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13.1  U<dlq-il(Introduction) :

21 YlmeHi 2148 HialRs  ureddqedl Al 30y, €35 AeulHl,
Axnl 56 Ll dlal 9012, A sHATAIHT AHEJAAHER Ul AEULIHIEIR
2 [ays ooy 9. Al [Qeuol [Qeuon 92, GuRl (851901 -

19



duir slaey (The Writting Skills)

1<

sHA2L 92 HUHI AIARS HBUlAdSIR Al Al HA 9. 2 d¥~]
asadil adl &. yMalid, sida A4y wsdl¥l 2idl AHidlRs yrqslil,
[Qenefl, [Qas] AHY AUl 418 ddl A9l 1A 9. 2iaAlRs UAAdSIR~l
sedls UsiRl Ay Al sidldll My 21 ylmeqied] qadly. ureddsir Hie
YRl 5CELSs AGEHSIO AHY UAASIR HIS HISWIA GUHIOL ] Ygl
21 ylmenl Al 530y,

132 24l urcyqsIR 1l 45121 (Types of Internal Correspondence) :
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13.2.1. u=tl (Letters) :
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Ysi+l &l :

iy Ad ustedl e dld YEL YEL MU AL 9 ¥ L HHIG 8.

1. The Headings

2. Date

3. Address of Receipient
4. Saluatation

5. Body
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6. Complimentary Close
7. Signature

ys quin el sedls woleldsixi :

§ARSIRS Y2 Y Al ol MGl dRiaTiL YRuddl €14 9. F 2l UMK

9 4l 8 'C' Adl 49 ©9.
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2. Correctness (Agg%) @ U2l dUdl 4C ¥ GUNIAL GUALIL A5
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3. Completeness (AYy®ldl) : usi-{l (g2 au-ud ASdl o4l »
Rl odl 5 qaey, 3ai 492 MBIl AU 524 AL F]
QAR dA¥A HlEdle]l aiss a4 us.

4. Conciseness (4l8itdal) : uz ¢Ha dldw slal A2, Y14l
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7. Courtesy (lAn1) : uziell A3AIAH] 28R 27l Hird AHY Y2l
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8. Creativeness (A%UcH3dl) : Uzl Qui~ii+{] AF9Ulddl Y4 A4l
“a 9. 2ed & sl AFUASA sld]l 33 .

yoteil Ayl :-
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BABA SAHEB AMBEDKAR OPEN UNIVERSITY

Ahmedabad
To, Date : 2" May, 2020
Mr. X, Y, Z.
Address Line 1
Address Line 2
Ahmedabad

Dear Student
Sub : Return the college library book(s)

You are requested to return the following book(s) of the college library
immediately. Please note that, if you do not return the library book(s) in
time your university mark sheet will be with held and you will be fined
as per the rules.

The titles of the book(s) are as under :

Sr. Title Author

1. Colon Classification, 6" Edition Ranganathan, S.R.

Thanking you,

Yours faithfully.

(X.Y.Z)

Librarian

13.2.2 ylRu= (Cirtulation)

URYA ¥ 21994534 25 Yol &9 5 Y[ 5edls Hetaysl HilSd]
AIHA 1A 9 ¥ HIZ] vl dlslel aSAAUM] HId €9, GELsRY a5 aMIR
515 (RS q1e 21l [Qeuord MBI 29Ul 1Y AULR, 289l dl AAUAHH]
A4 IS S YA U] Sld — i Sgil HIe A5 URYA X deuldqsiRg
s v My ol a5 6.
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qyMl, YRuzl u8 NE/ydAl ALl dils GuAloHl daiy 9. dHl
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dealel Ssee

HisdriIRy UM e slél

Ry s14gl>1l :-
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URY2L 2 qiadld skal HiSH] s vl ¥ U e AABIRS

-

ey 9 d AssA wA dlia slaell, dyl olruMyal 88l 1l

N

ds 28d] sld ¢9.

URUZL 2 2564 g HIH 9. d AUS AR+l NS §UWIRS
da ©.

uRuznell A4y o]l sty 9. d vol o HAlled 444 - [Qua
vyl dlsl g4l usld 6.

Rzl 1yl :

The following is a sample circular to inform employees about the revised
working hours of the BAOU Library.

BABASAHEB AMBEDKAR OPEN UNIVERSITY

Ahmedabad.
Circular No. : . . ..
20™ February, 2020

Revised Working Hours

All Employees of BAOU Library,

21
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This is to inform all employees that there will be a change in the working
hours of the library effective immediately. The revised working hour will
be as follows :

] Working Days : Monday to Saturday (Except Holidays)

° Working Hours : 8.00 am to 6.30 pm (These hours will include
the one-hour lunch break)

All employees are requested to note these new and revised timing. The
timings are effective immediately from 2" March 2020. Punctuality and
adherence to the new timings are requested. Repeated defaulters will
face action. Please contact the Head of the Department for any queries
you may have.

ABC,

I/C. Registrar.

xRl wila asiA

1. AaauHi §ds2l[s aldor e wliyrdl s1ds4 a w2+l ulRu~
¢uil.

A4 : 1. Hld hA wouHl dHIRL AUl Qv

2. dHIRl FAUs YR Ad wda yae wd Al
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13.2.3. 44l (Memo) :
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A

H

Hlg 3y :

Ayl @udl HieHdl $eAls Youldalzl il Yuel &9 :

1.

uey (Heading) : 42aly 13 27 d2+1141 uedl (9 derés uR )
Sequl yYwsell SlA YR WML YL HHIIwsH UsE dudHl dd €.

wtasdl (Recipient) :  Hitasal@ila 4loy s142Hl oy 3.
GelsRwl als, ula, Aeway [Qeiuorr ot sH4.

vz (Writer) : 44l duirix dlsdg -1y dvil, GeElsRYL -
nys: l/slludl, .ol ll. Aeuad [Qeqo-l €.

qalRel Hitdsdi2il (Additional Recipients) : q&i2i1l Hitdsali]
5wl HHIA] A5d Hitd 59, HH d¥HAd HHIH HoUYUHT Alddl
2] Al ed HAsAl].

aldlvy (Date) : 44l duaid] Rl 2 25 eyl [Qora ¢
¥l vl 2 R Add 8lg 2ldeds €9,

[Guy v (Subject Line) : [Qya vy 2 qrasd HulHi] HilSd]
[Qa «l&raxyl ([QuR >y, [y vy 251, Alssy 2 Y]
gldl A6, Gelew als — [Qua o oAy [AMoil d¥HIM
s3] oiss.

Hull yv4 @191 (The body of a memo) : 21 Gl wd] ¥
W] wida sld 9. FHI40 2luA1Rs slqie %33 4l. $5d
219945 HIBAlA 2uredl 2l AlsAES Al HALURA $qUH] 2419 €9,
iaMl Y 539l olsqdl 1qds 9 U SSIRUMHS Y YR d
AHId dql AL,

aY

Y533 (Proofread) : i
219945 9.

, 44l Misddl yddl dql 4s?ls sl

Qi Ayl :

Write a memo to the Library and Information Science Department asking

them to attend training to learn about the new software the library has

adopted.
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BABA SAHEB AMBEDKAR OPEN UNIVERSITY

Ahmedabad

MEMORANDUM
To: All Employees of the Library Science Department.
From : Mr. XYZ, Registrar
CC : Ms. ABC, HR Department
Date : 25" March, 2020

Subject : Compulsory Training for the New Digital Library Software.

As you are all aware, we have recently adopted new digital library at
our University Library. The decision was taken to improve our library
digitized procedure and make it more time and cost efficient. A training
workshop will be held on 5" May, 2020 at 9 am to familiarize the staff
with the new software. This is done to make the transition between the
software as easy as possible. All employees of the department are

required to attend.

13.2.4. 3[#@1@ (Agenda) :

-

SIYJR 2 65 geaudy ¢ 5 yHl [AorM) o1 ARl ¥ d
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-
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22l R Ayl 3R ©.
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-

. o [Audl Gu YA 41l &9 driel] Mol dHljiiA YRR 5241
2 deil (A9 Ye>il Glou sl

o Aol iAol yd-su-l seel 2dan AvarHl 21d &9 d 449

-
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BABASAHEBN AMBEDKAR OPEN UNIVERSITY
Ahmedabad
7" Meetings of Library Science Department
Date : 20 March 2020

Place : Conference Hall, BAOU

AGENDA :

1. Confirmation of Minutes

2. Report of Expenditure

3. Proposal for e-books procurement

4. Databases and software purchased directly by department.

5. Uploading the Minute of the Meeting of Library Committee on
University Website.

6. Patern of Funds allocation to various departments.

7. Other Items :

e Intimation of receipt of ordered books

Cataloguing of Sanskrit books

Installation of scanner in the library

Proposal of establishing “Learning Commons” in the Library.

dHiRl wila asiA :

2. GURAS w1yl HHIGIA] SI4YRA 212 AeuadH] Sdsellns
dlcdl vdeaqr weHl As s14YR o4l

AN e wouldl dHI”l wdell dul :

[

Y :

<9
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13.2.5 51414 (Minutes) :
sy Hed g 7

oAl s1d+1y 41 25 2ud] 4 & w40 (Ao e:HU11 5157
Al4QUHE 219 &9, dMI AU S Il Hvd eI, YAl A&l Hl
el 2 18 4AA] 4gml UsilBla sral 24 €. 2ol s1d7lYy
it Jd Ul [FYsd sl AeY iRl Al 21d 9. A d [l
gANAI Y vy del wAle 51 UEL 52 O,
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. yd 20419+

. 2518 dae
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daly vol 40 oind. AHRE e A5 MUl 5144~ 2515 HIle
(o1l 14y w1551 sra1 1S 219Gl 514 529G ASA. [ASor4] s144[2
Rl 5[ el YAl AA Al 21d & e €25 14l
2518 srauMl wd . [l s1d+lY dval oug sid+iyq (Aol €35
Qo 218 92 5l N2 A €35 sl MlA Heof dlS Hus
50l ASA 2 ded 4oy JAd  s18lEd u9 sg AL,

S1AYHT AHldre suotdl : -

S48 [Qodl Altal uSdl, [Mysd sidaly-2515e4 Yldid “ulddl-u
Us1z Ad URRIA ag AL, s (AlSa-l]l sl it w2 [l siqex)
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Gualol 531 us 9. yg sel, sid-lyMl 1Al ol HA ¢ld ¢ :

1. 2o qloneS d-dl arRlvt 21+ 44y

2. [AlEo140 Guladciv 1Ml AHY 2161%R US>
3. dlgla waar 290G (RS sid-l440 guLiil.
4. st 35 (Ao doldd [(qefdl 74 5 —

o ugluvl sia 430 2uq HHd YAl
o ouHl Yol dlal

o uitd ulRwuHl

o 1512 v vqdlsR

o 4l w2l

o 2] ossel qARlvl e dHY

e Al Yl

S1dAYl Yl -

MINUTES OF THE SEVENTH MEETING OF THE
LIBRARY COMMITTEE HELD ON FRIDAY THE 20™
MARCH, 2020 AT 3.00 P.M. IN CONFERENCE HALL,
BABASAHEB AMBEDKAR OPEN UNIVERSITY,
AHMEDABAD

The Seventh Meeting of the Library Committee was convened on Friday,
20™ March, 2020 at 3.00 p.m. in the Conference Hall, BAOU under the
Chairperson of Vice-Chancellor Prof. X,Y.Z.

Member presents :

Registrar Member

Financial Officer Member

Head of Dept. Dept. of Hindi

Head of Dept. Dept. of History

Head of Dept. Dept. of English

Head of Dept. Dept. of Gujarati

Head of Dept. Dept. of Library Science

&
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Librarian Secretary
Member Absent
President U.G. Student Member

Minutes of the 7™ Meeting of the Library Committee

Date : 20" March 2020

Time : 3.00 p.m.

Venue :

Conference Hall, BAOU, Ahmedabad.

A list of Members who attended the meeting of Library Committee and

those who sought leave of absence is appended.

The Chairperson welcomes the members of the 7" Meeting of Library

Committee of the BAOU Central Library and requested the member

secretary to proceed with agenda.

Agenda further discussion :

A

Discussion Items

A.l

Confirmation of Minutes To Confirm the minutes of the 6"
Meeting of the Library Committee held on 5" August 2019.
Chairperson noted that last library Committee meeting was
held inAugust, 2019. The minutes of the Sixth Meeting of
the Library Committee held on 5™ August,2019 was
confirmed.

(Action : Librarian)

A.2.

Report of Expenditure

A2.1

A22
30

Report of expenditure incurred on plan budget (books and
journals) for the year2018-19 was approved. It was approved
after discussion. Finance Officer noted some discrepancies
in the Expenditure statement of current financial year.

(Action: Librarian)

Report on the expenditure incurred on Book Bank Scheme
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and other funds for the year 2018-19 was approved. It
was approved after discussion. Finance Officer noted some
discrepancies in the Expenditure statement of current financial
year.

(Action : Librarian)

A3.

Proposal for E-books procurement. The member secretary
proposed the needFor a policy for procurement of e-
books. Chairperson advised librarian to select e-books
and e-journals with perpetual access. He/She also suggestged
that library may conduct a session for the library committee
members on various publishing models of e-books by
invitingmajor publishers. This will help in evolving an e-
book procurement policy forthe BAO university Library.

(Action : Librarian)

A4

Databases and Software purchased directly by
departments. There are departments which procure or
subscribe for software and databases used exclusively by
them. It was suggested that such purchases be made by
the library and make it Available to the entire campus
network.

(Action : Librarian)

AS

Uploading the Minutes of the Meeting of Library
Committee on UniversityWebsite.

It was decided to upload the minutes of the committee
meeting on the university Website based on the request of
Prof. X.Y.Z.

(Action : Librarian)

A6

Pattern of Funds allocation to various departments. There
was discussion on the pattern of funds allocation to various
departments in the case of purchase of books and journals.
Members secretary explained that present allocation of based
on a formula Developed by Prof. X.Y.Z. of Library Science
Department.

(Action : Librarian)

J1
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A7 Other Items

A7.1 Intimation of Receipt of ordered books

It was also decided that intimation regarding receipt of
books recommended by Faculty should be informed to
the concerned faculty or heads of departments. (Action:
Librarian)

A.7.2. Cataloguingh of Sanskrit books

The representative of Sanskrit department has agreed to
help in the cataloguing Of Sanskrit books available in the
library. (Action : Librarian)

A.7.3 Installation of scanner in the library

Member Secretary informed the committee about the
procurement and installation of a book scanner in the library
purchased by IQAC, BAOU University.

A.7.4 Proposal of establishing “Learning Commons” in the
library

The member secretary proposed to establish “Learning
commons” in the library, He/She also made presentation
on “Learning Commons” of the library which was
Unanimously appreciated and suggested that Detailed Project
Report may be Prepared and presented in the next library
committee meeting. (Action : Librarian)

The meeting ended at 5.30 p.m. with thanks to the chair.

Sd/-
(Dr. X.Y.Z.)
University Librarian and

Member Secretary

Sd/-
(Prof. X.Y.Z.)

Vice-Chancellor

I
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13.3. vE@{siv (Vocabulary) :

A(d[Rs UzAAGSIRH[ dURIAL 52Als AL F-d YRR Yol
Hed 5 Yol WRMH, Sl He, [Qed] qe A Ustal HdHl dUH 214
9. 2l ylmeHl ialRs uznydsiz sl qvid 14 »udear [Aldy waoe

3la-l GuAloel]l 15125 Sl U 53] U514 9.

Opening/Greeting Apology Requests Ending/ComplimentaryClose
to the kind we apologize asper always at
attention of again for yourrequest your service
the aim of this letter we apologize for asrequested awaitinhg your reply
we wish toinformyou that we apologize for the delay please allow us bestregards
inreply to your letter we apologize for the mistake please sendus ourkindestregards
following your wearesorrytohaveto please sendus to look forward to/looking
yourinstructions forwardto anearly reply
instruction weare sorry o Informyou would you please lefus have we look forward to your kind reply
we mustapologize would you please letus know looking forward to hearing from you
we apologize for yourequested wethank youin
we apologize for the delay yousentus we thank youin Advance

dHiRl woila asiA :

3. Gurisa aceeisiaql Guula 3 dwadHl »uda §ds2ils
wlcdl HsdA s WE Aywdd s [Adlaal us qui.

A4 - 1. A A wouIHl dHIRL el vl

2. dHIRl yaier Ylaenl daui 2udd yaor 08 A5l

I3I



du $l9¢y (The Writting Skills)
4. 14 2uya qsgi-l aud (@Al sl qui.

Word Opposite

Ambiguity

Beginning

Collective

Concise

Concrete

Courteous
Faithful
Objective

Optimum

Particular

Permanent

Persuade

13.4. cusem Gyalol (Use Grammar) :

UL QSIRM] Y50 GUHIOL Q4R Al A €9. HIsQML [N,
[3a1 [Qaus dyy syl Guylor yzieidsiR4l 54 Jd 530 usid d-l
MYl 2l Hdel ©9 ¥ 2l MG €.

Adjective | Use Adverb Use Phrase Use
Dear In front of herewith Official Yours Atthe end of a formal letter
someone’s and legal before yourname
Name document
Dearest In front of Yours Before yourname as away of
the name of Sincerely Ending a formal letter
someone
youlove
Bestwishes As afriendly way to ending a Letter to someone
you knowis Nota close friend.
Dear SirMadam Beginning a letter to a man/ Woman whose
name you do Notknow.

(Kindlbest)regards Ending a letter in a friendlyBut slightly formal
way.

Pleasefindenclosed Saying that you have sent Something with a

lefter.

Withreferenceto Inaletter ntointroduce the Subject that you are
going to Write about.

Yours faithfully Atthe end of the formal letter When you begin

with ‘Dear Sir/Madam’. When you give
Beginning with someone name Than you write
yourssincerely.

Y



HilRs uqsiI? : (Internal Correspondence)

13.5. 21209 (Summary) :

2wl YleHl w148 idRs Uzl el YEl USIRIAL A,
Ayl 2 2qzu qol dlvdl. ad W4l ved Y wd d sUul &g e
avaqyl 21d &9 Al 44%dl 4adl. sy RAl ¢ w4 dq 54 dd qvil
ustd dell daxydl Ml &9, sidYR R Aol [QlQy yerxl uR
AUl sl 4. & A 2d [9H] day ¢ pedll ly sidlyal 251
A 219 &9, A1 Al YK YAHqSIR dridl HIS QYR (ALY UoE
Sl AHY A58l QUYL $RAUHL 2ied] €9 drdl MYl ug 2yl
21d] 9.

13.6. a#1d] yould asiai-i Gl

(1) BAOU LIBRARY
Lib/Cir/200
Date : 23/06/2020

CIRCULAR
SUB : ORIENTATION PROGRAMME

An orientation programme on E-learning is going to be held from 5" July
to 7™ July 2020. Division heads of the Library may recommend names
of staff who would participate in the programme.

(X.Y.Z.)

Deputy Librarian.

Distribution :
1) All Heads of Divisions/Directors of Schools/Centres/Units/Cells
2) Director (RSD)/ All RDs
3) SPA to Registrar (Admn.)

2. %d M~ 5.
3. AUd UYL 53

4. [Qagiel 9ol

JY



duir slaey (The Writting Skills)

I€

Certainty
End
Individual
Elaborate
Vague
Impolite
Unsuccessful
Subjective
Least
Unspecific
Temporary

Diossuade
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