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gR: %! Hello!
GIHIdH - Good morning.
THIH: /THERR: / 996 | Good afternoon/Good evening.
AU / Good night.
gqdlq: / Thank You.
%/ Bye
EEHIdH / Welcome.
gHdMH / Excuse/Pardon me.

{1 /1&g / Dont worry.

F941 /Please.
gA: H&M: /See you/ Let us meet again
% / All right./O.K.
/-




//

S /Sir.

m?“:/aﬁ / H&ed1/ Madam.

|y /G / 2FH/ Very good

General introduction

Waq: A 1?2 / What is your name? (3&H)
VacdT: A Y /What is your name? ( ‘éﬁ)
oY A TR 2 My name is Asmi sharma.
HH A HETRISET: / My name is Mahakaleshwar.
Ty: {H =¥/ This is my friend

uqyt {59 gaa. / [ have heard of them

uqT 79 @i/ This is my friend' (fem.).
WaT [k F0d 2 / What do you do? (3&9)
el ok &fd? /What do you do? (Eﬁ)

32 qAHY- Ve 3RAI/ T am a Temple Manager.
IEH STATF: 3TRH| / [ am a teacher ( T&Y)
ITEH STATYHT 3TRAI| / I am a teacher. (Eﬁ)
qaTSd- 9a=I®: / Temple Manager

d=igl: = Engineer;

qrE: Professor

Hh: Devotee

LIREIES Lawyer

feRlI: Salesman:

JUAE®: = Lecturer

I TiPT-eTezEgaaed w1 FUMI| = [ work in a RAVV.

> ~
qdiB9/ In aTemple.
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_______________________________________________________________________________________________________________jy |

HETaa&d / In a college

fo@iN/ In a bank:

Ffhcded / Ina hospital

EEEFIE'E{ / In a Library

FRASAT? / Are you fine?

FHYART I ? /How are you?

Tﬁ g4 @I’%FI: q1? / Are all well at home?

a4 FaeHl / All is well.

% TORE: (T K| ?) = What news?

Al O a4 | You have to say.

FISM f4218: ? Anything special?

WG (W) Fd: RT3 ? Where are you coming from?
[ am coming from school/house/ .... 3& 2N, IE: d:
Where are you going? ¥ Wadl F Tsa(d ?

Let us see if it can be done. ¥dfd a1 Zfd TZ4M: |

d @1 ? / Understand?

®YH_ TEI.? / How was it?

HHIFd a5 7 / Agreed?

Fid UM /How many do you want?

AU @1 ? / Is it today?

& FaHIweaEl 9STH| T am in ix Std..

M FAAE ISIH | =[am in ..........

Hqd: UMA: %:/ Where are you from? I am from.......

Y IqH: Iwi
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e /A
& %o A ? How is your preparation?
qEMHET: T | §HTE: | Portions have not been completed.
TTASEUETE AH BEEA | Mathematics is a head-ache to me.
37 AN 9 9idTa™ @ | Couldn't read much today.
WhT: F Aied? Where are the devotees ?
HH 101 4 2T | My handwriting is not good.
adi WTERIdl diaa a1? Have you read this Bhagavadgita?
98 §FIE A Al = It is very interesting.
e Hﬁfl—q’ qiécqar, | = I read it long ago.
S qiden g™ M| 'l return it early after reading.

3 I {5 : |1d: | Got up a bit late today.

S ‘lﬁ T A<l A0TAAT | I have left it at home. 3 o | Today is a
holiday, anyway.

Wad: FEMR1ER: F:? Who is your class teacher?

3 FHEEUT T4 a1 2 Do we have to go in our uniforms today?

qTed 2MST ITqaT drad =T diredn| The bell went by the time I reached school.
A, oT: ANT=SIH T ? May I come in, sir?

o], ferTeheal EiieRfd

May I borrow your pen? @i Wha &glid aT?

fooqutt feRfead 22T a1? Would you kindly lend me your notes ?

& ug R FﬁWFLI Girish borrowed it yesterday.

3 afe a1 A AFTAIH, ITEH | = I did not attend the class that day. TT=3q
iz, lem: | Come on, let's play.

9+ Jg Afed ¥i: | = I have a lot to read, you know.

foh 79 9+ Ted a1? Do you think I don't have anything to read?
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T A W iz | = I do not remember exactly.

1%‘3@, IR WY ad | Wait, I know it.

5J: ST HETode F9: | Let us do combined study from tomorrow.

1. 90#T = Examination

QAR %1 3 F: ar? Do you know when is the examination going to
begin?

JaRs @igd a1? Have you taken the admission ticket?

queT 3 T | = The examination is postponed.

SSTA=ERT STNTAT a1 ? Has the examination time table come?

Qe wYH ! How was the exam. ?

Y= GirRT foRTd f el o1l = The question paper was a bit tough.

T ST AT | = It was very easy.

& YLHATIH I | T have passed in I class.

&: Hicsdizl: Jhied: | The result was announced yesterday.

TgEIA AT 7 F20| [ missed I class by two marks.

EI%EIEI, fheq: W@ A, | There was no choice at all.

Rihdial: : Fd: Jsaid| The result will be announced tomorrow.

THET: IT: 12 Has Ramesh passed?

T G5 SRS 3 I yet. He has told me that he has to complete one
paper

qiéd AN 9 S i: | Don't remember what I have read, you know.
RER ‘T'IZ\B_cIEH?L qey 9 W | = I read it ten times, even then I do not
remember.

IraRl: fEd@sinh &3ad| Most probably, I will pass in II class.

X _ao

ST 0] TS IO | Everyone passed in our batch.
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uferald id 3TgT: UMM ? What is the percentage?

FEI&T: = Office

AT &l Tt o & ? How many days of leave are you taking ?
Of late the weight of work is unbearable. T ey & HEIG |

T aTh® €I9aq | Put this up on the notice board.

35 gETgA ®U | Sigh here, please.

g: fou ©igaal He is on leave.

A [ G: 1Y = | [ will think about this again.

AR FER | 9297 | See me next week.

HRAH [ =i agi¥ | I will tell you about it later.

Tdd 3TH TFRH T | = I will certainly remember this.

Wagh & AL | = [ have understood what you said.

I I U9 HEIfER: | He is all in all here.

HH Fidl FISTU GLATOR 0T a1 =

Any phone calls for me?

Had: Fd LA SARTAT AT = There was a phone call for you.
WA HRAF €I g IRa? Which post do you occupy in the office? T:
HAST AT Gredtd | He troubles me always.

Gl |H4: oda: | It is getting late.

$IAT %: A= | Come tomorrow.please.

g: AN 3d T 1 remember, he came here.

Wﬁﬂ‘ﬁr_vi SEC| alTFﬁT-LI He was here till 5.00.

HH ATEAA 91 ? Did you call me?

G T 318 FUM | I will see to that arrangement.

FIGTE THTR: %12 When does your office close ?
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TAged : §AUY SRAd| Remind me about this tomorrow.

dH 3T 3] G99 | Ask him to come here.

l%q?itli?{lﬁtlaﬂ'ﬁ FEA 3T ? Why hasn't the work begun ? N ITETET
HTe A9Gd | He spends time criticizing othere.

T4 % FOME, 9gg| Tell me what I should do.

3 fo UM A: 2 What shall T do?

ST qRENSA™: | Be it so, let us see.

AT e SANT=S3(d a1? Are you going to be back soon?

F9I1 I9R | Please, sit down.

o N o

A HYY Udg F1 3qliH| '] get it done in five minutes.
G G: 3 AR & | As you know, he is not here today.

9: ThAERIY ATNT=sd| He may be back in a week's time.

NI = Health

HH G GHAE AR | T am not well..

Hedl qiedad | Terrible leg pain.

QTq: RNdeT da7 del SFT=a(d | Generally I get headache now and then.
feRfd SaX: 39 Feel a little feverish...

ﬁaei 929g | = Consult a doctor.

HA JAARIET | I feel like vomitting.

o e

e fedad Wi | = Get a doctor's advice.

el FUs: ITg:? Why is there the blocking of the throat ?
aqaqaﬁ'ﬂa Aled: | = [ am very tired.

aET MY F¥H ARA? How is his health?

7 fohTead IHT R STRA| A bit better today.

U SN0 fohfd BRIEEAT | Slight head-ache since morning.

/-
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I dqTad §F=I A1 | Somehow, my health is not good.

9% %1 T9AM? When did you see the doctor last?

IHIE: T A1 Ai: | Don't feel active, you know.
&: g &@E: M| He was all right yesterday.
oY S8 o1& ¥isT+ U™ a1? Shall I have my meals today?
Aqd G HYH_ TRA How is the fever today?
JYEd| As usual.
SERUiTEd: an hal MM Fever? Since when?
HY:/ Time
%: GHY: ? /What is the time?
qIg A99igHl /A quarter past 9 O claock.
feare sazd =941 / I must leave at 2.
T I 5ETeH 1A /There is a bus at three.
QTQ;I?I ‘Ta’laﬁ o Heid a1 ? /Will you meet at a quarter to six?
HIT=IE 37 I8 ftsifH 1 / 1 will be at home at half past five.

HERAATAIMEN: | gamfa® 9561 / The Sanskrit news bulletin is at 6.10 p.m
| fEaueeH®: HEHHA: | / It is a programme for two and a half hours.
YgeAqdw o f Ffd 2 /What are you going to do there till six o'clock ?

foaea: weaEEad: &/ The school is from 11 o'clock, isn't it?

TAIST I GHE: TRA| /Still there is a lot of time.

d: HdeAd: Sedequd=d aTEH il / He does Yogasana from 5 AM. to
6AM.

TH T2 FHYEEH 3% || /My watch goes two minutes fast every day.
T AFT=Ed | / Come in time.

I 9G] / Oh! it is 9 o'clock.
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Vad: ATRREN 9 q1?/ Is yours the radio time?

?@ﬁf HHY: :? /What is the time now?

%qﬁqwﬁm:?/ Why (are you) so late?

Gl Wad: FRATEHTRT: 3R a1? / Are you free now? (Can you spare a few
&R: 2| /Hello

TS FATT: qd1? / Is it the Pratishthana office?

S ISMEIEa = I8 a1?/ Is it Dr. Murali's house?

18. @t / Telephone
Y] 99 9 A .. TGN T/ Is it 6 F: 9 ? (F: TRANY B0 ?) /Who is

speaking, please?

3% F90:1/ 1 am Krishna, speaking. &: 3fefd: ? .Whom do you want to
speak to ?

FET: I ARA a1? /Is Mr. Krishna at home?

&g=Idl. §: e A1 / Sorry, he is not at home.

FII1 Tqd F91 §99d| / Would you kindly pass this on to Mr. Krishna?
F9I1 T AEA(d a1? Would you please call him ?

], ThHE] I'T\-I‘BEI,I / Yes, wait a minute, please.

EX '{{TJITUﬁWHQ'I%I a1 ? / Who shall I say phoned him up ? &: : 3FT=3d
| He may be back, tomorrow.

3T, *a: GA: @ w41/ O.K. I will ring him up again tomorrow.

¥ S, 3T 7 ST 17/ What? Hasn't he come yet?

&9 ZATUN €& & 2/ What is his phone number?

e HAd a1 ?/ Will he be available at home?
HEHd: G A ° ARG Not yet returned from Madras. / $a%d §=41H

/ Certainly I will inform him.
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I &1 2/ Shall 1 put down the phone? (Shall T hang up?).

forfiaq 3: 9ag 2/ please Speak louder.

31| Ok ¥==@1q: /Thank you

HIhH THTI-

TRt TS H HRT ) EEAT 8 B el GEha Wil H ©: FE 8| [Tl dehd W §
FRF Tl A T & A T Q] T R &1 37 Gl Hl R e T
TE 2, T: T G B R K SO H T T I | S - FO A O F T A
FEI|' 36 AT H AU 1 T T 6 Al & el 'Fal R | 6 FiE T 1 2
¥Tcl: 8 HICH Tl FE] S| 6 THN Gt ¥ H 3 HH (el FH, L0, o,
G, SATRT) T |l fpeeat (ST, feieftan, Jeftn, Sqelt, o=, w6, waw) &t

[0
&l

Fl FH = | TR I3 9
FAETERRUTICATE: HREHIT S
A &9 § 5 feea) S AN fo@ TR E -
EEi & T (R st )
ERLl Fl q
iRl FH F, TO
e O 9 (FEN) BY ,WITH
gt T % foT, &, FOR
EEn M @ (IS8 & 2 H) FROM
Bk (2005 F, H, F, 41, A 4, T,
4, COF
T A ®, W/, T, I, IN /ON

Y- FITEE ST TIGhegh & S SEEEId, HierE gl

/A
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The different types of letters can be divided into two basic classes.

There are many types of letters- Personal letters formal and informal.
Informal letters: Informal letters are written to relatives and friends. In this
letters the salutations are Dear Asmi and Dear sir etc.

Formal letters: Formal letters a formal letter is written to acquaintances
invitations to parties are included in these letters. The salutations in such
letters are Mr. Vishnu, Dear Ram etc.

1) Unofficial Letters- Letters containing personal or family expressions
are called informal letters. These letters do not require any rules.

2) Formal Letters- Letters bound by various rules and regulations are
called formal letters. Here we will study only formal letters

Official letters- Official letters are addressed to government or semi
government offices and department there also you for communication to
member of public body’s government servant individual seeking
government protection of his rights and requesting to the government to

fulfill certain public duties also use this letter.

I 1
Parents Officials
Relatives Government
Friends, etc. Business etc.

The format of the letter writing-
Simplicity- Always write in simple, plain and clear language.
Sentencing - Use the word order, idioms, sentences and short paragraphs

and fluent sentences in the syntax.

/-
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Concise - Objective- The subject to be written in the letter should be
unmistakably clear in the minimum of words.

Use of punctuation- The use of semicolons, commas, full stop, parentheses
etc. in the letter is appropriate.

Parts of letters

(1) In formal letters, the name and address of the sender are written at the
top of the page on the right side, the date below and the reference and
letter number on the left side of the page.

(2) Name, post, name of office, location, district, city and PIN code of the
recipient of the letter should be written on the left side of the page.

(3) Subject Indication- The subject on which the letter is being written
should be written on the left after the description of the recipient in brief.
(4) Address- The addressing indicator is used on the left side of the letter
after the subject mark.

(5) The original content of the letter is written afterwards.

(6) The content of the termination - indicative word- letter is usually
written verbatim in the formal letters of the sender to the receiver in his
relation and subject.

(7) After the formal word, the signature of the sender, the full name and
the name of the institution should be written in brackets below the
signature.

(8) The letter to be attached to the left.

(9) Give details of the institution or officer to whom the formal letter is

addressed.
PERMISSION LETTER
To,
The Inspector in Charge,
Date ..........
// —
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Sub: Permission for .......... Puja.

Respected Sir,

President of (committee/ sangha),
(place name), would like to submit that our organization has decided to
organize a .......... puja on 11" of this month. The puja will start on
........ day morning at 7.30 A.M Kindly grant us the permission to organize
this puja and provide us with the necessary arrangements. We assure that
we will abide by the rules and regulations imposed by the authorities.
Therefore, I request you to permit us and request to make necessary
arrangements.

Yours Sincerely,

1. Which among the following is not a part of a letter format?
(A) Salutation (B) complimentary close (C) the main body (D)
filtration
2. Which of the following is the correct subscription in a letter to a friend?
(A)Yours's sincerely (B) You sincerely
(C) Yours sincerely (D) Your sincerely
3. The correct heading of a letter consists of
(A) The receiver's address and date. (B) The writer's address and date.
(C) The subject of the letter and date.(D) The date only.
4. The tone and style of a business letter should be:
(A) Scholarly and erudite
(B) Full of impressive similes and metaphors.

(C) Friendly and courteous

(D)Vague and abstract
// —
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T
5. Which of the following should the body of an official letter contain?

(A) Direct and brief statement of the purpose of correspondence.
(B) General reference to the welfare of the recipient.

(C) Enquiry about the recipient's health.

(D) Good wishes for the family of the recipient.

6. Arrange the following in proper order as are the gist of a letter:
A. Writer's name

B. The subscription

C. The writer's address and date

D. The body of the letter

E. The superscription

F. The salutation

7. A formal letter start with:

(A) Date (B) Subject
(C) Sender's address (D) Receiver's address
Example (Matter)-

With due respect, I would like to inform you on behalf of (committee
name/ sangha) — (mandir name) that on (date) of this month we are going
to organise ............ Puja at our place. For this purpose, we need your
permission to organise this event and support of yours to organise this
event in a hassle-free manner without having any social trouble.

Thanking You

/1 —
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1. RIdGHiEdT, Sl T&hd afasH, gl

2. TJAQARAT, . THFS ZMel, e fSamiae Rt

3. Uefifereame 3T STued, ef. @, . U9 (foere, faeafa dacurm, foedtd)

4.Hindu iconography vol.1, &, TIMYE TE, The law Priting House Mount road
Madras.

5. Riewed, FHR et guiid e, Sfiegen v, S G Siage TR

6. FEETIHIST, 2. Sallvg FIardt, e GOIRA! Sehrzi= SRIurt

7. Tecded, . A=A 3T, TR GOINT SRR, STl

8. GAIRHTSTNE AR EgHIH, WS ditad, SN v, Siaw G SR
ARTOTE!

9. R ST foge, <. fEsies A1e YE, aigarsd T A SEAh

10. fecariag==a, Mique, TER (3. 7.)

11. R A Fsl 1 G, €. RIS FRiiY ST, Sicaehal SR, SISRTE

12. HHHITSHAIY, S feramied, T (3. 9.

13. G aeaTaivT, e feantes, T (3. 9.

14, VR3S & 0 g Afeey, AR Tqde), gt v

15. STIENEEE, GERHIIRA THIRI

16. R AEJHS! FI SAETH, FEUET AT (ST T gl GEAH, BT

17. SR TsTedH-https: / / devasthan.rajasthan.gov.in/ temple.asp

18. Hiale M IR SUMaT #ied ¥RA GG https: / / www.xn--i1bj3fqcyde.xn--
11b7cb3a6a.xn-

19. TEH AT R & SR qReG(NCVET) https:/ /www.ncvet.gov.in/

20. SEMERAIINE, HRATHEE SIS, TIaTE, AT G, ITane ITEgY
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