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yktíkrhf ÔÞðnkh  (Internal Correspondence)
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13.2.2  ÃkrhÃkºkku

13.2.3  {u{ku

13.2.4  fkÞoMkqr[

13.2.5  fkÞoLkkUÄ

13.3 þçË¼tzku¤

13.4 ÔÞkfhýLkku WÃkÞkuøk

13.5 Mkkhktþ

13.6 ík{khe «økrík [fkMkkuLkk W¥khku

13.7 MktË¼kuo yLku rðþu»k ðkt[Lk

13.0 nuíkwyku (Objectives)

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

· ÞwrLkx{kt ykÃkýu MktMÚkk{kt Úkíkkt fux÷ktf yktíkrhf ÃkºkÔÞðnkhkuLke [[ko fheþwt.

· yktíkrhf ÃkºkÔÞðnkhLkkt «fkhku íku{s íkuLkk fkÞkuoLke Mk{sý {u¤ðeþwt. WËknhý
íkhefu Ãkºkku, ÃkrhÃkºkku, {u{ku, fkÞoMkqr[ yLku fkÞoLkkUÄ ðøkuhu.

· yk WÃkhkuõík ÃkºkÔÞðnkhLkk Lk{qLkkyku rðþu [[ko fheþwt.

· ÃkºkÔÞðnkh {kxu ÔÞkfhý íkÚkk þçË¼tzku¤Lkwt ðýoLk fheþwt.

13.1 «MíkkðLkk (Introduction)  :

yk ÞwrLkx{kt ykÃkýu yktíkrhf  ÃkºkÔÞðnkhLke [[ko fheþwtt. Ëhuf MktMÚkk{kt,
íku{Lkk fËLku æÞkLk{kt ÷eÄk ðøkh, yu f{o[kheyku{ktt yttËhkuytËh Úkíkku MktËuþkÔÞðnkh
yu rLkýkoÞf økýkÞ Au. MktMÚkk{kt  rð¼køkku rð¼køkku ðå[u, WÃkhe yrÄfkheyku yLku

yuf{
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÷u¾Lk fkiþÕÞ (The Writting Skills)

f{o[kheyku ðå[u MktMÚkk{kt yktíkrhf MktËuþkÔÞðnkh Úkíkkt òuðk {¤u Au. yu íku{Lke
MkV¤íkkLke [kðe Au. ÞwrLkðŠMkxe, fkì÷uòu íku{s Mfq÷ku{kt ykðk yktíkrhf ÃkºkÔÞðnkhku,
rðãkÚkeo,  rþûkfku íku{s Mk¥kkðk¤kyku MkkÚku Úkíkk òuðk {¤u Au. yktíkrhf ÃkºkÔÞðnkhLkk
fux÷kf «fkhku íku{s íkuLkkt fkÞkuoLke Mk{s yk ÞwrLkx{ktÚke {u¤ðeþwt. ÃkºkÔÞðnkh {kxu
ðÃkhkíkk fux÷kf þçË¼tzku¤ íku{s ÃkºkÔÞðnkh {kxu ÔÞkfhýLkku WÃkÞkuøk ytøku Ãký
yk ÞwrLkx{kt [[ko fheþwt.

13.2 yktíkrhf ÃkºkÔÞðnkhLkk «fkhku  (Types of Internal Correspondence) :

÷u¾Lk îkhk yMkhfkhf heíku ðkík[eík fhðk {kxu ÞkuøÞ yLku MÃkü heíku
¼k»kkLkku WÃkÞkuøk fhðkLkwt {n¥ð Mk{S þfkÞ íkuðwt Au. ¼k»kkLkk WÃkÞkuøkÚke MktËuþku
{u¤ðLkkh ÔÞÂõík MktËuþku Mk{S þfu Au. yktíkrhf ÃkºkÔÞðnkh{kt Mkh¤ ¼k»kkLkku
WÃkÞkuøk fhðk{kt ykðu Au. fux÷kf yktíkrhf ÃkºkÔÞðnkhku MkttMÚkk{kt fu økútÚkk÷Þku{kt
ÃkkuíkkLkk WÃkÞkuøkfíkko MkkÚku Úkíkktt òuðk {¤u Au. økútÚkk÷ÞLkk yktíkrhf «íÞkÞLk {kxu
WÃkÞkuøk{kt ÷uuðkíkk ÃkºkÔÞðnkhLkk «fkhku yk {wsçk Au.

1. Ãkºkku

2. ÃkrhÃkºkku

3. {u{ku

4. fkÞoMkqr[

5. fkÞoLkkUÄ

yk WÃkhkuõík «fkhkuLke rðøkíku [[ko fheþwt.

13.2.1.  Ãkºkku (Letters) :

yuf ÔÞÂõík çkeS ÔÞÂõíkLku ÷ur¾ík MðYÃkuu fkuE MktËuþku fkuE {kæÞ{ îkhk
ÃknkU[kzu íkuLku ‘Ãkºk’ fnuðk{kt ykðu Au. ÃkºkLkwt MðYÃk çku «fkhLkwt Au yuuf ykiÃk[krhf
yLku çkeswt, yLkkiÃk[krhf. yk WÃkhktík íku{kt {krníkeLkku Mktøkún yLku «íÞkÞLk Ãký
òuðk {¤u Au. Ãkºk ÷u¾Lk yu EríknkMk fk¤ ËhBÞkLk ÷u¾Lk «ríkr÷rÃkLke yuf f¤k

íkhefu ¼køk ¼sðu Au.

ÃkºkLkk ¼køkku :

Mkk{kLÞ heíku ÃkºkLke ytËh Mkkík swËk swËk ¼køkku ykðu÷kt Au su yk «{kýu Au.

1. The Headings

2. Date

3. Address of Receipient

4. Saluatation

5. Body
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6. Complimentary Close

7. Signature

Ãkºk ÷u¾Lk {kxuLke fux÷ef {køkoËŠþfkyku :

yMkhfkhf Ãkºk yu Lke[u sýkÔÞk «{kýuLke økwýð¥kk Ähkðíkku nkuÞ Au. su yk «{kýu

Auu su{kt 8 'C' òuðk {¤u Au.

1. Clearness (MÃk»xíkk) : Ãkºk{kt yÚkoÃkqýo þçËkuLku fk¤SÃkqðof ÃkMktË fhðk

òuEyu íku{s ÃkºkLke ytËh ykðu÷ ðMíkw Mkk{økúe ¾wçk s MÃkü nkuðe òuEyu
suÚke ðkt[Lkkh íkuLku Mknu÷kEÚke ðkt[e þfu.

2. Correctness (yLkwfq¤) : Ãkºk ÷¾ðk {kxu su ¼k»kkLkku WÃkÞkuøk ÔÞkfhý
Mkneík fhðku òuEyu yLku ¼k»kk ÞkuøÞ nkuðe òuEyu suÚke ðkt[Lkkh íkuLku
Mkh¤íkkÚke Mk{S þfu.

3. Completeness (MktÃkqýoíkk) : ÃkºkLke ytËh ðkt[LkkhLku òuEíke çkÄe s
{krníke suðe fu íkÚÞ, zuxk ðøkuhu {krníkeLkku Mk{kðuþ fhðku òuEyu suÚke
ðkt[Lkkh Mk{økú {krníkeÚke ðkfuV ÚkE þfu.

4. Conciseness (MktrûkÃíkíkk) : Ãkºk nt{uþk MktrûkÃík nkuðku òuEyu. Ãkºk{kt
r¢ÞkÃkËkuLke søÞkyu çknw s ykuAk yuðk yMkhfkhf þçËkuLkku WÃkÞkuøk fhðku
òuEyu. Ãkºk{kt þçËku fu ðkõÞkuLkwt ÃkwLkhkðíkoLk Lk nkuðwt òuEyu yLku {kºk
MkçktrÄík {krníkeLkku WÃkÞkuøk Ãkºk{kt fhðku òuEyu.

5. Considerate (rð[khþe÷) : ðkt[LkkhLku æÞkLk{kt hk¾eLku Ãkºk ÷¾ðku òuEyu.
íku{kt íkuLke ÷køkýeyku, «&™ku yLku VrhÞkËku ðøkuhu Mkk{u÷ nkuðe òuEyu.

6. Coherence (MkwMktøkíkíkk) : su rð»kÞLku yLkwYÃk Ãkºk ÷¾ðk{kt ykÔÞku Au
íku rð»kÞLku yLkwYÃk Ãkºk MkwMktøkík nkuðku òuEyu.

7. Courtesy (rðLkÞ) : ÃkºkLke þYykík{kt ykËh yLku {kLk íku{s ÃkºkLkk
ytíku Ãký {kLk MkL{kLk ò¤ððwt òuEyu Ãkºk nt{uþk rðLkÞÃkqðof ÷¾ðku
òuEyu MkkÚku íku{kt {kLk yLku MkL{kLk ò¤ððwt òuEyu.

8. Creativeness (MksoLkkí{fíkk) : Ãkºk ÷¾LkkhLke MksoLkþe÷íkk Ãkºk{kt òuðk
{¤u Au. yux÷u fu Ãkºk{kt MksoLkkí{fíkk nkuðe sYhe Au.

ÃkºkLkku Lk{qLkku :-

Mkk{kLÞ heíku økútÚkk÷Þ{kt fux÷kf Ãkºkku rðãkÚkeo íku{s rþûkfku {kxu økútÚkk÷ÞLkk
ðÃkhkþ íku{s økútÚkk÷Þ{kt ykÃkðk{kt ykðíke Mkuðk {kxu ÃkºkÔÞðnkh fhðk{kt ykðu Au
suLkk Lk{qLkkyku yk «{kýu Au :

yktíkrhf ÔÞðnkh :  (Internal Correspondence)
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BABA SAHEB AMBEDKAR OPEN UNIVERSITY

Ahmedabad

To, Date : 2nd May, 2020

Mr. X, Y, Z.

Address Line 1

Address Line 2

Ahmedabad

Dear Student

Sub : Return the college library book(s)

You are  requested to return the following book(s) of the college library

immediately. Please note that, if you do not return the library book(s) in

time your university mark sheet will be with held and you will be fined

as per the rules.

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

Sr. Title Author

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

Thanking you,

Yours faithfully.

(X.Y.Z)

Librarian

13.2.2  ÃkrhÃkºk (Cirtulation)

ÃkrhÃkºk yu ykð~ÞfYÃku yuf Ãkºk Au fu su{kt fux÷ef {n¥ðÃkqýo {krníke
Mkk{u÷ nkuÞ Au su {kuxe MktÏÞk{kt ÷kufkuLkuu ðnU[ðk{kt ykðu Au. WËknhý íkhefu ík{khu
fkuE r{rxtøk {kxu yk¾k rð¼køkLku yk{trºkík fhðkLkku nkuÞ íÞkhu, yÚkðk íkku økútÚkk÷Þ{kt
Mk{økú {kxu fkuE Mkq[Lkk ykÃkðkLke nkuÞ – yk nuíkwyku {kxu yuf ÃkrhÃkºk yu MktËuþkÔÞðnkhLkwt

yuf ©u»X {kæÞ{ çkLke þfu Au.
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ðÄw{kt, ÃkrhÃkºkku Ãký ònuhkíkLkk MkkÄLkku íkhefu WÃkÞkuøk{kt ÷uðkÞ Au. íku{kt
{kfu®xøk fhðk {kxuLke {krníke Mkk{u÷ ÚkE þfu Au íku yktíkh-rð¼køkeÞ MktËuþkÔÞðnkh,
ònuhkík yÚkðk ÔÞÂõíkøkík fkhýkuMkh nkuðe òuEyu. ÃkrhÃkºk nt{uþk {kuxe MktÏÞk{kt
MktðkËËkíkkyku MkwÄe ÃknkU[kzðku ykð~Þf Au. yk íkuLke yuf {n¥ðLke ÷kûkrýfíkk Au.

ÃkrhÃkºkLkwt MðYÃk :

ÃkrhÃkºk{kt Lke[u sýkÔÞk «{kýuLkwt {k¤¾wt òuðk {¤u Au.

· MktMÚkkLkku ÷uxhnuz

· MktËuþkLkwt yuf ðýoLkkí{f ÷uçk÷ fu Mkt¿kk su{kt yuf ÃkrhÃkºk Lktçkh Mkk{u÷
nkuÞ Au.

· íkkhe¾

· rð»kÞ ðkõÞ

· MktËuþkLkku xufMx

· {kuf÷LkkhLkwt Lkk{ yLku nkuÆku

ÃkrhÃkºkLkk VkÞËkyku :-

ÃkrhÃkºkLkk fux÷kf VkÞËkyku yk {wsçk Au :

· ÃkrhÃkºk yu ðkík[eík fhðk {kxuLke yuf ¾qçk s Mkh¤ yLku yMkhfkhf
{kæÞ{ Au íku [ku¬Mk yLku ÷ur¾ík nkuðkÚke, íku{kt økuhMk{sýLke ½ýe ykuAe
íkf hnuíke nkuÞ Au.

· ÃkrhÃkºk yu yufË{ MkMíkwt {kæÞ{ Au. íku MktÃkfo ÔÞðnkhLke yuf yMkhfkhf
heík Au.

· ÃkrhÃkºkkuÚke Mk{Þ çk[kðe þfkÞ Au. íku ¾qçk s {ÞkorËík Mk{Þ yLku rðþk¤
MktÏÞk{kt ÷kufku MkwÄe ÃknkU[u Au.

ÃkrhÃkºkLkku Lk{qLkku :

The following is a sample circular to inform employees about the revised

working hours of the BAOU Library.

BABASAHEB AMBEDKAR OPEN UNIVERSITY

Ahmedabad.

Circular No. : . . . .

20th February, 2020

Revised Working Hours

All Employees of BAOU Library,

yktíkrhf ÔÞðnkh :  (Internal Correspondence)
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This is to inform all employees that there will be a change in the working

hours of the library effective immediately. The revised working hour will

be as follows :

· Working Days :  Monday to Saturday (Except Holidays)

· Working Hours : 8.00 am to 6.30 pm (These hours will include

the one-hour lunch break)

All employees are requested to note these new and revised timing. The

timings are effective immediately from 2nd March 2020. Punctuality and

adherence to the new timings are requested. Repeated defaulters will

face action.  Please contact the Head of the Department for any queries

you may have.

ABC,

I/C. Registrar.

ík{khe «økrík [fkMkku

1. økútÚkk÷Þ{kt E÷ufxÙkurLkf ÷‹Lkøk {kxu yr¼{w¾íkk fkÞo¢{ h[ðk {kxuLkku ÃkrhÃkºk

÷¾ku.

LkkUÄ : 1. Lke[u ykÃku÷ søÞk{kt ík{khk sðkçkku ÷¾ku.

2. ík{khk sðkçk ÞwrLkxLkk ytíku ykÃku÷ sðkçk MkkÚku [fkMkku.

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

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

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

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

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

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

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

13.2.3. {u{ku (Memo) :

Mk¥kkðkh MktËuþkÔÞðnkh {kxu ½ýk çkÄk «fkhku yLku MkkÄLkku Au su Ëhuf
[ku¬Mk ÃkrhÂMÚkríkykuLku yLkwfq¤ nkuÞ Au. {u{kuÍ yktíkrhf MktËuþkÔÞðnkh ÷¾ðk{kt
ykðu Au su MktMÚkk fu ftÃkLkeLkk f{o[kheykuLku Lkeríkyku yLku fkÞoðkne {kxu Mk÷kn
ykÃku Au yÚkðk òý fhu Au. íkuyku Mkk{kLÞ heíku ykiÃk[krhf yLku Lkiríkf þi÷e{kt
MktÃkqýo heíku ÷¾kÞ Au Ãkhtíkw íkuLkwt MktrûkÃík MðYÃk nkuÞ Au. Mkk{kLÞ heíku íkuLkk {kxu
‘{u{kuhuLz{’ þçË «Þkusðk{kt ykðu Au. {u{ku þçË yu íkuLkwt xqtfwt YÃk Au.

{u{ku yux÷u þwt ?

{u{ku yu ÔÞðMkkÞLke ËwrLkÞk{kt Mk¥kkðkh MktËuþkÔÞðnkh{kt MkkiÚke ðÄw WÃkÞkuøk{kt
÷uðk{kt ykðíkk yuf {kæÞ{ Au. íkuLkku {wÏÞ nuíkw rh{kELzh íkhefu Mkuðk ykÃkðk

yÚkðk fux÷ef Mkq[Lkkyku ykÃkðkLkku Au. yk ÃkrhÃkºkku Mkk{qrnf MktËuþkÔÞðnkhLkwt yuf
MkkÄLk Au. yux÷u fu MktMÚkk{kt {kuxe MktÏÞk{kt ÷kufku MkkÚku ðkík[eík fhðk {kxu {u{kuLkku
WÃkÞkuøk fhu Au.

Mkk{kLÞ heíku, {u{ku yu Lke[u sýkðu÷ Ãkkt[ fkhýku{ktÚke fkuE yuf fkhý
{kxu ÷¾e þfkÞ :

· yuf rh{kELzh íkhefu

· fkuE ½xLkk yÚkðk MktòuøkkuLku «fkrþík fhðk {kxu

· ½xLkkLke økýíkhe fhðk

· fkuEÃký ðMíkwLkku Mk¥kkðkh hufkuzo hk¾ðk {kxu

· {krníke yÚkðk Mkq[Lkku ÃkMkkh fhðk {kxu

{u{kuLkk VkÞËkyku :

Lke[u sýkÔÞk «{kýu íkuLkk ½ýk VkÞËkyku òuðk {¤u Au.

· {u{ku yu Mkk{qrnf MktËuþkÔÞðnkhLke ¾qçk s yMkhfkhf {kæÞ{ Au yLkuu

íku{Lkwt «Mkkhý Ãký ¾qçk MkMíkwt Au.

· çkeòu VkÞËku yu íkuLke Mkh¤íkk Au íkuLku ÷¾ðk yLkuu Mk{sðk {kxu íku ¾qçk s

Mkh¤ Au.

· {u{ku MktrûkÃík{kt yLku {wÆk íkhV ð÷ý Ähkðu Au íku ½ýk ÷kufku MkwÄe ÃknkU[u

Au íkuÚke {u{kuÚke ¾qçk Mk{ÞLkku çk[kð fhe þfkÞ Au.

· rððkËLkk rfMMkk{kt {u{ku Ãkwhkðk íkhefu Ãký Mkuðk ykÃku Au.

yktíkrhf ÔÞðnkh :  (Internal Correspondence)
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{u{kuLkwt MðYÃk :

{uu{ku ÷¾ðk {kxuLkk fux÷kf ÃkøkrÚkÞkyku yk {wsçk Au :

1. {Úkk¤wt (Heading) : MktMÚkkLkwt Lkk{ yLku MkhLkk{k ÃkAe (su ÷uxhnuz Ãkh Au)

fuLÿ{kt Ãk]»XLkk xku[ Ãkh {u{ku yÚkðk {u{kuhuLz{ þçË ÷¾ðk{kt ykðu Au.

2. «kÃíkfíkko (Recipient) :  «kÃíkfíkkoykuLku ÞkuøÞ Vku{uox{ktt MktçkkuÄLk fhku.

WËknhý íkhefu, «rík, økútÚkk÷Þ rð¼køkLkk çkÄk f{o[kheyku.

3. ÷¾Lkkh  (Writer) : {u{ku ÷¾Lkkh ÔÞÂõíkLkwwt Lkk{ ÷¾ku, WËknhý -

«u»kf: ©e/©e{íke, yu.çke.Mke. økúttÚkk÷Þ rð¼køkLkku nuz.

4. ðÄkhkLkk «kÃíkfíkkoyku (Additional Recipients) : ðÄkhkLkk «kÃíkfíkkoyku

fu suyku {u{kuLke Lkf÷ «kÃík fhþu. y{u íku{Lku {u{ku{kt MktçkkuÄðk{kt ykðíkk
LkÚke yuðk yLÞ «kÃíkfíkkoyku.

5. íkkhe¾ (Date) :  {u{ku ÷¾ðkLke íkkhe¾ yu yuuf {n¥ðÃkqýo rðøkík Au
su{kt íkkhe¾ yLku ðkh Mkk{u÷ nkuðwt ykð~Þf Au.

6. rð»kÞ hu¾k (Subject Line) :  rð»kÞ hu¾k yu ðk[fLku {u{ku{ktLke {krníke
rðþu MktrûkÃík{kt rð[kh ykÃkþu. rð»kÞ hu¾k xqtfe, [kuõfMk yLku {wÆkMkhLke
nkuðe òuEyu. WËknhý íkhefu – rð»kÞ : økútÚkk÷Þ rð¼køkLkk ík{k{
f{o[kheykuLke çkuXf.

7. {u{kuLkku {wÏÞ ¼køk (The body of a memo) : yk ¼køk{kt çkÄe s
{krníke Mkk{u÷ nkuÞ Au. {u{ku{kt ykiÃk[krhf yr¼ðkËLk sYhe LkÚke. Võík
ykð~Þf {krníkeLku MÃk»xíkk yLku [kufMkkE MkkÚku «Mkkrhík fhðk{kt ykðu Au.
ytík{kt {wÆkLku VheÚke økkuXððku ykð~Þf Au yLku nfkhkí{f LkkUÄ Ãkh íku
Mk{kÃík Úkðku òuEyu.

8. «qVhez (Proofread) : ytíku, {u{ku {kuf÷íkkt Ãknu÷k íkuLku «qVhez fhðku
ykð~Þf Au.

{u{kuLkku Lk{qLkku :

Write a memo to the Library and Information Science Department asking

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

adopted.
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BABA SAHEB AMBEDKAR OPEN UNIVERSITY

Ahmedabad

MEMORANDUM

To: All Employees of the Library Science Department.

From : Mr. XYZ, Registrar

CC : Ms. ABC, HR Department

Date : 25th March, 2020

Subject :  Compulsory Training for the New Digital Library Software.

As you are all aware, we have recently adopted new digital library at

our University Library. The decision was taken to improve our library

digitized procedure and make it more time and cost efficient. A training

workshop will be held on 5th May, 2020 at 9 am to familiarize the staff

with the new software. This is done to make the transition between the

software as easy as possible.  All employees of the department are

required to attend.

13.2.4. fkÞoMkqr[ (Agenda) :

fkÞoMkqr[ yu yuf ËMíkkðus Au fu su{kt r{®xøk{kt ¼køk ÷uLkkhkykuLku su íku
rð»kÞLkk {wÆk Ãkh [[ko ÚkðkLke Au íkuLke Ãkqðo Mkq[Lkk ykÃkðk{kt ykðu Au. fkÞoMkqr[{kt
çkuXfku õÞkhu yLku õÞkt ÚkðkLke Au yLku íku{kt fkuý nksh hnuþu íkuLke ík{k{ MkçktrÄík
rðøkíkku ykÃkðk{kt ykðu Au. Mkk{kLÞ heíku íku{kt ynuðk÷ku Ãký òuzkÞu÷kt nkuÞ Au.

fkÞoMkqr[ Mkk{kLÞ heíku r{®xøkLke Mkq[Lkk MkkÚku {kuf÷ðk{kt ykðu Au. íku çkuXf{kt
[[ko ÚkLkkhk rð»kÞkuLke Mkqr[ Au.

fkÞoMkqr[Lkkt WÆuþku :

fkÞoMkqr[Lkk fux÷kf WÆuþku yk «{kýu Au.

· su rð»kÞku WÃkh [[ko fhðkLkk Au íkuuLkkÚke ¼køk ÷uLkkhkykuLku Ãkrhr[ík fhðk
yLku íkuLkk rðþu {wÆkyku Q¼k fhðkt.

· Mkn¼køkeyku ÃkkMkuÚke Ãkqðot-¿kkLkLke fux÷e yÃkuûkk hk¾ðk{ktt ykðu Au íku Mkq[ðu
Au.

yktíkrhf ÔÞðnkh :  (Internal Correspondence)
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· Mkn¼køkeyku çkuXf{kt fuðk Ãkrhýk{Lke yÃkuûkk hk¾þu íku Mkq[ðu Au.

fkÞoMkqr[Lke ÷kûkrýfíkkyku :

fkÞoMkqr[Lke MkwrðÄkyku Lke[u {wsçk sýkðe þfkÞ Au.

· Mkk{kLÞ heíku r{®xøkLke Mkq[Lkk MkkÚku fkÞoMkqr[ {kuf÷ðk{kt ykðu Au.

· fkÞoMkqr[ yu Mk¼kLkk fÂLðLkhLke Mkne Ãknu÷kt yÚkðk ÃkAe ytík{kt ÷¾ðk{kt
ykðu Au.

· fkÞoMkqr[ íkuLkkt {n¥ð yLkwMkkh ytík{kt økkuXðkÞ Au.

· fkÞoMkqr[Lkkt ytík{kt rððkËkMÃkË rð»kÞku ÷¾ðk òuEyu.

· fkÞoMkqr[{kt Mkk{u÷ {wÆkyku Wå[ Mkr[ð yÚkðk Mk¼kLkk fÂLðLkhLke Mk÷kn
MkkÚku Mkr[ð îkhk Lk¬e fhðk{kt ykðu Au.

· fkÞoMkqr[ xqtfe Ãkhtíkw MÃkü heíku ÷¾kÞu÷e nkuÞ Au.

fkÞoMkqr[Lkwt {n¥ð yÚkðk ykð~Þfíkkyku :

fkÞoMk]q[eyu MkÇÞkuLke çkuXf{kt [[ko fhðkLkk MÃkü rð»kÞku Au. fkuE Ãký fkÞoMkqr[Lkk
{n¥ðLku yðøkýe þfkÞ Lknª. fkÞoMkqr[Lke ykð~Þfíkk yÚkðk {n¥ð Lke[u {wsçk
Au :

· fkÞoMkqr[ yøkkWÚke ðnU[ðk{kt ykðíke nkuðkÚke, Mkr{rík yÚkðk r{®xøkLkk
MkÇÞku rð»kÞkuLke Mk[kux [[ko fhðk {kxu íkiÞkh fhe þfu Au.

· fkÞoMkqr[ íkkfeËu rLkýoÞ ÷uðk{kt {ËËYÃk çkLku Au.

· fkÞoMkqr[Lkku ¢{ rLkÄkorhík nkuðkÚke, íku  yæÞûkLku {exªøk Mkh¤íkkÚke Mkt[kr÷ík
fhðk{kt {ËË fhu Au.

· fkÞoMkqr[yu r{®xøk{kt [[ko fhðk{kt ykðíkk ík{k{ {wÆkykuLku ykðhe ÷uðkLke
¾kíkhe ykÃku Au.

· fkÞoMkqr[yu r{®xøk{kt rçkLksYhe ðkíkkuLku rLkÞtrºkík fhðk{kt {ËËYÃk çkLku Au.

· fkÞoMkqr[yu r{®xøkLkk r{rLkxTMk yLku Xhkð ÷¾ðk{kt {ËËYÃk çkLku Au.
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fkÞoMkqr[Lkku Lk{wLkku :-

BABASAHEBN AMBEDKAR OPEN UNIVERSITY

Ahmedabad

7th Meetings of Library Science Department

Date : 20th March 2020

Place : Conference Hall, BAOU

AGENDA :

1. Confirmation of Minutes

2. Report of Expenditure

3. Proposal for e-books procurement

4. Databases and software purchased directly by department.

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

University Website.

6. Patern of Funds allocation to various departments.

7. Other Items :

·  Intimation of receipt of ordered books

·  Cataloguing of Sanskrit books

·  Installation of scanner in the library

·  Proposal of establishing “Learning Commons” in the Library.

ík{khe «økrík [fkMkku :

2. WÃkhkuõík Lk{qLkk «{kýuLke fkÞoMkqr[ yLkwMkkh økútÚkk÷Þ{kt E÷ufxÙkurLkf
Mkúkuíkku ¾heËðk {kxuLke yuf fkÞoMkqr[ çkLkkðku.

LkkUÄ : 1. Lke[u ykÃku÷ søÞk{kt ík{khk sðkçkku ÷¾ku :

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

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

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

yktíkrhf ÔÞðnkh :  (Internal Correspondence)
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...................................................................

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

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

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

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

13.2.5  fkÞoLkkUÄ (Minutes) :

fkÞoLkkUÄ yux÷u þwt ?

{erxttøkLke fkÞoLkkuUÄ yu yuf ykðe LkkutÄ Au su{kt r{®xøk Ëhr{ÞkLk hufkuzoLku
LkkUÄðk{kt ykðu Au. íku{kt [[ko fhðk{ktt ykðu÷k {wÏÞ {wÆkyku, Mkq[Lkku yÚkðk {ík
{ttíkÔÞku, yLku nkÚk ÄhkÞu÷e «ð]r¥kyku «fkrþík fhðk{kt ykðu Au. r{®xøkLke fkÞoLkkUÄ
Mkk{kLÞ heíku sqÚkLkk rLkÞwõík fhu÷kt MkÇÞ îkhk ÷uðk{kt ykðu Au. yLku íku r{®xøk
Ëhr{ÞkLk þwt çkLÞwt íkuLkku Mk[kux hufkuzo «ËkLk fhu Au.

fkÞoLkkUÄLku ™kutÄðk {kxuLkk Ãkøk÷kyku :-

· Ãkqðo ykÞkusLk

· hufkuzo ÷uðkLkwt

· fkÞoLkkutÄ ÷¾ðe yÚkðk r÷rÃkÞktíkh fhðwt.

· r{®xøkLke fkÞoLkkUÄ þuh fhðe.

· ¼rð»Þ{kt MktË¼o {kxu fkÞoLkkUÄLkku Mkttøkún yÚkðk VkE®÷øk fhðwt.

òu {erxøkLkwt ykÞkusLk yøkkWÚke Mkkhe heíku fhðk{kt ykðu íkku, fkÞoLkkUÄku
÷uðkLkwt ¾qçk Mkh¤ çkLkþuu. yæÞûk yLku Mku¢uxhe yÚkðk fkÞoLkkUÄ- hufkuzohLku {¤eLku
r{®xøkLke fkÞoMkqr[ Lk¬e fhðk {kxu yøkkWÚke fk{ fhðwt òuEyu. r{®xøk{ktt fkÞoMkqr[
yLkwMkkh fhðk{kt ykðu÷k {wÆkykuLke [[koLku LkkuttÄðk{kt ykðu Au yLku Ëhuf fkÞoLkkUÄ
hufkuzo fhðk{kt ykðu Au. r{®xøkLke fkÞoLkkUÄ ÷ÏÞk çkkË fkÞoLkkUÄLku r{®xøkLkkt Ëhuf
{uBçkMko MkkÚku þuh fhðe òuEyu yLku Ëhuf fkÞoLkkUÄLku ¼rð»ÞLkk MktË¼o íkhefu Mktøkún

fhðku òuEyu yLku íkuLku ÞkuøÞ heíku  VkE®÷øk Ãký fhðwt òuEyu.

fkÞoLkkutÄ{kt Mk{krð»x çkkçkíkku : -

fkuEÃký rðøkíkku LkkUÄíkk Ãknu÷kt, rLkÞwõík fkÞoLkkUÄ-hufkuzohLku ÃkkuíkkLku {krníkeLkk
«fkh MkkÚku Ãkrhr[ík Úkðwt òuEyu. fr{xe r{®xøkLke fkÞoLkkUÄku LkkUÄðk {kxu rðrþ»x Vku{uoxLkku
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WÃkÞkuøk fhe þfu Au. Ãkhtíkw yuftËhu, fkÞoLkkUÄ{ktt Lke[uLke çkkçkíkku Mkk{u÷ nkuÞ Au :

1. r{®xøk ÞkuòE íkuLke íkkhe¾ yLku Mk{Þ

2. r{®xøk{kt WÃkÂMÚkíkkuLkk Lkk{ku íku{s økuhnksh Mkn¼køkeyku

3. Mðef]rík yÚkðk yøkkWLkk r{®xøk fkÞoLkkUÄ{kt MkwÄkhkyku.

4. fkÞoMkqr[Lke Ëhuf rðøkík MkçktrÄík rLkýoÞku su{ fu –

·  «ð]r¥kyku nkÚk Ähe yÚkðk Mkt{ík ÚkÞk

·  ykøkk{e Ãkøk÷kt ÷eÄkt

·  «kÃík Ãkrhýk{ku

·  Mðefkh yLku yMðefkh

·  Lkðe ÞkusLkkyku

·  ykøkk{e çkuXfLke íkkhe¾ yLku Mk{Þ

·  yæÞûk MkkÚkuLke hsqykík

fkÞoLkkUÄLkku Lk{qLkku :-

MINUTES OF THE SEVENTH MEETING OF THE

LIBRARY COMMITTEE HELD ON FRIDAY THE 20TH

MARCH, 2020 AT 3.00 P.M. IN CONFERENCE HALL,

BABASAHEB AMBEDKAR OPEN UNIVERSITY,

AHMEDABAD

The  Seventh Meeting of the Library Committee was convened on Friday,

20th March, 2020 at 3.00 p.m. in the Conference Hall, BAOU under the

Chairperson of Vice-Chancellor Prof. X,Y.Z.

Member presents :

Registrar Member

Financial Officer Member

Head of Dept. Dept. of Hindi

Head of Dept. Dept. of History

Head of Dept. Dept. of English

Head of Dept. Dept. of Gujarati

Head of Dept. Dept. of Library Science

yktíkrhf ÔÞðnkh :  (Internal Correspondence)
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Librarian Secretary

Member Absent

President U.G. Student Member

Minutes of the 7th Meeting of the Library Committee

Date : 20th March 2020

Time : 3.00 p.m.

Venue : Conference Hall, BAOU, Ahmedabad.

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

those who sought leave of absence is appended.

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

Committee of the BAOU Central Library and requested the member

secretary to proceed with agenda.

Agenda further discussion :

A Discussion Items

A.1 Confirmation of Minutes To Confirm the minutes of the 6th

Meeting of the Library Committee held on 5th August 2019.

Chairperson noted that last library Committee meeting was

held inAugust, 2019. The minutes of the Sixth Meeting of

the Library Committee held on 5th August,2019 was

confirmed.

(Action : Librarian)

A.2. Report of Expenditure

A.2.1 Report of expenditure incurred on plan budget (books and

journals) for the year2018-19 was approved. It was approved

after discussion. Finance Officer noted some discrepancies

in the Expenditure statement of current financial year.

(Action: Librarian)

A.2.2 Report on the expenditure incurred on Book Bank Scheme
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and other funds for the year 2018-19 was approved. It

was approved after discussion. Finance Officer noted some

discrepancies in the Expenditure statement of current financial

year.

(Action : Librarian)

A.3. Proposal for E-books procurement. The member secretary

proposed the needFor a policy for procurement of e-

books. Chairperson advised librarian to select e-books

and e-journals with perpetual access. He/She also suggestged

that library may conduct a session for the library committee

members on various publishing models of e-books by

invitingmajor publishers. This will help in evolving an e-

book procurement policy forthe BAO university Library.

(Action : Librarian)

A.4 Databases and Software purchased directly by

departments. There are departments which procure or

subscribe for software and databases used exclusively by

them. It was suggested that such purchases be made by

the library and make it Available to the entire campus

network.

(Action : Librarian)

A.5 Uploading the Minutes of the Meeting of Library

Committee on UniversityWebsite.

It was decided to upload the minutes of the committee

meeting on the university Website based on the request of

Prof. X.Y.Z.

(Action : Librarian)

A.6 Pattern of Funds allocation to various departments. There

was discussion on the pattern of funds allocation to various

departments in the case of purchase of books and journals.

Members secretary explained that present allocation of based

on a formula Developed by Prof. X.Y.Z. of Library Science

Department.

(Action : Librarian)

yktíkrhf ÔÞðnkh :  (Internal Correspondence)
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A.7 Other Items

A.7.1 Intimation of Receipt of ordered books

It was also decided that intimation regarding receipt of

books recommended by Faculty should be informed to

the concerned faculty or heads of departments. (Action:

Librarian)

A.7.2. Cataloguingh of Sanskrit books

The representative of Sanskrit department has agreed to

help in the cataloguing Of Sanskrit books available in the

library. (Action : Librarian)

A.7.3 Installation of scanner in the library

Member Secretary informed the committee about the

procurement and installation of a book scanner in the library

purchased by IQAC, BAOU University.

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

library

The member secretary proposed to establish “Learning

commons” in the library, He/She also made presentation

on “Learning Commons” of the library which was

Unanimously appreciated and suggested that Detailed Project

Report may be Prepared and presented in the next library

committee meeting. (Action : Librarian)

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

Sd/-

(Dr. X.Y.Z.)

University Librarian and

Member Secretary

Sd/-

(Prof. X.Y.Z.)

Vice-Chancellor
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13.3.  þçË¼tzku¤ (Vocabulary) :

yktíkrhf ÃkºkÔÞðnkh{kt ðÃkhkíkk fux÷ktf þçË¼tzku¤ su-íku ÃkrhÂMÚkrík {wsçk
yux÷u fu ÃkºkLkk «kht¼{ktt, {kVe {kxu, rðLktíke {kxu yLku ÃkºkLkk ytík{ktt ÷uðk{kt ykðu
Au. yk ÞwrLkx{kt yktíkrhf ÃkºkÔÞðnkh fhíke ð¾íku Lke[u ykÃku÷k rðrðÄ þçË
¼tzku¤Lkk WÃkÞkuøkÚke yMkhfkhf {krníke «íÞkÞLk fhe þfkÞ Au.

Opening/Greeting Apology Requests Ending/ComplimentaryClose

to the kind we apologize as per                         always at

      attention of  again for  your request your  service

the aim of this letter we apologize for as requested awaitinhg your reply

we wish to informyou that we apologize for the delay please allow us best regards

in reply to your letter we apologize for the mistake please send us our kindest regards

following your we are sorry to have to please send us                     to look forward to/looking

your instructions                       forwardto anearly reply

instruction we are sorry to Inform you would you please letus have we look forward to your kind reply

we must apologize would you please letus know looking forward to hearing from you

we apologize for you requested we thank you in

we apologize for the delay you sent us we thank you in Advance

ík{khe «økrík [fkMkku :

3. WÃkhkuõík þçË¼tzku¤Lkku WÃkÞkuøk fhe økútÚkk÷Þ{kt ykðu÷ E÷ufxÙkurLkf

sLkoÕMk yufMkuMk fhðk {kxu økúttÚkÃkk÷Lku yuf rðLktíke¼Þkuo Ãkºk ÷¾ku.

LkkUÄ :- 1.  Lke[u ykÃku÷ søÞk{kt ík{khk sðkçkku ÷¾ku.

h. ík{khku sðkçk ÞwrLkxLkk ytík{kt ykÃku÷ sðkçk MkkÚku [fkMkku.

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

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

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

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

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

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

yktíkrhf ÔÞðnkh :  (Internal Correspondence)
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4. Lke[u ykÃku÷ þçËkuLke Mkk{u rðhkuÄkÚkeo þçËku ÷¾ku.

Word Opposite

Ambiguity

Beginning

Collective

Concise

Concrete

Courteous

Faithful

Objective

Optimum

Particular

Permanent

Persuade

13.4.  ÔÞkfhýLkku WÃkÞkuøk  (Use Grammar) :

ÃkºkÔÞðnkh{kt ÔÞkfhýLkku WÃkÞkuøk ðÄkhu òuðk {¤u Au. ÔÞkfhý{kt rðþu»ký,
r¢Þk rðþu»ký íku{s þçËMk{qnLkku WÃkÞkuøk ÃkºkÔÞðnkh{kt fuðe heíkuu fhe þfkÞ íkuLke
Mk{sqíke ykÃkðk{kt ykðu÷e Au su yk «{kýu Au.

Adjective Use Adverb Use Phrase Use

Dear In front of herewith Official Yours At the end of a formal letter

someone’s and legal before your name

Name document

Dearest In front of Yours Before your name as a way of

the name  of Sincerely Ending a formal letter

someone

you love

Best wishes As a friendly way to ending a Letter to someone

you know is Not a close friend.

Dear Sir/Madam Beginning a letter to a man/ Woman whose

name you do Not know.

(Kind/best)regards Ending a letter in a friendlyBut slightly formal

way.

Pleasefindenclosed Saying that you have sent Something with a

letter.

With referenceto In a letter nto introduce the Subject that you are

going to Write about.

Yours faithfully At the end of the formal letter When you begin

with ‘Dear Sir/Madam’.  When you give

Beginning with someone name Than you write

yours sincerely.
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13.5.  Mkkhktþ (Summary) :

yk ÞwrLkx{kt ykÃkýu yktíkrhf ÃkºkÔÞðnkhLkk swËkt swËkt «fkhkuLkk yÚko,
Mk{swíke yLku MðYÃk ðøkuhu þeÏÞk. ík{u {u{ku yux÷u þwt yLku íku fÚkk nuíkw yÚkuo
÷¾ðk{kt ykðu Au íkuLke Mk{sqíke {u¤ðe. fkÞoMkqr[Lkku yÚko yLku íkuLku fuðe heíku ÷¾e
þfkÞ íkuLke Mk{swíke ykÃke Au. fkÞoMkqr[Lkk ykÄkhu r{®xøk{kt rðrðÄ {wÆkyku Ãkh
[[ko fhðk{kt ykðu. Au yLku ytíku rLkýoÞku ÷uðkÞ Au suLke LkkUÄ fkÞoLkkUÄ{kt hufkuzo
fhðk{kt ykðu Au. MkkÚku yk ÞwrLkx{kt ÃkºkÔÞðnkh ÷¾ðk {kxu ðÃkhkíkk rðrðÄ þçË
¼tzku¤ íku{s ÔÞkfhýLkku WÃkÞkuøk fhðk{kt ykÔÞku Auu íkuLke Mk{swíke Ãký ykÃkðk{kt
ykðe Au.

13.6.  ík{khe «økrík [fkMkkuLkk W¥khku

(1) BAOU LIBRARY

Lib/Cir/200

Date : 23/06/2020

CIRCULAR

SUB : ORIENTATION PROGRAMME

An orientation programme on E-learning is going to be held from 5th July

to 7th July 2020. Division heads of the Library may recommend names

of staff who would participate in the programme.

(X.Y.Z.)

Deputy Librarian.

Distribution :

1) All Heads of Divisions/Directors of Schools/Centres/Units/Cells

2) Director (RSD)/ All RDs

3) SPA to Registrar (Admn.)

2.  òíku «ÞíLk fhku.

3.  òíku «ÞíLk fhku.

4.  rðÁØkÚkeo þçËku

yktíkrhf ÔÞðnkh :  (Internal Correspondence)



36

÷u¾Lk fkiþÕÞ (The Writting Skills)

Certainty

End

Individual

Elaborate

Vague

Impolite

Unsuccessful

Subjective

Least

Unspecific

Temporary

Diossuade
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3 Toppers. (2018, October 25). Circulars : Definition, Advantages,

Sasmples and Solved Question. Retrieved February 19, 2020,

from topper web site : https://www.toppr.com/guides/business-

correspondence-and-reporting/official-communication/circulars/

4. Unigoa.(2015.06). Minutres nof LC. Retrived February 20, 2020,
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