2 AUIRE UAAUAGIR 2 drll gel-yel Al
(Effective Letter Writing and its Various Styles)
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2.2 wAqadRA Slasiu

Wiyagl-dl SRl vol o w9, anl udal, sed-l Gualal Azwdl wu-d W2 Adl edl.
AN A Uy WA s @b oflon @6 Hisadl U2 gl GUALLL sl sdl. UL Agei
Uigdl GUR, SUSLHL Vel AR GlLE SIOLAHL 254l GUR @l Hisdlddl dl. MRAHL [BRURY avid ALWMALR
A UAAAGRA bl ¥ ARG 2 YIURA ¥IU 2UUAUUL Y. dR A 2w [acuoidl w3vid
sl Ul el UrAAIRAL AUlY i GUULOL dldl AUl AUR 6lLE, LR U513 AL ULHUALBIR L IR e
2usl Fal 3wl wyMs Guswild o dle Ul 2 UoldddiRA olg ¥ Herd . Wkesl,
vidReld wa, uR6(RY Adl Fdl WrAAHdsRAL Yol ¥ U A Baadl el disiii sg ¥ disBia
qYL, WaAddgR ay Ul oirladl W2 wuel Wie el gkl s ke’ ¥dl 2uyfs Al wia
UMD el qausly, AaRis v WS Wicdaglzd 5180 Wi+l vl addl ol ¥ i atiaRw
e, gRUAL Funl w8l dy-A-l vl yglidl w3vtid 4. Srerdedl o sie S-da Fdl
wrael-l vicid gy Adl-dl wRe w4l

2.3 wacqagi-l aalRisdil

N

Wrdagl+l ol alalRisdlailal wiidgizd HlRdl AR a2 Gy @ 2wl 8 A d s
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AeAlAARIRAL 2UYAS Yol usl Al WL 8. UsAUddR, dulR-Ha-l Al Herad 2idt ol adl 8.
wagglel alalRisalzia A yoo aweudl as ¢

(1) euaagr-dl o o A 1, Bsiudl ugla 9.

(2) WA auiiR 2 Haa-uR old W Guaiall 8.

(3) Q@ ‘U’ i AHY Al Huleil «Asdl Al

(4) ¥ WURA W2 wAmagR 54l & Al A 2WwaRY YUl B,

(5) Rl opa uvll wsiy S,

(6) cufamui %32 W dl F-d HURlAL yrt: Gualal 53 wusy B,

(7) WAl wRacul Hadl 217 Hisdl asiy 8.

(8) WA aui-lR A A Addl s ©.

N

(9) uad avum - UEl 3 Al o Gell 52 8.

(10) wa, F-d Ul 3 A 30l a3 ukiHRa@ 52 8.
2.4 WAQASIR-L USIR

Wiyl gl ot oloidl 112 ddl €ly 8. %l Wil agladl, dusly vedl A1 oloidl 12 dvildl
S dl dal ol ARS ol d3 2amia ©. o wsll WS eltotdl A Aeil-l Hiawd L2
dvildl €14 dl ddl Y2l AAALRS Yol dI3 2laviy 8. UARS sl avaldl s sl ¢la 8
Y AYARS Ul 2 2l 515 FBd el €ldl %33 Adl. usicudgizAl uslA sies gl 1A
UHISL AHD USIY ¢

YAAASIRAL USIRL

J
v v
AuARs woll wARS vl
(Formal Letters) (Informal Letters)
[Ruslys v viod AsiNHL Qvidl Y
ICERTIRIEAR
LA Yoll,
et Yall,
BHARL Yol AR
\
v v
alFus uAd BRI W
(Business Letters) (Official Letters)
el HAR A YR [U5 el v adladl
W Qulldl Yol oUsAL U2 Avildl Wall]
YE9UReeiL Yoll, 9 Woll, AU 518 HeL
e REETIRIEN N woll, wiRflel wsil
vioge{lAl Yol sl i3l Yol adlR
8
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2.5 alBfFus wAaagil w2

Ut glaL, AMd A3unl, w15 Alsa-l ollo alsd, 215 Al ofloy A 2wl Al 2 A 8 adl
HRAA R 2Uu-a ed usttasiz (Correspondence). AU 24l WSIRHAL UAdSR ARICRLS oUoidl 12
2l Sl dl dd ARFs uAa8lR (Commercial Correspondence) dils 2haviadi 2ud 8. cnwdl das-
gas, Aleldl Au, ARUSIY AR, UAABUAL Geuled, AR, AN, HHLsld alRlEl, dsAR, diydl 2R
A Fel AR [Quus olotdl W2 ARUBUS UAddiR sl 2ud 8, ol waldl s€lul dl lRilrus

Sqall, LU alABl Al VIR WSIRAL Aoeoidlu-l Gualol 30 Adl WAHAgR ved AURIFUS AR,
2.6 aldlzus g wew

SIS waL 2l susly susidldl deraril elAiql W e © AR, dlsl W AR W AYUR 2
2llas Wl SRl 25 Al O, HYl Sl AYUR/IAL AGSlL Actd Glecicl Wl €l V. slecldl daledl 251 @l
2 WOl SRl M2 HHL A Asoudeal s, Gaues), [Qarsl, U, AL, AR 2 sHA A Add
Wil glRL AUSHL 8 W B, quleAL WAR 27 WAR 2, Feells suoidi-l Aviae W2 A MIdRUA dLsHi-AHL
Wl W2 ARFUS WAl Hera Aottt 2l B, ARBUS uat s Al 2Ry AR B, AllFs Wil
QUIRs ugRzia doddl oritd 8. ARt (@ aesii HRaoR s34 gy o (Image) Gloll 52 8.

-

WRFUs uall, S5 um dadla U] 2 Mdds] el AN, A A AW WY B Y slA ol
seld gy W@ Al gsdl, AlRieus it 3 AliFus wgRid 2ot v 8.

2.7 NURs wBFus uAua8IR

qiel s 2 Wl e RS UaaeR deray Ak 8. dadl o WRFUS WAAAIR HASIRS
Qlal %33 8. A UL UAAMALR, ¥ HUISlY &g W qrldl €Y d Rig s dl dal widdelkA gl
AIRS AURBUS UrtuagiR s¢l wslal. 3 ARBUS Uz HIEGAIHIAAL AARML Al 53, Alss AR
2l A g2 53, GuARl A Aadl 2w, Aesl WA aiow duouHl Aoiy [Qsud A awRs W
gsAMSs 91y Glell 53 del 1915 AURBRS UiAHAeR $€1 UKU. 2ABIRS AURUBUS UAasR uRaumasll
A e dgell saUnl 2ud B Qdl o o slaeyds adl AT, 2wl avidl ARBUS Ust AABIRS WRBUS
UAASIRL Q4R Rl ldl AT,
2.8 AURs WBBUS AU QgL

Al ust auidl avid ARBUS uAadi-dl alaBisael -l ddiHl sUd dl 29818 ARBS
WiddR ol 43, 2RABRs ARBUS WiasRl duid Adl WA il ASH, Ui qrigl AR,
e v Alssaall ABPIMALY, Qld ASA. ol Rnuarg-ll d uagliir, Adlld a3l Rdsysl eummi
A oy, woe ol Gualal s adl ATA. 2AWIRS ARBUS UiagRAL Hou aarll A Yool & :

(1) uredl (Clarity) (2) A[wddl (Conciseness) (3) Ayeldl (Completeness) (4) alxd[Asdl
(Concreteness) (5) cusasll »1[Mo14, (Consideration) (6) ¥lledl (Correctness) 217 (7) RdsyRldl (Courtesy).

Guisd dHid Gaelll GeleRWL gIRL g5l AU,
(1) uredL (Clarity) : usi- dvuel e €lg ASH ddl ust ajariiAl U3l S8 Siuxe Glell AL .
VRN QUIRL ¢ I el HagUHIA WleAIRA 20 % Q0ldR BNl Al

v quuRl ¢ HIRL gl s Wl AL 5000/~ HaAMsdl wWildl Gur, wlerRA 20% AndR
UL 2.

(2) ilAddlL (Conciseness) : ARiddl 2| UaA-il 2UHL O, 4oy oelAl Guilal 3R Uat ZsHi dvidl
AR, ALl Wotril W 83 B, Usl UIS ol O A AASHL UMY ol B,
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wAld qvuel : R A, Rerdell, s, -deos, WA, R, L Fdl argail wleal
Hiofll ¢Sl

Ald avumt : A Rl RRY argall vwleal did(la ¢l

(3) Aysldl (Completeness) : Uil [l Ayel €ldl RSB, 2143] RO UaA, Ust iR Hetn]
Jeells auid [3aL Qell 53 6. 1L AU $AAR UAAAGIR 5 W B, FeiLell i yal aA-l AulRs gkt
il R 8. ¥ dUR W2 USRS B,

YT QWU 1 AR AR WD e Hseud) €4l 8.

Ayel avuel @ dairl 12+ Alann 208 wadl 20 <ol Heal 2R 15 <ol 2lallsi, U gl g1,
A1y AY Hiseldl 2wl B,

(4) araldsdL (Concreteness) : Ua+ @vilel diRalds €ld ASH. waAL vl W2 Aol wieoll el
sl RSB 3 Fell Yad clUARAL HinHu2 GUR Akl s o e A5G A AL WAL A ofucdl Glel
Al A,

R[S el 2 238 J2dls vRflp wlsal HidlA W,

ARAS avRL 2 23, 25 «dl, 7 doRaloll vrsllail wdleal Hiolat el

(5) awasasll AU@AK (Consideration) : U @uirile-dl 0o Qusasll €ldl BB, Uax avia -
goeldl urieoll, A AAA-IR LSl lel, AW i AHARL AR €ldl ASTB. Alesl adsl i doq
Herd Uug A,

sl Mm@ A, Herl A 2R A5l W2 NHRIML Al el vl 8 el

arusasl M @ wA, sl Far FaBid sl woas H2 wuudl wdL Al s viiedl
2\l ¢l

(6) uA2dL (Correctness) : AURFUS st aviiel o A sl e A, €lg ASA. qviami
Wl gy oje 2 Wil [@od, wat quidiz Ul vRiel o Glefl 53 8 e wlsid Sl usial 8.

ARG vl : Al ua Holl edl.

YA QUIBL : IR WA HeRl),

(7) RAsy@dl (Courtesy) : clFFus uste @viel 217 o, RAsysl 2 Aly=uuer dai ASH.
(Rdsyel cunl s 2 Al azAdl Aol 9y U A ASUAYAS old B, ‘AR SR, USR]
s3AA’, ‘AL 2V FaAL woeuUP) Yo [Rdsyel oirid B,

2[AAsYRl @uia @ dd wlRAL HE-AHIAAL ALBL Ysadiil di Seasia L.

[QAsyd avu : qdeu-dl 5304, 20l Wizl M-l el ysasll Ay s Rxd,

Guisd vuRiAdl HAAdl wall, HHSld &g Rig 52 B A AlFUs WAddsRA 2RBRS G-l B,
dgURUc, ARBUS UAAASIRA HRASIRS olvldell WIS UaAt WA, 2 v, dulIgL 6in, Heranil 8.
2.9 aldlzas Al Ael (Style of Business Letters)

allRifzus uall quial w12, ulRs U, gel-yel Adlail-l Gualal sl €l 9. e3s Ul Wail 30,
wal A s el ALl uAduidl ddl wie 52 8. A Ad, wBFUs waaagiul A g
53l el Gudlol adl €y © :

o gedl ocligg el o URs1Ss odigs Acll
o Al §28 Al o seell §28 Al
o & §32¢ el o -l Adl
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o Al Auwl AWRBUs wiagiul JAA o Adlbil ay walid 8 : (1) geedl edigg el
(2) HR&1Ss oellsg Aell. 2t oid Alal-l avi 1A Yoo B :

2.9.1 el vaigs Adl (Fully Blocked Style) :
o widui-l el wyls ughi 8.

o Wil dilul, AidRs A, 2Aelr, you oL, YAusieds A A AL wadl ol suogui
SAAAL 2Ud 69,

o i Aellui QAR GualoL sl vuadl -l
o v wasil et o 2l sioll ouggul 2nadl glael wadl el ewdl Baga vudl quel §.
o 25U sl 21 Ael voL WA B,

gedl oaigg Adlld wonf
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2.9.2 ARSS octiss Al (Modified Blocked Style) :
WaAdvin-ll Aol wuldd ugh 8.
idRS A3, Aollud, 3oy ol Yol diell suyal daviami »ud 8.
Wrdl didlvl, ydleoledls A A Al ol ol oyt dviarl wud 8.
i AellHi ARHFLAA Gudlal sl »ud 8.
2 Waarll ol o WRAL vidl ouggal adwdell dlaell wadl tuila Aglid adl 8.
AU scml 2L Aeldi Algs Bun Avig W B,
WSS oaigs Al o]
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20 UsRRHL 4 g v ?

L USRWHL dA U8Rl SlAslY, AlaBsdipl 214 Al 6 WS Fdl 3, DUARS sl
A AANARS WAL Y dslad 8 d Ay, dguRd, UAAddR il ARFUS UatdgR aRA-d
Qv Auw, ARBUS waeidgiR-l e 2 de U, RABRS ARIGBUS UsedgiR Wzl
Ald daRl Fal 3, el AR, Ayeldl, RSl dasasl R, yledl w1 [Rdsyeldid
Ay dadl, will avial Wl gel-yel ddlaiell WRdon wdl A 3 yel mey ¥ geedl odisg
Ael il HRs1OS oellgg Aell AR WHAHL URUBUS WARAGRHL 4y WAldd B.

ALY

1. DA wsl-il gus-l w2 [Qsey uaie 53 avil :
(1) wRus uaoaagiil DAl 5§ ddl ay walid 8 -

(A) Al 6328 Al B) gedl oaliss Al

(C) gedl §=3-2¢ Acll (D) &Rl §=3-28 Adll
(2) ~flA-uaiell il us wANARS WL § 7

(A) WAL Ysll B) 23D WAl

(O) Tu-isld L woll (D) YU Yol

2. DA Usl-L g5l gL Qv :
(1) uAasR ed g ?
(2) -luARs uoll-i Gelsell iyl
(3) WRFUS usuagiRH 9y, uAR Al oeudl.
(4) s WRFLS YAdagiAL Youd ga Sedl dael 8 7 a-l dvul oeud).
3. DAL usli YeuR g vl
(1) wacudglel W5RAA sles €l yuenadl.
(2) 2QuARs WAl Ned g ? dril usRl awrudl.
(3) URCEUS usrAASR-)L 2 A3oAdl.
(4) RS AWRBLS uAdagR ved g ?
4. DA usi [Qrevyds oreust wu :
(1) wradeR+{l aeRisdizil asldl.
(2) ARus ua Al wel 2l ay wald Al v 2l wnendl.
(3) WIS ARFUS UAAdRAL @aRll [[dlddlR dueadl.
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