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�વા�યાય�ુ ંઅજવા�ં 

 ભારતના સિંવધાનના સ�ક, ભારતર�ન ડૉ. બાબાસાહ�બ �બડેકરની પાવન ��િૃતમા ંગરવા �જુરાતમા,ં 
�જુરાત સરકાર!ીએ ઈ.સ. ૧૯૯૪મા ં'િુનવિસ(ટ* +ા-ટ કિમશન અને 1ડ�ટ-સ એ2'કુ�શન કાઉ4-સલની મા-યતા 
મેળવી અમદાવાદમા ં�જુરાતના એક મા9 �:ુત િવ;િવ<ાલય ડૉ. બાબાસાહ�બ �બેડકર ઓપન �િુનવિસ�ટ�ની 
�થાપના કર* છે. 
 ડૉ. બાબાસાહ�બ �બેડકરની ૧૨૫મી જ-મજયતંીના અવસર� જ �જુરાત સરકાર Aારા 'િુનવિસ(ટ* માટ� 
અ<તન સગવડ સાથ,ે શાતં જBયા મળેવી 2યોિતમDય પ1રસરEુ ં િનમાDણ કર* આH'ુ.ં BAOUના સIામડંળે પણ 
'િુનવિસ(ટ*ના આગવા ભિવJય માટ� Kબૂ સહયોગ આHયો, આપતા રહ� છે. 
 િશMણ એટલે માનવમા ંથN ુ ં�ડૂ* રોકાણ, િશMણ લોકસમાજની �ણુવIા Oધુારણામા ંઅિધક ફાળો આપી 
શક� છે. અહQ મને �વામી િવવેકાનદંEુ ં િશMણિવષયક દશDન યાદ આવે છેઃ ‘�નાથી ચા$ર%ય�ુ ં ઘડતર થાય, 
�નાથી માનિસક )મતા�ુ ંિનમા*ણ થાય, �નાથી બૌ/0ક િવકાસ સાધી શકાય અને �ના થક� 3ય45ત પગભર બની 
શક� તેને િશ)ણ કહ�વાય.’  
 ડૉ. બાબાસાહ�બ �બડેકર ઓપન 'િુનવિસ(ટ* િશMણમા ં આવા ઉમદા િવચારને વર�લી છે. તથેી 
િવ<ાથVઓને �ણુવIા':ુત, WયવસાયલMી, XવનલMી િશMણની સગવડ ઘર� બઠેા ંમળ* રહ� તવેા [ય�નો મ\મ 
બની કર� છે. બહોળા સમાજના લોકોને ઉ]ચિશMણ [ાHત થાય, છેવાડાના માણસોને ઉIમ ક�ળવણી એમના ં
રો^જ_દા ંકામો કરતા ં[ાHત થતી રહ�. Wયવસાિયક લોકોને આગળના ભણતરની ઉIમ તક સાપંડ� અને Xવનમા ં
પોતાની Mમતાઓ, કૌશaયોને [ગટ કર* સાર* કાર1કદb ઘડ�, �વાવલબંી બની ઉIમ Xવન Xવતા ંસમાજ અન ે
રાJcિનમાDણમા ંપોતાનો [દાન આપે એ માટ� [યાસરત છે. 
 ‘�વા�યાયઃ પરમ ંતપઃ’ dયાનમ9ંને ક�-eમા ંરાખીને આ ઓપન 'િુનવિસ(ટ* અહQ [વશે મેળવતા છા9ોન ે
�વઅdયયન માટ� સરળતાથી સમgય એવા �ણુવIાલMી અhયાસiમ ઉપલjધ કરાવી આપે છે. દર�ક િવ<ાથVન ે
[�યેક િવષયની પાયાની સમજણ મળે તનેી કાળX રાખવામા ંઆવે છે. િવ<ાથVઓને રસ પડ� અને તમેની kુlચ 
ક�ળવાય તવેા ંપાઠmn�ુતકો િનJણાત અdયાપકો Aારા તૈયાર કરવામા ંઆવે છે. pૂરવતV િશMણ [ાHત કરવાની 
ખેવના રાખતા કોઈપણ qમરના છા9ોને માટ� અhયાસસામ+ી તયૈાર કરવા માટ� િશMણિવp્ સાથે પરામશD 
કરવામા ંઆવે છે. એ પછ* જ માળKુ ંરચી અhયાસ સામ+ીન ેn�ુતક �વsપે છા9ોના કરકમળોમા ંઅપાય છે. tનો 
ઉપયોગ કર*ને િવ<ાથVઓ સતંોષ[દ અEભુવ કર* શક� છે.  
 'િુનવિસ(ટ*ના તu્ v અdયાપકો Kબૂ જ કાળXથી આ અhયાસiમોEુ ં લખેન કર� છે. િવષય િનJણાત 
[ોફ�સસD Aારા તેE ુ ંપરામશDન થયા પછ* જ પ1રણામલMી અhયાસ સામ+ી 'િુનવિસ(ટ*ના િવ<ાથVઓને પહwચે છે. 
ડૉ. બાબાસાહ�બ �બેડકર ઓપન 'િુનવિસ(ટ* vાનEુ ંક�-elબ_pુ બની રહ* છે. િવ<ાથVઓને ‘�વાdયાય ટ�lલિવઝન’, 
‘�વાdયાય ર�1ડયો’ tવા ંpૂરવતV ઉપાદાનો થક* પણ એમના ંઘરમા ં િશMણ પહwચાડવાનો nkુુષાથD થઈ રyો છે. 
ઉમદા હ�N,ુ !ેJઠ dયયેને �બવા પ1ર!મ રત 'િુનવિસ(ટ*ના vાનની પરબસમા અdયાપકો તેમજ કમDઠ 
કમDચાર*ગણને અlભનદંન અને અમાર* 'િુનવિસ(ટ*ના િવ<ાથVઓ સફળ થવા Kબૂ મહ�નત કર*, Xવન સફળ 
કરવાની સાથે Xવન સાથDક કર� એવી પરમ;ેરને [ાથDના કkંુ zં. 
અ�N.ુ 

9ુલપિત;ી ડૉ. અમીબહ�ન ઉપા�યાય 
ડૉ. બાબાસાહ�બ �બેડકર ઓપન 'િુનવિસ(ટ*, ‘2યોિતમDય પ1રસર’, 

સરખેજ-ગાધંીનગર હાઈવ,ે છારોડ*, અમદાવાદ. 
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સવા*િધકાર EરુF)ત 
આ પાઠmn�ુતક ડૉ. બાબાસાહ�બ �બેડકર ઓપન 'િુનવિસ(ટ*ના ઉપiમ ે િવ<ાથVલMી �વઅdયયન હ�Nથુી; pૂરવતV 

િશMણના ઉ|ેશન ે ક�-eમા ં રાખી તયૈાર કરવામા ં આવલે છે.  tના સવાDિધકાર OરુlMત છે. આ અhયાસસામ+ીનો કોઈપણ 
�વsપમા ંઉપયોગ કરતા ંપહ�લા ંડૉ.બાબાસાહ�બ �બેડકર ઓપન 'િુનવિસ(ટ*ની લેlખત પરવાનગી લેવાની રહ�શે. 

િનદશ*ન :  

[ો. ડૉ. અમી ઉપાdયાય િનયામક!ી, �}ૂલ ઓફ ~િુમિનટ*ઝ એ-ડ સોિશયલ સાય4-સઝ , 
ડૉ. બાબાસાહ�બ �બેડકર ઓપન 'િુનવિસ(ટ*, અમદાવાદ. 

સપંાદન : 
ડૉ. િ[યાકં* Wયાસ  
 

એસોિસયેટ [ોફ�સર, +થંાલય અને મા1હતી િવvાન િવભાગ  
ડૉ. બાબાસાહ�બ �બેડકર ઓપન 'િુનવિસ(ટ*,અમદાવાદ. 

ડૉ. ચેતના શાહ  +થંપાલ,  ડૉ. બાબાસાહ�બ �બેડકર ઓપન 'િુનવિસ(ટ*, અમદાવાદ. 

સહ – સપંાદન : 
1ક_જલ પરમાર  આિસ�ટ-ટ [ોફ�સર,  +થંાલય અને મા1હતી િવvાન િવભાગ  

ડૉ. બાબાસાહ�બ �બેડકર ઓપન 'િુનવિસ(ટ*,અમદાવાદ 

િવષય સિમિત:   
(2020-2022)  
ડૉ. િ[યાકં* Wયાસ  એસોિસયેટ [ોફ�સર, +થંાલય અને મા1હતી િવvાન િવભાગ  

ડૉ. બાબાસાહ�બ �બેડકર ઓપન 'િુનવિસ(ટ*,અમદાવાદ 

ડૉ. [ય�કર કાનડ*યા       એસોિસયેટ [ોફ�સર, +થંાલય અને મા1હતી િવvાન િવભાગ, �જુરાત િવ<ાપીઠ,અમદાવાદ. 

ડૉ. અNલુ ભ� એસોિસયેટ [ોફ�સર, +થંાલય અને મા1હતી િવvાન િવભાગ, �જુરાત 'િુનવિસ(ટ*, અમદાવાદ 
(2017-2019)  
ડૉ. વૈશાલી ભાવસાર  +થંપાલ, આણદં એ2'કુ�શન કૉલેજ, આણદં.  
ડૉ. વૈદ�હ* પડંmા  +થંપાલ, 1હ_મતનગર લો કૉલજે, 1હ_મતનગર. 
ડૉ. યોગશે પાર�ખ   +થંપાલ, �જુરાત 'િુનવિસ(ટ*, અમદાવાદ. 
લેખન: 
ડો. િ[યાકં* Wયાસ  એસોિસયેટ [ોફ�સર, +થંાલય અને મા1હતી િવભાગ  

ડૉ. બાબાસાહ�બ �બેડકર ઓપન 'િુનવિસ(ટ*,અમદાવાદ. 
િવષય પરામશ*ન: 

ડો. મયકં િ9વદે*  +થંપાલ, !ીમતી હસંા મહ�તા +થંાલય, એમ.એસ. 'િુનવિસ(ટ*, બરોડા.  
ભાષા પરામશ*ન: 

!ી છગન ભયૈા  nવૂD +થંપાલ, એમ.t.લાય�ેર*, એlલસl�જ, અમદાવાદ. 

=કાશક: કાયDકાર* }ુલસlચવ, ડૉ. બાબાસાહ�બ �બડેકર ઓપન 'િુનવિસ(ટ*, અમદાવાદ. 



 
 

=�તાવના  

+થંપાલ તર*ક� તમારા Wયવસાિયક Xવનમા ંસફળ થવા માટ� મા9 િવિશJટ Mે9Eુ ંvાન 
nરુN ુ ં નથી તેની સાથે – સાથે તમાર* પાસે સામા^જક }ુશળતા છે ક� tથી સરળતાથી 
સવંાદ કર* શકો. દર�ક Mે9મા ં[�યાયન તમાર* આવડત, િશJટાચારને એક અલગ ઓળખ 
આપે છે. [�યાયનથી સામા^જક કૌશaય તેમજ સ�ંથા સાથેના ભિવJયના Wયવહારોથી 
પ1રlચત થઇ શક*એ છ*એ. સામા^જક કૌશaયથી વધાર� [�યાયન આવડતમા ં િવ<ાથVઓ 
[ે�:ટકલી નોકર*ના ઈ-ટરW' ૂમાટ� gય તો ક�વી ર*તે તૈયાર રહ�� ુ ંજોઈએ એ gણ�ુ ંજsર* 
છે. t આ પાઠયiમમા ંસમgવવામા ંઆW'ુ ંછે. 

BLIS-109 Communication Skills િવષય }ુલ 5 િવભાગમા ંવહ�ચવામા ંઆWયા છે tમા ં 17 
એકમો }ુલ પાચં િવભાગમા ંવહ�ચવામા ંઆWયા છે.  

િવભાગ:૧ કોN�િુનક�શનના ઉPેQયો (Communication Fundamentals)મા ં }ુલ ૩ એકમ છે. 
�ળૂ�તૂ ઉ|ેશો; સામા^જક કૌશaય; સ�ંથાનો પ1રચયનો સમાવેશ કરવામા ં આWયો છે. 
[�યાયનના ��ુય ઉદ�શો, વાતચીત દરિમયાન સામા^જક કૌશaયમા ંવધારો થાય, તેમજ 
[�યાયન વધાર� લોકો સાથે જોડાવવામા ં મદદsપ બને છે. સ�ંથાના પ1રચય સાથે 
તમારામા ં}ુશળ [�યાયન માટ�નો આ�મિવ;ાસ આવે છે. t કોઈ પણ 4�પચ, [ેસે-ટ�શન, 
કો-ફર-સ તેમજ લેકચર આપતી વખતે [�યાયન કૌશaય Kબુ જsર* છે. 

િવભાગ:૨ નોકર� મેળવવા માટ�ના ંઇ_ટર3�નુી તૈયાર� (Preparing for job interview)મા ં
}ુલ ૪ એકમ છે. tમા ં�વ [ોફાઈલ; નોકર*ની ફરજો તથા કતDWય (Portfolio); 1રઝ'મુ 
અને બાયોડ�ટા લેખન ; નોકર* માટ� ઇ-ટરW'નુો સમાવેશ થાય છે. +થંાલય Wયવસાિયક 
સાથે જોડાયેલા Wય4:તઓ જયાર� [ેકટ*સ માટ� અથવા નોકર* માટ� gય �યાર� કઈ 
બાબતોEુ ં dયાન રાખ�ુ ં જોઈએ તેની ચચાD કરવામા ં આવી છે. આ ઉપરાતં પોતાની 
[ોફાઇલ તૈયાર કરવી, 1રઝ'મુ અને બાયોડ�ટા લેખનEુ ં મા1હતી, તેમજ નોકર*ના 
ઈ-ટરW'મૂા ંdયાનમા ંરાખવાની બાબતોની મા1હતી આ એકમમા ંઆપવામા ંઆવી છે. 

િવભાગ:૩ કામ�ુ ં કૌશLય (Work Place Skills)મા ં }ુલ ૪ એકમ છે, tમા ં [ેઝ-ટ�શન 
કૌશaય, ટ�લીફોન કૌશaય, uૂથ ચચાD અને બોડ* લે-ગવેજનો સમાવેશ થાય છે. [�યાયન 
આવડતની સાથે સાથે [ેઝ-ટ�શન કૌશaય પણ અગ�યEુ ં છે. [ેઝ-ટ�શન આપતી વખતે 
પેનaટ*સ Wય4:તના હાવભાવ, તેનો પહ�રવેશ, બોડ* લે-ગવેજ ઉપર વધાર� dયાન ક��-eત 



 
 

કર� છે. નોકર* માટ� પર*Mા પછ*Eુ ં બીuુ ં પગથી'ુ ં એટલે uૂથ ચચાDમા ં િનણDય શ4:ત, 
પોતાના િવચાર રuુ કરતી વખતે આ�મિવ;ાસ, બીgના િવચારોને અપનાવવાની તા1ક�ક 
શ4:તનો અhયાસ થાય છે. 

િવભાગ: ૪ The Writing Skills મા ં }ુલ ૩ એકમ છે. �મા ં લેખન કૌશaય, �ત1રક 
પ9Wયવહાર અને બાy Wયવહારનો સમાવેશ થાય છે. એક +થંપાલ તર*ક� તેમજ 
+થંાલય Wયવસાિયક તર*ક� લેખન  કૌશaયEુ ંઆગ�ુ ં�થાન છે. િવિવધ હો|ાના Wય4:તઓ 
સાથે �ત1રક પ9Wયવહાર તેમજ બાy-પ9Wયવહારથી +થંાલયના કાય� સરળ બને છે. 

િવભાગ:૫ આhિુનક લેખન કૌશLયમા ં}ુલ ૩ એકમ છે. Proposal લેખન કૌશaય, writing 

reports skills અને [�ાવલી કૌશaયનો સમાવેશ કરવામા ં આWયો છે. સશંોધન Mે9ે 
[�ાવલી તૈયાર કરવી, 1રપોટD  તૈયાર કરવા માટ� લેખન કૌશaય જsર* છે. +થંાલય મા9 
n�ુતકોની આપ-લે નથી થતી, પરંN ુ n�ુતકો મગંાવવા, િવિવધ 1રપોટD  તૈયાર કરવા, 
lબલQગ થી માડં*ને n�ુતકોની ગોઠવણી Oધુીની તમામ મા1હતીમા ં લેખન કૌશaય અને 
1રપોટD  અગ�યનો ભાગ ભજવે છે. 
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«íÞkÞ™™ku {q¤¼qŒ ÏÞk÷

(Basics of Communication)

YÃkhu¾k

1.0. nuŒwyku

1.1. «MŒkð™k

1.2 «íÞkÞ™™ku ÏÞk÷

1.2.1. yÚko y™u ÔÞkÏÞk

1.2.2. nuŒwyku

1.2.3. ÷ûkýku

1.2.4 «r¢Þk y™u «íÞkÞ™ [¢

1.3 «íÞkÞ™™k r‚ØktŒku

1.4. «íÞkÞ™™k «fkhku

1.5. «íÞkÞ™™k {kæÞ{ku/ ‚kÄ™ku

1.6. «íÞkÞ™ fkiþÕÞku

1.6.1. ðkt[Lk fkiþÕÞ

1.6.2. ÷ur¾Œ fkiþÕÞ

1.6.3. ƒku÷ðk™wt fkiþÕÞ

1.6.4. ‚kt¼¤ðk™wt fkiþÕÞ

1.7. ‚khktþ

1.8. ík{khe «økrík [fkMkkuLkk W¥khku

1.9. yuf{ ytŒ «ð]rŒyku

1.10. MktË¼kuo yLku rðþu»k ðkt[Lk

1.0. nuŒwyku (Objectives)

yk yuf{{kt yk…ýu fBÞwr™fuþ™ rðþu {q¤¼qŒ ‚{sý {u¤ðeþwt. yk Þwr™xÚke
Œ{u ™e[u sýkÔÞk «{kýu ‚ûk{ ƒ™e þfku.

• «íÞkÞ™™k yÚko™e ‚{sý

• «íÞkÞ™™e «r¢Þk rðþu™e yku¤¾

• «íÞkÞ™™k fkÞkuo, «fkhku rðþu™e ‚{swŒe

• «íÞkÞ™™k ð…hkŒk rðrðÄ ‚kÄ™ku yt„u™e òý

• «íÞkÞ™™e rðrðÄ fkiþÕÞku rðþu™e ‚{sý

yuf{
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fkuBÞwrLkfuþLkLkk WÆuþku (Communication Fundamental)

• y‚hfkhf ‚kt¼¤ðk™e fux÷kf {wÆkyku™e ‚{sý ð„uhu.

• y‚hfkhf ƒku÷ðk {kxu™k fux÷kf ‚w[™ku Œu{s

• ðkfâ h[™k y™u …rhåAuË ÷u¾™ þi÷e rðþu™e ‚{sý.

1.1. «MŒkð™k (Introduction)

Communication (fBÞwr™fuþ™) yux÷u fu ykËk™ «Ëk™ fu «íÞkÞ™/
{krnŒe‚t[kh su{kt yufƒeò ‚kÚku {krnŒe™e ykÃk-÷u ŒÚkk rð[khku y™u ÷k„ýeyku™e
yk…-÷u fhðk™e «ð]r¥k yux÷u {krnŒe‚t[kh fux÷ktf WËknhýku skuEyu Œku: r{ºkku
‚kÚku YƒY{kt fu Vku™ …h ðkŒ[eŒ, zkE™et„ xuƒ÷ …h fwxwtƒ™k ‚ÇÞku ‚kÚku [[ko,
[k™e ÷khe …h r{ºkku ‚kÚku „…þ… ð„uhu. ykðk Œku fux÷ktÞ WËknhýku yk…ýu
yk…ýe ykswƒkswÚke þkuÄe þfeyu Aeyu fu{ ¾hwt™u r{ºkku !! hzðwt, n‚ðwt, rM{Œ
fhðwt, ƒq{ku …kzðe, nMŒÄq™™ fhðwt, nkÚk n÷kððk, {kÚkwt n÷kððwt ð„uhu {krnŒe‚t[kh™e
r¢Þkyku Au. su{ fu, sÞkhu fkuE r{ºk òuf fnu Au, íÞkhu yk…ýu n‚eyu Aeyu. yuðe
s heŒu r{ºkku, [kh hMíkk …h ÷k÷ ÷kEx Íƒwfu íÞkhu yk…ýu W¼k hneyu Aeyu.
Œ{u …ý W¼k hnuŒk nþku, ¾hwt™u !!

1.2. «íÞkÞ™™ku ÏÞk÷ (Concept of Communication)

{k™ð ßÞkhu «kÚkr{f yðMÚkk{kt SðŒku nŒku íÞkhu fkuE [ku¬‚ ¼k»kk
yrMŒíð{kt ™ nŒe …htŒw fux÷kf yðksku, Rþkhkyku, ðŒo™ y™u ¼kðku îkhk «íÞkÞ™
fhŒk nŒk. fk¤¢{u {k™ð ‚tMf]Œ™ku rðfk‚ ÚkŒk ¼k»kk™ku ykrð»fkh ÚkÞku y™u
«íÞkÞ™ ðÄw ‚h¤, Íz…e y™u MÃk»x ƒLÞwt yk ‚kÚku xuf™ku÷kuS™ku rðfk‚ ÚkŒk
«íÞkÞ™™u ‚nkÞf yð™ðk ‚kÄ™ku™e {ËËÚke «íÞkÞ™ ðÄw Íz…e, M…ü, {wrÿŒ
y™u ƒnw{w¾e ƒLÞwt. rðrðÄ {krnŒe MºkkuŒku{kt …ÚkhkÞu÷e {krnŒe™ku ÞkuøÞ W…Þku„
ÞkuøÞ ‚{Þu ‚h¤ŒkÚke «kÃík ÚkkÞ Œu {krnŒe ‚uðk™wt nkËo Au yu nË ‚wÄe …nkut[ðk
«íÞkÞ™™e «r¢Þk™u ÞÚkkÚko heŒu ‚{sðe skuEyu. {k™ðe™ku {kuxk¼k„™ku ‚{Þ
yufƒeò ‚kÚku ðkŒ[eŒ fhðk{kt …‚kh ÚkŒku nkuÞ Au. Œuyku ðkt[f™u yÚkðk ÷¾e™u,
ƒku÷e™u yÚkðk ‚kt¼¤e™u, òuE™u yÚkðk Ëkuhe™u rËð‚™ku {kuxku ¼k„ …‚kh fhŒk
nkuÞ Au. ƒk¤f™ku ßÞkhu sL{ ÚkkÞ Au íÞkhu Œu hzu Au Œu™e òý Œu™e yk‚…k‚
÷kufku™u ÚkkÞ Au fu SðtŒ sL{ ÚkÞku Au. ƒk¤f …ý Œu™k {kŒk r…Œk, rþûkf, ŒÚkk
ƒeò ÷kufku …k‚uÚke ftEf ‚kt¼¤ðk {kxu fu òýðk {kxu ÔÞMŒ nkuÞ Au. ÔÞrõŒ ßÞkhu
ykurV‚ òÞ Au íÞkhu Œu Œu™k fkÞo MÚk¤u yuf ƒeò ‚kÚku ðkŒ[eŒ fhðk™wt þY fhu
Au. ÔÞrõŒ™k {]íÞw ‚{Þu …ý yu ÔÞrõŒ ytrŒ{ ïk‚ ð¾Œu Œu{™k …rhðkhku ‚kÚku
ðkŒ fhðk {kt„Œku nkuÞ Au. yk heŒu ‚{„ú Sð™{kt «íÞkÞ™ sYhe ƒ™u Au.

Ëhuf™k Sð™{kt «íÞkÞ™ {n¥ð™ku ¼k„ ¼sðu Au. {k™ðe yuf ‚k{krsf
«kýe Au. Œuyku yuf ƒeò ‚kÚku ðkŒ[eŒ fÞko ð„h hne þfŒk ™Úke. y‚hfkhf
‚t[kh íÞkhu s ÚkE þfu fu ‚tËuþu M…ü heŒu ƒeS ÔÞrõŒ ‚h¤ŒkÚke ‚{S þfu.
y‚hfkhf ‚t[kh fhðk {kxu fwþ¤ ÔÞrõík 7’C’ Ähkðu Au. su yk «{kýu Au.
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1. Confidence (fkurLVzuL‚) - ykí{rðïk‚

2. Commitment (f{ex{uLx) - «rŒƒØŒk

3. Conviction (frLðfþ™) ¾kŒhe

4. Courage (fhus) áZ r™ùÞ

5. Clarity (õ÷urhxe) M…»xŒk

6. Content and (fLxuLx) -‚k{„úe y™u

7. Conciseness (õLkMkkEÍ™uþ) - ‚trûkÃík

1.2.1. «íÞkÞ™™ku yÚko y™u ÔÞkÏÞkyku

«íÞkÞ™ yu þçË yt„úuS ¼k»kk™kt fkuBÞwr™fuþ™ þçË {ktÚke «ÞkuòÞu÷ku
„wshkŒe þçË Au fBÞwr™fuþ™ þçË yu™e ÔÞwí…r¥k™e ÿrüyu skuEyu Œku íku ÷urx™
¼k»kk{ktÚke WŒhe ykÔÞku Au su þçË Communis …hÚke ykÔÞku Au yu™ku {Œ÷ƒ þuh
fhðwt ykËk™-«Ëk™ fhðwt su™kÚke ÷kufku ðå[u …hM…h ‚{sý fu¤ðe þfkÞ.

su™ku yÚko yufƒeò ‚kÚku ðkŒku fhðe, ‚÷kn-{‚÷Œ fhðe, ‚tðkË fu
«ð[™ fhðwt, yufƒeò ‚kÚku ‚t…fo{kt ykððwt yuðku ÚkkÞ Au ƒeò þçËku{kt fneyu
Œku …hM…h™e {™kurMÚkrŒ {wsƒ ÷k„ýeyku fu rð[khku™wt ykËk™-«Ëk™ fhðwt yu{
fne þfkÞ.

ykuõ‚Vzo $rø÷þ rzõþ™he{kt yk…ðk{kt ykðu÷ yÚko {wsƒ “«íÞkÞ™
yux÷u rð[khku fu ¿kk™™wt ykËk™-«Ëk™ ¼k»kk fu ƒku÷e îkhk yÚkðk ÷¾e™u fu ‚tfuŒku
îkhk ÚkŒe «r¢Þk”

ßnku™ zTÞwE ™k {Œ y™w‚kh “«íÞkÞ™ yu y™w¼ðku™wt ykËk™-«Ëk™ Au
‚k{kLÞ {kr÷fe™e ðMŒw Au Œu …hM…h «íÞu™k ¼k„ ÷u™kh ƒt™u ÔÞrõŒyku™k ðýo™
™u ƒË÷u Au”

™e÷ {u½™™k {Œ y™w‚kh “«íÞkÞ™ yu r¢Þk «r¢Þk fu …rhýk{ Au fu
su yuf ÔÞrõŒ îkhk ‚eÄe heŒu fu fkuE {kæÞ{ îkhk rð[khku ÔÞõŒ fhðk™e «r¢Þk
Au”

LÞw{u™ y™u ‚{h “{krnŒe ‚t[kh yux÷u nfefŒ rð[khku yr¼«kÞ y™u
÷k„ýeyku™e ƒu fu ðÄw ÔÞrõŒyku ðå[u ÚkŒe yk… ÷u”

fwLÍ y™u ykuzku™u÷™k {Œ y™w‚kh “ yuf ÔÞrõŒ …k‚uÚke ƒeS ÔÞrõŒ
…k‚u {krnŒe™e nuhVuh Au y™u yk {krnŒe {u¤ð™kh ‚{S þfu Œuðe nkuÞ Œu™u
{krnŒe‚t[kh fnu Au”

1.2.2 «íÞkÞ™™k nuŒwyku

Ø To be understood (‚{S þfkÞ Œuðwt)

Œu™ku {wÏÞ nuŒw su {krnŒe «‚krhŒ fhðk{kt ykðe Au Œu ƒeò ÔÞrõŒyku
òýe þfu y™u ‚{S þfu Œu™k {kxu ðkŒ fhðk{kt ykðe hne Au yk {krnŒe
nfefŒku yÚkðk ÷k„ýeyku îkhk yk…e þfkÞ Au

«íÞkÞLkLkku {q¤¼qík ÏÞk÷ (Basics of Communication)



4

fkuBÞwrLkfuþLkLkk WÆuþku (Communication Fundamental)

ØØØØØ To be accepted (Mðefkhe þfkÞ Œuðwt)

‚tËuþku su {kuf÷ðk{kt ykÔÞku Au Œu™u …qhu…qhku Mðefkhðku fkuELku yk…ýu
„t¼ehŒk…qðof ‚kt¼éÞk …Ae s yk ðMŒw ÚkE þfu su ‚tËuþku «‚krhŒ fÞkuo Au Œu
ÔÞrõŒ «kÃík fhu y™u ‚{su

ØØØØØ To get something done (ftEf fhðk {kxu)

su …ý ‚tËuþku «‚krhŒ fhðk™ku Au Œu™u ‚{òððwt y™u ¾kŒhe fhkððk™e
yLku …Ae s ‚tËuþku «‚krhŒ fhðku skuEyu yk ƒÄwt «§ku …qAe™u yÚkðk Œku ðkŒku
fhe™u …ý fhe þfkÞ

ØØØØØ To understand others ({krnŒe {u¤ð™kh™u ‚{sðwt)

su ‚tËuþku {u¤ðu Au Œu ÔÞrõŒ™wt ð÷ý Œ{u òýe þfku yuðku yr¼„{ Œ{u
y…™kðku fu su ‚tËuþku {u¤ð™kh ™k {„s{kt Œ{khk rð[khku «MÚkkr…Œ fhe þfku.

1.2.3 «íÞkÞ™™k ÷ûkýku

I. ƒu fu ƒuÚke ðÄkhu ÔÞrõŒyku: «Úk{ {n¥ð™wt ÷ûký yu Au fu «íÞkÞ™ {kxu
ykuAk{kt ykuAk ƒu ÔÞrõŒyku fu ŒuÚke ðÄw ÔÞrõŒyku nkuÞ Au yuf÷e ÔÞrõŒ
…kuŒk™e heŒu Œu™k rð[khku VuhƒË÷ fhe þfŒe ™Úke ‚tËuþku ‚kt¼¤™kh fkuE™k
rð[kh {kxu sYhe Au Œu{ Aíkkt {kºk {krnŒe {u¤ð™kh y™u {kºk {kuf÷™kh
ÔÞrõŒ s nkuÞ Au.

II. rð[khku™e VuhƒË÷: rð[khku™e VuhƒË÷™e „uhnkshe yu «íÞu™k rð[kh fhe
þfkŒwt ™Úke yuf ‚t…qýo «íÞkÞLk «r¢Þk Au fu su{kt rð[khku nwf{ku y¼kð
ð„uhu™e VuhƒË÷e ÚkŒe nkuÞ Au ƒu fu ƒuÚke ðÄkhu ÔÞrõŒyku ðå[u Œu skuðk
{¤u Au.

III. …hM…h ‚{sý: …hM…h™e Mk{sý yux÷u fu suðe heŒu {krnŒe {¤þu Œuðe
ŒeðúŒkÚke {krnŒe {kuf÷ðk{kt …ý ykðu Au «íÞkÞLk™e «r¢Þk{kt {krnŒe
nkÚk Ähðk fhŒk {krnŒe™e ‚{sqŒe ðÄkhu {n¥ð™e Au.

IV. «íÞûk y™u y«íÞûk «íÞkÞ™ : «íÞuf «íÞkÞ™ yux÷u Vu‚ xw Vu‚ fLðÍuoþ™
y™u y«íÞûk fBÞwr™fuþ™ yux÷u ftEf y÷„ fkÞ{e «r¢Þk yíÞtŒ fuu
y™tŒ «r¢Þk Au ÄtÄk{kt {u™ush íku™k f{o[kheyku™u fkÞo ‚kut…Œk nkuÞ Au
fkÞo ™e «økrík òýŒk nkuÞ Au y™u Ëkuhðýe …ý yk…Œkt nkuÞ Au

V. þçËku y™u ‚tfuŒ™ku W…Þku„: «íÞkÞ™ ÷ur¾Œ {kir¾f y™u ‚ktfurŒf heŒu
yk…ðk{kt ykðu Au ‚ktfurŒf{kt skuEyu Œku Mfw÷ yÚkðk fkì÷us ƒtÄ fhðk
{kxu ðk„Œku ƒu÷ ykt¾ îkhk ™k{tsqhe r¢fux™e ytËh nkÚk™e ykt„¤eyku
W¼e fhe ™u h™ ÷uðku yk ‚ktfuríkf ¼k»kk fne þfkÞ.
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1.2.4. «íÞkÞ™™e «r¢Þk y™u [¢

r¢Þkyku™k Œkrfof ½x™k¢{{kt {krnŒe™e yk…-÷u ™u «íÞkÞ™™e «r¢Þk
fnuðkÞ Au. fBÞwrLkfuþ™{kt yuf‚kÚku yuf fhŒkt ðÄkhu «r¢Þkyku ÚkŒe nkuðkÚke Œu
yuf srx÷ «r¢Þk Au. W…h™e ykf]rŒ «íÞkÞ™™e «r¢Þk ™k ½xfku Ëþkoðu Au.

MktËuþ {kuf÷Lkkh (The Sources of information) :

«íÞkÞ™{kt ‚tËuþ {kuf÷™kh ÔÞrõŒ™u source of information (‚ku‚o ykuV
RLV{uoþ™) fnu Au. su{ fu, ykðŒe fk÷™k þezâw÷™e [[ko fhðk nwt {khk r{ºk™u
Vku™ fhwt Awt. ynet ‘nwt’ source of information Au.

MktËuþ (Message) :

Message ({u‚us) ‚tËuþku, Sender (MkuLzh) ‚tËuþku {kuf÷™kh ÔÞrõŒ. ‚tËuþ
yux÷u ÔÞrõŒ îkhk ÔÞõŒ fhðk{kt ykðu÷ rð[khku, ÷k„ýeyku, EåAkyku, yÚko
‚¼h, [[koyku, ðõŒÔÞku, ÷¾ký fu ðŒo™. su{ fu fkuE ÔÞrõŒ™u ftEf fnuðwt,
÷ur¾Œ (written) fu {kir¾f (oral) ‚q[™kyku fu {krnŒe yk…ðe, nkÚk n÷kðe™u
fkuE™u ykðsku fnuðwt ð„uhu.

«Mkkhý (Transmitter) :

Transmitter (xÙkL‚{exh) ‚tËuþku, «‚khý fu ‚tfuŒ {kuf÷ðk™wt Þtºk sensroy

ogans (‚uL‚he yku„oL‚) RrLÿÞku. Transmitter yu «íÞkÞ™{kt ‚tËuþku fu ‚tfuŒku
{kuf÷ðk {kxu {ËËY… ÚkŒwt ‚kÄ™ Au.yk…ýe …kt[ RrLÿÞku (ykt¾, fk™, íð[k,
MðkË y™u „tÄ) «íÞkÞ™{k ‚tËuþk™u yuf ÔÞrõŒÚke ƒeS ÔÞrõŒ ‚wÄe …nkut[kzðk{kt
transmitter™e ¼qr{fk ¼sðu Au.

Mktfuík (Signal) :

Signal (r‚ø™÷) ‚tfuŒ yÚkkoŒ {krnŒe, ‚tËuþku fu [uŒðýe yk…Œe r¢Þk,
n÷™[÷™ fu yðks su{ fu, {kir¾f fu ÷ur¾Œ þçËku, yþkrçËf ‚tfuŒku, swËk swËk
ht„ku, r™þk™eyku fu «rŒfku,.

yLÞ þçËku : vocalization (ðkuõ÷kEÍuþ™) þçË™wt Wå[khý, non- verbal

(™ku™- ðƒo÷) yþkrçËf, facial expression (VuEþ÷ yuõ‚«uþ™) [nuhk™ku nkð¼kð.

{kæÞ{ (Channel) :

«íÞkÞ™ «r¢Þk{kt {kuf÷™kh Úke {u¤ð™kh ‚wÄe ‚tËuþk™wt ðn™ fh™kh
{kæÞ{ fu ‚kÄ™™u channel fnuðkÞ Au. ¼k»kk, fwrhÞh ‚uðk, x…k÷ ‚uðk, xu÷eVku™
™uxðfo ð„uhu Œu™k WËknhýku Au

«íÞkÞLkLkku {q¤¼qík ÏÞk÷ (Basics of Communication)
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fkuBÞwrLkfuþLkLkk WÆuþku (Communication Fundamental)

MktËuþ {u¤ðLkkh (Receiver) :

Receiver( he‚eðh) yux÷u fBÞwr™fuþ™ «r¢Þk{kt ‚tËuþku {u¤ð™kh ÔÞrõŒ.
he‚eðh ‚tËuþku «kÃík fÞko …Ae Œu™u ‚{sðk {kxu Œu™wt {krnŒe™k MðY…{kt Y…ktŒh
fhu Au. ‚k{kLÞ ‚tðkË{kt ‚kt¼¤™kh ÔÞrõŒ, [ku…ze fu ðŒo{k™…ºk™u ðkt[Lkkh ð„uhu
he‚eðh™k WËknhýku Au. r{ºkku ykðk Œku fux÷kÞ WËknhýku™e ÞkËe Œ{u ŒiÞkh fhe
þfku Aku . fu{ ¾hwt ™u ! General conversations (s™h÷ fkuLð‚uoþ™) ‚k{kLÞ
‚tðkËku.

«íÞkÞ™ [¢ (Communication Cycle)

«íÞkÞ™k ‚tËuþkyku™e yk…-÷u ÚkkÞ Au {krnŒe yuf ÔÞrõŒ …k‚uÚke ƒeS
ÔÞrõŒ …k‚u òÞ Au yk{ ‚tËuþk™e yk…-÷u ‚{sðk {kxu «íÞkÞ™ [¢™e ykf]rŒ
îkhk ‚{sðk™ku «ÞíLk fheyu ‚tËuþku {kuf÷™k {™{kt rð[kh ykðu íÞkhÚke yk
«r¢Þk™e þYykŒ ÚkkÞ Au yLku ‚tËuþk™k ÞkuøÞ {kæÞ{ îkhk ÞkuøÞ MÚk¤u ‚tËuþku
…nkut[kzðk{kt ykðu Au ‚tËuþku «kÃík fh™kh ‚ktfuŒef ¼k»kk{kt «kÃík fhu÷k ‚tËuþk™e
‚tfuŒ Wfu÷ «r¢Þk nkÚk Ähu Au ŒÚkk Œu™ku ÞkuøÞ «rŒ…ku»ký ‚tËuþ {kuf÷™u yk s
«fkh™e «r¢Þk îkhk …kXððk{kt ykðu Au yk{ ƒ™u íÞkhu «íÞkÞ™ [¢ …qýo ÚkÞwt
fne þfkÞ «íÞkÞ™ [¢ y™u ykf]rŒ îkhk ‚{sðk™ku «ÞíLk fheyu.

«íÞuf Œƒ¬k™u Œu™kt fkÞo™k ‚tË¼o{kt ‚{sðk «ÞíLk fheyu.

····· ‚tËuþku {kuf÷™kh

yk «r¢Þk{kt ‚tËuþku {kuf÷™kh™k {™{kt rð[kh Wí…Òk ÚkkÞ Au rð[kh
Wí…Òk ÚkŒk ‚tËuþku {kuf÷u Au

• ‚tfuŒ r™{koý

yk Œƒ¬k{kt ‚tËuþku {kuf÷™kh™k ‚tËuþ ðu[ký™wt ‚ktfurŒf Y…ktŒh fhðk{kt
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ykðŒku nkuðkÚke yu{ fne þfkÞ fu ‚tfuŒ r™{koý «r¢Þk yk Œƒ¬k Ëhr{Þk™ nkÚk
ÄhkÞ Au.

• hðk™„e

yk Œƒ¬k{kt ‚tËuþku {kuf÷™kh™k {™{kt su rð[kh ykðu Œu rð[kh ™u fkuR
{kæÞ{ îkhk ‚tfuŒku™e ÞkuøÞ «kÃík fhðk™e rËþk{kt hðk™„e fhkÞ Au yk Œƒ¬k{kt
‚tËuþku «kÃík fh™kh fkuE ‚tfuŒ îkhk ‚tËuþku «kÃík fhu Au

• ‚tfuŒ Wfu÷ «r¢Þk

yk Œƒ¬k{kt ‚ktfurŒf ¼k»kk{kt ykðu÷ ‚tËuþk™u Wfu÷ðk{kt ykðu Au ŒÚkk
Œu™ku rð[khku{kt Y…ktŒh fhðk{kt ykðu Au

• «rŒ¼kð «kÃík fh™kh

yk Œƒ¬k{kt {krnŒe «kÃík fh™kh …kuŒu ‚tËuþku ‚{ßÞku nkuÞ Œu MðY…
{kuf÷™kh™u «rŒ…ku»ký fhe «rŒ¼kð yk…u Au «rŒ…ku»ký™e yk «r¢Þk Ëhr{Þk™
…ý W…h sýkÔÞk {wsƒ …w™: Mktfuík r™{koý «r¢Þk hðk™„e ‚tfuŒ «krÃík ŒÚkk
‚tfuŒ Wfu÷ «r¢Þk™k Œƒ¬kyku Mð¼krðf heŒu ‚ns MÚkk™ ÷u Au su «íÞkÞ™
[¢™e ykf]rŒ{kt M…ü Ëþkoðu÷ Au

ßÞkhu ‚tËuþku «kÃík fh™kh ‚tfuŒ «r¢Þk îkhk ÞÚkkðŒ yk ‚tËuþk „úný fhu
Au íÞkhu Œu Œu™k …híðu íðrhŒ «rŒ¼kð yk…u Au yk «rŒ¼kð Œu™k {™™k rð[kh
fu ÷k„ýe™k MðY…{kt yrMŒíð ÄhkðŒku nkuÞ Au ßÞkhu «rŒ¼kð ÞkuøÞ ‚tfuŒ{k
Y…ktŒrhŒ fhe™u {kuf÷™kh ™u …kAku {kuf÷ðk{kt ykðu Au íÞkhu yk «r¢Þk™u «rŒ…ku»ký
Vezƒuf fnuðk{kt ykðu Au ‚Vh y™u y‚hfkhf «íÞkÞ™ {kxu «rŒ…ku»ký yu ¾qƒ
s sYhe Au ßÞkt ‚wÄe «rŒ…ku»ký «kÃík ÚkŒwt ™Úke íÞkt ‚wÄe {kuf÷™kh™u Œu{ s
{kuf÷u÷k ‚tËuþku ÞÚkkðŒ heŒu [kuf‚kE…qðof ‚k{k Auzu M…ü heŒu ‚òoÞku nkuðk™e
«ŒerŒ ÚkŒe ™Úke fux÷ef ðkh «rŒ…ku»ký r¢Þk ™k Y…{kt …ý nkuE þfu Au Ëk¾÷k
Œhefu ‚tMÚkk™k ÔÞðMÚkk…™ ™k ðzk MxkV™u ‚{Þ‚h s ykðk sýkðu su™k «rŒ¼kðY…u
MxkV ‚{Þ‚h ykððk™e þYykŒ fhu Œku yk «rŒ…ku»ký fne þfkÞ.

Œ{khe «„rŒ [fk‚ku :

™kutÄ:

1. Œ{khku sðkƒ yk…u÷ søÞk{kt ÷¾ku.

2. Œ{khk sðkƒku™e [fk‚ýe yuf{™kt ytŒ{kt [fk‚ku.

1. Communication means ______________ of a ideas and

feelings in a mode of maturity.

a. dividing b. hiding

c. speaking d. sharing

«íÞkÞLkLkku {q¤¼qík ÏÞk÷ (Basics of Communication)
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fkuBÞwrLkfuþLkLkk WÆuþku (Communication Fundamental)

2. A person who interprets the message is called ___________.

a. Vehicle b. text

c. receiver d. sender

1.3. «íÞkÞ™™k r‚ØktŒku (Principal of Communication)

Principles (r«rL‚…÷) r‚ØktŒku, basic ideas; two –way process (xw-
ðu «ku‚u‚) rî{k„eo «r¢Þk: rî{k„eo yÚkkoŒ ƒt™u rËþk{kt „rŒ fhŒwt. «íÞkÞ™ yu
rî{k„eo «r¢Þk Au. fkhý fu ynet {kuf÷™kh y™u {u¤ð™kh yu{ ƒt™u Au¤k ‚r¢Þ
heŒu ¼k„ ÷uŒk nkuÞ Au. sku fkuE …ý yuf Auzku r™r»¢Þ nkuÞ Œku «íÞkÞ™ r™»V¤
òÞ Au.

ØØØØØ Communication is inescapable(E™uMfu…uƒ÷) xk¤e ™ þfkÞ Œuðwt.

«íÞkÞ™ ÔÞrõŒ™e yktŒrhf EåAk Au su™u fkƒw{kt fhðe {w~fu÷ yÚkðk
yþfâ Au. «íÞkÞ™ rð™k {ký‚™wt Sððwt {w~fu÷ Au. Œu hkuxe, f…zk yLku {fk™
™e su{ s {ký‚™e yuf «kÚkr{f sYrhÞkŒ Au.

ØØØØØ Communication is an irreversible process

Ongoing (ykuL„ku#„) yÚkkoŒ continuous (fLxeLÞwy‚) ‚ŒŒ [k÷Œwt ;
irreversible (Rheð‚eoƒ÷) …kAwt Vuhðe ™ þfkÞ Œuðwt.

r{ºkku «íÞkÞ™ yuf ‚ŒŒ [k÷Œe «r¢Þk Au. Œu™u fkuE [ku¬‚ þYykŒ fu
ytŒ nkuŒku ™Úke. Œu ®sË„e™k …nu÷k ïk‚Úke þY ÚkkÞ Au y™u ytrŒ{ ïk‚u …qhwt
ÚkkÞ Au. yk…ýu Œu™u hkufe þfŒk ™Úke. yu s heŒu r{ºkku yufðkh «íÞkÞ™ fÞko
…Ae yk…ýu …kAk ð¤e þfŒk ™Úke. fnuðkÞ Au ™u fu f{k™{ktÚke Awxu÷wt Œeh y™u
{kuZuÚke ƒku÷u÷k þçËku yufðkh ™eféÞk …Ae …kAk ð¤Œkt ™Úke,

ØØØØØ Communication is a transactional process.

MESSAGE

g

PERSON-1 PERSON-2

f

MESSAGE

Transactional (xÙkLÍuõþL÷) yÚkkoŒ yk…-÷u yÚkðk yË÷k ƒË÷e fhŒwt.

«íÞkÞ™ ÷kufku ðå[u ÷k„ýeyku y™u rð[khku™e yk…-÷u fhðk™e «r¢Þk
Au. r{ºkku, W…h™k WËknhýku skuþku Œku ÏÞk÷ ykðþu fu ÷kufku …kuŒk™k rð[khku y™u
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÷k„ýeyku™e yk…-÷u fuðe heŒu fhu Au. Œ{u …ý Œ{khe ykswƒksw{ktÚke ykðk
fux÷ktf WËknhýku þkuÄe Œu™e ÞkËe ƒ™kðe þfku Aku.

ØØØØØ Communication is contextual

  Contextual (fkuLxuf‚xþ™÷) fkuE ‚tË¼o …h ykÄkrhŒ.

«íÞkÞ™ ík¤™e yk‚…k‚™k ‚tË¼o …h ykÄkh hk¾u Au. su{ fu, {kuf÷™kh
y™u {u¤ð™kh ™e EåAkyku, sYrhÞkŒku, {qÕÞku, ÔÞrõŒíð suðk {™kuði¿kkr™f ‚tË¼kuo,
ƒt™u ðå[u™k ‚tƒtÄku, MÚk¤ y™u ‚{Þ, ‚{ks™k ™¬e fhu÷k ™erŒ r™Þ{ku (heðksku)
fu ðŒo™ku ð„uhu. ykðk ‚tË¼kuo «íÞkÞ™ y™u Œu™k yÚko W…h y‚h fhuAu.

Œ{khe «„rŒ [fk‚ku:

™kutÄ:

1. Œ{khku sðkƒ yk…u÷ søÞk{kt ÷¾ku.

2. Œ{khk sðkƒku™e [fk‚ýe yuf{™kt ytŒ{k [fk‚ku.

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. «íÞkÞ™™k «fkhku  (Type of Communication)

«íÞkÞ™™kt «fkhku™u ™e[u {wsƒ rð¼kSŒ fhe þfkÞ..

• Formal & Informal communication

(yki…[krhf y™u y™ki…[krhf «íÞkÞ™)

• Verbal & non- verbal communication

(þkrçËf y™u yþkrçËf «íÞkÞ™)

• Mass communication

(‚k{wrnf «íÞkÞ™)

• Electronic communication

(E÷uõxÙkur™f fBÞwr™fuþ™)

«íÞkÞLkLkku {q¤¼qík ÏÞk÷ (Basics of Communication)
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• Visual communication

(ÿ~Þ ‚k{„úe «íÞkÞ™)

ØØØØØ 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 e Formal letters

is free of informal Circulars and reports

expression Company news bulletins

Fromal and Infromal (Vku{o÷ yuLz RLVku{o÷) yki…[krhf y™u y™ki…[krhf;
yki…[krhf «íÞkÞ™ yux÷u [ku¬‚ …herMÚkrŒ™u æÞk™{kt hk¾e r™Þ{ku™u y™w‚he™u
fhðk{kt ykðŒwt «íÞkÞ™, su{ fu ykuVe‚{kt fhðk{kt ykðŒk hsqykŒ suðwt ykuVe‚™u
÷„Œwt fkuR…ý «íÞkÞ™ yu yki…[krhf «íÞkÞ™ Au. yk «fkh™k «íÞkÞ™{kt rðþu»k
«fkh™e Œk÷e{ y™u {nkðhku sYhe ƒ™u Au.

y™ki…[krhf «íÞkÞ™ yux÷u r{ºkku ‚kÚku „…þ…, ‚tƒtÄeyku ‚kÚku™ku ‚k{krsf
ðkŒko÷k… suðwt hkusƒhkus™wt «íÞkÞ™. y™ki…[krhf «íÞkÞ™{kt fkuE r™Þ{ku y™w‚hðk™k
nkuŒk ™Úke. ynet ÷kufku slang (M÷ut„) yux÷u fu ƒku÷[k÷™k «kËurþf þçËku™ku «Þku„
fhŒkt …ý skuðk {¤u Au. ðÄw ‚{sðk {kxu W…h™k WËknhýku æÞk™Úke swyku !!

ØØØØØ Verbal & non-verbal communication

þkrçËf «íÞkÞ™

ßÞkhu «íÞkÞ™{kt ¼k»kk™ku W…Þku„ ÚkkÞ íÞkhu Œu™u þkrçËf «íÞkÞ™ fnuðkÞ
Au su™u ƒu rð¼k„{kt ðnut[e þfkÞ.

¼k»kk y™u ÷u¾™ ‚{k™ ÔÞrõŒ ¼k»kk™k òýfkh nkuÞ íÞkhu s «íÞkÞ™
ÚkkÞ Au Ëk¾÷k Œhefu „wshkŒe ¼k»kk™k òýfkh ðå[u ÚkŒku «íÞkÞ™. su{ fu,
hkusƒhkus™e ðkŒ[eŒ, {exet„ ËhBÞk™ ÚkŒe [[ko, ™kuxe‚, ‚hfÞw÷‚o, ÷ux‚o ð„uhu
þkrçËf «íÞkÞ™™k WËknhýku Au.

yþkrçËf «íÞkÞ™

¼k»kk™ku W…Þku„ fÞko ð„h «íÞkÞ™ ÚkkÞ íÞkhu Œu™u yþkrçËf «íÞkÞ™
fnuðkÞ Au su{kt þheh ‚tƒtÄe fkuE nkð¼kð fu ‚tfuŒ îkhk «íÞkÞ™ ÚkkÞ Au Ëk¾÷k
Œhefu rðãkÚkeo «§ku™ku sðkƒ yk…u íÞkhu rþûkf rðãkÚkeo ‚k{u skuE rM{Œ fhu Au
[nuhk …h ÔÞõŒ ÚkŒk nkð¼kð n÷™[÷™ fkÞo ykt¾ îkhk ‚tfuŒ ð„uhu yk{
«íÞkÞ™{kt ¼k»kk™ku W…Þku„ fÞko ð„h swËe swËe heŒu yþkrçËf «íÞkÞ™ ™e
«r¢Þk ÚkkÞ Au Œu™u yþkrçËf «íÞkÞ™ fnuðkÞ Au. yþkrçËf «íÞkÞ™{kt facial
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expressions (VuEþ÷ yuõ‚«uþ™L‚) [nuhk™k nkð¼kð, gestures (suMÞ‚o) «íÞkÞ™™k
ykþÞÚke þheh™k ¼k„ku™wt n÷™[÷™, postures (…kuMÞ‚o) þheh™e rMÚkrŒ, body

movements (ƒkuze {wð{uLx) þheh™wt n÷™[÷™, signs (‚kEL‚) Eþkhk fu ‚tfuŒku
y™u symbols (r‚BƒkuÕ‚) «rŒfku™ku W…Þku„ fhðk{kt ykðu Au.

Ø Mass communication

Mass communication ({k‚ fBÞwr™fuþ™) fkuE ‚{qn ‚kÚku fBÞwr™fuþ™
– Mass Communication{kt {kuxk ‚{qn ‚kÚku communication fhðk {kxu hurzÞku,
xu÷eðeÍ™ suðe technolog™ku W…Þku„ fhðk{kt ykðu Au. Mass communication

yuf {køkeoÞ nkuÞ Au. su{kt message {kºk sender Úke reciever ŒhV s „rík fhu
Au. Mass communication{kt feedback™e ‚t¼kð™k ¾qƒ s ykuAe nkuÞ Au. ¾k‚
fhe™u mass communication{kt ©kuŒk …kuŒu …kuŒk™k {™…‚tË fkÞo¢{ku skuðk™wt fu
‚kt¼¤ðk™wt …‚tË fhu Au. su{ fu ÷kufku …kuŒk™u h‚ nkuÞ Œuðk s xeðe fkÞo¢{ku skuŒk
nkuÞ Au fu Ak…k fu {u„uÍeL‚ ðkt[Œk nkuÞ Au.

Ø Electronic communication

Electronic communication (E÷uõxÙkur™f fBÞwr™fuþ™) yux÷u xuf™ku÷kuS™k
{kæÞ{Úke ÷ktƒk ytŒh™wt «íÞkÞ™. ynet «íÞkÞ™{kxu xu÷eVku™, ELxh™ux, Vuõ‚
{þe™ ð„uhu™ku W…Þku„ fhðk{kt ykðu Au. ykðk «íÞkÞ™ ™u online communication

(yku™÷kR™ fBÞwr™fuþ™) …ý fnuðkÞ Au. su fk„¤ hrnŒ «íÞkÞ™™e ykÄwr™f
heŒ Au.

Ø Visual communication

Visual communication yÚkkoŒT …ËkÚko, r[ºk, „úkV, ™fþku, r™þk™e, «rŒf,
ht„ suðe ÿ~Þ ‚k{„úe™ku W…Þku„ fhe fhðk{kt ykðŒwt «íÞkÞ™. ynetreceiver ÿ~Þ
‚k{„úe™u ‚{S ‚tËuþ™ku yÚko ‚{sðk™ku «ÞíLk fhu Au.

Œ{khe «„rŒ [fk‚ku:

™kutÄ:

1.  Œ{khku sðkƒ yk…u÷ søÞk{kt ÷¾ku.

2.  Œ{khk sðkƒku™e [fk‚ýe yuf{™kt ytŒ{k [fk‚ku.

5. ______________ is the key and base of any verbal

communication.

a. dancing b.writing

c. drawing d. languages

«íÞkÞLkLkku {q¤¼qík ÏÞk÷ (Basics of Communication)
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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. «íÞkÞ™™k ‚kÄ™ku/ {kæÞ{ku  (Tools of Communication)

«íÞkÞ™ y™uf ‚kÄ™ku îkhk ÚkR þfu {krnŒe-«‚khý fhðk™wt fkuE …ý
‚kÄ™ yÚkðk Œku su™k îkhk {krnŒe {kuf÷ðk{kt ykðu Œuðwt fkuE…ý ‚kÄ™.

«Úk{ rð¼k„

1. ÷ur¾Œ «íÞkÞ™™k ‚kÄ™ku

þk¤k/ fku÷us rðþu™e {krnŒe ËþkoðŒe {krnŒe …wrMŒfk fu ™erŒ-r™Þ{ku™e
…wrMŒfk þk¤k™wt {u„uÍe™ ðkr»kof ynuðk÷{ktÚke ƒnkh …zŒwt {u„urÍ™ ð„uhu ÷ur¾Œ
«íÞkÞ™ ™k ‚kÄ™ku Au

2. {kir¾f «íÞkÞ™™k ‚kÄ™ku

yt„Œ {w÷kfkŒ fu ðkŒ[eŒ îkhk ßÞkhu ƒu ÔÞrõŒ ¼u„e ÚkkÞ íÞkhu ‚khk
rðþu™e {krnŒe rðþu ðkŒ[eŒ ÚkkÞ Au xur÷Vku™ yLÞ ‚kÄ™ku îkhk ðkŒ[eŒ, ‚ur{™kh,
‚k{kLÞ ‚¼k{kt þk¤k/ fku÷us rðþu™e {krnŒe yk…ðk{kt ykðu Œku Ëhuf {krnŒe
{kir¾f «íÞkÞ™™k ‚kÄ™ Œhefu fkÞo fhu Au.

3. ÿ~Þ «íÞkÞ™™k ‚kÄ™ku

þk¤k fu fku÷us™u ÷„Œe {krnŒe xur÷rðÍ™ …hÚke ònuhkŒ yk…ðk{kt ykðu
rMÚkh …kuMxhku, ‚kR™ƒkuzo ‚nu÷kEÚke skuE þfkÞ ðkt[e þfkÞ Œuðk ‚kÄ™ku™u ÿ~Þ
«íÞkÞ™™k ‚kÄ™ku fnuðkÞ.
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ƒesku rð¼k„

1. ÿ~Þ ‚kÄ™ku

ÿ~Þ ‚kÄ™ku yux÷u su ‚kÄ™ku îkhk skuðk {kºkÚke «íÞkÞ™ fhe þfkÞ Œuðk
‚kÄ™ku™ku ‚{kðuþ fhðk{kt ykðu Au ÷ur¾Œ ‚kÄ™ku Ak…u÷k ‚kÄ™ku …rh…ºkku, {u„uÍe™,
ðŒo{k™…ºk, ynuðk÷, ðkr»kofe, ™kurx‚, {krnŒe …wrMŒfk, r[ºk, r‚Bƒku÷ ð„uhu
ÿ~Þ ‚kÄ™ku Au

2. ©kÔÞ ‚kÄ™ku

su ‚kÄ™ku îkhk ƒku÷e™u Œu{s ‚k{e ÔÞrõŒ™u ‚t¼¤kðe™u «íÞkÞ™ fhðk{kt
ykðu Œu™u ©kÔÞ ‚kÄ™ku fnuðkÞ ðkŒ[eŒ {w÷kfkŒ ‚¼kyku xu÷eVku™ {kir¾f ònuhkŒ
ð„uhu ©kÔÞ ‚kÄ™kuLku ÔÞrõŒ„Œ fu ‚{qn{kt ƒku÷e™u þk¤k{k ÔÞrõŒ ™u ƒŒkððk{kt
ykðu Au yk heŒu þk¤k rðþu ©kÔÞ «íÞkÞ™ ÚkkÞ Au Ëk¾÷k Œhefu fkuE þk¤k™wt
…rhýk{ ‚khwt ykðu Œku þk¤k …k‚u fu yLÞ ÔÞrõŒ ŒhVÚke ‚kt¼¤ðk {¤u Au fu
ykýtË nkRMfw÷ ‚khe Au

3. ÿ~Þ ©kÔÞ ‚kÄ™ku

su{kt ‚tËuþku skuE þfkÞ y™u ‚tËuþku ‚kt¼¤e þfkÞ Œu™u ÿ~Þ-©kÔÞ ‚kÄ™ku
fnuðkÞ rVÕ{-xeðe ™kxfku þuhe™kxfku ð„uhu.

Œ{khe «„rŒ [fk‚ku:

™kutÄ:

1. Œ{khku sðkƒ yk…u÷ søÞk{kt ÷¾ku.

2. Œ{khk sðkƒku™e [fk‚ýe yuf{™kt ytŒ{k [fk‚ku.

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

«íÞkÞLkLkku {q¤¼qík ÏÞk÷ (Basics of Communication)
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1.6. «íÞkÞ™™kt fkiþÕÞku (Communication Skills)

‚{„ú Sð™{kt «íÞkÞ™ sYhe ƒ™u Au ¼k»kk™u ‚t…qýo…ýu òýðk {kxu y™u

Œu™kÚke ÞkuøÞŒk nkt‚÷ fhðk {kxu sYhe Au [kh fkiþÕÞku su{fu ðkt[Lk, ÷u¾™,

‚kt¼¤ðwt y™u ƒku÷ðwt ð„uhu ÷ur¾Œ «íÞkÞ™ yu {kir¾f «íÞkÞ™Úke y÷„ Au

y‚hfkhf ÷u¾™ yu y‚hfkhf «íÞkÞ™™e [kðe Au ÷¾ký ð„h ¼k»kk þe¾ðe

yu …ý y½he Au. su{kt™e [kh fkiþÕÞku rðþu xwtf{kt ‚{Syu.

1.6.1. ðk[Lk fkiþÕÞ

‘ðkt[Lk’ þçË yu ðkt[Lk ‚kÚku ‚{sþrõŒ ‚q[ðu Au. ðkt[Lk ‚{sþrõŒ{kt

‚k{„úe™ku yÚko, þçË¼tzku¤, {k¤¾wt, ÏÞk÷ y™u rð[khku™k ‚tƒtÄku ‚{kÞu÷k nkuÞ

Au. ðkt[Lk yu ‚kt¼¤ðk ƒhkƒh Au su™u zefkuzet„ «r¢Þk fnuðk{kt ykðu Au. su{kt

½ýkt ¼kirŒf, ƒkirØf y™u ½ýeðkh ÷k„ýeþe÷ «rŒr¢Þkyku ‚{kÞu÷e nkuÞ Au.

yux÷u Œu™u srx÷ «r¢Þk fnuðk{kt ykðu Au. W…hktŒ, ðkt[Lk™e ykðzŒÚke r[ºkkí{f

r™þk™eyku y™u Œuyku™u y™wY… yðks Wå[khý™u Œ{u yku¤¾e þfku.

1.6.1.1. ðkt[Lk fkiþÕÞ™wt {n¥ð:

¼k»kk™e yk [kh fkiþÕÞku suðk fu, ƒku÷ðwt, ‚kt¼¤ðwt, ÷¾ðwt y™u ðkt[ðwt

yk{ktÚke ‚kiÚke y„íÞ™wt fkiþÕÞ yu ðkt[Lk Au. ðkt[Lk yu ½ýe y„íÞ™e þi÷e Au

su™kÚke ÷kufku ðå[u yk fkiþÕÞ™ku rðfk‚ fhe þfkÞ. yk yuf þe¾ðk {kxu™ku

«ðuþîkh Au. ðkt[Lk þi÷e yux÷u fu yt„úuS rþûkýÚke {kir¾f yr¼„{ ‚kÚku «íÞûk

heŒu ‚t…fo{k ykðe þfku Aku. yk yuf ðkt[Lk Au fu su™kÚke ÷kufku þçËku y™u Œu™e

h[™k …h ‚t…qýo heŒu ytfwþ ÷kðe þfu Au.

1.6.1.2. ðkt[Lk™k «fkhku

ðkt[Lk™kt «fkhku ™e[u {wsƒ Au:

1. {kuxuÚke ðkt[Lk

2. þktrŒ Úke ðkt[Lk

3. ¾qçk æÞk™Úke ðkt[Lk

4. rðMŒ]Œ ðkt[Lk

1.6.1.3 ðkt[Lk fkiþÕÞ™k yðhkuÄku

™e[u sýkðu÷ fux÷kf yðhkuÄku su ðkt[Lk fkiþÕÞ{kt yðhkuÄ W¼k fhe þfu

su yk «{kýu Au:
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1. ¼kirŒf …rhƒ¤ku

2. ÷k„ýeþe÷ …rhƒ¤ku

3. …ÞkoðhýeÞ …rhƒ¤ku

Œ{khe «„rŒ [fk‚ku:

™kutÄ:

1. Œ{khku sðkƒ yk…u÷ søÞk{kt ÷¾ku.

2. Œ{khk sðkƒku™e [fk‚ýe yuf{™kt ytŒ{k [fk‚ku.

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. ÷u¾™ fkiþÕÞ

¼k»kk rþûký™kt [kh fkiþÕÞku{kt ‘÷u¾™’ yu ðÄkhu {n¥ð™wt fkiþÕÞ „ýkÞ

Au. ÷u¾™™kt {kæÞ{Úke yk…ýu su ÷kufku yk…ýkÚke Ëqh Au Œu™k rð[khku, ÷k„ýeyku™u

yk…ýu «íÞkrLðŒ fhe þfeyu Aeyu. nfefŒ{kt ¼k»kk rþûký yuðwt fnu Au fu, ÷u¾™

þi÷e™kt rðfk‚ ð„h yÄqhwt Au.

1.6.2.1 ÷u¾™ fkiþÕÞ™wt {n¥ð:

1. su ÷kufku «íÞûk heŒu ƒku÷e þfŒk ™Úke Œu {kxu ÷u¾™ yuf «íÞkÞ™

{kxu™wt {kæÞ{ Au.

«íÞkÞLkLkku {q¤¼qík ÏÞk÷ (Basics of Communication)
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2. fkuE [ku¬‚ ûkuºk{kt rðrðÄ ½x™kyku™e rð„Œku™u ™kutÄðk {kxu sYhe

Au.

3. ¼rð»Þ{kt ‚tË¼o Œhefu W…Þku„{kt ÷uðk {kxu «u÷u¾ku, ™kutÄku, y™u

ynu÷kð ŒiÞkh fhðk {kxu ÷u¾™ sYhe Au.

4. ÷¾u÷ ËMŒkðus™kt MðY…{kt ‚kûke fu …whkðkyku yk…ðk {kxu …ý

÷u¾™ sYhe ƒ™u Au.

1.6.2.2. ‚khk ÷u¾™ þi÷e {kxu™e ÷kûkrýfŒkyku

1. rðrþüŒk

2. ‚wðkåÞŒk

3. r™¾k÷‚Œk

4. yufY…Œk

5. ytŒh hk¾ðwt

6. {kuxk {w¤kûkhku y™u rðhk{ r[öku

1.6.2.3 ÷u¾™ þi÷e™k yðhkuÄku:

1. ÷¾ký{kt ‚w[™kyku™e ¾k{e

2. ðkfâh[™k{kt ŒVkðŒku

3. skuzýe y™u ÔÞkfhý

Œ{khe «„rŒ [fk‚ku:

™kutÄ:

1. Œ{khku sðkƒ yk…u÷ søÞk{kt ÷¾ku.

2. Œ{khk sðkƒku™e [fk‚ýe yuf{™kt ytŒ{k [fk‚ku.

11. Writing aims at facilitating clear and effective _________________

a. communication b. speaking

c. listening d. none of these
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12. ____________________ letters should be used at appropriate

places.

a. small b. capital

c. short d. sender.

1.6.3 ‚kt¼¤ðk™wt fkiþÕÞ

«íÞkÞ™{kt ‚kt¼¤ðk™wt {n¥ð ½ýwt rðþk¤ Au. «íÞkÞ™ «r¢Þk{kt ‚tËuþk™u

{u¤ððwt y™u Œu™wt yÚko½x™ fhðk™e ykðzŒ™u Mkkt¼¤ðwt fne þfkÞ. ‚t¼k¤ðwt yu

y‚hfkhf «íÞkÞ™™e [kðe „ýðk{kt ykðu Au. ‚kt¼¤ðk™e ykðzŒ ð„h ‚tËuþk

{kxu „uh‚{s W¼e ÚkkÞ Au. {ký‚ku ‚kiÚke ðÄkhu {n¥ð ƒku÷ðk™e ykðzŒ™u yk…Œk

nkuÞ Au. ‚khwt ƒku÷ðwt yu ‚khwt fkuBÞwr™fuþ™ ƒhkƒh „ýu Au. ƒku÷ðk™e ykðzŒ™u

‚V¤Œk…qðof «íÞkÞ™™wt yuf sYhe ½xf „ýðk{kt ykðu Au. ‚kt¼¤ðk™e ykðzŒ™u

…ý yux÷wt s {n¥ð yk…ðk{kt ykðu Au

1.6.3.1 ‚kt¼¤ðkLkk fkiþÕÞ™wt {n¥ð

Listening (‚kt¼¤ðwt) y™u Hearing (‚kt¼¤ðwt) yk ƒu ðå[u™ku ŒVkðŒ

ƒnw s M…ü Au ßÞkhu yk…ýu ‚kt¼¤eyu Aeyu íÞkhu yk…ýu ‚¼k™…ýu æÞk™ furLÿŒ

fheyu Aeyu. yuf ‚khku ©kuŒk yu ¼k»kk™u ðÄkhu y‚hfkhf y™u fkÞoûk{ heŒu þe¾u

Au. sÞkhu yk…ýu ‘Hear’ fheyu íÞkhu Œu{kt ðÄkhu æÞk™ furLÿŒ fhŒk ™Úke. sÞkhu

yk…ýu fkuE yðks òýŒkt fu yòýŒkt ‚kt¼¤eyu Aeyu íÞkhu Œu™u sÕËe ¼q÷e

sEyu Aeyu. nuŒw…qðof ‚kt¼¤ðwt su™k …rhýk{u ðÄkhu ‚khe ‚{sþrõŒ ykðe þfu.

‚kt¼éÞk ð„h fkuE «íÞkÞ™ ÚkE þfŒwt ™Úke.fnuðk{kt ykðu Au fu ¼k»kk rþûký™e

«r¢Þk{kt ‚{sý {kxu Listening (‚kt¼¤ðwt) ™u …kÞk™wt fkiþÕÞ „ýðk{kt ykðu Au.

su™kÚke þçËku™k yÚko, þçË‚{wnku y™u ÷ÏÞk h[™k ‚{S þfkÞ Au. ƒku÷™kh îkhk

yk…ðk{kt ykðu÷ ykËuþku fu nwf{ku™u y™w‚he þfu. ƒku÷™kh îkhk W…Þku„{kt ÷uðkÞu÷k

‚tÞkusf ÞwrõŒyku su{ fu ‘such as’, ‘in addition to’, ‘in fact’, ‘in tune with’

ð„hu™kt ‚h¤ ðýo™ ‚kt¼¤™kh Mðefkhe þfu ‚{S þfu.

1.6.3.2 ‚kt¼¤ðwt fkiþÕÞ™kt yðhkuÄku

ynetÞk fux÷ktf yðhkuÄku Au fu su y‚hfkhf heŒu ‚kt¼¤ðk {kxu yz[ý

Q¼e fhkðe þfu Au.

• ¼kirŒf yðhkuÄku

• ¼kðkí{f yðhkuÄku

«íÞkÞLkLkku {q¤¼qík ÏÞk÷ (Basics of Communication)
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• fÕ…™kí{f yðhkuÄku

• ‚ktMf]rŒf yðhkuÄku

• ¼k»kk™kt yðhkuÄku

{krnŒe ‚t[kh{kt {kuxu ¼k„u yk…ýu su ‚kt¼¤ðk™wt Au Œu™k fhŒk ykswƒksw™wt

ðÄkhu ‚kt¼¤eyu Aeyu su{k su fhðwt skuEyu yÚkðk Œku su Úkðwt skuEyu Œu ÚkŒwt ™Úke.

‚kt¼¤ðwt {krnŒe ‚t[kh «r¢Þk™e yuf f¤k Au yk…ýu òýeyu Aeyu fu {kuxk¼k„™k

{krnŒe ‚t[kh r™»V¤ sðk™k fkhýku{k ‚kiÚke {n¥ð™wt fkhý yu Au fu {krnŒe™u

ƒhkƒh ™ ‚kt¼¤ðe Œku …Ae yk ¾k{eyku™u Ëqh fhðk yk…ýu þwt fheþwt.

1.6.3.3. ‚kt¼¤ðk™e «r¢Þk{kt æÞk™{kt hk¾ðk suðe ƒkƒŒku :

• …qðo rþûký {kxu æÞk™Úke ‚kt¼¤ðwt:

‚tËuþk™k {wÏÞ ƒu ¼k„ nkuÞ Au yuf Œku ‚tËuþk™ku rð»kÞ ðMŒw y™u ƒeswt

‚tËuþku ‚kÚku skuzkÞu÷e ÷k„ýe ykÚke ‚kt¼¤™kh [ku¬‚…ýu ŒfuËkhe hk¾ðe skuEyu

fu ‚tËuþk{kt rð»kÞ ðMŒw {kºk s ™net …htŒw Œu™e ‚kÚku ‚tf¤kÞu÷e ÷k„ýe™u fu ðýkuo™u

‚{su.

• ‚kt¼¤e™u ÞkuøÞ «rŒ[kh yk…ku :

«íÞuf ‚kt¼¤™khu ðõŒk™k «ð[™ ‚k{u nfkhkí{f y™u ÞkuøÞ «rŒ[kh

yk…ðku sYhe Au. Ëk¾÷k Œhefu zkuf n÷kðe™u «rŒ[kh yk…ðku..

• þfâ nkuÞ Œku ƒÄk {wÆk™u rð„Œðkh ™kutÄ ÷ku:

ƒku÷u÷e ðMŒwyku yuf‚kÚku ÞkË hk¾ðe {w~fu÷ Au Œu{s ƒÄe s ðMŒwyku

ƒku÷e ™u ƒŒkððe …ý {w~fu÷ ƒ™u Au {kxu þfâ nkuÞ Œku {n¥ð™e rð„Œku™e ™kutÄe

÷uðe skuEyu

v sqÚk™k ÔÞrõŒyku …kuŒk™kt {tŒÔÞku y™u yr¼«kÞku ‚kt¼¤ðk{kt ykðu Œku

ðÄkhu ‚khwt fk{ fhe þfu Au

v sqÚk™e Ëhuf ™k™e ‚{MÞk™u ‚kt¼¤ðk{kt ykðu Œku sqÚk™k {kuxk Í½zk ÚkŒkt

yxfkðe þfkÞ Au

v ‚kt¼¤ðk™e «r¢Þk ‚khe ÚkkÞ Œu {kxu Œu™u ÞkuøÞ ‚{Þ yk…ðku sYhe.

v ‚kt¼¤ðk™e «r¢Þk{kt …qýo æÞk™ sYhe ƒ™u Au ßÞkhu ðkŒ [k÷Œe nkuÞ

íÞkhu {„s ƒesu fâktÞ nkuÞ Œku ‚khe heŒu ‚kt¼¤ðwt yþfâ ƒ™u Au

1.6.3.4. ‚kt¼¤ðk™e «r¢Þk™u y‚hfkhf ƒ™kððk {kxu™k {k„oËþo™ku

• ðkŒ[eŒ ™ fhku: ßÞkhu ‚kt¼¤ðk™e «r¢Þk [k÷Œe nkuÞ íÞkhu ™fk{e ðkŒ[eŒ

fhðkÚke ‚kt¼¤ðk™e «r¢Þk{kt ¾÷u÷ …zu Au Œu{s ƒku÷™kh™k {„s{kt

Œ{u ‚kt¼¤ðk{kt h‚ ÄhkðŒk ™Úke Œu{ ÷k„u Au.
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• ƒku÷™kh ÔÞrõŒ ™u …qhŒe Œf yk…ku Œu þwt fnuðk {kt„u Au Œu þktrŒÚke

‚kt¼¤ku y™u sYh …zu Œku s «§ fhku.

• ƒku÷™kh ÔÞrõŒ ™u Œ{u ¾hu¾h ‚kt¼¤ðk {kt„ku Aku Œu ƒŒkðku ƒku÷™kh

ÔÞrõŒ™u ÞkuøÞ «rŒ[kh yk…ðkÚke y™u Œu{k h‚ Ëu¾kzðkÚke ‚k{uðk¤e

ÔÞrõŒ™u «kuí‚kn™ {¤u Au, yu ðkŒ™ku rðhkuÄ fhðk™u ƒË÷u Œu™u ‚kt¼¤ku

y™u ‚{sðk™ku «ÞíLk fhku.

• fkuE…ý òŒ™k yðhkuÄku™u Ëqh fhku ƒ™u íÞkt ‚wÄe yufktŒ y™u þktŒ ðkŒkðhý

ðk¤e søÞk …‚tË fhku Œu{s ™fk{kt „ý „ýkøkýkx fhþku ™net

• Äehs…qýo ðŒkuo: ‚k{uðk¤k™e ðkŒ ‚kt¼¤e ™ ‚kt¼¤e fhe ™u ðå[u ™k

ƒku÷ku Œu™u ƒku÷ðk™ku …qhku ‚{Þ yk…ku y™u fâkhuÞ …ý ð[{ktÚke Q¼k ÚkE

[k÷ðk ™ {ktzku. rðhk{™ku ÞkuøÞ ‚{Þu s W…Þku„ fhku

‚kt¼¤™kh y™u ƒku÷™kh ‚k[u ‚k[ þwt fnuðk {k„u Au yu ‚{sðk {kxu

sYhe yuðe yufk„úŒk fu¤ððe …zu Au. ƒku÷™kh™e ÷k„ýeyku yu™k {™kuð÷ýku Œu™e

Ëwr™Þk™u skuðk™e ÿrü™u ‚{sðk {kxu ‚nk™w¼qrŒ™e sYh …zþu. ‚nk™w¼qrŒ yu

‚nk™w¼qrŒ ™Úke. ‚nk™w¼qrŒ{kt ƒku÷™kh™k …ut„zk{kt …„ hk¾ðku …zu Au ƒku÷™kh þwt

fnuðk {kt„u Au yu™wt æÞk™ hk¾ðwt …zu Au Œ{khu su ‚kt¼¤ðwt Au yu sku ‚t¼¤kŒwt hnuþu

y™u ‚{òŒwt hnuþu Œku ƒku÷™kh ƒku÷þu fktE y™u Œ{u fhþku fktE. ƒku÷™kh su

‚tËuþku yk…e hÌkku Au yu™ku yu s nk÷Œ{kt Œ{khu Mðefkh fhðk™ku Au. ‚tËuþk …h

Œ{khu Œ{khwt ss{uLx yk…Œk hnuðk™wt ™Úke Œ{khk sðkƒ ŒiÞkh fhðk™k «ÞíLkku

fhðk™kt ™Úke VõŒ æÞk™Úke y™u nuŒw…qðof ‚kt¼¤Œk hnuðk™wt Au.

1.6.3.5 æÞk™Úke ‚kt¼¤ðk™k r™Þ{ku

• ƒku÷™kh™e ykt¾ skuzu ‚eÄku ‚t…fo hk¾ku yu™e ™sh skuzu ™sh {u¤ðe hk¾ku

Œ{u ¼÷u fk™Úke ‚kt¼¤Œk nku, Œ{u ‚kt¼¤ku Aku fu ™net Œu ƒku÷™kh ™¬e

fhþu Œ{khe ykt¾ku skuE™u.

• ‚kt¼¤Œe ð¾Œu Œ{khk [nuhk W…h ÞkuøÞ ¼kðku ƒŒkðŒk hnku. [nuhk …ý

ÞkuøÞ ¼kð ÷kðe™u Œ{khu ƒku÷™kh ™u ƒŒkðŒk hnuðk™wt Au fu Œ{u æÞk™Úke

‚kt¼¤e hÌkk Aku.

• ‚kt¼¤Œe ð¾Œu rƒ™sYhe nhfŒku fhðk™wt xk¤ku.

• sYh …zu ‚ðk÷ku …qAŒkt y[fkMkku ™net. su ftEf ƒku÷kR hÌkwt Au yu …qhu…qhwt

‚{sðk™e sðkƒËkhe ‚kt¼¤™kh™e Au

• sYh …zu Œku ƒku÷™kh su fktR ƒku÷e hÌkku nkuÞ yu ‚kt¼¤™khu VheÚke Œu™k

þçËku{kt Ëkunhkððku skuEyu.

• ð[{kt sYrhÞkŒ ð„h™wt ƒku÷ðk™wt xk¤ðwt skuEyu.

«íÞkÞLkLkku {q¤¼qík ÏÞk÷ (Basics of Communication)
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• ƒku÷Lkkh™k rð[khku …ý ‚{sðk™k Au VõŒ nfefŒku ™net.

• ƒku÷™kh™k nkuÆk™u …ý ‚{sðku sYhe Au.

MxeV™ ƒutf sýkðu Au fu,

• MðMÚk heŒu ‚kt¼¤™khk ‚wtËh ‚tƒtÄku MÚkkr…Œ fhe þfu Au ƒeòyku™u …kuŒk™k

fhe Ëuðk™e rðãk ‚kt¼¤ðk™e fwþ¤Œk{kt s ‚{kÞu÷e Au.

• yk…ýu ð»kkuo ‚wÄe ÷¾Œk-ðkt[Œk ƒku÷Œkt þe¾eyu Aeyu …ý ‚kt¼¤ðk™wt Œku

fkuE s yk…ý™u þe¾ðkzŒwt ™Úke.

• Œ{khu sku Œ{khe y‚hfkhfŒk ‚krƒŒ fhðe nkuÞ Œku ‚k{uðk¤k™e sYrhÞkŒ

÷ûk{kt ÷ku yu™e ðkŒku æÞk™Úke ‚kt¼¤ðe suÚke su Œ{u Œu™k …h Äkhe y‚h

…kze þfþku

÷ìhe ®f„ fnu Au fu,

“‚k[k ‚ðk÷ku …qAðk yu ‚khk ©ðý™wt W¥k{ ÷ûký Au”

Œ{khe «„rŒ [fk‚ku:

™kutÄ:

1. Œ{khku sðkƒ yk…u÷ søÞk{kt ÷¾ku.

2. Œ{khk sðkƒku™e [fk‚ýe yuf{™kt ytŒ{kt [fk‚ku.

13. A good __________ learns a language more effectively and efficiently.

a. speaker b. listener

c. viewer d. writer

14. A needs a lot of patience

a. sender b. listener

c. receiver d. all of the above
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1.6.4 ƒku÷ðkLkwt fkiþÕÞ

¼k»kk™k [kh fkiþÕÞku …ife yk yuf y„íÞ™wt fkiþÕÞ Au ƒku÷ðwt yÚkðk Œku

Œu™e ðkýe. {kuxu ¼k„u sÞkhu fkuE ™ðe ¼k»kk WÆ¼ðu Au íÞkhu Œuðe …herMÚkrŒ{kt

þe¾ðk™e sYh ðŒkoÞ Au. ßÞkt ™ðe ¼k»kk{k yuf ƒeò ‚kÚku ðkŒ[eŒ fhðk™e

sYheÞkŒ ðŒkoÞ íÞkhu Œ{u Äe{u Äe{u ƒku÷e þfku. íÞkh …Ae™ku Œƒ¬ku yu ¼k»kk™wt

ðýo™ fhðk {kxu ÞkuøÞ þçËku yÚkðk þçË‚{wnku Œu{s ‚k[e ðkfâ h[™k ƒ™kððk™kt

ykÄkhu Œ{u …kht„Œ ƒ™e þfku.

1.6.4.1. ƒku÷ðwt fkiþÕÞ™k yðhkuÄku

™e[u Ëþkoðu÷k fux÷kf yðhkuÄku su ƒku÷ðk {kxu yðhkuÄ W¼k fhe þfu su

yk «{kýu Au:

1. ¼k»kk W…h «¼wíð™e ¾k{e

2. ÷kufku{kt ÔÞrõŒ„Œ ¼uË¼kðku

3. ÷k„ýeþe÷ …rhƒ¤ku

4. ¼kirŒf …rhƒ¤ku

1.6.4.2. y‚hfkhf ƒku÷ðk™k ‚q[™ku

«u»kfu …kuŒk™wt fkiþÕÞ rðf‚kððk {kxu ™e[u™e ƒkƒŒku æÞk™{kt hk¾ðe skuEyu

• ‚tËuþku yk…ðk™ku æÞuÞ ™¬e fhku.

• ‚k{kLÞ ÔÞrõŒ …ý ‚{S þfu Œu{ ‚tËuþk™u M…ü ƒ™kðku

• ‚tËuþku «kÃík fh™kh ÔÞrõŒ™e ðÞ, òrŒ, fu¤ðýe ð„uhu æÞk™{kt ÷R

‚tËuþk™e rð„Œku ™¬e fhku.

• ‚tËuþku «kÃík fh™kh ÔÞrõŒ «§ku …wAþu s yu{ rð[khe™u Œu™k ‚t¼rðŒ

«§ku™k þfâ W¥khku ŒiÞkh hk¾ku.

• ‚tËuþku yk…ðk{kt fkuE {wÆku hne ™k òÞ Œu {kxu {n¥ð™k {wÆkyku™e ™kutÄ

hk¾ku.

• ykí{rðïk‚ y™u «¼kðþk¤e heŒu ƒku÷ku

• hsqykŒ fhŒk y„kW Œu™ku {nkðhku fhku.

• «íÞkÞ™ ð¾Œu ðk…hðk™e ‚kÄ™ ‚k{„úe [fk‚e™u ŒiÞkh hk¾ku.

• ‚{Þ {ÞkoËk{kt «íÞkÞ™ …qhwt fhku.

«íÞkÞLkLkku {q¤¼qík ÏÞk÷ (Basics of Communication)
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Œ{khe «„rŒ [fk‚ku :

™kutÄ :

1. Œ{khku sðkƒ yk…u÷ søÞk{kt ÷¾ku.

2. Œ{khk sðkƒku™e [fk‚ýe yuf{™kt ytŒ{kt [fk‚ku.

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. ‚khktþ (Summary)

yk Þwr™x™e ytËh yk…ýu {krnŒe‚t[kh™e «r¢Þkyku, «fkhku rðþu ‚{sý
{u¤ðe. Œ{u òýku Aku fu þkrçËf y™u yþkrçËf ðå[u™ku ŒVkðŒ. Œu{s {krnŒe‚t[kh™e
fux÷ef þi÷eyku suðe fu ƒku÷ðwt ‚kt¼¤ðwt y™u ÷¾ðwt rðþu …ý yk…ýu yk Þwr™x ™e
ytËh ‚{sý fu¤ðe. «íÞkÞ™™k [kh fkiþÕÞku™e ‚kÚku y‚hfkhf ƒku÷ðk y™u
Mkkt¼k¤ðk {kxu™e fux÷ef xeÃ‚ …ý yk…ý™u yk…ðk{kt ykðe.

1.8. ík{khe «økrík [fkMkkuLkk W¥khku

1.d sharing

2.c receiver
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3.c two

4.b sender

5.d languages

6.c receiver

7.c audio

8.c film

9.a Reading

10.c Extensive

11.a Communication

12.b Capital

13.b listener

14.b listener

15.d four

16.b English

1.9. yuf{- ytŒ «ð]r¥kykuu

1. «íÞkÞ™ yux÷u þwt?

2. «íÞkÞ™™k ½xfku™e ÞkËe yk…ku.

3. «íÞkÞ™™k «fkhku ‚{òðku.

4. «íÞkÞ™ [¢™u ykf]rŒ ‚n ðýo™ fhku.

5. ðkt[Lk fkiþÕÞ rðMŒkhÚke ‚{òðku.

ø«íÞkÞLkLkku {q¤¼qík ÏÞk÷ (Basics of Communication)
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1.10. MktË¼kuo yLku rðþu»k ðkt[Lk
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‚k{krsf fkiþÕÞ (Social Skills)

YÃkhu¾k

2.0 nuŒw

2.1. «MŒkð™k

2.2. {w÷kfkŒ y™u yr¼ðkË™

2.3. yr¼ðkË™: ™w{™kyku

2.4. yr¼ðkË™: ðkŒko÷k…ku

2.5. ðkŒko÷k… {kxu ÚkŒe {qtÍðý xk¤ku

2.6. ‚k{krsf fkiþÕÞ ‚khwt fuðe heŒu ƒ™e þfu?

2.7. ‚k{krsf fkiþÕÞ™k VkÞËkyku

2.8. ‚khktþ

2.9. ík{khe «økríkLkk [fkMkkuLkk W¥khku

2.10. yuf{-ytŒ «ð]r¥kyku

2.11. MktË¼kuo yLku rðþu»k ðkt[Lk

2.0. nuŒw (objectives) :

yk yuf{Úke yk…ýu ™e[u {wsƒ ‚ûk{ ƒ™e þfeþwt

• {exª„ fuðe heŒu „kuXðe þfku Œu{s yr¼ðkË™ fuðe heŒu fhe þfþku Œu™e
«urõx‚

• ‚khe þYykŒ fhðk {kxu yr¼ðkË™™e ÔÞqnh[™kyku òýðe.

• ‚khk yr¼ðkË™ {kxu™k ™{q™kyku™e òýfkhe.

• ðkŒ[eŒ ËhBÞk™ ÚkŒe ‚tfku[ y™u {qtÍðý Ëqh fhðe.

• ÔÞkfhý™kt W…Þku„Úke ðkŒko÷k…{kt «urõx‚ ð„uhu.

2.1. «MŒkð™k (Introduction) :

{k™ðe yuf ‚k{krsf «kýe Au. yk…ýu ½ýkt ƒÄk {k„uo ‚tËuþkyku, ÷k„ýeyku,
rð[khku yuf ƒeò ‚kÚku «íÞkrLðŒ fheyu Aeyu. yk Þw™exÚke yk…ý™u «íÞkÞ™™wt
{n¥ð ‚k{krsf ÔÞðnkh{kt fux÷wt Au Œu™e ‚{sý {¤þu. Œ{u fux÷kf {n¥ð™k
…k‚ktyku suðk fu fkuEf ™u fuðe heŒu {¤ðwt y™u fuðe heŒu Œu™wt yr¼ðkË™ fhðwt Œu

yuf{

2
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yt„u ò„]Œ ƒ™e þfþku. sÞkhu Œ{u fkuE™e ‚{ûk hsqykŒ fhŒk nkuEyu íÞkhu Œuyku
Œ{™u fuðe heŒu «rŒ[kh yk…þu. fuðe heŒu Œ{u …kuŒk™e yÚkðk Œku ƒeòyku «íÞu
{wtsðý Ëqh fhe þfþku. fuðe heŒu Œ{u ‚k{krsf ‚t{u÷™{k hknŒ y™w¼ðe þfþku.
Œ{u fkuE …ý [[ko{kt ƒkirØf heŒu ƒku÷e þfðk {kxu ‚ûk{ Aku Œu ðÄkhu {n¥ð™wt Au.
ynetÞk yu {n¥ð™wt Au fu yr¼ðkË™{kt fE ¼k»kk™ku W…Þku„ fhðk{kt ykÔÞku Au.
Œ{khe ðkŒ[eŒ yki…[krhf y™u y™ki…[krhf …rhrMÚkrŒ{k hsq Úkðe skuEyu.

2.2. {w÷kfkŒ y™u yr¼ðkË™ (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”.

{¤ðwt y™u ykðfkhðwt yk yuf ½x™k Au Œu{kt fkuE {nk™ ÔÞrõŒ yLÞ
ÔÞrõŒyku™u {¤e þfu y™u ðkŒku fhe þfu Œu {kxu „kuXððk{kt ykðu Au.

{exet„ ({w÷kfkŒ) yux÷u ƒu fu ƒuÚke ðÄkhu ÔÞrõíkyku fkuE ‚k{kLÞ nuŒw™e
rMkØe {kxu þkrçËf «rŒr¢Þk su{fu {krnŒe™e yk…-÷u yÚkðk Œku fkuE fhkh …h
Ãknku[ðk {kxu yufXk ÚkkÞ Au Œu™u {exet„ fnuðk{kt ykðu Au.

„úe®x„ (yr¼ðkË™) yu yuf «íÞkÞ™™wt fkÞo Au. su{kt ÔÞrõŒ„Œ yÚkðk
Œku ÷kufku™k sqÚk ðå[u yuf ƒeò™u òýðk, Œu™kt …h æÞk™ Ëkuhðk, yLku ½ýkt ƒÄk
«fkh™k ‚tƒtÄku rðf‚kððk yÚkðk Œku ‚k{krsf nkuÆku(yku…[krhf yÚkðk y™ku…[krhf)
{kxu Œuyku yufƒeò™kt ‚t…fo{kt ykðu íÞkhu {k™ðeyku òýe skuE™u …kuŒk™e nkshe
ƒŒkðu Au.

2.2.1 {w÷kfkŒ™k nuŒwyku:

• «ð]rŒyku „kuXððe y™u ‚nfkh yk…ðku.

• fux÷ef «ð]r¥k yÚkðk Œku y™w¼ð yt„u ynuðk÷ yk…ðku.

• sqÚk™k ÷kufku™u ‚q[™kyku yk…ðe.

• ™ðk rð[khku yk…ðk y™u ÷uðk yLku Œu™kt …h íðrhŒ «rŒr¢Þk fhðe.

• Wí‚kn y™u nfkhkí{f ð÷ý W¼k fhðk.

• ƒeò …k‚uÚke þe¾ðwt y™u yuf ƒeò™u Œk÷e{ yk…ðe.

• {ËË {u¤ððk {kxu hwr[ ƒŒkððe y™u Œu{kt ‚k{u÷ Úkðwt.

• fkÞkuo™e ‚{eûkk fhðe.

2.2.2. yr¼ðkË™Úke ‚khe þYykŒ fhðk {kxu™e fux÷ef ÔÞqnh[™kyku:

• sÞkhu fkuE Œ{™u {¤ðk ykðu íÞkhu Œu™e ‚{ûk W¼k Úkðwt.

• {¤™kh ÔÞrõŒ™u yuf rM{Œ yk…ðwt.

• ykt¾kuÚke ykt¾™kt ‚t…fo{kt hnuðwt.
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• ŒhŒ s Œ{khe yku¤¾ký yk…ðe.

• sYh …zu Œku Œ{u fkuý Aku Œuðwt r™ðuË™ ‚k{u÷ fhðwt.

• {sƒwŒ nuLzþuf {kxu ykuVh fhðe.

• fuðe heŒu ‚h¤ …rh[Þ yk…ðku Œu þe¾ðwt.

• òýku fkuý ðÄkhu {n¥ðLkku ÔÞrõŒ Au

• sÞkhu Œ{u ÷kufku™u {¤ku Aku Œku ™k{ku …h ðÄkhu æÞk™ Ëkuhku.

• su ÔÞrõŒ Œ{khe ‚kÚku Au, sku yu ÔÞrõŒ Œ{™u …hðk™„e yk…u Œku «Úk{
Œu™kt ™k{™ku W…Þku„ fhku.

2.3. yr¼ðkË™™k ™{q™kyku  (Greetings Samples)

ynetÞk fux÷ef {kuxk¼k„™e …rhrMÚkrŒ yk…u÷e Au su{kt yr¼ðkË™ sYhe
ƒ™u Au.

• fkÞo {w÷kfkŒ

• ÄtÄkfeÞ {w÷kfkŒ

• Wå[ ‚t[k÷f yÚkðk Œku ‚e.R.yku. ‚kÚku «íÞkÞ™

• ™ðk ‚n f{o[kheyku ‚kÚku ðkŒ[eŒ

• y‚e÷ ‚kÚku fhu÷ ðkŒ[eŒ

• ð]Ø ÔÞrõŒ™u yk…ðk{ktt ykðŒwt {k™ ‚L{k™

• fkuE ÔÞrõŒ su™u Œ{u ¼køÞu s òýŒk nkuÞ Œu™e ‚kÚku ƒku÷ðwt.

fkuE …ý …rhrMÚkrŒ{kt yku…[krhf ðkŒ[eŒ þY fhðk {kxu ™e[u sýkðu÷
yr¼ðkË™™kt ™{q™kyku™ku W…Þku„ fhðk{kt ykðu Au. su yk «{kýu Au:

1. Good Morning/ Good Afternoon/ Good Evening

2. How do you do?

3. Nice to meet you Pleased to meet you

4. How have you been?

5. Hello/ Hi/ Hey

6. How are you doing? How is going?

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

8. Long time to see/ It’s been a while

9. Are you ok?/ Alright mate?

10. Howdy!

11. Sup? / Whazzup?

Mkk{krsf fkiþÕÞ
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Œ{khe «„rŒ [fkMkku

1. yr¼ðkË™ y™u «rŒ¼kð ðå[u™k yk…u÷k skuzfk skuzku :

LkkUÄ : 1. yk…u÷ søÞk{kt Œ{khk sðkƒ ÷¾ku.

2. yuf{™k ytŒu yk…ðk{kt ykðu÷k sðkƒku Œ{khk sðkƒku ‚kÚku [fk‚ðwt.

2.4. yr¼ðkË™: ðkŒko÷k…ku

xqtfe ðkŒko÷k… yk «{kýu Au.

ðkŒko÷k… : 1

Sita: Hello I’m Sita

Diya: I’m Diya

Sita: Happy to meet you. Diya

ðkŒko÷k… : 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.

ðkŒko÷k… : 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.

Greeting

1. How are you?

2. How do you do?

3. Please to meet you

4. It was nice meeting you

5. Have a good weekend

6. See you next month

7. You must be Ann Peterson

8. I hope to see you again

Response

a. I  really enjoyed meeting you, too.

b. Fine, thanks. And you?

c. I hope so, too.

d. How do you do?

e. Yes, That’s right

f. see youg.

g. Please to meet you, too.

h. Same to you
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ðkŒko÷k… : 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.

…wMŒfk÷Þ {w÷kfkŒ ËhBÞk™ ÚkŒku ðkŒko÷k… :

ðkŒko÷k… - 1. „útÚk…k÷ y™u rðãkÚkeo ðå[u ÚkŒe ðkŒ[eŒ:

Librarian: Good morning. What can I do for you?

Student: I am a student of the Social Science Department. I am

looking for some resource material for a project. I need

your guidance.

Librarian: Your card please. Have you made your entry?

Student: Yes, sir. Here is my card. Where can I find this reference

material?

Librarian: 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.

Student: Can I get material issued?

Librarian: 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.

Student: Thank you very much for your help.

Librarian: You’re welcome.

Mkk{krsf fkiþÕÞ
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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

ðkŒko÷k… 2.„útÚk…k÷ y™u rðãkÚkeo ðå[u ÚkŒe ðkŒ[eŒ:

Student: Hello ma’am, how are you?

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

Student: I am good ma’am. Actually I was searching a book.

Librarian: What kind of book are you searching for?

Student: An excellent English language book. From which I can get

new vocabulary words and basically pronunciation practice

for long words.

Librarian: You can go through Charles Dickens and John Milton books.

There you can get vocabulary and pronunciation practice.

Student: I which section can I get those books?

Librarian: You can get those books in the Literature.

Student: Can I get them issued for a month?

Librarian: Yes, you can. Do you want to get both the books issued

at the same time.

Student: Yes Ma’am.

Librarian: For that you need to get a membership card issued for

you that card will permit you can get 2-3 books simultaneously

Student: Ma’am it is mandatory?

Librarian: Yes for issuing more than 1 book at a time.

Student: Do I have to pay something for that.

Librarian: Yes, Rs. 1000 for 6 months subsequently, you can get you

card reissued only at Rs. 100 for 6 more months

Student: Ok ma’am, please issue me a membership card

Librarian: Surely, There you go.

Student: Thanks a lot Ma’am
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Œ{khe «„rŒ [fkMkkuu

™e[u yk…u÷ ðkŒko÷k…{kt ÞkuøÞ þçËku™ku W…Þku„ fhe ¾k÷e søÞk …whku.

™kutÄ: 1. yk…u÷ søÞk{kt Œ{khk sðkƒ ÷¾ku.

2. yuf{™k ytŒu yk…ðk{kt ykðu÷k sðkƒku Œ{khk sðkƒku ‚kÚku [fk‚ðwt.

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. ðkŒko÷k… {kxu ÚkŒe {qtÍðý xk¤ku

«íÞkÞ™{kt ÚkŒe ðkŒ[eŒ ËhBÞk™ þh{, ‚tfku[ y™u {qtÍðý y™w¼ðŒk
nkuÞ Au. ¾k‚ fhe™u «Úk{ ðkh {¤Œe ÔÞrõŒ ‚kÚku ÚkŒe ðkŒ[eŒ{kt fu W…he

yrÄfkhe ‚kÚku ÚkŒe ðkŒ[eŒ{kt nt{uþk skuðk {¤u Au. su™kÚke «íÞkÞ™ «r¢Þk{kt
ytŒhk÷ skuðk {¤u Au yLku ytŒu «íÞkÞ™ r™»V¤ òÞ Au. ykðk ‚tfku[, þh{ ŒÚkk

{qtÍðý™u Ëqh fhðk {kxu™k fux÷kf {wÆkyku yk «{kýu Au.

• «Úk{ Œku Œ{khe {qtÍðý™u yku¤¾ku: fâk «fkh™e …rhrMÚkrŒ{kt {kuxk ¼k„™e
{qtÍðý Œ{™u nkuÞ Au. Œuðe {qtÍðý™u Œ{u yku¤¾ku. Ëk¾÷k Œhefu, Œ{u

sÞkhu fkuE {kuxk s™ ‚{wËkÞ{kt ¼k»ký yk…ðk™k nkuÞ íÞkhu Œ{u yuf÷k
Aku yuðe {qtÍðý y™w¼ðku Aku.

• {qtÍðý{kt {wfkÞk …Ae ƒÄwt ƒhkƒh Au Œu™u Mðefkhku: Ëhuf {k™ðe™k Sð™{kt

þh{, ‚tfku[ y™u {qtÍðý y™w¼ðkŒe nkuÞ Au. su{fu ÚkÞu÷e ¼q÷{ktÚke
ftRf þe¾ðk™wt {¤u. ‚fku[ y™u {qtÍðý ¼hu÷e …rhrMÚkrŒ{ktÚke Œ{u yuf

Mkk{krsf fkiþÕÞ
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ÔÞrõŒ Œhefu Œ{khwt {wÕÞ fux÷wt Au yu ½ýwt ƒÄwt Œ{™u þe¾ðk™wt {¤þu.
Œ{khk ûkuºk{kt Œ{khu yk„¤ ðÄðk™wt Au Œu {kxu Œ{™u þe¾ðkzþu.

• ¼qŒfk¤{kt ÚkÞu÷e ¼q÷ku™u ¼q÷e òyku

• Œ{u òýku Au fu y{wf …rhrMÚkrŒÚke Œ{™u ‚tfku[ fu {qtÍðý ÷k„Œe nkuÞ Œku

Œu …rhrMÚkrŒ™u Ëqh fhku.

• {ËË {kxu Œ{khk r{ºk™u …qAku: sku Œ{™u Œ{khe Vu{e÷e fu r{ºkku{kt ðÄkhu
rðïk‚ nkuÞ Œku Œ{™u fkuE y‚÷k{Œe fu ‚fku[™ku «§ hnuþu ™rn. y{wf

…rhrMÚkrŒ{kt ÚkŒe {qtÍðý™u Ëqh fhðk Œ{™u {ËËY… ƒ™þu. Œ{™u {wtÍðŒk
«§ku ð„hu.Œ{khk r{ºkku™u sýkðku

2.6. ‚k{krsf fkiþÕÞ ‚khwt fuðe heŒu ƒ™e þfu?

Ëhuf ÔÞrõŒ …k‚u …kuŒk™e nfkhkí{f Œu{s ™fkhkí{f ‚k{krsf fkiþÕÞ
nkuÞ Au. fux÷ef ÔÞrõŒ …k‚u nfkhkí{f fkiþÕÞ ðÄkhu Œku ™fkhkí{f fkiþÕÞ ykuAe.

yu™k rð…heŒ nfkhkí{f fkiþÕÞ ykuAe y™u ™fkhkí{f fkiþÕÞ ðÄkhu. ynetÞk yu
{n¥ð™wt Au fu nfkhkí{fŒk™ku W…Þku„ fhe ‚khk ‚tƒtÄku rðf‚kðe þfkÞ y™u ™fkhkí{f

fkiþÕÞku™u fkuE Œk÷e{ fkÞo¢{, ðkt[Lk ŒÚkk ‚n f{o[kheyku …k‚uÚke þe¾e™u Ëqh
fhðk™ku «ÞíLk fhe þfkÞ.

ynetÞk Œ{khk fkiþÕÞ™e yuf f‚kuxe fheyu. su{kt Œ{khwt fkiþÕÞ fux÷wt

nfkhkí{f y™u fux÷wt ™fkhkí{f Au y™u ™fkhkí{fŒk™u Ëqh fhðk Œ{u þwt «Þkus™
fhþku.

3. Exercise

Œ{khe ‚k{krsf fkiþÕÞ [fk‚ðk 10 r{r™x™ku ‚{kÞ ¤ku. Œ{he …k‚u

[ku¬‚ nfkhkí{f y™u ™fkhkí{f fkiþÕÞ nþu. ™e[u yk…u÷ søÞk{kt nfkhkí{f

y™u ™fkhkí{f {wÆkyku ÷¾ku yLku sku ™fkhkí{f fkiþÕÞ nþu Œku Œu™u Ëqh fhðk™k

«ÞíLkku™wt ykÞkus™ fhku.

nfkhkí{f:

1. ...............................................................................................

2. ...............................................................................................

3. ...............................................................................................

4.. ...............................................................................................

™fkhkí{f:

1. ...............................................................................................

2. ...............................................................................................
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3. ...............................................................................................

4.. ...............................................................................................

™fkhkí{f fkiþÕÞ™u Ëqh fhðk™wt ykÞkus™ :

nfkhkí{f:

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

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

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

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

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

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

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

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

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

2.7  ‚k{krsf fkiþÕÞ™k ÷k¼ku (Benifit of Social Skills )

‚k{krsf fkiþÕÞÚke ™e[u {wßƒ{kt ÷k¼ku {u¤ðe þfkÞ.

1. ðÄkhu y™u ‚khk ‚tƒtÄku ò¤ðe þfkÞ

½ýk ÔÞrõŒyku òýu Au fu Sð™{kt {sƒqŒ yktŒh ÔÞrõŒ„Œ ‚tƒtÄku™e
Wý… nkuÞ Œku Œu™e «„rŒ ÚkE þfŒe ™Úke. ‚khk ‚tƒtÄku™k ÷eÄu ™kufhe {u¤ððk{kt

…zŒe {w~fu÷eyku yÚkðk Œku ™ðk r{ºkku ƒ™kððk {kxu {ËËY… ƒ™þu. ‚k{krsf
fkiþÕÞ yu ‚w¾kfkhe{kt ðÄkhku fhe þfu y™u ‚kÚku Sð™{kt Œ{u ‚khk ƒ™e þfku Œu

{kxu ‚tŒku»k yk…u Au. ðÄkhu ‚khk ‚tƒtÄku yu ™fkhkí{fŒk™e y‚hku Ëqh fhu Au y™u
Mð ‚L{k™{kt yk„¤ Ä…kðu Au.

2. ‚khwt «íÞkÞ™ fhe þfkÞ

‚khw ‚k{krsf fkiþÕÞ íÞkhu s ykðe þfu fu Œ{khwt «íÞkÞ™ fkiþÕÞ ‚khwt

nkuÞ. fkuE…ý rð[khku fu ÷k„ýeyku™u «‚krhŒ fhðk {kxu Œ{u ‚ûk{ nkuðku skuEyu.
yk yuf {n¥ð™wt fkiþÕÞ Sð™{kt rðfr‚Œ fhðwt skuEyu. ÷kufku ‚kÚku hne {kuxk

sqÚk{kt fk{ fhðk {kxu ‚ûk{ nþku Œku ŒuÚke «íÞkÞ™ fkiþÕÞ rðfr‚Œ Úkþu.

Mkk{krsf fkiþÕÞ
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3. ðÄw fkÞoËûkŒk

fux÷kf ÷kufku ‚k{krsf r¢Þk-«rŒr¢ÞkykuÚke ¼Þ¼eŒ ÚkŒk nkuÞ Au fkhýfu
suyku yuf ‚h¾e yr¼hwr[ fu árüfkuý ÄhkðŒk ™ nkuðkÚke Œuyku ÔÞrõŒ„Œ heŒu
‚{Þ …ý yk…e þfŒk ™Úke. yu ½ýwt ‚h¤ Au fu Œ{u Œ{khk fkÞoMÚk¤u r{®x„{kt
nksh hnku yÚkðk Œku ÔÞrõŒ„Œ …kxeo{kt skuzkðku ŒuÚke Œu{ktÚke fux÷kf ÷kufku™u Œ{u
òýe þfþku. ‚k{krsf fkiþÕÞÚke ‚khwt Œku yu Au fu Œ{u rð™{úŒk…qðof yufƒeò
‚kÚku ðkŒ[eŒ fhe™u ‚{Þ …‚kh fhe þfku suÚke yufƒeò ‚kÚku n¤e {¤e þfku.

4. yuzðkL‚ frhÞh «kuM…uõxT‚
½ýe ƒÄe ‚tMÚkkyku ÔÞrõŒyku{kt …kuŒk™e ÔÞrõŒ„Œ f¤k, fkiþÕÞ Œ…k‚Œe

nkuÞ Au y™u swÚk{kt fk{ fhðk™e ûk{Œk Œ…k‚Œe nkuÞ Au y™u ‚khk fk{ {kxu
«¼krðŒ fhe ykðe «uhýk yk…Œe nkuÞ Au

5. yuftËhu ‚w¾kfkhe{kt ðÄkhku
ÔÞrõŒyku ‚kÚku {¤ðwt y™u ÷kufku™u ‚{sðk su™kÚke ½ýk ½ýk ÔÞrõŒyku{kt

frhÞh ‚tƒtrÄŒ Ëhðkòyku ¾wÕ÷k ÚkR sŒk nkuÞ Au fkÞoMÚk¤u rðïk‚Úke Œ{khu
yufƒeò ‚kÚku ðkŒ[eŒ fhðe skuEyu. ‚k{krsf rMÚkrŒ{kt skuEyu Œku yuf rM{Œ
y™u nu÷ku þçË yu r{ºkŒk h[ðk …h Ëkuhe òÞ Au.

2.8. ‚khktþ (Summary) :

‚k{krsf fkiþÕÞ yu Ëhuf ÔÞrõŒ{kt hnu÷k ‚ûk{Œk™ku ‚{wn Au. Ëhuf ÔÞrõŒyku
yk ‚k{rsf fkiþÕÞku Ähkðu Au. Œu …kuŒk™e ®sË„e ‚h¤ŒkÚke, Wí‚knÚke, yk™tË…qðof
Sðe þfu Au. ‚k{krsf fkiþÕÞ yu ‚khwt «íÞkÞ™ fkiþÕÞ ‚kÚku skuzkÞu÷wt Au su Ëhuf
…k‚u nkuðwt sYhe Au. ƒeS ƒksw yk yt„u™e Wý…Úke ÔÞrõŒ yuf÷ðkÞwt Sð™ Sðu
Au Œu{s nŒkþk™ku ¼ku„ ƒ™u Au. ‚khe ‚k{krsf fkiþÕÞ ÄhkðŒku ÔÞrõŒ yu h‚
hwr[ ÄhkðŒk ÷kufku ‚kÚku {¤u Au. Œu{us fkÞo fhe þfu Au. ‚kÚku fkhrfËeo y™u
‚tƒtÄku{kt ðÄkhku fhu Au yLku AuÕ÷u Sð™{kt ‚V¤Œk nkt‚÷ fhu Au.

2.9. ík{khe «økrík [fkMkkuLkk W¥khku

1. yr¼ðkË™ y™u «rŒ¼kð ðå[u™k yk…u÷k skuzfk skuzku.

Greeting

1. How are you?

2. How do you do?

3. Please to meet you

4. It was nice meeting you

5. Have a good weekend

6. See you next month

7. You must be Ann Peterson

8. I hope to see you again

Response

a. I really enjoyed meeting you, too.

b. Fine, thanks. And you?

c. I hope so, too.

d. How do you do?

e. Yes, That’s right

f. see youg.

g. Please to meet you, too.

h. Same to you

1- b, 2-d, 3-g, 4-a, 5-h, 6-f, 7-e, 8-c
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2. ™e[u yk…u÷ ðkŒko÷k…{k ÞkuøÞ þçËku™ku W…Þku„ fhe ¾k÷e søÞk …whku.

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. yuf{- ytŒ «ð]rŒyku

1. ‚k{rsf fkiþÕÞ yux÷u þwt? Œu™kt ÷k¼ku™e [[ko fhku.

2. {exet„ y™u „úe®x„ yux÷u þwt? „úe®x„™kt fux÷kf ™{q™kyku sýkðku.

3. {w÷kfkŒ™k nuŒwyku sýkðku.

2.11. ‚tË¼kuo yLku rðþu»k ðkt[Lk

* 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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MktMÚkk Ãkrh[Þ

(Organization Introduction)

3.0. nuŒwyku

3.1. «MŒkð™k

3.2. …rhåAuËðkt[Lk: ‚tMÚkk «kuVkE÷

3.3. ‚tMÚkk «kuVkE÷™wt ÷¾ký

3.4. ÔÞkfhý : fkÞoVhsku{kt ð…hkŒk r¢Þk…Ëku

3.5. ‚khktþ

3.6. ík{khe «økrík [fkMkkuLkk W¥khku

3.7. yuf{-ytŒ «ð]r¥k

3.8. ‚tË¼kuo yLku rðþu»k ðkt[Lk

3.0. nuŒwyku (objectives)

yk Þwr™x ðktåÞk …Ae Œ{u ™e[u {wsƒ ‚ûk{ ƒ™e þfþku :

• fuðe heŒu Œ{khe ‚tMÚkk rðþu …rh[Þ yk…ðku Œu™e ‚{sý

• ‚tMÚkk rðþu fuðe heŒu «kuVkE÷ ÷¾ðe Œu yt„u™wt {k„oËþo™

• ‚tMÚkk™e «kuVkR÷{kt fE fE {krnŒe™ku ‚{kðuþ fhðku Œu yt„u™e

‚{sý

• ‚tMÚkk{kt fk{ fhŒk ÔÞrõŒyku™e fkÞo-Vhsku™e [[ko

• fkÞo y™u Vhsku{kt ‚ðo™k{™ku W…Þku„.

3.1. «MŒkð™k (Introduction) :

Ëhuf ÔÞrõŒ su ‚tMÚkk fu rð¼k„ku{kt fk{ fhŒk nkuÞ Œku ‚tMÚkkfu rð¼k„™ku

…rh[Þ {exet„ ð¾Œu, swËeswËe ‚tMÚkkyku™u, ‚k{krsf ½x™kyku{kt, r{ºkku™u yk…ðk™e

ðkhtðkh sYh …zŒe nkuÞ Au. Œ{™u yu „ðo nkuðwt skuEyu fu Œ{u Œ{khe ‚tMÚkk™ku

…rh[Þ yk…ku Aku. yk Þwr™x ðktåÞk …Ae Œ{u ‚tMÚkk™e «kuVkR÷{kt fR fR {krnŒe™ku

W…Þku„ fhþku y™u Œu™e y‚hfkhfŒk fux÷e hnuþu Œu yk Þwr™x ðktåÞk …Ae òýðk

{¤þu. fuðe heŒu «kuVkE÷ hsqykŒ™wt {k¤¾wt nkuðwt skuEyu. fuðe heŒu hsqykŒ™u Œ{u

yuf{

3
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nuLz÷ fhe þfþku ð„uhu. ‚kÚku ‚tMÚkk{kt fk{ fhŒk f{o[kheyku™e skuƒ «kuVkE÷

y™u fkÞo-Vhsku™e {krnŒe {¤þu.

3.2. …rhåAuË ðkt[Lk : ‚tMÚkk™e «kuVkE÷

™e[u yk…u÷ …rhåAuË ðkt[e yk…u÷ «§ku™k sðkƒ ÷¾ku.

INFLIBNET (Information and Library Network) centre is an

autonomous Inter- University (IUC) of University Grants Commission (UGC)

of India under the Ministry of Human Resource Development (MHRD)

located in Gandhinagar, Gujarat. The centrewas initially started as a National

Project under (IUCAA) in March 1991. It became a independent Inter

University Centre in June 1996.INFLIBNET involves modernization of

University libraries in India and connecting them as well as Information

centre in the country through a nationwide high speed data network using

the state- of- the art technologies for the optimum utilization of information.

INFLIBNET is set out to be a major player in promoting scholarly

communication among academicians and researcher in India.The main

objectives of INFLIBNET are to promote and implement computerization,

to evolve standards and uniform guidelines, to provide reliable access to

document collection of libraries, to provide access to bibliographic information

sources, to develop new methods and techniques for archival, to optimize

information resource utilization, to create databases of projects, institutions,

documentation centre& information centre in the country.The goals of

INFLIBNET are achieving complete information of libraries in educational

institutions, create union catalogue of document available in libraries in

online and real time environment, and promote digitization of legacy document

and creation of content in e-format in universities.The major functions of

INFLIBNET are to facilitate academic communication, to undertake system

design and studies in the field of communication computer networking,

information handling & data management, to established appropriate control

and monitoring system for the communication network and organized

maintenance, to collaborate with institutions, libraries, information centre

and other organizations.INFLIBNET major activities are i. e-consortium:

e-ShodhSindhu, NLIST program ii. Project & Consultancy: e-PGpathshala,

Vidhwan Databases, India Ranking (NIRF), Vidya-Mantra iii. Open access

initiatives: INFPORT, IR@INFLIBNET, OJAS, Shodhganga, Shodhgangortivi.

Library Automation: SOUL, IndCat Union Database, etc.

FreeText
CS - MDC - 202
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Œ{khe «„rŒ [fkMkku

™kutÄ : 1. «§ku™k sðkƒ yk…u÷ søÞk{kt ÷¾ku.

2. Œ{khk sðkƒku yuf{™kt ytŒu yk…u÷ sðkƒku™e ‚kÚku ‚h¾k{ýe fhku.

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?

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

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

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

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

MktMÚkk Ãkrh[Þ
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.............................................................................................................................................

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

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

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

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

Q.5 State the major activities of INFLIBNET

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

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

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

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

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

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

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

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

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

3.3. ‚tMÚkk «kuVkE÷™wt ÷¾ký

‚tMÚkk™ku …rh[Þ yk…ðkuyu …ý yuf yk„ðwt fkiþÕÞ Au. ‚tMÚkk™ku …rh[Þ

fuðe heŒ uyk…ðku ? suŒu ‚tMÚkk yt„u™e Œ{k{ {krnŒeÚke Œ{u {krnŒ„kh nkuðk
skuEyu. ‚tMÚkk «kuVkE÷ ÷¾ðk {kxu ™e[u yk…u÷ ºký ƒkƒŒku {níð™e Au.

• Infromation Gathering ({krnŒe yufºk fhðe):

{krnŒe yufºk fhðe yu yuf «r¢Þk Au fu su{kt swËk swËk «fkh™k {krnŒe

MºkkuŒ suðk fuÔÞrõŒ„Œ ft…™e, ‚tMÚkkyku, ÔÞrõŒ, ðuƒ‚kEx {ktÚke {krnŒe
yufºk fhðk{kt ykðu Au. suŒu ‚tMÚkk yt„u™e «kuVkE÷ ÷¾ðk™e Au Œu ‚tMÚkk

yt„u™e Œ{k{ «fkh™e {krnŒe swËk swËk MºkkuŒ{ktÚke yufºk fhðe.

• Filtering Infromation ({krnŒe þwØ fhðe):

{krnŒe yufXe fÞko ƒkË {krnŒe™u þwØ fhðe fu su{kt y™kð~Þf Œu{s

sYhe ™ nkuÞ Œuðe {krnŒe™u Ëwh fhðk{kt ykðu Au. yk þwØ fhu÷e {krnŒe
fu ‚tƒtrÄŒ {krnŒe W…Þku„fŒko™u yk…e þfkÞ. sÞkhu Œ{u fkuE {krnŒe
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yk…e hÌkk nkuÞ Œku Œu{ktÚke ‚w[™ku ykðþu. yux÷u yk {krnŒe þwØ fhðk™e
…ØrŒ™u ¼÷k{ý fh™kh …ØrŒ Œhefu …ý yku¤¾ðk{kt ykðu Au.

• Collation of infromation ({krnŒe™wt ‚tf÷™ fhðwt):

‚tMÚkk™e «kuVkE÷ ÷¾ðk {krnŒe™u ‚tfr÷ík fhðe. þwØ fhu÷e {krnŒe™u
«kuVkR÷{kt yktfzkfeÞ yÚkðk Œku ðýko™w¢{ y™w‚kh hsq fhðe. {krnŒe™u

ÔÞðnkhw y™u Œkrfof ¢{{kt yufºk fhðe y™u „kuXððe suÚke {krnŒe ðÄkhu
fkÞoËûk y™u y‚hfkhf ƒ™u Au. yufðkh ÞkuøÞ heŒu {krnŒe™u ¢{{kt {wfðkÚke

‚khe «kuVkE÷™e h[™k fhðk™e þYykŒ fhe þfkÞ.

yk{ W…hkuõŒ «r¢Þk{kt …‚kh ÚkÞk ƒkË «kuVkE÷™wt {k¤¾wt ƒ™kðeþfkÞ.
‚tMÚkk™ku …rh[Þ yk…Œk …nu÷k ™e[u {wsƒ™e {krnŒe Œ{khe …k‚u nkuðe skuEyu.

• ‚tMÚkk™wt MÚkk…™k ð»ko, ‚tMÚkk™k ËkŒkyku ð„uhu {krnŒe xwtf{kt ‚tMÚkk™ku

RrŒnk‚

• ‚tMÚkk™wt yLÞ Þwr™ðr‚oxe ‚kÚku™wt skuzký Œu{s ‚tMÚkk{kt [k÷Œk
Œ{k{ fku‚o yt„u™e {krnŒe.

• ‚tMÚkk™w trðËuþe Þwr™ðr‚oxe ‚kÚku™w tskuzký Œu yt„u™e {krnŒe.

• ‚tMÚkk™k ¼ð™ yt„u™e {krnŒe

• ‚tMÚkk™e fkhrfËeo yt„u™wt ¿kk™

• ‚tMÚkk™e fk{„ehe yt„u™wt ¿kk™

• ‚tMÚkk{k fk{ fhŒk xÙMxe{tz¤, yk[kÞo, rþûkf„ý, yLÞ ðneðxe

f{o[kheyku yt„u™e {krnŒe

• ‚tMÚkkyu nkt‚÷ fhu÷e r‚rØyku yt„u™e {krnŒe.

yk{ W…hkuõŒ {krnŒeyku ‚tMÚkk rðþu nkuÞ Œku Œ{u ‚tMÚkk™ku …rh[Þ ðÄw

y‚hfkhf heŒu yk…e þfku.

3.4. ÔÞkfhý: fkÞo Vhsku{kt r¢Þk…Ë™ku W…Þku„

Œ{khk fkÞo yt„u™e Vhsku{kt Œ{u þwt fk{ fhe hÌkk Aku Œu™ku ‚{kðuþ

fkÞo™e Vhsku{kt skuðk {¤u Au. ynªÞk Ëþkoðu÷ rðrðÄ nkuÆkyku™e fkÞo Vhsku{kt
ÞkuøÞ r¢Þk…Ë™e …‚tË„e yíÞtŒ {n¥ð™e Au.

™e[u yk…u÷ „útÚk…k÷™e fkÞo™e Vhsku{kt fux÷kf r¢Þk…Ëku™u highlighted

(nkR÷kRxuz) «fkrþŒ fhðk{kt ykÔÞk Au.

Job responsibility of Librarian („útÚk…k÷™e fkÞo Vhsku)

· To supervise and co-----ordinate the work of University Library

system consisting of  five Units.

MktMÚkk Ãkrh[Þ
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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.

· To develop prgramme of library management for improving the

efficiency of the library.

· General correspondence relating to financial matters.

yk W…hkuõŒ r¢Þk…Ëku ÔÞrõŒ™e r‚rØyku yÚkðk Œku ÔÞrõŒ™e ‚trûkÃík y™u
«k‚tr„f heŒ hsq fhu Au.

yLÞ ÿüktŒku skuEyu Œku,

Œ{khe «„rŒ [fk‚ku :

™kutÄ : 1. Œ{khk sðkƒ yk…u÷ søÞk{kt ÷¾ku.

2. Œ{khk sðkƒku yuf{™k ytŒ{kt yk…u÷ sðkƒku ‚kÚku Œ…k‚ku.

™e[u yk…u÷ ™kÞƒ „útÚk…k÷™kt fkÞo™e Vhsku{kt yk…u÷ ÞkuøÞ r¢Þk…Ëku™ku

W…Þku„ fhe ¾k÷e søÞk …whku.

™e[u yk…u÷ r¢Þk…Ëku{kt Œ{™u fkuE {w~fu÷e sýkÞ Œku Œ{u yuf fhŒk
ðÄkhu r¢Þk…Ë™ku W…Þku„ ¾k÷e søÞk {kxu fhe þfku Aku.

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.
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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.

Œ{khe «„rŒ [fk‚ku.

™kutÄ: 1. Œ{khk sðkƒ yk…u÷ søÞk{kt ÷¾ku.

2. Œ{khk sðkƒku yuf{Lkk ytŒ{kt yk…u÷ sðkƒku ‚kÚku Œ…k‚ku.

™e[u yk…u÷ {ËË™eþ „útÚk…k÷™kt fkÞo™e Vhsku{kt yk…u÷ ÞkuøÞ r¢Þk…Ëku™ku

W…Þku„ fhe ¾k÷e søÞk …whku.

™e[u yk…u÷ r¢Þk…Ëku{kt Œ{™u fkuE {w~fu÷e sýkÞŒku Œ{u yuf fhŒk ðÄkhu

r¢Þk…Ë™ku W…Þku„ ¾k÷e søÞk {kxu fhe þfku Aku.

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.

MktMÚkk Ãkrh[Þ
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Œ{khe «„rŒ [fk‚ku.

™kutÄ: 1. Œ{khk sðkƒ yk…u÷ søÞk{kt ÷¾ku.

2. Œ{khk sðkƒku yuf{Lkk ytŒ{kt yk…u÷ sðkƒku ‚kÚku Œ…k‚ku.

™e[u yk…u÷ ÷kÞƒúuhe {ËË™eþ™kt fkÞo™e Vhsku{kt yk…u÷ ÞkuøÞ r¢Þk…Ëku™ku

W…Þku„ fhe ¾k÷e søÞk …whku.

™e[u yk…u÷ r¢Þk…Ëku{kt Œ{™u fkuE {w~fu÷e sýkÞ Œku Œ{u yuf fhŒk
ðÄkhu r¢Þk…Ë™ku W…Þku„ ¾k÷e søÞk {kxu fhe þfku Aku.

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.
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ðøko rLkËuoþe Mkt÷u¾ yLku yk÷u¾

· ___________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.

Œ{khe «„rŒ [fk‚ku.

™kutÄ: 1. Œ{khk sðkƒ yk…u÷ søÞk{kt ÷¾ku.

2. Œ{khk sðkƒku yuf{Lkk ytŒ{kt yk…u÷ sðkƒku ‚kÚku Œ…k‚ku.

™e[u yk…u÷ ÷kÞƒúuhe yuxuLzLx™kt fkÞo™e Vhsku{kt yk…u÷ ÞkuøÞ r¢Þk…Ëku™ku
W…Þku„ fhe ¾k÷e søÞk …whku.

™e[u yk…u÷ r¢Þk…Ëku{kt Œ{™u fkuE {w~fu÷e sýkÞ Œku Œ{u yuf fhŒk
ðÄkhu r¢Þk…Ë™ku W…Þku„ ¾k÷e søÞk {kxufheþfkuAku.

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. ‚khktþ (Summary) :

f{o[kheyku™u ðkhtðkh …kuŒk™e ‚tMÚkk rðþu™ku …rh[Þ yki…[krhfŒk™e ‚kÚku
«‚t„ku…kŒ yk…ðk™ku nkuÞ Au, yux÷u yu sYhe Au fu {n¥ð™k ŒÚÞku™e òý Œ{™u

MktMÚkk Ãkrh[Þ
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nkuðe skuEyu. yufðkh Œ{khe …k‚u yk ŒÚÞkufu {krnŒe nþu Œku Œ{u ‚tMÚkk «kuVkE÷™wt
{k¤¾wt ƒ™kðe þfþku. fux÷k «{ký{kt {krnŒe™e sYh …zþu nuŒw y™w‚kh swËk

swËk …rhƒ¤ku™u ykÄkhu, ©kuŒkyku, y™u ‚{Þ™u ÷ûk{kt hk¾e™u {krnŒe yk…þku.
Œ{khe hsqykŒ fÞk «fkh™e Au ‚kÚku ‚tMÚkk™ku xqtfku …rh[Þ [k÷Œk [k÷Œk …ý

yk…e þfkÞ. yki…[krhfŒk {kxu ‚tMÚkk™ku …rh[Þ {kuxk s™ ‚{wËkÞ™u nku÷{kt …kðh
…kuELx «usLxuþ™Úke …ý yk…e þfkÞ. sÞkhu Œ{u ‚tMÚkk™ku …rh[Þ yk…ku íÞkhu Œ{u

Ëhuf «§ku™k sðkƒ ©kuŒkyku™u yk…ðk {kxu ŒiÞkh nkuðk skuEyu.

3.6. ík{khe «økrík [fkMkkuLkk W¥khku :

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.
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Q.5 Activities are

i. e-consortium:e-ShodhSindhu, NLIST program

ii. Project & Consultancy:e-PGpathshala, Vidhwan Databases,

India Ranking (NIRF), Vidya-Mantra

iii. Open access initiatives: INFPORT, IR@INFLIBNET, OJAS,

Shodhganga, 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.

MktMÚkk Ãkrh[Þ
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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.

6. Job responsibility of Library Attendant

· Shelving of books.

· Preparation&pasting jobs.

· Shifting of books.
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· Display of journals etc.

· As assigned by the Librarian/Dy. Librarian/Assistant Librarian from

time to time.

3.7.  yuf{-ytŒ «ð]r¥k

1. ‚tMÚkk «kuVkE÷ yux÷u þwt? ‚tMÚkk «kuVkE÷ ÷¾ðk {kxu fE fE {krnŒe™ku
‚{kðuþ fhðku Œu sýkðku.

2. ‚tMÚkk «kuVkE÷ ÷¾ðk {kxu™e ºký «r¢Þkyku ‚{òðku.

3.8. ‚tË¼kuo yLku rðþu»k ðkt[Lk

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

McGrawHill.

* INFLIBNET. (2019). INFLIBNET. Retrieved May 23, 2019, from

INFLIBNET Centre: https://www.inflibnet.ac.in/

* JNU. (n.d.). jnuRTI. Retrieved May 22, 2019, from jnu.ac.in:

http://www.jnu.ac.in/RTI/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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=કાશન વષ* : 2021 
સવા*િધકાર EરુF)ત 

આ પાઠIJ�ુતક ડૉ. બાબાસાહ�બ �બેડકર ઓપન �િુનવિસ�ટ�ના ઉપKમે િવLાથMલ)ી �વઅ�યયન હ�Nથુી; PૂરવતM 
િશ)ણના ઉRેશને ક�STમાં રાખી તૈયાર કરવામાં આવેલ છે.  �ના સવા*િધકાર EરુF)ત છે. આ અYયાસસામZીનો કોઈપણ 
�વ]પમાં ઉપયોગ કરતા ંપહ�લાં ડૉ.બાબાસાહ�બ �બેડકર ઓપન �િુનવિસ�ટ�ની લેFખત પરવાનગી લેવાની રહ�શે. 
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1
ÔÞrõŒ„Œ «kuVkE÷

YÃkhu¾k

4.0. nuŒwyku

4.1. «MŒkð™k

4.2. …rhåAuË ðk[Lk: ÔÞrõŒ„Œ «kuVkEÕ‚

4.3. «kuVkE÷ yux÷u þwt ?

4.4. «kuVkR÷{kt fE {krnŒe™ku ‚{kðuþ fhðku.

4.5. ÔÞrõŒ„Œ «kuVkE÷™kt ™{q™kyku

4.6. «kuuVkE÷ ÷¾ðk {kxu™k {n¥ð™k {wÆkyku

4.7. ÔÞkfhý: ‚kËku ðŒo{k™ fk¤

4.8. ‚khktþ

4.9. ík{khe «økrík [fkMkkuLkk W¥khku

4.10. yuf{-ytŒ «ð]r¥k

4.11. MktË¼kuo yLku rðþu»k ðkt[Lk

4.0. nuŒwyku (objectives) :

yk Þwr™x ðktåÞk …Ae Œ{u ™e[u {wsƒ ‚ûk{ ƒ™e þfþku.

• fuðe heŒu «kuVkE÷ ƒ™kððe Œu yt„u™wt {k„oËþo™

• «kuVkR÷{kt fâk «fkh™e {krnŒe ‚k{u÷ fhðk Œu™e [[ko.

• «kuVkE÷ ÷¾ðk {kxu™k æÞk™{kt hk¾ðk™k {n¥ð™k {wÆkyku™e [[ko.

4.1. «MŒkð™k (Introduction) :

«kuVkE÷ yu skuƒ™e yhS fhðk {kxu {n¥ð™wt ‚kÄ™ „ýðk{kt ykðu Au.
fuðe «kuVkE÷ nkuðe skuEyu y™u Œu{kt fE fE {krnŒe™ku ‚{kðuþ fhðku Œu{s

«kuVkE÷ ÷¾ðk {kxu æÞk™{kt hk¾ðk{kt {n¥ð™k {wÆkyku™e [[ko yk Þwr™x{kt
fhðk{kt ykðe Au. {nk™ «ýuŒk ¼e{hkð yktƒuzfh, hkò hk{ {kun™ hkuÞ, Mðk{e

rððufk™tË suðk ÔÞrõŒíð™e «kuVkE÷ …rhåAuË ðkt[Lk{kt {wfðk{kt ykðu÷e Au. Œu{s
ÔÞrõŒ„Œ «kuVkE÷™kt ™{q™kyku …ý yk…ðk{kt ykÔÞk Au. sux÷e Œ{khe «kuVkE÷

yuf{
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Lkkufhe {u¤ððk {kxuLkk RLxhÔÞqLke íkiÞkhe

y‚hfkhf y™u æÞk™ ¾ut[u Œuðe nkuÞ Œku Œ{u RLxhÔÞw ÷u™kh ÔÞrõŒ™u æÞk™ furLÿŒ
fhe þfku. yk Þwr™x{kt «kuVkE÷ ÷¾ðk {kxu ‚kËk ðŒo{k™ fk¤™ku W…Þku„ fhðk{kt

ykÔÞku Au yLku fux÷kf þçËku™k Wå[khý Œhefu «uõxe‚ MðY…u {wfðk{kt ykÔÞk Au.

4.2. …rhåAuË ðk[Lk: ÔÞrõŒ„Œ «kuVkEÕ‚

«kuVkE÷ yu fkuE …ý ÔÞrõŒ™kt Sð™ [rhºk™ku xqtfwt ðýo™ Au. «kuVkR÷™u
ÔÞrõŒ™e Aƒe Œhefu yku¤¾ðk{kt ykðu Au. ynetÞk fux÷kf ™k{ktrfŒ rðîkLkku™kt

ÔÞrõŒ„Œ «kuVkE÷ hsq fhðk{kt ykÔÞk Au.

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 19th 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 19th 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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Œ{khe «„rŒ [fk‚ku

1. ™e[u yk…ðk{kt ykðu÷ þçËku™u ðkt[e Œu™wt Wå[khý fhku.

Jurist Economist Discrimination

Emperor Renaissance Constitution

Precursor Monk Mystic

Hinduism Bibliography Modernization

Digitalization Computerization Zürich

Francis Bacon’s Centralization Librarianship

Documentation Melville Louis Dewey Decimal

Kossuth Dewey

4.3. ÔÞrõŒ„Œ «kuVkE÷ yux÷u þwt?

ÔÞrõŒ„Œ «kuVkE÷ yux÷u fu Œu™u ‚e.ðe ™k yuf ‚khktþ Œhefu yku¤¾ðk{kt

ykðu Au. su ‚e.ðe.™k «kht¼{kt ykðu÷wt yuf ÔÞrõŒ„Œ r™ðuË™ Au. «kuVkE÷ yu
ÔÞrõŒ™ku xqtfku …rh[Þ Au fu su{kt ÔÞrõŒ™e ÷kûkrýfíkkyku, ÷kÞfkŒku y™u su y™w¼ð

ÔÞrõŒ ÄhkðŒe nkuÞ Œu yt„u™e Y…hu¾k nkuÞ Au. y‚hfkhf «kuVkE÷Úke ‚t¼rðŒ
r™Þkusf™wt æÞk™ ¾ut[e þfkÞ Au. «kuVkE÷ yu yuf xqtfku Vfhku Au. su ‚e.ðe. ™e

þYykŒ{kt xku[ …h {wfðk{kt ykðu Au. su{kt ÔÞrõŒ™e ‚trûkÃík {krnŒe su{ fu
fkiþÕÞku, {sƒqŒkEyku ð„uhu hsq fhðk{kt ykðu Au. yÚkðk Œku fkhrfËeo™wt æÞuÞ hsq

fhðk{kt ykðu Au.

4.4.  ÔÞrõŒ„Œ «kuVkE÷{kt fE {krnŒe™ku ‚{kðuþ fhðku

ÔÞrõŒ„Œ «kuVkE÷™ku {wÏÞ nuŒw ÔÞrõŒ™wt fkiþÕÞ, „wýku, fkÞo™ku y™w¼ð

fkhrfËeo æÞuÞ, y™u {n¥ðfktûkkyku hsq fhðk™ku Au. ŒË™w‚kh, «kuVkE÷ h[ðk fu
ƒ™kððk {kxu ™e[u sýkðu÷ ð„kuo{kt Œ{u {krnŒe™ku WÕ÷u¾ fhe þfku Aku.

ÔÞrõŒ„Œ „wýku

• Mð «urhŒ • ‚so™kí{fŒk

• y™wfq÷™þe÷ (MðefkÞo)

fkiþÕÞ:

• ‚t[k÷feÞ fkiþÕÞ •  «íÞkÞ™ fkiþÕÞ

• yktŒhÔÞrõŒ„Œ fkiþÕÞ •  ‚{MÞk- Wfu÷ fkiþÕÞ

ÔÞÂõíkøkík «kuVkR÷
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y™w¼ð:

• fkÞo{kt 1,2,3... ð»ko™ku y™w¼ð

• rðMŒ]Œ ¼qr{fk

• …nu÷k™ku fkÞo yt„u™ku y™w¼ð

yk{, W…hkuõŒ ð„o{kt {krnŒe™ku WÕ÷u¾ ÔÞrõŒ„Œ r™ðuË™{kt fhðk{kt
ykðu Au. ‚kÚku «kuVkE÷{kt ™e[u sýkÔÞk «{kýu™k {n¥ð™k …k‚ktyku™u

ykðhe ÷uðk{kt ykðu Au.

• {n¥ð™e r‚rØyku: yuf rðãkÚkeo Œhefu y™u/ yÚkðk Œku yuf f{o[khe Œhefu
Œ{u nkt‚÷ fhu÷ r‚rØyku ({u¤ðu÷ r‚rØyku™k …whkðkyku hsq fhðk skuEyu).

• fkiþÕÞ y™u ÞkuøÞŒk nkuÞ Œku Œ{u Œu™u «kuVkE÷{kt Ëþkoðe þfku Aku. (ynetÞk

Œ{khe ÷kÞfkŒku™ku ‚{ðuþ fhðk™e sYh ™Úke).

• hwr[ y™u þku¾ sku nkuÞ Œku (sku Œ{u Œ{khe hwr[ fu þku¾ {kxu [ku¬‚ nkuÞ
Œku Œ{u Ëþkoðe þfku Au).

• ÷ktƒk „k¤k™ku æÞuÞ (yk ƒkƒŒu ðkMŒrðf hnku)

yk{ «kuVkR÷ ÷¾Œe ð¾Œu W…hkuõŒ [kh …k‚kyku æÞk™{kt hk¾ðk skuEyu.

Œ{khe «„rŒ [fk‚ku

2.     W…hkuõŒ yk…ðk{kt ykðu÷k [kh …k‚ktyku™u ykÄkhu Œ{u Œ{khe «kuVkE÷

òŒu ÷¾ku.

™kutÄ: 1. Œ{khk sðkƒ yk…ðk{kt ykðu÷ søÞk{kt ÷¾ku.

2. Œ{khk sðkƒkuLkk W¥khku yuf{Lkk ytík{kt [fkMkku

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

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

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

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

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

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

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

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

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

....................................................................
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4.5. ÔÞrõŒ„Œ «kuVkE÷™k ™{q™kyku

ÔÞrõŒ„Œ «kuVkE÷™wt r™ðuË™ …Ë «{kýu y÷„ y÷„ nkuÞ Au. ÔÞrõŒ„Œ

«kuVkE÷{kt ÷kûkrýfŒkyku, fkiþÕÞku, y™w¼ð Œu{s fkhrfËeo™kt æÞuÞ™ku ‚{kðuþ
fhðk{kt ykðu Au. Ëhuf ÔÞrõŒ …kuŒk™k …Ë «{kýu ‚e.ðe. ƒ™kðŒk nkuÞ Au yLku

‚e.ðe.{kt …kuŒk™e «kuVkE÷{kt ÔÞrõŒ„Œ r™ðuË™ yk…Œk nkuÞ Au.

Librarian („útÚk…k÷) ÔÞrõŒ„Œ «kuVkE÷

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.

W…hkuõŒ „útÚk…k÷™kt r™ðuË™{kt ÷kûkrýfŒkyku, fkiþÕÞ y™u y™w¼ð skuEyu Œku,

Personal qualities:expertise, perfection, friendly demeanour

Skills: Interpersonal skills, Communication skills

Experience:handling technological and physical resources, multi-

manage several projects

Œ{khe «„rŒ [fk‚ku

3.  Teaching (yæÞk…™) ÔÞrõŒ„Œ «kuVkE÷ :

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: ____________________________________

Skills: _______________________________________________

Experience: __________________________________________

ÔÞÂõíkøkík «kuVkR÷
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Œ{khe «„rŒ [fk‚ku

4.  Admin (ðneðxeÞ) ÔÞrõŒ„Œ «kuVkE÷

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: __________________________________________

Œ{khe «„rŒ [fk‚ku

6. Student (rðãkÚkeo) ÔÞrõŒ„Œ «kuVkE÷ :

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. «kuVkE÷ ÷¾ðk {kxu æÞk™{kt hk¾ðk™k {wÆkyku

1. ÔÞrõŒ„Œ «kuVkE÷™e ¼qr{fk ‚{sðe : «kuVkE÷™ku {wÏÞ nuŒw r™Þkusf,

RLxhÔÞwt ÷u™kh fu ðk[f™ku æÞk™ ¾ut[ðk™ku Au. ðk[fku Œ{khk ‚e.ðe ™e
‚kÚku ÔÞrõŒ„Œ r™ðuË™ …ý ðkt[Œk nkuÞ Au. «kuVkR÷{kt Œ{u [kðeY…

fkiþÕÞku, ŒÚkk Œ{u nkt‚÷ fhu÷e r‚rØyku Ëþkoðe r™Þkusf, RLxhÔÞwt ÷u™kh™u
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ðÄkhu «¼krðŒ fhe þfku.

• ÔÞrõŒ„Œ «kuVkR÷{kt fkiþÕÞ y™u y™w¼ð™ku xqtfku …rh[Þ yk…ðku. yk
ƒÄe {krnŒe heßÞw{ fu ‚k{u÷ …ºk{kt VheÚke rh…ex ™ Úkðe skuEyu.

• ÔÞrõŒ„Œ «kuVkE÷ 50-200 þçËku{kt nkuðe skuEyu y™u Œu 5-6 ÷kE™{kt
÷¾kÞu÷wt nkuðe skuEyu.

• «kuVkE÷ Œ{khk ‚e.ðe.™e þYykŒ{kt nkuðe skuEyu.

• sku Œ{u Œ{khe fkhrfËeo™kt æÞuÞ ‚kÚku [ku¬‚ ™ nkuÞ Œku Œu™u «kuVkE÷{ktÚke
Ëqh fhe ™k¾ku.

2. ÔÞrõŒ„Œ «kuVkE÷ ‚kiÚke ytŒ{kt ÷¾ku: Œ{khk fkÞo yt„u™k y™w¼ð, y™u
fkhrfËeo™k æÞuÞ™u ykuAk ðkfâku{kt ÷¾ku. «Úk{ æÞk™ Œ{khk rhÍTÞw{ y™u

Œ{khk ‚k{u÷ …ºk{kt æÞk™ furLÿŒ fhku íÞkhƒkË rhÍTÞw{ y™u ‚k{u÷ …ºk™kt
ykÄkhu {krnŒe ÔÞrõŒ„Œ «kuVkR÷{kt {wfku suÚke Œ{khe ‚{MÞk n÷ Úkþu.

3. «kuVkR÷{kt «Úk{ yr¼ÔÞrõŒ™ku W…Þku„ fhðku: sku fu ºkeS ÔÞrõŒ™ku

rðfÕ… nt{uþk «kuVkR÷{kt hnuŒku nkuÞ Au. Œ{khe «kuVkE÷ ðÄkhu {sƒwŒ
y™u «íÞûk ƒ™kððk {kxu «Úk{ yr¼ÔÞrõŒ™ku W…Þku„ fhku. Œ{khe ÔÞrõŒ„Œ

«kuVkE÷ yu Œ{khk rðþu Au y™u Œ{khk fkiþÕÞ rðþu Au. yux÷u fu ‘I’ (nwt)
™ku W…Þku„ ‘He’ (Œu) ‘She’ (Œuýe)™kt ƒË÷k{kt fhku su™kÚke M…ü y™u

¼kh…qðof «kuVkE÷ ƒ™þu …ý Œu™ku {Œ÷ƒ yuðku ™Úke fu Ëhuf ðkfâku™e
þYykŒ ‘I’ (nwt) Úke ÚkŒe nkuÞ. yuf ‚khe ÔÞrõŒ„Œ «kuVkE÷{kt fkiþÕÞku

y™u æÞuÞku™k r{©ý skuðk {¤u Au.

Œ{khk ÔÞrõŒ„Œ «kuVkR÷{kt ‘I’ (nwt) ™ku W…Þku„™u xk¤ðk ðkfâ{kt “As

a” ™ku W…Þku„ fhðku. Œ{u Œ{khk nk÷™k y™w¼ð y™u fkiþÕÞ™u «kuVkR÷{kt

hsq fhe þfku Aku. Ëk¾÷k Œhefu “As a Librarian in BAOU.sku Œ{khe
…k‚u nk÷™e skuƒ ™k nkuÞ Œku Œ{u ðkfâ{kt ¼qŒfk¤™ku W…Þku„ fhe ðkfâ™e

þYykŒ fhe þfku Aku.

4. fkuE yuf [kðeY… y™w¼ð, r‚rØ, y™u Þku„Ëk™™ku ‚{kðuþ fhðku: ¼qŒfk¤{kt

{u¤ðu÷ y™w¼ð™wt rð[khku su{ fu Mfw÷ fu fku÷us{kt {u¤ðu÷ y™w¼ð, r‚rØyku,
ELx™oþe… ð„uhu ™u Œ{khe «kuVkR÷{kt hsq fhe þfku Aku.

5. fkhrfËeo™ku æÞuÞ y™u nuŒwyku sýkððk: ynetÞk yu {n¥ð™wt Au fu Œ{u

Œ{khe fkhrfËeo …kA¤ þwt fhe hÌkk Aku? ‚t¼rðŒ …Ë …hÚke Œ{u þwt «kÃík
fhðk™e ykþk hk¾e Au. Œ{u Œ{khk ‚t¼rðŒ …Ë {kxu Œ{khk æÞuÞ {kxu

[ku¬‚ nkuðk skuEyu.

6. ƒÍðzo™u xk¤ku: «kuVkR÷{kt ƒÍðzo suðk fu responsible creative efficient

™u xk¤ðk skuEyu. «kuVkR÷{kt ‚h¤ þçËku y™u ‚…üŒk nkuðe skuEyu.Ëk¾÷k

Œhefu, I am a responsible, creative person who can get the job

ÔÞÂõíkøkík «kuVkR÷
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done. yk ðkfâ{kt responsible y™u creative yk ƒu þçËku™u xk¤ðk
skuEyu.

7. heÍTÞw{ y™u ‚k{u÷ …ºk ‚kÚku Œ{khe «kuVkE÷ ƒtÄƒu‚Œe Au fu net Œu

Œ…k‚ku: Œ{khe ‚t…qýo «kuVkR÷™u ðktåÞk …Ae [ku¬MŒk…wðof Œ{u Ëþkoðu÷k
fkiþÕÞku, y™w¼ð su™e ™kutÄ heÍTÞw{ fu ‚k{u÷ …ºk{kt fhu÷ Au Œ™e ‚h¾k{ýe

fhku. fkuE …ý {wÆku he…ex ™ Úkðku skuEyu. Œ{khe ÔÞrõŒ„Œ «kuVkE÷ yu
Œ{khk fkhrfËeo, æÞuÞ y™u fkiþÕÞ™ku ‚khktþ Œhefu fkÞo fhu Au.

4.7. «kuVkR÷{kt ÔÞkfhý™ku W…Þku„

ÔÞrõŒ„Œ «kuVeE÷ ÷¾ðk {kxu ‚kËk ¼qŒfk¤™ku W…Þku„ fhðk{kt ykðu

Au. ¼qŒfk¤{kt {u¤ðu÷e r‚rØyku, y™w¼ð ð„uhu Ëþkoððk {kxu ‚kËk ¼qŒfk¤™ku
W…Þku„ ÚkkÞ Au. ‚kËk ¼qŒfk¤™wt MðY… y™u Œu™ku W…Þku„ rðþu rð„Œu skuEyu.

A. MðY…:

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

nfkh Lkfkh «&™kÚko

I worked I worked I work...?

We played We played Did we play...?

You went You did not go you go...?

They took They take they take...?

worked woked work

He played He played he play...?

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

It took It take it take...?

™kutÄ:  ‚kËk ¼qíkfk¤{kt Ëhuf fíkko MkkÚku (nfkh ðkõÞ{kt) r¢ÞkÃkËLkwt ¼qíkfk¤Lkwt

YÃk yuf Mkh¾e heíku WÃkÞkuøk ÚkkÞ Au. «&™ yLku Lkfkh ðkõÞ{kt MkkËk ¼qíkfk¤{kt Did

yLku did not yLkw¢{u WÃkÞkuøk ÚkkÞ Au.

B.  To be r¢ÞkÃkË yLku MkkËku ¼qíkfk¤

(To be ¼qíkfk¤Lkwt YÃk - was/were)

nfkh Lkfkh «&™kÚko

I was I was was I?

We We We?

You were You were were you?

They They they?

He He he?

She was She was not Was She?

It It Was?

{ {

{ {

} {

} {

}{

}{

}

}

}

} {

{



9

™kutÄ:  ‚kËk ¼qŒfk¤{kt To be ™kt Y… was y™u were Au yLku Œ{™ku yÚko

“nŒku, nŒe, nŒk “ ð„uhu ÚkkÞ Au was y™u were™e …kA¤ yk ‚tË¼o{kt noun,

adjective y™u adverb(ial)™ku W…Þku„ Úkþu.

WËknhý Œhefu,

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. W…Þku„: (a) ‚kËk ¼qíkfk¤™ku W…Þku„ ¼qŒfk¤{kt ƒ™e „Þu÷e r¢Þk

Ëþkoððk {kxu ÚkkÞ Au. ykðe r¢Þk ¾wƒ Ëqh™kt fu yíÞtŒ ™Sf™k ¼qŒfk¤{kt ƒ™e

nkuE þfu. ‚kËk ¼qŒfk¤™ku W…Þku„ r¢Þk™ku ‚{Þ Ëþkoðe™u fu ËþkoÔÞk ð„h fhe

þfkÞ Au.

WËknhý Œhefu,

1. Ranganathan died in 1972.

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

1887.

Œ{khe «„rŒ [fk‚ku

6.  A. ™e[u yk…u÷k Vfhk{kt ‚kËk ¼qŒfk¤™ku W…Þku„ fhe ¾k÷e søÞk …whku

™kutÄ : 1. Œ{khk sðkƒ yk…ðk{kt ykðu÷ søÞk{kt ÷¾ku.

2. Œ{khk sðkƒku™e [fk‚ýe yuf{ ytŒu yk…u÷ sðkƒku ‚kÚku ‚h¾kðku.

Melville Louis Kossuth Dewey ___________1 (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 ________
4 (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 ___________5 (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)

ÔÞÂõíkøkík «kuVkR÷
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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. ™e[u yk…u÷k Vfhk{kt ‚kËk ¼qŒfk¤™ku W…Þku„ fhe ¾k÷e søÞk …whku

™kutÄ : 1. Œ{khk sðkƒ yk…ðk{kt ykðu÷ søÞk{kt ÷¾ku.

2. Œ{khk sðkƒku™e [fk‚ýe yuf{ ytŒu yk…u÷ sðkƒku ‚kÚku ‚h¾kðku.

Dr. S. R. Ranganathan ____________1(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 _______ 4(be) appointed first librarian of the University

of Madras, and in order to fit himself for the post he _____________5

(travel) to England to study at University College, London. From 1925

to 1944 he ________6 (take) up the job at Madras in earnest in 1925

and held it until 1944. From 1945 to 1954 he __________7 (serve) as

librarian and as professor of library science at Hindu University in Varanasi

(Banaras), and from 1947 to 1954 he taught at the University of Delhi.

From 1954 to 1957 he ___________8 (be) engaged in research and

writing in Zürich. He _________9 (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 __________11

(honour) by the Indian government with the title of national research

professor in library science.

4.8. ‚khktþ (Summary)

ÔÞrõŒ„Œ «kuVkE÷ yu Œ{khwt ‚k[wt ðýo™ Au. Œ{u fkuý Aku? Œ{u fuðe heŒu

…nkuåÞk? Œ{u yíÞkhu fâk Aku? y™u Œ{u fâk sðk {kt„ku Aku? yk yuf Œ{khe Œf

Au. su{kt Œ{khe r‚rØyku y™u Þku„Ëk™ Ëþkoðe þfku Aku fu Œ{u ƒeòykuÚke fux÷k

y÷„ Au. yk yuf {kfuoxe„ fhðk™wt ‚kÄ™ Au. Œ{khe òŒ™u Œ{u {kfuox fhe þfku

Aku.
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4.9. ík{khe «økrík [fkMkkuLkk W¥khku (Answer the Self Check Exercises)

1. òŒu «ÞíLk fhku.

2. òŒu «ÞíLk fhku.

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. yuf{ ytŒ «ð]r¥k

™e[u yk…ðk{kt ykðu÷k «§ku™k sðkƒ ÷¾ku.

1. «kuVkE÷ yux÷u þwt? «kuVkR÷{kt ‚{krðü ÚkŒe {krnŒeyku sýkðku.

2. «kuVkE÷ ÷¾ðk {kxu æÞk™{kt hk¾ðk™k {wÆkyku sýkðku.

4.11. MktË¼o yLku rðþu»k ðkt[Lk (Reference and Further Reading)

* Patel, A. (1999). Learn Tenses without tension. Ahmedabad:

Alpha Educational Services .

ÔÞÂõíkøkík «kuVkR÷
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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_Viv¤kananda

*
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…kuxoVkur÷ÞkuLke (Portfolio)

YÃkhu¾k

5.0 WÆuþku

5.1 «MŒkð™k

5.2 …kuxoVkur÷Þku: yk…ýwt «rŒ®ƒƒ

5.3 …kuxoVkur÷Þku™ku yÚko y™u ‚{swŒe

5.4 …kuxoVkur÷Þku™ku ÔÞk…fíkk

5.5 «r‚Ø y™u …kuŒk™e òŒ™k {qÕÞktf™ {kxu y÷„ y÷„ …kuxoVkur÷Þku

5.6 þiûkrýf „útÚk…k÷™ku …kuxoVkur÷Þku

5.7 Œ{khku …kuxoVkur÷Þku ŒiÞkh fhku

5.8 ðuƒ‚kEx …h Œ{khku …kuxoVkur÷Þku {qfðku

5.9 ‚khktþ

5.10. çknwrðfÕÃkeÞ «§ku

5.11 Œ{khe «„rŒ [fk‚ku™k W¥kh

5.12 MktË¼o yLku rðþu»k ðkt[Lk

5.0 WÆuþ (Objective)

yk Þwr™x{kt Œ{u …kuxoVkur÷Þku™k nuŒwyku rðþu þe¾ððk{kt ykðþu. yk
W…hktŒ …kuxoVkur÷Þku{kt fE {krnŒe, fuðe {krnŒe W{uhðe skuEyu Œu™e [[ko fheþwt.

Œu{s …kuxoVkur÷Þku{kt fE {krnŒe fÞk ¢{{kt {qfðe Œu™e …ý {krnŒe yk…ðk{kt
ykðþu. yk W…hktŒ …kuxoVkur÷Þku™u ðuƒ‚kEx W…h {qfðkÚke Œu™wt fux÷wt {n¥ð Au

Œu{s Œu™k VkÞËk þwt Au Œu òýe þfkþu.

5.1  «MŒkð™k  (Intruduction)

‚k{kLÞ heŒu yk…ýu …heûkk ykÃÞk ƒkË, ™kufhe {u¤ððk sŒkt nkuEyu

íÞkhu {kºk rhÍâw{ W…h s æÞk™ yk…Œk nkuEyu Aeyu. …htŒw rhÍâw{™e ‚kÚku
…kuxoVkur÷Þku …ý ¾qƒ s {n¥ð™ku Au. fkuE…ý rðãkÚkeo …kuŒk™wt M™kŒf fûkk™wt

¼ýŒh …qÁt fhu íÞkt ‚wÄe Œu™u …kuxoVkur÷Þku þwt Au Œu™ku yÚko ¾ƒh s ™Úke nkuŒe.

yuf{

5
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y™wM™kŒf fûkkyu ÃknkU[e y™u {w÷kfkŒ {kxu rðãkÚkeoyku síkkt nkuÞ íÞkhu

{kuxk ¼k„™k rðãkÚkeoyku …kuxoVkur÷Þku™e òýfkhe ™k nkuðk™k fkhýu y‚V¤ ÚkŒkt
nkuÞ Au. ykÚke rðãkÚkeoyku yu rhÍâw{™e ‚kÚku ‚kÚku …kuxoVkur÷Þku W…h …ý yux÷wt

s æÞk™ yk…ðwt skuEyu. {w÷kfkŒ{kt ‚V¤Œk {kxu Œ{khk rhÍâw{™e ‚kÚku …kuxoVkur÷Þku
yuðku ŒiÞkh fhku suÚke {w÷kfkŒ ÷u™kh ÔÞrõŒ «¼krðŒ ÚkR þfu. „útÚkk÷Þ y™u

{krnŒe rð¿kk™ …ý yuðwt ûkuºk Au ßÞkt {w÷kfkŒ y™u rhÍâw{ {n¥ð™ku ¼k„
Au.yuf „útÚk…k÷ fu „útÚkk÷Þ™k «kuVu‚h™ku …kuxoVkur÷Þku Œu™e ykðzŒ, ƒwrØ, ‚{sý

þrõŒ y™u ¿kk™™u Ëþkoðu Au.

5.2 …kuxoVkur÷Þku: yk…ýwt «rŒ®ƒƒ (Portfolio : Our Reflection)

fkuE…ý yÇÞk‚ y™u yÇÞk‚ûkuºk {kt …kuxoVkur÷Þku™wt yuf y÷„ {n¥ð

nkuÞ Au. Œuðe s heŒu „útÚkk÷Þ y™u {krnŒe rð¿kk™{kt …ý …kuxoVkur÷Þku™wt yuf
y÷„ {n¥ð Au. yk…ýe sYhe y™u {n¥ð™e Ÿzký {krnŒe™wt «rŒ®ƒƒ …kuxoVkur÷Þku

yk…u Au. Œu™e ‚kÚku-‚kÚku su fkuE „útÚkk÷Þ ûkuºk ‚kÚku skuzkÞk Au Œu™wt «rŒ®ƒƒ yuf
„útÚkk÷Þ rþûkf fu fkÞohŒ ÔÞrõŒ Œhefu hsq fhu Au.…kuxoVkur÷Þku yux÷u Ëhuf ËMŒkðus™u

æÞk™Úke ¼u„k fhðk y™u yk…ýe fk{„ehe y™u ‚q[™ku™u „wýð¥kk ‚kÚku Ëþkoððwt.
Œ{khk ‚tþkuÄ™™k ‚[kux …whkðk hsq fhku. nt{uþk “þk {kxu” y™u “fuðe heŒu”

fkÞo Úkþu Œu™e …h æÞk™ furLÿŒ fhðwt ™rn fu “þwt” ?.

5.3 …kuxoVkur÷Þku™ku yÚko y™u ‚{swŒe  (Meaning and Expelection of Portfolio)

…kuxoVkur÷Þku rhÍâw{ suðku s ŒxMÚk Au su{kt fkuE…ý ™ðk ‚wÄkhk fhe
þfkÞ Au. fkuE…ý ™kufhe™u æÞk™{kt hk¾e™u sYhe nuŒwyku y™u r‚rØyku™u ‚wÄkhk

fhe {qfe þfkÞ Au. yu™e ‚kÚku-‚kÚku Œ{khku …kuxoVkur÷Þku ™ðku y™u ‚wÄkhu÷ nkuðku
skuEyu yux÷u fu nk÷™e {n¥ð™e sYhe {krnŒe™ku ‚{kðuþ fhe ÷uðku skuEyu.

Œ{khku …kuxoVkur÷Þku Œ{khe ™ðe Œf ƒ™e þfu Au ykÚke …kuxoVkur÷Þku ‚t…qýo…ýu …qýo
nkuðku skuEyu.

5.4 …kuxoVkur÷Þku™e ÔÞk…fíkk (Breadeth of Portfolio)

…kuxoVkur÷Þku W…h fkuE…ý Vfhku ðkt[Œk …nu÷k, ™e[u™k «§ku ðkt[ku. Vfhku
ðktåÞk ƒkË Œ{khk WŒh [fkþku.

1. þwt …kuxoVkur÷Þku yu rhÍâw{™wt ƒeswt ™k{ Au ?

2. þwt rhÍâw{yu …kuxoVkur÷Þku™ku yuf ¼k„ Au ?

3. …kuxoVkur÷Þku{kt Vkuxk {qfe þfkÞ ?

4. …kuxoVkur÷Þku ŒiÞkh fhðk {kxu fÞk y™u fuðe heŒu ËMŒkðus ¼u„kt fhðkt ?
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‚k{kLÞ heŒu, sÞkhu Œ{u fkuE ÔÞrõŒ™e {w÷kfkŒ {kxu sŒkt nkuð y™u

Œuýe™u/Œu™u …qAku fu þwt Œ{khku …kuxoVkur÷Þku, nk÷{kt ‚wÄkhu÷ Au, Œku sðkƒ{kt {¤þu
fu Œu „qt[ðý{kt Au, ÷kufku fâkhuÞ …kuxoVkur÷Þku rð»ku rð[khŒk ™Úke …htŒw Œ{khu

…kuxoVkur÷Þku™u yuf sYhe y™u {n¥ð™k ‚kÄ™ Œhefu „ýðwt skuEyu …htŒw Œ{khu
nt{uþk …nu÷k Œ{khku çkkÞkuzuxk yÚkðk rhÍâw{ {kuf÷e Ëuðku.

…kuxoVkur÷Þku

1. …kuxoVkur÷Þku fuðe heŒu rhÍâw{ y™u çkkÞkuzuxkÚke y÷„ Au ?

• …kuxoVkur÷Þku yu fkhrfËeo™k rðfk‚{kt Œw÷™kí{f heŒu nk÷{kt ÚkÞu÷ rðfk‚.

(yux÷u fu Œ{khe fkhrfËeo{kt nk÷{kt ÚkÞu÷ ðÄkhku yÚkðk rðfk‚) …kuxoVkur÷Þku
Œ{™u íÞkhu {ËËY… ƒ™þu sÞkhu Œ{u ™kufhe {kxu yhS fhe hÌkk Aku.

• su Œ{khe ykðzŒ y™u M…Äkoí{fŒk™ku ¼kirŒf …whkðku Ëþkoðu Au.

• su{kt y{wf r[ºkku, „úkV …ý Ëþkoððk{kt ykðu Au su Œ{khe ykðzŒ y™u
M…Äkoí{fíkkLku Ëþkoðe þfu. yk{ …kuxoVkur÷Þku fÞkhuÞ rhÍâw{™e ‚kÚku

{kuf÷ðk™ku nkuŒku ™Úke, ‚k{kLÞ heŒu {w÷kfkŒ Ëhr{Þk™ ‚kÚku ÷R sðk™ku
hnu Au.

2. Œ{khku …kuxoVkur÷Þku Œ{u fuðe heŒu W…Þku„{kt ÷uþku ?

• sku Œ{u {w÷kfkŒ {kxu sE hÌkk Aku Œku Œ{u …kuxoVkur÷Þku ‚kÚku hk¾e þfku

Aku, suÚke Œ{u {w÷kfkŒ{kt ƒuXu÷k ŒsT¿kku™u ƒŒkðe þfku.

yÚkðk

• sku Œ{u ™kufhe {kxu yhS fhku Aku Œku Œ{u Œ{khk rhÍâw{ ‚kÚku {kuf÷e
þfku.

yÚkðk

• Œ{u su-Œu ™kufheËkŒk™u rhÍâw{™e ‚kÚku {kuf÷e þfku Aku.

Œ{khk {wÏÞ WËuþku yÚkðk nuŒwyku™k ykÄkhu Œ{u Œ{khk …kuxoVkur÷Þku{kt
‚wÄkhk fhe þfku Aku.Ëk.Œ.: su ¢{{kt Œ{u ËMŒkðus „kuXÔÞkt Au. þwt Œ{u Ëhuf

ËMŒkðus W{uhðk {kt„ku Aku fu …Ae {kºk sYrhÞkŒ™e {krnŒe {wfðk {kt„ku Aku.

™kufhe ÷uðk {kxu yÚkðk ÷uðk sŒk Ëhuf ÔÞrõŒ {kxu {w÷kfkŒ Ëhr{Þk™
W…Þku„e ƒ™e þfu yuðwt ‚kÄ™ yux÷u …kuxoVkur÷Þku. su Œ{khe ykðzŒ, ¼kð™k,

M…Äkoí{fŒk, ¿kk™ y™u „wýðŒk™u yk¼k‚e heŒu Ëþkoðu Au, y™u Œu s {krnŒe
Œ{khe ykðzŒ y™u M…Äkoí{fŒk™ku ¼kirŒf ykÄkh Au. ¼kirŒf heŒu, …kuxoVkur÷Þku

rð[khku™k ‚t„ún™wt {k¤¾wt Auu su Œ{khk Sð™{kt fk{™u ÷„Œe, Ëhuf ƒkƒŒku™u
„kuXððk™e …ØrŒ Au. yuf ƒkƒŒ nt{uþkt æÞk™{kt ÷uðk™e Au fu Œ{™u sÞkhu

…kuxoVku÷eyku  (Portfolio)
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Œ{khk þku¾, ykðzŒ, h‚ fu fkuE «ð]r¥k Ëþkoðku Aku Œku, su MÚk¤ …h fkÞo

fhðk™k nkuÞ yÚkðk Œku {w÷kfkŒ {kxu sŒkt nkuÞ Œu MÚk¤™k ðkŒkðhý™u y™wfq¤
nkuðe skuEyu.

3. þk {kxu fkÞo {kxu …kuxoVkur÷Þku ®f{Œe Au ?

…kuxoVkur÷Þku Œ{™u ™e[u™e ƒkƒŒku{kt {ËËY… ƒ™þu.

• {w÷kfkŒ {kxu ŒiÞkh Úkðk{kt æÞk™ furLÿŒ fhe þfku Aku.

• ™kufhe™e sYrhÞkŒ™u ykÄkhu Œ{u Œ{khe ykðzŒ, ûk{Œk y™u M…Äkoí{fŒkÚke
ƒeS ÔÞrõŒ™u ‚n{Œ fhe þfku.

• Œ{khe ykðzŒ «íÞkÞ™ îkhk ÞkuøÞ heŒu Ëþkoðku.

• Œ{khk fkÞo™wt …rhýk{ r™Ëþo™ fhku.

• Œ{khe r‚rØyku™wt ËMŒkðus fhðk™wt hk¾ku.

• Œ{khk …kuŒk™k zuxkƒuÍ ŒiÞkh fhku.

• Œ{khe fkhrfËeo™k rðfk‚{kt Œ{khe r‚rØ™wt {qÕÞktf™ fhku.

• rðãkÚkeoyku {kxu …ý …kuxoVkur÷Þku þe¾ðk y™u yÇÞk‚{kt {qÕÞktf™ {kxu™wt
‚kÄ™ ƒ™u Au.

4. …kuxoVkur÷Þku fuðe heŒu ƒ™kðþku ?

• ‚kiÚke …nu÷k {w÷kfkŒ {kxu su™u {¤ðk sE hÌkkt Aku, Œu{™k rð[khku y™u

y…uûkk™uu ykÄkhu …kuŒk™e òŒ™u Zk¤ðk™ku «ÞíLk fhku. Œ{khk …kuxoVkur÷Þku{kt
Ëhuf {krnŒe ykðe sðe skuEyu, su ™kufheËkŒk™u «¼krðŒ fhe þfu.

su{fu ‚tMÚkk™e {krnŒe, MxkR÷, fðh, VkuÕzh y™u sYhe Ëhuf ƒkƒŒ™ku
‚{kðuþ fhðku. …kuxoVkur÷Þku{kt ¼k»kk, ÔÞkfhý, Wå[kh W…h æÞk™ Ëkuhðwt.su

{krnŒe …kuxoVkur÷Þku {kxu ÷uðk{kt ykðe Au Œu Œ{khe ykðzŒ y™u M…Äkoí{fŒk
Ëþkoðu Au y™u su Œ{khe r‚rØ {Œ ¾qƒ s sYhe y™u ykð~Þf Au.

• …kuxoVkur÷Þku™e þYykŒ ‚t„únÚke fhðk™e su{kt Œ{™u ÷„Œe Ëhuf {krnŒe

ykðe òÞ, Œ{u su r‚rØyku «kÃík fhe Au, Œ{kÁt ÷¾ký yux÷u fu ÷u¾,
«„rŒ ð„uhu™ku ‚{kðuþ fhðku y™u yk Ëhuf {krnŒe {wrÿŒ yÚkðk y{wrÿŒ

Vkuh{ux{kt ÷R þfku. Œ{khe {krnŒe{kt ™e[u™e ƒkƒŒku™ku ‚{kðuþ ÚkkÞ
Au.

• Œ{khk îkhk yÚkðk Œ{khe W…h ÷¾kÞu÷k ÷u¾

• Œ{™u {¤u÷k «„rŒ™k …whMfkh

• Œ{khk îkhk ƒ™kððk{kt ykðu÷ r[ºkku, f]rŒyku ð„uhu.
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• Œ{khe «þtMkk™k …ºkku, ‚tË¼o™k …ºkku, sYhe ÷k„Œkt Vkuxk

• Œ{khk îkhk yk…ðk{kt ykðu÷ «uÍLxuþ™

• xÙu®™„™k «{ký…ºkku

5. y{wf {n¥ð™k {wÆk

• …kuxoVkur÷Þku{kt ÷¾ðk{kt ykðu÷e {krnŒe ™kufhe {kxu sE hÌkk Aku Œu™u
y™wfq¤ Au fu ™rn Œu™e ¾kŒhe fhðe y™u su nuŒw {kxu W…Þku„{kt ÷R

hÌkk Aku Œu™e …ý [fk‚ýe fhe ÷uðe.

• Œ{khk fkÞkuo™u yk¼k‚e WËknhýku îkhk ‚{òððk™ku «ÞíLk fhku su{ fu;
ðerzÞku, Vkuxk y™u r[ºkku îkhk.

• nt{uþkt xqtfwt ÷¾ký ðk…hku.

• fâkhuÞ ™kufheËkŒk …k‚uÚke yuðe y…uûkk ™k hk¾ku fu Œ{u su {krnŒe
{kuf÷e Au Œu Ëhuf {krnŒe ðkt[e nþu.

• …kuxoVkur÷Þku ‚w½z, MðåA,ÞkuøÞ ÷¾ký y™u ËMíkkðus™u ÞkuøÞ ¢{{kt „kuXðe™u

hk¾ku.

6. …kuxoVkur÷Þku™e „kuXðý

…kuxoVkur÷Þku ÔÞðrMÚkŒ y™u yuf ÃkAe yuf ¢{{kt nkuðku skuEyu. Œu{s
‚w½z, MðåA y™u ÞkuøÞ ¢{{kt nkuðku skuEyu. ‚{kLÞ heŒu …kuxoVkur÷Þku {kxu fkuE

[ku¬‚ {k… ™Úke …htŒw 20-25 …us hk¾e þfkÞ y™u su{kt sYrhÞkŒ {wsƒ
ËMŒkðus{kt ðÄkhku-½xkzku fhe þfku Aku. …kuxoVkur÷Þku™e „kuXðý ™e[u {wsƒ fhe

þfkÞ.

• «Úk{ Œƒ¬ku: yk Œçƒfk{kt Ëhuf ƒkƒŒ su rðMŒ]Œíkk{kt Ëþkoððk{kt ykðe

Au Œu™ku ‚khktþ yk…ðk{kt ykðu Au. y™w¢{rýfk™k ykÄkhu ™kufheËkŒk™u
Œ{khe r‚rØyku{kt h‚ …zþu y™u Œuyku ŒhŒ s skuðk {kxu ‚ßs ƒ™þu.

• ƒesku Œƒ¬ku: Œ{khk rhÍâw{ y™u ‚eðe{kt Œ{khk yÇÞk‚¢{, fkÞo

y™w¼ð y™u ƒeò …whMfkhku™e {krnŒe yk…ku.

• ºkesku Œƒ¬ku: Œ{khk ‚tË¼o…ºkku, «{ký…ºkku y™u Ëhuf …ºkku™e fku…e

hk¾ðe.

• [kuÚkku Œƒ¬ku: Œ{khe yt„Œ {krnŒe xqtfký{kt yk…ku, su{kt Œ{khk þku¾

y™u yLÞ «ð]r¥kyku™ku ‚{kðuþ ÚkŒku nkuÞ.

…kuxoVku÷eyku  (Portfolio)
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Œ{khe «„rŒ [fk‚ku

™kutÄ: 1. ™e[u yk…u÷e søÞk{kt Œ{khk WŒh yk…ku.

     2. Œ{khk W¥kh™u Þwr™x™k ytŒ{kt yk…u÷kt WŒh ‚kÚku [fk‚ku.

«§ 1 …kuxoVkur÷Þku rðþu {krnŒe yk…ku.

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

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

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

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

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

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

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

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

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

«§ 2 …kuxoVkur÷Þku y™u rhÍâw{ ðå[u™ku ‚k{kLÞ ŒVkðŒ ‚{òðku.

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

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

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

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

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

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

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

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

...................................................................
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«§ 3. …kuxoVkur÷Þku{kt Ëþkoðe þfkÞ yuðe Œ{khe fkuE…ý [kh „wýð¥kk sýkðku.

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

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

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

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

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

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

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

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

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

«§ 4. ‘‘rðãkÚkeoyku {kxu …kuxoVkur÷Þku yuf þe¾ðk™wt ‚kÄ™ Au?’’ yk ðkfâ™u
‚{òðku.

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

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

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

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

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

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

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

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

...................................................................
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5.5  «r‚Ø y™u …kuŒk™e òŒ™k {qÕÞktf™ {kxu y÷„ y÷„ …kuxoVkur÷Þku

• þe¾ððk™ku …kuxoVkur÷Þku (rðãkÚkeoyku {kxu)

• rð»kÞ™ku …kuxoVkur÷Þku (‚÷knfkh {kxu)

• rþûký™ku …kuxoVkur÷Þku (‚÷knfkh {kxu)

• þiûkrýf …kuxoVkur÷Þku (rþûkfku {kxu)

• þiûkrýf „útÚk…k÷™ku …kuxoVkur÷Þku („útÚk…k÷ rþûkf {kxu)

…kuxoVkur÷Þku{kt ™e[u™k sYhe ËMŒkðusku™ku ‚{kðuþ fhðku su{ fu y™w¼ð™k
«{ký…ºkku, y‚hfkhf …whkðk y™u fkÞo y™u ‚q[™ku™u y÷„ Œkhðe þfu Œuðk

«{ký…ºkku.

5.6  þiûkrýf „útÚk…k÷™ku …kuxoVkur÷Þku ( Portfolio of Academic Librarian)

þiûkrýf „útÚk…k÷™ku …kuxoVkur÷Þku, „útÚkk÷Þ ÔÞð‚krÞf, ‚uðkyku y™u ÔÞð‚krÞf
«ð]rŒyku™wt «rŒ®ƒƒ yk…u Au. „útÚk…k÷™k …kuxoVkur÷Þku{kt ‚{Þ, «ÞíLk ŒÚkk Œ{u

þwt fkÞo fhe hÌkkt Aku, Œ{kh æÞuÞ þwt Au, Œ{khk æÞuÞ™e y‚hfkhfŒk fuðe heŒu
{k…ðk{kt ykðu Au, y™u Œ{u yuf „útÚk…k÷ Œhefu ÔÞð‚krÞf r‚rØ fuðe heŒu

«kÃík fhku Aku yk Œ{k{ {krnŒe™ku ‚{kðuþ fhðk{kt ykðu Au. ÔÞð‚krÞf …kuxoVkur÷Þku
Œ{khk ‚khk fkÞkuo y™u y™w¼ð™u hsq fhu Au. þiûkrýf „útÚk…k÷™k …kuxoVkur÷Þku™e

ðkŒ fhŒk nkuÞ íÞkhu „útÚk…k÷ sku y„kW fkuE søÞkyu fkÞo fhŒku nkuÞ y™u nðu
ƒeò „útÚkk÷Þ ŒhV sŒku nkuÞ íÞkhu, Œu™u Œu™k „útÚkk÷Þ{kt fhu÷kt fkÞkuo, rðrðÄ

„útÚkk÷Þ{kt fhu÷kt fkÞo¢{ku, „útÚkk÷Þ{kt ËMŒkðuSfhý {kxu fhðk{kt ykðu÷ ykÞkus™,
„útÚkk÷Þ{kt fhðk{kt ykðu÷kt ™ðk «kusuõx ŒÚkk rðrðÄ rð¼k„ku ‚kÚku™k fkÞkuo™e

xqtfe ‚{swŒe yk…ðe. suÚke Œ{u Œ{khk rðrðÄ fkÞkuo y™u Œu™u ÷„Œe ykðzŒku™u
ðÄw ‚khe heŒu M…ü fhe þfku. yk W…hktŒ „útÚkk÷Þ{kt fhðk{kt ykðu÷ …wMŒf

«Ëþo™, ‚ur{™kh, ðfoþku… y™u fkuLVhL‚™e …ý {krnŒe yk…ðe. yk Ëhuf
ƒkƒŒku Œ{khe ƒkirÿf þrõŒ y™u ¿kk™™k ¼kirŒf …whkðk Œhefu ‚krƒŒ ÚkkÞ

Au.y‚hfkhf þiûkrýf „útÚk…k÷™ku …kuxoVkur÷Þku ºký y‚hfkhf nuŒwyku hsq fhu Au.

«Úk{: su Œ{khe yuf „útÚk…k÷ Œhefu™e ‚ßsz r‚rØ hsq fhu Au, ¾k‚
fhe™u sÞkhu Œ{u fkuE „útÚkk÷Þ{kt fkÞohŒ Aku y™u Œu „útÚkk÷Þ rð»ku ‚khe ‚khe

ƒkƒŒku òýðk {¤u, Œu™e y‚hfkhfŒk rðãkÚkeoyku y™u W…¼kuõŒkyku{kt skuðk
{¤u íÞkhu Œ{u Œ{khe „útÚk…k÷™e ¼qr{fk{kt ‚V¤ ƒ™ku Aku.
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rîŒeÞ: …kuxoVkur÷Þku™k ykÄkhu Œ{u Œ{khwt ÔÞð‚krÞf ‚tþkuÄ™, «ð]r¥kyku
y™u Œ{khku ÔÞð‚krÞf rðfk‚ hsq fhe þfku Aku. ¾k‚ fhe™u sÞkhu Œ{u fkuE

r{®x„{kt nkshe yk…ku Aku, ‚tþkuÄ™ …u…h hsq fhku Aku, …kuŒk™k «fkþ™ku Ëþkoðku
Aku yÚkðk Œku fkÞo¢{ W…h «Ëþo™™wt ykÞkus™ fhku Aku.

Œ]ŒeÞ: y‚hfkhf …kuxoVkur÷Þku Œ{™u Œ{khk Sð™{kt, fkÞoMÚk¤u, fkì÷us,

ÔÞð‚krÞf søÞk yÚkðk ‚tMÚkkyku ‚kÚku fux÷e ¼k„eËkhe y™u sðkƒËkhe ÷R
hÌkkt Aku Œu™ku ÏÞk÷ yk…u Au.

þiûkrýf „útÚkk÷Þ™k …kuxoVkur÷Þku{kt hsq ÚkŒe ƒkƒŒku

• „útÚkk÷Þ{kt „útÚk…k÷™e ¼qr{fk

• „útÚkk÷Þ ÔÞð‚krÞf{kt sðkƒËkheyku

• „útÚkk÷Þ™k rðrðÄ rð¼k„™e sðkƒËkheyku

• „útÚkk÷Þ y™u „útÚk…k÷ Œhefu™e y‚hfkhf y™u sYhe {krnŒe

• „útÚkk÷Þ ÔÞð‚krÞf™k …whkðk

• „útÚkk÷Þ ÔÞð‚krÞf™e ykÄwr™f «ð]r¥kyku y™u nuŒwyku

• „útÚkk÷Þ{kt fhu÷ ™ðk fkÞo¢{, ‚ur{™kh, fkuLVhuL‚, ðurƒ™kh y™u ðfoþku…™e

{krnŒe

• ¼rð»Þ™wt ykÞkus™

• ‚khktþ

þiûkrýf/ðneðx …kuxoVkur÷Þku™k VkÞËk

• „útÚkk÷Þ ûkuºk™k rðfk‚™e srx÷Œk™u ‚{S þfkÞ Au.

• “W¥k{ …wMŒfk÷Þku”™e h[™k fhðk y™u ÔÞkÏÞkrÞŒ fhðk{kt …kuxoVkur÷Þku

r‚rØyku™k …whkðk …qhk Ãkkzu Au.

• ‚ŒŒ r™{ýqf y™u «{kuþ™ {kxu ‚{Úko™ yk…u Au.

• „útÚkk÷Þ ûkuºk{kt {¤Œe ™ðe Œfku y™u M…Äkoyku™e Ÿzký{kt {krnŒe {u¤ðe

þfkÞ Au. y™u yk {krnŒe™k ykÄkhu „útÚk…k÷ …kuŒk™e ÔÞqn h[™k ŒiÞkh

fhe yuf ©uc „útÚk…k÷ ƒ™e þfkÞ Au.

…kuxoVku÷eyku  (Portfolio)
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Œ{khku …kuxoVkur÷Þku ŒiÞkh fhðk {kxu ºký {n¥ð™k …„ÚkeÞk

1. {krnŒe ¼u„e fhðe: „útÚk…k÷™k …kuxoVkur÷Þku{kt sYhe y™u xqtfe {krnŒe™ku

‚{kðuþ fhðku su Œ{khk „útÚkk÷Þ™e «ð]r¥kyku™u hsq fhu Au. „útÚkk÷Þ™e

«ð]r¥kyku suðe fu ‚tþkuÄ™ ‚uðkyku, ÔÞð‚krÞf ‚uðkyku, ‚tË¼o ‚uðkyku

ð„uhu. Œ{khe ykðzŒ y™u ¿kk™™k ykÄkhu Œ{™u {¤u÷ «r‚rØ™k …whMfkh

y™u ËMŒkðusku™u Œ{khk æÞuÞ™k y™w¢{u „kuXðku.

2. «rŒ®ƒƒ: Œ{khk fkÞo, sðkƒËkhe, ‚tþkuÄ™ y™w¼ð y™u Œ{™u {¤u÷e

Œfku suðe ƒkƒŒku rð»ku srx÷ŒkÚke rð[khku.

3. skuzký: ÔÞrõŒ„Œ heŒu y™u yÚko…qýo heŒu Œ{khe {krnŒe™wt skuzký fhðe

su{ fu; Œ{kÁt fkÞo, Œ{khk ‚tþkuÄ™ ûkuºk, Œ{khk ¿kk™™wt ykðhý y™u

y{÷efhý ð„uhu.

5.7 Œ{khku …kuxoVkur÷Þku òŒu ŒiÞkh fhku

«ð]r¥k

Œ{khku …kuxoVkur÷Þku ŒiÞkh fhku su{kt Œ{khe «kuVkE÷, rhÍâw{, Ëhuf {n¥ð™k
«{ký…ºkku™e fku…e Œ{™u {¤u÷kt …whMfkh, Œ{khk þku¾ y™u ÷u¾ku™e fku…e™ku

‚{kðuþ fhku. …kuxoVkur÷Þku 20Úke ðÄkhu …us™ku ™ Úkðku skuEyu.

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

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

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

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

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

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

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

...................................................................
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 5.8 ðuƒ‚kEx …h …kuxoVkur÷Þku (Portfolio on Website)

ðuƒ‚kEx …h …kuxoVkur÷Þku {qfðku fu ™rn Œu™k rðþu ÚkŒe ðkŒ-[eŒ™u ‚kt¼¤ku
y™u Œu™k ykÄkhu ™¬e fhe™u …kuxoVkur÷Þku ðuƒ‚kEx W…h {qfðku. ELxh™ux™e

ð…hkþ ðÄŒk™e ‚kÚku Œ{u Œ{khku …kuxoVkur÷Þku ðuƒ‚kEx …h {qfku Aku fu ™rn yu
yux÷wt s sYhe ƒ™e „Þwt Au. Œ{u Œ{khk Ëhuf «fkþ™™e ðuƒ ®÷f yk…e™u,

…kuxoVkur÷Þku™wt ðuƒ ðÍo™ fhe þfku Au. su yuf ‚khe heŒ {k™ðk{kt ykðu Aku, su
Ëhuf ™kufheËkŒk™u «¼krðŒ fhu Au.

ðuƒ‚kEx …h …kuxoVkur÷Þku {wfðku yu ðÄkhu ‚khe ðkŒ Au. Œu™e ‚kÚku ‚kÚku

Œ{khu ðuƒ‚kEx W…h …ý ‚ŒŒ ‚wÄkhk fhðk …zu Au.

Œ{u sÞkhu …kuxoVkur÷Þku ðuƒ‚kEx …h {qfku íÞkhu Œu™u ‚wÄkhðk™wt fk{ [k÷w
hk¾ðwt skuEyu. Œ{khu Ëhuf ð¾Œu ‚wÄkhk fhðk™e sYh ™Úke, yuf‚kÚku Œ{u ½ýk

‚wÄkhk fhe þfku Aku. …htŒw …kuxoVkur÷Þku™e {krnŒe™e [fk‚ýe fhŒk hnuðwt su{ fu
{krnŒe ÞkuøÞ ¢{{kt „kuXðkE Au, sq™e {krnŒe™u hË fhe ™ðe {krnŒe™u W{uhðe,

sku E-{uE÷ ykÃÞwt Au Œku yuõxeð Au fu ™rn ? yk Œ{k{ ƒkƒŒku™e [fk‚ýe
ðuƒ …kuxoVkur÷Þku{kt fhe ÷uðe skuEyu.

ðuƒ‚kEx™e …‚tË„e Ëhr{Þk™ Œ{khk nuŒwyku, WËuþku™u æÞk™{kt hk¾e™u

ðuƒ …kuxoVkur÷Þku {kxu ðuƒ‚kEx …‚tË fhku suÚke Œ{khe {krnŒe y™u ðuƒ‚kEx™ku
WËuþ yuf s ƒ™u ™rn fu «íÞûk. Œ{khk rhÍâw{™e ‚kÚku ðuƒ …kuxoVkur÷Þku™e ®÷f

yk…e þfku Aku. suÚke fhe™u ™kufheËkŒk Œ{khku …kuxoVkur÷Þku skuE þfu.

yku™÷kE™ …kuxoVkur÷Þku ŒiÞkh fhŒe ð¾Œu æÞk™{kt hk¾ðk™e ƒkƒŒku

• sku Œ{u ðuƒ …kuxoVkur÷Þku ŒiÞkh fhŒe ð¾Œu £e søÞk™ku W…Þku„ fhku Aku
Œku, Œu™wt zku{u™ ™u{ æÞk™Úke yk…ku y™u £e søÞk™ku s W…Þku„ fhku.

• ½ýe ƒÄe £e ƒu™h {kxu™e ðuƒ‚kEx yk…ý™u …kuxoVkur÷Þku {qfðk {kxu

{ËË fhŒe nkuÞ Au …htŒw Œu{kt fuðe {krnŒe {qfðe Œu™e [fk‚ýe yk…ýu
òŒu fhe ÷uðe skuEyu.

• ðuƒ‚kEx …h …kuxoVkur÷Þku™u ykfr»koŒ ƒ™kððk Vkuxk, „úkVT‚, [kxo y™u
÷kEx f÷h™ku W…Þku„ fhku.

• Ëhhkus Œ{khe ðuƒ‚kEx{kt ‚wÄkhk y™u ‚q[™ku skuŒkt hnku.

5.9 ‚khktþ (Summary)

…kuxoVkur÷Þku Ëhuf ûkuºk{kt rðãkÚkeoyku, rh‚[o Mfku÷h, y™u {w÷kfkŒ {kxu
sŒkt ÔÞrõŒyku™u Œu{™k fkÞo, r‚rØyku, …whMfkhku™e yuf ™k™e ÞkËe Œhefu {ËËY…

…kuxoVku÷eyku  (Portfolio)
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Lkkufhe {u¤ððk {kxuLkk RLxhÔÞqLke íkiÞkhe

ƒ™u Au. „útÚk…k÷ þk¤k™k xe[h ‚kÚku {¤e™u rðãkÚkeoyku {kxu E-…kuxoVkur÷Þku™wt
ykÞkus™ fhe þfu Au. Œu{™u …kuxoVkur÷Þku™e {krnŒeÚke òýfkh fhe þfu Au. yk

W…hktŒ „útÚk…k÷ yu ¿kk™e ŒsT¿k™k ykÄkhu yku™÷kE™ „kEz fku‚o …ý ŒiÞkh fhe
™u rðãkÚkeoyku™u …qhŒe òýfkhe yk…e þfu Au.

¼kirŒf …kuxoVkur÷Þku™e ‚kÚku ‚kÚku ÷kufku rzSx÷ …kuxoVkur÷Þku ŒhV ð¤e
hÌkk Au. rzSx÷ y™u R÷ufxÙkurLkf …kuxoVkur÷ÞkuÚke ÔÞrõŒ nk÷™e {krnŒeÚke yð„Œ

hnu Au Œu{s sYh sýkÞ íÞkhu sYhe ‚wÄkhk …ý Œu{kt fhe þfkÞ Au. {w÷kfkŒ™k
nuŒw, WËuþ y™u æÞuÞ™u æÞk™{kt hk¾e™u …kuxoVkur÷Þku{kt sYhe ‚wÄkhk fhe þfkÞ Au.

…kuxoVkur÷Þku yuf ÔÞqn h[™k {kxu™k ‚kÄ™ Œhefu W…Þku„e ƒ™u Au.

ík{khe «økrík [fkMkku

™kutÄ: 1. ™e[u yk…u÷e søÞk{kt Œ{khk WŒh yk…ku.

2. Þwr™x™k ytŒ{kt yk…u÷kt WŒh ‚kÚku Œ{khk WŒh [fk‚ku.

™e[u™k ðkfÞ …qhk fhku.

«§ 5. …kuxoVkur÷Þku™wt ðuƒ ðÍo™ ŒiÞkh fhðwt yuf {n¥ð™e ƒkƒŒ Au su™kÚke Œ{u

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

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

«§ 6. ðuƒ‚kEx W…h …kuxoVkur÷Þku {qfðku, yu þwt Ëþkoðu Au.

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

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

«§ 7. Œ{khu ðuƒ‚kEx …h ......................................................

…htŒw {krnŒe™u ....................................{kt „kuXðe þfku Aku.

«§ 8. Ëhhkus ðuƒ‚kEx [uf fhðk™wt fkhý Ëþkoðku...........................

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

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

«§ 9. sku Œ{u …kuxoVkur÷Þku ðuƒ‚kEx …h {qfku íÞkhu ðuƒ™e ¾k÷e søÞk™ku

W…Þku„ fhku íÞkhu......................................................

....................................................................
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…kuxoVku÷eyku  (Portfolio)

5.10  ík{khe «økrík [fkMkkuLkk W¥khku (Answer the Self Check Exercises)

1. …kuxoVkur÷Þkuyu ÔÞrõŒ™e ykðzŒ, ûk{Œk, M…Äkoí{fŒk, ¿kk™ y™u „wýð¥kk™wt
yk¼k‚e «Ëþo™ Au. su yuf ¼kirŒf MðY…{kt hsq fhu Au. …kuxoVkur÷Þku

ÔÞrõŒ™k ¼qŒfk¤™k ykËþo fkÞo y™u rþûký™ku …whkðku ƒ™u Au.

2. rhÍâw{ yu ÔÞrõŒ™k Ëhuf ËMŒkðus, rþûký, fkÞo™ku y™w¼ð Œu{s ‚khe
Ak…™e Y…hu¾k yk…u Au. su{kt fkuE ðÄkhk™k ËMŒkðus™ku ‚{kðuþfhðk{kt

ykðŒku ™Úke sÞkhu …kuxoVkur÷Þku yk Ëhuf ‚k[e ƒkƒŒ Au Œu™ku …whkðku
yk…u Au. su{kt Vkuxk …ý ykðe þfu. rhÍâw{yu …kuxoVkur÷Þku{kt «Úk{

ËMŒkðus nkuÞ Au.

3. y{wf „wýð¥kk suðe fu ykðzŒ, ¿kk™ su …kuxoVkur÷Þku{kt ËMŒkðus™k ykÄkhu
{qfe þfkÞ Au.

4. rðãkÚkeoyku {kxu …kuxoVkur÷Þku yuf þe¾ððk™wt ‚kÄ™ Au. su rðãkÚkeoyku ™u
Œu{™k þku¾ y™u r‚rØyku™wt ËMŒkðuSfhý fhðk{kt {ËËY… ƒ™u Au.

5. …kuxoVkur÷Þku™wt ðuƒ ðÍo™ ŒiÞkh fhðwt su™kÚke Œ{u Œ{khe r‚rØyku™u ‚h¤ŒkÚke
«ËrþoŒ fhe þfku Aku.

6. ðuƒ‚kEx …h …kuxoVkur÷Þku {qfðk™ku yÚko yu Au fu Œ{u xìfT™kì÷kìSÚke òýfkh
Aku.

7. Œ{u ƒÄe {krnŒe yuf søÞkyu ™ {qfku Œu™k fhŒk y÷„ rð¼k„ fhe™u

{qfe þfku Aku.

8. Ëhuf {krnŒe ¢{{kt Au fu ™rn Œu™e [fk‚ýe {kxu Ëhhkus ðuƒ‚kEx [uf

fhŒk hnku.

9. sku Œ{u ðuƒ‚kEx …h™e ¾k÷e søÞk{kt Œ{khe {krnŒe {qfku Aku Œku

Œ{khe …k‚u zku{u™ ™u{ nkuðwt sYhe Au.

5.11  çknwrðfÕÃkeÞ «§ku

1. ƒkirØf ykðzŒ, ¿kk™ y™u ûk{Œk™u ¼kirŒf MðY…{kt Ëþkoððk þk™ku W…Þku„
ÚkkÞ Au.

(a) Ëh¾kMŒ (b) «{ký…ºkku
(c) …kuxoVkur÷Þku (d) W…hkufŒ yuf …ý ™rn
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2. …kuxoVkur÷Þku™wt «Úk{ …„rÚkÞwt fÞwt Au.

(a) r™nkrhfk rhÍâw{ (b) ËMŒkðus

(c) ðuƒ …kuxoVkur÷Þku (d) fkÞo™e ‚trûkÃík {krnŒe

3. ðuƒ‚kEx™e ðuƒ ¾k÷e søÞk™ku W…Þku„ fhðku nkuÞ Œku þu™e sYh …zu

Au.

(a) IP yuzÙu‚ (b) URL

(c) zku{u™ ™u{ (d) «kuxkufku÷

4. „útÚkk÷Þ ÔÞð‚krÞf{kt, „útÚk…k÷™e ykðzŒ y™u fkiþÕÞ Ëþkoððk fÞk
…kuxoVkur÷Þku™ku W…Þku„ ÚkkÞ Au.

(a) rðãkÚkeo™ku …kuxoVkur÷Þku (b) þiûkrýf …kuxoVkur÷Þku

(c) þiûkrýf „útÚk…k÷™ku …kuxoVkur÷Þku (d) W…hkufŒ yuf …ý ™rn

5.12  MktË¼o yLku rðþu»k ðkt[Lk (Reference and Further Reading)

* kurtuy A. (2020 January 7) How to write resume - 2020 Beginner’s

Guide. Retrived January 7, 2020, from novoresume: http://

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

* patel, V. & Patel, U. (2013). Textbook of Communication Skills,

Vallabh vidghyanagar: Ria Publishing.

* Rajat. (2011, May 8). Different between Resume, C.V. and Biodata.

Retrived January 7. 2020, from getsetresume: http://

www.getsetresume.com/blog/143-defference-between-a-resume-a-CV-

and-biodata.

*
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rhÍÞw{ y™u ƒkÞkuzuxk ÷u¾™

YÃkhu¾k

6.0 nuíkwyku

6.1 «MíkkðLkk

6.2 yÚko

6.2.1 frhõÞw÷{ rðxkE (Curriculum Vitae) yux÷u þwt ?

6.2.2 rhÍâw{ yux÷u þwt ?

6.2.3 çkkÞkuzuxk yux÷u þwt ?

6.3 rhÍâw{ yLku frhõÞw÷{ rðxkE ðå[uLkku íkVkðík

6.4 yMkhfkhf rhÍâw{ ÷¾ðk {kxuLke {køkoËŠþfk

6.5 rhÍâw{{kt Mk{krðü rðøkíkku

6.5.1 nuíkwyku

6.5.2 þiûkrýf ÷kÞfkík

6.5.3 fkÞo yLkw¼ð

6.5.4 rMkrØyku

6.5.5 MktË¼kuo

6.6 rhÍâw{, çkkÞkuzuxk yLku Mke.ðe.Lkk Lk{qLkkyku

6.7 rhÍâw{ ÷¾ðk {kxu r¢ÞkÃkËkuLkku WÃkÞkuøk

6.8 rhÍâw{{kt fux÷kf þçËkuLku xk¤ðkt òuEyu

6.9 Mkkhktþ

6.10 çknwrðfÕÃkeÞ «&™ku

6.11 ík{khe «økrík [fkMkkuLkk W¥khku

6.12 MktË¼o yLku rðþu»k ðkt[Lk

6.0 nuíkwyku  (Objectives)

yk ÞwrLkx{kt ykÃkýu çkkÞkuzuxk íku{s rhÍâw{ ÷u¾f ytøkuLke {krníke íku{s òuçk
ytøku yhS fhðk {kxu rhÍâw{ yÚkðk frhõÞw÷{ ðexkE (Mke.ðe.)Lkwt {n¥ðLku Mk{Sþwt.
yk ÞwrLkx ðktåÞkt ÃkAe ík{u Lke[u «{kýu Mkûk{ çkLke þfku.

- rhÍâw{Lku fuðe heíku ÷¾ðwt yÚkðk íkku nk÷Lkwt su rhÍâw{ Au íkuLku yktíkhhk»xÙeÞ
Äkuhý «{kýu yÃkzux fhe þfkÞ íku ytøkuLke Mk{sqíke.

- rhÍâw{{kt fÞk «fkhLke {krníkeLkku Mk{kðuþ fhðk{kt ykðu Au yLku {krníkeLku
rhÍâw{{kt fuðe heíku økkuXðe þfkÞ íku ytøkuLke Mk{sý.

yuf{

6
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- rhÍâw{{kt ÔÞkfhýLkku WÃkÞkuøk íku{ s rðrðÄ þçË«ÞkuøkkuLkku WÃkÞkuøk ytøkuLke

òýfkhe.

6.1 «MíkkðLkk  (Introduction)

¼khík{kt MktþkuÄLkLkku yktfzku çkíkkðu Au fu «íÞuf yuf s ELxhÔÞq {kxu 200

(yurÃ÷fuþLMk) yu Mkhuhkþ yuBÃ÷kuÞh îkhk «kó fhðk{kt ykðu Au. yu íkÆLk Mkk[wt Au

fu rhÍâw{ ÍzÃkÚke ðkt[ðkLku çkË÷u MfuLk fhðk{kt ykðu Au. Mkt¼rðík yuBÃ÷kuÞh 10 Úke

20 MkufLz MkwÄe ðÄw Mk{Þ rðíkkðu Au yLku rhÍâw{Lke rðøkíkku {u¤ððk {kxu fux÷ef

ÞkuøÞíkk þkuÄu Au. Mkk{kLÞ heíku ykLkku yÚko yu Au fu W{uËðkhLke {w÷kfkík ÷uðkLkku rLkýoÞ

yuftËhu rhÍâw{Lkkt «Úk{ AkÃk Ãkh ykÄkrhík nkuÞ Au.

rhÍâw{ yu Mkk{kLÞ heíku rþûký yLku MktþkuÄLk-÷ûke ÂMÚkrík çknkh fkuE ÃkË fu

Lkkufhe {kxu WÃkÞkuøk ÚkkÞ Au. íku Mkk{kLÞ heíku ÷tçkkE{kt yufÚke çku Ãk]»Xku{kt  òuðk {¤u

Au yLku íku fkuE [ku¬Mk ÃkË {kxu nkuÞ Au. rhÍâw{Lku yuf Mkkhktþ yÚkðk rMkrØykuLkk

Mk{qn íkhefu ÔÞkÏÞkrÞík fhu Au. rhÍâw{ yu yuf {kfuo®xøkLkku yuf ¼køk Au. su fkuELke

rðrþüíkk fwþ¤íkk, ûk{íkkyku yLku yLkw¼ðLkkt Mk{qn {kxuLke ònuhkík fhu Au. yk yuf

ELxhÔÞw {kxu “rxrfx” Au íku {w÷kfkík {kxu fkì÷us økúußÞwyux rðhwØ ð»kkuoÚke yLkw¼ð

Ähkðíke ÔÞÂõík ðå[uLkku íkVkðík Ëþkoðu Au.

Mkk{kLÞ heíku rhÍâw{{kt çku ðMíkwyku MkkiÚke yøkíÞLke Au su{kt yuf rhÍâw{{kt

ykðu÷ Mkk{økúe yLku çkeswt íkuLke hsqykík. yk çku {wÏÞ çkkçkíkku rhÍâw{{kt MkkiÚke {n¥ðLke

Au.

6.2 yÚko  (Meaning)

6.2.1 rhÍâw{ yux÷u þwt ?

rhÍâw{ þçË yu yuf £U[ þçË Au. suLkku yÚko ‘Mkkh’ yÚkðk ‘Mkkhktþ’ yuðku

ÚkkÞ Au. rhÍâw{ ¾kMk fheLku þiûkrýf ÷kÞfkíkku, ÃkkA÷e LkkufheLkk yLkw¼ðku, fkiþÕÞku

yLku hMk yr¼hwr[ su Lkkufhe ytøku yhS fhðkLkkt Au íkuLke MkkÚku MktçktrÄík nkuÞ Au.

MkkÚku MkkÚku fux÷ef SðLk[rhºkkí{f {krníke rhÍâw{{kt Mkk{u÷ fhðk{kt ykðu Au.

6.2.2 frhõÞw÷{ rðíkkE (Mke.ðe.) yux÷u þwt ?

frhõÞw÷{ rðxkE (Curriculum Vitae) (Mke.ðe.) yu ÷ìrxLk þçË Au. suLkku

yÚko “Course Of Life” ÚkkÞ Au. Mke.ðe.{kt rhÍâw{ fhíkkt ðÄkhu {krníke nkuÞ Au.

su{kt fk÷¢r{f ÞkËe su{ fu rþûký, yLkw¼ð, su ÃkË Ähkðíkkt nkuÞ íku{kt {kMxh rzøkúe

Ãke.yu[.ze., {u¤ðu÷kt fkiþÕÞku, rMkrØyku, «khtr¼f fkÞo yLku ÃkwhMfkhku ðøkuhu. Mke.ðe.Lkku

çknku¤k «{ký{kt WÃkÞkuøk rþûký{kt òuðk {¤u Au.



29

6.2.3 çkkÞkuzuxk yux÷u þwt ?

çkkÞkuzuxk yu ÔÞÂõíkøkík rðøkíkku WÃkh ðÄkhu «fkþ VUfu Au. ðÄw{kt þiûkrýf

÷kÞfkíkku yLku ÔÞðMkkrÞf yLkw¼ðku òuðk {¤u Au. ¾kMk fheLku çkkÞkuzuxk{kt ÔÞÂõíkøkík

SðLk[rhºkkí{f {krníke suðe fu ô{h, òrík, Ä{o, hnuXký, {kíkkrÃkíkkLkwt Lkk{, çkk¤fkuLkwt

Lkk{, ÃkíLkeLkwt Lkk{, fE ¼k»kk çkku÷ku Aku, fE ¼k»kk ðkt[e þfku Aku. fE ¼k»kk Mk{S

þfku Aku, íku{s ík{khe ¼kiríkf ÷ûkýkuLke {krníke suðe fu Ÿ[kE, ðsLk, ykt¾Lkku htøk,

yLku htøk ðøkuhu {krníkeLkku Mk{kðuþ òuðk {¤u Au.

6.3 rhÍâw{ yLku frhõÞw÷{ rðxkE ðå[uLkku íkVkðík

(Difference between Resume and C.V.)

{wÏÞ íkVkðík rhÍâw{ yLku Mkeðe ðå[uLkku Lke[u {wsçk Au.

- rðøkíkkuLke ÷tçkkE y÷øk y÷øk nkuÞ Au.

- rhÍâw{Lke YÃkhu¾k yLku íkuLke Mkk{økúe ÃkMktËøkeÞwõík yLku MktrûkÃík nkuÞ Au,

yux÷u fu yuf Ãk]c çkeS çkksw MkeðeLke YÃkhu¾k ík{khe MktÃkqýo þiûkrýf ÷kÞfkíkku,

yLku ÔÞkðMkkrÞf yLkw¼ðkuLkku EríknkMk nkuÞ Au. MkkÚku {kuxk ¼køkLke rMkrØyku,

«fkþLkku yLku yku¤¾Ãkºkku nkuÞ Au yux÷u fu íkuLke ÷tçkkE çku Ãk]ckuÚke ðÄkhu nkuÞ

Au.

- Mkk{kLÞ heíku rhÍâw{Lkku ßÞkhu ykÃkýu ¾kLkøke MkknMk{kt  Lkkufhe {kxu yhS

fhíkkt nkuÞ íÞkhu íkuLkku WÃkÞkuøk fhðk{kt ykðu Au ßÞkhu MkeðeLkku WÃkÞkuøk ònuh

MkknMkku{kt ¾kMk fheLku rþûký{kt fhðk{kt ykðu Au.

6.4 yMkhfkhf rhÍâw{ ÷¾ðk {kxuLke {køkoËŠþfk

(Guidelines of writing an effective Resume)

Mkkhe heíku ÷¾kÞu÷ rhÍâw{, yksLke çkË÷kíke òuçk {kfuox{kt yMkhfkhf rhÍâw{

nkuðkLkwt yuf W¥k{ MkkÄLk Au. yu yuðwt Mkq[ðu Au fu ík{khwt {sçkqík rhÍÞw{ ík{Lku

RLxhÔÞq fkì÷ {u¤ððkLkku {kxu yÚkðk Võík ík{khwt rhÍâw{ yuBÃ÷kuÞhLkkt fkøk¤Lkk f[hkLkk

Zøk÷kt{kt Ãkze hnu yu yuf{kºk Vhf nkuE þfu. yMkhfkhf rhÍâw{ ík{Lku Lkkufhe ELxhÔÞq

Síkkze þfu Au yLku íku s Mk{Þu, ík{u ík{khwt çk¤, fwþ¤íkk, ûk{íkkyku yLku yLkw¼ðLkwt

{qÕÞktfLk fhðk {kxu Mkûk{ fhkðe þfu Au - suÚke ík{u RLxhÔÞq «r¢Þk {kxu íkiÞkh ÚkE

þfku. ík{khwt RLxhÔÞq ÚkE økÞk ÃkAe íku ík{khk yuBÃ÷kuÞh ELxhÔÞwyhLku ÞkË yÃkkðu

Au yLku ELxhÔÞqyh {kxu ík{khe ¼híkeLku ðksçke Xuhððk {kxuLkku ykÄkh Ãkqhku Ãkkzu Au.

su{ rhÍâw{ yu yuf Sðtík ïkMkLkwt ËMíkkðus Au, íku suLkku su ÃkË {kxu WÃkÞkuøk

ÚkkÞ Au íku{ íkuLku Mk{ÞkusrLkík fhðwt òuEyu. rçkLkMktçktrÄík ÃkËku Ãkh ÷køkw Úkðk {kxu

rhÍÞw{ y™u ƒkÞkuzuxk ÷u¾™
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rhÍâw{Lkwt fkuE {kLkktf WÃkÞkuøk fhe þfkíkku LkÚke. ÞkuøÞ ÃkMktËøke yLku yLkw¼ðkuLkk ðýoLk

îkhk ÷¾kýLku ÷ûÞ çkLkkððwt ykð~Þf Au.

6.5 rhÍâw{{kt Mk{krðü rðøkíkku  (Sections to Include in Resume)

çkÄk Mkkhk rhÍâw{{kt fux÷ef MkkBÞíkkyku òuðk {¤u Au. ÷øk¼øk Ëhuf rhÍâw{{kt
Lke[u ykÃku÷kt þe»kofku yÚkðk rð¼køkku Mkk{u÷ nkuðkt òuEyu.

6.5.1 MktÃkfo {krníke (Contact Details)

rhÍâw{{kt MkkiÚke yøkíÞLke {krníke suðe fu MktÃkfo {krníke su{kt Lkk{, MkhLkk{wt,
xur÷VkuLk LktçkhLkku Mk{kðuþ òuðk {¤u Au.

6.5.2 WÆuþ (Objectives)

WÆuþ yu ík{khk rhÍâw{{kt ÚkeMkeMk Mxux{uLx yux÷u fu yuf ðkõÞ{kt rLkðuËLk
nkuðwt òuEyu. ík{u ftÃkLke / MktMÚkk {kxu þwt fhe þfku Aku íku sýkððk {kxu WÆuþLkku
WÃkÞkuøk fhku, ík{u ftÃkLke / MktMÚkk {kxu fu ík{khk {kxu þwt fhðk {ktøkku Aku íku rhÍâw{{kt

Ëþkoðku. fkuE rLkðuËLk su{ fu : {qÕÞðkLk yLkw¼ð {u¤ððk {kxu ðøkuhu.

6.5.3 þiûkrýf ÷kÞfkík yLku fkÞo yLkw¼ð

(Education Qualification & Work Experience)

WÆuþ sýkÔÞk ÃkAe “rþûký” rð¼køkLke Mkqr[ fhðe ykð~Þf Au. þiûkrýf
÷kÞfkík{kt nt{uþkt íkksuíkhLke {u¤ðu÷e rzøkúeLku Mkqr[{kt «Úk{ MÚkkLk ykÃkðwt íÞkhçkkË
çkeS rzøkúeyku Mkk{u÷ fhðe òuEyu. ík{u ík{khk fkì÷us ð»ko Ëhr{ÞkLk yktrþf Mk{Þ
yLku WLkk¤k{kt ELxhrþÃk fhe nkuÞ íkku íkuLkku Ãký Mk{kðuþ yk rð¼køk{kt fhe þfku Aku
òu yk {krníkeÚke yuBÃ÷kuÞMkoLku «¼krðík fhe þfkÞ. þiûkrýf ÷kÞfkík ÃkAe íkhík s

ík{khk “fkÞo yLkw¼ð” rð¼køkLkku Mk{kðuþ fhðk{kt ykðu Au. fkÞo ytøkuLkku yLkw¼ð
ð»ko yLkwMkkh Ëþkoððk{kt ykðu Au. yk Mk{Þu, ík{khk fkì÷us økúuzTMk fhíkkt ík{khk
hkusøkkh ytøkuLkk yLkw¼ðku Mkk{kLÞ heíku yuBÃ÷kuÞh {kxu ðÄw {n¥ðÃkqýo Au.

6.5.4 fwþ¤íkk (Skills)

yLÞ fwþ¤íkk ytøkuLke {krníke rð¼køk{kt Mkk{u÷ fhðk{kt ykðu Au. su{kt fBÃÞqxh
yÚkðk ¼k»kk fwþ¤íkk íku{s òuçk ytøkuLke ðneðxe fwþ¤íkkykuLkku Mk{kðuþ fhðk{kt
ykðu Au.

6.5.5 rMkrØyku / ðÄkhkLke {krníkeyku

(Achivements / Others Information)

rMkrØyku íku{s ðÄkhkLke / ðifÂÕÃkf {krníke; òuzkýku / MkÇÞÃkË: «ð]r¥kyku
yLku MkL{kLk ðøkuhu Ëþkoððk{kt ykðu Au.

6.5.6 MktË¼kuo (References)
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“MktË¼o” rð¼køk{kt çku yÚkðk ºký ÷kufkuLkk Lkk{Lke Mkqr[çkØ fhðkLkwt «kÄkLÞ
Au. su{kt MktË¼kuoLke MktÃkfo {krníke Ëþkoððk{kt ykðu Au suÚke hkusøkkhËkíkk yhsËkh
rðþu ÃkqAÃkhA fhe þfu.

ík{khe «økrík [fkMkku.

LkkUÄ : (1) ík{khk sðkçkku ykÃku÷ søÞk{kt ÷¾ku.

(2) ík{khk sðkçkku yuf{Lkk ytíku ykÃku÷ sðkçkku MkkÚku [fkMkku.

1. Lke[u ykÃku÷ {wÆk ÃkhÚke Lk¬e fhku fu WÃkh ykÃku÷ rð¼køkku{ktÚke fÞk

rð¼køk nuX¤ yk {wÆkuLku {wfþku.

- 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 rhÍâw{, çkkÞkuzuxk yLku Mke.ðe.Lkkt Lk{qLkkyku

(Sample of Resume, Bio-data and CV)

rhÍâw{, çkkÞkuzuxk íku{s Mke.ðe.Lkkt Lk{wLkkyku y÷øk y÷øk Ëþkoððk{kt ykÔÞk
Au. su yk «{kýu Au.

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

rhÍÞw{ y™u ƒkÞkuzuxk ÷u¾™
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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
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EDUCATION

WASHINGTON  UNIVERSITY Saint Louis, M

Master of Science Degree in Library Science, June 2006

• Graduated Summa Cum l.aude

UNVERSSITY  OF  CHICAGO Chicago, I

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

rhÍÞw{ y™u ƒkÞkuzuxk ÷u¾™
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• 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
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*  Mr Andrew Osborne

HR Officer. Oldham Council

Address: 54 Hull Road, Oldham, OA3 6WP

Tel: 0030 1335 9999

Email: andrew-osbome Slive co.uk

*

BIO-DATA

Name : Sangita Kaushik

Father’s Name : Sir Santosh Kaushik

Date of Birth : 07-10-1984

Height : 5'1"

Complexation : Fair

Qualification : I.A.

Gotra : Kaushik

Sashan :  ¾wË ¾wË ¾wË ¾wË ¾wË "Lata"  {kt{kt{kt{kt{kt "Indoria" ËkËeËkËeËkËeËkËeËkËe "mamdolia"

Brothers : 1 Younger Brother & 2 Elder Brothers

Sister : 1 Sister

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

(2) Shree Shrinarayan Kaushik (Raigunj WB)

Mama : (1) Shree Prem Shankar Sharma (Begusarai)

(2) Shree Gopal Sharma (Banaras)

Address : Saritosh Kaushik, Anand kaushik Gurubazar,

Katihar

Contact Number : Phone: 06457/26504S, Mo.9430050132

Nepal Address : Santosh Kaushik, Sanihat, Biratnagar, Nepal

Contact Number : Mo. +9779804317445 / 9842280662

*
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WÃkhkuõík Lk{qLkkyku{kt Lke[u «{kýuLke rðøkík Mkk{kLÞ heíku òuðk {¤u Au :

WËknhý íkhefu,

• 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.

ík{khe «økrík [fkMkku

LkkUÄ : 1.  ík{khk sðkçkku ykÃku÷ søÞk{kt ÷¾ku.

2.  ík{khk sðkçkku yuf{Lkk ytíku ykÃku÷ sðkçkku MkkÚku [fkMkku.

* Lke[u ykÃku÷ ¾k÷e søÞk{kt ík{khe ÞkuøÞ {krníke ykÃkku.

• Your Full Name : ______________________________________

• Street Address : ______________________________________

__________________________________________________

• City State: ____________________ Zip code : ______________

• Phone Number : _____________________________________
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• Email Address : ____________________________________

• Career objective : ___________________________________

__________________________________________________

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

__________________________________________________

• Work experience : ____________________________________

• Job Title : ___________________________________________

• Duration of employment : _______________________________

• Achievements during this period : _________________________

• Education qualifications : _______________________________

• 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 :

__________________________________________________

__________________________________________________

__________________________________________________

__________________________________________________

__________________________________________________
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6.7 rhÍâw{ ÷¾ðk {kxu r¢ÞkÃkËkuLkku WÃkÞkuøk  (Use verbs to write a Resume)

ynª Ëþ r¢ÞkÃkËku ykÃÞkt Au su ík{khk rhÍâw{{kt MkwÄkhku fhe þfu Au. ík{u
ík{khk rhÍâw{{kt “sðkçkËkh”, “Vhòu Mkk{u÷ Au” yLku “fk{ fÞwO” suðk Mkk{kLÞ
þçËMk{qnku Mkk{u÷ fhðk Lknª. r¢ÞkÃkËÚke yk þçËkuLku fuðe heíkuu çkË÷ðk íku ytøkuLkk
fux÷ktf rð[khku ykÃkðk{kt ykÔÞkt Au.

1. Championed ([uBÃkeÞLk)

rhÍâw{{kt “Held” (nuÕz) yux÷u fu “ÞkuòÞ Au” íkuLkk çkË÷u “ Championed

([uÂBÃkÞLk)” r¢ÞkÃkËLkku WÃkÞkuøk fhðku. [uÂBÃkÞLk r¢ÞkÃkË yu {sçkqík LkuíkkLke AkÃk
Q¼e fhu Au yLku ík{u Mkn¼køke ÚkðkLku çkË÷u Lkuíkk níkk yu çkíkkðu Au.

2. Instructed (Mkq[Lkk)

rhÍâw{{kt “Talked to (ðkík fhu Au)” íkuLkk çkË÷u Intructed (Mkq[Lkk ykÃke)
r¢ÞkÃkËLkku WÃkÞkuøk fhku. Mkq[Lkk r¢ÞkÃkË çkíkkðu Au fu ík{u rLk»ýkík Aku yLku yLÞLku
rþrûkík fhðk {kxu rðïMkLkeÞ Aku.

3. Exceeded (ðÄkhku)

rhÍâw{{kt “Did (þwt)” yÚkðk “met({éÞk)” íkuLkk çkË÷u “Exceeded (ðÄkhku)”
r¢ÞkÃkËLkku WÃkÞkuøk fhku. ðÄkhku r¢ÞkÃkË yu çkíkkðu Au fu ík{u ÷ûÞkuLku Ãkqýo fhðk{kt
yÚkðk ÷½w¥k{ fk{ fhðk{kt yxfíkk LkÚke.

4. Accomplished (ÃkrhÃkqýo)

rhÍâw{{kt “Responsible for ({kxu sðkçkËkh)” íkuLkk çkË÷u “Accomplished

(Ãkqýo fhku)” r¢ÞkÃkËLkku WÃkÞkuøk fhku. Ãkqýo fhku r¢ÞkÃkË yu Ãkqýoíkk yLku MkV¤íkkLke
yLkw¼qrík ykÃku Au. yu çkíkkðu Au fu ík{u fkuE ðMíkw {kxu Võík sðkËçkkh LkÚke, Ãkhtíkw
ík{u fwþ¤íkkÃkqðof íkuLku Ãkqýo fÞwO.

5. Improved (MkwÄkhu÷)

rhÍâw{kt “Duties included (Vhòu Mkk{u÷)” íkuLkk çkË÷u “Improved (MkwÄkhu÷)”
r¢ÞkÃkËLkku WÃkÞkuøk fhku. MkwÄkhu÷ r¢ÞkÃkË yu çkíkkðu Au fu ík{u fkuE «kusuõx yÚkðk
fkÞo nkÚk{kt ÷eÄwt Au íkuLku ík{khu ðÄkhu Mkkhwt çkLkkðku Aku yLku íkuLkwt {qÕÞ ðÄkhku Aku.

6. Conceptualized (fÕÃkLkkþe÷)

rhÍâw{{kt “Came up with (MkkÚku ykÔÞk)” íkuLkk çkË÷u “Conceptualized

(fLMkuÃxÞwu÷kEÍz)” “fÕÃkLkkþe÷” r¢ÞkÃkËLkku WÃkÞkuøk fhku. fÕÃkLkkþe÷ yu r¢ÞkÃkË
ðÄw ÔÞkðMkkrÞf Mðh ykÃku Au yLku çkíkkðu Au fu ík{u þYykíkÚke ÔÞqnkí{f heíku fkuE
rð[kh yÚkðk WíÃkkËLk çkLkkððk {kxu Mkûk{ níkkt.

7. Maximized ({n¥k{)

rhÍâw{{kt “Increased (ðÄkhku)”Lku çkË÷u “Maximized ({n¥k{)” r¢ÞkÃkËLkku
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WÃkÞkuøk fhku. {n¥k{ r¢ÞkÃkË yu çkíkkðu Au fu ík{u ftEf W¥k{ çkLkkÔÞwt Au fu ftEÃký
ÃkqðoðíkT fÞko rðLkk nkuE þfu Au.

8. Directed (rLkËuorþík)

rhÍâw{{kt “ Supervised (rLkherûkík)” íkuLkk çkË÷u “Directed (rLkËuorþík)”
r¢ÞkÃkËLkku WÃkÞkuøk fhku. rLkËuorþík r¢ÞkÃkË yu çkíkkðu Au fu ík{u Võík yLÞLke Ëu¾hu¾
s Lknª fhe, Ãkhtíkw ík{u rËþk yLku Mkq[Lkk «ËkLk fhku Aku.

9. Upgraded (yÃkøkúuz)

rhÍâw{{kt “Worked On (íkuLkk Ãkh fk{ fÞwO)” Lku çkË÷u : “Upgraded

(yÃkøkúuz)” r¢ÞkÃkËLkku WÃkÞkuøk fhku. yÃkøkúuz ÚkÞu÷ r¢ÞkÃkËLkku yÚko yu Au fu ík{u
ykøk÷k Míkh Ãkh ftEf fk{ nkÚk Ãkh ÷eÄwt Au yLku Ãkrhýk{{kt MkwÄkhku fÞkuo Au.

10. Collaborated (MknÞkuøk)

rhÍâw{{kt rhÍâw{{kt “ Spoke (MÃkkuf) çkku÷ðwwt” íkuLkkt çkË÷u “Collaborated

(MknÞkuøkeíkk)” r¢ÞkÃkËLkku WÃkÞkuøk fhku. MknÞkurøkíkk r¢ÞkÃkË yu çkíkkðu Au fu ík{u
Mkkhe heíku fkÞo fhku yLku yLÞLku Mknfkh ykÃkku yLku ík{khk fkÞo{kt yLÞLku fuðe heíku
Mkk{u÷ fhðwt íku òýku Aku.

r¢Þk r¢ÞkÃkËku MkkÚku ík{khk þçËkuLku rLkr»¢ÞÚke yk¢{f íkhV ÷E sE þfkÞ,
yLku ík{khk rhÍâw{Lku yMkhfkhf çkLkkðe þfkÞ.

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

WÃkhkuõík r¢ÞkÃkËLkku WÃkÞkuøk fhe ík{khk rhÍâw{Lku yMkhfkhf çkLkkðku.

6.8 rhÍâw{{kt fux÷ktf þçËkuLku xk¤ðkt òuEyu

(Words to avoid in resume)

1. rhÍâw{{kt MktûkuÃke (Abbrevisions) þçËku yLku xqtfk þçËku (acronyms) fu su
þçËkuLkk ykãkûkhkuLkku çkLku÷ku þçËLkku WÃkÞkuøk xk¤ðku òuEyu.

2. rhÍâw{{kt ík{khe fwþ¤íkk yLku yLkw¼ðLkku MktrûkÃík Mkkhktþ Au. su{kt ÔÞÂõíkøkík
MkðoLkk{ suðkt fu nwt (I), {Lku (Me), {khk (My) þçËkuLkku WÃkÞkuøk xk¤ðku
òuEyu.
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3. rhÍâw{{kt Lkfkhkí{f þçËku suðkt fu “ÄhÃkfz (Arrested)”, “ftxk¤ksLkf
(Boring)”, “çkhíkhV (Fired)” yLku “îu»k (Hate)”Lkku WÃkÞkuøk xk¤ðku
òuEyu.

6.9  Mkkhktþ (Summary)

yk ÞwrLkx{kt ykÃkýu Mkkhwt rhÍâw{ ÷¾ðk Ãkh ðÄkhu {n¥ð ykÃÞwt Au. ík{u xku¤k{kt
fuðe heíku swËkt Ãkzku yLku íku MÃkü heíku ík{u «¼kð Ãkkze þfku Aku íku þeÏÞkt. ík{Lku rhÍâw{
÷¾ðk {kxu fÞk «fkhLke {krníke sYhe Au yLku fE {krníkeLkku Mk{kðuþ rhÍâw{{kt fhðku
íku Ãký þeÏÞkt yLku MkkÚku MkkÚku rhÍâw{Lkk swËkt swËkt rð¼køkku nuX¤ {krníkeLku fuðe heíku
økkuXððe íku Ãký þeÏÞk.

6.10  çknwrðfÕÃk «&™ku   (Multiple Choise Questions)

1. Your resume is a tool with one specific purpose _________

A. To get a job.

B. To win an interview.

C. To discuss salary.

D. To

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

_________________

A. Religious affiliation

B. Employment history

C. Contact information

D. 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
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C. Chronological

D. Portfolio

5. 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 lthetime@emai Iprovoder.com

D .None of these

6. Which of the following resume components is where you

should state your career goal? __________________

A. Profile

B. Objective

C. Summary

7. For a resume in the functional format, you must still include

dates of employment. __________________

A. True

B. False

8. 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

9. In the Education section, you should list all of your college

courses by name. __________________

A. True

B. False

10. In which section would you most likely include your bilingual

skills? __________________

A. Education
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B. Contact Information

C. Employment History

D. Additional Information

6.11 ík{khe «økrík [fkMkkuLkk W¥khku (Answer the Self Check Exercises)

(y) MðÞt «ÞíLk fhku

(çk) MðÞt «ÞíLk fhku

(f) 1. To win an interview

2. Religious affiliation

3. Portfolio

4. Chronological

5. j_smith@emailprovider.com

6. Objectives

7. False

8. True

9. False

10. Additional Information

6.12 MktË¼o yLku rðþu»k ðkt[Lk (Reference and Further Reading)

* kurtuy A. (2020 January 7) How to write resume - 2020 Beginner’s

Guide. Retrived January 7, 2020, from novoresume: http://

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

* patel, V. & Patel, U. (2013). Textbook of Communication Skills,

Vallabh vidghyanagar: Ria Publishing.

* Rajat. (2011, May 8). Different between Resume, C.V. and Biodata.

Retrived January 7. 2020, from getsetresume: http://

www.getsetresume.com/blog/143-defference-between-a-resume-a-CV-

and-biodata.

*
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™kufhe {kxu RLxhÔÞq (Job Interview)

YÃkhu¾k

7.0. nuŒwyku

7.1. «MŒkð™k

7.2. RLxhÔÞq™ku yÚko y™u ÔÞkÏÞk

7.3. RLxhÔÞq™kt nuŒwyku

7.4. RLxhÔÞq™kt «fkhku

7.5. RLxhÔÞq™wt {n¥ð

7.6. y‚hfkhf RLxhÔÞq {kxu {k„oËrþofk

7.7. ‚V¤ RLxhÔÞq {kxu™k ‚q[™ku

7.8. RLxhÔÞq {kxu™e xeÃ‚

7.9. ‚khktþ

7.10. ík{khe «økrík [fkMkkuLkk W¥khku

7.11. MktË¼kuo yLku rðþu»k ðkt[Lk

7.0  nuŒwyku  (Objectives)

yk Þwr™x{kt ™kufhe {u¤ððk {kxu ELxhÔÞq yt„u™e y‚hfkhf {k„oËrþofkyku,

‚w[™ku Œu{s RLxhÔÞq {kxu™e fux÷ef xeÃ‚ yk…ðk{kt ykðe Au. yk Þwr™x ðktåÞkt
ƒkË Œ{u ™e[u {wsƒ ‚ûk{ ƒ™e þfku:

 • RLxhÔÞq {kxu ‚ßsŒk fu¤ððe

 • RLxhÔÞq™kt rðrðÄ «fkhku™e òýfkhe

 • ‚V¤ RLxhÔÞq {kxu™k Mkq[Lkku™e òýfkhe

 • RLxhÔÞq{kt fuðe heŒu ŒiÞkhe fhðe Œu yt„u™e xeÃ‚

7.1  «MŒkð™k (Introduction)

Interview (RLxhÔÞq) {w÷kfkŒ, ™kufhe EíÞkrË {kxu W{uËðkh™e {kir¾f

…heûkk ƒu fu ƒuÚke ðÄkhu ÔÞrõŒyku ðå[u yuf ƒeò™u yku¤¾ðk™k ykþÞÚke ÚkŒwt

yuf{

7
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Interaction (RLxhufþ™) yÚkkŒo ‚tðkË yux÷u RLxhÔÞq. ™kufhe {kxu™wt RLxhÔÞq

yux÷u W{uËðkh™e {kir¾f …heûkk. W{uËðkh™e r™{ýqf fhíkk …nu÷k Œu™u [fk‚ðk
{kxu™wt yuf ‚kÄ™ Au. yk Þwr™x{kt RLxhÔÞq™kt rðrðÄ «fkhku, RLxhÔÞq ŒiÞkhe {kxu

y‚hfkhf {k„oËrþofkyku Œu{s ‚V¤ RLxhÔÞq {kxu™k ‚w[™ku y™u ÞkuøÞ xeÃ‚
yt„u™e [[ko fhðk{kt ykðe Au.

7.2 RLxhÔÞq™ku yÚko y™u ÔÞkÏÞk (Meaning & Defination of Interview)

sÞkhu RLxhÔÞq (Interview)  þçË™u rð¼kSŒ fheyu Aeyu íÞkhu 'RLxh'

y™u 'ÔÞq' yu{ ƒu þçËku {¤u Au. su™wt ¼k»kktŒh yufƒeò™u skuðwt yuðku ÚkkÞ Au.
yk™ku yÚko yu ÚkkÞ Au fu RLxhÔÞq{kt ‚k{u÷ ƒtLku sqÚkku yuf ƒeò rðþu òýðk

{kxu {¤u Au. RLxhÔÞq yux÷u ÔÞrõŒ™k ¿kk™ y™u ÔÞrõŒ™k ÔÞrõŒíð™wt {qÕÞktf™.

RLxhÔÞq™u yu heŒu ÔÞkÏÞkrÞŒ fhe þfkÞ Au fu ßÞkt ƒu fu ƒu Úke ðÄw

ÔÞrõŒyku ðå[u ‚kiBÞ ðkŒ[eŒ ÚkkÞ y™u ÔÞrõŒ™u sYhe sðkƒku {u¤ððk {kxu «§ku
…qAðk{kt ykðu Au.

RLxhÔÞq ÔÞkÏÞk™u ‚h¤ heŒu ÔÞkÏÞkrÞŒ fhe þfkÞ Au ßÞkt ƒu ÷kufku
ðå[u™e yku…[krhf r{®x„ ÚkŒe nkuÞ y™u RLxhÔÞq ÷u™kh {krnŒe {u¤ððk {kxu

RLxhÔÞqðk¤k™u «§ku …qAu Au.

yuf {w÷kfkŒ{kt ‚k{u÷ ÷kufku: ‚k{kLÞ heŒu ƒu sqÚkku yÚkðk ƒu ÔÞrõŒyku

yuf {w÷kfkŒ{kt yufƒeò™e ‚k{u ƒu‚e hnu Au. «§ku …qA™kh ÔÞrõŒ RLxhÔÞq ÷u™kh
nkuÞ Au y™u «§ku™k sðkƒ yk…™kh ÔÞrõŒ RLxhÔÞq ykÃkLkkh nkuÞ Au.

7.3 RLxhÔÞq™k WÆu~Þku (Objectives of Interview)

þk {kxu RLxhÔÞq ÷uðk{kt ykðu Au? fE heŒu RLxhÔÞq ÷u™kh ÞkuøÞ W{uËðkh

…‚tË fhe þfu? [k÷ku yk…ýu RLxhÔÞq™k WÆuþku yÚkðk ÷ûÞku þwt Au Œu òýeyu:

 • {w÷kfkŒ yu W{uËðkh îkhk yk…ðk{kt ykðu÷e {krnŒe™u [fk‚ðk{kt {ËË

fhu Au. Œu W{uËðkh rðþu …qhk …kzðk{kt ykðu÷ ŒÚÞku y™u {krnŒe™e
[kuf‚kE ™¬e fhðk{kt {ËË fhu Au.

 • W{uËðkhu rhÍTÞw{{kt þwt ÷ÏÞwt Au Œu Œu™kt {wÏÞ {wÆkyku Au. Œu™e …k‚u yLÞ
fÞk ðÄkhk™k fkiþÕÞ™ku ‚{qn Au? yk ƒÄw RLxhÔÞq îkhk òýe þfkÞ.

 • {w÷kfkŒ yu VõŒ RLxhÔÞq ÷u™kh™u W{uËðkh™k Œf™efe ¿kk™ rðþu s
{krnŒe yk…u Au yux÷wt s ™rn, …htŒw W{uËðkh™e ytËh hnu÷e sYhe

‚so™kí{f y™u rð~÷u»kýkí{f fwþ¤Œk™e …ý ‚{s yk…u Au.

 • {w÷kfkŒ yu f{o[khe y™u ft…™e/ ‚tMÚkk ðå[u …hM…h ‚tƒtÄ MÚkkr…Œ

fhðk{kt {ËËY… ƒ™u Au.
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 • {w÷kfkŒ yu W{uËðkh {kxu W…Þku„e Au suÚke Œu Œu™k ÔÞð‚kÞ rðþu òýe

þfu, W{uËðkh …k‚uÚke fk{™k «fkh rðþu ft…™e/‚tMÚkk y…uûkk hk¾e þfu
y™u W{uËðkh™u …ý ft…™e/ ‚tMÚkk rðþu òýðk {¤u Au.

 • {w÷kfkŒ yu RLxhÔÞq yk…™kh y™u ELxhÔÞq ÷u™kh {kxu ÔÞrõŒ„Œ heŒu
VkÞËkfkhf Au, fkhý fu Œu ƒt™u ÔÞð‚krÞf y™u ÔÞrõŒ„Œ heŒu y™w¼ð

{u¤ðu Au.

 • {w÷kfkŒ yu W{uËðkh™u Œu™e fwþ¤Œk™wt {qÕÞktf™ fhðk{kt y™u Œu òýðk{kt

{ËË fhu Au fu Œu™e …k‚u fâkt y¼kð Au y™u Œu fE søÞkyu Œu™u
‚wÄkhðk™e sYh Au.

 • {w÷kfkŒ yu hkus„kh {u¤ðŒk W{uËðkhku{kt ft…™e/ ‚tMÚkk™u Œu™k yku¤¾…ºkku
y™u Aƒe Q¼e fhðk{kt ƒ™kððk{kt {ËË fhu Au.

Œ{khe «„rŒ [fk‚ku:

™e[u yk…u÷ «§ku™k sðkƒ ÷¾ku:

1. RLxhÔÞq yux÷u þwt?

2. RLxhÔÞq™kt nuŒwyku sýkðku.

™kutÄ: i. Œ{khku sðkƒ ™e[u yk…u÷ søÞk{kt ÷¾ku.

ii. Œ{khku sðkƒ Þwr™x™k ytŒ{kt yk…u÷ sðkƒ ‚kÚku [fk‚ku.

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

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

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

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

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

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

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

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

™kufhe {kxu RLxhÔÞq (Job Interview)
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...................................................................

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

7.4  RLxhÔÞq™k  «fkhku  (Types of Interview)

™kufhe {kxu™k RLxhÔÞq ½ýkt ƒÄk «fkhku{kt skuðk {¤u Au. RLxhÔÞq™kt

«fkhku yk {wsƒ Au :

A. ‚k{u÷ ÔÞrõŒyku ykÄkrhŒ RLxhÔÞq:

1. yk{™u-‚k{™u RLxhÔÞq (Face to Face Interview)

yk{™u- ‚k{™u RLxhÔÞq yuf «fkh™e RLxhÔÞq™e rMÚkrŒ Au. su{kt yuf
ÔÞrõŒ ƒeS ÔÞrõŒ™u fux÷kf «§ku …qAe™u Œu™wt {wÕÞktf™ fhðk™ku «Þk‚ fhu Au.

™kufhe {kxu™k {kuxk ¼k„™k RLxhÔÞq yk «fkh™k nkuÞ Au. RLxhÔÞq yk…™kh
{ký‚u RLxhÔÞq ÷u™kh {ký‚ ‚kÚku r™fxŒk fu¤ðe …kuŒk™e ÷kÞfkŒ Œu{s Œu™wt

ÔÞrõŒíð ‚tMÚkk™u fuðe heŒu VkÞËkfkhf Au Œu ‚krƒŒ fhðk™wt nkuÞ Au.

2. sqÚk RLxhÔÞq (Group Interview):

r™{ýqf …Ae W…¼kuõŒkyku ‚kÚku fk{ fhðk™wt nkuÞ Œuðk W{uËðkhku{kt
™uŒ]íð fkiþÕÞ fuðwt Au Œu [fk‚ðk {kxu sqÚk RLxhÔÞq™wt ykÞkus™ fhðk{kt ykðu Au.

yk RLxhÔÞq{kt y™uf W{uËðkhku Mkk{u÷ ÚkkÞ Au y™u Œu{™u [[ko {kxu™ku yuf rð»kÞ
fu {wÆku yk…ðk{kt ykðu Au. Œuyku™e ðkŒ[eŒ fhðk™e ûk{Œk y™u Œuyku™k …kuŒk™k



47

{tŒÔÞku hk¾ðk y™u ƒeòyku™u Œu{™k{kt rðïk‚ fhðk {kxu fux÷k ‚tŒku»kfkhf Au

Œu™k ykÄkhu Œuyku™e ykfkhýe fhðk{kt ykðu Au. ynet, sqÚk{ktÚke ©uc W{uËðkh™e
…‚tË„e ÚkkÞ Au.

3. ‚r{rŒ RLxhÔÞq (Panel Interview):

ƒu fu ƒuÚke ðÄkhu {ký‚ku™e …u™÷ fu ‚r{rŒ îkhk W{uËðkh™wt RLxhÔÞq

÷uðk{kt ykðŒwt nkuÞ Au Œu™u …u™÷ fu ‚r{rŒ RLxhÔÞq fnuðk{kt ykðu Au. þiûkrýf
y™u ÔÞð‚krÞf þk¾kyku{kt yk «fkh™k RLxhÔÞq skuðk {¤u Au. yk «fkh™wt

RLxhÔÞq y÷„ y÷„ «fkhu ÷uðk{kt ykðu Au. su{ fu W{uËðkh™u …kuŒk™ku {wÆku
‚{òððk {kxu hsqykŒ fhðk{kt ykðu Au su{kt …u™÷™k ‚ÇÞku fkuE xìfrLkf÷ fu

‚t[k÷™ ‚tË¼uo «§ku …qAu Au. fux÷ef …rhrMÚkrŒ{kt W{uËðkh™e Œýkð¼he …rhrMÚkrŒ™ku
‚k{™ku fhðk™e ûk{Œk [fk‚ðk™k ykþÞÚke Íz…Úke «§ku …qAðk{kt ykðu Au. ynet

RLxhÔÞq ÷u™khk ft…™e™k ÷kufku{ktÚke yuf sqÚk Au su ðrhc nkuÆk …h nkuÞ Au y™u
‚k{kLÞ heŒu, …u™÷ RLxhÔÞq íÞkhu nkuÞ Au ßÞkhu W{uËðkh hsqykŒ fhu Œuðwt

{k™ðk{kt ykðu Au. …htŒw ½ýe ð¾Œ Œu ™kufhe™k RLxhÔÞq {kxu …ý nkuE þfu Au.

B. ykÞkus™™k ykÄkhu RLxhÔÞq:

1. yki…[krhf RLxhÔÞq (Structured Interview):

…ht…hk„Œ MðY…™wt yk RLxhÔÞq ™u yki…[krhf RLxhÔÞq fnuðk{kt ykðu Au.

su{kt …qAðk{kt ykðíkkt «§ku yuf {k¤¾k„Œ MðY…{kt skuðk {¤u Au y™u Œu «§ku
ƒÄk W{uËðkhku™u …qAðk{kt ykðu Au. yk RLxhÔÞq ƒÄk W{uËðkhku™e r™»…ûkŒk™e

ûk{Œk™wt {qÕÞktf™ fhðk {kxu W…Þku„{kt ÷uðkÞ Au.

2. y™ki…[krhf RLxhÔÞq (Unstructured Interview):

yk RLxhÔÞq yu yki…[krhf RLxhÔÞq™e rðÁØ Au. ynet RLxhÔÞq yk…™kh™u
…qAðk{kt ykðŒk «§ku rðþu RLxhÔÞq ÷u™kh™kt {™{kt [ku¬‚ rð[khÚke …qAðk{kt ykðu

Au. yk RLxhÔÞq{kt «§ku {kxu fkuE [ku¬‚ Vku{uox™u y™w‚hðk{kt ykðŒwt ™Úke. RLxhÔÞq
yk…™kh rð[r÷Œ …ý ÚkE þfu Au su yk «fkh™ku RLxhÔÞq{kt skuðk {¤u Au.

C. ûk{Œkyku ykÄkrhŒ RLxhÔÞq:

1. ðŒoýqf ykÄkrhŒ RLxhÔÞq (Behaviroal Interview):

ðŒoýqf ykÄkrhŒ RLxhÔÞq yu yksfk÷ yu ‚k{kLÞ RLxhÔÞq™e rMÚkrŒ Au.
Œu™u ûk{Œk ykÄkrhŒ RLxhÔÞq …ý fnuðk{kt ykðu Au. ynª, ÔÞrõŒ ¼qŒfk¤™k

y™w¼ðku nðu …Ae™k Œu™e fk{„ehe{kt fuðe heŒu W…Þku„{kt ÷uþu Œu rðþu òýðk™ku
«Þk‚ fhðk{kt ykðu Au. RLxhÔÞq yk…™kh™u ¼qŒfk¤™k fk{™k y™w¼ðku y™u

fkuE [ku¬‚ …rhrMÚkrŒ{kt Œu™e ‚kÚku fuðe heŒu ÔÞðnkh fhðk{kt ykÔÞku Œu rðþu
«§ku …qAðk{kt ykðu Au. yk{ RLxhÔÞq yk…™kh™u Œu™k ¼qŒfk¤™k y™w¼ðku™k

™kufhe {kxu RLxhÔÞq (Job Interview)
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ykÄkhu W{uËðkh™k ¼krð «Ëþo™™u ‚{sðk{kt {ËË fhu Au. ynet …rhrMÚkrŒyku™u

‚t¼k¤Œe ð¾Œu W{uËðkhkuyu WËknhýku …qhk …kzðk™e sYh Au. W{uËðkh™e ðŒoýqf
y™u «rŒ‚kËku™wt {qÕÞktf™ fhðk {kxu rð„Œðkh [fk‚ýe y™u Œu W{uËðkh™e ¼krð

™kufhe™e ‚t¼kð™kyku™u r™ÄkorhŒ fhu Au.

2. ‚{MÞk™wt r™hkfhý RLxhÔÞq (Problem Solving Interview):

ynet RLxhÔÞq yk…™kh{kt ‚{MÞk r™ðkhý ûk{Œkyku suðe fu íkfrLkfe,

ÔÞðMÚkk…f, h[™kí{f yÚkðk rð~÷u»kýkí{f fwþ¤Œk ð„uhu [fk‚ðk{kt ykðu Au.

W{uËðkh fkuE …ý ‚{MÞk n÷ fhðk™e ûk{Œkyku rðþu ðÄw ®[rŒŒ nkuÞ Au. yk

«fkh™k RLxhÔÞq{kt ‚kiÚke ‚k{kLÞ …ux™o skuðk {¤u Au, Œu{kt «§ku¥khe ÷¾ký™k

MðY…{kt yÚkðk Œku {kir¾f MðY…{kt W{uËðkh™u sðkƒ yk…ðk™ku ‚{kðuþ ÚkkÞ

Au.

3. Œýkð RLxhÔÞq (Stress Interview):

yk «fkh™k RLxhÔÞq ¾k‚ fhe™u ft…™eyku{kt ¾qƒ s Ëw÷o¼, …htŒw ykðk

RLxhÔÞq ÷uðk{kt ykðu Au, yk RLxhÔÞq{kt W{uËðkh Œýkð…qýo …rhrMÚkrŒyku{kt fuðe

«rŒr¢Þk yk…þu y™u sku Œu ™kufhe …h ‚tfx ‚t¼k¤e þfþu fu ™net Œu™e [fk‚ýe

fhðk{kt ykðu Au. .

D. ‚wrðÄkyku ykÄkrhŒ RLxhÔÞq:

1. xur÷Vkur™f RLxhÔÞq (Telephonic Interview):

yk RLxhÔÞq Vku™ …h nkÚk Ähðk{kt ykðu Au y™u Œu™ku {wÏÞ WÆu~Þ

W{uËðkhku™e ‚t¼rðŒ ‚qr[™u xqtfkðe Ëuðk™ku Au suÚke yk¾hu VõŒ ¾qƒ s ÷kÞf

÷kufku™e …‚tË„e fhðk{kt ykðu. yk «khtr¼f Œƒ¬k{kt y™u ÔÞrõŒ„Œ RLxhÔÞq

…nu÷kt fhðk{kt ykðu Au. ßÞkhu W{uËðkh Ëqh nkuÞ íÞkhu, ft…™e …nu÷kt xur÷Vkur™f

RLxhÔÞq ÷u Au y™u sku ‚tŒku»k ÚkkÞ Œku yuf Úke yuf RLxhÔÞq {kxu {w‚kVhe ¾[o™e

ÔÞðMÚkk fhu Au.

2. yku™÷kR™ RLxhÔÞq (Online Interview):

yk RLxhÔÞq RLMxLx {u‚u®s„, yku™÷kR™ [uxT‚, R{uR÷ yÚkðk rðrzykuÍ

îkhk fhðk{kt ykðe þfu Au. yk{kt RLxhÔÞq yk…™kh™u ÔÞrõŒ„Œ RLxhÔÞq™e su{

s «§ku …qAðk{kt ykðu Au yk RLxhÔÞq …rhrMÚkrŒyku™k ykÄkhu fhðk{kt ykðu Au

su{ fu sku RLxhÔÞq ÷u™kh ¾qƒ Ëqh hnuŒku nkuÞ yÚkðk Œku r™ÞŒ ‚{Þu RLxhÔÞq

{kLÞ fkhýku‚h hË ÚkE òÞ Œuðe …rhrMÚkrŒ ‚òoÞ íÞkhu yk «fkh™k RLxhÔÞq™wt

ykÞkus™ fhðk{kt ykðu Au..W…hktŒ, RLxhÔÞqyh {kxu Œu ðÄw y™wfq¤ Au fu Œu

…kuŒk™k Vks÷ ‚{Þu RLxhÔÞq yk…e þfu y™u W{uËðkh™u Úkkuzk f÷kfku …nu÷k ‚tËuþku
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yk…e™u RLxhÔÞq™e òý fhðk{kt ykðu Au. fkhý fu yk «fkh™k RLxhÔÞq{kt

W{uËðkh™u ½ýkt rËð‚ku …nu÷k òý fhðk™e sYh hnuŒe ™Úke.

Œ{khe «„rŒ [fk‚ku:

™e[u yk…u÷ «§ku™k sðkƒ ÷¾ku:

3. ÔÞrõŒ„Œ RLxhÔÞq yux÷u þwt?

4. ykÞkus™ ykÄkrhŒ RLxhÔÞq ‚{òðku

™kutÄ: i. Œ{khku sðkƒ ™e[u yk…u÷ søÞk{kt ÷¾ku.

ii. Œ{khku sðkƒ Þwr™x™k ytŒ{kt yk…u÷ sðkƒ ‚kÚku [fk‚ku.

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

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

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

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

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

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

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

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

7.5  RLxhÔÞq™wt {n¥ð  (Importance of Interview)

ÔÞrõŒ„Œ RLxhÔÞq yu Œ{k{ ™kufheËkŒkyku y™u ft…™eyku îkhk Œu{™k
MxkV™e …‚tË„e {kxu W…Þku„ fhðk{kt ykðu Au. MxkV™e …‚tË„e™e «r¢Þk{kt

RLxhÔÞq yu ‚kiÚke {n¥ð…qýo …„÷wt Au. RLxhÔÞq {n¥ð…qýo ‚krƒŒ ÚkkÞ Au fkhý
fu Œu ™kufheËkŒkyku Œu{s hkus„kh þkuÄ™khk ƒt™u™u skuzu Au. Œu hkus„kh {u¤ðŒkt

W{uËðkhku™u ÞkuøÞ ™kufhe {kxu ÞkuøÞ ÔÞrõŒ™e …‚tË„e fhðk{kt ‚nkÞY… ƒ™u Au.
Œu ™kufhe þkuÄ™khkyku™u Œu{™e ™kufhe™e fwþ¤Œk «MŒwŒ fhðk{kt y™u ÞkuøÞŒk …h

RråAŒ MÚkk™ «kÃík fhðk{kt …ý {ËËY… ƒ™u Au.

™kufhe {kxu RLxhÔÞq (Job Interview)
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Lkkufhe {u¤ððk {kxuLkk RLxhÔÞqLke íkiÞkhe

™kufheËkŒk {kxu RLxhÔÞq™wt {n¥ð

1. ™kufhe {u¤ðŒk W{uËðkh rðþu™e {krnŒe {u¤ðe þfkÞ

RLxhÔÞqÚke ™kufhe ËkŒk ™kufhe {u¤ðŒk W{uËðkh™e ‚t…qýo {krnŒe yufXe

fhe þfu. W{uËðkh™e rðrðÄ {krnŒe suðe fu ‚ktMf]rŒf, þiûkrýf …qðo ¼qr{fk, fkÞo

y™w¼ð, ƒkirØf ûk{Œk, {krnŒe ‚t[kh™wt fkiþÕÞ, ÔÞrõŒíð™kt «fkh, h‚ y™u

yr¼Ár[, ‚k{kSf ðŒoýqf ð„uhu òýe þfu Au.

 2. yhS{kt yÄqhe {krnŒe {kxu …qhf ‚{k™ Au.

fux÷ef {ÞkoËkyku™u ÷eÄu ™kufhe {u¤ð™kh …kuŒk™e skuƒ yt„u™e yhS{kt

yÄqhe {krnŒe ‚kÚku ™kufhe {kxu yhS fhŒkt nkuÞ Au. suÚke RLxhÔÞq ÷u™kh RLxhÔÞq

ð¾Œu yÄqhe {krnŒe [fk‚e ‚{wýo {krnŒe {u¤ðe þfu Au. RLxhÔÞq «r¢Þk yk

{krnŒe yufXe fhðk{kt {ËËY… ƒ™u Au.

 3. ÞkuøÞ ÔÞrõŒ™e …‚tË„e RLxhÔÞq™e {ËËÚke fhe þfkÞ

RLxhÔÞq ËhBÞk™ RLxhÔÞq ÷u™kh W{uËðkh ‚kÚku ‚eÄk ‚t…fo{kt ykðe ðkŒ[eŒ

fhu Au. suÚke Œuyku ÞkuøÞ W{uËðkh™e …‚tË„e fhðe fu ™ fhðe Œu yt„u r™ýoÞ

÷R þfu Au. ÔÞrõŒ„Œ RLxhÔÞq yu ÞkuøÞ søÞk {kxu ÞkuøÞ ÔÞrõŒ™e …‚tË„e fhðk

{kxu™e yuf ‚khe …ØrŒ Au.

4. RLxhÔÞqÚke W…Þku„e {krnŒe yufXe fhe þfkÞ

RLxhÔÞq «r¢Þk ËhBÞk™ {uËðkh …kuŒk™k ¼qŒfk¤™k y™w¼ðku, r‚rØyku,

‚tþkuÄ™ fkÞkuo ð„uhu™e [[ko fhŒkt nkuÞ Au. yk ‚{kÞ ËhBÞk™ RLxhÔÞq ÷u™kh

W{uËðkh rðþu™e rðrðÄ W…Þku„e {krnŒe yufXe fhŒk nkuÞ Au. ™kufheËkŒk yk

yufXe fhu÷ {krnŒe™ku W…Þku„ «§ku™k r™ðkhý {kxu y™u fkÞoûk{Œk{kt ‚wÄkhkyku

fhðk {kxu W…Þku„ fhŒkt nkuÞ Au.

5. ‚khwt RLxhÔÞq «rŒck{kt ðÄkhku fhu Au.

RLxhÔÞq yuf ònuh- ‚tƒtÄ™wt yuf ykuòh Œhefu „ýðk{kt ykðu Au. Œu™u

yuf ÞkuøÞ heŒu y™u {iºke…qýo ðkŒkðhý{kt Þkusðk{kt ykðu Au. W{uËðkh ‚kÚku

RLxhÔÞq{kt „kihð y™u yk™tËÚke ðŒoðk{kt ykðu Au. RLxhÔÞq{kt W{uËðkh™e …‚tË„e

ÚkkÞ fâkt Œku …‚tË„e ™k …ý ÚkkÞ Œku …ý W{uËðkh ™kufheËkŒkÚke ‚tŒwü ÚkkÞ Au.

yux÷u fu RLxhÔÞq™e ‚khe ƒuXf nt{uþkt ™kufheËkŒk™e «rŒck ðÄkhu Au.

6. ƒZŒe y™u ƒË÷e{kt {ËËY…

ÔÞrõŒ„Œ RLxhÔÞq nt{uþkt ™kufheËkŒk™u Œu™kt f{o[kheyku {kxu ƒZŒe y™u

ƒË÷e ð„uhu {kxu {qÕÞktf™ fhðk {kxu {ËËY… ƒ™u Au.
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™kufhe {u¤ðŒk W{uËðkh {kxu RLxhÔÞq™wt {n¥ð

1. hkus„khe™e Œf …qhe …kzu Au.

RLxhÔÞq yu ™kufhe {u¤ðŒk RåAwf™u hkus„khe™e Œf …qhe …kzu Au. W{uËðkh™u

…kuŒk™k rð[khku, y™u {tŒÔÞku™u ™kufheËkŒk ‚{ûk hsq fhðk{kt y™u {krnŒe‚t[kh

fhðk{kt {ËËY… ƒ™u Au. sku fkuE W{uËðkh RLxhÔÞq{kt ‚khwt …Ëþo™ fhu Œku Œu

W{uËðkh ™kufheËkŒk™e y…uûkkyku™u …rh…qýo fhþu. …Ae Œu W{uËðkh™u RråAŒ …kuMx

{kxu …‚tË„e …k{ðk™e ‚khe Œf hnuþu.

2. W{uËðkhku{kt ykí{rðïk‚ rðf‚kðu Au.

‚k{kLÞ heŒu fkì÷us „úìßÞwyux Þwðk™ sÞkhu ™kufhe {kxu «Úk{ ðkh RLxhÔÞq

yk…Œkt nkuÞ íÞkhu ™ðo‚ y™w¼ðu Au. ƒnwrðÄ RLxhÔÞq ykÃÞk …Ae W{uËðkh

yk…{u¤u …kuŒk™ku rðïk‚ rðf‚kðu Au. su{ su{ y™w¼ð ðÄŒku òÞ Œu{ Œu{

rðrðÄ RLxhÔÞq™ku ‚k{™ku fhðk {kxu Œuyku y[uŒ™Y…u fwþ¤Œk rðf‚kðu Au. yk{,

Yxe™ RLxhÔÞqÚke ™kufhe {u¤ðŒk W{uËðkhku{kt ykí{rðïk‚ ðÄu Au y™u Œu{™wt

{™kuƒ¤ ðÄu Au.

3. W{uËðkh™u ™kufhe Mðefkhðk fu ™fkhðk {kxu {ËË fhu Au.

™kufhe þkuÄŒk W{uËðkhku™u ™kufhe™e ‚kÚku ™kufheËkŒk rðþu™e {krnŒe «Ëk™

fhðk{kt ykðu Au. ð¤Œh (…„kh), ¼ÚÚkkt, fk{™e rMÚkrŒ, ™kufhe™e ‚÷k{Œe,

ƒZŒe y™u ƒË÷e™e þfâŒkyku, hkus„kh™k yLÞ ÷k¼ku ð„uhu Úke {krnŒe„kh ÚkE

þfu. W{uËðkh™e ƒÄe þtfkyku™w ‚{kÄk™ RLxhÔÞq {khVŒu Ëqh ÚkkÞ Au. W{uËðkh

sku …‚Ë„e …k{u Œku ™kufhe Mðefkhðe fu ™ne Œu yt„u™ku fkhrfËeo™ku r™ýoÞ ÷R

þfu Au.

4. ™kufhe {u¤ð™kh™u ‚t…fkuo ðÄkhðk{kt {ËËY… ƒ™u Au.

sÞkhu ™kufhe {u¤ð™kh W{uËðkh RLxhÔÞq{kt ¼k„ ÷u Au, íÞkhu Œu W{uËðkh

RLxhÔÞqyh y™u yLÞ W{uËðkhku ‚kÚku ‚t…fkuo rðf‚kðu Au. sku W{uËðkh™e «Úk{

skuƒ {kxu …‚tË„e ™ …k{u Œku …ý fux÷ef ðkh y„k{e skuƒ þkuÄðk™kt «ÞíLkku{kt

‚V¤ Úkðk{kt {ËËY… ƒ™u Au.

Œ{khe «„rŒ [fk‚ku

™e[u yk…u÷ «§ku™k sðkƒ ÷¾ku:

5. RLxhÔÞqÚke ÚkŒkt ÷k¼ku sýkðku

™kufhe {kxu RLxhÔÞq (Job Interview)
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Lkkufhe {u¤ððk {kxuLkk RLxhÔÞqLke íkiÞkhe

™kutÄ: i. Œ{khku sðkƒ ™e[u yk…u÷ søÞk{kt ÷¾ku.

ii. Œ{khku sðkƒ Þwr™x™k ytŒ{kt yk…u÷ sðkƒ ‚kÚku [fk‚ku.

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

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

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

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

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

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

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

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

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

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

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

7.5 y‚hfkhf RLxhÔÞq {kxu {k„oËrþofk

(Guidelines for Effective Interview)

y‚hfkhf RLxhÔÞq {kxu {k„oËrþofk:

1, W{uËðkh™u …nu÷kÚke òýku:

RLxhÔÞq «r¢Þk …nu÷kt ƒkÞkuzuxk™e M…ü ‚{eûkk fhku. W{uËðkh™e ÷kÞfkŒku,

Œu™k y™w¼ðku y™u Œu™e fwþ¤Œk™u òýku. Œu™kÚke W{uËðkh™u …qAðk{kt ykðŒkt

«§ku™e ÷kE™™ku ÏÞk÷ yk…þu.

2, Œf™efe y™u rƒ™-Œf™efe ƒt™u «§ku™u ÷¾ku:

RLxhÔÞq{kt …qAðk {kxu sYhe ƒÄk «§ku™e ™kutÄ ÷uðe suÚke Œu W{uËðkh™e

ykfkhýe fhðk{kt Œ{™u {ËËY… ƒ™þu. …kuMx™u ÷„Œe ykð~Þf ¼qr{fk y™u



53

sðkƒËkheyku ‚kÚku ‚tƒtrÄŒ «§ku …qAku y™u sqyku fu W{uËðkh yu ¼qr{fkyku™u

sðkƒËkhe…qðof Mðefkhðk {kxu ŒiÞkh Au fu ™net.

 3. RLxhÔÞq™e Y…hu¾k ŒiÞkh fhku:

W{uËðkhku {kxu RLxhÔÞq ÷uðk™e «r¢Þk rðþu òýku fu Œ{u fuðe heŒu

RLxhÔÞq ÷uðk sE hÌkkt Aku Œu™e Y…hu¾k ƒ™kðku suÚke Œ{u W{uËðkh™e ÞkuøÞ heŒu

‚{eûkk fhe þfku.

4, sðkƒËkh RLxhÔÞqyh ƒ™ku:

RLxhÔÞq{kt Œ{u ÞkuøÞ «§ku …qAku Aku fu ™ne Œu sqyku, ‚ðk÷ku …qAŒe ð¾Œu

Œ{u Œ{khe òŒ ‚kÚku fuðe heŒu ðŒo™ fhku Œu yux÷wt s {n¥ð™wt Au sux÷wt RLxhÔÞq

ykÃkLkkh Œu™k «§ku™k sðkƒ yk…u Au.

5. W{uËðkh™e ‚t…qýo ykfkhýe fhku:

W{uËðkh™e Œf™efe fwþ¤Œk nkuÞ fu …Ae h[™kí{f fwþ¤Œk nkuÞ, W{uËðkh™wt

ÞkuøÞ heŒu {qÕÞktf™ fhku y™u ƒÄe ‚tƒtrÄŒ {krnŒe {u¤ðku. Œu{™e ðkŒ[eŒ,

fwþ¤Œk y™u Œuyku fux÷kt rðïk‚…kºk Au Œu swyku.

6. W{uËðkh™u ƒku÷ðk™e {tsqhe yk…ku:

Œ{kÁ fk{ {kºk {ÞkorËŒ «§ku …qAðk ‚wÄe™wt Au., ŒuÚke W{uËðkh™u þktrŒÚke

‚kt¼¤ku y™u ðå[u ðkŒ ™ fhku yÚkðk rðûku… …kzþku ™net. yk{ Œ{u W{uËðkh

…k‚uÚke ƒÄe ‚tƒtrÄŒ y™u sYhe {krnŒe yufrºkŒ fhe þfþku.

7. ÔÞð‚krÞf ƒ™ku y™u ™kufhe-‚tƒtrÄŒ «§ku …qAku:

Œ{u ¾qƒ s ÔÞkð‚krÞf yÚkðk ÔÞrõŒ„Œ nkuðk™e ‚kÚku ‚t¼rðŒ W{uËðkh™u

„w{kððk {kt„Œkt ™Úke. yux÷u Œ{u ™{ú ƒ™ku y™u ÔÞð‚krÞf y™u ÔÞrõŒ„Œ

ðå[u™ku ¼uË Ëqh hk¾ku. Œ{khk ƒÄk «§ku ™kufhe ‚kÚku ‚tƒtrÄŒ nkuðk skuEyu, suÚke

W{uËðkh «§ku™k sðkƒ yk…ðk{kt ‚h¤Œk y™w¼ðu.

Œ{khe «„rŒ [fk‚ku:

™e[u yk…u÷ «§ku™k sðkƒ ÷¾ku:

a. Can you tell me about yourself?

™kufhe {kxu RLxhÔÞq (Job Interview)
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Lkkufhe {u¤ððk {kxuLkk RLxhÔÞqLke íkiÞkhe

b. How did you hear about this position?

c. What do you know about this Institute?

d. Why do you want this job?

e. Why should we hire you?

f. What are your  professional strengths?

g. What do you consider to be your weaknesses?

™kutÄ: i. Œ{khku sðkƒ ™e[u yk…u÷ søÞk{kt ÷¾ku.

ii. Œ{khku sðkƒ Þwr™x™k ytŒ{kt yk…u÷ sðkƒ ‚kÚku [fk‚ku.

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

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

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

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

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

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

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

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

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

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

 7.6. ‚V¤ RLxhÔÞq {kxu™k ‚q[™ku (Suggestions for Successful Interview)

‚V¤ RLxhÔÞq {kxu™k ‚ku™uhe ‚q[™ku yk «{kýu Au:

1. ykí{rðïk‚ fu¤ðku

2. nfkhkí{f rð[khku
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3. þwt y™u fuðe heŒu ŒiÞkhe fhðe

4. [unhku n‚Œku y™u «VwrÕ÷Œ hk¾ku

5. yðks M…ü y™u {kuxku hk¾ðku

6. …qAu Œu™ku s sðkƒ yk…ðku

7. sðkƒ xqtfku y™u {wÆk‚h yk…ðku

8. WŒkð¤Úke ¾kuxku sðkƒ ™ yk…ðku

9. rð[khe™u ‚k[k sðkƒ yk…ðk™k «ÞJ fhku

10. sƒkƒ ‚{òÞ Œuðkt yk…ku

11. nkÚk™e ¾kuxe [uük xk¤ðe

7.7. RLxhÔÞq {kxu™e xeÃ‚ (Tips for Interview)

RLxhÔÞq {kxu ykx÷wt fhðwt skuEyu

1. ÞkuøÞ …nuhðuþ nkuðku sYhe Au.

2. RLxhÔÞq™ku ‚{Þ y™u MÚk¤ òýe ÷uðwt

3. RLxhÔÞq ‚{Þ …nu÷kt …nkut[e sðwt.

4. ‚khe ykt¾ ‚t…fo ò¤ðe hk¾ðk

5. Œ{khe ƒuXf …h rMÚkh ƒu‚þku

6. Œ{™u …qAðk{kt ykðu÷ «§ku™k sðkƒ yk…ku

7. sku sYhe nkuÞ Œku M…üŒk {kxu …qAku

8. ‚fkhkí{f ð÷ý Ëþkoðku

9. RLxhÔÞq™e „t¼ehŒkÚke ™kutÄ ÷ku

10. ƒwrØþk¤e «§ku ŒiÞkh fhku

11. MðÞt «{krýf ƒ™ku

12. RLxhÔÞq …un÷kt ‚tMÚkk™wt ‚tþkuÄ™ fhku yux÷u fu {krnŒe {u¤ðku

13. RLxhÔÞq Ëhr{Þk™ rM{Œ fhku

™kufhe {kxu RLxhÔÞq (Job Interview)
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Lkkufhe {u¤ððk {kxuLkk RLxhÔÞqLke íkiÞkhe

RLxhÔÞq{kt ykx÷wt ™ fhðwt skuEyu

1. RLxhÔÞq{kt {kuzk ykððwt ™net

2. ƒnk™wt ƒŒkðþku ™net

3. …kA÷k yuBÃ÷kuÞh rðþu ¾hkƒ ƒku÷þku ™net

4. Œ{khk {kut{kt ftE…ý hk¾þku ™net

5. ™ðo‚ ƒ™þku ™net

6. fkuE…ý Vku™ fkuÕ‚ ‚kt¼¤þku ™net

7. y‚tƒtrÄŒ «§ku …qAðk ™net

8. ËMŒkðusku™wt r™heûký yÚkðk ðk[™ fhþku ™net

9. RLxhÔÞq™k ™k{™ku ðÄkhu W…Þku„ fhþku ™net

10. RLxhÔÞq{kt yðhkuÄ Q¼k fhþku ™net

11. yuf «§™k ƒu yÚkðk ðÄkhu sðkƒku yk…þku ™net

12. sðkƒ yk…ðk {kxu WŒkð¤ ™ fhku

13. rð»kÞ MktË¼uo ¾kuxwt ™k ƒku÷ku

14. Œ{khe ½rzÞk¤ ŒhV ™ swyku

7.9  ‚khktþ (Summary)

RLxhÔÞq yu yuf {n¥ð™e «r¢Þk Au, su ‚tMÚkk y™u W{uËðkhku ƒt™u™u

™kufhe {kxu ÞkuøÞ …‚tË„e fhðk{kt {ËË fhu Au. RLxhÔÞq {kºk ÞkuøÞ W{uËðkhku™e

…‚tË„e fhe™u ‚{]rØ y™u rðfk‚ ò¤ðe hk¾ðk{kt {ËË fhu Au, …htŒw Œu f{o[khe™u

ÔÞð‚krÞf y™u ÔÞrõŒ„Œ heŒu yk„¤ ðÄðk {kxu™ku {k„o …ý …qhku …kzu Au.

7.10  ík{khe «økrík [fkMkkuLkk W¥khku  (Answer the Self Check Exercises)

1.1. RLxhÔÞq yux÷u ßÞkt ƒu ÷kufku ðå[u™e yku…[krhf r{®x„ ÚkŒe nkuÞ y™u

RLxhÔÞq ÷u™kh {krnŒe {u¤ððk {kxu RLxhÔÞqðk¤k™u «§ku …qAu Au.

1.2. {w÷kfkŒ yu f{o[khe y™u ft…™e/ ‚tMÚkk ðå[u …hM…h ‚tƒtÄ MÚkkr…Œ

fhðk{kt {ËËY… ƒ™u Au.; {w÷kfkŒ yu W{uËðkh {kxu W…Þku„e Au suÚke

Œu Œu™k ÔÞð‚kÞ rðþu òýe þfu, W{uËðkh …k‚uÚke fk{™k «fkh rðþu

ft…™e/‚tMÚkk y…uûkk hk¾e þfu y™u W{uËðkh™u …ý ft…™e/ ‚tMÚkk rðþu
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òýðk {¤u Au; {w÷kfkŒ yu hkus„kh {u¤ðŒk W{uËðkhku{kt ft…™e/ ‚tMÚkk™u

Œu™k yku¤¾…ºkku y™u Aƒe Q¼e fhðk{kt ƒ™kððk{kt {ËË fhu Au.

2.1. ÔÞrõŒ„Œ RLxhÔÞq yux÷u fu su{kt yuf ÔÞrõŒ ƒeS ÔÞrõŒ™u fux÷kf «§ku

…qAe™u Œu™wt {qÕÞktf™ fhðk™ku «Þk‚ fhu Au. ™kufhe {kxu™k {kuxk ¼k„™k

RLxhÔÞq yk «fkh™k nkuÞ Au. RLxhÔÞq yk…™kh {ký‚u RLxhÔÞq ÷u™kh

{ký‚ ‚kÚku r™fxŒk fu¤ðe …kuŒk™e ÷kÞfkŒ Œu{s Œu™wt ÔÞrõŒíð ‚tMÚkk™u

fuðe heŒu VkÞËkfkhf Au Œu ‚krƒŒ fhðk™wt nkuÞ Au.

2.2. yki…[krhf RLxhÔÞq: …ht…hk„Œ MðY…™wt yk RLxhÔÞq™u yki…[krhf RLxhÔÞq

fnuðk{kt ykðu Au. su{kt …qAðk{kt ykðŒk «§ku yuf {k¤¾k„Œ MðY…{kt

skuðk {¤u Au y™u Œu «§ku ƒÄk W{uËðkhku™u …qAðk{kt ykðu Au. yk

RLxhÔÞq ƒÄk W{uËðkhku™e r™»…ûkŒk™e ûk{Œk™wt {qÕÞktf™ fhðk {kxu W…Þku„{kt

÷uðkÞ Au.

y™ki…[krhf RLxhÔÞq: yk RLxhÔÞq yu yki…[krhf RLxhÔÞq™e rðÁØ Au.

ynet RLxhÔÞq yk…™kh™u …qAðk{kt ykðŒk «§ku rðþu RLxhÔÞq ÷u™kh™kt

{™{kt [ku¬‚ rð[khÚke …qAðk{kt ykðu Au. yk RLxhÔÞq{kt «§ku {kxu fkuE

[ku¬‚ Vku{uox™u y™w‚hðk{kt ykðŒwt ™Úke.

3. ™kufheËkŒk {kxu RLxhÔÞq™wt {n¥ð

1. ™kufhe {u¤ðŒkt W{uËðkh rðþu™e {krnŒe {u¤ðe þfkÞ

2. yhS{kt yÄqhe {krnŒe {kxu …whf ‚{k™ Au.

3. ÞkuøÞ ÔÞrõŒ™e …‚tË„e RLxhÔÞq™e {ËËÚke fhe þfkÞ

4. RLxhÔÞqÚke W…Þku„e {krnŒe yufXe fhe þfkÞ

5. ‚khku RLxhÔÞq «rŒck{kt ðÄkhku fhu Au.

6. ƒZŒe y™u ƒË÷e{kt {ËËY…

7. hkus„khe™e Œf …qhe …zu Au.

8. W{uËðkhku{kt ykí{rðïk‚ rðf‚kðu Au.

9. W{uËðkh™u ™kufhe Mðefkhðk fu ™fkhðk {kxu {ËË fhu Au.

10. ™kufhe {u¤ð™kh™u ‚t…fkuo ðÄkhðk{kt {ËËY… ƒ™u Au.

4. òŒu ÷¾ku
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hsqykŒ™e fwþ¤Œk  (Presentation Skills)

YÃkhu¾k

8.0 WÆuþku

8.1 ŒiÞkhe (Warm-up)

8.2 ðkt[Lk ‚{sý: «MŒwrŒyku rðþu

8.3 «MŒwrŒ {kxu™e ŒiÞkhe

8.4 «MŒwrŒ™k Œƒ¬k

8.5 ÿ~Þ ‚kÄ™ku™ku W…Þku„

8.6 ÔÞkfhý: ŒiÞkheyku («uûkf™k «§ku)

8.7 yuf «MŒwrŒ ÔÞkÞk{

8.8 «MŒwrŒ™wt {qÕÞktf™ fhðwt

8.9 ‚khktþ

8.10 ík{khe «økrík [fkMkkuLkk W¥khku

8.11 «ð]r¥kyku™kt sðkƒku

8.12 MktË¼kuo yLku rðþu»k ðkt[Lk

8.0 WÆuþku  (objectives) :

y‚hfkhf «MŒwrŒyku fhðe „útÚk…k÷ku {kxu sYhe Au.Œ{u skuþku fu Œ{u

ßÞkhu ð…hkþfŒkoyku™e ™ðe ƒu[™u „útÚkk÷Þ rð»ku {krnŒe yk…e hÌkk nku íÞkhu
«MŒwrŒ ƒ™kððk™e sYh …zu Au; ßÞkhu Œ{u ™ðe ‚uðk hsq fhe hÌkk Aku - su ½ýe

ðkh ™ðe y™u ‚kÚku y…zux ÚkÞu÷ R-‚t‚kÄ™ku nMŒ„Œ fhðk{kt ykðu Au. sku Œ{u
…rh‚tðkËku y™u …rh»kËku{kt ¼k„ ÷E hÌkk Aku Œku Œ{khu yð~Þ heŒu «MŒwrŒ hsq

fhðe …zu Au.

yk yuf{ ðktåÞk …Ae, Œ{u yk fhe þfþku:

- «MŒwrŒyku™k {n¥ð…qýo ŒÚÞku ‚{òðu Au;

- {n¥ð…qýo {wÆkyku™u «fkrþŒ fhðk {kxu ÿ~Þ Œíðku™ku W…Þku„ fhu Au;

- y‚hfkhf heŒu hsqykŒ fhu Au

yuf{

8
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fk{Lkwt fkiþÕÞ

8.1  ŒiÞkhe/…w™hkðŒo™ (Warm Up)

þwt Œ{u skuÞu÷ yÚkðk Œku Œ{u hsq fhu÷ ºký «MŒwrŒyku ÞkË Au? «MŒwrŒ

Lkð ð»ko, rð»kÞ y™u Œu «MŒwrŒ hsq fhu÷ ÔÞrõŒ™wt ™k{ ÷¾ku. Œu ÔÞkÏÞk™,
¼k»ký, Œk÷e{ ‚ºk y™u Œuðk s «fkh™wt ðÄw nkuE þfu Au.

1)......................................................................................................................

2)....................................................................................................................

3)..................................................................................................................

W…h sýkðu÷k ºký «MŒwrŒyku™u Vhe ÞkË fhðk™ku «Þk‚ fhku, y™u Œ{™u

su „BÞwt Œu …ý ÷¾ku y™u Œ{™u yk{kt™k Ëhuf{kt þwt ™ „BÞwt Œu …ý ÷¾ku.

«MŒwrŒ 1 (Presentation 1)

ÃkMktË LkkÃkMktË

A ……………………............… A ……………………..........

B ……………………............… B ……………………..........

C ……………………............… C ……………………..........

«MŒwrŒ 2

ÃkMktË LkkÃkMktË

A ……………………............… A ……………………..........

B ……………………............… B ……………………..........

C ……………………............… C ……………………..........
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«MŒwrŒ 3 (Presentation 1)

ÃkMktË LkkÃkMktË

A ……………………............… A ……………………..........

B ……………………............… B ……………………..........

C ……………………............… C ……………………..........

Œ{u yk «MŒwrŒyku™u fuðe heŒu ‚wÄkhþku? yk yuf{ ðktåÞk …Ae Œ{u ‚qr[

…h …kAk ykðe þfku Aku.

8.2 ðk[™ ‚{sqŒe: «MŒwrŒyku rðþu:

…qðo ðk[™:

Œ{u ™e[u yk…u÷e hsqykŒ …h™k …u‚us™u ðkt[ku Œu …nu÷kt, ™e[u™k «§ku ™k
sðkƒ yk…ðk™ku «Þk‚ fhku. …Ae …kX ðkt[ku y™u Œ{khk sðkƒku Œ…k‚ku.

1) ™e[u yk…u÷ ðkfâ …qýo fhku:

„útÚk…k÷ku {kxu {kuxk¼k„™e hsqykŒku™ku nuŒw ………….............…… yÚkðk

Œku …………………….

2) ‚khe hsqykŒ™k ºký „wýku™k ™k{ yk…ku.

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

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

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

(3) …kt[ swËe swËe …rhrMÚkrŒyku™e ‚qr[ ƒ™kðku, su{kt ÷kufku™u fkÞoMÚk¤ …h
«MŒwrŒyku ƒ™kððk™e sYh Au.

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

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

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

hsqykíkLke fwþ¤íkkhsqykíkLke fwþ¤íkk
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fk{Lkwt fkiþÕÞ

(4) þwt Œ{u rð[khku Aku fu «MŒwrŒyku ¼hŒe «r¢Þk™ku ¼k„ Au? sku yu{ nkuÞ

Œku, þwt Œuyku …‚tË„e …u™÷ {kxu ‚uðk yk…þu?

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

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

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

«MŒwrŒyku yu sqÚk™u rð[khku y™u {krnŒe …nkut[kzðk™ku yuf {k„o Au.

‚tËuþkÔÞðnkh™ku WÆuþ Œ{khk ‚tËuþ™u ‚{sðk y™u ƒ™kððk™ku Au yk nkt‚÷ fhðk

{kxu, «MŒwŒfŒko M…ü, ‚w‚t„Œ nkuðku skuEyu, «MŒwrŒ «MŒwŒfŒko™u «uûkfku ‚k{u

«ËrþoŒ fhu Au. ŒuÚke, «MŒwrŒ™u y‚hfkhf y™u «¼kðþk¤e ƒ™ðk {kxu «MŒwrŒyku™u

…nu÷uÚke ŒiÞkh fhðk™e sYhe nkuÞ Au.

{kuxk¼k„™e «MŒwrŒyku fkt Œku «uûkfku™u ftEf rðþu sýkðu Au yÚkðk fkuE

Wí…kË™, ‚uðk, fkuE rð[kh yÚkðk ÏÞk÷ rðþu «uûkfku™u ‚{òððk™ku «Þk‚ fhu Au.

ŒuÚke, yk…ýu yrMŒíð{kt™k yÚkðk ‚t¼rðŒ „úknfku {kxu ðu[ký «MŒwrŒyku, Œu{s

«kusuõxT‚, ynuðk÷ku, Ëh¾kMŒku y™u ÔÞð‚krÞf ‚nÞku„eyku {kxu™e rðrðÄ ÔÞð‚kÞ

«ð]r¥kyku …h™k y…zuxT‚ rðþu ‚kt¼¤eyu Aeyu.

yksfk÷, «MŒwrŒyku …ý ¼hŒe «r¢Þk™ku yuf {n¥ð…qýo ¼k„ ƒ™e „E

Au.fËk[ yk yux÷k {kxu Au fkhý fu skuƒ {kfuox yux÷wt M…Äkoí{f ƒ™e „Þwt Au fu

™kufhe™k RLxhÔÞq s yhsËkhkuLke fwþ¤Œk y™u ÞkuøÞŒk™u {k…u Œu {kxu …qhŒk ™Úke.

ŒuÚke, ½ýe ‚tMÚkkyku{kt þkuxor÷Mx ÚkÞu÷ yhsËkhku™u …‚tË„e …u™÷ ‚{ûk hsqykŒku

fhðk™wt fnuðk{kt ykðu Au. hsqykŒku îkhk RLxhÔÞq ÷u™khkyku™u yhsËkhku™e ûk{Œkyku™u

skuðk™e ƒeS Œf {¤u Au. yhsËkhku™u Œu{™e ònuh{kt ƒku÷ðkÚke fwþ¤Œk, Œu{™e

«MŒwrŒ fwþ¤Œk, ÷kufku™k sqÚk{kt ðkŒ[eŒ fhðk™e Œu{™e ûk{Œk y™u Œu{™k ykí{rðïk‚

y™u ™uŒ]íð™k økwýku Ëþkoððk™e Œf {¤u Au.

«MŒwrŒ™e «Úk{ Úkkuzeðkh ¾qƒ s ®f{Œe y™u r™ýkoÞf Au. sku Œ{u yk

Œƒ¬u Œ{khk «uûkfku™wt æÞk™ Ëkuhðk{kt r™»V¤ òyku Aku, Œku Œ{u Œu™u fkÞ{ {kxu

„w{kðe þfku Aku. Œ{u ƒku÷ðk™wt þY fhku Œu …nu÷kt s Œ{u Œ{khe «Úk{ Ak… ƒ™kðku

Aku. Œ{u su heŒu Œ{khe òŒ™u swyku Aku y™u ðn™ fhku Aku Œu™kÚke fk{ {u¤ðe þfku

Aku.

yk «‚t„ {kxu Œ{khku zÙu‚ ‚w½z, M{kxo y™u ÞkuøÞ nkuðku sYhe Au. Œu

«MŒwrŒyku {kxu {kuxu ¼k„u yki…[krhf Au. yk„¤ æÞk™ yk…ðk suðe ƒkƒŒ Œ{khe

{wÿk Au. Œ{khwt þheh «uûkfku™u [ku¬‚ Ak…™ku ‚t[kh fhu Au. ÷kufku VõŒ Œ{™u s
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‚kt¼¤Œk ™Úke, …ý Œ{™u swyu Au. M÷ku®[„ Œu{™u fnu Au fu Œ{u WËk‚e™ Aku

yÚkðk Œ{u fk¤S ÷uŒk ™Úke, ¼÷u Œ{™u fkuE {kuxe ƒkƒŒ™e fk¤S nkuÞ. ƒeS

ƒksw, ‚khe {wÿk{kt «ËrþoŒ fhðwt Œ{khk «uûkfku™u fnu Au fu Œ{u òýku Aku fu Œ{u

þwt fhe hÌkk Aku y™u Œ{u Œu™k {kxu „t¼eh Aku. ßÞkhu Œ{khu ‚eÄk W¼wt hnuðk™e

y™u ykí{rðïk‚…qðof skuðk™e sYh nkuÞ, Œ{khu ¾qƒ ‚¾Œ y™u yMðMÚkŒk heŒu

Ëu¾kŒk …kuŒk™u ƒ[kððk™e sYh …ze þfu Au. ykðe n¤ðk y™u ykhk{ËkÞf y™u

ykswƒksw™e ykswƒksw™e søÞk{kt skuðk™wt Au. ‚{Þ‚h MÚk¤ …h …nkut[ðwt yu Œ{™u

yu MÚkk™ ‚kÚku ykhk{ËkÞf ƒ™kððk {kxu ¾qƒ {ËËY… ÚkE þfu Au

ykt¾™ku ‚t…fo yu yLÞ r™ýkoÞf …rhƒ¤ Au. Œ{khk «uûkfku ‚kÚku skuzkðk

{kxu Œu yLÞ{kt h‚ Ëþkoðþu y™u Œ{™u ‚nkÞ fhþu. ßÞkhu Œ{u «uûkf ™u ‚eÄk

swyku íÞkhu «uûkfku Œ{™u ðÄw ‚khe heŒu «rŒr¢Þk yk…u Au. Œ{khe ykt¾ku™u «uûkfku

Úke ¾qƒ ÷ktƒk ‚{Þ ‚wÄe, Ëqh ™ hk¾ku ¼÷u Œ{u Œ{khk W…fhýku™u ÔÞðrMÚkŒ fhe

hÌkk nkuð yÚkðk Œ{khe «MŒwrŒ ‚k{„úe™wt ykÞkus™ fhe hÌkk nkuð.

Œ{u Œ{khk [nuhk …h su yr¼ÔÞrõŒyku ÷kðku Aku Œu yuf {nk™ ‚kuËk™u

«‚krhŒ fhu Au. ßÞkhu Œ{u fkuEf™e ‚k{u rM{Œ fhku, ‚t¼kð™k Au fu Œu Œ{khk

ŒhV rM{Œ fhþu. yuf {wMfk™ Œ{khe ykswƒksw ¾wþe Vu÷kðu Au fkhý fu Œu «rŒ‚kË{kt

yLÞ ÷kufku™u rM{Œ fhu Au. Œu …ý ‚w¾, r{ºkŒk, nqtV y™u …‚tË™u «‚krhŒ fhu Au.

yðks yu fËk[ Œ{khe …k‚u ‚kiÚke {qÕÞðk™ ‚kÄ™ Au. Œu Œu ðkn™ Au fu

su{kt Œ{u «uûkfku™u yk„¤ ðÄkhðk {kt„Œk nku Œu {kuxk¼k„™e ‚k{„úe ðn™ fhu Au.

ŒuÚke, «MŒwŒfŒkoyu {n¥k{ ÷k¼ {kxu Œu™ku / Œu™ku yðks ðk…hðk™e sYh Au.

Œ{khe „rŒ Œu{s ðkuÕÞw{ …h Œ{khwt r™Þtºký nkuðwt skuEyu. ÂMÃk[ y™u Mðh yu

yLÞ ûkuºkku Au fu su™u Œ{khwt æÞk™ yk…ðk™e sYh Au. fkuE ‚nf{o[khe yÚkðk r{ºk

‚kÚku …nu÷kt «urõx‚ fhðe y™u Œ{u ¾qƒ Íz…e, ¾qƒ skuhËkh, ¾qƒ ™h{, ð„uhu

Au fu fu{ Œu yt„u™ku yr¼«kÞ {u¤ððku yu yuf ‚khku rð[kh Au. yufrðÄŒk{kt ™

ƒku÷ðwt fkhý fu Œu ©kuŒkyku™u ftxk¤ku yk…u Au. «uûkfku™u Ëkuhðk {kxu Œ{khk yðks™u

{kuzTÞw÷ux fhku y™u fkuE {wÆku ƒ™kððk {kxu Œu™u Q¼k fhku. Œ{khk þçËku ‚kÚku

¼k»kk™ku yðks y™u yr¼ÔÞrõŒ Œ{™u ŒhŒ «uûkfku

Œ{khe «økrík [fkMkku

™kutÄ:

i) Œ{khk sðkƒ «§ku™e ™e[u yk…u÷e søÞk …h ÷¾ku.

ii) yk yuf{™k ytŒ{kt yk…u÷k sðkƒku ‚kÚku Œ{khk sðkƒku Œ…kMkk

hsqykíkLke fwþ¤íkk
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1) W…hkuõŒ ÷¾ký{ktÚke ðkõÞ …‚tË fhku su ©uc heŒu ðýoðu Au:

 i) ‚khe hsqykŒ™e „wýð¥kk.

 ii) Mkkhk «MŒwŒfŒko™e „wýð¥kk.

 iii) «uûkfku™e ¼qr{fk.

2) ™e[u yk…u÷k rðÄk™ku ‚k[k fu ¾kuxk Au Œu sýkðku.

÷¾ký yu r™ðuË™ku {kxu fnuŒku ™Úke fu su {u‚us ÔÞðnkh fhŒku ™Úke.

i) ðõŒkyu MÚk¤ …h ‚{Þ‚h …nkut[ðwt s skuRyu.

ii) hsqykŒ fhŒe ÔÞrõŒyu yki…[krhf …kuþkf …nuhðku skuEyu.

iii) «uûkfku ‚kt¼¤ðk fhŒkt «MŒwŒfíkko™u skuðk {kxu ðÄw ‚{Þ rðŒkðu Au.

iv) «MíkwrŒ Ëhr{Þk™ Œ{khk rM{Œ™ku Úkkuzku W…Þku„ fhku.

v) «MŒwrŒ™e ‚k{„úe {™w»Þ fhŒkt ðÄw {n¥ð…qýo Œíð Au

3) ™e[u™k þçËku / þçË‚{qnku™ku yÚko {u[ fhku

i) {qÕÞðk™ y™u {n¥ð…qýo

ii) fuÃ[h

iii) Œ{khk rðþu ÷kufku™ku yr¼«kÞ

iv) Œ{khk ¾¼k ‚kÚku yk„¤ ™{e™u W¼k hunðw yu Œ{™u yk¤‚w yÚkðk
   Úkkfu÷k ƒŒkðu Au

v) MÚkk™

vi) Œ{khe ‚kÚku fk{ fh™kh fkuE

vii) ©uc

viii) ðÄw «Þk‚ku ‚kÚku

8.3  «MŒwrŒ {kxu™e ŒiÞkhe:

fkuE rð»kÞ …h «uÍLxuþ™ yk…Œkt …nu÷kt, Œ{khu nku{ ðfo fhðk™e sYh

nkuÞ Au.

þkuÄku:

• «uûkfku fkuý Au?

• «MŒwrŒ fâkt Þkusðk™wt Au?
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• MÚk¤ …h fÞk «fkh™e ‚wrðÄkyku W…÷çÄ Au?

• ‚{Þ„k¤ku fux÷ku Au?

yk …rhƒ¤ku™k ykÄkhu, Œ{u «MŒwrŒ fuðe heŒu fhðk {kt„ku Aku Œu ™¬e

fhku. Œu «§ku, sðkƒku, …kðh…kuRLx «uÍLxuþ™, ‚ur{™kh yÚkðk [[ko îkhk y™w‚hu÷k
ÔÞkÏÞk™™k Y…{kt nkuE þfu Au.

«ð]r¥k:

1) sku Œ{khu fkuE hsqykŒ fhðe nkuÞ, Œku Œ{u fÞk «fkh™e {krnŒe

{u¤ðþku :

i) «uûkfku rðþu

ii) MÚk¤ …h™e ‚wrðÄkyku rðþu

«uûkf

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

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

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

MÚk¤

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

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

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

8.4 «MŒkð™k Œƒ¬k

fkuE…ý hsqykŒ™k ºký {wÏÞ Œƒ¬kyku Au:

A) þYykŒ

B) {æÞ

C) ytŒ

A) þYykŒ

A1) “„wz {kuo®™„” yÚkðk “„wz Rð®™„ “ yÚkðk “„wz

ykVTxh™q™”, ð„uhu fnku.

hsqykíkLke fwþ¤íkk
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fk{Lkwt fkiþÕÞ

A2) ©kuŒkyku™wt Mðk„Œ fhku.

A3) Œ{khku …rh[Þ yk…ku.

A4) «MŒwrŒ™ku nuŒw sýkðku.

A5) rð»kÞ™u «u»kf ‚kÚku ‚tƒtrÄík ƒ™kðku.

A6) yuf ‚trûkÃík Y…hu¾k yk…ku.

B) {æÞ{

B1) yuf …Ae yuf Œ{khe {wÏÞ Úke{™ku …rh[Þ fhkðku.

B2) M÷kRzT‚ …h {wÏÞ {wÆkyku / rð[khku Ëþkoðku sku Œu «MŒwrŒ{k
nkuÞ Œku.

B3) Ëhuf rfM‚k{kt, rð„Œðkh rðMŒ]Œ fhe™u, rð»kÞ™k {wÆk™e

hsqykŒ fhku, [knu yu ÔÞkÏÞk™ nkuÞ yÚkðk ¼k»ký.

B4) ŒÚÞku y™u WËknhýku îkhk Œ{khk {wÆkyku / rð[khku™u ‚{Úko™

yk…ku.

B5) ‚kR™…ku®Mx„™ku W…Þku„ fhku.

B6) Œ{khk ¾w÷k‚k™u xufku yk…ðk {kxu rðÍTÞwy÷™ku W…Þku„

fhku.

B7) {n¥k{ …kt[ ‚wÄe {wÏÞ {wÆkyku ™u «rŒƒtrÄŒ fhku.

C) ytŒ

C1) Œ{u …nu÷kÚke su fÌkwt Au Œu VheÚke fnuðwt.

C2) {wÏÞ {wÆkyku™u ‚khktþ yk…ku.

C3) sku sYhe nkuÞ Œku fkuE Œkhý yÚkðk ¼÷k{ý fhku.

C4) «uûkfku™e «ð]r¥kyku™u ‚tƒtrÄŒ r™»f»ko.

C5) «§ku yk{trºkŒ fhku.

C6) «uûkfku™ku yk¼kh {k™ku.

«ð]r¥k

2) ™¬e fhku fu ™e[u yk…u÷k{ktÚke fÞk ðkfâ Œ{u hsqykŒ™k Œƒ¬kyku {kxu

W…Þku„ fhþku? Œ{khk sðkƒku W…h Ëþkoðu÷ ™tƒh ‚kÚku r[röŒ fhku.,
Ëk.Œ. yu 2, ƒe 1, ‚e 4, ð„uhu …nu÷k ƒu «§ku™k sðkƒku ™e[u ykÃÞk

Au.
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C3 r™»f»ko{kt ƒeswt

C2 ‚hðk¤ku. y™u AuÕ÷u

[k÷ku.. yk ŒhV Vuhðeyu nwt ‚kÚku «kht¼ fheþ

Œu {™u ÷kðu Au.. Œu …Ae yk…ýu skuþwt..

[k÷ku yk…ýu Œu Akuze ËEyu y™u....

 [k÷ku yk…ýu þYykŒ fheyu.. Œu™wt fkhý þwt nŒwt..?

suÚke ykðhe ÷u... þwt Œ{u òýku Aku...?

 sku Œ{™u fkuE «§ku nkuÞ f]…k fhe™u [k÷ku Vhe ð¤ðwt ...

…qAðk ... {wÏÞ ‚khktþ ...

{ut {khe ðkŒ ºký ¼k„ {k ðnut[e Au nwt r™»f»ko yk…ðk {kt„w Awt ...

.. Œf {kxu yk¼kh...

nwt ... rðþu ðkŒ fhðk {kt„w Awt ÄiÞo ‚kÚku ‚kt¼¤ðk {kxu Œ{khku

yk¼kh

{™u ynet ykðe™u yk™tË ÚkkÞ Au... .....

nwt Œ{khwt Mðk„Œ fhðk {kt„w Awt ... Œ{™u Œ{khwt …w™hkðŒo™ fhðk{kt

ðktÄku Au?

h[™kyku™e hsqykŒku

«MíkwrŒ™e h[™k W…÷çÄ rð»kÞ, «uûkfku y™u ‚{Þ …h ykÄkrhŒ hnuþu.
ynet «MŒwrŒyku™e fux÷ef ‚k{kLÞ heŒu ð…hkÞu÷e h[™kyku Au:

1) ¼qíkfk¤ ___ ðŒo{k™    ___ ¼rð»Þ

2) fÕ…™k ___ ÷k¼ku    ___ ¾k{eyku

3) ‚{MÞk ___ fkhýku    ___ y‚h

4) fu{? ___ þwt?    ___ fuðe heŒu?

Œ{khe «MŒwrŒ™u yk™tË«Ë ƒ™kððk {kxu, þYykŒÚke s «uûkfku™ku h‚ òýku

o ðfŒ]íð…qýo ‚ðk÷ku …qAðk

o h‚«Ë ðkŒku fnuðe

o fux÷kf skuõ‚ fnuðk

o «uûkfku™u Œ{u þwt ƒku÷e hÌkk Aku Œu™kÚke ‚tƒtrÄŒ fhkðku

o r[ºkku™ku W…Þku„

o WËknhýku™ku WÃkÞku„ fhe™u

o ykt¾™ku ‚t…fo y™u þheh™e ¼k»kk

hsqykíkLke fwþ¤íkk
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þfâ nkuÞ íÞkt …kðh…kuRLx M÷kRzT‚™ku W…Þku„ fhku. yu «MŒwrŒ ƒ™kððk™e
©uc heŒ Au.

8.5  ÿ~Þ ‚kÄ™ku™ku W…Þku„

ÿ~Þ ‚kÄ™ku yk…ý ™u yktfzk «MŒwŒ fhðk{kt, Œw÷™k y™u rðhkuÄk¼k‚ku
ƒ™kððk{kt, «kusuõx™k ¼rð»Þ™k ð÷ýku, ð„uhu {ËË fhu Au, yk{ ‚h¤ŒkÚke y™u

y‚hfkhf heŒu ykðe {krnŒe y™u zuxk ‚kÚku ÔÞðnkh fhðk {kxu «MŒwŒfŒko™u ‚ûk{
fhu Au. yk «uûkfku™u ðMŒwyku ‚h¤ŒkÚke y™u M…ü heŒu ‚{sðk …ý {ËË fhu Au.

yk nuŒw {kxu rVT÷… [kxT‚o, ÷kR™ „úkV, …kR [kxT‚o, ™fþk, fkuüfku, ykf]rŒyku,
Vkuxku„úkVT‚ ð„uhu suðk rðrðÄ rðÍTÞwy÷ ‚nkÞ™ku W…Þku„ fhe þfkÞ Au. rðÍTÞwy÷

‚nkÞ …ý «MŒwrŒ™u ðÄw h‚«Ë ƒ™kðu Au. ŒËw…hktŒ, Œ{khu su ðkŒ fhðe Au Œu
½xkzðk{kt Œuyku Œ{™u {ËË fhu Au. sku fu, Œ{khu ¾kŒhe fhðe s skuRyu fu Œ{khk

ÿ~Þku ‚w‚t„Œ, ÞkuøÞ y™u M…ü Au. ÿ~Þ ‚kÄ™ku ™ku W…Þku„ {sƒqŒefhý fhðk
y™u M…ü fhðk {kxu ÚkkÞ Au.

ík{khe «økrík [fkMkku

™kutÄ:

i) Œ{khk sðkƒku «§ku™e ™e[u yk…u÷e søÞk …h ÷¾ku.

ii) yk yuf{™k ytŒ{kt yk…u÷k sðkƒku ‚kÚku Œ{khk sðkƒku Œ…k‚ku.

4) …kt[ «fkh™k ÿ~Þ ‚kÄ™ku™k ™k{ yk…ku.

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

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

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

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

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

......................................................................................................................
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5) ÿ~Þ ‚kÄ™ku™k W…Þku„ {kxu ƒu “fhðwt” y™u ƒu “™k fhðwt” ™k ™k{.

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

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

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

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

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

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

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

6) ÿ~Þ ‚kÄ™ku™k W…Þku„™k ƒu {kuxk VkÞËkyku sýkðku.

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

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

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

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

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

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

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

8.6. „úk{h: «MŒkð™k («uûkf ™k «§ku)

«ð]r¥k

3) ™e[u™wt ÷¾ký «MŒwrŒyku™k ¾qƒ s {n¥ð…qýo …k‚k ‚kÚku ‚tƒtrÄŒ Au:

“«uûkf™k «§ku” ƒkuûk{kt yk…u÷ þçËku™e ‚nkÞÚke xuõMx{kt ¾k÷e søÞkyku
¼hku. Œ{khu yk{ktÚke yuf fhŒk ðÄkhu ðkh fux÷kf þçËku ðk…hðk™e sYh

…zþu. Þwr™x™k ytŒu yk…u÷k sðkƒku ‚kÚku sðkƒku [uf fÞko …Ae ÷¾ký
VheÚke ðkt[e™u ÞkË hk¾ku

hsqykíkLke fwþ¤íkk
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of to until in on

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.

(4) «MŒwrŒyku …h ðkhtðkh W…Þku„{kt ÷uðkŒe yr¼ÔÞrõŒyku ™e[u yk…u÷ Au.

yk þçËku™u y™w‚hŒk …qðor™Äkohý™u ‚ßs fhku.

 i) þY fhku ……………………..............

 ii) ¼kh {qfku ……………………………..

 iii) nwt r™Ëuoþ fhðk {kt„w Awt ………………………………..

 iv) {™u ¾kŒhe Au fu Œ{u ‚n{Œ Úkþku ……………………….

 v) nwt nðu Vuhððk {kt„w Awt……………………………................

 vi) rðMŒkhðk………………………………….................

 vii) nwt yk ‚{òðeþ………………………......................

 viii) y‚t{Œ fhðk {kxu ……………………………………....

 ix) yk„¤ ðÄðwt ……………………………………..............

x) rðMŒ]Œ fhðk ……………………………………..............

8.7  «uÍLxuþ™ yuõ‚h‚kRÍ

™e[u ‚qr[ƒØ fkuE…ý rð»kÞ …h xqtfe hsqykŒ ÷¾ku. Œ{khk yktfzk Ëk¾÷

fhðk yÚkðk ‚{òððk {kxu fux÷kf ŒÚÞku™ku W…Þku„ fhku. «MŒwrŒ {kxu …kðh…kuRLx™ku
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W…Þku„ fhku.

 1) ƒk¤fku™u …wMŒfku «íÞu™ku «u{ rðf‚kððku

 2) …wMŒfk÷Þku™ku ƒË÷kŒku [nuhku

 3) rþûký{kt …wMŒfk÷Þku™wt {n¥ð

yufðkh Œ{u ÷u¾™ …qýo fhe ÷ku, …Ae Œ{khk r{ºkku™u hsqykŒ fhku, y™u

¾k‚ fhe™u ™e[u yk…u÷k {wÆkyku …h, Œ{™u Œ{khe hsqykŒ …h «rŒ‚kË yk…ðk

{kxu …qAku:

‚{krðü

{k¤¾wt y™u ‚w‚t„ŒŒk

¼k»kk y™u þçË¼tzku¤

þheh™e ¼k»kk

yuftËhu y‚h

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

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

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

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

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

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

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

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

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

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

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

hsqykíkLke fwþ¤íkk
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8.8 «MŒwrŒ™wt {qÕÞktf™

ßÞkhu …ý Œ{u fkuE hsqykŒ fhku íÞkhu Œ{khe «MŒwrŒ™wt {qÕÞktf™ fhðwt

{n¥ð…qýo Au. Œu s Œ{khe «MŒwrŒ™e ™ƒ¤kRyku y™u þrõŒyku™u yku¤¾ðk™ku ©uc

{k„o Au. «MŒwrŒyku ƒ™kðŒe ð¾Œu Œ{™u {¤u÷k «rŒ‚kË™ku W…Þku„ fhðku …ý

{n¥ð…qýo Au. Œ{u Œu™k {kxu ™e[u™k suðk Vku{uox™ku W…Þku„ fhe þfku Aku

Œ{khwt ™k{: .........................................................................

«MŒwrŒ™wt þe»kof: .........................................................................

Œkhe¾: .........................................................................

«MŒwrŒ ©uc   ‚khwt   ™ƒ¤wt

Œu{™e hwr[ ™u …fzðe

«MŒwŒ fhðk{kt M…üŒk

‚{Þ

‚kR™…ku®Mx„

þkherhf ¼k»kk y™u ykí{rðïk‚

ÿ~Þ{k™ (Visuals)

fw÷ „wý

8.9 ‚khktþ  (Summary)

{kuxk¼k„™e hsqykŒku™ku {wÏÞ WÆuþ {krnŒe yk…ðk™wt Au yÚkðk ©kuŒkyku™u

‚{òððk {kxu Au ŒuÚke «MŒwrŒ™u Œ{u su heŒu W…Þku„ fhku Aku y™u …nkut[kzðk™e

heŒ Au Œu «fkh …h æÞk™ yk…ðwt {n¥ð…qýo Au. …kðh…kuRLx™ku W…Þku„ fhðkÚke

Œ{khe «MŒwrŒ Œ{™u ðÄw ‚h¤ ÷k„u y™u Œu™u ðÄw ykf»kof ƒ™kððk{kt ‚nkÞ fhu

Au. „úkrVõ‚™ku W…Þku„ Œ{™u ÔÞk…f heŒu Mkh¤ y™u srx÷ zuxk «MŒwŒ fhðk{kt

{ËË fhe þfu Au. Œ{u ‚{krðükuÚke …rhr[Œ Úkþku Œu™e ¾kŒhe fhðk {kxu Œ{khe

«MŒwrŒ™ku yÇÞk‚ fhku. yk Œ{khku ykí{rðïk‚ …ý ðÄkhþu.
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8.10  ík{khe «økrík [fkMkkuLkk W¥khku

1. ‚khe «MŒwrŒ™e ÷kûkrýfŒkyku: «MŒwrŒyku {kºk ‚khe heŒu ‚tçkkuÄ™ fhu

Au y™u ¾qƒ {nu™Œ…qðof yufrºkŒ ‚k{„úe, ‚wÔÞðrMÚkŒ y™u {k¤¾k„Œ ™Úke,

…htŒw Œ{u {k™ð Œ¥ð™u ‚k{„úe ‚kÚku fuðe heŒu skuzþku y™u f™uõx Úkðk {kxu fuðe

heŒu yk„¤ ykðþu Œu rðþu Au.

‚khk «MŒwŒfŒko™e „wýð¥kk: «MŒwŒfŒko M…ü, ‚w‚t„Œ, M…ü y™u ‚{sËkh

nkuðku ykð~Þf Au.

«uûkfku™e ¼qr{fk : {kuxk¼k„™e «MŒwrŒyku fkt Œku «uûkfku™u fkuE ðMŒw rðþu

yÚkðk «uûkfku™u WíÃkkË™, ‚uðk, yuf rð[kh yÚkðk ÏÞk÷ rðþu òý fhu Au

2) i) ðõŒkyu ‚{ÞMkh MÚk¤ …h …nkuut[ðwt ykð~Þf Au Mkk[wt.

ii) hsqykŒ fhŒe ÔÞrõŒyu yki…[krhf …kuþkf …nuhðku skuEyu. ‚k[wt

iii) «uûkfku ‚kt¼¤ðLk fhŒkt «MŒwŒfŒko™u skuðk {kxu ðÄw ‚{Þ rðŒkðu

Au Œuýe / Œu™u. fnuŒku ™Úke

iv) «MŒwrŒ Ëhr{Þk™ Œ{khk rM{Œ™ku Úkkuzku W…Þku„ fhku. ¾kuxwt

v) «MŒwrŒ™e ‚k{„úe {™w»Þ fhŒkt ðÄw {n¥ð…qýo Œíð Au. ¾kuxwt

3) i) {qÕÞðk™ y™u {n¥ð…qýo - ®f{Œe

ii) fuÃ[h - æÞk™ Ëkuhku

iii) ÷kufku™ku Œ{khku yr¼«kÞ - «¼kð

iv) Œ{khk ¾¼k ‚kÚku yk„¤ ™{u÷k hunðw su yk¤‚w yÚkðk

Úkkfu÷k ƒŒkðu Au - M÷ku®[„

 v) MÚkk™ - MÚk¤

 vi) Œ{khe ‚kÚku fk{ fhŒwt fkuE - ‚n-f{o[khe

 vii) {n¥k{ - ðÄw

 viii) ¾qƒ «ÞíLkku ‚kÚku - {nu™ŒÚke

4). …kR [kxT‚o, ™fþk, fkuüfku, ykf]rŒyku, Vkuxku„úkVT‚.

5) fhku: rðÍTÞwy÷ yuRzT‚ ‚tƒtrÄŒ, ÞkuøÞ y™u M…ü nkuðk ykð~Þf Au.

™k fhku: ðÄkhu ¼kh ™ fhku.

6) hsqykŒ™u ðÄw h‚«Ë ƒ™kðu Au. ðkŒ fhðk™ku ‚{Þ fk…e ™k¾u Au.

hsqykíkLke fwþ¤íkk
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8.11 «ð]r¥kyku™kt sðkƒku

1) «uûkf:

• «uûkfku™wt þiûkrýf MŒh

• ytËh™e ÔÞrõŒ nkuÞ fu ƒnkh™k

• ykþhu ‚tÏÞk

MÚk¤:

• ¾wÕ÷ku rðMŒkh yÚkðk ƒtÄ nku÷

• MÚk¤™wt fË

• ƒuXf ÔÞðMÚkk

• ðkŒk™wfwr÷Œ yÚkðk ™net

• ÷u…xku…™u f™uõx fhðk {kxu Ã÷„ …kuRLx™e W…÷çÄŒk

• yu÷‚eze «kusuõxh™e W…÷çÄŒk

• M…efh {kxu {kRf™e W…÷çÄŒk

• «uûkfku™u «§ku …qAðk {kxu {kRf™e W…÷çÄŒk.

2)

C3  r™»f»ko{kt.. A4 ƒeswt ..

C2 ‚hðk¤ku A4 y™u ytŒu...

B5 [k÷ku… A4

B5 su {™u ÷kðu Au A4 ŒhV ð¤ðwt skuEyu

B5 [k÷ku yk…ýu Œu Akuze B4

ËEyu y™u..

B5 [k÷ku yk…ýu B4 Œu …Ae yk…ýu skuþwt...

B5 suÚke ykðhe ÷u. B5 Œu™wt fkhý þwt nŒwt ?

C5 sku Œ{™u fkuE «§ku nkuÞ, C1 Úke «kht¼ fheyu? Œ{u òýku Aku fu ?

Œku …qAe ‚fku Aku

A6 {ut {khe ðkŒku™u ºký ¼k„{kt C1 [k÷ku yk„¤ ðÄku...

ðnut[e ËeÄe Au
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A4 nwt ÷„¼„ ðkŒ fhðk {kt„w Awt C3

A3 {™u ynet ykðe™u yk™tË C6 [k÷ku Vhe ð¤ðwt ..

ÚkkÞ Au

A2 nwt Œ{khwt Mðk„Œ fhðk C6 {wÏÞ ‚khktþ ...

{kt„w Awt ..

A2 {khe ðkŒ™ku nuŒw Au ... C5 nwt r™»f»ko yk…ðk {kt„w Awt ...

A2 «Úk{..... C5 Œf {kxu yk¼kh..

3) fkuE…ý «uÍLxuþ™{kt ©kuŒkyku™k «§ku {n¥ð…qýo Au. Œ{khe …k‚u yk {wÆk

…h ƒu ™erŒyku nkuE þfu Au. Œ{u Œ{khe «uÍLxuþ™ Ëhr{Þk™ «uûkfku™u

fkuE…ý ‚{Þu «§ku …qAðk™e {tsqhe yk…e þfku Aku yÚkðk Œ{u «uûkfku™u

ytŒ ‚wÄe «§ku hk¾ðk rð™tŒe fhe þfku Aku. Œ{khe «MŒwrŒ{kt «uûkfku™e

‚tzkuðýe {kxi «§ku yuf W¥k{ ‚q[f Au. sku Œ{u «uÍLxuþ™ Ëhr{Þk™

«§ku™u yk{tºký yk…ðk™ku rðfÕ… …‚tË fhku Aku, Œku Œ{khe ‚kÚku sŒk

«§ku ™u M…ü fhðk™e Œf {¤þu y™u Œ{khe ðkŒ ‚{S „Þk Au yu™e

¾kŒhe Úkþu. Œ{u su …ý fhku, ¾kŒhe fhku fu Œ{u ‚{Þ‚h hnku! sku Œ{khku

Vk¤ðu÷ ‚{Þ 10 r{r™x™ku Au, Œku Œu™kÚke ðÄw ™net. yk heŒu Œ{u ¾kŒhe

fhe þfku Aku fu «uûkfku hkufkÞu÷k hnu Au.

4). I) Œ{™u ftEf / yt„Œ ‚kÚku fne™u «kht¼ fhku..

ii) …h ¼kh {qfu Au...

iii) nwt r™Ëuoþ fhðk {kt„w Awt..

iv) {™u ¾kŒhe Au fu Œ{u {khe ‚kÚku / yk ‚q[™Úke ‚t{Œ Úkþku ...

v) nðu nwt…

vi) rðMŒ]Œ fhðk {kxu…

vii) nwt yk™e {ËËÚke ...

viii) yk {wÆkÚke y‚t{Œ Úkðwt…

ix) yk„¤ ðÄðwt…

x) rðMŒ]Œ fhðk

hsqykíkLke fwþ¤íkk
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8.12  MktË¼kuo yLku rðþu»k ðkt[Lk

* Hughes, J, and A. Mallett.Successful Presentations DVD and

Student’s Book Pack. Oxford University Press, 2012. Print.

* Banks, T. Writing for Impact. Cambridge University Press, 2012.

Print.

*
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yuf{yuf{yuf{yuf{yuf{

1

yuf{

9 xur÷Vku™ fkiþÕÞ (Telephone Skills)

YÃkhu¾k

9.0 WÆuþku

9.1 nqtVk¤wt (Warm up)

9.2 ðk[™ ‚{sý: xur÷Vku™ ðkŒ[eŒ rðhwØ ‚k{-‚k{u ðkŒ[eŒ

9.3 þçË¼tzku¤: xur÷Vku™ ¼k»kk

9.4 fkÞoûk{ xur÷Vku™et„

9.5 þYykŒ y™u ytŒ

9.6 rðþu»k …rhrMÚkrŒ™wt ‚t[k÷™

9.7 xur÷Vku™ rþük[kh

9.8 ¼k»kk Vkuf‚

9.9 ÔÞkfhý: {kuzu÷ku

9.10 ‚kt¼¤ðwt y™u ƒku÷ðwt

9.11 ÷u¾™

9.12 ‚khktþ

9.13 ík{khe «økrík [fkMkkuLkk W¥khku

9.14 «ð]r¥kyku™kt W¥khku

9.15 MktË¼kuo yLku rðþu»k ðkt[Lk

9.0. nuŒwyku  (objectives)

yk yuf{ ðktåÞk …Ae, Œ{u yk fhe þfþku:

- ‚k{-‚k{u ðkŒ[eŒ y™u xur÷Vku™ ðkŒ[eŒ ðå[u™ku ŒVkðŒ;

- xur÷Vku™™e fwþ¤Œk ‚khe nkuðk™k {n¥ð™u ‚{sðwt;

- xur÷Vku™™e ðkŒko÷k…™k swËk swËk ¼k„ku yku¤¾ku;
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- rðrðÄ «fkh™k ÷kufku ‚kÚku ðneðx fhðku

- y‚hfkhf xur÷Vku™ ðkŒ[eŒ {kxu sYhe ÞkuøÞ ¼k»kk òýku

- ÞkuøÞ xur÷Vku™ rþük[kh™u y™w‚hku.

9.1 nqtVk¤wt (Warm Up)

™e[u yk…u÷k r™ðuË™ku …h òyku y™u Ëhuf™e ‚k{u “‚k[wt” yÚkðk “¾kuxk”

{kfo™u r[röŒ fhku.

1) nwt nt{uþk xur÷Vku™ …h ™h{kþÚke ƒku÷wt Awt.

‚k[wt ( ) ¾kuxwt ( )

2) nwt r‚™u{k nku÷{kt {khku {kuƒkR÷ Vku™ rMð[ ykuV fhwt Awt yÚkðk Œu™u {ki™

{kuz …h hk¾wt Awt.

‚k[wt ( ) ¾kuxwt ( )

3) Vku™ …h ƒku÷Œe ð¾Œu nwt ¾kŒku ™Úke.

‚k[wt ( ) ¾kuxwt ( )

4) ßÞkhu …ý nwt {khk {kuƒkR÷ Vku™ …h “ [qfe „Þu÷ku fku÷ “ skuô Awt, nwt

ŒhŒ s Œu{™u fku÷ fhwt Awt.

‚k[wt ( ) ¾kuxwt ( )

5) nwt y‚kÄkhý ‚{Þ …h fkuE …ý ÔÞrõŒ™u Vku™ fhŒku ™Úke.

‚k[wt ( ) ¾kuxwt ( )

6) nwt nt{uþk “„wz {kuo®™„” fne™u fkuE…ý ÔÞrõŒ ™u ™{Mfkh …kXðwt Awt.

‚k[wt ( ) ¾kuxwt ( )

ßÞkhu yk…ý™u ½ýk ƒÄk xur÷Vku™ fku÷ ykðu Au íÞkhu yk…ýu ½ýeðkh

ftxk¤e sEyu Aeyu. Œu …ý ŒÚÞ Au fu yk…ýu {kuxk ¼k„™ku ‚{Þ xur÷Vku™ …h

ÔÞÚko fheyu Aeyu Au.

xur÷Vku™ fkuÕ‚ yk…ý™u þk {kxu ftxk¤ku ÷kðu Au? Vku™ fkuÕ‚ îkhk ftxk¤e

sðk™k …kt[ fkhýku™e ‚qr[ ƒ™kðku:
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fkhýku:

1) ................................................ .................................................. ....................

2) ................................................ .................................................. ....................

3) ................................................ .................................................. ....................

4) ................................................ .....................................................................

5) ................................................ .....................................................................

9.2 ðkt[Lk ‚{sý: xur÷Vku™ ðkŒ[eŒ rðhwØ ‚k{-‚k{u ðkŒ[eŒ

xur÷Vkur™f ðkŒ[eŒ ‚k{-‚k{u™e ðkŒ[eŒÚke fuðe heŒu y÷„ Au?

Œ{u ðkhtðkh ÔÞðnkh fhŒe ð¾Œu ÷kufku™u Œu{™e ykurV‚™e …rhrMÚkrŒyku

‚kÚku, ¾k‚ fhe™u Vku™ …h „¼hkxÚke ðkŒ fhŒk ‚kt¼éÞk nþu. fux÷kf ÷kufku™u

÷k„u Au fu ‚k{-‚k{u ðkŒ[eŒ ‚k{kLÞ heŒu ‚h¤, M…ü y™u xur÷Vku™ ðkŒ[eŒ

fhŒkt ðÄw y‚hfkhf nkuÞ Au. ‚k{‚k{u ðkŒ[eŒ fhðk™k ½ýk VkÞËk Au. ßÞkhu

Œ{u su™e ‚kÚku ðkŒ[eŒ fhe hÌkkt Aku Œu ÔÞrõŒ Œ{khe ‚k{u nkuÞ íÞkhu [nuhk™k

nkð¼kð, ÿrü ‚nkÞku Œ{™u skuðk {¤u Au.

sku fu xur÷Vkur™f ðkŒ[eŒ{kt, Œ{khu M…ü fnu÷k þçËku{kt fne Ëuðk {kt„ku

Œu ƒÄk™u Œ{khu sýkððwt …zþu. ‚nkÞ VõŒ yðks {kuzTÞw÷uþ™ y™u Œký™k MðY…{kt

ykðe þfu Au. þçËku™e …‚tË„e ynª ðÄw r™ýkoÞf ƒ™e òÞ Au, ßÞkt ©kuŒkyu

Œuýe / Œu™u su ðýo™ yk…ðk{kt ykðu Au Œu™kÚke Œu þwt ‚kt¼¤e hÌkku Au Œu™e fÕ…™k

fhðk™e sYh …ze þfu Au yLku Œ{u ‚kt¼¤™kh™u skuE þfŒk ™Úke, ŒuÚke Œ{khu

{n¥ð…qýo {krnŒe ÞkuøÞ heŒu ‚kt¼¤e y™u ‚{sðk{kt ykðe Au fu ™net Œu™e …wrü

fhðk™e sYh …zu Au. Œ{u ÔÞrõŒ™u Œ{u su fÌkwt Œu …w™hkðŒo™ fhðk {kxu fne™u yk

fhe þfku Aku. ƒeS ƒksw, sku Œ{u su {krnŒe «kÃík fhŒk nku, Œku Œ{khu òŒu s

…w™hkðŒo™ fhe™u Œu™e …wrü fhðk™e sYh …ze þfu Au

xur÷fBÞwr™fuþ™u ½ýe heŒu fkÞo™u ðÄw fkÞoûk{ ƒ™kÔÞwt Au. Œu ‚{Þ y™u

÷ktƒk ytŒh™e {w‚kVhe fhðk™e sYrhÞkŒ ƒ[kðu Au. xur÷ y™u rðrzyku fkuLVh®L‚„

îkhk ÔÞð‚krÞf ‚nÞku„eyku yufƒeò ‚kÚku ytŒh MÚkk™ku …h sqÚk [[koyku y™u

{e®xø‚ fhe þfu Au ßÞkt yk…ýu ¾hu¾h Œu{™u skuE …ý þfeyu. yk{ skuŒk, yk

{w‚kVhe™u ½xkzðk™ku yÚko yu Au fu hMŒk …h ykuAk ðkn™ku, ykuAe nðk y™u

yðks™wt «Ëq»ký y™u ‚t¼ðŒ ø÷kuƒ÷ ðkuo®{„™e „rŒ Úkkuze ytþu ykuAe ÚkE sþu!

xur÷VkuLk MfeÕMk
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Œu s ‚{Þu y{u Œu f÷kfku™e ƒ[Œ …ý fhe hÌkk Aeyu su™ku yk…ýu Œu ytŒh™e

{w‚kVhe{kt ƒ„kzðkt™k nŒk.

Œ{khe «økrík [fkMkku

™kutÄ: i) Œ{khk sðkƒku «§ku™e ™e[u yk…u÷e søÞk …h ÷¾ku.

ii) yk yuf{™k ytŒ{kt yk…u÷k sðkƒku ‚kÚku Œ{khk sðkƒku Œ…k‚ku.

yk…u÷k …kX™k ykÄkhu ™e[u yk…u÷k «§ku™k sðkƒ yk…ku.

1) yuðk fux÷kf ‚kÄ™ku Au su ‚k{-‚k{u ðkŒ[eŒ ‚{sðk{kt {ËË fhu Au?

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

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

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

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

2) xur÷Vku™ ðkŒ[eŒ{kt þk {kxu þçËku™e …‚tË„e ðÄw r™ýkoÞf Au, ßÞkhu ÷kufku

yuf ƒeò™ku ‚k{™ku fhe hÌkk Au?

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

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

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

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

3) Œ{u Œ{khk yðks™ku ðÄw y‚hfkhf heŒu W…Þku„ fuðe heŒu fhe þfku Aku,

¾k‚ fhe™u xur÷Vku™ …h ðkŒ[eŒ?

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

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

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

...........................................................
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4) Œ{u fuðe heŒu ‚wr™rùŒ fhe þfku Aku fu su ÔÞrõŒ Œ{™u ‚kt¼¤þu Œuýu

{n¥ð™e {krnŒe™u ÞkuøÞ heŒu ‚{S ÷eÄe Au?

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

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

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

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

5) Œ{u fuðe heŒu ¾kŒhe fhe þfku Aku fu Œ{u ðkŒko÷k… ‚{kÃík fhku Œu …nu÷kt,

Œ{u RåAŒk ƒÄe {krnŒe yk…ðk yÚkðk {u¤ððk™wt [qfþku ™net?

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

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

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

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

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

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

9.3  þçË¼tzku¤: xur÷Vku™ ¼k»kk

«ð]r¥k:

1) xur÷Vku™ ðkŒ[eŒ{kt ‚k{kLÞ heŒu W…Þku„{kt ÷uðkŒk yk fux÷kf ðkfâku Au.

ƒkuõ‚{ktÚke „w{ ÚkÞu÷ þçËku …‚tË fhe™u yk ðkfâku …qýo fhku.

…kAk ƒku÷kÔÞk …Ae ÷kR™       …fze hk¾ku

ûký ‚wÄe …nkut[ðk™e het„ y…       Œ…k‚e swyku

zkÞ÷ MxuLz Vku™ {kuƒkR÷™e    …wrü fhku

yuõMxutþ™ /…huþk™

i. nu÷ku, yk fkuý Au .....?

ii. VõŒ yuf ....., f]…k fhe™u.

xur÷VkuLk MfeÕMk
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iii. nwt fheþ ...... sku Œu ynet Au.

iv. Œ{™u skuEŒe {krnŒe nwt {u¤ðeþ; ......, f]…k fhe™u

v. Œ{u {™u ..... ßÞkhu nwt VheÚke þnuh{kt nŒku.

vi. {kV fhþku, yk ûkýu Œu ™Úke ....

vii. Œ{u ..... fhe þfku Aku. Œu™u fkuE …ý ‚ktsu A ðkøÞu ....

viii. ‚khwt, nwt ®h„ fhe þfwt Awt ...... …Ae sku Œu y™wfq¤ nkuÞ.

ix. Œu 1421 ™Úke? {™u ÷k„u Au fu yk s .....

x. ™k, yk ¾kuxwt Au ......; nwt Œ{™u Mðe[ƒkuzo …h {qfeþ.

xi. {kV fhþku ... Œ{u.

xii. Œu yíÞkhu fkÞko÷Þ{kt ™Úke. …htŒw nwt Œu™u þkuÄðk™ku «Þk‚ fhe þfwt Awt.. .

xiii. yk heŒu ðMŒwyku Au ..... y{khk ytŒ{kt. {™u zh Au fu Œu™k rðþu yk…ýu

ftR fhe þfeþwt ™net.

xiv. {ut.... Œ{u su ¼kð rðþu …qAâwt Au Œu W…h.

xv. nðu nwt ....fhe þfwt Awt. y{u fhu÷e ÔÞðMÚkk.

9.4 y‚hfkhf xur÷Vku™

xur÷Vku™ ðkŒ[eŒ y‚hfkhf heŒu y™u ÔÞð‚krÞf Y…u fhðk{kt ykðu Au

Œu™e ¾kŒhe fhðe ¾qƒ s sYhe Au. Œu …ý yuf òýeŒe nfefŒ Au fu fkuE…ý

‚tMÚkk™e ‚V¤Œk „úknf ‚tŒku»k …h r™¼oh Au.

Œu yuf òýeŒe nfefŒ …ý Au fu «Úk{ ‚t…fo {kuxu ¼k„u xur÷Vku™ îkhk

fhðk{kt ykðu Au. yk ™ðk y™u ‚t¼rðŒ „úknfku / W…¼kuõŒkyku ÔÞð‚krÞf y™u

™{úŒk…qðof ðŒuo ™net íÞkt ‚wÄe …kAk Vhþu ™net. ½ýeðkh ‚tMÚkkyku yk ŒÚÞ™u ¼q÷e

òÞ Au y™u yk {n¥ð…qýo xur÷Vku™ fkÞo™u ÔÞð‚krÞf Y…u ‚t[kr÷Œ fhu Au.

xur÷Vku™ …h Œ{u ‚uðk ‚tMÚkk ‚kÚku AuÕ÷e ðkh ‚t…fo fÞkuo Œu ÞkË fhku; ƒutf,

xur÷Vku™ rð¼k„, huÕðu Mxuþ™, ðes¤e f[uhe, ‚kðosr™f …wMŒfk÷Þ ð„uhu yLku

™e[u™k «§ku™k sðkƒ yk…ðk™ku «Þk‚ fhku

• ßÞkhu Œ{u ™tƒh zkÞ÷ fÞkuo íÞkhu Œ{u f™uõx ÚkÞk Aku?  nk ( ) ™k ( )

• þwt fkuEyu ºký ®h„{kt Vku™ W…kzTÞku Au? nk ( ) ™k ( )



25

• ÔÞrõŒyu “„wz {kuo®™„” y™u “„wz Rð®™„ “ ð„uhu fne™u þw¼uåAk …kXðe?

nk ( ) ™k ( )

• þwt ÔÞrõŒyu …kuŒk™k ™k{Úke …kuŒk™ku …rh[Þ ykÃÞku nŒku?

nk ( ) ™k ( )

• Œ{™u skuEŒe {krnŒe {¤e? nk ( ) ™k ( )

• þwt ÔÞrõŒyu {iºke…qýo y™u ™{ú ™kutÄ ‚kÚku Vku™ ‚{kÃík fÞkuo nŒku?

nk ( ) ™k ( )

{wÏÞ xur÷Vku™ VrhÞkËku :

y{u ‚tMÚkkyku{kt xur÷Vku™ fkÞo™e yÞkuøÞŒk rðþu ðkhtðkh ðkŒ fheyu Aeyu.

«§ku™k sðkƒku {kxu yk…{u¤u yk…ðk™e r‚Mx{ suðe fu fku÷ ‚uLxh «fkh™e r‚Mx{kuÚke,

‚{MÞk y{wf ytþu ykuAe ÚkR Au, …htŒw nS …ý ‚{MÞk ÞÚkkðŒT Au. ¾hkƒ y™u

sq™k W…fhýku, Œk÷e{ rð™k™k f{o[kheyku, f{o[kheyku™e y…qhŒe ‚tÏÞk, yÞkuøÞ

‚t[k÷™ ð„uhu {kuxk¼k„™e xur÷Vku™ VrhÞkËku™kt fkhýku Au. ‚k{kLÞ VrhÞkËku Au:

• ™tƒh «kÃík fhe þfŒk ™Úke, fkt Œku nt{uþkt ÔÞMŒ hnuðwt yÚkðk …‚tË

W…kzðku ™net

• y‚ÇÞ ðŒo™

• sðkƒÚke ‚tŒwü ™Úke

• ÔÞrõŒ™u M…ü heŒu ‚kt¼¤e þfâku ™net

• {krnŒe {u¤ððk {kxu ½ýku ‚{Þ ÷eÄku

• nkuÕz …h ¾kuðkE sðwt

• ÔÞrõŒÚke ÔÞrõŒ{kt VuhðkE sðk™wt

• òýfkh ™Úke.

9.5  «kht¼ y™u ytŒ

„útÚk…k÷ Œhefu, Œ{khu ½ýeðkh yuðk „úknfku™k calls …h nkshe yk…ðe

…ze þfu Au su Œ{™u …qAþu fu Œ{khe ÷kRƒúuhe fkuE [ku¬‚ ‚uðk «Ëk™ fhu Au

yÚkðk fkuE [ku¬‚ …wMŒf Au. Œ{™u Œ{k{ «fkh™e r¢Þk«rŒr¢Þkyku y™u {u¤k…

{kxu ŒiÞkh fhðk {kxu, y{u Œ{™u xur÷Vku™ ðkŒko÷k…™k rðrðÄ ½xfku y™u Mkk{u÷

‚kisLÞ îkhk ÷E sEþwt.

xur÷VkuLk MfeÕMk
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xur÷Vku™ ðkŒ[eŒ™kt ½xfku

‚k{kLÞ xur÷Vku™ ðkŒ[eŒ{kt ‚k{kLÞ heŒu ™e[u™k ½xfku nkuÞ Au:

yu) yr¼ðkË™

ƒe) nqtVk¤wt (Warm up)

‚e) nuŒw

ze) ƒtÄ

yk{kt™k {kuxk ¼k„™k nuŒwyku r‚ðkÞ fu su Ëhuf rfM‚k{kt M…ü…ýu swËk

Au, Œu …ÞkoÃík ‚k{kLÞ Au.

þYykŒ

ÔÞð‚krÞf Y…u xur÷Vku™ fku÷ ¾ku÷ðk™wt ‚kiÚke {n¥ð…qýo Au. fku÷h™u ykðfkÞo

÷k„u Au, y™u Œu yuf {n¥ð…qýo fku÷h Au yuðe Ak… yk…ðk™ku «Þk‚ fhku. yk

½ýe heŒu ÚkE þfu Au, ™e[u ƒŒkÔÞk «{kýu:

• Vku™™e ®h„ þY ÚkŒkt s Œu™u W…kzku (ºký fu [kh ®hø‚™e ytËh)

• fku÷h™u ™{Mfkh fhku

• Œ{khe ‚tMÚkk (rð¼k„) / rð¼k„ sýkðku

• Œ{khk rð»ku {krnŒe yk…ku

• {ËË fhku

WËknhý: „wz {kuo®™„ ‚h, nwt {™kus …xu÷ „útÚkk÷Þ{ktÚke ƒku÷wt Awt, nwt Œ{™u

fuðe heŒu {ËË fhe þfwt?

ytŒ

Œ{khu ¾kŒhe fhðe skuEyu fu „úknf Œ{khe …k‚u …kAku ykðþu. yk {kxu

Œ{u ðkŒ[eŒ™u ÞkuøÞ heŒu ‚{kÃík fhðk™e sYh Au. Œ{khu:

• Vku™ fhðk ƒË÷ „úknf™ku yk¼kh {k™ku

• ¾kŒhe fhku fu Œ{u yk…u÷e {krnŒe …ÞkoÃík Au

• Sure ¾kŒhe fhku fu Œ{u yk…u÷e {krnŒe …ÞkoÃík Au

• „úknf™u sýkðku fu Œ{u Œu™k fku®÷„™k nuŒw™e «þt‚k fhku Aku

• fku÷h™u VheÚke fku÷ fhðk yk{tºký yk…ku sku Œu fkuE ðÄkhk™e {krnŒe

{kt„u Œku
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• Vku™™u rzMf™uõx fhðk™e WŒkð¤ ™ fhku, Œu „úknf™u …nu÷kt fhðk Ëku.

WËknhý: “yk¼kh ©e …xu÷. nwt ykþk hk¾wt Awt fu yk…u÷ {krnŒe {ËËY…

Úkþu.sku Œ{™u ðÄw {krnŒe™e sYh nkuÞ Œku VheÚke fku÷ fhe þfku Aku. Œ{khe ‚kÚku

ðkŒ fhe ™u yk™tË ÚkÞku. ykðsku

«ð]r¥k:

2) ykðk fux÷kf ‚k{kLÞ yr¼ÔÞrõŒ ™e[u ykÃÞk Au. Ëhuf y™w‚kh ð„eof]Œ

yk yuf{™k rð¼k„

9.5{kt yk…u÷ ð„o (yu) Úke (ze) {wsƒ Ëhuf™u ð„eof]Œ fhku. «Úk{ Œ{khk

{kxu fhðk{kt ykðu Au.

i. „wz {kuo®™„. (yu)

ii. „wz {kuo®™„ rnh÷, yksu Œ{u fu{ Aku?

iii. nwt Œ{khe ‚kÚku yksu «rþûký™k ‚{Þ…ºkf …h sðk {kt„w Awt.

‚ktsu 4 ðkøÞu Œ{™u y™wfq¤ hnuþu?

iv. ‚uLxÙ÷ ÷kRƒúuhe{kt fku÷ fhðk ƒkË÷ yk¼kh. Œ{khku rËð‚ ‚khku

hnu.

v. yk¼kh y™u ykðsku.

vi. n{ýkt {kxu yk ƒÄwt Au, yk¼kh.

vii. nwt yksu Œ{khe ‚kÚku ¾heËe ÞkËe™e [[ko fhðk {kt„w Awt. ‚¼k™u

‚wr™rùŒ fhðk {kxu ‚khku ‚{Þ þwt nþu?

viii. nu÷ku {nuþ, þwt Œ{khe ‚kÚku ðkŒ fhðk™ku yk ÞkuøÞ ‚{Þ Au?

ix. ‚uLxÙ÷ ÷kRƒúuhe{kt fku÷ fhðk ƒkË÷ yk¼kh, yk ‚whuþ Au. nwt

Œ{™u fuðe heŒu ‚nkÞ fhe þfwt?

x. nkÞ ™unk, Œ{khwt ðefyuLz ‚khwt nŒwt?

xi. Œ{khe ‚nkÞ ƒË÷ yk¼kh. ykðsku.

xii. „wz {kuo®™„, nwt …rç÷f ÷kRƒúuhe{ktÚke M™unk Awt y™u nwt yufkWLxT‚{ktÚke

fkuE™e ‚kÚku ðkŒ fhðk {kt„w Awt.

xiii. fk¤S ÷usku. ykðsku.

xiv. yk ¼krðfk Au. f]…k fhe™u nwt ©e skuþe ‚kÚku ðkŒ fhðk {kt„w Awt.

xv. þwt Œ{u {™u ©e rºkðuËe™ku {kuƒkR÷ ™tƒh yk…e þfku Aku?

xur÷VkuLk MfeÕMk
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9.6  rðrþü …rhrMÚkrŒyku™wt ‚t[k÷™

¢kurÄŒ „úknf :

yuðwt ½ýeðkh ÚkkÞ Au fu „úknf „wM‚uÚke ðkŒ[eŒ þY fhu Au. yk Œ{khe

‚tMÚkk ‚kÚku™k Œu™k …nu÷k™k «‚t„kuyu ¾hkƒ y™w¼ð™u fkhýu nkuE þfu Au. fâkhuÞ

ƒË÷ku ™ ÷uðku, ‚khwt ðŒo™ hk¾ku y™u Úkkuzk ‚{Þ {kxu ÄiÞoÚke ‚kt¼¤ku. Œ{u …kuRLx™e

™kutÄ ÷eÄe Au Œu ƒŒkððk {kxu …qhŒk ‚tfuŒku yk…ku. sku Œu ÔÞrõŒ yk„¤ ðÄu Œku,

rðûkur…Œ fhku y™u Œuýe™u / ®ƒËw …h ykððk rð™tŒe fhku. sku VrhÞkËku „t¼eh nkuÞ,

Œku Œ{u fku÷ MÚkk™ktŒrhŒ fhe hÌkk Aku Œuðwt fku÷h ™u òý fÞko …Ae Œ{khk ðrhc™u

fku÷ MÚkk™ktŒrhŒ fhku. ßÞkhu Œ{u fkuE fku÷ MÚkk™ktŒrhŒ fhku Aku, íÞkhu ftEf ykðwt

fnku:

“{khu ©e skuþe fku÷ MÚkk™ktŒrhŒ fhðk™e sYh Au, fkhý fu Œu Œ{khk

«§™k sðkƒ yk…ðk {kxu ÞkuøÞ ÔÞrõŒ Au.”

ðkhtðkh Œ{™u sðkƒ rðþu ¾kŒhe ™ nkuR þfu y™u Œ{khu fkuE™e ‚kÚku

Œ…k‚ fhðk™e sYh hnuþu. Œu rfM‚k{kt, fnku

“þwt Œ{u f]…k fhe yuf ûký™e hkn swyku Aku; {khu {khk ‚kÚkeËkh ‚kÚku yk

Œ…k‚ðk™e sYh Au”

„wM‚u ÚkÞu÷ fku÷h™wt ‚t[k÷™ fhðwt {w~fu÷ fk{ Au, …htŒw yuf {n¥ð…qýo

Au. yu ‚t¼ð Au fu

¢kurÄŒ y™u y‚tŒkur»kŒ „úknfku ‚tMÚkk {kxu ¾ŒhkY… Au fkhý fu Œuyku

yuðk þçË Vu÷kðe þfu Au fu Œ{u su heŒu ÄtÄku fhku Aku Œu™kÚke Œuyku ¾wþ ™Úke. yk

«fkh™k ‚{k[kh Íz…Úke Vu÷kÞ Au. ykðk „úknfku™u {u™us fhðk {kxu ynet fux÷ef

xeÃ‚ yk…e Au, su™ku Œ{u «Þk‚ fhe þfku Aku:

• „úknf™u ÄiÞoÚke ‚kt¼¤ku suÚke Œ{u ‚{MÞk ‚{S þfþku.

• ‚k{kLÞ heŒu {kVe {kt„ku, …Ae ¼÷u Œ{™u ÷k„u fu …rhrMÚkrŒ Œu™e sYh

™Úke.

• sku ‚{MÞk™wt Œkífkr÷f ‚{kÄk™ ™ yk…e þfkÞ Œku fkuE Þkus™k™e Ëh¾kMŒ

fhku.

ðÄw ðkŒku fh™kh fku÷h:

Œu fâkhuÞ yxfŒku ™Úke y™u Œ{™u «rŒr¢Þk yk…ðk™e Œf {¤þu ™net!

fux÷kf Œku ¾qƒ {iºke…qýo …ý ƒ™u Au y™u ftE…ý rð»kÞ …h ðkŒ fhðk™wt þY fhu

Au! ykðk fku÷h ‚kÚku ÔÞðnkh fhðk™e ©uc heŒ yu Au fku÷h ‚kÚku ÔÞð‚kÞ ÷ûke

ðkŒ fhku. ykðk fku÷h™u {u™us fhðk™e yLÞ heŒku Au:
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• yuf þçË{kt sðkƒku yk…u Œuðk, ƒtÄ «§ku …qAku. WËknhý Œhefu, “Œ{u

fÞwO? þwt Œ{u? þwt nwt Œu fhe þfwt?

• Œ{khk r™ðuË™ku ðå[u VõŒ Úkkuze søÞk yk…ku.

• Œ{u Œ{khe òŒ ‚kÚku ¾qƒ ykuAe ðkŒ fhku.

• rƒ™sYhe ðkŒ[eŒ™u yk{tºký ™ yk…ku.

• yuðe Ak… yk…ku fu Œ{u ÔÞMŒ ÔÞrõŒ Aku, y™u yLÞ fku÷h «Œeûkk{kt Au.

«Œeûkk ‚{Þ:

«Úk{ y™u {n¥ð™e ‚÷kn yu Au fu fku÷h ™u yrðhŒ hkn skuðzkðþku

™net. sku Œu fhðk™wt nkuÞ, Œku Œu™u y™u Œu™k fkhýku™u sýkðku. sku Œ{™u ÷k„u fu

fku÷h ™u ÷ktƒe hkn skuðe …zþu, Œku Œu{™ku ™tƒh ™kutÄe™u Œu{™u …kAku fku÷ fhku.

sÞkhu Œ{u …kAku fku÷ fhðk™wt sýkðku íÞkhu Œ{khu Œu{™u ‚{Þ …ý ‚q[ððku skuEyu,

WËknhý Œhefu “10 r{r™x{kt”, “rËð‚™k ytŒ ‚wÄe{kt”, “fk÷u “ƒkÞ”, ð„uhu.

9.7  xur÷Vku™ rþük[kh

xur÷Vku™ yu yk…ýk Sð™™ku yuf ykð~Þf y™u {n¥ð…qýo ¼k„ ƒ™e

„Þku Au. “{kuƒkE÷ rð™k Sð™” fÕ…™k fhðe {w~fu÷ Au! yk rËð‚ku{kt yk…ýkt

{kuxk¼k„™kt ‚k{krsf Œu{s ÔÞð‚krÞf ðkŒ[eŒ y™u r¢Þk«rŒr¢Þkyku yk „usuxT‚

îkhk ÚkkÞ Au. yk{, y‚hfkhf heŒu xur÷Vku™ fku÷™wt ‚t[k÷™ fhðwt Œu ðÄw {n¥ð™wt

ƒ™e hÌkwt Au.

‚khk xur÷Vku™ rþük[kh™wt …k÷™ fhðwt {n¥ð…qýo Au, ßÞkhu Œ{u fku÷ fhŒk

nkuð yÚkðk Œku fku÷ «kÃík fhŒk nkuð íÞkhu. Œ{khu æÞk™{kt hk¾ðwt s skuRyu fu Œu

Œ{khku fku÷ Au; Œ{khu ¾kŒhe fhðk™e sYh Au fu Œu ÔÞð‚krÞf Y…u ‚t[kr÷Œ Au.

1) ™h{kþÚke ƒku÷ku suÚke Œ{khe yk‚…k‚™k yLÞ ÷kufku™u ¾÷u÷ ™ …nkut[u.

2) ¾qƒ s ŒkfeË r‚ðkÞ fkuE™u yÞkuøÞ ‚{Þ …h xur÷Vku™ ™ fhku.

3) …‚o™÷ fku÷ fkÞko÷ÞÚke fhðk ™ skuEyu r‚ðkÞ fu yufË{ sYhe nkuÞ.

4) fkÞko÷ÞÚke xur÷Vku™ …h ÔÞrõŒ„Œ ƒkƒŒku™e [[ko fhþku ™net.

5) xur÷Vku™ …h ‚trûkÃík{kt hnku.

6) fkÞko÷ÞÚke Œ{khe {kŒ]¼k»kk{kt ƒku÷ðk™wt xk¤ku.

7) fku÷h™u þw¼uåAkyku yk…ku, …Ae ¼÷u Œu ÔÞrõŒ yòýe ÔÞrõŒ nkuÞ.

8) y[k™f fku÷ ‚{kÃík ™ fhku.

9) sku Œ{™u fkuE r{‚ ÚkÞu÷ fku÷ Ëu¾kÞ Au, Œku Œu ÔÞrõŒ™u sÕËe …kAku fku÷ fhku.

xur÷VkuLk MfeÕMk
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10) fku÷h™u yrðhŒ hkn skuðzkðþku ™net.

11) sku fkuE ÔÞrõŒ™e hkn òuðe …zu yu{ nkuÞ, Œku Œu ÔÞrõŒ™u Œu™wt fkhý

sýkðku.

12) sku Œ{u fkuE ÔÞrõŒ™u fku÷ MÚkk™ktŒrhŒ fhe hÌkkt Aku, Œku Œu fhðk™k fkhý™u

‚{òðku.

13) sku Œ{™u ÷k„u fu fkuE ‚{MÞk Au, Œku Œu ÔÞrõŒ ‚kÚku Œ…k‚ku.

14) Vku™ …h ƒku÷Œe ð¾Œu ¾kðwt fu …eðwt ™net.

9.8 ¼k»kk Vkuf‚

su{ ‚k{-‚k{u™e ðkŒ[eŒ{kt, xur÷Vku™ …h {kir¾f yk…÷u ÚkE þfu

y™ki…[krhf, yÄo yki…[krhf yÚkðk yki…[krhf.

WËknhý Œhefu, yuf ‚h¤ þw¼uåAk,xur÷Vku™ W…hÚke yk heŒu fne þfkÞ:

a) nkÞ, Sð™ fuðwt Au? (y™ki…[krhf)

b) nu÷ku, ƒÄwt fuðe heŒu Au? / Œ{khk nk÷[k÷ fuðk Au? (yÄo yki…[krhf)

c) „wz {kuo®™„, Œ{u fu{ Aku? (yki…[krhf)

«ð]r¥k:

3) nðu yk ðkfâku™u y™ki…[krhf / yÄo yki…[krhf / yki…[krhf Œhefu ð„eof]Œ

fhku. yk yuf{™k

ytŒ{kt yk…u÷k sðkƒku ‚kÚku Œ{khk sðkƒku Œ…k‚ku.

i. þwt Œ{u {™u Úkkuzk rËð‚™e hò yk…e þfþku?

ii. þwt {khu Œ{™u ‚eze ŒhŒ s {kuf÷ðe skuEyu?

iii. þwt nwt Œu™u ‚tËuþ yk…e þfwt?

iv) yksu Œ{khk {kxu r{Œ þkn ™u {¤ðk™wt þfâ Au?

v) þwt Œ{u EåAku Aku fu nwt Œ{™u ŒhŒ s ‚qr[ {uR÷ fhwt?

vi) nwt ykðŒk yXðkrzÞu hò …h sðk {kt„w Awt.

vii) þwt Œ{u fkuE ‚tËuþ {qfðk {kt„ku Aku?

viii) {™Ëe… Œ{™u {¤ðk {kt„u Au.

ix) þwt Œ{u rð[khku Aku fu ‚ku{ðkhÚke {™u yuf yXðkrzÞk™e hò {¤e

þfu?

x) nkrËof Ëðu Œ{™u {¤ðk {kt„u Au.



31

xi) þwt Œ{u RåAku Aku fu nwt n{ýkt s Œ{™u {kuf÷wt?

xii) {™u zh Au fu nwt Œ{™u Œu™e …k‚u ™k {qfe þfwt, ‚h.

xiii) þwt Œ{u fkuE ‚tËuþ Akuzðk {kt„ku Aku?

xiv) Œ{u yksu Œu™u {¤e þfŒk ™Úke.

xv) þwt nwt Œu™k {kxu {u‚us {qfe þfwt?

Œ{u ™kutæÞwt nþu fu íÞkt y{wf rðrþü þçË‚{qnku Au su yki…[krhf xur÷Vku™

ðkŒ[eŒ™ku ykÄkh ƒ™kðu Au. ‘þwt Œ{u RåAku’ (‘do youwant’) yu ‘Œ{u RåAku’

(‘would you like) îkhk ƒË÷kE òÞ Au; “could’ and ‘may’ yu ‘Can’ fhŒkt

ðÄw yki…[krhf þçËku Au.

«ð]r¥k:

4) ™e[u yk…u÷k ƒkuõ‚{ktÚke þçË‚{qnku™ku W…Þku„ fhe™u ðÄw yki…[krhf ƒ™kððk

{kxu ™e[u™k ðkfâku™u VheÚke ÷¾ku. Œ{u fux÷kf rfM‚kyku{kt yuf fhŒk

ðÄkhu rðfÕ…ku™ku W…Þku„ fhe þfþku.

i) Œ{u {™u ©e r™¾e÷™ku ™tƒh yk…e þfku?

ii) Œ{u þwt fÌkwt?

iii) Œu fâkt „Þku Au?

iv) Œ{khwt ™k{ þwt Au?

v) nk, nwt RåAwt Awt fu Œ{u {™u ™ðe ‚qr[ {kuf÷ku.

vi) yksu {™u {kuf÷ku.

vii) ©e {™e»kk yksu W…÷çÄ ™Úke.

viii) þwt nwt Œ{™u fk÷u Vku™ fhe þfwt Awt?

ix) {khu Œ{u þY fhu÷k ™ðk fkh rh…uh fku‚o rðþu Úkkuze {krnŒe skuEyu

Au.

x) 2.30 p.m. þw¢ðkhu y™wfq¤ Au?

Œ{u {™u fnku Aku ............. fhþu ……………………

{™u „{þu ………………… Œ{u yk…e þfku Aku ……………………

þwt nwt …………………… nwt {kt„w Aw ……………………

nwt EåAwt Awt ………………… f]…k fhe ……………………

xur÷VkuLk MfeÕMk
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{™u zh Au ………………… Œu nþu ……………………

fhþu…………………… fhe þfþu. ……………………

9.9  ÔÞkfhý : {kuzÕ‚ (Grammar Models)

Œ{u skuÞwt nþu fu Þwr™x{kt ½ýk ðkfâku ykðk þçËkuÚke þY ÚkkÞ Au ‘fhþu

(Would)’, ‘þfu (Could)’ y™u ‘{u (May)’. yk y™u yLÞ suðk ‘skuEyu (Should)’,

‘fhþu (Shall)’, ‘fhe þfu (Can)’, ‘fhþu (Will)’ y™u ‘fhðwt skuEyu (Ought to)’

yu ‚nkÞf r¢Þk…Ëku Au, su {kuz÷ yÚkðk {kuz÷ r¢Þk…Ëku Œhefu yku¤¾kŒk ‚nkÞf

r¢Þk…Ëku Au, su™ku W…Þku„ ™{ú¼k»kk y™u xur÷Vku™ ðkŒ[eŒ{kt ¾qƒ {n¥ð™ku Au.

‘‚nkÞ(be)’, ‘fhku (do)’ y™u ‘nku (have)’ suðk yLÞ‚nkÞf r¢Þk…ËÚke rð…heŒ,

{kuz÷ r¢Þk…Ëku VõŒ ‚nkÞf r¢Þk…Ë Œhefu W…Þku„{kt ÷uðkÞ Au, y™u ðkfâ{kt

{wÏÞ r¢Þk…ËŒhefu W…Þku„ fhe þfkŒk ™Úke.

™e[u yk…u÷ fkuüf Œ{™u {kuzu÷ r¢Þk…Ëku™k fkÞkuo™u yku¤¾ðk{kt {ËË

fhþu.

 {kuzÕ‚  WËknhý W…Þku„

fhe þfu Au (can) þwt nwt {™e»kk ‚kÚku ðkŒ fhe þfwt? rð™tŒe

þfðwt (could) þwt nwt Œ{™u fk÷u ƒku÷kðe þfwt? …hðk™„e {kxu …qAðwt

{u (may) {™u zh Au fu nwt Œu™e ‚kÚku Œ{khe {ËË y‚{ÚkoŒk ÔÞõŒ

™net fhe þfwt. fhðe

þfu Au (might) Œ{u Œu™u ykðŒefk÷u 10 ðkøÞu fku÷ fnuðk™e ‚t¼kð™k

fhe þfku Aku.

fhþu (would) Œ{u Œu …w™hkðŒo™ fhe þfku Aku? rð™tŒe

skuEyu (should) nwt Œ{khe …u™ zÙkRð WÄkh ÷R þfwt? …hðk™„e

fhþu (shall) Œ{u Œu™k rðþu Œ{khk {u™ush ‚kÚku ‚q[™

ðkŒ fhe þfku Aku.

fhþu (will) {™u ¾ƒh Au fu fkuý ƒku÷kðu Au? …qA…hA / ‚t¼kð™k

fhðwt skuEyu ƒuXf hË ÚkE þfu Au. ÔÞõŒ fhðk™e rð™tŒe
(ought to)
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Œ{khe «økrík [fkMkku

™kutÄ: i) Œ{khk sðkƒku ™e[u yk…u÷ søÞk …h ÷¾ku.

ii) yk yuf{™k ytŒ{kt yk…u÷k sðkƒku ‚kÚku Œ{khk sðkƒku Œ…k‚ku.

6) {kuz÷ r¢Þk…Ëku™ku W…Þku„ ™e[u™e …rhrMÚkrŒyku {kxu ÞkuøÞ ðkfâku ƒ™kðu

Au.

i) Vku™ fh™kh ™u …qAðwt fu Œu fku™e ‚kÚku ðkŒ fhðk {kt„u Au.

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

ii) Vku™ fh™kh™u ¾kŒhe yk…ðe fu Œ{u Œu{™ku ‚tËuþ Œ{khk ƒku‚™u …nkut[kzþku.

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

iii) Vku™ fh™kh™u {e®x„™ku ‚{Þ ‚q[ðku.

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

 iv) Vku™ fh™kh™u …qAðwt fu þwt Œu Vuõ‚ yÚkðk R{uR÷ îkhk [ku¬‚

{krnŒe «kÃík fhðk™wt …‚tË fhu Au..

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

 v) fkuE™u ÔÞð‚kÞ™e ‚Vh hË fhðk™e ‚t¼kð™k rðþu òý fhðe

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

 vi) fkuE™u ðÄw rð„Œðkh {krnŒe yk…ðk rð™tŒe

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

vii) nkuxu÷ ƒw®f„{kt ‚nkÞ fhðe

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

viii) [qfðýe «kÃík fhŒk …nu÷k ‚k{„úe {kuf÷ðk{kt y‚{ÚkoŒk ÔÞõŒ

fhðe

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

ix) Œ{khk ‚kÚkeËkh™u Œu™k ƒku‚ ‚kÚku {qtÍðý M…ü fhðk ‚÷kn yk…ðe

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

x) yk„k{e ‚Ãíkkn{kt ƒòh fuðe heŒu yk„¤ ðÄþu Œu™e yk„kne

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

xur÷VkuLk MfeÕMk
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9.10 ‚qr[ƒØ fhðwt y™u ƒku÷ðwt

«ð]r¥k:

5) ƒu xur÷Vku™ ðå[u™e ðkŒ[eŒ ‚kt¼¤ku (‚eze™ku ‚tË¼o ÷ku) y™u ¾k÷e søÞkyku

¼he™u ™e[u™k ‚tðkËku …qýo fhku. …Ae Œu{kt™k rðrðÄ ½xfku™e yku¤¾ fhku,

su{ fu xur÷Vku™ ðkŒko÷k…™k ½xfku™k þe»kof nuX¤ rð¼k„ 9.5{kt yÇÞk‚

fÞkuo Au, su{ fu (a to d). yki…[krhf y™u yÄo- yki…[krhf ‚tðkËku{kt

ŒVkðŒ ™kutÄku.

ðkŒ[eŒ 1

yu: nu÷ku.

ƒe: nkÞ ð]tËk, frðŒk ____________________.

yu: ykun nkÞ, frðŒk. fuðwt Au ƒÄwt?

ƒe: ‚h‚! {khe …k‚u yk yXðkrzÞu ______________________ Au. nwt

ykùÞo …k{e hÌkku nŒku fu sku

Œ{u yk rËð‚ku{kt fkuE yuf rVÕ{ {kxu sðk {kt„Œk nku.

yu: Œu ________________________! yk…ýu fk÷u sRþwt?

ƒe: …hVuõx. þwt {khu Œu ‚{Þu 5 ðkøÞu ____________________ Úkðwt skuEyu

y™u y{u 6 ðkøÞu™ku þku skuE þfeyu?

yu: ________________.skuRyu …Ae.

ƒe: ƒkÞ. fk÷u {¤eyu.

yu: ƒkÞ.

ðkŒ[eŒ 2

yu: „wz {kuo®™„, „wÃíkk r‚fâkurhxeÍ. nw Œ{ku™u fuðe heŒu {ËË fhe þfw?

ƒe: nu÷ku, „„™, nwt «¼kfh ðkŒ fhwt Awt

yu: ykun, nu÷ku, «¼kfh. _________________________.fuðwt Au ƒÄwt?

ƒe: _______________________.Œ{khwt þwt?
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yu: ƒÄk ‚khk. Œku {™u fnku, nwt Œ{khk {kxu þwt fhe þfwt?

ƒe: {khu Œ{khe …k‚uÚke __________________________ skuEyu Au, ŒuÚke

nwt ykùÞo …k{e hÌkku nŒku fu sku yk…ýu yk yXðkrzÞk{kt Úkkuzku ‚{Þ

_____________________ fhe þfeyu.

yu: ~Þkuh, Œ{u {khk fkÞko÷Þ …h fu{ ™Úke ykðŒk __________ fnku ______?

ƒe: ___________. …Ae nwt Œ{™u {¤eþ.

yu: ___________________ Œu {kxu. ykun, y™u Œ{khe fkÞko÷Þ ™e ™e[u™e

Ëwfk™{ktÚke Œu MðkrËü ‚{ku‚k ÷uðk™wt ¼q÷þku ™net!

ƒe: ___________________.ƒkÞ.

yu: ƒkÞ.

6) nðu yurõÍfâwrxð y™u ft…™e™k {u™u®s„ rzhuõxh ðå[u™e yk ðkŒ[eŒ

‚kt¼¤ku y™u yk ðkŒ[eŒ y™u Œ{u y„kW ‚kt¼¤u÷k ƒu ðå[u™ku ŒVkðŒ

sýkðku. ðkŒ[eŒ «§ 6 ™k sðkƒ{kt ðkŒ[eŒ 3

 Œhefu yk…ðk{kt ykðu Au.

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

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

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

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

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

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

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

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

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

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

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

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

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

xur÷VkuLk MfeÕMk
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9.11 ÷u¾™

«ð]r¥k:

7) ™e[u yk…u÷e …rhrMÚkrŒyku {kxu ÞkuøÞ ðkfâku ƒ™kðku. yuf WËknhý Œhefu

yk…ðk{kt ykðu Au.

i) xur÷Vku™™ku sðkƒ yk…ðku.

sðkƒ: „wz {kuo®™„, frðŒk ™k„…k÷ ƒku÷wt Awt . nw Œ{ku™u fuðe heŒu {ËË fhe þfw?

ii) ‚tËuþ ÷uðk {kxu hsqykŒ fhðe.

iii) Œ{u fkuý Aku yu{ fne™u.

iv) y{™ ‚kÚku ðkŒ fhðk™wt fnuðwt.

v) fku÷ rðþu ðÄw {krnŒe {kxu Vku™ fh™kh ™u …qAðwt.

vi) fkuE nksh ™Úke yu{ funðwt

vii) Vku™ fh™kh ™wt ™k{ …qAðwt.

viii) Vku™ fh™kh™u ftEf …w™hkðŒo™ fhðk™wt fnuðwt.

Œ{khe «økrík [fkMkku

™kutÄ: i) Œ{khk sðkƒku ™e[u yk…u÷ søÞk …h ÷¾ku.

ii) yk yuf{™k ytŒ{kt yk…u÷k sðkƒku ‚kÚku Œ{khk sðkƒku Œ…k‚ku.

™e[u yk…u÷e ºký …rhrMÚkrŒyku {kxu xur÷Vku™ ðkŒ[eŒ fhku. {kuzu÷ ðkŒ[eŒ

yuf{™k ytŒ{kt yk…ðk{kt ykðu Au.

7) Œ{u Œ{khk ‚kÚkeËkh r{®÷Ë™e ŒrƒÞŒ …qAðk {kxu fku÷ fhe hÌkk Aku. yuf

yXðkrzÞkÚke Œu™u Œkð ykðu Au.

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

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

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

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

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

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

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

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

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

8) Œ{u Þwr™ðr‚oxe™e ‚uLxÙ÷ huVhL‚ ÷kRƒúuhe ‚kÚku fk{ fhe hÌkk Aku. ‚tË¼o

²kkuŒ™e W…÷çÄŒk {kxu „úknf™ku fku÷ «kÃík fhku

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

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

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

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

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

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

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

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

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

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

9) Œ{khk ‚knuƒu Œ{™u ©e ‚knw™e fkÞko÷Þ{kt fku÷ fhðk {kxu fÌkwt Au, fu

Œuyku™u …wMŒfku / ‚k{rÞfku / ð„uhu™e rzr÷ðhe {¤e Au.

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

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

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

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

xur÷VkuLk MfeÕMk
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....................................................................

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

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

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

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

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

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

9.12 ‚khktþ (Summary)

yksfk÷ xur÷Vku™ …h {kuxku ÔÞðnkh fhðk{kt ykðu Au. {kuƒkE÷ Vku™{kt

{kuxk …kÞu y™u y¼qŒ…qðo ½q‚ý¾kuheyu yuf ™ðwt …rh{ký W{uÞwO Au. ŒuÚke Ëhuf

‚tMÚkk yk {n¥ð…qýo «ð]r¥k™u ÔÞð‚krÞf Y…u ‚t[kr÷Œ fhu Au Œu™e ¾kŒhe fhðk

{kxu Œu ðÄw {n¥ð™wt Au. xur÷Vku™ r‚Mx{™ku ÞkuøÞ «fkh MÚkkr…Œ fhðku, f{o[khe™u

xur÷Vku™™ku sðkƒ yk…ðk {kxu ÞkuøÞ «fkh™ku ð÷ý y™u fwþ¤Œk ‚kÚku hk¾ðwt y™u

xur÷Vku™™ku W…Þku„ fhðk™e fwþ¤Œk ð„uhu{kt Œ{k{ f{o[kheyku™u Œk÷e{ yk…ðe.

yk {n¥ð…qýo fkÞo™u ‚wÔÞðrMÚkŒ fhðk{kt yk„¤ ðÄku.

9.13 Œ{khe «økrík [fkMkkuLkk W¥khku

1) [nuhk™k nkð¼kð, y™u ÿrü ‚nkÞ yu fux÷kf ‚kÄ™ku Au su ‚k{-‚k{u™e

ðkŒ[eŒ{kt ‚{sðk{kt {ËË fhu Au

2) xur÷Vku™ ðkŒko÷k…{kt þçËku™e …‚tË„e ðÄw {n¥ð…qýo Au fkhý fu Vku™ …h

ðkŒ fh™kh yufƒeò™u skuE þfŒk ™Úke yÚkðk fkuE…ý ÿ~Þ ‚nkÞ y™u

nkð¼kð™ku W…Þku„ fhe þfŒk ™Úke. ©kuŒk™u Œu™wt ðýo™ ‚kt¼¤e™u ½ýeðkh

fÕ…™k fhðe …zu Au.
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3) M…ü yðks hk¾ðku, {n¥ð…qýo þçËku …h ¼kh {qfðku, ÞkuøÞ søÞkyu

yðks ðÄkhðku y™u ½xkzðku yu Œ{khk yðks™u ðÄw y‚hfkhf heŒu ðk…hðk™e

heŒku Au.

4) {n¥ð…qýo {krnŒe ÞkuøÞ heŒu yk…ðk{kt ykðe Au y™u «kÃík ÚkE Au Œu™e

¾kŒhe fhðk {kxu,©kuŒkykuyu …wrü {kxu …w™hkðŒo™ fhðwt sYhe Au

5) Œ{u ¾kŒhe fhe þfku Aku fu ÔÞð‚krÞf xur÷Vku™ ðkŒko÷k…{kt ftE…ý {n¥ð™wt

ƒkfe ™Úke, sYhe ƒÄk {wÆkyku ™kutÄe™u y„kWÚke Œu™e ŒiÞkhe fhe™u ðkŒ[eŒ

fhku

6) yk VõŒ ™{q™k™k sðkƒku Au; Œ{khk sðkƒku y÷„ nkuE þfu Au

 i) Œ{u fku™e ‚kÚku ðkŒ fhðk {kt„ku Aku?

 ii) nwt ©e ð§uo™e ytËh ykðŒk™e ‚kÚku s òý fheþ, ‚h.

 iii) þwt ‚ku{ðkhu 4.30 Œ{™u y™wfq¤ …zþu?

 iv) ‚h, Œ{u yk™u Vuõ‚ yÚkðk R{uR÷ îkhk {kuf÷ðk™wt …‚tË fhþku?

 v) {™u zh Au fu nwt nS {wtƒE ykðe þfeþ ™net.

 vi) f]…k fhe™u, Œ{u Œu™k rðþu rð„Œðkh ðýo™ fhe þfku Aku?

 vii) þwt nwt Œ{khk {kxu nkux÷ ƒwf fhwt?

 viii) {™u zh Au fu ßÞkt ‚wÄe y{™u [qfðýe «kÃík ™ ÚkkÞ íÞkt ‚wÄe nwt

Œ{™u ‚k{„úe {kuf÷e þfeþ ™rn.

 ix) Œ{khu yk …nu÷k Œ{khk ƒku‚ ‚kÚku M…ü fhðwt skuEyu.

 x) {™u ÷k„u Au fu ykðŒk ‚Ãíkkn{kt ƒòh ‚khe …w™:«krÃík fhþu.

7) r{®÷Ë: nu÷ku?

Œ{u: nkÞ r{®÷Ë, hkfuþ yk ƒksw. þw fhku Aku?

r{®÷Ë: nwt Xef Awt. Œ{khe ‚kÚku þwt Au?

Œ{u: ykun! fE ¾k‚ ™rn. ƒÄwt hkƒuŒk {wsƒ™wt Au. Œku Œ{™u nðu fu{

÷k„u Au? þwt Œ{™u nS …ý Œkð Au?

xur÷VkuLk MfeÕMk
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r{®÷Ë: ™k, Œkð ykuAku Au, …ý nwt ¾hu¾h ftxk¤ku y™u ™ƒ¤kR y™w¼ðwt

Awt.

Œ{u: nk, nwt fÕ…™k fhe þfwt Awt! Œ{™u ÷kRƒúuhe{kt …kAk skuðk™e «Œeûkk

Au. sÕËe ‚kò Úkkyku.

r{®÷Ë: nk, yk¼kh.

Œ{u: ƒkÞ.

r{®÷Ë: ƒkÞ.

8) Œ{u: þw¼ ƒ…kuh, IGNOU™e ‚uLxÙ÷ huVhL‚ ÷kRƒúuhe. nwt Œ{™u fuðe heŒu

{ËË fhe þfwt?

„úknf: nwt ƒu …wMŒfku y™u ƒu ‚k{rÞf VheÚke ÷uðk {kt„w Awt, su™e …kAe

yk…ðk™e Œkhe¾ yksu nŒe

Œ{u: þwt nwt Œ{khku ‚ÇÞ…Ë ™tƒh {u¤ðe þfwt?

„úknf: Œu ƒeƒeyu 0254 Au.

Œ{u: yk¼kh, ‚h. Œ{khk ‚ÇÞ…Ë{kt ƒu …wMŒfku y™u ƒu ‚k{rÞf Vhe Úke

yk…ðk{kt ykÔÞk Au, su™u …kAe yk…ðk™e Œkhe¾ 25 ‚ÃxuBƒh Au.

„úknf: Xef Au. yk¼kh.

Œ{u: ‚knuƒ, nwt Œ{™u ƒeS fkuE {ËË fhe þfwt?

„úknf: nk. þwt RrLzÞk xwzu {u„Íe™™ku {k[o 2017 ™ku ytf W…÷çÄ Au?

Œ{u: nwt Œ…k‚ fhe ™u Œ{™u sýkðwt, ‚h.

„úknf: Xef Au.

Œ{u: {kV fhþku ‚h. {u„Íe™ ƒeò ‚ÇÞ™u yk…ðk{kt ykðu÷ Au. sku Œ{u

EåAku Œku Œ{u {u„Íe™ rhÍðo fhe þfku Aku. sÞkhu Œu ‚ÇÞ îkhk

…hŒ fhðk{kt ykðþu íÞkhu Œ{™u R{uR÷ îkhk ‚qr[Œ fhðk{kt

ykðþu.

„úknf: Xef Au. sku Œu ÚkE þfu Œku Œu ‚khwt Au!

Œ{u: ~Þkuh, ‚h. (Úkku¼ku) RrLzÞk xwzu {u„Íe™ y™k{Œ hk¾ðk{kt ykÔÞwt

Au. su™ku ‚tË¼o ™tƒh LL123 Au.rð„Œku Œ{khk R-{u÷ …h {kuf÷ðk{kt

ykðe Au.

„úknf: ¾qƒ ¾qƒ yk¼kh.

Œ{u: Œ{khwt Mðk„Œ Au, ‚h. Œ{khku rËð‚ ‚khku hnu.
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9) {e. Y…uþ: nuÕ÷ku.

{e. rð™kuË: „wz {kuo®™„, {e. Y…uþ. Yƒe …rç÷fuþ™{ktÚke yk {e.

rð™kuË™ku Vku™ Au

{e. Y…uþ: nu÷ku, rð™kuË.

{e. rð™kuË: Œ{u ykuzoh yk…e nŒe Œu «kuzõx rzÍkR™ …wMŒfku™e ™f÷ku

Œ{™u {¤e Au fu ™net Œu þkuÄðk {kxu {ut Vku™ fÞkuo Au. y{u Œu™u

„Þk yXðkrzÞu hðk™k fÞwO Au

{e. Y…uþ: ™k, rð™kuË. y{™u nS ‚wÄe Œu «kÃík ÚkÞwt ™Úke.

{e. rð™kuË: nwt Œu rðþu ¾qƒ rË÷„eh Au ‚h. nwt rzr÷ðhe rð¼k„™u Vku™

fheþ y™u ŒhŒ s Œ{khe …k‚u sÕËe …kAku ykðeþ. {e. Y…uþ:

f]…k fhe Œu fhku.y{™u Œkífkr÷f ‚k{„úe™e sYh Au. ƒÄk rðãkÚkeoyku

…wMŒfku {kxu …qAu Au.

{e. rð™kuË: nwt yk ƒkƒŒu Œ…k‚ fheþ. nwt VheÚke y‚wrðÄk ƒË÷ {kVe

{kt„w Awt. nwt Œ{™u sÕËeÚke Vku™ fheþ.

{e. Y…uþ: Xef Au. yk¼kh.

9.14 «ð]r¥kyku {kxu sðkƒku

1) i) ƒku÷kððwt, ii) ûký,   iii) swyku,   iv) ÷kR™ …fze hk¾ku,

(v) ®h„ y… fhku,   vi) R™,   vii) Vku™ …Ae,   viii) …kA¤,

ix) zkÞ÷ fhu÷,  x) yuõMxutþ™, xi)   nuhk™„rŒ, xii)   {kuƒkR÷,

xiii) MxuLz,    xiv) Œ…kMÞwt,     xv) …wrü.

2) i) „wz {kuo®™„. (yu) ii) „wz {kuo®™„ rnh÷, yksu Œ{u fu{ Aku? (yu, ƒe)

iii) nwt Œ{khe ‚kÚku yksu «rþûký™k ‚{Þ…ºkf …h sðk {kt„w Awt. ‚ktsu 4

   ðkøÞu Œ{™u y™wfq¤ hnuþu? (‚e)

 iv) ‚uLxÙ÷ ÷kRƒúuhe{kt fku÷ fhðk ƒkË÷ yk¼kh. Œ{khku rËð‚ ‚khku hnu. (ze)

v) yk¼kh y™u ykðsku. (ze)

vi) n{ýkt {kxu yk ƒÄwt Au, yk¼kh. (ze)

vii) nwt yksu Œ{khe ‚kÚku ¾heËe ÞkËe™e [[ko fhðk {kt„w Awt.

‚¼k™u ‚wr™rùŒ fhðk {kxu ‚khku ‚{Þ þwt nþu? (‚e)

viii) nu÷ku {nuþ, þwt Œ{khe ‚kÚku ðkŒ fhðk™ku yk ÞkuøÞ ‚{Þ Au? (yu, ƒe)

ix) ‚uLxÙ÷ ÷kRƒúuhe{kt fku÷ fhðk ƒkË÷ yk¼kh, yk ‚whuþ Au.

xur÷VkuLk MfeÕMk
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nwt Œ{™u fuðe heŒu ‚nkÞ fhe þfwt? (ƒe)

x) nkÞ ™unk, Œ{khwt ðefyuLz ‚khwt nŒwt? (yu, ƒe)

xi) Œ{khe ‚nkÞ ƒË÷ yk¼kh. ykðsku. (ze)

xii) „wz {kuo®™„, nwt …rç÷f ÷kRƒúuhe{ktÚke M™unk Awt y™u nwt yufkWLxT‚{ktÚke

fkuE™e ‚kÚku ðkŒ fhðk {kt„w Awt. (yu, ‚e)

 xiii) fk¤S ÷usku. ykðsku. (ze)

 xiv) yk ¼krðfk Au. f]…k fhe™u nwt ©e skuþe ‚kÚku ðkŒ fhðk {kt„w Awt.

(yu, ‚e)

 xv) þwt Œ{u {™u ©e rºkðuËe™ku {kuƒkR÷ ™tƒh yk…e þfku Aku? (‚e)

    (y™ki…[krhf), (yÄo yki…[krhf) yÚkðk (yki…[krhf)

3) i) þwt Œ{u {™u Úkkuzk rËð‚™e hò yk…e þfþku? (yki…[krhf)

ii) þwt {khu Œ{™u ‚eze ŒhŒ s {kuf÷ðe skuEyu? (yÄo yki…[krhf)

iii) þwt nwt Œu™u ‚tËuþ yk…e þfwt? (yki…[krhf)

iv) yksu Œ{khk {kxu r{Œ þkn ™u {¤ðk™wt þfâ Au? (yki…[krhf)

v) þwt Œ{u EåAku Aku fu nwt Œ{™u ŒhŒ s ‚qr[ {uR÷ fhwt? (yki…[krhf)

vi) nwt ykðŒk yXðkrzÞu hò …h sðk {kt„w Awt. (y™ki…[krhf)

 vii) þwt Œ{u fkuE ‚tËuþ {qfðk {kt„ku Aku? (yki…[krhf)

 viii) {™Ëe… Œ{™u {¤ðk {kt„u Au. (y™ki…[krhf),

 ix) þwt Œ{u rð[khku Aku fu ‚ku{ðkhÚke {™u yuf yXðkrzÞk™e hò {¤e

þfu? (yÄo yki…[krhf)

 x) nkrËof Ëðu Œ{™u {¤ðk {kt„u Au. (yki…[krhf)

 xi) þwt Œ{u RåAku Aku fu nwt n{ýkt s Œ{™u {kuf÷wt? (y™ki…[krhf)

 xii) {™u zh Au fu nwt Œ{™u Œu™e …k‚u ™k {qfe þfwt, ‚h. (yki…[krhf)

 xiii) þwt Œ{u fkuE ‚tËuþ Akuzðk {kt„ku Aku? (yÄo yki…[krhf)

 xiv) Œ{u yksu Œu™u {¤e þfŒk ™Úke. (y™ki…[krhf)

 xv) þwt nwt Œu™k {kxu {u‚us {qfe þfwt? (yki…[krhf)

4) i) Œ{u {™u ©e r™¾e÷™ku ™tƒh yk…e þfku?

   þwt Œ{u {™u / {u ©e r™¾e÷ ™tƒh yk…e þfþku?

 ii) Œ{u þwt fÌkwt?

    nwt Œ{khe ûk{k [knwt Awt? / Œ{u Œu …w™hkðŒo™ fhe þfku Aku?
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 iii) Œu fâkt „Þku Au?

    nwt òýe þfwt/ Œ{u fnku fu Œu fâkt „Þku Au?

 iv) Œ{khwt ™k{ þwt Au?

    f]…k fhe, nwt Œ{khwt ™k{ òýe þfwt?

 v) nk, nwt RåAwt Awt fu Œ{u {™u ™ðe ‚qr[ {kuf÷ku.

   nk, nwt RåAwt Awt fu Œ{u {™u ™ðe ‚qr[ {kuf÷ku.

 vi) yksu {™u {kuf÷ku.

   f]…k fhe™u yksu Œu {™u {kuf÷ku. / Œ{u yksu {™u Œu {kuf÷e þfku Aku?

 vii) ©e {™e»kk yksu W…÷çÄ ™Úke.

    {™u ÷k„u Au fu ©e {™e»kk yksu W…÷çÄ ™Úke.

viii) þwt nwt Œ{™u fk÷u Vku™ fhe þfwt Awt? þwt nwt Œ{™u fk÷u ƒku÷kðe þfwt? /

sku nwt Œ{™u fk÷u ƒku÷kðwt Œku Œu Xef hnuþu?

ix) {khu Œ{u þY fhu÷k ™ðk fkh rh…uh fku‚o rðþu Úkkuze {krnŒe skuEyu

Au. Œ{u su ™ðku fkh rh…uh fku‚o þY fhe hÌkk Aku Œu™k rð»ku {™u Úkkuze

{krnŒe ÷uðk {kt„Œku nŒku.

 x) 2.30 p.m. þw¢ðkhu y™wfq¤ Au?

    2.30 p.m.. þw¢ðkhu Œ{khk {kxu y™wfq¤ Au?

5) ðkŒ[eŒ 1

yuf: nu÷ku. (yu)

ƒe: nkÞ ð]tËk, frðŒk yk ƒksw / ynet. (yu)

yuf: ykun nkÞ, frðŒk. fuðwt Au ƒÄwt? (ƒe)

ƒe: ‚h‚! yk yXðkrzÞk{kt {khu [kh rËð‚™e hò Au. nwt rð[khŒku nŒku

fu sku Œ{u RåAku Aku

yk rËð‚ku{kt™k yuf {qðe {kxu òyku. (‚e)

yu: Œu ¾hkƒ rð[kh ™Úke! yk…ýu fk÷u sRþwt? (‚e)

ƒe: …hVuõx. þwt {khu …Ae 5 ðkøÞu Œ{™u WXkððwt skuEyu y™u y{u skuE

þfeyu Aeyu

6 ðkøÞu þku? (‚e)

yu: ‚h‚ ÷k„u Au. skuRÞu …Ae. (ze)

ƒe: ƒkÞ. fk÷u {¤eyu. (ze)

yu: ƒkÞ. (ze)

xur÷VkuLk MfeÕMk
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ðkŒ[eŒ 2

yu: „wz {kuo®™„, „wÃíkk r‚fâkurhxeÍ. nw Œ{ku™u fuðe heŒu {ËË fhe þfw?

(yu)

ƒe: ™{MŒu, „„™, Œu™k «¼kfh yk ƒksw. (yu)

yu: ykun, nu÷ku, «¼kfh. ÷ktƒk ‚{Þ ‚wÄe fkuE ‚{k[kh ™Úke. fuðwt Au

ƒÄwt? (ƒe)

ƒe: ƒÄk ynet ‚khe heŒu. Œ{khwt þwt? (ƒe)

yu: ƒÄk ‚khk. Œku {™u fnku, nwt Œ{khk {kxu þwt fhe þfwt? (‚e)

ƒe: {khu Œ{khe …k‚uÚke fux÷ef hkufký ‚÷kn skuEŒe nŒe, ŒuÚke nwt ykùÞo

…k{e hÌkku nŒku fu sku yk…ýu yk yXðkrzÞk{kt Úkkuzku ‚{Þ ‚kÚku ƒu‚e

þfeyu. (‚e)

yu: ~Þkuh, ƒwÄðkhu ƒ…kuhu 4 ðkøÞu, Œ{u {khk fkÞko÷Þ fu{ ™Úke ykðŒk?

(‚e)

ƒe: …hVuõx. …Ae nwt Œ{™u {¤eþ. (ze)

yu: yk„¤ swyku Œu {kxu. ykun, y™u Œ{khe fkÞko÷Þ ™e ™e[u™e Ëwfk™{ktÚke

Œu MðkrËü ‚{ku‚k ÷uðk™wt ¼q÷þku ™net! (ze)

ƒe: ~Þkuh. ƒkÞ. (ze)

yu: ƒkÞ. (ze)

ðkŒ[eŒ 3

rË™uþ «Äk™: nu÷ku.

yr{Œ fw{kh: ‚w«¼kŒ ‚knuƒ. ‚h. yk f{o[khe rð¼k„™k yr{Œ fw{kh

Au. ©e rn{ktþw yu {™u Œ{khe ‚kÚku ðkŒ fhðk™wt fÌkwt.

rË™uþ «Äk™: nk, yr{Œ fw{kh. ‚w«¼kŒ.Œ{khu {khu {khe {kxu ftEf

fhðk™e sYh Au.

yr{Œ fw{kh: [ku¬‚, ‚h. nw Œ{ku™u fuðe heŒu {ËË fhe þfw?

rË™uþ «Äk™: [k÷ku nwt Œ{™u …nu÷k Œu™k rðþu ‚trûkÃík{kt sýkðeþ. Œ{u

swyku, {khe ‚u¢uxhe, r{‚.

hu¾k hò …h Au, y™u {khu ‚kÚku fkuE™u ®‚„k…kuh …rh»kË{kt ºký rËð‚

{kxu ykððk™e sYh Au. ©e rn{ktþw Œ{khe ¾qƒ ¼÷k{ý fhu Au, ŒuÚke nwt

RåAwt Awt fu Œ{u yk ‚Vh{kt {khe ‚nkÞ fhku.
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yr{Œ fw{kh: [ku¬‚, ‚h. {™u ‚nkÞ fhðk{kt yk™tË Úkþu. y{u fâkhu

hðk™k ÚkEþwt? y™u {khu Œu {kxu þwt ŒiÞkhe{kt fhðk™e Au

rË™uþ «Äk™: sku Œ{u {khe f[uhe{kt 10:30 ðkøÞu ykðe þfku Aku, Œku

yk…ýu yu rð»ku [[ko fhe þfeyu Aeyu.

yr{Œ fw{kh: y{khe 10:30 Úke 11:30 ðkøÞk ‚wÄe ¾kŒkfeÞ {e®x„ Au.

sku nwt 11:30 ðkøÞu ykðwt Œku Œu Xef hnuþu?

rË™uþ «Äk™: ykun, Œu ƒhkƒh Au.

yr{Œ fw{kh: ƒhkƒh, ‚h. nwt íÞkt 11:30 ðkøÞu ykðeþ.

sðkƒ

 i) ðkŒ[eŒ{kt 3{kt ¼k»kk ¾qƒ yki…[krhf Au. WËknhý Œhefu yurõÍfâwrxð

fnu Au fu ‘nwt Œ{khk {kxu fuðe heŒu {ËË fhe þfwt Awt’ ™u ƒË÷u ‘nwt

Œ{khk {kxu þwt fhe þfwt Awt’ ðkŒ[eŒ 2 {kt, su yÄo-yki…[krhf Au.

ðkŒ[eŒ 1 ‚t…qýo heŒu y™ki…[krhf Au.

ii) ™kutÄ ÷ku fu yki…[krhf ¼k»kk{kt ‘’ fhþu ‘’ þfu ‘y™u’ {u ‘suðk

{kuzu÷ku™ku ðÄw W…Þku„ ÚkkÞ Au

iii) yurõÍfâwrxð Œu{™k ðrhc yrÄfkhe™u Œu™k «Úk{ ™k{ îkhk ‚tƒkuÄ™

fhŒwt ™Úke.

iv)  ½ýk yki…[krhf rfM‚kyku{kt ðkŒ[eŒ fkuE ™k™e ðkŒku yÚkðk nqtVk¤ku

(Warm up) ™ÚkenkuŒwt.

7) i) „wz {kuo®™„, frðŒk ™k„…k÷ ƒku÷wt Awt . nw Œ{ku™u fuðe heŒu {ËË fhe

þfw?

ii) þwt Œ{u fkuE ‚tËuþ {qfðk {kt„ku Aku?

iii) yk ™unk „wÃíkk Au.

iv) nwt y{™ ðne ‚kÚku ðkŒ fhðk {kt„w Awt.

v) f]…k fhe™u Œ{u {™u fne þfku fu Œ{u yk[kÞo ‚kÚku fu{ ðkŒ fhðk

{kt„ku Aku?

vi) fw. ‚kur™Þk ®‚½ {e®x„{kt Au.

vii) þwt Œ{u {™u Œ{khwt ™k{ sýkðþku?

viii) f]…k fhe™u, Œ{u Œu VheÚke fne þfku?

xur÷VkuLk MfeÕMk
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9.15 ‚tË¼kuo y™u rðþu»k ðkt[Lk
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sqÚk[[ko (Group Discussion)

YÃkhu¾k

10.0 WÆuþku

10.1 «MíkkðLkk

10.2 sqÚk[[ko fkuLkk îkhk hk¾ðk{kt ykðu Au ?

10.3 sqÚk[[koLkwt {n¥ð

10.4 sqÚk[[koLkk VkÞËk

10.5 sqÚk[[koLkwt ykÞkusLk

10.6 sqÚk[[ko{kt ÔÞÂõík îkhk æÞkLk{kt ÷uðkíke çkkçkíkku

10.7 sqÚk[[ko{kt ÃkMktËøkefíkko îkhk æÞkLk{kt ÷uðkíke çkkçkíkku

10.8 sqÚk[[ko :  ykx÷wt fhku

10.9 sqÚk[[ko :  ykx÷wt Lkk fhku

10.10 ¼k»kk Ãkh æÞkLk furLÿík

10.11 þçË¼tzku¤Lkku ÞkuøÞ WÃkÞkuøk

10.12 ©ðý f¤k : sqÚk[[ko{kt MkV¤ çkLkkðu.

10.13 sqÚk[[koLke Lkiríkfíkk

10.14 {qÕÞktfLkLkk {kÃkËtz (Major Areas of Evaluation)

10.15 sqÚk[[koLkk {k¤¾k{kt ½xfkuLke ¼qr{fk

10.16 ÃkuLk÷Lke yÃkuûkkyku

10.17 økútÚkk÷Þ yLku {krníke rð¿kkLk{kt sqÚk[[ko

10.18 sqÚk[[ko {kxu fux÷ktf rð»kÞku

10.19 Mkkhktþ

10.20 ík{khe «økrík [fkMkkuLkk W¥khku

10.21 [kðeYÃk þçËku

10.22 MktË¼kuo yLku rðþu»k ðkt[Lk

10.0  WÆuþku  (Objectives)

Ëhuf rð»kÞLkk Ëhuf {wÆk ÃkkA¤ ¼ýðkLkk ykþÞ nkuÞ Au, yuðe s heíku sqÚk[[ko
yuðku rð»kÞ Au suLkk rð»ku økútÚkk÷Þ{kt yÇÞkMk fhíkk Ëhuf rðãkÚkeoLku òýfkhe nkuðe
òuEyu. økútÚkk÷Þ{kt rðrðÄ Míkhu sqÚk[[koLkwt {n¥ð nkuÞ Au, su{ fu...

(1) rðãkÚkeoykuLkk «kÞkurøkf fkÞo{kt sqÚk[[ko {n¥ðLkku ¼køk Au.

yuf{

10
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(2) økútÚkk÷ÞLkk rðrðÄ Mku{eLkkh yLku ðkEðk{kt sqÚk[[ko îkhk Lkðk rð[khkuLke

ykÃk-÷u ÚkkÞ Au.

(3) fkuE Ãký ÔÞkðMkkrÞf yÇÞkMk¢{{kt «ðuþ {kxu sqÚk[[ko çkeswt ÃkøkÚkeÞwt Au.

10.1 «MíkkðLkk (Introduction)

ykÃkýu hkus - çkhkusLkk SðLk ÔÞðnkh{kt ðkík[eík îkhk yufçkeòt MkkÚku ðkík[eík

fheLku «íÞkÞLk fhíkkt nkuEyu Aeyu. «íÞkÞLk îkhk ðÄkhu {krníke {u¤ðe þfeyu Aeyu.

«íÞkÞLkLke su{ s sqÚk[[ko Ãký yux÷e s {n¥ðLke çkLku Au ßÞkhu fkuE rLkýoÞ ÷uðk{kt

½ýk çkÄk ÔÞÂõíkykuLkk rð[khLke sYh Ãkzu.

ßÞkhu ðÄkhu fkhýkuMkh fkuE {n¥ðÃkqýo rLkýoÞ ÷uðkLkku ÚkkÞ íÞkhu sqÚk[[ko

yuf ÃkMktËøkeLkwt MkkÄLk Au. sqÚk[[ko yu fkuEÃký Ãkheûkkyku{kt Úkíke nkuÞ Au. yhsËkhLke

ÃkMktËøke «r¢Þk{kt ÷ur¾ík Ãkheûkk çkkË ÃkMktË ÚkÞu÷k yhsËkhku{kt sqÚk[[ko fhðk{kt

ykðu Au. sqÚk[[ko yu ÷ur¾ík Ãkheûkk ÃkAeLkwt ÃkøkrÚkÞwt Au. sqÚk[[koLke {ËËÚke ÃkMktËøke

Mkr{ríkLku yhsËkh ÃkMktËøke{kt Mkh¤íkk hnu Au.

«kuVuþLk÷ yÇÞkMk¢{ íku{s MktMÚkkyku îkhk ykðe xuufrLkfLkku WÃkÞkuøk fhðk{kt

ykðu Au. ÄtÄkfeÞ MktMÚkkyku íku{s yÚkoþkMºk suðe ÔÞðMkkrÞf ûkuºk{kt sqÚk[[ko suðe

xufrLkf Lkðk - Lkðk rð[khkuLke ykÃk-÷u íku{s ÔÞÂõíkLkk ykí{rðïkMkLke òýfkhe

Ãkqhe Ãkkzu Au.

ykiÃk[krhf sqÚk[[koyu “ÔÞÂõíkykuLkk ðkík[eík” {kxuLke {kuxe ÷kûkrýfíkk

Au. Mkk{kLÞ heíku sqÚkLkk Lkuíkk îkhk [[koLke þYykík Úkíke nkuÞ Au. su{kt sqÚkLkk

rLkÞ{kuLkwt MÃküefhý fhðk{kt ykðu Au yLku fkuE yuf ÔÞÂõíkLku «&™ yLku íkuLkk

Mk{kÄkLk MkwÄe [[ko þY Úkíke nkuÞ Au. yufðkh [[ko þY ÚkE òÞ ÃkAe LkuíkkLkwt æÞkLk

ykÃku÷k Mk{MÞk yLku íkuLkk W¥kh WÃkh hnuíkwt nkuÞ Au. [[koLkk ytík{kt Lkuíkk {wÏÞ

rð[kh yLku Mk{kÄkLkLku Mk{S [[ko Ãkh rðhk{ {wfu Au.

* ÔÞkÏÞk

sqÚk yux÷u yuðe ÔÞÂõíkykuLkku Mk{qn su hkus-çkhkusLkk Mkíkík MktÃkfo{kt hneLku

yuf æÞuÞLku Ãkqýo fhðk {kxu fkÞo fhíkkt nkuÞ, ßÞkhu [[ko yux÷u çku fu íkuÚke ðÄw

ÔÞÂõíkyku ðå[u Úkíke rð[khkuLke ykÃk-÷u.

“sqÚk[[ko yuf yuðwt MkkÄLk Au su xqtf Mk{Þ{kt ÃkMktËøke fíkkoLku ½ýk çkÄk

W{uËðkhkuLkk rð[khkuLkwt rLkheûký, íkw÷Lkk yLku yÇÞkMk {qÕÞktfLk fhe þfu Au.” rhÍâq{

fu ÷ur¾ík Ãkheûkk îkhk ÔÞÂõík{kt hnu÷e ykðzík fu rð[khkuLkku ÏÞk÷ {u¤ððku yþõÞ

Au, yuðe ÂMÚkrík{kt sqÚk[[ko yu yuf íkf Au, suLkk îkhk ÔÞÂõík{kt hnu÷e ykðzík

íku{s rð[khkuLkwt rLkheûký fhe þfkÞ Au.
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ík{khe «økrík [fkMkku.

1. sqÚk[[ko yux÷u þwt ?

™kutÄ: i. Œ{khku sðkƒ ™e[u yk…u÷ søÞk{kt ÷¾ku.

ii. Œ{khku sðkƒ Þwr™x™k ytŒ{kt yk…u÷ sðkƒ ‚kÚku [fk‚ku.

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

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

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

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

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

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

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

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

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

10.2 sqÚk[[ko fkuLkk îkhk hk¾ðk{kt ykðu Au ?

sqÚk[[ko Group DiscussionLkk Lkk{u yku¤¾kÞ Au. sqÚk[[ko yuðe «r¢Þk/

ÃkøkrÚkÞwt Au su ftÃkLke, MktMÚkkyku fu fkuE ÄtÄkfeÞ Mfq÷ îkhk hk¾ðk{kt ykðu Au. su{kt

ÔÞÂõík{kt hnu÷ yktíkrhf «íÞkÞLk ykðzík, ykí{rðïkMk, sqÚk yufíkk, Lkuík]íðLke

ûk{íkk, íku{s Mkk{krsf ðíkoLk yLku ÃkrhÂMÚkríkyku{ktÚke çknkh ykððk {kxuLke çkkçkíkkuLku

æÞkLk{kt hk¾ðk{kt ykðu Au.

10.3 sqÚk[[koLkwt {n¥ð (Importans of Group Discussion)

fkuEÃký MktMÚkk fu ftÃkLke{kt yhsËkhLke ÃkMktËøke {kxu íkuLkk {qÕÞktfLk{kt sqÚk[[ko

{ËËYÃk çkLku Au. sqÚk[[koÚke ÔÞÂõík y÷øk y÷øk ÃkrhÂMÚkrík{kt fuðe heíku ÃkhVku{o

sqÚk[[ko
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fhu Au íkuLkwt w t íkkhý fkZe þfkÞ Au. MLkkíkf fûkk çkkË ÞwrLkðŠMkxe, çke-Mfq÷, fuBÃkMk

Ã÷uMk{uLxLkk «ðuþ {kxu sqÚk[[ko sYhe Au. swÚk{kt Lkuíkk fu MkÇÞ íkhefu fkÞo fhðkLke

ûk{íkk nkuðe òuEyu. sqÚk[[ko yuf yMkhfkhf ÞwÂõík Au su ÔÞÂõík ÃkMktËøke{kt {ËËYÃk

çkLku Au.

10.4 sqÚk[[koLkk VkÞËk  (Benifit of Group Discussion)

- rð[khku hsq fhe, ykÃk-÷u fhe þfkÞ.

- Ëhuf rð[khkuLkwt ¼tzku¤ Lkðku rð[kh ÷kðu Au.

- sqÚkku fkuEÃký «ÞíLkku {kxu yuf xufku yLku ð]rØ «ËkLk fhu Au.

- fkuEÃký ÔÞðMkkrÞf yÇÞkMk¢{{kt «ðuþ {kxu sqÚk[[ko {ËËYÃk

çkLku Au.

- fkuE rLkrùík Mk{MÞkLkk Mk{kÄkLk MkwÄe ÃknkU[e þfkÞ Au.

- [ku¬Mk rLkýoÞ ÷E þfkÞ Au.

- çkeòLkk rð[khku òýðkÚke ÃkkuíkkLkk rð[khku yLku ¿kkLk{kt ðÄkhku

ÚkkÞ Au.

ík{khe «økrík [fkMkku.

2.  sqÚk[[koLkwt {n¥ð yLku VkÞËk sýkðku.

™kutÄ: i. Œ{khku sðkƒ ™e[u yk…u÷ søÞk{kt ÷¾ku.

ii. Œ{khku sðkƒ Þwr™x™k ytŒ{kt yk…u÷ sðkƒ ‚kÚku [fk‚ku.

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

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

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

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

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

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

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

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

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

10.5 sqÚk[[koLkwt ykÞkusLk  (Planning of Group Discussion)

sqÚk[[ko yu MkkËe [[ko Au. su{kt swÚk{kt  ÔÞÂõíkykuLku ¼køk ÷uðk {kxu

yk{trºkík fhðk{kt ykðu Au. sqÚk{kt ¼køk ÷uLkkh ÔÞÂõíkykuLke MktÏÞk 7 Úke 8 nkuÞ

þfu, Ãkhtíkw 15 Úke ðÄkhu Lkrn. íkuykuLku sqÚk{kt [[ko {kxu rð»kÞ ykÃkðk{kt ykðu Au.

{kuxk  ¼køku zeçkux suðwt nkuÞ Au. ¼køk ÷uLkkh Ëhu ÔÞÂõíkLku 10 r{rLkx sux÷ku Mk{Þ

ykÃkðk{kt ykkðu Au, su{kt íkuyku rð»kÞLku Mk{S þfu yLku íku{Lkk rð[khkuLku økkuXðe

þfu Au. íÞkhçkkË 20-25 r{rLkx rð»kÞ WÃkh [[ko fhðk {kxuu ykÃkðk{kt ykðu Au.

[[ko {kxu fux÷ku Mk{Þ {¤þu íkuLke ðkík[eík Ãknu÷kÚke s ¼køk ÷uLkkh ÔÞÂõíkyku MkkÚku

fhðk{kt ykðu Au. sqÚk[[ko{kt ¼køk ÷uLkkh ÔÞÂõík{ktÚke fkuE Lkuík]íðÄkhe fu MktÞkusf

nkuíkwt LkÚke. Ëhuf ÔÞÂõíkLku Mk{kLk økýðk{kt ykðu Au. Ãkhtíkw yu þõÞ Au fu fkuE

ÔÞÂõík ykøk¤ ykðeLku Lkuík]íð Mkt¼k¤e ÷u Au. sqÚk[[ko{kt Vku{o÷ zeçkux suðk fkuE

Ãký «fkhLkk rLkÞ{kuLkwt fkuE Ãký ÃkrhÂMÚkrík{kt Ãkk÷Lk Úkíkwt LkÚke.

10.6 sqÚk[[ko{kt îkhk ÔÞÂõík{kt hnu÷e Lke[uLke çkkçkíkkuLku æÞkLk{kt ÷uðk{kt ykðu Au.

- Lkuík]íðLke økwýð¥kk

- yhsËkhLke økwýð¥kk

- ÃkrhÂMÚkríkykuLku MkwÄkhðkLke ykðzík

- {kir¾f «íÞkÞLk ykðzík

- ÔÞÂõíkykuLku Mk{sðkLke ykðzík

- sqÚk ¼kðLkk

- rLkÞ{ku «íÞu nfkhkí{f rð[kh

- sqÚk ðíkoLk

- yktíkrhf ðíkoLk

- rLkýoÞ ÷uðkLke ykðzík

- çkkuze ÷uLøkðus

- ÔÞÂõík ÃkkuíkkLkk æÞuÞ íku{s MktMÚkkLkk æÞuÞLku fux÷wt {n¥ð ykÃku Au.

sqÚk[[ko
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- ÔÞÂõík çkeòLkk rð[khkuLku Mkkt¼¤u Au fu Lknª, íku{s çkeòLkk rð[khkuLku

fux÷k ytþu Mðefkhðk íkiÞkh Au.

ík{khe «økrík [fkMkku.

3. sqÚk[[koLkwt ykÞkusLk sýkðe, ÔÞÂõík îkhk fE çkkçkíkkuLkwt æÞkLk hk¾ðwt

òuEyu Mk{òðku ?

™kutÄ: i. Œ{khku sðkƒ ™e[u yk…u÷ søÞk{kt ÷¾ku.

ii. Œ{khku sðkƒ Þwr™x™k ytŒ{kt yk…u÷ sðkƒ ‚kÚku [fk‚ku.

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

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

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

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

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

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

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

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

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

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

10.7 sqÚk[[ko{kt ÃkMktËøkefíkko îkhk æÞkLk{kt ÷uðkíke çkkçkíkku

sqÚk[[ko Ëhr{ÞkLk rLkheûkf yhsËkh{kt ½ýe çkÄe Lkðe ðkíkku òýðk{kt hMk

Ähkðu Au. íkuyku ík{khk{kt ½ýk çkÄk Lkðk Lkðk ÷ûkýkuLku æÞLk{kt hk¾u Au. su ykðzík

yLku ¿kkLk rhÍÞw{{kt òuðk {¤íkwt LkÚke. íkuðe Ëhuf{ çkkçkíkku sqÚk[[ko îkhk òýðk

{¤u Au. Lke[uLke çkkçkíkku rLkheûkf îkhk æÞkLk{kt ÷uðk{kt ykðu Au.
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- þwt ík{u fkuE WÃkÞkuøke {krníke ykÃkku Aku ?

- ík{khwt rð»kÞ «íÞuLkwt ¿kkLk fuðwt yLku fux÷wt Au ?

- þwt ík{u yMkhfkhf «íÞkÞLk fhe þfku Aku ?

- þwt ík{u Mkkhk ©kuíkk Aku ?

- ík{u sYrhÞkík ðøkh çkeòLku xufku Au ?

- ík{khk nkð¼kð nfkhkí{f Au Lku Lkfkhkí{f ?

- þwt ík{khk{kt rð&÷u»kýLkkí{f fwþ¤íkk Au ?

- þwt ík{u sqÚk{kt Lkuík]íð Ãkqhwt Ãkkzku Aku ?

- ík{u fux÷k Mkkhk xe{ ðõíkk Aku ?

- þwt ík{u {kºk ÃkkuíkkLkk MðkÚko {kxu Mkkt¼¤ku Aku yLku ¼køk ÷ku Aku ?

- þwt ík{u, sqÚkLku çkeò rð»kÞ WÃkh síkkt yxfkððk {kxu ík{khk rð»kÞ

Ãkh æÞkLk Ëkuhku Aku ?

ík{khe «økrík [fkMkku.

4.  sqÚk[[ko Ëhr{ÞkLk ÃkMktËøkefíkko îkhk æÞkLk{kt ÷uðkíke çkkçkíkku sýkðku.

™kutÄ: i. Œ{khku sðkƒ ™e[u yk…u÷ søÞk{kt ÷¾ku.

ii. Œ{khku sðkƒ Þwr™x™k ytŒ{kt yk…u÷ sðkƒ ‚kÚku [fk‚ku.

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

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

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

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

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

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

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

sqÚk[[ko
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......................................................................................

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

10.8 sqÚk[[ko :  ykx÷wt fhku

òu ík{khe ÃkkMku Ãkqhíkk «{ký{kt Mkk{kLÞ ¿kkLk nkuÞ íkku yu ík{Lku sqÚk[[ko{kt

{ËËYÃk çkLkþu. íkuLkk {kxu ík{khk{kt ÔÞkfhý, þçË¼tzku¤, yLku Wå[khý Ãký Mkkhwt

nkuðwt sYhe Au. su ÃkMktËøkefíkkoLkwt æÞkLk ík{khe íkhV Ëkuhðk «urhík fhþu. òu ík{khu

ÃkkuíkkLkk {kxu ftEf Mkkhwt fhðwt Au yLku ÃkMktËøkefíkko WÃkh yuf AkÃk / yku¤¾ {qfðe

nkuÞ íkku sqÚk[[ko{kt Úkkuzef çkkçkíkkuLke æÞkLk hk¾ðwt sYhe Au. su{ fu sqÚk[[ko Ëhr{ÞkLk

ykx÷wt fhku yLku ykx÷wt Lkk fhku.

- çkLku íÞkt MkwÄe çkeòtLku æÞkLkÃkqðof Mkkt¼¤ku yLku Lkkux íkiÞkh fhku.

- [[ko{kt çkLku yux÷k ðnu÷kt òuzkE òð.

- nt{uþk ykí{rðïkMk MkkÚku {krníkeLke ykÃk-÷u («íÞkÞLk) fhku.

- nt{uþk yu çkkçkík æÞkLk{kt hk¾ðe fu, ík{khwt æÞkLk ykÃku÷k rð»kÞ WÃkh

ðÄkhu nkuðwt òuEyu.

- Lkðku rð[kh hsq fhðkLkku «ÞíLk fhku fu su yøkkW fkuE çkeò îkhk Lkk

fhðk{kt ykÔÞku nkuÞ.

- òu ík{Lku fkuE ÔÞÂõíkLkku yuðku rð[kh òýðk {¤u suLkwt ¿kkLk Lkk nkuÞ íkku

íku{Lku nk÷{kt [k÷e hnu÷ ÃkrhÂMÚkríkykuLkk «&™ku fhku.

- òu ík{u fkuELkk rð[khÚke Mkn{ík Lkk nkuð íkku «rþü ¼k»kkLkku WÃkÞkuøk fheLku

W¥kh ykÃkku.

- òu [[ko rð»kÞLke çknkh Úkíke nkuÞ íkku, [[koLku rð»kÞ WÃkh ÷kððkLkk «ÞíLk

fhku.

- nfkhkí{f çkkuze ÷uLøkðus ðkÃkhku su{ fu fkuELke Mkk{u çkku÷íkk fu Mkkt¼¤íkk

nkuð íÞkhu íkuLke ykt¾ku{kt ykt¾ Lkk¾eLku ykí{rðïkMkÚke  ðkík fhku.

- ík{u [[ko{kt çkku÷ku Aku fu LkÚke çkku÷íkk, Aíkkt ykí{rðïkMk yLku hMkÚke Ãkqhe

[[ko{kt ¼køk ÷ku.

- fkuE Ãký «fkhLke Ë÷e÷ þY fhku íkku íkuLku Mk{Þ Ãkh yLku Mkkhe heíku Ãkqýo

fhku.

- nheVkE fhíkkt MknÞkuøkÚke fkÞo fhku.
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10.9 sqÚk[[ko :  ykx÷wt Lkk fhku

ßÞkhu sqÚk[[ko [k÷e hne nkuÞ íÞkhu ÃkMktËøkefíkko ík{khk Ëhuf nfkhkí{f

yLku Lkfkhkí{f rð[khkuLkwt rLkheûký fhíkk nkuÞ Au. íÞkhu ík{khe ÷kÞfkík {n¥ðLke

çkLku Au, su ík{khe ¾k{eyku Ãkh «¼krðík Lk ÚkkÞ. suÚke fheLku sqÚk[[ko{kt Lke[uLke

çkkçkíkku Lk fhðe òuEyu.

- ßÞkhu fkuE ÔÞÂõík ÃkkuíkkLkku rð[kh hsq fhe hÌkku nkuÞ íÞkhu ykhk{ Lk fhku

yLku þktík Lk çkuMkku.

- ÷ktçkk Mk{Þ MkwÄe [wÃk Lkk çkuMkku. ÃkMktËøkefíkko ík{Lku Mkkt¼¤ðk {kxu çkuXkt nkuÞ

Au.

- fkuE Ãký Lkfkhkí{f çkkuze ÷uLøkðus Lk ðkÃkhku su{ fu çkku÷íke ð¾íku ÃkøkLku

¢kuMk fheLku çkuMkðwt.

- yÃk{kLksLkf yLku ðktÄksLkf ÷køku yuðk nkð¼kðLkku WÃkÞkuøk Lk fhðku.

- ßÞkhu fkuE ÔÞÂõík ÃkkuíkkLkku rð[kh hsq fhe hÌkku nkuÞ íÞkhu Ë¾÷ Lk fhku.

- fkuE ík{khk rð[khÚke Mkn{ík Lkk ÚkkÞ íÞkhu Lkfkhkí{f ¼kð Lkk ykÃkku

íku{s Mð¼kð Lk çkË÷ku.

- sqÚk[[ko{kt ykÃku÷ rð»kÞLke çknkh fkuE [[ko Lk fhku.

- fkuE Ãký rð»kÞ fu rð[khLku ÃkkuíkkLke òík Ãkh Lk ÷uðk.

- sqÚk[[ko{kt çkeòLku Mkq[Lkkyku Lk ykÃkðe.

- {kºk çkku÷ðk ¾kíkh sqÚk{kt Lk çkku÷þku.

10.10  ¼k»kk Ãkh æÞkLk furLÿík (Focus on Language)

sqÚk[[ko{kt ¼k»kk, þçËku íku{s Wå[khýLkwt ¾qçk s {n¥ð Au. ¼k»kkLkku fuðe

heíku WÃkÞkuøk fhðku íku òýðwt {n¥ðLkwt Au. Lke[u y{wf {n¥ðLke ¼k»kkLkku WÃkÞkuøk

ËþkoÔÞku Au su sqÚk[[ko Ëhr{ÞkLk {ËËYÃk çkLke þfu Au.

* rð[kh hsq fhðk {kxu

- {Lku yuðwt ÷køku Au fu...

- {khe árü yu...

- {khk rð[khkuLkwt ð÷ý...

- yuíkku MÃkü Au fu...

sqÚk[[ko
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- nwt {kLkwt Awt fu...

- MÃkü heíku...

* rðûkuÃk / yðhkuÄ {kxu

- Mkkt¼¤ku, nwt Úkkuzkuf ¾w÷kMkku / MÃküefhý fhðk {ktøkwt Awt.

- òu nwt Úkkuzkuf Mk{Þ ÷ô...

- {kV fhòu, Ë¾÷økehe {kxu Ãký...

* rðûkuÃk / yðhkuÄLku hkufðk / Mkk[ððk {kxu

- {kV fhþku, {Lku yk Ãkqhwt fhðk Ëku.

- swyku, nwt su fne hÌkku Awt íku Ãkqhwt fhe ÷ô.

- ykÃk {Lku {khe ðkík Ãkqhe fhðkLkku Mk{Þ ykÃkþku.

* [[koLku rð»kÞ WÃkh ÷E sðk {kxu

- þwt ykÃkýu {wÏÞ rð»kÞ WÃkh sE þfeyu.

- {Lku nðu ykðwt ÷køku Au fu ykÃkýu {q¤ [[ko WÃkh sðwt òuEyu.

* fkuE rð»kÞ WÃkh Mkt{rík ykÃkðk {kxu

- nwt Úkkuzku Mk{tík Awt.

- MktÃkqýoÃkýu / [ku¬MkÃkýu / çkhkçkh (ÞÚkkÚko heíku)

- nwt rð[khwt Awt fu ík{u Mkk[k Aku.

* fkuE rð»kÞ WÃkh Mkt{rík Lk Úkðk {kxu

- nwt yk rð»kÞ WÃkh Úkkuzwtf fneþ.

- nwt yuðwt LkÚke {kLkíkku...

- nwt ík{khe ðkík MkkÚku Mkt{ík LkÚke.

* ÔÞkÃkfíkk yLku MkwÄkhkí{fíkk [fkMkðk {kxu

- yuLku ykÃkýu çkeS heíku ÷Eyu

* [[ko{kt Mkq[Lkku ykÃkðk {kxu

- nwt yuðwt Mkq[Lk fhwt Awt fu...

- fkuE rð»kÞ Ãkh...

- ykÃkýu yk{ fheyu íkku...
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ík{khe «økrík [fkMkku.

5. sqÚk[[koLkku yÚko ykÃke, sqÚk[[ko{kt Do’s (yux÷wt fhku) yLku Dont’s (yux÷wt

Lkk fhku)Lke {krníke ykÃkku.

6. sqÚk[[koLkku yÚko ykÃke, sqÚk[[ko{kt ¼k»kk WÃkh æÞkLk fuðe heíku furLÿík

fhðwt íkuLke {krníke ykÃkku.

™kutÄ: i. Œ{khku sðkƒ ™e[u yk…u÷ søÞk{kt ÷¾ku.

ii. Œ{khku sðkƒ Þwr™x™k ytŒ{kt yk…u÷ sðkƒ ‚kÚku [fk‚ku.

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

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

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

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

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

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

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

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

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

10.11  þçË¼tzku¤Lkwt WÕ÷u¾Lk (Mention of Vocabulary)

sqÚk[[ko{kt þçËkuLku æÞkLk hk¾eLku çkku÷ðk òuEyu. fkuEÃký rð»kÞ WÃkhLke

sqÚk[[ko{kt çkÄk ÔÞÂõíkykuLku Mk{sý Ãkzu yuðk þçËkuLkku WÃkÞkuøk fhðku. suÚke fheLku

fkuEÃký ÔÞÂõíkLku Mk{sý Mk{sðk{kt yz[ý Lkk Ãkzu. çkLku íÞkt MkwÄe Mkk{kLÞ yux÷u

fu (fku{Lk) þçËkuLkku WÃkÞkuøk fhðku. rð[khLku hsq fhíke ð¾íku {kºk yuf fu çku

ÔÞÂõík MkkÚku ðkík Lkk fhku. çkLku íÞkt MkwÄe sqÚk[[ko{kt çkÄk ÔÞÂõíkyku MkkÚku rð[khkuLke

ykÃk-÷u fhku. suLkkÚke çkeòt Ãký ík{khe MkkÚku òuzkþu yLku íkuyku Ãký {wõík heíku

íku{Lkk rð[khku hsq fhþu. fkuE çkeS ÔÞÂõíkLkk «&™Lkku W¥kh ykÃkku íÞkhu Ãký çkÄk

MkkÚku ðkík-[eík fhku.

sqÚk[[ko
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10.12  ©ðý f¤k : sqÚk[[ko{kt MkV¤ çkLkkðu

ÔÞÂõík Mkkhku ©kuíkk çkLke òÞ íkku íkuLku sqÚk[[ko suðe Ãkheûkkyku{kt MkV¤

çkLkðkLkku {køko {¤e hnu Au. sqÚk[[ko{kt fkuE rðãkÚkeo sqÚk[[ko{kt MktÃkqýo Ãkýu ¼¤e

òÞ. yuLkk {kxu rð[kheLku çkku÷ðkLkwt, Mkt¼k¤ðkLkwt yLku rLkheûkýyu sqÚk[[ko{kt «økríkLkku

hMíkku çkLku Au Ãkhtíkw ÔÞÂõík ÃkkuíkkLke ûk{íkk «{kýu 15 r{rLkxÚke ðÄkhu æÞkLk ykÃke

þfíkku LkÚke. [[koLkku yLkw¼ð íÞkhu ykðu ßÞkhu ÔÞÂõík [íkwhkE yLku  æÞkLkÃkqðof

rLkheûký fhe þfu. fkuE ÔÞÂõík rð[kh hsq fhu íÞkhu Lke[uLkk Ãkrhçk¤kuLkk ykÄkhu

MkíÞ / yMkíÞ rð[khLku y÷øk y÷øk fhe þfu Au.

- ík{u sqÚk[[koLkk æÞuÞ MkwÄe Ãknkut[ðk ÃkkuíkkLkwt ÞkuøkËkLk ykÃÞwt...

- Mkkt¼¤ðkLke íkf{kt ykuAk{kt ykuAe 15 r{rLkx sux÷wt çkkuÕÞk...

- òu ík{u sqÚk{kt [[ko Úkíkk rð»kÞ WÃkh ¿kkLk Lk nkuÞ íkku Ãký çkeòtLkk rð[khku

Mkkt¼¤eLku ÃkkuíkkLkku rð[kh hsq fÞkuo...

- sqÚk[[ko yuðwt MÚk¤ Au ßÞkt çkÄk yuf MkkÚku ÃkkuíkkLkk rð[khku hsq fhðk

«ÞíLk fhíkkt nkuÞ Au íÞkhu çkÄkLkk rð[khkuLku {kºk Mkkt¼éÞkt...

- òu ík{u sqÚk[[koLkk {wÏÞ æÞuÞ{kt ÞkuøkËkLk LkÚke ykÃkíkk íkku ík{u sqÚk fkÞo{kt

MkV¤ LkÚke...

- yuf Mkkhk ©kuíkk íkhefu nt{uþk çkeòtLkk rð[khku MkkÚku Mk{tík ÚkÞkt...

- sqÚk[[koLkk AuÕ÷k Ãkzkð{kt ík{khu fkuELku Mkkt¼¤ðk fhíkk ík{khk rð[khkuLku

Mkkhktþ fheLku hsq fÞko...

10.13  sqÚk[[koLke Lkiríkfíkk (Etsics of Group Discussion)

[[ko yuðe «r¢Þk Au ßÞkt yuf ÔÞÂõíkLkk rð[khku çkeS ÔÞÂõíkLkk rð[khkuÚke

swËk nkuÞ Au. Ëhuf ÔÞÂõík ÃkkuíkkLkk y÷øk yLku Lkðk rð[khku hsq fhíkkt nkuÞ Au.

sqÚk[[ko Ëhr{ÞkLk Lkiríkfíkk rð[kh - rð{þoLku «kuíMkkrník fhu Au. ßÞkhu çkeòt

ÔÞÂõíkLkk rð[khLku Mk{SLku ÃkkuíkkLkk rð[kh hsq Úkíkk nkuÞ íÞkhu Lkiríkfíkk hk¾ðe

sYhe çkLku Au. sqÚk[[ko{kt fkuE «fkhLke yLkiríkfíkkÚke rð[khLku Mkk[ku Lk çkLkkðku

òuEyu. MkíÞ yLku yMkíÞ òÛÞk çkkË s rð[khkuLke ykÃk-÷u fhðe òuEyu. ÃkwMíkf{kt

¼k»kk yLku íkfoLkwt Lkiríkf y{÷efhý íÞkhu s ÚkkÞ ßÞkhu [[ko{kt ykðu, Lkðk

rð[khkuLkku nfkhkí{f yÚkðk Lkfkhkí{f W¥kh ykÃkíkk LkiríkfíkkÚke rð[khðwt sYhe

çkLku Au.
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10.14  {qÕÞktfLkLkk {kÃkËtz (Major Areas Of Evaluation)

sqÚk[[ko{kt ¼køk ÷uLkkh Ëhuf ÔÞÂõíkLkwt {qÕÞktfLk rð»kÞLkk îkhk fhðk{kt

ykðu Au. ynª Ëþkoðu÷ y{wf ½xf «{kýu íkuyku Ëhuf ÔÞÂõíkLke {qÕÞktfLk VkE÷

íkiÞkh fhu Au. su ½xfku ík{Lku sqÚk[[ko{kt ¼køk ÷uíke ð¾íku {ËË fhe þfu Au.

– ytøkúuS ¼k»kk çkku÷ðk WÃkh Ãkfz : ½ýeðkh ÔÞÂõík ÃkkuíkkLke {kík]¼k»kkÚke

yux÷ku òuzkE òÞ Au fu çkeS fkuE ¼k»kk WÃkh æÞkLk furLÿík fhíkkt LkÚke.

su sqÚk[[ko fkÞo¢{{kt {kuxe ¾k{e çkLke þfu Au. ytøkúuS ¼k»kk Ãký yux÷e

s sYhe Au. Ãkhtíkw su íkfoþwØ, Mkk[e, MkwMktøkík, ÞkuøÞ nkuðe òuEyu. òu

ytøkúuS ¼k»kkLkku Wå[kh ÔÞðÂMÚkík Lk nkuÞ íkku çkLku íÞkt MkwÄe ytøkúuS þçËkuLkku

WÃkÞkuøk xk¤ðku.

– rð»kÞ ykÄkrhík ¿kkLk : ¼køk ÷uLkkh ÔÞÂõík su rð»kÞ WÃkh [[ko fhðkLkku

nkuÞ íkuLke rðïMkLkeÞ {krníke, ðkMíkrðf ½xLkk yLku yktfzkyku nkuðkt òuEyu.

yk WÃkhktík çkeòt rð»kÞkuLkwt Ãký ¿kkLk nkuðwt òuEyu, yuf rþrûkík ÔÞÂõíkLke

yÃkuûkk «{kýu ðíko{kLk ½xLkkyku, hk»xÙeÞ yLku yktíkhhk»xÙeÞ çkkçkíkku, Mkk{krsf

yLku ykŠÚkf rð»kÞku, ði¿kkrLkf yLku ÃkÞkoðhýeÞ Mk{MÞkyku, {wÏÞ y¾çkkhkuLkk

rððkËkMÃkË {wÆkyku WÃkh ðÄkhu æÞkLk furLÿík fhku. sux÷wt ðÄkhu rð»kÞLkwt

¿kkLk nþu íkux÷k WíMkkn yLku ykí{rðïkMkÚke [[ko{kt òuzkE þfþu. rð»kÞ

íks¿k ðÄkhu rð»kÞ ¿kkLk WÃkh ¼kh {qfíkk nkuÞ Au.

– {kir¾f «íÞkÞLkLkwt fkiþÕÞ : rð»kÞLkwt ¿kkLk sux÷wt {n¥ðÃkqýo Au íkux÷wt s

«íÞkÞLk fkiþÕÞ Au. yr¼ÔÞÂõík ðøkh ¿kkLk yÄqhwt Au. rð[khkuLke ykÃk-÷u

nt{uþk «íÞkÞLkÚke ÚkkÞ Au, sqÚk[[ko{kt MkV¤íkk {kxu ykí{rðïkMkÚke rð[kh

hsq fhðku sYhe Au.  ÃkuLk÷ îkhk ¼køk ÷uLkkhLkku ykí{rðïkMk Ãký òuðk{kt

ykðu Au.

– ©ðý fkiþÕÞ : ½ýk ÷kufkuLke yuf f{òuhe nkuÞ Au fu ÔÞÂõíkLku ÃkkuíkkLkwt s

Mkkt¼¤ðwt øk{u Au. sqÚk[[ko{kt Mkkt¼¤ðwt Ãký yux÷wt s {n¥ðLkwt Au, sux÷wt

çkku÷ðwt. ÃkuLk÷ îkhk ¼køk ÷uLkkhLku Mkkt¼¤ðkLkwt Ãký [fkMkðk{kt ykðu Au.

ík{khe «økrík [fkMkku.

7.  sqÚk[[ko{kt {qÕÞktfLkLkk {kÃkËtzLke {krníke ykÃkku.

™kutÄ: i. Œ{khku sðkƒ ™e[u yk…u÷ søÞk{kt ÷¾ku.

ii. Œ{khku sðkƒ Þwr™x™k ytŒ{kt yk…u÷ sðkƒ ‚kÚku [fk‚ku.
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......................................................................................

10.15  sqÚk[[koLkk {k¤¾k{kt ½xfkuLke ¼qr{fk :

- ykht¼ fhLkkh

- {krníke þkuÄLkkh yLku ykÃkLkkh

- «r¢Þk MknkÞf

- yr¼«kÞ þkuÄLkkh / ykÃkLkkh

- MÃküfíkko

- Mkkhktþ

- Mkk{krsf Mk{Úkof

- nk{kuoLkkEÍh

- íkýkð hkník

- WíMkknfkhf

- nw{÷ku fhLkkh

- ð[oMð
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10.16  ÃkuLk÷Lke yÃkuûkkyku  (Panel Expectations)

ík{khe ÃkkMku Lke[uLkk økwýku nkuðk òuEyu :

- xe{ ¾u÷kze (Team Player)

- íkfo (Reasoning)

- Lkuík]íð (Leadership)

- ÷ð[ef (Flexible)

- rLkùÞ (Assertiveness)

- Ãknu÷ (Initiative)

- MksoLkkí{fíkk (Creatgivity (Out of The Box Thinking))

- «uhýkËkÞe ûk{íkk (Inspiring Ability)

- Mkkt¼¤ðwt (Listening) yLku òøk]rík (Awareness)

10.17   økútÚkk÷Þ yLku {krníke rð¿kkLk{kt sqÚk[[ko (Group Discussion in Library

and information Science)

økútÚkk÷Þ yuðwt MÚk¤ Au ßÞkt rð[khkuLke. ÃkwMíkfkuLke íku{s MktþkuÄLkku ykÃk-÷u

ÚkkÞ Au. yuf ÔÞÂõík çkeS ÔÞÂõík MkkÚku [[koÚke ÃkkuíkkLke {krníkeLke sYrhÞkíkLku Ãkqýo

fhu Au. þkuÄ fu ÷½wþkuÄ suðk yÇÞkMk¢{{kt «ðuþ {kxu sqÚk[[ko ¾qçk s {n¥ðLke

çkLku Au. WÃk¼kuõíkkyku, MktþkuÄLkfkhkf, yæÞkÃkfku ÃkkuíkkLke {krníkeLke sYrhÞkíkLku

Ãkqýo fhðk {kxu økútÚkk÷ÞLkku WÃkÞkuøk fhíkk nkuÞ Au. fkÞËk suðk rð»kÞLkk økútÚkk÷Þku{kt

[[ko {kxu {wx fkuxo (Moot Court) suðkt rð¼køkku çkLkkððk{kt ykðu Au ßÞkt rðãkÚkeo,

yæÞkÃkfku, MktþkuÄfku ÃkkuíkkLkk ¿kkLkLke ykÃk-÷u yufçkeò MkkÚku fhe þfu. økútÚkk÷Þ

suðkt MÚk¤ Ãkh sqÚk[[ko yu yLkku¾ku fkÞo¢{ yÚkðk yLkw¼ð çkLke òÞ Au.

ík{khe «økrík [fkMkku.

8. sqÚk[[koLkku yÚko ykÃkíke, økútÚkk÷Þ yLku {krníke rð¿kkLk{kt sqÚk[[ko fuðe

heíku {n¥ðLke Au íku Mk{òðku.

™kutÄ: i. Œ{khku sðkƒ ™e[u yk…u÷ søÞk{kt ÷¾ku.

ii. Œ{khku sðkƒ Þwr™x™k ytŒ{kt yk…u÷ sðkƒ ‚kÚku [fk‚ku.

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

sqÚk[[ko
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10.18 sqÚk[[ko {kxu fux÷ktf rð»kÞku

- ¼khík{kt ykíktfðkË

- hksfkhý Ä{o{kt ¼¤ðwt Lk òuEyu

- ¼khíkeÞku{kt Lkiríkfíkk yLku {qÕÞku yÄkuøkríkþe÷

- {erzÞk ÃkÂç÷®þøk yLku xur÷fk®Mxøk rxÙrðÞk MkkÚku, MkuLMkhþeÃk yksLkk ÞwøkLke

sYrhÞkík Au.

- ykÃkýu ðLÞ«kýe / ÃkÞkoðhý çk[kððk {kxu økt¼eh LkÚke.

- rþûký «ýk÷e{kt økt¼eh MkwÄkhkLke sYh Au.

- þwt hksfeÞ rMkMx{ yu ykÃkýk ÃkAkíkÃký {kxuLkwt fkhý Au ?

- Wå[ rþûkýLkwt ¾kLkøkefhý

- ¼khíkeÞ çke-þk¤kykuLke yMkhfkhfíkk

- E-÷‹Lkøk : ðøko¾tz{kt þe¾ðkLke yðuS.

- Mkwhûkk fu{uhk yLku økkuÃkLkeÞíkk

10.19  Mkkhktþ (Summary)

ykÃkýu hkus-çkhkusLkk SðLk ÔÞðnkh{kt ðkík[eík îkhk yufçkeòt MkkÚku ðkík[eík

fheLku «íÞkÞLk fhíkkt nkuEyu Aeyu. {krníke yux÷e s yøkíÞLke Au sux÷e çkeòt
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MkkÚku ðkík fhðe. yk íkçk¬u sqÚk[[ko yuf {n¥ðLkku ¼køk ¼sðu Au. ßÞkhu fkuE

rLkýoÞ ÷uðkLkku nkuÞ yÚkðk fkuE Mk{MÞkLkwt Mk{kÄkLk þkuÄðkLkwt ÚkkÞ íÞkhu sqÚk[[koLkwt

ykÞkusLk Úkíkwt nkuÞ Au. Ãkrhýk{ MðYÃku Wfu÷ {¤e hnuíkk nkuÞ Au. rðrðÄ ûkuºkkuLke

su{ økútÚkk÷Þ ûkuºk{kt Ãký sqÚk[[ko yux÷e s {n¥ðLke Au.

10.20  Œ{khe «„rŒ [fk‚ku™k W¥kh

1. sqÚk yux÷u yuðe ÔÞrõŒyku™ku ‚{qn su hkus-ƒhkus™k ‚ŒŒ fkuLxuõx{kt hne™u

yuf æÞuÞ™u …qýo fhðk {kxu fkÞo fhŒk nkuÞ, sÞkhu [[ko yux÷u  ƒu fu ŒuÚke
ðÄw ÔÞrõŒyku ðå[u ÚkŒe rð[khku™e yk…-÷u.

2. sqÚk [[ko™wt {níð: fkuE …ý ‚tMÚkk fu ft…™e {kt yhsËkh™e …‚tË„e {kxu

Œu™k {qÕÞktf™{kt sqÚk [[ko {ËËY… ƒ™u Au. sqÚk [[koÚke ÔÞrõŒ y÷„ y÷„
…rhrMÚkrŒ{kt fuðe heŒu …hVku{o fhu Au Œu™wt Œkhý fkZe þfkÞ Au.M™kŒf fûkk

ƒkË Þwr™ðr‚oxe, ƒe-Mfq÷, fuB…‚ Ã÷u‚{uLx™k «ðuþ {kxu sqÚk [[ko sYhe
Au. sqÚk{kt ™uŒk fu ‚ÇÞ Œhefu fkÞo fhðk™e ûk{Œk nkuðe skuEyu. sqÚk [[ko

yuf y‚hfkhf ÞwrõŒ Au su ÔÞrõŒ …‚tË„e{kt {ËËY… ƒ™u Au.

sqÚk[[ko™k VkÞËk:

•  rð[khku hsq fhe, yk…-÷u fhe þfkÞ

•  Ëhuf™k rð[khku™wt ¼tzku¤ ™ðku rð[kh ÷kðu Au.

•  sqÚkku fkuE…ý «ÞíLkku {kxu yuf xufku y™u ð]rØ «Ëk™ fhu Au.

fkuE…ý ÔÞð‚krÞf yÇÞk‚¢{ {kt «ðuþ {kxu sqÚk [[ko {ËËY… ƒ™u

3. sqÚk [[koyu ‚kËe [[ko Au su{kt swÚk{kt ÔÞrõŒyku™u ¼k„ ÷uðk {kxu yk{trºkŒ

fhðk{kt ykðu Au.sqÚk{kt ¼k„ ÷u™kh ÔÞrõŒyku™e ‚tÏÞk 7 Úke 8 nkuÞ þfu,
…htŒw 15 Úke ðÄkhu ™rn. Œuyku™u sqÚk{kt [[ko {kxu rð»kÞ yk…ðk{kt ykðu

Au, {kuxk ¼k„u zeƒux suðwt nkuÞ Au. ¼k„ ÷u™kh Ëhuf ÔÞrõŒ™u 10 r{r™x
sux÷ku ‚{Þ yk…ðk{kt ykðu Au, su{kt Œuyku rð»kÞ™u ‚{S þfu y™u Œu{™k

rð[khku™u „kuXðe þfu Au.

sqÚk [[ko îkhkÔÞrõŒ{kt hnu÷e ™e[u™e ƒkƒŒku™u æÞk™{kt ÷uðk{kt ykðu Au.

• ™uŒ]íð™e „wýðŒk, yhsËkh™e „wýðŒk, …rhrMÚkrŒyku ™u ‚wÄkhðk™e

ykðzŒ, {kir¾f «íÞkÞ™ ykðzŒ, ÔÞrõŒyku™u ‚{sðk™e ykðzŒ,
sqÚk ¼kð™k, r™Þ{ku «íÞu nfkhkí{f rð[kh, sqÚk ðŒo™, yktŒrhf

ðŒo™, r™ýoÞ ÷uðk™e ykðzŒ, ƒkuze ÷uL„ðus, ÔÞrõŒ …kuŒk™k æÞuÞ
Œu{s ‚tMÚkk™k æÞuÞ™u fux÷wt {níð yk…u Au, ÔÞrõŒ ƒeò™k rð[khku™u

‚kt¼¤u Au fu ™ne, Œu{s ƒeò™k rð[khku™u fux÷kt ytþu Mðefkhðk
ŒiÞkh Au.

sqÚk[[ko
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4. sqÚk[[ko{kt …‚tË„efŒko îkhk æÞk™{kt ÷uðkŒe ƒkƒŒku

• þwt Œ{u fkuE W…Þku„e {krnŒe yk…ku Aku?

• Œ{khwt rð»kÞ «íÞu™wt ¿kk™ fuðwt y™u fux÷wt Au?

• þwt Œ{u y‚hfkhf «íÞkÞ™ fhe þfku Au?

• þwt Œ{u ‚khk ©kuŒk Aku?

• Œ{u sYrhÞkŒ ð„h ƒeò™u xkufku Au?

• Œ{khk nkð¼kð nfkhkí{f Au fu ™fkhkí{f?

• þwt Œ{khk{kt rð&÷u»ký™kí{f fwþ¤Œk Au?

• þwt Œ{u sqÚk{kt ™uŒ]íð …qhwt …kzku Aku?

• Œ{u fux÷k ‚khk xe{ ÔÞõŒk Aku?

• þwt Œ{u {kºk …kuŒk™k MðkÚko {kxu ‚kt¼¤ku Aku y™u ¼k„ ÷ku Aku?

• þwt Œ{u sqÚk™u ƒeò rð»kÞ W…h sŒkt yxfkððk {kxu Œ{khk rð»kÞ
…h æÞk™ Ëkuhku Aku?

5. sqÚk [[ko{kt ykx÷wt fhku

• ƒ™u íÞkt ‚wÄe ƒeò™u æÞk™…qðof ‚kt¼¤ku y™u ™kux ŒiÞkh fhku.

• [[ko{kt ƒ™u yux÷k ðnu÷k skuzkE òð,

• nt{uþkt ykí{rðïk‚ ‚kŒu {krnŒe™e yk…-÷u («íÞkÞ™) fhku.

• nt{uþkt yu ƒkƒŒ æÞk™{kt hk¾ðe fu, Œ{khwt æÞk™ yk…u÷k rð»kÞ

W…h ðÄkhu nkuðwt skuEyu.

• ™ðku rð[kh hsq fhðk™ku «ÞíLk fhku su y„kW fkuE ƒeò îkhk ™k
fhðk{kt ykÔÞku nkuÞ.

sqÚk[[ko{kt ykx÷wt ™ fhku

• sÞkhu fkuE ÔÞrõŒ …kuŒk™ku rð[kh hsq fhe hÌkku nkuÞ íÞkhu ykhk{
™ fhku y™u þktŒ ™ ƒu‚ku.

• ÷ktƒk ‚{Þ ‚wÄe [q… ™k ƒu‚ku. …‚tË„efŒko Œ{™u ‚t¼k¤ðk {kxu
ƒuXk nkuÞ Au.

• fkuE…ý ™fkhkí{f ƒkuze ÷uL„ðus ™ ðk…hku su{ fu, ƒku÷Œe ð¾Œu

…„™u ¢ku‚ fhe™u ƒu‚ðwt.

• y…{k™s™f y™u ðktÄks™f ÷k„u yuðk nkð¼kð™ku W…Þku„ ™
fhðku.
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6. ¼k»kk W…h æÞk™ furLÿŒ fhðk {kxu ™e[u™e ƒkƒŒku™wt æÞk™ hk¾ku.

• rð[kh hsq fhðk {kxu

• {™u yuðwt ÷k„u Au fu......

• {khe ÿrü yu.......

• {khk rð[khku™wt ð÷ý.....

• yu Œku M…ü Au fu.......

• nwt {k™wt Aw fu.......

• M…ü heŒu.......

• rð…uûk/yðhkuÄ {kxu

• ‚kt¼¤ku, nwt Úkkuzktf ¾w÷k‚k/M…üefhý fhðk {kt„wt Awt.

• sku nwt Úkkuzkuf ‚{Þ ÷ô....

• {kV fhsku, Ë¾÷„ehe {kxu…ý.....

7. sqÚk[[ko{kt {qÕÞktf™™k {k…Ëtz

• yt„úuS ¼k»kk ƒku÷ðk W…h …fz

• rð»kÞ ykÄkrhŒ ¿kk™

• {kir¾f «íÞkÞ™™wt fkiþÕÞ

• ©ðý fkiþÕÞ

8. „útÚkk÷Þ yuðwt MÚk¤ Au ßÞkt rð[khku™e, …wMŒfku™e Œu{s ‚tþkÄ™ku yk…-÷u
ÚkkÞ Au. yuf ÔÞrõŒ ƒeS ÔÞrõŒ ‚kÚku [[koÚke …kuŒk™e {krnŒe™e sYrhÞkŒ™u
…qýo fhu Au. þkuÄ fu ÷½wþkuÄ suðk yÇÞk‚¢{{kt «ðuþ {kxu sqÚk [[ko ¾qƒ
s {n¥ð™e ƒ™u Au. W…¼kuõŒkyku, ‚tþkuÄ™fkhf, yæÞk…fku …kuŒk™e
{krnŒe™e sYrhÞkŒ ™u …qýo fhðk {kxu „útÚkk÷Þ™ku W…Þku„ fhŒk nkuÞ Au.
fkÞËk suðkt rð»kÞ™k „útÚkk÷Þku{kt [[ko {kxu {wx fkuxo (Moot Court) suðkt
rð¼k„ku ƒ™kððk{kt ykðu Au ßÞkt rðãkÚkeo, yæÞk…fku, ‚tþkuÄfku …kuŒk™k
¿kkíkT™e yk…-÷u yufƒeòt ‚kÚku fhe þfu. „útÚkk÷Þ suðkt MÚk¤ …h sqÚk [[ko
yu y™ku¾ku fkÞo¢{ yÚkðk y™w¼ð ƒ™e òÞ Au.

10.21 [kðeY… þçËku  (Key Words)

sqÚk[[ko : sqÚk yux÷u yuðe ÔÞrõŒyku™ku ‚{qn su hkus-ƒhkus™k ‚ŒŒ fkuLxuõx{kt
hne™u yuf æÞuÞ™u …qýo fhðk {kxu fkÞo fhŒk nkuÞ, sÞkhu [[ko

yux÷u ƒu fu ŒuÚke ðÄw ÔÞrõŒyku ðå[u ÚkŒe rð[khku™e yk…-÷u.

©ðý fkiþÕÞ : ½ýkt ÷kufku™e yuf f{skuhe nkuÞ Au fu ÔÞrõŒ™u …kuŒk™wt s ‚t¼k¤ðwt

„{u Au. sqÚk [[ko{kt ‚t¼k¤ðwt …ý yux÷wt s {níð™wt Au sux÷wt

sqÚk[[ko



66

fk{Lkwt fkiþÕÞ

ƒku÷ðwt. …u™÷ îkhk ¼k„ ÷u™kh™ku ‚kt¼¤ðk™wt …ý [fk‚ðk{kt
ykðu Au.

{kir¾f «íÞkÞ™™wt fkiþÕÞ :  rð»kÞ™wt ¿kk™ sux÷wt {n¥ð…qýo Au Œux÷wt s «íÞkÞ™
fkiþÕÞ Au. yr¼ÔÞrõŒ ð„h ¿kk™ yÄqhwt Au. rð[khku™e yk…-

÷u nt{uþkt «íÞkÞ™Úke ÚkkÞ Au, sqÚk [[ko{kt ‚^¤Œk {kxu
ykí{rðïk‚Úke rð[kh hsq fhðku sYhe Au. …u™÷ îkhk ¼k„

÷u™kh™ku ykí{rðïk‚ …ý skuðk{kt ykðu Au.

10.22. ‚tË¼o y™u rðþu»k ðkt[™

*   www.egyankosh.ac.in <http://www.egyankosh.ac.in>

*  *  *
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çkkuze ÷Uøðus

YÃkhu¾k

11.0 WÆuþku

11.1 «MíkkðLkk

11.2 ykÃkýe çkkuze þwt fne hne Au ?

11.2.1 çkkuze ÷uLøkðusLku Mk{sðe

11.2.2 çkeò ÔÞÂõíkLkwt rLkheûký fhðwt

11.3 y÷øk y÷øk çkkuze ÷UøðusLkk yÚko

11.4 LkkufheLke {w÷kfkík Ëhr{ÞkLk çkkuze ÷utøðus

11.5 þçË¼tzku¤

11.5.1 çkkuze ÷uLøkðus WÃkh ÷¾ðwt yLku çkku÷ðwt

11.5.1 çkkuze ÷uLøkðus ËhBÞkLk Lke[uLke xeÃMkLkku WÃkÞkuøk fhe þfku

11.6 çkkuze ÷uLøkðusLkk «fkh

11.6.1 þhehLkwt n÷Lk[÷Lk (Body Movement and posture)

11.6.2 [nuhkLkk nkð¼kð  (Facial Expression)

11.6.3 nkð¼kð (Gestures)

11.6.4 ykt¾kuLkku MktÃkfo (Eye Contact)

11.6.5 søÞk (Space)

11.7 Mkkhktþ

11.8 ík{khe «økrík [fkMkkuLkk W¥kh

11.9   [kðeYÃk þçËku

11.10  MktË¼kuo yLku rðþu»k ðkt[Lk

11.0   WÆuþku  (Objectives)

• {krníke «íÞkÞLk fhíke ð¾íku ykðzík, ¿kkLk, ykí{rðïkMk íku{s çkku÷ðkLke

yLku Mkt¼k¤ðkLke {krníke «kÃík fhe þfu Au.

• fkuR Ãký ÔÞÂõík MkkÚku ðkík fhíke ð¾íku y{wf çkkuze ÷utøðusLkk swËk

yÚko Lk ÚkkÞ, íku{s Mkk[ku MktËuþ {¤u íkuLke òýfkhe {¤u Au.

• Mkwçk¤, Mk[kux yLku ykí{rðïkMkÚke «íÞkÞLk fuðe heíku MkV¤ çkLku íku

òýe þfkÞ Au.

yuf{

11
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11.1  «MíkkðLkk (Introduction)

ík{u fËeÞ rð[kÞwO Au fu ík{u ÃkwMíkf ðkt[ku Aku íku{ ÔÞÂõíkLku Ãký íkuLkk

nkð¼kðku yLku rðrðÄ Mktfuíkku ÃkhÚke ðkt[e þfkÞ yLku Mk{S Ãký þfkÞ Au. yk

çkkçkíkkuLkku ÏÞk÷ çkkuze ÷uLøkðus îkhk ykðu Au. ykÃkýu ykÃkýk hkuStËk SðLk{kt

çkkuze ÷UøðusLkku WÃkÞkuøk fheyu Aeyu, íku þkÂçËf nkuÞ fu ÃkAe nkð¼kð MðYÃku

Ãký òuðk {¤íkk nkuÞ Au. çkkuze ÷Uøðus Mkkt¼¤Lkkh ÔÞÂõíkLku yuf MktËuþ {kuf÷u

Au su nfkhkí{f Ãký nkuE þfu yLku Lkfkhkí{f Ãký nkuE þfu. Mkk{kLÞ heíku

Mk{Syu íkku çkkuze ÷Uøðus yux÷u ÔÞÂõík ßÞkhu þçËku hsq fhíkku nkuÞ yÚkðk íku

þçËkuÚke ðýoLk LkÚke fhe þfíkku íÞkhu su nkð¼kð yLku çkkuzeLkk ytøkLkku WÃkÞkuøk

fheLku ÃkkuíkkLke ðkík hsq fhu Au. çkkuze ÷Uøðus îkhk þkÂçËf «íÞkÞLk yþkÂçËf

«íÞkÞLk rMkðkÞ rð[khku yLku ¼kðLkkykuLkw t «íÞkÞLk yMkhfkhf heíku fhðwt þfÞ

çkLku Au çkkuze ÷uLøkðus yu yþkÂçËf «íÞkÞLkLkku yuf ¼køk Au su{kt çkkuzeLkk

nkð-¼kð, n÷Lk-[÷Lk, [unhkLkk ¼kð, íku{s ykt¾kuLkk nkð-¼kð hsq ÚkkÞ Au.

ÔÞrfíkLkk nkð¼kðÚke çkÄk s rð[khkuLku Mk{S yLku òýe ÷uíkku nkuÞ Au.

yurhf ðuMxkuLkLkk {ík {wsçk çkkuze ÷uLøkðus yuðwt rð¿kkLk Au su ykÃkýk

SðLkLkk Ëhuf ¼køk{kt yMkhfkhf heíku òuðk {¤u Au. çkkuze ÷uLøkðus yuðe

h[Lkk Au ßÞkt yuf ÔÞÂõík çkeS ÔÞÂõíkLkk çkkuzeLkk nkð¼kð rð»ku ¿kkLk {u¤ððkLke

MkkÚku ÃkkuíkkLke çkkuze ÷uLøkðus{kt Ãký MkwÄkhku ÷kðe þfu Au. çkkuze ÷uLøkðus yuf

yuðe f¤k Au suLkk îkhk ÔÞÂõík Lkðk æÞuÞ yLku MkL{kLk {u¤ðe þfu Au.

11.2  ykÃkýe çkkuze þwt fne hne Au ? (What our body is saying ?)

¼k»kk rðfMke Lk níke íÞkhu ykÃkýk Ãkqðoòu ÃkkuíkkLke sYrhÞkíkku, ÷køkýeykuLku,

{køkýeyku ÃkhMÃkh Mðef]rík yuðe çkkuze ÷uLøkðus yux÷u þhehLkk n÷Lk-[÷Lk

yLku [unhkLkk nkð¼kðkuÚke rðrðÄ Mktfuíkku îkhk fhíkk níkk. çkkuze ÷uLøkðus yux÷u

yþkÂçËf rð[kh rðrLk{Þ yux÷u ÷u çkkuÕÞk ðøkh fnuðwt. nkð¼kðku ÃkhÚke yÚko½xLk

fheLku Mkk{uLkk {kýMkLkk rð[kh, ð÷ý {tíkÔÞ þçËku ðøkuhu MktfuíkkuLku ykÄkhu òýðk.

çkkuze ÷uLøkðus yux÷u þçËku ðøkhLke ¼k»kk yk ytøku 1960Lkk ËkÞfkÚke

Mkr¢Þ yÇÞkMkLke þYykík ÚkR níke yu Ãknu÷k R.Mk. 1872{kt yuf ÃkwMíkf

“yuûk«uþLk ykuV Äe R{kuþLMk RLk {U yuLz yurLk{ÕMk”{kt [kÕMko zuðeLku çkkuze

÷uLøkðusLkku ÏÞk÷ hsq fÞkuo níkku. 1926{kt ntøkuhe îkhk çkkuze ÷uLøkðusLku rð[kh

rðrLk{ÞLkk MkkÄLk íkhefu hsq fhðk{kt ykðu÷ níkwt. çkkuze ÷uLøkðus {kLkðe ÃkkuíkkLkk

SðLkLkk rð[khku yLku RåAkykuLkw t «økxefhý fhu Au. çkkuze ÷uLøkðusLke òýfkhe

Mkk{kLÞ heíku çkkirØf ûk{íkkÚke Mk{S þfkÞ íkuðe Au yLku sux÷e rLkheûký fhðkLke
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ykðzík Mkkhe nþu yux÷wt s çkkuze ÷uLøkðus ðÄw ¿kkLk {u¤ðe þfkþu. xqtf{kt çkkuze

÷uLøkðus «íÞkÞLk fhíke ð¾íku Ëu¾kð n÷Lk-[÷LkLkku WÃkÞkuøk.

70 % þçËku

35 % su MktçktÄ, yxfkð yLku Ãke[

55% çkkuze ÷uLøkðus

  • þçËku • Ãke[ • çkkuze ÷uLøkðus

Mkk{kLÞ heíku ykÃkýu «íÞkÞLk Mk{Þ

7 % þçËkuLkku WÃkÞkuøk fheyu Au, 35 % su MktçktÄ, yxfkð yLku Ãke[Lkku

WÃkÞkuøk fheyu Au, ßÞkhu 55% çkkuze ÷uLøkðusLkku WÃkÞkuøk fheyu Aeyu. xfkðkhe

ÃkhÚke òýe þfkÞ fu «íÞkÞLk fhíke ð¾íku MkkiÚke ðÄehu 55% çkkuze ÷uLøkðusLkku

WÃkÞkuøk ÚkkÞ Au. ykÃkýwt çkkuze ÷uLøkðus îkhk Mkkt¼¤Lkkh ÔÞÂõíkLku nfkhkí{f

íku{s Lkfkhkí{f çktLku «fkhLkk MktËuþ {kuf÷u Au.

11.2.1 çkkuze ÷uLøkðusLku Mk{sðe

¼kiríkf nkð¼kð yþkÂçËf «íÞkÞLkLkku yøkíÞLkku ¼køk Au. ¼kiríkf

nkð¼kð yux÷u rLkþkLk fhðwt, yzfðwt, ÔÞÂõík ßÞkhu «íÞkÞLk fhíkku nkuÞ íÞkhu

íkuLke çkkuzeLkku WÃkÞkuøk fhu Au. yuf MktþkuÄLk{kt yuðwt òýðk{kt ykÔÞwt Au fu

ÔÞÂõík ßÞkhu þçËkuÚke ÃkkuíkkLke ðkík hsq fhðk{kt yMk{Úko nkuÞ íÞkhu çkkuze

÷uLøkðusLkk ykÄkhu Mkh¤íkkÚke MktËuþ {kuf÷e þfkÞ Au.

11.2.2 çkeò ÔÞÂõíkLkwt rLkheûký fhðwt

òýíkk fu yòýíkk ykÃkýu nt{uþkt yufçkeò ÔÞÂõík MkkÚku «íÞkÞLk

fhíke ð¾íku íku{Lkwt rLkheûký fhíkk nkuEyu Aeyu. ík{u nt{uþk yuðk ½xfkuÚke

òýfkh nkuðkt òuEyu su rLkheûký{kt ÷uðkíkk nkuÞ Au. çkeò ÔÞÂõíkLkwt æÞkLk fR

çkkçkík{kt nkuÞ Au íkuLkw t Ãký Mkíkík rLkheûký fhíkk hnuðwt. íkuLke MkkÚku yu Ãký

nfefík Au fu ykÃkýu Mkk{uðk¤e ÔÞÂõíkLku õÞkhuÞ íkuLke Mkkhe fu ¾hkçk çkkuze

÷uLøkðus rð»ku fnuíkk LkÚke.

çkkuze ÷Uøðus
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ßÞkhu ík{u Ãkkt[ fu íkuÚke ðÄkhu ÔÞÂõíkLkk økúwÃk{kt sE hÌkkt Au íÞkhu

íku{Lkk çkkuze ÷uLøkðusLke [fkMkýe Lke[uLkk ½xfkuLkk ykÄkhu fhe þfku Aku.

• WíMkkn

• ykí{rðïkMk

• Mk¥kk yLku rLkÞtºký

• ftxk¤ku yLku yk¤Mk ðøkh

ík{khe «økrík [fkMkku

1. çkkuze ÷uLøkðusLkku yÚko Mk{òðku.

™kutÄ: 1. Œ{khku sðkƒ ™e[u yk…u÷ søÞk{kt ÷¾ku.

2. Œ{khku sðkƒ Þwr™x™k ytŒ{kt yk…u÷ sðkƒ ‚kÚku [fk‚ku.

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

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

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

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

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

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

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

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

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

...................................................................
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11.3 y÷øk y÷øk çkkuze ÷uLøkðusLkk yÚko  (Body Language Meaning)

ÔÞÂõíkyku ðå[u «íÞkÞLk swËe-swËe heíku, Mk{Þ yLku MÚk¤ WÃkh Úkíkw t

nkuÞ Au. õÞkhuf ykðwt Ãký çkLkíkw t nkuÞ Au fu ÔÞÂõík çkku÷e hÌkku Au Ãkhtíkw yu{kt

rðïkMk yLku MkíÞíkk nkuíke LkÚke. fkuR Ãký ÔÞÂõíkLku Mkk{uÚke ÃkqAðwt fu íku Mkk[wt

çkku÷u Au fu ¾kuxwt yu ÞkuøÞ LkÚke yLku çkkuze ÷uLøkðus ÃkhÚke Ãký ÏÞk÷ ykðíkku

LkÚke.

ykÃkýe çkkuze ÷uLøkðusLkk y{wf yÚko Lkef¤íkk nkuÞ Au íku Lke[u {wsçk

çkkuze ÷uLøkðus yuLkku yÚko

ÍzÃke yLku xèkh [k÷ðwt ykí{rðïkMk

nkÚkLku f{h ÃkkA¤ hk¾eLku Q¼k hnuðwt økwMMkku

ÃkøkLku ¢kuMk fheLku çkuMkðwt ftxk¤ku

ÃkøkLku ¾wÕ÷k hk¾eLku çkuMkðwt ykhk{ fhðku

nkÚk ðk¤eLku çkuMkðwt hûkýkí{f

r¾MMkk{kt nkÚk Lkk¾eLku [k÷ðwt rLkhkþk

økk÷ WÃkh nkÚk {wfðku rð[khðwt, {qÕÞktfLk fhðwt

LkkfLku yzðwt ¾kuxwt çkku÷íkk nkuÞ, þf

fhíkk nkuÞ

ykt¾ku Ãk÷fkðe rðïkMk Lk nkuðku

• ßÞkhu ík{u {w÷kfkík {kxu sR hÌkk Aku, íÞkhu nt{uþkt yu ðkíkLkw t æÞkLk

hk¾ðwt òuEyu fu ík{khk rhÍâq{Lke MkkÚku ík{khku Ãknuhðuþ, çkkuze ÷uLøkðus

yLku ík{u fuðe heíku «uMkuLx ÚkR hÌkkt Aku yuðe çkkçkíkkuLku æÞkLk{kt hk¾ðk{kt

ykðu Au. yLku ßÞkhu ík{u fkuE þçË çkku÷ðk sR hÌkk Aku. yu Ãknu÷k

ík{khe çkkuze ÷uLøkðus ÃkuLk÷{kt çkuXu÷kt ÔÞÂõíkLku ½ýwt çkÄwt fne Ëuíke nkuÞ

Au.

• ík{khe çkkuze ÷uLøkðus ykÄkhu, íkuyku ík{khe yMkwhrûkíkíkk yLku òíkLke

¾kíkhe fhe ÷uíkk nkuÞ Au. òu ík{u yzøk yÚkðk fux÷ktf ytþu yuðku

Mð¼kð Ähkðíkk nkuÞ íkku yuLke ský çkeòLku fhe Ëku. ík{u Mkk[wt çkku÷ku

Aku fu ¾kuxwt yuLke Ãký íkuyku ¾kíkhe fhe ÷uòu ík{u íkýkð{kt ÷køkíkk

çkkuze ÷Uøðus
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nkuð íkku yu Ãký çkkuze ÷uLøkðusLkk ykÄkhu çkeò ÔÞÂõíkLku òý ÚkR þfu

Au.

• ík{u fux÷k Mkkhk økwý Ähkðku Aku íku{s WíMkkne {kýMkku, ßÞkhu çkeò

îkhk fkuR yøkíÞLkwt fk{ ykÃkðk{kt ykÔÞwt nkuÞ, íku{s MkuLMk ykuV nw{kuh,

ÃkuLk÷Lkk MkÇÞku ík{Lku «&™ ÃkqAíkk nkuÞ Au. Ãký íkuykuLkw t æÞkLk ík{u þwt

çkku÷e hÌkkt Aku yuLkk fhíkk fuðe heíku çkku÷e hÌkkt Aku íkuLkk Ãkh hnu÷wt Au.

Ëhuf ÔÞÂõík çkkuze ÷uLøkðusLkku WÃkÞkuøk fhíkkt nkuÞ Au Ãkhtíkw yu{kt Mk{Þ,

MÚk¤ WÃkh ykÄkrhík hnuíkku nkuÞ Au.

• çkeò ÔÞÂõíkLke çkkuze ÷uLøkðusLku òuELku (¾kMk fheLku Lkuík]íð Ähkðíkk

yLku MkV¤ ÔÞÂõíkyku) ík{u ík{khe ÃkkuíkkLke çkkuze ÷uLøkðusLku ðÄkhe Mkkhe

çkLkkðe þfku Aku yLku MkwÄkhe þfku Aku.

11.4 LkkufheLke {w÷kfkík Ëhr{ÞkLk çkkuze ÷uLøkðus (Body Language during

Job Interview)

LkkufheLkk {w÷kfkík {kxu síkk nkuÞ íÞkhu yuðe Axk ò¤ðe hk¾ku suÚke

Mkk{uðk¤e ÔÞÂõíkLku hMk Ãkzu yLku íkýkð{ktÚke {wõík hnku. ík{u {w÷kfkík Ëhr{ÞkLk

ík{khk çkkuzeLke þkherhf ÂMÚkrík çkË÷e þfku. WËknhý íkhefu ßÞkhu fkuR ÔÞÂõík

yøkíÞLke ðkík fhu Au íkku ík{u ¾whþeLku ¾¼ku yzfeLku çkuXkt nkuÞ íkku ykøk¤

ykðeLku hMk Ëk¾ðe þfkÞ Au. {w÷kfkík{kt «&™ ÃkqAðkðk¤k ÔÞÂõíkLke çkkuze

÷uLøkðus WÃkh Ãký æÞkLk h¾ðwt skuEyu.

½ýeðkh LkkufheLke {w÷kfkík{kt «íÞkÞLk fhíke ð¾íku ík{khk nkÚk yLku

yu{Lkwt n÷Lk-[÷Lk yðhkuÄ çkLkíkk nkuÞ Au. fkuR {w~fu÷e Ãkzíke nkuÞ íÞkhu

ykÃkýu ykÃkýk nkÚkLku fkuýeÚke ðk¤eLku çkuMkeÞu Aeyu íÞkhu ík{u yuðwt Lkk fhku yu

ðÄkhu MkkYt fkhý fu yuLkkÚke ík{khk hûkýkí{f þkherhf ÂMÚkríkLku Ë¾÷ fhu Au.

ík{u ík{khk nkÚk ¾whþe Ãkh hk¾ku íkku ðÄkhu MkkYt suÚke yðhkuÄYÃk Lkzu Lkrn. yk

ÂMÚkrík{kt ík{khk þçËku MkkÚku ík{khe çkkuzeLku {u[ fhe þfku Akuu. {w÷kfkík{ktÚke

Aqxk Ãkzðk{kt Ãký nkÚkLku Vuhððk fu nkÚkLke VuhçkË÷eLkk fhku su ík{kYt æÞkLk

¼xfkðu yLku yuðk ðÄkhkLkk n÷Lk-[÷Lk Ãkh æÞkLk ykÃkku suLkkÚke ík{u íkýkð{kt

ykðku Aku. ík{u {w÷kfkík ÷uLkkh ÔÞÂõíkLku çkkuze ÷uLøkðusÚke yuðwt Ëþkoðku fu ík{u

íku{Lke ðkíkLku æÞkLkÚke Mkkt¼¤e hÌkk Au. nt{uþkt «&™ ÃkqALkkh ÔÞÂõíkLke ykt¾ku{kt

ykt¾ Lkk¾eLku sðkçk ykðku. yÚkðk ík{khku sðkçk hsq fhe hÌkk Au ík{khu suLku

«&™ Ãknu÷k fÞkuo Au íkuLku Wíkh ykÃkku ÃkAe çkeò çkÄkLke Mkk{u òuELku Wíkh

ykÃkku «&™Lkk W¥kh ykÃkíke ð¾íku òu fkuE MkÇÞ ík{Lku Mk{òðu Au íkku yuLke

ðkík Ãkqhe Lkk ÚkkÞ íÞkt MkwÄe yu{Lke Mkk{u òuE hnku. su yuðwt Ëþkoðu Au fu ík{u

íkuykuLk Mkkt¼¤e hÌkkt Aku. {w÷kfkíkLke MkV¤íkk {w÷kfkík ÷uLkkhLke çkkuze ÷uLøkðusLku
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ykÄkhu Lk¬e fhe þfkÞ Au, ykÚke ÃkuLk÷Lkk MkÇÞkuLke çkkuze ÷uLøkðusLku æÞkLk{kt

hk¾ku.

ík{khe «økrík [fkMkku

™kutÄ: 1. Œ{khku sðkƒ ™e[u yk…u÷ søÞk{kt ÷¾ku.

2. Œ{khku sðkƒ Þwr™x™k ytŒ{kt yk…u÷ sðkƒ ‚kÚku [fk‚ku.

1. ík{khe çkkuze ÷uLøkðus þwt Ëþkoðu Au ? íku sýkðku.

(i) ÍzÃke yLku xèkh [k÷ðwt

(ii) nkÚkLku f{h ÃkkA¤ hk¾eLku Q¼k hnuðwt.

(iii) ÃkøkLku ¢kuMk fheLku çkuMkðwt

(iv) ÃkøkLku ¾wÕ÷k hk¾eLku çkuMkðwt

2. {w÷kfkík Ëhr{ÞkLk ík{khe çkkuze ÷uLøkðus{kt MkwÄkhku fhe þfu

yuðe fkuE yuf ytíkøkoík økwýð¥kk sýkðku.

3. {w÷kfkík Ëhr{ÞkLk ¾whþe{kt çkuMkíke ð¾íku fuðe heíku «íÞkÞLk

fhðwt yLku fR çkkçkíkkuLkw t æÞkLk hk¾ðwt íkuLke [[ko fhku.

4. ík{khe çkkuze ÷uLøkðusLkk y{wf çkË÷kð fu n÷Lk-[÷Lk su ík{kYt

æÞkLk çkíkkðíkk nkuÞ yÚkðk økwMMkku yÃkkðíkk nkuÞ íkuLke [[ko

fhku.

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

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

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

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

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

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

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

çkkuze ÷Uøðus
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...................................................................

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

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

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

11.5 þçË¼tzku¤ (Vocabulary)

Lke[uLkk þçËkuLkku WÃkÞkuøk fheLku ðkfÞ çkLkkðku. þçËkuLkku WÃkÞkuøk fheLku

yuðwt ðkõÞ çkLkkðku suLkku MÃkü yÚko Lkef¤íkku nkuÞ.

1. yr¼ÔÞÂõík

2. «Mkkrhík

3. {qÕÞktfLk

4. ÃkkuíkkLke òíkLke ¾kíkhe

5. Lk{u÷wt / Ëþkoðku.

6. Mkq[Lk fhðwt

7. yÃkqhíkw t

8. ÃkhMÃkh

9. MkwÄkhu÷wt / òýfkh

10. {wÆku

11.5.1.  çkkuze ÷uLøkðus WÃkh ÷¾ðwt yLku çkku÷ðwt

ßÞkhu ík{Lku çkkuze ÷uLøkðus WÃkh økútÚkk÷Þ{kt ðfíkÔÞ ykÃkðk {kxu çkku÷kððk{kt

ykðu íÞkhu íku{Lku Lke[uLkk {wÆkykuLke [[ko fhku.

• «íÞkÞLk fhíke ð¾íku çkkuze ÷uLøkðusLkwt {n¥ð

• nfkhkí{f çkkuze ÷uLøkðusLkk WËknhý

• Lkfkhkí{f çkkuze ÷uLøkðusLkk WËknhý. økútÚkk÷Þ{kt ykðíkk ÔÞÂõíkyku

  MkkÚku ðkík fhíke ð¾íku ík{u fÞk «fkhLke çkkuze ÷uLøkðusLkku WÃkÞkuøk

  fhþku.
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• Mk{qn{kt çkkuze ÷uLøkðus WÃkh Mk÷kn ykÃkku.

11.5.2.  çkkuze ÷uLøkðus Ëhr{ÞkLk Lke[uLke xeÃMkLkku WÃkÞkuøk fhe þfku

• çkeS ÔÞÂõíkLkk ykt¾{kt Mkíkík òuE hnku.

• ßÞkhu fkuE çkku÷u Au. íÞkhu {kÚkwt n÷kðku. Ãkhtíkw ykðwt Mkíkík Lk fhku.

• ßÞkhu çkuMkku íÞkhu MkeÄk çkuMkku. ¾¼ku ðk¤ðku Lkrn, suÚke ¾hkçk AkÃk

Lkk Ãkzu yLku ík{u ÔÞðMkkrÞf heíku MíkçÄ ÷køkku.

• fkuRÃký ÔÞÂõík MkkÚku çkuMkku íkku ytíkh ò¤ðe hk¾ku.

• ík{khk nkÚk yLku ÃkøkLkw t æÞkLk hk¾ku. íkuLku ¢kuMk Lk fhku.

• nt{uþk nMkíkku [nuhku hk¾ku. ÃkrhÂMÚkrík «{kýu nMke Ãký ÷uðwt.

• ík{khe yktøk¤eykuLkk n÷Lk [÷Lk Ãkh rLkÞtºký hk¾ku. {w÷kfkík{kt

yktøk¤eyku MkkÚku Lkk h{ku.

• [ku¬Mk yLku ÔÞðÂMÚkík zÙuMk Ãknuhku.

11.6  çkkuze ÷uLøkðusLkk «fkh (Type of Body Language)

Mkk{kLÞ heíku ykÃkýu òýeyu Aeyu fu çkkuze ÷uLøkðus yu yþkÂçËf

Rþkhkyku su ykÃkýu «íÞkÞLk fhíke ð¾íku WÃkÞkuøk fheyu Aeyu. ykÃkýk hkuStËk

SðLk{kt yþkÂçËf Rþkhkyku {n¥ðLkku ¼køk ¼síkk nkuÞ Au. ykt¾kuLkk RþkhkÚke

{ktzeLku þhehLkk n÷Lk-[÷Lk MkwÄe, ykÃkýu su LkÚke fne þfíkkt, yuðe {krníke

ÃknkU[kzðk{kt çkkuze ÷uLøkðus {ËËYÃk çkLku Au. çkkuze ÷uLøkðusLku Mk{sðe {n¥ðLke

Au. Ãkhtíkw íkuLke MkkÚku çkeò Ëhuf «fkhLkk Rþkhkyku íku{s Mktfuíkku òuíkk hnuðwt

òuEyu. yþkÂçËf «íÞkÞLk yÚkðk çkkuze ÷uLøkðusLkk y÷øk y÷øk «fkh Au.

• þhehLkwt n÷Lk[÷Lk (Body Movement and posture)

• [nuhkLkk nkð¼kð (Facial Expression)

• nkð¼kð (Gestures)

• ykt¾kuLkku MktÃkfo (Eye Contact)

• yzfðwt (Touch)

• søÞk (Space)

• yðks (Voice)

çkkuze ÷Uøðus
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11.6.1. þhehLkwt n÷Lk[÷Lk (Body Movement and posture)

çkkuze ÷uLøkðus òýðk {kxu rLkrhûký yu yøkíÞLkwt {kæÞ{ Au. þhehLkk

n÷Lk [÷LkLkk ykÄkhu ÔÞÂõíkLkk nkð¼kð òýe þfkÞ Au.

11.6.2. [nuhkLkk nkð¼kð (Facial Expression)

[unhkLkk nkð¼kðíke ÔÞÂõík ½ýwt çkÄwt òýe þfkÞ Au. nMkíkku [nuhku

Ëþkoðu Au fu ík{u ¾wMk Aku. y{wf ÃkrhÂMÚkríkyku{kt ík{khku [nuhku Mkk[e nfefík

Ëþkoðu Au. yLku õÞkhuf LkÚke Ãký òýe þfkíkwt. y{wf ÷køkýeyku su ykÃkýu

[nuhkLkk nkð¼kðÚke Ëþkoðe þfeyu Aeyu. ¾wþe, Ëw:¾, økwMMkku, ykùÞo[rfík,

yYr[, ¼Þ, økwt[ðý¼ÞwO, W¥kusLkk, RåAk, ríkhMfkh ðøkuhu suðk ¼kðku [nuhkLkk

nkð¼kðÚke òýe þfkÞ Au.

11.6.3. nkð¼kð : (Gestures)

nkð¼kð yu MkeÄe yLku Mkh¤ heíku Mk{òÞ yuðe çkkuze ÷uLøkðus Au.

Rþkhk, yktøk¤e [ªÄe Lku fkuRLku fnuðwt. ykðk Mkk{kLÞ nkð¼kð su hkuStËk

SðLk{kt WÃkÞkuøke çkLku Au. Ëhuf nkð¼kðLkk y÷øk y÷øk yÚko Lkef¤íkku nkuÞ

Au, su{ fu ¼khík{kt fkuR ÔÞÂõíkLku Mkkhk fk{ {kxuLke þw¼uåAk ykÃkðk ÚkBçkÚke

Mktfuík ykÃkðk{kt ykðu Au Ãkhtíkw Þw.fu.{kt ÚkBçk çkíkkððku ¾hkçk {kLkðk{kt ykðu

Au.

11.6.4. ykt¾kuLkku MktÃkfo (Eye Contact) :

ßÞkhu fkuE ÔÞÂõíkLkk rð[khku ykt¾ku îkhk Mk{S þfðk Mkûk{ çkLkeyu

íÞkhu íÞkhu ykÃkýe ykt¾ku ykÃkýk ykí{kLke çkkhe íkhefu yku¤¾kÞ Au. ßÞkhu

ík{u çkeS ÔÞÂõík MkkÚku «íÞkÞLk fhíkk nkuÞ íÞkhu  yuLke ykt¾ku Mkk{u òuðwt yLku

yuLkw t rLkheûký fhðwt Mkk{kLÞ çkkçkík Au. y{wf Mkk{kLÞ çkkçkíkku suðe fu fkuR

ÔÞÂõík ík{khe Mkk{u yufexMku òuE þfu fu Lknª, íkuyku fux÷eðkh ykt¾ku ÃktÃkk¤u

Au. yÚkðk íkku ykt¾ku Lke[e fhe ðkík fhu Au íku çkkuze ÷uLøkðusÚke òýe þfkÞ

Au. çkkuze ÷uLøkðusLkwt {qÕÞktfLk fhíke ð¾íku ykt¾kuLkk MktÃkfo{kt Lke[uLke çkkçkíkku

æÞkLk{kt hk¾ðe sYhe Au.

• ykt¾kuÚke ºkkxfðwt

• ykt¾kuÚke ¾wþe Ëþkoððe.

• ykt¾ku ºkktMke fheLku òuðwt.
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11.6.5. søÞk (Space) :

çku ÔÞÂõík ßÞkhu «íÞkÞLk fhíke nkuE yÚkðk íkku ðkík[eík fhíkk nkuÞ

íÞkhu íku{Lke ðå[uLkw t ytíkh íku{Lkk MktçktÄku Ëþkoðíkwt nkuÞ Au. «kurûkr{ûk (rLkfxíkk)

þçË yLÚkúkuÃkku÷kuS yuzðzo xe. nku÷ îkhk ykÃkðk{kt ykÔÞku.fkuE ÔÞÂõík ßÞkhu

ík{khe ÃkkMku ykðeLku Q¼ku hnu yLku ík{u Mkwhrûkík Lk yLkw¼ðku íÞkhu ? {kºk

çkkuzeLkk n÷Lk [÷Lk yLku [nuhkLkk nkðçkkðÚke þçËku ðøkh «íÞkÞLk ¾wçk s

Mkh¤íkkÚke ÚkR þfu Au. Ãkhtíkw çku ÔÞrfík ðå[uLkku MktçktÄ òýðku nkuÞ yÚkðk fuðk

MktçktÄe{kt fux÷wt ytíkh sYhe Au íku ÔÞÂõíkLkk «íÞkÞLk Mk{ÞLkk ytíkhÚke òýe

þfkÞ Au. Mkk{krsf ytíkh y÷øk y÷øk søÞkyu yLku ÃkrhÂMÚkríkyku{kt «íÞkÞLk

fíkkofkhÚke ð¾íku ÔÞÂõíkyku ðå[u Úkíkw t nkuÞ Au.

• rLkfxíkkLkwt ytíkh - 6 Úke 18 $[ : yk fûkkLkw t ¼kiríkf ytíkh

LkSfLkk yLku ðÄkhu Mkwhrûkík MktçktÄku Ëþkoðu Au. ykðk MktçktÄku {kuxk ¼køku rLkfx

MktÃkfo{kt ykðíkk øk¤u {¤íkk, yLku yzfíke ð¾íku Úkíkk nkuÞ Au. yk fûkkLkk

MktçktÄku {kºk Ãkrík-ÃkíLke ðå[u Úkíkkt nkuÞ Au.

• Ãkkrhðkrhf ytíkh - 1.5 Úke 4 Vex : yk fûkkLkk ¼kiríkf ytíkh

nt{uþk ÃkrhðkhLkk MLkunesLk yLku ¾kMk r{ºkku ðå[u Úkíkkt nkuÞ Au. yuf ÔÞÂõíkLku,

çkeS ÔÞÂõík MkkÚku «íÞkÞLk fhíke ð¾íku fkux÷e LkSf Au íkuLkk ykÄkhu íku{Lkk

MktçktÄkuLke rLkfxíkk òýe þfkÞ Au.

• Mkk{krsf ytíkh 4 Úke 12 Vex : yk fûkkLkk ¼kiríkf ytíkh {kuxk

¼køku ykurVMk{kt fk{ fhíkk ÔÞÂõíkyku su{Lke MkkÚku ík{u Mkwhrûkík yLkw¼ð fhíkkt

nkuð yÚkðk íkku ík{khk ½h{kt fk{ fhíkk ÔÞÂõík su{Lke MkkÚku yuf yXðkrzÞk

fu yuf {rnLkk{kt «íÞkÞLk fhíkk nkuÞ.

• ònuh ytíkh 12 Úke 15 Vex : yk fûkkLkk ¼kiríkf ytíkh ònuh{kt

ykÃkðk{kt ykðíkk ¼k»ký, «uMkLxuMkLk. Mkur{Lkkh íku{s fkuLVuhuLMk{kt Úkíkkt nkuÞ

Au.

• ytøk ÂMÚkrík ({wÿk) Posture : ykÃkýu ykÃkýe çkkuzeLku fuðe heíku

Ëþkoðeyu Aeyu yu {n¥ðLkwt Au. ÃknuhðuþLkku Mkk{kLÞ yÚko fuðe heíku çkkuzeLku

Ëþkoðeyu Aey. «íÞkÞLk fhíke ð¾íku fuðk {wÿk Äkhý fhku Aku íku {n¥ðLkwt Au.

«íÞkÞLk fhíke ð¾íku òu ÔÞÂõík MkeÄk yLku xèkh çkuMkíkk nkuÞ íkku yuLkku yÚko

Au fu ÔÞÂõíkLku ík{khe ðkík{kt hMk Au yLku æÞkLkÚke Mkkt¼¤u Au. ík{u nt{uþk

ík{khk çkkuzeLkk ÂMÚkrík yLku íku{Lke {wÿk îkhk Mkk{u ðk¤e ÔÞÂõíkLku MktËuþ {kuf÷e

þfku Aku. {wÿk yÚkðk ytøkkuLke ÂMÚkrík çku «fkhLke nkuÞ Au. (1) çktÄ {wÿk (2)

¾wÕ÷e {wÿk, çktÄ {wÿk{kt ÔÞÂõík ÃkkuíkkLkk nkÚk-ÃkøkLku ¢kuMk ðk¤eLku çkuMke òÞ Au

yLku yk «fkhLke {wÿk Ëþkoðu Au fu íku ÃkkuíkkLkk rð[khku {wfík heíku {qfe þfíkku

LkÚke yLku ðkík[eík fhíke ð¾íku Ãký yxfkÞ Au. ßÞkhu ¾wÕ÷e {wÿk Ëþkoðu Au

çkkuze ÷Uøðus
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fu ÔÞÂõík ÃkkuíkkLkk rð[khku {Lk {wfeLku fne þfu Au íku{s íkuLku fkuR Ãký ðkík

{wfkíke ð¾íku yz[ý yLkw¼ðíke LkÚke.

11.7.  Mkkhktþ (Summary)

çkkuze ÷uLøkðus yuf yuðe ¼k»kk Au ßÞkt þçËkuLkku WÃkÞkuøk fÞko ðøkh

«íÞkÞLk fhðwt Mkh¤ çkLku Au. yuf ÔÞÂõíkLkk {LkLke ðkík çkeS ÔÞÂõík nkð¼kðÚke

òýe þfkÞ Au. õÞkhuf Lk çkku÷ðk Aíkkt Ãký çkËò MktËuþk yÃkLku çkkuze ÷uLøkðus

îkhk {kuf÷íkkt nkuEyu Aeyu.

11.8. ík{khe «økrík [fkMkkuLkk W¥khku

1. çkkuze ÷uLøkðus yux÷u þçËku ðøkhLke ¼k»kk yk ytøku 1960 Lkk ËkÞfkÚke

Mkr¢Þ yÇÞkMkLke þYykík ÚkR níke yu Ãknu÷kt R.Mk. 1972 {kt yuf

ÃkwMíkf “yuû«uþLk ykuV Äe R{kuMkLþ ELk {U yuLz yurLk{ÕMk” {kt

[kÕMk zuðeLku çkkuze ÷uLøkðusLkku ÏÞk÷ hsq fÞkuo níkku. 1926{kt ntøkuhe

îkhk ÷UøðusLku rð[kh rðrLk{ÞLkk MkkÄLk íkhefu hsq fhðk{kt ykðu÷ níkwt.

çkkuze ÷uLøkðus {kLkðe ÃkkuíkkLkk SðLkLkk rð[khku, yLku RåAkykuLkwt «økxefhý

fhu Au. çkkuze ÷uLøkðusLke òýfkhe  Mkk{kLÞ heíku çkkirÿf ûk{íkkÚke Mk{S

þfkÞ íkuðe ðkík Au yLku sux÷e rLkheûký fhðkLke ykðzík Mkkhe nþu

yux÷wt s çkkuze ÷uLøkðusLkwt ðÄw ¿kkLk {u¤ðe þfkþu. xqtf{kt, çkkuze ÷uLøkðus

«íÞkÞLk fhíke ð¾íku, nkð¼kð, Ëu¾kð, n÷Lk [÷LkLkku WÃkÞkuøk.

2 «ð]r¥kLkk Wíkh :

1. (i) ykí{rðïkMk

(ii) økwMMkku

(iii) ftxk¤ku

(iv) ykhk{ fhðku

2. (i) þwt ík{u yMkwhrûkík Aku ?

(ii) þwt ík{u MkíÞ çkku÷e hÌkk Aku ?

(iii) þwt ík{u íkýkð {wõík Aku ?

(iv) þwt ík{u WíMkkne Aku ?

(v) þwt ík{khk{kt h{wS Mð¼kð Au ?
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3. (i) þwt ík{u ¾whþeLku xufku ykÃkeLku çkuMkku Aku ?

(ii) ¾whþe MkkÚku h{ku Lkrn.

(iii) ¾whþeLke ík{khe çkuMkðkLke heík çkË÷ku suÚke {w÷kfkík ÷uLkkh

ÔÞÂõík MkkÚku {w÷kfkík ÷R þfku.

4. (i) nkÚkLkk ðÄkhu Ãkzíkkt n÷Lk-[÷Lk

(ii) ÃkøkLke yuze n÷kðe

(iii) xuçk÷ ¾¾zkððwt

(iv) yktøk¤eyku MkkÚku h{ðwt

5. (i) yuLkku Ãkºk yuLke MkkÚku ÚkÞu÷ ½xLkkLke Mkk[e yr¼ÔÞÂõík

Lknkuíkku fhíkku

(ii) ykÃkýu MktËuþ «Mkkrhík fhðk {kxu hurzÞkuLkku WÃkÞkuøk fheyu

Ae uy u.

(iii) yuLke hnuðkLke yLku ÷kufku MkkÚkuLkk ÔÞðnkhLke heíkÚke yuLkw t

{qÕÞktfLk fhðw y½Yt Au.

(iv) yuLke [k÷ðkLke heík Ëþkoðu Au fu íku ÃkkuíkkLke òíkLke ¾kíkhe

fhu Au.

(v) ßÞkhu Ãký yuÂõMkzLx ÚkkÞ íÞkhu íkuýeLke nt{uþkt nksh nkuÞ

s Au yux÷u nwt ykùÞo[rfík LkÚke.

(vi) yk çkÄk ÷ûkýku Ëþkoðu Au fu hrðLku zuøÞw Au.

(vii) çku Ãkrhðkh ðå[u ÃkhMÃkh yíkqx «u{ Au.

(viii) yk Ãkºk ík{Lku çkÄe ½xLkkykuÚke òýfkh hk¾þu.

(ix) Mk{ks MkwÄkhýk {kxu ½ýkt Lkðk {wÆk WXkððkLke sYh Au.

11.9  [kðeYÃk þçËku (Key Words)

çkkuze ÷Uøðus : þçËku ðøkhLke ¼k»kk

nkð¼kð : nkð¼kð yu MkeÄe yLku Mkh£ heíku Mk{òÞ yuðe çkkuze ÷Uøðus.

çkkuze ÷Uøðus
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fk{Lkwt fkiþÕÞ

søÞk : çkkuze ÷UøðusLkk MktË¼o{kt çku ÔÞÂõík ßÞkhu «íÞkÞLk fhíke

nkuÞ yÚkðk íkku ðkík[eík fhíkk nkuÞ íÞkhu íku{Lke ðå[uLkwt

ytíkh íku{Lkk MktçktÄku Ëþkoðíkwt nkuÞ Au.

Mkk{krsf Míkh : 4 Úke 1h VqxLkwt ytíkh su {kuxk ¼køku ykìrVMk{kt fk{ fhíkkt

ÔÞÂõíkyku íku{Lke MkkÚku ík{u Mkwrþrûkík yLkw¼ð fhku Aku.

11.10  MktË¼kuo yLku rðþu»k ðkt[Lk
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÷u¾™ fkiþÕÞ (The Writting Skill)

YÃkhu¾k

12.0. nuŒwyku

12.1. «MŒkð™k

12.2. ÷u¾™ fkiþÕÞ:

12.2.1. yÚko y™u ÔÞkÏÞk

12.2.2. nuŒwyku

12.2.3. {n¥ð

12.3. ÷u¾™ yr¼ÔÞrõŒ™k MðY…ku

12.4. ÷u¾™ fkiþÕÞ rðf‚kððk {kxu™e ‚h¤ heŒku

12.5. ÷u¾™ yr¼ÔÞrõŒ™e Wý…ku

12.6. ÷u¾™ yr¼ÔÞrõŒ™e Wý…ku Ëqh fhðk™k W…kÞku

12.7. …rhåAuË ÷u¾™

12.8. ‚khktþ

12.9. ík{khe «økrík [fkMkkuLkk W¥khku

12.10. MktË¼kuo yLku rðþu»k ðkt[Lk

12.0 nuŒwyku (Objectives)

yk Þwr™x™e ytËh ÷u¾™ fkiþÕÞ fuðe heŒu rðf‚kðe þfkÞ y™u …rhåAuË

÷u¾™ fuðe heŒu ÷¾e þfkÞ Œu yt„u™e ‚{sý yk…ðk{kt ykðe Au. yk Þwr™x

ðktåÞk …Ae Œ{u ™e[u sýkÔÞk «{kýu ‚ûk{ ƒ™e þfku..

• ÷u¾™ yt„u™wt fkiþÕÞ rðf‚kððwt.

• ÷u¾™ yr¼ÔÞrõŒ™k rðrðÄ MðY…ku™e òýfkhe

• ÷u¾™ fkiþÕÞ rðf‚kððk ‚h¤ heŒku™e ‚{sqŒe

• ÷u¾™ yr¼ÔÞrõŒ™e Wý…ku Ëqh fhðk™k W…kÞku yt„u™e {krnŒe

• fuðe heŒu …rhåAuË ÷¾e þfkÞ Œu™e ‚{swŒe

yuf{

12
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÷u¾Lk fkiþÕÞ (The Writting Skill)

12.1  «MŒkð™k (Introduction)

yk Þwr™x{kt ÷u¾™ fkiþÕÞ yt„u™k nuŒwyku, MðY…ku ŒÚkk yk fkiþÕÞ rðf‚kððk

{kxu™e heŒku Œu{s …rhåAuË fuðe heŒu ÷¾e þfkÞ Œu yt„u™e ‚{sý yk…ðk{kt

ykðe Au. yk ‚kÚku ÷u¾™ yr¼ÔÞrõŒ™e fux÷ef Wý…ku y™u Œu™u r™ðkhðk {kxu™k

fux÷kf W…kÞku™e …ý [[ko fhðk{kt ykðe Au. sÞkhu yk…ýk rð[khku fu ÷k„ýeyku™u

yûkh fu þçËku™kt {kæÞ{Úke hsq fheyu Aeyu Œu™u yk…ýu ÷u¾™ fneyu Aeyu. ÷u¾™

yu ƒÄk s ÔÞð‚krÞfku {kxu sYhe fkiþÕÞ „ýkÞ Au.Œ{khw ÷u¾™fkiþÕÞ rðf‚kððk

{kxu þwt fhðwt skuEyu suÚke Œ{u y‚hfkhf …rhýk{ «kÃík fhe þfku. yk Þwr™x{kt

‚khe heŒu …ºk, yhS, fu …rhåAuË ÷¾ðk {kxu {k„oËrþofkyku yk…ðk{kt ykðe Au.

su™kÚke Œ{u ‚khwt ÷u¾™ fkiþÕÞ rðf‚kðe þfþku.

12.2. ÷u¾™ fkiþÕÞ (The Writting Skill) :

12.2.1. ÷u¾™ fkiþÕÞ™ku yÚko y™u ÔÞkÏÞk

(Meaning & Definition of Writing Skill)

‘÷u¾™’ yu {k™ð ‚tËuþkÔÞðnkh™wt yuf {kæÞ{ Au, su{kt r[öku y™u «Œefku

‚kÚku ¼k»kk™e hsqykŒ skuðk {¤u Au. ÷u¾™ fkiþÕÞ yu {krnŒe ‚t[kh™ku yuf

{n¥ð™ku ¼k„ Au. ÷u¾™ fkiþÕÞ yu Œ{khk rð[khku™u þçËku{kt {qfe þfðk™e yuf

[ku¬‚ ûk{Œk Ähkðu Au. ‚khwt ÷u¾™ fkiþÕÞ yu Œ{khk ÷ur¾Œ ‚tËuþk M…ü heŒu

«íÞkrLðŒ fhðk {kxu Œ{™u {tsqhe yk…u Au suÚke ‚uËuþku yuf ƒeò™u «íÞkrLðŒ fhe

þfkÞ.

÷u¾™ fkiþÕÞ yu fkhrfËeo™e sYrhÞkŒ {kxu ½ýwt W…Þku„e „ýðk{kt ykðu

Au. Œ{khwt ÷u¾™ yu Œ{khw ÔÞrõŒíð ƒŒkðu Au. ÔÞð‚krÞfku su{ fu yuLS™eÞh,

{u™ush, ÷u¾f, rþûkf, ð„uhu Œhefu ‚khwt ÷¾ðwt Œu yrŒ {n¥ð™wt Au.

zku.rðr÷Þ{ y™u nuÒk „úe™u ÷ur¾Œ ¼k»kkfeÞ fwþ¤Œkyku ™e[u {wsƒ …]Úk¬hý

fÞwO Au Œu™u yk…ýu ÷u¾™™k ¼kirŒf MðY…™k ½xfku Œhefu yku¤¾kðe þfeyu Au.

• r÷r… {hkuz

• {w¤kûkhku/ ‚ÞwtfŒkûkhku

• ‚tfuŒku r[Lnku

• ‚whu¾ nMŒkûkhku

• þwØ skuzýe ÷u¾™

• yðko[e™ y™u ¼kððkne þçËku™e ðhýe

• ‚k[e þçË ‚th[™k
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• yÚko½x™ ¼kððkne ðirðæÞÞwõŒ ÔÞkfhý þçË ðkfâ h[™kyku™ku

W…Þku„

• ÷u¾™ «fkh™wt ‚kh hsqykŒ™wt {k¤¾wt

• rðhk{r[öku™ku W…Þku„

• ÷u¾™ ÔÞðMÚkk «kht¼ y™u ytŒ ð„uhu

• ÷k½ð…qýo ÷¾ðk™e þi÷e

• ÷¾ký{kt yÚko…qýo yr¼ÔÞrõŒ

12.2.2. ÷u¾™ fkiþÕÞ™k nuŒwyku (Objectives of Writing Skill)

÷u¾™ fkiþÕÞ rðf‚kððk™k {wÏÞ nuŒwyku yk {wsƒ Au:

• ÔÞðrMÚkŒ y™u ‚w½z heŒu ÷u¾™ fkÞo fhðk™e xuð …kzku.

• yûkhku™e ‚«{kýŒk ò¤ðe™u ÷¾e þfu

• ÞkuøÞ rðhk{r[öku ‚{wr[Œ W…Þku„ fhe™u ÷¾e þfu

• yk‚…k‚™k …Þkoðhý™u ÷„Œk …rhr[Œ rð»kÞku yt„u ‚h¤ y™u

rþü ¼k»kk{kt ÷¾u

• ‚h¤ þçËku y™u ðkfâku™wt y™w÷u¾™ y™u ©wŒ÷u¾™ fhu

• ‚wðkåÞ y™u {hkuzËkh yûkhku{kt ÷¾u

• ‚eÄe ÷exe{kt þçËku ðå[u ykð~Þf søÞk hk¾e™u ÷¾ðk™e xuð

…kzu

• ‚{k™kÚkeo þçËku ™ku ‚{k™Œk …qðof y™u ‚kðÄk™e…qðof W…Þku„ fhu

• ©wŒ÷u¾™, y™w÷u¾™, …ºk r™ƒtÄ, ðkŒko, yhS÷u¾™, rð[kh

rðMŒkh, ‚{eûkk ð„uhu swËk swËk ‚krníÞ MðY…u ÷¾Œk þe¾u

• ÷u¾™{kt …rhåAuË …kzŒk þe¾u

• rðrþü rË™ «‚t„™e Wsðýe™ku ynuðk÷ ÷¾u

• þçËku, YrZ«Þku„ku y™u …ËrðLÞk‚™wt y‚hfkhf heŒu ÞkuøÞ W…Þku„

fhe™u ÷¾u

• þwØ skuzýe òýðk {kxu skuzýefkuþ fu þçËfkuþ™ku W…Þku„ fhe™u

÷¾u

• ðŒo{k™ …ºk, ‚k{rÞf (Ãkkûkef /{kr‚f){kt yk÷u¾kÞu÷k ÷u¾ku™ku

Œw÷™kí{f yÇÞk‚ fhe ÷¾u

• rðrðÄ «fkh™k ÷u¾ku ÷¾ðk™e ûk{Œk fu¤ðe þfu

yk heŒu ÷u¾™ fkiþÕÞ ÷ur¾Œ ¼k»kk yr¼ÔÞrõŒ …rhrMÚkrŒ Y… ‚kÚkofŒk

rðr™Þku„ ð„uhu™u ¼k»kkfeÞ fwþ¤Œk{kt ‚{kðuþ ÚkkÞ Au. ÔÞrõŒ …kuŒk™k ¼kð,

÷u¾Lk fkiþÕÞ (The Writting Skill)
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÷u¾Lk fkiþÕÞ (The Writting Skill)

÷k„ýe, sYrhÞkŒ, rð[khku M…tË™ku heŒu ‚h¤ŒkÚke ‚kÚkof heŒu ÷¾e™u hsq fhu, Œu

÷ur¾Œ yr¼ÔÞrõŒ Au. sku ðk[f ðkt[u Œku ðk[f™u ÷u¾f™k ÓËÞ{kt WË„khku,

ykðu„ku y™u ‚tðu„ku ‚kÚku ŒkËkíBÞ ‚kÚku Œuðwt ÷¾ký ÷ur¾Œ yr¼ÔÞrõŒ™k ‚wtËh

™{q™k „ýe þfkÞ.

12.2.3. ÷u¾™ fkiþÕÞ™wt {n¥ð (Importance of Writing Skill)

÷u¾™ îkhk ÔÞrõŒ …kuŒk™e yr¼ÔÞrõŒ™u ÷ktƒk ‚{Þ ‚wÄe ‚k[ðe hk¾u

Au. ÷u¾™ îkhk rð[khku™wt ykËk™ «Ëk™ fhu Au. ¼qŒfk¤™e {krnŒe {u¤ðe þfu Au,

Sð™™ku W¥k{ku¥k{ rðfk‚ ‚kÄe þfu Au. ¼krð …uZe {kxu ðk[™ Y… ¼kÚkwt {qfe þfu

ÔÞrõŒ …kuŒk™k y™w¼ð MktM{hýku ‚krníÞ MðY…u ‚k[ðe þfu, ËMŒkðuS …whkðkyku

‚kÚku ÷ur¾Œ yr¼ÔÞrõŒ {n¥ð™e Au.

‚k{krsf, Äkr{of, hksfeÞ, þiûkrýf, ykrÚkof ÔÞðnkhku r™¼kððk ÷ur¾Œ

yr¼ÔÞrõŒ sYhe Au. swËk swËk ÔÞð‚kÞ{kt fwþ¤Œk {u¤ððk {kxu ÷u¾™ W…Þku„e

ÚkE …zu Au. yk{, yuf ‚k{kLÞ ™k„rhf {kxu rðrðÄ MðY…{kt rðrðÄ ÷u¾™

fkiþÕÞ W…Þku„e ƒ™e þfu Au.

Œ{khe «„rŒ [fk‚ku

1. a. ÷u¾™ fkiþÕÞ yux÷u þwt?

b. ÷u¾™ fkiþÕÞ™k nuŒwyku sýkðku.

c. ÷u¾™ fkiþÕÞ™wt {n¥ð ‚{òðku.

™kutÄ: 1. Œ{khku sðkƒ ™e[u yk…u÷ søÞk{kt ÷¾ku.

2. Œ{khku sðkƒ Þwr™x™k ytŒ{kt yk…u÷ sðkƒ ‚kÚku [fk‚ku.

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

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

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

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

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

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

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

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

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

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

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

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

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

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

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

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

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

12.3  ÷u¾™ yr¼ÔÞrõŒ™kt MðY…ku (Forms of Writing Skill)

÷u¾Lk yr¼ÔÞrõŒ™k rðrðÄ MðY…ku yk «{kýu Au:

1. …rhåAuË ‚th[™k

÷½w …rhåAuË ‚th[™k™u «kÚkr{f fûkk ‚wÄe{kt «ÞkuS þfkÞ. ðkfâ{kt yk…u÷k

…Ëku™e ÞkuøÞŒk, ðkfâku y™u …khM…rhf y™wƒtÄ, ¼k»kk ðMŒw, rð»kÞ™wt ¿kk™ y™u

‚h¤ þwØ ‚so™kí{f ÷¾ký sYhe hnu Au. ykðk …rhåAuËku ðýkoí{f, f÷kí{f

y™u ‚so™kí{f nkuE þfu.

2. r™ƒtÄ ÷u¾™

rðãkÚkeoyku™e ðÞ y™u fûkk y™w‚kh r™ƒtÄ ðýkoí{f, fÚk™kí{f, r[ºkkí{f

yLku rððu[™kí{f r™ƒtÄ fhkðe þfkÞ

÷u¾Lk fkiþÕÞ (The Writting Skill)
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÷u¾Lk fkiþÕÞ (The Writting Skill)

3. rð[kh rðMŒkh

„k„h{kt ‚k„h™e su{ ƒu …trõŒ{kt „qZ rð[kh {qfkÞu÷k nkuÞ Au. rðãkÚkeo

…trõŒ{kt™kt yk rð[kh™u …qýo heŒu ‚{su, ™ðe™ þçËku, YrZ«Þku„ku, fnuðŒku™ku yÚko

‚{S rð[kheLku rðMŒ]Œefhý fhu. rð[kh{ktÚke þçËkÚko, ¼kðkÚko, rðþu»k WËknhý

y™u ƒkiØ Œkhðu.

4. ykí{fÚkk

…nu÷k …whw»k yuf ð[™{kt ÷¾kÞ Œu{kt nwt, {ut, {™u suðk ‚ðo™k{™ku W…Þku„

rðþu»k ykð~Þf ƒ™e hnu Au.

5. …ºk ÷u¾™

…ºk ÷u¾™ yuf f¤k Au ŒuÚke Œu™ku ÔÞðnkh W…Þku„ y™u yki…[krhfŒkyku™ku

rðãkÚkeoyku™u …rh[Þ yk…ðku skuEyu. fwxwtƒes™ku™u ÷¾kŒk ÔÞðnkrhf …ºkku, ÄtÄkfeÞ

…ºkku, ‚hfkhe …ºkku, ònuh ûkuºkku{kt ‚kÚku fk{- fks™u ÷„Œk …ºkku, rðr™{Þ-ðu[ký™u

÷„Œk …ºk, yhS …ºkku ð„uhu ÷¾ðk™e Œk÷e{ ÷u¾™ fkiþÕÞ îkhk yk…e þfkÞ.

6. ynuðk÷ ÷u¾™

…ºkfkh, ònuh ‚{MÞk ÷ûke yÇÞk‚ ‚r{rŒ™k ‚tÞkus™ Þk Œku fkuE ‚{ks

rnŒ-fÕÞký™u Íkt¾… ÷„kzŒe ½x™k, ƒ™kð yt„u™e Œ{k{ ‚r{rŒ™k sðkƒËkh

‚ËMÞ fu ‚tMÚkk™e «ð]r¥k™k sðkƒËkh ™uŒk Œhefu sYhe ynuðk÷ hsq fhðk™e Vhs

ƒ™e hnu Au. ynuðk÷ ÷u¾™™e fk{„ehe su Œu fkÞo¢{™k y™wfkÞo hw…u ÚkŒe fk{„ehe

Au. ykÚke ynuðk÷ ÷u¾™ fkiþÕÞ y™u …ý {n¥ð y…kÞwt Au.

7. ðkŒko ÷u¾™

‚{„ú ðkŒko™u Y…hu¾k æÞk™…qðof ðkt[e, Ëhuf {wÆk™u ¢r{f „kuXðu Œu{kt

fÕ…™k™ku ht„ …qhe «‚t„kur[Œ þçËku, YrZ«Þku„ku, fnuðŒku, y÷tfkrhf ¼k»kk «ÞkuS

ðkŒko h‚¼h ƒ™kððe skuEyu y™u Œu™u ÞkuøÞ þe»kof yk…Œk þe¾ðwt skuEyu.

8. ‚tðkË ÷u¾™

ÄkhËkh, [kuxËkh, ‚tðkË r÷r¾Œ yr¼ÔÞrõŒ™wt yk„ðwt MðY… Au.

9. hkus™eþe/ zkÞhe

ÔÞrõŒ …kuŒk™e rË™[Þko ykí{fÚkk MðÞt ÷¾u y™u Œu™e ™kutÄ fhu Œu zkÞhe

yux÷u hkus™eþe /zkÞhe ÔÞrõŒ™u ÔÞrõŒíð™ku ‚k[ku ErŒnk‚ ƒŒkðu Au. ÔÞrõŒ™e

Sð™™e ½x{k¤ yk÷u¾Œe rð„Œku yux÷u hkus™eþe fu zkÞhe. „wshkŒe ‚krníÞ{kt

{nkËuð¼kE Ëu‚kE™e zkÞhe «r‚Ø ‚krníÞ f]rŒ Au.
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Œ{khe «„rŒ [fk‚ku

2. ÷u¾™ yr¼ÔÞrõŒ™k MðY…ku sýkðku.

™kutÄ: 1. Œ{khku sðkƒ ™e[u yk…u÷ søÞk{kt ÷¾ku.

2. Œ{khku sðkƒ Þwr™x™k ytŒ{kt yk…u÷ sðkƒ ‚kÚku [fk‚ku.

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

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

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

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

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

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

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

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

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

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

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

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

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

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

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

÷u¾Lk fkiþÕÞ (The Writting Skill)
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÷u¾Lk fkiþÕÞ (The Writting Skill)

12.4 ÷u¾™ fkiþÕÞ rðf‚kððk {kxu™e ‚h¤ heŒku

÷u¾™ fkiþÕÞ rðf‚kððk {kxu™e ‚h¤ heŒku yk «{kýu Au:

1. þçË¼tzku¤™u rðMŒ]Œ fhðwt.

÷u¾™{kt rð[kh fu ÷k„ýe™u ÔÞfŒ fhðk {kxu Œ{khe …k‚u yuf ‚khku

‚r¢Þ þçË¼tzku¤ nkuðku sYhe Au yLku yk þçË¼tzku¤{ktÚke ÞkuøÞ þçË™ku W…Þku„

fhe ÷¾ký ÷¾ðwt skuEyu. Œu{kt VõŒ þçË ‚wr[ ™ne …htŒw ðkfâku ‚kÚku ™ðk þçËku

þe¾e™u ÷u¾™ fkÞo fhku. sÞkhu Œ{u ™ðk þçËku þe¾ku Aku íÞkhu Œu þçË™k Œ{k{

MðY…ku y™u ‚k{kLÞ heŒu Œu™e ‚kÚku ð…hkÞu÷e …qðor™rÄyku™u òýðk™ku «Þk‚ fhku.

2. skuzýe™ku yÇÞk‚ fhku:

÷u¾™ fkÞo{kt þçËku™e skuzýe fuðe heŒu fhðe Œu òýðwt sYhe Au. ¾kuxe

skuzýe Œ{khk ðkfâku™ku yÚko ƒË÷e þfu Au. WËknhý Œhefu Bear y™u Bare ƒ™u

þçËku™k Wå[khý yuf ‚h¾k ÚkkÞ Au y™u Œu™kt yÚko y÷„ y÷„ nkuÞ Au. ðÄw{kt

¾kuxe skuzýe ÷¾ký{kt ÷¾ðk{kt ykðu Œku ðk[fku™u ‚{sðk{kt {w~fu÷e y™w¼ðkÞ

Au.

3. r™Þr{Œ ðk[™ fhku:

r™Þr{Œ ðk[™Úke ©uc ÷¾Œk þe¾e þfkÞ. ÷u¾™™e swËe swËe þi÷eyku™ku

ÏÞk÷ {u¤ððk y™u þçËku™ku ÞkuøÞ W…Þku„ fhðku Œu yuf ‚h¤ heŒ Au.Œ{™u h‚

nkuÞ Œðk …wMŒfku y™u ÷u¾ku ðk[™ fhðk {kxu …‚tË fhku. þe¾ðwt ftxk¤ks™f ™

nkuðwt skuEyu. xuõ‚{kt ™ðk þçËku y™u yr¼ÔÞrõŒyku™ku W…Þku„ fuðe heŒu fhðku Œu

‚{S „Þk Aku Œku Œu™e ¾kŒhe fhðk {kxu Ëuhf ÷¾ký ™u ðkhtðkh ðkt[ku.

4. ÔÞkfhý{kt ‚wÄkhku fhku:

÷u¾™ fkÞo{kt ÔÞkfhý ¾wƒ s {n¥ð™wt Ãkqhðkh ÚkkÞ Au. fkhý fu ÔÞkfhý

Œ{khk ÷u¾™™e „wýð¥kk{kt ‚wÄkhku fhu Au. nt{uþk ÷¾ký™kt ðkfâ{kt ÔÞkfhý™k

ÞkuøÞ fk¤™ku W…Þku„ fhe rðhk{r[Lnku™ku W…Þku„ fhðk™wt ÞkË hk¾ku. rðhk{r[ö

Œ{khk ÷u¾™™u ‚MŒwt y™u yM¾r÷Œ ƒ™kððk™e yuf ‚h¤ heŒ Au. nt{uþk Œ{khk

÷u¾™™u ƒu ðkh «qV he®z„ fhku. «Úk{ ð¾Œ ¼q÷ku {kxu swyku y™u ƒeS ûkýu

rðþu»k ÔÞkfhý™e ¼q÷ku ‚wÄkhðk {kxu ðkt[Lk fhku.

5. ÷u¾™ fkÞo™ku zÙkVTx ƒ™kððku:

÷u¾™ ¼Þtfh nkuE þfu Au.sku fu Œu™u ‚wÄkhðk™e yuf ©uc heŒ yu Au fu

Œ{u fk„¤ y™u …u™ ÷R Œ{khk fBÃÞqxh ‚k{u ƒu‚e ÷¾ðk™e þYykŒ fhku y™u
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÷u¾™™ku zÙkVTx ŒiÞkh fhku. ÔÞð‚krÞf ÷u¾fku™ku …ý …nu÷ku zÙkVTx fÞkhuÞ ‚t…qýo

™Úke nkuŒku, yux÷u ÞkË hk¾ku «urõx‚Úke ‚t…qýo ƒ™e þfkÞ.

12.5 ÷u¾™ yr¼ÔÞrõŒ™e Wý…ku

‚k{kLÞ heŒu ÷¾ký{kt ÚkŒe ™k™e ™k™e ¼q÷ku yLku Wý…ku {kuxe ‚{MÞk

‚seo þfu Au, Wý…ku fE fE Au Œu skuEyu,

skuzýe™e ¼q÷ku:

{kuxk ¼k„™k ÔÞkfhý{kt skuzýe™e y™uf ¼q÷ku ÷¾ký{kt skuðk {¤Œe

nkuÞ Au. su{kt nMð- ËeÄo™ku ÏÞk÷ ™ nkuðku, y™wMðkh fâk {qfðwt Œu™ku ÏÞk÷ ™

nkuðku ð„uhu ¼q÷ku fu ûkrŒyku ÷¾ký{kt skuðk {¤u Au.

y™wMðkh™e ‚k{kLÞ ¼q÷ku:

y™wMðkh™wt …qhŒwt ¿kk™/ {krnŒe fu ‚{s nkuŒe ™Úke su™k …rhýk{u y™wMðkh™e

¼q÷ku ÷¾ký fkÞo{kt skuðk {¤u Au.

rðhk{r[Lnku™e ¼q÷ku:

rðhk{r[öku™wt rþûký «kÚkr{f fûkkyu yk…ðk{kt ykðu Au …ý ÷u¾™{kt fuðe

heŒu y™u fâkhu W…Þku„ fhðku Œu yt„u ‚¼k™Œk ™ nkuðkÚke rðhk{r[Lnku{kt ¼q÷ku

skuðk {¤u Au.

‚wðkåÞ yûkhku™ku y¼kð:

„ktÄeSyu fÌkwt Au fu ¾hkƒ yûkhku yu yÄqhe fu¤ðýe™e r™þk™e Au. AŒkt

…ý ÷¾ký{kt ‚wðkåÞ yûkhku™e ¼q÷ku ‚ðo‚k{kLÞ skuðk {¤u Au.

rþrÚk÷ ðkfâ h[™k:

ðkt[Lk rðþk¤ ™ nkuðkÚke ðkfâ h[™k …ý rþrÚk÷ skuðk {¤u Au. ‚wtËh

¼k»kk «Þkusðk™e ûk{Œk™ku …ý y¼kð skuðk {¤u Au.

¼k»kk ËkrhÿÞ:

yþwØ Wå[khý, y…qhŒwt ðkt[Lk, ©ðý™e yufk„úŒk™ku y¼kð ™ nkuðkÚke

¼k»kk ËkrhÿÞ skuðk {¤u Au.

ÔÞkfhý™k ¿kk™™ku y¼kð:

þwØ ÔÞkfhý ¿kk™™ku y¼kð™u fkhýu ÔÞkfhý rð»kÞf r™Þ{, rðr¼Òk

«íÞÞ ð„uhh™u ÷„Œe y™uf ûkrŒyku skuðk {¤u Au ykÚke ÷u¾™ fkÞo{kt ÔÞkfhý™e

¼q÷ku ðÄkhu skuðk {¤u Au.

÷u¾Lk fkiþÕÞ (The Writting Skill)
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…rhåAuË™e ‚{s™ku y¼kð:

÷u¾™{kt {wÆk‚h h[™k fhðkÚke y™u …rhåAuË …kze™u h[™k ÷¾ðe Œu

yt„u™wt rþûký ƒnw ykuAwt skuðk {¤u Au. rðãkÚkeoyku ÷u¾™™u ‚¤t„ ÷¾e ™k¾u Au

ŒuÚke …rhåAuË™e ‚{s™ku y¼kð …ý skuðk {¤u Au.

Œ{khe «„rŒ [fk‚ku

3. ™e[u yk…u÷ ðkfâku{kt ÞkuøÞ þçË …‚tË fhe ¾k÷e søÞk …whku.

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)

™kutÄ: 1. Œ{khku sðkƒ ™e[u yk…u÷ søÞk{kt ÷¾ku.

2. Œ{khku sðkƒ Þwr™x™k ytŒ{kt yk…u÷ sðkƒ ‚kÚku [fk‚ku.

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

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

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

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

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

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

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

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

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

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

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

12.6 ÷u¾™ yr¼ÔÞrõŒ™e Wý…ku Ëqh fhðk™kt W…kÞku

÷u¾™ fkÞo™e Œ…k‚ýe yu ‚ki™u {wtsðŒku «§ Au. Œu {kxu …ØrŒ‚h™wt

rþûký yk…ðk{kt ykðu Œku ÷u¾™ fkÞo{kt ÚkŒe ¼q÷ku r™ðkhe þfkÞ. ÷u¾™ fkÞo™e

Wý…ku Ëqh fhðk™k fux÷kf W…kÞku yk «{kýu Au:

skuzýe™e ¼q÷ku:

• skuzýefkuþ™ku W…Þku„ fhðku

• ðkhtðkh ÚkŒe skuzýe™e ¼q÷ku™ku [kxo ƒ™kððku.

• skuzýe yt„u™k ‚h¤ r™Þ{ku™wt ¿kk™ yk…ðwt.

• skuzýeËku»k™e ÔÞrõŒ„Œ [[ko fhe {k„oËþo™ yk…ðwt.

• þwØ Wå[khý™ku {nkðhku yk…ðku.

• ‚k{rÞf™kt ytfku™wt ðkt[Lk fhðwt.

y™wMðkh™wt ¼q÷ku:

• y™wMðkh yt„u™k r™Þ{ku ‚{òððk.

• y™wMðkh™wt ¿kk™ fu rþûký yk„{™ …ØrŒÚke yk…ðwt.

• ‚wtËh{ y™wMðkh yüf ftXMÚk fhkððwt.

• y™wMðkh y™u y™w™kr‚f ðå[u™ku ¼uË ‚{òððku.

• …wMŒfku™k ðk[Lk ËhBÞk™ y™wtMðkh™wt y™wfkÞo yk…ðwt skuEyu.

÷u¾Lk fkiþÕÞ (The Writting Skill)



12

÷u¾Lk fkiþÕÞ (The Writting Skill)

rðhk{r[Lnku™e ¼q÷ku:

• rðhk{r[Lnku™e ¼q÷ku {kxu rðhk{r[öku™e ÞkuøÞ ‚{s yk…ðe skuEyu.

• fâkhu, fâkt rðhk{r[ö™ku «Þkusðk Œu™wt {n¥ð sýkððwt skuEyu.

• rðhk{r[öku {qfu Œu yt„u ÷u¾™ fkÞo fhkððk™ku {nkðhku yk…ðku

skuEyu.

‚wðkåÞ yûkh™ku y¼kð:

• ÷¾ký™e MðåAŒk y™u ‚wÄzŒk ŒhV æÞk™ yk…ðwt.

• ‚khk yûkhku™k ™{q™k ¼ªŒ…ºkku …h {qfðk.

• ‚khk ÷u¾ku ‚wtËh ÷u¾™Úke ÷¾ðk, Œu™kt ™{q™kyku™wt ðk[Lk fhkððwt.

• y™w÷u¾™ fhkððwt.

rþrÚk÷ ðkfâ h[™k:

• rðrðÄ «fkh™e ðkfâ h[™k™e ‚{sý yk…ðe.

• ðkfâ h[™k™e rðrþüŒk™e ¾k{eyku fu ¾qƒe hsq fhðe.

• ðk[Lk{kt yufk„úŒk fu¤ðkÞ Œu {kxu «§ku¥khe/ [[ko …ý ÞkuS þfkÞ Œu heŒu

ðkfâ h[™k ‚wÄkhýk fhe þfkÞ. ðkfâ{kt ðýo, fu …Ë™e VuhƒË÷eÚke ÚkŒk

…rhðŒo™ku fuðk y™Úko ‚seo þfu Œu™e ‚{ks yk…ðe.

¼k»kk ËrhÿÞ:

• ðk[Lk ŒhV yr¼{w¾ fhðwt.

• ðk[Lkh‚ fu¤ððkt ðk[Lk ûk{Œk f‚kuxe Þkusðe.

• ‚tË¼o …wMŒfku™e {krnŒe …qhe …kzðe.

• rðrðÄ «fkh™k ‚krníÞ{kt h‚ fu¤ðu Œu {kxu rð»kÞ ðMŒw™k rþûkýfkÞo ‚kÚku

‚krníÞ «fkh™e {krnŒe yk…ðe.

ÔÞkfhý™k r™Þ{ku™wt ¿kk™:

• ÔÞkfhý™kt r™Þ{ku/ r‚ØktŒku ¼k»kkþkMºk™e h[™k «{kýu su Œs¿kkuyu ŒiÞkh

fÞko Au Œu {wsƒ s ÔÞkfhý ¿kk™™u ðÄkhðk™kt W…kÞ Þkusðk.

• ÔÞkfhý «íÞu™e ‚qøk fu …qðo„ún Ëqh fhðk.
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12.7 …rhåAuË ÷u¾™ (Writting Paragraph)

fkuE yuf s ƒkƒŒ™wt ðýo™ fhŒkt ðkfâku™k ‚{qn™u …rhåAuË fnuðk{kt ykðu

Au. ‚khku y™u yÚko‚¼h …rhåAuË ÷¾ðk {kxu Œu™kt rðfk‚¢{™k ½xfku™u ‚{sðk

sYhe Au. su{ fu xkur…f™kt ðkfâku, …rhåAuË{kt ðkfâku™wt Œkrfof skuzký, yufY…Œk,

…rhåAuË{kt ðkfâku™wt yifâ, y™u …rhåAuË™ku rðfk‚¢{. xkur…f™k ðkfâku …rhåAuË{kt

{wÏÞ rð[kh hsq fhŒw ðkfâ Au. ƒkfe™k ðkfâku xkur…f™k ‚{Úko™{kt ÷¾ðk{kt ykðu

Au. …rhåAuË{kt xkur…f™wt ðkfâ þYykŒ{kt fu ytŒ{kt ÷¾ðk{kt ykðu Au.

…rhåAuË{kt ðkfâku Œkrfof heŒu skuzkÞu÷k nkuÞ Œu sYhe Au. ðkfâku™kt Œkrfof

skuzkýÚke …rhåAuË{kt hsq ÚkÞu÷k rð[khku ðå[u ‚tÞkus™ skuðk {¤u Au. …rhåAuË{kt

ðkfâku ðå[u ‚w‚t„ŒŒk ò¤ððk {kxu fux÷ef ƒkƒŒku ‚{sðe sYhe Au. su{ fu,

‚ðo™k{™ku W…Þku„ fhðku. yk¾k …rhåAuË{kt [kðeY… þçË, fu þçË‚{wn™ku ðkhtðkh

W…Þku„ fhðku, yÚko™e M…üŒk {kxu yuf ðkfâ™u ƒeò ðkfâ ‚kÚku skuzðk besides,

finally, although, in fact, firstly suðk fzeY… þçËku™ku W…Þku„ fhðku. ŒÚkk ‚{ktŒh

ðkfâ h[™k™ku W…Þku„ fhðku ð„hu. ‚{ktŒh ðkfâ h[™k yux÷u fu ÔÞkfhý™k

‚{k™ MðY…ku ÄhkðŒe ðkfâ h[™kyku, ykðe ðkfâ h[™kyku{kt ™k{ ™u ™k{ ‚kÚku

rðþu»ký ™u rðþu»ký ‚kÚku s skuzðk{kt ykðu Au.

sÞkhu yk…ýu ÷¾ký ÷¾eyu Aeyu íÞkhu ÷¾ký™ku Ëhuf …rhåAuË ÔÞðrMÚkŒ

heŒu rðfr‚Œ ÚkÞu÷ku nkuÞ Œu sYhe Au. Œu{kt hsq ÚkÞu÷k rð[khku™k ‚{Úko™ {kxu

WËknhýku {qfðk skuEyu. yktfzkfeÞ {krnŒe ‚kÚku™e sYhe rð„Œku yu{kt hsq fhðe

skuEyu yLku Œu{kt Œs¿k ÷kufku™k {tŒÔÞku, Œkhýku, ‚{sqŒeyku Œu{s yðŒhýku …ý

xktfðk skuEyu.

Œ{khe «„rŒ [fk‚ku

4. ™e[u yk…u÷k ðkfâku™u skuze yuf …rhåAuË™wt ÷u¾™ fhku.

™kutÄ: 1. Œ{khku sðkƒ ™e[u yk…u÷ søÞk{kt ÷¾ku.

2. Œ{khku sðkƒ Þwr™x™k ytŒ{kt yk…u÷ sðkƒ ‚kÚku [fk‚ku.

· 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.

÷u¾Lk fkiþÕÞ (The Writting Skill)
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÷u¾Lk fkiþÕÞ (The Writting Skill)

· 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 ‚khktþ  (Summary)

fkhrfËeo™e sYrhÞkŒ {kxu ÷u¾™ fkiþÕÞ yu ½ýwt W…Þku„e …qhðkh ÚkkÞ Au.

÷u¾™ fkiþÕÞ rðf‚kððk {kxu™e ‚h¤ heŒku™e [[ko yk Þwr™x{kt fhðk{kt ykðe Au

su™kÚke fkuE …ý ÔÞrõŒ skuƒ{kt, ÔÞðnkh{kt fu ÄtÄk{kt ‚khwt ÷u¾™ fkÞo fhe þfu.

÷u¾™ yr¼ÔÞrõŒ™e fux÷ef Wý…ku …ý yk…ðk{kt ykðe Au y™u yu Wý…ku Ëqh

fhðk™k W…kÞku …ý yk…ðk{kt ykÔÞk Au su™kÚke ÔÞrõŒ y‚hfkhf ÷u¾™ fkÞo fhe

þfu.

12.9  ík{khe «økrík [fkMkkuLkk W¥khku

1. a. ÷u¾™ fkiþÕÞ yu {krnŒe ‚t[kh™ku yuf {n¥ð™ku ¼k„ Au. ÷u¾™

fkiþÕÞ yu Œ{khk rð[khku™u þçËku{kt {qfe þfðk™e yuf [ku¬‚

ûk{Œk Ähkðu Au. ‚khwt ÷u¾™ fkiþÕÞ yu Œ{khk ÷ur¾Œ ‚tËuþk M…ü

heŒu «íÞkrLðŒ fhðk {kxu Œ{™u {tsqhe yk…u Au suÚke ‚uËuþku yuf

ƒeò™u «íÞkrLðŒ fhe þfkÞ.

b. ÷u¾™ fkiþÕÞ™k rðf‚kððk™k {wÏÞ nuŒwyku yk {wsƒ nkuÞ Au:

• ÔÞðrMÚkŒ y™u ‚w½z heŒu ÷u¾™ fkÞo fhðk™e xuð …kzu.

• yûkhku™e ‚«{kýŒk ò¤ðe™u ÷¾e þfu.

• ÞkuøÞ rðhk{r[öku ‚{wr[Œ W…Þku„ fhe™u ÷¾e þfu
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• …kuŒk™k þçËku {™{ktÚke ÞkuøÞ þçËku™e …‚tË„e fhe™u ÷¾e þfu.

• ‚h¤ þçËku y™u ðkfâku™wt y™w÷u¾™ y™u ©wŒ÷u¾™ fhu

• ‚wðkåÞ y™u {hkuzËkh yûkhku{kt ÷¾u.

• ‚{k™kÚkeo þçËku™ku ‚{k™Œk…qðof y™u ‚kðÄk™e…qðof W…Þku„ fhu

• ÷u¾™{kt …rhåAuË …kzŒk þe¾u.

• þçËku YrZ«Þku„ku y™u …ËrðLÞk‚™wt y‚hfkhf y™u ÞkuøÞ W…Þku„

fhe ÷¾u

• þwØ skuzýe òýðk {kxu skuzýefkuþ fu þçËfkuþ™ku W…Þku„ fhe

÷¾u.

• …kuŒk™k rð[khku™u MðŒtºk heŒu ™ezh þi÷e{kt hsq fhu

c. ÷u¾™ îkhk ÔÞrõŒ …kuŒk™e yr¼ÔÞrõŒ™u ÷ktƒk ‚{Þ ‚wÄe ‚k[ðe

hk¾u Au. ÷u¾™ îkhk rð[khku™wt ykËk™ «Ëk™ fhu Au. ¼qŒfk¤™e

{krnŒe {u¤ðe þfu Au, Sð™™ku W¥k{ku¥k{ rðfk‚ ‚kÄe þfu Au.

¼krð …uZe {kxu ðkt[Lk Y… ¼kÚkwt {qfe þfu ÔÞrõŒ …kuŒk™k y™w¼ð

M{hýku ‚krníÞ MðY…u ‚k[ðe þfu, ËMŒkðuS …whkðkyku ‚kÚku ÷ur¾Œ

yr¼ÔÞrõŒ {n¥ð™e Au. ‚k{krsf Äkr{of hksfeÞ þiûkrýf ykrÚkof

ÔÞðnkhku r™¼kððk™k ÷ur¾Œ yr¼ÔÞrõŒ sYhe Au. swËk swËk

ÔÞð‚kÞ{kt fwþ¤Œk {u¤ððk {kxu ÷u¾™ W…Þku„e ÚkE …zu Au.

yk{, yuf ‚k{kLÞ ™k„rhf {kxu rðrðÄ MðY…{kt rðrðÄ ÷u¾™

fkiþÕÞ W…Þku„e ƒ™e þfu Au.

2. 1. …rhåAuË ‚th[™k

2. r™ƒtÄ ÷u¾™

3. rð[kh rðMŒkh

4. ykí{fÚkk

5. …ºk ÷u¾™

6. ynuðk÷ ÷u¾™

7. ðkŒko ÷u¾™

8. ‚tðkË ÷u¾™

9. hkus™eþe/ zkÞhe

3. 1. piece 2. fare 3. plain    4. bare

5. lose 6. wick 7. irresponsible, breakable

8. hare 9. quiet 10. We’re 

÷u¾Lk fkiþÕÞ (The Writting Skill)
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÷u¾Lk fkiþÕÞ (The Writting Skill)

4. My college has really nice library. It is located middle of my

school .We can borrow books two weeks using electric system.

We can study inside the library with other students. There are a

huge collection of books like Accountancy, Math, Management,

Finance, Economy, English Literature, and English Grammar and

so on. I read Management and Economics books very frequently.

Library has some rules and regulations. They are subscribed various

e-journals and we can access e-journals from our library. Firstly,

we can’t eat anything inside the library. Secondly, we can’t use

phone inside the library. Finally, we couldn’t speak loudly with

our friends. Our library is huge building and thousand of books.

I guess library help me studying specific subject.

12.10  MktË¼kuo yLku rðþu»k ðkt[Lk

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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yktíkrhf ÔÞðnkh  (Internal Correspondence)

YÃkhu¾k

13.0 nuíkwyku

13.1 «MíkkðLkk

13.2 yktíkrhf ÃkºkÔÞðnkhLkk «fkhku

13.2.1  Ãkºkku

13.2.2  ÃkrhÃkºkku

13.2.3  {u{ku

13.2.4  fkÞoMkqr[

13.2.5  fkÞoLkkUÄ

13.3 þçË¼tzku¤

13.4 ÔÞkfhýLkku WÃkÞkuøk

13.5 Mkkhktþ

13.6 ík{khe «økrík [fkMkkuLkk W¥khku

13.7 MktË¼kuo yLku rðþu»k ðkt[Lk

13.0 nuíkwyku (Objectives)

yk ÞwrLkx ðktåÞk ÃkAe ík{u Lke[u {wsçk Mkûk{ çkLke þfþku.

· ÞwrLkx{kt ykÃkýu MktMÚkk{kt Úkíkkt fux÷ktf yktíkrhf ÃkºkÔÞðnkhkuLke [[ko fheþwt.

· yktíkrhf ÃkºkÔÞðnkhLkkt «fkhku íku{s íkuLkk fkÞkuoLke Mk{sý {u¤ðeþwt. WËknhý
íkhefu Ãkºkku, ÃkrhÃkºkku, {u{ku, fkÞoMkqr[ yLku fkÞoLkkUÄ ðøkuhu.

· yk WÃkhkuõík ÃkºkÔÞðnkhLkk Lk{qLkkyku rðþu [[ko fheþwt.

· ÃkºkÔÞðnkh {kxu ÔÞkfhý íkÚkk þçË¼tzku¤Lkwt ðýoLk fheþwt.

13.1 «MíkkðLkk (Introduction)  :

yk ÞwrLkx{kt ykÃkýu yktíkrhf  ÃkºkÔÞðnkhLke [[ko fheþwtt. Ëhuf MktMÚkk{kt,
íku{Lkk fËLku æÞkLk{kt ÷eÄk ðøkh, yu f{o[kheyku{ktt yttËhkuytËh Úkíkku MktËuþkÔÞðnkh
yu rLkýkoÞf økýkÞ Au. MktMÚkk{kt  rð¼køkku rð¼køkku ðå[u, WÃkhe yrÄfkheyku yLku

yuf{

13
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÷u¾Lk fkiþÕÞ (The Writting Skills)

f{o[kheyku ðå[u MktMÚkk{kt yktíkrhf MktËuþkÔÞðnkh Úkíkkt òuðk {¤u Au. yu íku{Lke
MkV¤íkkLke [kðe Au. ÞwrLkðŠMkxe, fkì÷uòu íku{s Mfq÷ku{kt ykðk yktíkrhf ÃkºkÔÞðnkhku,
rðãkÚkeo,  rþûkfku íku{s Mk¥kkðk¤kyku MkkÚku Úkíkk òuðk {¤u Au. yktíkrhf ÃkºkÔÞðnkhLkk
fux÷kf «fkhku íku{s íkuLkkt fkÞkuoLke Mk{s yk ÞwrLkx{ktÚke {u¤ðeþwt. ÃkºkÔÞðnkh {kxu
ðÃkhkíkk fux÷kf þçË¼tzku¤ íku{s ÃkºkÔÞðnkh {kxu ÔÞkfhýLkku WÃkÞkuøk ytøku Ãký
yk ÞwrLkx{kt [[ko fheþwt.

13.2 yktíkrhf ÃkºkÔÞðnkhLkk «fkhku  (Types of Internal Correspondence) :

÷u¾Lk îkhk yMkhfkhf heíku ðkík[eík fhðk {kxu ÞkuøÞ yLku MÃkü heíku
¼k»kkLkku WÃkÞkuøk fhðkLkwt {n¥ð Mk{S þfkÞ íkuðwt Au. ¼k»kkLkk WÃkÞkuøkÚke MktËuþku
{u¤ðLkkh ÔÞÂõík MktËuþku Mk{S þfu Au. yktíkrhf ÃkºkÔÞðnkh{kt Mkh¤ ¼k»kkLkku
WÃkÞkuøk fhðk{kt ykðu Au. fux÷kf yktíkrhf ÃkºkÔÞðnkhku MkttMÚkk{kt fu økútÚkk÷Þku{kt
ÃkkuíkkLkk WÃkÞkuøkfíkko MkkÚku Úkíkktt òuðk {¤u Au. økútÚkk÷ÞLkk yktíkrhf «íÞkÞLk {kxu
WÃkÞkuøk{kt ÷uuðkíkk ÃkºkÔÞðnkhLkk «fkhku yk {wsçk Au.

1. Ãkºkku

2. ÃkrhÃkºkku

3. {u{ku

4. fkÞoMkqr[

5. fkÞoLkkUÄ

yk WÃkhkuõík «fkhkuLke rðøkíku [[ko fheþwt.

13.2.1.  Ãkºkku (Letters) :

yuf ÔÞÂõík çkeS ÔÞÂõíkLku ÷ur¾ík MðYÃkuu fkuE MktËuþku fkuE {kæÞ{ îkhk
ÃknkU[kzu íkuLku ‘Ãkºk’ fnuðk{kt ykðu Au. ÃkºkLkwt MðYÃk çku «fkhLkwt Au yuuf ykiÃk[krhf
yLku çkeswt, yLkkiÃk[krhf. yk WÃkhktík íku{kt {krníkeLkku Mktøkún yLku «íÞkÞLk Ãký
òuðk {¤u Au. Ãkºk ÷u¾Lk yu EríknkMk fk¤ ËhBÞkLk ÷u¾Lk «ríkr÷rÃkLke yuf f¤k

íkhefu ¼køk ¼sðu Au.

ÃkºkLkk ¼køkku :

Mkk{kLÞ heíku ÃkºkLke ytËh Mkkík swËk swËk ¼køkku ykðu÷kt Au su yk «{kýu Au.

1. The Headings

2. Date

3. Address of Receipient

4. Saluatation

5. Body
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6. Complimentary Close

7. Signature

Ãkºk ÷u¾Lk {kxuLke fux÷ef {køkoËŠþfkyku :

yMkhfkhf Ãkºk yu Lke[u sýkÔÞk «{kýuLke økwýð¥kk Ähkðíkku nkuÞ Au. su yk «{kýu

Auu su{kt 8 'C' òuðk {¤u Au.

1. Clearness (MÃk»xíkk) : Ãkºk{kt yÚkoÃkqýo þçËkuLku fk¤SÃkqðof ÃkMktË fhðk

òuEyu íku{s ÃkºkLke ytËh ykðu÷ ðMíkw Mkk{økúe ¾wçk s MÃkü nkuðe òuEyu
suÚke ðkt[Lkkh íkuLku Mknu÷kEÚke ðkt[e þfu.

2. Correctness (yLkwfq¤) : Ãkºk ÷¾ðk {kxu su ¼k»kkLkku WÃkÞkuøk ÔÞkfhý
Mkneík fhðku òuEyu yLku ¼k»kk ÞkuøÞ nkuðe òuEyu suÚke ðkt[Lkkh íkuLku
Mkh¤íkkÚke Mk{S þfu.

3. Completeness (MktÃkqýoíkk) : ÃkºkLke ytËh ðkt[LkkhLku òuEíke çkÄe s
{krníke suðe fu íkÚÞ, zuxk ðøkuhu {krníkeLkku Mk{kðuþ fhðku òuEyu suÚke
ðkt[Lkkh Mk{økú {krníkeÚke ðkfuV ÚkE þfu.

4. Conciseness (MktrûkÃíkíkk) : Ãkºk nt{uþk MktrûkÃík nkuðku òuEyu. Ãkºk{kt
r¢ÞkÃkËkuLke søÞkyu çknw s ykuAk yuðk yMkhfkhf þçËkuLkku WÃkÞkuøk fhðku
òuEyu. Ãkºk{kt þçËku fu ðkõÞkuLkwt ÃkwLkhkðíkoLk Lk nkuðwt òuEyu yLku {kºk
MkçktrÄík {krníkeLkku WÃkÞkuøk Ãkºk{kt fhðku òuEyu.

5. Considerate (rð[khþe÷) : ðkt[LkkhLku æÞkLk{kt hk¾eLku Ãkºk ÷¾ðku òuEyu.
íku{kt íkuLke ÷køkýeyku, «&™ku yLku VrhÞkËku ðøkuhu Mkk{u÷ nkuðe òuEyu.

6. Coherence (MkwMktøkíkíkk) : su rð»kÞLku yLkwYÃk Ãkºk ÷¾ðk{kt ykÔÞku Au
íku rð»kÞLku yLkwYÃk Ãkºk MkwMktøkík nkuðku òuEyu.

7. Courtesy (rðLkÞ) : ÃkºkLke þYykík{kt ykËh yLku {kLk íku{s ÃkºkLkk
ytíku Ãký {kLk MkL{kLk ò¤ððwt òuEyu Ãkºk nt{uþk rðLkÞÃkqðof ÷¾ðku
òuEyu MkkÚku íku{kt {kLk yLku MkL{kLk ò¤ððwt òuEyu.

8. Creativeness (MksoLkkí{fíkk) : Ãkºk ÷¾LkkhLke MksoLkþe÷íkk Ãkºk{kt òuðk
{¤u Au. yux÷u fu Ãkºk{kt MksoLkkí{fíkk nkuðe sYhe Au.

ÃkºkLkku Lk{qLkku :-

Mkk{kLÞ heíku økútÚkk÷Þ{kt fux÷kf Ãkºkku rðãkÚkeo íku{s rþûkfku {kxu økútÚkk÷ÞLkk
ðÃkhkþ íku{s økútÚkk÷Þ{kt ykÃkðk{kt ykðíke Mkuðk {kxu ÃkºkÔÞðnkh fhðk{kt ykðu Au
suLkk Lk{qLkkyku yk «{kýu Au :

yktíkrhf ÔÞðnkh :  (Internal Correspondence)
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BABA SAHEB AMBEDKAR OPEN UNIVERSITY

Ahmedabad

To, Date : 2nd 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, 6th Edition Ranganathan, S.R.

Thanking you,

Yours faithfully.

(X.Y.Z)

Librarian

13.2.2  ÃkrhÃkºk (Cirtulation)

ÃkrhÃkºk yu ykð~ÞfYÃku yuf Ãkºk Au fu su{kt fux÷ef {n¥ðÃkqýo {krníke
Mkk{u÷ nkuÞ Au su {kuxe MktÏÞk{kt ÷kufkuLkuu ðnU[ðk{kt ykðu Au. WËknhý íkhefu ík{khu
fkuE r{rxtøk {kxu yk¾k rð¼køkLku yk{trºkík fhðkLkku nkuÞ íÞkhu, yÚkðk íkku økútÚkk÷Þ{kt
Mk{økú {kxu fkuE Mkq[Lkk ykÃkðkLke nkuÞ – yk nuíkwyku {kxu yuf ÃkrhÃkºk yu MktËuþkÔÞðnkhLkwt

yuf ©u»X {kæÞ{ çkLke þfu Au.
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ðÄw{kt, ÃkrhÃkºkku Ãký ònuhkíkLkk MkkÄLkku íkhefu WÃkÞkuøk{kt ÷uðkÞ Au. íku{kt
{kfu®xøk fhðk {kxuLke {krníke Mkk{u÷ ÚkE þfu Au íku yktíkh-rð¼køkeÞ MktËuþkÔÞðnkh,
ònuhkík yÚkðk ÔÞÂõíkøkík fkhýkuMkh nkuðe òuEyu. ÃkrhÃkºk nt{uþk {kuxe MktÏÞk{kt
MktðkËËkíkkyku MkwÄe ÃknkU[kzðku ykð~Þf Au. yk íkuLke yuf {n¥ðLke ÷kûkrýfíkk Au.

ÃkrhÃkºkLkwt MðYÃk :

ÃkrhÃkºk{kt Lke[u sýkÔÞk «{kýuLkwt {k¤¾wt òuðk {¤u Au.

· MktMÚkkLkku ÷uxhnuz

· MktËuþkLkwt yuf ðýoLkkí{f ÷uçk÷ fu Mkt¿kk su{kt yuf ÃkrhÃkºk Lktçkh Mkk{u÷
nkuÞ Au.

· íkkhe¾

· rð»kÞ ðkõÞ

· MktËuþkLkku xufMx

· {kuf÷LkkhLkwt Lkk{ yLku nkuÆku

ÃkrhÃkºkLkk VkÞËkyku :-

ÃkrhÃkºkLkk fux÷kf VkÞËkyku yk {wsçk Au :

· ÃkrhÃkºk yu ðkík[eík fhðk {kxuLke yuf ¾qçk s Mkh¤ yLku yMkhfkhf
{kæÞ{ Au íku [ku¬Mk yLku ÷ur¾ík nkuðkÚke, íku{kt økuhMk{sýLke ½ýe ykuAe
íkf hnuíke nkuÞ Au.

· ÃkrhÃkºk yu yufË{ MkMíkwt {kæÞ{ Au. íku MktÃkfo ÔÞðnkhLke yuf yMkhfkhf
heík Au.

· ÃkrhÃkºkkuÚke Mk{Þ çk[kðe þfkÞ Au. íku ¾qçk s {ÞkorËík Mk{Þ yLku rðþk¤
MktÏÞk{kt ÷kufku MkwÄe ÃknkU[u Au.

ÃkrhÃkºkLkku Lk{qLkku :

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. : . . . .

20th February, 2020

Revised Working Hours

All Employees of BAOU Library,

yktíkrhf ÔÞðnkh :  (Internal Correspondence)
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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 2nd 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.

ík{khe «økrík [fkMkku

1. økútÚkk÷Þ{kt E÷ufxÙkurLkf ÷‹Lkøk {kxu yr¼{w¾íkk fkÞo¢{ h[ðk {kxuLkku ÃkrhÃkºk

÷¾ku.

LkkUÄ : 1. Lke[u ykÃku÷ søÞk{kt ík{khk sðkçkku ÷¾ku.

2. ík{khk sðkçk ÞwrLkxLkk ytíku ykÃku÷ sðkçk MkkÚku [fkMkku.

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

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

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

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

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

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



23

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

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

13.2.3. {u{ku (Memo) :

Mk¥kkðkh MktËuþkÔÞðnkh {kxu ½ýk çkÄk «fkhku yLku MkkÄLkku Au su Ëhuf
[ku¬Mk ÃkrhÂMÚkríkykuLku yLkwfq¤ nkuÞ Au. {u{kuÍ yktíkrhf MktËuþkÔÞðnkh ÷¾ðk{kt
ykðu Au su MktMÚkk fu ftÃkLkeLkk f{o[kheykuLku Lkeríkyku yLku fkÞoðkne {kxu Mk÷kn
ykÃku Au yÚkðk òý fhu Au. íkuyku Mkk{kLÞ heíku ykiÃk[krhf yLku Lkiríkf þi÷e{kt
MktÃkqýo heíku ÷¾kÞ Au Ãkhtíkw íkuLkwt MktrûkÃík MðYÃk nkuÞ Au. Mkk{kLÞ heíku íkuLkk {kxu
‘{u{kuhuLz{’ þçË «Þkusðk{kt ykðu Au. {u{ku þçË yu íkuLkwt xqtfwt YÃk Au.

{u{ku yux÷u þwt ?

{u{ku yu ÔÞðMkkÞLke ËwrLkÞk{kt Mk¥kkðkh MktËuþkÔÞðnkh{kt MkkiÚke ðÄw WÃkÞkuøk{kt
÷uðk{kt ykðíkk yuf {kæÞ{ Au. íkuLkku {wÏÞ nuíkw rh{kELzh íkhefu Mkuðk ykÃkðk

yÚkðk fux÷ef Mkq[Lkkyku ykÃkðkLkku Au. yk ÃkrhÃkºkku Mkk{qrnf MktËuþkÔÞðnkhLkwt yuf
MkkÄLk Au. yux÷u fu MktMÚkk{kt {kuxe MktÏÞk{kt ÷kufku MkkÚku ðkík[eík fhðk {kxu {u{kuLkku
WÃkÞkuøk fhu Au.

Mkk{kLÞ heíku, {u{ku yu Lke[u sýkðu÷ Ãkkt[ fkhýku{ktÚke fkuE yuf fkhý
{kxu ÷¾e þfkÞ :

· yuf rh{kELzh íkhefu

· fkuE ½xLkk yÚkðk MktòuøkkuLku «fkrþík fhðk {kxu

· ½xLkkLke økýíkhe fhðk

· fkuEÃký ðMíkwLkku Mk¥kkðkh hufkuzo hk¾ðk {kxu

· {krníke yÚkðk Mkq[Lkku ÃkMkkh fhðk {kxu

{u{kuLkk VkÞËkyku :

Lke[u sýkÔÞk «{kýu íkuLkk ½ýk VkÞËkyku òuðk {¤u Au.

· {u{ku yu Mkk{qrnf MktËuþkÔÞðnkhLke ¾qçk s yMkhfkhf {kæÞ{ Au yLkuu

íku{Lkwt «Mkkhý Ãký ¾qçk MkMíkwt Au.

· çkeòu VkÞËku yu íkuLke Mkh¤íkk Au íkuLku ÷¾ðk yLkuu Mk{sðk {kxu íku ¾qçk s

Mkh¤ Au.

· {u{ku MktrûkÃík{kt yLku {wÆk íkhV ð÷ý Ähkðu Au íku ½ýk ÷kufku MkwÄe ÃknkU[u

Au íkuÚke {u{kuÚke ¾qçk Mk{ÞLkku çk[kð fhe þfkÞ Au.

· rððkËLkk rfMMkk{kt {u{ku Ãkwhkðk íkhefu Ãký Mkuðk ykÃku Au.

yktíkrhf ÔÞðnkh :  (Internal Correspondence)
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{u{kuLkwt MðYÃk :

{uu{ku ÷¾ðk {kxuLkk fux÷kf ÃkøkrÚkÞkyku yk {wsçk Au :

1. {Úkk¤wt (Heading) : MktMÚkkLkwt Lkk{ yLku MkhLkk{k ÃkAe (su ÷uxhnuz Ãkh Au)

fuLÿ{kt Ãk]»XLkk xku[ Ãkh {u{ku yÚkðk {u{kuhuLz{ þçË ÷¾ðk{kt ykðu Au.

2. «kÃíkfíkko (Recipient) :  «kÃíkfíkkoykuLku ÞkuøÞ Vku{uox{ktt MktçkkuÄLk fhku.

WËknhý íkhefu, «rík, økútÚkk÷Þ rð¼køkLkk çkÄk f{o[kheyku.

3. ÷¾Lkkh  (Writer) : {u{ku ÷¾Lkkh ÔÞÂõíkLkwwt Lkk{ ÷¾ku, WËknhý -

«u»kf: ©e/©e{íke, yu.çke.Mke. økúttÚkk÷Þ rð¼køkLkku nuz.

4. ðÄkhkLkk «kÃíkfíkkoyku (Additional Recipients) : ðÄkhkLkk «kÃíkfíkkoyku

fu suyku {u{kuLke Lkf÷ «kÃík fhþu. y{u íku{Lku {u{ku{kt MktçkkuÄðk{kt ykðíkk
LkÚke yuðk yLÞ «kÃíkfíkkoyku.

5. íkkhe¾ (Date) :  {u{ku ÷¾ðkLke íkkhe¾ yu yuuf {n¥ðÃkqýo rðøkík Au
su{kt íkkhe¾ yLku ðkh Mkk{u÷ nkuðwt ykð~Þf Au.

6. rð»kÞ hu¾k (Subject Line) :  rð»kÞ hu¾k yu ðk[fLku {u{ku{ktLke {krníke
rðþu MktrûkÃík{kt rð[kh ykÃkþu. rð»kÞ hu¾k xqtfe, [kuõfMk yLku {wÆkMkhLke
nkuðe òuEyu. WËknhý íkhefu – rð»kÞ : økútÚkk÷Þ rð¼køkLkk ík{k{
f{o[kheykuLke çkuXf.

7. {u{kuLkku {wÏÞ ¼køk (The body of a memo) : yk ¼køk{kt çkÄe s
{krníke Mkk{u÷ nkuÞ Au. {u{ku{kt ykiÃk[krhf yr¼ðkËLk sYhe LkÚke. Võík
ykð~Þf {krníkeLku MÃk»xíkk yLku [kufMkkE MkkÚku «Mkkrhík fhðk{kt ykðu Au.
ytík{kt {wÆkLku VheÚke økkuXððku ykð~Þf Au yLku nfkhkí{f LkkUÄ Ãkh íku
Mk{kÃík Úkðku òuEyu.

8. «qVhez (Proofread) : ytíku, {u{ku {kuf÷íkkt Ãknu÷k íkuLku «qVhez fhðku
ykð~Þf Au.

{u{kuLkku Lk{qLkku :

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 : 25th 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 5th 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. fkÞoMkqr[ (Agenda) :

fkÞoMkqr[ yu yuf ËMíkkðus Au fu su{kt r{®xøk{kt ¼køk ÷uLkkhkykuLku su íku
rð»kÞLkk {wÆk Ãkh [[ko ÚkðkLke Au íkuLke Ãkqðo Mkq[Lkk ykÃkðk{kt ykðu Au. fkÞoMkqr[{kt
çkuXfku õÞkhu yLku õÞkt ÚkðkLke Au yLku íku{kt fkuý nksh hnuþu íkuLke ík{k{ MkçktrÄík
rðøkíkku ykÃkðk{kt ykðu Au. Mkk{kLÞ heíku íku{kt ynuðk÷ku Ãký òuzkÞu÷kt nkuÞ Au.

fkÞoMkqr[ Mkk{kLÞ heíku r{®xøkLke Mkq[Lkk MkkÚku {kuf÷ðk{kt ykðu Au. íku çkuXf{kt
[[ko ÚkLkkhk rð»kÞkuLke Mkqr[ Au.

fkÞoMkqr[Lkkt WÆuþku :

fkÞoMkqr[Lkk fux÷kf WÆuþku yk «{kýu Au.

· su rð»kÞku WÃkh [[ko fhðkLkk Au íkuuLkkÚke ¼køk ÷uLkkhkykuLku Ãkrhr[ík fhðk
yLku íkuLkk rðþu {wÆkyku Q¼k fhðkt.

· Mkn¼køkeyku ÃkkMkuÚke Ãkqðot-¿kkLkLke fux÷e yÃkuûkk hk¾ðk{ktt ykðu Au íku Mkq[ðu
Au.

yktíkrhf ÔÞðnkh :  (Internal Correspondence)
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· Mkn¼køkeyku çkuXf{kt fuðk Ãkrhýk{Lke yÃkuûkk hk¾þu íku Mkq[ðu Au.

fkÞoMkqr[Lke ÷kûkrýfíkkyku :

fkÞoMkqr[Lke MkwrðÄkyku Lke[u {wsçk sýkðe þfkÞ Au.

· Mkk{kLÞ heíku r{®xøkLke Mkq[Lkk MkkÚku fkÞoMkqr[ {kuf÷ðk{kt ykðu Au.

· fkÞoMkqr[ yu Mk¼kLkk fÂLðLkhLke Mkne Ãknu÷kt yÚkðk ÃkAe ytík{kt ÷¾ðk{kt
ykðu Au.

· fkÞoMkqr[ íkuLkkt {n¥ð yLkwMkkh ytík{kt økkuXðkÞ Au.

· fkÞoMkqr[Lkkt ytík{kt rððkËkMÃkË rð»kÞku ÷¾ðk òuEyu.

· fkÞoMkqr[{kt Mkk{u÷ {wÆkyku Wå[ Mkr[ð yÚkðk Mk¼kLkk fÂLðLkhLke Mk÷kn
MkkÚku Mkr[ð îkhk Lk¬e fhðk{kt ykðu Au.

· fkÞoMkqr[ xqtfe Ãkhtíkw MÃkü heíku ÷¾kÞu÷e nkuÞ Au.

fkÞoMkqr[Lkwt {n¥ð yÚkðk ykð~Þfíkkyku :

fkÞoMk]q[eyu MkÇÞkuLke çkuXf{kt [[ko fhðkLkk MÃkü rð»kÞku Au. fkuE Ãký fkÞoMkqr[Lkk
{n¥ðLku yðøkýe þfkÞ Lknª. fkÞoMkqr[Lke ykð~Þfíkk yÚkðk {n¥ð Lke[u {wsçk
Au :

· fkÞoMkqr[ yøkkWÚke ðnU[ðk{kt ykðíke nkuðkÚke, Mkr{rík yÚkðk r{®xøkLkk
MkÇÞku rð»kÞkuLke Mk[kux [[ko fhðk {kxu íkiÞkh fhe þfu Au.

· fkÞoMkqr[ íkkfeËu rLkýoÞ ÷uðk{kt {ËËYÃk çkLku Au.

· fkÞoMkqr[Lkku ¢{ rLkÄkorhík nkuðkÚke, íku  yæÞûkLku {exªøk Mkh¤íkkÚke Mkt[kr÷ík
fhðk{kt {ËË fhu Au.

· fkÞoMkqr[yu r{®xøk{kt [[ko fhðk{kt ykðíkk ík{k{ {wÆkykuLku ykðhe ÷uðkLke
¾kíkhe ykÃku Au.

· fkÞoMkqr[yu r{®xøk{kt rçkLksYhe ðkíkkuLku rLkÞtrºkík fhðk{kt {ËËYÃk çkLku Au.

· fkÞoMkqr[yu r{®xøkLkk r{rLkxTMk yLku Xhkð ÷¾ðk{kt {ËËYÃk çkLku Au.
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fkÞoMkqr[Lkku Lk{wLkku :-

BABASAHEBN AMBEDKAR OPEN UNIVERSITY

Ahmedabad

7th Meetings of Library Science Department

Date : 20th 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 :

·  Intimation of receipt of ordered books

·  Cataloguing of Sanskrit books

·  Installation of scanner in the library

·  Proposal of establishing “Learning Commons” in the Library.

ík{khe «økrík [fkMkku :

2. WÃkhkuõík Lk{qLkk «{kýuLke fkÞoMkqr[ yLkwMkkh økútÚkk÷Þ{kt E÷ufxÙkurLkf
Mkúkuíkku ¾heËðk {kxuLke yuf fkÞoMkqr[ çkLkkðku.

LkkUÄ : 1. Lke[u ykÃku÷ søÞk{kt ík{khk sðkçkku ÷¾ku :

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

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

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

yktíkrhf ÔÞðnkh :  (Internal Correspondence)
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...................................................................

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

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

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

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

13.2.5  fkÞoLkkUÄ (Minutes) :

fkÞoLkkUÄ yux÷u þwt ?

{erxttøkLke fkÞoLkkuUÄ yu yuf ykðe LkkutÄ Au su{kt r{®xøk Ëhr{ÞkLk hufkuzoLku
LkkUÄðk{kt ykðu Au. íku{kt [[ko fhðk{ktt ykðu÷k {wÏÞ {wÆkyku, Mkq[Lkku yÚkðk {ík
{ttíkÔÞku, yLku nkÚk ÄhkÞu÷e «ð]r¥kyku «fkrþík fhðk{kt ykðu Au. r{®xøkLke fkÞoLkkUÄ
Mkk{kLÞ heíku sqÚkLkk rLkÞwõík fhu÷kt MkÇÞ îkhk ÷uðk{kt ykðu Au. yLku íku r{®xøk
Ëhr{ÞkLk þwt çkLÞwt íkuLkku Mk[kux hufkuzo «ËkLk fhu Au.

fkÞoLkkUÄLku ™kutÄðk {kxuLkk Ãkøk÷kyku :-

· Ãkqðo ykÞkusLk

· hufkuzo ÷uðkLkwt

· fkÞoLkkutÄ ÷¾ðe yÚkðk r÷rÃkÞktíkh fhðwt.

· r{®xøkLke fkÞoLkkUÄ þuh fhðe.

· ¼rð»Þ{kt MktË¼o {kxu fkÞoLkkUÄLkku Mkttøkún yÚkðk VkE®÷øk fhðwt.

òu {erxøkLkwt ykÞkusLk yøkkWÚke Mkkhe heíku fhðk{kt ykðu íkku, fkÞoLkkUÄku
÷uðkLkwt ¾qçk Mkh¤ çkLkþuu. yæÞûk yLku Mku¢uxhe yÚkðk fkÞoLkkUÄ- hufkuzohLku {¤eLku
r{®xøkLke fkÞoMkqr[ Lk¬e fhðk {kxu yøkkWÚke fk{ fhðwt òuEyu. r{®xøk{ktt fkÞoMkqr[
yLkwMkkh fhðk{kt ykðu÷k {wÆkykuLke [[koLku LkkuttÄðk{kt ykðu Au yLku Ëhuf fkÞoLkkUÄ
hufkuzo fhðk{kt ykðu Au. r{®xøkLke fkÞoLkkUÄ ÷ÏÞk çkkË fkÞoLkkUÄLku r{®xøkLkkt Ëhuf
{uBçkMko MkkÚku þuh fhðe òuEyu yLku Ëhuf fkÞoLkkUÄLku ¼rð»ÞLkk MktË¼o íkhefu Mktøkún

fhðku òuEyu yLku íkuLku ÞkuøÞ heíku  VkE®÷øk Ãký fhðwt òuEyu.

fkÞoLkkutÄ{kt Mk{krð»x çkkçkíkku : -

fkuEÃký rðøkíkku LkkUÄíkk Ãknu÷kt, rLkÞwõík fkÞoLkkUÄ-hufkuzohLku ÃkkuíkkLku {krníkeLkk
«fkh MkkÚku Ãkrhr[ík Úkðwt òuEyu. fr{xe r{®xøkLke fkÞoLkkUÄku LkkUÄðk {kxu rðrþ»x Vku{uoxLkku
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WÃkÞkuøk fhe þfu Au. Ãkhtíkw yuftËhu, fkÞoLkkUÄ{ktt Lke[uLke çkkçkíkku Mkk{u÷ nkuÞ Au :

1. r{®xøk ÞkuòE íkuLke íkkhe¾ yLku Mk{Þ

2. r{®xøk{kt WÃkÂMÚkíkkuLkk Lkk{ku íku{s økuhnksh Mkn¼køkeyku

3. Mðef]rík yÚkðk yøkkWLkk r{®xøk fkÞoLkkUÄ{kt MkwÄkhkyku.

4. fkÞoMkqr[Lke Ëhuf rðøkík MkçktrÄík rLkýoÞku su{ fu –

·  «ð]r¥kyku nkÚk Ähe yÚkðk Mkt{ík ÚkÞk

·  ykøkk{e Ãkøk÷kt ÷eÄkt

·  «kÃík Ãkrhýk{ku

·  Mðefkh yLku yMðefkh

·  Lkðe ÞkusLkkyku

·  ykøkk{e çkuXfLke íkkhe¾ yLku Mk{Þ

·  yæÞûk MkkÚkuLke hsqykík

fkÞoLkkUÄLkku Lk{qLkku :-

MINUTES OF THE SEVENTH MEETING OF THE

LIBRARY COMMITTEE HELD ON FRIDAY THE 20TH

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,

20th 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

yktíkrhf ÔÞðnkh :  (Internal Correspondence)
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Librarian Secretary

Member Absent

President U.G. Student Member

Minutes of the 7th Meeting of the Library Committee

Date : 20th 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 7th 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.1 Confirmation of Minutes To Confirm the minutes of the 6th

Meeting of the Library Committee held on 5th 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 5th August,2019 was

confirmed.

(Action : Librarian)

A.2. Report of Expenditure

A.2.1 Report of expenditure incurred on plan budget (books and

journals) for the year2018-19 was approved. It was approved

after discussion. Finance Officer noted some discrepancies

in the Expenditure statement of current financial year.

(Action: Librarian)

A.2.2 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)

A.3. 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)

A.4 Databases and Software purchased directly by

departments. There are departments which procure or

subscribe for software and databases used exclusively by

them. It was suggested that such purchases be made by

the library and make it Available to the entire campus

network.

(Action : Librarian)

A.5 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)

A.6 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)

yktíkrhf ÔÞðnkh :  (Internal Correspondence)
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A.7 Other Items

A.7.1 Intimation of Receipt of ordered books

It was also decided that intimation regarding receipt of

books recommended by Faculty should be informed to

the concerned faculty or heads of departments. (Action:

Librarian)

A.7.2. Cataloguingh of Sanskrit books

The representative of Sanskrit department has agreed to

help in the cataloguing Of Sanskrit books available in the

library. (Action : Librarian)

A.7.3 Installation of scanner in the library

Member Secretary informed the committee about the

procurement and installation of a book scanner in the library

purchased by IQAC, BAOU University.

A.7.4 Proposal of establishing “Learning Commons” in the

library

The member secretary proposed to establish “Learning

commons” in the library, He/She also made presentation

on “Learning Commons” of the library which was

Unanimously appreciated and suggested that Detailed Project

Report may be Prepared and presented in the next library

committee meeting. (Action : Librarian)

The meeting ended at 5.30 p.m. with thanks to the chair.

Sd/-

(Dr. X.Y.Z.)

University Librarian and

Member Secretary

Sd/-

(Prof. X.Y.Z.)

Vice-Chancellor
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13.3.  þçË¼tzku¤ (Vocabulary) :

yktíkrhf ÃkºkÔÞðnkh{kt ðÃkhkíkk fux÷ktf þçË¼tzku¤ su-íku ÃkrhÂMÚkrík {wsçk
yux÷u fu ÃkºkLkk «kht¼{ktt, {kVe {kxu, rðLktíke {kxu yLku ÃkºkLkk ytík{ktt ÷uðk{kt ykðu
Au. yk ÞwrLkx{kt yktíkrhf ÃkºkÔÞðnkh fhíke ð¾íku Lke[u ykÃku÷k rðrðÄ þçË
¼tzku¤Lkk WÃkÞkuøkÚke yMkhfkhf {krníke «íÞkÞLk fhe þfkÞ Au.

Opening/Greeting Apology Requests Ending/ComplimentaryClose

to the kind we apologize as per                         always at

      attention of  again for  your request your  service

the aim of this letter we apologize for as requested awaitinhg your reply

we wish to informyou that we apologize for the delay please allow us best regards

in reply to your letter we apologize for the mistake please send us our kindest regards

following your we are sorry to have to please send us                     to look forward to/looking

your instructions                       forwardto anearly reply

instruction we are sorry to Inform you would you please letus have we look forward to your kind reply

we must apologize would you please letus know looking forward to hearing from you

we apologize for you requested we thank you in

we apologize for the delay you sent us we thank you in Advance

ík{khe «økrík [fkMkku :

3. WÃkhkuõík þçË¼tzku¤Lkku WÃkÞkuøk fhe økútÚkk÷Þ{kt ykðu÷ E÷ufxÙkurLkf

sLkoÕMk yufMkuMk fhðk {kxu økúttÚkÃkk÷Lku yuf rðLktíke¼Þkuo Ãkºk ÷¾ku.

LkkUÄ :- 1.  Lke[u ykÃku÷ søÞk{kt ík{khk sðkçkku ÷¾ku.

h. ík{khku sðkçk ÞwrLkxLkk ytík{kt ykÃku÷ sðkçk MkkÚku [fkMkku.

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

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

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

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

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

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

yktíkrhf ÔÞðnkh :  (Internal Correspondence)
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4. Lke[u ykÃku÷ þçËkuLke Mkk{u rðhkuÄkÚkeo þçËku ÷¾ku.

Word Opposite

Ambiguity

Beginning

Collective

Concise

Concrete

Courteous

Faithful

Objective

Optimum

Particular

Permanent

Persuade

13.4.  ÔÞkfhýLkku WÃkÞkuøk  (Use Grammar) :

ÃkºkÔÞðnkh{kt ÔÞkfhýLkku WÃkÞkuøk ðÄkhu òuðk {¤u Au. ÔÞkfhý{kt rðþu»ký,
r¢Þk rðþu»ký íku{s þçËMk{qnLkku WÃkÞkuøk ÃkºkÔÞðnkh{kt fuðe heíkuu fhe þfkÞ íkuLke
Mk{sqíke ykÃkðk{kt ykðu÷e Au su yk «{kýu Au.

Adjective Use Adverb Use Phrase Use

Dear In front of herewith Official Yours At the end of a formal letter

someone’s and legal before your name

Name document

Dearest In front of Yours Before your name as a way of

the name  of Sincerely Ending a formal letter

someone

you love

Best wishes As a friendly way to ending a Letter to someone

you know is Not a close friend.

Dear Sir/Madam Beginning a letter to a man/ Woman whose

name you do Not know.

(Kind/best)regards Ending a letter in a friendlyBut slightly formal

way.

Pleasefindenclosed Saying that you have sent Something with a

letter.

With referenceto In a letter nto introduce the Subject that you are

going to Write about.

Yours faithfully At the end of the formal letter When you begin

with ‘Dear Sir/Madam’.  When you give

Beginning with someone name Than you write

yours sincerely.



35

13.5.  Mkkhktþ (Summary) :

yk ÞwrLkx{kt ykÃkýu yktíkrhf ÃkºkÔÞðnkhLkk swËkt swËkt «fkhkuLkk yÚko,
Mk{swíke yLku MðYÃk ðøkuhu þeÏÞk. ík{u {u{ku yux÷u þwt yLku íku fÚkk nuíkw yÚkuo
÷¾ðk{kt ykðu Au íkuLke Mk{sqíke {u¤ðe. fkÞoMkqr[Lkku yÚko yLku íkuLku fuðe heíku ÷¾e
þfkÞ íkuLke Mk{swíke ykÃke Au. fkÞoMkqr[Lkk ykÄkhu r{®xøk{kt rðrðÄ {wÆkyku Ãkh
[[ko fhðk{kt ykðu. Au yLku ytíku rLkýoÞku ÷uðkÞ Au suLke LkkUÄ fkÞoLkkUÄ{kt hufkuzo
fhðk{kt ykðu Au. MkkÚku yk ÞwrLkx{kt ÃkºkÔÞðnkh ÷¾ðk {kxu ðÃkhkíkk rðrðÄ þçË
¼tzku¤ íku{s ÔÞkfhýLkku WÃkÞkuøk fhðk{kt ykÔÞku Auu íkuLke Mk{swíke Ãký ykÃkðk{kt
ykðe Au.

13.6.  ík{khe «økrík [fkMkkuLkk W¥khku

(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 5th July

to 7th 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.  òíku «ÞíLk fhku.

3.  òíku «ÞíLk fhku.

4.  rðÁØkÚkeo þçËku

yktíkrhf ÔÞðnkh :  (Internal Correspondence)
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Certainty

End

Individual

Elaborate

Vague

Impolite

Unsuccessful

Subjective

Least

Unspecific

Temporary

Diossuade

13.7.  MktË¼kuo yLku rðþu»k ðkt[Lk (Reference for further reading).

1 Ashley, A. (2013), Oxford Handbook of Commercial Correspondence,

United, Kingdom : Oxford University Press.

2 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.

3 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/

4. 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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çkkÌk ÃkºkÔÞðnkh  (External Correspondence )

YÃkhu¾k

14.0 nuíkwyku

14.1 «MíkkðLkk

14.2. çkkÌk ÃkºkÔÞðnkhLkkt «fkhku

14.2.1. ykiÃk[krhf Ãkºk

14.2.2. yLkkiÃk[krhf Ãkºk

14.3. ykiÃk[krhf yLku yLkkiÃk[krhf ÃkºkLkku íkVkðík

14.4 ÃkºkLkwt {k¤¾wt yLku Mkk{økúeyku

14.5. økútÚkk÷Þ{kt Úkíkkt ÃkºkÔÞðnkhku

14.6 Mkkhktþ

14.7. ík{khe «økrík [fkMkkuLkk W¥khku

14.8 MktË¼kuo yLku rðþu»k ðkt[Lk

14.0  nuíkwyku (Objectives)

yk ÞwrLkx ðktåÞk ÃkAe ík{u Lke[u {wsçk Mkûk{ çkLke þfþku.

• ÞwrLkx{kt ykÃkýu MktMÚkk{kt Úkíkkt fux÷ktf çkkÌk ÃkºkÔÞðnkhkuLke [[ko fheþwt.

• ykiÃk[krhf yLku yLkkiÃk[krhf Ãkºkku ðå[uLkkt íkVkðíkLke Mk{sý {u¤ðeþwt

WËknhý íkhefu rðLktíke Ãkºk, ÃkqAÃkhA Ãkºk, MktË¼o «&™ ytøkuLkku Ãkºk fu

ðk[LkMkk{økúeLkk ¼kðíkk÷ ytøkuLkk Ãkºkku ðøkuhu.

• ÃkºkLkwt {k¤¾wt yLku íku{kt ykðíkk rðrðÄ ¼køkku íkÚkk Mkk{økúeLkw t ðýoLk

fheþwt.

yk ÞwrLkxÚke ík{Lku ík{khk ÔÞðMkkÞ{kt fuðe heíku «íÞkÞLk fhðwt íku {kxu

{ËËYÃk Úkþu.

14.1   «MíkkðLkk (Introduction)

yk ÞwrLkx{kt ykÃkýu çkkÌk ÃkºkÔÞðnkhLke [[ko fheþwt Ëhuf Mkhfkhe

yLku ¾kLkøke MktMÚkkyku{kt ÃkºkÔÞðnkh Úkíkkt nkuÞ Au. økútÚkk÷Þku{kt Ãký ÃkºkÔÞðnkh

yktíkrhf yLku çkkÌk heíku Úkíkkt òuðk {¤u Au. økútÚkÃkk÷ku yLku rðíkhfku ðå[u

økútÚkÃkk÷ku yLku «fkþfku MkkÚku yðkhLkðkh Ãkºk ÔÞðnkh Úkíkkt òuðk {¤u Au. yk

yuf{

14
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ÞwrLkx{kt ykÃkýu Ãkºk fuðe heíku ÷¾e þfkÞ íku{s Ãkºk ÷¾ðk {kxu ÞkuøÞ {k¤¾wt

íku{s rðrðÄ ¼køkku{kt ðÃkhkíke Mkk{økúeLkku WÕ÷u¾ Ãký fhðk{kt ykÔÞku Au. yk

MkkÚku yk ÞwrLkx{kt økútÚkk÷Þ îkhk fhðk{kt ykðíkk ÃkºkÔÞðnkhLkk fux÷ktf Lk{qLkkYÃku

Ãkºkku {qfðk{kt ykÔÞk Au. su rðãkÚkeoyku, økútÚkk÷Þ ÔÞðMkkrÞfkuLku WÃkÞkuøke Lkeðzþu.

14.2  çkkÌk ÃkºkÔÞðnkhLkkt «fkhku (Types of External Correspondence):

çkkÌk ÃkºkÔÞðnkh yux÷u fu swËe swËe MktMÚkkyku ðå[u yÚkðk íkku MktMÚkkyku

yLku ÔÞÂõík ðå[u fhðk{kt ykðíkk ÃkºkÔÞðnkhLku çkkÌk ÃkºkÔÞðnkh fnuðk{kt

ykðu Au. yk yuf ÷ur¾ík Mkt[khLkwt MðYÃk Au. su{kt MktMÚkk{kt fk{ fhíkkt Lk nkuÞ

íkuðk ÔÞÂõíkyku su{ fu rðíkhfku, «fkþfku, yusLxkuLku Ãkºk ÷¾ðk{kt ykðu Au.

Mkk{kLÞ heíku ÃkºkLkk çku «fkhku òuðk {¤u Au.

1. ykiÃk[krhf Ãkºk

2. yLkkiÃk[krhf Ãkºk

yk WÃkhkufík ÃkºkkuLke [[ko rðøkíku fheyu.

14.2.1. ykiÃk[krhf Ãkºkku (Formal Letters):

ykiÃk[krhf Ãkºkku yu MktMÚkkyku, Mkhfkhe, «fkþfku, rðíkhfku ðøkuhuLku

VrhÞkË, rðLktíkeyku, ÃkqAÃkhA, ykËuþku ðøkuhu fhðk {kxu {kuf÷ðk{kt ykðu Au.

ykiÃk[krhf ÃkºkkuLkk rfMMkk{kt ík{u su ÔÞÂõíkLku Ãkºk ÷¾e hÌkk Aku íku

ík{khku r{ºk yÚkðk fkuE MktçktÄe ÔÞÂõík LkÚke. ík{u Ãkºk «kÃíkfíkko Ãkh Mkkhe AkÃk

Q¼e fhðk {kxu ík{khk Mðh{kt ykiÃk[krhf þçËkuLkku WÃkÞkuøk fheLku yuf ykËh

¼hu÷ku Ãkºk ÷¾ku Aku. Ãkºk{kt yuf ykiÃk[krhf  {k¤¾kLkwt Ãkk÷Lk fhðk{kt ykðu

Au. ßÞkt ík{u ÃkºkLke zkçke çkksw «kÃíkfíkkoLkw t Lkk{, nkuÆku yLku MkhLkk{wt ÷¾ku

Aku. ßÞkhu ík{kYt Lkk{ yLku MkhLkk{wt s{ýe çkkswyu ÷¾ku Aku.

ykiÃk[krhf Ãkºk ÷¾íke ð¾íku Lke[uLke fux÷ef çkkçkíkkuLkw t æÞkLk hk¾ðwt

òuEyu.

• íku MÃkü fhu÷ {k¤¾k{kt nkuðwt òuEyu.

• íku{k rçkLksYhe þçËkuLkku WÃkÞkuøk xk¤ðku òuEyu.

• íku MkeÄk {wÆk Ãkh nkuðwt òuEyu.

• íku MkwMktøkík yLku WÆu~Þf nkuðwt òuEyu.

• íku srx÷ yLku MktÃkqýo nkuðwt òuEyu.

• íku Lk{ú nkuðwt òuEyu. ÃkAe ¼÷u íku VrhÞkË Ãkºk nkuÞ

• íku fkuRÃký ¼q÷kuÚke {qõík nkuðwt òuEyu. yux÷u fu ÔÞkfhý yÚkðk

ò u zý e
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14.2.1.1. ykiÃk[krhf Ãkºk ÷¾ðk {kxu ðÃkhkíkk WÃkÞkuøke þçËMk{qnku
(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

• I 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

• I am writing to receive further information about

• I am writing to enquire about

• I am writing to receive more detailed information about

• I am writing to receive furthe details about

Request first peece of information

• The first thing I would like to know is

• First of all I would like to know

Requesting further information

• Could you also tell me ...?

• Could you also inform me ...?

• Would you also mind information me ...?

• Would you also mind telling me ...?

çkkÌk ÃkºkÔÞðnkh  (External Correspondence)
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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

• I would like to thank you in advance for this  infor

mation

• Thanking you in advance for this  information

• Thanking you in advance

14.2.1.3. ykiÃk[krhf Ãkºk {k¤¾wt  (Structure of formal Letter):

Address of the Sender

s

Date

s

Name of the Address

s

Address of the Sender

s

Subject, Salutation

s

Introduction

s

Body of the letter

s

Conclueion

s

Closing

s

Name of the Sender
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ík{khe «økrík [fkMkku

1. økútÚkk÷Þ{kt MkÇÞ fkzo {u¤ððk {kxu rðãkÚkeo îkhk ÷¾ðk{kt ykðíkku Ãkºk
    ÷¾ku.

LkkUÄ : 1. ík{khku sðkçk ykÃku÷ søÞk{kt ÷¾ku.

2. ík{khk sðkçkkuLke [fkMkýe yuf{Lkk ytíku ykÃku÷ sðkçkku MkkÚku Mkh¾kðku

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

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

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

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

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

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

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

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

14.2.2.  yLkkiÃk[krhf Ãkºkku (Informal Letters):

r{ºkku yLku MktçktÄeykuLku yLkkiÃk[krhf Ãkºkku ÷¾ðk{kt ykðu Au. Ãkºk

÷¾ðkLkku nuíkw fkuR VrhÞkË. rðLktíke yÚkðk ÃkqAÃkhA fhðkLkku LkÚke. yLku íkuLkk

Mðh Ãký yrLkÞík Au. íku{kt ðÃkhkíkk þçËku, çkku÷[k÷ yu yrþMík nkuE þfu Au.

yLkkiÃk[krhf ÃkºkkuLku £e MxkR÷ fnuðk{kt ykðu Au. ßÞkt ík{khe RåAk yLku þi÷e

«{kýu ík{u ÷¾e þfku íÞkt fkuR ÃkºkLkwt {k¤¾wt nkuíkw t LkÚke yLku MxkR÷ ykiÃk[krhf

þi÷e yLku MðhLkku WÃkÞkuøk fhðkLke Ãký sYh LkÚke.

yLkkiÃk[krhf Ãkºk yu fux÷kf MktËuþk, Mk{k[kh, Mk÷kn ykÃkðk, «kÃíkfíkkoLku

yr¼LktËLk ykÃkðk, {krníke rðLktíke fhðk, «&™ku ÃkqAðk suðk fkhýkuMkh ðÄkhe

þfkÞ Au. yk yuf ÔÞÂõíkøkík Ãkºk Au, suLku ík{u r{ºkku, ¼kE-çknuLk, {kíkk

rÃkíkk yÚkðk fkuR Ãký Ãkrhr[ík ÔÞÂõíkykuLku ÷¾e þfku Aku. yk Ãkºk ÷¾ðk

{kxu fkuR rðrþü {k¤¾kLke sYh LkÚke.

yLkkiÃk[krhf Ãkºk ÷¾íke ð¾íku ÔÞÂõík {iºkeÃkqýo hnuðkLke MkkÚku ÔÞÂõíkøkík

yÚkðk ¼kðLkkí{f MðhLkku WÃkÞkuøk fhe þfu Au. yrþMík yÚkðk çkku÷[k÷Lke

þhíkku, fkuz, MktûkuÃk, ðøkuhuLkku WÃkÞkuøk íku «kófíkkoLke MkkÚkuLke Ãkrhr[íkíkkLkkt ykÄkhu

÷¾íkk Mk{Þu Ãký fhe þfkÞ Au.

çkkÌk ÃkºkÔÞðnkh  (External Correspondence)
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14.2.2.1. yLkkiÃk[krhf Ãkºk{kt ðÃkhkíke ðkõÞh[Lkkyku
(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

• 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. yLkkiÃk[krhf ÃkºkLkwt {k¤¾wt
    (Structure of Informal Letter)

Adderss of the Sender

sssss

Date

sssss

Salutation

sssss
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Name of Receipient

sssss

Introduction

sssss

Body of the letter

sssss

Conclusion, Name of the Sender

ík{khe «økrík [fkMkku

2. r{ºkLku {¤ðk ytøku ÷¾ðk{kt ykðíkku Ãkºk ÷¾ku

LkkUÄ : 1. ík{khku sðkçk ykÃku÷ søÞk{kt ÷¾ku.

2. ík{khk sðkçkkuLke [fkMkýe yuf{Lkk ytíku ykÃku÷ sðkçkku MkkÚku Mkh¾kðku.

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

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

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

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

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

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

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

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

14.3. ykiÃk[krhf Ãkºk yLku yLkkiÃk[krhf Ãkºk ðå[uLkku íkVkðík
(Difference Between Formal and Informal Letters):

íkw÷Lkk            ykiÃk[krhf   yLkkiÃk[krhf

yÚko ykiÃk[krhf Ãkºk yu yuðku Ãkºk Au fu yLkkiÃk[krhf Ãkºk yux÷u fu {iºkeÃkqýo

su{kt Mk¥kkðkh ¼k»kk{kt ÷¾ðk{kt heíku ÷¾kÞu÷ Ãkºk fu suLke MkkÚku ík{u

ykðu Au. Mk¥kkðkh nuíkw {kxu rLkÞík Ãkrhr[ík Aku íkuLku Ãkºk ÷¾ðk{kt

{k¤¾k{kt ÷¾kÞu÷ nkuÞ íkuLku ykðíkku ÃkºkLku yLkkiÃk[krhf Ãkºk

ykiÃk[krhf Ãkºk fnuðk{kt ykðu Au. fnuðk{kt ykðu Au.

çkkÌk ÃkºkÔÞðnkh  (External Correspondence)
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íkw÷Lkk          ykiÃk[krhf  yLkkiÃk[krhf

WÆu~Þ ÔÞðMkkrÞf ðkík[eík {kxuLkk ÔÞÂõíkøkík ðkík[eík {kxuLkku WÆu~Þ

WÆu~Þ hnu÷ku Au. hnu÷ku Au.

{k¤¾wt yk ÃkºkLkwt {k¤¾wt rLkÄkorhík fhu÷wt yk Ãkºk{kt fkuE rLkÄkorhík {k¤¾wt

nkuÞ Au. nkuíkwt LkÚke.

fkuLkk îkhk «Úk{ ÔÞÂõík-ÔÞðMkkrÞf Ãkºkku «Úk{, çkeS yLku ºkeS ÔÞÂõík

÷¾ðk{kt ºkeS ÔÞÂõík-yLÞ

ykðu

fkuLku ÔÞðMkkrÞf fkì÷us, MktMÚkk r{ºkku, fwxwtçkesLkkuLku Ãkrhr[ík

÷¾ðk{kt ÷kÞçkúuhe, «fkþfku ðøkuhu

ykðu yLku rðíkhfku ðøkuhu.

yðks rLkr»¢Þ nkuÞ Au Mkr¢Þ nkuÞ Au.

ðkfÞ ðkõÞh[Lkk ÷ktçke yLku srx÷ ðkõÞh[Lkk xqtfe yLku Mkh¤ nkuÞ Au.

Au

fË fË MktrûkÃík nkuÞ Au fË {kuxwt yÚkðk MktrûkÃík nkuÞ Au.

yûkh MktûkuÃk MktrûkÃík YÃk xk¤ðk{kt ykðu Au MktrûkÃík YÃk WÃkÞkuøk{kt ÷uðkÞ Au.

yLku MktrûkÃík

YÃk

Formal Informal

Name Dear Mr/Mrs/Ms.Patel Hi/Hello (or no name at all)

Previous content • Thank you for your email of... • Thank you for your

  email

• Re Your email....

• Further to your last email... • Sorry I haven’t written for

ages cut T’hv been really bury

• I 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.... • Hete’s the...you wanted

• I got your name from....

• In reply to your email, • Please note that

here are

• Your name was given

to me by...

• We would like to point

out that....
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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

• I’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...

• I’m interested in

receiving / finding out...

ík{khe «økrík [fkMkku

3. ykiÃk[krhf  yLku yLkkiÃk[krhf Ãkºk ðå[uLke íkw÷Lkk fhku

LkkUÄ: 1. ík{khku sðkçk ykÃku÷ søÞk{kt ÷¾ku

2. ík{khk sðkçkkuLke [fkMkýe yuf{Lkkt ytíku ykÃku÷ sðkçkku MkkÚku Mkh¾kðku.

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

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

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

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

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

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

çkkÌk ÃkºkÔÞðnkh  (External Correspondence)
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...................................................................

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

14.4. ÃkºkLkwt {k¤¾wt yLku Mkk{økúeyku (Structure and Contents of Letter):

Block format of a business letter

Letterhead

Date g Date (Month - Day - Year)

Inside Mr./Mrs./Ms./Dr. Full name of recipient

Address Title / Position of recipient

Company name

Address line-1

Address line-2

Salutation g Dear Sir / Madam

Subject g Sublect : Title of subject

Line

Body paragraph-1..............................................

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

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

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

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

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

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

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

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

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

.......................................................................
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Body Body paragraph-2..............................................

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

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

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

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

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

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

Body paragraph-3..............................................

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

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

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

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

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

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

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

Complimentary Closing (Sincerely...)

close

Signature g Signature

Your Name (Printed)

Your Title

Enclosure list g Enclosure

çkkÌk ÃkºkÔÞðnkh  (External Correspondence)
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Reference No.g

Pur./31/Sept Date (Month - Day - Year)

Date g Date (Month - Day - Year)

Inside Mr./Mrs./Ms./Dr. Full name of recipient

Address Title / Position of recipient

Company name

Address line-1

Address line-2

Salutation g Dear Sir / Madam

Subject g Sublect : Title of subject

Body paragraph-1..............................................

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

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

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

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

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

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

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

Body Body paragraph-2..............................................

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

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

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

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

Body paragraph-3..............................................

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

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

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

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

Complimentary Closing (Sincerely...)
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close g

Signature

Your Name (Printed)

Signature g Your Title

Enclosure list g Enclosure

Copy notation g Copy to :

Post Script g PS.

çkkÌk ÃkºkÔÞðnkh  (External Correspondence)
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Semi-block (indented) Format

Date_____________________________ gDate (Month - Day - Year)

Inside Mr./mrs./Ms./Dr. Full name of recipient

Adderess Title / Ponsition of recipient

Company name

Address line-1

Address line-2

Salutation Dear Sir / Madam

Subject line Sublect : Title of sublect

Body paragraph-1..............................................

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

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

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

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

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

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

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

Body Body paragraph-2..............................................

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

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

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

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

Body paragraph-3..............................................

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

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

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

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

Complimentary Closing (Sincerely...)

Close   ________________________________________ g

Signature ___________________________________ g Signature

Your Name (Printed)

Your Title

Enclosure list Enclosure
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ÔÞðMkkrÞf Ãkºkku{kt ÃkºkLkk ykð~Þf íku{s ðifÂÕÃkf yu{ çku «fkhLkk

¼køkku [ku¬Mk søÞkyu økkuXððk{kt ykðu Au. LetterLkk ¼køkkuLke ÞkuøÞ økkuXðýeLku

ÃkºkLkwt Layout (rzÍkELk) fnuðk{kt ykðu Au. Block format, modified block

format.  yLku semi-block formet yu{ ÔÞðMkkrÞf ÃkºkLkk swËk swËk MðYÃkku

ykÃkýLku òuðk {¤u Au. block format yu ÔÞðMkkrÞf ÃkºkLkwt MkkËwt Vku{uox Au.

su{kt zkçke çkkswLkk nktrMkÞkÚke çkÄwt s ÷¾ký ÷¾ðk{kt ykðu Au. Modidird

Block format yLku semi block format{kt ÷¾LkkhLkwt MkhLkk{wt, íkkhe¾, com-

plimentary close  Mkne ðøkuhu fkøk¤Lke s{ýe çkkswyu ÷¾ðk{kt ykðu Au.

semi block formet{kt VfhkLke þYykík{kt Úkkuze søÞk Akuzðk{kt ykðu Au su

semi block formet yLku modiefied block formet ðå[uLkku yuf{kºk íkVkðík

Au.

1. Compulsory parts  (ykð~Þf ¼køkku)

• Letterhead :

MÚkkLk : ÃkkLkLke xku[ Ãkh

Mkk{økúe : MktMÚkkLkw t Lkk{, MkhLkk{wt yLku MktÃkfo Lktçkh

 (Phone, Fax, e-mail, website), name of institue and logo.

• Date  :

MÚkkLk : ÷uxhnuzLke Lke[u zkçke çkksw

Mkk{økúe : íkkhe¾

 (28th October, 2020 or October 28th 2002)

• Inside Address

MÚkkLk : íkkhe¾ ÃkAe Lke[u zkçke çkksw

Mkk{økúe : Ãkºk {u¤ðLkkhLkwt MkhLkk{wt

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

çkkÌk ÃkºkÔÞðnkh  (External Correspondence)
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• Salutation (yr¼ðkËLk) :

MÚkkLk : MkhLkk{wt ÃkAe Lke[u zkçke çkksw

Mkk{økúe : Dear Sir, Dear Mr.Patel Sir, etc.

• Body of the Letter :

MÚkkLk : rð»kÞ ÷kRLk ÃkAe

Mkk{økúe : Mkk{kLÞ heíku íku{kt ºký Vfhk nkuÞ Au.

(Introduction middle and conclusion)

• Complimentary Close :

MÚkkLk : ÃkºkLkk {wÏÞ ¼køkÚke Lke[u zkçke yÚkðk s{ýe çkksw

Mkk{økúe : {kLkMkq[f þçËku

Yours truly, Yours sincerely, etc.

• Signature

MÚkkLk : {kLkMkq[f þçËku Ãkqhk ÚkkÞ Lku íkhík zkçke yÚkðk s{ýe çkksw

Mkk{økúe : yrÄfkheLkwt Lkk{ yLku Mkne

2. Optional Parts (ðifÂÕÃkf ¼køkku)

• Reference No :

MÚkkLk : ÷uxhnuzLke Lke[u zkçke çkksw

Mkk{økúe : Ëhuf MktMÚkkLke ÃkkuíkkLke ÷u¾Lk ÃkØrík nkuÞ Au.

 For exsmple : LNT / Marketing/05/October-2020)

• Confidential Notation (økwrÃík Mktfuík):

MÚkkLk : huVhLMk LktçkhLke Lke[u zkçke çkksw

Mkk{økúe : yk þçË Confidential ÷¾ðkLkku yÚko yu Au fu

Ãkºk {u¤ðLkkh s MktËuþku ðkt[e þfu
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• Attention line (æÞkLk Ëkuhðwt) :

MÚkkLk : MkhLkk{wt ÃkAe Lke[u ÃkºkLkk {æÞ{kt yÚkðk zkçke çkksw

Mkk{økúe : su íku ÔÞÂõíkLkwt æÞkLk Ëkuhðwt

 Attention : Mr. Rohitkumar

• Subject line :

MÚkkLk : yr¼ðkËLk ÃkAe Lke[u rð»kÞ ÷kRLk

Mkk{økúe : rð»kÞ

 Sub  : Complaint for shortage of water

• Enclosure list (rçkzký ÞkËe) :

MÚkkLk : Mkne ÃkAe Lke[u  zkçke çkksw

Mkk{økúe : ÃkºkLke MkkÚku su ËMíkkðuòuLkw t rçkzký òuzðk{kt ykðu Au.

Encl. (1) Photocopy of above referred offer letter.

(2) Cheque No. 000111, dated 20/08/2020

• Copy notation :

MÚkkLk : rçkzký ÞkËe ÃkAe Lke[u  zkçke çkksw

Mkk{økúe : çkeò yLÞ ÔÞÂõíkyku fu suLku Ãkºk {kuf÷ðkLkku Au

íku{Lkk Lkk{ yLku íkuykuLke rðøkíkku

Copy to : Mr. K.K. Kohli, President, Prithvi info Solution

WÃkhkufík {k¤¾wt yLku Ãkºk{kt ykðíke Mkk{økúeyku yLku íku{Lkk [ku¬Mk

MÚkkLkLkk ykÄkhu ÞkuøÞ heíku Ãkºk ÷¾ðk{kt íku MknkÞ¼qík ÚkkÞ Au.

ík{khe «økrík [fkMkku

4. Ãkºk{kt ÷¾ðk{kt ykðíke Mkk{økúeyku rðþu xqtfLkkUÄ ÷¾ku

LkkUÄ : 1 ík{khku sðkçk ykÃku÷ søÞk{kt ÷¾ku.

2. ík{khk sðkçkkuLke [fkMkýe yuf{Lkk ytíku ykÃku÷ sðkçkku MkkÚku Mkh¾kðku.

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

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



54

÷u¾Lk fkiþÕÞ (The Writting Skills)

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

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

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

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

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

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

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

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

14.5. økútÚkk÷Þ{kt Úkíkkt Ãkºk ÔÞðnkh (Correspondences in Library) :

økútÚkk÷Þ yu Mkk{kSf MktMÚkk Au. økútÚkk÷Þ{kt Ãký økútÚkÃkk÷ îkhk rðãkÚkeo,

rþûkfku, rðíkhfku, «fkþfku, yusLMkeyku MkkÚku rðrðÄ ÃkºkÔÞðnkh fhðk{kt ykðu

Au.

• ÃkwMíkfkuLkk ykuzoh MktË¼uo ÷¾ðk{kt ykðíkku Ãkºk

Babasaheb Ambedkar Open University

Ahmedabad

Date :

To,

Mr. Nayan Bhavsar

jay Ambe book Supplier

44/B, Bhavsar Society.

Nava Vadaj

Ahmedabad



55

çkkÌk ÃkºkÔÞðnkh  (External Correspondence)

Dear Sir,

Subject : Procurement of Books

With reference to the above subject, you are requested to supply the

books as per annexure A. These books must be supplied on or before

20th June 2020. You may confim the order in writing immediately on

receipt of the same.

The terms and conditions of the purchase order are as under.

1. Delivery will be done within 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
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• Mkk{rÞfkuLkwt ÷ðks{ MktË¼uo ÷¾ðk{kt ykðíkku Ãkºk

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
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• Mkk{rÞf rhLÞwy÷ ÷ðks{ ytøkuLkku Ãkºk

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
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• Mkk{rÞfkuLkk ÷ðks{{kt ¾qxíke hf{ ytøku ÷¾kíkku Ãkºk

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/1 dated 11th February 2020. As di-

rected we are sending the shortfall amount “Global Business Review”

subscription i.e.Rs. 90=00 (Rupees Ninety) by cheque No. 013127

dated 20/02/20. drawn Corporation  Bank enclosed herewith.

Thanking you

Yours faithfully

Librarian

ík{khe «økrík [fkMkku

5. økútÚkk÷Þ{kt LÞqÍÃkuÃkhLkwt ÷ðks{ {kxuLkku Ãkºk ÷¾ku.

LkkUÄ : 1. ík{khku sðkçk ykÃku÷ søÞk{kt ÷¾ku.

2. ík{khk sðkçkkuLke [fkMkýe yuf{Lkkt ytíku ykÃku÷ sðkçkku MkkÚku Mkh¾kðku.

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

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

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

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

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

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

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

14.6  Mkkhktþ (Summary) :

yk ÞwrLkx{kt ík{u ÃkºkLkwt íku{s Ãkºk{kt ðÃkhkíke ¼k»kk rð»ku ðÄw {krníkøkkh

ÚkÞk nþku. yk ÞwrLkx{kt ykÃkýu ykiÃk[krhf yLku yLkkiÃk[krhf ÃkºkLkku íkVkðík

òuÞku. MkkÚku økú tÚkk÷Þ{kt íkÚkk ÃkºkÔÞðnkh fux÷ktf WËknhýku ykÃÞk su ykÃkýu

yÇÞkMk{kt yLku ¼rð»Þ{kt ÃkºkÔÞðnkh{kt WÃkÞkuøke Lkeðzþu. y{u ykþk hk¾eyu

fu yk ÞwrLkx ík{Lku ðÄw WÃkÞkuøke Ãkwhðkh ÚkkÞ.

14.7  ík{khe «økrík [fkMkkuLkk W¥khku

1.

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
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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

2.

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. yLkkiÃk[krhf Ãkºk ÷¾ðkLkku nuíkw yLkkiÃk[krhf ÃkºkLkk nuíkwÚke íkÆLk y÷øk

Au.

2. çktLku ÃkºkkuLke þi÷eykuLke Mkk{økúe ÃkkLkk y÷øk Au.

3. Ãkºkku{kt yr¼ðkËLk yLku MktçkkuÄLk fhðkLke þi÷e swËe Au.

4. ykiÃk[krhf Ãkºk ÷¾ðk {kxu ¾kMk {k¤¾wt nkuÞ Au. ßÞkhu yLkkiÃk[krhf

Ãkºk {kxu fkuE {k¤¾wt LkÚke.
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5. yrþMík yLku çkku÷[k÷Lkk þçËku ykiÃk[krhf Ãkºk{kt ðkÃkhe þfkÞ ßÞkhu

yLkkiÃk[krhf Ãkºk{kt ðkÃkhe þfkíkk LkÚke.

4. òíku «ÞíLk fhku.

5. òíku «ÞíLk fhku.

14.8  MktË¼kuo yLku rðþu»k ðkt[Lk (Reference for further reading).

* Patel, V. & Patel U. (2013) Textbook of communication Skills,

Vallabh Vidyanagar : Riya Publishing House.

* S.S. (2018, November 19). Difference betweem formal and

informal communication. Retrieved February 21, 2020, from

Keydifference : htts://keydifferrences com/differrences-between-

formal-and informal-communication.html

*  *  *
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Ëh¾kMíkLkk {q¤¼qík/ÃkkÞkLkk ÷ûkýku

YÃkhu¾k

15.0 WÆuþku

15.1 «MíkkðLkk

15.2 Ëh¾kMík

15.3 Ëh¾kMíkLke sYrhÞkík

15.4 Ëh¾kMíkLkkt ÷ûkýku

15.5 Ëh¾kMíkLkwt {k¤¾wt

15.6 Mkkhktþ

15.7 «ð]r¥kykuLkk sðkçkku

15.8 ík{khe «økrík [fkMkkuLkk W¥khku

15.9 [kðeYÃk þçËku

15.10 MktË¼o yLku rðþu»k ðkt[Lk

15.0 WÆuþku  (Objectives)

yk yuf{ ðktåÞk ÃkAe ík{u Mkûk{ ÚkE sþku.

-  Ëh¾kMík þwt fk{ ÷¾ðe íku ‚{S þfþku.

-  Ëh¾kMíkLkkt ÷ûkýkuLkwt ðýoLk fhðwt.

-  Ëh¾kMíkLkk Mkðo Mkk{kLÞ ¼køkLku yku¤¾e þfþku.

15.1 «MíkkðLkk  (Introduction)

Ëh¾kMík n{uþk fkuE ÔÞÂõík fu ÔÞÂõíkykuLkk Mk{qnLku MktçkkuÄu Au. su ÔÞÂõík Ëh¾kMík
÷¾u Au yu nt{uþk yuðe ykþk hk¾u Au, fu yk ÔÞÂõík fu ÔÞÂõíkykuLkku Mk{qn Ëh¾kMíkLku
ðkt[u yLku íkuLkk Ãkh fkÞo fhu Au. Ëh¾kMíkLkwt ÷ûÞ ytËhLkk {kýMkku fu çknkhLkk {kýMkku
nkuE þfu yLku Ëh¾kMík Mkr¢Þ heíku ÷¾e þfkÞ. yÚkðk fkuELke rðLktíkeÚke Ãký ÷¾e
þfkÞ. ík{u Lke[u ykÃku÷k rLkðuËLkku LÞwÍ ÃkuÃkh{kt ðktåÞk s nþu.

- hkßÞ Mkhfkhu fuLÿ MkhfkhLku ............. ÃkhLke Ëh¾kMík fhe.

- fuLÿ Mkhfkhu hkßÞ MkhfkhLku fÌkwt fu ík{u ............... ÃkhLke  Ëh¾kMík
s{k fhkðku.
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- Mkhfkhu ðÕzo çkUfLku ................ ÃkhLke Ëh¾kMík {kuf÷e.

- ðÕzo çkUfu MkhfkhLku ................. ÃkhLke Ëh¾kMík s{k fhkððkLkwt fÌkwt.

- Ëh¾kMík ytËhLkk {kýMkkuLku æÞkLku hk¾e ÷¾ðk{kt ykðu Au.

- økútÚkÃkk÷u ðkt[Lkk÷ÞLku MðÞt Mkt[kr÷ík çkLkkððk {kxuLke Ëh¾kMík rLkÞk{fLku
{kuf÷e.

- rLkÞk{fu økútÚkÃkk÷Lku MðÞt Mkt[kr÷ík ðkt[Lkk÷Þ çkLkkððk {kxuLke Ëh¾kMík
s{k fhkððkLkwt fÌkwt.

- Ëh¾kMík MktMÚkkyku ðå[u Ãký nkuE þfu.

- X ÞwrLkðŠMkxeyu Y ÞwrLkðŠMkxeLku çktLku ðå[u ði¿kkrLkf MkúkuíkkuLke ykÃk ÷u {kxuLke
Ëh¾kMík s{k fhkðe.

«ð]r¥k

15.1.1.  ík{u fkuE MktMÚkk{kt økútÚkÃkk÷ Aku. ík{u ík{khk r{ºk MkkÚku [[ko fhe fkuE
ÞkuøÞ çku rð»kÞ þkuÄe fkZku suLkk Ãkh ík{u Ëh¾kMík s{k fhkðku yLku ík{u
su çku rð»kÞ Ëh¾kMík {kxu ÃkMktË fÞkuo Au íku Lke[u LkkUÄku.

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

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

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

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

15.2 Ëh¾kMík (Proposal)

Ëh¾kMík ¼rð»Þ{kt ÚkLkkh fkÞoLke rËþk Ëþkoðu Au. fkuEÃký fkÞo rð[khÚke
þY ÚkkÞ Au. yu rðfMkeLku fu ykøk¤ ðÄeLku fkÞoLke ÞkusLkk ÚkkÞ Au. ÞkusLkkLku yuLkk
Ãkh rðMík]ík fhðk{kt ykðu Au. ÞkusLkkLke Mkt¼kðLkk yLku Ãkrhýk{kuLku òuðkLke sYrhÞkík
nkuÞ Au. òu ÞkusLkk ÞkuøÞ nkuÞ íkku íkuLku ykøk¤ [÷kððk{kt ykðu Au yLku ÃkAe
íkuLkk Mkt¼rðík ¾[o Ãkh fk{ fhðkLke sYh Ãkzu Au. yk ËMíkkðusLku Ëh¾kMík fnuðk{kt
ykðu Au. Ëh¾kMíkLku Mknf{o[khe, WÃkhe yrÄfkhe yÚkðk MktMÚkkLkk Mk¥kkðk¤kyku fu
çknkh íkÃkkMk fhðk{kt ykðu Au yLku Ëh¾kMíkLku íkuLke MkØhíkk fu LkkýkfeÞ yMkhku
Ãkh Mðefkh fu yMðefkh fhðk{kt ykðu Au. íkku íkuLkku ykÄkh ÷¾kÞu÷ Ëh¾kMíkLkk
MðYÃk Ãkh nkuÞ Au. íku «kusuõx þY nkuÞ íÞkhu yLku íÞkh ÃkAe «kusuõxLke çÕÞwr«Lx
ykÃku yLku MktË¼o MkúkuíkLke Mkuðk ykÃku Au. ¾kMk fheLku ßÞkhu «kusuõx çknkhLkk økúknf
fu çknkhLkk ÷kufku {kxu ÷uðk{kt ykðu Au íÞkhu Lk¬e fhu÷k ÷kufkuLke Mkk{u Ëh¾kMíkLke
{kir¾f hsqykík fhðk{kt ykðu Au.
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Ëh¾kMík xqtfk ÃkºkLkk MðYÃk{kt Ãký nkuE þfu yÚkðk yk÷u¾ yLku r[ºk
MkkÚkuLkk {kuxk ËMíkkðus MðYÃk{kt Ãký nkuE þfu.

ßÞkhu Ëh¾kMík{kt ¼rð»Þ {kxu ytËkòu ÷økkðkLkk nkuÞ íÞkhu Modal Values

- “Will”, “Shall”, “may”, “Can” Lkku Mkk{kLÞ heíku {wÏÞ r¢ÞkÃkË MkkÚku WÃkÞkuøk
ÚkkÞ Au.

15.3 Ëh¾kMík {kxu sYhe (Need of Proposal)

[k÷ku, ykÃkýu yuf LkkLke {krMkf «ð]r¥kÚke [k÷w fheyu.

«ð]r¥k

15.3.1 fÕÃkLkk fhku fu ík{khe ÃkkMku y{wf [ku¬Mk YrÃkÞk Au ík{u ík{khk Ãkzkuþ{kt
ònuh ÃkwMíkfk÷Þ çkktÄðkLke ÞkusLkk çkLkkðku Aku. ÞkusLkk{kt ík{u su Ãkøk÷k
÷uðk {køkku Aku íkuLke ÞkËe çkLkkðku.

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

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

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

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

[[ko

ynª Lke[uLkk {wÆk {qõÞk Au íkuLku ík{khk {wÆk MkkÚku {u¤ðku.

1. nwt þk {kxu Ãkzkuþ{kt ÃkwMíkfk÷Þ çkktÄðk EåAwt Awt ?

(þnuhku{kt ykðu÷e ònuh ÃkwMíkfk÷ÞkuÚke ykðLk-òðLkLkku Mk{Þ çk[kððku.)

(ÔÞMík {kíkk-rÃkíkk Mk{Þ fkZe yLku LkSf{kt ykðu÷ ÃkwMíkfk÷Þ{kt ÃkkuíkkLkkt
çkk¤fkuLku ÷E sE þfu.)

(rLkð]¥k ÷kufku ÃkkuíkkLkku Mkðkh yLku MkktsLkku Mk{Þ íÞkt yÚkoMk¼h heíku ÃkMkkh
fhe þfu.)

2. nwt fuðk «fkhLkwt ÃkwMíkfk÷Þ çkLkkððk EåAwt Awt ?

(çkk¤fku {kxu/{kuxe ô{hLkk ÷kufku {kxu)

3. nwt fÞk rðMíkkh{kt ÃkwMíkfk÷Þ çkLkkððk EåAwt Awt ?

(nwt yu [ku¬Mk rðMíkkh þwt fk{ ÃkMkth fhwt ? fkhý ykÃkku.)

4. nwt fE heíku Mkkhe søÞk òuE þfwt ?

(ònuhkík òuðe ? nwt su òuðk EåAwt Awt íkuLke ònuhkík ykÃkðe ? Mk÷kn
{køkðe)
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5. {khwt ytËksÃkºk / ytËkSík ¾[o þwt / fux÷ku Au ?

({khk nkÚk WÃkh fux÷k YrÃkÞk Au ? çkeò Mkúkuík îkhk {Lku fux÷k YrÃkÞk
÷kuLk MðYÃku {¤e þfu íku{ Au ?)

yk {kLkrMkf çÕÞw r«Lx Au. yk ík{u suðk «fkhLke ÷kEçkúuhe çkLkkððk EåAku
Aku. íkuLke Ëeþk Mkw[ðþu.

[k÷ku ykÃkýu ykLku {kuxe ÃkuZeyku yLku MktMÚkkyku «kusuõx fnu Au. íkuðe swËe
swËe «ð]r¥kyku yLku «kusuõxLkk MðYÃk{kt rðMík]ík fheÞu. çkÄe s ðMíkwyku
su ÔÞÂõík ÃkkuíkkLkk ¾[ko {kxu {krMkf heíku íkiÞkh fhu Au íkuLku ykiÃk[krhf
heíku ÷¾e yLku ËMíkkðuS fhðk fheÞu. ík{khe ¾heËe yu ¾kLkøke rLkýoÞ
Au.

ík{u ík{khk fwxwtçk yLku r{ºkkuLke Mk÷kn ÷E þfku. yÄefkhef Ëh¾kMíkLku Lk
MktMÚkkLke fkhkuçkkLkhe MkMíkkðk¤kyku íkÃkkMku Au yLku ÃkAe {tsqhe ykÃku Au.

òu Ëh¾kMík ð¾íku fkuE Mk{MÞk Mkk{u ykðu Au íkku íku{ktÚke çknkh ykððkLkk
hMíkk rð[khðk{kt ykðu Au yÚkðk Ëh¾kMíkLku Ãkzíke {wfe Ëuðk{kt ykðu Au.

ykðe heíku Ëh¾kMík ÷¾ðk{kt ykðu Au.

òu fkuE «kusuõx, Ëh¾kMíkLku ÞkuøÞ heíku rð[kÞko ðøkh ÷E ÷uðk{kt ykðu
Au. yÚkðk íkku þY fhðk{kt ykðu Au íkku «kusuõx yÄðå[u yxðkE s sðkÞ
yuðe þõÞíkk hnu Au yLku YrÃkÞk Ãký økw{kððk Ãkzu. íkuÚke Ëh¾kMík Au yu
ÃkkÞku Au.

«ð]r¥k

15.3.2 ík{khe ÃkMktËøkeLke MktMÚkkLke fkuEÃký Ãkkt[ «ð]r¥k™wt r÷Mx ƒ™kðe
suLkk {kxu Ëh¾kMík çkLkkððe sYhe nkuÞ. (ík{u þk¤k, ÃkwMíkfk÷Þ
AwxfrLkfkMk, MÃkkuxMk õ÷çk ðøkuhu)

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

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

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

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

15.4 Ëh¾kMíkLkk ÷ûkýku  (Features of Praposal)

Ëh¾kMík yuLkk {kxu çkLkkððk{kt ykðu Au fu suLkwt yÂMíkíð LkÚke yÚkðk íkku
suLkwt yÂMíkíð Au Ãký yu{kt fþwtf W{uhðk {kxu, çkLkkððwt, nktMk÷ yÚkðk íkku fþwf
Lkðw hsq fhðk {kxu íku{k «ÞkMk yLku ÃkiMkkLkwt  hkufký fhðk{kt ykðu Au. yk hkufkýLku
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ÞkuøÞ Xhkððk{kt/íkÃkkMkðk{kt ykðu Au.

Ëh¾kMíkLke þYykík{kt Mkk{kLÞ heíku þwt yÂMíkíð Ähkðu Au ðýoLk fhðk{kt
ykðu Au? íÞkh ÃkAe íku þwt sYhe Au íkuLkk Ãkh òÞ Au. yk Míkh Ãkh íkuLku ÞkuøÞ
fkhý ykÃke MknkÞ fhðk{kt ykðu Au. Ëh¾kMík {tsqheLke MkkÚku yk MkknMkLkku VkÞËku
òuðk{kt ykðu Au.

Ëh¾kMík ÷¾ðk Lke[uLkk Ãkøk÷ktLke sYrhÞkík nkuÞ Au.

- ðýoLk

- Mk{MÞkLkku ykht¼

- Wfu÷Lkku «Míkkð

- íkÃkkMkðwt/fkhýku ykÃkðkt

- VkÞËkLku Wòøkh fhðk/Ëþkoððk

- fkÞo {kxu «uhðwt

ynª ònuh MkwrðÄkyku {kxuLke xqtfe yuf Ëh¾kMík ykÃkðk{kt ykðe Au.

Mkðkhu 7 am Úke 10 am MkwÄe MG hkuz Ãkh ¾qçk xÙkrVf nkuÞ Au. çku
þk¤kyku yLku ºký fkì÷uòu Au suLke ÷kELk 5 KM ÷ktçke òÞ Au. yu ÷kELk
Ãkku÷eMk õðkxhÚke þY fhe sLkh÷ MxÙex {uxÙku MxuuþLk MkwÄe nkuÞ Au. íÞkt ÃkøkÃkk¤k
síkk ÔÞÂõík {kxu ðå[u fkuE ¢ku®Mkøk LkÚke. rËðMk Ëhr{ÞkLk ynªÚke ¢kuMk fhðwt
yþõÞ Au. þk¤kLkkt çkk¤fku fu fkì÷usLkk rðãkÚkeoyku ytíkh 1 km fhíkk ykuAwt nkuÞ
íkku Ãký ðknLk ÷ELku fu ònuh ÃkrhðnLkLkku WÃkÞkuøk fhe òÞ Au. 1.5 kmLkk ytíkh{kt
ÃkøkÃkk¤k síkk ÷kufku {kxu ºký ykuðhrçkús çkLkkððk òuþu. suÚke ÃkøkÃkk¤k síkk ÷kufkuLke
{w~fu÷eLku Mkh¤ çkLkkðe þfkÞ.

ík{khe «økrík [fkMkku

LkkUÄ :

(i) ykÃku÷e søÞk{kt ík{khku sðkçk ÷¾ku.

(ii) ík{khk sðkçkLku yuf{Lkk ytíku ykÃku÷k sðkçk MkkÚku íkÃkkMkku.

1. ðkõÞ 1 Úke 3{kt fÞwt fkÞo hsq fhðk{kt ykÔÞwt Au ?

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

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

Ëh¾kMíkLkk {q¤¼qík/ÃkkÞkLkk ÷ûkýku
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....................................................................

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

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

2. ðkõÞ 4 yLku 5 þwt yr¼ÔÞõík fhu Au ?

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

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

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

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

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

3. 6 ðkõÞ{kt þwt Wfu÷ ykÃkðk{kt ykÔÞku Au ?

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

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

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

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

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

4. ðkõÞ 1 Úke 5 {kt r¢ÞkÃkËLkwt æÞkLk hk¾ku.

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

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

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

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

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

5. 6 ðkõÞ{kt ykÃku÷ r¢ÞkÃkËLkk þçËMk{qn Lke[u ÷exe fhku.

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

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

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

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

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

6. Modal Verb ‘should’ îkhk þuLke fÕÃkLkk Ëþkoððk{kt ykðu Au ?

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

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

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

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

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

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

7. 6 ðkõÞ{kt þk {kxu Passive VoiceLkku WÃkÞkuøk fhðk{kt ykÔÞku ?

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

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

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

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

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

yk «&™kuLkk sðkçk ykÃkþku yux÷u ík{u Mk{S sþku fu Ëh¾kMíkLku fE
heíku hsq fhðe òuEyu. ykøk¤Lkk rð¼køk{kt ykÃku÷ Ëh¾kMíkLkk ÷ûkýkuLkku MktË¼o
÷ELku ík{khk sðkçkLku íkuLke MkkÚku {u¤ðku.

«ð]r¥k

4. ík{u ík{khe MktMÚkkLkk økútÚkÃkk÷ Aku. ÃkwMíkfk÷ÞLkk rðMíkkh{kt WÃknkhøk]n CafeLke
òuøkðkE {kxuLke Ëh¾kMík LkkUÄ íkiÞkh fhku.

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

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

Ëh¾kMíkLkk {q¤¼qík/ÃkkÞkLkk ÷ûkýku
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ykÄwrLkf ÷u¾Lk fkiþÕÞ

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

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

[[ko

ík{u Lke[uLke çkkçkíkku W{uhe níke

Ãk]c¼qr{ : MktMÚkkLkwt ðýoLk yLku fhu÷k fkÞkuo

íkkŠff ykÄkh : ÃkwMíkfk÷ÞLkk MkÇÞ yLku íkuLkk f{o[khe {kxu LkSf{kt WÃknkhøkún
(Cafe)Lke sYrhÞkík. 1 km Ëwh ykðu÷ fuLxeLku sðk {kxu ÷kufku
Mk{Þ çkøkkzþu Lknª.

Ëh¾kMík : ÃkwMíkfk÷ÞLke nË{kt søÞkLke yku¤¾ LkkMíkk½h{kt fk{ fhðk fux÷k
÷kufkuLke sYrhÞkík fux÷e ¾kðkLke/LkkMíkkLke ðMíkwLke ÞkËe{kt Mk{kððe
fux÷ku xuçk÷Lke sYrhÞkík.

®f{ík/ðksçkeÃkýwt :ÃkwMíkfk÷eÞLkk f{o[khe yLku MkÇÞkuLke EåAk çkeS MktMÚkk{kt MkwrðÄk
nkuðe.

r¢Þk {kxu rðLktíke : LkkMíkk½h {kxuLke çkLku íkux÷e ÍzÃkÚke òuøkðkE fhðe.

Ëh¾kMíkLku swËk swËk nuíkwÚke {wfðk{kt ykðu Au suðk fu MktMÚkk þY fhðe,
Ãkw÷ çkktÄðku, VLkeo[h ¾heËðwt, MkkÄLk Mkk{økúe {kxu ðøkuhu.

ÞwrLkðŠMkxeLkk rVÕ{ õ÷çk þY fhðk. hMk Ähkðíkk rðãkÚkeoykuyu íkuykuLkk
rþûkf yLku fw÷ÃkríkLku {¤ðwt yLku ÃkkuíkkLke EåAk hsq fhðe. rþûkf rðãkÚkeoykuLku
íkiÞkh fhðk {kxu {ËË fhðkLkwt fne þfu. Ëh¾kMíkLkku {wMkÆku íkiÞkh Au.

- yu nuíkwyku sýkðu Au.

- yu fux÷k rðãkÚkeoyku hMk Ähkðu Au.

- yk õ÷çk fux÷e «ð]r¥k fhþu íkuLke ÞkËe

- õ÷çk {kxuLke søÞk sýkðu Au fux÷k YrÃkÞkLke sYh Ãkzþu íku sýkðu Au.

- íku fkÞo {kxu rðLktíke fhu Au.

{kuxk V÷f Ãkh MkhfkhLku Ãkkt[ ð»ko {kxu Ëh¾kMík s{k fhðk{kt ykðu Au.
YrÃkÞkLke Vk¤ðýe Ëh¾kMíkLkk ykÄkh Ãkh ÚkkÞ Au. íkuyku ykLku ÞkusLkk Ëh¾kMík
fnu Au.

¼k»kk Ãkh æÞkLk fuLÿeík fhðwt

Ëh¾kMík þçË fÞk MktË¼o{kt ðÃkhkÞku Au. íkuLkk Ãkh æÞkLk Ëuðwt, íÞkhÃkAe
ík{u Lk¬e fhe þfþku fu Ëh¾kMík{kt þwt Mk{kððwt fÞk MktË¼o{kt Mkk{kLÞ Ëh¾kMík
÷¾ðk{kt ykðu Au yLku íkuLkwt fuðk «fkhLkwt {n¥ð Au.

Ëh¾kMík ðkrýßÞ rð¼køk îkhk s {tsqh fhðk{kt ykðu Au.

yrÄf]ík çkwf Mku÷hLkku ðÄkhku fhíke ÃkwMíkfk÷ÞLke Ëh¾kMíkLku {tz¤{tsqhe ykÃke
níke.



9

Ëh¾kMík ytíkøkoík ftÃkLkeLkk þuh ÄkhfkuLku 10% rzrðzLz {¤þu.

ftÃkLkeLke huÕðu {tz¤ {kxu Ëh¾kMík çkLkkðe níke íkÞkhu íkuýu íkuLke ytËh
{krníke íkÃkkMke níke.

ftÃkLkeyu ftÃkLkeLke Ëh¾kMík Lkk{tqoh fhe níke yLku yusLxLku çkku÷kÔÞku. økútÚkÃkk÷Lku
ÃkkuíkkLke Ëh¾kMík ðnu÷k{kt ðnu÷k Mk{Þu {kuf÷e ykÃkðkLkwt fÌkwt níkwt. {Õxe{erzÞk
ÃkwMíkfk÷Þ {kxuLkk LkkýkLke fr{rxyu fhu÷e Ëh¾kMíkLke ÷ktçkk Mk{ÞLke hkn òuÞk
ÃkAe Mkt[k÷f {tz¤u {tsqhe ykÃke Ëh¾kMík EhkËku, nuíkw yLku ÞkusLkkLku hsq fhu Au.

15.5 Ëh¾kMíkLkwt {k¤¾wt (Framework for proposal)

ykøk¤Lkk rð¼køk{kt ykÃkýu Ëh¾kMíkLkkt ÃkkÞkLkkt ÷ûkýku òuÞk. yk rð¼køk{kt
ykÃkýu MktMÚkkLke MkwrðÄkLku ÷økíke MkðoMkk{kLÞ «fkhLke Ëh¾kMíkLkku yÇÞkMk fheþwt.

Ëh¾kMíkLkwt {k¤¾wt yuðwt nkuÞ Au suLku ykÃkýu rðMík]ík fhe þfeyu Aeyu. íku
fux÷ktf ÃkkLkk MkwÄe ÷tçkkðe þfeyu. òu íku rðøkíkðkh Ëþkoðíke Ëh¾kMík nþu íkku
íkuLke þYykík MkkhktþÚke ÚkkÞ Au. yk Mkkhktþ ¾qçk s fk¤SÃkqðof ÷¾kÞ Au suÚke
ðk[fLku Ãknu÷e ár»xyu yktS Ëuðk{kt ykðu. Mkkhktþ Ëh¾kMíkLkk rð»kÞðMíkwLku MktrûkÃík
fhu Au yLku nuíkwykuLku ÔÞðÂMÚkík LkkUÄu Au.

LkkLkk rð¼køkLkk Ëh¾kMíkLkk Ëhuf ¼køkLku íkÃkkMkðk{kt/[fkMkðk{kt ykðþu.
«&™ku, su Ëhuf Ëh¾kMík yLkwMkhu Au yu fu «&™kuLke yÇÞkMk ík{Lku ðÄkhu Mkkhe
heíku Mk{sðk Mkûk{ fhþu fu Ëh¾kMík ÷¾ðkLke «r¢Þk fE Au fE heíku ðÄkhu Mkkhe
heíku Ëh¾kMík ÷¾e þfkÞ.

15.5.1.  Lk{qLkkLkku Mkkhktþ

yk Ëh¾kMík ELTLke çkwfLke ¾kíkkfeÞ ÃkwMíkfk÷ÞLke MGL ÞwrLkðŠMkxeLkk
ðkrýßÞ ¼ðLk{kt s{k fhkððk{kt ykðe Au. {kuxk¼køkLkk fkì÷usLkk rðãkÚkeoykuLku
ðk[Lk þi÷e «kÃík fhðkLke/þe¾ðkLke sYh Au. su çkk¤fku/rðãkÚkeoyku #Âø÷þ
{ezeÞ{ þk¤k rMkðkÞLkk nkuÞ Au. íku{Lku EåAk nkuÞ Au fu íkuyku #Âø÷þ ¼k»kkLke
fwþ¤íkk Ãkh íkuLkwt æÞkLk furLÿík fhu. ¾kíkkfeÞ ÃkwMíkfk÷Þ [ku¬Mk «fkhLke çkwf
Ãkqhe Ãkkzu Au. ÃkwMíkfk÷Þku ðkrýßÞ MktçktrÄík LkkutÄÃkºkf yLku rðãkÚkeoykuLke #rø÷þ{kt
Mk{sý yLku «íÞkÞLkLke fwþ¤íkk {u¤ððk{kt {ËË Ãkwhe Ãkkzu Au yLku fwþ¤íkk{kt
MkwÄkhku ÷kðu Au.

ík{khe «økrík [fkMkku

LkkUÄ : (1) Lke[u ykÃku÷e søÞk{kt ík{khk W¥kh ÷¾ku.

(2) yuf{Lkk ytíku ykÃku÷k W¥khku MkkÚku ík{khk W¥khLku Mkh¾kðku.

Ëh¾kMíkLkk {q¤¼qík/ÃkkÞkLkk ÷ûkýku
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ykÄwrLkf ÷u¾Lk fkiþÕÞ

8. Ãknu÷k ðkõÞ{kt þwt fnuðk{kt ykðu Au ?

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

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

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

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

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

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

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

9. çkeswt ðkõÞ þwt yr¼ÔÞõík fhu Au ?

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

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

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

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

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

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

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

10. AuÕ÷k çku ðkõÞ fÞwt fkÞo hsq fhu Au ?

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

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

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

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

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

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

....................................................................
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[k÷ku, ykÃkýu MktMÚkkLke ytËh hsq fhðk{kt ykðe nkuÞ íkuðe Ëh¾kMíkLkku
Lk{qLkku òuEyu.

15.5.2.  {wÏÞ ÃkkLkwt

rºkðuLÿ{{kt nuhexus ÃkwMíkfk÷Þ {kxu søÞk {u¤ððk {kxuLke Ëh¾kMík

{uÞhLku s{k fhkððk{kt ykðe

{nkLkøkhÃkkr÷fk rºkðuLÿ{

rºkðuLÿ{Lkk nuhexus ÷kEçkúuheLkk rLkÞk{f îkhk 12 MkÃxuBçkh 2019

ík{khe «økrík [fkMkku

LkkUÄ : (1) Lke[u ykÃku÷e søÞk{kt ík{khk W¥kh ÷¾ku.

(2) yuf{Lkk ytíku ykÃku÷k W¥khku MkkÚku ík{khk W¥khLku Mkh¾kðku.

11. yk ÃkkLkwt ík{Lku þwt {krníke ykÃku Au ?

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

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

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

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

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

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

Ëh¾kMíkLkk {q¤¼qík/ÃkkÞkLkk ÷ûkýku
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ykÄwrLkf ÷u¾Lk fkiþÕÞ

12. yk{k þwt ({køkýe) Mkw[eLk fhðk{kt ykðu Au ?

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

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

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

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

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

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

13. yk fkuLku MktçkkuÄeLku Au ?

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

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

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

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

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

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

14. yu fkuLkk îkhk Mkw[eík/{køkýe fhðk{kt ykðu Au ?

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

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

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

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

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

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



13

15.5.3  Mkkhktþ

íkuyku {køkýe fhu Au fu rºkðuLÿ{ þnuh{kt nuhexus ÃkwMíkfk÷Þ
{kxu søÞkLke Vk¤ðýe fhðe. yk Mk{Þu þnuhLke ytËh ònuh ÃkwMíkfk÷Þku{kt
{kuxe MktÏÞk ÷kufkuLkk ðÄkhku ÚkE hÌkku Au. yk þnuh yuLkwt Mkkûke Au.
yuðwt {kLkðk{kt ykðu Au / ÷køkðk ÷køÞwt Au fu þnuh{kt Lkðk ÃkwMíkfk÷ÞLke
sYh Au. rºkðuLÿ{ BÞwrÍÞ{Lke çkksw{kt ykðu÷wt ¾k÷e {fkLk  yk nuíkw
{kxu ÞkuøÞ Au. su hf{Lkwt hkufký fhðk{kt ykðþu íkuLkwt ð¤íkh, ÃkwMíkfk÷ÞLke
MkwrðÄkLkku WÃkÞkuøk fhðkLkk ¾[o{ktÚke fhðk{kt ykðþu.

ík{khe «økrík [fkMkku

LkkUÄ : (1) Lke[u ykÃku÷e søÞk{kt ík{khk W¥kh ÷¾ku.

(2) yuf{Lkk ytíku ykÃku÷k W¥khku MkkÚku ík{khk W¥khLku Mkh¾kðku.

15. Mkkhktþ þwt Ëþkoðu Au ?

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

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

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

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

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

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

16. íku Ëþkoðu Au íku {n¥ðLkk {wÆk þwt Au ?

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

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

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

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

Ëh¾kMíkLkk {q¤¼qík/ÃkkÞkLkk ÷ûkýku
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ykÄwrLkf ÷u¾Lk fkiþÕÞ

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

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

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

17. yk Ëh¾kMíkLku òuLkkh MkkhktþLkwt ðkt[Lk íkuLke íkhVuý{kt fhþu ?

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

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

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

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

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

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

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

15.5.4  Ãk]»X¼qr{ / ÃkkùkËT¼qr{fk

yk ð»kuo þnuh{kt çku ÃkwMíkfk÷Þ íknuðkhLkwt ykÞkusLk fhðk{kt ykÔÞwt
suÚke ÃkwMíkf ðkt[ðkLkk hMk{kt ðÄkhku ÚkÞku. yk þnuh{kt hnuíkk ÷kufku
¾kMk fheLku ÞwðkLkku çkwf ðkt[ðk{kt {ò {kýu Au. ºkeðuLÿ{ BÞwÍÞ{Lke
çkksw{kt Lkðk ÃkwMíkfk÷Þ {kxu søÞk Lk¬e fhðk{kt ykðe Au. yk MÚk¤Lkku
WÃkÞkuøk nMíkWãkuøkLkk «ËþoLk {kxu fhðk{kt ykðíkku níkku. «ËþoLk {kxu
ykLkkÚke Ãký {kuxe søÞk Vk¤ððk{kt ykðe Au yLku nðu yk ¼ðLk
¾k÷e Au. yk {fkLk/¼ðLk þnuh{kt yuðe søÞkyu ykðu÷wt Au fu þnuhLkk
çkÄk ÷kufku Mknu÷kEÚke ykðe þfu. íÞkt yuf ÞkusLkk yuðe Ãký Au fu
su{kt MkkrnÂíÞf rVÕ{Lke DVDLkk MktøkúnLkku yuf ¼køk çkLkkððku.

ík{khe «økrík [fkMkku

LkkUÄ : (1) Lke[u ykÃku÷e søÞk{kt ík{khk W¥kh ÷¾ku.

(2) yuf{Lkkt ytíku ykÃku÷k W¥khku MkkÚku ík{khk W¥khLku Mk{òðku.
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18. yk rð¼køk ík{Lku þwt fnu Au ?

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

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

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

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

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

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

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

19. 3 Úke 5 ðkõÞ{kt þwt ðýoLk fhðk{kt ykÔÞwt Au ?

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

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

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

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

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

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

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

15.5.5  íkfo

÷kufkuLkk ðk[LkLkk ðÄe hnu÷ hMkLku òuíkk ÷køku Au fu Lkðwt ÃkwMíkfk÷Þ
çkLkkððwt yrLkðkÞo níkwt. yk ÃkwMíkfk÷ÞLke sYrhÞkík òuíkk yuðwt ÷køkíkwt
níkwt fu þnuhLkk ÷kufku íkuLkku Mknu÷kEÚke WÃkÞkuøk fhe þfu. nuhexus ÃkwMíkfk÷ÞLke
þõÞíkk Lk¬e fhðk yuf fr{rxLkwt h[Lkk fhðk{kt ykðe níke. ÃkwMíkfk÷Þ
yu yuðku hMíkku nþu fu ßÞkt íkuLkk MkÇÞku ËwrLkÞk¼hLkk rðrðÄ MkkrnÂíÞf
ÃkwMíkfku «kÃík fhe þfþu, ðkt[e þfþu. çkk¤fku yLku ð]Øku çktLku Mkkhe
heíku ÔÞMík hnuþu. íkuyku MkkrníÞ Ãkh ykÄkrhík rVÕ{ Ãký ynªÚke {u¤ðe
þfþu.

Ëh¾kMíkLkk {q¤¼qík/ÃkkÞkLkk ÷ûkýku
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ykÄwrLkf ÷u¾Lk fkiþÕÞ

ík{khe «økrík [fkMkku

LkkUÄ : (1) Lke[u ykÃku÷e søÞk{kt ík{khk W¥kh ÷¾ku.

(2) yuf{Lkkt ytíku ykÃku÷k W¥khku MkkÚku ík{khk W¥khLku Mk{òðku.

20. yk rð¼køkLkku nuíkw þwt Au ?

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

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

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

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

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

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

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

15.5.6.  Ëh¾kMík

WÃkh ykðu÷e çkkçkíkku òuíkk sýkE ykðu Au fu ÃkwMíkfk÷ÞLke
sYrhÞkík ¾hu¾h Au. ÃkwMíkfkLk÷Þ {kxu 4000 [ku.VwxLke søÞk ÞkuøÞ
hnuþu. yk søÞk yíÞkhu ¾k÷e Au yLku ¼kzu ykÃkðk {kxuLke ònuhkík
ykðe økE Au. íÞkt Ãkwhíkk «{ký{kt søÞk nþu suÚke ÃkwMíkfk÷ÞLkk MkÇÞku
íkku ykswçkksw Vhe þfþu yLku ÃkkuíkkLkku Mk{Þ ÃkMkkh fhe þfþu.

çkwf yLku DVD hk¾ðk {kxu Aks÷e çkLkkððkLke sYh Au.
íÞkt xuçk÷ yLku ¾whþeLke Ãký sYrhÞkík Au. suÚkeMk ÷kufku íÞkt çkuMkeLku
ðkt[Lk fhe þfu. íÞkt Ãku÷k {k¤u yuf y÷øk MkkEçkh ÍkuLkLke Ãký sYrhÞkík
Au.

ík{khe «økrík [fkMkku

LkkUÄ : (1) Lke[u ykÃku÷e søÞk{kt ík{khk W¥kh ÷¾ku.

(2) yuf{Lkkt ytíku ykÃku÷k W¥khku MkkÚku ík{khk W¥khLku Mk{òðku.
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21. íkforð¼køk yLku Ëh¾kMík rð¼køkLku òuzíke Mkk{kLÞ fze fE Au ?

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

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

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

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

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

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

22. fzeLke sYh Au ? þk {kxu ?

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

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

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

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

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

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

23. Ëh¾kMík rð¼køk{kt þwt Lkðe {krníke hsq fhðk{kt ykðe ?

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

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

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

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

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

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

Ëh¾kMíkLkk {q¤¼qík/ÃkkÞkLkk ÷ûkýku
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ykÄwrLkf ÷u¾Lk fkiþÕÞ

15.5.7. ytËkSík ¾[o

çku ð»ko {kxuLkku ¼kzkfhkh ¾[o Y. 24,00,000

heLkkuðuþLk, Aks÷e økkuXðýe, çkkuzoLkku ¾[o Y. 1,00,000

çkwf ÃkhLkwt hkufký Y. 30,00,000

MkkEçkh ÍkuLk Y. 10,00,000

8 ÃkwMíkfk÷Þ f{o[kheLkku Ãkøkkh Y. 10,00,000

2 MkVkE f{o[kheLkku Ãkøkkh Y. 1,00,000

{kðsík ¾[o Y. 1,00,000

ÃkheðnLk Y. 50,000

Ãkh[whý ¾[o Y. 1,00,000

fw÷ Y. 83,00,000

ytËkSík ð¤íkh Y. 10,00,000

ík{khe «økrík [fkMkku

LkkUÄ : (1) Lke[u ykÃku÷e søÞk{kt ík{khk W¥kh ÷¾ku.

(2) yuf{Lkkt ytíku ykÃku÷k W¥khku MkkÚku ík{khk W¥khLku Mk{òðku.

24. yk rð¼køkLke þk {kxu sYh Au ?

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

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

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

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

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

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

25. íku ík{Lku yuf Lksh{kt þwt sýkðu Au ?

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

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

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

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

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

15.5.8.  VkÞËk

- økúknfLke sYrhÞkík Mktíkku»kkÞ Au.

- Þwðk ÃkuZe{kt {LkLk fhe ðk[ðkLke xuð Ãkzu Au.

- ð]ØkuLku yÚkoMk¼h ÔÞðMkkÞ «kÃík ÚkkÞ Au.

- swËkswËk rð¼køkLkkt Ãkw»f¤ ÃkwMíkfkuLkku WÃkÞkuøk fhe þfeyu Aeyu.

ík{khe «økrík [fkMkku

LkkUÄ : (1) Lke[u ykÃku÷e søÞk{kt ík{khk W¥kh ÷¾ku.

(2) yuf{Lkk ytíku ykÃku÷k W¥khku MkkÚku ík{khk W¥khLku Mkh¾kðku.

26. yk rð¼køk þwt «fkrþík fhu Au ?

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

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

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

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

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

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

27. Ëh¾kMík ¾kíkhe÷kÞf/Mkçk¤ ÷køku Au ?

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

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

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

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

Ëh¾kMíkLkk {q¤¼qík/ÃkkÞkLkk ÷ûkýku
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....................................................................

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

15.5.9  WÃkMktnkh

WÃkh sýkðu÷ MkíÞ yLku yktfzk ÃkhÚke fne þfkÞ fu yk fkÞoûk{
Ëh¾kMík Au su Mkkhe ykðf fhkðþu. yk Ëh¾kMík ÃkhLkku

ykøk¤Lkku rLkýoÞ ÞkuøÞ Ãkwhðkh ÚkkÞ Au.

Ëh¾kMíkLku {tsqhe {kxu s{k fhkððk{kt ykðe Au.

òíku íkÃkkMkðkLke «ð]r¥k

LkkUÄ : (1) Lke[u ykÃku÷e søÞk{kt ík{khk W¥kh ÷¾ku.

(2) yuf{Lkkt ytíku ykÃku÷k W¥khku MkkÚku ík{khk W¥khLku Mk{òðku.

28. WÃkh ykðu÷ rð¼køkLkwt þwt fkÞo Au ?

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

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

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

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

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

29. þk {kxu yuLke sYh Au ?

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

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

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

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

....................................................................
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ík{khe «økrík [fkMkku

LkkUÄ : (1) Lke[u ykÃku÷e søÞk{kt ík{khk W¥kh ÷¾ku.

(2) yuf{Lkk ytíku ykÃku÷k W¥khku MkkÚku ík{khk W¥khLku Mkh¾kðku.

30. Lke[u Ëh¾kMíkLku rð¼køkku{kt hsq fhðk{kt ykðe Au. íkuLku rð¼køk «{kýu

swËwt fheLku Ëhuf rð¼køk {kxu Lke[u Ëþkoðu÷ xuçk÷{ktÚke ÞkuøÞ þe»kof þkuÄeLku

÷¾ku.

Ãktfs¼kE, {kUøkeÞk yLku hsq fhíkk XYZ ¼køk ÷uLkkh MknÞkuøkeykuyu XYZ

ÞwrLkðŠMkxeLkk fw÷ÃkríkLku ÃkwMíkfk÷ÞLke nË{kt 24 x 7  LkkMíkkyknkhLke ÔÞðMÚkk

{kxuLke Ëh¾kMík hsq fhe.

yLkw¢{rýfk

Mkkhktþ

Mk{MÞkfÚkLk

nuíkwyku

Ëh¾kMíkLkwt ykÞkusLk

fkÞoLkwt ykÞkusLk

ytËkrsík fw÷ ¾[o

WÃkMktnkh

ykŠÚkf, xufLkku÷kuSf÷, {krníke«Ë, ðMíkerð»kÞf yLku hksfkhýeÞ çkkçkíkku

ÔÞÂõíkLkk SðLk yLku íkuLkk fkÞo{kt MkwÄkhku fhu Au. yk MkwÄkhk yLku MkwÄkhkLkk «{ký{kt

yufÄkhku/Mkíkík ðÄkhku ÚkE hÌkku Au. þiûkrýf MktMÚkkyku, ÄtÄkyku, Mk{wËkÞku yLku fwxwtçkkuyu

ÍzÃkÚke MkwÄhe hnu÷ ÃkrhÂMÚkríkLku Mðefkhðe s òuEyu. yk çkÄe MktMÚkkyku, MktMÚkkçknkh

rðãkÚkeo SðLk{kt ¾qçk ÍzÃkÚke yLku ykùÞofkhf ykðe hnu÷ MkwÄkhk MkkÚku Mkt½»ko

fhe hne Au. rðãkÚkeoyku yufMkkÚku ½ýk çkÄkt fkÞo, yufMkkÚku ½ýeçkÄe çkkçkíkku fhðk{kt

xufLkku÷kuS rð¼ksLk{kt ÃkkuíkkLkk {wÏÞ Mk{Þ ÃkMkkh fhu Au. íku yk çkÄkLke MkkÚku

Mkßs ÚkELku s ykðu Au.

ykÃkýe MktMÚkk rðãkÚkeoLku rþûkýLku ÷økíkk ¾qçk s Mkkhk yLkw¼ðku ykÃkðk

{kxu ¾qçk s «ÞíLkku fhu Au. rðãkÚkeoLkk {LkkuhtsLk yLku ykLktË«{kuË {kxu ¾hu¾h,

ÞkuøÞ heíku fk¤S ÷uðk{kt ykðíke LkÚke. rðãkÚkeoykuLku ¾hu¾h ðirïf yLkw¼ðku Ãkqhk

ÃkkzðkLke sYh Au. suÚke íkuyku fkuE yÞkuøÞ Ãkøk÷wt Lkk ÷u yLku ÃkkuíkkLke MkwÄkhýk

yLku rðfkMk {kxu fk{ fhu. ÃkwMíkfk÷ÞLke nË{kt 24 x 7 LkkMíkk½h çkLkkððkLke su

Ëh¾kMík XYZ ¼køk ÷uLkkh MktMÚkkyku fhu Au íkuLkku ykþÞ rðîkLkku yLku {LkkuhtsLk

ðå[u hnu÷ ytíkhLku òuzðkLkku Au.

Ëh¾kMíkLkk {q¤¼qík/ÃkkÞkLkk ÷ûkýku
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XYZ yk¾k Ëuþ yLku ËwrLkÞk{ktÚke rðãkÚkeoykuLku ykf»kuo Au. yk{kLkk fux÷k

rðãkÚkeoyku ¾qçk {kuxk þnuhku yLku fux÷kf LkkLkk þnuhku{ktÚke ykðu íku  rðãkÚkeoykuLke

fkixwtrçkf ÃkrhÂMÚkrík yLku íkuLke yku¤¾kýku swËe swËe Ähkðu Au. íkuykuLku yufçkeòLku

¾hu¾h õÞkhuÞ {¤e þfíkk LkÚke, íku{Lke fkuE yuðe søÞk LkÚke fu ßÞkt íku {¤e

þfu,  yufçkeòLku Mkkhe heíku yku¤¾e þfu, ÃkkuíkkLkk rð[khku yLku {tíkÔÞku hsq fhe

þfu yLku ðkík[eík fhe þfu. rðãkÚkeoyku ÃkkuíkkLkk LkkLkk økúwÃkku çkLkkðu Au yLku ÃkkuíkkLkku

{kuxk¼køkLkku Mk{Þ yu{kt s ÃkMkkh fhu Au íku çkeò økúwÃkku MkkÚku Ãkrh[Þ fhðkLkku Ãký

«ÞíLkku LkÚke fhíkk. íkuyku ÃkkuíkkLkk s økúwÃkku{kt çknkh òÞ Au. s{u Au yLku {ò

{kýu Au. nk÷{kt fux÷kf rðãkÚkeoyku hkºku ¾kuhkfLke þkuÄ{kt økÞk níkk íÞkhu íkuykuLku

fzðku/¾hkçk yLkw¼ð ÚkÞku.

Ëh¾kMíkLkku nuíkw Lke[u «{kýu Au

- rðãkÚkeoykuLku fuBÃkMk{kt ðirïf yLkw¼ð {¤u íkuLke ¾kíkhe fhðe.

- rðãkÚkeoykuLku søÞk Ãkqhe Ãkkzðe ßÞkt íkuyku ykðíkefk÷ {kxu íkkò (Re-

fresh) ÚkkÞ.

- rðãkÚkeoykuLku 24 f÷kf MkwrðÄkyku «kÃík ÚkkÞ.

- þiûkrýf yLku {LkkuhtsLkLke çkkçkíkkuLku r{©ý fhðe.

21{e MkËe{kt rðãkÚkeoyku Mk{ÞLke {ÞkoËkÚke çktÄkÞu÷k LkÚke. íkuyku 24 x

7 rðãkÚkeoyku Au. 24 x 7 WÃkøkúnk (Cafe)Lke Ëh¾kMík {wfe Au íku XYZ ¼køk

÷uLkkh MktMÚkkykuLku 21{e MkËeLkk rðãkÚkeoykuLke æÞkLk hk¾ðkLkwt sYh Au yLku íkus

fuBÃkMk{kt 24 f÷kf ðirïf ykÃkðku òuEyu.

24 x 7 WÃknkh økún, (LkkMíkknkWMk, Cafe) ykðwt nþu

- yuf Cyber Zone nþu su{kt ykuAk{kt ykuAk 30 fBÃÞwxh nþu. íkuLke

MkkÚku nkEMÃkez ELxhLkuxLkwt òuzký nþu suÚke rðãkÚkeo World wide web

íkÃkkMk fhe þfu. ðkÃkhe þfu.

- yuf LkkMíkk {kxuLkwt fkWLxh nþu su rðãkÚkeoykuLku íkkòu LkkMíkku, n¤ðwt s{ðkLkwt,

íkkLkò V¤kuLkwt ßÞwMk Ãkqhwt Ãkkzþu.

- yuf News Corner nþu ßÞkt rðãkÚkeoyku çkuMkeLku ÃkwMíkfku ðkt[e þfu.

- yuf Table - a - lete Hall ßÞkt rðãkÚkeoyku çkuMkeLku ÃkkuíkkLkk {wÆkyku

Ãkh [[ko fhe þfu.

- yuf TV ¾tz su{kt rðãkÚkeoyku xeðe òuE þfu.

- yuf Mktøkeík¾tz su{kt nuzVkuLk yLku Juke boxLke MkwrðÄk nkuÞ. suÚke rðãkÚkeoyku

ynª Mktøkeík Mkkt¼¤e þfu.

- yuf h{ík-øk{ík rð¼køk ßÞkt rðãkÚkeoyku fuh{, xuçk÷ xurLkMk, çkuzr{LxLk

ðøkuhu h{ík h{e þfu yLku S{{kt fMkhík fhe þfu.
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yk yk¾e ÞkusLkk çku Ãkuxk fr{rxyku íkiÞkh fhþu.

- Cafe Lkk MkkÄLkku {u¤ððk yLku f{o[khe h{ðkLke sðkçkËkhe yuf fr{rxLke

Au yLku CafeLke søÞk ÃkMktË fhðe, xuLzh {økkððk, CafeLkk [ýíkhLkwt

æÞkLk hk¾ðkLke sðkçkËkhe çkeS fr{rxLke Au. yk ÞkusLkk çku ¼køk{kt nkÚk

Ähðk{kt ykðþu.

- Mkki«Úk{ Cafe çkLkkððk {kxu MkkiÚke Mkkhe ºký søÞk ÃkMktË fhðk{kt ykðþu,

íkuÚke þõÞíkkLkku ynuðk÷ (Report) çkLkkððk{kt ykðþu. yLku xuLzh {økkððk{kt

ykðþu.

- çkeò rð¼køk{kt ßÞkhu [ýíkhfk{ [k÷w ÚkE økÞwt nþu íÞkhu Cafe {kxuLkk

MkkÄLkku {tøkkððk{kt ykðþu yLku f{o[kheLke rLk{ýqf fhðk{kt ykðþu.

Ëh¾kMíkLkk {q¤¼qík/ÃkkÞkLkk ÷ûkýku
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yíÞkhLkk yk ykÄwrLkf Þwøk{kt rþûkýLkku yÚko ¾k÷e òýðwt fu rðãk{w÷f LkÚke

Ãkhtíkw íkuLkk fhíkk Ãký ½ýwt ðÄkhu Au. íkuLkku nuíkw rðãkÚkeoykuLkk ÔÞÂõíkíðLkku MkðkOøkeý

rðfkMk fhðkLkku Au. þiûkrýf MktMÚkkykuyu rðãkÚkeoykuLkku ÔÞkðMkkrÞf yLku ÔÞÂõíkøkík

rðfkMk {kxuLke þõÞ íkux÷e çkÄe íkf ykÃkðe òuEyu. 24 x 7 Cafe (fkVu) ¾hu¾h

ðirïf ÷ûký Ähkððwt  Au yLku íku{kt rþûký yLku {LkkuhtsLkLkwt òuzký fhðkLkk (çknw)

Mk¾ík «ÞíLkku fÞko Au. íkuLkku yuf nuíkw rðãkÚkeoykuLku ðirïf yLku ¾qçk Mkkhku yLkw¼ð

Ãkwhku ÃkkzðkLkku Ãký Au. rðãkíkoÚkeykuLku 24 f÷kf ¾qçk s LkSf yLku Mkh¤íkkÚke çkÄe

s MkwrðÄkyku fuBÃkMk{kt s WÃk÷çÄ ÚkkÞ íku {kxu yuf çknwrðÄ WÃkÞkuøke CafeLke ¾qçk

sYh Au.

yk Ëh¾kMk yuf þiûkrýf MktMÚkkLkk rðãkÚkeo «ríkrLkrÄykuyu ÷¾e níke. MktMÚkkÚke

ytËh s ßÞkhu ík{u Ëh¾kMík fhíkk nkuÞ íÞkhu íku íku Ëh¾kMík{kt fE çkkçkíkkuLkku Mk{kðuþ

fhðku yLku Ëh¾kMíkLkwt (çkkÌk) ykuðhyku÷ {k¤¾wt fuðwt nkuÞ íkuLkku yk Ëh¾kMík ykÃku Au.

15.6 Mkkhktþ (Summary)

yk yuf{{kt Ëh¾kMík ÷¾ðkLke sYrhÞkík, Ëh¾kMíkLkk ÷ûkýku yLku Ëh¾kMíkLkk

{k¤¾k íkÃkkMÞk Au. ðýoLk fhðwt, ÞkuøÞ Xhkððwt yLku Mk{òððwt suðk ¼k»kkLkk fkÞkuoLkku

WÃkÞkuøk fÞkuo Au. økúk{h rð¼køk{kt ykÃkýu Passive form Ãkh ¼kh ykÃÞku níkku.

15.7 «ð]r¥kykuLkk sðkçkku

1. (1) MðÞtMkt[kr÷ík ÃkwMíkfk÷Þ

(2) rzSx÷ ÃkwMíkfk÷ÞLke økkuXðýe

2. ík{khe òíku fhkuu.

3. y{u Úkkuzef Lk{qLkkLke Ëh¾kMíkku ykÃke Au. ík{khe ÃkkMku ík{khe ÞkËe nþu.

(1) ELxhLkux òuzký MkkÚkuLke fBÃÞwxh ÷uçkLke òuøkðkE fhðe.

(2) {tz¤ (Club) þY fhðwt.

(3) Lkðk yÇÞkMk¢{ku þY fhðk.

(4) çkUfLke Lkðe þk¾k ¾ku÷ðe.

(5) f{o[kheLkk çkk¤fku {kxu ½kuzeÞk½hLke òuøkðkE fhðe.

4. 15.5 rð¼køkLkku MktË¼o ÷ku.

(1) ykðk «fkhLkk VkuLkLkwt [kELkk îkhk WíÃkkËLk fhðk{kt ykkðu Au.

(2) Ãkkýe, nkEzÙkusLk yLku ykuÂõMksLkLkk r{©ýÚke çkLku Au.

(3) {khe fkhLku ÃkkA¤Úke ¼xfkzðk{kt ykðe.

(4) ½ýk çkÄk òíku/nkÚku fk{ fhLkkh fk{ËkhkuLku LkkufheÞu hk¾Lkkh îkhk yXðkrzÞu

ÃkiMkk [qfðk{kt ykðu Au.
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(5) hurzÞ{Lke þkuÄ {uz{ õÞwhe îkhk fhðk{kt ykðe níke.

(6) ¼kiríkf rð¿kkLk yLku hMkkÞý rð¿kkLk{kt Lkkuçk÷ «kEÍ SíkLkkhLke ònuhkík

økEfk÷u fhðk{kt ykðe níke.

(7) {kuxk¼køkLkk Ãkh{kýw f[hkLku s{eLk Lke[u Mktøkún fhðk{kt ykÔÞku Au.

(8) òu íÞkt søÞk nkuÞ íkku ½hLkk W{uËðkhLku {nu÷ yhS fhðkLkwt fÌkwt Au.

(9) VIP hk¾ðkLkku ÷eÄu yk rðMíkkhLkk çkÄk hMíkkyku [kuÏ¾k fhðk{kt ykÔÞk

Au.

(10) Lkðk {uÞh økEfk÷u [qtxkÞk.

5.   (1) Lkðe nkuÂMÃkx÷ çktÄkE hne Au.

(2) íkuLkwt fk{ ykðíkk rzMkuBçkh MkwÄe{kt Ãkqýo ÚkE økÞwt nþu.

(3) sqLkk þkuÃkªøk fkuBÃk÷uõMkLku Ãkkze Lkk¾ðk{kt ykÔÞwt Au.

(4) yuf Lkðwt ykÄwrLkf ÍzÃkÚke çktÄkðk sE hÌkwt Au.

(5) Lkðku {ÕxeÃ÷uõMk nku÷ çkLke hÌkku Au.

15.8 ík{khe «økrík [fkMkkuLkk W¥khku (Answer the Self  Check Exercise)

1. 1-3 rð¼køk Au íku yu{.S. ðkuzLke ÃkrhÂMÚkríkLkwt ðýoLk fhðkLkwt fkÞo fhu Au.

2. 4 yLku 5 ðkõÞ Mk{MÞk fÚkLk fhu Au. yu{.S. hkuzLkk xÙkrVfLkk fkhýu

rËðMk Ëhr{ÞkLk íkuLku yku¤tøkðku yþõÞ Au. ¾qçk ykuAwt ytíkh nkuðk Aíkkt

þk¤kyu síkk rðãkÚkeo yLku fkì÷usu síkk rðãkÚkeoykuLku Ãkhkýu / ¼khÃkqðof

ÃkrhðnLkLkku WÃkÞkuøk fhðku Ãkzu Au.

3. Wfu÷ Ëh¾kMík{kt Ëþkoððk{kt ykÔÞwt fu ºký Ãkøku [k÷Lkkh {kxu ykuðh çkúeÍ

çkLkkððkLku Ëhuf ðå[u 1.5 kmLkwt ytíkh hk¾ðwt.

4. yufÚke [kh ðkõÞ{kt ÂMÚkh r¢ÞkÃkË (Stative Verb) YÃkLkk r¢ÞkÃkË Au.

5. Mkh¤íkk

6. Model Verb ‘Should’ sðkçkËkhe Ëþkoðu Au.

7. Mk¥kkðk¤kykuLke çkkçkík{kt ¼kh Ëþkoððk Passive VoiceLkku WÃkÞkuøk

ÚkÞku níkku.

8. Ãku÷wt ðkõÞ {krníke ykÃku Au fu M.G.L. ÞwrLkðŠMkxeLkk ðkrýßÞ rð¼køk{kt

¾kíkkfeÞ (rð¼køkeÞ) ÃkwMíkfk÷Þ çkLkkððk Ëh¾kMík s{k fhkððk{kt ykðe

Au.

9. çkeswt ðkõÞ ¾kíkkfeÞ (rð¼køkeÞ) ÃkwMíkfk÷ÞLke sYrhÞkík Ëþkoðu Au. su

çkk¤fkuyu þk¤kLkku yÇÞkMk #rø÷þ r{rzÞ{{kt fÞkuo LkÚke íkuðk Under-

graduate rðãkÚkeoyku íÞkt Au, íkuyku ÞkuøÞ ðkt[Lk, fwþ¤íkk «kÃík fhðk

EåAu Au yLku íkuyku ytøkúuS ¼k»kk fwþ¤íkk {kxuLke íkk÷e{ ÷uðkLke EåAk

Ëþkoðu Au.

Ëh¾kMíkLkk {q¤¼qík/ÃkkÞkLkk ÷ûkýku
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10. AuÕ÷k çku ðkõÞku ¾kíkkfeÞ ÃkwMíkfk÷ÞLke sYrhÞkíkLku Mk{ÚkoLk ykÃku Au.

Ëh¾kMíkLkk y{÷efhýLke Mk{òðx ykðu÷e Au.

11. ynª ykÃkðk{kt ykðu÷e {krníke. Ëh¾kMík çkLkkðe níke fkuLku MktçkkuÄeLku Au

yLku fkuLkk îkhk Ëh¾kMík çkLkkððk{kt  ykðe Au. yk çkkçkíkkuLkku Mk{kðuþ

fhu Au.

12. yk Ëh¾kMík ºkeðuLÿ{ þnuh{kt Lkðwt ÃkwMíkfk÷Þ çkkLkkððk {kxu søÞk «kÃík

fhðk {kxu Au.

13. íku ºkeðuLÿ{ þnuh{kt {uÚkLku MktçkkuÄeLku fhðk{kt ykðu÷e Au.

14. nuhexus ÃkwMíkfk÷Þ Mkr{ríkLkk rLkÞk{f îkhk Mkqr[ík fhðk{kt ykðu Au.

15. yk Mkkhktþ fuh¤Lkk ºkeðuLÿ{Lkk Lkðk ÃkwMíkfk÷ÞLke sYrhÞkík Ëþkoðu Au.

16. yk MkkhktþLkk ºkeðuLÿ{Lkk Lkðk ÃkwMíkfk÷ÞLkk Mk{ÚkoLk{kt Au. WíMkwf ðk[fLke

MkÏÞk{kt ÚkE hnu÷ku ðÄkhku ykLkwt {wÏÞ fkhý Au. yk ÃkwMíkfk÷Þ {kxuLke

ÞkuøÞ søÞk {kxuLke ¼÷k{ýkuLkku Ãký íkuýu Mk{kðuþ fÞkuo Au. yk{ su

hf{Lkwt rLkðuþ/hkufký fhkð{kt ykÔÞwt Au.

17. ßÞkhÚke ÃkwMík[fk÷ÞLke ÔÞðMÚkk {kLÞ Úkþu íÞkhÚke ðkt[fku Ãký yk Ëh¾kMíkLku

Mkfkhkí{f òuþu.

18. yk rð¼køk ðk[tfLku íkuLke Ãk]c¼qr{Úke Ãkrhr[ík fhkðu Au. su Lkðk ÃkwMíkfk÷ÞLke

sYrhÞkíkLku Mk{íkoÚk ykÃku Au.

19. ÃkwMíkfk÷Þ {kxu søÞk Lk¬e fhðe yLku þk {kxu íku ÞkuøÞ søÞkLk Au íku

yk ðkõÞku Ëþkoðu Au.

20. yk rð¼køk rºkðuLÿ{k Lkðwt ÃkwMíkfk÷Þ þY fhðkLkku íkfo ykÃku Au.

21. ÃkwMíkfk÷Þ {kxuLke sYrhÞkík íkfo rð¼køk yLku Ëh¾kMík rð¼køkLku òuzíke

fze Au.

22. fze sYhe Au íku Ëh¾kMíkLku íkkŠff «ðkn yLku MkwMktçkØíkk ykÃku Au.

23. Ëh¾kMíkLke ytËh ÃkwMíkfku yLku zeðeze {wfðk {kxuLke Aks÷eyku yLku ÷kufkuLku

çkuMkeLku ðkt[ðk {kxu xuçk÷ yLku ¾whþeLke sYrhÞkíkLkku WÕ÷u¾ fhðk{kt

ykÔÞku Au. íku ÞkusLkk{kt yuf Ãký Ëþkoðu Au fu Ãknu÷k {kÃk {kx Cyber

ZoneLkku y÷økÚke rð¼køk Mk{kððk{kt ykðu.

24. yk rð¼køk{kt ðkt[fLku ÚkLkkh ¾[oLke rðøkíkku Ãký ykÃkðk{kt ykðu Au.

25. Ëh¾kMíkLke ytËh ytËkSík ¾[o Mk{sðk {kxu yk Lk¬h hMíkku Au. íku

Ëh¾kMíkLku ykŠÚkf heíku fkÞoûk{ fhu Au.

26. yk rð¼køk Ëh¾kMíkLkk VkÞËkLku Wòøkh fhu Au.

27. ßÞkhu íku rðøkíkðkh MkkÄf yLku rðÃkûkLkku Mkk{u yk Ëh¾kMíkLkk y{÷efhý

{kxu [[ko fhu Au. íÞkhu yk Ëh¾kMík ¾kíkhe÷kÞf ÚkkÞ Au.

28. yk rð¼køk Ëh¾kMíkLke Mk{kÃíke íkkŠff yLku ¾kíkhe÷kÞf heíku fhu Au.
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29. yk rð¼køkLke sYh Au fkhý fu ðnu÷e íkfu Mkfkhkí{f rLkýoÞ ÷uðk {kxu

íku ðk[fLku Mk{òðu Au.

30. Mkkhktþ 1, 2 Vfhk

Mk{MÞkfÚkLk 3 Vfhku

nuíkwyku 5 G

Ëh¾kMík ÞkusLkk 7

fkÞoÞkusLkk 8, 9, 10

ytËkrsík fw÷ ¾[o 11

WÃkMktnkh 12

15.9 [kðeYÃk þçËku (Key words)

Ëh¾kMík : Ëh¾kMík ¼rð»Þ{kt ÚkLkkh fkÞoLke rËþk Ëþkoðu Au.

Ãk]c¼qr{ : MktMÚkkLkwt ðýoLk yLku fhu÷k fkÞkuo

ËhM¾kMík {k¤¾wt : Ëh¾kMíkLku rðMík]ík {krníke ykÃku yLku MkkhktþÚke þYykík

ÚkkÞ.

15.10  MktË¼o yLku ðÄw ðkt[Lk  (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.

lllll
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ynuðk÷ ÷u¾Lk

YÃkhu¾k

16.0 WÆuþku

16.1 «MíkkðLkk

16.2 ynuðk÷

16.3 ynuðk÷kuLkk «fkhku

16.4 þi÷e, {k¤¾wt yLku ¢{

16.4.1ynuðk÷Lke þi÷e

16.4.2ynuðk÷Lkwt {k¤¾wt

16.4.3ynuðk÷Lkku ¢{

16.5 ynuðk÷Lkwt WËknhý : yktíkrhf íkÃkkMkLkku ynuðk÷

16.6 ynuðk÷ hsq fhðkLke fux÷ef Mkq[Lkkyku

16.7 Mkkhktþ

16.8 ík{khe «økrík [fkMkkuLkk W¥khku

16.9 [kðeYÃk þçËku

16.10  MktË¼o yLku rðþu»k ðkt[Lk

16.0 WÆuþku  (Objectives)

yk yuf{{kt ykÃkýu ynuðk÷ ÷u¾LkLke [[ko fheþwt yk yuf{Lkwt ðkt[Lk
fÞko ÃkAe ík{u Mkûk{ Úkþku.

- ynuðk÷kuLkk «fkhkuLkwt ÃkwMíkfk÷ÞLkk f{o[kheykuLke WÃkÞkurøkíkkLkk ¾kMk MktË¼o{kt
ðýoLk

- ynuðk÷kuLke þi÷e, {k¤¾wt yLku ¢{ MÃkü fhðkt.

- ynuðk÷ ÷u¾LkLke Úkkuzef {wÏÞ Mk[Lkk (Tips)ykuÚke Mk¼kLk Úkþku.

- Reduce ralative lauseLkku ík{khk ÷¾ký yLku ...{kt WÃkÞkuøk yLku

- yktíkrhf íkÃkkMkLkku ynuðk÷ íkiÞkh fhðku.

16.1 «MíkkðLkk (Introduction)

Lkkufhe ÃkhLkk MktËuþk-ÔÞðnkh {kxu ynuðk÷ku sYhe ¼køk Au. yuf økútÚkÃkk÷
íkhefu ykÃkýu swËk swËk «fkhLkk ynuðk÷ku ÷¾ðkLkk nkuÞ Au. íku{ktLkk fux÷kf ÞkËe
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yÚkðk …ºk xqtfk MðYÃk{kt yLku nMík«ík suðk ÷ktçkk MðYÃkLkk ynuðk÷ku nkuE þfu.
fux÷efðkh ykðk ynuðk÷ku MktMÚkkLke ytËh s{k fhðkLkk nkuÞ Au. yk Mk{Þu ík{u
MktMÚkkLkk y™w¼ðe f{o[kheykuLku ynuðk÷ ÷¾ðk {kxu fne þfku.

ík{u ÃkqAe þfku ‘ynuðk÷ þwt Au ?’ ½ýkçkÄk swËkswËk «fkhLkk ÷ur¾ík
«íÞkÞLkkuLkk «fkh Au. Mkk{kLÞ heíku ynuðk÷ rLkrùík {krníkeLkwt yufºkefhý yLku
íkuLke hsqykík Au. su íkkífkr÷f yLku ÔÞðnkhwt sYrhÞkíkkuLku ÞkuøÞ rðLktíke yÚkðk
sYhe rð[kh îkhk hsq ÚkkÞ Au. Ëk.ík. ík{khu Lkðk {qÕÞktfLkLkku ynuðk÷ ÷¾ðkLkku
Au. yÚkðk ík{u su «kusuõx nkÚk ÄÞko Au íkuLke «økríkLkku ynuðk÷ ÷¾ðkLkku Au.
ík{khk {wÏÞ økútÚkÃkk÷ ík{Lku ÃkwMíkfk÷Þ{kt sYhe MkkÄLkku rðþu ¼÷k{ý fhðkLkwt ÃkqAe
þfu - íÞkhu ík{khu ¼÷k{ý ynuðk÷ ÷¾ðkLkku nkuÞ Au.

yk yuf{Lke ytËh ík{Lku swËk swËk ynuðk÷kuÚke yðøkík fhðk{kt ykðu
Au. ík{khu yuf økútÚkÃkk÷ íkhefu ÷¾ðkLkk ÚkE þfu.

16.2 ynuðk÷ (Report)

ynuðk÷ku ½ýk «fkhLkk nkuE þfu. yÚkkoíkT yktíkrhf ÷kufku fu çkkÌk ÷kufku
{kxu, ðýoLkkí{f yÚkðk yktfzkfeÞ, rLkÞíkfk÷eLk, [ku¬Mk Mk{Þ{kt xqtfku yÚkðk
ŸzkýÃkqðof, ykiÃk[krhf yÚkðk yLkkiÃk[krhf, økwÃík fu ònuh ðøkuhu...

LkSfLkk ÃkwMíkfk÷ÞLke {w÷kfkík ÷E swËkswËk «fkhLkk ynuðk÷kuLkku yÇGkkMk
fhku yLku Lke[u ykuAk{kt ykuAk Ãkkt[ ynuðk÷Lkk þe»kof ÷¾ku.

1.  ..........................................................

2.  ..........................................................

3.  ..........................................................

4.  ..........................................................

5.  ..........................................................

yk ynuðk÷kuLkk {k¤¾ktLkku QtzkýÃkqðof yÇÞkMk fhku yLku yk ynuðk÷ku{kt
Mkk{kLÞ nkuÞ íkuðk Ãkkt[ þe»kof/{Úkk¤w ÷¾ku.

1.  ..........................................................

2.  ..........................................................

3.  ..........................................................

ynuðk÷ ÷u¾Lk
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4.  ..........................................................

5.  ..........................................................

16.3 ynuðk÷kuLkk «fkhku (Types of Report)

ynuðk÷kuLku ½ýe heíku ðøkeof]ík fhe þfkÞ : íkuLkk rð»kÞðMíkw îkhk (þõÞíkk
ynuðk÷, Mkðuo ynuðk÷ ðøkuhu) íkuLkkt fkÞkuo îkhk (Ëk.ík. {krníke«Ë, rð&÷u»kýkí{f,
¼÷k{ý MðYÃkLkwt) íkuLkk {k¤¾k îkhk (Ëk.ík. ÞkËe ynuðk÷ku, Ãkºk ynuðk÷ku, ykiÃk[krhf
ynuðk÷ku, yLkkiÃk[krhf ynuðk÷ku) Mk{Þ îkhk (rLkÞíkfk÷eLk ynuðk÷ku, «økrík ynuðk÷ku,
ytrík{ ynuðk÷ku) yLku ykðk çkeò yLkuf. ßÞkhu yk çkÄk {kÃkËtz (rð»kÞðMíkw,
fkÞo, {k¤¾wt, Mk{Þ ðøkuhu) ðøkeof]ík ynuðk÷Lku MktçktÄe yLku WÃkÞkuøke Au. íÞkhu
ynuðk÷kuLke fux÷ef Ãkuxk ©uýe ykøk¤ ykðu Au. Ãkhtíkw ßÞkhu ík{khku WÆuþ ynuðk÷
fE heíku ÷¾íkk þe¾ðkLkku Au íÞkhu íku çknw WÃkÞkuøke LkÚke. ynuðk÷÷u¾Lk þe¾ðkLkk
nuíkw {kxu MkkiÚke WÃkÞkuøke {kÃkËtz yu ¾qçk Mkk{kLÞ/Mkh¤ Au yLku íku Au íkuLke ÷tçkkE
÷tçkkELkk ykÄkh Ãkh ykÃkýu ynuðk÷Lku çku «fkh{kt ðøkeof]ík fhe þfeyu. xqtfku ynuðk÷
yLku ÷ktçkku ynuðk÷. xqtfku ynuðk÷ yÚkkoík 10-12 ÃkkLkkLkku ynuðk÷ yLku ÷ktçkku
ynuðk÷ yÚkkoíkT su ykLkkÚke ÷ktçkku nkuÞ íku ÷ktçkku ynuðk÷ ½ýk økútÚkku [k÷u/ÚkkÞ
íkux÷ku ÷ktçkku Ãký nkuÞ þfu. ÷tçkkELkk MktË¼o{kt ynuðk÷Lke rðþu»kíkk òuEyu. Ëk.ík.
÷ktçkku ynuðk÷ nt{uþk ykiÃk[krhf þi÷e{kt ÷¾ðk{kt ykðu Au Lku hsq fhðk{kt ykðu
Au. xqtfk ynuðk÷ yLkkiÃk[krhf «fkhLkk nkuÞ Au. ÷ktçkk ynuðk÷ku nt{uþk nMík«ík
«fkhLkk {k¤¾k{kt hsq ÚkkÞ Au. ßÞkhu xqtfk ynuðk÷ku {wÏÞíðu ÞkËe (Memo)
yÚkðk Ãký «fkhLkk {k¤¾k{kt {kuf÷ðk{kt ykðu Au.

÷tçkkE ÃkAeLkwt ¾qçk {n¥ðLkwt {kÃkËtz fkÞo Au. {wÏÞíðu yrÄfkhef ynuðk÷Lkku
nuíkw fkuE MktMÚkkLke [ku¬Mk {krníkeLku hsq fhðkLkku Au. {kuxk¼køkLkk MktMÚkkfeÞ ynuðk÷ku
{krníkeMk¼h nkuÞ Au. rLkÞíkfk÷eLk ynuðk÷ku, «økrík ynuðk÷ku, «Þkuøkþk¤k ynuðk÷,
Mkðuo ynuðk÷ ðøkuhu çkÄk {krníke ynuðk÷ Au. õÞkhuf ík{Lku yuðwt Ãký ÃkqAðk{kt
ykðu fu ¾k÷e {krníke Lknª Ãký íkuLkwt rð&÷u»ký Ãký Ãkqhwt ÃkkzðkLkwt suðk fu nfefíkkuLkwt
yÚko½xLk, Mkt[k÷f {tz¤Lku rLkýoÞ ÷uðk{kt {ËË fhðe. ykðk ynuðk÷kuLku rð&÷u»kýkí{f
ynuðk÷ fnuðk{kt ykðu Au. òu ík{Lku yk{kt ¼÷k{ýkuLkku Ãký Mk{kðuþ fhðkLkwt
fnuðk{kt ykðu íkku íkuLku ¼÷k{ý fnuðk{kt ykðu Au.

þi÷eyu ºkeòu {n¥ðLkku {kÃkËtz Au. þi÷e îkhk ynuðk÷Lke hsqykík{kt
ykiÃk[krhfíkk ÷kðe þfkÞ Au. ynuðk÷Lke þi÷e ÃkMktË fhðk{kt ½ýkt çkÄkt Ãkrhçk¤ku
yMkh fhíkkt nkuÞ Au yLku ynuðk÷Lke rðþu»kíkkyku{kt þi÷e ÃkMktËøke hsqykík Au. yk
{kÃkËtzLkk ykÄkhu ynuðk÷ ykiÃk[krhf yLku yLkkiÃk[krhf yu{ çku ¼køk{kt rð¼kSík
ÚkkÞ Au.

þi÷e ytøkuLkku «&™ ynuðk÷Lkk {k¤¾k MkkÚku òuzkÞu÷ku Au. ÞkËe (Memo)
{k¤¾wt yLku Ãkºk {k¤¾kLkk ynuðk÷{kt Mkk{kLÞ MktËuþ {kuf÷ðk{kt ykðu Au. ßÞkhu
ynuðk÷ MktMÚkkLke çknkh {kuf÷ðkLkku nkuÞ Au íÞkhu Ãký {k¤¾k «fkhLkku ynuðk÷
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{kuf÷ðk{kt ykðu Au. ykðk ynuðk÷ku nt{uþk ykiÃk[krhf ¼k»kk{kt ÷¾ðk{kt ykðu
Au. yktíkrhf ynuðk÷ (MktMÚkkLke ytËh) ÞkËe (Memo) {kuf÷ðk{kt ykðu Au. òu
íku ÷ktçkku nkuÞ íkku nMík«ík {k¤¾k{kt {kuf÷ðk{kt ykðu Au. nMík«ík ynuðk÷ nt{uþk
ykiÃk[krhf þi÷e{kt ÷¾kÞ Au. ÞkËe (Memo) ynuðk÷ ykiÃk[krhf fu Úkkuze ykiÃk[krhf
þi÷e{kt ÷¾e þfkÞ Au. ÷u¾f fE þi÷e ÃkMktË fhu Au íkuLkku ykÄkh ½ýkt çkÄkt
Ãkrhçk¤ku nkuÞ Au.

[k÷ku ykÃkýu ynuðk÷Lke ÷kûkrýfíkkykuLke [[ko fheyu.

* Mk¼kLkíkk (Conciseness)

{kuxk¼køkLkk yrÄfkrhf ynuðk÷ku xqtfk nkuÞ Au. íku{kt õÞkhu Úkkuzk ÃkkLkkÚke
ðÄkhu ÃkkLkk LkÚke nkuíkk. yrÄfkrhf ÷¾ký{kt (Official Writing) Mk¼kLkíkkyu
yuf ÃkkÞkLke økwýð¥kkyku{kLke yuf Au.

* [kufMkkE

çkeswt ÃkkMkwt Au [kufMkkE. [kufMkkE yÚkkoíkT íkuLku suðwt Au íkuðwt fnuðwt, “íkuLku
rLkckÃkqðof/Lk¬h heíku fnuðwt” yLku “íkuLku Mk{økú fnuðwt”

1. «kusuõx ynuðk÷Lkk MktË¼o{kt. yÚkkoík «kusuõx yuðku Lk çkLkkððku òuEyu fu
su ¾hu¾h Au, íkuLkk fhíkk ðÄkhu LkSf fu Ëqh ÷køku.

2. “íkuLku Lk¬h heíku fnuðwt” yÚkkoíkT Ëku»kÞwõík yLku yMÃkü ðýoLkkuLku çkË÷u
sÚÚkkí{f/Ãkrhýkí{fLkku WÃkÞkuøk fhðku. “«kusuõx Ãkqhku Úkðk{kt nS Úkkuzku
ðÄkhu Mk{Þ Úkþu. íkuðwt fnuðkLkk çkË÷u «kusuõx ºký yXðkrzÞk{kt Ãkqýo Úkþu
íku{ fnuðwt.

3. “íkuLku Mk{økú fnuðwt” yÚkkoíkT þwt fnuðwt ! ftE Ãký AwÃkkððwt Lknª. íÞkt {w~fu÷eyku
yLku yz[ýku nkuE þfu yLku íku{kt fux÷ef ÃkkuíkkLke ¼q÷Lkk fkhýu MkòoE
nkuÞ yLkuu ík{u fËk[ ík{khe ¼q÷ Aw…kððk ÷÷[kþku su ík{khe ûk{íkk Ãkh
«rík®çkrçkík ÚkkÞ Au. ¼q÷ Aw…kððkLkwt ð÷ý ½ýeçkÄe ƒkƒŒku™u yMkh fhu
Au Lku íku ík{Lku ytíku ¾qçk {kuxwt LkwfMkkLk Ãký þfu. Mkt[k÷f {tz¤ yuðk
ÔÞÂõíkLke fËh fhu Au fu su çkÄe {w~fu÷eLkwt ‚{kÞkus™ fu yLku Mkkhk Mk{Þ{kt
íkuLku MktçkkuÄe þfu.

* {k¤¾wt (Format)

ºkeS {n¥ðLke çkkçkík Au. ÞkuøÞ {k¤¾wt ykÃkýu WÃkh òuÞwt íku «{kýu ynuðk÷
Ãký {k¤¾k{kt {kuf÷e þfkÞ. ÞkËe (Memo) {k¤¾wt, yLku nMík«ík {k¤¾wt.

* ðMíkw÷ûke (Objective)

íku ðMíkw÷ûke nkuÞ íku ¾qçk {n¥ðLkwt Au. ík{u rð&÷u»ký fhku. íku{kt íku ðMíkw
{kxuLke ík{khe ÔÞÂõíkøkík ÷køkýe ykððe òuEyu Lknª. Ëk.ík. ík{Lku yuðwt ÃkqAðk{kt
ykðu Au fu nuhexus ÃkwMíkfk÷ÞLke yuf þk¾k ÃkxLkk{kt ¾ku÷ðe òuEyu fu Lknª?
ÃkxLkk ík{khwt ðíkLk Au yux÷u íkuLku yLkwfq¤ ynuðk÷ Lk ykÃkíkk.
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* Ãkwhkðk (Evidence)

AuÕ÷u {sçkqík/Lk¬h Ãkwhkðk ykÃkðk{kt ykðu Au. ík{khwt rð&÷u»ký {k{q÷e
Ãkwhkðk Ãkh Lkk nkuðwt òuEyu. fkuE yuf ÃkwhkðkLkk ykÄkhu ¼÷k{ý Lk fhðe òuEyu.
ík{khk rð&÷u»ký {kxu Lk¬h yLku Lkfkhe Lk þfkÞ íkuðk ykÄkh ¼uøkk fhðk. òu
ykðk ykÄkh WÃk÷çÄ Lkk nkuÞ yLku ík{u íku{ Aíkkt rð&÷u»ký yLku ¼÷k{ý fhðk
EÂåAík Aku íkku fne þfkÞ. Mkk{kLÞ heíku {kºk ÷køkýe fu yLkw{kLk su ytík:«uhýkÚke
ÚkkÞ Au íku fkhý ¼÷k{ý fhðk {kxu MðefkÞo LkÚke.

ík{khe «økrík [fkMkku

LkkUÄ : (1) ykÃku÷ søÞk{kt ík{khku sðkçk ykÃkku.

(2) ík{khk sðkçkLku yuf{Lkk ytíku ykÃku÷ sðkçk MkkÚku íkÃkkMkku.

1. ynuðk÷Lku Mkt[k÷LkLkwt WÃkfhý fnuðk{kt ykðu Au. yk WÃkfhý þkLkk {kxu
WÃkÞkuøk{kt ÷uðk{kt ykðu Au ? WËknhý ykÃkku.

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

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

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

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

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

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

2. {krníke«Ë ({krníkeMk¼h) ynuðk÷ku yLku rð&÷u»kýkí{f ynuðk÷ku fE heíku
swËk Ãkzu Au ?

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

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

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

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

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

....................................................................
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3. {krníke«Ë ynuðk÷kuLkk ºký «fkhLkkt Lkk{ ykÃkku.

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

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

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

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

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

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

4. ‘[kufMkkE’Lku ÔÞkÏÞkrÞík fhku.

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

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

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

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

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

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

16.4 þi÷e, {k¤¾w yLku ¢{ (Style, Structure & Order)

yk rð¼køk{kt ykÃkýu ynuðk÷Lke þi÷e, {k¤¾wt yLku ¢{Lke [[ko fheþwt.

16.4.1.  ynuðk÷Lke þi÷e

ykÃkýu ykøk¤ Mkkhk ynuðk÷Lke økwýð¥kk rðþu ðkík fhe økÞk Aeyu. Ëk.ík.
ykÃkýu yuðwt feÄwt níkwt fu ynuðk÷ xqtfku yLku ÞkuøÞ {k¤¾k{kt ÷¾kÞ÷k nkuðk òuEyu.
ynuðk÷Lku {krníke«Ë yLku rð»kÞðMíkw Mk[kux nkuðwt òuEyu. (nfefík÷ûke, fkuE íkÚÞ
Akuze Lkk Ëu íkuðwt yLku Lk¬híkkÚke hsq fhe þfu) rð&÷u»kýkí{f ðMíkw÷ûke nkuðwt òuEyu.
íku{ s Ë÷e÷ku yLku ykÄkh Ãkwhkðk MkkÚku nkuðk òuEyu. yk økwýku çkÄk ynuðk÷ku{kt
MðefkÞo Au. çkÄk s Mkkhk ynuðk÷kuLkk økwýku rLkhÃkuûk þçËku{kt Lk Ëþkoðe þfkÞ.
ynuðk÷Lkku yuf {n¥ðLkku MkËTøkwý yu nkuÞ Au fu íku fkuý «kht¼ fhu Au (÷u¾f Ãkkuíku
s Au fu yrÄf]ík fkuE yLÞ ÔÞÂõík), íkuLku fkuý ðkt[ðkLkwt Au, yLku íkuLkk þwt ÷ûkýku
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Au, ynuðk÷Lkwt rð»kÞðMíkw þwt Au ðøkuhu... ykðkt Ãkrhçk¤ku {kxu MktðuËLkþe÷ nkuÞ Au.
Ëk.ík, yk ynuðk÷ ík{khe MktMÚkkLkku Wå[yrÄfkhe ðkt[ðkLkku Au, suLku ík{u ÔÞÂõíkøkík
heíku yku¤¾íkk Ãký LkÚke, ík{u ík{khk MkwÃkhðkEÍh su ík{khe MkkÚku su {iºkeÃkqðof
hnu Au íku{Lku ÷¾íkk nkuÞ yu heíku ynuðk÷ Lkk ÷¾e þfkÞ. ynuðk÷{kt QtzkýÃkqðofLke
yktfzkfeÞ {krníke nkuðe òuEyu. ík{u su {iºkeÃkqýo ynuðk÷ hsq fhku Aku íkuLkk fhíkk
swËe heíku  hsq fhðku Ãkzu. þi÷e yLku {k¤¾k suðk Ãkrhçk¤kuLku íku yMkh fhu Au.
suLke ykÃkýu [[ko fheþwt.

[[koLku Mkh¤ yLku MÃkü fhðe, ykÃkýu ykÃkýe òíkLku yMkh fhíkk {wÏÞ
A [÷ku {ÞkoËk{kt hk¾eþwt. (Ãkrhçk¤ su þi÷e yLku {k¤¾kkLke ÃkMktËøke{kt yMkh fhu
Au) Lke[u sýkÔÞk «{kýu {wÏÞ ºký yMkh fhíkkt Ãkrhçk¤ku Au.

* yMkh fhíkk Ãkrhçk¤ku

1. ynuðk÷Lke þYykík fkuý fhu Au ?

2. ynuðk÷ fkuý «kÃík fhu Au ?

3. ynuðk÷Lkwt rð»kÞðMíkw þwt Au ?

4. ynuðk÷ õÞkt {kuf÷ðkLkku Au ? MktMÚkkyku{kt fu MktMÚkkLke çknkh

5. ynuðk÷ þk {kxu íkiÞkh fhðk{kt ykðu Au ?

6. ynuðk÷ fE heíku «kÃík Úkþu ?

* «¼krðík [÷ku

1. ykiÃk[krhfíkkLkwt «{ký

2. {k¤¾wt (MktMÚkk)

3. ¢{ («íÞûk fu Ãkhkuûk) yÚkðk hsqykík

ykÃkýu ykÃkýe [[koLku «¼krðík [÷ku Ãkh furLÿík fheþwt yLku íku ËhufLke
yMkhfhíkk [÷ku MkkÚkuLkk MktçktÄkuLku þkuÄe fkZeþwt.

16.4.2ynuðk÷Lkwt {k¤¾wt

ykiÃk[krhf ynuðk÷Lku ÃkkÞkLkwt {k¤¾wt Au. íku{kt fux÷kf ¼køkku Au su{ktÚke
Lke[uLkk A ¼køk {n¥ðLkk Au. ynuðk÷Lkwt {k¤¾wt Ãkrhçk¤kuLke MktÏÞk Ãkh ykÄkrhík
nkuÞ Au suðk fu ynuðk÷Lkku nuíkw, «uûkfku (íkuyku yuf s MktMÚkkLkk Au fu çknkhLkk),
MktMÚkk îkhk yLkwMkhðk{kt ykðíke «ýk÷e, ßÞkhu {k¤¾wt ÃkMktË fhðk{kt ykðþu MktMÚkk
îkhk Mkqr[ík fhðk{kt ykðu÷wt {k¤¾wt Mkk{kLÞ heíku Lke[uLkk {kuxk¼køkLkk fu çkÄk s
ík¥ðku nþu. ¾kMk fheLku yk ÷ktçkk ynuðk÷Lke çkkçkík{kt Mkk[e Au.

16.4.2.1. þe»kof ÃkkLkwt

16.4.2.2. Mkkhktþ/íkkhý (Abstract)

16.4.2.3. rð»kÞðMíkw

16.4.2.4. Mkkhktþ (Executive Summary)
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16.4.2.5. Ãkrh[Þ

16.4.2.6. ynuðk÷Lkwt {k¤¾wt

16.4.2.7. WÃkMktnkh/¼÷k{ýku

16.4.2.8. MktË¼o Mkqr[

16.4.2.9. Ãkrhrþü

ykiÃk[krhf ynuðk÷{kt yk çkÄk ¼køk nkuÞ Au. íku{ s yk WÃkhktík Ãký
Úkkuzkf nkuÞ Au. yLkkiÃk[krhf ynuðk÷{kt yk{ktLkk ½ýk çkÄk ¼køkkuLkku Mk{kðuþ
Úkíkku LkÚke. {kuxk¼køku Mkkhktþ yLku Ãkrhrþü ðøkhLkk nkuÞ Au. fux÷kf{kt íkku Ãkrh[Þ
yLku WÃkMktnkh Ãký Lkk nkuE þfu. ¼÷k{ý ynuðk÷{kt ¼÷k{ý rð¼køkLku ò¤ððk{kt
ykðu Au. fux÷kf yLkkiÃk[krhf ynuðk÷ Ãkrh[Þ yLku WÃkMktnkhLku ò¤ðe hk¾u Au.
su{kt yk LkÚke íkuLkk fhíkk yk ynuðk÷Lku ðÄkhu ykiÃk[krhf fnuðk{kt ykðu Au.

ynuðk÷Lkwt {k¤¾wt Lke[u rðøkíkðkh ykÃkðk{kt ykðu÷wt Au.

16.4.2.1.  þe»kof ÃkkLkwt

þe»kof ÃkkLkwt Ãkh {krníke Lke[u «{kýu Ëu¾kðe òuEyu.

- ÞkuøÞ þe»kof, òu Ãkuxk þe»kof nkuÞ íkku íku Ãký

- MktMÚkk rð¼køkLkwt Lkk{

- su ynuðk÷ íkiÞkh fhu Au íku MktMÚkk/rð¼køkLkwt Lkk{, íkuLke yLku {wÏÞ ÔÞÂõíkLkwt
Lkk{ yLku nkuÆku.

- ð»ko (yLku {rnLkku) su{kt yk ynuðk÷ íkiÞkh ÚkÞku Au.

- ynuðk÷ {u¤ðLkkh MktMÚkk/rð¼køkLkwt Lkk{ yLku MktçktrÄík ÔÞÂõíkLkku nkuÆku

16.4.2.2.  Mkkhktþ

yk¾k ynuðk÷Lkku ¾qçk s xqtfký{kt {krníkeMk¼h Mkkhktþ. yk fkhýkuMkh
íkuLku yk¾ku ynuðk÷ ÷¾kÞ òÞ íÞkhçkkË ÷¾ðk{kt ykðu Au. Mkkhktþ ¾qçk xqtf{kt
nkuðku òuEyu. íku yuf Vfhk{kt yLku 250 þçËkuÚke ðÄkhu Lk nkuðku òuEyu.

16.4.2.3.  rð»kÞðMíkw ÃkkLkwt

Lkk{ «{kýu yk ÃkkLkwt{kt çkÄk [uÃxh fu rð¼køkLkk þe»kofLke ÞkËe ykÃkðk{kt
ykðþu yLku íku s «{kýu ynuðk÷{kt Ëþkoððk{kt ykðþu yLku íku{kt ÃkkLkkt Lktçkh
Ãký Ëþkoðkíkku nþu. rð»kÞðMíkwLkk ÃkkLkktLkku WÆu~Þ yu Au fu ðkt[Lkkh su {krníke
ðkt[ðk EåAu íku íkuLku Mkh¤íkkÚke {¤e þfu.

16.4.2.4.  Mkkhktþ (Executive Summary)

Executive SummaryLkku su nuíkw Au íku Abstract fhíkk ¾qçk swËku Au.
Abstract  ¾qçk xqtf{kt nkuÞ Au ßÞkhu Executive Summary rðMík]ík nkuÞ Au.
íku {wÏÞíðu íkkhýku, WÃkMktnkh yLku ¼÷k{ýku Ãkh furLÿík nkuÞ Au. íku çku ÃkkLkkt fhíkk
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ðÄkhu LkÚke nkuíke. ynuðk÷ «kÃík fhLkkh {kuxk¼køku yk¾ku ynuðk÷ LkÚke ðkt[íkk.
íkuyku Võík Mkkhktþ ðk[u Au yLku òu sYh sýkÞ íkku ynuðk÷Lkk [ku¬Mk rð¼køkkuLkwt
ðkt[Lk fhu Au. íkuÚke Executive Summary{kt ynuðk÷Lkk çkÄkt s íkkhýku ykðhe
÷uðkÞ íku ¾qçk {n¥ðLkwt Au.

16.4.2.5. Ãkrh[Þ

ynuðk÷Lkk nuíkw, WÆuþ yLku rðMíkkh Ãkrh[Þ{kt Ëþkoððk{kt ykðþu. yk
rð¼køk{kt ynuðk÷Lkk MktË¼o{kt íkuLke Ãk]c¼qr{fk xqtf{kt ykÃkðk{kt ykðe þfu. Ãk]»X¼qr{Lku
Ãkrh[Þ{kt Mk{kðkLku çkË÷u yuf y÷øk rð¼køk Ãký nkuE þfu. íku xqtf{kt nkuÞ yLku
çku ÃkkLkktÚke ðÄkhu Lknª nkuÞ, íkuLku Úkkuzk Vfhk{kt s hsq fhðk{kt ykðþu.

16.4.2.6. {wÏÞ ¼køk

yk ynuðk÷Lkku {wÏÞ¼køk nþu yLku íkuLkwt {k¤¾wt ynuðk÷Lkk «fkh yLku
«uûkf ykÄkrhík nþu. yk{kt WÃkÞkuøk ÚkÞu÷ ÃkØrík, Lk{qLkkLkwt yufºkefhý, zuxk rð&÷u»kýLke
rðMík]ík {krníke yLku íkkhýkuLke hsqykík yLku íku íkkhýku Ãkh xeÃÃkýe rðøkíkðkh
ykÃkðk{kt ykðþu.

16.4.2.7. WÃkMktnkh/¼÷k{ýku

yk rð¼køk{kt íkkhýkuLkw t yÚko½xLk yLku WÃkMktnkh ykÃkðk{kt ykðu Au.
WÃkMktnkh{kt, ykðíkk Ãknu÷k òu fkuELke MkkÚku Ãkrhýk{kuLke [[ko fhðk{kt ykðe nkuÞ
íkku íku ynª Ëþkoððk{kt ykðu Au. «kÚkr{fíkkLkk fkhýu WÃkMktnkhLku ÞkËe{kt økkuXððk{kt
ykðu Au, Ãknu÷k MkkiÚke {n¥ðLkwt yLku ykuAwt {n¥ðLkwt AuÕ÷u økkuXððk{kt ykðu Au.
WÃkMktnkh{kt Lke[u Ëþkoðu÷k «&™kuLkk sðkçk ykÃkðk òuEyu.

- íkÃkkMk þwt Ëþkoðu Au ?

- MktMÚkk{kt WÃkMktnkh fux÷ku WÃkÞkuøke Au ?

- fkuE ykùÞosLkf Au òu nk íkku íku þwt Au ?

- ¼÷k{ý/WÃkMktnkh rLkrùík nkuðk òuEyu íku fkÕÃkrLkf rðÄkLk nkuðkt
òuEyu. íku yøkkW Ëþkoðu÷ nuíkw MkkÚku økkZ MktçktÄ Ähkðíkk nkuðk òuEyu. òu ík{u
WÃkMktnkh/rLk»f»koíkÚke økwhk LkÚke íkku íku Ëþkoððw. íku rð¼køkLke ÞkËe çkLkkðe íkuLke
{kxu ¾kMk fkÞoÞkusLkk çkLkkðe òuEyu.

16.4.2.8. økútÚkMkqr[

òu fkuE MktË¼o MkúkuíkLkku WÃkÞkuøk fÞkuo níkku íkku íku{Lku ynª ÞkËe MðYÃku
Ëþkoððku sYhe Au. MktË¼kuoLku xktfðk {kxu yktíkhhk»xÙeÞ Míkh yLkwMkhðk.

16.4.2.9. Ãkrhrþü

fux÷wtf MkkrníÞ Ãkrhrþü íkhefu Mk{kððwt Mkkhwt Au. (Ëk.ík. fkuXk, «&™kðr÷
Lkf÷ ðøkuhu) ykLku ynuðk÷Lkk {wÏÞ ¼køkLku çkË÷u Ãkrhrþü{kt Ëþkoððwt òuEyu.

fux÷kf MkËið{kt Lke[uLkk suðk {wÆk Mk{kððk{kt ykðþu.
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- þçËkð÷e

- MktûkuÃk þçËku

- ÉýMðefkh

* ynuðk÷Lke økkuXðýe

ynuðk÷ MktçktÄ yLku økã ¼køkku fhíkkt r¼LLk heíku økkuXðkÞ Au. ynuðk÷{kt
rð¼køkkuLkk ÞkuøÞ Lktçkh ykÃkðk{kt ykðu íku {n¥ðLkwt Au. ynuðk÷Lkk {n¥ðLkk WÃkÞkuøk
¼køkkuLku ¢{ktfLk ÃkØríkÚke WÃkÞkuøk fhðk{kt ykðu Au. yk{kíÞ «Úkk{kt Lke[u{kLkk çku
økkuXðýe ÃkØríkÚke WÃkÞkuøk ÚkkÞ Au. Ëþktþ ¢{ktf yLku yÚkðk yûkh-¢{ktf yufðkh
ÃkØrík ÃkMktË ÚkE økÞk çkkË íku s ÃkØríkLkku WÃkÞkuøk fhðku yLku Mkíkík WÃkÞkuøk fhðku
sYhe Au.

Ëþktþ ¢{ktfLk

rð»kÞðMíkwLku ¢{ ykÃkðk {kxu Ëþktþ ¢{ktfLk ÃkØrík ¾qçk «[r÷ík Au. Ëþktþ
ÃkØríkLku Lke[u «{kýu WÃkÞkuøk fhðkLke «ýk÷e Au.

{wÏÞ rð¼køk 1.0 2.0 3.0 4.0 (þqLÞLku Ëqh Ãký fhe þfkÞ)

(Ãku÷e Míkh{Úkk¤k)

rð¼køkLkk {wÏÞ ¼køk 1.1 1.2 1.3 1.4

(çkeS MíkhLkk {Úkk¤k)

{wÏÞ ¼køkLkk Ãkuxk¼køk 1.1.1 1.1.2 1.1.3 1.1.4

* yûkh ÃkØrík

yk{k MktÏÞkyku yLku yûkhku çktLku ¼uøkk WÃkÞkuøk ÚkkÞ Au. {wÏÞ rð¼køkLku
yuf yûkh îkhk Ëþkoððk{kt ykðu Au yLku íkuLkk Ãkuxk rð¼køkLku MktÏÞk îkhk Ëþkoððk{kt
ykðu Au. su Lke[u Ëþkoðu÷ Au.

{wÏÞ rð¼køk A B C D

(Ãku÷k MíkhLkk {Úkk¤k)

rð¼køkLkk {wÏÞ¼køk A.1 A.2 A.3 A.4

(çkeò MíkhLkk {Úkk¤k)

* yLÞ ÃkØríkyku

WÃkh çku «[r÷ík ÃkØríkyku Ëþkoððk{kt ykðe Au. ÷u¾fku çkeS ÃkØríkykuLkku
Ãký WÃkÞkuøk fhíkk nkuÞ Au. su{ fu I, II, III, IV, V yLku a, b, c, d, e yÚkðk
fkuEÃký yûkh yLku MktÏÞkLkwt r{©ý Ëk.ík. i.a, i.b; I.A, II.A yLku yLÞ.

ynuðk÷ ÷u¾Lk
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16.4.3  ynuðk÷Lkku ¢{

ÔÞÂõík ynuðk÷{kt MktËuþku hsq fhðk {kxu «íÞûk fu Ãkhkuûk yr¼øk{ ÃkMktË
fhe þfu. ynuðk÷ fE heíku «kÃík fhðk{kt ykðþu ?  su ynuðk÷ s{k fhkðu Au
íkuLku Úkkuzk rð[khku nkuÞ Au fu ynuðk÷ ÷kufku îkhk fE heíku ÷uðk{kt ykðþu. MkkLkwfq¤
heíku fu «ríkfq¤ heíku ? «uûkfku økúnýþe÷ Au fu Lknª ?òu íku yuðwt yLkw¼ðu fu íkuLkku
ynuðk÷ ÷kufku økúnýþe÷ heíku ÷uþu íkku íkuLkku ynuðk÷ MkkLkwfq¤ heíku Mðefkhkþu yLku
íkku íku «íÞûk yr¼øk{ WÃkÞkuøk fhe þfu. òu íkuLku yuðwt yLkw¼ðkÞ fu ÷kufku økúnýþe÷
LkÚke. ynuðk÷Lku LkkÂMíkfkÚke «kÃík fhðk{kt ykðþu yÚkðk íkku íkuLku fkuE rð[kh s
LkÚke íku ÷kufku íkuLku fE heíku Mðefkhþu. íkku íkuýu Mk÷k{ík heíku Ãkhkuûk yr¼øk{ WÃkÞkuøk
fhðku òuEyu. [k÷ku, Mk{Syu þk {kxu.

«íÞûk yr¼øk{ îkhk ynuðk÷Lkk {wÏÞ rð[khkuLke hsqykík þYykík{kt fhðk{kt
ykðu Au. ({wÏÞ ¼÷k{ýku, íkkhýku, rLk»f»ko ðøkuhu) rðMík]ík {krníke, MknkÞf Ë÷e÷ku,
Mk{ÚkoLk yLku yLÞ çkeswt çkÄwt {wÏÞ rð[khLke hsqykík ÃkAe ykðu Au. yk yr¼øk{Lkku
VkÞËku yu Au fu ÷kufkuLku {wÏÞ rLk»f»ko ¼÷k{ýku {kxu ytík MkwÄe hkn òuðe Ãkzíke
LkÚke. yufðkh ÷kufkuLkk {Lk{kt {wÏÞ rð[kh MÃkü ÚkE økÞk çkkË íku Mkh¤íkkÚke íkuLke
MkkÚku Mkn{ík Au fu LkÚke íku Lk¬e ÚkE òÞ Au. fkuELku ftE Ãký MktËun hnuíkku LkÚke.
su ynuðk÷ «íÞûk yr¼øk{Lku yLkwMkhu Au íku{kt ÷u¾fLke nfkhkí{f AkÃk Q¼e
ÚkkÞ Au. ÷u¾f ÃkkuíkkLkk {kxu rLk»Ãkûk Ëu¾kÞ Au. íku ÃkkuíkkLke òíkLku Ë÷e÷ yLku
{krníke{kt AwÃkkððkLkku «ÞíLk LkÚke fhíkk.

ykðk «fkhLkk ynuðk÷ku íÞkhu s ÷kufkuLkk {Lk{kt nfkhkí{f yMkh ÃkuËk
fhe þfu, ßÞkhu ÷kufkuLku ÷u¾f{kt Úkkuzku ykí{rðïkMk nkuÞ. Ëk.ík Mk¥kkðkh ynuðk÷,
òu ík{u MktMÚkk{kt nk÷{kt s òuzkÞk Au yLku yk ík{khku Ãknu÷ku ynuðk÷ Au yLku
MktMÚkk íkuLkk Ëhßò {kxu Mk¼kLk Au. íkku ík{khk {kxu «íÞûk yr¼øk{Lku Akuze Ãkhkuûk
yr¼øk{Lkku WÃkÞkuøk fhðku rníkkðn hnuþu. Ãkhkuûk yr¼øk{Lke ytËh ík{u yuf ÃkAe
yuf Ë÷e÷ku hsq fhe Äe{uÄe{u «uûkfkuLkku rðïkMk Síke þfku Aku. ík{u ík{khk rLk»f»ko
ykðku yLku ¼÷k{ýku fhku íkku Ãknu÷k ík{khu Ë÷e÷ku yLku ÃkwhkðkLke ykf»kof ÔÞqnh[Lkk
fhe íkuLkk MktøkúnLku hsq fhðkLkku Au. ík{u su AkÃk WíÃkLLk fhþku íku ík{u Ãknu÷uÚke s
rð[khu÷e Lknª nkuÞ, ykLku ík{khu ðkt[fLku íkÃkkMk {kxu  ykÃkðk yLku íkuLke MkkÚku
çkÄk MkíÞku Ãký Ëþkoððk. ykðk yr¼øk{ îkhk «ríkfw¤ «uûkfkuLku Ãký Síke þfkÞ
Au.

ík{khe «økrík [fkMkku

LkkUÄ : 1.  ykÃku÷ søÞk{kt ík{khku sðkçk ykÃkku.

2.  ík{khk sðkçkLku yuf{Lkk ytíku ykÃku÷k sðkçk MkkÚku íkÃkkMkku.
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5. yMkhfkhf [÷ku yLku «¼krðík [÷ku þwt Au ? yk çktLku ðå[u þwt MktçktÄ Au.

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

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

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

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

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

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

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

6. òu ÔÞÂõík su ík{khku ynuðk÷ «kÃík fhðk sE hÌkku níkku. íku ík{u fE
þi÷e{kt ÷¾ðkLkwt ÃkMktË fhþku. ykiÃk[krhf yÚkðk yLkkiÃk[krhf

a ík{khku {iºkeMk¼h MkwÃkhðkEÍh

b {wÏÞ økútÚkÃkk÷

c yuf yuðk ÔÞÂõík sLku ÃkkuíkkLkk ËhßòLku ÷ELku Mk¼kLk Au yLku
íkuLke MkkÚku ík{khu {kºk f{o[kheLkk/yrÄfkhef MktçktÄ Au.

7. Lke[uLkk rðÄkLkkuLku ykiÃk[krhfíkkLkk ¢{{kt økkuXðku.

a {U feÄwt fu, søÞk {kxuLke ònuhkík íkhík s fheyu.

b {U ¼÷k{ý fhe fu søÞkLke ònuhkík íkhík s fhðe òuEyu.

c nwt yuðwt rð[khwt Awt fu þõÞ íkux÷e ÍzÃkÚke søÞkLke ònuhkík fhðe.

d {wÏÞøkútÚkÃkk÷ yuðku {ík Ähkðu Au fu nðu ðÄkhu {kuzwt fÞko ðøkh søÞkLke
ònuhkík fhe Ëuðe òuEyu.

16.5 ynuðk÷Lkwt WËknhý : yktíkrhf íkÃkkMkLkku ynuðk÷ (Example of   A   Report:

Internal Inquiry Reports)

ÃkwMíkfk÷Þ{kt swËeswËe {w~fu÷eyku / Mk{MÞkyku nkuÞ Au suLkku ÍzÃkÚke WÃkkÞ
þkuÄðku sYhe Au. suÚke ÃkwMíkfk÷Þ Mkh¤íkkÚke [k÷e þfu . ÃkwMíkfk÷Þ{kt ÃkwMíkf «krÃík

ynuðk÷ ÷u¾Lk
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yLku íkuLke ÞkuøÞ søÞkyu økkuXðýe, økúknfkuLkku Mktíkku»k, f{o[kheLkku Mktíkku»k, ÃkøkkhLkwt
{k¤¾wt, MÃkÄko yÚkðk ykLku MktçktrÄík çkÄk «&™ku nkuÞ Au. ßÞkhu ykðe Mk{MÞkyku
WËT¼ðu Au íÞkhu íkuLkk {kxu Mkr{ríkLke h[Lkk fhe Mk{MÞkLkku yÇÞkMk fhðk{kt ykðu
Au yLku íkuLkk {kxu Wfu÷ Mkq[ðu Au. Ëhuf Mk{MÞk {kxu rLkrùík Mk{Þ nkuÞ Au yLku íku
Lk¬e fhu÷ Mk{ÞLke ytËh ynuðk÷ s{k fhkððkLkku nkuÞ Au. yk rð¼køk{kt ykÃkýu
ykðk «fkhLkk ynuðk÷Lkku Lk{qLkkLkku yÇÞkMk fheþwt. yk ytËhLkku ynuðk÷ Au.
zkçke çkksw ykðu÷ ¾kLkk fk¤ yLku ÔÞkfhý Ëþkoðu Au. s{ýe çkkswLkk ¾kLkk rð»kÞðMíkw
Ëþkoðu Au.

16.5.1  xÙkLMk{ex÷ Ãkºk

28 Vuçkúwykhe 2019

Mr. Saurabh Kumar

Senior Librarian

Biblio Library

Mumbai

ykËhýeÞ Mkknuçk,

ík{khk îkhk ¾kMk Mkr{rík rLkÞwõík fhe su ynuðk÷
íkiÞkh fhðk{kt ykÔÞku íku s{k fhkðe hÌkku Awt.
yk Mkr{ríkLkwt økXLk çkeç÷eyku ÃkwMíkfk÷ÞLkk økúknfku{kt
ðÄe hnu÷ yMktíkku»kLkku yÇÞkMk fhðk fhu÷e Au.

{Lku ykþk Au fu Mkr{rík îkhk Mkq[ððk{kt ykðu÷e
¼÷k{ýku su Mk{MÞk ÃkwMíkfk÷ÞLkk MkÇÞku yLku
f{o[khe îkhk Q¼e fhðk{kt ykðe Au íkuLkwt rLkhkfhý
Úkþu. yk ÃkwMíkfk÷ÞLku Vhe ÔÞðÂMÚkík fhðk{kt
ykÃkýLku {ËË fhþuu.

Your truly

çkuLke fw{kh

MknkÞf økútÚkÃkk÷

16.5.2.   ynuðk÷

økúknf yLku f{o[kheyku{kt ðÄe hnu÷ yMktíkku»k

I am submitting the report compiled by the Special Committee appointed

by you to examine the causes of growing customer dissatisfaction with the

services of Biblio Library.

Topic

Address

Present

Contrinuous

Present for

future

Indicution
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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  fkÞofkhe Mkkhktþ

{wÏÞ økútÚkÃkk÷u Ãkkt[ MkÇÞkuLke ¾kMk Mkr{ríkLke h[Lkk fhe su økúknf yLku
f{o[khe{kt ðÄe hnu÷ yMktíkku»kLke íkÃkkMk fhe. yuf ð»ko{kt çkeç÷eykuøkúkVe ÃkwMíkfk÷ÞLku
yuf ð»ko{kt Vhe íkiÞkh fhe.

Mkðuo yLku RLxhÔÞw yuðwt Ëþkoðu Au fu økúknfkuLke VrhÞkË {wÏÞíðu ÃkwMíkfkuLke
¾hkçkheíku/yÞkuøÞ ò¤ðýe, ÃkwMíkfk÷ÞLke ðuçkMkkEx Ãkh yÃkqhíke {krníke, íkksuíkhLkk
Mkk{rÞf yLku sLkh÷ {u¤ððk{kt Úkíke Ze÷, ÃkwMíkfk÷ÞLke yÞkuøÞ/¾hkçk MkuðkLku
MktçktÄe níke.

yk VrhÞkËLkku sðkçk ykÃkíkk f{o[kheyku yu fÌkwt níkwt fu ykLkwt fkhý yÃkqhíkk
f{o[khe, ÷ktçkk fk{Lkk f÷kfku/Mk{Þ, ykuAwt ðuíkLk, yLku Mkt[k÷f {tz¤ yLku f{o[khe
ðå[u Lkçk¤wt «íÞkÞLk, ¾hkçk MkuðkLkwt fkhý yÃkqhíkk ÃkwMíkfkuLke «krÃík yLku sÚÚkku,
Mkt[k÷f yLku f{o[khe ðå[u «íÞkÞLkLkku y¼kð níkku.

¼÷k{ý{kt Ãkøkkh ðÄkhku, fk{ fhðkLkk Mk{Þ{kt ½xkzku, f{o[khe yLku
økúknf íku{ s Mkt[k÷f MkkÚku «íÞkLkLke ¾q÷e [uLk÷ yk çkkçkíkkuLkku Mk{kðuþ ÚkkÞ Au.

ynuðk÷ ÷u¾Lk
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16.5.4  MktË¼oLkk þçËku

{wÏÞ økútÚkÃkk÷ îkhk çkLkkððk{kt ykðu÷e ¾kMk Mkr{ríkLke MkÇÞku Lke[u ËþkoÔÞk
«{kýu níkk. yk Mkr{ríkyku çkeç÷eyku ÃkwMíkfk÷Þ{kt ðÄe hnu÷ økúknf yLku f{o[kheykuLkk
yMktíkku»kLkk fkhýkuLke íkÃkkMk fhe níke.

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

Mk{kðeLku fnuðk{kt ykÔÞwt níkwt fu ð»ko 12 Úke 22 MkwÄe{kt økúknf yLku f{o[khe
yMktíkku»kLkku yÇGkkMk fhðku. íku{ýu økúknfLke  VrhÞkËku yLku f{o[kheykuLkk sðkçkku
íkÃkkMkðkLkk níkk yLku íku{ýu ÃkkuíkkLkku ynuðk÷ {k[o 20 MkwÄe{kt {wÏÞ økútÚkÃkk÷Lku
s{k fhkððkLkku níkku.

16.5.5 Ãk]c¼qr{

çkeç÷eyku ÃkwMíkfk÷ÞLke MÚkkÃkLkk 2007{kt ÚkE níke. yu þnuhLke ðå[u ykðu÷e
níke. íkuÚke ÃkwMíkf{kt hMk Ähkðíkk ÷kufku hkus íkuLke {w÷kfkík ÷uíkk ÚkÞk níkk. ÃkwMíkfk÷ÞLke
Mkuðk{kt fux÷ef ûkríkyku Au íkuLke VrhÞkË ÃkwMíkfk÷ÞLkk MkÇÞkuyu fhe níke.

f{o[kheykuLkku yMktíkku»k ðÄe hÌkku níkku yLku íkuLke yMkh íkuLkk fkÞo Ãkh
Ãkzíke níke. yk Mkr{ríkLke h[Lkk ÃkwMíkfk÷ÞLkk MkÇÞkuLkku yLku f{o[k{heykuLkku MkeÄku
MktÃkfo fhe íkuLkkt fkhýku òýe ÃkwMíkfk÷ÞLku Vhe ÞkuøÞ heíku fkÞohík fhðk fhðk{kt
ykðe níke.

16.5.6.  nuíkwyku :

a økúknfLke yMktíkwüíkkLkku yÇÞkMk

b f{o[kheykuLkk ðíkoLkLkku yÇÞkMk yLku

c WÃk[khkí{f Ãkøk÷ktLke ¼÷k{ý

16.5.7.  ykÞkusLk

Mkr{ríkLke «khtr¼f {e®xøk 7 ykuøkMx 20{kt íkÃkkMkLke ÃkØrík Lk¬e fhðk
{¤e níke.

Ãkkt[ «ríkrLkrÄLke yk Mkr{rík çkLkkððkLkwt Lk¬e fÞwO níkwt. íku{kt MkeLkeÞh
økútÚkÃkk÷, MknkÞf økútÚkÃkk÷ (¼uøkwt fhðwt yLku ò¤ðýe) MknkÞf økútÚk økútÚkÃkk÷ (Mkk{rÞfku
yLku sLko÷) yu yk fr{xeLkku ¼køk nþu.

15 ykuøkMx 20... Lke r{®xøk{kt f{o[khe MktøkXLkLkk 10 «ríkrLkrÄykuLku
Ãký yk{tºký ykÃkðk{kt ykðþuu suÚke f{o[kheLkk Ãkrh«uûÞ Ãký òýe þfkÞ.

ÃkwMíkfk÷ÞLke MkŠðMk ytøkuuLke {krníke «kÃík fhðk 100 MkÇÞkuLku «&™kðr÷
rðíkhý fhðk{kt ykðþu. ÷ktçkk Mk{ÞLkk MkÇÞkuLku yku¤¾e íkuLke YçkY fu xu÷eVkuLk
îkhk {w÷kfkík fhðk{kt ykðþu.
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Mkr{ríkLkk MkÇÞku{kt Lke[u «{kýu {krníke ðnU[ðk{kt ykðe níke. MkeLkeÞh
økútÚkÃkk÷ çkÄktLkwt ykÞkusLk fíkko

{ËËLkeþ økútÚkÃkk÷Lkwt (¼uøkwt fhðwwt yLku ò¤ðýe) : ÃkwMíkfkuLke ¾hkçk Mkk[ðýeLkk
fkhýku

{ËËLkeþ økútÚkÃkk÷ (E-ÃkwMíkfk÷Þ) : ÃkwMíkfk÷ÞLkk zuxk çkuEÍLkk «&™kuLku
fkhýu

{ËËLkeþ økútÚkÃkk÷ (Mkk{rÞf yLku sLko÷) : íkksuíkhLkk Mkk{rÞfku yLku sLko÷
{u¤ððk{kt Úkíkwt {kuzwtLkk fkhýku

{ËËLkeþ økútÚkÃkk÷ : f{o[kheyku îkhk yrðLkÞe ðíkoLk yLku «uhýkLkku y¼kðLkk
fkhýku

yk¾e «r¢Þk : 1 Vuçkúwykhe 20... MkwÄe{kt Ãkqhe Úkþu Lku íkuLkku ynuðk÷

28 Vuçkúwykhe 20.... MkwÄe{kt s{k fhkððk{kt ykðþu.

16.5.8.  «r¢Þk

ÃkwMíkfk÷Þ Mkt[k÷LkLke {w~fu÷e VMx yuLz {krníke {u¤ððk. f{o[khe MkkÚku
5 r{®xøkLkwt ykÞkusLk fhðk{kt ykÔÞwt níkwt. yuf {rnLkk{kt yuf r{®xøk fhðk{kt
ykðe níke.

÷kufþkne ÃkØríkÚke {e®xøkkuLkwt ykkÞkusLk fhðk{kt ykÔÞwt níkwt. íku{kt íkuLku
ÃkkuíkkLkk {tíkÔÞku ¾wÕ÷k{Lku sýkððkLke Aqx ykÃkðk{kt ykðe níke.

ÃkwMíkfk÷ÞLkk 50 MkÇÞkuLku Mkðuo VkuMk ykÃkðk{kt ykÔÞk níkk yLku íku{ktÚke
rðøkíkðkh rðrðÄ MkuðkykuLke {krníke yufºk fhkð{kt ykðe níke. íkkhýkuLku ykLkk
ÃkAeLkk rð¼køk{kt LkkUÄðk{kt ykÔÞk níkk.

16.5.9.  f{o[kheLku ÷økíkk íkkhýku

«krÃíkMÚkkLk : {e®xøkku, ykËkLk-«ËkLk Mkºk, ÔÞÂõíkøkík íkÃkkMk

f{o[kheLkk yMktíkku»kLkk {wÏÞ fkhýku

f{o[kheLkk ÃkøkkhLkwt {k¤¾wt AuÕ÷k 5 ð»koÚke yuf Mkh¾wt s
níkwt. f{o[kheyku íkuLkk Ãkøkkh{kt ðÄkhku EåAu Au.

fkuE f{o[kheLke økuhnksheÚke ðÄkhkLkku Mk{Þ ¼hu íkku íkuLku
{nuLkíkkýwt ykÃkíkk LkÚke. f{o[kheLku ÷ÃkkðkLkk yLku {wõÞkðkLke su
MkwrðÄk  Au yu ¾qçk s yrLkÞr{ík Au. suLkk Ãkrhýk{u Lkkufhe Ãkh
{kuzk ÃknkU[u Au íku Awxk Ãký {kuzk ÚkkÞ Au.

çkeç÷eyku Ãk wMíkfk÷ÞLkk Mk t[k÷f {tzÃk f{o[kheykuLkk
ÔÞÂõíkøkík Mk{MÞk {kxu Mk¾ík yLku ÷køkýeðøkhLkwt ð÷ý y¾íÞkh
fhu Au. íÞkhu íÞkt fkuE síkwt LkÚke.

Mkt[k÷f {tz¤ yLku f{o[khe Ôkå[u ÞkuøÞ «íÞkÞLkLkku y¼kð
nkuðkÚke íku ÃkwMíkfk÷ÞLke «ð]r¥k{kt ¾hkçk Mktf÷Lk fhu Au.

yk çkÄe Mk{MÞkyku yuftËhu fk{ fhðk Ãkh, «uhýk yLku
f{o[kheLke þi÷e økwMMkkMk¼h hnu Au yLku ÃkwMíkfk÷ÞLkk MkÇÞku MkkÚku
yÞkuøÞ ÔÞðnkh Lku yMkh fhu Au. yk çkkçkíkku ÷kufkuLkk {Lk{kt su

çkeç÷eyku ÃkwMíkfk÷ÞLke AkÃk Au íkuLku nkrLkfkhf Au.

ynuðk÷ ÷u¾Lk
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16.5.10. ÃkwMíkfk÷ÞLkk MkÇÞkuLku MktçktrÄík íkkhýku

«krÃíkMÚkkLk : «&™kðr÷, «ýð MkwÄeh yLku ©e r¢MxeLku Úkwh
îkhk ÔÞÂõíkøkík íkÃkkMk

ÃkwMíkfk÷ÞLkk MkÇÞku Lke[u Ëþkoðu÷k {n¥ðLkk «&™kuLku yLkw¼ðu
Au.

ÃkwMíkfkuLke yÞkuøÞ ò¤ðýe :

ÃkwMíkfku nt{uþk ¾hkçk ÂMÚkrík{kt òuðk {¤u÷k níkk. ÃkkLkwt Vkxe
økÞk nkuÞ yLku fðh ð¤e økÞk nkuÞ íku Mkk{kLÞ çkkçkík níke.
íkuyku ÃkwMíkfkuLku ÞkuøÞ heíku økkuXðíkk Lk níkk, suÚke MkÇÞkuLku ÃkwMíkfku
þkuÄðk {w~fe÷ çkLke síkk níkk.

íkksuíkhLkk Mkk{rÞfku yLku sLkh÷Lke çkeLk WÃk÷çÄíkk :

íkksuíkhLkk rðrðÄ Mkk{rÞfku yLku þiûkrýf shLk÷ku WÃk÷çÄ
nkuíke LkÚke. õÞkhuf fux÷kf Mkk{rÞfku «fkrþík ÚkÞkLkk Úkkuzk
{rnLkkyku ÃkAe «kÃík ÚkkÞ Au.

ÃkwMíkfk÷ÞLkk zuxkçkus{kt {krníkeLkku y¼kð :

ÃkwMíkfk÷ÞLke ðuçkMkkEx ÞkuøÞ Mk{Þktíkhu yÃkzux fhðk{kt
ykðíke LkÚke. fux÷ef ®÷f {kºk ÔÞðÂMÚkík fk{ fhíke níke.

rðLkÞrððufLkku y¼kð ! :

MkÇÞkuÞu ½ýeðkh LkkUæÞwt níkwt fu ßÞkhu íku{Lku {w~fu÷e Ãkzu Lku
f{o[khe ÃkkMku {ËË {køku íkku íkuyku WËkMkeLk yLku íkkuAzkEðk¤wt

ðíkoLk fhíkk.

16.5.11 ¼÷k{ýku

ykøk¤ Ëþoðu÷kt íkkhýkuLku ykÄkhu y{u Lke[uLke
¼÷k{ýku fheyu Aeyu.

1. ÃkøkkhLkkt {k¤¾kt yLku ¼ÚÚkk{kt 5%Lkku ðÄkhku.
2. fk{Lkk f÷kfkuLkwt MkwÞkusLk (LkkufheLke) ðÄkhkLkk

Mk{ÞLkw t ð¤íkh.
3. f{o[kheykuLku ÷kufku MkkÚkuLkk MktçktÄLkwt ÔÞðMÚkkÃkLk

{kxu Mk½Lk íkk{÷e fkÞo¢{
4. Mkt[k÷f {tz¤ yLku f{o[khe ðå[u ¾wÕ÷e «íÞkÞLk

ÃkØrík
5. ÃkwMíkfk÷ÞLkk f{o[kheLku ÃkwMíkfLku ÞkuøÞ Mkwr[çkØ

yLku ò¤ðýe fhðk {kxu íkk÷e{.
6. ÃkwMíkfk÷ÞLkku zuxkçkuEs ÔÞðÂMÚkík Au, íkksuíkhLkk

Mkk{rÞfku yLku sLko÷ «kÃÞ Au. íkuLke Ëh
yXðkrzÞu ¾kíkhe fhðe.
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16.5.12.  WÃkMktnkh / rLk»f»ko

Mkr{ríkyu Mkq[ÔÞw t Au fu fhðk{kt ykðu÷e
¼÷k{ýkuLkwt Mkíðhu y{÷efhý ÚkkÞ.

íku Mkw[ðu Au fu çkeç÷eyku ÃkwMíkfk÷Þu þõÞ
íkux÷e ÍzÃkÚke Mk{MÞkLkwt rLkhkfhý ÷kððk Ãkh
æÞkLk furLÿík fhðwt òuEyu.

ík{khe «økrík [fkMkku

LkkUÄ 1.  ykÃku÷ søÞk{kt ík{khku sðkçk ykÃkku.

2. ík{khk sðkçkLku yuf{Lkk ytíku ykÃku÷ sðkçk MkkÚku íkÃkkMkku.

8. WÃkh ykÃku÷ ynuðk÷Lku yuf Ãkºk íkhefu Mkkhktþ fhku.

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

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

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

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

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

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

9. ynuðk÷Lkku nuíkw þwt Au ?

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

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

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

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

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

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

ynuðk÷ ÷u¾Lk
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Statement
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10. Ëhuf rð¼køkLkk þwt fkÞkuo Au ?

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

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

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

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

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

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

16.6 Mkkt¼¤eLku yÚkoøkúný : ynuðk÷ hsq fhðkLke fux÷ef Mkq[Lkkyku (Tips)

* òíku íkÃkkMkðkLke «ð]r¥k

11. Mkkhk ynuðk÷ hsqykíkLke Mkq[Lkíkk (Tips) Mkkt¼¤ku. ðõíkk îkhk Ëþkoðk{kt
ykðu÷ xeÃMkLke Mkk{u rxf fhku. su xeÃMk Ëþkoððk{kt LkÚke ykðe. íkuLke
Mkk{u [kufze fhku.

ík{Lku ykÃkðk{kt ykðu÷ CD ík{u ðøkkze þfku yLku ík{Lku sYh sýkÞ
íkux÷e ð¾ík íkuLku Mkkt¼¤e þfkÞ. CDLke ykurzÞkuLke xuõMx sðkçk rð¼køk{kt
ykÃkðk{kt ykðu÷e Au.

1. ynuðk÷ yu ÷u¾LkLkk yLÞºk {k¤¾kÚke íkÆLk swËku LkÚke.

2. ynuðk÷ ÷u¾Lk{kt rðrþü þi÷eLkku WÃkÞkuøk fhðku {n¥ðLkku Au.

3. ynuðk÷Lke ¼k»kk MÃk»x, «íÞûk yLku rfVkÞík nkuðe sYhe Au.

4. ynuðk÷ ÷¾Lkkhu ÃkkuíkkLke ¼ðLku ÃkkA¤ hk¾ðe òuEyu suÚke rð»kÞLku
{wÏÞ æÞkLk «kÃík fhu.

5. ¼køk yLku Ãkuxk¼køk{kt yuf fhíkk ðÄkhu {n¥ðLkk rð[khLku {wfðku
Lknª.

6. ík{khk ynuðk÷Lkkt ík¥ðkuLku ÞkuøÞ søÞk Ãkqhe Ãkkzðe.

7. ykiÃk[krhf ¼k»kkLkku WÃkÞkuøk fhðku ðÄkhu Mkkhwt Au.

8. Ëhuf ÃkkLkktLku ¢{ ykÃkku.

9. Mkkhk ynuðk÷ku ðõíkk MkkÚku Ãk]ÂM{Lku þuh fhu Au.

10. ynuðk÷Lkk fkuXk yLku økúkVLku þe»kof ykÃkku.
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16.7 Mkkhktþ (Summary)

yk yuf{ îkhk y{u ík{Lku ynuðk÷Lkk swËk swËk ykiÃk[krhf ÃkkMkkÚke
{krníkøkkh fÞko. ßÞkhu ynuðk÷Lkw t ÷u¾Lk fheyu íÞkhu «uûkfkuLku {kLk{kt/æÞkLk{kt
hk¾e fhðwt fu su{kt : rð»kÞðMíkw, {k¤¾wt, çktÄkhý ðøkuhu ÃkkMkkyku Ãkh ykÄkrhík
nþu. yLkwËkLk ykÃkíke MktMÚkkykuLku ynuðk÷ {kxu ÃkkuíkkLkw t y÷øk rLkrùík {k¤¾wt
nkuÞ Au yLku íkuLk u yLkwMkhðw t VhrsÞkík Au. òu fkuE ÃkkMku ykðwt {k¤¾wt Lkk nkuÞ
íkku yk yuf{Lkk ykøk¤ (tykðu÷) {wÆkLkku WÃkÞkuøk fhe þfkÞ. yktíkrhf ynuðk÷
{kxu Ãký MktMÚkk{kt «[r÷ík {k¤¾wt fÞwt Au íku Mk{sðwt sYhe Au yLku íkuLku yLkwMkhðwwt
su Ãký {k¤¾kLkku WÃkÞkuøk fhku íku Ãký yu Au fu ynuðk÷Lkk Ëhuf ÃkkMkkykÄkrhík
Au.

16.8 ík{khe «økrík [fkMkkuLkk W¥khku (Answer the Self  Check Exercise)

1. MktMÚkk{kt Lke[uLkk Míkhu þwt [k÷e hÌkwt Au íkuLke {kkrníke «kÃík fhðk {kxu
ynuðk÷kuLkku WÃkÞkuøk ÚkkÞ Au. WËknhý íkhefu MktMÚkkLke LkeríkykuLkwt y{÷efhý
ÚkkÞ Au, MktMÚkkLkwt su ÷ûÞ Au íku «kÃík ÚkÞwt ðøkuhu.

2. {krníke«Ë ynuðk÷ ¾k÷e {krníke yr¼ÔÞõík fhu Au. rð&÷u»kýkí{f ynuðk÷Lkk
rð&÷»kuý yLku {krníke çkLLkuLkku Mk{kðuþ ÚkkÞ Au.

3. «òLke ynuðk÷ku,

rLkÞíkfk÷eLk ynuðk÷, ðýoLkkí{f ynuðk÷.

4. [kufMkkE yÚkkoíkT ºký ðMíkw (1) íkuLku suðwt Au íkuðwt fnuðwt (2) íkuLku Lk¬h
heíku fnuðwt (3) íkuLku Mk{økú fnuðwt.

5. «¼krðík [÷ku ynuðk÷Lkk [ku¬Mk ÷ûkýkuLku ðýoðu Au. yMkh fhíkk [÷ku þwt
Lk¬e fhðwt yu, fÞwt MðYÃk ðøkuhuLkk ÷ûkýkuLku ynuðk÷{kt «økx fhe íkuLku
ðýoðu Au íkuLkku fkhý-yMkhLkku MktçktÄ nkuÞ Au.

6. (a) yLkkiÃk[krhf (b) ykiÃk[khef (c) ykiÃk[khef

7. d-b-c-a

8. ík{khe òíku fhku

9. ík{khe òíku fhku

10. ík{khe òíku fhku

ynuðk÷ ÷u¾Lk
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* Mkkt¼¤ðk {kxuLkwt ÷¾ký

- ynuðk÷Lke ¼k»kk, MÃkü, «íÞûk, MÃk»x yLku rfVkÞík nkuðe òuEyu.

- xkEÃk {kxu ÞkuøÞ MkkEÍ ÃkMktË fhðe òuEyu yLku yk¾k ynuðk÷{kt
íkuLku yufMkh¾e hk¾ðe.

- þe»kof yLku Ãkuxk þe»kof ðkxu rðrþü þi÷eLkku WÃkÞkuøk fhðku.

- ¼køk yLku Ãkuxk¼køk{kt yuf fhíkk ðÄkhu {n¥ðLkk rð[khLku {wfðku
Lknª.

- ík{khk ynuðk÷Lkk íkíðkuLku ÞkuøÞ søÞk Ãkqhe Ãkkzðe.

- ynuðk÷Lkk økkºkLkkðk¤k ¼køkkuLku zkux ÃkkuELx yÚkðk ¢{Úke Ëþkoððku
òuEyu.

- Ëhuf ÃkkLkwtLku ¢{ ykÃkðku.

- yufMkh¾wt yLku ÞkuøÞ Vku{uo®xøkLkku WÃkÞkuøk fhðku.

- Võík ykiÃk[khef ¼k»kkLkku WÃkÞkuøk fhðku ðÄkhu rníkkðn Au.

- fkuXk, økúkV, [kxo, ðýoLkku, Lkõþk ðøkuhuLku [ku¬MkkE {kxu rþûkf ykÃkðwt
yLku MkúkuíkkuLku xktfðk.

16.9  [kðeYÃk þçËku (Key Words)

ynuðk÷ : rLkrùík {krníkeLkwt yufºkefhý yLku íkuLkwt hsqykík yux÷u
ynuðk÷.

«¼krðík [÷ku : «¼krðík [÷ku{kt ykiÃk[krhfíkkLkwt «{ký, {k¤¾wt yLku ¢{Lkku
Mk{kðuþ ÚkkÞ Au.

16.10  MktË¼o yLku ðÄw ðkt[Lk (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.
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*  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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17
«&™kðr÷

YÃkhu¾k

17.0 WÆuþku

17.1 «MíkkðLkk

17.2 «&™kðr÷ ÃkØrík ÔÞkÏÞkyku

17.3 «&™kðr÷ Mkth[Lkk

17.3.1 «&™kðr÷ykuLkk «fkhku

17.3.2 «&™kuLkk «fkhku

17.3.3 {kÃkËtzLkku WÃkÞkuøk

17.3.4 Mkkð[uíke

17.4 «&™kðr÷Lkwt ÃkqðoÃkheûký

17.5 «&™kðr÷Lkwt rðíkhý

17.6 sðkçkLkku Ëh

17.7 «&™kðr÷ ÃkØríkLkk VkÞËk yLku {ÞkoËkyku

17.8 Mkkhktþ

17.9 ík{khe «økrík [fkMkkuLkk W¥khku

17.10 [kðeYÃk þçËku

17.11 MktË¼o yLku rðþu»k ðkt[Lk

17.0 nuíkwyku (Objective)

yk yuf{ ðktåÞk ÃkAe ík{u Mkûk{ nþku.

- «&™kðr÷Lkku yÚko Mk{sðku.

- íkuLke Mkth[LkkLke ÃkØríkLke yðMÚkk

- «&™kðr÷Lke Mkth[Lkk yLku ÃkqðoÃkrhûký yLku hk¾ðkLke Mkkð[uíke rðþu òýðwt/
þe¾ðwt.

- «&™kðr÷Lkwt rðíkhý yLku ¼uøke fhðkLke ÔÞðMÚkk MÃkü Úkþu.

- «&™kðr÷ ÃkØríkLkk VkÞËk yLku {ÞkoËkyku yku¤¾ðe.

- ÃkkuíkkLkk ûkuºk{kt Lkðk [k÷íkk ð÷ý (Trend)Lku òýðwt.

17.1 «MíkkðLkk (Introduction)

ÃkwMíkfk÷Þ yLku {krníke rð¿kkLkLkk ûkuºk{kt, Mkðuo MktþkuÄLkkuLkku WÃkÞkuøkfíkkoLke
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{krníke çkLku sYrhÞkík {kxu çkkun¤k «{ký{kt WÃkÞkuøk fhðk{kt ykðu Au. {kkrníkkLkk
MkúkuíkkuLku {sçkqík fhðk {kxu yLku ÃkwMíkfk÷ÞkuLke MkuðkykuLku {sçkqík fhðk MktþkuÄLkfíkko
Mkðuo nkÚk Ähu Au. ykðk ÃkwMíkfk÷Þ Mkðuo íkÃkkMk fhðk, WÃkÞkuøkfíkkoLkk ÷ûkýku òýðk,
íkuykuLke sYrhÞkíkku ðøkuhu {kxu zuxk yufºk fhðkLkku «ÞkMk fhðk{kt ykðu Au.

Mkðuo MktþkuÄLk{kt ºký «fkhLke ÃkØríkykuLkku WÃkÞkuøk fhe zuxk yufºk fhðk{kt
ykðu Au. yð÷kufLk, {w÷kfkík,  yLku «&™kðr÷. yk yuf{{kt ykÃkýu «&™kðr÷ íkiÞkh

fhðkLke xufrLkf, íkuLkwt rðíkhý, VkÞËk, {ÞkoËk yLku íku ûkuºk{kt ðÄe hnu÷ ð÷ýku rðþu
þe¾eþwt.

17.2 «&™kðr÷ ÃkØrík ÔÞkÏÞkyku (Questionnaire Method : Defination)

«&™kðr÷ yu zuxk yufºk fhðk {kxuLkwt yuf MkkÄLk / WÃkfhý Au. Mkk{kLÞ heíku
zuxk yufºk fhðk MktþkuÄLkfíkko yk ÃkØríkLkku WÃkÞkuøk fhu Au. [ku¬Mk MktþkuÄLk {kxu zuxk
yufºk fhðk MktþkuÄLkfíkko íkuLkku su sðkçkLke sYh nkuÞ íku «{kýu «&™kuLke ÞkËe çkLkkðu
Au. yk «&™kuLku [ku¬Mk ¢{{kt økkuXððk{kt ykðu Au yLku íÞkhçkkË rLkrùík ÚkÞu÷
ÔÞkÃkrðï{kt íkuLku ÔÞÂõíkøkík heíku ykÃkðk{kt ykðu Au yÚkðk E-mail îkhk {kuf÷ðk{kt

ykðu Au.

«&™kðr÷ yu «ríkMkkË ykÃkLkkh {kxu ÷ur¾ík «&™ku Au suLkk íkuLku sðkçk ykÃkðkLkk

Au. MktþkuÄLk {kxu yk sðkçkku «kÚkr{f zuxk Au. rfþkuhfw{khLkk {ík «{kýu (1992)
“«&™kðr÷ yu ÷ur¾ík ËMíkkðus Au su{kt su Mk{MÞkLkku yÇÞkMk nkÚk ÄÞkuo Au íkuLku
÷økíkk «&™kuLke ÞkËe Au. suLkku MktþkuÄLk fíkko sðkçk EåAu Au.” M[ðLkuðuÕxuz (1985)
«&™kðr÷Lke ÔÞkÏÞíkk ykÃku Au fu “«&™kðr÷ zuxk yufºk fhðkLkwt WÃkfhý Au su{kt
«&™ku ÞkuøÞ ¢{{kt hsq fhðk{kt ykðu Au yLku «ríkMkkË ykÃkLkkhLkk sðkçkku yLkLku
«ríkr¢Þk íkuLkk LkkUÄðk{kt ykðu Au.” Mkk{kLÞ heíku Mkðuo{kt «kÚkr{f zuxk yufºk fhðk
«&™kðr÷Lkku WÃkÞkuøk ÚkkÞ Au.

17.3 «&™kðr÷ Mkth[Lkk (Questionnaire : Constroduction)

ßÞkhu «&™kðr÷ íkiÞkh fheyu íÞkhu «&™ku yLku [÷kuLke ÃkMktËøke{kt Mkkð[uíke

hk¾ðe Ãkzu Au. suÚke MkttþkuÄLk fíkko su ûkuºk{kt  MktþkuÄLk fhðk EåAu Au íkuLkk Mk[kux
sðkçk «kÃík ÚkkÞ. yk «fkhLke zuxk yufºk fhðkLke xufLkefLkku nuíkw {kLÞ yLku rðïMkLkeÞ
{krníke yufºk fhðkLkku Au suÚke MktþkuÄLk Mkkhe heíku ÚkkÞ yLku WífÕÃkLkkykuLku ÞkuøÞ
heíku íkÃkkMke þfkÞ. MktþkuÄLk fíkko {kxu nkÚk Ähu÷ Mk{MÞkLke MÃkü Mk{sqíke nkuðe ¾qçk
sYhe Au. «&™kðr÷Lkwt rð»kÞðMíkw rLkrùík fhíkk Ãknu÷kt íkuýu MktçktrÄík MkkrníÞLke Mk{eûkk
fhðkLke sYh Au.

ík{khk MktþkuÄLkLke rðïMkLkeÞíkk {kxu íku{kt Mkk{u÷ Ãkºk nkuðku sYhe Au. (Covering

Letter) MktþkuÄLkfíkkoLke yku¤¾, MktþkuÄLkLkk nuíkwyku Ëþkoðu Au. íku{kt «rík¼kð ykÃkLkkhLku

MktçkkuÄeLku yk «&™kðr÷Lke sYrhÞkík Ëþkoððk{kt ykðu Au. Ãkrhýk{kuLkwt þwt fhðk{kt
ykðþu yLku íku{ýu ykÃku÷ sðkçkkuLkwt þwt çkLkþu íku sýkððwt òuEyu. Mkk{u÷Ãkºk (Cov-

ering Latter) «rík¼kð ykÃkLkkhLku MknÞkuøk {kxu rðLktíke fhðe yLku «&™kðr÷Lkk

«&™kðr÷
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nuíkw Mk{òððk, LkíkLku íku{Lkk sðkçkkuLku økwÃík hk¾ðk{kt ykðþu íkuLke ¾kíkhe ykÃkðe.
ykðe ¾kíkhe «rík¼kð ykÃkLkkhLku {wõíkÃkýu «rík¼kð ykÃkðk {kxu «uhýk ykÃku Au.
Mkk{u÷ ÃkºkLkku Lk{qLkku Lke[u ykÃku÷ Au.

Võík ¾kLkøke Ãkrh¼ú{ý {kxu

rËÕneLke MkuLxÙ÷ ÞwrLkðŠMkxeLkk Mkk{krsf ði¿kkrLkfkuLke
rðîkLkku «íÞkÞLk Ãkh ELxhLkuxLke yMkh

ðnk÷k «rík¼kð ykÃkLkkh

nwt rËÕneLke MkuLxÙ÷ ÞwrLkðŠMkxeLkk Mkk{krsf ði¿kkrLkfkuLke rðîkLk «íÞkÞLk Ãkh
ELxhLkuxLke yMkh Ãkh MktþkuÄLk fhe hÌkku Awt. yk MktË¼o{kt {U Mkk{krsf ði¿kkrLkfkuLkk
«rík¼kð «kÃík fhðk {kxu «&™kðr÷Lke h[Lkk fhu÷ Au. nwt ík{kLku rðLktíke fhwt Awt fu
ík{khk ®f{íke Mk{Þ{ktÚke Úkkuzku Mk{Þ fkZe yk «&™kðr÷Lke {krníke Ãkwhþku. sðkçkku
økwÃík hk¾ðk{kt ykkðþu yLku Võík MktþkuÄLkLkk nuíkw {kxu WÃkÞkuøk fhðk{kt ykðþu.

{nuhçkkLke fheLku çkezký{kt ykÃku÷ «&™kðr÷ yLku {khk yuzÙuMkðk¤wt fðh ykÃkðk{kt
ykðu÷wt Au íku swyku. ík{Lku rðLktíke fhðk{kt ykðu Au fu «&™kðr÷Lku yuf yXðkrzÞk{kt
¼hLku {Lku ÃkkuMx fhe ykÃkþku S. yk çkkçkík{kt ík{khku Mknfkh ¾qçk «þtMkk ÞkuøÞ

Úkþu.

Mkn»ko yk¼kh

ík{khku rLk»XkðkLk

Lkk{

MkhLkk{wt

Võík yuðk s «&™ku ÃkwAðk òuEyu suLkku Lk¬e fhu÷ ÔÞkÃkrðï{kt Mk{S þfu
yLku íkuLkk sðkçk ykÃkðk {kxu íkuLke ÃkkMku ¿kkLk nkuÞ. rðÕÞBMk (1997) yuðku {ík

Ähkðu Au fu MktþkuÄLk fíkko yu rLkrùík sqÚkLkk ÷kufku MkkÚku ûkuºk fkÞo fhðwt òuEyu su{kt
{w÷kfkík fu yð÷kufLk fhðwt òuEyu. su MktþkuÄLk fíkkoLku Lk{qLkkLkwt ð÷ý òýðk WÃkÞkuøke
ÚkkÞ Au yLku «&™kðr÷Lkk [ku¬Mk rð¼køk {kxu íkuLkku «rík¼kð fuðku nþu íku òýe
þfkÞ.

su «&™kðr÷ ðkuÕx îkhk {kuf÷ðk{kt ykðe nkuÞ íku{kt ÃkkuíkkLkk yuzÙuMkðk¤wt fðh
òuzðtw òuEyu. çku fu [kh yXðkrzÞk ÃkAe íkuLku VheÞkË fhkðíkwt yLku E-mail fÞko nkuÞ
íkku íkuLku «khtr¼f «&™kðr÷ Vhe {kuf÷e ÞkË yÃkkððwt.

[k÷ku ykÃkýu fux÷kf MxuÃk òuEyu su «&™kðr÷Lke Mkth[Lkk{kt yLku AuÕ÷ku ynuðk÷
÷¾ðk yLkwMkhðk{kt ykðu Au.

1. «&™kðr÷Lkku yðfkþ Lk¬e fhðku.

2. fÞk «fkhLkk «&™ku ÃkqAðk íku Lk¬e fhðk (çktÄ ytík yÚkðk ¾wÕ÷ku ytík)

3. «&™kðr÷Lkku zÙk^x íkiÞkh fhðku.
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4. ÔÞkÃkrðïLkk Lk{qLkk{kt «&™kðr÷Lkwt Ãkqðorþûký

5. Mkq[Lkku «kÃík ÚkkÞ yu «{kýu «&™kðr÷{kt MkwÄkhku fhðku.

6. Lk{qLkkLku «&™kðr÷Lkwt r[ºký fhðwt.

7. yÇÞkMk{kt Mk{krðü ÔÞkÃkrðïLku ÞkË fhkððwt.

8. sðkçkku «kÃík fhðk

9. «kÃík zuxkLkwt rð&÷u»ký yLku yÚko½xLk

10. ynuðk÷ ÷u¾Lk

* «&™kðr÷Lke ÷tçkkE

«{ký¼qík «&™kðr÷Lke fkuE rLkrùík ÷tçkkE Lk¬e fhu÷ LkÚke. yuðwt {kLkðk{kt
ykðu Au fu òu «&™kðr÷ ¾qçk ÷ktçke nkuÞ íkku íku{kt «rík¼kð ykÃkðkðk¤k ykuAk ÚkkÞ
Au. «&™kðr÷Lke ÷tçkkE MktþkuÄLk Mk{MÞk yLku Lk¬e fhi÷ ÔÞkÃkrðï Ãkh ykÄkh hk¾u

Au. «rík¼kðLke xfkðkhe «rík¼kð ykÃkLkkh ÔÞÂõík Ãkh Ãký ykÄkh hk¾u Au. «&™kðr÷Lke
÷tçkkE [ku¬Mk Ãkýu íkuLke ®f{ík yLku rLkrùík ÔÞkÃkrðïÚke sðkçk «kÃík fhðk Ãkh
yMkh fhu Au. fkuE Mkk{kLÞ «&™kðr÷Lke ÷tçkkE çkkçkíkLku fkuE Mkk{kLÞ rLkðuËLk ykÃke
þfkÞ Lknª.

«&™kðr÷ yu rð»kÞLku MktçktrÄík «&™kuLke Mkk{kLÞ ÞkËe LkÚke. MktþkuÄLk fíkkoyu
òýðwt òuEyu fu nkÚk Ähu÷ MktþkuÄLkkhk nuíkw þwt Au, yLku fuðk «fkhLkk «&™ku ÃkwAðk
òuEyku. «&™ku yuðk nkuðk òuEyu su sYhe {krníkeLku çknkh fkZu.

* «&™kðr÷{kt yLkwMkhkíkk {køkoËþof rMkØktíkku

1. íku Mð-ðýoLkkí{f nkuðe òuEyu.

2. çktÄ ytíkðk¤k «&™{kt «ríkçktrÄík «&™ku nkuðk òuEyu. ¾wÕ÷k ytíkðk¤k
«&™{kt ½ýe ðkh yÃkqhíke yLku rðþk¤ {krníke «kÃík ÚkkÞ Au, suLkwt
yÚko½xLk fhðwt y½hwt Au.

3. «&™kðr÷Lkwt MðYÃk ykf»kof nkuðwt sYhe Au. íku «&™kðr÷yku Ãkqýo fhðk{kt
{ËË fhu Au.

4. «&™kðr÷ ¼hðk {kxu «rík¼kð ykÃkLkkhLku ÞkuøÞ Mkq[Lkk ykÃkðe òuEyu.

ík{khe «økrík [fkMkku

LkkUÄ : ( i) ykÃku÷ søÞk{kt ík{khku sðkçk ykÃkku.

( i i) ík{khk sðkçkLku yuf{Lkk ytíku ykÃku÷ sðkçk MkkÚku íkÃkkMkku.

(1) þk {kxu «&™kðr÷Lke ÷tçkkE íkuLkk «rík¼kðLkk xfkðkhe Ãkh yMkh fhu Au.

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

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

«&™kðr÷
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....................................................................

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

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

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

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

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

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

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

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

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

17.3.1.  «&™kðr÷Lkk «fkh

{uf fkuhLkkh (1996) ºký «&™kðr÷Lkk ºký «fkh Ãkkzu Au. (i) {kuf÷u÷e
(mail/post) «&™kðr÷ (ii) sqÚk îkhk Mkt[kr÷ík «&™kðr÷ (iii) ÔÞÂõíkøkík MktÃkfo
«&™kðr÷.

yk ºký{kt Ãku÷e «&™kðr÷ ÃkkuMx÷ (ÃkkuMx fu E-{u÷ îkhk {kuf÷kÞu÷ Au.
rð÷ÞBMk (1997) ykðk «fkhLku Mð-Ãkqýoíkk «&™kðr÷ fnu Au. yk «&™kðr÷{kt
Ãknu÷uÚke Lk¬e fhu÷ «&™ku nkuÞ Au. «rík¼kð ykÃkLkkhLku ÃkkuíkkLkwt yuzÙuMk ÷¾u÷ fðh
MkkÚku «&™kðr÷ ykÃkðk{kt ykðu Au. íku ÃkkuMx fÞko ÃkAe çkuÚke [kh yXðkrzÞk Ãkhík
ykðu Au. yk «fkhLke «&™kðr÷{kt Mkk{u÷ Ãký (Covering letter)Lkuw t rð»kÞðMíkw
nkuÞ Au. su MktþkuÄLkLkk nuíkwyku, fkhýku ðýoðu Au. yk Ãký «rík¼kð ykÃkLkkhLku

rðLktíke fhu Au Lku MkkÚku MkkÚku íkuLkk ykÃku÷k sðkçkLke økwÃíkíkkLke Ãký ¾kíkhe ykÃkðk{kt
ykðu Au. yk «fkhLke «&™kðr÷ çkeòLke Mkh¾k{ýe{kt ykuAe ®f{ík{kt / ykuAk
¾[uo íkiÞkh ÚkkÞ Au. «rík¼kð ykÃkLkkh «&™kðr÷ ¼hðk{kt ÃkkuíkkLku òuuEyu yux÷ku
Ãkwhíkku Mk{Þ ÷E þfu Au. yk «fkhLke «&™kðr÷Lkku yuf VkÞËku yu Au fu íku {kuxku
¼kiøkkur÷f rðMíkkh fðh fhe þfu Au. yk «&™kðr÷Lkku {kuxk{kt {kuxku økuhVkÞËku yu
Au fu íku{kt «rík¼kð Ëh Lke[u hnu Au. ßÞkhu {kuxk ¼køkLke «&™kðr÷ çku yXðkrzÞk{kt
Ãkhík ykðe òÞ Ãký y{wf çku {rnLkk fu íkuÚke Ãký {kuze ykðu Au, su zuxk «kÃík
fhLkkhk Mk{Þ yLku ¾[o{kt ðÄkhku fhu Au. yk «fkhLke «&™kðr÷ «rík¼kð suLku
ykÃkðkLkku nkuÞ íkuLkk çkË÷u çkeò Ãký ¼he Ëu yuðtw çkLke þfu. sðkçk Ãký yÄqhk
nkuE þfu. yÄqhe «&™kðr÷Lkk fkhýu zuxk rð&÷u»ký Mk{Þu «&™ku Q¼k ÚkkÞ Au.
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sqÚk îkhk Mkt[kr÷ík «&™kðr÷ yu çkeò «fkhLke «&™kðr÷ Au. yk ÃkØríkLkk
«rík¼kð ykÃkLkkhk yuf søÞk Ãkh yufºk ÚkkÞ Au yLku íÞkt MkkÚku çkuMke Ãkqýo fhu Au.
Mkk{kLÞ heíku ykðk «fkhLke ÃkØrík rþûkf fkuE Mk{MÞkLkk zuxk «kÃík fhðk {xku
ðkÃkhu Au. ºkeò «fkhLke «&™kðr÷{kt MktþkuÄLkfíkko yLku «rík¼kð ykÃkLkkh MkkÚku
çkuMku Au yLku MktþkuÄLkfíkkoLke nkshe{kt «&™kðr÷ ¼hðk{kt ykðu Au yÚkðk MktþkuÄLkfíkko
Ãkkuíku «&™kðr÷ ¼hu Au .

17.3.2 «&™kuLkk «fkh

Mkðuo MktþkuÄLk{kt «&™kðr÷{kt fuðk «fkhLkk Ãk[ú&™ku Mk{kðe þfkÞ ? ykLkk
Ãkh fkuE yufMkqºkíkk LkÚke. Ëhuf «fkhLkk ÃkkuíkkLkk VkÞËk yLku økuhVkÞËk Au. LÞw{uLk
(1997) Ëkðku fhu Au fu “{n¥ðLke çkkçkík yu Au fÞwt MðYÃk Mkkhk{kt Mkkhwt Au, Ãký
íku MðYÃk fE ÃkrhÂMÚkrík{kt ÞkuøÞ Au.” «&™kuLke ÃkMktËøke MktþkuÄLkLkk xkurÃkf rLkrùík
ÔÞkÃkrðï Ãkh Ãký ykÄkh hk¾u Au.

17.3.2.1 ¾wÕ÷k ytíkðk¤k «&™ku

¾wÕ÷k ytíkðk¤k «&™ku «hrík¼kð ykÃkLkkhLku ÃkkuíkkLkk {ík ÔÞõík fhðk
Mðíktºkíkk ykÃku Au. yk{kt «rík¼kð ykÃkLkkhLku ÃkkuíkkLke heíku yÚko½xLk fhe sðkçk
ykÃkðk {kxu rðÃkw÷ «{ký{kt Mðíktºkíkk ykÃku Au. Lke[u ¾wÕ÷k ytíkðk¤k «&™kuLkk
WËknhý ykÃku÷ Au.

*  ¾wÕ÷k ytíkðk¤k «&™kuLkk WËknhý :

þwt ík{u ík{khk MktþkuÄLk{kt RLxhLkuxLkku WÃkÞkuøk ðÄw MkwÄkhðkLke fux÷ef heíkku

Mkq[ðe þfku Aku ?

* ¾wÕ÷k ytíkðk¤k «&™kuLkk VkÞËk

• yÃkurûkík sðkçkku W¥khËkíkkyku ÃkkMkuÚke {u¤ðe þfkÞ Au.

• MktþkuÄLkfíkko W¥khËkíkkykuLkk ðkMíkrðf {tíkÔÞku {u¤ðe þfu Au.t

• W¥khËkíkkyku íku{Lke ¼k»kk{kt íku{Lkk {íkku ykÃke þfu Au, ÃkkuíkkLke ¼k»kk

MksoLkkí{fíkk Ëþkoðu Au, íku{ s Mð-yr¼ÔÞÂõík yLku rðøkíkLke Mk{]rØ Ãký

ÚkkÞ Au.

• fux÷kf sðkçkku W¥khËkíkkykuLkk íkfoLku Ëþkoðu Au.

* ¾wÕ÷k ytíkðk¤k «&™kuLkk økuhVkÞËk :

• sðkçkku yMÃkü, y«Míkwík yÚkðk {wÆk Ãkh Lk nkuÞ íkuðk ÚkE þfu.

• ½ýk Mk{kLk «&™kuLkk yÚko½xLk {qÕÞðkLk rð&÷u»ký íkhV Ëkuhe Lk þfu.

• sðkçkkuLkwt fku®zøk fhðwt þõÞ LkÚke.

«&™kðr÷
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• «rík¼kð ykÃkLkkhLku ðÄkhu Mk{ÞLke sYh Ãkzu.

• «&™kðr÷Lkk sðkçk {kxu ðÄkhu søÞkLke sYh Ãkzu.

• «rík¼kð ykÃkLkkh Mk{kLk MktfÕÃkLkk {xku swËk swËk þçËku (Terms)Lkku

WÃkÞkuøk fhA þfu.

• ¾wÕ÷k ytíkðk¤k «&™ku{kt rð&÷u»ký fhðwt frXLk Au, Ãký yþõÞ LkÚke.

MktþkuÄLkfíkkoyu fk¤SÃkqðof «rík[khLkku yÇÞkMk fhðku Ãkzu Au Lku íku{Lku swËe

swËe fuxuøkhe{kt økkuXððk Ãkzu Au. yk «r¢Þk ¾qçk Mk{Þ {ktøku íkuðe Au.

17.3.2.2 çktÄ ytíkðk¤k «&™ku :

{kuxk «{ký{kt Mkðuo {kxu yk «&™ku ©uc-yLkwfq¤ Au. íkuyku «rík¼kðku

ykÃkLkkh yLku MktþkuÄLkfíkko {kxu ¾qçk Mkh¤ yLku ÍzÃke Au. «&™kðr÷{kt çkuÞ ytíkðk¤k

«&™ku ½ýe ðkh rðr[ºk Ãkrhýk{ Ëþkoðu Au. yk {w÷kfkík îkhk yk «&™Lkwt rLkhkfhý

÷kðe þfkÞ. íku çktÄ ytíkðk¤k «&™kuLke ðÄkhkLke rðøkík Ãkqhe Ãkkzu Au.

ßÞkhu «&™ku {kxu çkeò rðfÕÃkku h[Lkk nkuÞ íÞkhu çkeS Mk{MÞkyku Mkk{Lkku

MktþkuÄLkfíkkoLku fhðku Ãkzu Au. òu ÃkMktËøke rðfÕÃk ykuAe nkuÞ íkku RÂåAík sðkçk

«kÃík fhe þfíkk LkÚke.

çktÄ ytíkðk¤k «&™ku RåALkeÞ sðkçkLke ÞkËe MkkÚku ykÃkðk{kt ykðu Au.

sðkçk ykÃkLkkhu íku{ktÚke Mkk[ku sðkçk ÃkMktË fhðkLkku nkuÞ Au. su sðkçk «rík¼kð

ykÃkLkkhu ÃkMktË fÞko Au íku fËk[ íkuLkk {kxu Mkkhk{kt Mkkhk nþu íku{ Aíkkt Mkk[k Lkk

Ãký nkuE þfu. ykÃkðk{kt ykðu÷k rðfÕÃkkuLke MktÏÞk ÞkuøÞ Lkk nkuÞ íkuðwt çkLke þfu.

çktÄ ytíkðk¤k «&™kuLkk WËknhý :

nk÷Lkk RLxhLkux ykÄkrhík MkúkuíkkuLkk yMktíkku»kLku ÷ELku fux÷kf fkhýku ykÃkðk{kt
ykÔÞk Au. ík{khk sðkçkLku 1, 2, 3.... ðøkuhu ¢{ ykÃkku.

• RLxhLkux Ãkh MktþkuÄLk MkúkuíkkuLke yAík Au.  ....................

• E-MkúkuíkkuLke yÂMÚkhíkk ....................

• Lkux ÃkhLke {krníkeLke rðïMkLkeÞíkk Lk¬e fhðk{kt íkf÷eV

• yLkw¢{rýfk yLku Mk[o yuÂLsLk WÃkÞkuøke LkÚke.

• «{ký¼qíkíkkLkku y¼kð ....................

Ãkku÷ çkxoLk ðÄkhu ðøkeofhý fhíkkt çktÄ ytíkðk¤k «&™kuLku yuf ÃkMktËøke
yÚkðk yuf fhíkkt ½ýe çkÄe ðÄkhu ÃkMktËøkeðk¤k «&™ku Ëþkoðu Au.

yuf ÃkMktËøke :

r÷tøk : Ãkwhw»k    †e  
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Lke[uLkk{ktÚke fE fkuBÃÞw®xøk Mfe÷ ík{khk{kt Au ?

Word Processing Internet browsing 

E-mail etc.

Database Searching  Power Point 

* çktÄ ytíkðk¤k «&™kuLkk VkÞËk :

• yMkhfkhf ¾[o

• «rík¼kð ykÃkLkkhkykuLkk sðkçkLke íkw÷Lkk fhe þfkÞ.

• «rík¼kð ykÃkLkkh {kxu sðkçk ykÃkðk Mkh¤

• fkuz fhðk yLku xuçk÷{kt Ëþkoððk Mknu÷k

• «rík¼kð ykÃkLkkhLkwt ÃkhVku{oLMk ðÄkhu rðïMkLkeÞ Au, nkuE þfu.

• MktðuËLkþe÷ «&™Lkku ÞkuøÞ heíku sðkçk ykÃke þfu.

• {qtÍðýðk¤k sðkçkLke MktÏÞk ykuAe.

• ykuAwt ¿kkLk Ähkðíkk ÷kufku Ãký sðkçk ykÃke þfu.

• rLkrùík sðkçkLkk rðfÕÃk nkuðkLke MkkÚku Ãkqhíkk «{ký{kt sðkçk ykÃkðkLke
þõÞíkk ðÄe òÞ Au íku rð&÷u»ký {kxu WÃkÞkuøke Au.

çktÄ ytíkðk¤k «&™kuLkk økuhVkÞËk :

• «rík¼kð ykÃkLkkh Ãkh MktþkuÄLk fhðkLkk rð[khku ÚkkuÃke Ëuðk{kt ykðu Au.

• MktþkuÄLkfíkkoLkk ½ýk çkÄk rðfÕÃkku «rík¼kð ykÃkLkkhLku yðZð{kt {qfe þfu
Au.

«&™kðr÷{kt òu çktLku «fkhLkk «&™ku hk¾ðk{kt ykðuu íkku çktLkuLkk økuhVkÞËk
½xkze þfkÞ. {kuxk ¼køkLke «&™kðr÷ yk çktLku «fkhLkk «&™kuLku ¼uøkk fhu Au.
sðkçk ykÃkLkkhLkk yr¼«kÞ yLku MkíÞ òýðk {kxu çktLku «fkhLkk «&™ku sYhe Au.
yk «fkhLkku «&™ ÃkMktË fhðku yu swËk swËk ÃkkMkkyku Ãkh ykÄkrhík Au. sÚÚkkí{f
zuxk {kxu íkÚÞÃkqýo «&™ku sYhe Au. yk «fkh{kt çktÄ ytíkðk¤k «&™ku ÞkuøÞ çktÄ
çkuMku Au. økwýkí{f zuxk {kxu ¾wÕ÷k ytíkðk¤k «&™ku sYhe Au.

«&™kuLke h[Lkk :

«&™kðr÷Lke h[Lkk fhíkkt Ãknu÷kt, MktþkuÄLkfíkkoyu su íktºkLkk «&™ku çkLkkððkLkk
íku ytøku, MktË¼o MkkrníÞLke Mk{eûkk fhðe. VT÷kðh (1989) «&™kðr÷{kt «&™kuLku

«&™kðr÷
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Mk{kðíkk Ãknu÷k [khu çkkçkíkkuLkwt æÞkLk hk¾ðwt òuEyu :

(1) su heíku «&™ ÷¾kÞku Au íku çkhkçkh íku s ÃkqAe þfu Au ?

(2) yk «&™Lkku çkÄk s {kxu yufMkh¾ku yÚko hnuþu ?

(3) yk «&™Lkku ÷kufku sðkçk ykÃke þfþu ?

(4) yk «&™Lkku ÷kufku MðuåAkyu sðkçk ykÃkþu ?

MktçktrÄík sðkçk «kÃík fhðk {kxu Ãkrh¼k»kk yLku ¾qçk {n¥ðLkku ¼køk ¼sðu
Au. fux÷efðkh MktþkuÄfku Lk¬e fhu÷ ÔÞkÃkrðïLkk þçËkuLku Mk{sðkLkk {ÞkorËík ¿kkLkLku
¼q÷e síkk nkuÞ Au. Ãkku÷ çkxoLk sýkðu Au fu yk «&™Lkk rLkhkfhý {kxu íkuLku
MktçktrÄík xufTrLkf÷ x{oLkku WÃkÞkuøk fhðku yLku «&™kðr÷Lkwt ÃkqðoÃkrhûký  fhðwt yu
sYhe Au. ÃkqðoÃkrhûký «&™Lke yrLkrùíkíkkLku Ãký Ëqh fhðk{kt ykðu Au.

ßÞkhu çktÄ ytíkðk¤k ÃkwMíkfkuLke h[Lkk fhíkk nkuÞ íÞkhu MktþkuÄfu ¾kuxk sðkçkLkku
Mk{kðuþ fhðku suðk fu [ku¬Mk Lknª, Lkk, òýíkk LkÚke. ðøkuhu yuðe þõÞíkk Au fu
rLkrùík ÔÞkÃkrðï{kt çkeò «&™kuLkk sðkçk{kt «ÞíLkku fhðk fhíkk yk sðkçk ÃkMktË

fhu. òu ykðe ÃkMktËøke ykÃkðk{kt Lk ykðu íkku «rík¼kð ykÃkLkkh [ku¬Mk fkuE
çkeòu rðfÕÃk ÃkMkttË fhu Au.

MktðuËLk þe÷ «&™ku xk¤ðk òuEyu. rððkrËík yLku ¼kðLkkí{f þçËku ÃkMktË

fhðk{kt Mkkð[uíke hk¾ðe. yuðk þçËkuLke ÃkMktËøke fhðe suÚke «rík¼kð  ykÃkLkkh
MðuåAkyu sðkçk ykðu yLku «&™kLkku «rík¼kð Ëh ðÄu. Wå[k xufTrLkf÷ þçËku,
yðZð ðk¤k þçËku, þçËku suLkk ½ýk yÚko ÚkkÞ Au. íku yðhkuÄLkwt fkhý çkLku Au.

«&™Lkku ¢{

«&™kðr÷{kt «&™kuLku íkkŠff ¢{{kt økkuXððk òuEyu. «&™kuLku «&™kðr÷{kt
yuðe heíku økkuXððk fu «rík¼kð ykÃkLkhLku çkef Lkk ÷køku Ãkhtíkw ykhk{ËkÞf heíku
sðkçk ykÃkþu. «&™kðr÷Lke þYykík Mkk{kLÞ Ãkhtíkw MktçktrÄík «&™kuÚke Úkðe òuEyu
yLku ÃkAe [ku¬Mk «&™ku Ãkh sðwt. íkuLke «&™kðr÷ íkkŠff Mktøkíkíkk{kt {ËË fhþu.
Mk{kLk «&™ku yuf sqÚk fu rð¼køk{kt {wfðk òuEyu. WËknhý íkhefu ¢{ktf 1 Úke
10 ÃkwMíkfk÷ÞLkk Mkúkuík yLku MktË¼o rðþu Au. ykðk «fkhLke Mkq[Lkk sðkçk ykÃkLkkhLku
«&™kuLkk sqÚkLku Mk{sðk{kt {ËËYÃk ÚkkÞ Au. òu sYrhÞkík sýkÞ íkku «rík¼kð
ykÃkLkkhLku «&™kuLkk MktçktÄ rðþu Mk{òððwt. «&™kðr÷Lku þYykíkLkku ¼køk, {æÞ¼køk

yLku ytík¼køk yk ºký{kt ðnU[e þfu. þYykíkLkk ¼køk{kt «rík¼kð ykÃkLkkhLkk
ÔÞÂõíkøkík çkuføkúkWLz Ãkh nkuÞ Au. yk «&™ku ðMíke rð»kÞf ¼køk{kt Ãký ykðu Au.
WËknhý íkhefu W{hLku ®÷øk, ÷kÞfkík, MktMÚkk, ûkuºk{kt Vk¤ku rðþu»kíkk ðøkuhuLku ÷økíkk
«&™ku. yk rð¼køk{kt MkðuoLku ÷økíke «kÚkr{f {krníkeLkk «&™ku Ãký Mk{kðe þfkÞ.
su «rík¼kð ykÃkLkkhLke «kuVkE÷ çkLkkððk{kt {ËËYÃk ÚkkÞ Au. {æÞ¼køk{kt xkurÃkfLku
MkeÄk MktçktrÄík «&™ku ykðu Au. ynª Ãký «&™kuLku ÞkuøÞ heíku økkuXððk{kt ykðu Au.
suÚke «rík¼kð ykÃkLkkh Mkh¤íkkÚke «rík¼kð ykÃkðk{kt íku {ËËYÃk ÚkkÞ. Ãku÷ku
«&™ çkeò «&™ MkkÚku MktçktrÄík nkuÞ Au. íku yk{ çkÄk «&™ku íkuLkk ykøk¤ ÃkkA¤Lkk
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«&™ku MkkÚku MktçktrÄík nkuÞ Au. Ãku÷k xkurÃkf ÃkhLkk «&™kku çkeò xkurÃkfLkk «&™kuLkk
MktË¼o{kt Au. suÚke «rík¼kð ykÃkLkkh {w~fu÷e ðøkh yuf ¼køk ÃkhÚke çkeò ¼køk
Ãkh sE þfu Au. WËknhý íkhefu òu fkuE [ku¬Mk Mkðuo {kxu ÃkwMíkfk÷Þ rðþuLke
Mk¼kLkíkk rðþu ÃkwAðk{kt ykðu yLku ÃkAeLkku «&™ ÃkwMíkfk÷ÞLkk WÃkÞkuøk yLku Mkuðk
Ãkh nkuÞ yLku íku «&™Lku yLkwMkhíkku çkeòu «&™ Mkuðk{kt MkwÄkhk ÃkhLkku nkuÞ. Mkk{kLÞ
heíku «&™kðr÷Lkku ytík¼køk ¾wÕ÷k ytíkðk¤k «&™kuLkku nkuÞ Au. íku{kt MkwÄkhýk {kxuLkk
Mkq[Lkku yLku nkÚk Ähðk{kt ykðu÷ MktþkuÄLk Mk{MÞk ytøku íkuLkk {tíkÔÞkuLkku Mk{kðuþ

ÚkkÞ Au. íkkŠff yLku ÞkuøÞ ¢{{kt økkuXðkÞu÷k «&™ku «&™kðr÷Lku Ãkqýo fhe «kÃík
fhðk{kt {ËË YÃk Au.

«&™kðr÷Lkwt çktÄkhý yLku h[Lkk (Layout)

«&™kuLkwt çktÄkhý yLku «&™kðr÷Lke h[Lkk (Layout) ykf»kof, [kuÏ¾wt
yLku Mkh¤íkkÚke yLkwMkhe þfkÞ íkuðwt nkuðwt òuEyu.

«&™kuLku ÞkuøÞ Lktçkh, Ãkwhíke søÞk sðkçk ÷¾ðk {kxu, yLku çku «&™ku ðå[u
ÞkuøÞ ytíkh nkuðwt òuEyu. yk [ku¬MkkE yLku «&™kðr÷Lke Mk{krÃík ðÄkhþu. «&™kuLkku
÷u-ykWx ykf»kof nkuðku òuEyu. su sðkçk ykÃkLkkhLku sðkçk ykÃkðk {kxu «uhu.
Lk{ú ¼k»kk{kt ÷¾kÞu÷ku Covering Letter nkuðku òuEyu.

«&™kðr÷ «rík¼kð ykÃkLkkh Ãkh yuðe AkÃk Akuzíke nkuðe òuEyu fu íku yk
MktþkuÄLk {kxu ¾qçk yøkíÞLkku ¼køk Au. yLku íku{Lkku yk MktþkuÄLk{kt Mknfkh ¾qçk
«þtMkk Ãkkºk Au.

«&™kðr÷Lkk {k¤¾kLke yufMkwºkíkk s¤ðkðe òuEyu. çktÄ ytfðk¤k «&™ku
Mkk{kLÞ heíku çkkuõMk, fkWMk, rxf {kfo yÚkðk ÍzÃke sðkçkkuLke MkwrðÄkLkku WÃkÞkuøk
ÚkkÞ Au. òufu MktþkuÄLkfkhu yufYÃkíkk yLku MkwMktøkíkíkk ò¤ððk yuf s «fkhLkku
WÃkÞkuøk fhðkLke sYh Au.

«&™Lkk çktÄkhýLkk WËknhýku

ykzk «fkhLkk

RLxhLkuxLkk þkuÄ Ãkrhýk{Lkwt Mktíkku»kíkkLkwt Míkh þwt Au ?

(sðkçk Mkk{u (PPPPP) rxf{kfo fhku.)

Ÿ[wt............. {æÞ{ ............. Lke[wt ..................

W¼k «fkhLkk

ELxhLkuxLkk þkuÄ Ãkrhýk{Lkwt Mktíkku»kíkkLkwt Míkh þwt Au ?

(sðkçk Mkk{u (PPPPP) rxf{kfo fhku.)

«&™kðr÷
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Wå[wt.........

{æÞ{.............

Lke[wt ...........

{uxÙef «&™Lkk çktÄkhýLkwt WËknhý

ík{Lku ðuçk Ãkh ykfÂM{f heíku fux÷eðkh {krníke {¤u Au ?  sðkçk Mkk{u
(P) rxf{kfo fhku.

ÃkØrík ðkhtðkh ½ýeðkh õÞkhuf ¼køÞu s õÞkhuÞ Lkrn

çkúkW®Íøk ðuçkMkkExMk    ()  ()    ()    ()      ()

nkEÃkh®÷fLku yLkwMkhðwt    ()  ()    ()    ()      ()

As it is    ()  ()    ()    ()      ()

çkeS yLÞ ÃkØrík    ()  ()    ()    ()      ()

òu nkuÞ íkku Ëþkoðku.    ()  ()    ()    ()      ()

fux÷kf «rík¼kð fuxuøkheLke ÃkMktËøkeLkk WËknhýku Lke[u ykÃÞk Au ÃkMktËøkeyku
LÞw{uLk (1997) {ktÚke ÷uðk{kt ykðu÷ Au.

• W¥k{, Mkkhk, ðksçke, Lkçk¤k

• Ãkwhe heíku Mkn{ík, ftEf ytþu hkník, ftEf ytþu yMkn{ík, Ãkwhe heíku
yMkn{ík.

• rLkÞr{ík Ãkýu, ½ýeðkh, ¼køÞu s, õÞkhuÞ Lknª.

• ðÄw þõÞíkk, ykuAe þõÞíkk ftE Vuh Lknª.

• ¾wçk hMk«Ë, hMk ðøkhLkwt

ík{khe «økrík [fkMkku

LkkUÄ : (i) ykÃku÷ søÞk{kt ík{khku sðkçk ykÃkku.

( i i) ík{khk sðkçkLku yuf{Lkk ytíku ykÃku÷ sðkçk MkkÚku íkÃkkMkku.

3.  ¾wÕ÷k ytíkðk¤k yíkLku çktÄ ytíkðk¤k «&™ ðå[uLkku íkVkðík
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....................................................................
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....................................................................

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

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

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

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

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

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

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

17.3.3  {kÃkËtzLkku WÃkÞkuøk

«&™kuLke h[Lkk yuðe heíku fhðe suðe sðkçkLkwt Mkh¤íkkÚke yLku ÍzÃkÚke
rð&÷u»ký fhe þfkÞ. fux÷kf «&™ku{kt MktÏÞkyLku xfkðkheLke Mkh¤ økýíkheyku
Mkk{u÷ Au. yLÞ srx÷ {wÆkykuLku Mfu®÷øk ({kÃkËtz)Lke íkfTrLkfÚke rLkðkhkÞ Au.
Mfu®÷øk íkfTrLkf suðe fu hu®xøk Mfu÷, huLf ykuzhLkku WÃkÞkuøk fhkþu. ykðk «fkhLkk
«&™kuLkk sðkçkLkwt rð&÷u»ký MkhkMkheykuLkk ¼khktf Ãkh fhkþu.

hu®xøk Mfu÷

hu®xøk Mfu÷ yu {kÃkLkLkwt WÃkfhý (MkkÄLk) Au. suLku yð÷kufLk fíkko huxuz
nuíkwLku ðøkeof]ík yÚkðk Mkíkík MkkUÃku Au. su íku{Lku MkkuÃkkÞu÷ MktÏÞkyku Au. yk fËk[
MkkiÚke ðÄkhu WÃkÞkuøk Úkíkwt {kÃkLkLkwt MkkÄLk Au. suLkku WÃkÞkuøk Mkh¤ yLku ÍzÃke Au.
Mkt[k÷Lk {kxu sðkçkkuLkwt {kÃkLk{kt su Mk{ÞLke sYh Ãkzu Au. íku su ½ýk MkkÄLkku fhíkk
xqtfk Au. su{kt Ãkrhýk{u íku ykuAwt ¾[ko¤ Au. ßÞkhu íku Ãkqðoøkún ¼w÷ku {kxu Mkíkík
íku{Lkk x¬hLkk fkhýu {kLÞíkkLkku y¼kð. òu íkuLkku WÃkÞkuøk MkkLk, þi÷e, MkkðÄkLkeÃkqðof

«&™kðr÷
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fhðk{kt ykðu íkku hu®xøk Mfu÷ {qÕÞðkLk {kÃkLk MkkÄLk Mkkrçkík ÚkE þfu.” (r¢»Lkk
fw{kh, 1992)

hu®xøk Mfu÷ ½ýk «fkhLkk nkuÞ Au. MkkiÚke ðÄw WÃkÞkuøke yu Võík Ãkqðo fkuxuz
fhu÷k «&™Lkku yuf «fkh Au. þwt ík{Lku ÃkwMíkfk÷ÞkuLkk MktþkuÄLkkuLkk ík{khk ûkuºk{kt
Mktøkúnku {¤u Au. suLkku WÃkÞkuøk ík{u ík{khe {ktøkLku ÃknkU[e ð¤ðk {kxu Ãkqhíkk «{ký{kt
fhku Aku ? ÞkuøÞ ¾kLkk{kt rxf{kfo fhku.

W¥k{..........¾qçk s ÃkÞkoÃík.........ÃkÞkoÃík..........yÃkÞkoÃík..........Lkçk¤wt..............

©uýeykuLke MktÏÞk sðkçkkuLkk rðûkuÃkLku yMkh fhu Au. {kir¾f yr¼ÔÞÂõík
Mfu÷ ÃkhLkk rðrðÄíkkLkku WÃkÞkuøk rðrðÄ rLkðuËLkku MkkÚkuLkk fhkhLke nË MÃkü fhðk
{kxu ÚkE þfu Au. íkxMÚk {æÞ ®çkËw MkkÚku nfkhkí{fÚke Lkfkhkí{f MkwÄe 5 sðkçkkuLke
©uýe nkuðe yu Mkk{kLÞ «Úkk Au. zuxk rð&÷u»ký{kt WÃkhkuõík sðkçkkuLku 5, 4, 3,
2, 1Lkwt ¼khktf ykÃkðk{kt ykðe þfu Au. LÞw{ehu®xøk Mfu÷ rLk{koðk yLku WÃkÞkuøk{kt
Mkh¤ Au. yktfzkfeÞ rð&÷u»kýLkk nuíkw {kxu LktçkhkuLkku MkeÄku WÃkÞkuøk fhe þfkÞ Au.

÷efxo Mfu÷Lke  «r¢Þk{kt rLkðuËLkku {kxu økwýktfLk Vk¤ððkLkku Mk{kðuþ ÚkkÞ
Au. suLkk {kxu sðkçkËkíkkyku “¾qçk WÃkÞkuøke” Úke fkuE WÃkÞkuøk LkÚke {kxu «ríkMkkËLke
©uýe ÃkMktË fhe þfu Au. WËknhý Ãkrh»kË fu ÃkrhMktðkË yu {krníkeLkk Mkk{kLÞ Mkúkuík
Au. íkuðwt ík{u {kLkku Aku ? (MktþkuÄLk fkÞo {kxu íku fux÷wt WÃkÞkuøke Au íkuLke Mkk{u (P)
rxf{kfo fhku.)

yk WËknhýLke ytËh su ÃkMktËøkeyku su Ãkrh»kË {kxu MkkiÚke ðÄkhu yLkwfq¤
Au. íkuLku {n¥k{ ¼khktf ykÃkðk{kt ykðu÷ Au yLku ykuAk yLkwfq¤ «rík¼kðLku
LÞqLkík{ ¼khktf ykÃkðk{kt ykðu÷ Au. yk ÃkØrík{kt, ík{k{ fwþ¤íkkLku MkkutÃku÷
MktÏÞkí{f {qÕÞktfLk MkekÚku W¥khËkíkkykuLke MktÏÞkLku økwýkfkh îkhk ¼khktf yLkw¢{rýfk

çkLkkððk{kt ykðe Au. (Ëk.ík. ¾qçk WÃkÞkuøke - 4, WÃkÞkuøke - 3, Mktíkku»kfkhf - 2

Úkkuzku WÃkÞkuøke - 1 fkuE WÃkÞkuøk LkÚke. - 0) yLku ÃkAe W¥khËkíkkykuLke fw÷ MktÏÞk
îkhk WíkÃkLkLku rð¼kSík fhðk{kt ykðu Au. ykøk¤ swËkswËk Mfu÷{kLkkt çkÄk [÷kuLke
Mkhuhkþ økýíkhe ¢{ {wsçk Ëhuf økkuXðkÞu÷k ¼khktf yLkw¢{rýfk yLkwMkkh fhðk{kt
ykðu Au.

«rík¼kðkuLku 5, 4, 3, 2 yLku 1 yÚkðk 4, 3, 2, 1 yLku 0 Ãkkt[
ÃkkuELx Mfu÷{kt yLku 3, 2 yLku 1 yu{ ºký ÃkkuELx Mfu÷{kt ¼khktf Lk¬e fhðk{kt
ykðu Au. ºký ÃkkuELx Mfu÷ {w~fu÷e Míkh {kxu rðfrMkík fhðk{kt ykÔÞwt Au. Lke[u
ykÃku÷ xuçk÷ 17.1, 17.2, 17.3 yk çkkçkíkLke MÃk»xíkk fhu Au.

huLf ykuzoh Mfu÷

«&™kðr÷{kt su çkeòu Mfu÷ WÃkÞkuøk ÚkkÞ Au íku hUf ykuzoh Mfu÷. íku Mfu÷Lkk
{k¤¾k{kt yufË{ MkkËku yLku MkkiÚke WÃkÞkuøke Au. ynªÞk «rík¼kð ykÃkLkkhLke
ÞkËeLke ¢{ku ÞkËeLke ðMíkw«{kýuLkk ¢{{kt hsq fhðk{kt ykðu Au. yk ÃkØrík “sðkçk
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ykÃkLkkh yLku MktþkuÄLk fíkkoLkk Mk{Þ yLku «ÞkMkLke çkkçkík{kt ¾qçk çk[Lk ðkðe Au.
¾kMk fheLku ßÞkhu {kuxk «{ký{kt ðMíkwyku Mk{kððk{kt ykðe nkuÞ.”t

MktþkuÄLkLkkt rð»kÞ Ãkh {krníke yLku ÃkwMíkfk÷Þ ÃkkMkuLkk Mkúkuík þkuÄðk {kxu
ík{u fE ÃkØríkyku yÃkLkkðþku ? 1, 2, 3 ðøkuhu Ëþkoðku.

ík{khe «økrík [fkMkku

LkkUÄ :  1.  ykÃku÷ søÞk{kt ík{khku sðkçk ykÃkku.

2.  ík{khk sðkçkLku yuf{Lkk ytíku ykÃku÷ sðkçk MkkÚku íkÃkkMkku.

4. hu®xøk Mfu÷ þwt Au ?

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

«&™kðr÷
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...........................................................

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

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

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

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

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

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

17.3.4.  Mkkð[uíke

«&™kðr÷ íkiÞkh fhðe yu yuf f÷k Au. íku Mkðuo MktþkuÄLk{kt zuxk yufºk
fhðk {kxuLkww t WÃkfhý Au. òu íku ÞkuøÞ heíku «&™kðr÷Lke h[Lkk fhíkk nkuÞ íÞkhu
MktþkuÄLk fíkko fu fux÷ef Mkkð[uíke hk¾ðe s òuEyu. (LÞw{uLk) (1997) ßÞkhu
MkðuoLkk «&™ku íkiÞkh fhíkk nkuEyu íÞkhu Lke[uLke çkkçkíkkuLku xk¤ðe Mkq[Lkk ykÃku Au.

• ¼khu þçËLkku WÃkÞkuøk, yrþü yLku MktûkuÃk xk¤ðwt ykð~Þf Au.

• yrLkrùíkíkk, yðZð yLku yMÃküíkkLku Mkkhe he[u h[kÞu÷ «&™kðr÷{kt
fkuE MÚkkLk LkÚke.

• çku yðhkurÄík «&™ku xk¤ðk òuEyu yLku Ëhuf «&™Lku yuf rðþu»k çkkçkík
{kxu ÃkqAðwt òuEyu.

• yÚkúíke yLku ¼khðk¤k «&™kuLku xk¤ðk ykð~Þf Au.

• ßÞkhu «&™kðr÷Lke h[Lkk fheyu íÞkhu W¥khËkíkkykuLke ûk{íkk æÞkLk{kt hk¾ðe
òuEyu Lknª íkku íku yÃkqýo «&™ku íkhV ËkuhkÞ Au yÚkðk «&™kðr÷Lku Lkçk¤k
«ríkMkkË {¤u Au.

• fkÕÃkrLkf ÃkrhÂMÚkríkyku rðþuLkk «&™ku ÃkqAðkLke sYh LkÚke.

• ¼rð»ÞLkk nuíkw rðþuLkk «&™ku RåALkeÞ LkÚke.

• yuf «&™{kt çku Lkfkh Lk nkuðk òuEyu.

• ykuðh÷uÃkªøk yÚkðk yMktíkw÷eík «ríkMkkË rðfÕÃkku xk¤ðkLke sYh Au.

çkwþ yLku nkxoh (1980) Lke[uLke Mkkð[uíkeyku Mkq[ðu Au, “MktþkuÄLk fíkkoLke

sðkçkËkheyku”

• fk¤SÃkqðof rð&÷u»ký fhðwt yLku íkuLke MktþkuÄLk Mk{MÞkyku Mk{sðe.
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• «&™kuLku MÃkü heíku hsq fhðk.

• çku {krníke W¥khËkíkk Mkh¤íkkÚke MÚkkÃke þfu íkuLke s rðLktíke fhðe.

• rð»kÞLke Ãkqhíke Mkkhðkh MkkÚku MkwMktøkíkíkk, MktðÄoLk yLku yÚkoÔÞðMÚkk Ãkh
¼kh {qfðku.

• «&™kðr÷Lkk WÆuþku yLku sYhe zuxkLkww t MðYÃk rLkrùík fhe s Ëuðwt Ãkzu.

• W¥khËkíkkLke Ãk]»X¼qr{, ûk{íkk yLku MkkhLku æGkkLku ÷uðk{kt ykððwt s òuEyu.

òu W¥khËkíkk ÃkkMku Ãkqhíkwt ¿kkLk Lk nkuÞ íkku {kºk zuxk {u¤ððk {w~fu÷ ÚkE þfu.

• W¥khËkíkkLke MðRåAk nkuðe sYhe Au, Lknª íkku «&™kðr÷Lkwt fkuE {qÕÞ
hnuþu Lknª.

• rçkLksYhe yLku yMktðkrËík «&™kuLku Ëqh hk¾ðk fk¤S ÷uðe ykð~Þf Au
s. yk W¥khËkíkkykuLku «&™kuLkk sðkçk ykÃkðk {kxu rLkhkþ fhþu.

• Ãkqðo ÃkheûkýLke {ËËÚke Ãkqðoøkúnðk¤k «&™kuLke yku¤¾ fhe þfkÞ.

• yMÃkü «&™kuLku xk¤ðk s òuEyu.

• «&™ku su çku yÚko Ëþkoðíkk nkuÞ yÚkðk yufLke søÞkyu çku «&™ku {qfu÷
nkuÞ íkku íkuLku VheÚke ÔÞðÂMÚkík fhðk. ykðk «fkhLkk «&™kuLku çku yðhkuÄkuðk¤k
«&™ku fnuðk{kt ykðu Au.

17.4  «&™kðr÷Lktw ÃkqðoÃkheûký (Pre-Testing of Questionnaire)

Mkðuo MktþkuÄLk{kt «&™kðr÷Lkku zuxk yufºk fhðk {kxu ÚkkÞ Au. íkuLku ytrík{
MðYÃk{kt {qfeyu íku Ãknu÷kt ÃkqðoÃkheûký fhðwt òuEyu. ÃkqðoÃkheûký «&™kðr÷{kt yLÞ
MkwÄkhk fhðk{kt {ËËYÃk ÚkkÞ Au. yuf ðkh ytrík{ MðYÃkLke «&™kðr÷ r«Lx ÚkE
økÞk çkkË íkuLkk MkwÄkhk fhðkLkku fkuE yðfkþ LkÚke. òu MktþkuÄLkfíkko íku{kt MkwÄkhku
fhðk «ÞíLk fhu íkku íku ¾[ko¤ yLku {w~fu÷ nþu. ÃkqðoÃkrhûký {kxu rLkrùík ÔÞkÃkrðï{kt
«&™kðr÷ rðnkLk fhðk{kt ykðu Au yLku íku{ktÚke WÃkÞkuøke rxÃÃkýe ykðu Au íku
«{kýu MktþkuÄLkfíkko íku{kt MkwÄkhk fhu Au. rLkrùík Lk{qLkk MkkÚku þkÂçËf «íÞkÞLk fhe
Ãkqðo «&™kðr÷Lkk yðZððk¤k «&™ku, {w~fu÷ «&™ku, yðh÷uÃkªøk «fkhLkk ðøkuhuLkku

Ãkqðo Ãkheûkk{kt Mk{kðuþ ÚkkÞ Au. yk ÃkØrík{kt Lk{qLkk{k ÃkMktË ÷kufku Ãknu÷k «&™kðr÷
¼hu Au Lku ÃkAe MktþkuÄLkfíkko MkkÚku Mk{sðk{kt {w~fu÷ «&™kuLke [[ko fhu Au. ykiÃk[krhf
ÃkqðoÃkheûký yu «&™kðr÷ MktMÚkkLkLkk {n¥ðLkku ¼køk Au. íku MktþkuÄLkfíkko {kxu rþ¾ðkLke
«r¢Þk Au. ÃkqðoÃkheûký MktþkuÄLkfíkkoLku fux÷kf «&™kuLku LkkUÄðk, Mkh¤ fhðk, ÃkrhðíkoLk
fhðk{kt {ËËYÃk ÚkkÞ Au. «r¢Þk{kt Mkk{kLÞ heíku «&™kðr÷ íkiÞkh fhe Mkn-fkÞofh
MkkÚku yLku ÔÞkÃkrðï{ktÚke LkkLkku Lk{qLkku ÷E íku{Lku ykÃkðk{kt ykðu Au. yk MÃk»xíkkLku
÷E fkuE Mk{MÞk nkuÞ íkuLku Ëqh fhðk, xufTrLkf÷ yLku ÔÞkðMkkrÞf þçËku Mk{sðk,
«&™kuLkk ¢{ ðøkuhu {ËË fhu Au. Ãkku÷ çkxoLk (1990) fnu Au fu ÃkqðoÃkheûkýÚke ½ýe

«&™kðr÷
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ÃkwLkhkð]r¥k ÚkkÞ Au, Ãkhtíkw íku «&™kðr÷ Mkth[LkkLkku ykð~Þf ¼køk Au. ÃkqðoÃkheûkýLku
ÃkkÞ÷kux Mkðuo Ãký fnuðk{kt ykðu Au. su ytrík{ «&™kðr÷ íkiÞkh fhíkk Ãknu÷k ¾qçk
RåALkeÞ Au. r¢»Lkkfw{kh (1992) Mkq[Lk fhu Au fu, çkeswt ÃkqðoÃkheûký ÃkwLk: íkiÞkh
fhu÷ «&™kðr÷ îkhk Úkðwt òuEyu. íku ðÄkhu yð÷kuf fhíkkt sýkðu Au fu òu nS
fkuE «&™{kt Mk{MÞk sýkÞ íkku nS yLÞ ÃkqðoÃkheûkýLke sYrhÞkík Au. ÃkqðoÃkheûký
«&™kðr÷ Ãkqýo fhðk{kt fux÷ku Mk{Þ òuEþu íku Ãký Ëþkoðu Au. ÃkqðoÃkheûkÃkLkk su
Lk{qLkk{kt Mk{kðuþ ÚkÞk nkuÞ íkuLku ytrík{ zuxk ÷uðk Lk{qLkk{kt ÃkMktËøke fhðe òuEyu

Lknª.

ík{khe «økrík [fkMkku

LkkUÄ : ( i) ykÃku÷ søÞk{kt ík{khku sðkçk ykÃkku.

( i i) ík{khk sðkçkLku yuf{Lkk ytíku ykÃku÷ sðkçk MkkÚku íkÃkkMkku.

5. «&™kðr÷Lkwt ytrík{ MðYÃk íkiÞkh fhíkkt Ãknu÷k þk {kxu ÃkqðoÃkheûkýLke sYrhÞkík

Au ?

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

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

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

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

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

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

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

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

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

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

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

....................................................................
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17.5 «&™kðr÷Lkwt rðíkhý (Distribution of Questionnaire)

«&™kðr÷Lkwt rðíkhý ÔÞÂõíkøkík, ÃkkuMx îkhk, E-{uE÷ fu RLxhLkux îkhk
fhe þfkÞ.

Ëhuf ÃkØríkLku ÃkkuíkkLkk VkÞËk yLku økuhVkÞËk nkuÞ Au.

---  ÔÞÂõíkøkík :

«&™kðr÷ «rík¼kð ykÃkLkkhLku ÔÞÂõíkøkík ðnU[ýe fhe þfkÞ. WËknhý
íkhefu òu MktþkuÄLkfíkko [ku¬Mk ÃkwMíkfk÷Þ îkhk WÃkÞkuøk Úkíkku [ku¬Mk Lk{qLkkLkku Mkðuo
fhíkk nkuÞ íkku MktþkuÄLkfíkko WÃkÞkuøkfíkko ÃkwMíkfk÷Þ{kt «ðuþu íÞkhu íkuLku «&™kðr÷
ykÃkþu. òu fkuE fkhýMkh íku æÞkLk {¤u íkku MktþkuÄLkfíkko íku{Lku íkuLkk fk{ fhðkLkk
MÚk¤u yÚkðk ½hu ÔÞÂõíkøkík ykÃkþu.

«&™kðr÷Lku Lk{qLkk ÃkkMku {kuf÷ðk ÃkkuMx fhðkLke nkuÞ íkku íkuLkk ÃkkuíkkLkk
yuzÙuMkðk¤wt fðh òuze {kuf÷kþu, suÚke «rík¼kð ykÃkLkkh «&™kðr÷ Ãkqýo fhe Vhe
Mkh¤íkkÚke ÃkkAe {kuf÷e þfu. ÃkkuMx fhu÷ «&™kðr÷Lkk fðhªøk ÷uxhLkku Ãký Mk{kðuþ
ÚkÞu÷ku nkuðku òuEyu, su MktþkuÄLkLk{k nuíkwyku, WËkhíkkLku Mk{ÞMkh Ãkqýo fhðk rðLktíke
ðøkuhu çkkçkíkkuLkku Mk{kðuþ ÚkkÞ Au.

ÔÞÂõíkøkík heíku «&™kðr÷ ykÃkðk {kxu ½ýe {w÷kfkík ÷uðe Ãkzu Au. ßÞkhu
íku fk{ fhíkk nkuÞ, ÃkwMíkfk÷Þ, yÇÞkMk fhíkk nkuÞ, ßÞkt íku Mkk{kLÞ heíku «kÃÞ
nkuÞ íku søÞk Ëhuf W¥khËkíkkLkku ÔøkÂõíkøkík MktÃkfo fhðku þõÞ LkÚke íkuÚke fux÷ef
«&™kðr÷ ÃkwMíkfk÷ÞLkk f{o[khe yLku rð¼køk{kt ykÃkðk MkkUÃkðe òuEyu, ßÞkt íku
fk{ fhíkk ÃkwMíkfk÷Þ{kt Ãkqðo {tsqheÚke yÇÞkMk fhíkk nkuÞ.

---  E-{uE÷ îkhk :

nk÷Lkk Mk{Þ{ktt RLxhLkux òuzký ykðe síkk «&™kðr÷Lku E-{uE÷ îkhk
Ãký {kuf÷kðe þfkÞ. yk ÃkØrík{kt su ÔÞÂõík ÃkkMku E-{uE÷ yuzÙuMk yLku RLxhLkux
òuzký nkuÞ íkuLku E-{uE÷{kt òuzký îkhk «&™kðr÷ {kuf÷e yLku {u¤ðe þfkÞ.

yk «&™kðr÷ rðºký yLku yufºkefhýLke ÍzÃke, Mkh¤ yLku ykuAe ¾[ko¤
ÃkØrík Au.

íkuLku Mkh¤íkkÚke Vheðkh fkuE Ãký MÚk¤uÚke fkuE Ãký Mk{Þu {kuf÷e þfkÞ
Au. E-{uE÷ Ãkh ykÄkrhík «&™kðr÷Lke h[Lkk Au íku r[ºký ytík Ãkrhýk{Lkwt Mkt[k÷Lk
Mkh¤ Au. yk ÃkØríkÚke ykuLk÷kRLk Mkðuo fkuE Ãký ÔÞÂõík su RLxhLkux òuzký Ähkðu
Au íku fhe þfu Au.

yk ÃkØrík {kxu «rík¼kð ykÃkLkkhLkk E-{uE÷ yuzÙuMk yLku RLxhLkux òuzký
nkuðwt ykð~Þf Au.

«&™kðr÷
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---  ðuçk «&™kðr÷ :

MktþkuÄLkfíkko {kxu rLkrùík ÔÞkÃkrðï{kt {¤ðwt yÚkðk {w~fu÷ fhðwt nkuÞ íku
¾qçk rðMíkhu÷ nkuÞ, ½ýk MkÇÞku{kt nkuÞ fu Ëuþ yk¾k{kt nkuÞ, ðøkuhu çkkçkík{kt
«&™kðr÷ r[ºký yLku yufºkefhý {kxu çkeS ÃkØríkLkku WÃkÞkuøk fhðk{kt ykðu Au.
yk ÃkØrík{kt «&™kðr÷Lku ðuçkMkkRx Ãkh {wfðk{kt ykðu Au, suLkku Mk{kðuþ yk
Mkðuo{kt fhu÷ku nþu íku sYhe {krníke ¼heLku s{k (Submit) fhkðþu. ðuçk «&™kðr÷{kt
Ãkqýo fhðkLkk Mk{ÞLke sYh nkuÞ Au. yk «fkhLke «&™kðr÷ {kxu Mk{Þ Lk¬e
fhu÷k «rík¼kð ykÃkLkkh nkuÞ. WËknhý íkhefu “¼khíkeÞ hksfkhýLkk ûkuºk{kt
¼khíkLkk MkuLxÙ÷ ÞwrLkðŠMkxeLkk rþûkfku îkhk Mk[o yuLSLkLkku WÃkÞkuøk” ykLkk Ãkh
Mkðou fhðk{kt ykðíkku nkuÞ íkku ¾k÷e ¼khíkLkk MkuLxÙ÷ ÞwrLkðŠMkxeLkk rþûkfku s
«&™kðr÷ ¼hþu. ykLkwt {k¤¾wt Ãký ytík çktÄ ðk¤k «&™ku, ¾wÕ÷k ytíkðk¤k «&™ku
suðwt nkuÞ Au. çktÄ ytíkðk¤k «&™ku {kWMk-õ÷efLke {ËËÚke ¼hðk{kt ykðu Au.

¾wÕ÷k ytíkðk¤k «&™ku {kxu W¥khËkíkk xkRÃk fhu Au yLku ÃkAe (Submit) s{k
fhþu. ðu÷ «&™kðr÷Lkku Lk{qLkku Lke[u ykÃkðk{kt ykðu÷ku Au.

---  ðuçk-ykÄkrhík «&™kðr÷Lke rzÍkRLk

íkuLku yuðe heíku rzÍkELk fhðk{kt ykðu Aufu suÚke W¥khËkíkk ykf»kkoÞ yLku
íkuLke rðøkík fhe (Submit) s{k fhkðu. ynªÞk Ãký íkuLke ÷tçkkELku Ÿ[ku «ríkMkkË
Ëh «kÃík fhðk rLkÞtrºkík fhðk{kt ykðþu. yuðk s «&™kuLkku Mk{kðuþ Úkþu, su
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MktþkuÄLk {kxu {n¥ðLkk yLku yÚkoÃkqýo Au.

«&™ku {kxu MÃkü yLku [kuÏ¾k þçkËkuLkku WÃkÞkuøk fhðku rníkkðn Au. «rík¼kð
ykÃkLkkhLku íkuLkk ykÃku÷ sðkçkLke økwÃíkíkkLke yLku íkuLkk rð&÷u»kýLke ¾kíkhe ykÃkðe
òuEyu.

---  VkÞËk yLku økuhVkÞËk

MktþkuÄLkfíkko {kuxk yLku rðþk¤ ÔÞkÃkrðï{ktÚke sðkçk «kÃík fhu Au. yk
ÔÞkÃkrðïLke yk MkkEÍ{kt sqLke zuxk rð&÷u»kýLke ÃkØrík ÞkuøÞ Lkk nkuE þfu. yk
rLkrùík ÔÞkÃkrðïLku íkÃkkMkðk, ¼hðk yLku s{k fhkðu Au. zuxk xqtf Mk{Þ{kt «kÃík
ÚkkÞ Au. íku Mkh¤, ÍzÃke Au yLku ¾[ko¤ LkÚke. MktþkuÄLkfíkko ÞkuøÞ heíku ¼hu÷
«&™kðr÷ «kÃík fhðkLke {w~fu÷eÚke {wõík ÚkkÞ Au. WËknhý íkhefu òu W¥khËkíkk

«&™kðr÷ ¾kuxe ¼hu, rLkrùík sðkçkLku çkË÷u çkeswt fnu yÚkðk fu fkuE «&™ hne
òÞ íkku ðuçk ykÄkrhík «&™kðr÷ «kuøkúk{ íku þkuÄe fkZu Au Lku WÃkÞkuøkfíkkoLku íku
{krníke VheÚke ¼he s{k fhkððk sýkðu Au. su zuxk ðuçk-ykÄkrhík «&™kðr÷
«kÃík ÚkkÞ Au íku ykÃkkuykÃk {kLÞ nkuÞ Au.

fux÷kf økuhVkÞËk Lke[u ykÃku÷k Au :

yk «fkhLke «&™kðr÷ ÔÞkÃkrðïLkk rLkrùík Lk{qLkkLku MkV¤íkkÃkqðof ykf»keo

Lk þfu. ÔÞkÃkrðï ¾qçk rðþk¤ nkuðkÚke ‘MktþkuÄLkfíkko ÔÞÂõíkøkík {w÷kfkík Lk fhe
þfu. Mkðoh ¢uþ yÚkðk çkúkWÍh r£s ÚkðkLkk xufTrLkf÷ Mk{MÞk{kt ½ýku zuxk økw{kððkLke
þõÞíkk Au. ykðe «&™kðr÷ LkkLke hk¾ðe Mk÷knÃkkºk Au. òu íku{kt ½ýk ÃkkLkwt nkuÞ
íkku W¥khËkíkk ÃkkLkwt «{kýu sðkçk Mkçk{ex fhu Au. òu «&™kðr÷ A ÃkkLkwtLke nkuÞ Lku
W¥khËkíkkyu Ãkkt[ ÃkkLkwt Mkçk{ex fhe ËeÄk ÃkAe fkuE {w~fu÷e ykðu íkku Ãkkt[ ÃkkLkwtLkku
zuxk «kÃík fhe þfkÞ, fkhý fu íku ÃkkLkwt Ãknu÷uÚke Mkçk{ex Au. íku{kt yuf þõÞíkk
yuðe Ãký Au íku W¥khËkíkk yk¾e «&™kðr÷ ¼he Mkçk{ex fhkðu íÞkhu M¢eLk Ãkh
yuhh {uMkus ykðu íkku íku Vheðkh «&™kðr÷ Lk Ãký ¼hu.

ík{khe «økrík [fkMkku

LkkUÄ : ( i) ykÃku÷ søÞk{kt ík{khku sðkçk ykÃkku.

( i i) ík{khk sðkçkLku yuf{Lkk ytíku ykÃku÷ sðkçk MkkÚku íkÃkkMkku.

6.  ðuçk-ykÄkrhík «&™kðr÷Lkk VkÞËk sýkðku.

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

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

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

«&™kðr÷
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....................................................................

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

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

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

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

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

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

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

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

17.6  «rík¼kð (sðkçk) Ëh (Response Rate) :

Mkðuo MktþkuÄLk{kt «rík¼kð Ëh ¾qçk {n¥ðLkku Au. swËk swËk «fkhLkk Mkðuo{kt

swËk swËk «rík¼kð Ëh nkuÞ Au. WËknhý íkhefu ¾qçk Ÿ[ku «rík¼kð Ëh ðMíke
Mkðuoûký{kt sYhe Au. òu MktþkuÄLkfíkko ÞkuøÞ «rík¼kð Ëh «kÃík fhðk{kt rLk»V¤
òÞ íkku íku{ýu ykí{LkerhûkýLke sYh Au. MktþkuÄLkfíkko yu Mk{kðuþ fhðku òuEyu.
(1) rLkrùík ÔÞkÃkrðï Wå[ Mkúíkk, Mk{ÞLkk yðhkuÄLkk fkhýu sðkçk ykÃke þfu
Lknª (2) AwxkAðkÞk W¥khËkíkkLkku MktÃkfo fhðku {w~fu÷ (3) nkÚk Ähu÷ MktþkuÄLkLkk
xkurÃkf «íÞu W¥khËkíkkLkku yýøk{kLkk fkhýu W¥kh ykÃkðkLke Lkk Ãkkzu. (4) ÷ktçke
«&™kðr÷ yÚkðk ¾qçk xufTrLkf÷ ¼k»kkLkku WÃkÞkuøk sðkçk ykÃkLkkhLku rLkhkþ fhu Au.
(5) òu «&™kðr÷ ðÄw «íÞw¥kh òuLkkh nkuÞ íkku sðkçkËkíkk íku{Lke økkuÃkLkeÞíkk {kxu
òøk]ík ÚkE òÞ Au yLku íku ÃkkuíkkLkk {tíkÔÞku ÔÞõík fhe þfu.

MktþkuÄLkfíkko «rík¼kð Ëh W¥khËkíkkLkku ðkhtðkh {uMkus «kÃík fhe þfu íku
{kxu íku VkuLk fu E-{uE÷ fhu yÚkðk ÔÞÂõíkøkík {¤e þfu. MktþkuÄLkfíkko íku{Lke
Mk{Þktíkhu {w÷kfkík ÷u, Mk{Þktíkhu ÞkËe Ãkºk {kuf÷u yLku íku{kt «&™kðr÷ Ãkqýo fhe
ÃkkAe {kuf÷ðk rðLktíke fhe þfu. òu «&™kðr÷ xqtfe yLku Mkh¤ nkuÞ íkku Mkkhk
«rík¼kð «kÃík ÚkkÞ Au. «rík¼kð «kÃík fhðk{kt «&™kðr÷Lkk r[ºkýLkku Mk{Þ Ãký
{n¥ðLkku Au. òu «&™kðr÷ rþûkfu fu rðãkÚkeoLku ðef yuLz fu ðufuþLk{kt ykÃkðk{kt

ykðu íkku Ÿ[ku «rík¼kð Ëh «kÃík Úkþu.

«&™kðr÷Lkk ÃkkAk ykððkLkk rLkrùík Mk{Þ ÃkAe òu yXðkrzÞk ÃkAe Lk{ú
ÞkË yÃkkððk Ãkºk {kuf÷ðku òuEyu. íkuLke MkkÚku «&™kðr÷ Ãký òuzðe òuEyu.

çkeS fkuÃke {kuf÷ðe sYhe Au, fkhý fu yuðwt çkLÞwt nkuÞ fu W¥khËkíkkÚkøke «&™kðr÷
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õÞktÞ {wfkE økE nkuÞ, su nðu {¤íke Lkk nkuÞ. MktþkuÄLkfíkko «&™kðr÷Lkwt r[ºkík
nhíkku nkuÞ yLku ÞkË yÃkkðíkku nkuÞ yÚkðk «&™kðr÷  «kÃík fhíkku nkuÞ íÞkhu Lk{ú
yLku þktík nkuðku òuEyu.

17.7  «&™kðr÷  ÃkØríkLkk VkÞËk yLku {ÞkoËkyku (Advantage & Limitations of

Questionnaire Method)

[k÷ku, ykÃkýu «&™kðr÷ ÃkØríkLkk fux÷kf VkÞËk òuEyu :

• zuxk «kÃík fhðk Mkh¤ yLku ÍzÃke Au. yk ÃkØrík îkhk òu xqtf Mk{Þ{kt
{kuxe MktÏÞk{kt zuxk WíÃkÒk («kÃík) fhe þfkÞ Au.

• MkeÄk sðkçkku «kÃík fhe þfkÞ Au.

• sÚÚkkLkk MðYÃk{kt {krníke «kÃík ÚkkÞ Au. økwýkí{f yLku {kºkkí{f «ríkMkkË
«kÃík fhe þfkÞ Au. W¥khËkíkkLke çkuføkúkWLz {krníke «kÃík fhe þfkÞ Au,
su yLÞÚkk «kÃík fhðe {w~fu÷ Au.

• «Þkuøk{q÷f zuxk yufrºkík fhe þfkÞ Au.

• íku ¾[o yMkhfkhf Au.

• rðþk¤ ¼kiøkkur÷f ûkuºkLku ykðhe ÷uíke {kuxe ðMkíkeLkku «ríkMkkË «kÃík ÚkE
þfu Au.

• rþrûkík ÔÞkÃkrðï{ktÚke ô[k «rík¼kð Ëh «kÃík fhe þfkÞ Au.

• W¥khËkíkkLku «&™kðr÷Lkk ytrík{ sðkçk ykÃkðk Ãknu÷k íkiÞkh fhðk yÚkðk
íku{kt Vuhðkh fhðk {kufku {¤u Au.

• MktþkuÄLkfíkkoLku ytrík{ MðYÃkLke «&™kðr÷ íkiÞkh fhíkkt Ãknu÷kt ÃkqðoÃkheûký
îkhk «&™kuLku MkwÄkhðkLkku {kufku {¤u Au.

• W¥khkuLkwt rð&÷u»ký yLku íkuLku xuçk÷{kt økkuXððk Mkh¤ Au.

• «&™kðr÷ ÃkØrík W¥khËkíkkLku ykÃku÷k rð»kÞ Ãkh {wõíkÃkýu ÃkkuíkkLkk {tíkÔÞku
ykÃke þfu Au.

• ykÃku÷ «&™Lkk ¢{ «{kýu «&™kðr÷Lkwt rLkrùík {k¤¾wt Au. yk «&™kÚko
«r¢Þk{kt rðrðÄíkkLku Ëqh fhðk{kt {ËË fhu Au.

«&™kðr÷ ÃkØríkLke {ÞkoËk

• ÃkÞkoÃík «ríkMkkË Ëh {u¤ððku {w~fu÷ Au. ÷kufku «&™kðr÷Lku Mk{ÞMkh Ãkhík
fhíkk LkÚke.

• zuxkLke rðïMkrLkÞíkk Ãkh Mkðk÷ WXkðe þfkÞ Au.

• MkíÞðkËe sðkçkku þkuÄe þfkíkk LkÚke.
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• íku Mk{Þ {ktøke ÷uíke «ð]r¥k Au, íku{kt ÃkqðoÃkheûký, ÃkwLk: [fkMkýe, r[ºkýLke
íkiÞkhe yLku zuxk yufºkefhý{kt Mk{Þ yLku ¾[o{kt W{uhku ÚkkÞ Au, su{kt
ÞkË yÃkkððkLkwt Ãký Mkk{u÷ Au.

• yÄqhk sðkçk ÃkAe rð&÷u»kýLkk íkçk¬k Ëhr{ÞkLk {w~fu÷e Q¼e fhu Au.

• MktþkuÄLkfíkko «&™kðr÷ ¼hðkLkk Mk{Þu W¥khËkíkkykuLke «r¢ÞkLku yð÷kufLk
fhe þfþu Lknª.

• «&™kuLkwt ¾kuxwt yÚko½xLk rð&÷u»kýLku yMkh fhe þfu Au.

• y{wf çkkçkíkku {kxu MktþkuÄLkfkhkuLke Äkhýkyku W¥khËkíkkykuLke árüÚke rðÁØ
Mkkrçkík ÚkE þfu Au.

• íkfrLkfe þçËku/ ÔÞkðMkkrÞf Ãkrh¼k»kk W¥khËkíkk {kxu {w~fu÷e çkLke þfu.

yuðwwt Ãký çkLke þfu fu «&™kðr÷ ½ýk «&™kuLkk sðkçk ËeÄk ðøkhLke ÃkkAe
ykðu.

• y½hk þçËkuðk¤k «&™kuLkwt Ãkrhýk{ Lkçk¤wt ykðu Au.

• «&™kðr÷ ÃkqðoøkúnÞwõík nkuðkLke þõÞíkk hnu÷e Au. MktþkuÄLkLke «kÚkr{fíkk
«{kýu fux÷kf {n¥ðLkk «&™kuLkku Mk{kðuþ Lkk Ãký ÚkE þfu.

• «&™kðr÷Úke «kÃík ÚkÞu÷e sðkçkkuLke [kufMkkELke [fkMkýe {w~fu÷ nkuE þfu
Au.

17.8  Mkkhktþ (Summary)

Ãkku÷ çkxoLku Mkk[tw fÌkwt Au fu, “ÞkuøÞ heíku h[kÞu÷ rð&÷ur»kík «&™kðr÷
MktþkuÄLk çktLku sÚÚkkí{f yLke økwýkí{f {krníkeLkku Mk{]Ø yLku rðïMkLkeÞ Mkúkuík
nkuE þfu Au.” «&™kðr÷ Mkðo fhðk {kxu ÞkuøÞ æÞkLk ykÃkðwt ykð~Þf Au. òu
ÞkuøÞ heíku Lk fhðk{kt ykðu íkku íku ¼úk{f Ãkrhýk{ íkhV Ëkuhe þfu Au.

yk yuf{Lkk «&™kðr÷ Mkth[LkkLke ÃkØríkLkwt ðÃkoLk fhðk{kt ykÔÞwt. fuðk
«fkhLkk «&™ku íku{kt ÃkqAe þfkÞ yLku ßÞkhu «&™ku çkLkkðíkk nkuÞ íÞkhu fuðe Mkkð[uíke
hk¾ðe òuEyu íku ËþkoÔÞwt Au. ¾wÕ÷k yLku çktÄ ytíkðk¤k «&™ ÃkqAðkLkk VkÞËk yLku
økuhVkÞËk [[oðk{kt ykÔÞk Au. Mkðuo MktþkuÄLk, sÚÚkkí{f yLku økwýkí{f zuxk «kÃík
fhðk «&™kðr÷ yMkhfkhf WÃkfhý Au.

17.9  ík{khe «økrík [fkMkkuLkk W¥khku (Answer the Self  Check Exercise)

(1) «&™kðr÷Lke ÷tçkkE fux÷e nkuðe òuEyu, íku ÷ktçkk Mk{ÞÚke [[koLkku rð»kÞ
Au. yuðe {kLÞíkk Au fu òu «&™kðr÷ ÷ktçke nkuÞ íkku W¥khËkíkk Ãkqhe ¼híkk
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LkÚke yLku yÄqhe Akuze Ëu Au, suLkwt Ãkrhýk{ Lke[wt «rík¼kð Ëh ykðu Au.
íku «&™kðr÷{kt ykuAk «&™ku nkuÞ íkku Wå[ «rík¼kð Ëh «kÃík ÚkðkLke
þõÞíkk Au.

(2) Covering letter MkðuoLkk nuíkw ðýoðu Au yLku «&™kðr÷ ¼hðk W¥khËkíkkLku
rðLktíke fhu Au. MktþkuÄLkfíkko yk Ãkºk îkhk W¥khËkíkkLku rðLktíke fhu Au.
MktþkuÄLkfíkko yk Ãkºk îkhk W¥khËkíkkLku íkuLkk sðkçkLke økkuÃkLkeÞíkk yLku
zuxkLkku ¾k÷e MktþkuÄLk {kxu WÃkÞkuøk Úkþu íkuLke ¾kíkhe ykÃku Au.

(3) ¾wwÕ÷k ytíkðk¤k yux÷u yuðk «&™ku su{kt sðkçkËkíkk ÃkkuíkkLke ¼k»kk{kt
sðkçk ykÃke þfu Au. íkuLkk «&™Lkk yÚko½xLk «{kýu {wõík heíku ÃkkuíkkLkk
{tíkÔÞku sýkðu Au. yk «&™kuLku {k¤¾k ðøkhLkk «&™ku Ãký fnuðkLkk ykðu
Au. çktÄ ytíkðk¤k «&™ku {k¤¾kðk¤k «&™ku fnuðkÞ Au. Ëhuf «&™Lkk
sðkçkLkk ½ýk rðfÕÃkku ykÃkðk{kt ykðu Au. sðkçk Ëkðkyu yuf sðkçk
ÃkMktË fhðkLkku nkuÞ Au. ykðk «&™kuLku r«-¢kuzuz «&™ fnuðk{kt ykðu Au.

(4) hu®xøk Mfu÷ yu {kÃkLkLkwt MkkÄLk Au, suLku yð÷kufLkfíkko huxuz nuíkwLku ðøkeof]ík
yÚkðk Mkíkík MkkUÃku Au, su íku{Lku MkkUÃkkÞu÷e MktÏÞk Au.

(5) ÃkqðoÃkheûký Lkk{ Ãkkuíku s sýkðu Au fu «&™kðr÷Lku ytrík{ MðYÃk{kt íkiÞkh
fhíkkt Ãknu÷ktLke yk «r¢Þk Au, yu íku «kÚkr{f Au íku{ s íku Lkçk¤kEyku,
{w~fu÷eykuðk¤k {wÆk yLku yrLkrùíkíkkðk¤k «&™ku {kxu MktþkuÄLkfíkkoLku MkkçkËk
fhu Au. Ãkqðo Ãkheûký ÃkAe MktþkuÄLkfíkko íkuLku Vhe íkÃkkMku Au yLku ÔÞkÃkrðï{kt

ðnU[u Au.

(6) ðuçk-ykÄkrhík «&™kðr÷Lkk r«Lxuz «&™kðr÷ fhíkk VkÞËk Au. yk «&™kðr÷Lkwt
r[ºký yLku yufºkefhý rðþk¤, {kuxe MktÏÞkLkk ÔÞkÃkrðï ÃkkMkuÚke Mð-

[kr÷ík heíku fhe þfkÞ Au. sðkçk {kLÞ fhe þfkÞ Au. íku Mkh¤ yLku
ÍzÃke Au íku{ s rçkLk¾[ko¤ Au.

17.10. [kðeYÃk þçËku (Key Words)

«&™kðr÷ : zuxk yufºk fhðk {kxuLkwt yuf MkkÄLk/WÃkfhý Au.

¾wÕ÷k ytíkðk¤k þçËku : «rík¼kð ykÃkLkkhLku ÃkkuíkkLkk {ík ÔÞõík fhðk {kxu Mðíktºkíkk
ykÃku Au.

çktÄ ytíkðk¤k «&™ku : EåALkeÞ sðkçkLke ÞkËe MkkÚku ykÃkðk{kt ykðíkk «&™ku

hu®xøk ÂMf÷ : {kÃkLkLkwt WÃkfhý, suLku yð÷kufLkfíkko huxuz nuíkwLku ðøkeof]ík

yÚkðk Mkíkík þkuÄu Au.

«&™kðr÷
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