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çkkÌk ÃkºkÔÞðnkh  (External Correspondence )

YÃkhu¾k

14.0 nuíkwyku

14.1 «MíkkðLkk

14.2. çkkÌk ÃkºkÔÞðnkhLkkt «fkhku

14.2.1. ykiÃk[krhf Ãkºk

14.2.2. yLkkiÃk[krhf Ãkºk

14.3. ykiÃk[krhf yLku yLkkiÃk[krhf ÃkºkLkku íkVkðík

14.4 ÃkºkLkwt {k¤¾wt yLku Mkk{økúeyku

14.5. økútÚkk÷Þ{kt Úkíkkt ÃkºkÔÞðnkhku

14.6 Mkkhktþ

14.7. ík{khe «økrík [fkMkkuLkk W¥khku

14.8 MktË¼kuo yLku rðþu»k ðkt[Lk

14.0  nuíkwyku (Objectives)

yk ÞwrLkx ðktåÞk ÃkAe ík{u Lke[u {wsçk Mkûk{ çkLke þfþku.

• ÞwrLkx{kt ykÃkýu MktMÚkk{kt Úkíkkt fux÷ktf çkkÌk ÃkºkÔÞðnkhkuLke [[ko fheþwt.

• ykiÃk[krhf yLku yLkkiÃk[krhf Ãkºkku ðå[uLkkt íkVkðíkLke Mk{sý {u¤ðeþwt

WËknhý íkhefu rðLktíke Ãkºk, ÃkqAÃkhA Ãkºk, MktË¼o «&™ ytøkuLkku Ãkºk fu

ðk[LkMkk{økúeLkk ¼kðíkk÷ ytøkuLkk Ãkºkku ðøkuhu.

• ÃkºkLkwt {k¤¾wt yLku íku{kt ykðíkk rðrðÄ ¼køkku íkÚkk Mkk{økúeLkw t ðýoLk

fheþwt.

yk ÞwrLkxÚke ík{Lku ík{khk ÔÞðMkkÞ{kt fuðe heíku «íÞkÞLk fhðwt íku {kxu

{ËËYÃk Úkþu.

14.1   «MíkkðLkk (Introduction)

yk ÞwrLkx{kt ykÃkýu çkkÌk ÃkºkÔÞðnkhLke [[ko fheþwt Ëhuf Mkhfkhe

yLku ¾kLkøke MktMÚkkyku{kt ÃkºkÔÞðnkh Úkíkkt nkuÞ Au. økútÚkk÷Þku{kt Ãký ÃkºkÔÞðnkh

yktíkrhf yLku çkkÌk heíku Úkíkkt òuðk {¤u Au. økútÚkÃkk÷ku yLku rðíkhfku ðå[u

økútÚkÃkk÷ku yLku «fkþfku MkkÚku yðkhLkðkh Ãkºk ÔÞðnkh Úkíkkt òuðk {¤u Au. yk

yuf{

14
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ÞwrLkx{kt ykÃkýu Ãkºk fuðe heíku ÷¾e þfkÞ íku{s Ãkºk ÷¾ðk {kxu ÞkuøÞ {k¤¾wt

íku{s rðrðÄ ¼køkku{kt ðÃkhkíke Mkk{økúeLkku WÕ÷u¾ Ãký fhðk{kt ykÔÞku Au. yk

MkkÚku yk ÞwrLkx{kt økútÚkk÷Þ îkhk fhðk{kt ykðíkk ÃkºkÔÞðnkhLkk fux÷ktf Lk{qLkkYÃku

Ãkºkku {qfðk{kt ykÔÞk Au. su rðãkÚkeoyku, økútÚkk÷Þ ÔÞðMkkrÞfkuLku WÃkÞkuøke Lkeðzþu.

14.2  çkkÌk ÃkºkÔÞðnkhLkkt «fkhku (Types of External Correspondence):

çkkÌk ÃkºkÔÞðnkh yux÷u fu swËe swËe MktMÚkkyku ðå[u yÚkðk íkku MktMÚkkyku

yLku ÔÞÂõík ðå[u fhðk{kt ykðíkk ÃkºkÔÞðnkhLku çkkÌk ÃkºkÔÞðnkh fnuðk{kt

ykðu Au. yk yuf ÷ur¾ík Mkt[khLkwt MðYÃk Au. su{kt MktMÚkk{kt fk{ fhíkkt Lk nkuÞ

íkuðk ÔÞÂõíkyku su{ fu rðíkhfku, «fkþfku, yusLxkuLku Ãkºk ÷¾ðk{kt ykðu Au.

Mkk{kLÞ heíku ÃkºkLkk çku «fkhku òuðk {¤u Au.

1. ykiÃk[krhf Ãkºk

2. yLkkiÃk[krhf Ãkºk

yk WÃkhkufík ÃkºkkuLke [[ko rðøkíku fheyu.

14.2.1. ykiÃk[krhf Ãkºkku (Formal Letters):

ykiÃk[krhf Ãkºkku yu MktMÚkkyku, Mkhfkhe, «fkþfku, rðíkhfku ðøkuhuLku

VrhÞkË, rðLktíkeyku, ÃkqAÃkhA, ykËuþku ðøkuhu fhðk {kxu {kuf÷ðk{kt ykðu Au.

ykiÃk[krhf ÃkºkkuLkk rfMMkk{kt ík{u su ÔÞÂõíkLku Ãkºk ÷¾e hÌkk Aku íku

ík{khku r{ºk yÚkðk fkuE MktçktÄe ÔÞÂõík LkÚke. ík{u Ãkºk «kÃíkfíkko Ãkh Mkkhe AkÃk

Q¼e fhðk {kxu ík{khk Mðh{kt ykiÃk[krhf þçËkuLkku WÃkÞkuøk fheLku yuf ykËh

¼hu÷ku Ãkºk ÷¾ku Aku. Ãkºk{kt yuf ykiÃk[krhf  {k¤¾kLkwt Ãkk÷Lk fhðk{kt ykðu

Au. ßÞkt ík{u ÃkºkLke zkçke çkksw «kÃíkfíkkoLkw t Lkk{, nkuÆku yLku MkhLkk{wt ÷¾ku

Aku. ßÞkhu ík{kYt Lkk{ yLku MkhLkk{wt s{ýe çkkswyu ÷¾ku Aku.

ykiÃk[krhf Ãkºk ÷¾íke ð¾íku Lke[uLke fux÷ef çkkçkíkkuLkw t æÞkLk hk¾ðwt

òuEyu.

• íku MÃkü fhu÷ {k¤¾k{kt nkuðwt òuEyu.

• íku{k rçkLksYhe þçËkuLkku WÃkÞkuøk xk¤ðku òuEyu.

• íku MkeÄk {wÆk Ãkh nkuðwt òuEyu.

• íku MkwMktøkík yLku WÆu~Þf nkuðwt òuEyu.

• íku srx÷ yLku MktÃkqýo nkuðwt òuEyu.

• íku Lk{ú nkuðwt òuEyu. ÃkAe ¼÷u íku VrhÞkË Ãkºk nkuÞ

• íku fkuRÃký ¼q÷kuÚke {qõík nkuðwt òuEyu. yux÷u fu ÔÞkfhý yÚkðk

ò u zý e
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14.2.1.1. ykiÃk[krhf Ãkºk ÷¾ðk {kxu ðÃkhkíkk WÃkÞkuøke þçËMk{qnku
(Phrasesusing for writing a formal letter) :

A. Writing formal letter generally

Greetings

• Dear Sir

• Dear Madam

• Dear Sir/Madam

• Dear Mr. Patel

• Dear Ms. Sharma

Reasons for writing

• I am writing in response to your book

• I am writing with regard to your article Ending the

   letter

• I look forward to receiving your reply

• I look forward to your reply

• Yours faithfully

• Yours sincerely

B. Writing formal to request information

Reasons for writing

• I am writing to receive further information about

• I am writing to enquire about

• I am writing to receive more detailed information about

• I am writing to receive furthe details about

Request first peece of information

• The first thing I would like to know is

• First of all I would like to know

Requesting further information

• Could you also tell me ...?

• Could you also inform me ...?

• Would you also mind information me ...?

• Would you also mind telling me ...?

çkkÌk ÃkºkÔÞðnkh  (External Correspondence)
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• Do you Know?

• I would you also like to know if

• I would you also like to know whether

• I hope you might also let me know about

Thanking for information

• I would like to thank you in advance for this  infor

mation

• Thanking you in advance for this  information

• Thanking you in advance

14.2.1.3. ykiÃk[krhf Ãkºk {k¤¾wt  (Structure of formal Letter):

Address of the Sender

s

Date

s

Name of the Address

s

Address of the Sender

s

Subject, Salutation

s

Introduction

s

Body of the letter

s

Conclueion

s

Closing

s

Name of the Sender
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ík{khe «økrík [fkMkku

1. økútÚkk÷Þ{kt MkÇÞ fkzo {u¤ððk {kxu rðãkÚkeo îkhk ÷¾ðk{kt ykðíkku Ãkºk
    ÷¾ku.

LkkUÄ : 1. ík{khku sðkçk ykÃku÷ søÞk{kt ÷¾ku.

2. ík{khk sðkçkkuLke [fkMkýe yuf{Lkk ytíku ykÃku÷ sðkçkku MkkÚku Mkh¾kðku

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

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

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

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

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

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

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

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

14.2.2.  yLkkiÃk[krhf Ãkºkku (Informal Letters):

r{ºkku yLku MktçktÄeykuLku yLkkiÃk[krhf Ãkºkku ÷¾ðk{kt ykðu Au. Ãkºk

÷¾ðkLkku nuíkw fkuR VrhÞkË. rðLktíke yÚkðk ÃkqAÃkhA fhðkLkku LkÚke. yLku íkuLkk

Mðh Ãký yrLkÞík Au. íku{kt ðÃkhkíkk þçËku, çkku÷[k÷ yu yrþMík nkuE þfu Au.

yLkkiÃk[krhf ÃkºkkuLku £e MxkR÷ fnuðk{kt ykðu Au. ßÞkt ík{khe RåAk yLku þi÷e

«{kýu ík{u ÷¾e þfku íÞkt fkuR ÃkºkLkwt {k¤¾wt nkuíkw t LkÚke yLku MxkR÷ ykiÃk[krhf

þi÷e yLku MðhLkku WÃkÞkuøk fhðkLke Ãký sYh LkÚke.

yLkkiÃk[krhf Ãkºk yu fux÷kf MktËuþk, Mk{k[kh, Mk÷kn ykÃkðk, «kÃíkfíkkoLku

yr¼LktËLk ykÃkðk, {krníke rðLktíke fhðk, «&™ku ÃkqAðk suðk fkhýkuMkh ðÄkhe

þfkÞ Au. yk yuf ÔÞÂõíkøkík Ãkºk Au, suLku ík{u r{ºkku, ¼kE-çknuLk, {kíkk

rÃkíkk yÚkðk fkuR Ãký Ãkrhr[ík ÔÞÂõíkykuLku ÷¾e þfku Aku. yk Ãkºk ÷¾ðk

{kxu fkuR rðrþü {k¤¾kLke sYh LkÚke.

yLkkiÃk[krhf Ãkºk ÷¾íke ð¾íku ÔÞÂõík {iºkeÃkqýo hnuðkLke MkkÚku ÔÞÂõíkøkík

yÚkðk ¼kðLkkí{f MðhLkku WÃkÞkuøk fhe þfu Au. yrþMík yÚkðk çkku÷[k÷Lke

þhíkku, fkuz, MktûkuÃk, ðøkuhuLkku WÃkÞkuøk íku «kófíkkoLke MkkÚkuLke Ãkrhr[íkíkkLkkt ykÄkhu

÷¾íkk Mk{Þu Ãký fhe þfkÞ Au.

çkkÌk ÃkºkÔÞðnkh  (External Correspondence)
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14.2.2.1. yLkkiÃk[krhf Ãkºk{kt ðÃkhkíke ðkõÞh[Lkkyku
(Syntax Using for Weiting Informal Letters):

Informal letter writing

Opening Expressions

• Thanks for your letter

• Thank you so much for writing

• How are you ?

• How have you been  ?

• How’s everthing going ?

• I hope you are doing fine

• Hope you are well

Responding to News/Making Comments

• Your last letter was a real surprise

• What wonderful news about

• I have just received your letter. I’m so happy / sad to

hear that ...

• It was lovely to hear from you

• It was great to get your letter

• Sorry for not writing for so long

• I’m sorry I haven’t written for so long but I was really

busy with...

Purpose/Why are you writing

• I am writing to tell you about

• I would like to give you some good news about....

14.2.2.2. yLkkiÃk[krhf ÃkºkLkwt {k¤¾wt
    (Structure of Informal Letter)

Adderss of the Sender

sssss

Date

sssss

Salutation

sssss
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Name of Receipient

sssss

Introduction

sssss

Body of the letter

sssss

Conclusion, Name of the Sender

ík{khe «økrík [fkMkku

2. r{ºkLku {¤ðk ytøku ÷¾ðk{kt ykðíkku Ãkºk ÷¾ku

LkkUÄ : 1. ík{khku sðkçk ykÃku÷ søÞk{kt ÷¾ku.

2. ík{khk sðkçkkuLke [fkMkýe yuf{Lkk ytíku ykÃku÷ sðkçkku MkkÚku Mkh¾kðku.

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

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

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

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

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

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

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

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

14.3. ykiÃk[krhf Ãkºk yLku yLkkiÃk[krhf Ãkºk ðå[uLkku íkVkðík
(Difference Between Formal and Informal Letters):

íkw÷Lkk            ykiÃk[krhf   yLkkiÃk[krhf

yÚko ykiÃk[krhf Ãkºk yu yuðku Ãkºk Au fu yLkkiÃk[krhf Ãkºk yux÷u fu {iºkeÃkqýo

su{kt Mk¥kkðkh ¼k»kk{kt ÷¾ðk{kt heíku ÷¾kÞu÷ Ãkºk fu suLke MkkÚku ík{u

ykðu Au. Mk¥kkðkh nuíkw {kxu rLkÞík Ãkrhr[ík Aku íkuLku Ãkºk ÷¾ðk{kt

{k¤¾k{kt ÷¾kÞu÷ nkuÞ íkuLku ykðíkku ÃkºkLku yLkkiÃk[krhf Ãkºk

ykiÃk[krhf Ãkºk fnuðk{kt ykðu Au. fnuðk{kt ykðu Au.

çkkÌk ÃkºkÔÞðnkh  (External Correspondence)
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íkw÷Lkk          ykiÃk[krhf  yLkkiÃk[krhf

WÆu~Þ ÔÞðMkkrÞf ðkík[eík {kxuLkk ÔÞÂõíkøkík ðkík[eík {kxuLkku WÆu~Þ

WÆu~Þ hnu÷ku Au. hnu÷ku Au.

{k¤¾wt yk ÃkºkLkwt {k¤¾wt rLkÄkorhík fhu÷wt yk Ãkºk{kt fkuE rLkÄkorhík {k¤¾wt

nkuÞ Au. nkuíkwt LkÚke.

fkuLkk îkhk «Úk{ ÔÞÂõík-ÔÞðMkkrÞf Ãkºkku «Úk{, çkeS yLku ºkeS ÔÞÂõík

÷¾ðk{kt ºkeS ÔÞÂõík-yLÞ

ykðu

fkuLku ÔÞðMkkrÞf fkì÷us, MktMÚkk r{ºkku, fwxwtçkesLkkuLku Ãkrhr[ík

÷¾ðk{kt ÷kÞçkúuhe, «fkþfku ðøkuhu

ykðu yLku rðíkhfku ðøkuhu.

yðks rLkr»¢Þ nkuÞ Au Mkr¢Þ nkuÞ Au.

ðkfÞ ðkõÞh[Lkk ÷ktçke yLku srx÷ ðkõÞh[Lkk xqtfe yLku Mkh¤ nkuÞ Au.

Au

fË fË MktrûkÃík nkuÞ Au fË {kuxwt yÚkðk MktrûkÃík nkuÞ Au.

yûkh MktûkuÃk MktrûkÃík YÃk xk¤ðk{kt ykðu Au MktrûkÃík YÃk WÃkÞkuøk{kt ÷uðkÞ Au.

yLku MktrûkÃík

YÃk

Formal Informal

Name Dear Mr/Mrs/Ms.Patel Hi/Hello (or no name at all)

Previous content • Thank you for your email of... • Thank you for your

  email

• Re Your email....

• Further to your last email... • Sorry I haven’t written for

ages cut T’hv been really bury

• I spologize for not getting in

contact with you before now

Reason for • I’m writing in • Just short note about...

writing   connection with... • I’m writing about

• I’m writing with regard to.... • Hete’s the...you wanted

• I got your name from....

• In reply to your email, • Please note that

here are

• Your name was given

to me by...

• We would like to point

out that....
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Giving • I’m writing to let you • Just a note to say...

Information know that.... • We can confirm that...

• You know that.... • Good vews !

• We are able to confirm • Unfortunately...

that...

• I’m delighted to tell you

that...

• We regret to inform you

that...

Attachments • Please find attached my • I’hv attached...

report • Here is the...you wanted

• I’m sending you...as a

pdf file

Asking for I Could you me • Can you tell me in

information • Some information • Little more about

about... • I’d like to know

• I Would like to know • Please send me...

• I’m interested in

receiving / finding out...

ík{khe «økrík [fkMkku

3. ykiÃk[krhf  yLku yLkkiÃk[krhf Ãkºk ðå[uLke íkw÷Lkk fhku

LkkUÄ: 1. ík{khku sðkçk ykÃku÷ søÞk{kt ÷¾ku

2. ík{khk sðkçkkuLke [fkMkýe yuf{Lkkt ytíku ykÃku÷ sðkçkku MkkÚku Mkh¾kðku.

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

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

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

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

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

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

çkkÌk ÃkºkÔÞðnkh  (External Correspondence)
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...................................................................

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

14.4. ÃkºkLkwt {k¤¾wt yLku Mkk{økúeyku (Structure and Contents of Letter):

Block format of a business letter

Letterhead

Date g Date (Month - Day - Year)

Inside Mr./Mrs./Ms./Dr. Full name of recipient

Address Title / Position of recipient

Company name

Address line-1

Address line-2

Salutation g Dear Sir / Madam

Subject g Sublect : Title of subject

Line

Body paragraph-1..............................................

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

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

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

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

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

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

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

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

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

.......................................................................
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Body Body paragraph-2..............................................

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

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

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

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

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

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

Body paragraph-3..............................................

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

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

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

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

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

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

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

Complimentary Closing (Sincerely...)

close

Signature g Signature

Your Name (Printed)

Your Title

Enclosure list g Enclosure

çkkÌk ÃkºkÔÞðnkh  (External Correspondence)



48
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Reference No.g

Pur./31/Sept Date (Month - Day - Year)

Date g Date (Month - Day - Year)

Inside Mr./Mrs./Ms./Dr. Full name of recipient

Address Title / Position of recipient

Company name

Address line-1

Address line-2

Salutation g Dear Sir / Madam

Subject g Sublect : Title of subject

Body paragraph-1..............................................

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

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

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

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

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

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

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

Body Body paragraph-2..............................................

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

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

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

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

Body paragraph-3..............................................

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

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

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

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

Complimentary Closing (Sincerely...)
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close g

Signature

Your Name (Printed)

Signature g Your Title

Enclosure list g Enclosure

Copy notation g Copy to :

Post Script g PS.

çkkÌk ÃkºkÔÞðnkh  (External Correspondence)
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Semi-block (indented) Format

Date_____________________________ gDate (Month - Day - Year)

Inside Mr./mrs./Ms./Dr. Full name of recipient

Adderess Title / Ponsition of recipient

Company name

Address line-1

Address line-2

Salutation Dear Sir / Madam

Subject line Sublect : Title of sublect

Body paragraph-1..............................................

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

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

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

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

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

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

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

Body Body paragraph-2..............................................

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

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

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

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

Body paragraph-3..............................................

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

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

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

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

Complimentary Closing (Sincerely...)

Close   ________________________________________ g

Signature ___________________________________ g Signature

Your Name (Printed)

Your Title

Enclosure list Enclosure
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ÔÞðMkkrÞf Ãkºkku{kt ÃkºkLkk ykð~Þf íku{s ðifÂÕÃkf yu{ çku «fkhLkk

¼køkku [ku¬Mk søÞkyu økkuXððk{kt ykðu Au. LetterLkk ¼køkkuLke ÞkuøÞ økkuXðýeLku

ÃkºkLkwt Layout (rzÍkELk) fnuðk{kt ykðu Au. Block format, modified block

format.  yLku semi-block formet yu{ ÔÞðMkkrÞf ÃkºkLkk swËk swËk MðYÃkku

ykÃkýLku òuðk {¤u Au. block format yu ÔÞðMkkrÞf ÃkºkLkwt MkkËwt Vku{uox Au.

su{kt zkçke çkkswLkk nktrMkÞkÚke çkÄwt s ÷¾ký ÷¾ðk{kt ykðu Au. Modidird

Block format yLku semi block format{kt ÷¾LkkhLkwt MkhLkk{wt, íkkhe¾, com-

plimentary close  Mkne ðøkuhu fkøk¤Lke s{ýe çkkswyu ÷¾ðk{kt ykðu Au.

semi block formet{kt VfhkLke þYykík{kt Úkkuze søÞk Akuzðk{kt ykðu Au su

semi block formet yLku modiefied block formet ðå[uLkku yuf{kºk íkVkðík

Au.

1. Compulsory parts  (ykð~Þf ¼køkku)

• Letterhead :

MÚkkLk : ÃkkLkLke xku[ Ãkh

Mkk{økúe : MktMÚkkLkw t Lkk{, MkhLkk{wt yLku MktÃkfo Lktçkh

 (Phone, Fax, e-mail, website), name of institue and logo.

• Date  :

MÚkkLk : ÷uxhnuzLke Lke[u zkçke çkksw

Mkk{økúe : íkkhe¾

 (28th October, 2020 or October 28th 2002)

• Inside Address

MÚkkLk : íkkhe¾ ÃkAe Lke[u zkçke çkksw

Mkk{økúe : Ãkºk {u¤ðLkkhLkwt MkhLkk{wt

Name, Designation, Department and full correspon-

dence address of the person to whom the letter is

addressed,

Mr. Anil S. Gupta

Sr. Manager

Production Department

Kaveri Steel Pvt. Ltd.

Plot No. 125, Phase-III

GIDC, Vatva

Ahmedabad-284006

çkkÌk ÃkºkÔÞðnkh  (External Correspondence)
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• Salutation (yr¼ðkËLk) :

MÚkkLk : MkhLkk{wt ÃkAe Lke[u zkçke çkksw

Mkk{økúe : Dear Sir, Dear Mr.Patel Sir, etc.

• Body of the Letter :

MÚkkLk : rð»kÞ ÷kRLk ÃkAe

Mkk{økúe : Mkk{kLÞ heíku íku{kt ºký Vfhk nkuÞ Au.

(Introduction middle and conclusion)

• Complimentary Close :

MÚkkLk : ÃkºkLkk {wÏÞ ¼køkÚke Lke[u zkçke yÚkðk s{ýe çkksw

Mkk{økúe : {kLkMkq[f þçËku

Yours truly, Yours sincerely, etc.

• Signature

MÚkkLk : {kLkMkq[f þçËku Ãkqhk ÚkkÞ Lku íkhík zkçke yÚkðk s{ýe çkksw

Mkk{økúe : yrÄfkheLkwt Lkk{ yLku Mkne

2. Optional Parts (ðifÂÕÃkf ¼køkku)

• Reference No :

MÚkkLk : ÷uxhnuzLke Lke[u zkçke çkksw

Mkk{økúe : Ëhuf MktMÚkkLke ÃkkuíkkLke ÷u¾Lk ÃkØrík nkuÞ Au.

 For exsmple : LNT / Marketing/05/October-2020)

• Confidential Notation (økwrÃík Mktfuík):

MÚkkLk : huVhLMk LktçkhLke Lke[u zkçke çkksw

Mkk{økúe : yk þçË Confidential ÷¾ðkLkku yÚko yu Au fu

Ãkºk {u¤ðLkkh s MktËuþku ðkt[e þfu
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• Attention line (æÞkLk Ëkuhðwt) :

MÚkkLk : MkhLkk{wt ÃkAe Lke[u ÃkºkLkk {æÞ{kt yÚkðk zkçke çkksw

Mkk{økúe : su íku ÔÞÂõíkLkwt æÞkLk Ëkuhðwt

 Attention : Mr. Rohitkumar

• Subject line :

MÚkkLk : yr¼ðkËLk ÃkAe Lke[u rð»kÞ ÷kRLk

Mkk{økúe : rð»kÞ

 Sub  : Complaint for shortage of water

• Enclosure list (rçkzký ÞkËe) :

MÚkkLk : Mkne ÃkAe Lke[u  zkçke çkksw

Mkk{økúe : ÃkºkLke MkkÚku su ËMíkkðuòuLkw t rçkzký òuzðk{kt ykðu Au.

Encl. (1) Photocopy of above referred offer letter.

(2) Cheque No. 000111, dated 20/08/2020

• Copy notation :

MÚkkLk : rçkzký ÞkËe ÃkAe Lke[u  zkçke çkksw

Mkk{økúe : çkeò yLÞ ÔÞÂõíkyku fu suLku Ãkºk {kuf÷ðkLkku Au

íku{Lkk Lkk{ yLku íkuykuLke rðøkíkku

Copy to : Mr. K.K. Kohli, President, Prithvi info Solution

WÃkhkufík {k¤¾wt yLku Ãkºk{kt ykðíke Mkk{økúeyku yLku íku{Lkk [ku¬Mk

MÚkkLkLkk ykÄkhu ÞkuøÞ heíku Ãkºk ÷¾ðk{kt íku MknkÞ¼qík ÚkkÞ Au.

ík{khe «økrík [fkMkku

4. Ãkºk{kt ÷¾ðk{kt ykðíke Mkk{økúeyku rðþu xqtfLkkUÄ ÷¾ku

LkkUÄ : 1 ík{khku sðkçk ykÃku÷ søÞk{kt ÷¾ku.

2. ík{khk sðkçkkuLke [fkMkýe yuf{Lkk ytíku ykÃku÷ sðkçkku MkkÚku Mkh¾kðku.

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

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

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

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

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

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

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

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

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

14.5. økútÚkk÷Þ{kt Úkíkkt Ãkºk ÔÞðnkh (Correspondences in Library) :

økútÚkk÷Þ yu Mkk{kSf MktMÚkk Au. økútÚkk÷Þ{kt Ãký økútÚkÃkk÷ îkhk rðãkÚkeo,

rþûkfku, rðíkhfku, «fkþfku, yusLMkeyku MkkÚku rðrðÄ ÃkºkÔÞðnkh fhðk{kt ykðu

Au.

• ÃkwMíkfkuLkk ykuzoh MktË¼uo ÷¾ðk{kt ykðíkku Ãkºk

Babasaheb Ambedkar Open University

Ahmedabad

Date :

To,

Mr. Nayan Bhavsar

jay Ambe book Supplier

44/B, Bhavsar Society.

Nava Vadaj

Ahmedabad
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Dear Sir,

Subject : Procurement of Books

With reference to the above subject, you are requested to supply the

books as per annexure A. These books must be supplied on or before

20th June 2020. You may confim the order in writing immediately on

receipt of the same.

The terms and conditions of the purchase order are as under.

1. Delivery will be done within 29 th Days from the order date.

2. Delivery will be made at the address mentioned above.

3. If the order is not delivered by due date. 5 % amount will be

deduct on total amount of bill in every week.

4. If the order is not delivered  as per terms and conditions, the

order stands cancelled.

Please feel free to contact the undersigned for any clarification on

discrepancy in the order details.

Best Regards.

Yours faithfully

Librarian

Enclosure List

1. Books list
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• Mkk{rÞfkuLkwt ÷ðks{ MktË¼uo ÷¾ðk{kt ykðíkku Ãkºk

Babasaheb Ambedkar Open University

Ahmedabad

Date :

To

Advanced Management Institute

410, Jolly Bhavan No. 1

New marine Lines

Mumbai-400 020

Dear Sir,

Subject : Subscription for, “Journal of International Marketing

We would like to Subscribe the “Journal of International Marketing”

for the period of April 2020 to March 2021 at your Subscription

price. Herewith; we are enclosing a D.D. (Vide D.D, no. 855706

dated 23-02-20 for Rs. 7140=00 (Seven Thousand One Hundred Forty

Rupees) favour of “Advanced Management Institute”, Mumbai.

Please acknowledge the receipt and start sending the journal at the

earliest.

Thanking you

Yours faithfully

Librarian
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• Mkk{rÞf rhLÞwy÷ ÷ðks{ ytøkuLkku Ãkºk

Babasaheb Ambedkar Open University

Ahmedabad

Date :

To

Jashubhai Digital Media Pvt. Ltd.

D-222/2, MIDC, TTC Industrial Area

Shivane, Thane Belapur Road, Nerul

Navi Mumbai-400 076

Dear Sir,

Subject : Renewal of Subscription for “DIGIT”

Kindly renew our subscription for a period of one year from April

2020 to March 2021. Herewith; we enclose a D.D. (Vide D.D. no

278040 dated 15-03-20 for Rs. 1200=00 (Rupees One Thousand

Two Hundread only) in favour of “Jashubhai Digital Media Pvt. Ltd..”

Mumbai

Please acknowledge the receipt and start the magazine at the earliest

 Thanking you

Yours faithfully

Librarian
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• Mkk{rÞfkuLkk ÷ðks{{kt ¾qxíke hf{ ytøku ÷¾kíkku Ãkºk

Babasaheb Ambedkar Open University

Ahmedabad

Date :

To

The Subscription Manager

Sage Publications

B-1/1-1, Mohan Co-operative Industrial Area

Mathura Road, P.O.Box No.7

New Delhi - 110 044

Dear Sir,

Subject Subscription for “Global Business Review”

Please refer to your no GR/Jan/1 dated 11th February 2020. As di-

rected we are sending the shortfall amount “Global Business Review”

subscription i.e.Rs. 90=00 (Rupees Ninety) by cheque No. 013127

dated 20/02/20. drawn Corporation  Bank enclosed herewith.

Thanking you

Yours faithfully

Librarian

ík{khe «økrík [fkMkku

5. økútÚkk÷Þ{kt LÞqÍÃkuÃkhLkwt ÷ðks{ {kxuLkku Ãkºk ÷¾ku.

LkkUÄ : 1. ík{khku sðkçk ykÃku÷ søÞk{kt ÷¾ku.

2. ík{khk sðkçkkuLke [fkMkýe yuf{Lkkt ytíku ykÃku÷ sðkçkku MkkÚku Mkh¾kðku.

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

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

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

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

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

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

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

14.6  Mkkhktþ (Summary) :

yk ÞwrLkx{kt ík{u ÃkºkLkwt íku{s Ãkºk{kt ðÃkhkíke ¼k»kk rð»ku ðÄw {krníkøkkh

ÚkÞk nþku. yk ÞwrLkx{kt ykÃkýu ykiÃk[krhf yLku yLkkiÃk[krhf ÃkºkLkku íkVkðík

òuÞku. MkkÚku økú tÚkk÷Þ{kt íkÚkk ÃkºkÔÞðnkh fux÷ktf WËknhýku ykÃÞk su ykÃkýu

yÇÞkMk{kt yLku ¼rð»Þ{kt ÃkºkÔÞðnkh{kt WÃkÞkuøke Lkeðzþu. y{u ykþk hk¾eyu

fu yk ÞwrLkx ík{Lku ðÄw WÃkÞkuøke Ãkwhðkh ÚkkÞ.

14.7  ík{khe «økrík [fkMkkuLkk W¥khku

1.

Name

subject & Branch

Semester

Date :

The Librarian

Institute Name ...

Institute Address...

Sub : Application for Library Card

Dear Librarian,

This application is to request issue a library card. I was used to

visiting the library to study books in the evening for the last one year.

But due to issues now it’s difficult to visit libary every day to study
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books of my interest. So I request to issue me a library card which

would help me to take books home and them in free hours. All the

documents required for this purpose had been attached with the application

Kindly request you to issue my library card.

Yours faithfully,

Ashish Patel

2.

Sector 21

Chandigadh

9th March, 2020

Dear Sita

Thank you very much for your letter. It great to here from you after

so many months. You sent to be having nice time in Ahmedabad.

Thanks also for the photographs. I absolutely loved that snap of yours

standing in front of the Sardar Statue. Someday, I would definetlry

like to go there.

There’s not much happening here. I am busy with my work and kids.

By the way are you coming home anytime soon ? if you are, let me

the dates and we will arrange to meet up.

Hope to see you soon !

Meena

3.

1. yLkkiÃk[krhf Ãkºk ÷¾ðkLkku nuíkw yLkkiÃk[krhf ÃkºkLkk nuíkwÚke íkÆLk y÷øk

Au.

2. çktLku ÃkºkkuLke þi÷eykuLke Mkk{økúe ÃkkLkk y÷øk Au.

3. Ãkºkku{kt yr¼ðkËLk yLku MktçkkuÄLk fhðkLke þi÷e swËe Au.

4. ykiÃk[krhf Ãkºk ÷¾ðk {kxu ¾kMk {k¤¾wt nkuÞ Au. ßÞkhu yLkkiÃk[krhf

Ãkºk {kxu fkuE {k¤¾wt LkÚke.
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5. yrþMík yLku çkku÷[k÷Lkk þçËku ykiÃk[krhf Ãkºk{kt ðkÃkhe þfkÞ ßÞkhu

yLkkiÃk[krhf Ãkºk{kt ðkÃkhe þfkíkk LkÚke.

4. òíku «ÞíLk fhku.

5. òíku «ÞíLk fhku.

14.8  MktË¼kuo yLku rðþu»k ðkt[Lk (Reference for further reading).

* Patel, V. & Patel U. (2013) Textbook of communication Skills,

Vallabh Vidyanagar : Riya Publishing House.

* S.S. (2018, November 19). Difference betweem formal and

informal communication. Retrieved February 21, 2020, from

Keydifference : htts://keydifferrences com/differrences-between-

formal-and informal-communication.html

*  *  *


