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ì`mdgm{`H$ g§kmnZ
Business Communication
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1.0 C{Ôï>o

`m  KQ>H$mÀ`m AÜ``ZmZ§Va Vwåhmg -
* ì`mdgm{`H$ g§kmnZmMo dU©Z H$aVm òB©b.
* g§kmnZmMo C{Ôï>o d _hÎd Z_yX H$aVm òB©b.
* à^mdr g§kmnZmMr VÎdo {deX H$aVm òB©b.
* AS>Wù`mda _mV H$aÊ`mgmR>r Cnm` `moOZm§Mr _m{hVr XoVm òB©b.
* boIr g§kmnZ ñnï> H$aVm òB©b.
* boIr d Vm|S>r g§kmnZmVrb \$aH$ dU©Z H$aVm òB©b.
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1.1 àñVmdZm

AmOÀ`m AmYw{ZH$ OJmV _m{hVr kmZ {d{dY _mÜ`_m§Ûmao _moR>çm g§» òZo CÚmoJ-ì`dgm`mV
Jmoim hmoV AgVo Am{U g§H«${_VXoIrb H$bo OmVo. _m{hVr XoUo d KoUo hr {H«$`m CÚmoJ-ì`dgm`mV
Aì`mhVnUo Mmby AgVo. åhUyZM AmOMo ̀ wJ ho "_m{hVrMo ̀ wJ' Amho Ago åhUVmV. _m{hVr XoÊ`mÀ`m d
KoÊ`mÀ`m {H«$ òbm "g§kmnZ' åhUVmV. g§kmnZ ho EH$ Ago gmYZ Amho H$s Á`mÀ`m _XVrZo AmnUm§g
Xþgè`mda à^md Q>mH$Vm òVmo d Ano{jV C{Ôï> gmÜ` H$aVm òVo. g§kmnZmMo ho _hÎd bjmV KoD$ZM
ì`dñWmnZm_Ü ò g§kmnZmbm AZÝ`gmYmaU _hÎd àmá Pmbobo Amho. ì`dgm`m_Ü ò {Z`moOZ, g§KQ>Z,
{ZX}eZ, {Z §̀ÌU, g_Ýd` BË`mXr H$m }̀ nma nmS>br OmVmV. `m gd©M H$m`m©_Ü ò g§kmnZmbm _hÎd Amho.

ì`dgm{`H$ OJmVrb EH$ _hÎdmMr _mZbr Jobobr ~m~ åhUOo g§kmnZ hmò . ì`dgm`
Mmb{dVmZm gd©àW_ g§kmnZmMr `Wm`mo½` nÕVr AmImdr bmJVo. hr nÕVr ZrQ> amImdr Am{U
Omonmgmdr bmJVo. ì`dñWmnH$mMo à_wI H$m ©̀ åhUOo {ZU©̀  KoUo Am{U Vo am~{dUo ho AgVo. Ë`mMo g§nyU©
`e `m g§kmnZ nÕVrda Adb§~yZ AgVo. åhUyZM ì`dgm` ì`dñWmnH$ hm g§kmnZ {dÚm nma§JV
Agmdm bmJVmo. qH$~hwZm Mm§Jbo ì`dñWmnZ åhUOo Mm§Jbo g§kmnZ hmò . ì`dgm`mVrb g§kmnZ ho
ì`mnH$ _mZdr {dMma Am{U _Zmoì`mnma ̀ m§Mo EH$ A§JM hmò . g§kmnZ hr H$ënZm Ho$di g§dmXZ qH$dm
g§àofU d nwaVr _`m©{XV Zmhr. Mm§Jbo g§kmnZ åhUOo Mm§Jbo _Zmo~b hmò . g§kmnZmMm à^md ì`mdgm{`H$
H$m`m©da nS>Vmo. ì`dgm`mVrb A§VJ©V Am{U ~{hJ©V g§~§Y g§kmnZmda Adb§~yZ AgVmV.

H$moUË`mhr ñdénmÀ`m, H$moUË`mhr AmH$mamÀ`m ì`dgm`mV H$_©Mmè`m§Mm EH$ g_yh AgVmo.
Ë`m g_yhmVrb H$_©Mmè`m§_Ü ò hmoUmè`m {H«$`m-à{V{H«$`m d {dMma{d{Z_` ho g§ñWoÀ`m ̀ emda n[aUm_
KS>dyZ AmUUmao AgVmV. åhUyZ ì`dñWmnZ H$_©Mmè`m§H$Sy>Z H$m_ H$adyZ KoÊ`mgmR>r ì`dñWmnH$
Amnë`m g§kmnZ H$m¡eë`mMm dmna H$ê$Z ì`dgm`mMr C[Ôï>o JmR>VmV.

H$moUË`mhr g§ko_Ü ò kmZ, _m{hVr, OmUrd, à{MVr, AmH$bZ BË`mXrMm g_mdoe hmoVmo.
_mZdmbm ê$n, AmdmO, J§Y, ag, ñne© `m {df`m§Mr "g§km' (åhUOo kmZ) S>moio, H$mZ, ZmH$, Or^
d ËdMm `m nmM B§{Ð`m§Ûmao hmoVo. VgoM Ë`mbm ~wÕr, _Z d B§{Ð ò `m§À`m ghmæ`mZo nXmWm©Mo kmZ hmoVo.
_Z d B§{Ð ò Oo {df` ~wÕrÀ`m nwT>o àñVwV H$aVmV Ë`mà_mUo ~wÕr AmH$ma YmaU H$aVo d Amnë`mbm
à{MVr, OmUrd, qH$dm kmZ àmá hmoVo.

1.2 {df` {ddoMZ
1.2.1 g§kmnZmMm -AW© Am[U ì`m»`m

(Meaning & Defintion of Communication)

g§kmnZ H$aUo åhUOo g§Xoe qH$dm _m{hVr XoUo, {dMmam§Mr XodKod H$aUo, g_OyZ KoUo,
g_mOdyZ gm§JUo Am{U à{VgmX XoUo hmò . g§kmnZ `m eãXà`moJmbm B§J«Or ^mfoV "H$å ẁ{ZHo$eZ' Ago
åhUVmV. `mMr CËnÎmr Communicare `m b°{Q>Z ^mfoVrb eãXmnmgyZ Pmbobr Amho. g§kmnZmMr
à{H«$`m hr _mZdr g§ñH¥$Vr BVH$sM OwZr à{H«$`m Amho. _mZdr {dH$mgm~amo~aM g§kmnZmMmhr {dH$mg
Pmbobm Amho. AJXr àma§̂ rÀ`m H$mimV g§kmnZmgmR>r g§Ho$V, AmH¥$Ë`m qH$dm {MÝhm§Mm dmna Ho$bm OmV
hmoVm. ^mfoÀ`m emoYmZ§Va ^mfoMmhr dmna g§kmnZmV Ho$bm OmD$ bmJbm. AmO gd©M joÌmV _moR>çm
à_mUmda ^mfoÀ`m _mÜ`_mÛmao g§kmnZ Ho$bo OmVo. CXm. àË`j g§dmX H$aUo, nÌboIZ H$aUo, Vma
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nmR>{dUo, Q>o{b\$moZda ~mobUo. na§Vw AmOhr H$mhr {d{eîQ> joÌmV g§kmnZmgmR>r g§Ho$V, AmH¥$Ë`m d {MÝho
`m§Mm dmna Ho$bm OmVmo.CXm. dmhZMmbH$m§À`m gwa{jVVogmR>r añË`m§À`m H$S>obm H$mhr {MÝhm§{H$V \$bH$
bmdbobo AgVmV. `mdê$Z "diU Amho', "MT> Amho', "Aé§X nwb Amho', BË`mXr g§XoemMm Ë`mbm ~moY
hmoVmo. bmb, {ndim, {haì`m {Xì`m§Mm dmna H$ê$Z "Wm§~m', "dmQ> nhm', "Om' Agm g§Xoe {Xbm OmVmo.
{b{IV qH$dm A{b{IV qH$dm _m¡{IH$ g§kmnZm{edm` emar[aH$ hmbMmb, Mohè`mdarb hmd^md Am{U
_m¡Z `m AempãXH$ _mÜ`_m§Mmhr g§kmnZmgmR>r dmna hmoVmo. ~mobUmè`mH$S>o nmR> {\$a{dUo åhUOo ZmamOr
ì`ŠV H$aUo, g§dmX Q>miUo, g§Xoe KoÊ`mMo ZmH$maUo. hmñ`, amJ, ^`, AmZ§X, ZmamOr BË`mXr ^md
Mohè`mda AmUyZ g§Xoembm à{VgmX {Xbm OmVmo. _m¡ZmÛmao "hmoH$ma' "ZH$ma' qH$dm "Xþb©j' ì`ŠV H$aVm ̀ oVo.

"g§kmnZ' `m g§H$ënZoMo ñnï>rH$aU {d{dY àH$mao Ho$bo OmVo. g§kmnZ åhUOo Vm§{ÌH$ÑîQ>çm
Aer gd© gmYZo d CnH$aUo H$s, Á`m _mÜ`_mVyZ EH$ ì`ŠVr Xþgè`m ì`pŠVn ª̀V Amnbm g§Xoe
nmohM{dVo. Xþgè`m Ñï>rZo Ho$di g§Xoe nmohM{dUo ho g§kmnZmMo H$m_ Zìho Va g§Xoe AemàH$mao nmohM{dUo
H$s, Á`m_wio Vr ì`ŠVr nwaH$ à{VgmX XoB©b. Ë`m_wio nañna gm_§Oñ`, ghH$m ©̀ Am{U H¥$Vr `m Jmoï>r
KSy>Z òU`mgmR>r H$maUr ŷV R>aUmam KQ>H$ åhUOo g§kmnZ hmò .

g§kmnZ `m g§H$ënZoMo {díbofU g_mOemñÌk, ì`dñWmnZ Vk, _mZgemñÌk d BVa
joÌmVrb Vkm§Zr {d{dY àH$mao Ho$bobo Amho. g§kmnZ ̀ m g§H$ënZoÀ`m H$mhr à_wI ì`m»`m nwT>rbà_mUo
AmhoV.

"Communication is the art of transmitting information, ideas and attitudes

from one person to another."

""g§kmnZ åhUOo EH$m ì`ŠVrH$Sy>Z Xþgè`m ì`ŠVrH$S>o _m{hVr, H$ënZm, {dMma Am{U
Ñ{ï>H$moZ g§H«${_V H$aÊ`mMr H$bm hmò .'' g§kmnZ ̀ m g§H$ënZoMr hr _yb ŷV ì`m»`m _mZbr OmVo. ̀ mV
g§kmnZ hr à{H«$`m dU©Z Ho$br Amho. K

"Communication is the process by which information is transmitted between

individuals and or organizations so that an understanding response results." Peter

Little

{nQ>a {bQ²>b ̀ m§Zr g§kmnZmV _m{hVrÀ`m AmXmZ à«XmZm~amo~a n[a_mUmbm _hÎd {Xbo Amho.
""g§kmnZ hr Aer à{H«$`m Amho H$s {OÀ`mÛmao XmoZ ì`ŠVr qH$dm g§KQ>Zm `m_Ü ò AW©nyU©/

H$iÊ`m ẁŠV à{VgmX {Z_m©U hmoÊ`mgmR>r _m{hVr àgm[aV hmoVo.''
"Communication is an exchange of facts, ideas, opinions, emotions by two or

more person."  Newman & Summer

Ý ỳ_Z Am{U g_a ̀ m§Zr EH$ qH$dm A{YH$ ì`ŠVtMm C„oI Ho$bm Amho; ""XmoZ qH$dm A{YH$
ì`ŠVt_Ü ò _m{hVr, H$ënZm, _Vo, ^mdZm qH$dm g§doXZm `m§Mr XodmU-KodmU åhUOo g§kmnZ hmò .''

"Communication is an intercourse by words, letters, symbols or message

and a way that one member shares meaning and understanding with another."  Belson

& Gilson.

~oëgZ Am{U {JëgZ `m§Zr Ho$bobr ì`m»`m nwT>rbà_mUo;
""eãX, Ajao, {MÝho, `m§À`m ghmæ`mZo Ho$bobo A§VaàdU åhUOo g§kmnZ hmò . `m _mJm©Zo

EH$ ì`ŠVr Xþgè`m ì`ŠVrbm AW© d g_O AdJV H$ê$Z XoVo.''
"Communication is the process, involving the transmission and accurate
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replication of ideas reinforced by feedback reporting to stimulate actions to accomplish

organizational goals."  Scott

ñH$m°Q> åhUVmV, ""àemgH$s` g§kmnZ åhUOo Aer à{H«$`m H$s Á`mV H$ënZm d {dMma ̀ m§Mo
{~ZMyH$ g§XoedhZ H$ê$Z `mo½` Vo à{VnmofU {_idyZ gẁ mo½` H¥${VÛmao g§KQ>ZoMo Ü ò̀  gmÜ` H$aÊ`mMr
ImÌr {Z_m©U hmoVo.''

"Communication is the sum of all the things, one person does when he wants

to create understanding in the mind of another. It involves systematic and continuous

process of telling, listening and understanding."  Louis Allen

bwB©g A°bZ ̀ m§À`m _Vo,> ""EImÚm ì`ŠVrZo Xþgè`m ì`ŠVrÀ`m _ZmV {d{eï> OmUrd {Z_m©U
H$aÊ`mÀ`m hoVyZo Ho$boë`m gd© {H«$`m§Mr Jmoim~oarO åhUOo g§kmnZ hmò . g§kmnZ hr gm§JÊ`mMr, EoHy$Z
KoÊ`mMr d g_OyZ KoÊ`mMr EH$ nÕVera d {Za§Va MmbUmar à{H«$`m hmò .''

"Communication is a process of passing information and understanding from

one person to another."  Keith & Devis

{H$W d S>opìhg åhUVmV,> ""EH$m ì`ŠVrH$Sy>Z Xþgè`m ì`ŠVrH$S>o _m{hVr d {dMma à{H«$`m
åhUOo g§kmnZ hmò .''

A_o[aH$Z ì`dñWmnZ g§KmZo Ho$bobr ì`m»`m ""Á`m H$moUË`mhr H¥$Vr_wio AW©nyU© _m{hVrMo
AmXmZ-àXmZ hmoVo Ë`mg g§kmnZ Ago åhUVm òB©b.''

"Communication may be broadly  defined as the process of meaningful

interaction among human being. More specifically it is process by which meanings are

perceived and understandings are reached among human being. "  D.E.Mefarlan

S>r.B©._o\$ab§S>À`m _Vo,> ""ì`mnH$ ÑîQ>çm ì`pŠVg_yhm_Yrb hmoUmè`m AW©nyU© {dMmam§À`m
AmXmZ-àXmZmbm g§kmnZ n«{H«$`m åhUVm òB©b. g§Hw${MVÑîQ>çm g§kmnZ Aer EH$ à{H«$`m Amho H$s
Á`mÛmao ì`pŠVg_yhm_Ü ò _m{hVr gm§{JVbr OmVo d g_OyZ KoVbr OmVo.''

"Communication is any means by which thought is transfered from one person

to another."  Chappel and Read

g§kmnZ åhUOo.> ""EH$m ì`ŠVrH$Sy>Z Xþgè`m ì`ŠVrH$S>o {dMmam§Mo AmXmZ-àXmZ hmoÊ`mgmR>r
dmnaÊ`mV òUmao H$moUVohr gmYZ hmò .''

"Communication is the exchange of meanings between individuals through

common system of symbols.."  I. A. Richard

""{MÝhm§À`m gd©gm_mÝ` nÕVrÛmam ì`ŠVt_Ü ò hmoUmè`m {dMmam§À`m XodmU-KodmUrbm g§kmnZ
Ago åhUVmV.''

lr. S>mda `m§À`m_Vo, ""Á`m à{H«$ òÛmao EImÚm g§KQ>ZoVrb AZoH$ ì`ŠVt_Ü ò AW©nyU©
XodmUKodmU hmoÊ`mgmR>r `mo½` AWm©Mr A{^ì`ŠVr hmoD$Z gm_§Oñ` {Z_m©U hmoVo Ë`m à{H«$ òg g§kmnZ
Ago åhUVmV.''

1.2.2 g§kmnZmMo C{Ôï>o (Objectives of Communication)

gmYmaUnUo g§kmnZmMo CÔoe XmoZ àH$maMo AgVmV. EH$ åhUOo _m{hVr XoUo Am{U Xþgao åhUOo
_Z didyZ Amnë`m åhUÊ`mà_mUo Ë`mbm dmJÊ`mg qH$dm {dMma H$amd`mg bmdUo. H$_©Mmar Am{U
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ì`dñWmnZ `m§À`mVrb g§~§Y, CËnmXH$Vo_Ü ò dmT>, `mMm ~amo~a Y¡̀ ©nyVu ho g§kmnZmMo C{Ôï> AgVo.
VgoM ì`dgm`mV nwT>rb {d{dY C{Ôï>m§À`m nyV©VogmR>r g§kmnZ Ho$bo OmVo.
1)   _m{hVr XoUo d KoUo

ì`dgm`mV AZoH$ ~m~r §g§~§{YV _m{hVr {_idmdr bmJVo VgoM BVam§Zm hr Úmdr bmJVo. CXm.
dñVw, H$ÀMm_mb, ~mOanoR>m, ñnYm©, gaH$mar H$m`Xo, Jw§VdUyH$Xmam§Mr àd¥Îmr, ^m§S>db {_i{dÊ`mMr
{R>H$mUo B. _m{hVr ì`dgm`mbm Amdí`H$ AgVo. Aem àH$maMr _m{hVr g§kmnZmÛmao {_i{dVm `oVo.
VgoM Amnë`m g§ñWm, YmoaU, H$m ©̀ `m~Ôb H$_©Mmè`m§Zm J«mhH$m§Zm Jw§VdUyH$Xmam§Zm d gd© OZVobm
Amdí`H$ Aer _m{hVr g§kmnZmÛmao nwadmdr bmJVo Aem àH$mao _m{hVr XoUo AWdm KoUo ho g§kmnZmMo
EH$ C{Ôï> AgVo.
2)   CnXoe d g„m XoUo d KoUo

ì`dñWmnZ H$aVm§Zm {Xboë`m AmXoemMo `mo½` nmbZ ìhmdo åhUyZ ì`dñWmnZ Amnë`m
H$_©Mmè`m§Zm CnXoe H$aVo qH$dm g„m XoVo. ho H$m ©̀ g§kmnZmÛmao Ho$bo OmD$ eH$Vo. AZoH$Xm ì`dñWmnZmbm
H$mhr {ZU©̀  KoÊ`mnydu Vk ì`ŠVtMm g„m ¿`mdm bmJVmo. Agm g„m XoIrb g§kmnZmÛmaoM {_i{dbm
OmVmo. Aem àH$mao g„m XoUo AWdm KoUo qH$dm CnXoe XoUo AWdm {_i{dUo hm g§kmnZmMm hoVy AgVmo.
3)   AmXoe XoUo d KoUo

ì`dñWmnZmV BVam§H$Sy>Z H$m_ H$ê$Z ¿`mdo bmJV Agë`mZo d[að> A{YH$mar Amnë`m H${Zð>m§Zm
Amdí`H$ Ago AmXoe XoV AgVmV. Ë`mM ~amo~a H$mhr {d{eï> n[apñWVrV H${Zð>m§Zm d[að> A{YH$mè`m§H$Sy>Z
`mo½` AmXoe {_i{dUo Amdí`H$ AgVo Ago AmXoe {_i{dÊ`mgmR>r g§kmnZ Ho$bo OmVo.
4)   gyMZm XoUo d KoUo

AmYw{ZH$ ì`dñWmnZmV H$m_Jmam§Mm gh^mJ _hÎdmMm _mZbm OmVmo. Ë`m_wio ~è`mM doiog
ì`dñWmnH$ H$moUVmhr {ZU©̀  KoÊ`mnydu Ë`mg§~§YrV {df`m~m~V H$m_Jmam§À`m gyMZm _mJ{dVmo. Aem
gyMZm g§kmnZmÛmao {_i{dë`m OmVmV. ~è`mM doiog H$m_JmaXoIrb EImÚm àíZmg§~§Yr Amnë`m
gyMZm d[að> A{YH$mè`m§Zm XoVmV d gyMZmXoIrb g§kmnZm ÛmaoM {Xë`m OmVmV.
5)   à~moYZ H$aUo

ì`dgm` g§ñWoV gd© H$_©Mmè`m§Zm à~moYZ H$aUo AWdm BVam§H$Sy>Z Ë`m§Zm {ejU XoUo ho
g§kmnZmMo CÔoe Agy eH$Vo. H$m_Jmam§Zm Hw$eb ~Z{dÊ`mgmR>r ì`dgm`m_m\©$V Ë`m§Zm à{ejU {Xbo OmVo.
ho à{ejU åhUOo EH$ àH$mao H$_©Mmè`m§Mo à~moYZ H$aUo hmò . `mgmR>r g§kmnZmMm dmna Ho$bm OmVmo.
6)   Bemam XoUo

g§ñWoVrb H$_©Mmar {eñVrZo d {Z`_mZwgma dmJV Zgob Va Aem H$_©Mmè`m§Zm Bemam qH$dm
VmH$sX Úmdr bmJVo. ̀ m Bemè`m_wio MwH$ H$aUmè`m H$_©Mmè`mbm X§S> qH$dm ZmoH$ardê$Z H$_r H$aÊ`mMr
{^Vr XmI{dbr OmVo. Ë`m_wio H$_©Mmar ~o{eñV dmJV Zmhr H$mhr doiog gd©M H$_©Mmè`m§Zm Bemam
XoÊ`mMr JaO ^mgVo. ho H$m_ g§kmnZmÛmao Ho$bo OmVo.
7)   Zr{VY¡`© C§MmdUo

gd© H$_©Mmè`m§Zr EH$ g§KnUo H$m_ H$aÊ`mgmR>r ì`dñWmnH$ g§kmnZmÛmao H$_©Mmè`m§Mo
Zr[VY¡̀ © C§MmdÊ`mMm à`ËZ H$aV AgVmo. ̀ mgmR>r {d{dY _mJmªMm Adb§~ Ho$bm OmVmo. CXm. H$m_Jmam§À`m
Mm§Jë`m H$m_mMo H$m¡VwH$ H$aUo AmnU à{V{ð>V Aem g§ñWoV H$m_ H$arV AmhmoV `mMm A{^_mZ
H$m_Jmam§Zm AgUo åhUOo Ë`mMo Zr{VY¡̀ © Mm§Jbo AgUo hmò . H$_©Mmè`m§Mo Zr{VY¡̀ © Oa CÀM Agob Va
g§ñWoMo C{Ôï>o JmR>Uo gmono OmVo.



Eg.dm`.~r.H$m°_.-ì`mdgm{`H$ g§kmnZ d H$åß ỳqQ>J _°ZoO_|Q                         6

5)   A{^àoaU H$aUo
g§ñWoÀ`m C{Ôï> ny{V©gmR>r H$m_Jmam§Zm àoaUm XoD$Z Ë`m§À`mH$Sy>Z H$m_ H$ê$Z KoUo ho _hÎdmMo

H$m ©̀ Amho. g§ñWoÀ`m `moOZm Am{U g§ñWoVrb gwIgmò r {H$Vrhr Mm§Jë`m Agë`mVar H$_©Mmar H$m_
H$arVbM ̀ mMr ImÌr Zmhr åhUyZM H$_©Mmè`m§Zm àoaUm Úmdr bmJVo. ̀ mbmM A{^àoaUoMo H$m ©̀ åhUVmV.
A{^àoaUo_wio H$_©Mmè`m_Ü ò ñdoÀN>oZo, AmVwaVoZo Am{U _ZmnmgyZ H$m_ H$aÊ`mMr ^mdZm {Z_m©U hmoVo.
H$m_mMm `mo½` _mo~Xbm XoUo, A{YH$ H$m_mgmR>r A{YH$ _mo~Xbm XoUo, ZmoH$arMr emídVr XoUo, {d{dY
gwIgmò r nwa{dUo, _yb ŷV JaOm ^mJ{dUo BË`mXr _mJm©Mm Adb§~ H$ê$Z A{^àoaUm {Xbr OmVo.
9)   gh_Vr {Z_m©U H$aUo

g§kmnZmMm _yi CÔoe H$ë`mU gmYUo hm Amho. ì`dgm`mVrb `e {_i{dUo, `eñdr
g§MmbZ H$aUo, ì`dgm`mVrb Bï>m§H$ nyU© H$aUo, {ZU©̀  à{H«$ òbm _XV H$aUo, H$_©Mmè`m§Mm AmË_{dídmg
dmT>{dUo , H$_©Mmè`m§À`m H$m_mMo _wë`_mnZ H$aÊ`mgmR>r g§kmnZ H$aUo. H$m_Jmam§Zm àoaUm XoUo, Vr
{Q>H${dUo, Ë`m§Mo _wë`_mnZ H$aÊ`mgmR>r g§kmnZ H$aUo. H$m_Jmam§Zm àoaUm XoUo, Vr {Q>H${dUo, Ë`m§Mo
_Zmo~b dmT>{dUo `m gd© {H«$`m g§kmnZmÛmao H$aVm òVmV. g§kmnZmMm g§~§Y _mZdr KQ>H$mer òV
Agë`m_wio Ë`mMo {dMma {dH$ma d ̂ mdZm ̀ m§Zm AmdmhZ H$ê$Z g§kmnZ Ho$ë`mg àoaUm d _Zmo~b ̀ mV
dmT> hmoD$Z EHy$U ì`dgm`mMm hoVy gmÜ` H$aVm òVmo.

1.2.3 g§kmnZmMo ì`dgm{`H$ _hÎd  (Importance of Business Communication)

ì`dgm`mVrb ì`dñWmnZmV g§kmnZmMo H$m ©̀ EH$ AË §̀V _hÎdmMo H$m ©̀ g_Obo OmVo.
n[aUm_H$maH$ g§kmnZ ho H$moUË`mhr g§KQ>rV _mZdr H$m`m©Mm AmË_m Amho. ì`dgm`mÀ`m Ñï>rZo {dMma
H$aVm g§kmnZmMo _hÎd nwT>rb Jmoï>t_wio Iyn dmT>bo Amho Ago {XgyZ òB©b.
1) _moR>çm ì`dgm`mMr JaO

AmYw{ZH$ ì`dgm`mMo ñdê$n Iyn ~Xbobo AgyZ {dnUZ d {dVaU H«$m§Vr_wio g§nyU© OJ EH$
~mOmanoR> ~Zbr Amho. ì`dgm` g§ñWm gwê$dmVrbm ñWm{ZH$ ~mOmanoR>oÀ`m JaOm ^mJ{dÊ`mnwaVr
_`m©{XV Agbr Var AmVm {VMo {jVrOo {dñVmabobr AmhoV. ñnY©H$ H§$nÝ`m naH$s` ~mOmamV CVaVmV
CËnmXZ H$m ©̀ dmT>{dVmV. Ë`m_wio H$moUË`mhr ì`dgm` g§ñWobm Amnbm ì`dgm` ñnYm©Ë_H$ R>odmdm
bmJVmo. ì`dgm` g§ñWoMr g§nH©$ H$jm hr J«mhH$, gwá J«mhH$, ^mJYmaH$, OmhramVXma, godH$,
H$O©amoIoYmaH$, emgZ, ~oH$g©, BVa _Ü`ñW, nwadR>mXma BË`mXtZm ì`mnVo. n[aUm_H$maH$ g§kmnZ
nÕVrZo d _mÜ`_mÛmao `m {d{dY KQ>H$m§er g§nH©$ gmYmdm bmJVmo.

dmT>Vm ì`dgm`, ì`dgm{`H$ H$m`m©Mr pŠbï>Vm d dmT>Vr ñnYm© `m_wio g§kmnZ ho H§$nZr
ì`dñWmnZmVrb EH$ S>mdnoMr V§Ì ~Zbo Amho
2) g§KQ>ZoMm X~md

g§ñWoer {ZJS>rV Agboë`m ì`ŠVr qH$dm nj ̀ m§Mo g§KQ>rV ApñVËd {dMmamV KoVm g§kmnZmMr
JaO AmUIr dmQ>br Amho. H§$nZrMo ^mJYmaH$, YZH$mo, H$O©amoIoYmaH$, nwadR>mXma, godH$ BË`mXr KQ>H$
AmVm g§K[Q>V Pmbo AmhoV. Amnë`m {hVg§~§YmgmR>r Vo doi àg§Jr X~mdV§ÌmMm dmna H$ê$ eH$VmV. Amnbo
åhUUo g§ñWoMm godH$ Á`m H$m_Jma g§KQ>ZoMm g^mgX Agob Ë`m g§KQ>ZoÀ`m ZoË`m§Zm nQ>dyZ Úmdo bmJVo.
`m KQ>H$m§Mo n[adV©Z H$aÊ`mgmR>r qH$dm Ë`m§Zm nañna nyaH$ d CÔoemdVu ~Z{dÊ`mgmR>r gẁ mo½` g§kmnZ
àUmbr éT> H$aUo, Ë`mV doioZwgma ~Xb H$aUo Amdí`H$ R>aVo.
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3) ghH$m`m©Mr ^mdZm dmT>{dUo
ì`dgm` ì`dñWmnZmV Am¡nMm[aH$ Am{U AZm¡nMmarH$ ñdénmMo g§kmnZ _mJ© AgVmV.

AZoH$Xm AZm¡nMmarH$ ñdê$nmMo g§kmnZ _mJ© A{YH$ à^mdr R>aVmV. ì`dgm` ì`dñWmnZmV g§kmnZmÀ`m
A^mdr AZoH$ Xmof {Z_m©U hmoVmV. AemV EH$ dmŠ`Vm amhV Zmhr. EH$_oH$m§da MyH$m T>H$bë`m OmVmV.
A{YH$ma d O~m~Xmar `mV g§Kf© {Z_m©U hmoVmo. n[aUm_H$maH$ g§kmnZm_wio ho Xmof Xÿa H$ê$Z g§KQ>Z
H$m ©̀j_ ~Z{dVm òVo. Ë`m_wio H$_©Mmè`mV ghH$m`m©Mr ^mdZm dmT>rg bmJVo.
4) ì`dgm`mVrb ñnYm©

g§ñWoMo ApñVËd H$m`ÚmZo {Z_m©U Pmë`m_wio Ë`m ì`dgm`mbm H$m`Xoera ~§YZo AgVmV.
Ë`mV {d{eï> {ZU©̀  KoD$Z H¥$Vr H$aUo, _m{hVr gmXa H$aUo, Ahdmb qH$dm ànÌo ̂ aUo BË`mXrMm g_mdoe
hmoVmo.

ì`dgm`mVrb ñnY}_wio ì`mdgm`rH$ H$m ©̀ nma nmS>Vm§Zm emñÌr` {díbofU d Ëd[aV {ZU©̀
`mbm _hÎd AgVo. Ëd[aV {ZU©̀  KoUo OodT>o _hÎdmMo VodT>oM Ë`m {ZU©̀ mMr A§_b~OmdUr VmVS>Zo hmoUo
`mo½` AgVo. doiH$mTy>nUm d {KgS>KmB© `m XmoÝhr_wio g§ñWobm Am{W©H$ ZwH$gmZ hmoÊ`mMr {^Vr AgVo.
`mo½` d emñÌewÕ g§kmnZmÛmao {ZU©̀  KoUo d Ë`mMr A§_b~OmdUr H$aUo `m XmoÝhr Jmoï>r Ëd[aV H$em
hmoVrb ho nmhVm òVo.
5) ì`dgm`mMr pŠbï>  H$m ©̀nÕVr

ì`dgm` ì`dñWmnZ hr EH$ gm_y{hH$ à{H«$`m AgVo. AZoH$ KQ>H$m§Mm ̀ m {H«$ òer g§~§Y ̀ oVmo.
`m {edm` A§VJ©V d ~{hJ©V n`m©daUmMm Ë`mda à^md nS>Vmo. Aem doir `mo½` {Z`moOZ d gwgyÌrH$aU
gmYUo JaOoMo AgVo. ì`dñWmnZmÀ`m gd© nmVù`m§da gwgyÌrH$aU d nañna nyaH$Vm gmYUo AmdKS>
AgVo. ho H$m ©̀ {d{dY KQ>H$m§er gwg§dmX gmYë`mg hmoD$ eH$Vo. hm gwg§dmX Mm§Jë`m g§kmnZ à{H«$ òZo
gmYbm OmD$ eH$Vmo. g§kmnZmÛmao _V _Vm§Vao g§nyZ EH$_V d EH$ dmŠ`Vm CËnÞ hmoVo.
6) _mZdr KQ>H$mMr H$m ©̀j_Vm dmT>{dUo

_Zwî`~i, H$ÀMm_mb, n¡gm, ̀ §Ìgm_J«r ̀ m§Mm H$m ©̀j_ dmna hmoÊ`mgmR>r Ë`mg§~§Yr _m{hVr,
{dMma, Zì`m Jmoï>r `m§Mm àgma d g§Mma hmoUo JaOoMo AgVo. g§kmnZm_wio _mZdr KQ>H$m§Mr H$m ©̀j_Vm
dmT>Vo. Ë`m_wio ̀ §Ìm§Mm d H$ÀÀ`m_mbmMm dmna H$m ©̀j_VoZo hmoVmo. _Zwî`~imbm A{YH$ d Mm§Jbo H$m_
H$aÊ`mMr àoaUm {_iVo.
7) g_yh àoaUm d _Zmo~b dmT>{dUo

ì`dgm` ì`dñWmnZmgma»`m gm_w{hH$ ì`mdgm{`H$ H$m`m©V g_yh àoaUm d _Zmo~b dmT>
_hÎdmMr AgVo. àoaUm Zgob Va _mUyg H$m_ H$aUma Zmhr. g§kmnZmÛmao ì`dñWmnH$ àoaUm {Z_m©U
H$aÊ`mMo H$m_ H$aVmo.

à^mdr g§kmnZ ì`dgm` g§KQ>Z aMZobm H$m ©̀j_ ~Z{dUmao d gm_w{hH$ àoaUm XoD$Z _Zmo~b
dmT>{dUmao EH$ àH$maMo g§OrdH$ Amho.

g§kmnZmMr ì`dñWm {Z_m©U H$aUo Am{U Vr {Q>H$dyZ R>odUo ho ì`dñWmnH$mMo à_wI H$V©ì`
Amho. Ë`mgmR>r g§kmnZ _hÎdmMo Amho. `mo½` {Z`moOZ H$aUo, g_Ýd` gmYUo, ì`dgm`mMo `eñdr
g§MmbZ H$aUo, g§KQ>ZoMr H$m ©̀j_Vm dmT>{dUo, CËnmXZ IMm©V H$nmV H$aUo, ì`dñWmnH$m§À`m H$m ©̀j_VoV
dmT> H$aUo, ì`dñWmnZ d H$_©Mmar g§~§YmV gwYmaUm KS>dyZ AmUUo, ZoV¥Ëdm~Ôb {dídmg {Z_m©U
H$aUo, bmoH$emhr ì`dñWmnZ XoUo, àoaUm d _Zmo~bmMr ~m§YUr H$aUo, H$_©Mmè`mg H$m_m~Ôb g_mZ
dmQ>Uo hohr _wÔo g§XoedhZmV _hÎdmMr AmhoV.
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1.2.4 à^mdr g§kmnZmMr VÎdo (Principles of Effective Communication)

AmYw{ZH$ g_mOmV {XdgmMm gmYmaUnUo 80Q>ŠHo$ H$mi g§kmnZ H$m`m©V ì`VrV hmoVmo. Vw_Mr
BÀN>m Agmo AJa Zgmo g§kmnZ à{H«$`m Vw_À`m ^modVr H$moe V`ma H$aVo. ì`ŠVr, ì`ŠVrg_yh, g§ñWm
BË`mXr_Ü ò gyMZm, _m{hVr, Ñï>rH$moZ, _Vo-_Vm§Vao `m§Mm g¡Xd {diIm AgVmo. `m Jmoï>r Q>miVm òV
ZmhrV. CbQ> `m§Mr _ybVÎdo {dMmamV KoD$Z g§kmnZ ẁJmbm gm_moao OmUo hoM lò ñH$a AgVo. g§kmnZ
ho H$m ©̀j_, n[aUm_H$maH$ H$go hmoB©b ̀ mH$S>o bj nwa{dUo JaOoMo Amho. g§kmnZ hr 65 dr H$bm _mZbr
Jobr Amho. g§kmnZmbm à^mdr ~Z{dÊ`mgmR>r à_wI VÎdo nwT>rbà_mUo -
1) gwñnï>Vm

Or _m{hVr qH$dm Jmoï> OmUyZ ¿`m`Mr Agob Vr gwñnï> Agbr nm[hOo. ̂ mfm qH$dm _mÜ`_
H$moUVohr Agmo Vr ñnï> nm{hOo. Ë`mVyZ Zo_H$m Ano{jV AW© ÜdZrV Pmbm nm{hOo. boIr, Vm|S>r AJa
AÝ` gm§Ho${VH$ ^mfm Agbr na§Vw Vr Oa AMyH$ d g§{já Zgob Va Ano{jV n[aUm_ gmYbm OmUma
Zmhr. öX`mMr ^mfm hr gd©loð> _mZbr Amho. _mUgmÀ`m _mV¥̂ mfoV Ë`mÀ`m n[a{MV eãX à`moJmV
EImÚmbm g§Xoe Xobm Va Ë`mÀ`m Ano{jV n[aUm_ gmYVmo.
2) _mÜ`_mMr AMyH$Vm

g§kmnZmMr n[aUm_H$maH$Vm hr Ë`mgmR>r dmnaboë`m _mÜ`_mda Adb§~yZ AgVo. EImXm
g§Xoe {bhÿZ nmR>dmdm, Vm|S>r gm§Jmdm H$s, gm§Ho${VH$ ̂ mfoV hmd^mdmZo gm§Jmdm? ̀ mMr {ZdS> g§kmnH$mÀ`m
Ñï>rZo _hÎdmMr R>aVo. ̂ mfm ho _mÜ`_ Agob Va ̂ mfm {~ZMyH$ d AMyH$ hdr. H$_r eãXmV ̀ mo½` Ame`
ì`ŠV hmoB©b Aer dmŠ` aMZm hdr. {b{IV AJa _m¡{IH$ ̂ mfoMr ñdV§Ì d¡{eï>o d S>m¡b ̀ mMm gm§̂ mi
H$amdm bmJVmo. Á`m AWm©Zo AmnU eãX dmnabm Agob VmoM AW© Ë`mVyZ ÜdZrV Pmbm VaM g§Xoe
lmoË`mbm `mo½` AW© {dV[aV hmoB©b. ^mfm qH$dm eãX à`moJ MwH$sMo bmdbo Joë`mZo AWm©Mo AZW©
Pmë`mMr AZoH$ CXmhaUo B{VhmgV ~Km`bm {_iVmV.
3) {ZXm}fVm qH$dm {~ZMyH$nUm

g§kmnZmMo EH$ _hÎdmMo VÎd åhUOo Ë`mMr {ZXm}fVm. boIr qH$dm Vm|S>r g§Xoe H$emhr àH$mao
g§H«${_V hmoUma Agbm Var Vmo {~ZMyH$ nm{hOo. {deofV… boIr g§XoemV gË`Vm hdr. H$m`XoeraÑîQ>çm
gË` Jmoï>r XS>dyZ R>odVm òV ZmhrV. g§kmnZmV gË`Vm Zgob Va {dídmgmh©Vm g§nwï>mV òVo. AgË`
{dYmZ ho {VañH$marV e§H$mñnX R>aVo. Ago {dYmZ qH$dm _V H$moUVmhr n[aUm_ gmYy eH$V Zmhr.
H§$nZrÀ`m dm{f©H$ AhdmbmVrb Aer {dYmZo XIbnmÌ JwÝhm Aem àH$maMr AgVmV.
4) EH$mË_Vm

g§kmnZ {ho EH$ gmYZ Amho. g§KQ>Zm H$m`m©pÝdV H$aÊ`mMo Vo EH$ à^mdr _mÜ`_ Amho.
g§KQ>ZoÀ`m C{ÔîQ>m§Zm nyaH$ R>aVrb Ago g§kmnZ hdo. g§KQ>ZoVrb àË òH$ ì`ŠVr g§KQ>Zoer àm_m{UH$
Agë`mg g§KQ>ZoMo C{Ôï> JmR>Vm ̀ oVo. ̀ m pñWVrbm EH$mË_Vm Ago åhUVmV. EH§$XarV g§kmnZ H$aVm§Zm
g§KQ>ZoÀ`m EH$mË_Vobm VS>m OmUma Zmhr `mMr H$miOr KoD$Z g§kmnZ H$aUo åhUOo EH$mË_VoMo VÎd
A_bmV AmUUo hmò .
5) g§{jáVm

g§Xoem_Ü ò g§{jáVm AmUÊ`mgmR>r AZmdí`H$ _m{hVr XoÊ`mMo Q>mimdo, dmŠ`mMo nwZamd¥Îmr
Q>mimdr, A{ZpíMV AWm©À`m eãXm§Mm d dmH²$àMmamMm dmna Q>mimdm. g§{já ñdê$nmV g§Xoe {Xgë`mg
Vmo ghOnUo dmMbm OmVmo Am{U Ë`mbm à{VgmXhr Ëd[aV {_iVmo. H$moUVmhr g§Xoe XoV AgVm§Zm Vmo
WmoS>Š`mV d H$_rV H$_r eãXmV H$gm XoVm ̀ oB©b ̀ mMr H$miOr KoUo åhUOo g§{jáVoMo VËd nmiUo hmò .
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6) g§kmnr
ì`ŠVr AJa g_yh `mMr Vab J«hUeŠVr åhUOo g§kmnr hmò . Vab J«hUeŠVr hr `eñdr

g§kmnZmbm AË`mdí`H$ Jmoï> Amho. g§Xoe hm eãXénr Agbm Var Ë`mMm Ame` hm _|XÿZo J«hU H$am`Mm
AgVmo. Ë`mnmgyZ MmbZm ¿`m`Mr AgVo. Ame` g_OyZ KoÊ`mgmR>r Á`m§À`mgmR>r g§kmnZ Amho. Ë`mMo
J«hUeŠVr Mm§Jbr nm{hOo. _Z Am{U _|Xÿ pñWa AdñWoV Agob Va bdH$a J«hU hmoB©b.
7) H$mbgmnojVm

àË òH$ g§kmnZ doiÀ`m doir Ho$bo nm{hOo H$maU doioda Z nmR>{dbobm g§Xoe à^mdr R>aV
Zmhr. ì`dgm`mV g§kmnZmV doioÀ`m VÎdmbm AË §̀V _hÎd Amho. X¡Z§{XZ OrdZmV `m VÎdmMm {dMma
H$ê$Z g§kmnZ H$amdo bmJVo. C{MV doir g§Xoe nmoM{dUo, Vmo g_OUo `mV g§kmnZmMo 90 Q>ŠHo$ `e
gm_mdbobo Amho.
8) `mo½` g§Xoe

g§kmnZmV g§Xoe hm ̀ mo½` KQ>H$m§gmR>r ̀ mo½` AemàH$maMm AgUo C{MV Amho. g§kmnrbm C{MV
Agm g§Xoe AgUo lò ñH$a hmò .
9) gbJVm

g§Xoe dhZ ho I§S>rV qH$dm VyQ>H$ Zgmdo. Ë`m_wio Ame` g_OÊ`mg d Ë`mnmgyZ àoaUm KoD$Z
H$m ©̀ àd¥Îm hmoÊ`mV AS>Wio ̀ oVmV. Aem g§XoemMr n[aUm_H$maH$Vm {Q>H$V Zmhr. ̀ mgmR>r g§Xoe dhZmMo
AmYw{ZH$ _mÜ`_o CXm. XÿaÜdZr, Xÿag§Ho$V, \°$Šg BË`mXr {Z_m©U Pmbr Amho. XÿaXe©Z d AmH$medmUr
`m gma»`m àgma _mÜ`_m§Zr EH$M g§Xoe AZoH$m§n ª̀V jUmYm©V nmoM{dÊ`mMr gmò  CnbãY Pmbr Amho.
10) _mÜ`_mMr {d{dYVm

g§kmnZmgmR>r àH$maÀ`m _mÜ`_mda qH$dm V§Ìmda ̂ a Zgmdm EH$M g§Xoe doJdoJù`m _mÜ`_mVyZ
Úmdm bmJVmo. CXm. gmja bmoH$m§gmR>r ^mfm qH$dm {b{IV _OyH$a ho _mÜ`_ amhrbo Va {Zajam§gmR>r
g§̂ mfU d {MÌo ho _mÜ`_ amhrb.
11) g§kmnZmMo Omio

g§ñWoMm AmH$ma _moR>m Agbm Va {d{dY {R>H$mUr g§Xoe àmáH$Ë`mªn ª̀V g§Xoe nmR>{dÊ`mgmR>r
g§XoedhZmMo Oo _mJ© R>a{dbobo AgVmV Ë`mbmM g§kmnZmMo Omio åhUyZ AmoiIbo OmVo. ho Omio à^mdr
d H$m ©̀j_ Agob Va g§Xoe XoÊ`mKoÊ`mV gwb^Vm ̀ oVo. A{bH$S>o CnJ«hm_m\©$V AZoH$ ImOJr dm{hÝ`m§Zr
{d{dY H$m ©̀H«$_ àgm[aV H$aÊ`mMo R>adyZ KoVbobo Amho. Ë`mM à_mUo _moR>çm H§$nZrV g§XoedhZmMo Omio
{Z_m©U Ho$bo OmVo. Ë`m_wio g§kmnZ Omio ho g§XoedhZmMo EH$ à_wI VÎd g_Obo OmVo.

g§kmnZmÀ`m darb VÎdm§Mm Cn`moJ Ho$ë`mg g§XoedhZ à^mdr R>aVo. à^mdr g§XoedhZm_wioM
g§KQ>ZoVrb AZoH$ Am¡Úmo{JH$ àíZ gmoS>{dÊ`mg _XV hmoVo. g§XoedhZm_wio H$_©Mmè`mV ghH$m`m©Mr
^mdZm dmT>rg bmJVo. ì`dñWmnZ Am{U H$_©Mmar `m§À`mVrb Am¡Úmo{JH$ g§~§Y gwYmaVmV.

1.2.5 g§kmnZmVrb AS>Wio (Barriers to Communication)

g§kmnZmV AmMma-{dMma, _Vo, H$ënZm, H¥$Vr, g§Xoe BË`mXtMr XodmU-KodmU Ho$br OmVo.
g§ñWoVrb g§XoedhZ à{H«$`m `mo½` àH$maMr Agob Va hr XodmU-KodmU gwb^VoZo hmoVo. na§Vw AZoH$Xm
g§XoemÀ`m XodmU-KodmUrV AS>MUr òVmV qH$dm AS>Wio, hmoVmV, Ë`mbmM g§XoedhZmVrb AS>MUr
Ago åhUVmV. ̀ m AS>MUrMo ̀ m§{ÌH$ AS>Wio (Mechanical Barriers), ̂ m¡{VH$ AS>Wio (Physical
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Barriers), _mZ{gH$ d gm_m{OH$ AS>Wio (Sycho-Sociological Barriers), eãXmW© qH$dm ~m¡{ÕH$
AS>Wio (Semantic Barriers), XOm© [H§$dm ñWmZm_wio {Z_m©U hmoUmao AS>Wio (Status  Barriers)Ago
dJuH$aU H$aVm ̀ oVo. g§XoedhZmVrb AS>MUr_wio g§XoeXmVm d g§XoeàmáH$Vm© ̀ m§À`mV EH$_V hmoV Zmhr
Ë`mbmM g§XoedhZmVrb nmoH$ir (Communication Gap) Ago åhUVmV. g§XoedhZmVrb AS>Wù`m§_wio
g§ñWoMr nyd©{ZYm©[aV C{Ôï>o nyU© hmoV ZmhrV. åhUyZM g§XoedhZmVrb AS>MUr qH$dm AS>Wio doirM Xÿa
H$aÊ`mV Ambo nm{hOoV. g§XoedhZmV òUmè`m AS>MUr qH$dm AS>Wio Imbrbà_mUo AmhoV.
A) `m§{ÌH$ AS>Wi o (Mechanical Barriers)

`m§{ÌH$ AS>Wù`m_Y ò Imbrb AS>Wù`m§Mm g_mdoe hmoVmo.
1. {dVaU gmIirVrb Xmof

g§XoedhZmÀ`m {dVaU gmIirV AZoH$ ZdZdrZ gmYZm§Mm dmna Ho$bm OmVmo. CXm. XÿaXe©Z,
ao{S>Amo, XÿaÜdZr, Vma, g§JUH$, _m{hVr _hmOmb BË`mXr. `m gmYZm§À`m `m§{ÌH$ ì`dñWoV AS>MUr
Amë`mg g§XoedhZmV AS>MUr òVmV. CXm. ao{S>Amo qH$dm XÿaXe©Z H|$ÐmÀ`m àjonUm_Ü ò {~KmS>
Agë`mg ~mVå`m/àjonUmV Xmof ̀ oVmV. Ë`m_wio g§XoedhZ ̀ mo½` àH$mao hmoV Zmhr. g§XoedhZmV nyU©nUo
AS>Wio Amë`mg g§kmnZ CUrd {Z_m©U hmoD$Z Ë`mVyZ CX²̂ dUmao n[aUm_ g§̂ dVmV. _mÌ Á`mdoir
g§XoedhZ AY©dQ> ñdénmMo qH$dm Anwao hmoVo Aemdoir g§kmnZmVyZ doJdoJio AW© bmdbm OmD$Z Ë`mMo
{dnarV n[aUm_ hmoÊ`mMr eŠ`Vm AgVo.
2. AmdmO

g§XoedhZmV g§Xoe àmáH$Ë`m©bm ZrQ> EoHy$ òUo AË`m§V Amdí`H$ Amho. na§Vw AmOH$mb
Üd{ZàXÿfUmV _moR>çm à_mUmV dmT> hmoV Amho. Ë`m_wio AZoH$Xm g§Xoe àmáH$Ë`m©bm g§Xoe {_iV Zmhr
qH$dm Añnï> AmdmOm_wio Ë`mMm ZrQ> AW© H$iV Zmhr. eoOmar AmdmO H$aUmao H$maImZo AgVrb Va
Ë`m_wiohr Üd{ZàXÿfU {Z_m©U hmoVo. §̀ÌmVrb {~KmS>m_wiohr Üd{ZàXÿfU {Z_m©U hmoV AgVo.
3. g§KQ>Z d g§XoedhZ nÕVrVrb Xmof

_moR>_moR>çm CÚmoJmV g§KQ>Z aMZoV {Za{Zamio ñVa {Z_m©U Ho$bobo AgVmV. Ë`m_wio AmXoe
qH$dm _m{hVr A{YH$mè`m§_m\©$V admZm hmoV AgVo. àË òH$ ñVamda Ë`mVrb _{hVrMm AW© doJdoJim
bmdbm OmVmo. _m{hVr~m~V H$Yr-H$Yr Amjonhr KoVbo OmVmV. Ë`m_wio g§~§{YV AmXoe qH$dm _m{hVr
BpÀN>V ñWir nmohMÊ`mg ~amM H$mbmdYr OmVmo. Ë`m_wio g§XoedhZmV nmoH$ir {Z_m©U Pmë`m{edm`
amhV Zmhr. AYmoJm_r g§XoedhZmV AZoH$Xm AmXoe, gyMZm, n[anÌHo$, nÌo {b{IV ñdê$nmV dê$Z Imbr
nmR>{dÊ`mV ̀ oVmV. na§Vw AZoH$Xm darb ~m~tÀ`m dmMZmH$S>o Xþb©j Ho$bo OmVo. g§Xoe bm§~bMH$ Agob
Va Vmo dmMÊ`mg H§$Q>mim Ho$bm OmVmo. AZoH$Xm Va CÀM A{YH$mar gwÕm gd©M nÌo _Z bmdyZ dmMV
ZmhrV. Ë`m_wio g§XoedhZmV AS>MUr òVmV. VgoM CÜd©Jm_r g§XoedhZmV ImbyZ da g§XoedhZ hmoV
AgVo. nU H$_©Mmar Ë`m§Zm \$ŠV bm^Xm`H$ _m{hVrM da nmR>{dV AgVmV Ago AZoH$Xm {ZXe©Zmg ̀ oVo.
H$_©Mmè`m§Zm AZoH$Xm H$moUVr _m{hVr H$_r _hÎdmMr d H$moUVr _m{hVr OmñV _hÎdmMr Agohr dJuH$aU
H$aVm òV Zmhr. Ë`m_wio _hÎdmMr _m{hVr nmR>{dbr OmV Zmhr. WmoS>Š`mV, g§KQ>Z aMZoVrb d
g§XoedhZmÀ`m nÕVrVrb Xmofm§_wio g§XoedhZmV AS>MUr {Z_m©U hmoVmV.

gd© ì`ŠVr H$m¡eë`màmá g§kmnH$ ZgVmV. ~hþVoH$ ì`ŠVtZm n[aUm_H$maH$ g§kmnZmV H$mhr Zm
H$mhr AS>MUr òVmV. Ë`m_wio AS>MUtda _mV H$aÊ`mMo H$m¡eë` àmá H$aÊ`mgmR>r g§kmnH$mZo à`ËZ
Ho$bo nm{hOoV. AS>Wio H$m {Z_m©U hmoVmV ho g_OdyZ KoUo _hÎdmMo AgVo. ì`ŠVtZm ñdV…À`m ̂ mdZm,
BÀN>m, ^rVr, Anojm, AmdS>r{ZdS>r, _Zmod¥Îmr, _Vo (Opinions) AgVmV. H$mhr g_ñ`m, AS>Wio
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H$m¡Qw>§{~H$ nmíd©̂ y_r_wio Va H$mhr gm_m{OH$ dmVmdaUm_wio {Z_m©U Pmboë`m AgVmV. {edm` d¡̀ pŠVH$
{dMma j_Vm, {ejU Am{U ì`pŠVJV AZŵ d XoIrb AS>Wio {Z_m©U H$aVmV. g§Xoe g_OÊ`mÀ`m
g_ñ`m A§eV… gm_m{OH$ Ñ{ï>H$moZm_wio Va A§eV… d¡̀ pŠVH$ Ñ{ï>H$moZm_wio {Z_m©U hmoVmV. `mbmM
g_m{OH$-_mZ{gH$ AS>Wio åhUVmV. Ë`m_wio Amboë`m g§Xoembm H$go gm_moao Omdo `mgmR>r
g§XoeàmáH$Ë`m©bm g§XoemÀ`m VrZ nmVù`m (ñVa) _mhrV AgUo JaOoMo AgVo.
1.  g§Xoe OmUyZ KoUo (Noting)

 g§Xoe OmUyZ KoUo emar[aH$ nmVir g_Obr OmVo. Amnë`m kmZo{Ð`m§_wio AmnU Ambobm
g§Xoe OmUyZ KoV AgVmo. Ë`mda bj XoV AgVmo.
2.  g§Xoe g_OyZ KoUo (Understanding)

 g§Xoe g_OyZ KoUo hr d¡Mm[aH$ nmVir hmò . Ambobm g§Xoe g_OÊ`mMr d¡̀ pŠVH$ j_Vm
g§XoeàmáH$Ë`m©H$S>o AgUo Amdí`H$ AgVo. g§Xoem_Ü ò Agboë`m H$ënZm/Ñ{ï>H$moZ ^mfm BË`mXr
Amnë`m AmH$bZ eŠVr_Ü ò Agë`m nm{hOoV.
3.  g§Xoe ñdrH$maUo (Acceptance)

 g§Xoe ñdrH$maUo hr ̂ mdZmË_H$ nmVir hmò . Amboë`m  g§Xoembm Ëd[aV gwImMr Xþ…ImMr/
AmíM`m©Mr à{V{H«$`m g§Xoe àmáH$Ë`m©À`m ̂ md{ZH$ j_Voda Adb§~yZ AgVo. g§Xoe _mÝ` hmoÊ`mgmaIm
Zgob Va Vmo ZmH$mabm OmVmo {H$dm {dgabm OmVmo. _mZ{gH$, gm_m{OH$ AS>Wio àm_w»`mZo ̂ mdZmË_H$
nmVirer g§~§{YV AmhoV.
Am)  _mZ{gH$ d gm_m{OH$ AS>Wio o (Psycho-Sociological Barries)

 g§XoedhZmÀ`m doir g§XoeXmË`mMr d g§XoeàmáH$Ë`m©Mr _mZ{gH$ AdñWm `mo½` àH$mao
AgUo Amdí`H$ Amho. g§XoeXmË`mZo amJmamJmZo g§Xoe {Xbm Va Vmo Anyam Agy eH$Vmo d g§XoeàmáH$Vm©
Ë`mÀ`mH$S>o Xþb©j H$é eH$Vmo. `m àH$maÀ`m g§àofUmV Imbrb AS>Wio òVmV.
1. AmË_ g§Hw${MV àd¥Îmr

EImXm g§Xoe EoHy$Z KoVm§Zm Ë`m g§Xoemda g§XoeàmáH$Ë`m©À`m ̂ mdZm, _Vo, {dMma BË`mXtMm à^md
nS>Vmo. Ë`mbm Or ~m~ ̀ mo½` dmQ>Vo Vr Vmo ñdrH$maVmo d Or ~m~ A`mo½` dmQ>Vo Vr gmò rñH$a[aË`m {dgabr
OmVo. AemàH$maÀ`m àd¥Îmrda Y_©, amḯ>r`Vm, g_mO, amhÊ`mMr OmJm, H$m¡Qw>§{~H$ {dMmagaUr BË`mXtMm
n[aUm_ hmoV AgVmo. Ë`m_wio g§XoedhZmV n[anyU©Vm òV Zmhr.
2. g_yh _yë`

AmnU Á`m g_yhmV ahmV AgVmo Ë`m g_yhmMm g§XoedhZmda n[aUm_ hmoV AgVmo. g_yhmMr Or
_mZ{gH$Vm AgVo {VÀ`m {damoYmV OmUo eŠ` ZgVo. dmñV{dH$ EImÚm ~m~rda Imob {dMma Ho$ë`mda
Vr Amnë`mbm nQ>V Zmhr, nU Ho$di g_yhmÀ`m {damoYmV OmUo eŠ` ZgVo. åhUyZ Amnë`m d¡̀ pŠVH$
_Vmbm qH$_V ZgVo. CXm. aoëdo H$_©Mmè`m§Zr g§n Ho$ë`mg Ë`mMm XoemÀ`m Am{W©H$ ~m~tda n[aUm_
hmoD$Z gd©gm_mÝ` bmoH$m§Mo hmb hmoUma AmhoV ho _m{hV AgyZhr H$_©Mmar g_yhmÀ`m X~mdmImbr g§nmV
gm_rb hmoVmV. g§nmV gm_rb Pmbmo Zmhr Va AmnU g_yhmÀ`m ~mhoa \o$H$bo OmD$ hr ̂ rVr Ë`m§Zm AgVo.
3. AmË_gÝ_mZ qH$dm AmË_ àm¡T>r

H$Yr H$Yr H$_©Mmè`m§Zm AmË_gÝ_mZ qH$dm AmË_àm¡T>rMm A{^m_Z Ambobm AgVmo. Ë`m_wiohr
Ë`m§À`m _mZ{gH$ àd¥Îmr_wio g§XoedhZmV AS>MUr òVmV. AmË_àm¡T>r AZoH$ dfm©À`m AZŵ dmZ§Va òVo
d H$YrH$Yr Vr A{Ve`moŠVrda AmYm[aV AgVo. Ë`m_wio H$_©Mmar BVam§Mm {dMma A{O~mV H$aV Zmhr.
CXm. EImXm boImnmb AZoH$ dfm©À`m AZŵ dmZ§Va Amnë`m H$m_mV Va~oO hmoD$Z H$m ©̀j_hr AgVmo.
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Ë`m_wio Ë`mbm boIm{d^mJmMm à_wI åhUyZ {ZdS>bo OmVo. Ë`mÀ`m hmVmImbr nm§M Vo ghm boImnmb
AgVmV, nU Ë`mMdoir Ë`mbm _mZdr g§~§YmMr OmUrd Zgob Va ghH$m`mªH$Sy>Z H$m_ H$adyZ KoÊ`mMr
H$bm AdJV Pmë`m{edm` n[aUm_H$maH$ g§kmnZ hmoUma Zmhr.
4. nXmMm A{^_mZ

CÀM ì`dñWmnZmV H$m_ H$aUmao A{YH$mar CÀM loUrMo g_Obo OmVmV AmnUmbm gd©H$mhr
_m{hV Amho Aer Ë`m§Mr YmaUm Pmbobr AgVo. Ë`m_wio H${Zð> ñVamdarb ghH$mè`mZo EImXr `moOZm
gwM{dbr Agob qH$dm {dMma gwM{dbo AgVrb Va d[að> Ë`m§À`mH$S>o VwÀN>VoZo nmhÿZ Xþb©j H$arV
AgVmV. Ë`mÀ`m nXm_wio H${Zð>>m§Mo EoHy$Z KoÊ`mMr Ë`mMr _mZ{gH$Vm ZgVo. ì`dñWmnZ d H$_©Mmar
`m§À`mV A§Va AgVo Aer hr YmaUm {Z_m©U Pmbobr Agë`mZo ~è`mM doim g§XoedhZmV AS>MUr
òVmV.

5. g§kmnZmÀ`m H$m¡eë`mMm A^md
g§XoedhZmÀ`m {b{hUo Am{U ~mobUo ̀ m XmoZ _hÎdmÀ`m ~m~r AmhoV. hr H$m¡eë ò Á`m ì`pŠVbm

AdJV ZgVmV Ë`mbm g§kmnZmV AS>MUr òVmV. VgoM dmMUo d EoH$Uo `m XmoÝhr ~m~tH$S>o AZoH$Xm
CÀÀ A{YH$marhr Xþb©j H$aVmV. A`mo½` arVrZo EoH$Uo d dmMZmMr H$_VaVm ̀ m XmoÝhr ~m~r g§XoedhZmVrb
_mZ{gH$ AS>MUr_Ü ò òVmV.
6. g§XoemVrb {ZdS>H$ ^mJ ñdrH$maUo

H$mhrdoim g§XoeàmáH$Vm© {_imbobm g§Xoe nyU©nUo g_OyZ KoD$ eH$V Zmhr. g§XoeàmáH$Vm© Amnë`m
JaOm, AZŵ d d Amdí`H$Vm bjmV KoD$Z g§XoemMm H$mhr ̂ mJM ñdrH$maVmo. g§XoemVyZ Amnë`mbm hdm
Vgm AW© H$mT>Vmo.
7. ~MmdmË_H$ n{dÌm

`m g§XoemÛmao AmnUm§g Y_H$s/VmH$sX {Xbr Jobr Agob Va g§Xoem àmáH$Vm© ~MmdmË_H$ n{dÌm
KoD$Z g§Xoembm à{VgmX XoVmo. Aem ~MmdmË_H$ ŷ{_Ho$_wio g§Xoe ~amo~a/nyU© g_Obm OmV Zmhr.
8. JiVr

g§Xoe XoÊ`mnmgyZ {_iÊ`mn ª̀V Oa bm§~bMH$ gmIir/_mÜ`_o AgVrb Va àË òH$doir g§XoeXmVm
g§Xoe XoV AgVm§Zm H$mhr ̂ mJ Jmië`mMr qH$dm g§Xoe a§JdyZ gm§JÊ`mMr eŠ`Vm AgVo. g§XoeXmVm g§Xoe
g§nm{XV H$arV AgVmo Ago H$aVm§Zm Amnë`mbm hdr VodT>r _m{hVr/g§Xoe \$ŠV Vmo KoVmo. Omo g§Xoe
nmR>{dbm Jobm Amho Vmo H$Xm{MV g§XoeàmáH$Ë`m©À`m AmH$bZeŠVr ~mhoaMm Agob Va Vmo naV Jmibm
OmÊ`mMr eŠ`Vm AgVo. Aem arVrZo àË òH$ {R>H$mUr Vmo g§Xoe H$_r hmoÊ`mMr eŠ`Vm AgVo.
9. ~Xbmg {damoY

~Xbmg {damoY H$aUo hr EH$ _moR>r _mZgemñÌr` AS>MU hmò . na§namJV d¥Îmr/Ñ{ï>H$moZm_wio
g§Xoe àmáH$V} ~Xbmg§~§Yr g§Xoembm {damoY H$arV AgVmV. Agwa{jVVoÀ`m ^mdZo_wio d H$m_mÀ`m
nÕVr ~XbmÀ`m ^rVr_wio Vo ZdrZ ~Xbmg {damoY H$arV AgVmV.
10. g§Hw${MV _Z

_`m©{XV d¡Mm[aH$ nmíd©̂ y_r, _`m©{XV dmMZ Am{U g§Hw${MV Ñ{ï>H$moZm_wio _Zwî`mMo _Z XoIrb
g§Hw${MV ~ZV AgVo. Ë`m_wio ZdrZ ~Xb ñdrH$maÊ`mg _Z V`mar hmoV Zmhr. g§Hw${MV _ZmMo g§Xoe
àmáH$V} ~Xbm g§~§{YV H$moUË`mhr àH$maÀ`m gyMZm EoHy$Z KoV Zmhr. g§KQ>ZoVrb Á òð> H$_©Mmè`m§À`m
Aem _Zmod¥Îmr_wio ZdrZ VéUm§Zm Z¡amí` òVo.
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11. emar[aH$ n[apñWVr
emar[aH$ AñdmñÏ`mMm g§XoedhZ H$m¡eë`mda {dn[aV n[aUm_ hmoV AgVmo. Oa g§Xoe àmáH$Vm©

AmOmar/Xþ…Ir Agob Va Vmo g§Xoe KoÊ`mÀ`m d g_OÊ`mÀ`m n{bH$S>o AgVmo. g§XoeàmáH$Vm© àË`j
AmOmar Zgbm na§Vw emar[aH$ÑîQ>çm H$_Hw$dV Agbm Var XoIrb Ë`mMr g§Xoe AmH$bZeŠVr H$_r hmoVo;
H$maU Ë`mMo {MÎm Wmè`mda ZgVo.
B)  ~m¡{ÕH$ qH$dm eãXmW© AS>Wi o (Semantic Barriers)

~m¡{ÕH$ qH$dm empãXH$ g§XoedhZmV àm_w»`mZo ^mfo{df`rÀ`m AS>MUtMm Aä`mg Ho$bm
OmVmo. g§XoeXmË`mbm Amnbo {dMma, ̂ mdZm, H¥$Vr, H$ënZm AmXoe, eãX ̂ mfoÛmao àJQ> H$amdo bmJVmV.
_mÌ ^mfoMm Cn`moJ AË §̀V gmdYnUo H$amdm bmJVmo. H$maU EH$mM eãXmMo AZoH$ AW© {ZKy eH$VmV.
Ë`mV MyH$ Pmë`mg _yi g§XoemMm AW©M ~XbVmo. g§Xoe àmáH$Ë`m©Mr ~m¡{ÕH$ nmVir gwÕm {dMmamV KoUo
Amdí`H$ AgVo. EImÚm H$m_Jmambm ì`dñWmnH$mZo {Xbobm g§Xoe AMyH$ g_OobM Ago Zmhr.
g§XoemMr ̂ mfm g§XoeàmáH$Ë`m©bm g_OUmar Agmdr. doJù`m ̂ mfoVyZ XoÊ`mV Ambobm g§Xoe g§XoeàmáH$Ë`m©bm
g_OobM Ago Zmhr. ^mfoV eãXmMm dmna H$aVm§Zm Zm_, gd©Zm_, {H«$`mnX BË`mXr ~m~r AË §̀V OnyZ
dmnamì`m bmJVmV. Ë`m_wio g§XoemMm AW© ~Xby eH$Vmo. WmoS>ŠçmV g§XoeXmVm d g§XoeàmáH$Vm© `m§Mr
~m¡{ÕH$ nmVir bjmV KoD$ZM g§XoedhZ hmoUo Amdí`H$ Amho.
B©)  BVa AS>MUr  (Other Barriers)

g§Xoe dhZmÀ`m ̀ m§{ÌH$, _mZgemñÌr`, gm_m{OH$ d ~m¡{ÕH$ AS>MUt{edm` BVa àH$maÀ`m
AS>MUr gwÕm g§XoedhZmV AS>Wio {Z_m©U H$aVmV. Ë`m Imbrb àH$maÀ`m AmhoV.
1. {ZpíMV CÔoem§Mm A^md

g§XoemMm CÔoe {ZpíMV d ñnï> Agmdm. Á`mdoir dmñV{dH$ CÔoe àH$Q> CÔoemnojm {^Þ
ñdénmMm AgVmo Ë`mdoir g§XoedhZmÀ`m à{H«$ òV Ano{jV ̀ e {_iV Zmhr. CXm. Oa EImÚm H$maImÝ`mV
_mbH$ d H$_©Mmar `m§À`mVrb g§~§Y VUmdnyU© AgVrb d _mbH$ H$_©Mmè`m§Zm g§KQ>Zm§nmgyZ A{bá
hmoÊ`mgmR>r à{ejU qH$dm BVa `moOZm AmIyZ Ë`m àË`jmV am~{dV AgVrb Va VoWo _mbH$mMm CÔoe
H$m_Jmam§Mr {Xem ŷb H$aÊ`mMm AgVmo. H$m_Jmam§Mr H$m ©̀j_Vm qH$dm H$m¡eë` dmT>{dUo hm CÔoe ZgVmo.
åhUOoM àH$Q> CÔoe d dmñV{dH$ CÔoe ̀ m§V \$aH$ nS>Vmo. Ë`m_wio g§XoedhZmÀ`m à{H«$ òV AS>MUr ̀ oVmV.
2. ^m¡Jmo{bH$ A§Va

g§XoeXmVm d g§XoeàmáH$Vm© Odi Odi AgVrb Va g§XoedhZmV AS>MUr òV ZmhrV.
Ë`m_wio EH$_oH$m§À`m AS>MUr qH$dm e§H$mHw$e§H$mMo Ëd[aV {ZamH$aU hmoVo. na§Vw g§XoeXmVm d g§XoeàmáH$Vm©
`m§À`mV ^m¡Jmo{bH$ A§Va OmñV Agob Va g§XoedhZmV AZoH$ AS>MUr òVmV. Q>o{b\$moZÛmao g§XoedhZ
hmoV AgVm§Zm doio A^mdr AZoH$ Jmoï>r ñnï> H$aVm òV ZmhrV. VgoM boIr g§XoedhZmMmhr AW© H$Yr
H$Yr ñnï> ZgVmo. WmoS>Š`mV OmñV ^m¡Jmo{bH$ A§Va g§XoedhZmVrb ~mYm R>aVo.
3. EoH$Ê`mMr {H«$`m

g§XoedhZmV EoH$Ê`mÀ`m à{H«$ òbm AZÝ`gmYmaU ñdénmMo _hÎd Amho. åhUyZ g§Xoe àmáH$Ë`m©Zo
g§Xoe ZrQ> EoHy$Z KoVbm nm{hOo. Oa g§XoemàmáH$Ë`m©Zo g§Xoe ZrQ> EoH$bm Zgob Va Ë`mbm g§XoemMm AW©
H$iUma Zmhr. Ë`m_wio g§XoemVrb Anojoà_mUo Vmo H$m_hr H$aUma Zmhr. Omo\o$g Sw>ha ̀ m§À`m_Vo, "EImXm
g§Xoe AY©dQ> EoHy$Z {H«$`m H$aUo ho dmhZ Ý ỳQ́>b {JAa_Ü ò Mmb{dÊ`mgmaIo Amho. Ë`m_wio noQ́>mobMm IM©
Va hmoB©bM, nU Ano{jV C{Ôï> JmR>Vm ̀ oUma Zmhr.' åhUyZ à^mdr g§XoedhZmgmR>r g§Xoe ZrQ> EoH$Uo d
Ë`mMo AmH$bZ hmoUo AË §̀V Amdí`H$ Amho.
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4. g§XoeàmáH$Ë`mªMr g§»`m
EImÚm g§XoeàmáH$Ë`mªMr g§»`m {H$Vr Amho, ̀ mdahr g§XoedhZmMr n[aUm_H$maH$Vm Adb§~yZ

AgVo. g§Xoe àmáH$Ë`mªMr g§»`m _moR>r Agob d Vo doJdoJù`m {R>H$mUr amhV AgVrb Va {d{eï> g§Xoe
AmnUm§gmR>r ZgyZ BVam§gmR>r Amho Agm g_O hmoÊ`mMr eŠ`Vm AgVo. Ë`m_wio g§XoemMr A§_b~OmdUr
hmoV Zmhr. g§XoeàmáH$Ë`mªMr g§»`m _`m©{XV Agob Va darb AS>MUr òV Zmhr.
5. Vm§{ÌH$ kmZmMm A^md

_moR>_moR>çm g§ñWm§_Ü ò H$m_o bdH$a hmoÊ`mgmR>r AZoH$ àH$maMr AmYw{ZH$ §̀Ìo d gmYZo
CnbãY H$ê$Z {Xbr OmVmV. hr ̀ §Ìo Mmb{dÊ`mgmR>r VÁk, Hw$eb d AZŵ dr H$_©Mmè`m§Mr Amdí`H$Vm
AgVo nU Ë`m§Mr g§»`m H$_r AgVo. Ë`m_wio g§XoedhZmV AS>MUr ̀ oVmV. CXm. AmO AZoH$ H$m`m©b`mV
g§JUH$ qH$dm _m{hVr _hmOmbmMr gw{dYm CnbãY AmhoV. na§Vw ho gẁ mo½`nUo dmnaÊ`mMo Vm§{ÌH$ kmZ
Agbobm H$_©Mmar dJ© _`m©{XV Amho qH$dm nyduÀ`mM H$_©Mmè`m§Zm AmYw{ZH$ gmYZo hmVmiÊ`mg
gm§{JVbo OmV. Vo à{e{jV Zgë`m_wio g§XoedhZmV AZoH$ AS>MUr òVmV.
6. MwH$sMm doi

g§XoemMr n[aUm_H$maH$Vm Vmo H$moUË`m doir nmR>{dÊ`mV Ambm `mda Adb§~yZ AgVo. Vr
`mo½`doir nmR>{dÊ`mV Amë`mg Anojoà_mUo H$m ©̀ hmoVo. H$Yr H$Yr H$m_mÀ`m ì`mnm_wio g§XoeXmVm C{eam
g§Xoe nmR>{dVmo qH$dm g§Xoe nmR>{dÊ`mMo {dgaVmo. Ë`m_wio g§XoeàmáH$Ë`m©bm g§Xoe C{eam {_iVmo qH$dm
{_iVM ZmhrV. Ë`m_wio `mo½` H$m ©̀dmhr H$aUo eŠ` ZgVo. CXm. EImÚm {dÚmÏ`m©bm _wbmIVrMo nÌ
_wbmIV g§në`mZ§Va {_iV Agob Va Ë`m nÌmbm H$m§hrhr qH$_V ZgVo WmoS>Š`mV, MwH$sMr doi
{ZdS>ë`mg g§Xoembm AW© amhV Zmhr.
7. g§XoeXmVm d g§XoeàmáH$Ë`m©_Yrb g§~§Y

g§XoemMr Anojoà_mUo nyVu hmoÊ`mÀ`m Ñï>rZo g§XoeXmVm d g§XoeàmáH$Vm© `m§À`mVrb g§~§Y
Mm§Jbo AgUo Amdí`H$ Amho. Ë`m§Mo nañna g§~§Y Mm§Jbo ZgVrb qH$dm Ë`m§Mm EH$_oH$m§da {dídmg
Zgob Va g§XoemMm AW© MwH$sMm bmdbm OmB©b qH$dm g§Xoe àmá Pmë`mda g§XoeàmáH$Vm© g§Xoem~m~V
CXmgrZ amhrb, WmoS>çmV g§XoemMr n[aUm_H$maH$Vm XmoKm§_Yrb g§~§Ymda Adb§~yZ AgVo.
8. g§XoeàmáH$Ë`m©Mr Cnojm

CÀM ì`dñWmnZmVrb A{YH$mar qH$dm ì`dñWmnH$ Amnë`m hmVmImbrb H$_©Mmè`m§Zm
ZmoH$a g_OyZ Ë`m§Mr Cnojm H$aVmV. Vo H$_©Mmè`m§Mr _mZ{gH$ AdñWm g_OmdyZ KoV ZmhrV qH$dm
Ë`m§À`m e§H$m§Mo {ZagZ H$arV ZmrV. Ë`m_wio g§XoeàmáH$V} CXmgrZ AgVmV. Ë`m_wio g§XoedhZmV
dma§dma AS>MUr òV AgVmV.
9. qbJ^oXm~m~VÀ`m AS>MUr

H$mhr g§ñWm§_Ü ò ñÌr d nwéf H$m_ H$arV AgVmV. Ë`m§ÀmV ~m¡{ÕH$ qH$dm d¡Mm[aH$ j_Vm
gma»`mM Agë`m Var Z¡g{J©H$ H$maUm§_wio Ë`m§À`m g§XoedhZmMr XodmU-KodmU ñnï>nUo hmoV Zmhr.
qbJ ôXm_wio H$mhr Jmoï>r CKS>nUo ~mobUohr eŠ` ZgVo. Ë`m_wio Ë`m§À`mV à^mdr g§XoedhZ hmoV Zmhr.
10. g§kmnZmÀ`m _mÜ`_mVrb AS>MUr

à^mdr g§XoedhZmgmR>r ̀ mo½` _mÜ`_mMr JaO AgVo. CXm. Q>r.ìhr. qH$dm Q>o{b\$moZgmR>r ̀ mo½`
_mÜ`_ Agob Va Ë`mV AS>MUr ̀ oV ZmhrV. na§Vw _mÜ`_mV AS>MUr Amë`mg g§XoemMr XodmU-KodmU
hmoV Zmhr. VgoM nmoñQ>mÛmao EImXo nÌ nmohmoMbo Zmhr Va g§kmnZM hmoUma Zmhr.
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11. J{VamoY
ì`dgm`mV A§VJ©V d ~mø ñdénmMo g§XoedhZ hmoV AgVo. A§VJ©V g§XoedhZmV g§ñWo_Yrb

g§XoedhZmMm g_mdoe hmoVmo. ~mø g§XoedhZmV ~±H$m, {d_m H§$nÝ`m, gaH$ma, dmhVyH$ g§ñWm BË`mXter
hmoUmao g§XoedhZ òVo. na§Vw `m KQ>H$m§Zm g§XoedhZ H$Yr-H$Yr nmohmoMV Zmhr. Ë`mV AS>Wio {Z_m©U
hmoVmV. WmoS>Š`mV, J{VamoYm_wio g§XoedhZmV AS>MUr òVmV.
12. {nT>rVrb A§Va

CÚmoJ ì`dgm`mV H$m_ H$aUmè`m H$_©Mmè`m§_Ü ò EH$mM d`moJQ>mVrb H$_©Mmar ZgVmV.
H$Yr-H$Yr Va EH$X_ VéU dJ© d Xþgè`m ~mOybm OwZm qH$dm d`ñH$ bmoH$m§Mo dJ© AË §̀V gmdYnUo
H$moUVohr H$m_ H$aVmV. gmh{OH$M {dMmagaUrVrb \$aH$m§_wio Ë`m§À`mV à^mdr g§XoedhZ hmoV Zmhr.
13. AH$maU OmñV ñnï>rH$aU

H$Yr-H$Yr g§XoeXmVm EImÚm g§XoemMo AH$maU OmñV ñnï>rH$aU XoV AgVmo. Ë`m_wio g§Xoe
bm§~bMH$ hmoVmo. Ë`m_wio Vmo dmMbm OmV Zmhr. bm§~bMH$  g§XoemH$S>o Xþb©j H$aÊ`mMr àd¥Îmr AgVo.
WmoS>Š`mV, _`m©Xonojm OmñV ñnï>rH$aU Ho$ë`m_wio g§XoemMr n[aUm_H$maH$Vm H$_r hmoVo d g§XodhZmV
AS>MUr ̀ oVmV.

1.2.6 AS>Wù`mda _mV H$aÊ`mgmR>r Cnm` `moOZm
(Measures to  Overcome  Barriers)

n[aUm_H$maH$ g§kmnZmV ̀ oUmè`m AS>Wù`m§Mm {dMma Jm§̂ r`m©Zo Ho$bm nm{hOo. VaM ì`dgm`mVrb
H$m ©̀ n`m©ánUo H$aVm òB©b `mgmR>r n[apñWVrMo AmH$bZ hmoUo _hÎdmMo. VgoM g§XoemMr aMZm `mo½`
nÕVrZo H$aUo, gẁ mo½` _mÜ`_mMr g§XoedhZmgmR>r {ZdS> H$aUo, g§XoeàmáH$Ë`mªZm g§XoemMr AW© bmdÊ`mgmR>r
_mJ©Xe©Z d gmhmæ` H$aUo, à^mdr Am{U n[aUm_H$mH$aH$ à{VgmX  (Feedback) nÕVr {dH${gV H$aUo
`mMrhr JaO Amho.

emar[aH$ Am{U _mZ{gH$ AS>Wio emoYÊ`mgmR>r Ë`m Ë`m ì`ŠVrZoM `m AS>Wù`m§Mm òmoV
emoYyZ H$mT>bm nm{hOo.

^mfoMm AS>Wim Xÿa H$aÊ`mÀ`m Ñ{ï>H$moZmVyZ Vm§{ÌH$ Am{U Anma§nm[aH$ eãXm§Mo Zo_Ho$ AW©
g_OyZ KoUo Am{U ñnï> H$aUo JaOoMo Amho. ghOgmonr Am{U WoQ> ̂ mfm dmnabr nm{hOo. g§XoeàáH$Ë`m©bm
g§nyU© g§XoemMo AmH$bZ Pmbo Amho Zm, `mMr ImÌr H$ê$Z ¿`m, Ë`mbm _hÎdmMo _wÔo g_OboV Zm,
`mMrhr ImÌr H$ê$Z ¿`m, _hÎdnyU© _wÔo WmoS>Š`mV _m§S>m.

~§{XñV _mZmMm AS>Wim Xÿa H$amd`mMm Agob Va BVam§À`m gyMZm, H$ënZm `mMm ñdrH$ma
H$aÊ`mgmR>r Iwbo _Z Agm`bm hdo. Amnbr ì`ŠVrJV _Vo ~mOybm R>odyZ àW_ ho g_OyZ KoVbo nm{hOo
H$s, g§XoeXmVm Amnë`mbm H$mhr g§Xoe XoV Amho.

^md{ZH$ AS>Wio Xÿa H$aÊ`mÀ`m Ñ{ï>Zo, àW_V… ^mdZmàYmZVoMo ZH$mamË_H$ n[aUm_ g_OyZ
KoVbo nm{hOoV. Amnë`m _mZ{gH$ AdñWo_wio AÝ` bmoH$m§Zm g§Xoe XoVm§Zm Ë`mda Xþîn[aUm_ hmoD$ eHo$b ho
g_OyZ ¿`m`bm hdo. VgoM Amnë`m g§Xoe dhZmZ§Va g§XoeàmáH$Ë`mªÀ`m ̂ md{ZH$ à{V{H«$`m H$m` AgVrb
hohr Ü`mZmV ¿`m. Á`m§Mr ̂ mdZmàYmZVm Vrd« AgVo, Aem§er Vm|S>r g§XoedhZ H$aUo AdKS> AgVo.  åhUyZ
Aem§Zm AJmoXa _o_mo AWdm nÌ AWdm nÌ Úmdo Am{U Z§VaM Ë`m§À`mer nwT>rb g§dmX gmYmdm.

Xþ~ù`m ldUH$boMm AS>Wim Xÿa H$aÊ`mgmR>r g{H«$` ldUH$boMm AS>Wim Xÿa H$aÊ`mgmR>r
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g{H«$` ldUH$bm {dH${gV H$aÊ`mMm Cnm` `moOZm g§kmnZ gwYmaVm òB©b.
gm§ñH¥${VH$ AS>Wio Xÿa H$aÊ`mÀ`m Ñ{ï>Zo {d{dY XoemV Am{U XoemV§J©V {d{dY {d^mJmV

H$moUH$moUË`m àH$maMr g§ñH¥$Vr `mMm Aä`mg H$am Am{U Vo g_OyZ ¿`m.
g§KQ>Zm aMZoVrb AS>Wim Xÿa H$aÊ`mÀ`m Ñ{ï>H$moZmVyZ g§KQ>Zm aMZm AmH$bZmg gmonr,

gwQ>gwQ>rV Agmdr. Ë`m_wio g§XoedhZ ObX hmoB©b Am{U g§XoedhZmVrb _m{hVrMo ZwH$gmZ hmoÊ`mMm/
JiÊ`mMm YmoH$mgwÕm H$_r hmoVmo.

g§XoedhZ à{H«$ òV òUmao AS>Wio Xÿa H$ê$Z g§XoedhZ à{H«$`m A{YH$ à^mdr hmoÊ`mgmR>r
nwT>rb {d{dY _mJ© Adb§{~Vm òVrb.

1) ^mfm H$m¡eë` AmË_gmV H$aUo
boIZ d g§̂ mfU ̀ mgmR>r bmJUmar H$m¡eë ò ì`mdgm{`H$mZo nÕVera à`ËZ H$ê$Z AmË_gmV

H$am`bm hdrV. Amnbm eãX g§J«h dmT>dm`bm hdm. Ë`mgmR>r Mm§Jbo dmMÊ`mMr d EoH$m`Mr gd`
R>odmdr. ewÕboIZmMo {Z`_, ì`mH$aUmMo {Z`_ OmUyZ Amnbo åhUUo WmoS>Š`mV d VH©$g§JVnUo _m§S>Ê`mMr
gd` H$amdr. Ë`mgmR>r eãXm§Mo CÀMma, AmdmOmMr b`, Mohè`mdarb hmd^md BË`mXr ~m~tH$S>o A{YH$
bj Úmdo.
2) g§kmnZmMo C{Ôï> OmUyZ KoUo

g§XoedhZmMm hoVy H$m` Amho ho g§XoeXmË`mZo AmYr OmUyZ KoUo Amdí`H$ Amho. H$maU g§XoeXmË`mÀ`m
_ZmV g§Xoem~Ôb g§̂ «_ Agob, Oo ~mobVmo / gm§JmVmo Vo Anwao Agob Va g§XoedhZmMm hoVy gmÜ` hmoUma
Zmhr. `mo½` _mÜ`_mMr d doioMr {ZdS> nwîH$iXm g§XoedhZmÀ`m C[Ôï>m§da Adb§~yZ AgVo. `m
ì`{V[aŠV g§XoeXmË`mbm gd© gmYmaUnUo g§Xoe àmáH$Vm© H$moUVo àíZ {dMmê$ eHo$b, Ë`mÀ`m AS>MUr
H$moUË`m Agy eH$Vrb `mMr XoIrb nyU© H$ënZm Agmdr.
3) g§kmnZmMr _yb ŷV VÎdo Aä`mgUo

g§XoedhZ {eñV~Õ d à^mdr hmoÊ`mgmR>r g§XoeXmË`mZo g§XoedhZmÀ`m _yb ŷVÎdm§Mm Aä`mg
H$amd`mg hdm. g§XoedhZ ñnï>, AMyH$ d WmoS>Š`mV ìhmdo åhUyZ g§XoedhZmÀ`m VÎdm§Mr Mm§Jbr OmU
Agmdr. Ë`m_wio g§XoemMr nyd© V`mar H$ê$Z n[aUm_H$maH$ g§Xoe XoUo eŠ` hmoB©b.
4) Ah§H$maahrVm g§kmnZ (You Attitude)

g§XoedhZmVrb "nam{Yï>rV' (You Attitude) Ñï>rH$moZ \$ma _hÎdmMm Amho. AmnU g§Xoe H$moUmbm
XoV AmhmoV åhUOo Amnë`m d[að>mbm H$s, H${Zð>mbm, g§XoeàmárH$V} gma»`mM àH$maMo AmhoV H$m`?
BË`mXr ~m~tMm {dMma g§XoeXmË`mZo Ho$bm nm{hOo. AmnU XoV Agbobm g§Xoe n«{VgmXmgmR>r/dmMH$m§À`m
à{V{H«$ ògmR>r Amho `mMo ^mZ g§XoeXmË`mZo R>odbo nm{hOo. `mgmR>r g§XoeXmË`mZo AmYr dmMH$mMm
(g§XoeàmáH$Ë`m©Mm) {dMma Ho$bm nm{hOo. g§XoemV _r/Amåhr H$_rV H$_r dmnamdo, Ah§H$ma Agy Z ò.
5) g§̂ mì` AS>MUr g_OyZ KoUo

g§XoeXmË`mZo g§XoedhZ à{H«$ òVrb Vm§{ÌH$, _mZ{gH$-gm_m{OH$, gm§ñH¥${VH$, g§KQ>ZmË_H$ BË`mXr
AS>Wio ̀ m§Mm AmYrM {dMma H$ê$Z Vo H$go Q>miVm ̀ oVrb d Amnbo g§XoedhZ A{YH$ à^mdr H$go hmoB©b
`mH$S>o bj Úmdo. d[að>m§H$Sy>Z ̀ oUmam g§Xoe hm AmXoeM AgVmo Ago g_OÊ`mMr àd¥Îmr H${Zð>m§Mr AgVo
åhUyZ Ë`m§À`mer g§XoedhZ H$aVm§Zm AZm¡nMm[aH$, JßnJmoï>r H$ê$Z g§Xoe ¿`mdm qH$dm XmoKm§À`m g_mZ
{_Ìm§À`m _XVrZo g§Xoe {Xbm Va Vo A{YH$ Cn`moJr R>ê$ eHo$b.
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6) lmoË`mMr ŷ{_H$m dR>{dUo
g§XoedhZmV `eñdr hmoÊ`mgmR>r AmYr lmoË`mMr ŷ{_H$m Mm§Jë`màH$mao {Z^mdVm Ambr nm{hOo.

Amnbo åhUUo XoIrb H$miOrnyd©H$ EoH$bo OmV Amho ho g§XoeàmáH$Ë`m©bm OmUdbo Va à{VgmX Ëd[aV
{_iÊ`mMr eŠ`Vm AgVo. ~è`mMXm g§XoeXmVm Omo g§Xoe XoVmo Ë`m_mJo doJim AW© XS>bobm AgVmo.
Ë`mgmR>r Amnë`m g_moarb ì`ŠVrMm Ñï>rH$moZ, _ZmVrb {dMma d H$ënZm OmUyZ KoVë`m åhUOo
Ë`mÀ`mer à^mdrnUo H$gm g§nH©$ gmYm`Mm ho ñnï> hmoV OmVo. ̀ mgmR>r g§XoeXmË`mZo AmYr Mm§Jbo lmoVo
~Zbo nm{hOo.
7) ñdV…bm OmUyZ g§kmnZ H$aUo

Xþgè`m EImÚm ì`ŠVrZo g§XoedhZmMm EImXm _mJ© ñdrH$mabm Va Vmo Amnë`mbm XoIrb Cn ẁŠV
R>aob Ago Zmhr åhUyZ Vw_Mm ñd^md, ì`pŠV_Ëd d Vw_À`mH$Sy>Z hmoUmao g§XoedhZ ̀ mV {dg§JVr AgyZ
Z ò. AmnU H$moUVo eãX dmnaVmo, H$go ~mobVmo, H$go dmJVmo ̀ mMm Amnë`m ì`pŠV_Ëdmer d ì`mdgm{`H$
åhUyZ Agboë`m Zmdbm¡{H$H$mer _oi Agbm nm{hOo. AË §̀V H$m ©̀j_ d {eñV~Õ åhUyZ Zmdbm¡{H$H$
AgUmè`m g§ñWoVrb nÌì`dhmahr gw~H$ d AMyH$ Agbm nm{hOo.
8) _mJmodm KoUo

g§XoedhZ {H«$`m à^mdr hmoÊ`mH$[aVm g§Xoemdarb à{V{H«$`m d à{VgmX AO_mdUo gdm©V Mm§Jbm
_mJ© Amho. g§XoemMm CÔoe gmÜ` H$aÊ`mH$[aVm g§XoeXmË`mZo g§XoeàmáH$Ë`m©Mr à{V{H«$`m Zoh_rM OmUyZ
KoUo Amdí`H$ AgVo. g§Xoe XoV AgVm§Zm Vmo g§XoeàmáH$Ë`m©bm {H$VnV g_Obm ho \$ŠV Ë`mbm {dMmê$Z
qH$dm hmò /Zmhr Ago CÎma KoD$Z nwaogo Zmhr Va g§XoeàmáH$Ë`m©À`m Mohè`mdarb hmd^md, S>moù`mVrb
M_H$, earamMr {d{eï> hmbMmb BË`mXr ~m~tH$S>o bj Úmdo bmJVo Ë`mdê$Z g§Xoe g_Obm H$s Zmhr
Vo g_OÊ`mg _XV hmoVo.
9) g§XoedhZmÀ`m H$m¡eë`mMm Aä`mg H$aUo

Vm|S>r d boI g§XoedhZmMr H$m¡eë ò àmá H$aÊ`mgmR>r Ë`mMm gamd H$am. {d{dY _mÜ`_o dmnê$Z
nhm. Ë`mVrb \$m`Xo VmoQ>o bjmV ¿`m. à`moJ d AZŵ dmVyZ AmnU g§XoedhZ H$m¡eë` àmá H$ê$ eH$Vmo
d Ë`mMm g§XoedhZmV Cn`moJ H$ê$Z Vo H$m ©̀j_ H$aVm òD$ eH$Vo.
10) g§Xoe XoÊ`mÀ`m nÕVr OmUyZ KoUo

g§Xoe ñnï> d g§{já Agmdm na§Vw Vmo à^mdr hmoÊ`mgmR>r ~è`mM doim ñnï>rH$aUmMr JaO AgVo.
Ë`mgmR>r g§XoemÀ`m {d{dY nÕVr OmUyZ ¿`m. n[anyU© g§XoeM g§kmnZmMm CÔoe g\$b H$aÊ`mg Cn`moJr
R>aVmo.
11) g§XoemÀ`m _mÜ`_m§Mm n[aM`

g§XoemÀ`m _mÜ`_m§Mm d Ë`m§À`m doJmMr H$ënZm g§XoeXmË`mbm Agbr nm{hOo. VgoM g§XedhZmÀ`m
n[apñWVrer Vmo n[a{MV Agmdm. JaOoà_mUo `mo½` _mÜ`_ H$moUVo, g§XoemMm IM©, g§XoeàmáH$Ë`m©Mm
àH$ma BË`mXr ~m~tMm {dMma H$ê$Z Ë`mZo `mo½` Vo _mÜ`_ g§XoedhZmgmR>r {ZdS>bo nm{hOo.
12) gm¡hmXm©Mo dmVmdaU {Z_m©U H$aUo

g§XoeXmVm d àmáH$Vm© `m§À`mV {dídmgmMo d gm¡hmXm©Mo dmVmdaU amhrb Aer n[apñWVr {Z_m©U
H$aUo, VgoM eãXm§nojm AWm©bm _hÎd XoUo `mgma»`m _mJm©Zo g§XoedhZ à^mdr H$aVm òB©b.
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1.2.7 boIr g§kmnZ (Written Communication)

Á`mdoir g§Xoe qH$dm _m{hVr boIr ñdê$nmV XoÊ`mV ̀ oVo Ë`mbm boIr g§kmnZ Ago åhUVmV.
boIr g§kmnZmV eãXm§Mr `mo½` nÕVrZo {ZdS> Ho$bobr AgyZ Vo ñnï> Agë`m_wio A{YH$ à^mdr R>aVo.
nydu ̂ mfoMm CJ_ Pmbobm Zgë`m_wio AZoH$Xm g§XoedhZ {MÌ, AmH¥$Vr, {MÝho BË`mXr _mÜ`_m§Zr hmoV
Ago. àmXo{eH$ n[adhZ {d^mJmV {MÝhm§Mm dmna H$aÊ`mV òVmo. boIr g§XoedhZ àm_w»`mZo ì`mnmar
{MÌo, boIr gyMZm, {ddaUo, Ahdmb, n[anÌHo$, g^m§Mr gyMZm, H$m ©̀H«$_ n{ÌH$m d B{Vd¥Îmo, {b{IV
Om{hamVr BË`mXr _mÜ`_mZo hmoV AgVo.

H$m`m©b`mV H$_©Mmè`m§Zm XoÊ`mV ̀ oUmao AmXoe qH$dm gyMZm boIr ñdê$nmV AgVmV. H$_©Mmè`m§À`m
H$m_mÀ`m Zm|Xr, Ë`m§À`m godmeVu, g§ñWoVrb {heo~m§À`m Zm|Xr, H$_©Mmè`m§da H$aÊ`mV Ambobr H$madmB©
BË`mXrgma»`m AZoH$ ~m~r {b{IV ñdê$nmV AgVmV. ì`dgm` g§ñWoMm ~mø OJmer gVV g§nH©$ ̀ oV
AgVmo. CXm. ~±H$m, {d_m H§$nÝ`m, dmhVyH$ H§$nÝ`m, nmoQ>, Q>o{b\$moZ, gmd©O{ZH$ joÌmV H$m_ H$aUmè`m
g§ñWm BË`mXter hmoUmam nÌì`dhma _moR>çm à_mUmda boIr ñdê$nV AgVmo. dV©_mZnÌo, {Z`VH$m{bHo$,
_m{gHo$ BË`mXr_Yrb boI qH$dm Om{hamVr ̀ m boIr g§kmnZmV ̀ oVmV. WmoS>Š`mV boIr g§XoedhZ g§ñWoV
AË §̀V _hÎdmMo Amho.

nÌo, Vma, {Q>nUo, H$ÀMm _gwXm, Ahdmb boIZ, {ZdoXZn{ÌH$m (_o_mo), boIr {ZdoXZ, gyMZm,
Om{ha {ZdoXZ/_m{hVrnÌH$, n[anÌHo$ ho boIr g§kmnZmMo àH$ma AmhoV, VgoM e¡br d ̂ mfm, gwñnï>Vm,
g§{jáVm, n[aÀN>oX, dmŠ`aMZm, ewÕboIZ, {dam_{MÝhm§Mm dmna, gya ho n[aUm_H$maH$ boIr g§kmnZmgmR>r
Amdí`H$ VÎdo _mZbr OmVmV. boIr g§kmnZmMo \$m`Xo-VmoQ>o Imbrbà_mUo AmhoV.
boIr g§kmnZmMo \$m`Xo (Advantages of Written Communication)

1. boIr nwamdm
g§Xoe boIr {Xë`m_wio g§XoeXmË`mH$S>o {Xë`m~ÔbMm nwamdm AgVmo. boIr  g§XoedhZ H$m`_

ñdê$nmMo Agë`m_wio Ë`mMm ̂ {dî`mV Ho$ìhmhr nwamdm åhUyZ dmna H$aVm ̀ oVmo. Ý`m`mb`rZ H$m_H$mOmV
boIr g§XoedhZmMm dmna Ho$bm OmVmo.
2. A{YH$ à^mdr qH$dm n[aUm_H$maH$

boIr g§XoedhZmV g§XoemMr _m§S>Ur {dMmanyd©H$ H$aÊ`mV Ambobr Amnbo g§XoedhZmVrb
àË òH$ _wÔm Vnerb H$moUË`m H«$_mZo d H$moUË`m à_mUmV ¿`md`mMo AJmoXa {Z`moOZ Ho$bobo AgVo.
eãXm§Mr {ZdS> H$miOrnyd©H$ Ho$bobr AgVo. Ë`m_wio boIr g§XoedhZmMm BVam§da Mm§Jbm à^md nS>Vmo.
3. H$_r IM© d l_

boIr g§XoedhZmMm IM© H$_r òVmo. Á`mdoir EImXr _m{hVr AZoH$ bmoH$m§Zm H$idmd`mMr
AgVo Ë`mdoir gyMZm qH$dm _m{hVr H$ma»`mÝ`mV _w»` \$bH$mda bmdbr OmVo. dV©_mZnÌmVrb boIr
g§XoedhZ bmImo bmoH$ dmMVmV. Ë`m_wio AmYw{ZH$ g§XoedhZmÀ`m _mÜ`_mnojm ho gmYZ H$_r IM© d
H$_r l_mMo AgVo.
4. H$m`_Mo ApñVËd

boIr g§XoedhZ XrK©H$mi {Q>H$Umao AgVo. boIr g§XoedhZmVrb _OHy$a g§XoeàmáH$Ë`m©bm
Ho$ìhmhr d {H$Vrhr doim dmMVm òVmo. Ë`m_wio Ë`mV A{YH$ ñnï>Vm òVo. Ë`m§Mm AW©hr ì`dpñV[aË`m
bmdÊ`mV ̀ oVmo.
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5. g§XoeXmVm d g§XoeàmáH$Ë`m©g EH$Ì òÊ`mMr JaO Zmhr
boIr g§XodhZmV Vm|S>r g§XoedhZmà_mUo g§XoeXmVm d g§XoeàmáH$Vm© EH$Ì ̀ oÊ`mMr JaO ZgVo.

hr XmoÝhr nmÌo EH$Ì Z òVm g§XoedhZmMr à{H«$`m àË òH$mÀ`m gmò rZo hmoV AgVo.
6. g§XoemVrb ñnï>Vm

{b{IV g§XoedhZmV _OHy$a {b{hë`mZ§Va Vmo g§XoeàmáH$Ë`m©H$S>o nmR>{dÊ`mnydu VnmgyZ
nmhÊ`mV òVmo. g§XoemV H$mhr AnyU©Vm Agob Va Vr bJoM XþéñV Ho$br OmVo. H$mhr _hÎdmMr _m{hVr
{bhmd`mMr amhÿZ Joë`mg Vr nU {bhrbr OmVo.
WmoS>Š`mV boIr g§Xoe V`ma H$aÊ`mnydu gd© àH$maMr H$miOr KoVbr OmVo Ë`m_wio g§XoemV ñnï>Vm ̀ oVo.
boIr g§kmnZmMo VmoQ>o (Disadvantages of Written Communication)

1. JwáVoMm A^md
boIr g§Xoe AZoH$ bmoH$ dmMVmV. Jwá nÌo V`ma H$aÊ`mV EH$mnojm OmñV ì`ŠVtMm g§~§Y

òVmo. VgoM OmdH$ H$aUmar ì`ŠVrhr ho g§Xoe dmMV AgVo. Ë`m_wio boIr g§XoedhZmV Zoh_rM JwáVm
amIVm òVoM Ago Zmhr.
2. g§Xoe àgmaUmbm A{YH$ doi

{b{IV g§Xoe V`ma H$aÊ`mg AZoH$Xm doi bmJVmo. g§Xoe V`ma H$aÊ`mnydu nyU© {dMma H$aUo,
g§XoemMr _m§S>Ur H$aUo, _gwXm V`ma H$ê$Z Ë`mdê$Z nŠH$m _gwXm V`ma H$aUo, ̂ mfoMo ì`mH$aUmMo {Z`_
nmhUo, eãXm§Mr AMyH$ nÕVrZo {ZdS> H$aUo BË`mXr ~m~tgmR>r Iyn doi bmJVmo. Ë`m_wio g§Xoe V`ma
H$aUo d Vmo àgm[aV H$aUo `mbm IynM doi bmJVmo.
3. {Zaja ì`ŠVtZm

boIr g§XoedhZmMm \$m`Xm \$ŠV gw{e{jV bmoH$m§ZmM hmoVmo. AS>mUr qH$dm {Zaja ì`ŠVtZm
boIr g§XoedhZmMm \$m`Xm hmoV Zmhr. g§Xoe {H$Vrhr à^mdr Agbm Var Ë`m§Zm Vmo g_OV Zmhr. Ë`m_wio
g§XoedhZmMm CÔoe gmÜ` hmoV Zmhr.
4. à{V{H«$`m Z g_OUo

Vm|S>r g§XoedhZ g§XoemàmáH$Ë`m©Mr à{V{H«$`m Vm~S>Vmo~ g_OVo. na§Vw boIr g§XoedhZmV
g§Xoe àmáH$V} Vm~S>Vmo~ à{V{H«$`m XoV ZmhrV. H$maU Vo g_moamg_moa ZgVmV. H$YrH$Yr boIr nÌm§Zm
AË §̀V {dMmanyd©H$ CÎmao Úmdr bmJVmV. Ë`m_wiohr doirM à{V{H«$`m {_iV Zmhr.

1.2.8 boIr d Vm|S>r g§kmnZmVrb \$aH$
(Distinction Between Written & Oral Communication)

A.H«$. boIr g§kmnZ Vm|S>r g§kmnZ

1. boIr g§Xoe {Xë`m_wio g§XoeXmË`m Odi Vm|S>r g§XoedhZ ^m{dî`H$mbrZ
g§Xoe {Xë`mMm boIr nwamdm AgVmo. boIr nwamdm åhUyZ Cn`moJmV AmUVm òV
g§XoedhZ H$m`_ ñdê$nmMo Agë`m_wio Zmhr. Ý`m`mb`rZ nwamdm åhUyZ
Ë`mMm ^{dî`mV Ho$ìhmhr nwamdm åhUyZ dmna Ë`mb _hÎd Zmhr.
H$aVm òVmo. Ý`m`mb`rZ H$m_H$mOmV boIr
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g§Xoe dhZmMm dmna Ho$bm OmVmo

2. boIr g§XoedhZmV g§XoemMr _m§S>Ur Vm|S>r g§XoedhZ \$mago à^mdr hmoB©bM
{dMmanyd©H$ H$aÊ`mV Ambobr AgVo. Ago åhUVm òV Zmhr. Ë`m_wio Vo
g§XoedhZmVrb àË òH$ _wÔm Vnerb BVam§da \$magm  à^md nmSy> eHo$bM
H$moUË`m H«$_mZo d H$moUË`m à_mUmV Ago Zmhr.
¿`mdm `mMo AmJmoXa {Z`moOZ Ho$bobo
Ho$bobr AgVo.  eãXm§Mr {ZdS>
H$miOrnyd©H$ AgVo. Ë`m_wio boIr
g§XoedhZmMm BVam§da Mm§Jbm à^md nS>Vmo.

3. boIr g§XoedhZmMm IM© H$_r òVmo Á`mdoir Vm|§S>r g§§XoedhZmgmR>r AmYw{ZH$
EImXr _m{hVr AZoH$ bmoH$m§Zm H$idmd`mMr _mÜ`_mMm dmna H$amdm bmJVmo.
AgVo Ë`mdoir gyMZm qH$dm _m{hVr H$maImÝ`mV Ë`mgmR>r _moR>çm à_mUmda IM© hmoVmo.
_w»` \$bH$mda bmdbr OmVo. dV©_mZnÌmV Ë`m_wio ho _mÜ`_ IMuH$ Agë`mZo
boIr g§XoedhZ bmImo bmoH$ dmMVmV.Ë`mMm dmna H$aVm§Zm ì`dgm` g§ñWm
Ë`m_wio AmYw{ZH$ g§XoedhZmÀ`m _mÜ`_mnojm {dMma H$aVmV.
 ho gmYZH$_r IM© d H$_r l_mMo AgVo.

4. boIr g§XoedhZ XrK©H$mi {Q>H$Umao AgVo. Vm|S>r g§XoedhZ AënH$mimV
boIr g§XoedhZmVrb _OHy$a g§Xoe àmáH$Ë`m©bm {Q>H$Umao AgVo. ~aoM doim Ë`mMm
Ho$ìhmhr d {H$Vrhr doim dmMVm òVmo. Ë`m_wio AW© bmdUo hr H$R>rU AgVo. ~aoM
Ë`mV A{YH$ ñnï>Vm òVo. Ë`m§Mm AW©hr doim Vm|S>r g§Xoe g_OUo eŠ`
ì`d[ñWV[aË`m bmdÊ`mV òVmo. ZgVo.

5. boIr g§XoedhZmV Vm|S>r g§XoedhZmà_mUo Vm|S>r g§XoedhZmV g§XoeXmVm d g§Xoe
 g§XoeXmVm d g§XoeàmáH$Vm© EH$Ì òÊ`mMr àmáH$Vm© EH$Ì Amë`m{edm` g§Xoe
JaO ZgVo. hr XomÝhr nmÌo EH$Ì Z òVm XoVm òV Zmhr. Ë`m_wio g§XoedhZmMr
g§XoedhZmMr à{H«$`m àË òH$mÀ`m gmò rZo à[H«$`m nyU© hmoÊ`mg AS>MU hmoVo.
hmoV AgVo.

6. {b{IV g§XodhZmV _OHy$a {b{hë`mZ§Va Vmo Vm|S>r g§XoedhZmV g§Xoe VnmgyZ
g§XoeàmáH$Ë`mªH$S>o nmR>{dÊ`mnydu VnmgyZ nmhÊ`mMr gmò  CnbãY ZgVo.
nmhÊ`mV òVmo. g§XoemV H$mhr AnyU©Vm ~mobVmZm EImXr Jmoï> {dgaë`mg
Agob Va bJoM Xþê$ñVr Ho$br OmVo. H$mhr naV g§nH©$ H$amdm bmJVmo. åhUOoM
_hÎdmMr _m{hVr {bhmd`mMr amhÿZ Joë`mg g§Xoe XoÊ`mgmR>r EH$mnojm A{YH$
Vo XoIrb {b{hbo OmVo. doim g§nH©$ H$amdm bmJVmo.



Eg.dm`.~r.H$m°_.-ì`mdgm{`H$ g§kmnZ d H$åß ỳqQ>J _°ZoO_|Q                                21

7. boIr g§Xoe AZoH$ bmoH$ dmMVmV. Jwá nÌo Vm|S>r g§XoedhZmV JwáVm amIVm òVo.
V`ma H$aÊ`mnydu Vr g§~§YrV H$maHy$Zmbm Q>mB©n g§XoeXmVm d g§XoeàmáH$Vm© ̀ m§À`m-
H$amdr bmJVmV. VgoM OmdH$ H$aUmar ì`ŠVrhr nwaVm g§Xoe _`m©{XV AgVmo. Á`m
ho  g§Xoe dmMV AgVo. Ë`m_wio boIr g§XoedhZmV {d^mJmV qH$dm g§ñWm§_Ü ò JwáVm
Zoh_rM JwáVm amIVm òVo Ago  Zmhr. nmiUo Amdí`H$ Amho Aem {R>H$mUr

Vm|S>r g§kmnZ Cn`moJr Amho.

8. {b{IV g§Xoe V`ma H$aÊ`mg AZoH$Xm doi Vm|S>r g§Xoe Vm~S>Vmo~ àgm[aV H$aVm
bmJVmo. g§Xoe V`ma H$aÊ`mnydu nyU© {dMma òVmo. Ë`m_wio doioMr Am{U l_mMr
H$aUo, g§XoemMr _m§S>Ur H$aUo, _gwXm V`ma ~MV hmoVo. {edm` g§XoemMr _m§S>Ur,
H$ê$Z Ë`mdê$Z nŠH$m _gwXm V`ma H$aUo, ^mfoMo _gwXm V`ma H$aUo. `m Jmoï>rH$S>ohr
d ì`mH$aUmMo {Z`_ nmhUo, eãXm§Mr AMyH$ \$mago bj XoÊ`mMr JaO ZgVo.
nÕVrZo {ZdS> H$aUo BË`mXr ~m~tgmR>r Iyn doi
bmJVmo. Ë`m_wio g§Xoe V`ma H$aUo d Vmo àgm[aV
H$aUo `mbm IynM doi bmJVmo.

9. boIr g§XoedhZmMm \$m`Xm \$ŠV gw{e{jV Vm|S>r g§XoedhZ gd©M bmoH$m§gmR>r
bmoH$m§ZmM hmoVmo. Oo AS>mUr qH$dm {Zaja AmhoV Cn ẁŠV  Amho. Ë`m_wio g§Xoe
Ë`m§Zm boIr g§XoedhZmMm \$m`Xm hmoV Zmhr. XoÊ`mMm CÔoe gmÜ` hmoVmo. Oa
g§Xoe {H$Vrhr à^mdr Agbm Var Ë`m§Zm Vmo g_^m{fH$ AgVrb Va {Zaja d
g_OV Zmhr. Ë`m_wio g§XoedhZmMm CÔoe gmÜ` AS>mUr bmoH$m§Zmhr ho _mÜ`_ Cn ẁŠV
hmoV Zmhr. Amho.

10 boIr g§XoedhZmV g§Xoe àmáH$V} Vm~S>Vmo~ Vm|S>r g§XoedhZmV g§Xoe àmËnH$Ë`m©-
à{V{H«$`m XoV ZmhrV. H$maU Vo g_moamg_moa H$Sy>Z Vm~S>Vmo~ à{V{H«$`m H$iVo.
ZgVmV. H$YrH$Yr boIr nÌm§Zm AË §̀V Ë`m_wio nwT>rb {ZU©̀  KoUo gmò rMo
{dMmanyd©H$ CÎmao Úmdr bmJVmV. Ë`m_wiohr hmoVo.
doirM à{V{H«$`m {_iV Zmhr.

11 g§XoemMr Zm|X H$aVm òVo. g§XoemMr Zm|X ZgVo.

12 g§XoemÀ`m dmMH$m§da g§Xoe {b{hUmè`m lmoË`mda _mÌ ~mobUmè`m ì`ŠVrÀ`m
ì`ŠVrÀ`m ì`ŠVr_ÎdmMm à^md nS>V Zmhr. ì`ŠVr_ÎdmMm à^md nS>Vmo.

13 {dñV¥V g§Xoe XoÊ`mg hr nÕV Cn ẁŠV Amho. g§{já g§Xoe XoÊ`mg hr nÕV Cn ẁH$V
Amho.
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14 g§kmnZmVrb g§~§{YV ì`ŠVtMr O~m~Xmar g§kmnZmVrb g§~§{YV ì`ŠVrMr
{ZpíMV H$aVm òVo. O~m~Xmar {ZpíMV H$aVm òV Zmhr.

1.3 ñd §̀ AÜ``Z àíZ

1. ì`dgm{`H$ g§kmnZ WmoS>Š`mV ñnï> H$am.
-------------------------------------------------------
-------------------------------------------------------
-------------------------------------------------------
-------------------------------------------------------
-------------------------------------------------------
2. g§kmnZmMo ì`dgm{`H$ _hÎd ñnï> H$am.
-------------------------------------------------------
-------------------------------------------------------
-------------------------------------------------------
-------------------------------------------------------
-------------------------------------------------------
3. AS>Wù`mda _mV H$aÊ`mgmR>r Cnm` `moOZm {deX H$am.
-------------------------------------------------------
-------------------------------------------------------
-------------------------------------------------------
-------------------------------------------------------
-------------------------------------------------------
4. boIr d Vm|S>r g§kmnZmVrb \$aH$ ñnï> H$am.
-------------------------------------------------------
-------------------------------------------------------
-------------------------------------------------------
-------------------------------------------------------
-------------------------------------------------------
5. boIr g§kmnZmMo \$m`Xo WmoS>ŠçmV ñnï> H$am.
-------------------------------------------------------
-------------------------------------------------------
-------------------------------------------------------
-------------------------------------------------------
-------------------------------------------------------
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1.4 gmame§

AmOMo hm ̀ wJ _m{hVrMm ̀ wJ Amho. _m{hVr XoÊ`mÀ`m d hmoUmè`m {H«$ òbm g§kmnZ åhUVmV.
Ë`m_wio ì`dñWmnZmV g§kmnZmbm _hËdmMo ñWmZ {Xbo OmVo. ì`dñWmnZmV {ZU©̀  hmoVmZm g§kmnZmda
Adb§~yZ ahmdo bmJVo. g§kmnZ {b{IV, A{b{IV qH$dm _m¡{IH$ Agy eH$Vmo. g§kmnZm§À`m AZoH$
ì`dgm{`H$ _hËdmdéZ Ë`mMr n[aUm_H$Vm {XgVo. Ë`mM àH$mao g§kmnZ H$aVmZm AZoH$ AS>Wio gwÕm
òVmV. na§Vy Cnm` ̀ moOZmÀ`m AmYmao à^mdr g§kmnZ hmoD$ eH$Vo. boIr g§kmnZ eãXm§Mr ̀ mo½` nÕVrZo

{ZdS> hmoV Agë`m_wio Vo A{YH$ à^mdr R>aVo. nÌì`dhma _moR>çm à_mUmda boIr ñdénmV AgVmo.
boIr g§kmnZmMo AZoH$ \$m`Xo VgoM VmoQ>o AmhoV.

1.5 nm[a^m{fH$ eãX

g§kmnZ - Communication  -   g§XoedhZ
Vm|S>r g§kmnZ - Oral Communication  -   _m¡IrH$ g§XoedhZ

1.6 g§X^©gwMr
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1.7 gamdmgmR>r ñdmÜ`m`

1. g§kmnZ åhUOo H$m`? g§kmnZmMo _hÎd ñnï> H$am.
2. g§kmnZmMo C{Ôï>o g{dñVa dU©Z> H$am.
3. à^mdr g§kmnZmMr VÎdo {deX> H$am.
4. g§kmnZmVrb AS>Wio ñnï> >H$am.
5. boIr g§kmnZmMo \$m`Xo d VmoQ>o g{dñVa MMm©> H$am.
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KQ>H$ … 2

g§kmnZ H$m¡eë`
 Communication Skills

    AZwH«$_{UH$m

2.0 C{Ôï>o
2.1 àñVmdZm
2.2 {df` {ddoMZ

2.2.1 _mZ{gH$ H$m¡eë ò
2.2.2 ^mfm Am{U boIZ H$m¡eë ò
2.2.3 g§̂ mfU H$m¡eë ò
2.2.4 emar[aH$ H$m¡eë ò

2.3 ñd §̀AÜ``Z àíZ
2.4 gmam§e
2.5 nm[a^m{fH$ eãX
2.6 g§X^©gwMr
2.7 gamdmgmR>r ñdmÜ`m`

2.0 C{Ôï>o

`m  KQ>H$mÀ`m AÜ``ZmZ§Va Vwåhmbm -
* g§kmnZ H$m¡eë ò dU©Z H$aVm òB©b.
* _mZ{gH$ H$m¡eë ò ñnï> H$aVm òB©b.
* ^mfm Am{U boIZ H$m¡eë` Z_yX H$aVm òB©b.
* emar[aH$ H$m¡eë`mMr _m{hVr XoVm òB©b.
* g§̂ mfU H$m¡eë` {deX H$aVm òB©b.

2.1 àñVmdZm

ì`dgm` g§ñWoV gd©M ñVamdarb bmoH$m§Zm g§kmnZ H$amdo bmJVo. d[aîR>m§Zm g§kmnZmMm Cn`moJ
H$ê$Z {ZU©̀  gm§JVm ̀ oVmV, gyMZm XoVm ̀ oVmV, Amnë`m H${Zð>m§À`m H$m_{JarMm AmT>mdm KoVm ̀ oVmo, H$mhr
doim AS>MUrÀ`m n[apñWVrV g_OyV H$mT>Ê`mgmR>r, _Z di{dÊ`mgmR>r, àoaUm XoÊ`mgmR>r g§kmnZ
H$amdo bmJVo. Va H$mhrdoim MwH$m XþéñV H$aÊ`mgmR>r d {eñV bmdÊ`mgmR>r g§kmnZ Amdí`H$ AgVo.
H${Zð>m§À`m Ñ{ï>H$moZmVyZ XoIrb g§kmnZmMm Cn`moJ H$`m©Mm Ahdmb XoÊ`mgmR>r, gyMZm H$aÊ`mgmR>r,
VgoM Amnbo _V d H$ënZm ì`ŠV H$aÊ`mgmR>r hmoVmo. g§kmnZ H$m¡eë` hr Ho$di gamdmZo òUmar Jmoï>
Zmhr. Ë`mgmR>r H$mhr {deof H$m¡eë` AmË_gmV H$amdo bmJVmV.
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g§kmnZmVrb hr {d{dYVm bjmV KoVbr Va {deof g§kmnZ H$m¡eë`mMr JaO ñnï> hmoB©b.
g§XoeXmË`mbm Amnë`m _ZmVrb {dMma ñnï>nUo d ̀ mo½` eãXmV _m§S>Vm Ambo nm{hOoV; nU Ë`mM~amo~a
H$m` dmQ>Vo ho OmUyZ KoVm Ambo nm{hOo. WmoS>çm doimV, {~ZMyH$nUo d ̀ mo½` ì`ŠVrn ª̀V nmohMÊ`mgmR>r
g§kmnZmMo _mJ© {ZdS>Vm d dmnaVm Ambo nm{hOoV. gdm©V _hÎdmM åhUOo g§kmnZ H$m`m©Ûmao gh_Vr d
gm§{KH$ ̂ mdZm {Z_mU© H$aVm Ambr nm{hOo. ̀ m gd© Jmoï>r gmÜ` hmoVrb Ago à^mdr g§kmnZ H$aÊ`mgmR>r
àm_w»`mZo H$m¡eë` Amdí`H$ Amho.

2.2 {df` {ddoMZ

2.2.1 _mZ{gH$ H$m¡eë` ( Psychological  Skills )

g§XoeXmË`mMr _mZ{gH$ OS>UKS>U g§kmnZmV nmofH$ Agbr nm{hOo. ~aoMXm _mZ{gH$ AS>Wio
{Z_m©U Pmë`mZo à^mdr g§kmnZ hmoD$ eH$V Zmhr. Ago AS>Wio Xÿa H$ê$Z g§XoeXmVm d g§XoelmoVm ̀ m§Zm
g_OyVrÀ`m EH$m g_mZ nmVirda AmUUo Amdí`H$ AgVo. `mgmR>r nwT>rb H$m¡eë ò à`ËZnyd©H$
Omonmgbr nm{hOoV.
1)  {ZarjU eŠVr -  g§XoeXmË`mÀ`m Mohè`mda ì`ŠV hmoUmao hmd^md, Ë`mÀ`m hmVmnm`mÀ`m
hmbMmbr, AñdñWnUm, Ë`mMo dmJUo ~mobUo ̀ m Jmoï>r ~aoM H$mhr gwMdyZ OmVmV. ̀ m Jmoï>tMo {ZarjU
H$aUo Amdí`H$ AgVo.
2)  J«hU eŠVr -  Amnë`mer gmYbo OmUmao g§kmnZ g_OmdyZ KoÊ`mMo _mZ{gH$ H$m¡eë` g§XeXmVm
d g§XoelmoVm `m XmoKm§_Ü ò Agbo nm{hOo. Amnë`m H$m_mer g§~§{YV eãX d g§H$ënZm g_OmdyZ
KoVë`m, VgoM OoWo AS>MU OmUdob VoWo e§H$m{ZagZ H$ê$Z KoVbo Va J«hUeŠVr dmT>Vo. ̀ mgmR>r gVV
Zdo {eH$Ê`mMr _mZ{gH$ V`mar Agmdr bmJVo.
3)  nyd©J«h{da{hV ñdÀN> Ñ{ï>mH$moZ -  Xþgè`m ì`ŠVrH$S>o amJ-bmô mÀ`m ̂ mdZoVyZ nm{hbo Va {VMr
àË òH$ H¥$Vr d ~mobUo VemM AWm©Mo dmQ>Vo. nydm©Zŵ dm_wio EImÚm H${Zð>m{df`r ~Zbobo dmB©Q> _V
àË òH$ H$m_mV AmUÊ`mMo H$mhr H$maU Zmhr ho R>a{dVm Ambo nm{hOo, VaM nañna g§~§Y gwYmam`bm dmd
{_iob d à^mdr g§kmnZ gmYVm òB©b.
4)  gh^mdZm -  Á`m ì`ŠVter g§kmnZ gmYm`Mo Amho Ë`mÀ`m{df`r AmË_r`VoMr ^mdZm Agob
Va g§kmnZ A{YH$ à^mdr hmoVo. g§kmnZmV EImXm eãX dmnaVm§Zm Vmo Xþgè`mÀ`m {Oìhmar bmJUmam
Zgmdm. `mMr H$miOr g§kmnH$mZo KoVbr nm{hOo. gh^mdZm {Z_m©U Pmbr Va EH$_oH$m§Mr _Zo OwiVrb
WmoS>çm doimV à^mdrnUo g§kmnZ H$aVm òVo.
5)  g§Xoe àmáH$Ë`m©À`m Ñ{ï>H$moZmVyZ nmhÊ`mMr V`mar -  g§kmnZmV ñdV…À`m _Vmnojm g§Xoe
àmáH$Ë`m©À`m OmJr AmnU AmhmoV Aer H$ënZm H$ê$Z {b{hVm d ~mobVm Ambo nm{hOo. g§XoeàmáH$Ë`m©Mo
d`, e¡j{UH$ nmÌVm AZŵ d, Anojm ̀ m Jmoï>r bjmV KoVë`mZ§Va g§Xoe àmáH$Ë`m©bm H$m` éMob Ë`mMm
A§XmO ̀ oVmo.
6)  Iwbr _Zmod¥Îmr -  Amnë`m _ZmV ~gboë`m H$ënZm ~mOybm gmê$Z Xþgè`m§Mr _Vo, n[apñWVrV
hmoUmao ~Xb ̀ m Jmoï>r pñdH$maÊ`mMr Iwbr _Zmod¥Îmr Agob Va à^mdr g§kmnZ gmYVm ̀ oVo. g§XoelmoË`mÀ`m
gm_m{OH$ d Am{W©H$ n[apñWVrV ~Xb Pmbo H$s Anojm d d¥Îmrhr H$mhr à_mUmV ~XbVmV. g§KQ>ZoVrb
dmVmdaUmhr ~XbV AgVo. `m ~Xbm§Mm _moH$ionUm pñdH$ma Ho$bm nm{hOo.
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7)  em§V àd¥Îmr -  H$moUË`mhr n[apñWVrV Vmob OmD$ Z XoVm em§VnUo {dMma H$aVm Ambm Va g§kmnZmV
{ZpíMVnUo `e {_iVo. ñdV…bm em§V R>odVm òUo ho à`ËZmZo gmÜ` hmoUmao H$m¡eë` Amho.
8)  _Z di{dÊ`mMo H$m¡eë` -  g§XoeXmË`mbm ~aoM doim EImXr Jmoï> g§XoeàmáH$Ë`m©bm nQ>dyZ
XoÊ`mMr d Ë`mMo _Z di{dÊ`mMr doi òVo. ì`dñWmnZ d H$m_Jma `m§À`m dmQ>mKmQ>rV `m H$m¡eë`mMr
{deof à_mUmV OmUdVo. _Z di{dÊ`mgmR>r d AZwHy$b {dMma {Z_m©U H$aÊ`mgmR>r Zo_Ho$ H$em àH$mao
g§kmnZ gmYm`Mo hm _hÎdmMm {ZU©̀  g§XoeXmË`mbm ¿`mdm bmJVmo.
1)  ñ_aUeŠVr -  à^mdr g§kmnZmV ñ_aUeŠVrbm Iyn _hÎd Amho. Q>ß`mQ>ß`mZo g§kmnZ Ho$bo OmV
Agë`mZo AmYr Zo_H$m H$moUVm Vnerb gm§Jm`Mm Amho ho bjmV Agbo nm{hOo. Ë`mMà_mUo EImÚm
g§Xoem~m~V nyduMm g§Xoe, g§~§{YV H$m ©̀nÕVr, g§kmnZm{df`rMr _m{hVr ̀ m Jmoï>r ñ_aUmV AgVrb Va
g§kmnZmVrb \$m\$Q>ngmam Q>miVm ̀ oVmo.
10)  EH$mJ«Vm gmYÊ`mMo H$m¡eë` -  g§kmnZmV g§Xoemda bj H|$ÐrV Pmbo Zmhr Va _hÎdmMm
Vnerb {dgaÊ`mMr eŠ`Vm AgVo. g§km{nVmMo VgoM g§kmnH$mMo bj doYyZ KoUmè`m Jmoï>r AmOy~mOybm
KS>V AgVmV. _mÌ g§kmnZmMo _hÎd OmUyZ bj EH$mJ« H$aVm Ambo nm{hOo. VaM g§Xoe MQ>H$Z bjmV
òB©b. Ë`m_wio Ano{jV H¥$Vrhr à^mdrnUo KSy>Z òVo.

2.2.2 ^mfm Am{U boIZ H$m¡eë`o ( Language and Writing  Skills )

g§kmnH$mÀ`m _ZmVrb H$ënZm g§XoeàmáH$Ë`m©n ª̀V n[aUm_H$maH$ nÕVrZo nmohM{dÊ`mgmR>r
boIZ H$m¡eë`mMr Amdí`H$Vm AgVo. ì`dgm`g§ñWoVrb ~aoMgo g§kmnZ åhUOo g§Xoem§Mr EH$ gmIir
AgVo. Ë`mV g§Xoe XoUo Ano{jV AgVo. Ë`mMà_mUo H$m ©̀dmhr, AS>MUr BË`mXr OmUyZ KoÊ`mgmR>r CbQ>
g§Xoe ñdrH$maUohr J¥hrV Yamdo bmJVo åhUyZM g§XoeXmVm d g§XoeàmáH$Vm© `m XmoKm§Zm boIZ d dmMZ
H$m¡eë ò AmË_gmV H$amdr bmJVmV. Ë`m nwT>rb Jmoï>tMm g_mdoe hmoVmo.
1)  eãX ̂ m§S>ma  -  eãX g§nÎmr H$_r nS>br Va Amnë`m _ZmVrb {dMmam§Mo g§XoemV énm§Va H$aVm§Zm
AS>Iië`mgmaIo hmoVo. {dMma ZrQ> ì`ŠV hmoV ZmhrV, g§Xoe g_OmdyZ KoÊ`mV AS>MU OmUdVo.
2)  ̀ mo½` eãXm§Mr {ZdS>  -  g_mZmWu dmnabo OmUmao nwîH$i eãX _m{hV Agbo Var g§kmnZmÀ`m
Ame`mbm AZwê$n eãX {ZdS>Uo ho H$m¡eë`mMr H$m_ Amho. EImÚm J«mhH$mZo AZoH$ ñ_aUnÌo {bhÿZhr
WH$~mH$sMr aŠH$_ nmR>{dbr Zmhr. Ë`mbm nmR>{dboë`m eodQ>À`m nÌmV `mo½` eãXmV IoX, AmíM ©̀,
g§Vmn, {Zamem `mgma»`m ^mdZm ì`ŠV H$aUo ho H$m¡eë`mMo H$m_ Amho. ì`mdgm{`H$ nÌmV eŠ`Vmo
n[a{MV eãX dmnaUo `mo½` R>aVo.
3)  `mo½` A{^ì`ŠVr -  g§kmnZmV gd© dmŠ`m§Mm {_iyZ EH${ÌV n[aUm_ _hÎdmMm AgVmo. _ZmV
gwñnï> {dMma AgVrb d ^mfoda à ŵËd Agob Va A{^ì`ŠVrMo H$m¡eë` gmÜ` H$aVm òVo.
4)  J{ ©̂V AWm©~m~V OmU -  nÌmMm qH$dm ~mobÊ`mMm EHy$U g§X ©̂ bjmV KoD$Z eãXmMm ̀ mo½` AW©
bmdm`Mm AgVmo. d[að> A{YH$mar ~mobV AgVm§Zm Ë`mÀ`m ~mobÊ`mMm amoI, Mohè`mdarb ^md
`m§MmXoIrb J{ ©̂V AW© g_OyZ KoÊ`mMm Cn`moJ hmoVmo.
5)  ñnï>Vm -  g§XoeXmË`mbm Oo gm§Jm`Mo Amho Vo nwaoem ñnï>nUo ì`ŠV hmoB©b Aem àH$mao g§Xoe {Xbm
nm{hOo. ~aoMXm g§XoemV `mo½` eãXmMm dmna Z Ho$ë`m_wio ñnï>Vm òV Zmhr.
6)  gmononUm -  Amnbo åhUUo gmÜ`m d gmoß`m eãXmV _m§S>Ê`mgmR>r {deof ^mJ H$m¡eë`mMr JaO
AgVo. bm§~bMH$ dmŠ ò, AdOS> eãX `m§Zr g§kmnZ g_OÊ`mg H$R>rU hmoVo. OoWo Amdí`H$ Agob
VoWoM nm[a^m{fH$ eãXm§Mm dmna H$amdm. Zoh_rÀ`m n[a{MV eãXm§Mm Cn`moJ H$ê$Z g§kmnZ Ho$ë`mg Vo
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ghO g_OVo d Amnbogo dmQ>Vo.

2.2.3 g§̂ mfU H$m¡eë` ( Addressing  Skills )

ì`dgm` g§ñWoV ì`pŠVe… ̂ oQ>rJmR>r, g^m, MMm© ̀ mÛmao EH$_oH$m§er g§dmX gmYbm OmVmo. boIr
g§kmnZmnojm Vm|S>r g§kmnZmbm bd{MH$Vm AgVo. g§dmXmVyZ g_moarb ì`ŠVr d àg§Jmbm AZwén Ago
g§kmnZ gmYUo eŠ` AgVo. `mgmR>r {deof g§̂ mfU H$m¡eë` AmË_gmV H$amdo bmJVo. ^mfoda à ŵËd,
`mo½` eãXmMr {ZdS>, ñnï> d gmoß`m ̂ mfoV {dMma ì`ŠV H$aVm ̀ oUo hr H$m¡eë ò {b{IV g§kmnZmà_mUo
Vm|S>r g§kmnZmVhr Amdí`H$ AgVmV. g§̂ mfU n[aUm_H$maH$ ìhmdo åhUyZ AmUIr H$mhr H$m¡eë ò
Amdí`H$ R>aVmV.
1) d¡epŠVH$ AmdmhZ

  g§XoelmoË`mÀ`m à{V{H«$`m d Ë`m§Mo JwU{deof bjmV KoD$Z Ë`mbm g§̂ mfUmÛmao d¡̀ ŠVrH$
ñVamda AmdmhZ H$aÊ`mMo H$m¡eë ò g§XoeXmË`mÀ`m A§Jr Agmdo bmJVo. ì`ŠVrZwgma Vm|S>r g§kmnZmMm
amoI ~XbVm Ambm nm{hOo.
2) Xþhoar g§kmnZ

gd©gm_mÝ`nUo àíZ {dMmaUo, Ë`m§Zm CÎma XoUo àíZ {dMmaÊ`mg CÚwŠV H$aUo, à{V{H«$`m
ì`ŠV H$aÊ`mMr g§Yr XoUo Aem {d{dY _mJmªZr g§XoeXmVm g§XoelmoË`mbm gh^mJr H$ê$Z KoVmo åhUyZM
Ago g§kmnZ g§dmXén ~ZVo. Xþgè`mbm g§̂ mfUmV ~mobHo$ H$aÊ`mMo H$m¡eë` g§XoeXmË`mH$S>o Agbo
nm{hOo `m_wio g§Xoe g_Obm Amho `mMr ImÌr H$ê$Z KoVm òVo. e§H$m doirM Xÿa H$aVm òVmV. g_n©H$
àíZ dmMmê$Z àíZm§Mo ñdmJV H$ê$Z g§XoelmoË`mbm gh^mJmgmR>r àmoËgmhZ XoVm òVo.
3) AmdmOmMm `mo½` Cn`moJ

g§^mfUmV AmdmOmÀ`m `mo½` dmnamg {deof _hÎd AgVo. g§kmnZmMm Ame`,
g§XoeàmáH$Ë`m©Mr àd¥Îmr, g§kmnZmÀ`m doioMo dmVmdaU B. Jmoï>tMm {dMma H$ê$Z g§XoeXmVm Amnbm
AmdmO dmnaVmo. dmŠ`mVrb MT>CVma, eãXm§darb Omoa, AmdmO bhmZ_moR>m H$aUo `m Jmoï>r Ame`mer
gwg§JV Agë`m nm{hOoV. g§̂ mfU ̀ m§{ÌH$ d H§$Q>midmUo hmoD$ Z ò ̀ mgmR>r AmdmOmV {Od§VnUm AmUbm
nm{hOo. eãX H$go CÀMmam`Mo, ídmgmMm Cn`moJ H$gm H$am`Mm `mMm nÕVrera Aä`mg Ho$bm Va
AmdmOmV ~Xb KS>dyZ AmUVm òVmo.
4)  ^mdZm d àm_m{UH$nUmMr OmUrd H$ê$Z XoUo

 boIr g§kmnZmnojm Vm|S>r g§kmnZmV Amnë`m ^mdZoMr OmUrd H$ê$Z XoÊ`mg OmñV dmd
AgVmo. Amnbr ^mdZm d àm_m{UH$ Ñ{ï>H$moZ ~mobÊ`mVyZ ZrQ> ì`ŠV H$aÊ`mMo H$m¡eë` g§XoeXmË`mZo
gmÜ` H$am`bm nm{hOo.
5)  _mZdVmdmXr Ñ{ï>H$moZ

  g§̂ mfU H$aVm§Zm Xþgè`mMr g_OyV, _Vo, à{V{H«$`m ì`ŠV H$aÊ`mMr j_Vm _mZdVmdmXr
Ñï>rH$moZmVyZ g_OyZ KoVë`m_wio g§XoeXmVm d g§XoelmoVm ̀ m§À`mV nañna AmXamMr ̂ mdZm {Z_m©U hmoB©b.
g§XoelmoË`mbm g§XoeXmË`m{df`r {dídmg dmQy> bmJob d g§kmnZmV AS>Wio H$_r òVrb.
6)  OdirH$ d {dídmgmMr ^mdZm

  g§XoeXmË`mZo ~mobVm§Zm g§XoelmoË`mg {dídmgmV KoD$Z Ë`mÀ`mer OdirH$ {Z_m©U Ho$br
nm{hOo. g§XoeXmVm Amnë`m {hVmgmR>r H$mhr gm§JV Amho Agm {dídmg {Z_m©U H$aÊ`mMo H$m¡eë` Agob
Va g§̂ mfU `eñdr hmoVo.



Eg.dm`.~r.H$m°_.-ì`mdgm{`H$ g§kmnZ d H$åß ỳqQ>J _°ZoO_|Q                         28

2.2.4 emar{aH$ H$m¡eë`o ( Physical  Skills )

g§kmnZmV eãX~mobr BVHo$M _hÎd Xoh~mobrbm Amho. ~aoMXm {T>J^a eãXmVyZ Oo gm§JVm òV
Zmhr, Vo emar[aH$ A{^ì`ŠVr_YyZ gm§JVm ̀ oVo. eãXeŠVrà_mUoM earamMm g§kmnZmgmR>r Cn`moJ H$aVm
`mdm åhUyZ H$mhr emar[aH$ H$m¡eë ò AmË_gmV H$amdr bmJVmV. Xoh~mobrMm Mm§Jbm dmna Ho$bm Va
empãXH$ n[al_ H$_r H$amdo bmJVmV. {edm` gyMH$VoZoH$mhr Jmoï>r ̀ mo½` ì`ŠVrn ª̀V nmohmoM{dVm ̀ oVmV.
nwT>rb emar[aH$ H$m¡eë` g§kmnZ à^mdr H$aÊ`mV _hÎdmMr R>aVmV.
1) `mo½` ^md_wÐm

Moham, H$nmi, ŵd`m, S>moio, ZmH$, AmoR> `m gdmªMm ^mdZm Xe©{dÊ`mgmR>r Mm§Jbm Cn`moJ
hmomVo. H$mir doim g§kmnZmVrb C{Udm hmd^mdm_wio ^ê$Z {ZKVmV. g ôVrb dmXm_wio V§J Pmbobo
dmVmdaU d[að>m§À`m Mohè`mdarb pñ_Vhmñ`m_wio g¡bmdVo d g§kmnZmg AZwHy$b dmVmdaU V`ma hmoVo.
2) S>moù`m§Mm Cn`moJ

g§kmnZmV ZOaoÀ`m ^mdZm§Zm Iyn _hÎd Amho. S>moù`m§VyZ XmI{dbobo ^md Xþgè`mÀ`m WoQ>
A§Va§JmV OmD$Z nmohmoMVmV. Ë`m_wio g§kmnZ à^mdr hmoVo.
3) earamÀ`m hmbMmbr

g§Xoembm nmofH$ R>aVrb Aem VèhoZo emar[aH$ hmbMmbr H$aVm ̀ oÊ`mMo H$m¡eë` g§kmnZmH$S>o
Agbo nm{hOo. MmbÊ`mMr nÕV, hmVdmao, C ô amhÊ`mMr T>~ `mH$S>o g§XoeXmË`mZo {deof bj {Xbo
nm{hOo. C ô amhÿZ ~mobVm§Zm gmaIo EH$m nm`mda dOZ XoUo, {IemV hmV KmbUo d H$mT>Uo, nmoH$ H$mTy>Z
C ô amhUo `mgma»`m gd`r g§kmnZmg hm{ZH$maH$ R>aVmV. Ë`m à`ËZnyd©H$ H$mTy>Z Q>mH$ë`m nm{hOoV.
g§kmnZ à^mdr ìhmdo ̀ mgmR>r H$moUË`m hmbMmbr nmofH$ R>aVrb ̀ mMm g§XoeXmË`mZo {dMma H$ê$Z Ë`m§Mm
gamd Ho$bm nm{hOo.
4) emar[aH$ à{V{H«$`m d Am{d^m©d

H¥$Vr ̀ m eãXm§nojmhr OmñV ~mobŠ`m AgVmV Ago åhQ>bo OmVo. ~aoMXm eãX Á`m Jmoï>r ì`ŠV
H$ê$ eH$V Zmhr. Ë`m emar[aH$ Am{d^m©dmVyZ gm§JVm ̀ oVmV. EImÚmÀ`m Mm§Jë`m H¥$VrMo Q>mi`m dmOdyZ
H$m¡VyH$ H$aUo, Im§Úmda hmV Q>mHy$Z _¡ÌrMr ^mdZm Xe©{dUo, hmVmV hmV KmbyZ EH$mË_Vm OmUdyZ XoUo
Aem AZoH$ A{d^m©dm§Mm g§kmnZ à^mdr H$aÊ`mg Cn`moJ hmoVmo.
5) Omo_XmanUm

Amnbm CËgmh d Omoe emar[aH$ hmbMmbt_YyZ XmI{dVm Ambm nm{hOo. g§XoeXmË`mÀ`m
~mobÊ`mV {XgUmam CËgmhmbm nyaH$ Aem hmbMmbr Ë`mbm H$aVm Amë`m nm{hOo. H$m_m{df`rMr
Amnbr {Zð>m, l_ H$aÊ`mMr àd¥Îmr, YS>nS> `m Jmoï>r emar[aH$ hmbMmbt_YyZ XmI{dÊ`mMo H$m¡eë`
gmÜ` Ho$bo nm{hOo.

2.3 ñd §̀ AÜ``Z àíZ

1. ^mfm Am{U boIZ H$m¡eë ò WmoS>Š`mV ñnï> H$am.
-------------------------------------------------------
-------------------------------------------------------
-------------------------------------------------------
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-------------------------------------------------------
-------------------------------------------------------
2. g§̂ mfU H$m¡eë ò ñnï> H$am.
-------------------------------------------------------
-------------------------------------------------------
-------------------------------------------------------
-------------------------------------------------------
---------------------------------------------
3. _mZ{gH$ H$m¡eë ò {deX H$am.
-------------------------------------------------------
-------------------------------------------------------
-------------------------------------------------------
-------------------------------------------------------
-------------------------------------------------------
4. emar[aH$ H$m¡eë ò ñnï> H$am.
-------------------------------------------------------
-------------------------------------------------------
-------------------------------------------------------
-------------------------------------------------------
-------------------------------------------------------

2.4 gmam§e

ì`dñWmnZoV àË òH$ ñVamda g§kmnZ H$amdm bmJVmo. g§kmnZ H$m¡eë` hr H$mhr gamdmZo òUmar
Jmoï> Zmhr. Ë`mgmR>r H$mhr {d{eï> H$m¡eë` AmË_gmV H$amdo bmJVmV. Ë`m_Ü ò àm_w»`mZo  _mZ{gH$,
^mfm, boIZ, g§̂ mfU Am{U em[aarH$ H$m¡eë`mMm g_mdoe hmoVmo. g§XoeXmË`mMr _mZ{gH$ OS>UKS>U
g§kmnZmV nmofH$ Agbr nm{hOo. AZoH$Xm _mZ{gH$ AS>Wio {Z_m©U Pmë`mZo à^mdr g§kmnZ hmoD$ eH$V
Zmhr. ^mfm Am{U boIZ H$m¡eë ò g§kmnZmbm à^mdr AMyH$ ~ZdVmo. ì`dgm`mV ì`pŠVe… ôQ>rJmR>r,
g^m, MMm© ̀ mÛmao EH$_oH$m§er g§dmX gmYbm OmVmo. Ë`mdoir Vm|S>r g§kmnZmbm g§̂ mfU H$m¡eë`mMr OmoS>
bmJVo. Ë`mM àH$mao em[aarH$ H$m¡eë` g§kmnZmV _hËdmMo R>aVmV.

2.5 nm[a^m{fH$ eãX

g§kmnZ - Communication  -   g§XoedhZ
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2.7 gamdmgmR>r ñdmÜ`m`

1. g§kmnZ H$m¡eë` g{dñVa ñnï> H$am.

2. _mZ{gH$ H$m¡eë` OmonmgÊ`mMr {H«$`m {deX H$am.

3. ^mfm d boIZ H$m¡eë`mV g_m{dï> ~m~r ñnï> H$am.

4. emar[aH$ H$m¡eë ò g{dñVa dU©Z H$am.



Eg.dm`.~r.H$m°_.-ì`mdgm{`H$ g§kmnZ d H$åß ỳqQ>J _°ZoO_|Q                                31

KQ>H$ … 3

ldU (EoH$Uo)
 Listening

AZwH«$_{UH$m

3.0 C{Ôï>o
3.1 àñVmdZm
3.2 {df` {ddoMZ

3.2.1 ldU - AW© d ì`m»`m
3.2.2 Mm§Jë`m ldUmMr VËdo
3.2.3 ldU à{H«$`m
3.2.4 ldUmVrb AS>Wio
3.2.5 à^mdr ldUmgmR>r _mJ©Xe©H$ VËdo

3.3 ñd §̀AÜ``Z àíZ
3.4 gmam§e
3.5 nm[a^m{fH$ eãX
3.6 g§X^©gwMr
3.7 gamdmgmR>r ñdmÜ`m`

3.0 C{Ôï>o

`m  KQ>H$mÀ`m AÜ``ZmZ§Va Vwåhmbm -
* ldU qH$dm EoH$Uo ñnï> H$aVm òB©b.
* Mm§Jë`m ldUmMr VËdo dU©Z H$aVm òB©b.
* ldU à{H«$`m Z_yX H$aVm òB©b.
* ldUmVrb AS>Wio {deX H$aVm òB©b.
* à^mdr ldUmMr _mJ©Xe©H$ VËdo dU©Z H$aVm òB©b.

3.1 àñVmdZm

g§kmnZmV EoH$Uo hr g§Xoen«máH$Ë`m©Mr {H«$`m Amho. Á`mà_mUo dŠË`mMm à`ËZ Amnbo gm§JUo
(^mfU) gmono d g_Oob Ago R>odÊ`mMm à`ËZ AgVmo, Ë`mMà_mUo lmoË`m§Mr O~m~Xmar g§Xoe bjnyd©H$
EoHy$Z KoÊ`mMr AgVo. g§XoedhZmÀ`m gd© H$m¡eë`m_Ü ò "ldU' (EoH$Uo) ho H$m¡eë` _hÎdmMo AgVo.
g§KQ>Zo_Ü ò nXm§À`m CÀM ñWmZmZwgma g§~§{YVm§Mr ldUmMr O~m~Xmar XoIrb dmT>V AgVo. ì`dñWmnH$m§Zm
Amnbm doi ~mobÊ`monjm EoH$Ê`mda A{YH$ Úmdm bmJVmo. åhUOoM g§XoedhZm_Ü ò Vm|S>mnojm H$mZ ho
_hÎdmMo gmYZ (Organ) Amho. EH$m nmhUrZwgma d[að>m§Mm doi gmYmaUV… Imbrbà_mUo IM© hmoV
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AgVmo Ago {XgyZ Ambo.
{bhrUo.......... 9 % dmMUo .......... 16 %
~mobUo  .......... 30 % EoH$Uo ldU .......... 45 %

àË òH$ ì`ŠVr Mm§Jbm lmoVm AgVmoM Ago Zmhr. na§Vw à^mdr g§XoedhZmgmR>r àW_ Mm§Jbm
lmoVm ~Zmdo bmJVo Ago åhQ>bo OmVo Vo ̀ m_wioM. Vm|S>r g§XoedhZmV Xþgè`mMo ~mobUo H$miOrnyd©H$ EoH$Uo
Va boIr g§XoedhZmV Xþgè`mMo nÌ H$miOrnyd©H$ dmMUo _hÎdmMo AgVo. AmnU Á`m {df`mda g§Xoe XoV
AgVmo Ë`m~m~V Xþgè`m ì`ŠVrMm Ñ{ï>H$moZ (à{V{H«$`m) Amnë`mbm Ë`mMo åhUUo EoHy$ZM g_Oy eH$Vmo.
gmYmaUV… gVV ~S>~S> H$ê$Z AmnboM åhUUo nwT>o Xm_Q>Umar ì`ŠVr BVam§Zm ZH$moer hmoVo. EoH$Ê`mMo
H$m¡eë` EoH$Uo, ñnï>rH$aU, _yë`_mnZ, à{VgmX `m ldUà{H«$ òÀ`m Mma AdñWm nyU© H$ê$Z AmË_gmV
H$aVm ̀ oVo.

3.2 {df` {ddoMZ

3.2.1 ldU AW© d ì`m»`m ( Listening - Meaning and Definition )

ldU H$m ©̀ åhUOo OmñVrV OmñV _m{hVr H$mZm§Zr AmË_gmV H$aÊ`mMm à`ËZ H$aUo. ldU
H$aUo qH$dm EoH$Uo hm Mm§Jë`m g§kmnZmMm EH$ _hÎdmMm ̂ mJ Amho. dmB©Q> qH$dm MwH$sÀ`m nÕVrZo ldU
H$aUo hm g§kmnZmVrb AS>Wim R>aVmo. åhUyZM Mm§Jë`m nÕVrZo ldU Ho$ë`m{edm` Vm|S>r g§kmnZ nyU©
hmoD$ eH$Uma Zmhr. ì`dgm`joÌmVrb bmoH$ gX¡d ldUH$m`m©V _¾ AgVmV.
1)  S>m°. S>moiHo$ -  ""empãXH$ VgoM AempãXH$ g§XoemVyZ {_iUmè`m _m{hVrMo d {dMmam§Mo J«hU
H$aÊ`mMr d Vr _m{hVr Am{U {dMma AmË_gmV H$aÊ`mMr à{H«$`m åhUOoM ldU hmò . Mm§Jë`m ldUmV
_m{hVrMo d {dMmam§Mo Q>rH$mË_H$ AmH$bZ Pmbobo AgVo.''
2)  lr. ~«mD$Z -  ""ldU hr EH$ {H«$`m AgyZ Vr OmUyZ~wOyZ AWdm AOmUVonUo gwê$ qH$dm ~§X
H$aVm òD$ eH$Vo. Á`mdoir ldUH$Ë`m©bm Ago dmQ>Vo H$s Ë`mZo g§XoeXmË`mMm g§Xoe EoH$bm nm{hOo d
AmË_gmV Ho$bm nm{hOo, VoWyZ ldU{H«$`m gwê$ hmoVo.''

ì`dñWmnZmVrb gd© ñVam§da Mm§Jë`m àH$mao ldU Pmbo Va Vo g§KQ>Zobm A{YH$ n[aUm_H$maH$
~Z{dVo. Aem g§KQ>Zm Amnë`m H$_©Mmè`m§Zm ào[aV ~Z{dVmV Am{U n[aUm_V… Mm§Jbr H$m ©̀-g§ñH¥$Vr {Z_m©U
hmoVo åhUyZM Ago åhUVm òB©b H$s, ldU H$aÊ`mMo AZoH$ \$m`Xo AmhoV. Vo Imbrbà_mUo AmhoV.
1) bmoH$m§_Ü ò gH$mamË_H$ Ñ{ï>H$moZ {dH${gV hmoVmo.
2) g§kmnZmV gwYmaUm hmoVo.
3) lmoVm dŠË`mer g_ag hmoVmo.
4) lmoË`m§Zm Cn ẁŠV Aer _m¡ë`dmZ _m{hVr {_imë`mZo {ZU©̀  KoUo gmono hmoVo.
5) nañnam§_Ü ò gm_§Oñ` {Z_m©U hmoVo.
6) A{YH$ IwbÊ`mV Am{U _moH$ionUmZo ~mobÊ`mV ~mobUmè`mbm _XV hmoVo.
7) A{YH$ _m{hVr {_iVo.
8) ì`ŠVrMr AmoiI hmoVo d Ë`mMm Ñ{ï>H$moZ gwYmaVmo.
9) bmoH$m§er g§~§Y dmT>VmV.
10) H$_©Mmar d ghmæ`H$mMo _ZmoY¡̀ © dmT>Vo.
11) gyMZm d ZdrZ H$ënZm H$iVmV.
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13) g_ñ`m {ZdmaU H$aÊ`mgmR>r _XV hmoVo.
14) CÎm_ dŠVm ~ZVm òVo.
15) CÎm_ AÜ``ZmgmR>r Am{U CÎm_ g§dmX gmYÊ`mgmR>r Cn ẁŠV R>aVo.

3.2.2 Mm§Jë`m ldUmMr VËdo  (Principales of Good Listening)

à^mdr qH$dm `eñdr ldU H$m`m©gmR>r Imbrb VËdo _mJ©Xe©H$ R>aVmV.
1)  ~mobUo Wm§~dm

EoH$V AgVmZm ~moby ZH$m H$maU H$moUVrhr ì`ŠVr EH$mM doir ~mobUo d EoH$Uo ̀ m XmoZ {H«$`m
H$ê$ eH$V Zmhr. lmoVm gmaIm ~mobV Agob Va dŠË`mMo _Z {dMbrV hmoVo. Vmo ~moby eH$V Zmhr. ~mobUo
Wm§~{dUo ho g§Xoe g_OÊ`mgmR>r Amdí`H$ Amho.
2)  dŠË`mbm _moH$ionU XoUo

Á`mdoir ~mobÊmmè`mda XS>nU Agob Va Vmo Amnbo {dMma à^mdrnUo _m§Sy> eH$V Zmhr åhUyZ
~mobUmè`mbm XS>nUmImbr R>ody ZH$m. Ë`mbm _moH$ionUmZo ~moby Úmdo.
3)  BVam§À`m {dMmam§Mm AmX H$aUo

lmoË`mZo Amnë`m dmJÊ`mVyZ Ago Xe©{dbo nm{hOo H$s AmnU dŠË`mMo åhUUo EoHy$Z KoÊ`mg V`ma
AmhmoV. emar[aH$ hmbMmbrÛmao, `mo½` AmgZñW hmoD$Z VgoM noZ d ZmoQ>~wH$ V`ma R>odyZ ho Xe©{dVm òVo.
4)  AS>Wio Xÿa H$aUo

Omon ª̀V g§XoemVrb AS>Wio Xÿa hmoV Zmhr Vmon ª̀V lmoVm Am{U dŠVm `m§À`mVrb g§XoedhZ
à^mdr hmoD$ eH$V Zmhr. lmoË`mZo EoH$Ê`mV d dŠË`mZo ~mobÊ`mV ag XmIdmdm. ldUH$Vm© g^mJ¥hmMm
XadmOm ~§X H$ê$Z, _mo~mB©b ~§X R>odyZ {Z_m©U Pmbobo BVa AS>Wio Xÿa H$ê$Z VgoM Amnë`m emar[aH$
hmbMmbrÛmao Vo XmIdy eH$Vmo.
5)  dŠË`m§er ghmZw^yVr Xe©{dUo

dŠVm n[anyU© AgVmoM Ago Zmhr Ë`mÀ`mV H$mhr CUrdm Agy eH$VmV. lmoË`mZo ñdV…bm
dŠË`mÀ`m OmJr R>odyZ nmhmdo. à^mdr ldU{H«$ ògmR>r lmoË`mZo dŠË`mMr ghmZŵ yVr XmI{dUo Amdí`H$
Amho.
6)  ghZerb AgUo

Mm§Jë`m ldUmgmR>r ghZerbVoMo _moR>o ̀ moJXmZ _mZÊ`mV ̀ oVo. lmoVm \$ŠV Xj AgyZ MmbV
Zmhr Va Vmo ghZerbhr Agmdm bmJVmo. dŠË`mMo ~mobUo nyU© hmoB©n ª̀V lmoË`mZo ~gyZ am{hbo nm{hOo.
lmoË`mZo ~mobÊ`m_Ü ò dma§dma AS>Wio AmUy Z ò. VgoM dmB©Q> eoao XoD$ Z ò. AZmdí`H$ hmbMmbr H$ê$
Z ò. `m_wio ~mobÊ`mV AS>Wim {Z_m©U hmoVmo. àË òH$ dŠË`m§Zo XoIrb {dMma Am{U H¥${V_Ü ò n[anyU©
AgÊ`mMm à`ËZ H$amdm. lmoË`m§À`m _mZ{gH$VoMm dŠË`mZo XoIrb {dMma H$amdm.
7)  amJmda {Z`§ÌU R>odUo

dŠË`mMo åhUUo H$Xm{MV lmoË`mbm nQ>V Zgob qH$dm Ë`m§Zr gm§{JVbobr _m{hVr MwH$sMr
AWdm Anwar Agy eHo$b na§Vw Aemdoir lmoË`mZo ñdV…da g§̀ _ R>odUo JaOoMo AgVo. ho à^mdr
ldUmgmR>r Amdí`H$ Amho.
8)  dmX Am{U {Q>H$m Wm§~{dUo

AZoH$ doim lmoË`mMo dŠË`mer dmX hmoÊ`mMo àg§J CX²̂ dVmV. lmoVm dŠË`mbm EImÚm
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_m{hVr{df`r AmìhmZ XoVmo d Ë`mda {Q>H$m H$aVmo. Aem_wio g§XoedhZmMm àdmh Wm§~y eH$Vmo. lmoVm
Am{U dŠVm XmoKm§Zrhr Amnë`m ̂ y{_H$m bjmV KoD$Z EH$_oH$m§{df`r AmXa XmI{dbm nm{hOo. lmoË`mZo
dŠË`mda empãXH$ h„m MT>dy Z ò. _moR>çm à_mUmda lmoVo AgVrb Va Aem àH$maÀ`m H¥$Ë`m_wio
~mobUmè`mÀ`m g§XoemÀ`m \$m`Úm§nmgyZ Vo d§{MV amhVmV.
9)  `mo½` àíZ {dMmê$Z OmñV _m{hVr {_i{dUo

lmoË`mZo {dYm`H$ ̂ y{_H$m KoD$Z gH$mamË_H$ nÕVrZo àíZ {dMmê$Z dŠË`mH$Sy>Z A{YH$m{YH$
Oo kmZ {_iob Vo H$mTy>Z ¿`mdo. `mo½` àH$mao àíZ {dMmabo Va Vo dŠË`mbm XoIrb AmdS>VmV H$maU
Ë`mÛmao Vmo Amnbm g§Xoe A{YH$ ñnï> H$ê$Z gm§Jy eH$Vmo.
10)  naV ~mobUo Wm§~{dUo

dŠË`mÀ`m ~mobÊ`mbm gwê$dmVrbmM Zmhr Va g§nyU© ^mfU^a lmoË`mZo ~moby Z ò H$maU
Ë`m_wio g§Xoe ZrQ> g_Oy eH$V Zmhr.

à^mdr ldUmMr hr _mJ©Xe©H$ VËdo nmibr Va Vwåhr CÎm_ lmoVoM Zmhr Va CÎm_ dŠVo XoIrb
~Zy eH$VmV. H$maU CÎm_ dŠVm ~ZÊ`mgmR>r CÎm_ lmoVm Am{U CÎm_ dmMH$ ~ZUo JaOoMo Amho.

3.2.3 ldUmMr à{H«$`m (Listening Process)

ldUmÀ`m à{H«$`m nwT>rb Mma AdñWm§Mm g_mdoe hmoVmo.
1)  EoH$Uo  (Hraring)

  g§XoeàmáH$Vm© \$ŠV g§XoeXmË`mMm g§Xoe em§VnUo EoHy$Z KoV AgVmo. Ë`mgmR>r nyd©J«h Xÿ{fV
Z R>odVm ñdÀN> _ZmZo BVam§g_moa Joë`mg Xþgè`mMo åhUUo g_OyZ KoUo gmono OmVo. EoH$V AgVm§Zm gd©
bj EH$dQy>Z _ZmnmgyZ Xþgè`mMm {dMma J«hU H$amdm bmJVmo. Aem doir ì`ŠVrÀ`m hmbMmbr,
Mohè`mdarb hmd^md, eãX, dmŠ`, amoI ̀ m gdmªZr {_iyZ g§XoedhZ hmoV AgVo. ~mobUo d EoH$Uo Ago
XmoÝhr {H«$`m hmoD$ bmJë`m H$s Xþhoar g§nH©$ àñWm{nV hmoVmo d gmå`mMr ^mdZm {Z_m©U hmoVo.
2) ñnï>rH$aU (Interpretation)

hr ldU à{H«$ òMr Xþgar AdñWm Amho. Oa lmoVm g§XoemMm AW© ì`dpñWV g_Oy eH$bm
ZmhrVa Vmo MwH$sMm AW© bmdy eH$Vmo. lmoË`mÀ`m kmZm_wio, AZŵ dm_wio, eãX ̂ m§S>mamÀ`m A^mdm_wio,
Ñ{ï>H$moZ, g§ñH¥$Vr Am{U H$m¡Qw>§{~H$ nmíd©̂ y_r BË`mXr_wio AWm©Mm AZW© (Misintepret) hmoD$ eH$Vmo.
lmoË`mZo dŠË`mÀ`m Xoh~mobrMm AW© g_OyZ KoÊ`mgmR>r d à^mdr lmoVm ~ZÊ`mgmR>r Xoh~mobrMm Aä`mg
H$aUo JaOoMo Amho.
3) _yë`_mnZ (Evaluation)

_yë`_mnZ AdñWoV lmoVm {_imboë`m g§XoemMo H$m` H$am`Mo ho R>adV AgVmo. Á`mdoir Vwåhr
{dH«$sÀ`m g§X^m©V EoH$V AgVmV, Voìhm Vwåhmbm Ë`mda {dídmg R>odmdm H$s Zmhr ho R>admdo bmJVo.
`mdoir Omo {ZU©̀  lmoVm KoV AgVmo Vr ldU à{H«$ òVrb _hÎdmMr AdñWm AgVo.
4)  à{VgmX (Response)

 ldU à[H«$ òVrb ̀ m AdñWoV {_imboë`m g§Xoemda g§XoeàmáH$Ë`m©Mm à{VgmX (à{V{H«$`m)
empãXH$ qH$dm Ñí` ñdê$nmMm Agy eH$Vmo. lmoË`mÀ`m à{VgmXm_wio g§XoeXmË`mbm Amnbo åhUUo
g§XoeàmáH$Ë`m©bm g_Obo H$s Zmhr ho g_Oy eH$Vo.

ldUmMr à{H«$`m AemàH$mao nyU© Pmë`mZ§VaM lmoË`mbm g§Xoe ì`dpñWV g_Obm Amho Ago
åhUVm òB©b.
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3.2.4 ldUmVrb AS>Wio (Barriers In Listening)

Mm§Jë`m nÕVrZo ldU H$aUo ho AdKS> H$m_ Amho. Ë`m_wioM Vo _hÎdmMo Amho. _mUgmMr
EH$mdoiog ldU H$aÊ`mMr j_Vm hr n§Mdrg Vo Vrg {_{ZQ>mMr AgVo. ì`ŠVr Oo EoH$Vmo qH$dm Or _m{hVr
Ë`mbm {_iVo Ë`mn¡H$s ~arMer _m{hVr Vmo {dgaVmo. Ë`mgmR>r Or H$maUo AmhoV Ë`mV ~mobUmè`m {dê$Õ
nyd©J«hXÿ{fV Ñ{ï>H$moZ AgUo, AmH$bZ Am{U {dMma H$aÊ`mMr j_Vm, ~{hJ©V AS>Wio, KmB©KmB©Zo
AmYrM Ho$bobo _yë`_mnZ, g§̂ mfUmMr An[aUm_H$maH$nÕVr BË`mXrMm g_mdoe hmoVmo.

ldU à{H«$`m à^mdr hmoÊ`mgmR>r Ë`mVrb AS>Wio OmUyZ KoD$Z Vo Xÿa Ho$bo nm{hOo ho AS>Wio
ì`ŠVrg§X^m©Vrb qH$dm BVa ñdê$nmMo Agy eH$VmV.
1) ^m¡{VH$ AS>Wio (Physical Barriers)

^m¡{VH$ AS>Wù`mV gXmof AmdmO, Jm|JmQ>, _mB©H$ qH$dm ñnrH$a_Yrb {~KmS> Am{U BVa
`m§{ÌH$ AS>Wù`m§Mm g_mdoe hmoVmo. gmYmaUnUo Imbrb AS>Wù`m§_wio ldU{H«$`m Aà^mdr ~ZVo.
1.  ñnrH$a qH$dm _mB©H$_Ü ò {~KmS> hmoUo.
2.  BVa AmdmOm§_wio qH$dm Jm|JmQ>m_wio ñnrH$aMm AmdmO ~amo~a EoHy$ Z òUo.
3.  ~mobUmar ì`ŠVr _mB©H$À`m AJXr OdiyZ qH$dm bm§~ A§Vamdê$Z ~mobV Agob Va ldU à{H«$ òV
AS>Wim {Z_m©U hmoVmo.
4. ñnrH$a qH$dm _mB©H$_Ü ò dma§dma ì`Ë`` òUo.
5. àjonU {H«$`m (Transmission) ZmXþê$ñV hmoUo.
2) ì`ŠVr {df`H$ AS>Wio  (People-related Barriers)

`mV emar[aH$ Am{U _mZgemñÌr` AS>Wù`m§Mm g_mdoe hmoVmo. emar[aH$ AS>Wù`mV
dŠË`mMr Vã~oV R>rH$ ZgUo, H§$Q>mim, Pmon ̀ oUo, ldU g_ñ`m BË`mXtMm g_mdoe Amho. _mZgemñÌr`
AS>Wù`m§_Ü ò ~mobUmè`m§À`m gd`r, dV©Z, d¥Îmr BË`mXtMm g_mdoe hmoVmo. ì`ŠVr{df`H$ AS>Wio
nwT>rbà_mUo gm§JVm ̀ oVrb.
1. dŠVm A{Ve` hiy AmdmOmV ~mobV Agob d Vo lmoË`m§n ª̀V nmohMV Zgob Va
2. dŠVm ~mobVm§Zm A{Ve` KmB© H$arV Agob qH$dm ñnï> CÀMma H$arV Zgob Va
3. dŠVm nyU© V`mar{Zer ~mobV Zmhr Ago lmoË`m§Zm dmQ>V Agob Va
4. lmoË`m§Mo _Z g§Xoe EoH$Ê`mnojm BVaÌ ^Q>H$V Agob Va
5. dŠË`m{df`r lmoË`mMm nwd©J«h Xÿ{fV Agob Va

Aem àH$mao ldU à{H«$ òV AS>Wio {Z_m©U hmoV AgVmV. doirM Ë`mda Cnm` H$aUo
Amdí`H$ AgVo.

3.2.5 à^mdr ldUmgmR>r _mJ©Xe©H$ VÎdo
(Guidelines for Effective Listening)

1. EoH$Ê`mgmR>r em§VVm nmimdr.
2. dŠË`mÀ`m ~møénmnojm Vmo H$m` ~mobVmo `mda bj Úm.
3. EoH$Ê`mVrb AS>Wio g_OyZ ¿`m d {Z §̀ÌUmV AmUm.
4. dŠË`m_Ü ò ag XmIdm. Ë`mÀ`mer {_ÌËdmMo g§~§Y R>odm.
5. AmYr EHy$Z ¿`m d Z§Va {Q>nU ¿`m.
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6. ~mobÊ`mVrb _w»` ^mJ AWdm H$ënZm {dMmamV ¿`m.
7. àW_ dŠË`mbm H$m` gm§Jm`Mo Vo EHy$Z ¿`m. _Ü òM AS>Wio AmUy ZH$m.
8. g§̂ mfUmVrb _hÎdmMm ^mJ bjmV KoD$Z Ë`mà_mUo H¥$Vr H$am.
9. EH$mM _wÚmda bj H|$[ÐV H$ê$ ZH$m.
10. àË òH$ dŠVm Am{U {df`mH$S>o Iwë`m _ZmZo nhm. Ë`mbm _moR>çm _ZmZo pñdH$mam.
11. eŠ` Agob Va EoH$Ê`mgmR>r {Zdm§V OmJm {ZdS>m.
12. MMm©gÌ, g^m, ^mfUmgmR>r doioAmYr CnpñWV ahm.
13. dŠË`mÀ`m ^mfUmH$S>o bj XodyZ Ë`mMo {dMma, Ñ{ï>H$moZ, _yë ò g_mOdyZ ¿`m.
14. AempãXH$ g§XoedhZ, Xoh~mobr `mH$S>o bj Úm.
15. dŠË`mÀ`m S>moù`mbm S>moim XoÊ`mMm à`ËZ H$am.
16. dŠË`mMm g§Xoe Amnë`m ì`ŠVrJV AZŵ dm§er nS>VmiyZ nmhm.
17. dŠË`mÀ`m ^mfUmMo _yë`_mnZ H$aÊ`mMm à`ËZ CH$am.
18. Vw_Mm eãX g§J«h dmT>dm Am{U dmŠ`mÀ`m g§XoemMm AW© ZrQ> g_OyZ ¿`m.
19. dŠË`mÀ`m g§Xoembm à{VgmX Úm AYyZ_YyZ àíZ {dMmam.
20. Amnbo _mo~mB©b \$moZ ~§X R>odm.
21. dŠË`mÀ`m nmoemImH$S>o, hmbMmbrH$S>o, gd`tH$S>o bj Xody ZH$m.
22. nyd©J«h R>ody ZH$m.
23. à{VgmX XoVm§Zm Iwë`m _ZmZo Úm.
24. EH$mM doir AZoH$ ì`ŠVtMo åhUUo EoHy$ ZH$m.
25. BVam§Mo åhUUo EoH$V AgVm§Zm dmMy ZH$m, ~moby ZH$m.
26. ^mfU EoH$Vm§Zm ^md{ZH$ hmoD$ ZH$m.
27. dŠË`mMo ~mobUo ZH$mamË_H$ ŷ{_H$m KodyZ EoHy$ ZH$m.
28. dŠË`mÀ`m ~mobÊ`mH$S>o Xþb©j H$é ZH$m.

3.3 ñd §̀AÜ``Z àíZ

1. ldU à{H«$`m WmoS>Š`mV ñnï> H$am.
-------------------------------------------------------
-------------------------------------------------------
-------------------------------------------------------
-------------------------------------------------------
-------------------------------------------------------
2. Mm§Jë`m ldUmMr VËdo WmoS>Š`mV ñnï> H$am.
-------------------------------------------------------
-------------------------------------------------------
-------------------------------------------------------
-------------------------------------------------------
-------------------------------------------------------
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3. ldUmVrb AS>Wio {deX H$am.
-------------------------------------------------------
-------------------------------------------------------
-------------------------------------------------------
-------------------------------------------------------
-------------------------------------------------------
4. à^mdr ldUmMr VËdo dU©Z H$am.
-------------------------------------------------------
-------------------------------------------------------
-------------------------------------------------------
-------------------------------------------------------
-------------------------------------------------------

3.4 gmam§e

EoH$Uo hm g§Xoe àmáH$Ë`m©Mr {H«$`m Amho. Á`mà_mUo g§Xoe XoUmam ̂ mfm d BVa ~m~tMm {dMma H$aVmo
Ë`mM à_mUo g§Xoe àmáH$Vm© g§Xoe ì`dpñWV bjmV òB©b `mgmR>r XjVm KoVmo.  Ë`m_wio g§XoedhZmV
Vm|S>mnojm H$mZ ho _hËdmMo gmYZ Amho. _m{hVr H$mZmZo AmË_gmV H$aÊ`mMm à`ËZ åhUOo ldUo hmò .
AZoH$ Mm§Jë`m ldUmÀ`m VËdoÛmao ldU H$m ©̀ à^mdr R>aVo. EoH$Uo, ñnï>rH$aU, _wë`_mnZ d à{VgmX
`mMm g_mdoe ldU à{H«$ òV hmoVmo. ldUmVrb AS>Wù`m_Ü ò àm_w»`mZo ^m¡{VH$ d ì`ŠVr {df`H$
AS>Wio g_m{dï> AgVmV. à^mdr ldUmgmR>r AZoH$ _mJ©Xe©H$ VËdo {dMmamV KoVbr OmVmV.

3.5 nm[a^m{fH$ eãX

ldU - Listening    -   EoH$Uo
à^mdr - Effective    -   n[aUm_H$maH$
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3.7  gamdmgmR>r ñdmÜ`m`

1. ldU åhUOo H$m`? ldU à{H«$`m {deX H$am.
2. ldUmVrb AS>Wio g{dñVa ñnï> H$am.
3. ldU à{H«$`m à^mdrnUo dU©Z H$am.
4. à^mdr ldUmgmR>r _mJ©Xe©H$ VËdo Z_yX H$am.
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KQ>H$ … 4

à^mdr ~mobUo

 Effective Speaking

AZwH«$_{UH$m

4.0 C{Ôï>o
4.1 àñVmdZm
4.2 {df` {ddoMZ

4.2.1 ~mobUo AW©
4.2.2 à^mdr Vm|S>r g§kmnZmMr VÎdo
4.2.3 ì`m»`mZmMr nyd© V`mar
4.2.4 à^mdr ì`m»`mZmgmR>r _mJ©Xe©H$ VËdo

4.5 nm[a^m{fH$ eãX
4.3 ñd §̀AÜ``Z àíZ
4.4 gmam§e
4.7 gamdmgmR>r ñdmÜ`m`
4.6 g§X^©gwMr

4.0 C{Ôï>o

`m  KQ>H$mÀ`m AÜ``ZmZ§Va Vwåhmbm -
* à^mdr ~mobUo ñnï> H$aVm òB©b.
* Vm|S>r g§kmnZmMr VÎdo dU©Z H$aVm òB©b.
* ì`m»`mZmMr nyd© V`mar Z_yX H$aVm òB©b.
* à^mdr ì`m»`mZmMr _mJ©Xe©H$ VÎdo {deX H$aVm òB©b.

4.1 àñVmdZm

~mobUo `m d¡̀ ŠVrH$ H$m¡eë`mbm ì`dñWmnH$m§À`m ŷ{_Ho$V AZÝ` gmYmaU _hÎd Amho.
`mMo H$maU åhUOo Ë`mÀ`m H$m_H$mOmV 80 Q>ŠHo$ nojm OmñV doi Ë`mbm ~mobmdo bmJVo. ~mobUo `m
H$m¡eë`mMo AZoH$ CnàH$ma AmhoV. Ë`mn¡H$s g§̂ mfU H$aUo hm EH$ CnàH$ma Amho.

g§̂ mfU MmVẁ © hm EH$ {deof JwU Amho. Vmo g§nmXZ H$amdm bmJVmo. g§̂ mfUmMo {Za{Zamio hoVy
AgVmV Ë`m à_mUo g§̂ mfU KS>Vo. dada gmYo gai dmQ>Umao g§̂ mfU XoIrb {deof _hÎdmMo Agy
eH$Vo. {Xbm OmUmam g§Xoe Am{U Ë`m_mJo XS>bobm Jwá g§Xoe ̀ m XmoÝhr_Ü ò AZoH$Xm V\$mdV AgVo. Aer
V\$mdV emoYyZ H$mT>Uo, Ë`mMm `mo½` [aVrZo AW©~moY H$ê$Z KoUo ho g§̂ mfUH$m¡eë` g§nmXZ H$aÊ`mgmR>r
Amdí`H$ Amho.
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g§̂ mfUmV Á`m ì`ŠVrer ~mobVmo Ë`m ì`ŠVrer ZmdmMm dmna Ho$bm åhUOo OmñV n[aUm_H$maH$Vm
gmYVm òVo. g§̂ mfUmV Ho$di eãXm§MmM Zìho Va Ë`m _mJrb ^mdZm§Mm AW© OmUyZ KoÊ`mbm OmñV
_hÎd AgVo. g§̂ mfUm_wio nañnam§da N>mn nSy>Z g_OyVr V`ma hmoVmV Am{U Ë`mMm n[aUm_ ~amMH$mi
{Q>H$Vmo. g§̂ mfUmMm CÔoe g\$b hmoÊ`mÀ`m Ñï>rZo _hÎdnyU© R>aVmo.

g§̂ mfU H$arV AgVm§Zm ì`ŠVr g_moamg_moa AgVrb Va Ë`m§À`m Mohè`mdaMo Ë`m§À`m
Mohè`mdarb hmd^md, BVa hmbMmbr qH$dm ZoÌg§Ho$V `mgma»`m AempãXH$ g§kmnZm_m\©$V nwîH$iem
Jmoï>r g_OyZ OmVmV. na§Vw XÿaÜdZrdarb g§̂ mfUmV ì`ŠVrì`ŠVt_Ü ò \$ŠV empãXH$ _mÜ`_mVyZM
g§kmnZ KS>Vo. Aem doir g§̂ mfU H$m¡eë`mMm {deof H$miOrnyd©H$ {dMma H$amdm bmJVmo. àm_w»`mZo
~mobVm§Zm ñda H$gm ̀ oVmo ̀ mH$S>o ZrQ> bj Úmdo bmJVo. XÿaÜdZrdarb g§̂ mfUmV Ho$di ñdamVyZ {MÎmd¥Îmr
Am{U _ZmMm amoI g_Oy eH$Vmo.

g§̂ mfUmV Zo_Š`m eãXmV ~mobUo, ñnï>nUo ~mobUo, lmoVm bj XoD$Z EoH$Vmo qH$dm Zmhr ̀ mMr
ImÌr H$ê$Z KoUohr Amdí`H$ Amho. lmoË`mbm g§̂ mfUmMm AW©~moY Pmbm qH$dm Zmhr ho ~KUohr
_hÎdmMo AgVo. Ago Ho$ë`mZo g§̂ mfUmV n[aUm_H$maH$Vm {XgyZ òVo. g§̂ mfUmV åhUr-dmH²$àMma
dmnaë`mZo Mm§Jbm à^md nS>Vmo. _mÌ Ë`m§Mm dmna `mo½` doir `mo½` àH$mao H$aVm `mdm bmJVmo.

Vm|S>r g§kmnZ hm g§kmnZmMm EH$ ^mJ Agbm Var ì`mdgm{`H$ ì`dñWmnZmV Ë`mbm Iyn
_hÎd Amho. Vo g§MmbZ H$m`m©À`m H|$ÐñWmZr Amho Am{U AË §̀V _hÎdmMr ̂ y{_H$m ~OmdVo. ~mobÊ`mV
AmË_{dídmg, hoVy Am{U g§̀ _ hr _hÎdmMr VÎdo _mZbr OmVmV.

4.2 {df` {ddoMZ

4.2.1 ~mobUo AW© ( Speaking- Meaning)
~mobUo `m g§koV EH$ ì`ŠVr Amnbo {dMma, _Vo, gyMZm, H$ënZm, VH«$mar Xþgè`m ì`ŠVrg

gm§JV AgVmo. Á`mdoir XmoZ KQ>H$mV ~mobÊ`mZo g§kmnZ hmoVo Ë`mbm Vm§oS>r g§kmnZ Ago åhUVmV.
g^m, H$m ©̀emim, MMm©gÌo BË`mXt_Ü ò dŠVm d lmoVo g_moamg_moa EH$Ì ̀ oD$Z MMm© H$aVmV.

Va ao{S>Amo, {~ZVmar g§Xoe, Q>o{b\$moZ qH$dm B§Q>aZoQ> qH$dm B§Q>aH$m°_Ûmao g_moamg_moa Z òVm g§kmnZ hmoV
AgVo. doi d IMm©V ~MV H$aUo, ObX g§Xoe àgmaU H$aUo, {Zaja bmoH$m§gmR>r Cn ẁŠV AgUmao,
Vm~S>Vmo~ à{V{H«$`m {_i{dVm ̀ oUmao Am{U dŠVm d lmoVm ̀ m§À`mV OdirH$Vm {Z_m©U H$aUo ho ~mobÊ`mMo
\$m`Xo AmhoV.

4.2.2 Vm|S>r g§kmnZmMr VËdo
(Principales of Effective Oral Communication)

Vm|S>r g§XoedhZ A{YH$à^mdr hmoÊ`mgmR>r Imbrb VÎdo (KQ>H$) bjmV KoUo Amdí`H$ Amho.
1)  ñnï> CÀMma  (Cleare Pronounciation)

Vm|S>r g§XoedhZmgmR>r gdm©V _hÎdmMr ~m~ åhUOo g§XoemVrb eãXmMo ñnï> CMmaU hmò .
AZoH$Xm Vm|S>r g§XoedhZmMm MwH$sMm AW© H$mT>bm OmVmo. H$maU g§XoeàmáH$Ë`m©bm g§Xoe g_Obobm
ZgVmo. O~S>çm§Mm _wŠVnUo Cn`moJ Z H$aUo, {O ôMm d AmoR>m§Mm AS>IiV dmna H$aUo Am{U A{Ve`
hiy ~mobUo `m gdmª_wio Vm|S>r g§XoedhZ gXmof hmoV AgVo.
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2)  g§{jáVm  (Brevity)

g§Xoe g§{já Agmdm. Vm|S>r g§XoedhZmV AZoH$Xm Adm§Va ~mobbo OmVo Ë`m_wio Zo_H$m g§Xoe
g_Oy eH$V Zmhr.
3)  AMyH$Vm  (Precision)

AMyH$Vo_wio Vm|S>r g§XoedhZ à^mdr hmoVo. CÚm gH$mir H$m`m©b`mV bdH$a ̀ m Ago gm§JÊ`mnojm
Oa CÚm gH$mir 8 dmOVm H$m`m©b`mV `m. H$maU gd© nÌo n{hë`m Q>nmbmZo nmR>dmd`mMr AmhoV Ago
gm§{JVbo Va Vo A{YH$ à^mdr hmoVo.
4)  ÑT> {dídmg  (Conviction)

Vm|S>r g§XoedhZm_Ü ò Omo g§Xoe Úmd`mMm AgVmo Vmo ImÌrera Agbm nm{hOo. ImÌreranUmÀ`m
A^mdm_wio g§Xoe g§{X½Y hmoVmo d Vmo g§XoeàmáH$Ë`m©da à^md nmSy> eH$V Zmhr. g§XoemVrb ImÌreranUm
Ñ{ï>H$moZmVrb IaonUm_wio Am{U `mo½` {dMma d {Z`moOZm_wio òD$ eH$Vmo.
5)  Vm{H©$H$ H«$_  (Logical Sequence)

Oa g§XoeXmË`mZo g§Xoemda `mo½` àH$mao {dMma Ho$bm Agob Va Vmo Amnë`m {dMmam§Zm/
g§Xoembm EH$ Vm{H©$H$ H«$_ XoD$ eH$Vmo. g§XoemMr g§{X½YVm qH$dm JXu Jm|Yi {Z_m©U H$aVo. Vm{H©$H$ H«$_
XoD$ eH$Vmo. g§XoemMr g§{X½YVm qH$dm JXu Jm|Yi {Z_m©U H$aVo. Vm{H©$H$ÑîQ>çm H«$_ R>a{dbobm g§Xoe
A{YH$ à^mdr hmoVmo.
6)  `mo½` eãXm§Mr {ZdS>  (Appropriate Word Choice)

g§XoemgmR>r `mo½` eãXmMm doJdoJù`m bmoH$m§gmR>r doJdoJim AW© {ZKy eH$Vmo. g§XoemgmR>r
Zoh_rMo n[a{MV eãX dmnabo nm{hOo.
7)  gm_mÝ` dmŠ` àMma Am{U eãX à`moJ Q>miUo>
(Avoiding hackneyed pharases and cliches)

gm_mÝ` dmŠ` àMma Am{U eãX à`moJ Q>mibo nm{hOo. H$maU Ë`m_wio ~mobÊ`mV AS>Wio
{Z_m©U hmoD$Z g§Xoe g_OÊ`mg AS>MUr {Z_m©U hmoVmV.
8)  Z¡g{J©H$ AmdmO  (Natural Voice)

g§Xoe XoVm§Zm AZ¡g{J©H$ AmdmO Q>mimdm. H$mhr doim g§XoeXmVm OmUyZ~yOyZ AmdmOmV d¡{dYVm
AmUVmo. Ë`mbm Ago dmQ>Vo H$s Ë`m_wio Amnbm g§Xoe A{YH$ à^mdr hmoVmo. nU Vgo Z hmoVm CbQ> g§XoemV
AS>Wim {Z_m©U hmoÊ`mMr eŠ`Vm AgVo. åhUyZ Zoh_r ñnï> d Z¡g{J©H$ AmdmOmMm dmna H$amdm.
9)  lmoË`m§À`m XOm©à_mUo ^mfoMm dmna H$aUo

(Finding the right register)

gm_m{OH$, gm§ñH¥${VH$ d e¡j{UH$ ÑîQ>çm {^Þ Agboë`m bmoH$m§Zm g§Xoe XoÊ`mgmR>r {d{dY
^mfoMm/eãXm§Mm Cn`moJ Ho$bm nm{hOo. gw{e{jV bmoH$ gmYmaUV… Zm_m§Mm dmna H$aVmV Va A{e{jV
bmoH$ {H«$`mnXm§Mm A{YH$ dmna H$aVmV. H$m ©̀j_ g§XoeXmVm hr {^ÞVm bjmV KoD$Z Amnbo ~mobUo /
g§Xoe R>a{dVmo.

4.2.3 ~mobÊ`mMr nyd© V`mar (Pre-Speech Preparation)

`eñdr ì`m»`mZmgmR>r {Z`moOZmMr Amdí`H$Vm AgVo. lmoË`mn ª̀V AmË_{dídmgnyd©H$
Amnë`m ì`m»`mZmMm hoVy nmohmoM{dUo Am{U lmoË`m§da {Z §̀ÌU R>odUo ̀ mgmR>r ì`m»`mZ / ̂ mfU ho ̀ mo½`
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V`mar H$ê$ZM  Ho$boo nm{hOo. ì`m»`mZmMr nyd© V`mar H$aÊ`mgmR>r _hÎdmMo Q>ßno Imbrb à_mUo AmhoV.
1)  hoVy {ZpíMV H$aUo

  ì`m»`mZm§Mm gd©gmYmaU Am{U Img Ago hoVy AgVmV. _m{hVr XoUo, CnXoe H$aUo,
lmoË`m§Zm Amnë`m _Vm§er gh_V H$ê$Z KoUo, _Zmoa§OZ H$aUo BË`mXr ì`m»`mZmMo hoVy Agy eH$VmV.
Amnë`mbm hdm Vmo {ZpíMV Agm n[aUm_ gmYUo hm ì`m»`mZmMm _w»` hoVy AgVmo.
2) lmoË`m§Mo Am{U n[apñWVrMo {díbofU H$aUo

ì`m»`mZmVyZ Úmd`mMm g§Xoe lmoË`m§Zm ñdrH$maÊ`mgmaIm Agmdm. ì`m»`mZmMr nyd© V`mar
H$aÊ`mAmYr lmoË`m~Ôb nyU© kmZ d OmU AgUo Amdí`H$ Amho. lmoË`m§Mr aMZm hr d¡{eîR>çnyU©
AgVo. Ë`m_wio doJdoJù`m àH$maMo lmoVo AgVmV. Vo doJdoJù`m C{Ôï>m§Zr ̀ oVmV åhUyZM dŠË`mZo ̀ mo½`
^mfm, ñda Am{U _m{hVrMr {ZdS> H$am`bm hdr. dŠË`mZo A§VJ©V Am{U ~mø n`m©daUmMo Am{U
n[apñWVrMo {ZíbofU H$am`bm nm{hOo. ñW{bH$ gm§ñH¥${VH$ {MÝhm§Mm / g§Ho$Vm§Mm Ë`mZo Cn`moJ H$amdm.
3) lmoË`m§n ª̀V nmohmoMÊ`mMr H$ënZm {ZdS>Uo

ì`m»`mZ Am{U H$ënZm nañna gwg§JV Agmì`mV. H$ënZm§Mr _m§S>Ur ^mfUmnyduM H$ê$Z
R>odbobr Agob Va àË`j ^mfUmV Ë`mMm {dñVma A{YH$ Mm§Jë`m àH$mao H$aVm òVmo. lmoË`m§H$Sy>Z
ZdZdrZ H$ënZm§Mo Zoh_rM ñdmJV hmoVo.
4)  dñVwpñWVr Am{U _m{hVrMo g§H$bZ H$aUo

hoVy Am{U {df` ho EH$Xm {ZpíMV Ho$bo nmhOo. H$ënZoer gwg§JV dñVwpñWVr d _m[hVr Jmoim
H$am`bm hdr. ̀ mgmR>r nwñVHo$, _m{gHo$, {Z`VH$m{bHo$, g§X ©̂J«§W AWdm B§Q>aZoQ>À`m _mÜ`_mMm Cn`moJ
ho gdm©{YH$ Cn ẁŠV R>aVo. AÚmdV, A{YH¥$V, {dídgZr` Am{U Añgb _m{hVr {_i{dÊ`mgmR>r
à`ËZ H$am`bm nm{hOo.
5)  _m{hVr Am[U AmH$S>odmarMo g§H$bZ H$ê$Z _gyXm {b{hUo

Mm§Jë`m ^mfUmV àñVmdZm, ^mfUmMm _w»` ^mJ Am{U gmam§e AWdm AZw_mZ Ago VrZ
KQ>H$ AgVmV.
6)  ÑH²$-lmì` _mÜ`_m§Mo {Z`moOZ

_m{hVr Am{U g§kmnZ V§ÌkmZmMm dmna Ho$ë`mg Amnë`m ̂ mfUmMm Mm§Jbm à^md nS>Vmo d
Ñí` n[aUm_ hm XrK©H$mi {Q>H$Umam AgVmo. `mV ISy->\$im, H$mS>© qH$dm nmoñQ>a, EbgrS>r àmoOoŠQ>a
`mgma»`m H$mhr gmYZm§Mm dmna H$amdm.
7)  a§JrV Vmbr_

ì`m»`mZmMr a§JrV Vmbr_ H$aUo åhUOo C ô amhÿZ _moR>çmZo ì`m»`mZ XoUo Ago ì`m»`mZ
Amaemg_moa C ô amhÿZ AWdm Amnë`m {_Ìm§g_moa C ô amhÿZ Úmdo. a§JrV Vmbr_ H$aVm§Zm AZoH$doim
ì`m»`mZo Úmdr bmJVmV. dŠVm _gyÚmV Xþê$ñË`m qH$dm gwYmaUm KS>dyZ AmUy eH$Vmo.

ì`m»`mZ XoVm§Zm Am`Ë`mdoioMo qH$dm CËñ\y$V© ì`m»`mZ, hñV{b{IV àV dmMZ, ñ_aUeŠVrda
AmYm[aV ì`m»`mZ `mn¡H$s EH$ qH$dm EH$mnojm A{YH$ nÕVrMm EH${ÌV dmna H$aVm òVmo.

4.2.4 à^mdr ì`m»`mZmgmR>r _mJ©Xe©H$ VÎdo
(Guidelines for Effective Speech)

1. qH${MV Wm§~Ê`mMm (Pause) \$m`Xm CR>dyZ gwê$dmV H$amdr.
2. H$mhr dmŠ ò Am{U AdKS> _wÔo `m§À`mV qH${MV Wm§~mdo.
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3. àË òH$ _wÔm AmnU H$m gmXa H$aVmo `mMm {dMma H$amdm Am{U Z§Va A{Ve` AmdS>rZo _wÔo gmXa
H$amdo.
4. Vwåhr Ho$di gmYonUmZo gmXarH$aU H$arV AgVm Ago Zmhr Va Vwåhr AmìhmZo XoVm, Iwbmgo H$aVm,
H$a_UyH$ H$aVm, éOdmV KmbVm, àíZhr CnpñWV H$aVmV ho bjmV R>odm.
5. àË òH$ _gwÚmMr {Q>nUo Aem nÕVrZo V`ma H$am H$s Or lmoË`m§n ª̀V nmohMdmdr Ago  Vwåhmbm dmQ>Vo
Am{U Ë`mZwgma ñdam_Ü ò MT>-CVma H$am.
6. VUmd ẁŠV, {ZameOZH$ ñdamnojm {e{Wb ñda A{YH$ _hÎdmMm AgVmo. Agm ñda A{YH$ Z¡g{J©H$
Am{U A{YH$madmUrMm dmQ>Vmo.
7. _hÎdmÀ`m _gwÚmMm ^a Vw_À`mnmgyZ Xÿa Ý`m Am{U lmoË`m§da bú` H|$ÐrV H$am.
dŠË`mZo lmoË`mg_moa Amnbr gH$mamË_H$ à{V_m {Z_m©U H$aUo _hÎdmMo AgVo. Ë`mgmR>r nwT>rb Jmoï>r
_hÎdmÀ`m R>aVmV.
1. nohamdmÀ`m ~m~VrV ì`mdhm[aH$ ~wÕr dmnam.
2. n[apñWVr Am{U àg§J `mbm gmOogm nohoamd H$am.
3. A{V Q>moH$mbm OmD$Z \°$eZ \°$S>À`m _mJo bmJy ZH$m.
4. H$nS>çmÀ`m XOm© ~m~V gVH©$ amhm.
5.Vw_Mr à{V_m Am{U ì`ŠVr_Îd BVam§da H$gm n[aUm_ H$aVo ho g_OyZ ¿`m Am{U OmUyZhr ¿`m.
6. BVam§Zr Vw_Mo AZwH$aU H$amdo Agm AmXe© Ë`m§À`mg_moa R>odm.

dŠË`mZo darb _mJ©Xe©H$ gyMZm bjmV KoD$Z ~mobÊ`mg C ô am{hë`mg Vmo ZŠH$sM EH$
Mm§Jbm dŠVm åhUyZ AmoiIbm OmB©b. Ë`mMo ì`m»`mZ à^mdr hmoB©b.

4.3 ñd §̀AÜ``Z àíZ

1. Vm|S>r g§kmnZ WmoS>Š`mV ñnï> H$am.
-------------------------------------------------------
-------------------------------------------------------
-------------------------------------------------------
-------------------------------------------------------
-------------------------------------------------------

2. à^mdr ~mobUo {deX H$am.
-------------------------------------------------------
-------------------------------------------------------
-------------------------------------------------------
-------------------------------------------------------
-------------------------------------------------------

3. ì`m»`mZmMr nyd© V`mar dU©Z H$am.
-------------------------------------------------------
-------------------------------------------------------
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-------------------------------------------------------
-------------------------------------------------------
-------------------------------------------------------

4. ì`m»`mZmMr _mJ©Xe©H$ VÎdo WmoS>Š`mV ñnï> H$am.
-------------------------------------------------------
-------------------------------------------------------
-------------------------------------------------------
-------------------------------------------------------
-------------------------------------------------------

4.4 gmam§e

ì`dñWmnH$mgmR>r ì`dñWmnZmV ~mobUo `m d¡̀ ŠVrH$ H$m¡eë`mbm AZÝ` gmYmaU _hËd Amho.
ì`dñWmnH$mH$S>o g§̂ mfU MmVỳ © hm EH$ {deof JwU AgVmo. EH$ ì`ŠVr Amnbo {dMma, gyMZm, H$ënZm
Xþgè`m ì`ŠVr gm§JVmo åhUVmo Vmo g§kmnZmV ~mobÊ`mMr {H«$`m nma nmS>V AgVmo. ì`dgm`mV  g^m,
H$m ©̀emim, MMm©gÌ BË`mXr_Ü ò dŠVm d lmoVm g_moamg_moa òVmV Ë`m {R>H$mUr ~mobUo à^mdr R>admdo
bmJVmV. H$mhr VËdmÛmao ~mobUo à^mdr R>é eH$VmV. Ë`m_Ü ò ñnï> Cƒma, AMwH$Vm, ÑT> {dídmg,
g§{jáVm d AmdmO Mm àm_w»`mZo dmna Ho$bm OmVmo. åhUyZM ~mobÊ`mMr nyd© V`mar H$aUo JaOMoo Amho.
à^mdr ì`m»`mZmgmR>r _mJ©Xe©H$ VËdmMm dmna H$éZ AmË_{dídmgnyd©H$ Amnbo g§kmnZ H$aUo H$mimMr
JaO Amho.

4.5 nm[a^m{fH$ eãX

Vm|S>r g§kmnZ - Oral Communication  -   _m¡{IH$ g§XoedhZ
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4.7  gamdmgmR>r ñdmÜ`m`

1. à^mdr Vm|S>r g§kmnZmMr VÎdo ñnï> H$am.

2. ì`m»`mZ åhUOo H$m`? ì`m»`mZmÀ`m nyd© V`marMr JaO {deX H$am.

3. ì`m»`mZmMr nyd© V`mar ñnï> H$am.

4. à^mdr ì`m»`mZmgmR>r _mJ©Xe©H$ VÎdo g{dñVa dU©Z H$am.
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KQ>H$ … 5

ì`mdgm{`H$ d BVa nÌì`dhma
 Business Letter and other Correspondence

AZwH«$_{UH$m

5.0 C{Ôï>o
5.1 àñVmdZm
5.2 {df` {ddoMZ

5.2.1  ì`mdgm{`H$ nÌboIZmMo _hÎd
5.2.1.1 ì`dgm{`H$ nÌboIZmMo _hÎd
5.2.1.2 AmXe© ì`mdgm{`H$ nÌm§Mr JwUd¡{eï>ço
5.2.1.3 nÌdmMH$mMm Ñ{ï>H$moZ
5.2.1.4 ì`mdgm{`H$ nÌmMr aMZm
5.2.1  {dH«$s nÌì`dhma
5.2.2.1 {dH«$snÌmMo _hÎd
5.2.2.2 {dH«$snÌm§Mr n[aUm_H$Vm
5.2.2.3 {dH«$snÌmMo \$m`Xo
5.2.2.4 {dH«$snÌmMr _m§S>Ur
5.2.2.5 {dH«$snÌmMr n[aUm_H$maH$ gwê$dmV Am{U eodQ>
5.2.3 à{V{ZYrËdmMm nÌì`dhma
5.2.3.1 à{V{ZYrËdmMm nÌì`dhmamVrb _hÎdmÀ`m ~m~r
5.2.3.2 {dH«$s à{V{ZYr H$amamVrb AQ>r Am{U eVu
5.2.3.3 à{V{ZYrËdmÀ`m nÌì`dhmamMm Z_wZm
5.2.4  ~±Ho$gmo~V nÌì`dhma
5.2.4.1 {d{dY H$maUm§gmR>r ~±Ho$gmo~V hmoUmam nÌì`dhma
5.2.4.2 ~±Ho$bm Ho$boë`m VH«$ma nÌmMm Z_wZm
5.2.5  ZmoH$argmR>r nÌì`dhma
5.2.5.1 C_oXdmamMr ì`pŠVJV _m{hVr V`ma H$aUo
5.2.5.2 ZmoH$ar{df`H$ AOm©Vrb g_m{dï> ~m~r
5.2.5.3 AO© Z_wZm

5.3 ñd §̀AÜ``Z àíZ
5.4 gmam§e
5.5 nm[a^m{fH$ eãX
5.6 g§X^©gyMr
5.7 gamdmgmR>r ñdmÜ`m`



Eg.dm`.~r.H$m°_.-ì`mdgm{`H$ g§kmnZ d H$åß ỳqQ>J _°ZoO_|Q                                47

5.0 C{Ôï>o

`m  KQ>H$mÀ`m AÜ``ZmZ§Va Vwåhmbm -
* ì`dgm{`H$ nÌì`dhma dU©Z H$aVm òBb.
* {dH«$s nÌì`dhmamMr _m{hVr XoVm òB©b.
* à{V{ZYrËdmMm nÌì`dhmamVrb _hÎdmÀ`m ~m~r ñnï> H$aVm òB©b.
* à{V{ZYrËdmMm nÌì`dhma Z_wX H$aVm òB©b.
* ~±Ho$gmo~V nÌì`dhma ñnï> H$aVm òB©b.
* ZmoH$argmR>rÀ`m nÌì`dhmamMo dU©Z H$aVm òB©b.

5.1 àñVmdZm

gVamì`m eVH$mV B§½b§S>_Ü ò Am¡Úmo{JH$ H«$m§Vr Pmbr. Am¡Úmo{JH$ H«$m§Vr hmoÊ`mnydu ì`dgm`mMo
joÌ AJXr _`m©{XV hmoVo. ~mOmanoR>m ñWm{ZH$ ñdê$nmÀ`m hmoË`m. CËnmXZ à{H«$`m _mJUr Zwgma Ho$br OmV
Ago.  CËnmXH$ Am{U IaoXrXma EH$_oH$m§À`m Mm§Jë`m n[aM`mMo hmoVo. EH$_oH$m§Zm àË`j AmoiIV
AgV. _mZdmÀ`m JaOm XoIrb _`m©{XV hmoË`m. IaoXr {dH«$sÀ`m ì`dhmamgmR>r ì`mnmar EH$_oH$m§Zm
àË`j ôQ>V AgV. Ë`m_wio nÌì`dhmamMr JaO Šd{MVM nS>o.

Am¡Úmo{JH$ H«$m§VrZ§Va ~mOmanoR>m§Mo joÌ {dñVmê$ bmJbo. _moR>çm à_mUmda _mJUrnyd© CËnmXZmg
gwê$dmV Pmbr. _mZdmÀ`m JaOm dmT>ë`m. CËnmXZ V§Ì ~Xbë`m_wio _moR>çm à_mUmda ì`dgm`
H$aUmè`m H§$nÝ`m ApñVËdmV Amë`m. ì`dgm`mMo joÌ amḯ>r` ñVamdê$Z Am§Vaamḯ>r` ñVamda nmohMbo.
CËnmXH$ d IaoXrda `m§Mm àË`j g§nH©$ hmoUo H$R>rU Pmbo. dmhVyH$ d XiUdiU joÌmVrb H«$m§Vr_wio
gd© ì`dhma AàË`j g§nH$m©Ûmam hmoD$ bmJbo. Q́>H$Ûmao dmhVyH$, aoëdoMo ngabobo Omio `m_wio _mbmMr
Zo-AmU gwb^ Pmbr. Q>nmb Am{U Vma ImË`m_wio g§XoedhZ ghO eŠ` Pmbo. ~±H$m, {d_m H§$nÝ`m_wio
ì`dhma gwairV Am{U gwa{jV[aË`m hmoD$ bmJbo. nÌì`dhmamÛmao gd© ì`mdgm{`H$ ì`dhma hmoD$
bmJbo.

ì`dgm`, ì`mnma `m§À`mer g§~§{YV AgUmè`m {df`mda ì`ŠVr, g§ñWm, H§$nÝ`m, gaH$mar
H$m`m©b ò ̀ m§À`m_Ü ò hmoUmè`m nÌì`dhmambm ì`mdgm{`H$ nÌì`dhma Ago åhUVmV. CËnm{XV dñVy§À`m
{dH«$s g§X^m©V Mm¡H$er, _wë`H$WZ, IaoXr AmXoe, _mbmMr nmoM, ì`mdgm[`H$ g§~§Y àñWm{nV H$aUo,
{Q>H$dyZ R>odUo, J«mhH$m§er {hVJwO H$aUo, ì`dhmam§Mr nyV©Vm H$aUo Aem {d{dY CÔoem§Zr ì`mdgm{`H$
nÌì`dhma Ho$bm OmVmo.

5.2 {df` {ddoMZ
5.2.1 ì`dgm{`H$ nÌì`dhma ( Business Letters )

ì`dgm`mÀ`m ~Xbboë`m {dñVmarV ñdê$nm_wio ì`mdgm{`H$mbm AZoH$ àH$mam§Zr ì`mdgm{`H$
ì`dhmam§gmR>r åhUOoM ì`dgm`mÀ`m {Z{_ÎmmZo {b{hÊ`mV òUmè`m nÌm§Zm "ì`mdgm{`H$ nÌì`dhma'
Ago åhUVmV. dñVyMr IaoXr H$aUo, {dH«$s H$aUo, g§̂ mì` J«mhH$m§Zm IaoXrgmR>r A{^ào[aV H$aUo, ì`mnmar
{dH«o$Vo d _Ü`ñWm§Zm Amnë`m ì`dgm`mg§~§Yr _m{hVr XoUo, Aem AZoH$ H$maUm§gmR>r ì`mdgm{`H$
nÌì`dhmam Ho$bm OmVmo. ì`mnmè`m§Zr H$maImZXmam§er, _Ü`ñWm§er Ho$bobm nÌì`dhma, ì`mnmè`m§Mm
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BVa ì`mnmè`m§er, Xbmbm§er Am{U J«mhH$m§er Hoo$boë`m nÌì`dhmam§Mm XoIrb `mV g_mdoe hmoVmo.
ì`m»`m  -  ì`mdgm{`H$ nÌì`dhma hr g§H$ënZm ì`mnH$ ñdê$nmMr Amho. ì`mdgm{`H$ g§ñWoer
{ZJS>rV Agboë`m AZoH$ àH$maÀ`m {df`m§darb nÌm§Mm g_mdoe ì`mdgm{`H$ nÌì`dhmamV hmoVmo.
ì`mdgm{`H$ nÌm§Mr ì`m»`m nwT>rb à_mUo gm§JÊ`mV Ambr Amho.
1. H°$gZ `m§À`m _VmZwgma

""Mm§Jbo ì`mdgm{`H$ nÌ Hw$bwn~§X H$dmS>o h_Img CKS>Ê`mMr Jwê${H$ëbr `m Ñï>rZo H$m ©̀
H$aVo. ~mOmanoR>m Iwë`m H$aUo, dñVw Am{U godm ̀ m§À`m IaoXr-{dH«$sMm _mJ© gwH$a H$aUo Am{U g§ñWoMo
erb H$go Amho, ho {ZXe©Zmg AmUyZ XoUo ̀ m g§~§YrMr _hÎdmMr ̂ y{_H$m ì`mnmar nÌì`dhmamMr AgVo.''
2. S>m°. J§JmYa H$m`§Xo nmQ>rb

""Oo nÌ XmoZ ì`mdgm{`H$ g§ñWm qH$dm EH$b ì`mnmè`m§_Ü ò ì`mdgm{`H$ g§~§YmMr {Z{_©Vr
H$aÊ`mgmR>r, {Z_m©U Pmbobo _V ôX Xÿa H$aÊ`mgmR>r {bhrbo OmVo Aem nÌmg ì`mdgm{`H$ nÌ Ago
åhUVmV. ì`mdgm{`H$ nÌmMr aMZm {d{eï> Z_wÝ`m_Ü ò Ho$br OmVo.''

darb ì`m»`m§dê$Z Ago åhUVm òB©b H$s, {d{eï> ì`mdgm{`H$ C[Ôï>m§À`m nyVugmR>r ì`mnma
Am{U ì`dgm`mV Jw§Vboë`m ì`ŠVtZm Am{U g§ñWm§Zm Aer nÌo {bhrbr OmVmV. ̀ m nÌm§Mo ñdê$n A{Ve`
_ZmodoYH$ AgVo. à^mdembr Am{U gm¡hmX©nyU© nÌo {b{hUo hr XoIrb EH$ H$bmM AgVo. ì`dgm`mMr
`eñdrVm `m ì`dhmam§da Adb§~yZ  AgVo.

5.2.1.1 ì`mdgm{`H$ nÌboIZmMo _hÎd
ì`dgm`mMm AmH$ma, àH$ma Am{U ñdê$nmZwgma ì`mdgm{`H$ nÌì`dhma Ho$bm OmVmo. ì`dgm`

g§KQ>Zm§À`m {dñVmarH$aUm_wio ì`mdgm{`H$ nÌì`dhmamMo _hÎd A{YH$mYrH$ dmT>V Amho. ì`dgm`mMo
dmT>Vo joÌ Am{U ì`mn, g§XoedhZmMr AÚ`mdV gmYZo ̀ m_wio ì`mdgm{`H$ nÌì`dhmam§Mo _hÎd dmT>V
Amho. ì`mdgm{`H$ nÌm§dê$Z ì`dgm` g§ñWoMr H$m ©̀j_Vm R>aVo. ì`dgm`mMr àJVr d ̀ e ̀ m nÌì`dhmam§da
Adb§~yZ AgVo.

ì`mdgm{`H$ nÌì`dhmamMo _hÎd nwT>rbà_mUo gm§JVm òVo.
1)  g§XoedhZmMo Cn ẁŠV gmYZ

g§XoedhZmMo  H$m ©̀ Am¡Úmo{JH$ d ì`mdgm{`H$ g§ñWm§À`m ì`dñWmnZ à{H«$ ò_Ü ò {deof
_hÎdmMo Amho. g§XoedhZmÛmao Amnbo _V, {dMma, ̂ mdZm, à{V{H«$`m§Mr XodKod Ho$br OmVo. nÌì`dmhma
ho g§XoedhZmMo Cn ẁŠV gmYZ Amho.
2)  g§XoedhZmMo ñdñV gmYZ

Q>o{b\$moZ, Q>oboŠg, \°$Šg, B©-_ob `m g§kmnZmÀ`m gmYZm§nojm nÌì`dhma ho gmYZ A{YH$
ñdñV Amho. ì`mdgm{`H$ g§XoedhZ H$m`m©gmR>r ZmJar d J«m_rU ^mJmVhr nÌì`dhmamMo ho EH$ ñdñV
gmYZ Amho.
3)  doioMr ~MV

dmhVyH$ d XiU diU gmYZm§À`m ObX àJVr_wio ì`mdgm{`H$ nÌì`dhma H$_rV H$_r
doimV H$aVm òVmo. ì`mnmar d J«mhH$ , ì`mnmar d ì`mnmar `m§À`mVrb ì`dhma AË §̀V ObX JVrZo
Pmë`m_wio ì`dgm`mÀ`m ì`dhmam§Mr JVr dmT>Vo. doioMr ~MV åhUOoM n`m©̀ mZo n¡em§Mr ~MV hmoVo.
4)  ì`mdgm{`H$ g§~§Ym§Mr gwê$dmV

H$moUVmhr ì`mdgm{`H$ ì`dhma KSy>Z òÊ`mgmR>r ì`ŠVr-ì`ŠVr, ì`ŠVr d g§ñWm VgoM
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g§ñWm d g§ñWm `m§À`mV g§~§Y àñWm{nV hmoUo Amdí`H$ AgVo. ho ì`mdgm{`H$ g§~§Y nÌì`dhmamÀ`m
_mÜ`_mVyZ àñVm{dV hmoVmV. ì`mdgm{`H$ ì`dhma Aem g§~§Ymda Adb§~yZ AgVmV. nÌm§À`m _mÜ`_mVyZ
g§̂ mì` J«mhH$m§Zm ì`mnmar Amnbr ñdV…Mr Am{U {dH«$s ̀ mo½` dñVyMr _m{hVr H$ê$Z KoD$ eH$Vmo. Ë`mM
à_mUo J«mhH$mMr XoIrb _m{hVr {_idy eH$Vmo.
5)  ì`mdgm{`H$ g§~§Ym§Mr OmonmgZm

ì`mdgm{`H$ ì`dhmam§gmR>r ì`mdgm{`H$ g§~§Y gwê$dmV H$aUo _hÎdmMo Zmhr Va ̀ m àñVm{nV
g§~§YmMr OmonmgZm H$aUo ho XoIrb EH$ {OH$sarMo H$m_ AgVo. ~mOmanoR>oMm dmT>bobm ì`mn Am{U
{dñVmarV H$jm bjmV KoVm J«mhH$ Am{U {dH«o$Vo `m§Mr àË`j ôQ> hmoUo XþamnmñVM Amho. Aem doir
nÌì`dhmamÀ`m AmYmaoM ì`mdgm{`H$ g§~§Ym§Mo g§dY©Z H$amdo bmJVo. `mgmR>r ì`mdgm{`H$ nÌì`dhma
_hÎdmMm Amho.
6)  ^m¡Jmo{bH$ A§Va H$_r hmoVo>

g§nyU© ̂ maVmV VgoM {dXoemV XoIrb AmOÀ`m AmYw{ZH$ dmhVyH$ d XiUdiU gmYZm§À`m
ghmæ`mZo ObX JVrZo nmohmoMVm ̀ oVmo. åhUOoM ̀ m nÌì`dhmambm H$moUË`mhr ̂ m¡Jmo{bH$ _`m©Xm ZmhrV.
{dñV¥V ì`mdgm{`H$ H$m ©̀joÌmV ì`mdgm{`H$ g§~§Y OmonmgVm òVmV.
7)  ñnï>Vm>

ì`mdgm{`H$mbm nÌì`dhmamÀ`m _mÜ`_mVyZ Amnbo {dMma A{YH$ à^mdrnUo d ñnï>nUo
_m§S>Uo eŠ` hmoVo. nÌmgma»`m à^mdr d Cn ẁŠV _mÜ`_mÛmao {dH«o$Vm Amnbo ñnï> _V J«mhH$ qH$dm
BVa ì`mnmè`m§Zm H$idy eH$Vmo. àË`j ôQ>rÛmao Amnë`m Agboë`m AS>MUr, àíZ qH$dm AgUmar
{^Vr J«mhH$mbm AWdm Xþgè`m ì`mdgm{`H$mbm gm§Jy eH$Uo XþamnmñV AgVo. `m gd© ~m~tMr MMm©
ì`mdgm{`H$ nÌì`dhmam§Ûmao H$aUo eŠ` hmoVo. åhUOoM nÌì`dhmamÛmao ì`mdgm{`H$ ì`dhmam_Ü ò
A{YH$ ñnï>Vm ̀ oVo.
8)  ì`mdgm{`H$ nwamdm

ì`mdgm{`H$ ì`dhmam§_Ü`o {dH«o$` dñVyÀ`m Mm¡H$ernmgyZ ì`mnmar g§~§Y gwê$ hmoVmV.
ì`mdgm{`H$mbm dñVyMo n¡go {_imë`mZ§Va Am{W©H$ ì`dhmam§Mr nyV©Vm hmoVo. _mbmg§~§YrMm g§nyU© Vnerb
Ogo _mbmMr JwUdÎmm, _mb nwadR>m, _mb nwadR>çmMr doi, n¡go XoÊ`mMr nÕVr ̀ m gd© ~m~r nÌmV Z_yX
Ho$ë`m OmVmV. åhUOo EH$ àH$mao H$amaM Ho$bm OmVmo. H$mhr H$maUmZo ì`mdgm{`H$ ì`dhmam§_Ü ò _V ôX
Pmë`mg ì`mgm{`H$ nÌì`dhma hm H$moQ>m©V nwadm åhUyZ Cn`moJmV AmUVm òVmo. Ë`m_wio ì`mdgm{`H$
nÌì`dhmamg _hÎd àmá Pmbo Amho.
9)  g§X ©̂ åhUyZ Cn`moJ

ì`mdgm{`H$ nÌì`dhma ̂ mdr H$mimV g§X^m©gmR>r Cn ẁŠV R>aVmo. ̂ {dî`H$mbrZ dmQ>MmbrgmR>r
ì`mdgm{`H$ g§ñWm§À`m OwÝ`m g§~§Ym§Mm {dMma H$ê$Z `mo½` ì`mdgm{`H$ YmoaU AmIUo gmono Omdo,
`mgmR>r ì`mdgm{`H$ nÌì`dhma g§X ©̂ åhUyZ Cn`moJmV òVmo.
10.  {dMmam§Mr XodmU-KodmU

ì`mnmar-J«mhH$-ì`mnmar, ì`mnmar-ì`mnmar `m§À`mV {dMmam§Mr XodmU KodmU H$aÊ`mMo EH$
à^mdr _mÜ`_ åhUOo nÌì`dhma hmò . åhUOoM XmoZ njm§Vrb {dMmam§Mr XodmU-KodmU nÌì`dhmamÛmao
Ho$br OmVo.
11.  Am{W©H$ àJVr

ì`mnmar Mm¡H$er nÌmnmgyZ ì`mdgm{`H$ nÌì`dhma gwê$ hmoVmo. hm g§nyU© nÌì`dhma Am{W©H$
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~m~ter {ZJS>rV AgVmo. ì`dgm`mÀ`m Am{W©H$ àJVrgmR>r hm IQ>mQ>mon Ho$bm OmVmo.
12.  Xþhoar g§XoedhZ

ì`mdgm{`H$ nÌì`dhma Xþhoar ñdê$nmMm AgVmo. CXm. J«mhH$mH$Sy>Z àW_ ì`mnmar Mm¡H$er
nÌ åhUOo {dH«o$` dñVyÀ`m _m{hVrgmR>r nÌ {bhrbo OmVo. ̀ m nÌmg {dH«o$Vm CÎma XoVmo AemàH$mao  gVV
MmbUmam nÌì`dhma XmoZ njm§_Ü ò gwê$ hmoVmo. åhUOoM ì`mdgm{`H$ nÌì`dhma hm Xþhoar ñdê$nmMm
AgVmo.
13.  Zo_H$m g§nH©$ gmYUo eŠ` hmoVo

ì`mdgm{`H$ g§kmnZmV AZoH$ àH$mamVyZ g§nH©$ Ho$bm OmVmo. Ogo àË`j MMm©, \$moZÛmao
g§̂ mfU B. ̀ mVyZ AZoH$Xm {Zî\$i MMm©, ~mobUo hmoVo. Ë`mVyZ doioMm Anì`` hmoVmo. ̀ mCbQ> nÌì`dhmamVyZ
Zo_Š`m _wÚmda MMm© hmoVo. doi dm`m OmV Zmhr. åhUyZ Zo_H$m g§nH©$ gmYÊ`mgmR>r ì`mdgm{`H$
nÌì`dhmambm _hÎd Amho.
14.  g§X ©̂ åhUyZ Cn`moJ

ì`mdgm{`H$ nÌì`dhmamÛmao gmVË`mZo Mm§Jbo nañna g§~§Y {Z_m©U H$aÊ`mMm à`ËZ Ho$bm
OmVmo. g§XoedhZmÀ`m `m Xþhoar à{H«$ òV EH$_oH$m§À`m {dídmgmbm _hÎdmMo ñWmZ Amho. `m {dídmgmMr
{Z{_©Vr ì`mdgm{`H$ nÌì`dhmamVyZ Ho$br OmVo.
15.  J«mhH$dJ© {_i{dUo

gmVË`mZo ì`mdgm{`H$ nÌì`dhmamMr e¥§Ibm {Z_m©U H$ê$Z ì`mdgm{`H$ Amnë`m CËnmXZm§gmR>r
J«mhH$ dJ© {_idy eH$Vmo. CËnmXZmMr Om{hamV, Mm¡H$er nÌo, Mm¡H$er nÌm§Zm CÎmao, IaoXr AmXoe nÌ,
_mbmMm nwadR>m B. nÌm§Ûmao g§̂ mì` J«mhH$mdJm©er gmVË`mZo g§nH©$ gmYbm OmVmo. Ë`mVyZM g§̂ mì`
J«mhH$m§Mo ê$nm§Va ZdrZ J«mhH$ dJm©V hmoVo.
16.  ZdrZ J«mhH$ dJ© {Q>H${dUo

{_imbobm J«mhH$ dJ© gmVË`nyU© ì`mdgm{`H$ nÌì`dhmam§Ûmao {Q>H${dUo ho EH$ d¡{eîQ>çnyU©
H$m ©̀ Amho. Ë`mgmR>r ì`mdgm{`H$ nÌì`dhma _hÎdmMm Amho.
17.  gm¡hmX©nyU© nañna g§~§Y

àË`j ôQ>r àg§Jr J«mhH$m§er hmoUmar MMm© Zoh_rM gH$mamË_H$ ZgVo. Šd{MVàg§Jr dmX
g§̂ dVmo. {dH«o$Vm àË òH$ J«mhH$mbm Ano{jV Agbobr gyQ> gdbV XoD$ eH$V Zmhr. H$mhr doim ewëbH$
H$maUm§gmR>r dmX hmoÊ`mMr eŠ`Vm AgVo. H$Yr-H$Yr _mZmn_mZ hmoD$Z nañna g§~§Y VUmdnyU© hmoD$
eH$VmV. nÌì`dhmamÀ`m _mÜ`_mVyZ Ago àg§J CX²̂ dV ZmhrV. nÌmMr ^mfm Z_« d gm¡OÝ`nyU© R>odVm
òVo. H$m¡eë`nyd©H$ EImÚm J«mhH$mMr AdmñVd _mJUr \o$Q>miVm ̀ oVo Aem àH$mao J«mhH$ d {dH«o$Vm ̀ m§Mo

nañnag§~§Y gm¡hmX©nyU© amIVm òUo nÌì`dhmamVyZ eŠ` hmoVo.
18.  Om{hamVtMo à^mdr _mÜ`_

ì`mdgm{`H$ nÌm§Mm _mÜ`_mVyZ H$_r IMm©V à^mdr Om{hamV H$aVm ̀ oUo eŠ` hmoVo. g§̂ mì`
J«mhH$mMo ê$nm§Va J«mhH$m_Ü ò H$aÊ`mgmR>r nÌì`dhmamMr _mobmMr _XV hmoVo. H$maImZXma, KmD$H$
ì`mnmar, {H$aH$moi ì`mnmar g§̂ mì` J«mhH$mbm dñVyMr gwá ñdê$nmV Agbobr JaO, dñVyMr d¡{eï>ço,
dñVyMo JwUY_©, àH$ma, Cn`moJ, \$m`Xo, B. nÌm§À`m _mÜ`_mVyZ Z_yX H$aVmV. J«mhH$m§À`m AS>rAS>MUr,
J¡agmò , J¡ag_Ohr ì`mnmè`m§Zm H$iy eH$VmV. åhUOoM CËnmXH$ Am{U ì`mnmar nÌ Om{hamVrÀ`m
_mÜ`_mVyZ J«mhH$m§er àË`j g§~§Y d g§nH©$ àñWm{nV H$ê$ eH$VmV. BVa Om{hamV _mÜ`_m§À`m VwbZoZo
gdm©V ñdñV Am{U à^mdr _mÜ`_ åhUyZ nÌm§Mm dmna Ho$bm OmVmo.
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19.  ì`dgm`mMm gdmªJrU {dH$mg
ì`mdgm{`H$ nÌì`dhma ì`dgm`mÀ`m gdmªJrU {dH$mgmbm ghmæ`H$ R>aVo. ì`dgm`mer

g§~§YrV {d{dY H$m ©̀o nÌm§À`m ghmæ`mZo nma nmS>br OmVmV. ~mOmanoR>oV Amnë`m {dH«o$` dñVybm _mJUr
{Z_m©U H$aUo, J«mhH$m§Zm dñVy IaoXr H$aÊ`mgmR>r àd¥Îm H$aUo, g§̂ mì` J«mhH$m§Mo ê$nm§Va J«mhH$m§_Ü ò
H$aUo, J«mhH$m§À`m VH«$mar pñdH$maUo, VH«$matMo {ZdmaU H$aUo B. H$m ©̀ nÌm§À`m _mÜ`_mZo Ho$br OmVmV.
gaH$mar H$m`m©b`m§er Ho$bm OmUmam VgoM ~±H$m§er Ho$bm OmUmam nÌì`dhma `mVyZ ì`dgm` {df`H$
Am{W©H$ H$m ©̀ nma nmS>br OmVmV. åhUOoM ì`mdgm{`H$ nÌm§À`m _mÜ`_mVyZ ì`mdgm{`H$ {dH$mgmMr
Am{U Am{W©H$ gd© H$m }̀ nma nmS>br OmVmV. `mVyZM ì`dgm`mMm gdmªJrU {dH$mg gmÜ` hmoVmo.

ì`mdgm{`H$ nÌì`dhmamda ì`dgm`mMo ApñVËd Adb§~yZ AgVo. VgoM ì`dgm`mMm
{dH$mg Am{U ̂ {dVì` XoIrb nÌì`dhma H$m¡eë`mdê$Z R>aV AgVmo. åhUyZ ì`mdgm{`H$ nÌì`dhmamMo
_hÎd {Xdg|{Xdg dmT>V Amho.

5.2.1.2   AmXe© ì`mdgm{`H$ nÌm§Mr JwUd¡{eï>ço

AmYw{ZH$  ì`dgm`mMm dmT>Vm ì`mn Am{U ~XbË`m ñdê$nm_wio ì`mdgm{`H$ nÌ ì`dhmam§Mo
ñdê$nhr ~Xbbo Amho. ì`dgm`mMr doJir nVà{Vð>m {Z_m©U H$aÊ`mMo H$m ©̀ ì`mdgm{`H$ nÌ H$aVmV.
ì`dgm`mMr nÌì`dhmam_wio ì`mdgm{`H$ nV XoIrb d¥ÕtJV hmoVo. ì`mdgm{`H$ nÌì`dhma H$aVm§Zm
H$mhr _wb ŷV VÎdm§Mm Am{U JwU d¡{eï>çm§Mmhr {dMma H$aUo Amdí`H$ AgVo. hr _wbVÎdo qH$dm
JwUd¡{eîQ>ço nwT>rbà_mUo
1)$ ñnï> _OHy$a

ì`mdgm{`H$ nÌmMo ho gdm©V _hÎdmMo d¡{eï>ç Amho. nÌmVrb Ame`/_OHy$a nÌ dmMH$mg
ghO g_Obm nm{hOo. nÌmVrb _OHy$amMm AW© Ogm boIH$mbm Ano{jV Amho Ë`mZwgmaM dmMH$mZo AW©
¿`mdm `mgmR>r _OHy$a A{Ve` ñnï> Agmdm. boIH$mÀ`m {dMmamV ñnï>nUm d {ZpíMVVm Agë`mg
nÌmMm Ame` XoIrb ñnï> AgVmo. Xþhoar AW© AgUmao, {ZaW©H$ eãX dmnaUo nÌboIH$mZo Q>mimdo. dmŠ`
aMZm ghO, gwb^, gmonr Agmdr. nÌmMm àË òH$ n[aÀN>oX ñnï> Agmdm.
2) gwg§JVVm

ì`mnmar nÌmMm hoVy _hÎdmMm AgVmo. Ë`m hoVyZwgma nÌmMo {df`mZwê$n n[aÀN>oX AgmdoV.
nÌmÀ`m gwê$dmVrMm n[aÀN>oX, _w»` _OHy$amMm n[aÀN>oX Am{U eodQ> ho EH$_oH$m§er gwg§JV {df`mer
Am{U hoVyer g§~§{YV AgmdoV. nÌmVrb àË òH$ _wÔm gwg§JV Agmdm.
3) Z_«Vm Am{U gm¡OÝ`

ì`mdgm{`H$mMr Z_«Vm Am{U gm¡OÝ` ho Ë`mZo {b{hboë`m nÌm_YyZ {deofV… àX{e©V Pmbo
nm{hOo. ì`mdgm{`H$ {hV bjmV KoD$Z ì`mdgm{`H$mZo Z_« ^mfoMm dmna nÌ boIZmgmR>r H$amdm.
4)  n[anyU©Vm

ì`mnmar nÌmMm _OHy$a n[anyU© Agmdm. H$maU ì`dgm`mV IaoXr-{dH«$sMm H$moUVmhr H$ama
nÌmVrb _OHy$amÀ`m AmYmaoM Ho$bm OmVmo. nÌmMr gwê$dmV, {XZm§H$, OmdH$ H«$_m§H$, nÌmMm {df`, g§X ©̂
H«$_m§H$, ì`dgm` g§ñWoMm nÎmm, \°$Šg, Q>oboŠg, B©-_ob, XÿaÜdZr H«$_m§H$ g§~§{YV _hÎdmÀ`m ì`ŠVtMo
«̂_UÜdZr H«$_m§H$ ho ì`dpñWV {Xbobo AgmdoV. {Xbobr gd© _m{hVr nÌmÀ`m _w»` Jmä`mer {_iVrOwiVr

Agmdr. Ë`mMm A{YH$ à^md nÌ dmMH$mda hmoV AgVmo. åhUyZ nÌ gd©M Ñï>rZr n[anyU© Agmdo.
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5)  ZrQ>ZoQ>Ho$nUm
ì`mdgm{`H$ nÌ ì`dhmam§_Ü ò ZrQ>ZoQ>Ho$nUm Agmdm. ì`mdgm{`H$ joÌmV doiobm A{Ve`

_hÎd AgVo. doi n¡em§à_mUoM _m¡ë`dmZ AgVmo. åhUyZ ì`mdgm{`H$ nÌmV Amdí`H$ Jmoï>tMmM \$ŠV
C„oI H$amdm. nÌ Ame`mÀ`m Ñï>rZo n[anyU© nU g§{já Agmdo. Ë`m_wio nÌmVyZ ZrQ>ZoQ>Ho$nUm OmUdVmo.
6)  AMyH$Vm

AgyMH$Vm hm ì`mdgm{`H$ nÌmMm _hÎdmMm JwU Amho. g§~§{YV ì`ŠVrZo _mJ{dbobr _m{hVr
d AmH$S>odmar Iar Am{U AMyH$ Agmdr. ì`mdgm{`H$ nÌmMr ̂ mfm, ì`mH$aU, ewÕboIZ ̀ mH$S>o {deof
bj XoÊ`mV `mdo. g§ñWoÀ`m {hVmÀ`m Ñï>rZo nÌmVrb gd© _m{hVr AMyH$ Agmdr. Aem AMyH$Vo_wio
g§ñWoMr à{Vð>m d¥ÕtJV hmoVo.
7)  göX`Vm

nÌ dmMH$mÀ`m _ZmV gH$mamË_H$ ^mdZm {Z_m©U hmoÊ`mg _XV H$ê$ eHo$b Aer ^mfm nÌ
boIH$mZo dmnamdr. BVam§À`m ̂ mdZm§Mm AmXa H$ê$Z AmpË_`Vm {Z_m©U H$aUmar ̂ mfm nÌmV Agmdr. nÌ
dmMë`mZ§Va dmMH$mbm boIH$mMr göX`Vm OmUdmdr Aer ^mfm e¡br boIH$mZo dmnamdr.
8)  àm_m{UH$nUm

ì`mdgm{`H$ nÌmV {Xbobr _m{hVr, AmH$S>odmar Iar Agmdr. MyH$sMr _m{hVr XoD$ Z ò.
ì`dgm`mÀ`m g§~§{YV Vnerb VÏ` AgUmao d àm_m{UH$nUo ÚmdoV. dñVwpñWVr {dfX H$aUmam Vnerb
{Xbm Omdm. Ë`mVyZ àm_m{UH$nUm {XgyZ òVmo.
9)  à^mdrnUm

ì`mnmar nÌmMr ^mfm à^mdr Agmdr. ^mfm, _wX²Xo, EH$_oH$m§er VH©$g§JV AgmdoV. nÌ
ZrQ>ZoQ>Ho$ gwg§JV Agmdo. nÌmMm H$mJX, Q>§H$boIZ, nmH$sQ> ̀ mda XoIrb H$miOrnyd©H$ {dMma Ho$ë`mg
nÌmMm à^mdrnUm A{YH$ dmT>Vmo.
10)  gwb^Vm

àM{bV ^mfoMm {dMma H$ê$Z nÌmMr gwb^Vm dmT>{dVm òVo. nÌ dmMH$mbm ghO g_Oy
eHo$b AerM ^mfm nÌmV dmnamdr. gẁ mo½` eãXm§Mr {ZdS> H$ê$Z {df`mMr _m§S>Ur H$amdr. _OHy$amMo
n[aÀN>oXmV {d^mOZ H$amdo. bhmZ bhmZ dmŠ`m§Mm Cn`moJ H$amdm. _OHy$a VH©$g§JV Agmdm. `m gd©
~m~tMr H$miOr KoVë`mg nÌmV gwb^Vm {Z_m©U hmoVo.
11)  VËnaVm

J«mhH$mH$Sy>Z qH$dm BVa ì`mdgm{`H$ g§ñWoH$Sy>Z nÌ àmá Pmë`mZ§Va Ë`m nÌmda Ëd[aV ̀ mo½`
H$m ©̀dmhr H$amdr. nÌmda g§~§{YV ì`pŠV̈Zm gyMZm XoD$Z ̀ mo½` H¥$Vr H$aÊ`mg ̂ mJ nmS>mdo. åhUOo nÌmMo
Ëd[aV CÎma XoUo ghO eŠ` hmoVo.
12)  ^mfm MmVw`©

nÌboIH$mZo ì`mdgm{`H$ nÌmV dmMH$mbm _Z_mohH$ dmQ>ob AemM ^mfoMm dmna H$amdm.
Ë`m_wio ì`mdgm{`H$ g§~§Y A{YH$ ÑT> hmoVmV. `mo½` ^mfoMm MmVẁ m©Zo dmna Ho$ë`mg g§̂ mì` J«mhH$mMo
ê$nm§Va J«mhH$m§_Ü ò hmoD$ eH$Vo. VgoM VUmd {Z_m©U Z hmoVm gd© ì`mdgm{`H$ ì`dhma nyU© hmoVmV.
åhUyZ Amnë`m ì`mdgm{`H$ g§ñWoÀ`m {hVmÀ`m Ñï>rZo ^mfm MmVẁ m©Mm dmna H$amdm.
13)  g_Ýd` d EH$ dmŠ`Vm

ì`mdgm{`H$ nÌmÀ`m {df`mZwgma {df`mer g§~§{YV Agm Vnerb nÌ boIH$mZo Úmdm.
nÌmMm Vnerb n[aÀN>oXmV Agmdm. àË òH$ n[aÀN>oXmV EH$ dmŠ`Vm Agmdr. Amnë`m {dH«o$` dñVy{df`r
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Mm¡H$er nÌ Agë`mg Ë`m {df`mbm AZwgê$Z åhUyZM dñVyMm g§nyU© Vnerb Úmdm. dñVyMo àH$ma, a§J,
JwUY_©, dñVynmgyZ {_iUmao \$m`Xo, Cn`moJmMr nÕVr, nñVyMr qH$_V, gdbV gyQ> AmUIr H$mhr
`moOZm Agë`mg Vr XoIrb `mo½` _m{hVr nÌmV Vnerbdma Úmdr. dñVyÀ`m CnbãYVoMr _m{hVr,
qH$_V XoÊ`mÀ`m nÕVtMr XoIrb _m{hVr H$idmdr. nÌ{df`mer g§~§{YV g§nyU© VnerbmMm nÌmV
g_Ýd` gmYVm òB©b. nÌmVrb _OHy$amV EH$ dmŠ`Vm Agmdr.
14)  _m¡{bH$Vm

ì`mdgm{`H$ nÌmV AmnU {Xbobr _m{hVr _m¡{bH$ Amho Agm {dMma dmMH$m§Zm {Z_m©U hmoB©b
Aem ̂ mfoV nÌmMm Ame` {bhmdm. nÌmV AZmdí`H$ _OHy$amMm g_mdoe H$ê$ Z ò. Amdí`H$ VodT>mM
VnerV XoÊ`mV `mdm. Ë`m_wio nÌmMo _hÎd dmT>Vo.
15)  {df`mMo gImob kmZ

ì`mdgm{`H$ nÌboIH$mg nÌ {df`mMo gImob kmZ Agmdo. g§ñWoVrb {d{eï> {d^mJmH$Sy>Z
nÌmMm Vnerb Ano{jV Agë`mg Vmo {_idyZ Z§VaM nÌ {bhmdo. {d{eï> A{YH$mè`m§H$Sy>Z Aem nÌmMm
_OHy$a V`ma H$ê$Z KoD$Z nÌ nmR>dmdo. àË òH$mÀ`m {deofrH¥$V kmZmMm Cn`moJ nÌboIH$mZo H$ê$Z ¿`md.
Amdí`H$ Vo gImob, nwaogo kmZ àmá H$ê$ZM nÌ ì`dhma H$amdm.
16)  àmg§{JH$ ^mfm

àg§JmZwgma ì`mdgm{`H$ nÌmMr ~XbUmar ^mfm Agmdr. ^mfoV _¥XÿVm, Z_«Vm, gm¡OÝ`,
gm¡hmX©Vm Agmdr. eãX dmnaVm§Zm H$moUVm àg§J Amho ho g_OmdyZ ¿`mdo. Amnbr MyH$ Pmbr AgVm
nÌmMr ^mfm Z_«, _¥Xÿ Agmdr. dgwbr nÌmMr ^mfm WmoS>rer H$S>H$ Agmdr. åhUOoM àg§J AmoiIyZ
nÌmVrb ^mfm dmnamdr.
17)  AmË_{dídmg

ì`mdgm{`H$ nÌm_wi nÌboIH$ d dmMH$ `m§À`mV AmnmngmV nañna AmË_{dídmgmZo
{dMmam§Mr XodmU KodmU H$aVm `mdr. nÌboIH$mZo Agm AmË_{dídmg nÌ dmMH$mg nÌmÛmao {Z_m©U
H$amdm.
18)  nÌboIH$mMo ì`pŠV_Îd nÌmV C_Q>Uo

nÌ {df`mMo AgUmao gImob kmZ, àmg§{JH$ ^mfm, gwg§JV _m{hVr, ì`dgm`mg§~§Yr g§nyU©
Vnerb `m§Mm dmna H$ê$Z {b{hbo OmUmao nÌ  nÌboIH$mÀ`m ì`pŠV_ËdmMm {d{eï> R>gm dmMH$mÀ`m
_Zmda C_Q>{dVo. Ago n[anyU© nÌ ì`mdgm{`H$ {hVmÀ`m Ñï>rZo XoIrb _hÎdmMo R>aVo.

`m gd© JwUd¡{eï>çm§Mm qH$dm _ybVÎdm§Mm {dMma H$ê$Z nÌboIZ Ho$ë`mg ì`mdgm{`H$ nÌ
ì`dhma A{Ve` à^mdr hmoVmo. ì`dgm`mMr Am{W©H$ àJVr KSy>Z ̀ oVo. ì`dgm`mMr à{Vð>m dmT>Vo. ̂ {dî`
CÁdb hmoVo.

5.2.1.3 nÌdmMH$mMm Ñï>rH$moZ

ì`mdgm{`H$ Ñï>rH$moZmVyZ {b{hë`m OmUmè`m nÌm§Zm ì`mdgm{`H$ nÌì`dhma Ago
åhUVmV. Aem nÌì`dhmamV XmoZ ì`ŠVr XmoZ nj AgVmV. Ë`m§À`mV ì`mdgm{`H$ g§~§Y {Z_m©U hmoVmV.
ho g§~§Y A{YH$mYrH$ d¥ÕtJV H$aÊ`mMo H$m ©̀ ì`mdgm{`H$ nÌ H$aVmV. åhUyZ ì`mdgm{`H$ nÌ
{b{hVm§Zm nÌboIH$mZo dmMH$mMm Ñï>rH$moZ {dMmamV KoD$Z nÌ {bhmdo.

ì`mdgm{`H$ nÌmMr ̂ mfm Am¡nMm[aH$ Agmdr. Am¡nMm[aH$ ̂ mfm åhUOo Xþgè`mMr AdhobZm
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H$aUo Zìho Va ñdV…À`m {hVg§~§Ym~amo~a BVam§Mohr {hVg§~§Y _hÎdmMo AgVmV. ̀ mMm {dMma H$ê$Z nÌ
{bhmdo. nÌmMr ^mfm gmonr, Z¡g{J©H$ Agmdr. nÌmV AmXamWu eãXm§Mm `mo½` {R>H$mUr dmna H$amdm.
{df`mZwgma n[aÀN>oX AgmdoV. nÌmÀ`m gwê$dmVrMm n[aÀN>oX, _w»` n[aÀN>oX Am{U nÌmMm eodQ> Aer
nÌmMr {d^mJUr H$amdr. nÌmV _m{hVr, VÏ`, AmH$S>odmar `m§Mm `mo½` OmJr C{MV Cn`moJ H$amdm.
nÌmVrb _m{hVr gË` Am{U AMyH$ Agmdr. nÌboIZmMm CÔoe g\$b hmoB©b Aem àH$mao nÌ {bhmdo.
Amnë`m {hVm~amo~aM BVam§À`m {hVmMmhr {dMma H$ê$Z ì`dg{`H$nÌ {b{hë`mg nÌmMm hoVy g\$b
hmoVmo. nÌ dmMH$mbm nÌ boIH$m{df`r {dídmg {Z_m©U hmoVmo.

ì`mdgm{`H$ nÌ Zoh_r J«mhH$mÀ`m ÑîQ>rH$moZmVyZ {b{hbo Omdo. dmMH$mÀ`m _Zmda nÌmMm H$m`
n[aUm_ hmoB©b `mMm {dMma nÌ {b{hVm§ZmM Ho$bm nm{hOo. nÌ dmMH$m§Mo _mZgemñÌ g_OmdyZ KoUo
Amdí`H$ AgVo. àË òH$ ì`ŠVr hm AmË_H|$ÐrV AgVmo. BVam§Zr Ho$bobr ñVwVr Ë`mbm hdrhdrer AgVo. nÌ
boIH$mZo ho bjmV KoD$Z dmMH$mbm AZwê$n, AZwHw$b Am{U Ë`mbm Iwb{dUmao nÌ {bhmdo. ""Amåhr
AmnUmg H$idy BpÀN>Vmo H$s'' Ago dmŠ` {b{hÊ`mnojm ""AmnUmg H$i{dÊ`mg AmZ§X hmoVmo H$s'' Ago
{b{hUo A{YH$ ̀ mo½` R>aVo. Ago J«mhH$mÀ`m Ñï>rH$moZmVyZ nÌ {b{hë`mg Vo A{YH$ ̀ mo½` Am{U à^mdr R>aVo.

5.2.1.4 ì`mdgm{`H$ nÌmMr aMZm

ì`mdgm{`H$ nÌ ho Am¡nMm[aH$ AgVo. ì`mdgm{`H$ ÑîQ>çm ì`mnmar nÌmMr aMZm AË §̀V
_hÎdmMr AgVo. ̀ mo½` Ë`m g§aMZoZwgma AgUmao nÌ dmMH$mMo bj AmH${f©V H$aVo. nÌ boIH$mMm _w»`
hoVy `mVyZ gmÜ` hmoVmo. åhUOoM J«mhH$ dJ© {_i{dUo, Ë`m§Zm {Q>H${dUo, Amnë`m ì`mdgm{`H$ g§ñWoMr
àJVr gmÜ` H$aUo B. hoVy àm_w»`mZo Mm§Jë`m nÌmÛmao gmÜ` Ho$bo OmVmV.

nÌmÀ`m ~mø ñdê$nm_Ü ò nÌmMm H$mJX, g_mg, Q>§H$boIZ, KS>r, nmH$sQ> ̀ m§Mm {dMma Ho$bm
OmVmo. nÌmMm H$mJX nm§T>am eŵ « Agmdm. Amnë`m ì`dgm`mMo d¡{eîQ>ç OmUdyZ Úmd`mMo Agë`mg
CËnmXZmg AZwê$n Agm gm¡å` a§JmMm H$mJX dmnabm Omdm. nÌmMm AmH$ma `mo½` Agmdm. nÌmVrb
_OHy$amÀ`m gd© ~mOy§Zr g_mg gmoS>mdm. EH$ Vo XrS> B§M g_mg gmoS>ë`mg nÌ AmH$f©H$ {XgVo. VgoM
g_mgmMm dmna dmMH$ _hÎdmÀ`m Zm|Xr H$aÊ`mgmR>r H$arV AgVmo. Q>§H$boIZ Mm§Jë`m àH$mao H$amdo.
nÌmMr KS>r ì`dpñWVnUo Kmbmdr. nÌmÀ`m H$mJXmZwgma nmH$sQ>mMm AmH$ma Agmdm. nmH$sQ>mda dmMH$mMm
g§nyU© nÎmm ì`dpñWV {bhmdm. dmMH$mMr AmÚmjao, Zdm, nXdr, hþÔm, JmdmMo Zmd, amÁ`mMo Zmd,
amḯ>mMo Zmd VgoM {nZH$moS> XoIrb {bhmdo.

BË`mXr ~mø KQ>H$m§Mm `mo½` {dMma nÌmÀ`m aMZonyduM H$amdm.
ì`mdgm{`H$ nÌ aMZm B§J«Or d _amR>r ^mfoZwgma doJdoJir AgVo. AZoH$ dfmªÀ`m à`moJmZ§Va

ì`mdgm{`H$ nÌ aMZoÀ`m KQ>H$m§Mr JaO {dMmamV KoD$Z EH$m R>am{dH$ àH$maMr aMZm V`ma Pmbr Amho.
àg§JmZwgma, JaOoZwgma, nÌmÀ`m àH$mamZwgma Ë`mV H$mhr ~Xb Ano{jV AgVmV. ì`mdgm{`H$ nÌ
aMZoMo {d{dY KQ>H$ AgVmV. nÌmÀ`m _m§S>UrV `m KQ>H$m§Mo ñWmZ H$moR>o Agmdo ho AmnUmg {ZpíMV
H$amdo bmJVo.

ì`mdgm{`H$ nÌmV erf©H$/_Wim, {XZm§H$, g§X ©̂, dmMH$mMm / AmVrb nÎmm, {df` g§X ©̂,
A{WdmXZ, g§Xoe / _OHy$a / nÌmMm Ame` (A- àma§̂ rMm _OHy$a  ~- _w»` ̂ mJ H$- eodQ>Mm _OHy$a
) A{^dmXZ na eodQ>, ñdmjar, ghnÌ, VmOm H$b_, nÌ  Q>mB©n H$aUmè`mMr AmÚmjao ho KQ>H$ AgVmV.
ho gd© KQ>H$ `mo½` OmJr Agmdr bmJVmV. ì`mdgm{`H$ nÌmMr Mm¡H$Q> nwT>rbà_mUo AgVo.
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---------------- (1) erf©H$ /_Wim
----------------
---------------- (ì`mdgm{`H$ g§ñWoMo Zmd.)

VmaoMm nÎmm (3)        -----------
(2)  {XZm§H$

Q>o{b\$moZ H«$. (4)
{df`H$ Am{U g§X ©̂ (5)
(6) dmMH$mMm nÎmm
(7)  A{^dmXZ
(8) g§Xoe / _OHy$a - àma§̂ rMm _OHy$a
----------------------------------------------------
----------------------------------------------------

_w»` ^mJ ---------------------------------
------------------------------------------------------
------------------------------------------------

eodQ>Mm ^mJ --------------------------------
------------------------------------------------------
------------------------------------------------

                            (9) A{^dmXZna eodQ>--------
                            (10) ñdmjar ------------

--------- ghnÌ (11)
--------- VmOmH$b_ (12)

--------- nÌQ>mB©n H$aUmè`mMr Ajao (13)

5.2.2 {dH«$s nÌì`dhma (Business Letters)

ì`mnmarnÌ ì`dhmamVrb EH$ _hÎdmMm àH$ma åhUOo {dH«$snÌo hmò . {dH«$snÌmMo boIZ H$maImZXma
qH$dm {dH«o$Vo H$aVmV. {dH«$snÌm§Ûmao dñVy qH$dm godoH$S>o g§̂ mì` J«mhH$m§Mo bj AmH¥$ï> H$ê$Z KoÊ`mMm
à`ËZ Ho$bm OmVmo. {dH«$snÌmV dñVy [H§$dm godoMr JwUd¡{eï>ço {dXe H$ê$Z n[anyU© _m{hVr XoÊ`mV ̀ oVo.
g§̂ mì` J«mhmH$m§À`m _ZmV IaoXrMr BÀN>m OmJ¥V H$ê$Z dñVy AWdm godoMr àË`j IaoXrMm ì`dhma
H$aÊ`mV ̀ mdm ̀ m CÔoemZo V`ma Ho$ë`m OmUmè`m nÌm§Zm {dH«$s Ago åhUVmV. Amnë`m dñVyMr AmoiI
J«mhH$mg H$ê$Z XoÊ`mMo H$m ©̀ {dH«$snÌmÛmao Ho$bo OmVo. J«mhH$mÀ`m {d{eï> JaOm ̂ mJ{dÊ`mMr j_Vm dñVy
d godoV Amho. ̀ mMr OmUrd {dH«$s nÌmÛmao H$ê$Z {Xbr OmVo. {dH«$snÌo hm ì`dgm` g§ñWoÀ`m d à{gÕr
`moOZoMm EH$ ^mJ AgVmo.

dñVy qH$dm godm§À`m g§̂ mì` J«mhH$m§Zm {dH«$snÌo {b{hbr OmVmV. CËnmXH$ AWdm {dH«o$Vm
{dH«$snÌo {bhÿ eH$mVmV. dñVy AWdm godoMr IaoXr J«mhH$mZo H$amdr ̀ m CÔoemZo {dH«$snÌo {b{hbo OmVmV.
BVa Om{hamV _mÜ`_m§À`m VwbZoZo _mÜ`_m§À`m VwbZoZo {dH«$snÌm§da H$amdm bmJUmam IM© ~amM H$_r
AgVmo. ì`ŠVrÀ`m JaOm AmoiIyZ {dH«$snÌo {b{hbr OmVmV. n[aUm_H$maH$, à^mdr ̂ mfm e¡br dmnê$Z
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{b{hbobr {dH«$snÌo {ZpíMVnUo dñVy qH$dm godoÀ`m _mJUrV dmT> KS>dyZ AmUVmV. åhUOoM n`m©̀ mZo
{dH«$s_Ü ò dmT> KSy>Z òoVo. Ë`m_wio {dH«$snÌmMm CÔoe {ZpíMVM g\$b Pmbm Ago åhUVm òVo.

5.2.2.1 {dH«$snÌm§Mo _hÎd

^maVmV nydu {dH«o$Ë`m§Mr ~mOmanoR> ApñVËdmV hmoVr. Aem ~mOmanoR>m§_Ü ò J«mhH$ ñdV… dñVy
d godm IaoXrgmR>r nwT>mH$ma KoVmV. åhUOoM ~mOmanoR>oV J«mhH$m§Mr g§»`m OmñV Am{U VwbZoZo {dH«o$Ë`m§Mr
g§»`m H$_r AgVo. Aem doir {dH«$oË`m§Z§r _mJrVboë`m AQ>tda Am{U qH$_Vrda J«mhH$ dñVy d godm
IaoXr H$aVmV. åhUOo J«mhH$ ñdV… {dH«$Ë`m§er g§nH©$ gmYVmV. Am{U dñVy godm§Mr _mJUr H$aVmV. Aem
~mOmanoR>oV {dH«o$Ë`m§Mo à ŵËd qH$dm dM©ñd AgVo. {dH«o$Ë`m§Zm à_wI ñWmZ AgVo. {dH«o$Ë`m§Zm à_wI
ñWmZ AgVo. `m CbQ> J«mhH$m§À`m {hVg§~§Ym§Zm H$moUVrM qH$_V ZgVo. Ë`m§Mr ŷ{_H$m Xþæ`_ AgVo.
Aem ~mOmanoR>m§_Ü ò dñVy d godm {dH«$sgmR>r {dH«o$Ë`m§Zm {deof à`ËZ H$amdo bmJV Zmhr.

AmOÀ`m H$mimV hr n[apñWVr ~Xbbr Amho. J«mhH$ H|$ÐrV ~mOmanoR>m§Mo ApñVËd AmVm
OmUdV Amho. ̀ m n[apñWVr ~Xbbr Amho. J«mhH$noR>m§_Ü ò J«mhH$ amOm g_Obm OmVmo. Ë`mbm H|$Ðq~Xÿ
_mZyZ gd© ì`dhma Ë`mÀ`m ^modVr hmoVmV. J«mhH$m§Mo {hVg§~§YmMr OmonmgZm Ho$br OmVo. J«mhH$m§À`m
JaOm, Ë`m§Mo g_mYmZ, Ë`m§Mr ŷ{_H$m `m ~m~tMo {deof _hÎd AgVo. H$maImZXma, CËnmXH$ qH$dm
{dH«o$Ë`m§bm àË òH$ doir J«mhH$mÀ`m JaOm bjmV KoD$Z CËnmXZ d {dH«$s {df`H$ H$m ©̀ H$amdr bmJVmV.

AmO ~mOmanoR>oV Vrd« ñnYm© AmT>iyZ ̀ oVo. dñVyMo CËnmXZ _mJUrnyd© Am{U àM§S> à_mUmda
Ho$bo OmVo.  AZoH$-{dY dñVy ~mOmanoR>oV ghO Am{U gd©Ì CnbãY hmoVmV. dñVy d godm§Mm XOm© XoIrb
C§Mmdbm Amho. J«mhH$dJ© gw{e{jV Pmbm Amho. ñd-{hV ajUm{df`r Ë`m§À`mV OmJê$H$Vm {Z_m©U
Pmbr Amho. J«mhH$ g§KQ>Zm§Mo ApñVËd OmUdy bmJbo Amho. `m ~Xbboë`m pñWVr_wio H$maImZXma,
CËnmXH$ d {dH«o$Vo `m§Zm dñVy d godm§À`m {dH«$sMr g_ñ`m ôS>gmdrV Amho.

_mJUrnyd© _moR>çm à_mUmda CËnm{XV Ho$boë`m dñVy d godm§gmR>r J«mhH$dJ© H$moRy>Z Am{U H$gm
{_idmdm hr AmOÀ`m CËnmXH$, H$maImZXma Am{U {dH«o$Ë`m§g_moarb _hÎdmMr g_ñ`m Amho. dñVy d
godogmR>r g§̂ mì` J«mhH$ emoYUo, Ë`mMo bj Amnë`m dñVy d godm§H$S>o doYyZ KoUo, Ë`m§Zm Ano{jV _m{hVr
nwa{dUo, `mo½` _mJ©Xe©Z H$aUo `m gd© à`ËZm§VyZ Ë`m§Zm dñVy d godm IaoXr H$aÊ`mgmR>r àd¥Îm H$aUo `m
gd© {H«$`m§Zm A{Ve` _hÎd àmá Pmbo Amho. {dH«$s nÌm§À`m Ûmao hr gd© H$m }̀ AmnUmg gmYVm òVmV.
{dH«$snÌo WoQ> g§nH©$ H$ê$ eH$VmV.

{dH«$snÌmMo _mÜ`_ BVa Om{hamV _mÜ`_m§À`m VwbZoZo A{Ve` ñdñV, gmò rMo Am{U CÎm_
AgVo. gw{e{jV J«mhH$dJ© {dH«$snÌm§da {dídmg R>odVmV. åhUOoM {dH«$snÌ ho {dídgZr` Ago Om{hamV
_mÜ`_ Amho.

`m gd© ~m~t_wio AmYw{ZH$ ì`mnma {dídmV {dH«$snÌm§Zm A{Ve` _hÎd àmá Pmbo Amho.

5.2.2.2 {dH«$snÌm§Mr n[aUm_H$maH$Vm

ì`dgm`mMm _w»` hoVy dñVy d godm§Mr {Z{_©Vr H$ê$Z Ë`m§Mr {dH«$s H$aUo hm AgVmo. ̀ m à_wI
hoVyZo ì`dgm`mV {d{dY H$m }̀ nma nmS>br OmVmV. hr H$m }̀ ì`dpñWVnUo nma nmS>Ê`mgmR>r AZoH$ KQ>H$
ghmæ`H$ R>aVmV. Ë`mV {dH«$snÌ EH$ _hÎdmMr ŷ{_H$m nma nmS>VmV. dñVy d godm§À`m {dH«$sV dmT>
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Pmë`mg {dH«$s nÌm§Mr n[aUm_H$maH$Vm {gÕ hmoVo. {dH«$snÌo n[aUm_H$maH$ ìhmdr ̀ mgmR>r Vr {b{hVm§Zm
AZoH$ _hÎdmMo _wÔo bjmV KoUo Amdí`H$ AgVo.

Imbrb _hÎdmMo _wÔo bjmV KoVë`mg {dH«$snÌo A{YH$ n[aUm_H$maH$ hmoD$ eH$VmV.
1. {dH«$snÌ boIH$mbm J«mhH$m§À`m H«$`àoaUm§Mr Amdí`H$ Vr _m{hVr Agmdr.
2. dñVy qH$dm godm IaoXr H$aVm§Zm H$moUË`m H«$`àoaUm§Mr nyVu hmoD$ eH$Vo `mMr _m{hVr nÌ

boIH$mbm Agmdr.
3. {dH«$snÌmMo ~mø ñdê$n A{Ve` AmH$f©H$ Agmdo.
4. nm{H$Q>mMm AmH$ma, a§J, H$mJX XO}Xma Am{U Amnë`m dñVy d godoMr {deof AmoiI gm§JUmam

Agmdm.
5. {dH«$snÌmMr gwê$dmV A{Ve` AmH$f©H$ Agmdr. EImXr KmofUm, KmofdmŠ`, gw{dMma,

H$mì`n§ŠVr, åhUr, dmH²$àMma ̀ m§Mm Cn`moJ H$ê$Z nÌmMr gwê$dmV H$aVm ̀ oD$ eH$Vo. Ë`m_wio
dmMH$mbm g§nyU© nÌ dmMÊ`mMr BÀN>m {Z_m©U hmoD$ eH$Vo. Ë`m_wio {dH«$snÌmMm _w»` hoVy
J«mhH$mbm AmH${f©V H$aUo hm gmÜ` hmoD$ eH$Vmo.

6. nÌmV dñVy AWdm godoMr g§nyU© _m{hVr Úmdr. CXm. dñVyMm AmH$ma, a§J, ê$n, dOZ,
dñVyVrb KQ>H$, XOm©, qH$_V, {Q>H$mD$nUm, dñVy dmnaÊ`mMr nÕV, dñVy dmnamnmgyZ hmoUmao
\$m`Xo, qH$_VrV gyQ>, gdbV, {dH«o$`moÎma godm BË`mXt~m~V g§nyU© _m{hVr {dH«$snÌmV
Agmdr. na§Vw {dH«$rnÌ åhUOo Ho$di _m{hVrnÌ Zìho `mMo hr `mo½` ^mZ boIH$mZo R>odmdo.

7. dñVy AWdm godoÀ`m J«mhH$mMr H$moUVr JaO ^mJ{dbr OmUma Amho `mMo dU©Z {dH«$snÌmV
H$amdo. J«mhmH$m§À`m JaOm, Ë`m§À`m Anojm, Ë`m§Zm Ano{jV AgUmao g_mYmZ, Ë`m§À`m
g_ñ`m, g_ñ`m§Mo {ZamH$aU `m gd© Jmoï>r {dMmamV KoD$Z {dH«$snÌ V`ma Ho$bo Omdo.

8. dñVy d godoMo gd© JwUd¡{eï>ç {dH«$snÌmV ÚmdrV.
9. Ano{jV n[aUm_ gmÜ` H$aÊ`mgmR>r {dH«$snÌo gwñnîQ> Am{U g§{já AgmdrV.
10. EImXr dñVy AWdm godm IaoXr H$aÊ`m_mJo J«mhH$mÀ`m doJdoJù`m H«$`àoaUm AgVmV. CXm.

OrdZ_mZmV gwYmaUm, Amamo½`mMr H$miOr, ^{dî` H$mbrZ VaVyX, doi, l_ d n¡em§Mr
~MV, JaOm§Mr nyV©Vm, gmò , H$a_UyH$, gm_m{OH$ à{Vð>m d gÝ_mZ, gw§Xa d Vê$U {XgUo,
Amnë`mda Adb§~yZ AgUmè`m ì`pŠVËdm{df`r ào_, {Oìhmim AWdm H$miOr dmQ>Uo.
J«mhH$ H$moUË`m H«$`àoaUobm àmYmÝ` XoD$Z dñVy IaoXr H$aVmo `mMm A§XmO KoD$Z {dH«$s nÌ
{bhmdo. VaM {dH«$snÌ n[aUm_H$maH$ hmoVo.
`m gd© _wÚm§Mm {dMma H$ê$Z {dH«$snÌ {b{hë`mg A{YH$ n[aUm_H$maH$ hmoVo.

5.2.2.3 {dH«$sMo \$m`Xo

ì`mdgm{`H$ nÌm§_Ü ò {dH«$snÌ ho A{Ve` _hÎdmMo g_Obo OmVo. {dH«$snÌ n[aUm_H$maH$[aË`m
{b{hë`mg Ë`mMo AZoH$ \$m`Xo CËnmXH$, H$maImZXma AWdm {dH«o$Ë`mg hmoVmV. ho \$m`Xo nwT>rbà_mUo
AmhoV.
{dH«o$Vm H$maImZXma qH$dm CËnmXH$m§Zm hmoUmao \$m`Xo
1. H$_r IMm©V J«mhH$mn ª̀V Amnë`m dñVy AWdm godoMr _m{hVr CËnmXH$ H$maImZXma qH$dm
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{dH«o$Vo {dH«$snÌmÛmao `mo½` g§̂ mì` J«mhH$mg XoD$ H$eVmV. Ë`m_wio g§̂ mì`J«mhH$mMo ê$nm§Va
J«mhH$mV hmoVo.

2. J«mhH$m§À`m Zo_Š`m H«$` àoaUm§Zm AmdmhZ Ho$bo OmVo. Ë`m_wio J«mhH$ dñVy d godm IoaXr
H$aÊ`mg àd¥Îm hmoVmo.

3. H$maImZXma, CËnmXH$ qH$dm {dH«o$Ë`mbm dñVy d godoMr doJir Om{hamV H$aÊ`mMr JaO
^mgV Zmhr.

4. dñVy d godoMr d¡{eï>ço J«mhH$mn ©̀V EH$m à`ËZmV nmohM{dVm òVmV.
5. J«mhmH$m§À`m H«$`àoaUm§Zm AmdmhZ H$ê$Z Ë`m§Mo Am{W©H$ ì`dhmamV ê$nm§Va H$aVm òVo.
6. g§̂ mì` H¥$VrMr J«mhH$m§H$Sy>Z nyV©Vm H$adyZ KoD$Z Amnbo _w»` C{Ôï>ç {dH«o$Vo gmÜ` H$adyZ

KoVmV.
7. J«mhH$m§À`m Anojm OmUyZ KoVm òVmV.
8. Ë`m§À`m g_ñ`m Am{U Ë`m§Zm Ano{jV AgUmao g_mZ `m§Mr gm§JS> KmbVm òVo.
9. H$mhr doim nÌm§gmo~V à{V{H«$`m ì`ŠV H$aÊ`mgmR>r {d{eï> \$m°_© nmR>{dVmV. Ë`mÛmao dñVy

{df`r bJoMM _V H$iVo.
BË`mXr AZoH$ \$m`Xo {dH«o$Vo, CËnmXH$ AWdm H$maImZXmam§Zm hmoVmV.

J«mhH$m§Zm {dH«$s nÌm§Mo hmoUmao \$m`Xo
1. {dH«$snÌm_wio  dmMH$mbm / J«mhH$mbm doioV ~MV H$aVm ̀ oVo. àË`j XþH$mZmV qH$dm ì`dgm`

g§ñWog ôQ> XoÊ`mMm Ìmg dmMVmo. Ë`m_wio doioMr d n¡em§Mr ~MV hmoVo.
2. dñVy§Mo {d{dY àH$mam§{df`r _m{hVr {_iVo.
3. Amnë`m gmò rÀ`m doioZwgma nÌmMo dmMZ H$aVm òVo.
4. dñVy dm godm ñnYm©Ë_H$ qH$_VrV {_iVmV.
5. dñVyÀ`m àH$ma, a§J, ê$n, Md, qH$_V, gyQ>, gdbV, XOm©, \$m`Xo VmoQ>o `m{df`r Ëd[aV Z

_mJVm _m{hVr {_iy eH$Vo.
6. H$mhr doim dñVy§Mo Z_wZo XoIrb nÌmgmo~V òVmV. CXm. e°ånyMo nmD$M. åhUOo dñVy {df`r

dñVyMm dmna H$ê$Z bJoM _V ~Z{dVm òVo
BË`mXr AZoH$ \$m`Úm§_wio {dH«$snÌm§Mo _hÎd AmYw{ZH$ H$mimVhr {Q>Hy$Z Amho.

5.2.2.4 {dH«$snÌm§Mr _m§S>Ur

AmYw{ZH$ ì`mdgm{`H$ OJVmV H$moUË`mhr ì`dgm` g§ñWoMr {dH«$snÌo g§XoedmhH$ åhUyZ H$m ©̀
H$arV AgVmV. à^mdr ̂ mfm e¡brMm Cn`moJ {dH«$snÌo V`ma H$aVm§Zm Ho$ë`mg {dH«$snÌmMr n[aUm_H$maH$Vm
dmT>Vo. {dH«$snÌmÀ`m _OHy$amMr _m§S>Ur AmH$f©H$ hmoÊ`mgmR>r `m gd© ~m~r bjmV ¿`mì`m bmJVmV.
{dH«$snÌmÀ`m _m§S>Urbm A{Ve` _hÎd Amho.

{dH«$snÌmÀ`m _OHy$amMr {d^mJUrb H$VrV H$_r VrZ n[aÀN>oXmV H$amdr. n{hbm n[aÀN>oX
àñVmdZoÀ`m ñdê$nmV Agmdm. {dH«$snÌm{df`r åhUOoM dñVy AWdm godo{df`r WmoS>Š`mV _m{hVr `m
n[aÀN>oXmV Úmdr. {dH«$snÌmMm Xþgam n[aÀN>oX hm EH$ _hÎdmMm ̂ mJ AgVmo. ̀ m n[aÀN>oXmV {dH«o$` dñVy
AWdm godoMr ñnï> Am{U nwaoer _m{hVr XoÊ`mV òVo. CXm. dñVyMm XOm©, AmH$ma, a§J, JwUd¡{eï>ço,
Cn ẁŠVVm B. EH$mM dñVyMo AZoH$ Cn`moJ qH$dm \$m`Xo Agë`mg Ë`m§Mm CëboI ̀ mV H$amdm. {Vgè`m
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n[aÀN>oXmV g§̂ mì` J«mhH$mbm àË`j H¥$Vr H$aÊ`mg ̂ mJ nS>ob. Aem àH$maMm _OHy$a {b{hÊ`mV ̀ oVmo.
åhUOoM g§̂ mì` J«mhH$m§Mo ê$nm§Va àË`j J«mhH$mV H$aÊ`mBVH$m à^mdr _OHy$a ̀ m n[aÀN>oXmV Agmdm.

{dH«$sb nÌmMm g_mamon eodQ>À`m g§{já n[aÀN>oXm_Ü ò Ho$bm OmVmo. {dH«o$` dñVy d godoÀ`m
IaoXrgmR>r J«mhH$mMo {ZpíMV ghH$m ©̀ {_iob Aer Anojm ì`ŠV H$ê$Z {dH«$snÌmMm eodQ> Ho$bm OmVmo.

{dH«$snÌmÀ`m `mo½`, AmH$f©H$, AMyH$, _m§S>Urda ì`dgm` g§ñWoMo `e Adb§~yZ AgVo
åhUyZ {dH«$snÌm§Mr _m§S>Ur H$mQ>oH$moanUo H$aÊ`mV `mdr.

5.2.2.5  {dH«$snÌmMr n[aUm_H$maH$ gwê$dmV Am{U eodQ>

à^mdr {dH«$snÌmÀ`m _OHy$amMr {d^mJUr VrZ Vo Mma n[aÀN>oXmV Ho$bobr AmT>iVo. n{hbm
n[aÀN>oX àñVmdZoÀ`m ñdê$nmV {b{hbm OmVmo. `m n[aÀN>oXmMr gẁ dmV A{Ve` AmH$f©H$ Agmdr.
dmMH$mÀ`m _ZmV g§nyU© {dH«$snÌm{df`r Hw$Vyhb {Z_m©U H$aUmar n{hë`m n[aÀN>oXmMr gẁ dmV Agmdr.
EImXr Mm§Jbr åhU, dmH²$àMma, H${dVoMr EImXr Amoi. EImXm àíZ, gŵ m{fV, gwà{gÕ ì`ŠVrMo
{dYmZ ̀ m§Zr n[aÀN>oXmMr gwê$dmV H$amdr. H$Yr H$Yr EImÚm AmH«$_H$ n[aUm_H$maH$ {dYmZmZo XoIrb
n[aÀN>oXmMr gwê$dmV H$aVmV. `m n[aÀN>oXmMr gwê$dmV ghO Am{U AmH$f©H$ Agmdr. VaM dmMH$mda
Ë`mMm n[aUm_ hmoVmo.

{dH«$snÌmMm eodQ> n[aUm_H$maH$ hmoÊ`mgmR>r eodQ>Mm n[aÀN>oX g§{já Agmdm. g§nyU© nÌmMm
g_mamon ̀ m n[aÀN>oXmV H$aÊ`mV ̀ mdm. g§̂ mì` J«mhH$mZo AmnUmg Ano{jV AgUmar H¥$Vr Ëd[aV H$amdr.
`mgmR>r Ë`mbm CÚwŠV H$ê$Z Ë`mgmR>r J«mhH$mMo$ ghH$m ©̀ {_iobM Aer Anojm ì`ŠV H$amdr.

`m àH$mao {dH«$snÌmMr n[aUm_H$maH$ gwê$dmV Am{U eodQ> H$aVm òVmo.

5.2.3 à{V{ZYrËdmMm nÌì`dhma

AmYw{ZH$ H«$m§Vr_wio CËnmXZmÀ`m joÌmV AZoH$ Am_wbmJ« ~Xb Pmbobo {XgVmV. _moR>çm à_mUmda
_mJUrnyd© CËnmXZ, {dñV¥V ^m¡Jmo{bH$ joÌmV {dIwabobo J«mhH$, dñVy§Mo AZoH${dY àH$ma, XOm© `m_wio
CËnmXH$ Am{U J«mhH$ EH$_oH$m§er àË`j ì`dhma H$ê$Z IaoXr-{dH«$s KS>dyZ òUo eŠ` hmoV Zmhr.
åhUOoM {dH${gV ~mOmanoR>o_wio CËnmXH$ d J«mhH$mVrb A§Va dmT>bo Amho. ho A§Va ̂ ê$Z H$mT>Ê`mgmR>r
Am{U CËnmXH$ d J«mhH$ `m§À`mVrb g§nH©$ {Z_m©U H$aÊ`mgmR>r _Ü`ñWm§Mr JaO {Z_m©U hmoD$ bmJbr
Amho. ho _Ü`ñW ì`mnmar "A{^H$V}' qH$dm "à{V{ZYr' åhUyZ AmoiIbo OmVmV.

^maVr` H$ama H$m`ÚmV "à{V{ZYr' `m g§koMr ì`m»`m Imbrbà_mUo {Xbr Amho.
""EImÚm ì`ŠVrÀ`m dVrZo EImXo H$m ©̀ H$aÊ`mH$aVm {Z ẁŠV Ho$boë`m qH$dm {Vgè`m njmer hmoUmè`m
ì`dhmamV Ë`m ì`ŠVrMo à{V{ZYrËd H$aÊ`mgmR>r Zo_boë`m ì`ŠVrbm "à{V{ZYr' Ag§ åhUVmV.''

à{V{ZYrMr {Z ẁŠVr H$aUmar ì`ŠVr "à_wI qH$dm àYmZ' ì`ŠVr åhUyZ AmoiIbr OmVo. àYmZ
ì`ŠVr ñdV…EodOr H$m ©̀ H$aÊ`mgmR>r Á`m ì`ŠVrMr {Z ẁŠVr H$arV AgVmo. Ë`m ì`ŠVrbm "à{V{ZYr'
qH$dm "A{^H$Vm©' Ago åhUVmV. àYmZ ì`ŠVr Am{U à{V{ZYr/A{^H$Vm© ̀ m§À`mVrb g§~§Ym§Zm "à{V{ZYrËd'
qH$dm "A{^H$V¥©Ëd' Ago åhUVmV. åhUOoM à{V{ZYrËdmÀ`m g§X^m©V XmoZ ì`ŠVr d g§ñWm§Mo ApñVËd
A{Ve` _hÎdmMo AgVo. à{V{ZYrËd g§~§Y àYmZ ì`ŠVr qH$dm à{V{ZYr ̀ m§À`mV hmoUmè`m H$amam_wio
{Z_m©U hmoUmè`m `m g§~§YmMo ñdê$n, Ë`m§Mo A{YH$ma d nañnam§er g§~§{YV O~m~Xmè`m XoIrb Ë`m
H$amamZwgma {ZpíMV hmoVmV.
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~mOmanoR>oMo ì`mnH$ Am{U {dñV¥V ñdê$n, XoemÀ`m {d{eï> n[agamV hmoUmao  CËnmXZ H$m ©̀,
XoemÀ`m {d{dY H$mZmH$monè`mV {dIwabobo J«mhH$, `m_wio CËnmXZ J«mhH$mn ª̀V nmohM{dÊ`mMo H$m ©̀
H$R>rU Pmbo Amho. _Ü`ñW qH$dm EOÝgrÀ`m _mÜ`_mVyZ CËnmXH$ Amnbo CËnmXZ J«mhH$m§n ª̀V nmohmoM{dVmV.
åhUOoM CËnm{XV dñVy {dVaUmgmR>r _Ü`ñW qH$dm à{V{ZYr hm EH$ _hÎdmMm _mJ© Amho. `m {dH«$s
à{V{ZYter doJù`m ñdê$nmV nÌì`dhma H$amdm bmJVmo. Ë`m nÌ ì`dhmambm "à{V{ZYrËdmMm nÌì`dhma'
Ago åhUVmV.

5.2.3.1   à{V{ZYrËdmMm nÌì`dhmamVrb _hÎdmÀ`m ~m~r

EImXr ì`ŠVr AWdm g§ñWm à{V{ZYrËd {_i{dÊ`mgmR>r ñdV… nwT>mH$ma KoD$Z nÌ {b{hVo.
CËnmXH$ AWdm {dH«$oË`mZo à{V{ZY {Z ẁŠVrgmR>r AO© _mJ{dVo. ̀ m Om{hamVtZm à{VgmX åhUyZ à{V{ZYËd
{_i{dÊ`mgmR>r nÌ nmR>{dbo OmVmV. H$mhr doim ì`ŠVr /g§ñWm AmnU hmoD$Z Ago AO© nmR>{dVmV.
Ago AO© / nÌ BVam§H$Sy>Z {_imboë`m _m{hVrÀ`m AmYmao nmR>{dbo OmVmV.

`m nÌmV / AOm©V _w»`V… nwT>rb _wÚm§Mm g_mdoe Agmdm.
1 Om{hamVrg à{VgmX åhUyZ AO© H$aÊ`mV òV Agë`mg AOm©V Vgo Z_yX H$amdo. AmnU

AO© H$aÊ`mg H$m àd¥Îm Pmbmo `mMm WmoS>Š`mV C„oI AOm©À`m gwê$dmVrg H$amdm. AOm©Mo
BVa H$moUVo H$maU Agë`mg Vgo AOm©V Z_yX H$aVm òVo.

2. AOm©V Amnbm `mo½` n[aM` Úmdm. e¡j{UH$ nmÌVm, Agobobm AZŵ d, ì`dgm`mgmR>r
CnbãY AgUmar OmJm, Am{W©H$ j_Vm, dmhVyH$ ì`dñWm, AÝ` gmò r d gw{dYm BË`mXtMr
_m{hVr AOm©V Úmdr.

3. nÌmV à{V{ZYrËdmÀ`m AQ>r qH$dm eoVvMm ñnï> C„oI H$amdm.
4. Á`m _mo~Xë`mMr AWdm XbmbrMr Anojm Agob Ë`m~ÔbMr ñnï> H$ënZm AOm©V/nÌmV

Úmdr.
5. ñdV… g§X^m©V {dídmgnyd©H$ _m{hVr XoD$ eH$Vrb Aem ì`ŠVr/g§ñWoMo Zmd g§X ©̂ åhUyZ

Úmdo. Amnë`m ~±Ho$Mm g§X ©̂ {Xë`mg Vmo A{YH$ {dídmgmh© _mZbm OmVmo. XmoZ qH$dm VrZ
ì`ŠVr/ g§ñWoMm g§X ©̂ Úmdm.

6. AOm©Mm eodQ> AmemXm`H$ H$amdm. XmoÝhr njm§Zm \$m`Xoera d Cn ẁŠV Ago ì`mdm{`H$ g§~§Y
{Z_m©U hmoVrb, ì`mdgm{`H$ ghH$m ©̀ {_iobM Aer Anojm ì`ŠV H$ê$Z nÌmMm eodQ>
H$amdm.

Aem gd© ~m~tMm {dMma H$ê$Z à{V{ZYrËdmgmR>r AmdoXZ nÌ {b{hë`mg A{YH$ n[aUm_H$maH$ R>aVo.

5.2.3.2 {dH«$s à{V{ZYr H$amamVrb AQ>r Am{U eVu

{dH«$s à{V{ZYr H$amamV XmoZ nj AgVmV. Vo åhUOo CËnmXH$ Am{U à{V{ZYr àM{bV
H$m`ÚmZwgma ̀ m§À`m _Ü ò {dH«$s à{V{ZYrËdmMm boIr H$ama H$aÊ`mV ̀ oVmo. XmoÝhr njm§Zm _mÝ` AgUmè`m
AQ>r Am{U eVuMo H$mQ>oH$moanUo nmbZ H$aÊ`mMr O~m~Xmar AgVo. XmoKm§n¡H$s H$moUmH$Sy>Zhr gXa H$amamMo
C„§KZ Pmë`mg Ë`m ì`ŠVr/g§ñWo{dê$Õ H$madmB© H$aVm òVo.

`m H$amamV nwT>rb AQ>r d eVvMm g_mdoe AgVmo
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1) H$amamMr _wXV
H$amamZwgma {dH«$s à{V{ZYrËd H$amamMr _wXV R>a{dÊ`mV òVo. à{V{ZYrËdmMr _wXV R>am{dH$

H$mbmdYrgmR>r AWdm H$m`_ ñdê$nr Agy eH$Vo.
2) H$m ©̀joÌ

{dH«$s à{V{ZYrg {d{eï> H$m ©̀joÌ {ZpíMV Ho$bo OmVo. CXm. OiJmd, Ywio, ZJa BË`mXr
{dX ©̂, H$moH$U, _amR>dmS>m B. qH$dm g§nyU© {Oëhm B. H$amamVrb hm EH$ _hÎdmMm _wÔm AgVmo.
3) H${_eZMm Xa

CËnmXH$ dñVy§À`m {H$_Vr {ZpíMV H$aVmo. ̀ m qH$_VrZwgma dñVy§Mr {dH«$s à{V{ZYr_m\©$V Ho$br
OmVo. `m {dH«$s Ho$boë`m dñVy§À`m qH$_Vrda {d{eï> XamZo H${_eZ ñdê$nmV Am{W©H$ _mo~Xbm {dH«$s
à{V{ZYrbm {Xbm OmVmo. H${_eZMm Xa AmnmngmV MMm© H$ê$Z H$m ©̀joÌmZwgma R>[adbm OmVmo.
4) AZm_V aŠH$_

{dH«$s à{V{ZYrbm R>am{dH$ aŠH$_ AZm_V åhUyZ H$amamZwgma CËnmXH$mg Úmdr bmJVo. EH$
àH$mao {dH«$s à{V{ZYrÀ`m ì`dhmam§Mr ImÌr ̀ m AZm_V aH$_oÛmao XoÊ`mV ̀ oVo. åhUOo H$amamZwgma {dH«$s
à{V{ZYrZo {dH«$sMr aŠH$_ AXm Z Ho$ë`mg AZm_V aŠH$_ Oá H$ê$Z n¡go dgyb Ho$bo OmVmV.
H$amamZwgma AZm_V aŠH$_ {ZpíMV H$aÊ`mV òVo.
5) _mb nmR>{dÊ`mMr nÕVr

J«mhH$mn ª̀V CËnmXH$mÀ`m dñVy nmohmoM{dÊ`gmR>rM {dH«$s à{V{ZYrMr {Z ẁŠVr H$aÊ`mV ̀ oVo.
`mo½` Am{U Ano{jV {R>H$mUr dñVy nmR>{dÊ`mMr O~m~Xmar CËnmXH$mMr AgVo. `m Jmoï>tMmhr g_mdoe
H$amamV Ho$bm OmVmo. Ho$ìhm, Hw$R>o dñVy nmR>{dÊ`mV `mì`mV ho H$amamV Z_yX Ho$bo OmVo.
6) _mbmMm {H$_mZ gmR>m

{dH«$s à{V{ZYrH$S>o _mbmMm {H$Vr ^mJ {H$_mZ gmR>m åhUyZ Agmdm `mMm XoIrb C„oI
H$amamV Ho$bm OmVmo.
7) _mb {dH«$sMo YmoaU

{dH«$s à{V{ZYrZo H$moUË`m nÕVrZo _mb {dH«$s H$amdr ̀ mMo XoIrb YmoaU H$amamZwgma R>a{dbo
OmVo. _mb {dH«$s amoIrb Agmdr H$m? CYma gdbV {H$Vr Úmdr? CYma dgybrMr O~m~Xmar Zo_H$s
H$moUmMr Agob? CYma dgybr H$er Ho$br OmB©b? J«mhH$m§Zm {H$Vr gdbV, gyQ> Úmdr? H${_eZ {H$Vr
Úmdo? `m gd© ~m~r H$amamZwgma R>a{dÊ`mV òVmV.
8) n¡go XoUo

{dH«$s à{V{ZYrZo {dH«$s Ho$boë`m no¡go CËnmXH$mbm H$go ÚmdoV `mMmhr C„oI H$amamV Ho$bm
OmVmo. ~±Ho$V ImVo CKSy>Z aŠH$_ O_m H$amdr H$s {S>_m§S> Ś>âQ>Ûmao aH$_oMo emoYZ H$amdo ho R>a{dbo OmVo.
aŠH$_ nmR>{dVm§Zm Vr nyU© nmR>dmdr H$s H${_eZ dOm H$ê$Z nmR>dmdr ho XoIrb R>a{dbo OmVo.
9) {dH«$s Ahdmb

{dH«$sMm Ahdmb gmám{hH$ Agmdm H$s _m{gH$ ho XoIrb H$amamÛmao {ZpíMV Ho$bo OmVo. {dH«$s
Pmboë`m dñVy§Mr EHy$U g§»`m, _mbmMm Vnerb, EHy$U aŠH$_, CYma {dH«$s, {e„H$ gmR>m B. Mr
_m{hVr {dH«$r à{V{ZYrÀ`m AhdmbmV {Xbr OmVo.
10) Om{hamV d à{gÕr

dñVy / _mbmMr Om{hamV H$moUr H$amdr {H$Vr aŠH$_on ª̀V Om{hamV IM© Agmdm ho XoIrb
H$amamÝd ò R>a{dbo OmVo.
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11) BVa IM©
OmJoMo ̂ mS>o, drO ~rb, ZmoH$am§Mm IM©, emoê$_Mm IM©, {d{dY àH$maMo H$a BVa AZwf§{JH$

IM© H$moUr H$amdm `mMm C„oI H$amamV AgVmo.
12) à{V{ZYrËd aÔ qH$dm _wXV dmT>

H$amamMr _wXV g§në`mZ§Va {dH«$s à{V{ZYrËd H$ama g§nwï>mV òVmo. H$mhr doim _wXVrnydu
XoIrb XmoÝhr njm§À`m g§_VrZo hm H$ama g§nwï>mV ̀ oD$ eH$Vmo. AZoH$Xm H$amamMr _wXV dmT>{dbr OmVo. ̀ m
gd© VaVyXr H$amamV {Xë`m OmVmV.

{dH«$s à{V{ZYrËd H$amamV darb gd© AQ>r d eVvMm g_mdoe Ho$bm OmVmo.

5.2.3.3 à{V{ZYrËdmÀ`m nÌì`dhmamMm Z_wZm

XmoZ njm§_Ü ò {dH«$s à{V{ZYrËdmgmR>r nÌì`dhma hmoV AgVmo. {dH«$s à{V{ZYr Am{U
CËnmXH$ `m§À`mV `m nÌì`dhmamMr EH$ gmIirM {Z_m©U hmoVo. à{V{ZYrËd H$amamZwgmahr doimodoir,
àmg§{JH$ nÌì`dhma H$amdm bmJVmo. nwT>rb {df`m§da hm nÌì`dhma Ho$bm OmVmo.
1. {dH«$s à{V{ZYrËdmMo AmdoXZnÌ
2. CËnmXH$ g§ñWoH$Sy>Z AmdoXZnÌmg CÎma
3. CËnmXZ g§ñWoH$Sy>Z à{V{ZYr {Z ẁŠVrMo nÌ
4. à{V{ZYrËd pñdH$maë`mMo Am{U AQ>r _mÝ` Agë`mMo nÌ
5. AZwf§{JH$ {df`mZwgma BVa nÌì`dhma
6. à{V{ZYrËd aÔ H$aUo, _wXVdmT> H$aUo qH$dm g§nwï>mV òÊ`mgmR>r H$aÊ`mV òUmam nÌì`dhma.
Aem AZoH$ {df`m§da CËnmXH$ d {dH«$s à{V{ZYr `m§À`mV nÌì`dhma hmoVmo. `m nÌì`dhmamMo ñdê$n
nwT>rbà_mUo AgVo.

AJ«bdmb Am{U H§$nZr àm. {b.
AJ«dmb _°ÝeZ, H«$m§Vr Mm¡H$,

Am¡a§Jm~mX
Om. H$,.Or.Ama/2013/0324 \$moZ Z§. 02402335561

{XZm§H$ … 24 Owb¡ 2013
à{V,
ì`dñWmnH$s` g§MmbH$
E.~r. H§$nZr, àm. {b. gwerb M|~g©
XmXa (nyd©) _w§~B©.

{df` …-  à{V{ZYrËd {_iUo~m~V.....
g§X ¥̂ …-  _hmamï>́ Q>mB©åg_Yrb Amnbr Om{hamV {X. 12 Owb¡ 2013.

_hmoX`,
{X. 12 Owb¡ 2013 À`m _hmamḯ> Q>mB©åg_Ü ò OiJm§d {OëømH$[aVm à{V{ZYr {Z ẁŠVr~m~VMr
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Amnbr Om{hamV dmMbr. Ë`mZwgma Amnë`m H§$nZrgmR>r ì`mdgm{`H$ à{V{ZYr åhUyZ {Z ẁŠVr ìhmdr
`mgmR>r {dZ§Vrnyd©H$ AmdXoZnÌ gmXa H$arV AmhmoV.

Joë`m drg dfmªnmgyZ OiJm§d {OëømÀ`m ~mOmnoR>oV {dÚwV Am{U BboŠQ>m°{ZŠg gm{hË`
{dH«$sMm ì`dgm` H$arV AmhmoV. g§nyU© {OëømV Mm§Jbo ì`mdgm{`H$ g§~§Y AmhoV. J«mhH$mÀ`m AmdS>r-
{ZdS>r, gd`r `m§Mm gImob Aä`mg Ho$bm Amho. J«mhH$m§er AË §̀V {Oìhmù`mMo g§~§Y AmhoV. `m
ì`dgm`mV J«mhH$m§Zm AOyZ H$mhrVar ZdrZ godm gw{dYm nwadmdr `mgmR>r Amåhr VËna AmhmoV.

OiJm§d  {OëømÀ`m joÌmV Eb.Or. ìhrS>rAmoH$m°Z, {\${bßg, ìhb©nyb ̀ m H§$nÝ`m§Mo EH$_od
_w»` à{V{ZYr åhUyZ H$m ©̀aV AmhmoV. OiJm§d _Ü ò XmoZ _moR>r XþH$mZo Am{U VrZ _moR>r JmoXm_o AmhoV.
`m{edm` g§ñWoMo EH$ _moR>o emoê$_ XoIrb Amho. J«mhH$m§Zm Vk Am{U à{e{jV H$_©Mmè`m§_m\©$V H$m ©̀j_
godm nwa{dV AgVmo.

Am_À`m H$m`m©~Ôb _m{hVr XoD$ eH$Vrb Aer VrZ Zmdo XoV AmhmoV. Ë`m_wio AmnUmg
g§ñWoMr Am{W©H$ Am{U ì`mdgm{`H$ pñWVr~m~V A{YH$ _m{hVr àmá hmoD$ eH$Vo.
1)  emIm{YH$mar 3)  ì`dñWmnH$
     H«$m§Vr Mm¡H$, Am¡a§Jm~mX      Am¡a§Jm~mX _MªQ> Agmo. Jwb_§S>r
2)  _o. Omoer goë` àm. {b.      Am¡a§Jm~mX.
     Omoer H$m°åßboŠg, ñQ>oeZ amoS>,
     Am¡a§Jm~mX.

Amnë`m H§$nZrÀ`m {dÚwV d BboŠQ́>m°{ZŠg CËnmXZ {dH«$sgmR>r OiJm§d {OëømVrb EH$_od
{dH«$s à{V{ZYr åhUyZ {Z ẁŠVr H$amdr Aer AmnUmg qdZVr H$arV AmhmoV.

A{YH¥$V {dH«o$Vo åhUyZ AmnU {Z ẁŠVr {Xë`mg _mbmÀ`m {dH«$s qH$_Vrda 22 Q>ŠHo$ _mo~Xbm
KoD$. CYmar dgybrgmR>r doJio H${_eZ Ano{jV Amho. Om{hamV IM© Amåhr H$ê$.

Amnë`mer XrK©H$mbrZ ì`mdgm{`H$ g§~§Y {Z_m©U hmoVrb VgoM ̀ m g§~§YmÛmao XmoÝhr H§$nZtZm
\$m`Xoera ì`mdgm{`H$ ì`dhma H$gm hmoVrb hr Anojm Amho.

H$imdo, YÝ`dmX.
Amnbm {dídmgy,

          H$arVm AJ«dmb Am{U H§$. à. {b.
amOHw$_ma Jm§Yr
      ì`dñWmnH$

Aem àH$mao {dH«$s à{V{ZYr {_iÊ`m~m~VMo AmdoXZ nÌ {Xbo OmVo.
`m AQ>r _mÝ` Agë`m~Ôb boIr H$idmdo åhUOo H$amanÌ H$ê$Z ñdmjargmR>r AmnUmH$S>o

nmR>{dVm ̀ oB©b.
Amnbo ì`mdgm{`H$ g§~§Y {Z_m©U hmoVrb Am{U EH$_oH$m§À`m ghH$m`m©Zo H$m_ H$aVm òB©b.

Agm {dídmg Amho.
H$imdo, YÝ`dmX

Amnbm {dídmgy,

    ì`dñWmnH$
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darb nÌmg CÎma
_hmoX`,

AmnU {dídmg XmIdyZ Amåhmg à{V{ZYËd {Xë`m~Ôb Am^mar AmhmoV. gmon{dÊ`mV
Ambobr O~m~Xmar àm_m{UH$nUo Am{U gMmoQ>rZo nyU© H$aÊ`mMm à`ËZ Amåhr H$ê$.

AmnU Á`m AQ>r d eVu Z_yX Ho$ë`m AmhoV. Ë`m Amåhmg _mÝ` AgyZ J«mhH$m§Zm CËH¥$îQ> godm
XoÊ`mgmR>r Amåhr H$Q>r~Õ AmhmooV H¥$n`m, Ëd[aV H$amanÌ nmR>dmdo åhUOo ñdmjm§{H$V H$ê$Z KoVm ̀ oB©b.

{dídmgy,
     amOHw$_ma Jm§Yr

              ì`dñWmnH$

5.2.4 ~±Ho$ gmo~V nÌì`dhma ( Bank Correspondence )

AmO ~±Ho$À`m H$m`m©Mo gd©gmYmaU ñdê$n gm_mÝ` ì`ŠVrbm XoIrb  n[a{MV Pmbo Amho.
gd©gm_mÝ` ì`ŠVtH$Sy>Z R>odr Jmoim H$aUo, Ë`m Jmoim Pmboë`m aH$_oVyZ H$O©nwadR>m H$aUmar g§ñWm åhUOo
~±H$ hmò . AmOÀ`m AmYw[ZH$ H$mimV ~±H$m§À`m H$m`m©Mr ì`már dmT>bobr Amho. ~±H$m AmO J«mhH$m§Zm
AZoH${dY godm CnbãY H$ê$Z XoV AmhoV. doJdoJù`m H$maUm§gmR>r AmO J«mhH$ ~±Ho$er nÌì`dhma H$arV
AgVmo. CXm. ~±Ho$V ImVo CKS>Uo, CYmarMr gdbV _mJUo, MoH$ dQ>{dUo, MoH$ dQ>dy Z ò åhUyZ {dZ§Vr,
~±Ho$À`m ImË`mMm CVmam _mJ{dUo, n¡go EH$m {R>H$mUmhÿZ Xþgè`m {R>H$mUr nmR>{dÊ`mgmR>r _ob Q́>mÝg\$a,
{S>_m§S> Ś>mâQ> Mr godm _mJUo, Q>o{bJ«m{\$H$ Q́>mÝg\$aMr gw{dYm CnbãY ìhmdr. `mgmR>r ~±Ho$er nÌì`dhma
Ho$bm OmVmo. ̀ m{edm` MoH$Mo qH$dm {~bmMo n¡go dgyb H$ê$Z XoUo, gyMZoZwgma {d_mhßVm ̂ aUo, AÝ` {~bo
^aUo, _m¡ë`dmZ dñVy gwa{jV R>odÊ`mgmR>r go\$ {S>nm°{PQ> ìhm°ëQ>Mr gw{dYm nwa{dUo, ̂ mJ d H$O©amo»`m§Mo n¡go
Am{U AO© pñdH$maUo, Ho«${S>Q> H$mS>© CnbãY H$ê$Z XoUo. nVnmÌVm Xe©{dUmar nVnÌo CnbãY H$ê$Z XoUo,
gYZVoMr Mm¡H$er H$aUmè`m ì`ŠVr d g§ñWm§Zm _m{hVr nwa{dUo, Am`mV-{Z`m©V ì`mnmamV n¡em§À`m XodmU-
KodmU ì`dhma H$aUo, {dXoer {d{Z_` H$aUo, Jw§VdUyH$s{df`r g„m XoUo, ^mJ Am{U H$O©amoIo {dH«$s
ì`dñWmnZ H$aUo BË`mXr godm ~±Ho$Ûmam CnbãY H$ê$Z {Xë`m OmVmV.

~±Ho$V ImVo CKS>ë`mZ§Va ~±Ho$er ì`mdgm{`H$ g§~§Y gwê$ hmoVmV. nÌì`dhmamMr EH$ gmIirM
V`ma hmoVo. åhUOoM R>od ImVo gwê$ H$aÊ`mÀ`m nÌmnmgyZ ̀ m nÌì`dhmamg gwê$dmV hmoVo. hm nÌì`dhma
nwT>rbà_mUo Ho$bm OmVmo.

5.2.4.1 {d{dY H$maUm§gmR>r ~±Ho$gmo~V hmoUma nÌì`dhma
1. ~±Ho$V R>od ImVo CKS>Ê`mg§~§YrMm nÌì`dhma.
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Am¡a§Jm~mX B§S>ñQ́>Or {b{_Q>oS>
121, E_.Am`.S>r.gr., dmb§wO, Am¡a§Jm~mX

XÿaÜdZr  - 2234445
O.H«$. {Z 128-2013 {X. 24 OyZ 2013

à{V,
_m. ì`dñWmnH$
g|Q́>b ~±H$ Am°\$ B§{S>`m
Am¡a§Jm~mX

{df` …- ~±Ho$V R>odImVo gwê$ H$aÊ`mg§~§Yr
_hmoX`,

Amåhr Am¡a§Jm~mX ehamV Am¡a§Jm~mX B§S>ñQ́>rO {b{_Q>oS> ̀ m ZmdmZo ñQ>rb H$nmQ>o d BVa \${Z©Ma
~Z{dÊ`mMm ì`dgm` H$arV AmhmoV. Amåhmbm Amnë`m ~±Ho$V Mmby R>od ImVo CKS>md`mMo Amho.
H§$nZrÀ`m ZmdmZo Ago ImVo CKS>Ê`mg ghH$m ©̀ H$amdo. hr {dZ§Vr. AOm©gmo~V Amdí`H$ AgUmar
H$mJXnÌo OmoS>rV AmhmoV.
1. H§$nZrMm ì`dgm` gwê$dmV H$aÊ`mMo nadmZJr nÌmMr gmjm§{H$V àV.
2. H§$nZrMMr AmQ>uH$ëg Am°\$ Agmo{gEeZ Am{U _o_moa|S>_Mr gmjm§{H$V àV.
3. g§MmbH$ _§S>imH$Sy>Z ~±Ho$V ImVo CKS>Ê`mgmR>r MoAa_ZMr ghr Agbobr R>amdmMr gË`àV.
4. Mmby R>od ImË`mMo ì`dhma H$aUmè`m g§MmbH$m§Mr ghr.
5. g§MmbH$m§À`m n°Z H$mS>©Mr gmjm§{H$V àV.
6. 10000/- én`m§Mr ñdmjm§{H$V ^aUm nmdVr.

H¥$n`m H§$nZrÀ`m ZmdmZo Mmby R>od ImVo CKS>mdo hr {dZ§Vr. ImË`mMo nmg ~wH$, MoH$ ~wH$
Am{U ^aUm nmdË`m XoIrb Úmì`mV hr {dZ§Vr.

Amnë`m ~±Ho$er ghH$m ©̀nyU© ì`mdgm{`H$ ì`dhma gwê$ hmoVrb hrM Anojm.
Amnbm {dídmgy,
({dO` lr. nmQ>rb)

                                                           {dÎm ì`dñWmnH$.
gmo~V -
Amdí`H$ H$mJXnÌo

2.   ImVo Mmb{dÊ`mMm A{YH$ma Xþgè`m ì`ŠVrg XoÊ`m~m~V..

{d{eï> nXm{YH$mè`m§Zm g§ñWoZo ~±H$ ImVo Mmb{dÊ`mMm A{YH$ma {Xbobm AgVmo. g§ñWoÀ`m
{ZdS>UyH$m hmoD$Z ZdrZ H$m ©̀H$m[aUr Amë`mZ§Va nXm{YH$mar ~XbVmV. ZdrZ nXm{YH$mè`m§Zm ~±H$ ImVo
Mmb{dÊ`mMm A{YH$ma {_iÊ`mgmR>r R>amd H$ê$Z, gøm§Mm A{YH$ma AgUmè`m nXm{YH$mè`m§À`m ghrMo
nÌ d gmo~V R>amdmMr àV ~±Ho$bm Úmdr bmJVo. VgoM EImÚm {ejUg§ñWoV ImVo Mmb{dÊ`mMm A{YH$ma
àmMm ©̀, _w»`mÜ`mnH$ ̀ m§Zm Agob Am{U Vo {Zd¥Îm Pmbo qH$dm ~Xbr hmoD$Z AÝ`Ì JoboV, XrK© _wXVrÀ`m
aOoda OmUma Agë`m_wio _yi ImVo Mmb{dÊ`mMm A{YH$ma AÝ` ì`ŠVrbm {Xbm OmVmo. Ë`m~ÔbMm
R>amd H$ê$Z ~±Ho$H$S>o gmXa H$amdm bmJVmo. Agm nÌì`dhma nwT>rbà_mUo Ho$bm OmVmo.
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nÌmMm Z_wZm
lr. {edmOr {dÚmàgmaH$ g§ñWoMo,
H$bm d dm{UÁ` _hm{dÚmb`,

OiJmd, {O.OiJmd
\$moZ Z§. 2234344 {X. 12 Am°JñQ> 2013
à{V,
_m. ì`dñWmnH$,
~±H$ Am°\$ B§{S>`m,
OiJmd
_hmoX`,

Am_À`m _hm{dÚmb`mMo ~MV ImVo H«$. 428 Amnë`m ~±Ho$V Amho. ho ImVo _hm{dÚmb`mMo
àmMm ©̀ lr. Ama.E_. Mm¡Yar `m§À`m ñdmjarZo Mmb{dbo OmV hmoVo. àmMm ©̀ Mm¡Yar ho Am°JñQ> _{hZm
AIoa {Zd¥Îm hmoUma AmhoV.

_hm{dÚmb`mÀ`m àmMm ©̀ nXmda {X. 1 gßQ>|~a 2013 nmgyZ S>m°. Eg.EM. nmQ>rb `m§Zr
{Z ẁŠVr H$aÊ`mV Ambr Amho. Ë`m_wio _hm{dÚmb`mÀ`m ̀ m ImË`mdarb Am{W©H$ ì`dhma àmMm ©̀ S>m.
Eg.EM. nmQ>rb `m§À`m ñdmjarZo hmoVrb. H¥$n`m AmnU `mMr Zm|X ¿`mdr d Amnë`m aoH$m°S>©_Ü ò
Amdí`H$ ~Xb H$amdm hr {dZ§Vr.

gmo~V _hm{dÚmb`rZ ì`dñWmnZ-g{_VrÀ`m R>amdmMr gmjm§{H$V àV OmoS>br Amho. ghH$m`m©Mr
Anojm

H$imdo, YÝ`dmX.

 Amnbm
(Ama.Eg.Mm¡Yar)

{XZm§H$ 10 Am°JñQ>, 2013 amoOr Pmboë`m ñWm{ZH$ ì`dñWmnZ g{_VrÀ`m g ôV Pmboë`m
R>amdMr àV
R>am{dH$ H$aÊ`mV ̀ oVmo H$s, Amnë`m _hm{dÚmb`mMo ~±H$ Am°\$ B§{S>`mVrb ~MV ImVo H«$. 428 darb
ì`dhma {XZm§H$ 1 gßQ>|~a nmgyZ H$aÊ`mMm A{YH$ma àmMm ©̀ S>m°. Eg. EM. nmQ>rb `m§Zm XoÊ`mV òV
AmhoV. g§~§{YV ~±Ho$g Ë`mà_mUo H$i{dÊ`mV `mdo.

g{Md AÜ`j
lr {edmOr {dÚmàgmaH$ g§ñWoMo
H$bm d dm{UÁ` _hm{dÚmb`
OiJmd
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3. ~±Ho$Mo ImVo EH$m emIoVyZ Xþgè`m emIoV ~XbUo~m~V nÌì`dhma
EH$mM ehamV ~±Ho$À`m EH$mnojm A{YH$ emIm ñWmnZ hmoVmV. EImÚmg ImVoXmambm gmò rgmR>r

~±Ho$À`m EH$m emIoVyZ Xþgè`m emIoV Amnbo ImVo ~XbyZ nm{hOo Agë`mg, gmÜ`m H$mXJmda AO©
{bhÿZ, gmÜ`m Á`m emIoV ImVo Agob VoWo gmXa H$amdm bmJVmo. MoH$~wH$_Yrb MoŠg Cabobo Agë`mg
Vo XoIrb naV H$amdo bmJVmV. ImË`mdarb {e„H$ Xþgè`m emIoV hñVm§VarV Ho$br OmVo. ZdrZ
emIoH$Sy>Z Zdm ImVo H«$_m§H$ {Xbm OmVmo. ZdrZ nmgy~wH$ Am{U MoH$~wH$ {Xbo OmVmV.
4. XmoZ ñdV§Ì ImVr ~§X H$ê$Z EH$ g§̀ wŠV ImVo H$ê$Z {_iÊ`m~m~V..

EH$mM Hw$Qw>§~mVrb ì`ŠVtMr {deofV… nVr-nËZtMo ñdV§Ì ImVo ~±Ho$V gwê$ Ho$bobo AgVo.
Aem XmoZ ImË`m§da ñdV§Ì ì`dhma H$aÊ`mEodOr EH$mM ImË`mVyZ XmoKm§Zrhr ì`dhma H$amd`mMo
R>a{dë`mg Aer XmoZ ImVr ~§X H$ê$Z EH$M ImVo gwê$ Ho$bo OmVo. Ago ZdrZ ImVo g§̀ wŠV ZmdmZo gwê$
H$ê$Z XmoKohr ì`ŠVr ho ImVo Mmbdy eH$VmV. gmÜ`m H$mJXmda AO© H$ê$Z Ago g§̀ wŠV ImVo gwê$ Ho$bo
OmVo.

EImÚm ì`ŠVrMo ñdV…Mo ImVo ~±Ho$V Agob nU H$mbm§VamZo Vo ImVo XmoKm§À`m ZmdmZo Agmdo
Aer BÀN>m Agë`mg darbà_mUo gmÜ`m H$mJXmda AO© {bhÿZ Vmo ì`dñWmnH$mH$S>o {Xbm OmVmo.
5. aŠH$_ ^aUm Ho$br Vr O_m Ho$br Jobr Zmhr qH$dm aŠH$_ O_m EodOr Zmdo  Q > mH$br
Amho.

MoH$, Ś>mâQ> qH$dm amoI aH$_oÛmao ImVoXma ImË`mda ^aUm H$arV AgVmo. H$mhr doim ~±H$
H$_©Mmè`mÀ`m MwH$s_wio qH$dm AÝ` H$maUm_wio Vr aŠH$_ Xþgè`m EImÚm ImË`mda O_m hmoÊ`mMr MyH$
Šd{MVM KSy> eH$Vo. Aem doir aŠH$_ ImË`mda O_m Z Pmë`mg AWdm O_m aŠH$_ Zmdo Q>mH$br Va
ImVoXma hr MyH$ ~±Ho$À`m bjmV AmUyZ XoB©b Ë`mgmR>r ~±Ho$H$S>o ^aUm Ho$ë`mMr VmarI, aŠH$_ MoH$/
Ś>mâQ>Mm Vnerb Úmdm bmJVmo. nÌ {_imë`mZ§Va ~±H$ `mo½` Vr Mm¡H$er H$ê$Z ImVo Xþê$ñV H$aVo.

`m{edm` MoH$Mo nogo O_m Z hmoUo, MoH$ H$boŠeZ Mo ewëH$ OmñV AmH$maUo, {S>_m§S> Ś>âQ>
nmR>{dbm nU Vmo {_imbm Zmhr åhUyZ VH«$ma, {Xboë`m YZmXoemMo n¡go XoÊ`mV òD$ Z ò `m{df`rMr
gyMZm, go\$ {S>nm°{PQ> ìhm°ëQ>-bm°H$a {_iÊ`mg§~§Yr nÌ, eoAaÀ`m ^aboë`m n¡em§Mr nmoMnmdVr
{_iÊ`mg§~§Yr nÌ, ì`mnmè`m§À`m qH$dm J«mhH$mÀ`m gYZVo{df`r nÌì`dhma, ~±Ho$À`m H$_©Mmè`m§{df`r
qH$dm ~±Ho$À`m H$m ©̀nÕVr{df`r VH«$manÌ Ago nÌì`dhma ~±Ho$er Ho$bo OmVmV.

`mVrb EH$ à_wI ^mJ åhUO VH«$manÌ hmò .

5.2.4.2 ~±Ho$bm Ho$boë`m VH«$manÌmMm Z_wZm

lr. a{damO B§S>ñQ́rO àm. {b{_Q>oS>,
emñÌr Mm¡H$, OiJmd

XÿaÜdZr - 2236393 {X. 123 Am°JñQ> 2013
OmdH$ H«$. ~±H$-39-09-12
à{V,
ì`dñWmnH$,
g|Q́>b ~±H$ Am°\$ B§{S>`m
[äJamoS> emIm,
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OiJm§d
{df` - Ag_mYmZH$maH$ godm§~Ôb

_hmoX`,
Amåhr Joë`m Xhm dfmªnmgyZ Amnë`m ~±Ho$Mo ImVoXma AmhmoV. Am_À`m ì`dgm`mMo gd©

Am{W©H$ ì`dhma Amnë`m ~±Ho$_m\©$V  Ho$bo OmVmV. Am_À`m bmImo én`m§À`m R>odr Amnë`m ~±Ho$V
AmhoV.

AbrH$S>o Amnë`m ~±Ho$V ì`dhma H$aVm§Zm nydugmaIr Mm§Jbr Am{U VËna godm {_iV Zmhr,
Agm gVVÀ`m AZŵ d Amho. H$m_H$mOmÀ`m doioV Amnbm H$_©Mmar dJ© H$mD§$Q>ada hOa ZgVmo. Ë`m_wio
Am_À`mgmaIo ~aoM bmoH$ VmQ>H$iV AgVmV. n¡go H$mT>Uo, Śm>âQ> KoUo `mgmR>r {ZîH$maU A{YH$ doi
bmJVmo.

H$mb ZdrZ MoH$ ~wH$ KoÊ`mgmR>r ~±Ho$V Ambmo AgVm Odinmg EH$ VmgmMm doi bmJbm.
`m g§X^m©V H$_©Mmar AWdm A{YH$mar dJm©g VH«$ma Ho$br Voìhm An_mZOZH$ dmJUyH$ {Xbr Jobr. ~±Ho$VyZ
CS>dmCS>drMr CÎmao {Xbr Jobr.

AmnUmg Pmboë`m àH$mamMr _m{hVr Agmdr Am{U Ë`mda ̀ mo½` Cnm``moOZm ìhmdr ̀ m hoVyZo
ho nÌ nmR>{dV AmhmoV. AmnUmH$Sy>Z `mo½` H$madmB© hmoD$Z ghH$m ©̀ {_iobM `mMr ImÌr Amho.

Amnë`m gH$mamË_H$ CÎmamMr Anojm Amho.
YÝ`dmX.

Amnbm {dídmgy,
      (S>m°. E EM. nmQ>rb)

5.2.5 ZmoH$argmR>r nÌì`dhma ( Employment  Letters )

ZmoH$ar hm H$moUË`mhr ì`ŠVrÀ`m OrdZmMm à_wI AmYma AgVmo. ZmoH$arda CËnÞ Adb§~yZ
AgVo. CËnÞmda ì`ŠVrMo OrdZ_mZ, Am{W©H$ g_¥Õr, g_mOmVrb ñWmZ, Hw$Q>§w~mMo H$ë`mU BVam§H$Sy>Z
Ë`mbm Am{U Hw$Qy>§~mbm {_iUmam AmXa, OrdZmMr EHy$UM àJVr ZmoH$arda Adb§~yZ AgVo. `m gd©
H$maUm§_wio ZmoH$ar {_i{dÊ`mgmR>r {OH$sarZo à`ËZ H$amdo bmJVmV. `m à`ËZm§Mm EH$ _hÎdmMm ^mJ
åhUOo ZmoH$argmR>r AO© {b{hUo hmò .

ZmoH$ar {_i{dÊ`mgmR>r ZmoH$ar emoYUmè`m ì`ŠVrZo g§̂ mì` godm ̀ moOH$mbm {b{hbobo {dZ§Vrnyd©
/ AmdoXZnÌ åhUOo ZmoH$argmR>r AO© hmò . ̀ m AmdoXZnÌmV Amnë`m ñdV…À`m ̀ mo½`Vo{df`Mr _m{hVr
XoÊ`mV ̀ oVo. ZmoH$ar {_i{dÊ`mgmR>r Ho$bm OmUmam nÌ ì`dhma åhUOo g§nyU© Am ẁî`mda XÿaJm_r n[aUm_
H$aUmam nÌì`dhma hmò . AOm©Mm _w»` CÔoe _wbmIVrMr g§Yr àmá H$ê$Z KoUo hmM AgVmo. AO©XmamÀ`m
ì`pŠV_ËdmMr n{hbr AmoiI AOm©VyZ hmoV AgVo.

AO©XmamMr e¡j{UH$ ̀ mo½`Vm, emar[aH$ j_Vm, AZŵ d, AmdS> B. dê$Z Om{hamV Ho$boë`m
OmJogmR>r AO©Xma H$gm ̀ mo½` Amho ho ñnï> Pmbo nm{hOo. ñdV…Mr _m{hVr XoVm§Zm Amnbr godm g§ñWoÀ`m
Ñï>rZo H$er `mo½` Amho, Cn ẁŠV Amho ho ñnï> H$amdo. AO© A{Ve` à^mdr Agmdm.
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5.2.5.1 C_oXdmamMr ì`pŠVJV _m{hVr V`ma H$aUo

amoOJma AmdoXZnÌmV C_oXdmamg§~§Yr ~arMer _m{hVr AgVo. VarnU Ë`mdê$Z C_oXdmamMr
nyU© H$ënZm ̀ oV Zmhr. Ë`mgmR>r C_oXdma ñdV§ÌarË`m Amnbr ì`pŠVJV _m{hVr qH$dm OrdZ n[aM` XoV
AgVmo. hm Jmofdmam V`ma H$aVm§Zm Ë`mV Imbrb ~m~tMm g_mdoe AgUo Amdí`H$ Amho.
1. d¡`pŠVH$ _m{hVr qH$dm n[aM`

C_oXdmamÀ`m n[aM`m_Ü ò àm_w»`mZo C_oXdmamMo g§nyU© Zmd, nÎmm, XÿaÜdZr H«$_m§H$, d`,
dOZ, C§Mr, {ddm{hV qH$dm A{ddmhrV BË`mXr ~m~VMr _m{hVr {Xbobr AgVo.
2. e¡j{UH$ nmÌVm

`m_Ü ò C_oXdmamZo Amnbr _mÜ`{_H$, CÀM _mÜ`{_H$ nXdr, nXì ẁÎma e¡j{UH$ nmÌVm
H$er YmaU Ho$bobr Amho. ̀ mMr _m{hVr {Xbobr AgVo. CXm. loUr, JwU, CÎmrU© Pmë`mMo df©, {dÚmnrR>,
~moS>©, emim BË`mXr ~m~r {Xboë`m AgVmV. C_oXdmamZo {deof JwUdÎmm àmá Ho$br Agë`mg Ë`mMmhr
Vnerb `m_Ü ò {Xbobm AgVmo. C_oXdmamZo EImXo H$m¡eë` qH$dm g§JUH$mMo kmZ {_i{dbo Agob Va
Ë`mMrhr _m{hVr `m {R>H$mUr Úmdr.
3. A{V[aŠV {d{dY JwU

`mV C_oXdmamZo embò , _hm{dÚmb`rZ d {dÚmnrR> VgoM amḯ>r` d Am§Vaamḯ>r` ñVamda
H$mhr ~{jgo {_i{dbobr AgVrb, Va Ë`mMr _m{hVr {Xbobr AgVo, C_oXdmamMo H«$sS>màH$mamVrb
Z¡nwÊ` qH$dm H$m¡eë` ZmoH$ar {_i{dVm§Zm Cn ẁŠV R>ê$ eH$Vo.
4. AmdS>r {ZdS>r N>§X

C_oXdmamÀ`m d¡̀ pŠVH$ AmdS>r-{ZdS>r d N>§X `mMrhr _m{hVr C_oXdmar AOm©V Úmdr `m
AmdS>r {ZdS>rdê$ZM Ë`mMm gm_m{OH$ d BVa àH$maÀ`m ~m§{YbH$sMr H$ënZm òdy eH$Vo.
5. AZŵ d

C_oXdmamMm nyduMm H$mhr AZŵ d Agob Va Vmo gwÕm `m AOm©V {Xbobm Agmdm. C_oXdma
H$moR>o, {H$Vr H$mbmdYrn ª̀V nydu H$m_ H$arV hmoVm, Ë`mMr ñnï> _m{hVr C_oXdmar AOm©V Agmdr.
Ë`mdê$Z Ë`mMr {ZdS> H$amdr qH$dm Zmhr ho R>a{dbo OmVo.
6. g§X ©̂

H$mhr g§ñWm C_oXdmamMr A{YH$ _m{hVr {_i{dÊ`mgmR>r g§X ©̂ _mJVmV. Aemdoir C_oXdmamZo
Amnë`m n[a{MV {ejH$, àmÜ`mnH$ dm à{V{ð>V ì`pŠV§Mr Zmdo ÚmdrV. Ë`mdê$Z C_oXdmamMr _m{hVr
godm`moOH$mbm {_iy eH$Vo.

ì`pŠVJV _m{hVr (Resume/Bio-data)Mm Z_wZm
ì`pŠVJV _m{hVr

Zmd … -----------------------------
KaMm nÎmm … -----------------------------
Q>o{b\$moZ Z§. … -----------------------------
_mo~mB©b Z§ … -----------------------------
OÝ_VmarI … -----------------------------
emararH$ Amamo½` … -----------------------------
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d¡dm{hH$ pñWVr … -----------------------------

e¡j{UH$ nmÌVm … -----------------------------

H«$. narjm/nXdr ~moS>©/{dÚmnrR> df© JwU loUr

1 embm§ÝV narjm _. am. _m. 1997 91% àW_ loUr
(S.S.C) narjm _§S>i nwUo J{UV d g§ñH¥$V

{deof JwUdÎmm
2 CÀM _mÜ`{_H$ _. am. C. _m _mM© 93% àW_ loUr

à_mU nÌ (H.S.C) narjm _§S>i nwUo 1999 ~moS>m©V JwdUÎmm
`mXrV 9 dm

~r. H$m°_ nwUo {dÚmnrR> nwUo 2003 83% CÀM àW_ loUr

E_. ~r. E. nwUo {dÚmnrR> nwUo 2005 80% CÀMV_ àW_
loUr

{deof e¡j{UH$ nmÌVm …   ---------------------------------
    ---------------------------------

AmdS>r {ZdS>r d N>§X …   ---------------------------------
IoimVrb àm{dÊ` …   ---------------------------------

    ---------------------------------
AZw^d …   ---------------------------------

    ---------------------------------
g§X^©                     … 1)   ---------------------------------

     ---------------------------------
     ---------------------------------

                      2)   ---------------------------------
     ---------------------------------
     ---------------------------------

5.2.5.2 ZmoH$ar{df`H$ AOm©Vrb g_m{dï> ~m~r

ZmoH$ar{df`H$ Ho$bm OmUmam AO© hm AO©XmamÀ`m EHy$U ì`pŠV_ËdmMr d ̀ mo½`VoMr _m{hVr
XoUmao EH$ H$mJXnÌ Agmdm. Agm AO© {b{hVm§Zm Ë`mVrb _OHy$a Á`mà_mUo _hÎdmMm AgVmo. Ë`m
à_mUo AOm©gmR>r dmnabm OmUmam H$mJX Am{U AÝ` ~m~tMohr VodT>oM _hÎd AgVo. ZmoH$argmR>r AO©
{b{hVm§Zm nwT>rb _wÔo/~m~r {dMmamV KoUo Amdí`H$ AgVo.
1) AOm©Mm H$mJX

AOm©gmR>r dmnamd`mÀ`m H$mJXmMm XOm© CÎm_ Agmdm. AOm©gmR>r eŠ`Vmoda nm§T>ameŵ «
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H$mJXM dmnamdmn. ̀ m H$mJXmda aofm Zgë`mg AVrCÎm_. H$mJXmMo doJdoJio àH$ma AgVmV. Ë`mVrb
~m±S> nona dmnaUo Am{YH$ Mm§Jbo `m H$mJXmda AO© {b{hë`mg A{YH$ CRy>Z {XgVmo.
2) Q>§H$boIZ/ñdhñVmja

ZmoH$arMo AO© _mJ{dVm§Zm ì`dgm` g§ñWm Agm AO© Q>§H${bIrV Agmdm H$s ñdhñVmjamV
Agmdm. `m{df`r AZoH$ doim Om{hamVrVM Z_yX H$aVo. AO© Q>§H${bIrV Agë`mg H$mù`m emB©MmM
dmna H$amdm. g§JUH$mda AO© V`ma Ho$ë`mg Vmo OmñV Mm§Jbm V`ma hmoVmo. AO© ñdhñVmjamV _mJ{dbm
Agë`mg Agm AO© ñdhñVmjamV {bhmdm. Aja gwdmÀ` Agmdo. H$mhr doim H§$nÝ`m§À`m N>mnrb
Z_wÝ`mVM AOm©Vrb _m{hVr ̂ amdr bmJVo. åhUOoM ì`mdgm{`H$ g§ñWoÀ`m JaOoZwgma AO© Q>§H${b{IV
AWdm ñdhñVmjamV Agmdm.
3) g_mg

AO© {bhrVm§Zm qH$dm Q>§H${b{IV H$aVm§Zm nwaoer OmJm åhUOoM g_mg gmoS>dm. H$mJXmÀ`m
S>mì`m ~mOybm H$mhr OmJm gmoS>Uo Amdí`H$ AgVo. `m OmJoMm Cn`moJ eoam XoUo, A{^àm` {b{hUo
`mgmR>r hmoVmo. VgoM ho AO© \$mB©b_Ü ò bmdÊ`mgmR>r g_mg Cn ẁŠV R>aVmo. åhUyZ AOm©bm C{MV g_mg
gmoS>mdm.
4) AOm©Mr ^mfm

AO©XmamMr àW_ N>mn Ë`mÀ`m AOm©Vrb ^mfodê$Z nS>Vo. AOm©Vrb ^mfm XO}Xma Agmdr.
AO©XmamMr JwUdÎmm {gÕ H$ê$ eHo$b Aem ̂ mfoMm dmna AO©XmamZo H$amdm. Aem AOm©Mr ̂ mfm Amnbm
à^md OmUdyZ XoVmo, Am{U AO© à^mdr ~ZVmo.
5) _OHy$amMr _m§S>Ur

AOm©À`m _OHy$amMr {d{eï> nÕVrZo _m§S>Ur H$amdr. _m§S>UrMm {d{eï> H«$_ AgVmo. Ë`mMà_mUo
_m§S>Ur H$amdr. ZmoH$arÀ`m AOm©V hm H«$_ {Xbobm AgVmo. Ë`mZwgma AOm©À`m _OHy$amMr _m§S>Ur H$amdr.
6) _OHy$a

AOm©Vrb _OHw$a n[anyU© Agmdm. ̀ m AOm©VyZ AO©XmamMr Amdí`H$ Vr _m{hVr godm`moOH$mbm
{_iVo. åhUyZ n[anyU© Agmdm. ̀ m AOm©VyZ AO©XmamMr Amdí`H$Vm Vr _m{hVr godm`moOH$mbm {_iVo.
åhUyZ _OHy$a ì`dpñWV, {dMmanyd©H$ {bhmdm. AO©XmamMo Zmd, nÎmm, OÝ_VmarI, OmV, nmoQ>OmV,
Y_©, amḯ>r`Ëd, e¡j{UH$ nmÌVm, AZŵ d, {ejUmì`{V[aŠV {d{dY ñnYmª_Yrb gh^mJ, {_imbobr
nm[aVmo{fHo$, BVa N>§X `m§Mm Vnerb AOm©V Úmdm. Aem n[anyU© AOm©Mm Mm§Jbm à^md nS>Vmo.
7) `mo½`VoMr ½dmhr

AmnU `m nXmgmR>r A{Ve` `mo½` C_oXdma AmhmoV `m nXmda Zo_UyH$ Pmë`mg g§ñWoÀ`m
{dH$mgmV {ZpíMVM _hÎdnyU© ̀ moJXmZ AmnU XoD$. g§ñWoÀ`m {hVmgmR>r Amnbr Zo_UyH$ H$amdr. Aer
Amnë`m ̀ mo½`VoMr ½dmhr g§ñWog Úmdr. Ë`mVyZ AO©Xmam§À`m AOm©Mm gH$mamË_H$ {dMma godm`moOH$ H$ê$
eH$Vmo.
8) {Z`wŠVr~ÔbMr ImÌr

AO© Ho$boë`m nXmgmR>r AmnU bm`H$ C_oXdma AgyZ Ë`m nXmgmR>r {Z ẁŠVr hmoB©b ̀ m~ÔbMm
C{MV AmË_{dídmg ì`ŠV H$amdm. Ë`m nXmgmR>r AgUmar JwUdÎmm Am{U H$m_/_ohZV H$aÊ`mMr V`mar
Xe©dmdr. Ë`mVyZ AmnUmg {Z ẁŠVr{df`r AmË_{dídmg Amho ho OmUdVo.
9) AOm©Mm eodQ>

ZmoH$arÀ`m AOm©Mm eodQ> hm A{Ve` _hÎdnyU© ̂ mJ Amho. Amnë`m godoMo g§Yr Úmb Agm
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_bm {dídmg dmQ>Vmo qH$dm Aer _bm Anojm Amho. Amnë`m g§ñWoÀ`m àJVrbm, {dH$mgmbm, hmV^ma
bmdÊ`mMr g§Yr AmnU Úmb Aer Anojm Amho. Aem {dYmZm§Zr AOm©Mm eodQ> Ho$bm OmVmo. Amnbm Z_«,
Amnbm {dídmgy Ago eãX dmnabo OmVmV. Ë`mVyZ AO©XmamMr Z_«Vm, àm_m{UH$nUm {XgyZ òVmo.
10) AO©XmamMr ñdmjar

Amnbm Z_«, Amnbm {dídmgy `m eãXmZ§Va AO©XmamZo ñdV… ñdmjar H$amdr ghr_wio AO©
A{YH¥$V g_Obm OmVmo. AO© nm{H$Q>mV Q>mH$Ê`mnydu g§nyU©nUo EH$Xm dmMmdm. AOm©V H$moUVrhr MyH$ Zmhr
`mMr ImÌr H$amdr. Z§VaM Vmo nm{H$Q>mV ~§X H$amdm.
11) nm{H$Q>mdarb _OHy$a

AOm©Mr ì`dpñWV KS>r H$ê$Z AO© nm{H$Q>mV ~§X H$amdm. nm{H$Q>mda Á`m H§$nZrbm AO©
nmR>{dV AmhmoV {VMm nyU© nÎmm {bhmdm. nm{H$Q>mda S>mì`m H$monè`mV AO©XmamZo ñdV…Mm nÎmm {bhmdm.
H$mhr doim ho nÌ H$moUË`m g§X^m©V Amho Ë`mM C„oI H$amdm bmJVmo.

5.2.5.3 AOm©Mm Z_wZm

Z_wZm H«$. 1
ñdV…hÿZ ZmoH$argmR>r Ho$bobm AO©

--------------
--------------
--------------

à{V,
OZab _°ZoOa
----------------
----------------
-----------------

_hmoX`,
_bm Ago g_Obo Amho H$s, Amnbr ~±H$ Xadfu H$mhr ZdrZ nXdrYmaH$m§Mr Zo_UyH$ H$ê$Z

Ë`m§Zm ì`dñWmnH$s` à{ejU XoV AgVo. Ë`mZwgma _r hm AO© H$arV Amho.
àJV ~±qH$J d ì`dgm` ì`dñWmnZ ho {df` KoD$Z _r nwUo {dÚmnrR>mMr ~r. H$m°_. nXdr

_mM© 2008 _Ü ò 68 Q>ŠHo$ JwU {_idyZ àmá Ho$br Amho. Ë`m{edm` _r ~±qH$J {df`mMr nX{dH$m hr
"A' loUrV CÎmrU© Pmbmo Amho. _bm g§JUH$mMo ~o{gH$ kmZ AgyZ _r E_.Eg.gr.Am`.Q>r. CÎmrU© Pmbmo
Amho.

_bm \w$Q>~m°b d ~mñHo$Q>~m°b Ioim§Mr {deof AmdS> AgyZ _r nwUo {dÚmnrR>mMo à{V{ZYrËd
`m XmoÝhr Ioim§gmR>r Ho$bobo Amho. _hm{dÚmb`rZ ñVamda _bm {d{dY dŠd¥Ëd ñnYm©_Ü ò ~{jgo
{_imbobr AmhoV.

AmnU _bm _wbmIVrMr g§Yr XoD$Z CnH¥$V H$amb hr ImÌr Amho.
H$imdo.

Amnbm {dídmgy,
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a_mH$m§V M§ÐH$m§V nmQ>rb

Z_wZm H«$. 2
ñdV…hÿZ ZmoH$argmR>r Ho$bobm AO©

    lr. --------------
--------------
--------------

à{V,
----------------
----------------
----------------
-----------------

_hmoX`,
Amnë`m H§$nZrV ghmæ`H$ boImnmbmMr OmJm [aŠV Agë`mMo _m. lr. {Xbrn O¡Z, {dH«$s

ì`dñWmnH$ `m§Zr _bm gm§{JVë`mZwgma gXa nXmgmR>r _r hm AO© H$arV Amho. _mÂ`m~ÔbMr _m{hVr
Imbrà_mUo Amho.

g§nyU© Zm§d  …  -----------------------------------------
OÝ_VmarI  …  -----------------------------------------
e¡j{UH$ nmÌVm  …  -----------------------------------------

    -----------------------------------------
  ~) ----------------------------------------
  H$) ----------------------------------------

AZw^d  …  -----------------------------------------
g§X^©  …  _mÂ`m g§~§Yr A{YH$ _m{hVr {_i{dÊ`mgmR>r Imbrb à_mUo g§X ©̂ XoV Amho.

1)  àmMm ©̀ S>m°. Zm. nm. nQ>dY©Z, {edgmJa, _m{UH$~mJ, nwUo.
2)  S>m°. gr. Zmam`U, ì`dñWmnH$, d¡̂ d AnmQ>©_|Q>, qMMdS>, nwUo

_bm {heo~emñÌmMr {deof AmdS> Agë`mZo Amnë`m ì`dgm` g§ñWoV {heo~ R>odÊ`mMo H$m_
{_imë`mg _bm _mPo H$V¥©Vd {gÕ H$aÊ`mMr g§Yr {_iob.

AmnU H¥$n`m _bm _wbmIVrMr g§Yr Úmdr Aer {dZ§Vr Amho. Amnë`mH$S>rb _wbmIV
nÌmMr _r dmQ> nhmV Amho

Amnë`m ghH$m`m©~Ôb _r Am^mar Amho
H$imdo

Amnbm {dídmgy,

(---------)



Eg.dm`.~r.H$m°_.-ì`mdgm{`H$ g§kmnZ d H$åß ỳqQ>J _°ZoO_|Q                         74

Z_wZm H«$. 3
1) H§$nZrH$S>o N>mnrb AO© nmR>{dÊ`mgmR>r {bhmd`mMo nÌ

--------------
--------------
--------------
{X.-----------

à{V,
{X -------------
----------------
ZmJnya 42

{df` …- {b{nH$mÀ`m OmJogmR>r N>mnrb AO© nmR>{dÊ`m~m~V

_hme`,
Amnë`m {X. ------------ À`m "B§{S>`Z EŠgàog' _Yrb Om{hamV ZOaog Ambr.

Ë`mZwgma _r Amnë`mH$S>o darb OmJoÀ`m g§X^m©V N>mnrb AO© nmR>{dÊ`m~m~V {dZ§Vr H$arV Amho.
Amnë`m Om{hamVrVrb gyMZm§Mm d AQ>tMm {dMma H$aVm, _r {b{nH$mÀ`m OmJog nmÌ Amho.

_r _w§~B© {dÚmnrR>mÀ`m dm{UÁ` emIoMm nXdrYa AgyZ _bm 4 dfm©Mm ì`mdgm{`H$ AZŵ d Amho.
gÜ`m _mPo d` -------- df} Amho. Amnë`m Om{hamVrVrb gyMZoà_mUo N>mnrb AOm©À`m n«VrgmR>r
é. 10/- Mr nmoñQ>b Am°S>©a gmo~V nmR>{dV Amho.

H¥$n`m N>mnrb AO© darb nÎ`mda AmnU nmR>dyZ Úmdr, hr Z_« qdZVr.
H$imdo.

Amnbm {dídmgy,

     (-----------)
gmo~V 1) Xhm én`m§Mr nmoñQ>b Am°S>©a.

Z_wZm H«$. 4
{bnrH$mÀ`m OmJogmR>r H$amd`mMm AO©

à{V,
àmMm`© gmho~-----------
----------------

{df` …- {b{nH$mÀ`m OmJogmR>r AO©
_hme`,

Amnë`m B§{S>`Z EŠgàog ------------ ̀ m d¥ÎmnÌmVrb Om{hamVrZwgma _r Amnë`m
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_hm{dÚmb`mV {b{nH$mÀ`m OmJogmR>r gXa AO© H$arV Amho.
Amnë`m Om{hamVrVrb gyMZoZwgma _r _mÂ`m e¡j{UH$ nmÌVo{df`r d AZw^dm{df`r

Imbrbà_mUo Vnerb XoV Amho.
g§nyU© Zm§d  …  -----------------------------------------
nÎmm  …  -----------------------------------------
g§nyU© Zm§d  …  -----------------------------------------
~r.H$m°_.narjm  …  -----------------------------------------
OÝ_VmarI  …  -----------------------------------------
Q>m`qnJ narjm  … ----------------------------------------
AZw^d        … ----------------------------------------

_mÂ`m darb AOm©Mm {dMma hmoD$Z d¡̀ pŠVH$ _wbmIVrg AmnU _bm g§Yr Úmb Aer Amem
Amho. _mPr Ver gÜ`mMr ZmoH$ar Mm§Jbr Amho. na§Vw _moR>çm _hm{dÚmb`mVrb H$m_mMm AZŵ d
{_i{dÊ`mgmR>r Am{U Amnë`m òm½`Vm§Zm H$gmoQ>rda VnmgyZ nmhÊ`mgmR>r gÜ`mMr ZmoH$ar gmoSy>Z
Amnë`m H$m`m©b`rZo godoV àdoe KoÊ`mMr _mPr BÀN>m Amho. _mPr darb OmJoH$aVm {ZdS> Pmë`mg _r
A{Ve` àm_m{UH$nUo d VËnaVoZo H$m ©̀ H$arZ Aer ImÌr XoVmo.

H$imdo
Amnbm {dídmgy,

(---------)

5.3 ñd §̀AÜ``Z àíZ

1. ì`dgm{`H$ nÌì`dhma WmoS>Š`mV ñnï> H$am.
-------------------------------------------------------
-------------------------------------------------------
-------------------------------------------------------
-------------------------------------------------------
-------------------------------------------------------

2. ì`dgm{`H$ nÌì`dhmamV nÌdmMH$mMm Ñï>rH$moZ ñnï> H$am.
-------------------------------------------------------
-------------------------------------------------------
-------------------------------------------------------
-------------------------------------------------------
-------------------------------------------------------

3. {dH«$s nÌì`dhma ñnï> H$am.
-------------------------------------------------------
-------------------------------------------------------



Eg.dm`.~r.H$m°_.-ì`mdgm{`H$ g§kmnZ d H$åß ỳqQ>J _°ZoO_|Q                         76

-------------------------------------------------------
-------------------------------------------------------
-------------------------------------------------------

4. à{V{ZYrËdmMm nÌì`dhma {deX H$am.
-------------------------------------------------------
-------------------------------------------------------
-------------------------------------------------------
-------------------------------------------------------
-------------------------------------------------------

5. ~±Ho$gmo~V nÌì`dhma ñnï> H$am.
-------------------------------------------------------
-------------------------------------------------------
-------------------------------------------------------
-------------------------------------------------------
-------------------------------------------------------

5.4 gmam§e

Am¡Úmo{JH$ H«$m§VrZ§Va ì`mdgm{`H$ nÌì`dhma A{YH$ JVrZo hmoD$ bmJbo. nÌì`dhmam_wio gd©
ì`dgm{`H$ g§XoedhZ ghO hmoD$ bmJbo. Q>nmb d Vma ImË`m_wio g§XoedhZ Am{U ~±H$m d {d_m
H§$nÝ`m_wio ì`dhma gwairV Am{U gwa{jV[aË`m hmoD$ bmJbo. Ë`m_wio ì`mdgm{`H$ nÌì`dhmambm
g§XoedhZmV _hËdmMo ñWmZ àmá Pmbo. nÌboIZmMo _hËd bjmV KoVm ì`mdgm{`H$ nÌì`dhma hr
g§H$ënZm ì`mnH$ ñdénmMr Amho ho bjmV òVo. ì`dgm`mMm AmH$ma, àH$ma Am{U ñdénmZwgma
ì`mdgm{`H$ nÌì`dhma Ho$bm OmVmo. ì`dgm`mÀ`m {dñVmarH$aUm_wio Ë`mMo _hËd A{YH$m{YH$ dmT>V
Amho. AmYw{ZH$ ì`dgm`mMm dmT>Vm ì`mn Am{U ~XbË`m ñdénm_wio nÌ ì`dhmam§Mo ñdén XoIrb
~XbV Amho. Ë`m_wio nÌì`dhma H$aVm§Zm H$mhr _wb ŷV VËdm§Mm Am{U JwU d¡{eîQ>çm§Mm {dMma H$amdm
bmJVmo. {dH«$s nÌ åhUOo ì`dgm{`H$ nÌì`dhmamVrb _hËdmMm àH$ma hmò . AmO ~mOma noR>oV Vrd«
ñnYm© AmT>iyZ ̀ oVo d Ë`m_wio {dH«$s nÌmVrb n[aUm_H$Vm _hËdmMr Amho. CËnmXrV dñVw {dVaUmgmR>r
_Ü`ñW qH$dm à{V{ZYr hm EH$ _hËdmMm _mJ© Amho. ̀ m {dH«$s à{V{ZYrer doJù`m ñdénmV nÌì`dhma
H$amdm bmJVmo. VgoM ~±Ho$ gmo~VgwÕm nÌì`dhma hmoV AgVmo.

5.5 nm[a^m{fH$ eãX



Eg.dm`.~r.H$m°_.-ì`mdgm{`H$ g§kmnZ d H$åß ỳqQ>J _°ZoO_|Q                                77

5.6 g§X^©gyMr

1. H$moR>mar, àH$me, gwIXmUo, N>m`m Am{U Z§XZdma, H$ënZm (2011), ì`mdgm{`H$ g§kmnZ
OiJmd, àem§V npãbHo$eZ.

2. gwIXmUo, N>m`m Am{U Omoer, lr{Zdmg (2012), ì`dgm{`H$ g§kmnZ, OiJm§d, àem§V
npãbHo$eZ.

3. H$S>doH$a, ìhr. amdi, gr. Am{U H$moR>mdXo Ama. (2006), ì`mdgm{`H$ g§kmnZ, nwUo, S>m`_§S>
~wH$ S>onmo.

4. Xm~Ho$ Am{U gam\$ (2005), ì`mdgm{`H$ g§XoedhZ, ZmJnwa, {dÚm àH$meZ.

5. {^éS>, gwaoe Am{U Zm\$mS>o ^mñH$a (2007), ì`mdgm{`H$ g§kmnZ, nwUo, S>m`_§S> ~wH$ S>monmo.

6. Sharma, R.C. (2007), Business Correspondence and Report Writting New
Delhi: Tata McGraw Hill

7. Pal, Rajendra (1984), Essentials of Business Communication, New Delhi: S.
Chand & Co.

8. Pardeshi, P.C. (2007), Business Communication, Pune : Nirali Publication

9. Rai, Urmila and Rai S.M. (1989), Business Communication, New Delhi ; Himalaya
Publishing House.

10. Sehgal, M.K.(2006), Business Communication, New Delhi; Excel Books.

5.7 gamdmgmR>r ñdmÜ`m`

1. ì`dgm{`H$ nÌboIZmMo _hÎd ñnï> H$am.

2. AmXe© ì`dgm{`H$ nÌm§Mr JwUd¡{eï>ço g{dñVa {bhm. .

3. {dH«$snÌmMo _hÎd Am{U n[aUm_H$Vm g{dñVa dU©Z H$am.

4. {dH«$snÌmMo \$m`Xo {deX H$am.

5. à{V{ZYrËdmMm nÌì`dhmamVrb _hÎdmÀ`m ~m~tMo dU©Z H$am.

6. ZmoH$ar{df`H$ AOm©Vrb g_m{dï> ~m~r Z_wX H$am.
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KQ>H$ … 6
g§kmnZmVrb AmYw{ZH$ _m{hVr V§ÌkmZ

Modern Information Technologies in Communication
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6.2.1.4  Xÿa{MÌ g§dmX
6.2.3     XÿaÜdZr / ^«_UÜdZr
6.2.4     AmoìhahoS> àmoOoŠQ>a

6.5 nm[a^m{fH$ eãX
6.3 ñd §̀AÜ``Z àíZ
6.4 gmam§e
6.7 gamdmgmR>r ñdmÜ`m`
6.6 g§X^©gwMr

6.0 C{Ôïo

`m  KQ>H$mÀ`m AÜ``ZmZ§Va Vwåhmbm -
* ì`dgm{`H$ g§kmnZmV _m{hVr V§ÌkmZmMo _hÎd ñnï> H$aVm òB©b.
* ì`dgm{`H$ g§kmnZmV _m{hVr V§ÌkmZmMr ŷ{_H$m dU©Z H$aVm òB©b.
* ì`mdgm{`H$ g§kmnZmV g§JUH$mMm Cn`moJ Z_wX H$aVm òB©b.
* Xÿa{MÌ g§dmX ñnï> H$aVm òB©b.
* BboŠQ́>m°{ZH$ nÌmMmamMr _m{hVr XoVm òB©b.
* XÿaÜdZr / «̂_UÜdZr Am{U AmoìhahoS> àmoOoŠQ>aMo dU©Z H$aVm òB©b.

6.1 àñVmdZm

AmOÀ`m àJV ì`mdgm{`H$ OJmV _m{hVr V§ÌkmZ (Information Technology)  ho Am¡Úmo{JH$
Am{U ì`mdgm{`H$ g§̂ mfU nÕVtÀ`m joÌmV H«$m§Vr KS>dyZ AmUV Amho. nañna g§XoedhZ Am{U _m{hVrMr
XodmUKodmU hr OmñV gmonr OmñV n[aUm_H$maH$ Am{U Am{W©H$ÑîQ>çm OmñV H$m ©̀j_ Pmbr Amho.

_m{hVr V§ÌkmZmda AmYm[aV g§kmnZ nÕVr hr nma§nm[aH$ g§̂ mfU nÕVrbm EH$ CËgmhdY©H$
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Agm n`m©̀  ~Zbr Amho. hmS>©doAa Am{U gm°âQ>doAa_Ü ò J«mhH$mZo Ho$boë`m _yb ŷV Jw§VdUyH$sZ§Va Vr
Am{W©H$ÑîQ>çm A{Ve` {H$\$m`Vera R>aVo. H$maU EH$mM doir _moR²>`m g§» òZo Vr g§Xoe {dH$maUmè`m
AZoH$ ì`ŠVtMm Ë`mV gh^mJ AgVmo. nma§nm[aH$ nÕVrnojm _m{hVr V§ÌkmZmda AmYm[aV Agboë`m
`moOZm§_Ü ò {d{dY H$m_o H$aÊ`mgmR>r AWdm O~m~Xmè`m gm§̂ iÊ`mgmR>b bmJUmè`m ì`ŠVtMr g§»`m
H$_r AgVo. åhUyZM _m{hVr V§ÌkmZmda AmYm[aV Agbobr ì`mdgm{`H$ g§kmnZ `moOZm hr OmñV
ObX, OmñV n[aUm_H$maH$, Am{W©H$ÑîQ>çm OmñV {H$\$m`Vera d OmñV H$m ©̀j_ AgVo. VgoM Vr OmñV
bd{MH$ Agë`mZo Vr MQ>H$Z ~XbUmar, ZdrZ JaOm§Zm gm_mdyZ KoUmar, dmna H$aUmè`m§Zm AWdm
V§kmZm ghO g_OUmar Am{U gwb^ AgVo.

g§kmnZmV ÑH$-lmì` MMm© d _m{hVr _hmOmb gw{dYm `mÛmao g§nH©$ àñWm{nV H$aÊ`mMrhr
gmò  AgVo. Ë`m_wio g§KQ>ZoVrb XmoZ ì`ŠVtZm nañnam§er qH$dm EH$m ì`ŠVrbm AZoH$ ì`ŠVter WoQ>
g§nH©$ gmYyZ _moR>çm à_mUmda _m{hVrMr XodmUKodmU H$aÊ`mg _XV hmoVo. CXm. ~mVå`m, _m{hVr, {MÌ,
{ZdoXZ, aoIm{MÌ, VŠVo, AmboI Am{U {d{dY nÌo BË`mXr.

ì`dgm`mV Zì`mZo àdoe Ho$boë`m ì`ŠVrbm {d{dY àH$maMr H$m¡eë ò {eH$mdr bmJVmV.
Amnë`m kmZmÀ`m H$jm ì`mnH$ ñdê$nmV ̀ mo½` àH$mao dmT>dmì`m bmJVmV. VgMo Amnë`m ì`dgm`mgmR>r
EImÚm {d{eï> H$m_mV àm{dÊ`hr {_idmdo bmJVo. _m{hVr Jmoim H$aUo, {VMo {díbofU H$aUo, EH$ÌrH$aU
H$aUo Am{U {VMm Cn`moJ H$aUo `m gd© ~m~VrV Vr ì`ŠVr gj_ Agmdr. gO©Zerb {dMma, g_ñ`m
{ZdmaUmMr H$m¡eë ò Am{U n[aUm_H$maH$ AWdm à^mdr H$bm `m d¡{eîQ>çm§Mm {dH$mg Ë`m ì`ŠVrZo
H$amdm `mgmR>r _m{hVr V§ÌkmZmMm Cn`moJ hmoVmo.

OmJ{V{H$H$aUmÀ`m, ñdmV§Í`mÀ`m VgoM H$moUVrhr gr_maofm Zgboë`m ì`dgm`m§À`m `m
ẁJmV OJmVrb {dH${gV Xoe Am{U {dH$gZerb Xoe `m§À`mVrb g§~§Y A{YH$ _O~yV Pmbo nm{hOo.

`mgmR>r AmYw{ZH$ ì`mdgm[`H$m§Zr {deofV… {dH$gZerb XoemVrb ì`mdgm{`H$m§Zr, Ë`m§À`m H§$nZrVrb
H$_©Mmè`m§Zm, g§JUH$s` g§kmnZmMr H$bm Am{U {dkmZ, BboŠQ́>m°{ZŠg, dm{UÁ` Am{U XiUdiUmMr
BVa gmYZo ̀ m gd© Jmoï>tMo à{ejU XoUo JaOoMo Amho. OmJ{VH$ ñVamda hmoUmè`m Am{W©H$ KS>m_moS>r_Yrb
ZmVog§~§YmÀ`m Ñï>rZo Iyn _hÎdmMo Amho.

AbrH$S>o _moR>_moR>çm g§ñWm§_Ü ò _ëQ>r{_{S>`m nÕVrMm _moR>çm à_mUmda dmna Ho$bm OmVmo.
`m g§KQ>Zm§_Ü ò _m{hVr _hmOmb, BboŠQ́>m°{ZH$ nÌmMma, \°$Šg `mÛmao hmoUmao g§kmnZ ho {ZË`mMr Jmoï>
~Zbr Amho. Ë`m_wio `mgd© `moOZm§À`mÛmao hmoUmè`m g§̂ mfUm{df`r MMm© H$aUo AË §̀V _hÎdmMo R>aVo.

ÜdZr N>nmB© §̀Ì (Sound printer) qH$dm gm§{JVbobo eãX WoQ>nUo N>mnUmao g§JUH$ h„r
{dH${gV Pmbo AmhoV. `mbmM qàQ>m\$moZ (Printaphone ) Ago åhUVmV. hm eãX {S>ŠQ>m\$moZ (
Dictaphone) gmaIm Amho. `mV gm§{JVbobo eãX Üd{Z_wÐr Ho$bo OmVmV Am{U Q>ondarb ÜdZ{_wÐU
EoHy$Z Q>m`{nñQ> Vo Q>mB©n H$aVmo. dV©_mZ nÌmMo dmVm©ha Amnbo Ahdmb \$moZdê$Z gm§JVmV Vo Ahdmb
Xþgè`m ~mOybm WoQ> N>mnbo OmVmV. hr nÕVr nmpíM_mË` XoemV àM{bV Pmbr Amho. nU {VMm AOyZ
\$magm àgma Pmbobm Zmhr.

g§nyU©nUo _m{hVrda AmYm[aV Agboë`m Am§Vaamḯ>r` ñdê$nmMm ì`mnma Am{U CÚmoJ H$aUmè`m
godm g§ñWm§Mm CXm. àdmg, AW©, {dH«$sH$bm, Om{hamV H$bm BË`mXrMm Zì`mZo {dñVma Pmë`m_wio
_m{hVr joÌmMr A ŷVnyd© dmT> Pmbr Amho. Ooìhm {dH$gZerb XoemV g§JUH$ Am{U BboŠQ́>m°{ZŠg ho gd©Ì
AmT>i Am{U {Q>H$md Yê$ bmJbo Voìhm BboŠQ́>m°{ZŠg S>mQ>m Q́>mÝg\$a> Am{U BboŠQ́>m°{ZŠg ~±qH$J ho àH$ma
gd© gm_mÝ` ~Zbo Amho. AmO OJmVrb AZoH$ g§ñWm `m Ë`m§À`m A§VJ©V d ~{h©JV ñdê$nmÀ`m
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ì`dhmamgmR>r BboŠQ́>m°{ZŠg nÕVrda Am{U Ë`m§À`m `moOZm§da Adb§~yZ AmhoV.

6.2 {df` {ddoMZ

6.2.1 ì`mdgm{`H$ g§kmnZmV _m{hVr V§ÌkmZmMo _hÎd Am{U ^y{_H$m
(Importance & Role of Information Technology In Business
Communication)

{d{dY joÌmVrb _m{hVr g§JUH$mÀ`m gmhmæ`mZo {_i{dUo, gmR>{dUo Am{U Amdí`H$VoZwén
nwa{dUo `m AWm©Zo _m{hVr V§ÌkmZ hm eãX à`moJ gd© gm_mÝ`nUo dmnabm OmVmo. AmO g§JUH$mMm
Cn`moJ H$ê$Z {ejU, g§kmnZ, {H«$S>m, _Zmoa§OZ, g§ajU, {dH«$s d {dH«$s {díbofU, ~mOmanoR>o g§emoYZ,
{dH«$s AZw_mZ d¡km{ZH$ g§emoYZ, aoëdo hdmB© dmhVwH$ dJ¡ao gma»`m gd©M joÌmV _m{hVr V§ÌkmZmgmR>r
_moR>çm à_mUmda g§JUH$mMm Cn`moJ Ho$bm OmVmo. Ë`m Ñï>rZo g§kmnZmÀ`m H$m ©̀nÕVrV _m{hVr V§ÌkmZmMo
_hÎd Am{U ŷ{_H$m _hÎdmMr Amho

Amnë`m X¡Z§{XZ ì`dhmamV AZoH$ {R>H$mUr g§JUH$mMm dmna gwê$ Pmbm Amho. g§JUH$mMm
dmna H$moUH$moUË`m joÌmV H$gm hmoVmo Ë`mMr _m{hVr Imbrbà_mUo {Xbr OmD$ eH$Vo.
1. aoëd d hdmB© dmhVwH$

aoëdo d hdmB© dmhVwH$ {Z §̀ÌUmgmR>r Am{U OmJm AmajUmgmR>r g§JUH$mMm dmna Ho$bm OmVmo.
g§JUH$m_wio ^maVmVrb H$moUË`mhr {R>H$mUmhÿZ Hw$R>ohr OmUmè`m aoëdoMo AmajU H$aVm òVo. VgoM
dmT>boë`m dmhVwH$s_wio JmS>çm§Mo doimnÌH$mMo {Z`moOZhr g§JUH$mÛmao Ho$bo OmVo.
2. emñÌr` g§emoYZ

g§JUH$mMm gdm©V OmñV dmna emñÌr` g§emoYZmgmR>r Ho$bm OmVmo. {d{dY àH$maÀ`m AUy
MmMÊ`m H$aÊ`mgmR>r VgoM A§Vami `mZ AdH$memV gmoS>Ê`mgmR>r _hmg§JUH$mMm Cn`moJ AË`mdí`H$
Amho. A§Vami ̀ mZmMo {Z §̀ÌU g§JUH$m_wio eŠ` Pmbo Amho. Zmhr Va _mUgmbm BVŠ`m doJmZo gyMZm XoUo
eŠ` ZìhVo. Zmoìhmo-Or ZmdmMm _hmg§JUH$ A_o[aHo$V `mMgmR>r {dH${gV Ho$bm OmV Amho.
3. ì`dgm` d CÚmoJY§Xo

gd© àH$maÀ`m ì`dgm` d CÚmoJY§ÚmV g§JUH$mMm _moR>çm à_mUmda gam©g dmna hmoVmo.
_moR>_moR>çm XþH$mZmV {heo~ R>odÊ`mgmR>r Va _moR>çm H§$nÝ`m§_Ü ò Ë`m§Mr dm{f©H$ Z\$mVmoQ>m nÌHo$ V`ma
H$aÊ`mgmR>r g§JUH$mMm Cn`moJ Ho$bm OmVmo. g§JUH$mÀ`m ñ_aUeŠVrV amoO Ho$bobr IaoXr{dH«$s,
J«mhH$mH$S>rb ~mH$s, {dH«o$Ë`mMo XoUo Aem àH$maMr gd© _m{hVr gmR>dyZ R>odVm òVo. Aem àH$mao
XodmUKodmUrMo gmao {heo~ g§JUH$ nm{hOo Voìhm Amnë`mbm gmXa H$aVmo. _moR>çm CÚmoJg§ñWm§_Ü ò
ñd §̀MbrV §̀Ìo g§JUH$mbm OmoS>bobr AgVmV. g§JUH$ g§nyU© àUmbr {Z §̀ÌU H$arV AgVmo.
4. d¡ÚH$emñÌ

gd© _moR>çm é½Umb`mV é½UmMr _m{hVr gmR>{dÊ`mgmR>r g§JUH$mMm dmna H$aVmV. é½Umbm
H$moUVm AmOma Amho Ë`mMo {ZXmZ, Ë`mÀ`mda CnMma H$aUmè`m S>m°ŠQ>amMo Zmd, é½Umbm {Xbobr Am¡fYo,
S>m°ŠQ>aMr _Vo Aem gd© àH$maMr _m{hVr g§JUH$mV gmR>{dbr OmVo. h„r AdKS> eñÌ{H«$`mhr g§JUH$mÀ`m
gmhmæ`mZo Ho$ë`m OmVmV.
5. g§ajU joÌ

Amnë`m g¡Ý`mMo `mo½` {Z`moOZ H$aÊ`mgmR>r, ẁÕ àg§Jr eÌyÀ`m {R>H$mUm§da AMyH$ _mam
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H$aÊ`mgmR>r, bm§~ nëë`mMr jonUmñÌo `mo½` {R>H$mUr ZoD$Z Q>mH$Ê`mgmR>r, eÌyÀ`m {d{dY {R>H$mUm§Mr
g{dñVa _m{hVr {_i{dÊ`mgmR>r Ë`m Ë`m {d^mJmV dmH²$~Jma Aem g¡{ZH$m§Mr _m{hVr {_i{dÊ`mgmR>r
g§JUH$mMr _XV KoVbr OmVo Am{U Vm~S>Vmo~ `mo½` {ZU©̀  KoD$Z eÌybm Vm|S> {Xbo OmVo.
6. ~±{H$J godm

AmO gd©M ~±H$m nyU©nUo g§JUH$sH¥$V Pmë`mZo ~±Ho$Mo gd©M ì`dhma AmVm g§JUH$mÀ`m
_XVrZo hmoVmV. àË òH$ ImVoXmamÀ`m ImË`mMm Vnerb Ëd[aV {_iVmo. ~±Ho$Mr Z\$mVmoQ>m nÌHo$ g§JUH$mÀ`m
ghmæ`mZo jUmYm©V CnbãY hmoVmV.
7. hdm_mZ ImVo

eoVr ì`dgm` nyU©nUo hdm_mZmda Adb§~yZ AgVmo. eoVH$è`m§Zm hdm_mZmMr _m{hVr XoÊ`mgmR>r
Am{U hdm_mZ A§XmO dV©{dÊ`mgmR>r hdm_mZ ImVo g§JUH$mMm Cn`moJ H$aVmV.
8. _m{hVr _hmOmb (Internet)

g§kmnZmÀ`m joÌmV B§Q>aZoQ>_wio _moR>r H«$m§Vr Pmbr Amho. B§Q>aZoQ>À`m gmhmæ`mZo OJmVrb
H$moUVrhr _m{hVr Ka ~gë`m {_iy eH$Vo. B§Q>aZoQ>gmR>r XÿaÜdZr, g§JUH$ d _moS>o_Mr Amdí`H$Vm AgVo.
B§Q>aZoQ>À`m _mÜ`_mZo B©-_ob nmR>{dVm òVmo qH$dm Ambobo B©-_ob nmhVm òVmo. {d{dY g§ñWm Am{U
ì`ŠVtZm ñdV…Mm B©-_ob Am`-S>r CKS>Vm ̀ oVmo. ̀ m B©-_ob Am`-S>rda Ambobo B©-_ob nmhVm ̀ oVmV.
B§Q>aZoQ>Mr gmò  OmJmVrb gd© àH$maÀ`m g§JUH$mer OmoS>br OmVo. Ë`m_wio H$moUVrhr _m{hVr H$_rV H$_r
doimV CnbãY hmoD$ eH$Vo. åhUyZM ̀ mbm g§XoedhZmMo ObX gmYZ åhUyZ _mÝ`Vm Amho. B§Q>aZoQ>_wio
AmnUm§g {d{dY g§ñWm§Zr V`ma Ho$bobo do~gmB©Q> nmhVm òVmV. Ë`mÛmao Ë`m g§ñWm§Mr _m{hVr, CËnmXZo
BË`mXr H$iVo. B§Q>aZoQ>_wio M°qQ>J H$aVm òVo.
9. BboŠQ́>m°{ZH$ nÌmMma (e-mail)

B©-_obgmR>r g§JUH$mMr JaO AgVo. B©-_ob nmR>{dÊ`mgmR>r Vw_À`m g§JUH$mda B§Q>aZoQ>Mr
gw{dYm Agmdr bmJVo. _ob nmR>{dÊ`mgmR>r Ogo àË òH$ JmdmV Q>nmb H$m`m©b ò AgVmV VgoM OJmVrb
g§JUH$ EH$_oH$m§Zm OmoSy>Z Ë`mMo EH$ _moR>o Omio V`ma Ho$bo Jobo Amho. ̀ m Omù`mbm "B§Q>aZoQ'> åhUVmV.
10. Xÿa n[afX (Tele-conferencing)

Xÿa n[afX åhUOo àdmg d doi IM© Z H$aVm ì`ŠVtZr EH$Ì òUo hmò . `m n[afXo_Ü ò
AmnUmg _m{hVr, g§JUH$mda H$mT>bobr {MÌo, \$moQ>mo nmR>{dVm òVmV. AbrH$S>o EoH$_oH$m§er g§dmX
gmYÊ`mgmR>r, n[afXoV gh^mJr hmoÊ`mgmR>r, C_oXdmamÀ`m _wbmIVr KoÊ`mgmR>r g§JUH$mMm Cn`moJ
`mÛmao H$ê$Z KoVbm OmVmo.
11. boIZ d N>nmB©

{d{dY Ahdmb, _o_mo, nwñVHo$, dV©_mZnÌ, _m{gHo$ N>nmB©gmR>r Am{U boIZmgmR>r g§JUH$mMm
dmna H$amdm bmJVmo.
12. YZmXoe V`ma H$aUo

EImÚm g§ñWoV AZoH$ H$_©Mmar H$m_ H$arV AgVrb Va Ë`m§À`m nJmamMo YZmXoe g§JUH$mÀ`m
gmhmæ`mZo V`ma Ho$bm OmD$ eH$VmV.
13. {~b V`ma H$aUo

drOoMo ~rb Am{U XÿaÜdZr ~rb g§JUH$mda V`ma Ho$br OmVmV. XÿaÜdZr H|$Ðmbm Q>obr\$moZ
AQ>oÝS> H$aUo Am{U VH«$mar hmVmiUo hr H$m_o XoIrb g§JUH$mÛmao hmoVmV.
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14. {S>nmQ>©_|Q>b ñQ>moAa/XþH$mZmV dmna
{S>nmQ>©_|Q>b ñQ>moAa Am{U _moR>çm XþH$mZmVyZ Ho$br OmUmè`m {dH«$sMr gd© Zm|X g§JUH$mÀ`m

gmhmæ`mZo hmoV AgVo.
15. {dÚmnrR>mV dmna

àdoe à{H«$`m, nÌ ì`dhma H$aUo, nmÌVm H$aUo d Ë`m~ÔbMr _m{hVr g§~§{YV g§ñWm§Zm
H$i{dUo, narjoMo JwU EH$Ì H$ê$Z JwUn{ÌH$m V`ma H$aUo BË`mXr gmaIr H$m_o H$aÊ`mgmR>r {dÚmnrR>
g§JUH$mMm _moR>çm à_mUmda dmna H$ê$ bmJbo Amho.
16. Ioi

bhmZ _wbm§gmR>r Am{U _moR>çm ì`ŠVtgmR>r g§JUH$s` Ioi IynM bmoH${à` Pmbo AmhoV.
17. {S>PmB©Z

{d_mZo, §̀Ìo, _moQ>maJmS>çm, nyb, B_maVr, H$nS>çmMo {S>PmB©Z, Ś>og-{S>PmB©Z V`ma H$aUo
BË`mXrgmR>r g§JUH$mMm _moR>çm à_mUmda dmna hmoVmo.
18. {d{dY H$m`m©b`

AmO OdiOdi gd©M emg{H$` Am{U {Z_ emg{H$` VgoM ImOJr H$m`m©b`mVyZ {d{dY
H$m_m§gmR>r g§JUH$mMm dmna hmoVmo.
19. KaJwVr dmna

AZoH$m§À`m KamV XoIrb g§JUH$ {XgVmV. `m g§JUH$mda B§Q>aZoQ> gw{dYm, nÌì`dhma,
_m{hVr {_i{dUo d Vr BVam§Zm nmR>{dUo `mgmR>r g§JUH$mMm Cn`moJ hmoVmo.
20. eoVr_Ü`o dmna

AmYw{ZH$ nÕVrZo eoVr H$aVm§Zm g§JUH$mMm dmna Ho$bm OmVmo. eoVmbm nmUr XoUo, \$dmaUr
H$aUo, IV XoUo BË`mXrgmR>r g§JUH$s` {gñQ>r_ V`ma Ho$br OmVo. CXm. O¡Z B[aJoeZ OiJmd `m§Zr
eoVrbm nmUr XoÊ`mgmR>r g§nyU© AmR>dS>çmMo {Z`moOZ V`ma H$ê$Z g§JUH$mV Vmo H$m ©̀H«$_ Q>mH$bobm Amho.
Ë`m_wio amoO H$moUË`m ^mJmbm nmUr OmUma Amho Vo g§JUH$mda {XgVo. g§JUH$ XoIrb {\$Q> Ho$boë`m
{gñQ>r_à_mUo g§~§{YV ^mJmbm nmUr nwadR>m H$aÊ`mMo H$m_ H$aVmo. naXoemV eoVrgmR>r g§JUH$mMm
~è`mM à_mUmV dmna hmoD$ bmJbm Amho.
21) eoAa ~mOmamV

eoAa ~mOmamV gd© àH$maÀ`m ì`dhmamgmR>r g§JUH$mMm _moR>çm à_mUmda dmna hmoVmo.
g^mgX Zm|X{dUo, eoAaMr IaoXr-{dH«$sMo ì`dhma H$aUo. BVa ~mOmamMr pñWVr Aä`mgUo, J«mhH$m§Zm
gyMZm XoUo. Ë`mÀ`mer g§XoedhZ H$aUo BË`mXr gd© H$m_o g§JUH$mÀ`m gmhmæ`mZo ZdZdrZ V§ÌkmZmMm
Cn`moJ H$ê$Z Ho$br OmVmV.

darb gd© ~m~tMm {dMma Ho$bm AgVm _m{hVr Am{U V§ÌkmZmMr ŷ{_H$m {H$Vr _hÎdmMr
Amho ho bjmV òVo. g§JUH$mMm Cn`moJ H$ê$Z g§XoedhZmV H$m ©̀j_Vm AmUbr OmVo.

6.2  ì`mdgm{`H$ g§kmnZmV g§JUH$mMm Cn`moJ
(Computer Application in Business Communication)

g§kmnZmV g§JUH$ godm ho EH$ _hÎdmMo nmD$b Amho. AmO Ag§»` H$m`m©b`mV g§JUH$mMm
dmna hmoV Amho. qH$~hþZm g§JUH$ hm Amdí`H$ godogmaIm _hÎdmMm g_Obm OmV Amho. g§JUH$mMm



Eg.dm`.~r.H$m°_.-ì`mdgm{`H$ g§kmnZ d H$åß ỳqQ>J _°ZoO_|Q                                83

dmna _m{hVr gmR>{dÊ`mgmR>r d {díbofU H$aÊ`mgmR>r Ho$bm OmVmo. àË òH$ ì`dgm` g§ñWoV ì`dgm`mÀ`m
ñdê$nm§Zwgma g§JUH$mV _m{hVr gmR>{dbr OmVo. Á`mdoir ̀ m _m{hVrMr JaO AgVo Ë`mdoir _m{hVrMm
dmna A{YH$mar qH$dm H$_©Mmè`m§Zm H$aVm ̀ oVmo. _moR>_moR>çm g§ñWoV d {VÀ`m emImVrb AZoH$ g§JUH$
_w»` g§JUH$mer OmoS>bobo AgVmV. Ë`m_wio g§JUH$mÛmao _m{hVr MQ>H$Z {_i{dVm òVo. AmO ~±Ho$V,
e¡j{UH$ g§ñWoV, ì`mnmar g§ñWoV, XdmImZo, gaH$mar H$m`m©b`mV, Q>o{b\$moZ H$m`m©b`mV, _VXmam§À`m
`mÚm V`ma H$aÊ`mgmR>r, EdT>oM ZmhrVa aoëdo {V{H$Q> AmajU XoIrb g§JUH$mMm _moR>çm à_mUmda dmna
H$ê$Z Ëd[aV _m{hVr CnbãY H$ê$Z KoVbr OmVo. g§JUH$ N>nmB© §̀Ìmer OmoSy>Z Amdí`H$ _m{hVrÀ`m
AZoH$ àVrhr H$mT>Vm ̀ oVmV. ì`mnmar g§ñWm§_Ü ò AmO Q>§H$boIZ ̀ §ÌmMr OmJm g§JUH$mZr KoVbr Amho.
H$maU g§JUH$mÀ`m gmhmæ`mZo ì`mnmar nÌ AË §̀V ì`dpñWVarË`m V`ma H$aVm òVmV. g§JUH$mV
gmR>{dbobr _m{hVr AmH$S>odmar, VŠVo, Ahdmb, AmboI BË`mXr ñdê$nmV AgVo. Ë`m_wio Amdí`H$
Vr _m{hVr nm{hOo Ë`mdoir CnbãY hmoD$ eH$Vo. `mMmM AW© Agm H$s AmO g§JUH$ ho g§kmnZmMo
AmYw{ZH$ nU CÎm_ àH$maMo gmYZ _mZbo OmVo.

Amnë`m X¡Z§{XZ ì`dhmamV AZoH$ {R>H$mUr g§JUH$mMm dmna gwê$ Pmbm Amho. ~±qH$J, aoëdo d
hdmB© dmhVwH$, g§ajU joÌ, emñÌr` g§emoYZ Am{U d¡Ú{H$` emñÌ, hdm_mZ ImVo, {d{dY CÚmoJg§ñWm
Am{U ì`mdgm{`H$ g§ñWm, gd© àH$maMr XþH$mZo Am{U {S>nmQ>©_|Q>b ñQ>moAa, {dÚmnrR>o d e¡j{UH$ g§ñWm,
H$mnS> CÚmoJmV {S>PmB©Z V`ma H$aÊ`mgmR>rb, B_maVr d nyb `m§Mo {S>PmB©Z V`ma H$aÊ`mgmR>r, boIZ
d N>nmB©gmR>r J«§Wmb` {Z §̀ÌU, B©-_ob, Xÿan[afX, B§Q>aZoQ>, KaJwVr dmnamgmR>r g§JUH$mMm _moR>çm
à_mUmda dmna hmoVmo. {dXoemV eoVrÀ`m gd© H$m_mMo {Z`moOZ Am{U {Z §̀ÌU g§JUH$mÛmao Ho$bo OmVo.
Amnë`m XoemV XoIrb eoVrgmR>r g§JUH$mMm dmna hmoÊ`mg gwê$dmV Pmbr Amho. ho ^{dî`mÀ`m Ñ{ï>Zo
H«$m§VrH$maH$ nmD$b Amho. _m{hVr V§ÌkmZmVrb ho EH$ _moR>o `e Amho.
g§JUH$mMo _hÎd

AmO ì`mdgm{`H$ OJmV g§JUH$mMm gd©M {R>H$mUr dmna hmoD$ bmJbm Amho. g§JUH$mbm
EdT>o _hÎd àmá hmoÊ`mg Imbrb Jmoï>r H$maUr ŷV AmhoV.
1. ~±H$m§À`m {d{dY Zm|Xr AÚmdV R>odÊ`mgmR>r, YZmXoe V`ma H$aUo.
2. {d{dY àH$maMr nÌo {b{hUo, Ahdmb, _o_mo, nwñVHo$, dV©_mZnÌ, _m{gHo$ N>mnUo.
3. XÿaÜdZr, drO~rb, BVa ~rbo V`ma H$aUo.
4. XÿaÜdZr H|$Ðmbm Q>obr\$moZ AQ>oÝS> H$aUo, VH«$mar hmVmiUo.
5. aoëdo, hdmB©, {gZo_m, Eg.Q>r.BË`mXrMr {V{H$Q>o Ama{jV H$aUo.
6. {dÚmnrR> d e¡j{UH$ g§ñWm§_Ü ò àdoe à{H«$`m, JwUnÌH$ V`ma H$aUo.
7. AÜ`mnZmMo gmYZ åhUyZ g§JUH$ dmnabo OmVo.
8. g§JUH$s` Ioi A{Ve` bmoH${à` hmoV Amho.
9. hdm_mZ{df`H$ A§XmO dV©{dUo d _m{hVr {_i{dUo.
10. AdH$memV Am{U {_gmB©b Am°naoeZ H$aUo.
11. CËnmXZ CÚmoJmV CËnmXZ {Z §̀ÌU H$aUo.
12. é½Umb`mV é½UmMo amoJ {ZXmZ H$aÊ`mgmR>r g§JUH$mMr _XV KoVbr OmVo.
13. {d_mZo, §̀Ìo, _moQ>aJmS>çm, nyb, B_maVr BË`mXtMo AmamIS>o V`ma H$aUo.
14. eoAa ~mOmamMo ì`dhma {Z §̀{ÌV H$aUo.
15. eoVr CÚmoJmVrb g§emoYZ H$aVm§Zm Am{U BVa H$m_mgmR>r {Z`moOZ H$aUo.
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6.2.2.1 BboŠQ´>m°{ZH$ nÌmMma  (e-mail-introduction)

B©-_ob åhUOo BboŠQ́>m°{ZH$ _ob hmò . B©-_obgmR>r g§JUH$mMr JaO AgVo. BboŠQ́>m°{ZH$
nÌmMma nmR>{dÊ`mgmR>r Vw_À`m g§JUH$mda B§Q>aZoQ>Mr gw{dYm Agmdr bmJVo. Ogo àË òH$ JmdmV Q>nmb
H$m`m©b ò AgVmV. VgoM _ob nmR>{dÊ`mgmR>r OJmVrb g§JUH$ EH$_oH$m§Zm OmoSy>Z Ë`mMo EH$ _moR>o Omho
V`ma Ho$bo Jobo Amho. `m Omù`mbm "_m{hVr _hmOmb' (B§Q>aZoQ>) åhUVmV.

X¡Z§{XZ ì`dhmamV Á`mà_mUo EH$ ì`ŠVr Xþgè`m ì`ŠVrbm nÌmÀ`m _mÜ`_mZo g§Xoe nmR>{dVmV
qH$dm g§Xoe àmá H$aVm ̀ oVmo. Ë`mMà_mUo _m{hVr _hmOmb (B§Q>aZoQ>) d BboŠQ́>m°{ZH$ nÌmMmamÛmao ghO[aVrZo
g§Xoe nmR>{dVm òVmo d g§Xoe àmá H$aVm òVmo. B§Q>aZoQ>À`m gmhmæ`mZo nÌì`dhma H$aÊ`mÀ`m nÕVrbm
BboŠQ́>m°{ZH$ nÌmMma åhUVmV. BboŠQ́>m°{ZH$ nÌmMmamÛmao OJmVrb H$moUË`mhr ì`ŠVrer Oa Ë`m§À`m g§JUH$mV
B§Q>aZoQ>er OmoS>bobo BboŠQ́>m°{ZH$ nÌmMma ImVo Agob Va Ë`mÀ`m gmo~V g§nH©$ gmYVm òVmo.
BboŠQ́>m°{ZH$ nÌmMmamMo Cn`moJ
1. doioMr ~MV

BboŠQ́>m°{ZH$ nÌmMma \$mB©b Q́>m§Ýg\$a gw{dYoMm dmna H$ê$Z ñàoS>erQ>, AmboI, Am{U BVa
{dÎmr` AmH$S>odmar nmR>{dVm òVo. XÿaÀ`m {dÎmr` ImË`mMm doi `m_wio dmMVmo.
2. IMm©V ~MV

BboŠQ́>m°{ZH$ nÌmMma \$mB©b Q́>mÝñ\$a gw{dYo_wio IMm©V ~MV hmoVo.
3. ObX _mÜ`_

BboŠQ́>m°{ZH$ nÌmMma ho g§kmnZmMo A{Ve` doJdmZ gmYZ Amho. Vo Ë`mÀ`m BpÀN>V ñWir
H$mhr goH§$XmV nmohMVo.
4. AMyH$Vm

BboŠQ́>m°{ZH$ nÌmMma dmna H$ê$Z X¡Z§{XZ H$m_H$mOmV AMyH$Vm gmYVm òVo.
5. {dnUZ _m{hVrMm àgma

BboŠQ́>m°{ZH$ nÌmMmaMm dmna H$ê$Z H$ënZm, qH$_Vr, CËnmXZ{df`H$ KmofUm, ñnY}À`m
AZwf§JmZo Amdí`H$ _m{hVr BË`mXr {dH«$sjoÌmVrb bmoH$m§Zm OJmÀ`m nmR>rda H$moR>ohr XoVm òVo. {deof
åhUOo hr _m{hVr EH$mM doiog àgm[aV H$aVm òVo.
6. _pëQ>{_{S>`m

BboŠQ́>m°{ZH$ nÌmMma Ho$di g§Xoe nmR>{dÊ`mgmR>r Cn ẁŠV Amho Ago Zmhr Va ÜdZr, BboŠQ́>m°{ZH$
nÌmMma pìhS>rAmo BË`mXr nmR>{dÊ`mgmR>r gwÕm Cn ẁŠV Amho.
7. IM©

BboŠQ́>m°{ZH$ nÌmMma Q>nmbmÀ`m VwbZZo A{Ve` ñdñV Amho. H$maU BboŠQ́>m°{ZH$ nÌmMma
OJmV H$moR>ohr nmR>{dÊ`mgmR>r gmaImM IM© òVmo.
8. _m{hVrMo {dVaU

H$ñQ>_mB©O²S> \$m°åg©, pñH«$ßQ²>gma»`m {dH${gV gmYZm§Mm Cn`moJ H$ê$Z g§nyU© H§$nZr^a BboŠQ́>m°{ZH$
_mÜ`_mVyZ _m{hVr nmR>{dVm òVo.
9. H$m©j_Vm

OZg§H©$ H$m ©̀H«$_mMr H$m ©̀j_Vm d¥qÕJV H$aÊ`mgmR>r _obMm Cn`moJ hmoVmo.
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10. à{VgmX dmT>Vmo
qH$_VrV Pmbobo ~Xb VmVS>rZo H$idyZ à{VgmXmV BboŠQ́>m°{ZH$ nÌmMma gwYmaUm KS>dyZ

AmUVmo.
BboŠQ́>m°{ZH$ nÌmMmamÀ`m _`m©Xm

1)  Á`màH$mao Amnë`mbm nmoñQ>mÀ`m _mÜ`_m§Zo aŠH$_ qH$dm nmg©b nmR>{dVm òVo. Ë`mà_mUo
BboŠQ́>m°{ZH$ nmMmamÛmao nmR>{dVm òV Zmhr.

2)  BboŠQ́>m°{ZH$ nÌmMma gw{dYm Agë`m{edm` EH$ ì`ŠVr Xþgè`m ì`ŠVrbm g§Xoe nmR>dy eH$V
Zmhr.
BboŠQ´>m°{ZH$ àÌmMma {eï>mMma
1. BboŠQ́>m°{ZH$ nÌmMma nmR>{dVm§Zm {df` Amoi {dgaVm H$m_m Z ò.
2. AZm¡nMm[aH$ _obgmR>r ì`mH$aU Am{U {dam_ {MÝho \$maer _hÎdmMr ZgVmV.
3. BboŠQ́>m°{ZH$ nÌmMma_Ü ò ì`mdgm{`H$ nÌ {b{hVm§Zm Zo_Š`m eãXm§Mm dmna Ho$bm.
4. BboŠQ́>m°{ZH$ nÌmMma nmR>{dVm§Zm g§Xoe Am{U CÎmao g§{já Agmdr.
5. BboŠQ́>m°{ZH$ nÌmMma ì`dgm{`H$ àñVmdmgmR>r Agob Va B©-_obÀ`m eodQ>r _Wim, H§$nZrMo

Zmd, nÎmm Agmdm.
6. CÎma XoV Agmb Va {df` AmoirV g§X ©̂ Úm`bm nm{hOo.

6.2.2.2   _m{hVr _hmOmb (Internet)

g§kmnZmÀ`m joÌmV _m{hVr _hmOmb_wio _moR>r H«$m§Vr Pmbr Amho. _m{hVr _hmOmbmÀ`m gmhmæ`mZo
OJmVrb H$moUVrhr _m{hVr Ka ~gë`m {_iy eH$Vo. _m{hVr _hmOmbmgmR>r XÿaÜdZr, g§JUH$ d _moS>o_Mr
Amdí`H$Vm AgVo. _m{hVr _hmOmbmÀ`m _mÜ`_mZo BboŠQ́>m°{ZH$ nÌmMma nmR>{dVm ̀ oVmo. qH$dm Ambobm
BboŠQ́>m°{ZH$ nÌmMma nmhVm ̀ oVmo. {d{dY g§ñWm Am{U ì`ŠVtZm ñdV…Mm BboŠQ́>m°{ZH$ nÌmMma Am`-S>r
CKS>Vm òVmo. `m BboŠQ́>m°{ZH$ nÌmMma Am`-S>rda Ambobo BboŠQ́>m°{ZH$ nÌmMma nmhVm òVmV. _m{hVr
_hmOmbmMr gmò  OmJmVrb gd© àH$maÀ`m g§JUH$mer OmoS>br OmVo. Ë`m_wio H$moUVrhr _m{hVr H$_rV
H$_r doimV CnbãY hmoD$ eH$Vo. åhUyZM ̀ mbm g§XoedhZmMo ObX gmYZ åhUyZ _mÝ`Vm Amho. _mhVr
_hmOmbm_wio AmnUmg {d{dY g§ñWm§Zr V`ma Ho$bobo do~gmB©Q> nmhVm òVmV. Ë`mÛmao Ë`m g§ñWm§Mr
_m{hVr, CËnmXZo BË`mXr H$iVo. _m{hVr _hmOmbm_wio _wŠV Jßnm (M°qQ>J) H$aVm òVo.

OJmVrb H$moUË`mhr ì`ŠVrer g§XoedhZ H$aÊ`mgmR>r gdm©V AmYw{ZH$ nÕVr åhUOo _m{hVr
_hmOmb hmò . _m{hVr _hmOmb hr EH$ _m{hVrMm àM§S> gmR>m Agbobr g§H$ënZm Amho. `mV {d{dY
àH$maMr _m{hVr AgVo. `m gmYZmÛmao OJmVrb H$moUË`mhr {R>H$mUMr _m{hVr Aënmd{YV g§JUH$mda
CnbãY hmoV AgVo. EImÚm {d{eï> emIoMr g§nyU© _m{hVr g§JUH$mda CnbãY H$ê$Z XoUo ho _m{hVr
_hmOmbmMo _w»` d¡{eï>o hmò .

_m{hVr _hmOmbmÀ`m Omù`mV OJ^amVrb g§JUH$ EoH$_oH$m§Zm OmoS>bobr AmhoV. hr godm
nwa{dUmao Ë`mMo ì`dñWmnZ H$aVmV. àË òH$ gXñ`mbm {VMm dmna H$gm H$amdm `m ~Ôb _m{hVr {Xbr
OmVo. Or _m{hVr nm{hOo AgVo {VMm nÎmm AgVmo. Ë`mbm do~gmB©Q> Ago åhUVmV. ^maVmV _m{hVr
_hmOmbmMr gmò  {dXoe g§Mma {ZJ_V\}$ {_iV AgVo. OJmV AZoH$ H§$nÝ`m XoIrb _m{hVr _hmOmbmÀ`m
gmò r nwa{dV AmhoV. Aem H§$nÝ`m§Zm _m{hVr _hmOmb godmXmVm  (Internet Service Procider)  åhQ>bo
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OmVo Am{U godm àXmZ H$aUmè`m g§JUH$mbm godmXmVm g§JUH$ (Server) åhUVmV. ̀ m H§$nÝ`m godmewëH$
KoD$Z BboŠQ́>m°{ZH$ nÌmMma Am{U do~gmB©Q> ~Z{dÊ`mMr gmò  XoVmV.

gdm©V OmñV Am{U _moR>çm à_mUmda B§Q>aZoQ>Mm Cn`moJ eoAa ~mOmamV Ho$bm OmVmo. XoemVrb gd©
eoAa ~mOma _m{hVr _hmOmbmÀ`m gmhmæ`mZo EoH$_oH$m§Zm OmoS>bo Jobo Amho. Ë`m_wio eoAa ~mOmamVrb
KS>m_moS>tda bj R>odUo, ì`dhmamda {Z §̀U R>odUo `m Jmoï>r ghO d gmoß`m Pmë`m AmhoV.
1. g§Xoe nmR>{dUo

_m{hVr _hmOmbmÛmao CnbãY hmoUmè`m BboŠQ́>m°{ZH$ nÌmMmam_wio OJmV H$moR>ohr bdH$amV bdH$a
g§Xoe nmR>{dVm ̀ oVmo Am{U g§Xoe {_i{dVm ̀ oVmo. BboŠQ́>m°{ZH$ nÌmMma AŚ>og g§JUH$mbm OmoS>Ê`mgmR>rM
gyMZm Amnë`m g§JUH$m_Yrb àmoJ«m_Ûmao Úmdr bmJVo.
2. do~ noOogMo AdbmoH$Z

_m{hVr _hmOmbm_Yrb  _m{hVr Zoh_rM VwH$S>çmVwS>çm§_Ü ò nmR>{dbr OmVo. Aem AZoH$ VwH$S>çm§Mo
{_iyZ EH$ do~ noO V`ma hmoVo. {d{eï> àmoJ«m_Ûmao ho do~ noO V`ma H$ê$Z H$moUË`mhr àH$maMr _m{hVr
Amnë`mbm {_iV AgVo.
3. d¥ÎmnÌmVrb ~mVå`m {_i{dUo

AZoH$ d¥ÎmnÌm§Mr ñdV…Mr EH$ do~ gmB©Q> AgVo. Ë`m do~gmB©Q>À`m gmhmæ`mZo Ë`m d¥ÎmnÌmVrb
_m{hVr _m{hVr _hmOmbmÛmao CnbãY hmoD$ eH$Vo. Ë`mgmR>r d¥ÎmnÌ IaoXr H$amdo bmJV Zmhr.
4. g§JUH$ àmoJ«måg {_i{dUo

OJmV ZdZdrZ V`ma hmoUmè`m g§JUH$ àmoJ«m_Mr _m{hVr do~gmB©Q>da CnbãY AgVo. Ë`mVyZ
AmnUmg Amdí`H$ Agbobo àmoJ«m_ {ZdS>Vm ̀ oVmV. Ë`mdê$Z Amnë`m g§JUH$m_Ü ò S>mD$ZbmoS> H$aVm
òVmV.

5. dñVy§§Mr IaoXr
J«mhH$ hì`m Agboë`m dñVy, dñVyMo JwU, {dH«o$Vo, qH$_Vr, AQ>reVu BË`mXr~Ôb _m{hVr

_hmOmb AH$mD§$Q>Ûmao {_idy eH$Vmo. g§JUH$mda dñVyMr ng§Vr Pmë`mda {dH«o$Ë`mH$S>o _mJUr AmXoe
Zm|X{dVmo. H«o${S>Q> H$mS>©Ûmao J«mhH$ dñVyMr qH$_V AXm H$ê$ eH$Vmo. Aem àH$mao Kar ~gyZ Amnë`mbm
_m{hVr _hmOmbmÛmao dñVyMr IaoXr H$aVm òVo.
6. dmMZ H$aUo

_m{hVr _hmOmbmda _m{gHo$, nwñVHo$, boI, H${dVm BË`mXr dmMVm ̀ oVmV. _hmJS>r nwñVHo$ Am{U
J«§W IaoXr H$aUo Á`m§Zm eŠ` Zmhr Vo bmoH$ Aem àH$mao nwñVH$ d J«§WmMo dmMZ _m{hVr _hmOmbmda H$ê$
eH$VmV. VgoM g§X ©̂ åhUyZ Ë`mdê$Z _m{hVr KoD$ eH$VmV.

{d{dY J«§Wmb`mV CnbãY Agboë`m  nwñVH$m§er d J«§WmMr _m{hVr _hmOmbmÛmao Ka ~gë`m
{_iVo.
7. H$a_UyH$

_m{hVr _hmOmbmda OJmVrb e¡j{UH$ _m{hVrgh g§JrV, Ioi, {MÌnQ> ̀ m gd© Jmoï>tMm AmñdmX
KoVm ̀ oVmo.
8. e¡j{UH$ _m{hVr

OJmVrb {d{dY e¡j{UH$ g§ñWm BboŠQ́>m°{ZH$ nÌmMma nmR>{dV AgVmV. `m_wio doJdoJù`m
{ejU g§ñWm~Ôb _m{hVr {_iVo. Ë`m§À`m AQ>r d gdbVr H$iVmV. H$mhr {dÚmnrR> d H$mhr e¡j{UH$
g§ñWm n[ajoMo {ZH$mb _m{hVr _hmOmbmda Omhra H$aVmV. AmO Odi-Odi gd©M e¡j{UH$ g§ñWm§Mr
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do~gmB©Q> Amho. Ë`mÛmao g§~§{YV g§ñWo~Ôb g{dñVa _m{hVr _hmOmbmda ~KVm òVo.
_m{hVr _hmOmbmMo \$m`Xo / Cn`moJ
1. _m{hVr _hmOmbm_wio OJmVrb H$moUË`mhr ì`ŠVr~amo~a g§nH©$ gmYVm òVmo. _¡Ìr H$aVm òVo.
2. {d{dY àH$maMr _m{hVr Ho$ìhmhr CnbãY H$aVm òVo.
3. OJmVrb H$moUVohr nwñVH$, J«§W, _m{gHo$ qH$dm dV©_mZnÌ dmMVm òVmV.
4. amoOJma g§Yr CnbãYVoMm emoY KoVm òVmo.
5. EImÚm àmoJ«m_Mr H$m°nr H$ê$Z KoVm òVo.
6. H$moUVrhr {dXoer ̂ mfm {eH$Vm ̀ oVo.
7. H$moUË`mhr ì`ŠVr~amo~a MMm© H$aVm òVo d Ë`mbm Ë`mMjUr nS>Úmda nmhVm òVo.
8. Amnbo AmdS>Vo gm°âQ>doAa S>mD$ZbmoS> H$ê$Z KoVm òVo.
9. ñdV…Mo hmo_ noO ~Z{dÊ`mgmR>r ñdV…Mr _m{hVr XoVm òVo.
10. BboŠQ́>m°{ZH$ àm{Ug§J«hmb` qH$dm dñVy§g§J«hmb` nmhÊ`mgmR>r Cn`moJ hmoVmo.
11. {_Ì d ZmVodmB©H$ `m§Zm BboŠQ́>m°{ZH$ eŵ oÀN>mnÌ, dmT>{Xdg nÌ nmR>{dVm òVo.
12. {d{dY H$m`m©b`, g§ñWm Am{U d¡̀ pŠVH$ nÌ ì`dhma H$aVm òVo.
_m{hVr _hmOmbmgmR>r H$mhr Mm§Jë`m gd`r
1. ñdV…Mo BboŠQ́>m°{ZH$ nÌmMma {Z`{_V Vnmgmdo.
2. {S>ñH$da OmJm CnbãY H$aÊ`mgmR>r AZmdí`H$ g§Xoe dJiyZ Q>mH$mdo.
3. Oo BboH$Q́>m°{ZH$ nÌmMma g§Xoe OVZ H$am`Mo AmhoV Ë`mgmR>r gẁ mo½` Ym[aH$m nÕVr {dH${gV

H$adr.
4. Oa Xþgè`mÀ`m g§XoemVyZ H$mhr ^mJ KoVbobm Agob Va Ë`mMr nmoM {Xë`m{edm` Vo dmnê$

ZH$m.
5. Xþgè`mÀ`m g§Xoem©V AZmdí`H$ ~Xb H$ê$Z Vo Vgo nmR>dy ZH$m qH$dm H$m` ~Xb Ho$boV Vo
ñnï>nUo C„oI H$am. MwH$sMr à{V_m {Z_m©U H$ê$ ZH$m.
6. Vwåhr H$moUrVar XþgaoM AmhmV Ago T>m|J H$ê$ ZH$m.
7. àË òH$ g§XoemV EH$m {df`mnwaVr _`m©Xm ñdV…bm KmbyZ ¿`m.
8. Oa Vw_À`mH$S>o AZoH$ {df` Agob Va AZoH$ g§Xoe nmR>dm. Ë`m_wio g§Xoe pñdH$maUmè`m
ì`dñWmnZ H$aUo gmò rMo OmB©b.
9. ~XZm_r, H$m°nramB©Q>, {~^ËgnUm, \$gdo gmXarH$aU `m~m~VM`m H$m`Úm§Mr nyU© _m{hVr
H$ê$Z ¿`m.
10. Ooìhm Vwåhr O~m~/n`m©̀  (Reply Option) dmnaVm Voìhm hr ImÌr H$ê$Z ¿`m H$s, {df`joÌ
Vw_À`m g§XoemVrb Vnerb AMyH$nUo Xe©{dVmV.

6.2.1.3 \°$Šg (Fax)

hm boIr g§kmnZmMm AË`mYw{ZH$ àH$ma Amho. Q>oboŠgà_mUo \°$ŠgMr gw{dYm Q>o{b\$moZÛmao
CnbãY H$ê$Z {Xbr OmVo. \°$ŠggmR>r Q>o{b\$moZMr Amdí`H$Vm AgVo. \°$Šg _{eZbm Q>o{b\$moZ H$ZoŠeZ
OmoS>bo OmVo. Xþgè`m Á`mg§ñWoH$S>o \°$ŠgMr gmò  AgVo Aem g§ñWm§er \°$ŠgÛmao g§nH©$ gmYVm òVmo.
Xþgè`m g§ñWobm \°$Šg H$am`Mm Agob Va àW_ Ë`m g§ñWoMm S>m`b Q>moZ _m{JVbm OmVmo. Vmo {_imë`mZ§Va
Amnë`m \°$Šg §̀ÌmV Amnë`mbm Omo _OHy$a nmR>dm`Mm AgVmo Ë`mMo nÌ KmVbo OmVo Vmo _OHy$a
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OgmÀ`m Vgm Xþgè`m \°$Šg ̀ §ÌmVyZ ~mhoa ̀ oVmo. hr gw{dYm CnJ«hmÀ`m XiUdiUm_wio A{YH$ gmò rñH$a
Pmbr Amho. hr godm _hmJS>r AgyZ Á`m§Zr \°$ŠgMo H$ZoŠeZ KoVbo Ë`m§ZmM Ë`mMm Cn`moJ hmoVmo. \°$Šg
§̀Ì Poam°Šg gmaIo AgVo. `m godo_wio Q>nmbmZo H$mJX nmR>{dÊ`mMm doi dmMVmo. VgoM _wi H$mJX

Amnë`mH$S>o Agë`mMm \$m`Xm {_i{dVm òVmo.
\°$Šg nÕVrbmM facsimile transmission Ago åhUVmV `m nÕVr_Ü`o gmd©O{ZH$

XÿaÜdZrÀ`m bmB©ZMm dmna H$ê$Z hþ~ohÿ~ à{V_m g§km{nVmH$S>o nmR>{dVm òVmV. Aem à{VV_m§À`m Ûmao
g§nyU© ̀ §Ì, ZH$mem, {MÌ V§VmoV§V ñdê$nmV nmR>{dVm ̀ oVmo. boIr XñVmEodO ~maH$mB©Zo Vnmgbm OmVmo d
Ë`mMr à{V_m BboŠQ́>m°{ZŠg {g¾ëg_Ü ò énm§VarV Ho$br OmVo. hr ê$nm§VarV à{V_m nmR>{dbr H$s
[agrpìḧJ Q>{_©Zb_Ü ò {VMo nwÝhm _yi énmV n[adV©Z Ho$bo OmVo d H$mJXmda Vo C_Q>Vo. g§Xoe nmR>{dVm§Zm
à{V_m§Mo énm§Va doJdoJù`m doJmZo BboŠQ́>m°{ZŠg {g¾b_Ü ò H$aVm ̀ oVo. AmYw{ZH$ ̀ §Ìm_wio OmñV ñnï>nUo
d OmñV hþ~ohÿ~nUo à{V_m§Mo _yiénmV n[adV©Z H$aVm òD$ bmJbo Amho. Ooìhm AJXr ~maH$mB©Zo {MÌo,
N>m`m{MÌo, ZH$meo, ZjrH$m_, énaofm nmR>{dUo Amdí`H$ AgVo. Voìhm \°$ŠgMm dmna A{Ve` Cn ẁŠV
R>aVmo. \°$ŠgM`m gmhmæ`mZo Iyn ObX H$m_ hmoD$ eH$Vo.

g§JUH$mH$Sy>Z {_iUmè`m ÜdZrén O~m~mZwgma boIr XñVmEdoOmMo hþ~ohÿ~ à{V_o EodOr
{S>{OQ>b ñdê$nmV énm§Va H$aVm òVo. ~aoMXm \°$Šg §̀Ìm_Ü ò {S>{OQ>b H$moqS>J dmnaÊ`mMr nÕV
Adb§~bobr AXgyZ òVo. Aem {S>{OQ>b H$moqS>J_Ü ò _yi {b{IV XñVEodO g§nyU©nUo H$mù`m qH$dm
nm§T>è`m a§JmV H$moS> Ho$bm OmVmo. Ë`m_wio H$_r doimV g§nyU© XñVEodO nmR>{dVm ̀ oUo eŠ` hmoVo. XÿaÜdZrMr
bmB©Z dmnê$Z Ooìhm 11''x 8.5'' EdT>çm AmH$mamMm boIr XñVEodO nmR>dm`Mm AgVmo Voìhm Ë`mbm
A§XmOo nmM {_{ZQ>o bmJVmV. Ë`mnojm A{YH$ doJmZo H$m_ H$ê$ eH$Umè`m ̀ §ÌmV CÀM j_VoMo Xÿag§XoedhZmMo
_mJ© dmnabo OmVmV.

hñV{b{IV _OHy$amMo g§XoedhZ H$aÊ`mgmR>r gmYo \°$Šg §̀Ì dmnabo OmVo. H$mJXmda noZZo
{b{hV AgVm§Zm noZÀ`m hmbMmbr OgOem hmoV OmVmV VgVgo doJdoJio ÜdZr {Z_m©U hmoVmV Am{U
Ë`mÛmao noZMr hmbMmb d J{V Xe©{dbr OmVo. Ooìhm Aem [aVrZo g§Xoe nmR>{dbo OmVmV Voìhm g§kmn{V
§̀Ìm_Yrb noZ _yi g§Xoe {b{hUmè`m noZÀ`m hmbMmbrMr hþ~ohÿ~ J{VZo ZŠH$b CVa{dVmo.

\°$Šg §̀Ì ì`mnmar Ñ{ï>H$moZmVyZ gw_mao 70 dfmªnmgyZ dmnamV Amho. BboŠQ́>m°{ZH$ nÌmMma
åhUyZ \°$Šg 1970 nmgyZ _moR>çm à_mUmV dmnamV ̀ oÊ`mg gwédmV Pmbr Am{U Ë`mZo Q>nmb godobm _mJo
Q>mH$bo.

\°$Šg ̀ §ÌmÀ`m qH$_Vr {Xdg|X{dg H$_r hmoV AmhoV. XOm© Am{U V§kmVrb AÚ`mdVnUmda
`m qH$_Vr Adb§~yZ AgVmV. `m joÌmVrb Vrd« ñnY}_wio \°$Šg §̀ÌmÀ`m qH$_Vr CVaV AmhoV.
\°$ŠgMo \$m`Xo

\°$Šg §̀ÌmÀ`m _mÜ`_mVyZ g§Xoe nmR>{dë`mZo nwT>rb \$m`Xo {_iVmV.
1. \°$Šg §̀Ì hmViUo A{Ve` gmono Amho.
2. g§Xoe nmR>{dÊ`mMo \°$Šg §̀Ì A{Ve` doJdmZ Amho.
3. g§kmnZmMm hm A{Ve` ñdñV _mJ© Amho.
4. XÿaÜdZrÀ`m gmhmæ`mZo {H$Vrhr A§Vamdê$Z \°$Šg nmR>{dVm òVmo.
5. EH$mM doiog XmoZ qH$dm A{YH$ g§kmntZm \°$Šg nmR>{dVm òVmo.
6. A{bH$S>À`m H$mimV g§JUH$mÀ`m qàQ>a_Ü òM \°$ŠgMr gw{dYm Amho.

Aem àH$mao \°$Šg ho AmYw{ZH$ g§kmnZmVrb _hÎdmMo gmYZ _mZbo OmVo.
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6.2.2.4 Xÿa{MÌ g§dmX (Video Conferencing)

Xÿa{MÌ n[afXo_Ü ò (Video Conferencing) {d{dY {R>H$mUMo bmoH$ EH$_oH$m§Zm nmhÿ d ~moby
eH$VmV. àË`j g_moamg_moa Z òVm XoIrb `m _mÜ`_mÛmao EH$_oH$m§Zm EH$_oH$m§er g§dmX gmYVm òVmo.
~è`mM H§$nÝ`m C_oXdmambm àË`j _wbmIVrbm Z ~mob{dVm Xÿa{MÌ n[afXoÛmao C_oXdmamMr _wbmIV
KoVmV. n§aVw ho _mÜ`_ I{M©H$ Amho. `mgmR>r bmJUmao CnH$aU _hmJ Amho. C_oXdmambm Ago CnH$aU
Agboë`m {R>H$mUr Omdmo bmJV. ̀ mgmR>r _m°{ZQ>a, H°$_oam, _m`H«$mo\$moZ, ñnrH$a, H$moS>oH$ (Conmpressor-

decompressor) XmoÝhrH$S>o CnH$aU {Z §̀ÌU n°S> Am{U _m{hVr _hmOmb gw{dYm BË`mXr Jmoï>rMr
Amdí`H$Vm AgVo. gÜ`m hr gw{dYm \$ŠV _moR>çm H§$nÝ`m_Ü òM {XgyZ òVo.

Q>o{b\$moZdê$Z _wbmIVrV EH$ _hÎdmMm Xmof åhUOo C_oXdmambm àË`j ~KVm òV Zmhr.
Ë`m_wio C_oXdmamÀ`m ì`ŠVr_ËdmMo gd© noby nmhVm ̀ oV ZmhrV. åhUyZ A{bH$S>o Xÿa{MÌ n[afX hm àH$ma
_wbmIVrgmR>r Cn`moJmV AmUbm OmVmo. Á`m {R>H$mUr g§XoedhZmMo ho ÑH²$lmì` Audiovisual {d{dY
gmYZ CnbãY Agob {VWoM hr nÕVr Cn`moJmV AmUVm ̀ oVo qH$dm Á`m {R>H$mUr hr gw{dYm ApñVËdmV
Amho. {VWo _wbmIV KoUmè`mbm Am{U XoUmè`mbm Omdo bmJVo. `m gmYZmÛmao Q>o{b\$moZ àH$mamgmaIoM
àíZ {dMmê$Z C_oXdmaMr H$m¡eë ò VnmgVm ̀ oVmV. {edm` C_oXdma àË`j {XgV Agë`m_wio C_oXdmamMo
~møén, gd`r, {ZQ>ZoQ>Ho$nUm BË`mXr nmhVm ̀ oVo. C_oXdma Amnë`m H$m`m©gmR>r Cn ẁŠV R>aob H$s Zmhr
ho R>a{dVm ̀ oVo. Aem àH$maMr gw{dYm \$ŠV _moR>çm ehamVM CnbãY hmoD$ eH$V Agë`mZo ̀ m àH$mamÛmao
gam©g _wbmIV KoVm òV Zmhr.

6.2.3 XÿaÜdZr/ «̂_UÜdZr ( Telephone / Mobile )

gZ 1876 _Ü ò XÿaÜdZrMm emoY AboŠPm§ÝS>a J«mh_ ~ob ̀ m emñÌkmZo bmdbm. _mZdr AmdmO
{dOoÀ`m Vmam§_YyZ nmR>{dÊ`mgmR>r {d{eï> nÕV emoYyZ H$mT>br. Ë`m_wio g§XoedhZ Iyn ObX hmoD$
bmJbo. 1927 _Ü ò ẁamon Am{U A_o[aHo$_Yrb XÿaÜdZr_Ü ò Xÿdo OmoS>bo Jobo.

XÿaÜdZr hm Vm|S>r g§kmnZmVrb gdm©V gwb^ Am{U _hÎdmMm àH$ma Amho. Amnë`m Q>o~bmdarb
XÿaÜdZr CMbyZ hì`m Agboë`m ì`ŠVrMm Z§~a V~H$S>rÛmao {\$adyZ {H$Vrhr Xÿa Agboë`m ì`ŠVrer
g§nH©$ gmYVm `oVmo.

gd©gmYmaU XÿaÜdZr godm Imbrb àH$mamV _moS>Vo.
1. WoQ> V~H$S>r godm (STD)

`m godoÀ`m CnbãYVo_wio XÿaÀ`m JmdmVrb VgoM XoemVrb ì`ŠVrer g§dmX gmYVm ̀ oUo eŠ`
Pmbo Amho. `m godo_wio H$mhr goH§$XmVM Amnë`mbm hì`m Agboë`m XÿaÜdZr H«$_m§H$mda WoQ> g§nH©$
gmYVm òVmo.
2. Am§VaÜdZr (Intercom Service)

`mÛmao AmnUmg Amnë`m H$m`m©b`mVrb BVa ì`ŠVt~amo~a g§dmX gmYVm òVmo. `m_wio
H$m`m©b`mVrb ì`ŠVtÀ`m hmbMmbr {Z §̀{ÌV amhVmV. VgoM EH$m OmJodê$Z Xþgè`m OmJoda Omd`mg
bmJUmam doi dmM{dVm òVmo.
3. A{VObX godm (Hotline Service)

A{VObX godm åhUOo H$m`_ ñdénr XÿaÜdZr godo_wio \$ŠV Amnë`mgmR>r Agboë`m
XÿaÜdZr VmaoVyZ Amnë`mM XÿaÀ`m H$m`m©b`mer ZwgVm XÿaÜdZr CMbyZ H$m`_ ñdénr g§nH©$ gmYVm ̀ oVmo.
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`m àH$mgaÀ`m gmò r_wio XÿaÜdZr godoVrb {Xa§JmB© H$mhr à_mUmV H$_r H$aVm òVo. VgoM _moR>çm
ì`dgm`mVrb bmoH$m§gmR>r Vr ~è`mM à_mUmV ñdñV nS>Vo.
XÿaÜdZr Cn`wŠVVm

VmVS>rZo EImÚm ì`ŠVrer àË`j g§nH©$ gmYZo Amdí`H$ AgVo. Aem doir XÿaÜdZrMm
Cn`moJ Ho$bm OmVmo. XÿaÜdZr_wio Ho$di VmVS>rZo g§XoeM nmohM{dbm OmVmo Ago Zmhr Va Amnë`m
g§XoedmdaMr g§XoeàmáH$Ë`m©Mr à{V{H«$`m{hr Vm~S>Vmo~ g_Oy eH$Vo. g§XoeàmáH$Ë`m©Mr à{V{H«$`m g_OUo
Amdí`H$ Amho. Ho$di g§Xoe XoUo _hÎdmMo Zmhr Va bJoMM g§dmXhr gmYmd`mMo Amho. Aem doir
XÿaÜdZrMm dmna H$aUo Cn ẁŠV R>aVo.
XÿaÜdZrMo d¡{eï>ço
1. XÿaÜdZr hm Vm|S>r g§kmnZmMm gdm©V gwb^ àH$ma Amho.
2. g§XoeXmVm g§XoelmoË`mer g§dmX H$ê$ eH$Vmo.
3. g§dmXm_wio {ZU©̀  VmVS>rZo KoUo gwb^ hmoVo.
4. boIr g§XoedhZmnojm ho g§XoedhZ J{V_mZ hmoVo.
5. {Zaja _mUyghr g§kmnZmMo ho gmYZ ghO hmVmiy eH$Vmo.
XÿaÜdZrMo \$m`Xo
1. XÿaÜdZr_wio g§Xoe nmohM{dbm OmVmo Am{U g§dmXhr gmYbm OmVmo.
2. XÿaÜdZr_wio g§XoedhZ A{YH$ doJmZo hmoVo.
3. Q>oboŠg, \°$Šg, B©-_ob, Hw$[a`a gpìh©g BË`mXr g§XoedhZmMr AË`mYw{ZH$ gmYZo gd©Ì

CnbãY ZgVmV. XÿaÜdZr _mÌ ~hþVoH$ gd©Ì nmohMbm Amho.
4. XÿaÜdZrZo g§dmX gmYbm AgVm àË`j ~mobÊ`mMm Am{U ôQ>ë`mMo g_mYmZ {_iVo.
5. XÿaÜdZrZo g§dmX gmYë`mda {_iUmè`m à{VgmXmÀ`m AmYmao Vm~S>Vmo~ {ZU©̀  KoVm òVmo.
6. {Zaja ì`ŠVrhr ho gmYZ hmVmiy eH$Vmo.
XÿaÜdZrÀ`m _`m©Xm
1. XÿaÜdZr hm Vm|S>r g§kmnZmMm àH$ma Agë`m_wio nwamdm åhUyZ OVZ H$ê$Z R>odUo H${R>U

Amho.
2. XÿaÜdZr §̀ÌUm Á`mdoir nwaoem H$m ©̀j_VoZo H$m_ H$arV Zgob Aem doir AS>Wim CËnÞ

hmoVmo.
3. XÿaÜdZr godm d g§M ho _hmJS>o Agë`mZo gd©M bmoH$ Ë`mMm Cn`moJ H$ê$ eH$V Zmhr.
4. gmd©O{ZH$ XÿaÜdZrdê$Z g§dmX gmYVm§Zm g§XoemV JwáVm R>odUohr H$R>rU AgVo.

XÿaÜdZr ho lmì` ñdê$nmMo g§XoedhZmMo _mÜ`_ Amho. gÜ`m ~r.Eg.EZ.Eb., E_.Q>r.Eb.Eb.,
[abm`Ýg, Q>mQ>m B§{S>H$m°_ BË`mXr H§$nÝ`mÛmao XÿaÜdZrMr gmò  Am{U godm CnbãY Amho. `m godo_wio
ehamV, eham~mhoa, naXoemV AË §̀V H$_r doioV g§nH©$ gmYVm ̀ oVmo. _moR>çm ì`dgm` g§ñWoV B§Q>aH$m°_Mr
ì`dñWm Ho$bobr AgVo. àË òH$ {d^mJmbm EH$ H$moS> Z§~a {Xbm OmVmo. Ë`m_wio g§ñWoV H$moUË`mhr
{d^mJmer ghO g§nH©$ gmYVm òVmo. Am{U Ë`m_wio g§XoedhZmMr Mm§Jbr gmò  CnbãY hmoVo. Ë`m_wio
l_ d doioMr ~MV hmoVo.
«̂_UÜdZr (Mobile/Celluler Phone)

XÿaÜdZr Am{U aoS>rAmo V§ÌkmZmMm gw§Xa {_bmn `m àH$mamV Pmbobm Amho. «̂_UÜdZr,
aoS>rAmoà_mUo hdmB© bharÛmao H$m ©̀aV hmoVmo. Ë`m_wio dmVmdaU, O{_ZrVrb ImoXH$m_, _O~yV B_maVr
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`m§Mm bhar ñdrH¥$Vrda n[aUm_ hmoV AgVmo. `m godogmR>r {_{ZQ>mda AmYm[aV ewëH$ AmH$maUr Ho$br
OmVo. nmR>dm (Send) ~Q>Z Xm~ë`mnmgyZ doi _moObr OmVo. {edm` godm ewëH$hr AmH$mabo OmVo.

Á`mdoir ̂ «_UÜdZr Ho$bm OmVmo Ë`mdoir aoS>rAmo bhar \$moZÛmao g§~§{YV a|O g§Xoe àmáH$Ë`m©H$S>o
nmohMVmV. a|O åhUOo 1/4 _¡bmnmgyZ 20 _¡bmMm n[aga (S>m`_rQ>a_Ü ò) aoO bmoH$g§» òda d
àXoemda Adb§~yZ AgVo. \$moZ H$m ©̀aV AgVm§Zm Vmo AmnmoAmn EH$m a§oO_YyZ Xþgè`m a§oO_Ü ò OmV
AgVmo. hm àdmg g§XoeXmVm/g§XoeàmáH$Ë`m©H$S>o ñWm{ZH$ XÿaÜdZr H§$nÝ`mÀ`m _mJm©Ûmao hmoV AgVmo.
«̂_UÜdZrdê$Z AmnU Eg.E_.Eg.(Short Massage Service) nmR>dy eH$Vmo. `m godo_wio \$moZ Z

H$aVm XoIrb Amnë`mbm g§Xoe XoVm òVmo d Vmo Ëd[aV g§XoeàmáH$Ë`m©bm {_iVmo. «̂_UÜdZr g§MmÛmao
hr godm KoVm ̀ oVo. ho g§M ñdV…À`m _mbH$sMo AgVmV. A{bH$S>o ̂ «_UÜdZr g§Mm_Ü ò AZoH$ àH$maÀ`m
gw{dYm Amho. CXm. _m{hVr _hmOmb OmoS>Vm ̀ oVmo. ~mVå`m, {MÌnQ>, ̂ {dî` ~KVm ̀ oVo. aoëdo d {d_mZ
{V{H$Q> ~wqH$J H$aVm òVo. {d{dY {~bmMr aŠH$_ AXm H$aVm òVo. _Zng§X JmUr EoH$Vm òVmV.

6.2.4 AmoìhahoS> àmoOoŠQ>a (Overhead Projector)

_moR>çm g§» òZo CnpñWV Agboë`m AZoH$ bmoH$m§Zm {df` ZrQ> g_OmdyZ XoVm `mdm `mgmR>r
nS>Úmda _moR>çm AmH$amMo {MÌ ghOnUo XmI{dÊ`m H$arVm {MÌXe©H$ ̀ §Ì (àjonH$) Cn`moJmV AmUVmV.
`mÀ`m ghmæ`mZo {MÌmVrb ~maH$mdo ñnï> {XgVmV. àjonH$ VrZ àH$maMo AgVmV.
1. AmonoH$ àmoOoŠQ>a (Opaque  Projector)

2. AmoìhahoS> àmoOoŠQ>a (Overhead  Projector)

3. ñbmB©S> àmoOoŠQ>a (Slide  Projector)

`mn¡H$s AmoìhahoS> àmoOoŠQ>a gdm©V OmñV bmoH${à` Amho. ̀ m_Ü ò nmaX{e©H$m àIa àH$memÀ`m
{Xì`mÀ`m COoS>mV àjonH$mOdi YaVmV. ImobrV COoS> Agbm Var gwÕm nS>Úmda nmaX{e©Ho$Vrb {MÌo
àIa àH$mem_wio {Xgy eH$VmV.

AmoìhahoS> àmoOoŠQ>a bmoH${à` hmoÊ`mMo H$maU åhUOo nmaX{e©Ho$VyZ XmI{dbobr {MÌo OdiyZ
nmhUmè`mbm gwÕm Ìmg Z hmoVm {Xgy eH$VmV. {MÌo XmI{dV AgVm§Zm H$mhr {R>H$mUr eãX {b{hUo,
AYmoao{IV H$aUo, a§J{dUo dJ¡ao gd© H$aVm òVo. {edm` ImobrV COoS> Agë`m_wio àojH$m§~amo~a ZoÌ
g§nH©$ amIVm `oVmo.

AmonoH$ àmoOoŠQ>a dmnaVm§Zm ImobrV A§Yma Agmdm bmJVmo. nmaX{e©H$m XmI{dV AgVm§Zm
gdm©V _moR>m \$m`Xm Agm hmoVmo H$s, Amnë`mbm hdm VdoT>m doi AmnU nS>Úmda {MÌ XmIdy eH$Vmo.
Amnë`mbm hdo Vo {MÌ hdo Voìhm XmI{dVm ̀ oVmo. {MÌ H$m XmI{dbo Amho, {MÌmV H$m` XmIdm`Mo Amho.
ho gwÕm AmnU R>ady eH$Vmo.

ñbmB©S> àmoOoŠQ>a_Ü ò ñbmB©S>Mm AmH$ma Ho$dT>m Amho Am{U ñbmB©S> ~XbÊ`mMr gmò  H$er
Ho$bobr Amho  Vo nmhmdo bmJVo. àjonH$ §̀ÌmOdi C ô amhÿZ ñbmB©S> ~Xbmdr bmJUma Agob Va _mÌ
{df` g_OmdyZ gm§JÊ`mV ì`Ë`` òVmo åhUyZ ñbmB©S> àmoOoŠQ>a VwbZoZo H$_r dmnabm OmVmo.

àmoOoŠQ>a ({MÌXe©H$) dmnaÊ`mVrb VmoQ>o nwT>rbà_mUo AmhoV.
1. lmoË`mMo gd© bj àmoOoŠQ>ada H|$ÐrV hmoD$Z ~mobbo EoH$Ê`mH$S>o Xþb©j hmoÊ`mMr eŠ`Vm

AgVo. {edm` {MÌ XmI{dV AgVm§Zm lmoË`mH$Sy>Z _m{hVr nS>VmiyZ nmhUo eŠ` hmoV Zmhr.
Ë`m_wio AmnU gm§JV Agboë`m _m{hVrMm n[aUm_ AO_mdVm òV Zmhr.
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2. àjonU §̀Ì {_i{dUo, ImobrV ZoUo, {VWo Ë`mMr ZrQ> ì`dñWm H$aUo dJ¡ao gma»`m
Jmoï>t_wio Amnë`mbm ñdV…bm VgoM àojH$m§Zmhr J¡agmò  hmoÊ`mMr eŠVm AgVo.

3. ImobrVrb COoS> H$_r H$amdm bmJbm Va Ë`m_wio _wÔo Zm|XdyZ KoUo AS>MUrMo hmoVo. VgoM
bj bmdyZ EoH$Uo Am[ ZoÌ g§nH©$ amIUo `m Jmoï>rhr H${R>U hmoVmV.

6.3 ñd §̀ AÜ``Z àíZ

1. g§kmnZmVrb AmYw{ZH$ _m{hVr V§ÌkmZ WmoS>Š`mV ñnï> H$am.
-------------------------------------------------------
-------------------------------------------------------
-------------------------------------------------------
-------------------------------------------------------
-------------------------------------------------------

2. ì`mdgm{`H$ g§kmnZmV g§JUH$mMm Cn`moJ WmoS>Š`mV ñnï> H$am.
-------------------------------------------------------
-------------------------------------------------------
-------------------------------------------------------
-------------------------------------------------------
-------------------------------------------------------

3. XÿaÜdZr / «̂_UÜdZr {deX H$am.
-------------------------------------------------------
-------------------------------------------------------
-------------------------------------------------------
-------------------------------------------------------
-------------------------------------------------------

4. AmoìhahoS> àmoOoŠQ>a WmoS>Š`mV ñnï> H$am.
-------------------------------------------------------
-------------------------------------------------------
-------------------------------------------------------
-------------------------------------------------------
-------------------------------------------------------
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6.4 gmam§e

AmOÀ`m àJV ì`dgm{`H$ OJmV g§kmnZmV AmYw{ZH$ _m{hVr V§ÌkmZmMm Cn`moJ hmoV Amho.
nañna g§XoedhZ Am{U _m{hVrMr XodmU KodmU hr OmñV gmonr, n[aUm_H$maH$ Am{U Am{W©H$ÑîQ>çm
OmñV H$m ©̀j_ Pmbr Amho. _moR>_moR>çm ì`dgm` g§ñWo_Ü ò _ëQ>r{_{S>`m nÕVrMm dmna _moR>çm
à_mUmda Ho$bm OmV Amho. `m_Ü ò _m{hVrMo _hmOmb, BboŠQ́>m°{ZH$ nÌmMma, \$Šg `mÕmao {ZË`mZo
g§kmnZ hmoV Amho. ̀ m àUmbr_Ü ò _m{hVr g§JUH$mÀ`m ghmæ`mZo {_i{dUo, gmR>{dUo Am{U Amdí`H$VoZwén
nwa{dbr OmVo. g§kmnZmV g§JUH$ godm ho EH$ _hËdmMo  nmD$b Amho. ~±H$s̈J , aoëdo d hdmB© dmhVyH$,
{ejU joÌ, gd© àH$maMr XþH$mZo d BVa AZoH g§ñWoV g§JUH$mMm _moR>çm à_mUmda dmna hmoV Amho.
XÿaÜdZr Am{U ̂ «_U ÜdZrMm dmna g§JUH$m~amo~a g§XoedhZmV Ho$bm OmVmo. ̀ mÛmao Vm|S>r g§kmnZ ghO
eŠ` hmoVo. _moR>çm g§» òZo CnpñWV Agboë`m AZoH$ bmoH$m§Zm {df` ZrQ> g_OmD$Z XoÊ`mgmR>r
AmoìhahoS> àmoOoŠQ>Mm dmna Ho$bm OmVmo.

6.5 nm[a^m{fH$ eãX

BboŠQ́>m°{ZH$ nÌmMma - e-mail -   B© nÌ
Xÿa{MÌ g§dmX - Video Conferencing -   Xÿa{MÌ n[afX
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6.7 gamdmgmR>r ñdmÜ`m`

1. ì`dgm{`H$ g§kmnZmV _m{hVr V§ÌkmZmMo _hÎd Am{U ŷ{_H$m ñnï> H$am.

2. BboŠQ́>m°{ZH$ nÌmMma g{dñVa _m{hVr {bhm.

3. _m{hVrMo _hmOmb g{dñVa dU©Z H$am.

4. Xÿa{MÌ g§dmX ñnï> H$am.


