad HqARs, Azl 2 A
uqlazily ulaloior »ud 9. Auuier Esi@alnl q44, U4l adl a4
o st 53 @l ), dMiz A Y 9, dHil drd] wus1Rsal 54l 2d
WYl 29 89, A dd A5 Aywd dds qqAallds [@lg 4] da
Uit 520 9 2l dAMIM MBIl AHId9 SRAUHT 2 €9, AqAIAS YISSIAA]
AHIRA AR S 2 Agetdd Ry 52 9. dalds Auwia- uldsifayiHl
qld 5l €14 R Ayl ¥ HoUG 518 XU 51d 5l €14 A ¢q
oflon AUdY ds ¥dl &ld U, dd d-l AeulqaHl s3al 54l [y
AUlAAH] 53l 5145H], AUAYH] EAUWER HIS 5394 AU YLD,
AAIAUM[ UM 21l Adl HIFSe adl (AQY [Aeuon e s14l]
251 anydl »uudl. wel dq axil [AQa sidl 24 dq @dud] 2195l
qy A4l Ad e s usl. 2 GUAd AAEAH] 5AIM HIdd Yls
yeon, AR, qsuly »d siesedd] y9 wlsdl 2qudl. 1 g5
soidl a3l ¢illzs aldd - - GllAs yadl dls wlia wry
9. 2145125 AalBls Aqvia-l ulSsladl 218 AHu515 gl Y 52 9.

-

ugH: ¥ axdl s dawd adsHl q4rws Rlg % 52 9, vy
5309y ad s AwadHl 514 9l A d Aewday Q9 4] wid
ooldl a9l ¥, d-dll HAsRsal [Qauedl>l 2 GUESAlIHl Fldl

W AR dqd axd] dawad] qAsi0 ysa ol el



Blu: wicsifadl s aid a1y AaAQAs dald, Ui
U dHIR] 9IRS [Asid Y 53 asl ol v s34 v dd s
[lSoi 193] 20yl 91, Ault+ 44 Y $20 €91, Uldiqil U519 E9ldl
¢l 2eql dl 51454 GUR U ALY 5] 9.

gdla: 228525 UIZSUAY] ayd aMil DanHl, 149, sidY,
qqAAS woul el Heed] Al sed] 1ofleld] i wdisield] de
€U 9l Al vl Y €9,

()

dalas Aauau-u vigsilauis 29 adl eusial
o Apadnl Al o4[as
o Aeled AqAAsHl wd161g111

P il [AlAy ([Qeua] waresidl>il

o Ay 4 Aqud ddsdl 23525 21 %33 HlSdl

o Aalay ddqlAs Yrual

o Auad AqAqAsdl »glqs uglasl - Sgail

o AUIAHH] 53¢ 4l 51454, AlAUR, 51537, QLeIR ¥ 45U Y]
Hil3dl

o lAvg 24l %

) 0

()

daldis/adlae vicsilaui-u siuel
o Aeidd &l [Asiad] YPddld d4HD UsH €.

o “GraM Yeasiadl ]l AL 54l 2 AR sRaHl YIESIEY]
Rilg>l- yRiar yu ud .

o ddd (495 2 uMlu+ H1S dHeA il 6.

o Aqiay Ex4 Hadl 1d] dsl 4 yail Gl Hilsd] dadl
Usd 9. D Rl 213 A Yldidl He AU dULR
52 A5 Aw Ayyid ol Usid €9,

yiZsidlail (Portfolio)
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<2

-

ARl WiZsilaul duir sdal HIE A9 Hera yadlal

1. Bl Mol $dl: i widsilaaiyi #33 217 251 Hulddl-l
49 524l ¥ aMil Auad-d] uglusiad Y s 9. AudA-l
uglial vdl 5 Hulud dail, HaqRAs A, deof dqil
qolR. aM12l 2iqsd 2 sl a1 dHd HAE HlAlg1 YR51R
i gxldXl d¥IR AdIl g oUlsdl.

2. uldloier: axi 514, sl dulyqt A1ged 2 dxd 1Ol
asl wdl ouoial Q¥ wladie] (ARl

3. wisiel: dl3aoid dAd 24 x4yl Add a4l “ulddly Hsiar s:dl
FH 5; dHID S, dAMIRL AU &2, dMIRL Sl UAREL ¥
Y529 qol3.

A

5.7 d iRl YiZsilAul Nd daiR $:U

ugln

NS N

aMiRl YiZsi@al daiR sl w4l ayidl ulsida, RoyH, €25 Herdrl

A Y

gzl sl ayd HAdl Ys$12, dHRL A dd duil 51yl

g o

HHIG9 520, yigsiayl 2081 qui? Yu-l 1 4dl ¥ g,



5.8 detaugse u? yidsilayl (Portfolio on Website)

qoilese 42 WlZsifayl 4sdl 2 «ls d-u (A9 adl ala-Ala- 4ol

Y N\ )

e deil 2§43 s8] 534 uiZsi@yl deuge Gu ysdl. grerried]

(@ 3\ )

quLel qadill A48 ¥ daxiRl ulgsllayl doige Y sl ol 5 ls ¥
vieg ¥ %330 ol Ay . dd aMiA €25 Usiu-dl Ao [Es 2yl
wicsiladly Ao aot s3 usl ©. ¥ s 4Rl Ad Hiaql 2ud ol, ¥

A

£35 seldid UQa 52 ¢9.

qoilgse Y uldsiladl ysal A aui? 4Rl qid . d-ll 4d Al
¥R deldlge GYR UYL dAdd YUl 5AL Y3 €.

NS

¥ w4iR Ylgsllayl deuige Y Y5l IR de YalRdld 1M UG
Avg KA. dHIR €25 quid YUl sl w3 el AsAd a4 asu
garzl 53 asl el. uig wisiladll “lRdl-l A58l 5l Y ¥H 3
lBd] 419y syH[ dlsad &9, %+l Hilddld & 53] «dl “ulddld GHdl,
W S-Hdd 2y 9 dl sl ¢ 5 Al 7w arn suadldl Asisl]

-

qol YIZsiaalyl 531 ddl ¥gA.

qorqied] uAedf]l eARAUIA dHIA Sgil, Geduld Ml Avll
Qo1 yigsilayl we quuse yde sl vl aidl qlEdl w4 deAqidel
Gea 25 ¥ od S 5 HHE. dHil Royul e det wicslladl-l [Es
A01] usl el. well 5309 Alseial amiRl uidsiladl ANg us.

() NN

sl yigsilaal dair s:dl avd uHl aviadl ouoial

° ¥ dd 46 yiZsilaal datr s:dl aud §1 ol Guylor 531 ¢9l
al, do slde A% el 21l e §l youdl ¥ Guylol 53,

o goll ot] & o« el doge qyead UIEsiEYl ysar w4
uee sl sld & g a4l sdl HulBdl ysdl d-ll s8] 21yl
ond 53 ddl 2.

o deiige U2 widsllaylad suslia eqar slel, s, AU
algfe el Guylol 53U.

o £221% a2l detulgeHl gull U YAl Hidl el.

5.9 @2(2 (Summary)

Wigsilayl €35 daul [Qenddlxl, Rud 2sldr, 1 Yalsia e
¥l A3l d4eil 14, Rilgvil, YyresiRidl 215 -l diel als 4eezy

yiZsidlzil (Portfolio)

A%)
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Ry

o €9, Adule won U wd Hold [Qensdl¥l wie S-uldsifEulg
241%1 53 45 9. dud uldsllaall wuddlel nwsiz 53 U5 o, il
Guid Auuld ¥ sul aysidl 2412 Hidald uds sl us dar 59
4 Qenel>ia ydl wnwsidl 20l as o.

cillas uidsifaul-l we e alsl Bwed uidsifaul ds qdl
. Bwed w4 ddsclls widsilaulell <ulda sia-l qulddlel] »1qod
A4y %32 w9Ud AR w330 Y us dHl s usid 9. Yelsial
€d, Gee i Ly w4l vl idsiladiyai 3l yairl 53 sy o.
4l s A WA ISl Ay ddls GuAloll oA 9.

<
&)
N
S,
D

xRl wila asiA

alq: 1. A4 wwddl wouHi dHil Gdr 2yl
2. ylRe daul wwdal Gar wd d#Hil Gd2 Asial.
A4 qusa Yy s

g 5. uldsilaaly 4ot aofel ddiR 529 s Herardl diod & Fuell ad

UBL T, AHIR QORAULSC U oo
Yg MUBAIA . wi ofsdl usl el

HH 8. ERR1Y AUALIIS AS 5T SIRYL AL ...

38 9. % a4 syl deaide w2 s dordl vidl ooui-l
GUUIOL 5L (LR



5.10 a#12] uald usiai-i Grzl (Answer the Self Check Exercises)

EsIAAIA AalZarl] 2idsd, &4dl, a5l st 24 Ldtlg

A1CUA] HEU 9. ¥ Hs clllAs 2qguul 2y 52 9. sl
A3l A4Sl g s14 2 [Aa9l YAl o €.

Rosyy 2 cul3dil €35 eud, [Aawl, s1dql 2geid A4y A7l
eyl vl 20y 9. FHI 518 AR AU AHIAUSAAUMHL
2iqdl el wu12 uldsiadl 21 €35 Al ouod 9 d«l yRudl
2019 . yHl slel u9 2] us. Rogyxl uidsifaul+l ueH
geldy sld 8.

21y s vl ¥dl 3 2iqsd, s+ ¥ UIESIUAAIML E:cld Uil HikR
usl asiy ¢.

3\ Y

[euedl> wie uidsiladl s dlviaard dyq &, ¥ [Qened>l -

“

A4eil v e [Rlgvilg eeald®sW sqUMl HEEZY o &9.

yidslladly det qoet daiR 524 el ad axil Rilgvila daqaie]
uelda 530 sl el

A ~\ ~ ~

qerLede v igsllayl ysaul e 2 9 5 q¥ Sgnlalwdll N9
&l

a4 otl]l HlSdl s woqI2 4 4S5 dril Sl A0l (AL 53
usl asl el.

€35 HSd] $4M 9 5 <l Al AsiHe] IS £y duALSe s
5l 26l

9] 3\

¥ a4 dedlde udl vl wourmi axidl ulddl ysl el dl
a4l Al sl Ay slg %32 6.

5.11 glasedly usi

oillgs 2Ud3d, st A @Hald Allads ]yl sulqal -l Gualal
Y 9.

(a) &2 (b) HH19Y>]
(c) wicsllayl (d) Gulsd s uo «le

yiZsidlail (Portfolio)

Y



53 Haqar - $-erey-ll duidl
2.

<€

uigsilauly uay yoldy sy o.

(a) [AsiRst Rosyw (b) sxady
(c) det uldsilayl (d) s+l Al Hulddl

qoideerd] dor vilel]l w04l Gyl 524l sld dl 9l ¥32 ud
€.

(a) TP 213 (b) URL
(c) Sl ¥4 (d) uiclsid

Aoy HqaAiAsHl, Aquida-d] widsad A Slucd sulqdl 4l
yidsilayll Guylor a4y 9.

A \

(a) [Qeauedll widsilayl (b) dalds widsilayl

N\ \

(c) dalds yawaql widsilaal  (d) GuAsa 215 ya -l
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6.1  uedlq-il
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6.2.1 sRsyaw [QeiS (Curriculum Vitae) ¥i2d g 7

6.2.2 Royu Yed g ?

6.2.3 ouulda ved g ?
63  Rosyu 24 sRsyau [AaS a2edql asidd
6.4  Auss Rosyu avian weHl woeliis
6.5  Rosynwl wwldw [Qaal

6.5.1 dgi

652 dalas aiusia

653 514 2y®q

654 [ulgxi

655 dewl
6.6 Rosyw, ouulder s+ dldlu 4yl
6.7  Rosyw aviar wié [Fuugil Guala
6.8  Rosyuul seaus el aaal A
6.9  aRiu
6.10 ciglasedly =i
6.11  a#idl yald uasial-u Guzl
6.12  Ae® w4 [ay alun
6.0 é\g«’)ﬁ (Objectives)

21 YlmieHl »ysl oidldel A4y Rosyy dAvis 20l Hlddl dHy 2ol

2{9) 22 $2q1 Hi& Rowy 2aal sRsyay dlae (. dl.)d Heran q42y.
21 Yl izl uedl ad 1A uMel way ol usi.

Rosgun 5dl dd dvig »al dl stdg ¥ RosyH &9 dqd sidunl

glwl yHIsl wy3e s3I astd d 2ol AMydl.

Rosyyi sd1 usiell Mul8dl=l «¥ide sat4i 21d €9 2+ HilSdl-
Rosg+4l 5dl 2 olsd] usiy d 240l «44%4.
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24

- Rosy44i cdqis@ql Gualor d% o [(Alay assudlol«l Gualor 2490l
nasi?l.

6.1 U2l (Introduction)

CURAM[ ULl (53] oldld €9 5 HAS s ¥ ey HS 200
(2lta3-2) 21 430U ARAIYR 1A UM 5RUH0 219 €. 2 dgd WY €
5 Rosyv ossuedll aidaid oled 25+ $qUMl »1d 9. dlda ixeld 10 &l
20 Asws ¥4l ay uxA [Qaid & i Rosyuell [Aoial Haqar 4 sedls
qloycl ulg 9. M1~ A il we A 9 5 GHequr+l Heusia dai-l [y
2582 [RosyMell HaUM 911 YR 2IYRd 14 €.

N

Rosyy 2 iy Ad [Rias 24 daula--asl [ala osir 516 ue 3
11520 41 Guylor awd &9, d A Ad doudul 2isel o ywsldl odar 44
9 v d SIS AssA Ue HIS ¢ld 9. RosyHd s AlRiU 2al Rilgl-
Y adls cdlvdifd 52 9. Royy ¥ s wslEoiql s oL 9. ¥ 516+l
[Al3rear sagal, axdixl - Ageid-dl 44 Hiedl AnSUA 52 9. 2 s

-

grerey MIe “R[3e7 ¢ d yealsia M1 sidy AoryHie [Q3e awiel g

N

yu1ddl <Al 92l dsidd guld €.

Al d Rosyal ol qaegail Adledl 20144l & 94l 215 Rosy4l
20196 1421 2 ofly Al Y. 21 o Yo oeidl RoyyHl AlYl Hera-]
e.

6.2 Ay (Meaning)

6.2.1 Royu ed g ?

N

Rosy a6e 2 s &% 940g 9. el 2 U’ YAl AR V4l
qrd €9, Ragy v 5304 dal@s arusidl, wesd] sl 2q@dl, slaedl
U U AUGRR ¥ A5 §Ol wW sAUAL &9 Al ud AHoilAa 1A 6.
A1 g sedls wanAlRoucns MUl Ryl udd syl »1d €.

6.2.2 sRsyay [Qas (Al.dl) »ied g ?

A\ \

sRsyaw (a1 (Curriculum Vitae) (Al.dl.) 2 dle+ ace . %+
28 “Course Of Life” &ty ¢9. Al.dl. 4 Rag+ s2al a4 Hilsdl si4 &.
yul s1ds(s AlEl v 5 [Aa8, vgeid, ¥ g Yuddl sld dHl HieR 3]
Yl.2. 4., dadal slacdl, Rilgil, wiRles s 214 yesi2l qol2. dl. dl. -
ol HHIHL Guylol (A&l Aal 4o €.



6.2.3  cuuidel ved g ?

sigldel ¥ Alscold [Qoidl Gur qul usia 3% 9. ayql dalds
AldSidl A AQAIRAS HgEdl Adl 4a 9. v s34 iyl dlsaoud
w14 Ro1MSs HlBd]l Bl 5 G4, Ald, 44, 818, MUl M, oSl
A, Yedlg uH, s on olldl 91, 56 ML qidl usl 9l 58 ML 41D
usl 9, A4y axdl cllas aavn-l Wldd] ¥4l 5 Glals, au-, vl JoL,
2 201 qOl2 ISl wHide Adl Ha €.

6.3  Rosyu 1 sRsyax [Qae a2l dsidda

(Difference between Resume and C.V.)
Yvy dsidd [RosyM e Aldl a2+l 14 Yol €.
- [Qoici-ll dous »eo »eor sl €.

- Rosyuedl 3uvit 2 dell a4l yadedlysa - AUl «ld o,
2ed 3 s yw ollw oy Hldl-l 3udvy awudl Ays dalds aysial,
2 AlqAIASs wgMall Slasi gld 9. Ad Hlel ol Rilgil,
Us19tl el AlAvUAl Sld &9 2ed 5 dedl doud o ywidl qaR sly

N

9.

- A1 Id Rosyseil w41 20ugl viteofl AlsAHl s3] IS HRw
52l 8l4 AR dl Gualol $qu¥L 214 €9 F4iR Aldll Guylol MER
HleAIH v 5204 (sl s 219 ¢9.

6.4 125 Rosyw qvian #uHl woleliist

(Guidelines of writing an effective Resume)

412l Ad avida Royy, 2%l olgcidl Aol 4I5SHl HA51RS [Roy¥
gldlg 25 GuM A4 9. 2 g YAd &9 5 dHl 4 RAYH d¥-
grerey sld Hoqdidl HiS Al $5d dHIZ RoyH ARl dRel $19101 $ARU1L
eoldiMl Ul € Y 2sHIoL 55 sl US. §UASIRS [R5y a1l ey
lsl A5 9 2 d ¥ AHA, dH dMIF OA, UYL, AHA] U] A
Yeu[se 5391 HIS qeH sAAl U3 9 - Fl ¥ deerey ulFAL Me AR 4
usl. dHly drexey a4 oAl sl d dHIL AREIAR ey dlE YL
&9 2 frerey 22 e a4l ¢rdld awell dradl HiSwl iR YA UL €.

¥H [RosgH ¥ s Ddd U AN &, d ¥l ¥ UE HiC GuHlol

N

AY &9 dH drl AHHY[A 529 A6, [G16i[4a el u @l eql w2

Rosy# 1 eaider duin

&
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Rosyue 516 Hitls Gudlol 531 usicl «12fl. 4194 YAg9f] i 2yeqqlell 48
GIRL VIS @8 olrlldg Y5 €9,

6.5  Rosy#ui #uldw [Qaal (Sections to Include in Resume)

o8l 1R [Rosy ML 5eels ALzl Adl M 9. QAL €25 [RosyHul
A4 2udel dlvsl waqr [Qeudl wiHa slal A,

6.5.1 Aus wldl (Contact Details)

Rosyu4i dlell 210141 HilSdl 9dl 3 dus MilSdl w4i M, 4-1Y,
elasin (61 AHIdU Adl HI 9.

6.5.2 (G2a (Objectives)

Gea & adil Rosyyyl dlella 2eive ed 5 s aisyl [fden
slg ASA. ad su-l / e e § 53 asl ol d wauadl e Geausl
Guylor 531, a¥ su-ll / d@l HS 5 dHIlL HIS Y sl 4ol 91 d RosyHHl

galql. S18 [Aden 4 5 : Yeqdid vUgeq Hodql Hie q913.

6.5.3 dalds qausia x4 sd AgHa
(Education Qualification & Work Experience)

Geu oucul yedl “law” [Qeudl oA 54l 2iqeys . dalds
aldsiadl sHal alyaz-l qaddl B3l QA HuM @t HIUG AIR6UE
ol [32A16] wiia sl A2, ¥ dxil sIdy ay eHdi4 i[5 44
e Gl ey 53 sld dl dl ue A¥de i [Qeqosl 53 asl ol
A 2l Hldlell Arelydd uculda 530 asid. dalds aidsia vl dra ¥
AMIRL “51d g q” [QUoLA] HHIGU SAUHL 21 €9, S14 HOl] reiq
Qv gl sulqarnl 2d 9. wl AMA, dHIRL SIAY AU Sal dAHIRA
19U 20Ul A Ml AHI Jd ARALdR HIE Y MY €.

6.5.4 gaaa (Skills)

e UGl HOle] MUSH] [AeuorHl A1HE SR 211 €9, FHI 53R
2l ML SA9dl AHY Aol old] aslad]l suddizilal dMIdU SAML
211q €.

6.5.5 [lsxi / awridl wulddlxi

(Achivements / Others Information)

Rulg2l dyy aweedl ) dsl@us wuldl; Al / dcque: 4glail
2 ¥l 4ol £qlqqHl 2d 9.

6.5.6 cel (References)



“Aec” [ARUOIML 6] el 28 LSl Ml ARG $Al Hikd

9. o4l Al Aus HlSdl sulaqidi 1d 9 well AXUELAL HINELR
[aa yeoyres 52 as.

dHi?] ywila asiA.

Al : (1) dHIRl FUsl ANE YOUIHT QL.

(2) d#HiRl vl AsHA AHd 28E yuel A1d A5,

1. 14 e Yer urell 5] 5 5 Gu e [Qeqonyiel sl
[Acior sa 211 Held 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, ouulder 27 Al dl. i 441l

(Sample of Resume, Bio-data and CV)

Rosys, oudlsel A4y Al dl. -l 2yl Aol Aol eqldalH] Hicdl
i HHLGL €.

S
R

PUBLIC LIBRARIAN SAMPLE RESUME

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

wayncburch@gmail.com

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

Rosy# 1 euaider duin

J1



153 Haqal Wi $-erey-ll dudl

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

I



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

Rosyw 211 onaider quiv
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Y

. 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



Rosyw 21 oyaider quiv

* Mr Andrew Osborne

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

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

%

BIO-DATA

: Sangita Kaushik

: Sir Santosh Kaushik
: 07-10-1984

: 5"

: Fair

: LA.

: Kaushik
: ye "Lata" #i "Indoria" €€l "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

*
gy
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GuRlsd ¥ uAlHl Ao uHsl- [Qoaa s Ad Aal 44 &9 :

Gelgewl ddls,

. 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.

xRl wila asiA

A4 2 1. dHIRL YU HYE WU Q.

2. dAHIRL YU ASH U Hd 2L TG 119 ASIAL.

w4 2ude vuell yourni a il wlod Hilddl vl

Your Full Name :

Street Address :

City State: Zip code :

Phone Number :

I€



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 :

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 :

Rosyw 21 oyaider quiv
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6.7 [:?o;yu auiqr Wi [$aiugii Gualol (Use verbs to write a Resume)

el e Baivel 2l 9 ¥ aHil RosyyHl g4l 530 as 9. a4
AMIRL RosyMHl “wqleiel”, “5:90 Al 97 e “s1M Yy AHIY
oyl AHa sal sl [Baued] 2 uogld 341 dd eiedar d ol
sedls (AUl 2l el €9,

1. Championed (4#4l4-1)

A\ b

Rosyysi “Held” (8es) 21ed 3 “dlony €97 At ¢gd “ Championed
(A=) Baruel Gualor s2ql. AN [Baiue 21 4%6d dill ey
Glofl 52 €9 e dd Ascdl] qdid ogd “dl sdl 2 oldld €.

2. Instructed (-il)

Rosy4i “Talked to (qld 52 €9)” d-it ¢i6d Intructed (-1 2114l
[Baruenl Gualol s:1. YAl [FHYE oldld 9 5 a¥ [AUd 9] e sy
LRulgia s2ar w2 [Qau-la el.

3. Exceeded (q4t?l)

Rogsi “Did () gt “met (4ea1)” deit ¢1ed “Exceeded (q&u2l)”
[Barue-l Guylol s21. quRl [Baiue 2 oidid & 5 di dedld Yo 5140
el AYTH 514 $AUHL Aesdl 14,

4. Accomplished (uRys)

Roguui “Responsible for (412 q161812)” dil ¢1ed “Accomplished
(el $20)7 Barue-l Guulor s, ol s Baus 2 yolal s Aqsadi-l
wgeyld 20U 9. A oldld &9 5 d¥d 51 g HiC $5a wdlgouR -l ulg
a4 guqdiyds d-d yel sy.

5. Improved (Ya4)

Rog+i “Duties included (5291 i) d-it gd “Improved (Y43et)”

N

[Barue-l Guylol 521, 4R [3d1ue 2 oaid & 5 a¥ sl Ulyse adl

) A\ ) )

st s1adl dly 9 ded dHIR quiR Al olrdl 9 A dy 4ed d4Rl el.
6. Conceptualized (s¢u-uslla)

Rogy#4i “Came up with (118 fieu1)” d-it s1gd “Conceptualized
(swaledeudns)” “seuaualla” Farueql Guulor 5. seu-udld 21 [Fyiue
qy AqAlAS R Y 9 i odld 9 5 ad ULl YeicHs Id sl
[Qx1R 2aql Gulew ofiddl IS A&H sdl.

7. Maximized (dsn#)

Rosy#4i “Increased (q&uRl)”’ 61gd “Maximized (M) (Barygsl



Gualor 521, HeuH [Falue 2 oldid 9 5 aH 5655 Gy oy &9 5 58
yddg s4l [Q ¢lg as 6.

8. Directed ([Rglla)

Rowy4i “ Supervised (R[&a)” d- vgd “Directed ([FET1a)”
Gavel Guylol 5. [RERIa [Baiue 2 oidid &9 3 d¥ §5a 2=yl gvv
¥ sl 53, uig a¥ [eur - dA UELd 53] 9.

9. Upgraded (21u3s)
Rogy+i “Worked On (d«it 42 st $§)” < oed : “Upgraded

(2149ls)” Barugql Gualor $. 2uds add Bausl o 2 & 3 a4
200l 2R U 585 1M sld YR dlY & e ulRounHl yuiRl s4l 6.

10. Collaborated (asuio)

Rosyy4i Rosysui “ Spoke (2uls) elaq” d«ii «igd “Collaborated
(ealollar)” Bawuel Gualor 5. dsqllidl Baue 2 siaud & 3 4
213 Ad 514 520 A YA ASHR YL A dAMIRL S14H0 24 59] A
AHE 59 d wsl el

(Bl [Faiyel At a#irl woeld [[ssyel] 21545 s ad ¥ U514,
i AHIRL RosyHed 2515 old] usiy.

Accelerated Discovered Expedited Mastered Reduced
Achieved Doubled Founded Originated Spearteaded
Attaided Earned Improved Overcame Strengthened
Completed Eliminated Increased Overghauled Transtormed
Convinced Expanded Launched Pioneered Upgraded

GuRlsa [Baruel Guylor 530 dHil [RosyMd 21515 oi-ildl.

6.8  Rosyuui seals uceld cinal A

(Words to avoid in resume)

1. Rasy#i 48] (Abbrevisions) 96El 214 251 96€l (acronyms) 3 %
AoELUL 2IEUERIA] oidcl Aogell Guylol 2ladl A S,

2. Rosyyl did] suadl e 2 ™anll Alea A1l 9. ¥4l Alsctold
adquy vl 3 ¢ (), 41 Me), wa My) aoelql Gualor aaal
A,

Rosy# 1 euaider quin

lce
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-

3. Rosyuui ~s12uc4s A8l ¥al 5 “4uss (Arrested)”, “se1o1%+15
(Boring)”, “s12des (Fired)” -1 “@u (Hate)”=l Gualo a4l
A,

6.9 2% (Summary)

21 YLKl yQl AL Ry avial 4R qul Hetd A &9, d¥ LKl
54l Ad wel usl v d 2y Ad ad ucua wsl usl ol d dlval. add Rxy4
aviql Hie 54l UsiAl Hl8dl 331 &9 2 5¢ Ulddllwl wM1du RosyHHi 524l
A ug lval e e d1d Rosyyn yel wel (Ao ésa Muldlq sdl 2ld
olsadl d s elva.

6.10 Oigl?lééq Y] (Multiple Choise Questions)

1. Your resume is a tool with one specific purpose
A. To get a job.

To win an interview.

To discuss salary.

To

O 0w

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

Religious affiliation
Employment history

Contact information

o 0w >

Education

3. Which of the following is NOT a resume format?

A Chronological
B. Portfolio
C. Functional
D. Combination
4, The format lists your work history with dates, with

your most recent employer and job title listed first.
A Functional

B. Combination
O



10.

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

Rosyw 21 oyaider quiv

¥1
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B. Contact Information
C. Employment History
D. Additional Information

6.11

a#1d] yould asiai-u Grixl (Answer the Self Check Exercises)

(»1) 24 yd~t 53]

(o1) 2q¥ e~ 53]

(s) 1.
2.

To win an interview
Religious affiliation
Portfolio

Chronological
j_smith@emailprovider.com
Objectives

False

True

False

10. Additional Information

6.12
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3u3uil

7.0.  Sgil

7.1, Uedld-l

7.2, grereyrl AHY 2wy
7.3. g2yl gl

7.4, gr2ey-l USRI

7.5.  gereyd Her

7.6.  AHABIRS reey HIE HIAEAS1
7.7, 4S5 g2y HISHl YA+
7.8,  gr2rey w2l A

7.9.  HRiA

7.10.  a#dl uald asii-u Gzl

711, Al 24 [y qiun

7.0 & gbii (Objectives)

2 YlAe4i 153 Haqal H1e Srerey 20Ul 515 HolelAsi1l,
Al Ay ey Ml sedls Sl suyail sudl 9. 2 ylhe ail
olle a¥ fld ywo day ol usl:

o drerey HIE AYYdl 5U9d]
o  drerey«l [Alay usRil n9si?l
o  ysu vy Hierl YA+l nsiil

o  drereyyl 3d] Ad du?l s:dl A 20l Ay

7.1 U2dld-il (Introduction)

Interview (¢ve2ey) yeusia, <153l Scule e Guear-l «iltis
ydar o 5 ool qaul Alzdxl 9 21s ofluqd slaviai el ag

¥3
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Interaction (&+225a+) 2teud dae 2ed drercy. s HiSq drercy
ed GHearl Hllts ylan. Gl [AHM95 52l YSdl d-d 4514l
IS WS ALY 9. L Yl[AeHl Seereyl [QlQY usiRl, drerey dAiRl Hie
USRS HIUELISIM] AHY 45U Ferey HISrl YAl U H1oH v
olel] Al s2a14( 2] 9.

7.2 gr2acy-l 29 2 vyl (Meaning & Defination of Interview)

w13 werey (Interview) Uogn [AeUwd 53021 edl2d R ‘Urer”
‘et Gy o] Yogl YO 9. Fq UMidR Asollu-d ¥ig 2al wd €.

il e W oy 9 5 eyl A oyl A5 ol (A9 w9al
wie Ha &9, rerey 2ed Alddaril siqt A Alddedl Aldcdy HeEdlsH.

grereyrd ¥ Ad carvqifda s3I usid 9 5 vul o 5 o el ay
A3l 924 dl¥ Qadla qy A AlEdd w3 ol Haqqr qie usl
yeoquHl 21 &9.

grerey vyl q Ad cdvaidd 53 usid 9 Ul o dlsl
qal 2luARs (RS ad] sld 24 ey d«ur Hldd] Haqar e
grereyquaia usll Yye o,

s Yasiddl Add dlsl: qMd Ad 6wl vaAdl 6 Adl5dil
s yeusiadl Asoflul w4 ol 6 9. UBL YR Al3a ey dnlR
SlY &9 2 UL FAS AU HlZd ey qIUAIR €ld €.

7.3 g2yl Ggeul (Objectives of Interview)

AUl H1S Sverey il 21 97 56 Jd $werey AR 4194 GHEdlR
yae s ws? wdl A Sereyel GeAl qAql dsdl Y 9 d wusll:

o Haisid ¥ GHealR iRl dnalil 2udd] HilSdld AsiuqMl Hee
352 8. d GHequR [Q9 You wisatdl 2udd dedl »d Hil8dlH]
sl 155l sRAMl HEE 52 89,

o GHeqi? Ryyyyl 4 avy ¢ d dl yvd Helil 6. dl wd 2
41 QUL Sl dAYs 97 Ul oY ey glkl nell usA.

o Halsld ¥ $5d ¢verey d-irql GHedlR+l asls] s+ [Qd ¥

Wigdl »ud ¢ »eg ¥ «ls, ulg GHear+l »igx Wdl »3l
AYUHS 2 [QeAULUMS sUAdI] UYL A4y U 6.

o Haisid ¥ sHAR] A sudl) deur 92y Aoy 2eullld
SUM[ MEEIY o 9.
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qyeusid 2 GHearr w4 Gualoll ¢ wel d d-i ey [Ad wsl
U5, GHeqR WAl siv-l 51k [Q9 syl wdar uvl 4
e GHequRA Yol Syl d@l [Q9 L A 6.

Haisia g2k YR A ey dur Hie Alzaad d
SIAELSIRS €9, 519 5 d ofd HqAIAS 2 Al3doud Ad »g™d
qadq .

Yaisia ¥ GHeqird Al sANdlg HEU[S 54 2 d ALAHL
HEE 352 & 5 dell WA U AU ¢ A d 58 XU ded

A

gaRaldl 32 €.

Helsiad ¥ AU Aaddl GHeAURIHL sYUAl/ Azl d-il 2lavY21l
2 e96f] Gledl sRAUML AudUHl HEE 53 ¢9.

aHiRl wila asiei:

AN 2uda Y& Ys qv:

l4:

1. §rerey ed §?
2. §rereyql Sgil woual.
i auRl yaer 4 2udd yournl avi.

il dwRl yaos yl[Rea sHanl 2wdd yas 04 A5l

XY
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7.4 6-—2%5%11 45121 (Types of Interview)

53] HiSel $verey gyl oyl USIRIMI KAl HA €9, eyl
USIRL 2L Yyl €9 :

Be22c2sll Y52l

el wld yRund wuld

1. dclgs uuRd

Uil s
wtRd

1. WU UM Po2R0R

1 AluARs 1. e fRsbozecy

2. %8 Bo22cY 2. uuRe (s

2 waluuRs 2, ullstcllol B2y

3. dold 9y

3. B go2re

A. A ulsaxl 24lRa r2rey:

1. 2u4-d-au+4 g2y (Face to Face Interview)

M- AIHAd grerey A5 usiedll Srerey«dl] [Rald 9. yui s
Afsd ol Alsdd sedls usl Yedld dog YeEdisd sql4]l U 52 9.

A

53] HiSl Hlel ol §ve Vi USSRl 1Y 8. g2y HIYIR
ol grerey deilr Y A8 [asedl sadl uldi-dl @dsid A4y dg

-

Alsdca Heald 54 Ad s14e15125 9 d Allla salg 1Y €.
2. %4 g2y (Group Interview):

[ags yedl Guellsaixl 41d 514 sRdlg €ld dal GHedlRlHl

-

ddcd sleed 54 9 d ASIAAL HIS QAU Sreredd ALY SRAUML 2 6.

-

2 el A5 GHEQR] A Ald 9 el dHd YA HIe] A5 [ANY

) A

5 Yel syl 2ud 9. A2l aadld saidl aHdal 24 d2il- Yidi
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eyl Avidl 2 olaAld dHUH [ 541 HIS 5l HAlNSRS €9
Al 2412 A2+l 215800 skl 21d 9. AT, yuHie] A GHeqR ]
el Y ¢9.

3. alald g-2rcy (Panel Interview):

-

o 5 ool qui Hell daa 5 AR gkl GHedRY ey
dari 2iag €y &9 dd Udd 3 ARl Sercy séqiHl 2d . dalds
e AGYUAS ACUALH] L USRI ey wlal MO &9, Ul HSIRY
grerey A §AI Y512 QUM d 9. FH 5 GHEdIRA Uldldl el
AMANAAL HIC YA SAM 2] 9 FHI Unidril A4l Sl Sslnsd 5
AAldn Aed HAll Y9 9. sedlls ulRRulAxi GHeqir-l aviuam] ulRRelqx)
A1l salll aMdl As1AdL 1] ssuel] HAL YoMl Hid €9, el
grerey Al syl alsiqiEdl xs qu 9 % ARy slel YR sld 9 i
i Ad, Und grerey Al ¢ld 9 YR GHEUR YA 52 dY

b A

Uiyl »ud 9. yg 48l avia d sl geerey i ya sl Uus .

B. Ayl AR $r2rey:
1. 2lyalRs &§-erey (Structured Interview):

YRYRAIUA AA3UT 2l ey A HIYARS Sercy sl 219 O
WH[ YEIQUM[ Idal HEL HS HIAMIAA €3RI KAl HA 9 2 d HS
oyl GHEAIRI Yl id 9. Al gverey o4l GHEQRIH] [Fvuéidl]
¥l Y5 5dl MIS GuYloMl ddld ¢9.

2. A-ilyAlRs 95*226?4 (Unstructured Interview):

2 2Ry 2 HIYARS $erey] [Qog 9. A&l Srerey 1Yl
Ye9qHi 2idcl U8 [QA Sverey vl MMl Alssd [Qiedl yeoarHi »1ud
9. U Seereydl UGl HS S8 AlssA slHed HgAAUH[ 2idg . Srery
AR [QUlda o 48 U5 &9 ¥ 2L USRI SrereyHl Al M .

C. aHadl walRd §erey:

1. 9d9s 2na1Rd g-22<y (Behaviroal Interview):

N

Ad9ls AR SRy 2 2IXsId A AlHI SreeyHl [Rauld .
Ad adal ARa $erey yg séardl i 9. AHel, Alsd Hdsianl
gl ¢d yedll d«l siyol40 sdl dd Gualomi dd d [Ad w9dl-l
Ul SAUML 21 &9, &Ry YR HASIAL 5141 AGHAL e
s1¢5 Alssa uRRalayl d«l wd sdl Ad Hasiz sl 2l d (9
UEL YeAUM[ 2l 8. M g2y YR dell HASIAAl Ml

¥9
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21403 GHEAIRL HUQA UeUHA AHFUH[ Hee 52 9. T wRRuld>iA

A

deadl quid GHedRlXl Gels@ll YU wisdldl %32 9. GHeqRl ddys

i HlAAIELS Hedis+ sal M1 [Aordalr Asiusl] 2+ d GHequr+l ould
150l a2l [ulRa 52 6.

2. aHulg [Ausk9 g2y (Problem Solving Interview):

el $erey YR dHAL (A9 a¥di2l ¥l 5 daslns])
AqeYs, YIS AUl [ALAUBUMS SUUdl AR ASIAAUH] 21id €.
GHeqrr S16 u9L AL s 5] dMal (A9 ay Rilda sld 9. il
Us1el eyl dlell A Yed wlar 4a ¢, Al U&lwd] dviLsiel
2AUHL YAl dl MBS QIYHI GHEQURT FAUS YAl HHIQL Ul

N

£9.
3. avud 6*2-25?1 (Stress Interview):

2L WS Srerey vy 3 suAliMl vo ¥ gd™, ulg Hidl
grerey daiyl 21d €9, 2l $ereyHl GHEAR avuaysl YRRuQzIM] 3]
ulalsar 2ud 214 %1 d s u dAse dcudl asd 5 &l d-ll 4s1480
54 19 9.

D. glgzl waulRd -2ey:

1. 2lasi[[s g-22<y (Telephonic Interview):

I grerey Sl U ©lU YRAUML I &9 A del Hvd (e
GHeqRIAl detlda dlAA Zsidl eail ¢ FeUl 21m S50 v ¥ AldS
alsidl udeofl sl 21d. 2 UIRIMS dois51H] s Al3doid ey
YSHl $aIHl 219 ¢9. FUIR GHEAIR g2 sld IR, sul ucal 2lasils
grerey A 9 v ¥l Aaly Ald dl A5 ol s Srercy H1S YA15 vl

qqel 52 €.
2. Aiqagn ey (Online Interview):

2L §rerey Preere ALY, Hideud A2y, SHdd saal (A3
GIRL 514 1] U5 €9, HIH 2Ry YA AlEadad Fereyrl] FH
o Ul Ye9AIHl 21d €9l gverey URRUlAXIAL IR SAM A1 €9
¥ 5 ol grerd dellk Yo §2 Wl ld A4l dl [MUd AHE grerey
e 512804 e A4S wd ddl RRul 4% 1R Vi USRIl ey
ALY SRAUML 21 €9..6URIA, ¢rerYAR HIS d dY AUFsa 9 5 d
Yldlel s1%4 3HA grexcy Y] A5 2 GHeqirq Ulsl $Els] USdl dedll



33 #1e &2y (Job Interview)
Yl Srerydl NG sAUML 2id 9. SIRY 5 L USSRl SreeyH[
GHequr" 89l [gadl uedl w9 sl %32 WEdl -,

aHiRl wila asie:

AN 2udd Y& YaUs qv:

3. lddod grerey ¥ed §?

4. Ay AI9RA -2y HHANAl

A4 Q. dHIRL ws A da wouIHl v,

ii. duRl v ylRe 2Haul 2uda e wd A1l

7.5 €22y 4sra (Importance of Interview)

A5l verey A Ay AlsIeldidl 2 Syl g ATl
sl yAeoll HiS GuAloL saIHl 1d &9, sl uAeold] Uil
grerey o dlel]l Meraysl yag . dwercy Heraysl Alldid ey & 519
5 d Asdeidizil A4y AwouUR Ala-iRl o+ %3 9. d AU HAddl
GHequRlA 4l1oY 53] HIS HloU YlZdd] YAEdl] $AUM ASIU3Y ol ¢9.
A s3] wlbglad dyl sl sA9dl Urgd $AH 2 4Loddl YR

Sl29d Ul Ul S UYL HEEZY ol €9,
ye
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yo

Asdeidl HE $rereyy Hera
1. s3] daadqr GHeark (G4l wlddl dadl s

grereyel] 152 eidl s3] Haadl GHeqRl Ay HilSd]l »158l
531 us. Gaeawrl QA4 “uldd] #dl 3 uizslas, dals yd oglAs), s
Agetd, ofllgs axal, USdl duRg slucd, Aldcal UsR, W™ i
AR, DS AdYs 9002 n&l w5 o.

2. 2wkl 2142 HlBdl wE yrs wuHIiv .

sedls HAlelxla dld <153 qaq-r Yldidl o oldl +w4(
2143 WSl a8 4153 41 AW 5l $14 9. Dl $rery drilR ey
quid 2143 MlSdl sl wyS HlSd] Qad] us 9. $wercy ultul i
IRl 2158l sqUM HEEZY o 9.

3. aloy culsadl ydgoll reecydl uggdl s sy

grercy gYln rerey d-ilr GHEAIR 18 A4l AyusHl 2ud] diald
353 9. el dul 419y GHequRHl ydeoll 5l 5 « sdl A o (A9
de U5 89, AUlZdold rerey v 41y ¥l M2 H1oY HlZa+f] el sl
el s 4l ugla .

4. grereyell Gualoll wldl »;2ssl 53 asi

grerey U[FYL e:%UI4 HEQIR Uldldl Hdsiedl 2geidl, [Rilgil,
Aulyn 5140 oAl AAL 5l 1A 9. L AHIY £ 2Ry AR
GHeqiR [Qal [alay Guulofl Hilsd] »1s8l sl €ld &9. «ls2leidl i
58] 53¢ MUSdll GuAloL ULl (MRS 1S Vil SIHEHAIM] YHYIRUIA]
541 1S GYALIL 5l €ld 9.

-

5. g grercy uldwinl auiRl $2 Y.

grerey s u&- Aolaq s 2wln als Al »ud . d-
s 4oy Jd A Ay qaig@Ml Ayl 2ud 9. GHEdIR Al
geereyl oflq A 2qlded] dduMl 219 9. SereyHl GHeqIR+] YAl
qld sl dl yAeoll Ul us Ay dl U9 GHequR «lsdlelaredl Hgw Ay 9.

A

ved 5 deereyedll Rl dss sHal Asdeidaidl ulwse qaw €.
6. oiedl »+4 ogdlul Heegy

f3aod geerey squl seidid dql sHAu H1e ded] -
oecl] qold MIS MEHIS 5l MIS MEEZY O 9.
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053 Haqar GHealr M@ g-2reyy Her

1. Awoudddl as yd ws é.

-

grerey ¥ 153 Hadqal %954 Awoudldl as ydl ws €. GHeqr
Ylail (Qa1Rl, 214 Hacdld «sdeldl 4He Y $aHl 2 HUlSdlA1R
SqUM[ MEE3Y o 9. ¥l 51 GHEAUR dvereyHl ALY Ued 52 dl d
GHealr «lsdlelaldl el uRye s29. uedl d GHearr" §9q ulze

12 yAqeoll Ml ARl as W$.
2. GHequrlyl iculdaua [dsqd 6.

iy Ad sidy Ary2ie Yl w4 s3] M1 HAH AR ey

) A

AYdl Sld AR Add HgMd 9. oglay grerey v uedl GHEALR

9 9

21499 Yldil [QH [Asdid &9, FH FH 2Ug™d 94dl NY dH dH

Ao

[alag §eerey=l dril 52aL Hie A2l 2+HAd134 Suddl [Asid €. M,
3+ Srereysll sl HAadqdr GHeqrRIMI icH[QHIY A8 9 A dH
Helol qf ¢9.

-

3. GHeaiz"d s sl 5 51kl HIE Hge 532 ¢9.

1153] a4l GHearRlq sl dd Aiseial [Qal “ildl uei
SR 219 . aqdR (wour), eeal, sl Rald, s ddidl,
oled] s oedldl UsAAAL, AU A~ Al 9902 &l WlSdlour e
5. GHedlrl oYl wsizilyg AMIYIT Sery HIREA g2 Y &9. GHEAR
9 uaeoll WK dl s wdlsiRdl 3 sl d 2ol 51056141 A9y ad
as 6.

-

4. s3] Haq-ied dusl QURUHI HEEZY ol 9.

w12 1153 HAqIR GHER $veryM[ 19 & &9, IR d GHEALR
grerey iR 2l e GHEqIR] A1d Ausl [Qsauid 9. ¥ GHequr+ll uay
wiol Hie uAdedd] « wH dl ys sedls air ouHl Ko wladinl HdellMl

ASU AQIM] HEEZY ol 9.

aHi?l wila AsiA

AN 2uda ML YAs qv:

5. drereyell aal ail ysudl

Yi
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Y

A4 Q. dHIRlD v A uda yourdl qui.

ii. asRl yao ylReu dHaul wda yaer 0d A1l

7.5 USRS Hrercy WIZ HIdElAs

(Guidelines for Effective Interview)

USRS Srerey HIE HIAE[AS:

1, GHsard ysadll nwi:

grerey Ulzdl ysal oudiderl 2ue a¥lal 5. GHearr+l dysidl,
Al Ag™Mal 24 ddl guqdid wngl. dqudl GHeqrre YoMl 2iiddl
Ul el v 1yl

2, dsdlSl 2 [Oiq-asdls] o ugld qui:

grerey il yeoqr Hie ¥33 el ugldl -y ddl @l d GHearr+l
HISIRO] 5AUM] d¥l HEEIY olidl. Yl o]l 219945 H[ASL e
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N a

yaloeldlul qe AlAa Uyl yeal 7 ¥l 5 GHEAUR A M50
ya1o1g12lyds adlsieqr Hie d4R & 5 el

3. grereydl gudvu duir s?i:

GHeqrl e dverey daidl ulBy [Qd wal 5 a4 sdl dd
grexey dal ue 6l 9l d«dll 3uvil oi-al wedl dq GHearr+ll yloy 2ld
adlan 531 usl.
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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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10.7 ™l yagdllsdl giar Lunui daidl ouoidl
10.8 oyl @ 2wey s

10.9 eyl : wey -u A

10.10  Gudl YR &t $l%a

10.11  aseeisianl dlou Gudla

10.12 48 $0U : YAAAH 459 oi-ud.

10.13 o=+l Aldsal

10.14 Y511 HIues (Major Areas of Evaluation)
10.15  yaaalu vyl g2si-l qlas

10.16  Una-l 24

10.17  weudy 24+ Hilddl [Qsunui ygaual
10.18 el Wi seals [Guul

10.19 2wl

10.20 il uald asiziu Gl

10.21  dl3u asel

10.22  He™l 24 [dedy alaq

10.0 Geal (Objectives)

35 [Auyril €35 Y&l W9 QAL AL s1d 9, Adl ¥ Ad yuAA
gl [Quy 9 F [QU AUGAH] 2141 SRl €25 [Aedll nwsi?] sldl

A

NSA. ealayHl [AQ4 i YUAAT Hetd sld 9, FH 5.

(1) Qenelloiiq wxllBis s1d4i yuAl Herdwdl oL 6.

¥9
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.44

2)  dutay- [QERY AR 2 Al yuAAl gl Al [QALRlH]
Y- ALY 9.
(B) A8 ue s AHeuRsHHE yqu WS yuAAl o1y uaEly ©.

10.1 X2dlq-i (Introduction)

Y8 AY - ARAYU DA AdSIRHL Alald g1l sl 418 diadld
3307 Uy sl sl edl2l. i gil aui Hilsdl Hadl asl el
Uil ¥4 o yaAAl Y9 Aedl ¥ el o 9 w4l 51 (A9 darmi
g o1t sl [Qairdl %32 u3.

>y A $180UR 515 Moyl 8 daidl i AR yEAAAl
s yAeollg dty 9. yayAl A siug udeuzli adl sld 9. 2%+
ydeoll ulEaHl Aloia udlan oue uxde 4ddl HRUEIRIHI WUAA 52A14(
219 9. yuAAl A Alvia uden uedlg waldy . yuvAlAl Heeadl yeoll
AAAA 2R YA Rl € €.

UISAAE ACHIRAFH AHY AUl g1 21d] Ss[misl Guylol sa14(
19 &9, qusly A2l AHY AU Tl cAqqIAs dx4) wuAAl Fdl
eslns wdql - war [QaiRldl »iy-d dqy dlsanl sHicilda-dl n9sidl
ydl wid 9.

AluAIRs waaA¥ “elsaxiial aiadla” wedl i alal@isa
9. M~ d YUl Adl gl AU U3 Al sld 9. FH[ Yl
[l s sl 2id & e S1S As lsad Ut 2 dell
Ml Y4l 4A ug Aadl sld . s Al a3 A4S ny uedl Adaly el
AL AHAL 2 dell GdR GUR EG €ld 9. AAML HAH[ ddl Y
[Qu1R 2 A¥H4I A4 YAl R [QuM Y5 6.

»*  curvy

wo 2ed Adl Alsadidl 44e ¥ AX-0AY Add dUsH 6]
s Ly Yo sl M s1d sl €ld, w2 YA ved o 5 ddl ay
sl q2d adl (ARl »uy-d.

YAl s A A4 9 ¥ Z5 AMAM UAES] sl qvu ol
GHequRl (ARl [Alaw, gl v +2edq Yedis 53 a5 9.7 RosH

-

5 dla ulen g1l A5l Ed] AHidsd 5 [QARA vaid Haddl 2954

&9, Adl Ry qaa2l 2 2S5 ds 9, Bl g1l AlsaHl E] 2193d
A4y [QaRlg [Rlaa s3] asiy o.



xauul

dHi?] wila asi.

1. e ¥ed § ?
A4 Q. dHIRl yAle A sudda youHl dul,

ii. ¥Rl yaos ylRea Adxl 2udd yauo wd Asial.

10.2 a2l Sl g10 AHUHL 2414 €9 ?

w2234l Group Discussion«il ¥ 2laviid 9. yaAl Ad] ul3a1/
woulay ¢ ¥ su-l, Al 5 sl qasld 256 g1l A 1d 9. FHI
Ylsaul 8 lalRs A1 Hidsd, HicH[Qau™d, YU Hsdl, dgcd-l]
Yl AHY AAHFS ddv 2 YRRRIQIHE] vtk Hiqdl HieH] sisidlq
¥l A AIHL 2119 €9,

10.3 Zel%?ll(j Hg o (Importans of Group Discussion)

S8 Hrl 2 SyuAlHl el udeol] H1e Al HeulsMl YA

MEE3Y ofr &9, yAAAlU] ulsel ol a0l yRRAMAM 54l Ad uSlH
ye
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yo

52 8 A dire 518l asid 9. wias seau oue yMRalidl, oll-2s¢, 2wy
W@agdrertl Haau M1 qaAdl w33 9. UMl Al 5 1A dR]5 514 sRau]

a¥cl sldl REA. yauAl s HASIRS Yl5c1 &9 ¥ Alsct YAEIAMI HEEFY
ol 8.

10.4 %:&2!2{['1! $idel (Benifit of Group Discussion)

- [Qa1Rl 2y 53, »uy-d s usiy.

- €25 [QuRly sl wql (AR ald 9.

- wal slSus yactl e s 25l 24 qlg Hel $289.

- S15UQL AQAIRS AHQRASHHT HAU HS YUAA HEEIY
ol &9,

- SIS (AR dMedi dM yel uslAl usid 6.

- Asse (e 4 usid o,

- oflotel (ARl w@qie] Yldil [QAR] A sii-¥l 44121
oY €9,

iRl wila asiA.

2. AU HSTL A" FIUAEL YU

A4 Q. dHIRl yale Hld udd yourHl vl

ii. duiRl yao yl[Reqa AHd4ul 2udd yauo wd Al



10.5 2l 214i%+1 (Planning of Group Discussion)

wuddl 2 gl YAl 9. FH[ yAHl  Alsavilad &9 dal 412
MBI s 21d 9. wAHl ML iR AlsapiiHl dvar T el 8 sld
45, uig 15 ol qui «ld. dile yaHl 4l H1S [Aud 2UUH 2119 €9,
wlel ool Slele ¥ €ld 9. eioL deir €2 Alscd 10 [Alme vedl d4A
AYQHL 209 9, FH[ A [AUA HHD US A dHL [QARlA 28]
U5 &9, clRoye 2025 [Alae [Qyna Gu YAl sl M1 il Hid €9,
2l 1S sedl uMd Hagl dAfl aladla udaldl ¥ ¢1or AR ulscivil Al
sl »ud 9. yaAAML eoL dur lsauiel sl dacaudl 5 Halys
gl ndl. €35 culsaql dMil A9l 2d 9. uIg A usd 9 5 51
fsct 2129 wdld dgea dewdl d . yaAAH siHa Slde v sl
ugr usirel [qaylg sl us wRRAlAx0 via- ag el

10.6 Al G121 culsani 28] A1 uoiai-d Laumui dauni 2ud &.

- dqcadl oysdnl

- 2RYELRA] AL

- uRRAAIA yarral-l 21iasd
- Wi Hedde AHid3d

- A[sculed AMFAA] 2193
- w2 @ldil

- [Fa4] U 512145 (AR
- %2 dl

- 2(dRs dd+

- [y dail 21193d

- ol sl drody

- A5l Yldll @Y dHY AUl Bdd $ed HeTd AUl €.

xauul

Yi
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- fsa oflonal (ARl Al 9 5 sl duy ellon-u [QaiRiA
sedl 29 151241 dUlR €.

iRl wila asiA.

3. qauAly Ay woudl, alsa gl 58 ousialy @ Ay
NSA aunal ?
A4 i adRl yae 4 wwda yourkl duil.

ii. duRl yao yl[Reqa Ad4ul 2udd yauo wd Al

10.7 a2l udglsdl g1 Lunul daidl cuoidl

weAAdl eRAl (Alas wyeiul 48l o1t dl didl nUHl
44 &9, Al AMIRIHL EBIL 6141 Il +ql GBI Ml AV 9. ¥ HldSd
el Ul Rayg+4l Aal Hag «edl. ddl €254 oueidl yaAA gl A4l

Yo ¢9. Al ool [qdles gl Ll dalHl 19 69,
UF)



l4:

- Y ¥ sl Gualoll wldl >yl el ?

- a4z [Avd YA sl 59 2 seg 9 7

- Y dH HARSIRS Uy 53] usl ol 7

- Y ¥ AR "lal el ?

- dd 93Ruld qoR oflu-d 25l &9 7

- AR SlAPUd S5RAMS & A ASRAMS 7

- Y dMIA [A2ANRIAHS Suddl €9 7

- Y ad yuul dged Y3 sl ol 7

- a¥ sedl ARl Sy asal el ?

- Y Al Mo Yl eqlel HIS AL 9] 2l oL El 9l 7
- o ¥, g ollo [ANd GUR wdl »esidal HiS dHirl [AyA

Y & gl &9l 7

dHi?] wila asi.

&

qauAl gRu udeollsal gixl unml daudl ouoal yeual.

i, adRl yaer A 2udd wouul i,

ii. ¥Rl yaus ylAeda aHl 2wdd yauo wd Al

w4l

LAN]
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10.8 s 2wed s

N dHIZ] WA YRcll UHIKHL A1~ Ut S14 dl 2 dHD YA

HEEIY Ofridl. dvll HIC AMIAH[ HISWL, AL, 2l GRARY YSL ALY
sl 237 9. ¥ udeollsaly in aHidl ars lral ARd s9. A dHiR
Yldldl 412 585 dlg 539 & 2 uAeAlsal GUR s 1y ) Hlav ysdl
sld dl a4l Aldls ouoial-l @i Avg %33 9. ¥4 5 yuAAl eARUI
2y 520 A g Ul 5L

ot dl Yyl oflol iy ds il e «dle dHiR 53U,
YA o Yedl addl AL Aq.

QU 2lcH(Aau qid Ml »uu-ad (Hcdldel) 53U.

-

QU olsld @yl Al 5, dMIy el el [y (YR
qa1e slg A,

"ql [QAIR Y s HAt 5 5 ¥ §0UG 51 ol gl -l
SQUM Iyl Sl

AN adqd 518 alsal 2al [QaR w9 49 ¥ s ol €14 dl

-

A4 sld¥l Ad] 684 ulRlRRAx141 M2l 5.

AN d¥ sl (ARl AsHd Ul ¢l dl HAY Nl Guylol 520
GrR 2l

o 4y ([Qua] 61si? adl 14 dl, YA ANy GYR dlqdi-l Yl
5.

g511cHSs oSl d~oudy quA ¥4 5 SISl AH slddl 5 AHAAL
gld U2 drdl el 200 vl (Al did $2.

a¥ AAME olldl 9l 5 Al dllddl, 9l HicQaI 2 el Y3l
240 @10 @l

315 ye usieHl ecla 4z 50 dl dd qHd 4 2q 412l Ad yo
531,

s?s1 seal deAloe] 514 5.
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10.9  aual: 2eg - 5

w1 yadAl Al ] €ld AR UAENASAl dAMIRL EI5 SSIRIAHS
2 As1AcHs ([QARIT (A9 sl sld 9. AR aHi?] dldsid 4erasl
ot &9, ¥ ] wiHlzl R ueuldd < Ay, xdll s34 yuaAHl 1]
olioicl « 5] A,

- w1? S16 lsa uldidl [Qa1R 2y 530 @l Sld IR 2Ry 1 53
2l Ul A ol

- alon Axd Y4l Yu il oAl uAEAsaAl aM-d AlHAqL HIS oSl 1Y

-

8.

- S Y AsigAcHs oSl d~idy o AUy ¥4 5 slldd] avid Yo
sl 5304 dlug.

- HYHIAUAS 2l ALYF1S QoL 2l SldFlddl GUYLoL 1 54,

- w1? 5165 dls ylaial (QaiR Y 53] &l €14 AR evid - 5.

- S d¥i [QARY] AsHd il UY AR ASIRAHS MU Al Y]
AHY dld 1 6lEd].

- wyAAH 2dE [yl oeiR S8 A4l A 53U,
- 16 ya [Quy 5 [QaRA Ylald] Aa Y 4 dadl.
- wuAAMl oflond AU+ Y.

- Hi2l ollddl vidR YeUHl 1 sl

10.10 ®41 YR &t 5[ (Focus on Language)

WAAAHL ML, UOEL AHY GRARYT Yol ¥ Hstd 9. MMl 54]

2d Gualor sal d wuag Heradg €. A 245 yerad] el Guylol
gl &9 ¥ yuAAl eANUIA HEEZY o]l US ©.

*  LQae 2 sear wié

- ue g ol 9 5...

-

- 13 el ...

- il (ARl 4wl ..

-

- 2l Ue 9 5...
Yy
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ug

*

*

- ¢ g e 5.,

- 2ue d...

[Qay / waRiq Wl

- AGal, ¢ Alsls vl /U5 sa1 MY .
- A ¢ alsls A%y di...

- s 59, ewadld] yie ua. ..

[Aaly / sqRl4- sl / alddar 412

- s sel, 47 2l Yy 54l el

- xu1l, ¢ ¥ 56l @l ¢ d y3 53 4G

- 1y He HR qia Y3l sall dAMY 2yl
2yl [Quy Gur a8 ya w1l

- o 21yl vy [Qyy Gy o usl.

- “e ©d Al Aol & 5 YL Y YA GU ¥ NS,
$1¢ [Any Gur dwld suuq wi

- g alsl A¥d .

AYSyE [/ AlssHusl ) wrieR (deue d)

- ¢ Qg ¢ 5 a4 AL ol
18 Ay Gur Huld - qa Wil

- ¢ 2 [Avy Gur aAlgs sdla.
- ¢ g el Hiadl. ..

- ¢ auRl aid A8 d4d el

AUsell A YUIRIHSAl ASIAU HIE

- 2 e ol d dqdA

A4 YAl A W
- ¢ g 43U 53 ¢ 5.,
- s (A ye...

- 248 2 5206 dl. ..



dHi?] wila asii.

5. gl 218 2udl, yauAH Do’s (Xeg $:1) 214 Dont’s (Y
sl wledl 2l

6. wadAldl e 2dl, yqaawl v Gu: tud sl Ad slxd
$¢ dl wldl 2uul.

A4 Q. dHIRl yae Hld sudda youHl dul,

ii. ¥Rl yaus ylReqa aHl 2udd yao ad AsiAl.

10.11 asc*siag Gedvi-t (Mention of Vocabulary)

wuAAM[ Aol &l AvllA elaqr ASH. slSue [Quy Gyl
wUAAML o1yl A5l HHYE US Adl UoslAl GUAIdL 5dl. el 5307
S50 fSeiel AHYY AMFAUH] HIAGL Ul U3, o1 Al YLl AMI ved
5 (sl41) woelql Guylol $:ql. [QA1rA Y sl avid izl s 5 o
lset 418 dic Al 520 ol Al Y4l wAAAML o141 Aalsc2] w1 [QAiRiH]
21y-d 520, wuddl oflor us aqidl wid Asid A dxl us ysa <dd
Ayl [Qu1Rl Y 529, 518 ol lsal Usidl Grir Ul IR UG 614l
18 dla-Ala s3l.

w4l

Y9
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10.12 2981 50U : QAAAHE 459 o-ild

fset ARl lal ol wd dl dd yuAAl vl udaulHl 4sq
olrqieil Hiol Ml € 9. yaAAHl 51 [Qendl yuaAME Ay s 4l
nd. Al 42 (AUl sllaald, deuadrg via [Raw a2 4ouldnl
el o 9 ulg <dlsa uldidl ayar xqsl 15 [Almedl ayiR e il
uscl el A~ AP AR id FUIR Alsa AgyS A Ldayds
[Rlaw s as. sl lsa [QaR Y 52 R <l uRaal- 2142
A [ AA [QAIRA Ao Aol s3] U5 9.

- a¥ gl d Yyl uslAdl Yldig dloErt Yy ..
- aleiqaqid] asHl el »1iedl 15 [lvie veg oleyl. ..

- AN dd w4l A4 dcl [ANA GUR s« €14 dl ueL oflor-u (ARl
Al ulciql [Qa2 %y s4l...

- wuAAl HG €A 9 Ul ot HSs Al Uldirl [QARL Y 54l
HAl 5l 1Y €9 R it [QAIRIA Mzl IO, . .

- A ¥ YUAAAML Yvd q4] dloLgld el il dl dq %o SI4HL
asa el ..

- 25 Al HAldl d5 SHUL oflol [QAR] U1 AHd YUl ..

- WAL 9l YIAHI dAHIR SIS AIMAAL 5l dAHIRL (QAIR1
ARl 534 %y sl

10.13 %:&2!2{["[2 Aldsdl (Etsics of Group Discussion)

Al Adl ul3a1 &9 vl A5 Alseiu [QUR] ollw lsaq [QiRiedl]
Ael slY &9, €25 Alscl Uldiril A2 i Adl [AAR] Y SRl &ld €.
waqql gARA AlAsar [Qur - [Quaa ululEa 52 9. yuR oflof
lseinl [QA1A q¥wA Yldidl (QA1R 2% ddl sld U Aldsdl avdl
33 o1 9. wuAAM 518 U5l qAlAsae] [QairA Al 4 oild)
A2, A il A WAL ollE ¥ [AA1RIA] 21u-d 524l A2, YeisHl
MINL 2 s s AMAlsE U v oy wuR A 2d, 4l
[QalRll €511 2l 1$1IHS GuR Hiudl Alasaid]l [QuRg #3720
ol &9,



10.14 Y511 HIYES (Major Areas Of Evaluation)

WA 9L dellR €35 AUlscl MeEd[s [ANMAU glRl $AIH(

219 9. wSl culdad Y5 €cs UG d¥il €25 calsa-d] Heuis sidd
duatz 52 &9. ¥ 4esl aydd UM ol ddl aud Hee 530 uS .

l4:

A et vlldal Gur uss : aslair Alsa yldi-dl Higeumie]
vedl Al w4 & 5 ollw sl oML GuR it Slsd sl el
¥ gyl s1dsyHl H1Z vl ol ws 9. dw el yg vedl
¥ 933l 9. U ¥ aAsYg, WA, YAoud, 4oy sldl ALA. A
A NIl GRUIR AAlRUd 1 1Y dl o1 Al Y4l AW ULl
Guylol e1adl.

[Qwy 2utulRa sun : 190 AR ulsa ¥ [Qya Gur 44l $q1]
&1y d-l [Qualy B, wzalds geql s (53121 sSlal A1,
2l GURAA ollo [Analg ue s slg ASH, As [QUEd AlsrA]
QL UG ¥ gertll, ANY 2 AU oleidl, MY
20 2185 [QuA), doulAs 21 YAlqRE04 4RI, Yo HVOR]x
[Qaicieue Her2il Gu qayi? @i+ slsa 5. ved d4l [Auyy
U 8 dedl Grils A iclQaAe] A4 AL usel. [Any
Al a2 [N st GUR MR Hsdl slY &9,

A

Hilvis newuy slacy @ [Quag suq ged Merayll ¢ deq ¥
U Slued 9. [Mefse qoR auqt 2143 9. [QRl+] 211u-d
SHAU U2l Yy €9, WUAAAMI 45O H1S lcH(Qauxe] [QU1R
RY 524l 33 9. Und g1l oL AellRell AlHIAHIA UG AdH]
219 9.

gag slaed @ qa dlsi-l s sq930 €ld &9 5 alsad uldig ¥
UMY o4 9. YUAAYM[ AIMAG UG eg ¥ Herdd 9, FeY
ollelq. U@ g1 G0l Al UMl UG ASIAUHL 219 €9,

dHi?] ywila asi.

7. waAAHl yeursa- Hiugsl wulddl uul.

i, addRl yae A 2udd wouul i,

ii. ¥Rl yao ylRea AdHl 2udd yauo wd Asial.

xauul

ye
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10.15

Al HAvHl g2sil &las :

T 57

- QB ulbwiir 2 21U~1R
- ulsdl asids

- 2[CL0Y YR ) YR
- uwsal

- 12U

- A5 A4S

- SIHIUEAR

- asvld Asd

- GRllE 515

- GHEL $RIR

- q2q



xauul

10.16 Y-&-fl »44auil (Panel Expectations)

awid] wal Ald-u el sl AEA -
- 2l vieisl (Team Player)
- % (Reasoning)
- igcd (Leadership)
- &qlls (Flexible)
- [R214 (Assertiveness)
- yed (Initiative)
- A% 5l (Creatgivity (Out of The Box Thinking))
- 28ueld] &%l (Inspiring Ability)

- Al¢4ag (Listening) -1 29ld (Awareness)

10.17 A 21 Hil3dl [Asu-4i 9aa4i (Group Discussion in Library

and information Science)

Aalad g 24 &9 wul [QARIA]. Yeasil A4y duldnl 24-d
1 €9, s lsa oflw culsa e aaledl ylaidl Huledl-l ¥3R4ida Y
53 89, AUlY 5 YUY FAL ACAASHHU[ U IS YAAAL Yol ¥ HeTdl]
oirl €9. GUAUSALAL, AAUlY51R1s, Heusl Yldldl Hl8dll »3[R4iax
Yo 541 H1S AUl GUAIIL 5l €14 €9, $14EL DAl [Aud=il A4l
2l 12 ye 51 (Moot Court) ¥ai [AMI90 elviidar¥i 2119 & w4l [Qeudl,
UYL, AUL4s] Yldidl sudl 2u-d 2sollon g 53 U5, Adldy
yal 20 Y YAYAL A vl 51454 Al A ol ny 6.

dHi?] ywila asiA.

8. waaAl-l x4 wiudl, daay x4 qlSdl [Qsuqwl yauul 54
dd weradl ¢ d aundi.

A4 Q. dHIRl yae Hld udda youHl dul,

ii. d#Rl yao ylRea Adul 2udd yauo wd Al

£1
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10.18 a2l #1e s2ais [Quul

HIRAHL idsdlE
RAWSIRYL YHH[ MAG | A
cuRAldIMl AlAsdl A yedl wylaladla

A3y ulealdior x4 SlasiRzor 2y e, A-1zedly 21 you-il
3[R4lct 9.

218 Qe /) uAlaRe eAiqqlr Hie oie{lR el
[Riag suelyi oleflz yawi-dl »32 &.

U AXSIY [Reey 2 YL YSIlAuSL HICd SR8 &9 7
G2 (A& vitvofls@

MRAld ofl-a1a124ll HuS5I1R5cll

g-aldor : qofvisyi llviqid]l 21q®.

el 5920 2 oyl

10.19 2212 (Summary)

UG AY-61AYA DA AASIR¥HL dUdAd]ld gl Asollo A8 diddld

530 U 52l sle6 ¢l2. Bl Hed]l ¥ ol ¢ wed] ol



18 dld 5l Ml doiss wAAAL A5 Ml ML oD 9. wUIR S
(84 dail sld el 518 A4 ALY AHIALA A4l Ud AR QAU
1A% Ag ld 9. yReuy a3l Gsa Hull el ¢ly 9. [Aldy &1l
¥y Yeldy A4l Y9 yaAAl Aed] ¥ Herardl] 6.

10.20 A2l yould asiiu GriR

wel ved 2dl Alsdzilal d4e ¥ AF-6AX~1 ddd slesel el
s &y Yo 53q1 WIS $1d sl sld, yUlR AUl Hed o 5 ddl
qy dl3axil 42 adl [QuRl-l 21y-4.

AU AU Hsea: S 9 WUl 5 su] Ml wRyElRA] uxedl] Wi
Aril M54l gAY HEE3Y ol €9, e AAUlA] AUlZa AL A
YRR 3] Ad usIH 52 &9 dd dirgl 5181 Us1d 9. Uds Sé
ole yMaldl], ofl-2se, s+ WGydrent uqa e yd YAl %33l
9. UMl AAdl 5 464 dl3 514 srqu-ll @l sldl NEA. wu 424

s AABIRS Yl3a 9 ¥ Alda yAEIAHI HEEIU Gl 9.
AAAAUU SIUEL

o [q:l %y 53, 2wy-d 53 usiy
o £is5 [QuRlS e{sla wql [QaR cud 6.
o yul sISusL Al HIE s 251 1 qlg Ul 52 6.

S1549 AQAIAS EARASH M U HIS Qe AU HEEIY ofn

el YAl A1g] AU 9 T YUHL A3l ML Al HIE HIH[ld
5140 219 9. %M 1oL Al AlSaiAl Hvdl T 4l 8 sl U3,
yg 15 ol awR «ls. dxil yaxi w4 e [Qud 2yaki 214

A

&9, Hlel o419 Slode g €ld 9. Mol AR €35 Aldad 10 [Alme

wedl AHA AYAUHL 2] €9, FHI A1) [ANAT AHD U5 1 A4l
[Qa11 ousd] a5 9.

e A grucdlZanl ] A4l ouoidia il Ml 219 ©.

o dgcad] ygdal, 2welRdl yuadl, wRRaldxl 4 gadi-l
2143, HllB1s HUH 2098d, ABd2lA AHYUA] 2198q,
we Adel, (AAM] U s51jAMS [QA1R, %@ ddH, 2idlRs
ad«, [(Rey dail 2udsa, olsl -y, alda yldi &y
AMY Yl AU sed Mscd Y &9, AlEa oflaril (ARl
Al 9 5 6], duy ol [QuRld Zedl 9 *dls1R4l
dur o.

xauul
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£Y

wauAlHl udellsal gir &yl daidl ool

o ¥ 518 Gualoll “ulddl 2yl e9l?
aMly [AMd HA sid 59 A seg 97
Y d¥ AASIRS UeHdt 53 usl 97
Y a¥ AR Aldl 91?7

ad ¥3R4id QR oflaq clsl 97

AMIRL SLACUd S5IRUMHS 9 5 ASIAMS!

Y AR (AU S SUddl €97

Y ad yaHl dged yz sl l?

~

ad sedl ARl S sl e9l?
Y ad izl Yldll e IS 4Gl 91 A 1oL dl 917

Y ad yund oflo [AMd GuR wal 2esidal M1 dHi (A
Yo &l glrl 17

AU UM 212Y 521

oid i Yl ol walyds wieial v dle daiR 5.
A o 2edl dedl MY nd,
SHAUL ALY A R 2uy-d (Mcuyt) sl

SHA 2 olod Ml vl 5, ddIZ el 2dEl [AyY
GuR quiR slg A&,

"dql [QAIR Y 52Ul HAt 50 ¥ 2UG 518 ol gL+l
514l 2] slY.

AAAAHL 212g 1 521

w12 518 Al3d Uldiql [QU1R %Y 530 &l Sld Al 2IRUH
" 5A 2 Uld 1 oAl

aloll qqy Y4l Yy il AUl udeollsal ax-d Aeuaar e
oSl sly €9,

18U s1uc45 il A~y 1 iy 74 5, dled] qvid
yoid sl 5304 dug.

HYHIAYAS e AlUYAS AL Al Sldeddl Gyl «
524].



6. Ut GuR i slwd sl wE Al ouealy L 2uvil,

[Qx12 Y $2a1 12

uel g ol ¢ 5......
Wil gle A.......

iRl [QaRlg 4. .. ..
wodl ¥ Y 5.

[Qye/»qRly w2

AL, ¢ AUlSis YIS0 $Ral MY ¢,
¥ ¢ Alsls A4HY @G, ...

WS 59, euolld] HieyyL. . ...

7. AUAAMT HEA[S HIYES

o A ML lddl GYR USS
o [Awa pa1Ra st
o Hilos ucidg Sluey
o 2498 Sluey
8. Al g @0 9 w4l [Qa1Rl], Yecasill dHY dary-l Hiy-d

4y €9, ¥s5 A3d ollw AlEa w8 A4l Yididl AlEdll ¥3R41a4
Yo 53 €9, UlY 5 ALY Tl ACUASHH] HAU H1S Y2l AAL vl
o Herdd]l on 9. GUMISAML, AAULY15125, HLYS] Yldi-l]
IS w341 1 Y& $2q1 H1S ALyl GUHLIL 5l Sld €.
SI4EL Fal (AN Al 4l Hie ye 518 (Moot Court) ¥al
[Qcqon0 ot »1d &9 oyl (Qendl, »tarusl, 4045l Yldinl
sl 2y-d Aisoflor ad s a5, Aeuad yal 20 Y2 yu A4

2 Al $145H Al 2 olxl] Ny 9.

10.21 2dlgu asgl (Key Words)

w3l :

4qQ Sl :

o vled 2Adl A2l 44 ¥ AU-6RAYL ddd SlSseHi
2l 25 Lyd Y&l s3q1 M2 514 sal €ld, v AUl

a

2ed o 5 ddl ay alsd»l a2 adl [QaRll 2uy-d.

-

gau clsi-ll 215 54730 €y 9 § Alsaqd uldig ¥ duag
o 9. YA AAMI Aag U8 Heg ¥ Hedd & vy
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oleg. Uedd glrl M9 ARl AL UG ASIAAUH(
2119 &9.

Hilvis yewuqg slacy @ [Avag sud e Hetayll © dog ¥ UcdlYr
slacd . wleufZa qor s Ay3 9. [QaRll 2y-
a ¢qul Heddadl iy 9, wuU AAHI dSAdL Hie
sic[Qae] [Qa1R Y sdl %33 9. U glrl 419l
dellRedl Al U9 FAH] 21 €.
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11.5

11.6

11.7

11.8
11.9
11.10

3u3uil

Geal

Heelldil

2yl ol g sl :dl & 7

11.2.1 sl d~ado- a4yl

11.2.2 ofln culsay [Raw sy

A4 A4 il dodoru Ao

s yausia eARan il dody

asgc{sla

11.5.1 &l d-dy Gu: dmg 24 slag

11.5.1 ald] drudy grsaunt -l waqi Guaiar s sl
il Sl droudormil usiR

11.6.1 eze’leg' 8dYd1 (Body Movement and posture)
11.6.2 Y€y SI1d*Id (Facial Expression)

11.6.3 &ld*Hlq (Gestures)

11.6.4 i+l %us (Eye Contact)

11.6.5 %94l (Space)

AU

dH1d] uould asidlu G
adlzu aogl
He™l w4 [A9Y i

11.0 Ggal (Objectives)

R Ut 5l Auid 29sd, U, 2AlH[QUY AHY cllddl-]
s Aeuaqrd] qledl uia s a5 9.

sl e ylsa Ad dld sl avid »ys o] dodu-l yel
e o ey, AHY AL Aeu A ddl nwsiRl v 9.

yoiu, ddle A QU] Heddq 541 Ad usa o4 d
ol usiy 9.
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11.1 Y2diq-i (Introduction)

a¥d seld [Quiy ¢ 5 ad Yeas Al 9l d¥4 Alsad ug d
slaeudl 2 [A(aY Hsal urell il usid A A4 UYL AsY 9. il
olioiclell vilE ollS] A~ody gll 2id &9, HIUG UL JADEL DM
ollSl dodol Guylol 53 ¢l2d, d uless iy 5 uedl s1a®ud 2434

-

yer oddl Hadl sld 9. ollsl dody AlMUIR Alscd s dHed Hlsd
89 ¥ SSRUMS U8 Sl U5 A AsIAHS U9 sl w5, At d
AHDA dl olls] dody ved dlst wAId UGEl RY Sl sl el d
aoglell vl w18l 53 sl AR ¥ siacud 2l ol 2ol Guylol
35309 wlaudl qala % 52 9. aldl oAy gl ULleEs UId A9U68 5
Uiyl [y (ARl i cld-lzily Ucdide 2Hu525 d 59 usd
ol &9 oSl drordy d HUESs UAIYA] WS oL 9 wH 6l
Sld-Clld, SUT-AAr], ASAl Hld, AHY AUl Sld-Hld Y &Y €9,

Y3l sladuqed] ol ¥ [QARlA dHD 2wl dal sld €9,

[R5 deeleel Ha yuol ollsl d~oidy 2Ag [Asiu & F ULl
@il €35 MIAUHI A58 Ad Al MA 9. ols]l droudy Vid]
A &9 FUl 25 Ulsel oflw ulsal ol siacig [QY sin Haddi-]
a8 Wlalll ol d-odyyl us Y4l aldl 45 9. ol d-oidy s
Ad] 50 &9 el Gl AlSc Aql Y e A HAd] a5 6.

11.2 2uusll vildl g s¢l :¢1 ¢ ? (What our body is saying ?)

Nl (sl 4 sdl R uuen Yol lardl ¥3R41dl, aorslli-,
“owllul yeur dlsla Adl sldl deody ded wlr sda-Adr
el A&l sladiqled] [AlaY Hsal g2l sl sal. sl d-oudy ved
Aaulozs (QuiR [AlaMa Yed d olledl qo1R $69. sldtldl YRl HeHen
5209 AL LR [QAIR, A Hdey A6E]l ol A5l AIHIR N4l

ollsl drordy ved sl qouR+l 1ML 2l 20l 1960+ 14512l
Alsd AeqAA] U3 48 dl A uddl §.u. 18724 s Yis
“Aadaun wis dl SHlu S 4 dws Al e 391 6l
aroldul vild Y s4l scl. 192640 9931 g1 ol d-ordud [QaR
[y A1y adls % syl 2dd sg. el d~udy Hiqd] Yldi-l

-

@il [QUR] 2 S92l Hollswo 52 9. ol d-ouda-l nasi?l

b A

141~y 24 dlllgs auaie] 44 usid ddl 9 w4 wed] [Aaa sidi]



295 ARl s veg ¥ ol A~udy ay s Hadl usid. 2sHl olsl
droldy Hcdldl sl dvid evid gd-Aciql GuAldL.

70 % ussl

35 % 9 Hoit, A1es1d 244 Yl

55% olldl 4~oudy

@ sl @ YU @ uiidl 4oudy

lHId Id AHIUY Hedldnl HHAY

7 % acgll Guylol 5302 €9, 35 £ ¥ 2oly, uesd e YlArl
Gualol 53012 &9, w1 55% oilsl d~oudu-il Guylol 5302 ¢dlxd. es1q1l
yell nel usid 3 U 53l aud wledl adl? 55% oildl d~oudul
Gualol ey €. vy ol A~udy iRl AIMAAR Hlscle S51UHS
AMY ASIRAHS o<l USIR Hed Hisd 9.

11.2.1 oildl d-ody-d auydl

@lAs slaeid AACES UAAAA] AHIAAA] oL 9. cHllas
8l4ed 2ed [Aauln 59, 2ssq, Alsa U2 UAId 5l 814 HlR
dedl oilslal Gualol 52 &9. s duly~4l g AQUH] iy 9 5
fsa oqid wocslel] uldidl qld Y s wHAHY sld AR olld]

droldul 413 Al Heu Hisdl usiy 9.
11.2.2 olln calsay [RAaw s:q

AOUIAL 5 AN 20u8] sHul sisolln dlsa 1l Hcdld-
sl quid dyg [FRlaw sl sldx ¢lu. ad sqar var gesledl
w9512 slal ASA ¥ [Rlawnl daia sld . oflu alsadg i 56
ollola¥l €ld & do w9 dAdd [FRa9 sl Eq. d-dll W A uy
eslsd 9§ iyl wHAUY] Alsad sqRy dedll 4Rl 5 v old]
drordy [AM sSdl «el.

oldl 4ody
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b )

wdlR ad WA 5 ddl auiR Alsadr YuHl v @ 9 IR

-

dxe oSl deordull ysiael 1A gesiqu 242 530 asl el
o Grills
o icH[qHL
o AT ¥ [FH8

o 521Ul ¥ A AR

xRl wila asiA

1. &ild] d~udo-l 14 dHNal.

A4 1. adRl yaet A4 24d wouul vl

2. dqiRl yalel ylRe HaHl wda yaer 04 A5l



11.3 21691 21491 61l Sl 4~1dy-it 19 (Body Language Meaning)

sl q23 Hcdidd gel-gel Ad, UHA i 20 Gu ag
SlY 9. $HIRs g UG o ©ld 9 5 Alsa old] e 9 ulg AL
[Qai e Al sldl el 518 us dlsad dHell yeg 5 d Ay
olld &9 5 vig 2 4oy w2l i ols] d-oudy uell u9 vy 21dcl
2],

20148l ol drordu-il wys el dlsaal sld & d (4 Yuol

6ll$l dwoidy 2] e

AUl e 2glR AAY 2LcH[QAR

gl 54 w9 uvfl-d Gleil g IRl

Yo sld 5304 sy selal
YoLd vedl Al AUy A4 524l
gle il odag REBILHS
(120140 ¢1ar vl Auay [~iR1a
e Gur ¢l ysdl [Qu1RY, Medis 59
s Y wig ollddl sld, U5
52l sl
(vl yesidl [Q#1 1 slal
o FUR dM YALSIAd HIC ¥ &l 9], dIR sHUl ¥ diddg Al

Avig A2 5 dHil Rosyyl g ayil udda, oilsl d~udy
2 d¥ 590 Ad Hdwe 4 el 9l Al slsidld HE AUAUHL

Y )

219 €9, A FUR A¥d 51 Use ollddl ¥ @l 9. ¥ YSdl

) )

a3l olsl d~oidy UnaHl oddal cdlsad ay oy sl edl sld

A

.

o ad1?] ol doidy 2142, duil aMiRl wYJ[edal 24 Al
wid?] s dal ¢ld 9. A dM I AUl Sedls I Hdl
A1 qAddl €14 dl 2] w@ oflaqd s €l ad wY el
9l 5 vilg Al ua dul via?l 530 Ao dH dsuaMl Aol

oldl dody
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gld al 2 us ol drordu-il 2l ofly Alsad w9 4 us
8.

o A SAl ARl o8 44l ¢l dMY Gl Higul, wdL ol
GIRL 518 AU 514 UM 1Y Sld, dHY A~ s HIR,
Urldril A04] d¥dd Ue1 Yl ¢ld 9. Usl dulg &l dd Y
ollcfl &l el 2l secl 54l Ad ollel] 6 9l del U Y Y.
€25 Ulscl oSl d~ordyel Gualol sl sld €9 UG A4l UHA,
20 GU YR Edl ¢ld ©.

o oflon culsa-] oldl d-odyd A (v s Adged 4RAdal
2 usa cdlsal) ad a2l ulail ol d-dad qur?l il
ol sl el el yuiRl usl el

11.4 s yausia e:lAa ¢l d~1dy (Body Language during

Job Interview)

sl Yaisia e vl €1y AR Adl el nadl uvl el
1ML Alseird U US e asiaHiedl Ysa el dH Helsid eHYl
a4l oSl wlRs Rala sied] usl. Gels® als wdR 518 alsa
20Uyl dld 52 &9 dl a¥ YUl vel wsslH 6l &ld dl o
24l R etvd] usid . YAsiadl He yeqidlal dlsa-dl oilsl
droldy Gul U9l el UMY AgA.

goflare sl yersiaMl Ucqida sl avid daMil le e
Ay Gdn-Adl HqRlY olnidl €1y 9. 518 yasdl usdl €l AR
21yl iy s siolell aidld oxdld X AR dd Ag el 520 X
qQui? A3 519 5 Awuell ayil &avucHs wdlRs [RR&laqd eva 52 69,
¥ dHil glel el u uvil dl quiR A3 vl x1qR143Y 43 8. il
Ralasl axi acel g ayiel el 4o 52 sl el. yausiayiel
921 YsAlHl Y8l &led 949l 5 sl $0iedll 5 ¥ dMLF el
Mesld v Hdl dYIRIL SE-Ad YR &Yl ALYl Bl dH dsiuaHl
219l 9. d¥q Heisia A Alsad olsl d-odel A1g euldl 5 a4
Axell alcel tdrnel] Aol @i 9. SHUl Hr YR sl HivlH[
v vl FqUe 2idl. AUl dAHIR] YAl Y 53 6l & dAMIR ¥
Yol ydel 54l 9 dd Gar vl uedl oflw ettll wd AIA Gar
YL Ul G HUd] qvid A Sl qUed dHd qAMAud 9 al ]

Aa

ata Yl A ety Al Y4l A4l @d A el ¥ A ewd ¢ 5 ad

-

Azl A4l 26U e9l. Heusia-dl asaal Yaisid d-url ol d~oudu-



1413 s8] 52 usta €9, el Uada qedld] olsl d-odyd LAyl
A,

dHil wila asi

A4 1. adiRl yaer 4 suda youHl dui.
2. d#Rl e ylRe daul wdd yae wd A5l
1. a2l oldl d~oudy § eald ¢ 7 d waudl.
(1) syl 2d ez Aag
(i) stad s42 weon uvild Glew 9.
(iil) woud sla 530 Hdug
(iv) worsl yeer uvild dlug

2. Hausia eRar aqel ol d-odwnl gyl s as
Ad] 518 s adld o@dTl woudl.

3. yasid eAHaia vRuUlM dud] avid 54l d Ui
59 e s ool i Arg d-ll A4S 53U

4. an?] ol A-oiduil HYS GEAd 5 SAT-AdT ¥ dHIF
gfirl oldlddl Sld 2eql Yl Aulddl 14 d-dl 4A
52,

oldl @ody
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11.5 aveeisiar (Vocabulary)

A1l qogll Gualol 530 sy oiqudl. A6el-l GuHlol 530
g sy olrudl el U 2 Alsadl sl

1. t[Mey[5c

2. UARd

3. Y5

4. ylaidl nal vial
5. g / euldl.

6. YA 59

7. AYd

8. URRYR

9. YHYIRY / ANUSIR

10. ¥el

11.5.1. ol d-ody Guz 4qug 2+ elag

w2 ddd 6ld] Arordy GYR AUAHH A5 YL Ml HlAlddlHl
219 AR A A Yeri-l 44l 2.

o Uil 5l quid ols] d-oidyd Hetd
o ssicHs o] dA~udunil GelgW

o 51245 ollS] drorduell GElSWL. AULAAH] Hiddl Al5d>1]
218 did $cl avid dd s4L U5l i1l droud -l Gudlol

531,
9y



o u¥sHl o]l droidy GUR Adls Hiul.
11.5.2. il d-ady ggRain 1A 2wl Gualo 53 asi
o ofl ylsciHl AU Add AN Wl.

o ¥4 51 olld 9. AR MY &dldl. UIg g Hdd o 52.

o Y2 ol R 4L GAl. vl qadl 8, Fel viRiel iy
Al U3 A dd 45 Ad ey dloll.

o sldug culsa ud odl dl dr Anadl uvil.
O MR sl ¥l YUY Byl AML. del sl 7 53
o Nl sl A8l v, wRRAl uqkl sdHl us dg.

o 4] AWMl s A YR [RAA8 AL, YALSIAH]
2] A1 U M.

o A5 e Y[R I UERL.

11.6 ¢l d~udou 4512 (Type of Body Language)

Al Ad 2l w2 ¢lH 5 aldl deoudy 2 Haullers
UM ¥ HIUG HAHA 5] auid Gulor s ¢dlxl. s1us Ael
AU UGS SALRIM] HSTA] Mo HUAL S1d 9. vl gLl
Wil adlen ser-yea yHdl, 2 ¥ aell sl usal, Adl Hilsdl
yslALsarl ol d~oidy Hee3y oiq &9. sl dordul A4l Heral
9. ulg d-ll e ol €35 USIRWU SARAX] AMY HSdl Al WY
ANeSu. 2AUl6ES Y 2eql olS] drordueil HEI A HSIR &9,

o 3kq sdqud+ (Body Movement and posture)
e 23Ul siqciq (Facial Expression)

e siq71q9 (Gestures)

e vi-l #us (Eye Contact)

o 2559 (Touch)

e %94, (Space)

e 4% (Voice)

oldl 4ody
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11.6.1. a2k 8424 (Body Movement and posture)

ollsl d~oudy wnaal M1 [RRaw 2 oicdg Hikyy 9. 4l
A YAl YR AlEAAl S1dtid nel] U5y €9,

11.6.2. ¥g=u-u siqacia (Facial Expression)

derul siacidd] calsa qg oy nel usid 9. sAdl USR]
EAd ¢ 5 ¥ vA ol w1Ys URRAQIMI axi] 4SRA 4] s515d
gqld 9. 2wrl s41R5 ol uw well usig. q1ys Aol ¥ Il
YUl slaciqd] euldl usly elad. voll, g, el 2AAU[Ed,
A3, MY, AYYqRey, Gaduril, $2%91, [ARes12 4012 Bl *ldl AU

glaciae]l nel usid 9.
11.6.3. &idtiq : (Gestures)

slaeid 2 A4l w4 w4 Ad wAqnd 2Adl qls] d-ody 9.
gaie, ol Al A sldAd sEq. Al UMY €lAMId ¥ ADEL
@Al GUAloll odl 9. €35 LMLl AUAI §UAI e 50l 1Y
89, ¥4 5 RaAHl 518 Alscad ARl s1q HieH] Yol wual qolel]
A5 UM 21d €9 UIG Y.5.H[ Al 6ldlddl vRAG MIAdlH] 2id

-

9.
11.6.4. i<l «us (Eye Contact) :

w2 51 Alscal [QAIR] 2] g1 41D Usdl UEH olA]X]
U R AYS] Al 2y Al oudl qals Hlaviy 9. wAIR
ad ofle culsc 18 Hcdldd sl sld AR Al 2ivl H A e
A [RRlas 59 UM Glold 9. AHYS AULHIA olsidl Fdl 5 51
lsar aqi?dl wwd »sled AS w5 5 sl dul sedlar vl Yy
9. dyql dl vl (1Al 53 qaia 52 9 d o] d-dwedl wel wsi
9. oSl drordu Hedisa 5l quid (vl AUSH 1Al ool
eyl vl %330 9.

o vl uesq
o iivilef] vl ealqdl.

o vl 2l 5304 9Ag.



11.6.5. 724 (Space) -

of cdlscl YR UYL sl ¢l wadal al diadlad sl sld
U Al a2 ¥l du-l Aol sulad €14 . ullalha ((Rseal)
A0g AUl 2sqs 2. sld glRL UMM HIHl. 518 Adlsel wdlR
adid] wd 2idld Gledl 6 e dd YRlAd o wgeal R 7wzl
ollSlril el Adl 2l ASRAU slqoudd] AEl doUR UYL Yol ¥
a4clel]l e 45 9. ulg o Aldd qAel Ay w9dl sld wUdl 59l
Aoyl seq ar 330 €9 d calsaql Hcdlda Ayl ddrel wnsl
USIY 9. AHIUFS AR A AL ¥OoYY] 2l URRAAXAIM] Hcdldr
salsRell quid culsaxl q2d g sly 6.

o [Aseauy ar - 6 ol 18 Sa : 2 seaug ofllas »dz
AWsell el quIR YUABA Holyl gald 9. 2qiql Aoyl Mlel 419 [Fise
AUSHL AHiqal A HAAL, e sl qud Udl &ld 9. L Sél-ll
Aoyl M2t ula-ucd] a2 adl €ly 6.

o WRRs az - 1.5 dl 4 $le : 211 seu-u cllas »d?
SHUL YRR +&lo A vl (A2 929 ddl €14 9. s 45,
oflw cylsel A1 HcAldd 5cdl avid sled] s & dril Y d4xil
dottlll [Fisecl w9l usiy ¢9.

o AH%Ss e 4 ol 12 §le : 21 seuqu ollas »2d2 4l
ML) HUFUHL 519 52l Alscat]l FH-dl d a¥d YAléd Aged sl
gld AHYdl dl d¥iRL 8¥H[ $1H 52l Hl5c FHAl 18 A5 s3I

) A

5 A5 HISHIMI UAHAA 5l slH.

o R ar 12 4l 15 $le : 21 seu-l &llAs »d2 ASH(
HIUQH] AUl CUNE, HAACAA. AAUR dHY SIws-dHl Y4dl slY

A

.

o 2o [2uld (ys1) Posture : uug »uugl] ol 541 d
galdlxl ¢yl 2 Herdy 9. udqul UM~ el 54 Ad ol
galdlx ¢dlu. Ucddt 5] quid Sal Hal 418 53] 9l d Hetdd 6.
Uedlded sl quid A calsel ol 2 2g1R AUl €1y dl G-l e
89 5 alsad ad] aiadl @ & 2 ] e 9. ad sl
a¥izl oilsle Rl 2 du-dl Yar grel dH dl dlsaq qed Hisdl
usl e, gl waq Al Rl o usiel ¢ld &9, (1) oy 4q1 (2)
yedl Yal, o4 YalHl cdlsa Wldial sia-uord sl qidlle ol wy ¢
el il Us1el] Ygl guld 9 5 d uldi [QARl Ysa Ad Y] usal
el v qladld scdl qavid w9 wesd 9. wUIR vl Yl guld €9

oldl dody
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A A A

5 ylsa ylarar ([QuRl 4+ Y5l 56l a5 9 dHy d-d 518 U9 dla
Ysidl auid 233489 g™ad] el

11.7. 21:gA% (Summary)

olsl drordy s Adl Ml &9 wdl AsEll GUALAL 54 40IR
UcHlYel 59 U4 ofl 9. A5 cdlscinl Hrivll qia oflw dlsa siaciqed]
NG As1d 9. 5415 w1 Gl il UG G el 2y« oils]l droidy
gLl Hisddl slgx 9],

11.8. a#2l yould usizi-u Grl

1. ol drordy ded Acgl qo+l] ML L 249] 1960 il 14514
A3y 2wl U3 4 sdl A udl g.u. 1972 M s
Yyas “Adeduq s dl SHldru S 0 des dAlAHen”
et 3l ol drordul vyl Y sdl Scl. 192640 9171
glrl doq-l [ [Almmyel At dls Y sa4l »udd &d.
olldl dwo1dy Himidl Yldinl @arinl [QALRl, 24 S22l Hodls8l
53 9. o)l drordul wasidl M 2d olllzs audiel] 44w
ustd ddl aid & e wedl [adaw skai-l 2qiqsa 4Rl
ved o olsl drodyy ay su- qadl usid. Zs4il, ol d~idy
UYL 5l quid, Sldeid, evild, Sd+ Ad-dl GUYloL.

2 uglru Gar :

1. (1) 2ucqla#ux
(i) el
(iil) sawal

(iv) 21RuM s2dl

2. () 4 a¥ wuyRA&a ol 7
(1) & a¥ aca oldl e el ?
(iil) ¢ a¥ asua Ysa el ?
(V) o a4 Geudl el 7

(V) & d¥iHl Y qcqd 9 7



eldl dody
3. (1) ¥ ad yreld 25l 2uyld ol el 7
(1) el e ¥l -8,

(iii) vl a3l daaidl Ja oeal el Yaisid d-ur
Afsc 18 Helsid de Usl.

4. (1) e1a-l a4R usdl sd--Ad-l
(i) woudl 23l seudl
(iii) 2aa vvgiag
(iv) 2t/adlztl e 4y

5. (1) 2l uat 2l wud wda @e-dl Al 2ltieylsa
glal 52l

(1) 21u8l dea HullRa skal 1S A34l-l Gualol 520
BIES

(iii) 2l Eatdl > alsi el dasi(l Aadl g
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Auial S121cI (The Writting Skill)

3udul

12.0. &gl
12.1. uediq-il
12.2. 4un slaeu:
12.2.1. 24 214 v
12.2.2. dgil
12.2.3. 4¢rd
12.3. duin slécalsa-u a3l
12.4. dui+ slacy [Asadiqqr Wl a:a dal
12.5. duid sléculza-dl Gaul
12.6. duir ulGiculsa-dl Gaul g sau Guiul
12.7. ulR9g quin
12.8. i
12.9. a#idl yold stz Gzl

12.10. He™l 244 [A9y aiun

12.0 Sgil (Objectives)

21 Ylae]l e duin slued 54 dd [Qsadl usiy - k29

-

dvie 54l Ad avll asid d 20Ul Y9 2yl 2idl 9. 2l Ylae
qi2yl yedl a¥ 1A woucqt Mgl qaM ol usl..

o dvin ol slaey [Asulag.

o avit slMeylsa- [Qlay q3ul-l w9l

o duid slauey (Qsarqar q:a Adi-dl #4%dl

o duie w45l Gorul g2 saldl Guidl 249l Hildl

o 54l dd ulRx9e avil usiy d-dll 44%dl



4w $lacy (The Writting Skill)

12.1 Xd2did-il (Introduction)

21 Y[ReHl Avict Slacy 3l g, 43Ul ddl 2l slaed [QsAiqal
diedl Aal A4y ulRx9e 54l dd avil usiy d 2014l 44w iyl
1] 9. i1 A1 Avirt wlAZaA] seels Gl 2 ded [AqRal el
sedls Guidl-ll usr A4l sRaMl 2udl 9. w1 248 [QUIR]L 5 sl
28R 5 ogll Miegyef] 2%y s30¥ ¢l& dq 2qub Quid s$16 6. duin
2 ol ¥ AAARAS WS w33 Slucq Y 9. aHl3 duinslaucd [Qsuidal
e Y 59 N6 vl ad wA$125 ulRauy Ui 530 asl. 0 ylael
412l A uzt, W, 5 ulR29e dviql M1e HIAE[As12] iyl 2] 9.
yeiell ad A duii slacd [Qsaid] asl.

12.2. dv~ $laéy (The Writting Skill) :

12.2.1. dvi Slacuql e 2 vy
(Meaning & Definition of Writing Skill)
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b) A
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s 9 dq gl vl ¢llas gyl 425l als slavidl usls .

o [aln «z:is

o Y&l AY5aléRl
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o Yvl SdléRl
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o duie c4qrel HITGL 2 dd qol2
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12.2.2. dvn Slacuu gl (Objectives of Writing Skill)
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4w $lacy (The Writting Skill)

arell, »3Rula, (ARl 2ug-l Ad daqidl aes d avild %y 52, d
Altia AHlMeyl3a 9. ¥ S A dl UAST Quisl edHl GEuR],
1qol A AU A8 dlElcd A48 A9 dvitdl Alta wleiedlEan yer
dyel ol usi.

12.2.3. v slacuy 4e¢ra (Importance of Writing Skill)

dvid glrl Adlsd ulaidl stloicalZaq aion dyd gdl q2dl A
&9. Avird gl [QARlT el Uelt 52 9. qasia-] “uldd]l Hadl s ¢,
@ari-l Guylay [Asi qid] 45 9. culd 4l M1 qidq 34 iy 45l us
Al5d Yldiril Ag ™ AeHWU AlScd W30 A U5, E:AdD YA
e dltia »logealza veradl o.

Allys, wl¥ds, uwsla, dal@s, 2les cqqeiRl (Reuqql dlbid
13 w32l 9. Yel Yel AdUIAH] SAAdl Haqdl Hie dvi+ Guylol]l
qf U3 9. w14, As MY uRs Mie [AQY 2«3yl [AQY Qv
slauey Gyaloll ol us €.

dHi?l wila AsiA

1. a. dur slaed ved g7
b. duid slaedl gl yaudl.
c. duid sluedd Herd AHAdl.
al4: 1. dadiRl a4 wda wouHl quil,

2. dqiRl yaler ylReu Hadl wda yae 04 A5l
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12.3 dvint 2tlCical5ari 2a3ul (Forms of Writing Skill)

duirl 2l [sa- [QAy a3yl i uHIEL €9:
1. ulR=9e 2y~

&y YlR29e AU HAlAs sal Yl UAlD Asid. dsAH] Yl
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2 AYUAHS €l US.

2. [Qey qun

[Qenell>tldl ad 21 58l AR [Hoy qaQics, sanics, Rsics
2 [QqAIHs [y sud] U5y
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3. [Qak [QdR

AARML ARl FH o WBaMi e [Qx1R 4s1dal €14 . [Qeudl
YBdaHil 2 (A Yol 2d 44, adla woel, 3leuxlou, seddl-l »4
4w [QudlA [Qegdlsea $2. [Qayie] aseiel, euaie, [Qdy Gels
2 oilg AlRq.
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A 9

YEEL Y s qA1Hl dvily dHl ¢, 4, H Al AdHIHAl GUYloL
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aHil wila asiA
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2. dqIRl yalel ylReu HHadl wda yaer 08 A5,
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12.4 Qui Sl [Asaiqal #eHl aza dal

Auid slaey [Asqiddl Hiel q2a Adl 21 HHE €9:
1. ascdsiad [dedd 529,

aui¥l [QuR 5 ol dsa sal HIE dHid] w25 ARl
Al34 wosesla slal 320 &9 2 2 wsseisiaxiel] 410y usg-l GyHlol
33 v qvig WA, dHl s5d w0g YA sl Ul sl Ale Al UoEl
vl duie 514 520, w4 ¥ Aql wegl Alvil 9] AR A UGEAL AMIH
2q34l 2 A=y Ad d-dl e quydedl] ydRaa el udi 52,

2. wiselll HeA $:

duirt 5144l uoeldl %ol 54l dad sdl d wwg #3309, il

Ao

H8ll d¥iRl sl e ogel] U5 9. Gels 5 Bear i+ Bare ¢
6Eltl GRAUIRGL Y5 AVl UL & el dril e HAN O ¢ld 9. qYH[
wid] w8l @uuHl dviqiil 209 dl AUASId AMFUN 5] vgeiqld
8.

3. RulAd i $2:

[Ralfa araqel 8s dviar dlvil asiy. dviql gl gl deflzii-l
vl HOddl e A6l dlod GUALIL sl d 25 AU Ad 9.aHd ¥
8ld dal Ysl i dvil QA 540 HiS Yde sl Alvg seiws
glg AN, SsAHl Adl Usel i 2wl Zaxl+l Guylol sd] dd 54l d
M oAl ¢l dl ddl viial] sl MIS €5 VI AR ALl

4. sl YuIRl 5

vl S14H HISWL Yol ¥ HSTAT YRR UL €9, S8 5 A5
aMil Quiaiel] @At YYIRl 52 9. SHAUL QIS dlsAH] A58l
qloy s+l Guylol 53 (ARl GualoL sdlg die v, [AR4[A&
MRl QUi g 2 Avi[Ad oiriqdld]l s 44 Jd 9. QAU dHIRL
duird 6 qix Y& Lo s21. uAH quid &l HIE gl 2 Al g

[Qay cqsedl Mel gyRdAl 1S i 53l
5. dvi s1dl g152 ot-iqai:
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Avitdl $1ge ddlR s, AqAs Auisidl U9 Yddl y1ge sARY Ay
el eldl, 2ed die uvil AlZeud] A8 ol usid.

12.5 dun 21l@4cyl3d4 Gaul

il Ad dvenl adl il Al qal 2q Gavl HiZ qHl
Ao 43 9, Guyl 3¢ 55 9 A ¥,

¥sell-l &ai:

Hlel Mol 159l HSClHl s el quieil Hdl Hadl
gld 9. 4l seq- Elddl vald o ¢ldl, U 5L 459 dril vAIE
gldl qol? Ml 5 aladxl dvuHl ldl 49 €.

gl ALHI el

gl Yod sitwt/ HlSdl 5 44y sldl 1l ¥ uRsuA sigealel
Ml quilgl s Al Mg 6.

[Quf~si-l @al:

[QuPR&lT [as wealds sazl 2uqiil iud ¢ 49 el 54

-

Ad 2 s Gualor s:al d 00 deiddl @ slawdll [QulA-siul ¢l
Hal 4q o.

yard el A

Al s&f €9 5 viriel el 2 2143 saql-ll [l . e9al
YL QI YAl 2eRld] el Ad™dIHI Hldl HI .

laa aisa 4-u:

iy Qi < slaEl ais &4y [QAea wlar 4 9. Yer
ML HALY ALl dHaAldl U9 e wldl M 9.

v silRqu:
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A
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4w $lacy (The Writting Skill)

ylRadel duwl 2HMQ:

il Yel Al sl A uR*9e wisld A avid] d

G

ol [Aas olg ileg wial 4a 9. [Qendl>t] duidad adqor dufl v
aedll ulRx9el Ayl »M1q U9 wldl 49 .

dHi?l wila AsiA

3. A4 wwda syl qlva wse ude 53 vudl your yRi.

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)

A4 1. adRl yael A4 4dd wouHl vl

2. dqiRl yalel ylReu Hadl wda yae 04 A5l
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12.6 duivi tlG1culZa-ll Gal g2 $au- Guiul

duirt s1ddl awSl A dld Yuddl U &, d 4 uglAug

Riagr 2yl 20ud dl v 5440 ad] el (ARl asid. duiq 514+l

Gl gR $RAll 32Als GUIdl Vil HHIEL €9:

¥isulll aqa:

H3@llslal Guylol 524l

qrRalr adl Kl oqel«l A4 onaqdl.
A8l 201l AU [AAMl sul UG
As8lleltrl] ul3aoia 44l 530 41ofe9d« Hiug.
Y& GRUIRYI HesidR] 214dl.

ARSI »S5ld qlAd 5.

ARy Hal:

g2l olil [4M] AMANGL.

ARG Sl 5 Qa8 2o yglaedl g,
YU AP AHRS 58U 5Udd.

AR U AgilAs qAAAl He AMANGl.

Yoslel Al ERXUI AR HAs1d UG ¥,

11
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12

[QuR-siHl }qai:

o [QxlRwsll &el we [QuHRAald] qlod +44y 2uyd] ¥,

o SR, s (ARG uHlyal dg Hetd wUdY FIS.

o [QayR&l 45 d 29 dvid 514 53944l 4&1d9R] 21Ydl
A .

YA HeRl A
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o A1 eRlAl A4l Hlduzl Y 4sdal.

o ARl duil e dviwell aviql, dl Ayl A1 5AdY.

o 2gduil 549,

Rilaa aisa 24-u:

o [alay usirl aisa &l d4¥9 2uydl.

o qrsa Y-l [Qlrear] vl 5 vofl % 524l

o AN A5 SAUH d M1 MRl 44 ye Gl usiy d d
qusa A+ YaRel s3 sty aisAHl a9, 5 ye-dl] s0gcllel] adl
yRad~l 2ar 2ne 4% a3 d-dl a4y uudl.

N gRqu:

o LA ds AlHYu 5.

o QAR S99l LA é¥dl sl 4ludl.

o deel yeasil Mulsdl yl uisdl.

o [alat usi-l A8l A 309 d 12 [Any qg-il [Aa9siyd 41

s usiAl “ul8dl »uydl.

cys@ul [Aanly suq:

9 WY
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5489 d HUs ¥ IS Al dqRdlt Guid 4Ll
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dun $l9¢d (The Writting SKill)

12.7 ulR29¢ dvi< (Writting Paragraph)

S16 ¥ ¥ ololdg Bt Sl AUsALUL AHS UR98 sSalHl Hid
9. AR 2 AU YR Aviql HIS deil [As1AFHAL qesld dAHYAl
9331 9. 94 5 clUsl ausAl, YR*9eM[ AusAlg dilEs A8, As3udl,
YRx9e4l qisally Y5, v uRx9el [As1as4. cllUsl qisal uRe9eH(
YA [ Y 52g AlsA 9. oSl AusAl SlUsL AMAH dHAUHL 2
9. YR¥9eH( ellUsey dlsa AAIAH] 5 HaM[ dviqyl 219 €.

YlR29eu) qusal aul3s dad visidal €1y d %33 9. Al aulds
wisiae] ylR29eui 2y adel (ARl a2 A4 wial 4O 9. YlR29gH(
qusal 92 YAouddl naAqdl 41 5eells ouodl dHydl ¥33d 9. ¥4 5,
A1l GUHLOL 5Rdl. 2Ll U[R9e4] Aldl3y Use, $ AsEAH el AUIAUR
GuyloL 5241, A&l 2yedl HiE s sAd ol sA 48 39l besides,
finally, although, in fact, firstly o 5534 <ell GuAloL $24l. dal d¥HidR
qise AUl GUHIOL $RAl qOIR. AMIdR dUSA A Wed 5 Y158
AMIA 243Y] qAAd] s AL, L] A5 R™AUMAIHL AH A UM 2418
[Qawg < [Qawe Al ¥ HsaHl 219 9.

wUI? AIYG A9 AUfl6 6 AR quiiginl £35 Y[98 qqlea
Ad [QsRa adal sld d 330 &9, dHl 2y 4dal [QAuRI dA¥e1 41
GELsRYU 4sql AS6. Hiss1514 U] 1l #33] (Aol 24[ Y 524l
WA ol AU dYN Sl Hddl, diR8ll, dMYd2] dHY AR U
elsdl Mg,

aHil wila asiA

4. N4 2udar aisald 718 As ulRweg dvin 5.

Alq: 1. adiRl et A 2udd wouul i,

2. dqIRl yael Yl Hadl wda yae qd Asil.

It is located middle of my school.
Library has some rules and regulations.
We can borrow books two weeks using electric system.

My college has really nice library.

13



4w $lacy (The Writting Skill)

1y

Firstly, we can’t eat anything inside the library.

They are subscribed various e-journals and we can access

e-journals from our library.

There are a huge collection of books like Accountancy,
Math, Management, Finance, Economy, English Literature,

and English Grammar and so on.

Our library is huge building and 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 help me studying specific subject.

We can study inside the library with other students.

12.8 A1Ri% (Summary)

-

310311 3R 1S Avid Sluey 2 ag Gudloll yalR e .
duirt slaed [Qsaiqar el a0 al-l 24l 210 yqeql sa4i 2id] o
Feiiefl s16 uQl Adldd KU, AqIRHl 3 HuIHl AY duid 514 53 a5,
auvirt 2lqfsad] sedls Gl u9r Ml idl &9 v A Gaul g
4071l GUIAL WL 2IYAHL il 9 Feilel]l Al3d w515 duii 514 57

us.

12.9  axdl yold asiaiqu Gl

1. a. duirt slaed 2 MUlSd]l dAlRAl 25 Heradl M9 9. Quid
sluey & ayirl [QaRld uoslyl sl usqi-ll s AlssA
a4l 4Ad 9. ALY Avid slacd ¥ d¥il Alvd deul ¥

Aad ucdl~aa skal Hie ayd 4yl 24 @9 vell deul s
olloted Ucdll~aa s3] s,

b. du slacuql [Asaiqau yua Squl 2 Yro sld ¢:

o qlRud 24 yas Ad duiv s1d sl 2q uil.
o el yuHdl Anadlad @vil us.

o 4oy [qylAal dy[Aa Guulo s34 avil us
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o Yldlril uoel HMief]l 4oy 9ogl-l] ueof]l s34 avil wus.
o AU UoEl A AU Udvid Yl YAl 52

O YA Vel HRASEIR UHRAH[ @Y.

o ¥l uoslAll AMIAIYAS 2 AqUIHIYdS GuAldL 53
o Auiyl yR¥de uisal dlvl.

o qogl 3leuylol A YE[A-UIAT USRS A 4LoY GUHIoL
53 av

o yg A8l wwal Hie wsellsla 5 useslaul Guylol 571
Gvi.

o yldlil (ARl d> dd s ddlqi 2y 52
dvird glrl dlsa yldaidl stlciealZaq aion 134 gl qidl
A 9. dvid gl [AAIRLY gLt HELT 52 8. Mdsia-]
Rl Hadl us ¢, wa--l Guuln¥ Qs Akl us 9.
il 4l wie aiud 3y ey sl us Ald Yldidl el
24201 A8t 234 Al U3, excldw YAl Al AlPa

Al 3d Heradl &, arulys wulHs uarsly dalds 20l
qqelRl [Reiqaial Alvid sléielza ¥330 9. el %El

A

QA SAAdl HAqdl 1S dvid Guyldll 4 ud e.
M, s QM AURS ME [AQY 2«3yl [AQY duid
slaey Guuloll ol us €.

. uR9e R
. [Aey duin
[ (e
2llH 54l

Yol v
sEqlE duid
. alal duiv

. Al duiv

. RloHlell) si14l

. piece 2. fare 3. plain 4. bare

5. lose 6. wick 7. irresponsible, breakable

. hare 9. quiet 10. We’re
14
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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 @l 24+ (9N Qi

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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3u3uil

13.0 dqil
13.1  Yediq-ul
13.2  AidRs uzcuqsi-i UsiRl
13.2.1  ya
13.2.2  uRu=l
13.2.3 44l
13.2.4  s14yl
13.2.5  sidiy
13.3  acecdsia
13.4  cuseml Guala
13.5  AaRiu
13.6  a#=idl uold stz Gzl

13.7 de™l 4 [Q9y iy

13.0 &gl (Objectives)

2l Yle a2l yedl ad 14 yuor way ol usal.

o YlmeHl 28l Al Adl 32als 2ialRs usieiqerRll 44l 530y
o 2icdRs YA qsiRell Us1R] AMY Al s1dll] dxya Hadly. Gelswl

a?ls yail, ulRyzil, q44l, $14™7RA 217 519704 913,
. 21 GYRISd YodeddelRel 4l (A9 2l 530y

o Yo qElR MIC AISYL ddl AGEHIIAY At 531Y.

13.1  U<dlq-il(Introduction) :

21 YlmeHi 2148 HialRs  ureddqedl Al 30y, €35 AeulHl,
Axnl 56 Ll dlal 9012, A sHATAIHT AHEJAAHER Ul AEULIHIEIR
2 [ays ooy 9. Al [Qeuol [Qeuon 92, GuRl (851901 -
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sHA2L 92 HUHI AIARS HBUlAdSIR Al Al HA 9. 2 d¥~]
asadil adl &. yMalid, sida A4y wsdl¥l 2idl AHidlRs yrqslil,
[Qenefl, [Qas] AHY AUl 418 ddl A9l 1A 9. 2iaAlRs UAAdSIR~l
sedls UsiRl Ay Al sidldll My 21 ylmeqied] qadly. ureddsir Hie
YRl 5CELSs AGEHSIO AHY UAASIR HIS HISWIA GUHIOL ] Ygl
21 ylmenl Al 530y,

132 24l urcyqsIR 1l 45121 (Types of Internal Correspondence) :

aviri gll AAR515 Ad addld sql 1S 4194 A e d
Gl GUYLOL $RAlT MeTd HHD ASIY A 9. UMl Guyloel] el
Haqeix Alsa Heul AHD A5 9. AHIARS UAHSIRM] 49 ML
Guylol $qUM[ 21d &9, 3CAls Aid[RS USR] HUM 5 AUHIH]
ylall Gualosal e adl Adl M 9. Addtl HlARS Ut HIe
GuAloHl ddldl UAASIRAL H5IR]L 2L YUl €9,

1. Y1l
2 YRyl
3 44
4. S14Y [
5 $1941Y
21 GuRlsd usiRl<l [Qod w4l 520

13.2.1. u=tl (Letters) :

s lsa oflw Alsad dltd «3d 518 deul 518 HH &R
Yslus de U’ sEH 219 9. Yl 243U ol USIRG &9 25 AHIYARS
2 ofly, A-AUARS. 21 GURld AHl U] dAAs d HAIAA YUY

Al MO €9. Uzl duid A Slaslad 5 ¥4+ dui+ Ulalalu-] s sa
d?ls 1oL A9 €9,

Ysi+l &l :

iy Ad ustedl e dld YEL YEL MU AL 9 ¥ L HHIG 8.

1. The Headings

2. Date

3. Address of Receipient
4. Saluatation

5. Body
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6. Complimentary Close
7. Signature

ys quin el sedls woleldsixi :

§ARSIRS Y2 Y Al ol MGl dRiaTiL YRuddl €14 9. F 2l UMK

9 4l 8 'C' Adl 49 ©9.

1. Clearness (¥Utdl) : Ust¥[ 2y Aoeld $192YdSs Ude 524l
N2 dHY Yol iR idd qrg AHAl Yol ¥ U sldl AL
wefl qaldwiz dd dcalsal ail us.

2. Correctness (Agg%) @ U2l dUdl 4C ¥ GUNIAL GUALIL A5
ASld 524l NSH 2 UM ¥1oY sld] ASA Fel AR ded
ARaqad] qHw U3,

3. Completeness (AYy®ldl) : usi-{l (g2 au-ud ASdl o4l »
Rl odl 5 qaey, 3ai 492 MBIl AU 524 AL F]
QAR dA¥A HlEdle]l aiss a4 us.

4. Conciseness (4l8itdal) : uz ¢Ha dldw slal A2, Y14l
[Baruell wo41x olg ¥ 2le9l 2dl 2515 ALl GUHloL 524l
NEA. Uzl Aol 5 AlsHlg YelRdd 1 €lg N2 2 4l
A8 Sl Guylol uxM[ 5al A,

5. Considerate ([Quieellér) : qi1 &ui-t4) Avild Uzt quiql A1,
AHl dell @], Hael s sR41g] 9ol AHd sldl AN,

6. Coherence (Y2lddl) : ¥ [Anad 234 Uzl dviall 2yl €9
d [Qudd g3y Uzt YAoud sldl ASA.

7. Courtesy (lAn1) : uziell A3AIAH] 28R 27l Hird AHY Y2l
dd G M A Nadg AEA Usl Hul [Aayds dviq)
ANEX A8 dHl Hid Hd At ANAdY RS

8. Creativeness (A%UcH3dl) : Uzl Qui~ii+{] AF9Ulddl Y4 A4l
“a 9. 2ed & sl AFUASA sld]l 33 .

yoteil Ayl :-

A4 Ad Aeudayl sedls sl [Qend] duy [Bies Hie Al
QURAYL AHY AUAAH] UMM AHldd] Al HIS UAAHdSIR $29UHL 2419 &9
Well AMUA] AL HHIEL & :

1e
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BABA SAHEB AMBEDKAR OPEN UNIVERSITY

Ahmedabad
To, Date : 2" May, 2020
Mr. X, Y, Z.
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 ylRu= (Cirtulation)

URYA ¥ 21994534 25 Yol &9 5 Y[ 5edls Hetaysl HilSd]
AIHA 1A 9 ¥ HIZ] vl dlslel aSAAUM] HId €9, GELsRY a5 aMIR
515 (RS q1e 21l [Qeuord MBI 29Ul 1Y AULR, 289l dl AAUAHH]
A4 IS S YA U] Sld — i Sgil HIe A5 URYA X deuldqsiRg
s v My ol a5 6.
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qyMl, YRuzl u8 NE/ydAl ALl dils GuAloHl daiy 9. dHl

Hisl2or sraql el Hldl e 4 45 €9 d HiaR-[AMY HeulHdE1R,
NEJUA Al Al5c1old 519042 sldl NS, ulRyar ¥ M dvdiHf
daleelclztl Y4l uglasdl 2119945 9. 1l d-ll s Heva-dl alelisar ¢.

uRuaAyg 3y :

URYH[ A el UMIGlg Ay Al M €.

Al deres

Aeuly A5 q@rcHs dold 3 AN BHI S URUA el AIHE
gld ©.

clRlv

[AMy qisy

dealel Ssee

HisdriIRy UM e slél

Ry s14gl>1l :-

URYwL 52Els SIMEIM] 2l Y¥ol &9 :

URY2L 2 qiadld skal HiSH] s vl ¥ U e AABIRS

-

ey 9 d AssA wA dlia slaell, dyl olruMyal 88l 1l

N

ds 28d] sld ¢9.

URUZL 2 2564 g HIH 9. d AUS AR+l NS §UWIRS
da ©.

uRuznell A4y o]l sty 9. d vol o HAlled 444 - [Qua
vyl dlsl g4l usld 6.

Rzl 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
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<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.

xRl wila asiA

1. AaauHi §ds2l[s aldor e wliyrdl s1ds4 a w2+l ulRu~
¢uil.

A4 : 1. Hld hA wouHl dHIRL AUl Qv

2. dHIRl FAUs YR Ad wda yae wd Al
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13.2.3. 44l (Memo) :

ATUAIR AEULHASIR HIS B G4l USIRL 2 Al4] 9 ¥ €25
A5 YRRAMAYIA s sld 9. UMl AidlRs HeUlHqsIR dviqiyl
29 &9 ¥ Al 5 syl sHuRlvA AlAvl w1 sl He dels
AU & Al NG 52 Y. Al M Ad 2luARs wA Alds eyl
Ayel Ad vy ¢ uig dd Adlea «azu sld 9. Mt Ad d w1
Guldesn’ oe HAIFAUHI Hud 9. A4l Aot A dd 25 3U 6.

Hul ved g ?

qHl 2 qqd-l] glaaiil didlR HeuleddeiR4l wldl 4y GuyloMi
daiMl 2lddl s Higq 9. del Yvd g RS2 als dal 2uyal
2§2ql 5eels AAAUX]L AUl . i YR AH[8s HewAdsIRY s
ALyl 9. ved 5 Hwenl M1 dvarul alsl g dladld skal Hie 4l
Guylol 53 &9,

A N A

A Ad, WHl ¥ 1A wouda wiy siRelMiE] sl s 51:9
e qvil usiy

o As Ruigws2 d?ls

o S1¢5 gedl xaql Aol HsURd sl M2
o gerlell a9l sral

o S18URL gl AR 51 Al M1

o Bl 2aql oYl AR 54l H12

Quin s14g14l :

1Ayl UHIGL Al 4RI SIAELA]L Al HA €9,

"\ b)

o Al 2 AIH[8S AedHqsiR]l Vol U USRS HIH &9 r

-

A4 HAURYL UYL vol A 9.

o oflo s14el 2 d-ll AL &9 A AUl D HHYAL HIS d Vel ¥
49 €9,
o WAl dlaanl vq Yel ars q4s qud 9 d asu dlsl yHl usld

Y Y

&9 el Hulefl vor d¥qy-l wAlq 53 As1d 9.

o [Qaie-t Buyl 94 yadr s usr dar »ud .

A%)
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Ry

A

H

Hlg 3y :

Ayl @udl HieHdl $eAls Youldalzl il Yuel &9 :

1.

uey (Heading) : 42aly 13 27 d2+1141 uedl (9 derés uR )
Sequl yYwsell SlA YR WML YL HHIIwsH UsE dudHl dd €.

wtasdl (Recipient) :  Hitasal@ila 4loy s142Hl oy 3.
GelsRwl als, ula, Aeway [Qeiuorr ot sH4.

vz (Writer) : 44l duirix dlsdg -1y dvil, GeElsRYL -
nys: l/slludl, .ol ll. Aeuad [Qeqo-l €.

qalRel Hitdsdi2il (Additional Recipients) : q&i2i1l Hitdsali]
5wl HHIA] A5d Hitd 59, HH d¥HAd HHIH HoUYUHT Alddl
2] Al ed HAsAl].

aldlvy (Date) : 44l duaid] Rl 2 25 eyl [Qora ¢
¥l vl 2 R Add 8lg 2ldeds €9,

[Guy v (Subject Line) : [Qya vy 2 qrasd HulHi] HilSd]
[Qa «l&raxyl ([QuR >y, [y vy 251, Alssy 2 Y]
gldl A6, Gelew als — [Qua o oAy [AMoil d¥HIM
s3] oiss.

Hull yv4 @191 (The body of a memo) : 21 Gl wd] ¥
W] wida sld 9. FHI40 2luA1Rs slqie %33 4l. $5d
219945 HIBAlA 2uredl 2l AlsAES Al HALURA $qUH] 2419 €9,
iaMl Y 539l olsqdl 1qds 9 U SSIRUMHS Y YR d
AHId dql AL,

aY

Y533 (Proofread) : i
219945 9.

, 44l Misddl yddl dql 4s?ls sl

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.
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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. 3[#@1@ (Agenda) :

-

SIYJR 2 65 geaudy ¢ 5 yHl [AorM) o1 ARl ¥ d
[wae Yel ur Ayl dqil ¢ Al yd qA 2uHl 2409 9. s14AAHL
olssl 5412 el s4l Adld] €9 e dH[ 519 8192 EA Al aMid dollAd

-

[Qo1d]l 2udiHl 219 €9, Al Ad dHl HSUE] Y ALl Sld €9,

SIYR My Ad (RSl a1l w18 HisearHi 29 9. d odssHl
22l R Ayl 3R ©.

s1dQlA Geal :

SIJRIAL Sedls Gaaul 2l HMIG 9.

-

. o [Audl Gu YA 41l &9 driel] Mol dHljiiA YRR 5241
2 deil (A9 Ye>il Glou sl

o Aol iAol yd-su-l seel 2dan AvarHl 21d &9 d 449

-

8.

Y
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. Aol olssyl sl uReuxl »iar uvied d 49 €.

syl alalasai :

sty ylauzl 14 ywer youdl usid o.

i Ad AlEa] o2 28 514y HisaqHi 29 6.

. S14Y A 2 4l s(<nR+Al 4] uSal Ul uedl Ml dviqiHl
2119 €.

. SI4QR Al Hetad AR dHl LS .

. SI4Y A YAl [Qaigirus [ANAl d@uvdl A,

. SIARAHT e el G Ul 2yl AL s(<Red] Al

e ARG g2l 1551 s 219 69,

. s144[A 251 uig e Ad dvudd] sid 6.

$14YRA Hera HAql qiqedsdl :

sty Y wcal] desyl 4Al sau uw [ANAl ¢, S usL sy
et 210l usid sl s1dY Rl 2a985dl Hadl Heta (1A 4w

-

&

. SI4QR wouGel aduqml viadl slael, Al vaqr (BlSor
acq] [yl dxle w2l srar qe dar s as o.

. S144 A cAsle (A9 dari Hgezyu o 9.

o s144 A0 $4 [(AaRa slaell, d  2eaa {1200 aaqiel] H2léd
52 HEE 53 9.

. SAQRA2 (RISl 2424 5a140 2Hiadl d¥HiH Helqad 24193 dail
viad] 2l 6.

o s14Y R [REoui 0119320 aldla (REBPIa $a140 MEE3Y ¢l €9,

. SIQRAY (Ao FlRga 21 A4 dviayl Hee3U ol €9,
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S1AYR Y-l -

BABASAHEBN AMBEDKAR OPEN UNIVERSITY
Ahmedabad
7" Meetings of Library Science Department
Date : 20 March 2020

Place : Conference Hall, BAOU

AGENDA :

1. Confirmation of Minutes

2. Report of Expenditure

3. Proposal for e-books procurement

4. Databases and software purchased directly by department.

5. Uploading the Minute of the Meeting of Library Committee on
University Website.

6. Patern of Funds allocation to various departments.

7. Other Items :

e Intimation of receipt of ordered books

Cataloguing of Sanskrit books

Installation of scanner in the library

Proposal of establishing “Learning Commons” in the Library.

dHiRl wila asiA :

2. GURAS w1yl HHIGIA] SI4YRA 212 AeuadH] Sdsellns
dlcdl vdeaqr weHl As s14YR o4l

AN e wouldl dHI”l wdell dul :

[

Y :

<9
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13.2.5 51414 (Minutes) :
sy Hed g 7

oAl s1d+1y 41 25 2ud] 4 & w40 (Ao e:HU11 5157
Al4QUHE 219 &9, dMI AU S Il Hvd eI, YAl A&l Hl
el 2 18 4AA] 4gml UsilBla sral 24 €. 2ol s1d7lYy
it Jd Ul [FYsd sl AeY iRl Al 21d 9. A d [l
gANAI Y vy del wAle 51 UEL 52 O,

S140Y ATYq HIZH uordl ;-

. yd 20419+

. 2518 dae

. sy avid] »uql [ANdid 59.

. 2o+l 14+l g 54l

. Myl Hec! WS sid-lal dAAs el s1SlE0 59

oA 2oy iy vouGedl Al dd sl 214 dl, 144l
daly vol 40 oind. AHRE e A5 MUl 5144~ 2515 HIle
(o1l 14y w1551 sra1 1S 219Gl 514 529G ASA. [ASor4] s144[2
Rl 5[ el YAl AA Al 21d & e €25 14l
2518 srauMl wd . [l s1d+lY dval oug sid+iyq (Aol €35
Qo 218 92 5l N2 A €35 sl MlA Heof dlS Hus
50l ASA 2 ded 4oy JAd  s18lEd u9 sg AL,

S1AYHT AHldre suotdl : -

S48 [Qodl Altal uSdl, [Mysd sidaly-2515e4 Yldid “ulddl-u
Us1z Ad URRIA ag AL, s (AlSa-l]l sl it w2 [l siqex)
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Gualol 531 us 9. yg sel, sid-lyMl 1Al ol HA ¢ld ¢ :

1. 2o qloneS d-dl arRlvt 21+ 44y

2. [AlEo140 Guladciv 1Ml AHY 2161%R US>
3. dlgla waar 290G (RS sid-l440 guLiil.
4. st 35 (Ao doldd [(qefdl 74 5 —

o ugluvl sia 430 2uq HHd YAl
o ouHl Yol dlal

o uitd ulRwuHl

o 1512 v vqdlsR

o 4l w2l

o 2] ossel qARlvl e dHY

e Al Yl

S1dAYl Yl -

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.

Member presents :

Registrar Member

Financial Officer Member

Head of Dept. Dept. of Hindi

Head of Dept. Dept. of History

Head of Dept. Dept. of English

Head of Dept. Dept. of Gujarati

Head of Dept. Dept. of Library Science

&
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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

A.l

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)

A.2.

Report of Expenditure

A2.1

A22
30

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)

Report on the expenditure incurred on Book Bank Scheme
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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)

AS

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)

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)

J1
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A7 Other Items

A7.1 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/-
(Dr. X.Y.Z.)
University Librarian and

Member Secretary

Sd/-
(Prof. X.Y.Z.)

Vice-Chancellor

I
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13.3. vE@{siv (Vocabulary) :

A(d[Rs UzAAGSIRH[ dURIAL 52Als AL F-d YRR Yol
Hed 5 Yol WRMH, Sl He, [Qed] qe A Ustal HdHl dUH 214
9. 2l ylmeHl ialRs uznydsiz sl qvid 14 »udear [Aldy waoe

3la-l GuAloel]l 15125 Sl U 53] U514 9.

Opening/Greeting Apology Requests Ending/ComplimentaryClose
to the kind we apologize asper always at
attention of again for yourrequest your service
the aim of this letter we apologize for asrequested awaitinhg your reply
we wish toinformyou that we apologize for the delay please allow us bestregards
inreply to your letter we apologize for the mistake please sendus ourkindestregards
following your wearesorrytohaveto please sendus to look forward to/looking
yourinstructions forwardto anearly reply
instruction weare sorry o Informyou would you please lefus have we look forward to your kind reply
we mustapologize would you please letus know looking forward to hearing from you
we apologize for yourequested wethank youin
we apologize for the delay yousentus we thank youin Advance

dHiRl woila asiA :

3. Gurisa aceeisiaql Guula 3 dwadHl »uda §ds2ils
wlcdl HsdA s WE Aywdd s [Adlaal us qui.

A4 - 1. A A wouIHl dHIRL el vl

2. dHIRl yaier Ylaenl daui 2udd yaor 08 A5l

I3I
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4. 14 2uya qsgi-l aud (@Al sl qui.

Word Opposite

Ambiguity

Beginning

Collective

Concise

Concrete

Courteous
Faithful
Objective

Optimum

Particular

Permanent

Persuade

13.4. cusem Gyalol (Use Grammar) :

UL QSIRM] Y50 GUHIOL Q4R Al A €9. HIsQML [N,
[3a1 [Qaus dyy syl Guylor yzieidsiR4l 54 Jd 530 usid d-l
MYl 2l Hdel ©9 ¥ 2l MG €.

Adjective | Use Adverb Use Phrase Use
Dear In front of herewith Official Yours Atthe end of a formal letter
someone’s and legal before yourname
Name document
Dearest In front of Yours Before yourname as away of
the name of Sincerely Ending a formal letter
someone
youlove
Bestwishes As afriendly way to ending a Letter to someone
you knowis Nota close friend.
Dear SirMadam Beginning a letter to a man/ Woman whose
name you do Notknow.

(Kindlbest)regards Ending a letter in a friendlyBut slightly formal
way.

Pleasefindenclosed Saying that you have sent Something with a

lefter.

Withreferenceto Inaletter ntointroduce the Subject that you are
going to Write about.

Yours faithfully Atthe end of the formal letter When you begin

with ‘Dear Sir/Madam’. When you give
Beginning with someone name Than you write
yourssincerely.

Y
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13.5. 21209 (Summary) :

2wl YleHl w148 idRs Uzl el YEl USIRIAL A,
Ayl 2 2qzu qol dlvdl. ad W4l ved Y wd d sUul &g e
avaqyl 21d &9 Al 44%dl 4adl. sy RAl ¢ w4 dq 54 dd qvil
ustd dell daxydl Ml &9, sidYR R Aol [QlQy yerxl uR
AUl sl 4. & A 2d [9H] day ¢ pedll ly sidlyal 251
A 219 &9, A1 Al YK YAHqSIR dridl HIS QYR (ALY UoE
Sl AHY A58l QUYL $RAUHL 2ied] €9 drdl MYl ug 2yl
21d] 9.

13.6. a#1d] yould asiai-i 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. %d M~ 5.
3. AUd UYL 53

4. [Qagiel 9ol

JY
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I€

Certainty
End
Individual
Elaborate
Vague
Impolite
Unsuccessful
Subjective
Least
Unspecific
Temporary

Diossuade

13.7. A5 241 [49lN qiy-1 (Reference for further reading).

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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3u3uil

14.0 Sgtl

14.1 H2cid-il

14.2. GU&l uzrqqsiR-ll U1l
14.2.1. 2dlualRs u=
14.2.2. d-ilyalRs u=

14.3. 2HlyalRs - a-ilualRs uz-l dsiqa

14.4 uag WAy 2+ iyl

14.5. daaa¥l dal usreyqsiRl

14.6 A0

14.7. a#l wala asizl-u Guzl

14.8 el 2+ [Qan ain

14.0 €gil (Objectives)

2 ylre qrza uedl ad A4 yyor way ol asal.

o YlrieHl 1usl UM Al 5eals ol urteqqsiRldl 44l 520y

o AIYARS 2 lUARS U2l 9@l dsida-l] AHy9 HAdlY

GelsR8 a?ls (A-dl ust, yeoure s, A U= Ol Yol 5
QUAAAIHATA Hldcld 20l Y2l 4012,

o Uolef M1y el dHE 2idal [QQy ol dal Ayl a8
530y

21 ylredl ayd a¥il qqiyl 590 Ad Ucida g d He
HEEIU o9,

14.1 Xedlq-il (Introduction)

2wl Y[l gl ol yreqqeidl A4l sy €35 w5170
el U0l HUIAIHI UrLAdSIR dcll SlY €9, AUAIAYIH] UG Yl dElR
(RS 2 ouel Ad ddl Aql A €9. AUl A [Ads] 927
Ayl el USIAS] A1 AHARAIR YUl SR ddl Adl HO &9, il

J9
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14

ylrenl sl uz 54 Jd avil asid dMy Uzt duiql Hie 4104 Moy
A4y [Alay euonyl qurd] wqdlnl Gedvi UL sAIML 2lcdl €9, il
A1 2L YlreHl AUIEd GIRL $AIHL 2lddl UAASIR AL SSALS AHAIZY
Yol MMl iyl 9. ¥ [Qenell>l, daiay qqiAsi- Gualdll lqasl.

14.2 681 YAASIR 1 USR] (Types of External Correspondence):

ol Yoy qelR ved 5 %el el vl AR AUl dl U]
e s 92 SAIH Hlddl USR] Bl UL dsiR SEAIH
214 9. 2l s Albid AARY 243U 9. FHI AUHI 514 Sl A sld
dal A5axl ¥4 5 [AdRsl, USIAS], Aweld Yol dUAUH] G 9.
M A ysteil o) UsIRL Adl HA 9.

1. 2’5 usl
2. YRS Uzl
2 GURASd ual+l 44 [Qad 530,

14.2.1. 2ilyalRs y=1l (Formal Letters):

HluIRs uzl A Aeudl, 430, usiusl, [Qdsl 9913+
sRaie, [A-dll, Yeoures, el qol2 54l HIS HISAIH 1 €9.

AHIUAIRS Yzl (32040 ad ¥ Alsad uz avil el ¢l d
a1l (o1 veqr 516 doidl culsa e, dad ust didsal ur ARl ey
Glefl sq1 M1S aMiRl 2940 2uARs ustl-l Guulol s34 s 21182
M3l Yol dvil @, UMl WS ALYAURS MU WA $RAIMI 2119
8. ol a¥d uztdl siell ey UAsdly M, slEl e HRAUY AVl
Q1. FUIR AL UM 2 AN yHSl] oy vl ).

AlyARs uzt auid] qud <Al 3edls oucidly i A

o d U¥ 53¢ MIvHl slg AL,

o Ml [B1nw33] wctl-l Guylol aiadl 2.

o d A4 Hel uR slg AL,

o d YHoud -l Ggeys slg ASH.

o d wea - Ayy slg AN,

o d ¥ slg ANdx. uyl Md d slRAe uz ¢l

o d slduw oalel]l Ysa sl AN, 2ed 5 cdls@ adl
o suul
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14.2.1.1. 2ilulRs uz aviar #12 quadl Gualdll aveuysi
(Phrasesusing for writing a formal letter) :

A. Writing formal letter generally

Greetings

* Dear Sir

* Dear Madam

* Dear Sir/Madam

* Dear Mr. Patel

* Dear Ms. Sharma

Reasons for writing

* I am writing in response to your book

* [ am writing with regard to your article Ending the
letter

* I look forward to receiving your reply
* I look forward to your reply
* Yours faithfully

* Yours sincerely

B. Writing formal to request information

Reasons for writing

* [ 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 peece of information
* The first thing I would like to know is

e 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 ...?

* Would you also mind telling me ...?

lce
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* Do you Know?
* I would you also like to know if
* I would you also like to know whether
* I hope you might also let me know about

Thanking for information

* [ 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. 2ilulRs u= iy (Structure of formal Letter):

Address of the Sender
V

Date

\Y4

Name of the Address
V

Address of the Sender

V
Subject, Salutation

V
Introduction

\Y4

Body of the letter

V
Conclueion

Y
Closing

\Y4

Name of the Sender
5O
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dHil wila asi

1. Yuayul ey 518 daqar qe [Qeuddl gt duiaiil 2iddl st
avil,

A4 ;1. dHIRl YA AU WOUH vl

2. dHI2L yAlellfl As1ALll X5HU Hd AN YAl 419 HAvdl

14.2.2. 2-ilyalRs u=l (Informal Letters):

[zl 2 Aoidlztled -luxiRs sl d@uqiyl 2419 ¢9. Yzl
quidial Sq s18 sR4le. [A-(cdl »auar yeoue sail «el. A d-il
4R UG A 9. AML qUUdL AoEl, SldALEd 2 AHlAed Sl A5 9.
AIYAIRS Yzl Bl e1sd sSauml 219 9. wdl ARl Sx9 21 dd]
w18l dd avil usl Al 518 uztg qiay slg el 214 2a8d silualRs
Adl 4 2qrql Gualo squl ua %32 e,

AHAIYAIRS Yo ¥ 32ALS HEUL, AHIAR, HAlS HIYAL, HitdS5dl
(e diual, HilSdl ([A-dl sal, U2l Yyegql Fdl $18104 44l
usY 9. A5 AlsA0A YUz 9, ¥ dH [Al, eud-ole-, Hidl
[ »eaqr 518 ue uRRa alsaxla avil asl el 2 Y21 dudl
we sy [Qlre wavi-d] ¥z e,

21 YARS Uzt duid] quid alse G048 28] 21el ulseo1d
2eql MUdHSs 1A Guylol 53 a5 9. qlA naUdl olaAIE-]
Uctl, 518, Heu, 99137 GuyloL d Hiusall ALl wRRdd 2143

avidl d44 w52 usd 69,
¥1
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14.2.2.1. 2-ilualRs unyl quyd] disa4-uAl

(Syntax Using for Weiting 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

¥R

Your last letter was a real surprise
What 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. dilualRs uayg way
(Structure of Informal Letter)

Adderss of the Sender
\Y4
Date
\Y4

Salutation

\4
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Name of Receipient
\V4
Introduction
\V4
Body of the letter

\4

Conclusion, Name of the Sender

dHi?l wila Asi

2. (A Haa 290 QUi 2iddl YA qvil
A4 1. dHIRl FUS AUYE YOUIHI Ui,

2. dHIRl woil-ll AsiAoll AHsHAL AHd 2 GG 19 HvUdl.

14.3. 2ilualRs ux »d 2w-dlualRs uxn a2dql dsida
(Difference Between Formal and Informal Letters):

gdi zilyulRs ilyalRs

218 2] UAIR5 Yzt 2] 2dl Yzl €9 5 AlYAIRS Yzt Yed 5 AoAlysl
WU ATUAR MM QU] 2a dvide y=1 5 ol a41d ¥
21q &9, AR &g ML [AAdd YRAA el Al U2t dvdlHl
HIQviH AUidd SlY dn 219l Y21 YRS Y2l
2{14AIRS Yzt sSqUHT 2119 €9, PRETETRIENS

¥3
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.84

gau zilyalRs 2ilyalRs
Ggod QA5 dictdld HiSl 5191 il HiSHl Gged
Geed 2Edl €9. :ddl ©.
Hoyf 21 Y2ue MY (AR 53¢ 21 Y24l 518 [RallRa Hiayf
sl &9. sl el
Sl glRL | MUM Als-qqAqiAs Yol ueyy, ofle 2 Al Y5
aviaiml | Al Adlsa-21y
(14
sl AqAIRAS 514, el (=1, soflomile ulRRd
QW[ alyad?l, usius ERE)
>{1q i [Adarsl 4012.
2Ly [l%s4 sly &9 Al3Y sly ©.
a5y sl lofl 21 ¥led QUSRI 251 2 4R 1Y €9.
€9
58 3¢ dlana sly &9 56 HIZ YAl A& sl &9,
e HAY | Al 3Y alAUH] 21 ¢ A& 34 GualoMl dqiy 9.
i A8
3U
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
* [ spologize for not getting in
contact with you before now
Reason for * I’'m writing in * Just short note about...
writing connection with...  I’m writing about

 I’'m writing with regard to....

* In reply to your email,
here are

* Your name was given
to me by...

* We would like to point

out that....

* Hete’s the...you wanted
* I got your name from....

« Please note that




Gll&l YoAcydsik (External Correspondence)

Giving  I’'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...

dHi?l wila Asi

3. vilualRs - w-ilualRs uxn q2d-ll ga-u s2i
A4 1. AHIRL Yol AU WOUH] Qv

2. dAHIRl yaolldl Asiuell XsHAl Hd 2 Yol A4 AvUdL.

Y
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Y€

14.4. uag Hiors) 241 1320211 (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 7

Complimentary

close

Signature —>

Enclosure list =

Gllel YoAcydsik (External Correspondence)

Closing (Sincerely...)

Signature

Your Name (Printed)

Your Title

Enclosure

¥9
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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 YoAcydsik (External Correspondence)

ye
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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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QRIS UAIH[ ULl IS AHY Q5[EUs A 6 UsI1R-
Mo ALSSAU UYL OllsqqlHl »1id €9. Letterwll GiLoll+] 4194 o1lsq8i]
ysty Layout ([B3as¢5+1) s€qui »1d ¢9. Block format, modified block
format. i< semi-block formet 2% <qqi[qs Uzl el el 93Ul
A1ygl Aql 49 ¢9. block format 2 <qquiAs uzig Alg S92 O,
yul 6l oux-il silaEl o ¥ avig dvqiyl 2d 9. Modidird
Block format 2i-i semi block format#/ &viw/Ry 2y, dilv, com-
plimentary close @&l qol2 st w48 oug> aviqidl »1d 9.
semi block formet#/ s5u] a3yl «lsl ¥o4l sl 2d ¢ %
semi block formet < modiefied block formet 42d+l 542l d5ldc

-

9.
1. Compulsory parts (21q945 *11l)

e Letterhead :

2l ] 2l YR
AT : AUl UM, HRUY 2 AUS A6lR

(Phone, Fax, e-mail, website), name of institue and logo.

e Date

2alnl : derdsHl 14 siell oy
%Al aRlv

(28th October, 2020 or October 28th 2002)

e Inside Address

2l o atRlve uedl <14 siell ouy
AIMAT : Uzl HAqIR HURY

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

Yi
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* Salutation ([Maign) :

Ul o Uy uedl 1A siell ouy

21421 : Dear Sir, Dear Mr.Patel Sir, etc.

* Body

of the Letter :

2l o ANy drga uedl
AT ¢ M A dHE A8 S5 sy 9.

(Introduction middle and conclusion)

* Complimentary Close :

el o el YA el 1A siell wear wqel ouy
MU : HIYAS UGE]

Yours truly, Yours sincerely, etc.

» Sign

ature

Ul 1 MIAYAYS AEL YU WA A drd 1ol el yusl oy

Ml o AnlA5180 M v wel

2. Optional Parts (435/@s e11)

¢ Reference No :

2l : derdsl A siell ouy
21MAT €35 Al Uldldl duid ugla sld €9,

For exsmple : LNT / Marketing/05/October-2020)

* Confidential Notation (Yltd ¥$a):

Ul ;& Aol 1A siell ouy

2421 : 2 uss Confidential dudir]l 248 > & 5
Usl Haq-z ¥ deul qidl us

Y
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e Attention line (tu- £ig) :

2l : AUy uedl 1A uziel HEHL el el ouy
AUl : ¥ d dlsad el €lRY

Attention : Mr. Rohitkumar

* Subject line :

2l o AlHqie uedl 14 [Quy Eref
Al ¢ [avy

Sub : Complaint for shortage of water

* Enclosure list (leisior atgl) :

2l : gl uedl 14 siell oy
1Al uzel] wd ¥ eecud A [1si9 AsdalHl i 9.
Encl. (1) Photocopy of above referred offer letter.

(2) Cheque No. 000111, dated 20/08/2020

e Copy notation :

2aln : [orsisr digl uedl A4 siell ouy

)

1Al ol ey A5l 5 ¥ Ul HISAIAl €9
Ayl M e d2i] [Qoicl

Copy to : Mr. K.K. Kohli, President, Prithvi info Solution

GuRlsd Ay " YuAM[ idd] AMATHL 2 Al ALSS
ULl 21412 4194 I U duHl d ASIACA dld 9.

dHi?l wila Asi

4. uAdl quadl qddl anadlzl Q9 Zsnly aul
14 : 1 AMIRl yalel A1d UM Qi

2. dHIRl wolll As1Hll sHAl 2d AL yAoll 48 HvLdl.

................................................................... u3
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uy

14.5. AUAAH( 4l Y2 4qsi (Correspondences in Library) :

ALY ¥ HIHIDS A2l 9. AUlAYH U A g1l (el
[Biasl, [Qazwsl, usiasl, A=zl 208 [AQ4 uz1cqqsiz A4 214

&,
@ Yisivil ISR A QUL 2idal UA
Babasaheb Ambedkar Open University
Ahmedabad
Date :
To,

Mr. Nayan Bhavsar

jay Ambe book Supplier
44/B, Bhavsar Society.
Nava Vadaj

Ahmedabad
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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 29 th 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

yy
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ug

@ AH[ASlY durH HEH QU] Hiddl YA

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.

Thanking you
Yours faithfully

Librarian




Gllel YoAcydsik (External Correspondence)

o AHlAs Rryxa qayy >0l ux

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

Thanking you

Yours faithfully

Librarian

Y9
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o Al daryul vedl 254 201 quilal ut

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-

b

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.

Thanking you
Yours faithfully

Librarian

xRl wila asiA

5. Al YUy ddyH HISHl uA quil.
Y ;1. ARl yas ANd yourHl quil.

2. dHIL il As1HOl A5HAl 2id 208 d Yol 1 Hvldl.



Gllel YoAcydsik (External Correspondence)

14.6 4119 (Summary) :

21 YlreHl a¥ Yatg dHy Uzl augd] eue QY ay Hildadur
qadl sul. Al Yl g HluARS A qn-AUARS Yzl dSldd
ANAl. Al AUEAH el UAAdSIR 5SS GELSYL 2l ¥ 2HIUE)
AYIAH[ ] QN[ Yy qeiRM] GuAloll Alasd. HH il AvlX
5 2 Ylhe ayd ay GuAldl yraiR wld.

14.7 a1l ¥ould stz Grl

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

ye
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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

Thank you very much for your letter. It great to here from you after
so many months. You 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 definetlry
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. AAYARS Uzl duidldl Sg AHGlUAIRS Uzt gl déd ol
8.
2. ofel il Aell@lel] 1421 ULl Ao €9,
3. usilHl 2[Mqient 2 dolyn saqi-ll ddl el ©.
4. YIRS Uzl duial HIS vl MIAY sld 9. w2 AAIUARS

ust Hie 518 My el



5. [ HA GlAALE U6E]l HIUAURS UAHI Ayl ALY FULR
A YALRS Al QU] usial ¢l

4. NAd UH~L 521,

5. NAd HAl 53,

14.8 564l 244 [A9y 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

£1
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(AULYlas AQuist slalcl)
Modern Writing Skills

CS - MDC - 202


FreeText
CS - MDC - 202

FreeText
CS - MDC - 202


~®BAOU Sl lLoiRUBG AUASER AUt YR ARTE)

T (A%l UWLR gl %Sllmd)

BLIS-109
YellAotoll slatcll

(Communication Skills)

CS - MDC - 202
([Qeuot

5

Ml%@ls Aulat slalcl ( Modern Writing Skills)

ASU-15: €AWRcloll YOO /ULl AR

ASH-16: WS Aulel

AsH-17: yslald slaea



FreeText
CS - MDC - 202


Qe :
Yl. st Guieana

AULEaL :
S Qaisl cau

SL Actall 2We
@Qua u@(Q:
(2020-2022)

Sl Qaisl cun

SL yales? slatslal

Sl AdA Clg
(2017-2019)

St daucll et
S diel usa

St 912 uRw
Autet:

Sl Qaisl caux

Qw2 ugAH et

Sl Hals (A€l
st (33le ysct
el UM elat:
Gldst uad

[ aotaud 3. aacll

(Raunussll, et w0 s gRERZ» Aos Al WA
SL GULGLAUBOL WASSR WUt YRaRIE], AUMELalE.

AARA2 WFAR, sl Al HRdl [Qstet (Aewat
Sl GLULRAUEH AH(ASER WUl Y[AcRIE], HHELUE.

sauule, Sl GlelAEH UASSR W Uel Y[cRIE], UHELCE.

AARA2 WHAR, djalcd wal HIRl [Qsttet (Qewat
Sl GLALRUEG A(ASSR Bl Ul YRAcRIE], HHELUE

AARA2 WFAR, st wal W@l [@stiat [@Qewat, ofesRnd ([Qeuls, HHELCE.

AARA2 WHAR, djatcd wal HIRA [Qsutat (Qewdl, oAt YRAARIE], uHELCUE

JJUULA, WIRIE AxYZ2Aot SIA%, WIRLE.
sauld, BHdedR A SIA%, [EHds1IR.
JUulA, A YR, wHELE.

AARA2 WFAR, sl Ul HIBA [Qsitet (Qewat
Sl GLLRAUEH AH(ASER WUl [AcARIE], HHELUE.

sjaud, il sl HdAL e, AHAY. YRAARE], «RsL,
yd ojaud, osRud Ald wstedl, alitllstolR.

URR2e2 WEAR, 92Ul (Aewoy,
SL GLOALRAUEG AH(ASER WUl YA cRIE], HHELCUE.
RAget 2], siludl Wil wdeslls siAys, 13U,

uslats: silsi3 seAd@a, Sl dlelUBoL WASS Ut Y[AARIE], WHELCLE.

ISBN :

yslalel o : 2021

978-93-91468-58-3

Acdl@s YA

UL WEAYRAS S cllolludol AiAssR luel YRRl Gus [Qeuelletell v dqel; gadl
Rewett GRAA JosHi vl dar sautl AUAA B, Fell Aci@sR YAAd BD. Al AevUAHIAA SSu
AFUHL GUAL 5l UBAl SISO UiAsSR Wl Ust YR ARIEll AMA uelstdl Aaloll 232
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15.0 Ggal

15.1 Jecuq-u

15.2 g2

15.3 evuarll w3lRuld
15.4  gvuia-l qal
15.5 gRulidy HAaYy
15.6 AR

15.7 uglaxi-u yaol
15.8 a®dl uald asizai-u Gzl
15.9 adlzu asel

15.10 ged 241 [Qady aiyn

15.0 Ggal (Objectives)

21 s qi24l el ¥ qaH 4 waul.
- g Y 14 Avd] d A4 wsl.
- gV QA A8 5.

- ERVRAAL U MM Ao vl usl.

15.1 42diq-it (Introduction)

A A

EUlIRd SHAU S AUlscl 5 Alsavill dAYsd Holld 9. ¥ Alsat el
Al ¢9 2 SHuUL Al 2L AY €9, 5 2l Alsa 5 AlsAGIAl AHS VA
Al Al deil YR 514 52 9. ERVURAY A VERAL ISR 5 611l HII]
Sle U5 2 gviRd A3y Ad avil usid. xngaqr siS-Hl [Q-idled] ys @l

usid. ad 14 2l [(Rde-l yos YyML 94l % ¢4l
- RAFA U125 URSIRT ... Yl gxviled 53.

- 5% RURSIZ AFA USRS 5 dH . yedl vl
w4l 52Ul
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- 12 des Gl . u] g2viled Hisd].
- qes 615 URSIRA L. U] el YUl SAAUT 56/
- £V AEAL HILAIA Ul Av] dvdH] 29 €9,

- AYYIE YUY 24d AU olddl HiSH] el [AA1H S5
1 5¢f].

- [ai4s Aquida }d AAlAd AUy oiqiddl qiedl gvii
YHI 5149l 5E..

- EullRl AP 4 Y9 <l US.

- X ylaaladA Y ylaal@da oiq a2 daulas dlal-dl sy d Hie-l
gulled w4l sl

ugli

15.1.1. dd 516 A2l 2guid e, dd a4l B 28 440 531 516
419y 6] [ANy 914] 5161 Tl Y2 dH EVURA FHL $Udl A AH

6 [AYY gulxl HIS YHE $4I & d 14 l4l.

-----------------------------------------------------------

-----------------------------------------------------------

15.2 gRuiea (Proposal)

Eulcl [ 1R 514l (gl sauld 9. siSue 514 ([QaiRel
U3 Ny 9. 2 (A5l 5 w1000 qHlad 514 Lo A4 9. Alwld el
YR [Agd sl 2ud 9. Ayl Heua 24 ylRguHld Al ¥3R4ia

A

SlY 9. A AUl 419y Sl dl drl 20 AR 21d &9 2 Yed]
Al HlAa vA YR 514 s2quH] U432 US 9. A £UAYA ERUURA SEUH
219 69, gucll AssHU], Gul 1[853 eql AU AU 5
Gl8IR AUl SAUML A1 €9 2] gvllecdd dell UgGRaAl 5 AU 2R

-

U 1512 5 2edl512 $2UM0 29 €9, dl dvll 4R dvIdd £l
2434 YR ¢ld 9. d UIFSS U3 Sld AR e AR eIl Hlwse-d] ocyll-e

-

219 2] Hed Ald(l Adl 21U 9. v 530 FUIR HIF5S 61l AlISS

) A

5 6l dls] HIS dAUMl 219 9 IR 1351 $3¢l dlsil lH gviiA]
Q%15 292ld 5914 2 9.



ERullRcl"ll YOUMc/UAIAl Q&8I
Eullcl 251 YA+l [AIUHI UYL Sl U5 eql AW ¥ [
A8l Mlel e:cldy M[IUHL U sl US.

XYL EUURAH] H[A™ HIS eI @olUdll $1¥ 42 Modal Values
- “Will”, “Shall”, “may”, “Can” «l 4414 dd yvy [341ue 21 Gyalol

oy 9.

15.3  &vien HI2 %’@«ﬂ (Need of Proposal)

al, 20usl s -l Hlds ugluedl g 50,
ugl

15.3.1 seusl 521 5 axi] wiel »14s 455 3UAL &9 ¥ d¥iA uslaHl
NER Yaclsidd ollydlll qlu-l oirial e, AlXUH dH ¥ UOLEL
dal 4o el d-fl 4igl or-al.

-----------------------------------------------------------
-----------------------------------------------------------
-----------------------------------------------------------

-----------------------------------------------------------

2yl

-

Al 1Al Hel 45l & ded dHIRL HEL Al Hadl.
1. & Al IS USlAHl Yrasidd ollal $%g &g 7
(u40 21dd] NER Yeasiadle]l id--ndril 444 64A19dl.)

(et Hial-(Uct 2444 518l 27 A5 2196 Yol SIAHH] Uil
suasia a¢ ¥ 43.)

(g @lsl uldial 4qUR 2 (%1 44 Al HeueR Ad YR
$3 us.)

2. & Al USIRY YlSlEY oi-lqdl $%9 ¢ 7

(suasl q12/418 Gy dlsl 41e)
3. ¢ $4l (AeellRM] Yeisiay oi-iidal 8%g ¢ 7

(¢ 2 Alssa [Qzacir g 514 ud= 53 7 529 2uul.)
4. ¢ 58 2ad Rl wour A ag ?

(wéeua Adl 7 ¢ ¥ Aal Sx9 ¢ Al néyd 2«wudl 7 weus
4191(])
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ugln

T HEIFUL | AelDa A Y ) sedl &9 7

(120 1 Gur 3edar 30041 ¢ 7 oflon Ald gLl 4 e 3[Qu
dln wazq 4ol ud dq 9 7)

21 Hils oy (A 9. 2 ad yal Usiredll @leld] oimuqdl $%9l
9. d-fl glar g¥adl.

Al 2148 i HIZ Ul 2 Heeul Hse 56 9. ddl %El
ael uglnal - HFse @a3uil [Aega s34, abdl ¥ qgil

-

¥ qlset Yldirl wAl qe HiRs Ad d4R 52 9 dd 2luALRs
Ad dvfl »4 gxld® 3241 $304. a4l vl ¥ vl [qe

-

£.

¥ d¥i 526 A (A2l wdls df asl. x4Hl5i30s vt
22l 5106117121 Al AU 9 i ued]l YRl 2 9.

-

N gviled duid S1¢ AHYL HIH 9 €9 dl dHe] 61612 2Dl

-

Recll [QuRAHT 211d €9 Hadl gvilra sl Y51 equMl »1d 6.
214l Ad evtied @riqiil 21d €9.

AN A UFse, v 414 Jd [QAdl a%r 4 daHl 24
£9. 22ql cll A3 SAH A1 €9 dl UIF5S §14ARA 22l ¥ wUd

-

Ad] asdal 6 & 2 VAL 9 oHIdal U3, dell gnild €9

-

Uiyl ¢9.

15.3.2 a4l udeolldl el sidus wiy uqlug @ oudl

Pl IS v oudd] %3 sld. (a9 wal, Ysiay
925(ns1, uled sdel 413)

-----------------------------------------------------------
-----------------------------------------------------------
-----------------------------------------------------------

-----------------------------------------------------------

15.4

gullenrl 4&ull (Features of Praposal)

£Vl Xril M1 SlelldqiMl 2d & 5 ¥ tleclcd w12l »Hedl dl

¥ Glecicad & UG AHL sYS5 GHRAL M2, olrldg, slAd Al dl 5Y5
g R 5dl MIS AML Al Al YAl A5G 52414 2419 9. 1l A58



ERQUllRc"l YAM/UIAIAl QB
419y SALUHL/AYIRAUNL 419 £9.

gufieclrdl A3MIAH] AlHId A Y 2lcicd 4Rud &9 q¥ sRAML
219 97 AR uedl d Y w33 9 dril UR Ny 9. L R U d-l 4loY
$1R8 Y] AS1d 5A1H] 19 €9, gl Y] ALe Vil Sl SIYE]
A4l id €.

gl duiql (14w yodi-l w34l iy €.

- qel’+

- MRl T

- Gsdrl Hlld

- AULRAY/5180 2HYal

- S14eld GnolR $24l/ealq4l

- st 12 ARy

2l uSR ylawxl el 25l 21s vl iudiHl 2udl 6.

4412 7 am ¥l 10 am 4l MG s 42 vol 2135 sld 9. o
WAL 2l 28 514N 9 w] @ 5 KM aiofl wnd 9. 21 dlgn
uldla saieedl 43 530 wara 2le 42l Cuq Y4l sld 9. Al udawal
yal dlsa Hie qd sl siRo0 . [eau eHar xSl sl $:g
§USA 9. WAL ouas] 5 s [Qenedl>i] Yiar 1 km $2dl ey sly
dl Y8 Qs dgl 5 neR ulRdsriqil Gualor 53 wy ¢9. 1.5 kmil a4/
YOLYLaL Hcll Elsl HiS 218 219R(01y ol A9, Fedl worulal xdl dlsivil
qeoselld ua oiudl usiy.

dHil wila asi

LY

iy
(1) 20Ul wodIM AMIRl wdlel dvl.
(i1) ¥l waleirl AsHl 2d HIUEL HdUol 41 AU

l. aisd 1 el 340 Y 14 Y SAUHL My & 7
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2. asd 4 el 5 Y wlHsa 529 7

3. 6 asyHl Y G5 wYAML Hicd] &9 7

4. qisd 1 9l 5 4l [Farueg i uvil.

5. 6 syl 2hd [Farug uosuds 19 1] 5.



ERUlRc"l YAM/UAIAl QB

6. Modal Verb ‘should’ g2t 9+ seu-l salqqidi »id ¢ 7

7. 6 d1s4H[ 9L H1S Passive Voicewl GUAIOL $4UH[ iicd] 7

2 H&AIAl YU MY HSd dH AU UL 5 EvledAd 5
Ad 2y 5l A6, 2100941 [Qc11904] HINE EVIRAAL QL] e
AadSel M1 w6l d-l e Hadl.

ugl
4. ¥ aqR] e Aavie 9l Yrasiad-l [yl GusiRos Cafedl
AorqleS Hie-ll gvitea 1Y A4l 53U,
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qaf

a¥ 134l ouoial G470 &dl
Yyl DA QB 2l $2¢l 514l
dllds A2 1 YAsIAU 4 A Aol s3] HIS sl GUsIRAE

(Cafe)] 23R41d. 1 km gz 2ude 32 war e dlsl
A4y 0101139 el

U4l 2 Yeasiad-] el ¥oUIAl ANV AURAERY[ 51 54 5SEl
alsiell w3R41a 5edll vitail/urardl arg-ll dtelsi 4iadl
sedl 2o+l w3[R4ld.

Buajarollug :yasidla- s420 214 164l 201 ol ey ylau
gldl.
[Bar i [Q-ell : e e+l o4 dedl ssuell Aorals sdl.

A 9

gl YEl Yl Sgell Ysaldl 1d 9 wAl 5 AU A3 54,

-

ye oiqdl, 7142 vleq, i a4l 12 q0l?.

YAl Ben sao 93 sa1. A 4Addl [Qenelx12 A
Rias s saulaqd Hag 24 uldidl S % sdl. [Ras [Qeuslil-
AdiR 5241 41 HEE 354l 561 US. EutRclwl HAEL AHIR €.

- 2 Sgil waud ©.

- 2 Zedl (Qenelll 4 qud €.

- 211 seqo 52l ugqln 529 ddl Alel

- $Aol HieHl o4l youd &9 sedl Al %32 usdl d y9ud 9.
- d s1d e [Qdl 52 ©.

Hlel $AS Y A1 WA AN MIS gRvllrd WML SRAIM G €.
3] 519q800 vl GI4IR YR AY €9, Al i HI¥1l vl
56 9.

MINL YR &t $dld 5

EUlcl UGE $UL UEGIHI qUAAL 9. dvil U &l 9, Hiugdl
a¥d s8] s asul 5 EvRAM Y AUHIAYG 5Ul AE{HI AL EUllRd
VMl 219 &9 A A SAl USIRY HeTd 8.

gvilecl U@ [AG191 g1l ¥ HYR $AUM[ 211 9.

21[85a o5 Al qaRl sl Yeasiad-l evirdq HsaH g3l iyl
sdl.



ERUllRc"ll YA/ UAIAl QB
£uled 2 Aod sul-l 92 4Rl 107 [BAs~s 4.

sudll 2ed Hsa 1@ gvlird oUd]l Sdl adi? A€l d-dll e
YISl awAdl sdl.

Su-llal syl g uyR 530 sdl 24 A2yweqd dldil. AAYiE-
Uldidl evilza d8eiMl addl dMd Hisdl »uvald s&f sg. uelHlEy
Yacsidy HiSwl sl sy sel gvueardl aion w4yl Aus AUl
uedl HAcs 4 4yl 21l vl SRUEl, g 2l AlFTUA RY 52 Y.

15.5 gRuizay “ay (Framework for proposal)

241000041 (AN HIYG EVRAAL YAl Q&R AAL. i [ARAH]
2148 Al Yl aord] ddurHi~d Uil evtiarl e 520Y.

BN

vl MY g ©ld 9 ¥ 2u8l [Aega s uslyl ¢l d
sedls ui Y4l doud] aslyi. A d [QodarR guldd] g 9 dl
Al a3xila AR(udl 4y . M ARIA Vol ¥ s19wYdSs quiy &9 %]
Qs USHl el i equMl 211d. AR vl [AMAdRg ] AlE
53 89 2 Sgild Aal¥Ud 19 o.

ALl [ACUIAL ERVURAN €5 LU AUIRAUHI/ASIHAUH] 199
Uoell, ¥ €25 €Ul AU &9 ¥ 5 U]l AR aMAd qulR ARl
2d dMwdl AeH 59 5 evid dviald] U3 565 &9 5¢ Ad au Rl
Ad gviza qvil usiy.

15.5.1. 3gu-il 124

211 g2ulizd ELT ] o5+l viiaisly yeasiadl MGL ylaald-u
ARFY Ml w4l $AAAUHL 21d] 9. M1t sy [Qenel>il-
e Al i sal/alvadl %32 9. % ouasi/Qauell $loau
Slay s [Qaider gld 9. duaqd 8290 sld ¢ 5 duil Sloea el
S9Nl R de el slead 52, vidisld Yeasiad AlssH HsR] o5
Yl wd 9. Yeasiadl @iy dollGa -lauas 2 [Qeedl>il-l SlaHi
UMWY e Uyl sadal Haqaidl Hee Y3l ud & 2 sudaarl
4411 dld ©.

dHil wila Asi

Ay (1) A 2uddl wouni duil Gre quil.

(2) 2sHnU dd 2ddl Grrl ad dH1l Gre- d’vildl.
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8. uddl qQusdMl Y sEMl 2id &9 7

9.  ofly sy Y HlMsd 52 &9 7

10.  geal ol sy sy 514 Y 52 9 7

10



ERUllRc"l YAUM /Ul QA8

A1el, 218l Hzalll e Y sUM 2id] €14 ddl vl
Ayl A,

15.5.2. Yvy yy

Gidegyul SRSy Yeasiay Hie wodl Haqdl Hie+ll vl

QY oyl $A4H] 2]

HeloRYAs P1d sy

Brdrgul 802y aldel - [qaids g1l 12 412 2019

dHi?l wila asi

Ay : (1) A4 2uddl yourui axil G quil.
(2) 2sunU AUd 2ddl Grrl atd dH1l Gre- ’vildl.

11, 20wy ayd g “ul8dl »ud ¢ 7

11
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12, 2 g (uosll) y2dl+ searsi 2ud & 7

13. 24 514 qoil4ld ¢9 7

14. 2 sl grl J&la/Hol sal »ud ¢ 7

12



ERQullRe"ll YAM A/ UIAIAl QB

15.5.3 @Rl

Azl wowl] s2 ¢ 5 Pdwyn usHl SRSy Yeasidy
w2 wodi-l] s1asll sdl. 211 qHd wSHl e AR YrasiadlHl
HIZ] vyl @lslel qaiRl 4 &l 9. Al ASR g Al ©.
G HiAqH 219 €9/ @loldl @1y &9 5 ASRHL 4l Yyl
%32 9. [dwgd ¥ysan-ll ouyHl »udd vudl s 211 g
HIC Y10 €9, ¥ M RASI saAUHI 2 A AR, YisiEd]

laurl Gualor sdlil vAHie] $a140 21199,

dHi?l wila asi

Ay o (1) A 2uddl yournl duil Grr Quil.

(2) 2sunu 2d 2ddl Grrl atd dH1l Gre- d’vildl.

15, dRia y euld ¢ 7
16. d eud & d Metaril Y&l g & 7

13
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17. 2 gviiedd 2R ARAAY AUA Al d&QMl 528 7

15.5.4 YA / waugalds

21 g USRHL 6l YeaASIAd dASAIRY LAY 5] Iy
Yol Yocs dlAqlell AL qaIR] YUl il ASHI Edl s
vl 530 Yall ofs alAdHl qo Mgl &9, AldraM 2Yosy ]
ULl Al YrlSEd HIS XUl 1551 sralHl Viidl €9. 1 24l
GuYlol SAAGELIAL UEAU T HIS $RAUML Al Sdl. HEU 41
iriel] ug M2l wodl siaqdiHl idl €9 2 84 2l ¢+
YIEl] 9. 1 Hsie/Man ASRHL Ad] WoUIN 21dd 9 5 USRI
oyl dlsl dddidel] »dl w5, Al 215 Qe Adl 9 9 5
¥H[ AS[AS [yl DVD il A&l 215 @191 64+1194].

aHiRl wila asiA

Ay (1) A 2uddl yourul auil Grr Qvil.

(2) §sU »d 2ddl Grl 8 dHRl G-l AHNdl.

14



ERQUilRcA"l YU /ULl QLI

18. 2 [Acudr ax-l o 56 &9 7

19. 3 &l 5 aisy¥l § ao sa14l 21y &9 7

15.5.5 d5

Alsll dideil q4l e ¥ Adl Lol 9 5 g Yrasiad
olrilaq Alnad sq. 21 Yisiad-Al ¥3R4ld Adl g @l
8d 5 U dlsl a-l y8addl] Guala s3] us. €02y Yrasiay-dl
usdl 1551 521 A5 (AL A sRaUMl ud] sdl. Yrasiay
2 24l el ¢85 wAUl Al 4] glrAidRA [y [All8[As
Yasl Ui s asd, ] usd. ouasi »q q9al o+ 4l
Ad e 4. Al Al YR ialRa ey ya »1&l6d] Hadl
59l
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xRl wila asiA

Ay (1) A 2uddl yourul auil Grr Qvil.

(2) §su »d 2ddl Grl 8 dHIRl G-l AHNdl.

20. 2 [Qeuonl 8g Y 9 7

15.5.6. &vuild

Gur udd] oiteidl Aal y9ueS ud & 5 Yeasiad-dl
¥3R4la viRvR 9. Yaasidd 1S 4000 ul.gewl] woul Ylo
6. Al WUl AR VId] &9 2 L3 iyl el AnEUd
201l oS €9, Al YRell HHIKHI woul S Wl YreisiEdnil Al
al 2ugeny $30 wsd e Wldil 44Y uAR 530 wsdl.

o5 2 DVD uval 42 euwdl oiqiqdidl #32 €.
Al Sod v Ul u w3Rala 9. welH alsl Al oAl
aiy 53 A5, Al Ul HI A ol 418012 Al U9 ¥3R4id

N

£.

xRl wila asiA

Ay (1) A4 2uddl yourul auirl Grr Qvil.
(2) §UsH »d 2dal Grl w8 dHRl G-l AHNdl.

16
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21.  aslacuor s+ gviied [Qeod A3l M 53] 56 &9 7

17



2145 duin slacy
15.5.7. AHEIDd WY

of QY ISl USSR WA 3. 24,00,000
Alqau, euvdl olsaell, oSl wA 3. 1,00,000
o5 Y RASIY 3. 30,00,000
218612 Al 3. 10,00,000
8 yzasiad sHuRlAl YouR 3. 10,00,000
2 sl sHul your 3. 1,00,000
WY wA 3. 1,00,000
ylqesn 3. 50,000
YRy A 3. 1,00,000
54 3. 83,00,000
HEIWA 4UdR 3. 10,00,000

xRl wila asiA

Ay (1) A 2uddl yourul auirl Grr Qvil.

(2) 2sHl vd 2wden Grrl «ud a¥il G-l AHNAI.

24. 2 [Qeuo] ur IS ¥32 €9 7

18
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15.5.8. $idel

- AlesHl ¥3R4ld Ay 9.
- yar Yl Hee s qryared] 2q ud 6.
- gl AN AGAIY Ul Ul 6.

- gelyel [Aciorl yrsa Yacisicl Gualol 530 uslyl ¢l

dHil wila asi

Ay (1) A 2uddl wounl dHil Gre quil.

(2) 2sun dd 2ddl Grrl ad dH1l Gre- d’vildl.

26. 2 [Acuor Y UsiBla 529 7

19
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15.5.9 GuASIR

GYR wudd A A 53l YRl s8] Usid 3 2 s14aH
gulirdl €9 ¥ IR A4S 549, Al £viled Y+l

101011 (R84 4194 YRalR Y &9,

guileclrl 4yl MIS ¥l sy Hid] 9.

d duRidicll gk

Ay (1) A 2uddl yourul axil Grr Qvil.

(2) §UsH »d 2ddl Grl 8 dHRl G-l AHNdl.
28.  GuR »idd [Qeqorg § s &9 7

20



ERQullRel"ll YA /Ul QB

dHil wila asi

Ay : (1) A 2uddl youul axirl Grr Al
(2) 2sHnU 2d 2ddl Grrl atd dH1l Gre- d:vildl.

30,  fld ervitedd [AGUoNHI Y saUMl id] 9. de [Aeor UM
%g 5307 €25 (Ao w1 1A eulda Soiaxiel] 4104 dlvs iyl
vl

Ysueis, Mlollal 2 % 5l XYZ 1oL Al qsdloll»112 XYZ
YAl saulaqd yeasiaa-d] seyi 24 x 7 AlalielRl cidel
HieHl exvitea Ry 531.

54851

LR

UMY (52w

Sg il

vl 214
S14] 214]1%
AHell¥a s v

GUASIR

185, S5l s, HSdIuE, qllAnds 217 X518 6161l
lsciell @Al el dril S1AHE YHIRL 52 €9, VL YHIRA Vel YHIRIL UHISH]
254120/ ayiRl 4 26l 9. Aalds Aeuil, YaIl, AYEIA] A 5361
Bsudl y4<l 2ée uRRAMLA lsirdl ¥ AS2. 21 od] AU, HAUHSIR
[enedl wan4i vior ssuel - 1a4515 2d] e YHull ALl A4y
531 26l 9. [Qauell>] Aisad gou oyl 514, 2isAa18 geloy] ousidl sa040
Sslel [AGUu14l Yldinl Yvd AMY UAIR 52 9. d 2l oyl Al
4ry 4Add ¥ d 6.

21489l e [Qenedl Rlagiqd dordl vor % A1l Hgedl 2ludl
S vl o Uyl 52 9. [Qeuell-il HAlRut e IAEHHIE HIS wIvR,
419y d s1aew darii 2iad] «ell. [Qeneli- vdve d[s gl Y
ursaredl ¥32 9. vl dal sl 214104 yaug il d 2 ulaldl Y48
e [A512 H1S 519 52, Yeesiad-] seMl 24 X T URAlR ol-iddld] ¥
Eud XYZ 4190 Al A2l 52 &9 dril 1ad [Agiwil 21l eI~
q2d Ed el Asdlil &,

21
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22

XYZ vl 9 2 glraisied] [Qenel>ila 2158 9. M 5eel

A

[Qenel>il vio Hler U] - 52A1s Al ASAXE] »11d 4 [Qeusl>il-]
S12l1s R 2 d-dll slavuel el el yud 9. dild 21s0llon-
v sY1RY HUl sl el dul 515 Al wour el 5 oyl A Hdl
a5, Asoflad w3l dd slavil 45, uldidr [QARl 24 Haeql %y 530
U5 2 aladla s us. [Qenel>] uldiel «s YUl oieid €9 2 Yldixil
HlelMolrtl AHY AH Y UAIR 5269 d ol Yul ud ulRAY s2al] Usl
Ul Aol $Rcl. Al Uldidl ¥ YUIHL Gl8IR NA 9. ¥H &9 U 4
gl 9. leHl seals [Qenell>il 2zl vilus<ll Ul4Hl 214l Sl Al Al

$3Ql/MRUSL ™A U],

gulledll Sq 4 uHEl ¢

Y )

- [eell>iia s¥uani s sqgeia v d-dll via?l sl

- [Reuelzia oo Y2l wsdl i A2l 2«adlsid 4 am (Re-
fresh) eua.

- [Qesl>14 24 sals yla4>l Ui .
- elRs 2 ¥yl disidlad (A 4.

2141 uglyi [Qenellsl wxy-dl valerdl] siadar e, dl 24 x
7 [Qeuel>] 6. 24 x 7 Gust (Cafe)l g2viizd 351 & d XYZ @0
deitr Al 2141 Aelq [Qenell>i-l i Avdlg %32 & 22d dY
SaHl 24 seus 4[5 uual ASA.

24 x 7 Gusik A8, (UzsiGa, Cafe) 2ug s

- 25 Cyber Zone &4 ¥4[ 2leordl »leor 30 s¥2yer . d-l
Ald s1duls drered A sd vl [Qened] World wide web
aud 53 a5, il us.

- A5 ARdl HIe $16wer ¢ ¥ [Qendl>la di «iedl, sag yHdld,
Al s9ly vy Yy uLsl.

- 215 News Corner ¢4 o4l [Qenell>il el Yasl il us.

- 25 Table - a - lete Hall o4/ [Qeusl>1] ol uldi-il Yelil
ye Yl 53 us.

- 25 TV vis 40 [Qeusl2l 2ld] A us.

- 25 AAlavis ¥4l S35l i Juke box+l Yl slu. ¥l [Qeielli]
el oAl A4l us.

- M5 MA-oUHd [Qeqor wyl (el 234, 2ol elaw, ols(Hen
qol? R¥d M U5 A wHH[ s 53] US.



241 20l Al ol el (AL duiz 539,

ERQUllRc"l YUAMc/UAIAl QB

- Cafe 1 24l daddl 244 $42013] 24411 w611l 25 s(ale]
¢9 2 Caferl]l woul ule $dl, 2~ Houqal, Caferil 48y
v Avidldl] wquolel?] ofl s[B2] 9. 2l 41Ul 6 HIH S1

424l

i 199,

- lueyy Cafe oiriiqar 12 dlefl «3l 218 %94l YAE $AUH 21199,
aell asddil 2éaid (Report) oiwitddidi 24199, 24 232 HouUdUH(
21199,

- ol [Aco4l w4IR ABIARSIM AlG 4 2y €9 iR Cafe Hie~l
141 HouqarHl a9 2 sHARA] [FHYs sa14) 211949,

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

23
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AURAL 2L HIY[AS Yol [Riasi-l we vid] nag 5 [Qeuyas -l
UG d-il Sl w9 8Y quiR 9. d«l &g [Qendlziiq culsaca-l dalolel
[sid sail . dalds Al [Qeneli-l qai@s 24 lsa01d
[s1z wiel sy ded] odll as 2udl A2, 24 x 7 Cafe (515) wug
APus qaw wuaq & A AUl Qa8 A qlIymg A9 s (e1g)
Avid Ydell s4l 9. del s &g [Qeudlziid das 214 vl dRl Mg
Yol uisaiedl w9 9. [Qeudelviiq 24 scis vol ¥ A5 2 qAd] o]

¥ Yl ¥l ¥ Guasy wy d MIe s eigldy Gualdll Cafe-l o
>3 &9.

o guY s falvs de-r [Qeud] ulaHA>5 avll sdl. w2l
2ER U FYR A £V Sl Sld AR d d eulrAHl 5 slloldll HHIU
529) ¥ guikde (ousl) 2laRild Ay 39 1Y Al 21l v 1Y €.

15.6 2120% (Summary)

M ASHH gV dudl] ¥3RUld, EUURAA QAL el £Vl
WOV AL 9. 8Tl 529, Y104 SRAAY el AHNAYG FAl UYL SIHI]
Guylor s4l° &9. A1HR [AGorH] »1ysl Passive form 42 ¢ Wl sdl.

15.7  uglai- o

1. (1) 2¥adaldd Yadsiay
2) Bwea yasiaul oulsqdll
a4l od 5.

[\

3. w4 YlSls ayeedl eviral vl 9. aqid] wil a#uRl diel w4l
(1) drerne ssw wd-ll s2ye: deil Ao sdl.

(2) #€sa (Club) @3 524,

(3) wal »equsHl 43 524l

4) A5l wdl vy vladl.

(5) sdRln suasl e aldaadl Aaaes sedl.

15.5 [Qcuo-l deed dl.

B~

(1) 2t usieel $ide Al G121 Gulen $q040 20ud 6.
2) wsll, si5lom 2 2lEHu Ban] o 6.
(3) wl sirA wesad] eesisusl 2udl.

@) q st NA/s1d 514 $271UR S1MELRIN AlsA AR 1Rl AU
Qail Ysaudl 21d 6.



ERullRc"ll YU/ UIAIAl QB

(5) Bux- aly 44 5420 gl sequ4l 2udl edl.
(6) cillas [Asint 214 4149 [Asi4l loied HS» D] AEqUd

oLeSs1d sa1Ml d] &dl.

(7) #leieudrm yesiy s34y oHle 14 dAs 5UH 214 €.
8) 9 cul wour 8ld dl 4z GAeqR- A 2w sead 56 6.
(9) VIP 2rviaul dld 211 [Qeciiel o8l il ALvull $39U4L 11yl

N

9.

(10) - 442 5518 e

5.

(1) «dl sif@ea sias 26l 6.

2) dd s14 2aar BAwr Yl yol ad ay e
() o aldlor slPudsaa widl sl 240y €.
4) As g 2uglis ssuall oy ¥ 8 9.

(5) <l wedldsu €la o+l 2@l 8.

15.8  a#u2l uold as1xi-1 Gridl (Answer the Self Check Exercise)

(98]

NG N S N

1-3 [Acq01 9 d 4. 2. qlsl YRRARY a¥ sa17 514 53 €.

4 2 5 qisY AR s 52 9. AH. . As+il 2UF5Al 518
e eHal ded 210oql 2ausd 9. vol ey »dr lal 9l
o war [Qeusdl »1q sidy wal [Qenel>l+ uasl / ¢ikyds
ulRagenl Gualol sl us €.

G3e guiieaMl EALAUH 1Y 5 2189 YOI ALER HIS 2ldR ¢l
oirilqdin €35 424 1.5 kmy dR Avg.

A5l AR sl (22 Bave (Stative Verb) 3u-i Baiue 6.
424l
Model Verb ‘Should’ oareiet?] sulqd 9.

ATUUMHAIA] olloidHl 1R guldql Passive Voiceril Gulol
a4l &dl.

Uy aisd Hiledl 2l ¢ 2 M.GL. ylaalidq auldiry Qoo
wicdls1y ([Aei904) Yaasiad omiddl ERvRd Y4l $AQUH 2]

N

9.

-

ofly sy viialsly (lQeudlly) Yeasiayl »3Ruid suld ©. %
oLasid Ul A4 P9 (R3y4+Hl syl el dar Under-
graduate [Qeuell 4l €9, Al 4194 A+, $AYAAL Hild 54l
g29 9 2 A2l AW Ml suddl Hie-l dalelq dai-l g1
ga(q 9.

25
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10.

I1.

12.

13.
14.
15.
16.

17.

18.

19.

20.
21.

22.
23.

24.
25.

26.
27.

28.

gedl o qusdl vilalsld Ysiad-dl ¥3Rulan dMe+ 21 9.
gUrc Ul HHAISW U] AHNAe 1] 9.

2] 21l 204d] HlEdl. gvitrd oirud] sdl siq ol €9
2SIl GIRL ERVRA LMl U] 9. Al Sl6idll AHIDU
53 9.

Vil gvilecl AAldra¥ USHI A YAISIAY Ollllddl HIS XUl Hild
5241 412 9.

) A

d 2fldwg¥ uSHl e A4l s H1dd] €9,

N

S22y yrasiad Al [FAMs gl 4R s 2 69,

N

il AIRAU 59 AldgHAl dl Yrasiad-dl ¥3R4id gquld 9.

i1 AIRADUAL Al rg¥ell Al YrisIdd1l HHE AN 9. Gys sl
AVAIH[ U REEL AHIR]L Vi YA 518 9. Ul Yislad HiS]
Y10y oyl HiSH] GAHBIAl US A8l HMIdA s 9. WH ¥
54 [AQU/RISI9 SAAHI 21 €.

w18l Yectusiad-l] cdqel M qd Rl AiAUs] YL 2l ERviRA
ASIRAUHS A9

20 [Acior arisa d-ll yseyAdl yRRAa sud . ¥ A Yrasiad-]
w3Rulcr HHdd Y 9.

YolSlAY IS oYL w1551 5l A Al HIS d 4LH XU &9 d
2 qusdl e9ld 9.

1 [Qeq190 Brdegil g Yisidd A3 5dl7l ds 20 .

yaasiad el ¥3R4id as (At 217 gl (A0 Al
58l 9.

58l %32 ¢ A gRulean dlFs udls A YAGGAl U .

gl (€2 Yoeisl 2 SISl ysar HiSH] eiwellzil i clsie
ool qiaal M2 Sod i vyl ¥3R4idwl Gedv sAMl
il 9. d Aol As yg guld & 5 udal My 42 Cyber
Zone+l eoel] [Ac4o0 AHIqUH] 114,

20 [QeoHl qids 4R WA [Qordl Ul A1l d €9,

ERUURAA] HE HEIWA YY HHHA HIS il 1552 Wl £9. d
gviizan s Ad s1day 52 6.

N

2[R9 gvAAL SI4ELT GAOUR 53 9.

xdql? d [QoIddlR A4S A [Quél AlH 2l EvrdA AHHE]58
1S 4 52 69, AP il gvlird viladlAlds AUy €9,

N

2 [Qegor vl dHId] dilFs A viiadlaiys 4 532 6.



29. 2 [Qeuod] %32 €9 5129 5 48] a5 AsRIAAS LY dar wie

N

d dldsd dHnd ¢9.

30, ARiu I, 2 $52
AHRY5 A 3§52
Sq il 5G

guilecd dloil 7
14411 8, 9, 10
Aelldd sa wd 11

GusIR 12

15.9 -?llCﬂ\?ll AsEl (Key words)

ERu{I2c : gvilecd qlArynl ur s1ddll [ear suld o.

e : Al A8 2 53¢l 514l

gr2viled HIANY : gvRaq (ga ulddl 2ud »- il a3id
el

15.10 5@ %1 44 /4 (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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Asu
16

veaid Quid

16.0
16.1
16.2
16.3
16.4

16.5
16.6
16.7
16.8
16.9
16.10

3uuil

Geal

U2elldril

A

Al Us1Rl

Adl, iy 2«4 s4
16.4.1x18qué-1 ddl
16.4.28qidy Hiay)
16.4.3x18aqén1l 4

naay Getsw : AlalRs awnl séud
ndad % sa-ll s2dls ya-uzl
A2

a#1d] wold asiai-u Grzl

adlgu acel

Aot (A9 alun

16.0

Ggal (Objectives)

2l AsHH G AHEUA uiaiel] Al sy L AsHY AU

sl yedl ad ey e,

ALl U511 Yeisiddnil sHAIRAA] GuallBici vy Hec{4)
Q9+

Anquell Adl, Y 2l 54 U¥ 541,

Adqid duin-ll aldls yvy a1 (Tips)2ilell uci qul.
Reduce ralative lause+tl q#il dvl9 17 ... H[ GUHIoL i+

HARS duld-l AHSdUd d4lR $4l.

16.1

Ueld-il (Introduction)

A153] Ul AL UI-HASIR IS HEUA] ¥33] Ao 9. s YUd

aA?ls UGl Al YEL USIRAL AUSAIE] AVl €14 9. dAHil 52els Yig]



2ql Y2, 251 AIYUH[ 2] ScdHd DAl QIO AUl HEAUEL Sl US.
seellsaiR iql veqlel Al e ¥HL sl €ld 9. 2l AHY A
A2l getd] sHARNMIA vaid daviql H1e sl usl.

ad yedl usl ‘vdald Y 9 77 aQueYl BEIFEL UL Al
Hedrdellal U512 9. A Ad Aaud [AlRa qldly HsAHls@ 21
dell g2Ud 9. ¥ dlcsilds 2 dqely ¥3R4ldl 4lod [A-id] aal
32l (AAIR G1R1 Y Ald 9. El.dl. dHIR dl 4[5l AHEAE AVl
9. 2wl dq ¥ UIFse sl 44l 9 dedll Hoaql AU dvidial €.
A¥IRA Yrd AUIE A YasiadHl 330 Akl (A9 #Em9 sty yedl
U5 - UL AMIR CLAIMY HEld dridll slY €.

2l sl e aMd el yel ASAUALY] §d0Ud SRAML 1
8. dHi? s Aduld dls aviain 4 U5,

16.2 &4 (Report)

Adaal avu usiRl 6l 5. valq AHialRs alsl 5 ouel qlsl
IS, qA8MS el is3USTY, [Adasiclq, A1sSsA AHAM S5 A4l
Glsioryd's, 2ilualRs »adl 21-ludlRs, oy 5 S qol3. ..

AW 5ell Yisidddl Yeisid @ YEIYEL USIRUL AUSAIAL ] AU
520 2l 1A el 2leol Uiy AHEqdnl AlMSs qvil.

I

2l HEQAIAL HIAUIAL GISIAYLS AU 501 2] 2L AHEAUAIH]
ALHIY gld ddl uid AlNs/Mealy @il

HéUd qui
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16.3  2&audi-u 4512l (Types of Report)

dqielq g8l dd aollsa 53 asid : d- [Auadsg gl (Usdal
Aequd, 4d dald 993) d-l 514l grrl (s.d. Hilddlue, ([Q=ausucus,
AIM 93U) Al Al @Rl (6l.d. gl xequd], Ut ASUd], HIyAuRs
wdaquidl, 2-44ARs xndaudl) q44 gl (Raasidl xdaudl, uald xdaud,
AlAu vSdl) A iql oflon 25, FUR 2 oyl HIYES ([Auydrg,
s, Wy, axy q03) qollsa waiad deidl e Guyloll . IR
weaqidl-ll seclls el A8l 210 214 9. UG FUIR d¥HIR G AU
56 2Ad adviar vl ¢ AR d og Gualofll wefl. séqiddvi Alvdlrl
Sg M el Guuloll HIuES 2 vol AIMI~/HR 9 21 d &9 d+ll Gois
ofeSil 21412 YR 2yl Addan ol usiHl adllsd s3I aslyl. g5l xéad
2 dloll Heqld. 25l Aeald nald 10-12 il ASUE i dlofl
Adad 2alq ¥ w-uddl dlon sld d alsl xdald g9 AUl AUd/ Y
dedl dloll u sld U, doldel Hee seqia-dl ([Qaval A2, &l.d.
aloll Head Qul HluARs Al aviqiml 241d €9 - %Y 539140 119
8. 251 S AHAIUARS USIRAL 1Y 9. Aol AUSAUA] SHU S

-

USIRAL HIAUIHL Y Nd 9. ¥R 251 xSl Yvid digl (Memo)
el YL USRI HIAVIM] HISAAH] 1d 6.

qoileS yedle vl Hetdg HIUES 514 9. Hvded 21[9513]5 xS aler]
8q 5165 el As5A MBSl 2% a1l 9. Ml deaUls]d xS alel
YBdIHAR 14 9. [YaAsIdld AHEUEl, HoUA HEUAL, UYL HEUE,
44 Héald ol o4l HISd] wqa 9. $4IR5 ¥ A UL YAl
2114 5 viel] lRdl &l uo deg [Aedye e Y3 wsdld vdl 5 sslsaly
veEe, HAdSs 3 (A9 dqinl Hes s, iql AUl ([AaNBIHS
AHEAUA SEAUM 21d 9. A dHAd HULH CAHGILAL YL HHIGU 5Ly
SEQUMI 219 dl dd MAHE sEML 21 €.

delzl >l Herarl Hiugs . ddl g1l HEadA]l YIAH]
IRl didl usid 9. vwSald] Al e sq4i g9l oyl uReial
2242 5l ¢lY & 2 Al [QavarzlHl Ad] uxeol]l 2yid €. il
HIYESHL IR HEUA 2IUAIRS 21 -lluAIRs 24 6 M4 [AeUDA
L €9,

el olrt] urr S qUd HiaviL g Asidal . gl (Memo)
IOV e Yo MVl AUSAUAH] AIHIY AEd HISAAH 2] €. FUIR

Eqld HeUld] 61612 Hisddlrl Sld €9 D UL HIvl U5l AHSAIE



HisAqHl H1d 9. Al AUl SHUL HIUARS FUMIHL Guididl 1d
8. dRs sSud (denu-l 2(g2) el (Memo) Hisdauyi »1ud &. A
d dloll 14 dl SAHd HIAVIHT HISAAUM] A1 &9, Sl HEAUA SHU
2ilyallRs deflui avua 9. gl Memo) 2daua »ilyalRs 3 aldl »ilualRs
Aelui avll usiy 9. duvis 5 el ude 52 &9 Al iR 8 o4l
ylReil sld 9.

el 21 el dalel@saill a3l 301,
»  Acu-dl (Conciseness)

Hleleoredl H[s51Rs realal 251 sld 9. dMl s412 Al Y-l
qtqid il wefll sldl. 2185185 qvuayi (Official Writing) ei-qaid
s Wyl @zl s 6.

*  Asae
olly wy &9 AsA. AsAS AAlY dd FY & A 589, “dd

[Frsiyds/ass2 Ad s6q7” 2 “ded 44y 5697

1. ulwse vedldnl Aecl4l. wala Ulwse Hdl -1 oi-uddl A2 5
¥ UUR &9, dell 5l 442 WS 5 £ Elol.

2. “An w552 Ad s897 waly eluygsa A AUw a8l 6ed
weelcHs/URRUAHS GuYlol sal. “Ulwse YA 4l D &l
qui? dHY 4d. dq sddinil vled HIFse A8 HsULAM[ Y& 2l
A4 s89.

3. “ad wnA 5847 walq Y 584 ! 56 us guiag sl Al yesdl
e 3G Sl U5 A AUl 52dls Uldid] Marl 518 AAY
8ld i a¥ se1d a4l od uidal dddlul ¥ d¥il dddl YR
ulaleiloia aid &9. e gguidary aas qolloyl elisiald Hu 52
9 7l d aMd dd vol YIS gsAld UG AS. AAEAS H Hdl
Asciel] 562 52 69 5 ¥ o1l YISl AHMIAI YA 5 el AR AHAH(
d« Aol us.

»* H0Yy (Format)

Alw Hera] olsid €9. 414 Y YL GU AY d UHIG HSAUE
yg qivl Hisdl asid. gl (Memo) Hiav], - scdid Hiay.

»*  azqgasl (Objective)
d azgaél] sld d v Merdy 9. ad [A2dyy s21. d¥l d dig
el ani?l ealscora arodll 2iadl Aex sl el.d. dyd g Yyl

21d 9 5 802w Yeasiaal s wvit yeud vladl AnSA 5 wsl?
Yerdl d¥lz dded €9 2ed ded AUgsq AUSAUE o HlYdl.
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»* YRidl (Evidence)

g9ed HUOLA/7552 YUl AIYAH] 2] 9. ¥l [Aedye Y]
YRAdL YR Al €lg ASH. 516 s YAl A4 HAIHY o 5] AL,
¥ [AedYE IS 1552 e w512 A USId ddl 4R Ol 54l A
U4l 2I41R GUASH il €14 i dH A &dl (A28 - HAH 524l
S1289a e91 cl 56l astd. wxd Ad Hiot @gll 5 g ¥ a8
dLd €9 A SR8 MM 541 M1 514 el

xRl wila asiA

Ay : (1) 2dd w0l dHIR] YU 21Ul
Q) aA¥il FUsd HsHAL Hd AU FUL A8 AU,

1. AEqIA AUl GUSRYL SEAUML 21d 9. L GUSWL ALl ML
Gualol i »ud &9 7 Gl Hiul.

2. wlddlue (ldlyer) sHdaudl 211 [Qadyaucis sdaidl s¢ 2d
xel U3 &9 7



HéUd qui

3. HISdIUE AHSAIAIU 28 HUSIRAL UH LY.

4. Ylsales’ AqvIAd 520,

16.4 44, Hiy 2 54 (Style, Structure & Order)

21 [Qeioril iy8l uSaldAl Adl, Ay - syl a4l 520y

16.4.1. 2Saua-l ddl

2IYGL AU HIRL HE Al yaanl [ qid 53 oyl &, El.d.
2YQ Ag 51Y sq 5 AUSAUA 51 A dLod HINUIM[ duidel sldl A S,
ASqUdn HlRdlUE 21 [ANudeg dAle slg A2, (sslsaadl, 51 dey
1Sl AL & A9 e -assqel] 2y 530 u3) [QeAuLucs qrgad] slg AN,
Ay o edlal e 4R YRual A8 slal ASH. i Y9l o4l Al Ml
2dlsid 9. ol ¥ dIRA Sl YLl [FRUE uoelHl 1 euld] usiA.
Ml s Herardl HEYS 2 ¢ld & 5 d 519 R 52 & (Avis uld
¥ &9 % 2lAsd 518 Ay Alset), dd S19 aAdld O, e Al Y dasl
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89, vdaldsy [Auddarg Y € a92... idl ulReiql Hie ddendla siy ¢.
gl.d, Al AU dMLR] Heell GRAA[A513] aidqll ¢, ¥ a4 Al5a9d
2 slaviar va «ell, dd aHil JuRasnr ¥ aqRl wd ¥ 320yds
26 89 dM duidl sy 2 Ad Heud A avil usid. Sl Glsiayds-l
(531514 HUlSd] Sldl ASA. dad ¥ A21Ys nEqud 2% 520 9l Al 52l
oel dd 2y seql u3. ddl 2w v v uReald d wA 53 9.
el 21usl A4l 5309

YAl 4 2l 2R 5], 2 YG] Al AU Sl YV
g9 Ael Haleril avily. (uRetr % el 214 vl yAgolHl A2 52
£9) Al woucur uHIE Yy A9 A1AR 53l UR6al 6.

W 22 s2q1 uRu4l

1. sl U32iic 519 52 ¢9 7
AEqlE 519 Hitd 52 &9 7
wnéqldg [Anaqq Y & 7

2
3
4. AEqIE $H[ HisAdl] €9 7 UM 5 HAUll] 61s1R
5 AU Ul S AR 540 2d €9 7

6

sHeqd ¢ Ad Ui 4 7
*  uculda w4l

1. 2luaRsdid u+Hs

2. iy ()

3. % (Mda 5 uRle) 2eql 2yid

2148 el >Al uHAa 4edl u 3l sy A d g5+l
2SRl AL ALl ol aldl 5181y

16.4.2 Aéaidy Hioy)

AUARS HEQUED WAl HIAY . Al 5eels Aol &9 BHIA]
1Al &9 Mol HeTarl . AUSAUAT HIAY ulRetal(] Hval Y alRd
gld ¢ 7 3 wSAd-l &g, Hasl (Axl 215 ¥ AUl & 3 6lelr+1L),
AUl IR AURAML 2] UUE], FUIR HIAY UAE SALM[ VHide] Ul
GIRL AL sa140 dd Hiay] Ay Ad 1A Hleioel 5 ol o
ardl sd. v 307 A alol sSaleadl] oloiayl w1l 6.

16.4.2.1.  lvs uy
16.4.2.2.  2i9/di29 (Abstract)
16.4.2.3.  [Ayyqg

16.4.2.4. 1209 (Executive Summary)



16.4.2.5.  ulRuy
16.4.2.6.  vdaldy Hay
16.4.2.7.  GuasiR/&aimel
16.4.2.8.  deof Yl
16.4.2.9.  uRlaw

YIRS AHEUAH] 211 6141 1oL €14 9. A4 ¥ Al GURUd ULl
dlsts sly 9. ANUARS AHSAUAH] ML 49U 641 oAl HHIQU
gl well. Hieleiol A1R0e - URRe g0zl sly 9. sedlsHl dl ulR4A
2 GUASIR UL il Sl US. HAIMY AUSAUAH] HAIHY [AF017 AAdAH]
219 &9. 32els HGlUARS AHEUA URAY 217 GuAsRA Aad] A &9,
Ful Al Al dell 52l 2l HEUAD 42 HIUAURS sEUH] 219 €.

wddldy Hay) (14 [Qoraqi UM 2dg 6.

16.4.2.1. 2lvs wy

A5 ury uR MUl A4 uH1El evid] A,

- 410y 915, o del dlus €l dl d usl

- Al [Acorg M

- ¥ SAUA dAHIR 52 & A Ar/Aciorg M, d-l wq yvy cdlsd
M v glel.

- at (217 ul3l) P 211 HEud du1R 4yl €.

- wdld Hadeir de/Aciory i i Aol(Ad Alscl slel

16.4.2.2. AIA%

AV HEQUAA]L ol ¥ SS9 HUBATAMR IR, 2l $IRUUR
del vl AUEAIE QVild WY HIROUE AUAH] 1 &9, ULRIU VoL S5H[

A

gldl A2, d s $5yH 214 250 uoclel]l a4l 1 ¢ldl A,

16.4.2.3. [duuazg wy

UM HHIE 2L UL ot AR $ (e dlNs] digl 2iuaiil
21990 A d ¥ HHE ASAUAH] eqldqH] e A AH[ Uil do1R
ug gulaldl 9. [Audgqrg-il vl Gesd 2 9 5 AU ¥ HilRd]
qiAql 29 d dq d4qdell Hal as.

16.4.2.4. @9 (Executive Summary)

Executive Summary«l % &g & d Abstract $2cl vol Y&l €.
Abstract v61 Zs4[ ¢l ¢ 2412 BExecutive Summary [dega ¢l €.
d Yvdced dRBIl, GUASIR 2 MBIl YR Slad €14 9. d 6 Uil 52l

HéUd qri
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qui? w1l sldl. Aéald Uit 1R Hleleol vl xndld w1l di .
A2l $5c ARA A &9 2l A Y32 WU dl Aedlel ALs5H [Acqol
qi4+ 53 ¢9. ddl Executive Summary 4l S qlédl 614] % dlR¥l 21147]
daly d vol Herdd 6.

16.4.2.5. ulRyy

Aneqldnll S, GeU v [Aecr wRAYHI gqlaquyl iqel. i
[Qcqorl véatal dectl ddl YselAst Zsui syl »udl a3, Yoyl
URAAH MLl oled s 2ol [Aeqor Y9 sl U5, d 254l 81y i
of yirlell qaid el sla, dq alst $5AH0 % Y SALH 194,

16.4.2.6.  Yu GUI

2 ASqIE] YOl ¢ 2 de HIAY AUSAIATL USIR
Nes 2aRa sd. i Gualol 4dd Ugld, 234 AsAls@, el [Qaysi-]
[ w8l 24 drsil g2id 2 d arel 4z Jwsl [Qodar
2YQH] 21199

16.4.2.7.  GuSI/MAUHl

1 [AGU0HT dlRYLY HeEed 2 GUASIR ALUALHL HId €.
GualsiRML, ddl YSdl A AS] a8 ulReuxil 434 sq14l 1] €Y
dl d A&l galqqul 210d 9. HelRsalal 518 GUASIRA Al sl

219 €9, uSdl Alell Hevdy A 2leg Hevid 9ed dUSAUH] 19 .
GuedsiR¥l 14 gqldal UrAl-l ¥qlol 21Ul AS.

- auld Y gald ¢ 7

- Al Gusiz sedl Gualdll ¢ 7

- SIS A84Ys 9 A dldl d Y Y7

- AALHO/BUMSIR [RRIA slal RS2 d sieulas [Qaq slal
ANSA. d 2oUG eqldad Sq Ald oUe Aol Yuddl sldl ASH. A d¥
Guedsi/Fiesdael]l oy wedl al d galaq. d [Acqord]l gl oi-ud] A+l
12 v 5144w o] A .

16.4.2.8.  2aylA

o 51 deed ldal Gualol 54l sdl dl dxA el 4gl 293y
galqaal #3209, HeMll aisal H41e AidRANA 2R HquRdl.
16.4.2.9. ulRlaw

seds sy uRle s wyiaq wg ©. (sl.d. 518, H=ald
56 qol3) i el Yuy Ao oled ulRRIeHl sulaq RS,

sedls uEqHl (1A Tl HEl AHIGUH] 2199,



- ogldd]
- HEY 906E]
- B85

w  2udaa- alsqsl

AEqIE ALY 2l OUel Mol 5l [t I olsUY ¢9. HEUAH]
[Qci1olvil 4194 (61 AYAUH] 219 d Hetd 9. AHEAIE AL HeTdril GUHloL
Mol $MI57 uglael] Gualol sRAlHl 2114 €9. IHIc HellHl 1411 6]
sl uglasll Gualol &t 9. AL $HIS M AUl HE-5H(S A 5AUR
ugla yede 4e ol olle d ¥ Ugla-l GuAlol 524l e ddd GUALdL 524l
o33l ¢9.

EALAU $MI5

[Quydege $4 2ydl HiS gule $4051 Ugld ol UAldd 9. eula
Ugla-d (14 uxwgl Guylor skail usudl .

yuy [Qegor 1.0 2.0 3.0 4.0 (94 g2 ua 530 usiy)
QEIESEEENTY,

[Qeiorar yvy e 1.1 1.2 1.3 1.4
CILESEETTE ),

vy ¢ Yeieor 1.1.1 1.1.2 1.1.3 1.1.4

* w82 ugll

IHL HvAL2]L VA §ERA ol GLoU GUHIOL ALY 9. HvY [Aeq19
25 MR Gl EALAAH] 1 €9 A dril Yel [Aord vl GIRL EAlddlHL
29 ¢9. ¥ {14 cqldd ¢9.

yuy [q6119 A B C D

(B a2 Heua)

EIC TR TR AT Al A2 A3 A4

(6121 212+ H&La)

W 2~y uglAi

GuR 6 HAlda uglaxl eulaqil 2udl 9. dusl oflw ugla>il-l
uel GuAlol sl sld ¢9. o4 5 1, I 1L, IV, V 24 a, b, ¢, d, e (4ql
1B 2HR i Avdlg (A8 El.d. i.a, i.b; LA, ILA 217 w4,

HéUd qui
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16.4.3 2dqdil 54

Qfsc1 HSEAUAM] HedUl Y Sl HIS UcHE 5 YLE 2[4 YE
33 us. Saia 5¢ Ad Uid 540 il 7 ¥ AUSAA WML U €9
A« alst [QuiRl sld & 5 vqd dlsl gl 58 Ad daHl 2199, Algsa
Ad 5 ulasa dd 7 dasl aswdla 9 5 4l 79 d g x1g™Hd 5 del
sdald dlsl Asdla Ad dd dl d-l s2ad Algsa Ad s 21
dl d Ucdé 4400y Guylol 53 us. A d-l GG vgea 5 dlsl Aslld
aefl. vSaian «dleaisiel i sl 21q9 Al dl dq S [QAR ¥
el d alsl dq 56 Ad s, dl A8 ddda dd yRla x1[e1o4 Gyalal
54] AgA. Adl, AHDA Ul M.

Ucddl 2[4 gl Hedlel Yvd [QARI] Yld A3XALAHL 524
219 8. (yva ¢y, arell, [y a9?) [Qega ulddl, asias edldl,
AHerl il A ol oy Y [QAR] %t el 211 €9, 2l 113~
S14el 2 9 5 dlsld yvy [avsy gl e Aa Yyl vus Adl usdl
efl. sqrR @lslel el vy [QA1R 2 A4 Al ole d d4dlel] Al
A1 AsHd 9 5 Al d 5] 4 nA 9. sl 55 ug Heg Eal 4l
¥ AUSAUA HAE 2[Bo1H g 9 AHl dusd] $sAHS 1y Glefl
Al &9, dvis Yl 1S [ye evid 9. d uldidl Add gdlad v

Bl gguiaall Udci w12l $2cll.

AL HSRAL HEAUAL AR ¥ LSl HAH[ S51UMHS AU UEL
531 A%, rUR dlsiad AusHl Alsl A S1d. El.d ATUAIR HEdld,
N ¥ ARUH SIAHM] ¥ NIAL &9 2l dHIR]l USE] AUEdld &9 v
AUl Al ERFU HIS AMIA 9. Al dHIRL HIS HAE (1014 91l yRlE
[Qo134w1] GUAIOL 5241 [Scllds 6. e H[MoH] e dH 225 yedl
s edlal 2y s Y1949 Aasiqi [Qa odl usl ol. dq a4l sy
21q] 2l MO 53] dl USAL d¥IR edldl 2 Yudil] isWs YAl
33 dril HASH Y $AU 9. dH ¥ Y G~ 59U d i uddel o
[Qaie] sl 8ld, 2id a2 AAST duld 4e Ul 24 ddl 418
ol Al U9 eAlqql. Hidl §[E194 gl ulasa Aasil U9 wdl Usd

N

&.

xRl wila asiA

A4 ;1. AHIYE WOUM dHIRI FUsl iUl

2. dHIRL YU AHSHAL Hd YAl YU 419 AL,



5.

USRS AL ¥l UHAd Al Y 9 7 2l ofd 92 Y Aoy &9,

N

AN Alsat ¥ aMIRl AUEAld Hitd 524l ¥ &l &dl. d dd 5
Aellul aviqig ude s2ul. 2luARSs 2aal H-luAlRs

a
b

C

412l H2013M2 YuaLgSn?

YUy YYld

N

s Aql A5 o Yldlal AU AP AU €9 e
Al AL AR Mol sHARIAY1(851205 2oy ¢9.

Al (A4l 2luAR sl $440 2184l

4 osly 5, w04l el AERUA dra ¥ 520,
4 iy 3 5 wodidl] NE/AL dRd ¥ 52d] A5,

¢ Ag [QuF ¢ 5 asd dedl ssuell wouil neéua 54l

A A

YUY 2dl M 4AD & 5 &d AR Hlg s4l 90 ¥oHI]
néUd 53 edl AN,

16.5

AU GEISRWL : HidlRs aweinl 8q1d (Example of A Report:

Internal Inquiry Reports)

yeasiaqdMl yelyel Yescllul / aHidl €1y €9 ol Bsuel Guid
alyal x330 9. wel Yeasiad dqqEd] Al 45 . YsiadHl Ys Uil

HéUd qui
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2l drdl 4194 woq1v] ollsqvll, Alssil HclM, sHARTAL dcld, YouR
Yy, Yl veql Aid AoilAd o4l Y2l sl 9. FUIR ] A
Ged &9 R At He ARl 2 53] AHAUAl HEARH UM Hd
9 2 dell HIS G5 YA £9. €35 AHXYL HiS [FURId HHA €14 &9 ¥l d
1551 53¢ uMA(] YR M FHL sAAdlA] S1d 9. i [AMIAIM[ YL
U4l USRI AHSAUEA] Ml AU 5IY. 2l e HEdld 9.
Stoll o119 QA Vil 5100 il AISL Ul €9, wHSll o1yl vl [QAuddRg

£91(d ¢9.

16.5.1 2ia#led ux

Address

Present
Contrinuous

Present for
future
Indicution

28 54212 2019

Mr. Saurabh Kumar
Senior Librarian
Biblio Library
Mumbai

21e804 AUlSS,
AMIRL glRL v 4lALA [Rysa s ¥ 2dald

AUl $AUHL 21l d w4l sud] &l .
211 AR o1 ollocll¥l Yrasiadnil AlSsIHL

a4l Ed AHAAIYA]L A 541 53] 9.

e Al &9 5 AMRA gl YA 21dE]
CLAIMBI ¥ UHRAUL YISIAY L HCH] e
s3] gt Glell sl 2udl €9 de [R5
q4d. 2l Yisidyd s3I 4alREa sl
YA HeE 529

Your truly
ol 5412

AUSIYS AdUld

Topic

16.5.2. Addld

I am submitting the report compiled by the Special Committee appointed
by you to examine the causes of growing customer dissatisfaction with the

AlSs A sHu204 a4l A Ay

services of Biblio Library.




REPORT ON
GROWING CUSTOMER AND EMFPLOYEE DISSATISFACTION Title

Submitted to
Mr. Saurabh Kumar

Senior Librarian

Senior BIBLIO Library,
ofticial
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 i

vy oqyid A Al v AlRlad] A 53 ¥ ALss i
so213040 qtl e Ayl dur 520, s vl ofloclluins] ysieya
205 a4l 53 duare 52,

~

44" 2 grerey Ag ewld ¢ 5 Alssivll sRUE Yvaed Yeeisll
wRA61d /24194 naasll, Yeasiayl douide ur 2yl Hilsdl, vz
AHAS A wd Haqaidl adl dla, Yedasiad-l x14104/vri0 Hdld
Aol sdl.

21 sRUIE] FAUel HiUdl sHUR] 2 58 &g 5 2l 518 YRl
s, @lol sl SALSLAHY, HiEg dcel, e HAAS 43N 2l 54417
q2d A0l UcHId, VAL Al 518 YRl Yeisidl Ul 2 weal,
AAlds 2 sHAR] 92 UcdldedA]l LG &l

MLAIHBIN YOUR qHIR], S1H 5Ll AHYH[ gelsl, sHAYR] ¥
AlSS AH ¥ AAAS 18 U] Well Aed 2 olioiclnl AHI199U A4 €.

HéUd qui
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16.5.4 Ac™U A€l

Y AYYIE gIRL oMl 2] vt ARl wedl (14 sl
UHIG Scll. L AR oflocl]>i] YasiaaHi a4l 8¢ ALss 2 s5A1ln
Al 518901 aur s sdl.

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

Ml sEqHl iy ¢d 5 ad 12 o] 22 yHlHl Alss 2 $4AUI7]
AAAIM AL 2 524, AHE AlesHl  sRAIED 2 sl wauoll
AULAALAL Scll e AHE Ylaldl AHEAUA 1A 20 YHlHI Yrd A le]
¥4l 5Ad4l] &dl.

16.5.5 Ys&/4

ollocll2tl yeasiaa«dll ey« 200740 4e5 ¢dl. 1 ad-ll 422 211dél
scl. dell YeasHl A Yuddl dlsl Ay d-ll Yeisid ddl 44l sdl. Yasidd-dl]
dayl sedls alaxl ¢ d-l sRaie Yeasiaanil 46416 53] sdl.

s 2dcaly a4l €l sdl A ddll §Hdu d-dl 514 YR
uscll sdl. 211 alRlaAl A Yecsiadel 4041l 2 s 14
Aus 53 del s1e90 well Yecsiadn 530 4194 Ad 14 52a1 5A140
214l sdl.

16.5.6. &gl :

a Al sl g edlnil AAIH
b $42 220l ] AHEHIH Vi
C GUALRIMS YOLE(] HAIH

16.5.7. 20Al¥

aAllad] uiRlds HlSor 7 210122 2040 il ugla «1s51 s2al
ol sdl.

uiy dlalla-dl 2 aldla eruqarg ss1 s3 sg. a4l +l-142
i, dslds Aauld (Ao 529 2 naqell) Heius Ay Ayl (AHAS)
2 wla) ¥ w1 sBIHA oL s

15 2loee 20... Al (2ol s4=22] dous--r 10 ulallaxl-
YO MG YA 20099 vl sHADA ulRAed uor well usid.

Ycisiadfl alda 2ol HlSdl Ui 521 100 24e4lA Ur41qlE
[Qarer sal4l 20990, Aol AHAAL Aoyl qlqvl] d-ll 3013 5 SHlsla
GIRL YISl $AIH 2199,
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AlAlan aedlyl (19 uH18 HilSdl adxarml 2udl sdl. AHl-14?
Auule oty 214191 scll

ugeello duvied (A 52q »A naqell) : yasi-l wgs wqel-
51281

ueella A (S-yaasiad) @ Yeasigyl 321 o83l Ul
516

weerlla Adwid (RS 2 wdet) : APa-l AlHAS] 29 ¥d
Haqardl g Mgl 51281

weerdller Aayie : sHUA g1l 24[(QAndl adwt 207 AREUAL AL
51281

A )

2ivf] ulzar o 1 42030 20... g4lMi Y2l 29 A d-l sHSald
28 592120 20.... Y4l wHL sAQAUML 21199,

16.5.8. ulsal

Yeisidd Al Yosell 2 viws HUlRd]l Haqar. sHu?l Al
5 [lSorg 2udlwa Ml iy g A5 HlEuHl s [0 srqiul
214l sdl.

alsausl uglas] 2oy »udlo- s 2y &q. a4l d-
Uldinil el yearda youdaldl e »uuaiil 2dl sdl.

Ycisiddel 50 dedld 44 Sl AIUAML 2l Sl 2 dHlA]
[Qorqare [alay Atz qilddl szt saai 2d] sdl. dir€ld il
uedlel [AGUo1ML Al a2l sal.

16.5.9. sHul aoan arzil

Present ile2eute - HUB20, HH1gL1-UEL 47t, @4l5etod aure | Pointa
pertect

s AN Yoo 51200

s wouRy My dectl 5 avel] As HY ¥
Sd. $HA dtl YoURM[ IR %9 €9,

h

Present
perfect

N

516 sq2130+] dlre1o?lell ayiril 4HY M2l d-l
USHALY LUl 12l s @uidll v ysadidl ¥
qlatr 9 2 vol ¥ slnalHa 9. - ulRoud sl uR

dlgt yeld &9 d ggel vl HMlsL A &.

Present

oflocil2t] Yoclsiddl AALds {3y s4A120 U
A5 ML HIS Ui 2 AURAIRY A AHVILR
5289, AR Al 1S vg w4l

Present dAlds 430 2 sq21R] Q23 4104 Ueqdill Heid
slael] d Yeasiaal uqlmHi wRgs Asan 52 6.

o] AHRAIM] EED S1H 5AL UR, UL V]
sH130H] Gl 1A 6 & 2 YISl AL A1d
ALY A1 ] AU 53 9. Ul 66l ISl HAH] ¥
ollocll2tl Yrasicd-dll ¢4 &9 d simsiRs .

Present Summary

HéUd qui
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16.5.10. Yerisicd-l Al Aol4d a9l

Present

Past
passive

Present

Past

Wiltzenn : ueaiald, yaq Y4l 214 sl (32 gy
IR Al5c1old AUl

Yasiad-l 46l 14 euldel el Yl AHged
€.
Yoesi-l wuloy naasl :

Y5l §Haul viriel R Al MAAL sdl. Ul $12]
ol 81y e 5942 Ul oAl ¢ld d UM ollold Sdl.
A2l Yeesld 4194 I 2dsddl -t sdl, ¥l 464l Yasl
alyal yesla ol wdl sdl.

APl AHlAS] 214 el oll4 Guasyal :

AlFdRell [Q[AY «MAS] 214 dalPs wmdl Guasy
sl wefl. s4135 $edls HAS] UsUd Al st
IS4l Yedl Hivd Uy 9.

Yeasida-l Syl Hilddl+l e :

Yeasiad-dl] dolige 41oY MY AUSS SALH]
219l 12dll. seclls [Es izt Haledd s14 5l sdl.

[Analdd sl »16uq ! :

by Y Y

aedld qellaiR Yy eq 5 wdR dHq Yesell y3 -

s 213wl Meg H1o0 dl Al Gelll - dlessigaly
Al 527l

Findings
Il

Signposting

d

16.5.11 &4l

Constructions

Notice
prepositions
following
subjects

21910 gAdAl ARV 4R AAq (14~
Mgl 53021 ¢l

1. wouReAl Al e M2l 570 441,

2. sl sAlsld YAlo (152041) qtuRi-u
HHAY 49,

3. sHARIA dlsl el Horlsy AUl
1S et dlMel] s145H

4. Hules H3q A s4U17] 92 vedl] Uiy
uglel

5. Yaisiddil s4AR0A Yeesd 4194 YLRAslg
2 waqsll sal e Alely.

A

6. Ylsiddil 328y AR €9, Al Rl

-

AHAS 2 wdd MY 9. d-dl €2
218934 viaR] 524,

Link
with
previous
section

List of
recommendations
ab




16.5.12. GuasiR / [Avsy

Present

Future
Indications

44 1.

“

Allax] yycy 9 5 sayl »uddl
MAIHG Y U AHHAISWL LY.

d 4¥4d & 5 olloclzl Yaisiad Ay
ded] ssuell dMAly [FRIS8L dlqdl U
il slesd $°q A,

Summart
Statement

dHil wila asi

Y WOUIHL dAHIRL YaAUs Ul

2. dHIL FAUGd AHSHAL Hd AHIUA Yol 1Y AU,

8. GUR 2§Ud Sl 25 Uzl A5 HIRU 5.

9. wddldrl 6q 4 & 7

HéUd qvi

45
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10.

€25 [Ac1o1mL gy 514l €9 7

16.6 il 218881 : A8 2% 54U seells yu-ui (Tips)

*

I1.

Nd auaa ugl

2121 AU yd+l] YAnicdl (Tips) ale1al. d5cl g1l sl
widd il wd 25 5. ¥ v sulqaril el »udl. d-l
1M A58 5.

dAde UM 2194 CD ad qoudl asl e ddqd ¥32 w9
dedl avid dq Al usid. CDl 21341l S52e wqiel (A4
YA AHIDE] 9.

1.

2
3.
4

9]

O o0 9

vddld 2 duiril w2 el deq el el
Aeqd dunHl [l ddll Guulol 524l Hetdl €.
AHSUAA] 1ML U, HHe 2l (3514 sldl %330 9.

2HEqd uirl? Uldidl M e Avid] AgA well [Quy-d
v &Yl Yild 52.

GULOL el YeIMIOIM] Y5 52l 4412 Hetdril (AUl Y54l
1l

A1l AHE QA drdld 4194 %94l Y] yisdl.

2IUAIRS NIl GUAIoL $2dl q4I2 LT 6.

€25 Uil 54 1yl

AlRL Al dsal d Yl dr 52 69.

EAIAAL S8 2 AlSH NS 1.



HéUd qui

16.7 l2U% (Summary)

2l 5% GIRL AU Ml AEAldl YEL YEL ALUARS wiLel]
“ildaour sl wulR HSdy duir 506 1R Heislel HirHi/lnHl
vil 529 5 FHL : [AMAdRg, HIAY, G4IRE 4ol Wil YR L4l
g9, el AUl WA AHEAE HIS YUldly HEI [F1Ric My
gld 89 el drl Y sA¥ALAL 9. A 51 Wl 2lg HAY U €l
dl i s 21909 (widea) yaql Gualor 30 usid. wdRs e
1S UL Al HAlAa iy sy 9 d dHY 230 & A d AUgUY

-

g HAYIAl GUALOL 5] d WO ¥ &9 5 AUSAIAl §35 WML

S\S) 52)

16.8  a#u1l uould as1xi-1 Grdl (Answer the Self Check Exercise)

1. el 1Al 2R Y Al ¢ 9 d-dl Hulddl uid sl Hie
Adalell GuyloL A1 9. Gelsr@l als drel-ll dllAvily »uelses
ALY &9, AUl ¥ e & d Hild &Y q0l3.

2. “ledlue sidaua vitd] Hildl 2l4edsa 52 €9, [Adugiucs z2eqlel

[aearyr 2 Hl8dl o1l Hida &y €.

3. yo-dl xdaual,

[Fyasidln Aequd, a8 icHs +Hedld.

Y 9 A

4. s walq A8 qaxg (1) dd 99 & dg s8¢ (2) d- 1552
Ad 569 (3) d- a4y 3q.

5. Ul Al ALl AU155H A&l ABd 9. HUR SRl AL Y
55l 529 ¥, sy a3y Aol dasl-d AUSAUEH] Hoe 53] d
qud &9 dril $1R9-HARA] Aot sld €.

6. () wluulRs (b) 2iluals () »luls
7. d-b-c-a

8. a1l ad 53l

9. a1l ad 53l

10, a2l ond 321

47
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*  aimaq wéq qrug

- QA CUNL, R, UE, U A [3514a sld]l NS,

- 28y IS YIoY LS YHE $d] NEA el AHlvl AHSUAH(]
A Asyvf] Avd].

- s 2q Qe dlMs i@ [l ddl-l Guulor 534,

- OOl e YeIMIM[ A5 5l AR Metdell [l Y54l
],

- dMIRL AEAlETAL dedl 4194 w9yl Y] yisdl.

- AEQUEAL QUL AL Sl Yl veql $Me] £9(q4]
N 2.

- €35 Wig"l 54 Y4,

- YsARY 2] Y10y F14[So1-] (ALl 54l

- 55a 2luAtRls eutel Gualor 524l qulR [Baide €.

- S8L, s, A, A9, sl qolA ALssALES HiS [Aas g
e Alcdld elsql.

16.9 2!1425” AsEl (Key Words)

néald : [l ilBdlg Ysalse9 - de 9iid ¥ed
Q.
yeqlda w4l - UCU[Ad AV HIUARSALT UG, HIAY el $H~]

HHIQU YLH €9,

16.10 %Ec{ 241 4y AU (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
Ltd. Lancashire, UK, 2004, print.



*

*

Kuiper, S. and Kohut, G. F. Contemporary Business Report
Writing, Southwestern Cengage Learning, USA, 2005, print.

Netzley, M. and Snow, Craig. Guide to Report Writing (Guide

to Business Communication Series), Prentice Hall, 2001, print.
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s M2atid(d
17
3uuil
17.0 Gl
17.1  Yaud-il

17.2  u=wald ugld carvaizi

17.3  u=uala A2y
17.3.1 u=ualazi- 4512l
17.3.2 u=ieit 45121
17.3.3 #iugsqi Guuial
17.3.4 2u1q4dl

17.4  usualag ydudas

17.5 u=ualag [dze

17.6  wausinil €2

17.7 u=uald ugld-i s14g1 2-1 HAlE14

17.8 awia

17.9  a=dl wold uasii-u Grel

17.10 adlgu acel

17.11 e 2 [Qedu aln

17.0 &gl (Objective)

A5y q2al yed] ¥ HaH s,

- U&elqleel 28 dAHYl.

- Al AUl ugla-ll 1qzl

- Y&l qleefl Al 2 ydulRaw 2q avaidl Alqddl (A9 n9g/
olvg.

- ueiqlasgy [Adrg s+ &9l sai-ll cqaal uw 29,

- Y&lqld Yglarl s1460 e HAUEI] A,

- Yldil @=140 «ql Alddl 949 (Trend)d 2.

17.1 M2dld-il (Introduction)

Ysidd e MRl [Qsueel 214, 4d dulby-il GuAloLsl]
50



WISl o1 w3[R4ld Hie Sl UMM GUHLOL $ALHI 219 €9. HiLlScl-l
2ldld MU 541 HIE A Yisiddll Azl 4uod 524l AAl4SAl
Ad sl 42 9. Al Yrasldd A4 AUl 524l GuAloLsdl-l dasl Nl
A2l w3R41dl 9912 Hie 3l A2 5l UM SRAUML 2d 9.

A4 AulaHl 219 USR] ugl@ll Gualor 53 3el s sa1Hl
2§19 &9, AAHISA, HAISIA, D U2, L §05H4] 2148 U= dULR
sqil 2slns, A [Aargl, S14el, H4lEl v d d=2140 a4l Ed a9l [Q9
dlvily.

17.2  u=2uqld ugld cuvaizl (Questionnaire Method : Defination)

ueiqla 2 3el vsoL sdl HiSy s ALY ) GUsWL 9. ML~ d
3el Y521 5al ANy 5l 2l Ugla-l Guylol 53 ¢9. A1ssA AAlYn H1S el
520 524 Ay 5al Al ¥ o]l %32 14 d MG el Ylgl o1ud
9. 2l Y&l ULSSA $HH OUSAAUM] HId €9 Vi ARGUE [A[Rd udd
qulQaMl A dlsaoia Ad il 219 ¢ 2aql E-mail g1 Hlsaqii

N

219 ¢9.

Heqiqld ¥ HIAALE AHIYUUR HIS AlPd Y&l €9 Fell d-l U6 AUl
0. Aulyq M 21 wuoll HAlAs 32l 9. BalgHil Ha xug (1992)

b)Y A\

“Yaeiqle ¥ Al Iy €9 FHI B HHRAIH]L YA S1Y 4Y] €9 A
&l el el 9. Fl AUl sl wAo 29 9.7 @qidees (1985)

b b}

usiqla-l qrvyal 2«14 9 5 “Usiqla 3e1 vsol sald GUsL 9 FHI
Ueedl 4LoY SHH[ Y SRAUML LA &9 i U[AALE AIYUURAL AL el
ulalar A« «lqqHi 20d 9.7 M-t Ad w4dH0 ualds el sl 54l

Yaq1qlEl Guylol Ay 9.

17.3  u=uald #4241 (Questionnaire : Constroduction)

w12 Hrqle AR 5302 AU usal A AelAl ugdAlMi Hi1qgAdl
aud] ud 9. wdl AUyt sl ¥ AvHl Huldd Al 29 9 dell HYle
FaLol Hitd Y. 2l USR] 32l Y52t 541l Ssellsl g Hird i [y
lRdl 2ot sa-l &9 well Al Rl Ad Wy A Geseusizila 410y
Aa auidl usid. A4 sal Hie sla 43d dAHRAIA] e qHydl sldl vol
32l ¢9. Hrnaldy [ANyarg [ARd sl uedl dsl Aoil9a a8l u¥lal

5] %32 ¢9.

a1l dulanl [Qaa-dlddr #ie dxi 4k yat sldl %33 . (Covering
Letter) eit-isal-l v, Haulb4-i- gl euld . A4l ulAcUD 21y
dollbld 21 ucqldAl w3Rald sulqqiqi 2ud 9. uRouMly Y sl
2199 ¥ A48 A yUslld Y o9 A youdq ASA. AHayz (Cov-

ering Latter) ulaciua 2uy-ied dsdlor #ie [A-dl 524l 214 uz1qle-

Y2493
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S AHNAAl, " d¥ril ¥l I AvAHl 2199 d-ll vial] iudl.
4] viia?] ylacud iy Ysausl Hlaciud 2yal Hie Qe 2 6.
A sl M-l 14 e 6.

55a viioll ulRaiyw i

edl-l d-za ylraladl-u sl s dsulsi-l
[Qgil dcuy Y grea-iedl HuR

qasldl dladig 21Y-AIR

¢ el dwea ylalad- ailys daulasi-l [Qgi dcidq 4R
greederd] A U dulut 520 @l . 2l AetHl 0 Al¥ys dsulrisi-u
ulAeiia Ui Al Hie Heedleed] ™l s2d 9. ¢ aMid [A-ddl 53 ¢ 5
a4l Bodl ayayie] 2lsl wqy sl s yealal qilddl yal. wdiedl
Al AMAHL AU A $5d A4l g HIS GUALL SAIH 21199,

u@roil s34 oflsigi 219E H2ALA@ S ML AZHAUY 592 2ALYAUH]

) b

21dg 9 d g, a¥d [A-dd] sa4l d ¢ 5 UrqlEa A5 HsAUSHIML

G He Yl 53 YAl D, 2L GUGAH] dAHIR]L USSR V6l UAUL 41O
219l

A IR

axil [Arsiam

Y
AUy

S5 2dl ¥ Ul Yeodl ASA weil 155l s qulAuNH] dAHD U5
2 del wqe 2yal HE A<l wad su+ eld. [Qey= (1997) 24l 4d
4ud 9 5 dulud sl A [lad wuql dlsl Al dol 514 59 NS vl

-

Helsid 5 HAdls 59 NEH. F AUY Sl Ay-g 48 neal Gudlof]

d €9 ¥ HRUQEAl AlssA (Aol Hie del MlAciud 391 sd o d wel]
ASIY.

¥ usAlqld qlée grl Mlsaaiil 2dl sld d¥l Yldinl A349Y 592
N3g ASA. 6] 5 AR s3Il yedl d-d s204le suag - B-mail 4l sl
dl dd wR(Gs usaaqld s Hiscl qie »uiag.

L] UG 5CHLS Y N2 ¥ UrAIAA] HYAUH[ e 9¢cl] el
Avidl AN 21 6.

1. yaidleel sasiu 1551 s4l.
2. Y1 U512 UAA] Yeodl d s8] s2a1 (64 ¥ e vedl )
3. yaiqla-l gise dyir 54l



Y[Qal A4 Hl HelalEy ydl3les

QA Ui AH 2 UG MA@ qHIRl $Rdl.
Ay elld Ul [Ros 59

YA AHAY qylAyd die su4g.

w6l M 529l

O 0 3 O wn b

ura el [Qedyga v veed

10. ASdd qui
W uzqla- doeud

uMgId Ueiqla-dl sl [lRia dond «1ss1 s3e well. 21g Hieqil
21d &9 5 o Usald vor aiol]l gld dl A4l A ALl Sl 2y
&9, urqlel douss daulyn qHAl A s5] $3d qulQE Y iER AV
&9. ulaciard] esiqaul Ul 21y @Alsa Y2 Y 241R AY 9. UrAqlE]
dond Alsse usl d«dll 3da 2d [Ra gl yaier did sqal YR
AR 52 9. 516 AlHI~d UAlQlEA]l dous oloiaq s16 AlHid [Rded 24l
astd &l

ysiqla ¥ [Quya dqofl8d urldl amid gl el qultq sl
NG ASH 5 818 43 Huld-rl g Y €9, ¥ 5 USIRU U2l Yeodl
NSl UaAl Aql sldl A ¥ %33 HldlHd ssiR 518.

»  urualdul Aqgagdl Holeds [Bgial
1. d q-q@~ucs sldl A,

2. oy fdqrar ueaMl Hlaell8a usql slal AS. veal ddlol
yeeMl g8l qir Ayl 4 [Qeaa HlBdl Hivd wuy &, ¥
2egen 539 HD 6.

3. ueqldy }zu 2isNs ¢lg #3309, d Hialavil Yo srqiHl
Hee 59 69.
4. yelqld &Rar Hie Hlacid 2y 4194 44l 2qud] A,

dHi?l wila Asi

Ay : (1) AUA yoUHT dAHIRL YU ALY,
(i)  dHIRl yasd AsHnl AHd 244 yU 14 AU,

A) e wé uruald-dl doud d-u uldcua- esiaudl u: Hu: 52 6.

y2A41q(3
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17.3.1.  d=udala- 452

45 s1enur (1996) =180 ye-iqle- =19 us1z wd . (i) 4lsddl
(mail/post) U&alé (i) ¥ gl HAlda H=iqla (i) Alsaoa dus
ueelqle.

2 294 U] yriqld Yized (Ylwe 3 $-4d g1A Hlsddd .
[Qay=t (1997) 2iiqr us134 29-Y&lal H=21qld 56 &9, 21 H=qleH(
uddell nissl 3¢ usl sl 9. UlAMIA 21U Yldly 23d dvid 592
218 Y& HIyHl 219 9. d Wiwe syl ued]l el AR HsAUAL YR
2019 &9, 2l UsiR-ll uealani wda us (Covering letter)d [AMddey
gld 9. ¥ dAAl4rinll Sgil, 5191 a¥d 9. 2l U9 UlAMId YR~
[avid] 52 ¢ 4 8 A8 A 2dal wasil yadidl ya vidl s>yl
219 89, 2 Hs1RA]l Heuald oflonl] dvinelHl led] [BHayl /) e
wd Al iy 9. UAMIG AR U MM Yldid RS Yedl
Yl HHY | U5 9. 2l USR] H2alAn]l s S14El 2 & 5 d Hel
cilofles (AR s92 531 U3 9. 1 ueAQlA-A]l Hlewl Hlel dlRsidE] ¥
9 5 a4l ulacia €2 19 S 9. wuIR Mlel ol usiala o sq3aHl
yd 2l nd s x1ys o Hlgql 5 dedl ua HISl wud o, ¥ el Ui
51 AHY A vAM qyiRl 53 9. L USR] u2ald ulaeuq ¥
2yqil ¢ld del oied oo yw &2 & Ag ol us. Al uB YU

sle a5, 242 gl 5126 3ar [Q2aN9 q4d U=l Gléu ey 6.



el gll AALAA Hrald 2] oflo usiel] usiald 9. 21 yglari
UIQACI AIYAIRL 215 HOYL Y 21521 4l &9 2 Al 1g] AA] Y& 52 ¢9.
A1 Ad 2idl UsRAl uglad [Ras sl a4l 3el Hitd 541 Hel
qru 9. Ao UsRH] urqlay duYsdl 2 HlAcud 21412 Aqd

A &9 i AUl ] 1M H2AIAE HRAUM[ 2119 €9 8l HULH 15l
Uld He1qld 2 &9 .

17.3.2 U=l U512

A4 HULGAH HRALQAH] 5L U511 UA=AL AHI] U514 7 il
U 516 sl 18], €25 USRI Uldlril $IH4EL el OIRSIYEL 9. “YHrl
(1997) gial $2 & 3 “derard] suold 21 € 54 AU ARAH A1 €, UL
d 234 58 yRRAMAM 410y ¢9.” uslll yaeoll duly-1- ellus [Al2a

-

Y[ YR Y9 AI4IR A 9.
17.3.2.1 Y AHddion 3=l

Yedl Addloal Ul HRAACUL YR Yldldl Md H5d 54l
Ac2icdl 214 9. 2 UlAMia sy ldi-dl Ad 2eEeq $30 waiel
21Yql HiS [Ayd UMM dd2ddl 2] 9. (1A vedl AHddioal Ul
GELSRYL 21Ud 9.

» vean aqon i Gelsw

Y ¥ aMIRl HulaaHl Srer-dedl Gudlol ay g4idldl sedls <lal
a4l sl el ?

s vear vdaion usi-i si4gl

o YAyl Grreldl] WAl Hadl usiy ¢9.

o Aulansdl GrReldll+l dratlds Hacyl qadl us 9.

o Griveldll Adl UMM d¥Al Hdl d] a5 €9, Wldi4l v
AWl €Ald &9, dH ¥ W@-2lMeals v [Qora-] dylg U
Y ¢9.

P 32Als w6l GrRELALIA A5 £/ €9,

S vear AHauon ur-iqu oARs148L

o FaALOll HRUR, UG AUl Y&l YU 1 1Y ddl U4S US.
o QO Ml &AL AEHe Yeddid [Asqus dRs gld] 4 us.
o waleily sl3o 529 asd w#l.

y2A41q(3
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o ulAeia 2y a4 Aqd-ll ¥32 ul.
o Yelqlal waiel Hie quid ¥odi-l ¥32 ul.

o ulacia 2l dAMId Hseusdl Ml yel el Astl (Terms)«il
GuyloL 529 US.

o Yedl AHddll UMl [Q2dyE s:g 584 €9, uw sy el
AAl4nsaAlH 51999 ds HlAARA]L 21U 529] U3 &9 A dH-d YeEl
el Sl dllsadl us €9. L UlFAL vor dMy 49 ddl &.

17.3.2.2 64 2Aadion 42 :

dlel HHIHD Ad HMIS 2L Hel As-2gsa 9. Al HlAed]
YR 2l AU S HIS vl 40 v B3Yl 9. URAUQ[AH] Gd VALl
el 48l Qi[RI uRous eqld €. il YaIsid glrl il Helg [R5
aldl usid. d oy aqiar Uil atidl ([Qoia yIl uis 9.

w13 HeAl H1S 6flon (A5l AL S1Y AU 6{lD AHRAIA] MM
A5l 524l U3 9. A uaed] [Asey led] $1d dl $[289a w6l
i 530 usdl el

oy dqrol usdl Sx9-dld el qigl e UM 219 €9,
waLol YR AHIA] U™ FAU YHE 54Ul Sl 9. ¥ wdlel HlAcd
YA UAE U9 A SEIA Al HIS AIRAML AR S AM el AL <l
ug €l 4. il 2ddl [Qseull dvdl 4194 il sld dg oi-ll 43

oY Hddlon Y=l GElSW :

SlAl e MR Hldlril AHHAINT A 3SALS SR8 YN
LYl 9. AHIRL FUs 1, 2, 3.... Q92 54 iyl

o greerie U AHulY Alcdldl Heod 9. ...
o g-2lalll 2RAA ...

o e yrdll Mldl-l [Qauu~fladl 5] sl asdls

o A sH[R51 2 qd 2D GuAldL] 12,

o UM AT ACUL i

-

Uld 6 q4I? qolls0 Sl 64 Hddll ULl A5 U]

22dql s sal 4ol o4l aqi? yaeollaiar Ul £9(d €9,

25 yaeoll :

ey - Y3y !




siglasedly ysaqi :

Ald-mief]l 56§ s12ylSor 2sla ayiRMl & 7

Word Processing Internet browsing
E-mail etc.
Database Searching Power Point

* 64 Al YRl SIUEL :

o §ASS WA
o ulacyd iyl wdioidl géarl 3 asiy.
o UAMIG 21UAIR HIS AU 1YL 4R

P 518 5241 e Sold¥l eqlddl HSdl

o ulacia iRy YEIHA qai? [Quu-la o, sl us.

o ddewla Hoenl 4104 Ad walel vl us.

o Yosquiqronl walel-ll Aval el

o 2leg il 4Rl dlsl Y8 wdlel Y] us.

o [Fil21q e ([Qsey slard] 41d el HHIKH ¥d160 Uil

usdcl 44l nY 9 d [Qedye HE GuAlofl]l 9.

oY 2Adlol =l IASIUEL :

o UlAcd 2YR YR AUy sl (ARl A1l equyl 2ud €.
o Aalarsalal 89 ol [Qseul ulaeiud iy sHagaHl 45l as
£.

YeAqlaHl A ol U5+ HRL AMAUH] 2] dl G-Il IISIUEL
gersl asid. Hiel Mol usAiald s of"l Ul 2l (1ol 53 €9,
WAL YR ALY 2] A ARGl HIE 6] U511 2] %33 €.
2l USIRe] UAA UHE Sl A YEL YEL WAL YR IALRA 8. FeUMS

b 3

Sel 1S agqyl ueadl w33 9. L USIRHI oY AU HRA] 4194 oY

AN A

olel 9. 8IS 3el HIS veel ddqil Ual %33 6.
u=l] *u :

yaiqlad] A 5l YSAL, HALY15AH ¥ d2irl M) 619l
d 200, dsef Al aHlen s2dl. saiqr (1989) uswiqldni ysl-

y241q(3
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AMIdcl USEL AR Slloldly €l Avg A -
(1) % 24 ust quual & d wer d ¥ yedl a3 9 7
2) i el sy HE HsuRvil w284 7
B) 2 uedl dlsl vaus sl asd ?
4)  wu ysead) dlsl KQxud yAus wud 7

A (A waIol Uit 521 HiS YREHINL 21 vol 4Tl ¢I91 #¥q
89. 2edlsqir dulusl 1551 $3d cuulQa-l wosl-l A4 ¥4l HAlled i
Ml wal sld 9. uld o4 woud 9 5 vl U=l [AASRY HIE drd
Holl8c 2glsa el Gualol $2ql 24 u=uqlag ydulRaw g ¥

331 ¢9. ydulRaw yrll 2[A2iadld U9 §2 540 219 €.

FUIR 6fY ALl Yeaslll AU SRl SlY AR AULYS vlel walsiril
MU 541 FAU 5 AUssA ], A, n@Al el 992 Al usYdl 9 5
[l crylaanl oflon dsedledl YioiHl Haordl 59l 5l 2l Fdlol YE
353, 9 2d] uAeoll 2yl 1 2qd al HlAca Ay Alss Sl

A

oflof [Aseu yye 53 ¢9.

Adent dla Yol eqql A6, [Qaulea 2 GUd-lcHs UoE]l UAE
UMl 19l uvdl. 2ar acgl(l ueoll sdl wel Hlacia iy
24912 e wd e usnl uldeud ek af. G 2slisa wsel,
ded iUl ACEL, UGEL Fell B A Y 9. d HARAY 518 olrl €9,

Y2er] 5

w2 Qe urAld dils sH40 oNsqql N2, Al UrAQEH]
Ad] Ad olsqal $ ulacia i ofls 1 @l ulg yAHEs d
walel 214dl. H2elald-Al Uz@iid AlHid UG A8 H2-ledl ad] oS
20 yed] Assa usAl 4R ¥q. A+l urald aulFs doiddii Hes 524
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SRUME 219 dl AS 23 qeuqun Hiun ALyt Albia a us.” (B
s412, 1992)

201 2sa g Us1RAL <14 9. el ay GuAldll A s5d yd 513
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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

dHil wila asi

Al ;1. A YOUHL AHI”L YAIel ALY,
2. dHIRL YAUCT ASHAL Hd A T A1 AUl

4. RLuwaygy?

-----------------------------------------------------------
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17.3.4. 43l

N
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S yeg AN,

o YAl 2 MR URAIA LAl 21945 €.
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69 el

o [61n%32] 2 2 qulead Usdld g2 Avdl 5199 dd]l 219945 &9
%. Ul GrRELAUIA H&ALA FUOL YL HIS (AU 59,

(@ (@ A\ A\
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17.4 HR"llCl[C:tj 'g(Clrlléflc’?in (Pre-Testing of Questionnaire)
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17.5 &l*dlcl[?tj [dazw (Distribution of Questionnaire)
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qol3 sllolcllell AMIdeU Al €9,

sl Ad Helald suvql qie a8l yaisia ddl ul 9. rdl
d S04 SRl &ld, YRS, AU 5l ¢ld, ¥4l d AMd d WY
8ld d %94l §35 GuReldldl culsctoid dAus sal usy el ddl 2edls
yalqld yeasiadl s4R1 2 [Qeqol syar qludl A6, w4l d
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- dop Y& qlq :
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1) Do you have & caro o regular physktian®
= SelectHarg - L

1) How long heve you been secing your primary care or regalar physhelan’
[~ SeleciHare - |

3) Whas bs your regular physielsn's area of practbes?

T GentralFiidy Pracnie -
T Medical Speculty

™ Crher ]

4) Has your phy drian ever recommended any modical wobsines te you!
= SelectHae - bt

5) What medical webslees has your physician recommended to you?

H

4 .
s —
) L
o] A x| e MUSEINT 11 M [ Tmen severshe - | IBRN T 12w

A A

dr 4] dd B s2qi4i 219 935 P2l GrReldl UsMY i
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17.6 uldeud (vauel) €2 (Response Rate) :
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17.7 u=uald ugla-i s14g1 21 Halg1i (Advantage & Limitations of

Questionnaire Method)

Alel, 248 Y& Yglal 5edls S14EL AEH

3el Uikt $Rdl 4R 2 AUl 9. L ugld g1l A Z5 AMYHI
W2 wvml 321 Geust (uid) 530 usiy 6.

4l waell Mivd 530 usid 9.

weallel A3UHl HUSH] Uit Al €9, AYLUHS VUl HUolcHs Hldie
Uit 530 us1d 9. Gureldldl 65216 Hulddl Ui 530 usiy €9,
¥ Ayl Hid 5dl Hesd €.

yqlods 3l 21slia s30 asid 6.

d wAd 2AA5IRS 9.

[Qaia eflollés =14 21q?] ddl 412l qadl-l uldwe i a4
us 6.

Rulaq cqiulqaumie] Gar ulaeiua g2 ditd 530 usiy ¢9.

GriREldld HedlA1l [AH FU6 AUl USHl AHIR $dl »4dl
A4l $41R 541 Hisl HA 9.

Aalansalad Ay }zud] usaald AR sql uéal ydudaw
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Alloia 4 as .

o aslisl acel/ cdiqulAs ulRenl Grelal e yesdl ol us.
g e ol w5 5 usald g ye-ledr yaier glar qor-(l yiedl
219,

o HRA YOI Ul URBUH 61y 21 €.

o yeald ydusysd slaidl asdal 6l . dultn-ll uielHsal
UHIGL 5CCls HeTdell Ul AHIde Ul U 4 US.

o yeeiqlas] i qddl wael-dl Alsaidl asiuel ysa ¢l as

-

£.

17.8 2121% (Summary)

yld oide a1y s¢f 9 5, “41oy Ad add [QeANa usald
dala ofd wealcs -l ysucis lddll dye »d [AQua-dld Ala
gl 45 9.7 ueqld ud sral IS 4104 Al UG 2iqeds 9. %A
q1oq Ad w1 sRaAMl 21d dl d clMs ulRsuM as el us 6.

2l HsHl Ul AU Ugldg aut sl . Sal
Us1el UaAl A Yedl usid 2 TR UL Sieilddl sl AR 591 A1qdd]
Aud] AEA A guley 9. vedl Al o4 HAL U2 Y9l SIUEL Hr]
OREIHEL UM 2l 9. U AAYrl, FeUIHS VUl YLUHS 32l Hid
591 HeAlAlE AAR51RS GUSEL €.

17.9 a#udl uould asiai-u Grl (Answer the Self Check Exercise)

-

(1)  usqalal qous sedl sldl 921, d aion axael 2424+ [Quy
9. Ad] il &9 5 A Ul aioll sld dl Grzeldl Y2l el



2)

3)

)

)

6)

el A 242 il € ©, ¥q ulRsun 1y ulaeua €2 »ud .
d UEAQ[AM] el U2l Sld dl G HlAd £ Ul Ydiv]
ASAAl €9,

Covering letter ¥4« &g 48/d & 27 U2qld al GrReldl
[Qed] 53 ¢9. Aulunsal 21 U2 g1 Greldid (A-d]l 52 €.
AMYtsdl 2l Uzl g1l GuREldld deil yalor-dl ou-lddl i
Setel vitd] dultn Mie Gualor a9l d«ll viadl 2« .

Yedl dHdquol ded ddal el ¥H[ wAlelEldl Wldid]l il
walel Yl A5 9. deil Uil HeEed HHIG Y5 Id Uldinil
eyl QU €9. Vil Ul HIOUIL oIl H2A] YL sEdll HId
9. 64 HAQO H&A] HIAUIQIO Y] $Eq1d ¢9. §5 HRrll
walol-l g8 (A5l 2IYQML I 9. FAlel ELAIX] S5 w90l
YA€ 5qlv] ©lY &9, il HAld [H-5138 U2 sEdlHl 2119 €.

s 5y -

S0 25 ¥ MY UYL &, B AU S5l

b Na, N o)

Y Hdd WY 9, ¥ dHd qlWdd] dval 9.

225 g aUlsa

ydua y uld ¥ woud &9 3 yealdq Ay qzuHl 4R
5l USAI] 211 U3yl 9, 2 d HEAHs 9 A4 ¥ d g,
yaselvlain Hel 2 ARl 2ol H1e dUl4sdl- AlolEl
53 9. yd udlaw uedl dulaasal A s awel 9 17 gyl
q8d 9.

Qoi-2141Rd ULql@Al B1vSs H2t1al@d sl SI4EL €9, 21l Uil
Riotgr 2 2s2(lse9r [Qaua, 2] dvarqal quulads wadel 2q-
Alaa Ad s usid 9. wawer Hiy s usid 9. d A e
AUl &9 dHM ¥ [ivala 6.

17.10. udl3u @€l (Key Words)

u=uald : Sel 2l s:al M s AlY1/BUSE .

yeal Ao Aegl @ ulAcid YR Uldivil Hd Asd 524l 41 Al

1Y 9.

o4 AU U=l @ S2w94]4 wU] Y] Al UMM HHlddl 2]

Ao 34 : Yy Gus8l, ¥ Addlssal 223 Sg allsa

28dl Add U4 €9,
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