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14.0 €gil (Objectives)
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14.1 Xedlq-il (Introduction)
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duir slaey (The Writting Skills)

14

ylrenl sl uz 54 Jd avil asid dMy Uzt duiql Hie 4104 Moy
A4y [Alay euonyl qurd] wqdlnl Gedvi UL sAIML 2lcdl €9, il
A1 2L YlreHl AUIEd GIRL $AIHL 2lddl UAASIR AL SSALS AHAIZY
Yol MMl iyl 9. ¥ [Qenell>l, daiay qqiAsi- Gualdll lqasl.

14.2 681 YAASIR 1 USR] (Types of External Correspondence):

ol Yoy qelR ved 5 %el el vl AR AUl dl U]
e s 92 SAIH Hlddl USR] Bl UL dsiR SEAIH
214 9. 2l s Albid AARY 243U 9. FHI AUHI 514 Sl A sld
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M A ysteil o) UsIRL Adl HA 9.

1. 2’5 usl
2. YRS Uzl
2 GURASd ual+l 44 [Qad 530,

14.2.1. 2ilyalRs y=1l (Formal Letters):
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14.2.1.1. 2ilulRs uz aviar #12 quadl Gualdll aveuysi
(Phrasesusing for writing a formal letter) :

A. Writing formal letter generally

Greetings

* Dear Sir

* Dear Madam

* Dear Sir/Madam

* Dear Mr. Patel

* Dear Ms. Sharma

Reasons for writing

* I am writing in response to your book

* [ am writing with regard to your article Ending the
letter

* I look forward to receiving your reply
* I look forward to your reply
* Yours faithfully

* Yours sincerely

B. Writing formal to request information

Reasons for writing

* [ am writing to receive further information about
* [ am writing to enquire about
* [ am writing to receive more detailed information about

* [ am writing to receive furthe details about

Request first peece of information
* The first thing I would like to know is

e First of all I would like to know

Requesting further information
* Could you also tell me ...?
* Could you also inform me ...?
* Would you also mind information me ...?

* Would you also mind telling me ...?

lce



du $l9¢y (The Writting Skills)
* Do you Know?
* I would you also like to know if
* I would you also like to know whether
* I hope you might also let me know about

Thanking for information

* [ would like to thank you in advance for this infor
mation

* Thanking you in advance for this information

* Thanking you in advance

14.2.1.3. 2ilulRs u= iy (Structure of formal Letter):

Address of the Sender
V

Date

\Y4

Name of the Address
V

Address of the Sender

V
Subject, Salutation

V
Introduction

\Y4

Body of the letter

V
Conclueion

Y
Closing

\Y4

Name of the Sender
5O
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dHil wila asi

1. Yuayul ey 518 daqar qe [Qeuddl gt duiaiil 2iddl st
avil,

A4 ;1. dHIRl YA AU WOUH vl

2. dHI2L yAlellfl As1ALll X5HU Hd AN YAl 419 HAvdl

14.2.2. 2-ilyalRs u=l (Informal Letters):
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[ »eaqr 518 ue uRRa alsaxla avil asl el 2 Y21 dudl
we sy [Qlre wavi-d] ¥z e,

21 YARS Uzt duid] quid alse G048 28] 21el ulseo1d
2eql MUdHSs 1A Guylol 53 a5 9. qlA naUdl olaAIE-]
Uctl, 518, Heu, 99137 GuyloL d Hiusall ALl wRRdd 2143

avidl d44 w52 usd 69,
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14.2.2.1. 2-ilualRs unyl quyd] disa4-uAl

(Syntax Using for Weiting Informal Letters):

Informal letter writing

Opening Expressions

Thanks for your letter

Thank you so much for writing
How are you ?

How have you been ?
How’s everthing going ?

I hope you are doing fine

Hope you are well

Responding to News/Making Comments

¥R

Your last letter was a real surprise
What wonderful news about

I have just received your letter. I’'m so happy / sad to
hear that ...

It was lovely to hear from you
It was great to get your letter
Sorry for not writing for so long

I’m sorry I haven’t written for so long but I was really
busy with...

Purpose/Why are you writing
I am writing to tell you about

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

14.2.2.2. dilualRs uayg way
(Structure of Informal Letter)

Adderss of the Sender
\Y4
Date
\Y4

Salutation

\4
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Name of Receipient
\V4
Introduction
\V4
Body of the letter

\4

Conclusion, Name of the Sender

dHi?l wila Asi

2. (A Haa 290 QUi 2iddl YA qvil
A4 1. dHIRl FUS AUYE YOUIHI Ui,

2. dHIRl woil-ll AsiAoll AHsHAL AHd 2 GG 19 HvUdl.

14.3. 2ilualRs ux »d 2w-dlualRs uxn a2dql dsida
(Difference Between Formal and Informal Letters):

gdi zilyulRs ilyalRs

218 2] UAIR5 Yzt 2] 2dl Yzl €9 5 AlYAIRS Yzt Yed 5 AoAlysl
WU ATUAR MM QU] 2a dvide y=1 5 ol a41d ¥
21q &9, AR &g ML [AAdd YRAA el Al U2t dvdlHl
HIQviH AUidd SlY dn 219l Y21 YRS Y2l
2{14AIRS Yzt sSqUHT 2119 €9, PRETETRIENS

¥3
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.84

gau zilyalRs 2ilyalRs
Ggod QA5 dictdld HiSl 5191 il HiSHl Gged
Geed 2Edl €9. :ddl ©.
Hoyf 21 Y2ue MY (AR 53¢ 21 Y24l 518 [RallRa Hiayf
sl &9. sl el
Sl glRL | MUM Als-qqAqiAs Yol ueyy, ofle 2 Al Y5
aviaiml | Al Adlsa-21y
(14
sl AqAIRAS 514, el (=1, soflomile ulRRd
QW[ alyad?l, usius ERE)
>{1q i [Adarsl 4012.
2Ly [l%s4 sly &9 Al3Y sly ©.
a5y sl lofl 21 ¥led QUSRI 251 2 4R 1Y €9.
€9
58 3¢ dlana sly &9 56 HIZ YAl A& sl &9,
e HAY | Al 3Y alAUH] 21 ¢ A& 34 GualoMl dqiy 9.
i A8
3U
Formal Informal
Name Dear Mr/Mrs/Ms.Patel Hi/Hello (or no name at all)
Previous content * Thank you for your email of... * Thank you for your
email
* Re Your email....
* Further to your last email... * Sorry I haven’t written for
ages cut T hv been really bury
* [ spologize for not getting in
contact with you before now
Reason for * I’'m writing in * Just short note about...
writing connection with...  I’m writing about

 I’'m writing with regard to....

* In reply to your email,
here are

* Your name was given
to me by...

* We would like to point

out that....

* Hete’s the...you wanted
* I got your name from....

« Please note that




Gll&l YoAcydsik (External Correspondence)

Giving  I’'m writing to let you * Just a note to say...
Information know that.... * We can confirm that...
* You know that.... * Good vews !
» We are able to confirm * Unfortunately...
that...
* I’m delighted to tell you
that...
* We regret to inform you
that...
Attachments * Please find attached my * I’hv attached...
report * Here is the...you wanted
* ’'m sending you...as a
pdf file
Asking for I Could you me ¢ Can you tell me in
information * Some information * Little more about
about... * I’d like to know
* I Would like to know * Please send me...
* ’m interested in
receiving / finding out...

dHi?l wila Asi

3. vilualRs - w-ilualRs uxn q2d-ll ga-u s2i
A4 1. AHIRL Yol AU WOUH] Qv

2. dAHIRl yaolldl Asiuell XsHAl Hd 2 Yol A4 AvUdL.

Y
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Y€

14.4. uag Hiors) 241 1320211 (Structure and Contents of Letter):

Block format of a business letter

Letterhead

Date —

Inside

Address

Salutation —

Subject —

Line

Date (Month - Day - Year)

Mr./Mrs./Ms./Dr. Full name of recipient
Title / Position of recipient

Company name

Address line-1

Address line-2

Dear Sir / Madam

Sublect : Title of subject




Body 7

Complimentary

close

Signature —>

Enclosure list =

Gllel YoAcydsik (External Correspondence)

Closing (Sincerely...)

Signature

Your Name (Printed)

Your Title

Enclosure

¥9
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.44

Reference No.™

Date —

Inside

Address

Salutation —

Subject —

Body

Complimentary

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

Date (Month - Day - Year)

Mr./Mrs./Ms./Dr. Full name of recipient
Title / Position of recipient

Company name

Address line-1

Address line-2

Dear Sir / Madam

Sublect : Title of subject

Closing (Sincerely...)




close =

Signature —>

Enclosure list =
Copy notation —

Post Script =

Signature

Your Name (Printed)

Your Title

Enclosure
Copy to :

PS.

Gllel YoAcydsik (External Correspondence)

ye
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Date

Semi-block (indented) Format

— Date (Month - Day - Year)

Inside

Adderess

Salutation

Subject line

Body

Complimentary

Close

Mr./mrs./Ms./Dr. Full name of recipient
Title / Ponsition of recipient

Company name

Address line-1

Address line-2

Dear Sir / Madam

Sublect : Title of sublect

Closing (Sincerely...)

Signature

— Signature

Enclosure list

Your Name (Printed)
Your Title

Enclosure

yo
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QRIS UAIH[ ULl IS AHY Q5[EUs A 6 UsI1R-
Mo ALSSAU UYL OllsqqlHl »1id €9. Letterwll GiLoll+] 4194 o1lsq8i]
ysty Layout ([B3as¢5+1) s€qui »1d ¢9. Block format, modified block
format. i< semi-block formet 2% <qqi[qs Uzl el el 93Ul
A1ygl Aql 49 ¢9. block format 2 <qquiAs uzig Alg S92 O,
yul 6l oux-il silaEl o ¥ avig dvqiyl 2d 9. Modidird
Block format 2i-i semi block format#/ &viw/Ry 2y, dilv, com-
plimentary close @&l qol2 st w48 oug> aviqidl »1d 9.
semi block formet#/ s5u] a3yl «lsl ¥o4l sl 2d ¢ %
semi block formet < modiefied block formet 42d+l 542l d5ldc

-

9.
1. Compulsory parts (21q945 *11l)

e Letterhead :

2l ] 2l YR
AT : AUl UM, HRUY 2 AUS A6lR

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

e Date

2alnl : derdsHl 14 siell oy
%Al aRlv

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

e Inside Address

2l o atRlve uedl <14 siell ouy
AIMAT : Uzl HAqIR HURY

Name, Designation, Department and full correspon-
dence address of the person to whom the letter is
addressed,

Mr. Anil S. Gupta

Sr. Manager

Production Department
Kaveri Steel Pvt. Ltd.
Plot No. 125, Phase-III
GIDC, Vatva
Ahmedabad-284006

Yi
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* Salutation ([Maign) :

Ul o Uy uedl 1A siell ouy

21421 : Dear Sir, Dear Mr.Patel Sir, etc.

* Body

of the Letter :

2l o ANy drga uedl
AT ¢ M A dHE A8 S5 sy 9.

(Introduction middle and conclusion)

* Complimentary Close :

el o el YA el 1A siell wear wqel ouy
MU : HIYAS UGE]

Yours truly, Yours sincerely, etc.

» Sign

ature

Ul 1 MIAYAYS AEL YU WA A drd 1ol el yusl oy

Ml o AnlA5180 M v wel

2. Optional Parts (435/@s e11)

¢ Reference No :

2l : derdsl A siell ouy
21MAT €35 Al Uldldl duid ugla sld €9,

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

* Confidential Notation (Yltd ¥$a):

Ul ;& Aol 1A siell ouy

2421 : 2 uss Confidential dudir]l 248 > & 5
Usl Haq-z ¥ deul qidl us

Y
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e Attention line (tu- £ig) :

2l : AUy uedl 1A uziel HEHL el el ouy
AUl : ¥ d dlsad el €lRY

Attention : Mr. Rohitkumar

* Subject line :

2l o AlHqie uedl 14 [Quy Eref
Al ¢ [avy

Sub : Complaint for shortage of water

* Enclosure list (leisior atgl) :

2l : gl uedl 14 siell oy
1Al uzel] wd ¥ eecud A [1si9 AsdalHl i 9.
Encl. (1) Photocopy of above referred offer letter.

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

e Copy notation :

2aln : [orsisr digl uedl A4 siell ouy

)

1Al ol ey A5l 5 ¥ Ul HISAIAl €9
Ayl M e d2i] [Qoicl

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

GuRlsd Ay " YuAM[ idd] AMATHL 2 Al ALSS
ULl 21412 4194 I U duHl d ASIACA dld 9.

dHi?l wila Asi

4. uAdl quadl qddl anadlzl Q9 Zsnly aul
14 : 1 AMIRl yalel A1d UM Qi

2. dHIRl wolll As1Hll sHAl 2d AL yAoll 48 HvLdl.

................................................................... u3
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uy

14.5. AUAAH( 4l Y2 4qsi (Correspondences in Library) :

ALY ¥ HIHIDS A2l 9. AUlAYH U A g1l (el
[Biasl, [Qazwsl, usiasl, A=zl 208 [AQ4 uz1cqqsiz A4 214

&,
@ Yisivil ISR A QUL 2idal UA
Babasaheb Ambedkar Open University
Ahmedabad
Date :
To,

Mr. Nayan Bhavsar

jay Ambe book Supplier
44/B, Bhavsar Society.
Nava Vadaj

Ahmedabad
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Dear Sir,

Subject : Procurement of Books

With reference to the above subject, you are requested to supply the
books as per annexure A. These books must be supplied on or before
20th June 2020. You may confim the order in writing immediately on
receipt of the same.

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

1. Delivery will be done within 29 th Days from the order date.
2. Delivery will be made at the address mentioned above.
3. If the order is not delivered by due date. 5 % amount will be

deduct on total amount of bill in every week.

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

Please feel free to contact the undersigned for any clarification on
discrepancy in the order details.

Best Regards.

Yours faithfully

Librarian

Enclosure List

1. Books list

yy
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ug

@ AH[ASlY durH HEH QU] Hiddl YA

Babasaheb Ambedkar Open University
Ahmedabad

Date :

To

Advanced Management Institute
410, Jolly Bhavan No. 1

New marine Lines

Mumbai-400 020

Dear Sir,

Subject : Subscription for, “Journal of International Marketing

We would like to Subscribe the “Journal of International Marketing”
for the period of April 2020 to March 2021 at your Subscription
price. Herewith; we are enclosing a D.D. (Vide D.D, no. 855706
dated 23-02-20 for Rs. 7140=00 (Seven Thousand One Hundred Forty
Rupees) favour of “Advanced Management Institute”, Mumbai.

Please acknowledge the receipt and start sending the journal at the
earliest.

Thanking you
Yours faithfully

Librarian
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o AHlAs Rryxa qayy >0l ux

Babasaheb Ambedkar Open University

Ahmedabad

Date :

To

Jashubhai Digital Media Pvt. Ltd.
D-222/2, MIDC, TTC Industrial Area
Shivane, Thane Belapur Road, Nerul
Navi Mumbai-400 076

Dear Sir,
Subject : Renewal of Subscription for “DIGIT”

Kindly renew our subscription for a period of one year from April
2020 to March 2021. Herewith; we enclose a D.D. (Vide D.D. no
278040 dated 15-03-20 for Rs. 1200=00 (Rupees One Thousand
Two Hundread only) in favour of “Jashubhai Digital Media Pvt. Ltd..”

Mumbai

Please acknowledge the receipt and start the magazine at the earliest

Thanking you

Yours faithfully

Librarian

Y9
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uc

o Al daryul vedl 254 201 quilal ut

Babasaheb Ambedkar Open University
Ahmedabad

Date :

To

The Subscription Manager

Sage Publications

B-1/1-1, Mohan Co-operative Industrial Area
Mathura Road, P.O.Box No.7

New Delhi - 110 044

Dear Sir,
Subject Subscription for “Global Business Review”

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

b

rected we are sending the shortfall amount “Global Business Review’
subscription i.e.Rs. 90=00 (Rupees Ninety) by cheque No. 013127
dated 20/02/20. drawn Corporation Bank enclosed herewith.

Thanking you
Yours faithfully

Librarian

xRl wila asiA

5. Al YUy ddyH HISHl uA quil.
Y ;1. ARl yas ANd yourHl quil.

2. dHIL il As1HOl A5HAl 2id 208 d Yol 1 Hvldl.
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14.6 4119 (Summary) :

21 YlreHl a¥ Yatg dHy Uzl augd] eue QY ay Hildadur
qadl sul. Al Yl g HluARS A qn-AUARS Yzl dSldd
ANAl. Al AUEAH el UAAdSIR 5SS GELSYL 2l ¥ 2HIUE)
AYIAH[ ] QN[ Yy qeiRM] GuAloll Alasd. HH il AvlX
5 2 Ylhe ayd ay GuAldl yraiR wld.

14.7 a1l ¥ould stz Grl

Name

subject & Branch
Semester

Date :

The Librarian
Institute Name ...
Institute Address...

Sub : Application for Library Card

Dear Librarian,

This application is to request issue a library card. I was used to
visiting the library to study books in the evening for the last one year.
But due to issues now it’s difficult to visit libary every day to study

ye
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g0

books of my interest. So I request to issue me a library card which
would help me to take books home and them in free hours. All the
documents required for this purpose had been attached with the application

Kindly request you to issue my library card.

Yours faithfully,

Ashish Patel

Sector 21
Chandigadh
9th March, 2020
Dear Sita

Thank you very much for your letter. It great to here from you after
so many months. You sent to be having nice time in Ahmedabad.

Thanks also for the photographs. I absolutely loved that snap of yours
standing in front of the Sardar Statue. Someday, I would definetlry
like to go there.

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

By the way are you coming home anytime soon ? if you are, let me
the dates and we will arrange to meet up.

Hope to see you soon !

Meena
3.
1. AAYARS Uzl duidldl Sg AHGlUAIRS Uzt gl déd ol
8.
2. ofel il Aell@lel] 1421 ULl Ao €9,
3. usilHl 2[Mqient 2 dolyn saqi-ll ddl el ©.
4. YIRS Uzl duial HIS vl MIAY sld 9. w2 AAIUARS

ust Hie 518 My el



5. [ HA GlAALE U6E]l HIUAURS UAHI Ayl ALY FULR
A YALRS Al QU] usial ¢l

4. NAd UH~L 521,

5. NAd HAl 53,

14.8 564l 244 [A9y a4 (Reference for further reading).

* Patel, V. & Patel U. (2013) Textbook of communication Skills,
Vallabh Vidyanagar : Riya Publishing House.

* S.S. (2018, November 19). Difference betweem formal and
informal communication. Retrieved February 21, 2020, from
Keydifference : htts://keydifferrences com/differrences-between-

formal-and informal-communication.html
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