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do& &1 IS

$1fAFT /Introduction

Gupta, Sundaram and Ganeshan are having a discussion on the
facilitation of the meeting. A committee needs to be formed to conduct the
meeting. The place and list of the members of the meeting need to be
finalised. Guptaji suggests that the agenda and list of the members of the
meeting should be prepared today itself. Ganeshan assures that he will do
the needful within a day or so.

3¢42d/ Objective
A complex sentence using ‘& is called complement sentence used for
indirect speech etc.
SE FET R T HE B
38 qoT & el el 872

In Hindi the ‘% complement is used to talk of future events (advice,
suggestion etc.), in which case the complement takes a subjunctive verb.
| want to go.
A ST e gl
# w=rgar § 5 # S5
1 To be able to comprehend and use the complement for future
action/events.
2 To practice the use of words that take ‘f& complement.
3 Procedures related to formation of a committee.
4 To use technical terminology
Now you are going to study the lesson/main text of the lesson. lIts title
is "S&% FI A" (conduct of the meeting).

Synopsis
Under Secretary and Section Officers are having a discussion on the
facilitation of the meeting. A committee needs to be formed for this. The
place of meeting, list of the members and agenda of the meeting need to be
finalised today itself. Ganeshan assures that the needful will be done within
a day or so.



doF &1 IS

- GeIHA S, &1 3 |G (IRN) F T ISqHA' FT Bl olic 1S

g?

- 39 &feT, H BIge @R Idrar g1 # Araar g f e S el

eIl o?
(I HET A0RAA S FAY H YIUA I ¢1)

- 38T, IORET S| A 3 IR Jelred € arelm U1 Fifh A wiEa?

(IT.) A AT ISTHH ol Gt AT cile 3 ¢ T aga & &
AT YISTHHA el ¥ Yd 30 TG H Teh 96 ol off ST

- ¥5F° F A ¢ ?
- 39 A & 3d #A il 36Tl A & JYH Foalg H el diId TEHRT

aR* o At o W B

- AT @ §gd A g1 doh § I WA 1 A T A L gl
- g, §fAfa & Tod & @9y #H 9 Iga § 6 afafa # 10-12 Rwmiet

gerd gl [ th-ush & w@gFa s’ v 39 s’ o enfae
gl

- AU ged ¢ & 3@ @@fd # $o ael fAvg Rawad & o arfde

T ST

- &, TE 8% ¥ | 3% 3egoval g e g

- oerar § T afAfa & geEat fr gEar 20-25 g Srea|
- Il Sfl, AE Soh A AWAG Aglad H HEALTAT H @ gET Al 3O

FRATITT & TFAAT F&I'° F Ig AT & Fohelt FAifed q@T #FHT T
HIH TA T § oI T 3T A & 3Id do AT g e

- o TRufd & A gera § T dosh @ A fohdll 3 EEAT e

H o & fov garafaes 30 O @37 & o Jv|

- AT 3TOT gl HATT FaT & AU e § wRIEis JfUeRT S feoqolr

st o gt a7 R & & So% & Qv 39 A & =g alg
am@?ﬁlﬁwmmmmélﬁmé%éﬁﬁm
olel arel HeHdl T g qur femoi fawdt i FEgE" e & AR
F o fSad sl geeat &1 a77 |d gAd Har o1 ad|

- 8% g1 # aH aF gt f g 3R FRAE Al & fav s

tmnﬁsramél

- m%msﬁ,ﬁamé%mmmﬁﬁmw@aﬁwﬁmﬁﬁ

3T 8 @ & arfes 9N cIaeam IurAg e g o |



IO - S, H FFHolT H&T & TolT 3T & gAdfae JA¥eRT & feouolt form
o g 3R Ty foet & qf FRarg R M & BT TEId AT g |

qodr - Sk & | A TEar § B T @ w7 g’ @ S |

ORI T G A - 8 § |

erea1ei/Vocabulary
1. course 2. under secretary 3. meeting 4. official tour 5. formation of
committee 6. departmental 7. regional joint director 8. deputy director 9.
expert 10. conference room 11. agenda 12. approval 13. well In time 14. as
soon as possible

aer gaT

1 Pl T wEa dlic 315 8§72
Zé‘loqugdléaTri?r%"?

3 ofafa & fFasr aeeg g

4 Sa% fRadr 3reTeTar & grefr?

5 Yo TGl HRATS Dled IR I 87

Ot fecqufl/ (Grammatical Notes)

Word formation use of adjective from nouns such as :
nation TS  national RTSET

famer - famha IgAleT - AT
eget - ey IR - URfAwR

faar S CE e A - AT
epl ;=G WA - JUEAh

9gTaaret Usg/Synonyms

EITEA) - AAR HHTC - GcH
SelaEd - SdelH AT FAT - TlFATSIT HLAT
qaedT - ye, ufa - @ddH,
HISe - fAfRw

faels ersg/Antonyms
Jaer
IRH X 3d SIGEAT X 3(¥IEAT

|
7
.



sgTIoTe fecqoufl/Grammatical Note

(@) T H geia, facer, e, IegAfd, s, gTor, SHEET e & fow
THTCT ATTSTA Flel FT TAT I & | ST arFar H T, Sl & Ided &
IR aRafdd gielt &, folar & Igar o7 |

3aTeIUT:-
# argar § 3T ggf ]|
T GSI1T & 3 g8l Y|
A sToT § 3 o dgl S |
# g § gH Jgi oMu |
T IR & #H Igl a5 |
gg dgl v |

#A@% 31991 / Oral Practice
Oral practice helps you to retain what you have learnt and allows you to
speak the language in appropriate sentences. Practice the following:-

TYETITY 3199/Substitution excercise:-
FISSH & UGl P dgT HY AT TABT|
Substitute the word given in brackets and speak your sentences:-
1. # argdr g & 3meRr 3msf & ol X feam el
(aRT, 3regeer, HrETeT A9, 99)
2. AU HRY E & =l & # S
(a1, Thea, do@, Terem)
3. AU gHE ¢ fo AT AEw 1 TR v Fwl
(freifed, gfafagerd, HRiaFd, geled)
4. wisd H fAuer i FY dife Texdt T FIIr THT F & S Tkl
(FRaTS, Avg &1 AUROT, TFAcT HeT T TaTAT, TETAT H TIA,
do $r T s e
5. A gToT § & Ao aRd # WRIST GrAT S|
(@@, M, g, afera)
algU TUEIRi/Double substitution :-
XGifkd g T FEfaT IR 3WF HTAR IFT TAJT:-

Change the underlined words and make sentences:-

1. 39 #ad A g1 fe=r Srw |
(gepTeT) (3¢ =)
(H3h) (|TH =)

(TTA $ARC) (forrem)



(FheT) (Gefer)
2. AU gorE § T &) el Ao AT |

(39 afda) GIGRGISEIGEIGR:TC])

(3rR Efa) (@Rs Heraw fAGere A YHR GIYar)
(GEED) (&Fie FoTgT Te)

IEAREIBER (319Tel FHEIA S elle)

TATAIOT 373418/ Transformation
A & IER AT Qe 9w aFw :} qgfw
Transform the following sentences as per the model given:-
3eTexor - ot 3Ty FATeAr A Ig 3G AT
a3t arefierey FRTEAT F1 Ig JECA HAST FC |
FRATT ¥ TAF T N g AT |
T Hhed IS9T H JHMAT HIfAT |
A Telia g & Taséiaor AT |
Adstfaleh T WX fAIRe o AfFT |
JTdharfeal U Ha hRATS HITAT|

a bk~ wbd =

FISeH A QT T Fhd & YR W T dEial:-

Change the sentences with help of the words given in brackets:-

1. Toleg SN T eleatfad & 15 g1 (F aear € s )

2. d<d 98T H 91F g AT gl @FosTorg o )

3. 39 IYFd 39 HHS W IR wEN| (A7 30 & e )

4.  dcd GfATY 3eTel AE 39T HY RS HWN | (AT goa g o )
5. HHG §F Ul dr Jg el arg g Smwam| (3 A & o )

Rea wuml @ qfet Y Fill in the blanks:-

1. AT GATE I 58 T H S |
2. AT A g R MT AR™T T oo |
3. AW A § TR fACE el 6 H . |
4. ﬁméﬁ?mqﬂﬂ BT TCART. ..o, |
5. AU STOT & T TTU BT AToTHBM e |
"RI/Summary

$H 916 H I[Ccl, XA AT IORG & T §&eh HT Aol Ha & qaE
# 1T g W &l 9o geldil & v FfATT &7 6T e g1 dooh T U
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U FeEdt H FAr A JAH FT AT &1 ICASH T Folg & R S5k H HET oA
aTel HEEAT T FAT AT o & HRIGA AT § IR H o dr 0| o Teh
ar ot & Tl Fars qf e T 3mearEeT &

In this lesson you studied future events, advice, suggestions etc. in

which case the complement takes a subjunctive verb.
# @ =g g
# ot & 5 F @S
| want to eat
You also learnt two procedures related to formation of a committee, use
of technical terms.

fraTcH® *lereT /(Creative Writing)
fqearmeir geleifa afAfd & @t & 31ud FAerd A IHRAGT o A SR
IR |

Prepare an agenda of the meeting conducting in your office regarding D.P.C.

S Tt & 3w

1 77 9TeTshd delled e

2 T UIQTHA Sl @ qa/9EdT |
3 AE-I== "l

4  giIg #AQgley &I egetar #

5 el



qré / Lesson 22

s fadaor

sifA=T/Introduction

The lesson @& faT&ToT (Annual Inspection) is a dialogue between
a Section Officer Mr. Sharma and the Under Secretary. The Under Secretary
informs that in the meeting of the Section Officers it was decided to plan
inspection of all the sections. Before annual inspection all the pending
receipts must be disposed off and this time also the performance of the
section must be good.

Mr. Sharma informed the Under Secretary that the work load in the
section had considerably increased resulting in huge pendency of work in the
section. To cope with the increased quantum of the work, he proposed to
ask some Assistants to work extra hours for which they may be paid
overtime allowance. The Under Secretary did not sanction the O.T.A. in view
of Government policy and suggested granting compensatory leave instead.

Mr. Sharma pleaded that compensatory leave was not a solution to the
problem because the seat work of these employees would again pile-up for
the days on which they will go on compensatory leave. Convinced by this,
the Under Secretary reluctantly agreed to sanction O.T.A.

3¢42T/Objectives

This lesson apart from dealing with certain procedural matters contains
typical expressions useful in official noting and drafting. You will learn:-

i) Procedure related to inspection.

ii) To use Technical Terminology.

iii) The use of expressions, indications, probability.
3GTEIOT: i) BT Fehcl & foh 3 3MToT HE&aTerg S|

ii) el TET o & fF e ge S|

You will also learn how to use technical terms appropriately in your

office work.
Synopsis

The lesson is a dialogue between a Section Officer Mr. Sharma and the
Under Secretary. The Under Secretary informs that it was decided to plan
inspection of all sections. In order to ensure good performance pending
papers must be disposed off, Section officer informed the Under Secretary



that the work load in the section had increased. He proposed to pay
overtime allowance.

Now you are going to study the main body/text of the lesson, titled
'‘areh fA8eTor." It is about the procedure related to inspection in the offices.

g fAdator

WHﬁHﬁUﬂHHGﬁImg’m,mmmmlﬁm%mﬁé’rqw 2|
Fel 39 WG F T Tl emEn FAFRET 2 A Joh g M 38 Tg
footar forr arm 6 g 3rgemmar o7 aifds fadieror 3 Sl & e o
IR g™ 17 4 F Ave® & v @y yaw® fhe S| @3eTor #ir
FE T IR fRar Seem| gAR el & fadetor S fafy’ areh
fAfad =6 g5 ©1 & Fehem o 3Tel g7 AdeTor &7 Sl Ao anide
fAfeTor & 3T T FT fASUIES® TOT W &l A WA § 6 g
IR & 3geRr fsaTesT 3ot &l

Tgasl @ U & aR A H 9H T9° FAT R g 3T SeAd g1 § o regemar
# IoThe G H A TG 6 TS ¢ Jmafedi’® Hr e g o S
¢ fhg FaRdl & dew & W squa’ & gEfr a8 S B A
FfaRaFa’? gerget &1 FgfFa o1 AFaT Torar & S T

IR Tfa: 3k v g a8 & ghar F s @deror Qe sl A
3THTET HTASRY &, YR A FHHT gl fAshrel =1 TfgC]

Tgael  FH gFd H & ot T gedl usdl 81 34 & el A At ® wA
TGN ST Hehell § 3R Sofehl FHAR srar ' AR fohar ST Fehell
gl

3aX gfIa: Tgae Sff, 39 af TWHR Fi Aifa SIa & & | &I #=ar Agr ar

ST Fehell | 8T, 9faqwer g ° & o Tehcl § |

erearei/Vocabulary :

1. Under Secretary 2. branch officer 3. annual inspection 4. pending work 5.
disposal 6.special efforts 7. date 8. performance 9. discussion 10. receipts
11. ratio 12. extra/ additional 13. over time allowance 14. sanction

15. compensatory leave

arer gt
1. I arddrd fohet & ool & & 7 g W@ 87
2. 39 g9 & Jgr a@r IR fr dob F Far [ for =ar ar?

9



3. aif¥e fdeTor & fov fhg gepR & qd gy &1 S g2
4. wEAER s T A FAT A Y S FhAI?

HTIT-2

In the first part you read that Raghawan wants to call two persons on

overtime to complete pending work. The Under Secretary says that it is not

possible because of the Govt. policy. In this part we will see how they

solved the problem. Let us read the second part of the lesson.

EIdef

3} g
L S 8T, BAR T A Alteeh Ferde St gt W Ser we £
3} g

3} gia:
. T IR 91F &, foger 398 =T AT agdl élaﬁﬁaﬁﬂmﬁ‘r%

3R wfa:

e del

D SEY GHEIT HT &l oAEt gIcT| 3eTehl Ped & feeT Sohram &ie Y 96

SITEAT| SHAT 31T gorrd & & 50 Aty aRfufa’® & gagai smr
AR fRAT ST FeveT &
W, 8% g1 AR F© Fge AR 87

FIT SoTehl TET TG&'° el &l S Feohll? faeTor & g 3eTehr 3iford
T HoR &Y &al|

D 3og l JelAT ST Hehll § offched AN eeToredl i gedr o wyfaa’™

el T ST Tl FAIfF 3P AR F IR H 3T AT g1 3o
oot ST g
@R, 3T edr dr FHY & A FHhT B

U ST 1A TST g Afhd F0T f e W THIT FH Al A
37T §| 3THT FIH 1SS g1 T FIH H doil J8f o Iid| AN TITT
390 gg dic JHTAT Agl ST ohell| 30K G &l 38 Tl W 9mmam
ST o ST A AT ST Hehall| HF0T ol Rl godhl die W
TIAT ST gohdT § |

st 39 3fRa gAst| #H 3ax afkaEeras) & ar dfaled dEas
IEUR 3afr & T Alrar g1 39 59 9 A T Faaqor feeqoh?
TEJA |

- ST, 37T

ersgTd/Vocabulary
16. special circumstances 17. earned leave 18. cancel 19. postpone

20. self contained note.

arer 9T

10



1. Tohet aRTEITIET & FARNYR $1 AR foham ST ehaTl 72

2. HAN O g hT P TURT FAT AL A ST Fhl?

3. U I Rl godhr e W AT o@IMAT ST Fehll §7?

4. ¥R GG TG H FaA: o1 EoUON qEdd Fe & AT TG g 82
g fore fecqoft (Grammatical Notes)

In this lesson you are going to learn the use of subjunctive verb

expressing probability, wish and doubt.

g TohT &
g &
el UET o gl

You will also learn some Technical Terms related to office procedure.

1 Deputy Secretary
3 Disposal

qgrart ereg/Synonyms:-

= m
g = hIfarer
BE| = CIREIG]
af¥e = ATATeT
gol = AT

e 2Usg/Antonyms

STear X X H
g X 3id

THa X 3THT
ereg AT :

IGEES - fasmefr
R - ERIRIEEY
far - ICEIESIE]

2 Annual Inspection

4 Self contained note

ey

IGIFCE]

11
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wHTeT Hfasad / subjunctive mood : Sentence Patterns

d | med & fF | Oged afag doF 7 sufed &l
g gohdT & T g o S|
99 § A 3fas Sk 7 o AT
FEl AT o @ ¥ g doi # &R A g
J BT AT |
Af@s ream

Oral practice helps you to retain what you have learnt and allows you
to speak the language in appropriate situation.
Practice the following:-

TYTATIT 79I /Substitution

1. el 0AT o g 6 39 ool &l ar9d ST 93 |
(@ TEET, AT A3, oISeh, gd)

2. @ HHar g & 3 3T Wer g@a ST |
(a8, 379, o3hal, §#)

3. @ ¢ % e su weiedr A R[Awst & gard |
(@l TRy, A THFSU, HYFA K, o)

4.  H =rgdr § & 3T AT F S AT |
(TARYE, TTET, TFEacld, TIsd)

5. ¥ =rgar § T 3@ 99 AT 3T & S e el
(3T, IRUA, FRATET A9, Jifegae)

FqTaoT/Transformation :
TT: 39l 95 ST ST W@ &

& Fhar § fF 9P 9T T AST AT TF
IET 7T A Elished fohar ST 6T B
S e o @ B
AT DS & A & 5 ET 8
fRrgere Tufiia forar ST @I 8§ |
T AT ST R E |

a bk~ b=

12



A F FTER TFY FEfaT

AST: H dradr g fob ardy v Gy gy gehr gl |
aré”rﬂmsrg’rﬁ?%m‘.’ra?rﬁ'aﬁagé?rl

A @raar g fo 3faf 3m g g |

# @radr g fo arifer R yerrid g ger gl |

# @radr g o qreTsha QU gerar I g9

# draar § & 3eglel ST ST o folw JReTor &y forr giem |

ﬁ@wﬁ%ﬂmﬂﬁ%mﬁmgﬁaﬁl

a bk~ b=

AHAT : AN VAU & A HT HHEGA AL & |

"oa g o st TGS 7 3T 7 |
3% TgT Sglal T GITaeTT el ¢ |
Y&t o 31T I Sl ST & 3 T GHGAT el g |
fAcereh Aglear & g W STl & FHTGT Tel ¢ |
A IARAT F FRAAR FGUT el T HHTGAT g ¢ |
3% 37T HRTAT 3T T HGAT 8T § |

a b~ b=

#a1e/ Conversation
arideh fAR0T0T 1 IR & IR # I Fid 3R eeer ARRAr
STcEd | (SRR A G T, STeldlel Sl cqael, e & T@al Sl cqae

37T1S)

ARII/Summary

50 Ule A X Wiad aUr HET ARHRT & S arite Adeor @ ugd
g FH H AU W ow=h w1 W o§ oew ail¥e @feror # swgemer @
forsurea 3reoT I¢| T SN R AT & g &7 ¢ o AfaRFT e
o fAee $r e & AisEer & 1 & FA”KIYR 1 St Fehrl A fgerr
ST HehdT g1 HR TG THN A F1 garel &3 §T IARS T G Srohra
HTH Al I HEd & HTHET AR AAT S gl ¢ Toh 5T Tedl & &
ST HIH §¢ Hehll &1 9 Ay aRTEATT & FHEAIR 7 Ehd Hd W & aef
¢d g B8 3rax gfdg A oa gl

13



farca® Flerer (Creative Writing)
IR FRTET F af¥s fFdeor & ¥ A Fo gy O

Write few sentences about the Annual Inspection of your office:-

arer 9o & 3AX HIT -1

1. 37X GG 9T Tga & S|

2. g AT & arien f&ToT |
3. SR FHH & HgerT &1 gIg|
4. EIER T Alfd & HROT|

aIer 9o & IAX HIT -2

1. faoy aRRfeufaat & |

2. 3T HEA o UNEFH H AN UoTore# T AT g
3. U T HIH 53 g, e $r AT e §.

4. &y 3faRea Hegrash 3reurl 3afer & fau #Ale gq|

14



e / Lesson 23
FTAe

ﬂﬁm / Introduction

Lesson No 23 introduces the most common forms of correspondence-
Representation.
ST : o9 T S THRT FHART 397 T JAFRT 312UaT 9= Jar eraf
4 S5 el AHS A HIg arar 9T FAT UG IYAT I T Rieprre
% fAGRUT @ae e a9 g S & GEd el "edl g ool 98
3T8TAC o HIEIH O TEJ ALl &
Representation: As and when a Goverment employee claims for the

redressal of his/her service rights, matters related to his/her service
conditions or any other kind of grievances; this can be done
through representation.

You have learnt the use of infinitive, SToT, &¥aT etc. in the following

sentences
H ST aEdaEAN § - | want to go
HqS ST & - | have to go.

The verb root JTAT (going) is also a noun
HaY 34T 3ol gl Getting up/To get up in the morning is good.
This is called a nominal use of the verb.

oY 361 I oS gie gl

3ca2T/Objectives
To enable to know and use the nominalised form of the verb STHT,
alT, TG etc. and to use it with the proposition #, & etc.
To prepare the draft of representation in different situations.

Synopsis
In this lesson Padam Singh who is an Assistant Director of the
C.G.H.S. is being promoted as the Deputy Director. However along with the
promotion he is being transferred from Delhi to Mumbai. In this respect he
writes a representation to the Director informing him about his family
problems and requesting him to cancel the transfer order.

15



HFITdcA
(AT ggA T8g, Hee AU GaRT FElT ThR FOLT ATl & A & #°1d
for@r =T 373grdesT)
qar A
facers
G TR T I,
LY U9 YRAR HeduT HATed?,

5 ool |
fawer- Roodh & HaS TUTEATATOT Tohalel T IHeqTrert|
Hered,

ST favg & el A fee. & Frderd  3TEA
EAT.............. T ISR FA DT FAT F FH I & IAAR AY GeleaAfad

3UTACRIF F UG W HT IS §| Ulealld & TTI-GTT A TARARUT 75 ool I
a5 fRar o g1 W T {9 ST W AE § Fife A0 o iR
FAEGS § S 39 YR § -

1. FqH a3 oo & Gl AbE IrEfed’ €1 Has TUECRI W S & 70
Ig TSN A @rell a1 99| feooll & 7T 1S i AT 67 g1 ThRT
AP Well el & A IRAR I ITarF H1 FAEIT gEfT| ool 3R HIS 51 ar
AR H TSl AFA T cHaedm alel & #3173+ aeT Fgam|

2. AN Yo ool TmdA & IFEAS | 3APT TAATROT ool ¥ 18T =1ar g
Ferdl| AL al a=a § S ool & ufcers Thet # ug W@ 81 AL & 1047 wam A
& AT WA F AT H AT &1 godl B g SeIE YA AT §HT e
3. ® gey AT ff A Ay T &1 A AT g Wr'! & @ifsd § qur
AT A AfSAT? H SAR Bl AN Tl & AU AR F @Y-Ay bl X
IRAR T SWHTT HIAT THT G &

4. 33U § 5 377 AAEBT A A FoR WA FC A IFIEGT W
Hepfaqas '° AR Y qur A dard’ el # el & Far H

T

toics
LT
gEar./-
(FeH o)

e e

16



greerd/Vocabulary:

1. Central Government Health Scheme (C.G.H.S.) 2. Ministry Of Health &
Family Welfare 3. transfer 4. request 5. perusal 6. domestic problems 7.
allotment 8. housing 9. metropolitan city 10. session 11. heart disease 12.
rheumatism 13. sympathetically 14. posting

e yesT

&u*@quimﬁﬁmqawg‘é%?

o@d T fAHET & FeT FIAT 872

Yelealicl T HGS Sl & TIHRT Heblel ol &A1 GIIM?
FAATOT W HIS ol @ TRAN TR T 1 G872
oG HI Tcoil gl HIH LAl 872

a bk~ b=

qTHIOTd feouforar/ Grammatical Notes :
The verb &¥AT “To do” acts like a noun in sentences. Grammar calls
them verbal noun. See some examples:
1) IR WUEIROT R H{IS ST Rl B
2) W feeel & el giaursies gl
3) X AT T IS oI AT M|

94T¥arEl/Synonyms

Uelealld = Aot Tol/aRaFehT FYTATROT = SEICEIEET)
dehells = ARRATAT gey = T

omar = 3tfaRerd

e ersg

AT X S E ] ddellds X 3IRH
gfdge X 37eTeel qeledAtd X gerdafa

7@ 3719a18/0ral exercise

TATATITT 378ATH /Substitution Practice

1. A el @ glatrsah ¢ |
(6T, FHTiTera, §Yee, 911, AT )

2. AN EAEAICROT R HIS S HRE
(RS, 3rEsa, 31 )

3. WfEA & # IR 9Iel § AT THE AT G|
(@, T, Fareh, Irersh, wae)

4. I Aot AT AR 1T

17



(319, I, AT i, e, 9, a8)
5. I ST T IS ATH TgT raT|
(TS, ATH, 3T, faeTer, AT, 98, §H)

TITAIOT H$Ir A/ Transformation
AT : THA H AN FAQI & d1G Heblel WAl HlaAT I3 |
AT FT IR AR & 16 AFT Glel FIAT T& § |
SH HATH W PR Eﬁrgdl'éuu LT TSIl |
gH HAT S B BIST ST & Atell gl |
eI T el HIdIAT AT TSI |
Rer feaw gaARig & gao! 3ueUd @ar 9gam |
STl @ Gag STedl 36T IsaT |

a bk wbd =

AHA & AR AT dafaw
AHAT :  HIH FHT SCANT LT G |

HTH FT SCaRT FIAT SH/ITH3RAT g |
TET ST &l TAATGROT W AT g |
BIgel W AHA I HET H GEIT HAT glam |
RarE Tg o a1 3MART HI AT grefr |
& HETIPT I TATATARIT AT gHTT |
Yo% & FrAga M TEIA FEAT g |

a bk~ wbdh =

qHeAT 1 FE AU 3T & T grem |
¥ 7 I8 A 3mer & o se |

fearel a¥ &X A Tl arsd eemedr giafr |

g Raie et & der=r gef

HTATAT 37TCRT 3117 &1 ARIe=r ghom|

fRATAr ST A STTT T FOT oIl g

2 & I & AT a8 AT == gief
ﬁmﬁﬁr—rﬂaﬁr ¥ FETENT B & aaT saEw-

UeledAtd, dellcll, 3TIThe, T, 9Ifsd, TATTaROT|

a bk~ wbh =

Hare

Wﬁ&ﬁﬂ%a’@rqaﬁlﬁgé%mﬁwﬁqu STadd HIfST|
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ARIA/Summary

e fAgere 4t dgA Rig #T deledfad 39 fgee & 9g W g 18 AR

3ol TR0 75 oo @ Hag & a1 B 5 aRaiRe A &1 aog @

3oTehT HAS STl HIT 161 ¢ 391 3HeTMdeel H d e FAEAT3N 1 foih ll ¢
S & 39 9K &:-

1)
2)

3)

3eThT Uell feeoll o Thol H EATTSH g IeTohl HES TATAICROT g1 &1 Hehell|
37 gl 9o feeell & TRel A U6 W &l TF & §IT H 3T g T |
g3 feerare &foeT Bl

30 §¢ dUT STAR ATAT-FAAT T S@HT oAl Geell eaRT (ARl & ary-
1Y) kel AT GHT 7L ¢
sﬁwwﬁaﬁtwﬁwﬁgvammmﬁﬁ%mw
Y A B

fharca® *lere (Creative Writing)
Jr & 1 AT F IUR W I3ARAET FT IRT AR # -

Prepare a draft of Representation on the basis of situation give below :

1)

TR 3HTHNET caRT ST aRsadt gl & s #eel offel &1 a1 A Tl
$AR A o ST 91 § Safh A Aced ol 398 aRss &1 58 &ufa &
IR W THh 3FAEeT IR fifoiw Fad s [gefa fr 3k eaa e
U AT aRsadr I TR A HT 3G THhar 14w 8|

A gt & I

a bk~ b=

39 e & 9g W |

FOT TIHR TAELT JioteAT|

HPTT TTell FIAT IS

IRER FI FIAT HISATSAT T FTHAT FAT Y|
Tehol H TS gl
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qrs/ Lesson 24
WHR 97

$1fA%T / Introduction

Lesson No 24 of the Praveen introduces the most common terms of
correspondence i.e. official letter.

The manual of office procedure incorporates many forms of
correspondence listead below:

1. Letter CE

2. Office Memorandum FTATAT AT

3. Demi-official letter 37 WHRT 97

4. Interdepartmental note Jiafasmeiy fecqufy
5. Endorsement gSSTehal

6. Notification ragEe

7. Resolution Hehod

8. Press communique/Note ¥g faafcarAe

9. Circular CIECE]

These forms are prescribed for the ‘Pragya,” a course higher to your
Praveen course Most important of these are Letter and Office Meorandum
etc. Each one of these has definite purpose and prescribed form.

A letter is used for corresponding with foreign governments, state
goverments, the Union Public Service Commission, Heads of attached and
subordiante offices, public enterprises, statutory authoristies, public bodies its
members and with the public generally.

Draft of letter is complete in itself. It contains government of India,
name of Department, Date, Subject salutation (Sir) (Madam) body of the
letter and subscription.

3¢a’¥ / Objectives

i)  To prepare the draft of letter according to situation given.
ii) Use of technical Terminology.
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IS I

IRT TIHR & ARt a1 3¢ fr rffcgsd’ a0 & Q0T TRy 99 &
T AT S T H T AT Y 9T WER F AR ¥ W o @ § 9w
IUFAD & 7euel, Faey qur aeheer® Frfel, wdwe’ & U9 o dr &
dr forar Srar &1 & #Freral & i 39T UF-cIdgR & fU 9 T gAer g
fohaT SITAT| 99 &1 9IRY 39 319 H qOT BT g1 $H Helei@d 39T gl B
CERREC]
IRT TIHR, AT, AATI/HR™ATIT T AT g IdT
IEGIED
JaT A, TcaFare F AH 3R GGAH T Il
IERE
west® (3PN Uger IT-cHaER §31T%<‘-|’f)

wareer 10 (el v & v deea/mAeear Ak R el 97 F v B
#gIca/ O #giea)
EERCH] 31'{373[ HTIT
9. el (radrsadam
10. 9912 ¥ geanr 3R ggam
g7 A G g3 &, ween ¥, Y, fRar Sme, fRar ow @ §, feRar e,
forar ST arfge S foham &9t &1 91T @Iar § |
erserd/Vocabulary :
1. expression 2. direction 3. statutory bodies 4. corporation 5. undertaking

N o gk~ wbdh =

o

6. subordinate 7. public 8. receiver 9. reference 10. salutation 11.
subscription 12. sender

Situation
In this lesson Director of Central Hindi Training Institute writes a letter to
the Chaiman or MMTC addressing his query regarding the eligibility for the
Hindi Prabodh, Praveen and Pragya courses.
Now you are going to study the main text/body of the lesson, titled official

letter/ATpRT 97
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HEIT 22011/21/2006-H7894./31.19.taher

HRA THR
TSTATST faameT
M@ HATT
Y337, FlFceldd, dier S,
s feee-110003
qar #, o=t : 15/01/2016
3TEET,
UH.TH. .4,
THIT Plecodd, ardr Us,
s feee-110003
fawar : ST omeT & gatyy, gdior quUT yrer GiIeTor g 9T |
C: 1ot R 1o M 1= | BT TT AT v,

A,
6 HATG, Tl fa0mT & @Rierd dAMer d&ar 14013/1/85-31.81,

fetieh 18.9.1987 & 3THR 3% UIGAHAT o [T YT HFIER 8-

UeIET : 3HA dofd], dfAd, @edls, HerdroA, AT, A0 vd 3P Se are
HAEANY TSeTe! TGET 7 Tt T/ & o A oAEr &, wideror g ar gl

vdIoT ¢ A YAy q{em S qur foeeh ATHNT 3fSa, SEen, 3EiA,
f&ef, Aurell, Fré, eRIr IR Seg Ao Taw & B & AT =7¢h &,
9fRI&Tor 8 9T Bl

Ut : A YAoT o 3T gr 3" REaR Ay ey S
ATCIATST Gallell, 3§, HeANT o 9edl & 3R foeg Az T v &er o
Al AE §, IRIEOT ] 9 gl Py WHR & o AR /Rt
N TN FEA 1976 F ufaEA 10(1)(F) & HTER R
HIAATIR® AT UTeT el &, W fRAFIRA/FATRET & B F ura TR
T GIALTOT =T Ifrard’® gremm|

Hacg

(AT oITe)
Telddeh : 5qei¢d ST A9 FT IS T AU
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erserdi/Vocabulary
1. eligibility 2. reference 3. office memorandum 4. course 5. training 6. pass

7. mother tongue 8. sub-rule 9. working knowedge 10. essential

arer g

a k~ wbd =

9T T YINT FHgl-dhgl hdT ST g2

FIAT & HATIAT & oI 9T T FAT giar g2

9T F Tcdehdl I TH, UGATH Hgl [or@l ST g7

93 H Gy o foIv fohel Qreal I 9T fohar STar 87
g H 37eeld T JIET gidT & a7 =1gi?

T

g 916 H [afficed TR T9gR & F4T & ) H a1 g o 99 & 98T H

HRT THR U9 TAHTT &7 A1H, 99 &1, A 99, dar #, vy, geeye, a3
T HET T TAUT FAfASer o1 FAEL giaT 81 $8 H Ig 87 3ooi@ forar & & fovet
feufaat & a9 &1 Agler IR A Sar g

S UTS H doheilehl UsGIdoell T TATIT AT @A 3137 ¢

arer gAY & 3aY

1.

a b

el TR, TsT WHRI, TG e Aar 3mAeT, Fifafdes [t e,
FfAEYT U Hegy HATedl, Adafels IUHhAT dUT AT & AT |

ool

qE 3R

HEIGT, Hgled|

gl &
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