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balku fgdq lkekftd çk.kh vkgsA lanfl fc;fu lka jkfcrks Fkhanks bZ jganks vkgsA balku iafgatk
ohpkj] [+ofg'kwa] tT+ckr] ?kqfjtwa iwfj;wa dj.k ykb dafga u dafga jkfcrs ts ekè;e tks bLrseky danks
vkgsA felkyq i+Qksu dj.kq] [+krq] bZ&esy] iQSDl] lks'ky ehfM;k ox+SjgA xqft+fj;y ntsZ esa rOgka [+krq
fy[k.k tks x+Sj&nLrwjh uewuks flf[k;ks vkgsA vt̃ vlha nLrwjh [+krq fy[k.k tks fgdq uewuks fMlanklhaA

fl[k.k tk urhtk
fgu lco+Q [ks i<+.k [kka iksb 'kkfxnZ&

baVjusV ts bLrseky lka bZ&esy t+jh, jkfcrks dfu Fkk_

nLrwjh ,sa x+Sj nLrwjh [+kr esa i+QdqZ leq>h] equkflc Mkdk bLrseky djs [+krq fy[kfu Fkk_
bfrgklh [+kr xksYgs] mUgfu ckcr nksLrfu lka xkfYg cksfYg dfu FkkA

10.1 cqfu;knh lco+Q̃
nLrwjh [+kr tks uewuks

rkjh[+k %

oVka % lqjs'k eksVok.kh]

ntksZ lrksa]

Dykl ekuhVj

fnYyhA

ûú
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Mkagqa % gsM ekLrj]

vkn'kZ fo|ky;]

fnYyhA

fo"k; % ykbczsjhv esa fdrkc o/kb.k ykb vt+Z̃A

ekuokjk lkfgc]

eka lqjs'k eksVok.kh] Dykl ekuhVj rOgka[ks vt+Z̃ dfj;ka Fkks r gsfB fMuy fo"k; ckcr lksp
ohpkj djs tYnq d+ne [k.k.k th buk;r dankA

pÄfu ckjfu th f'kdk;r vkgs r vlkats Ldwy esa fdrkcfu tks vankt+̃ reke ?kfV vkgs] rafga
[kka lokb dsfrjfu bZ fo"k;fu rs fdrkc eq;lj bZ u vkfgfuA rOgka [ks fuek.kks vt+Z̃ vkgs r ykbczsjhv
esa fdrkcfu tks vankt+ o/k;ks o×ks ,sa tqnk tqnk fo"k;fu tk fdrkc ?kqjk;k o×kfuA thva r fla/h
vncq] foKku] bfrgkl] egku thofu;waA

tsdMfga eqefdu gqts r gsfB fMuy ys[kdfu tk fdrkc ?kqjk;k o×kfu&

1- xksfcan ekYgh

2- dhjr ckck.kh

3- ukjk;.k ';ke

4- fd'kupan csol

5- gwanjkt nq[kk;y

6- iksiVh ghjkuank.kh

7- jke iatok.kh

8- lqanjh mÙkepank.kh

9- eksgu dYiuk

10- gwanjkt cyok.kh

11- n;ky vk'kk

12- eqjyh/j tsVys

mesn vkgs r rOgka vlka ts vt+Z ckcr t+:# ohpkj djs lfHkuh 'kkfxnZfu th HkykbZv tks
tlq [kVankA

lsok esa]

lqjs'k eksVok.kh
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10.2 vpks r leq>wa
vt̃ ts fgu rduhdh t+ekus esa [+kr th fgd vyx vgfe;r vkgsA bZ&esy] ,l-,e-,l]

okVl~&,i ox+Sjg olhys jkfcrks Fkhanks jgs FkksA ij bUgfu esa 'k[+lh Nqgko th x+Sj ekStwnxh vkgsA [+kr
t+jh, fcfu 'k[+lfu fop esa fgdq tT+ckrh fj'rks d+kbeq fFk, FkksA [+kr t+jh, ek.gw iafgatk ohpkj
ri+Qlhy esa ,sa fpVhv rjg t+kfgj djs l?kfu FkkA [+krfu t+jh, cksyhv tks iQfgyko fFk, FkksA ds
[+kr r bfrgklh cf.ktank vkfgfu] tsds b±nM+ ihf<+;qfu ykb vkn'kZ felky cf.ktank vkfgfuA bu djs
vt̃ ts t+ekus esa fc [+kr tks eqYgq ut+jvankt+ uFkks djs lf?ktsA

lco+Q ckcr lqoky 10.1
1- lgh tokc pwaMs czsdsV esa fy[kks %

(i) Ldwy tks ukyks vkgs %

(v) fo'os'oj fo|ky; (c) egkRek xka/h fo|ky;

(l) vkn'kZ fo|ky; (n) oSfnd fo|ky; (    )

(ii) [+krq fy[kanM+ tks ukyks vkgs %

(v) lqjs'k (c) jes'k

(l) egs'k (n) fnus'k (    )

(iii) ykbczsjhv esa ekStwn gwank vkfgfu %

(v) jkanhdk (c) fdrkc

(l) o.k (n) Hkkft;wa (    )

(iv) -------------------------- fgdq 'kkb# vkgs %

(v) ukjk;.k ';ke (c) dhjr ckck.kh

(l) xksfcan ekYgh (n) eqjyh/j tsVys (    )
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ef'kx+™fy;wa 10.1
(1) rOgkats 'kgj ts iqfyl veynkj [ks vkSjrqfu th fgi+Qkt+r o/kb.k ykb miko dj.k ykb [+krq

fy[kksA

(2) pSV th-ih-Vh- @ baVjusV th enn lka bfrgklh [+kr gkfly dfj;ksA

rOgha Nk flf[k;k
nLrwjh [+kr ,sa x+Sj nLrwjh [+kr esa dfgM+ks i+QdqZ Fkhanks vkgsA

[+kr th vgfe;r reke ?k.kh vkgsA

[+krq ohpjfu th Ms oBq tks vfljkbrks olhyks vkgsA

[+kr tk tqnk tqnk fd+Le gawnk vkfgfuA

o/hd tk.k

[+kr tk c fd+Le gwank vkfgfu& nLrwjh [+kr ,sa x+Sj nLrwjh [+krA

nLrwjh [+kr (Formal Letters)

tMfga fcfu 'k[+lfu ts fop esa dks fj'rks ukrks u gwanks vkgs] ij dafga dkj.k djs frfu
esa ohpkjfu th Ms oBq ;k dafga de lcc [+krq fyf[kts Fkks] mu [+kr [ks nLrwjh [+krq pbts FkksA
bu tk ds felky vkfgfu %

nLrwjh [+kr

1- Ldwy @ dkWyst ts fçalhiky Mkagqa %

(i) Ldwyh eSx+ft+u esa ys[k fy[k.k ckcrA

(ii) d+kSeh lrg rs jkafn esa [kV.k rs ok/k;wa MhansA
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(iii) ybczsjhv esa uoka fdrkc ?kqjkb.k ckcrA

(iv) fla/h lH;frd D+yc [kksy.k ckcrA

(v) vkWu ykbZu i+Qh Hkj.k ckcrA

2- iqfyl vf/dkjhv Mkagqa %

(i) eksckbZy pksjhv th fjiksVZ fy[kkb.k ckcrA

(ii) ikM+s esa x+Sj lekftd vukljfu ckcrA

(iii) ikM+s esa x+Sj dkuwuh vMkorqfu ckcrA

3- E;wfuLiy vf/dkjhv Mkagqa %

(i) tue tks lVhZfi+QdsV gkfly dj.k ckcrA

(ii) o/hd vk;y ik.kh&VSDl ?kVkb.k ckcrA

(iii) Msaxw fpduxqfu;k chekfj;qfu ts jksd ckcrA

4- v[+kckj ts lEiknd Mkagqa %

(i) u,a rkyheh flfj'rs ts [+kkfl;rqfu ckcrA

(ii) lekt esa 'kkfn;qfu rs FkhanM+ [+kpZfu ckcrA

(iii) o.k yxk;ks @ ik.kh cpk;ks gypy ckcrA

(iv) dkyst esa fMoht+u o/kb.k ckcrA

5- nj[+okLr %

(i) ukSfdjhv ckcrA

(ii) cSad esa [kkrks can djkb.k ckcrA

(iii) i+QWkjsfu oht+k gkfly dj.k ckcrA

(iv) Ldwy esa fMoht+u o/kb.k ckcrA
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x+Sj nLrwjh [+kr

(i) nksLr [ks rkyhe th vgfe;r leq>kb.k ckcrA

(ii) oD+r th vgfe;r leq>kb±nsA

(iii) lSj ckcr vgoky MhansA

(iv) gokbZ tgkt+ esa li+Qj tks vkt+ewnks c̃/kb±nsA

(v) rfc;r ckcr gky pky c̃/kb±nsA

(vi) pkps [ks lwf[kM+hv ckcr 'kqØxqt+kjh e×khansA

(vii) iafgats ua<s Hkkm [ks dljr th vgfe;r c̃/kb±nsA

(viii)  Hkkjr ts U;wDyhvj 'kDrhv esa gkfly d;y rjdhv ckcrA

(ix) ekm [ks eksfdfy;y jd+e th iqNk xkNk dansA

10.4 lco+Q ts vkf[+kj tk lqoky

(i) [+krq dafga [ks fyf[k;ks fo;ks\

(ii) lqjs'k eksVok.khv tks dfgM+ks inq vkgs\

(iii) pÄfu ckjfu th dfgM+h f'kdk;r gqbZ\

(iv) dfgM+k fdrkc ?kqjkb.k ykb vt+Z̃ d;y vkgs\

(v) [+kr esa tk.kk;y fdfu fc iatfu ys[kdfu @ 'kkbjfu tk ukyk fy[kksA

2- gsfB fMuy flVqfu esa t+sfj yhd yÝ+t+fu tks vnnq cfnyk, tqfeyk ojh fy[kks %

(i) ewa dkYg xkso/Zu 'kekZ tks fyf[k;yq fdrkcq [+kjhn d;ksA

(ii) jes'k iqfyl esa f'kdk;rwa d;waA

(iii) ys[kd lHkk esa dgk.kh c̃/kbZA

(iv) 'kgj esa uvksa Ldwy [kqfy;ksA
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3- ^Ldwy* lka ykxkiks j[kanM+ yÝ+t+ xksyfu esa fy[kkss %

4- gsfB fMuy [+kkdks iwjks dfj;ks %

            [+kr tks fo"k; [+krq gkfly danM+̃ [+kr tks fd+Leq
(nLrwjh @ x+Sj nLrwjh)

eksckbZy pksjh fFk;.k ckcr iqfyl veynkj nLrwjh

Ldwy th fidfud ykb eat+™jhv ckcr

lekt esa o/anM+ xqukgfu ckcr

bukeq [kV.k ykb ok/k;qfu ckcr

,jkt+hv esa ojh ojh fctyh can fFk;.k ckcr

jLrfu ts [+kjkc gkyrqfu ckcr

Ldwy esa laxhr tk lkt+ ?kqjkb.k ckcr

Ldwy
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5- v.k&BfgdanM+ yÝ+t+ eFkka xksyq ik;ks %

(i) fdrkcq]  isafly]  dkih]  njokt+ks

(ii) 'kkfxnqZ]  gsMekLr#]  nqdkunk#]  iVsokyks

(iii) vt+Z̃]  osfurh]  gqdqe]  nj[+okLr

(iv) tkxzki+Qh]  bfrgkl]  foKku]  dkx+t+

6- czsdsV eka lgh yÝ+t+ pwaMs [+kky Hkfj;ks %

(fuek.kks] f'kdk;r] buk;r] fdrkcq)

vatw iqfyl pkSdhv esa osbZA gqu iqfyl veynkj [ks ------------------------- vt+Z̃ d;ks]

tafga esa gqu ------------------------------------- dans fyf[k;ks r gqu ts ?kj eka e'kgw# ys[kd fy;ks

VkfyLVk; tks ----------------------- pksjh Fkh fo;ks vkgsA iqfyl veynkj gqu rs -------------------

dans rqrZ dkjZokbZ dbZA

7- czsdsV esa fMuy fgnk;r ewftcq t+eku cfnyk, tqfeyk ojh fy[kks %

(i) jk/k Ldwy osbZA (t+eku gky)

(ii) ewa fgdq jkanhdks [+kjhn d;ksA (t+eku eqLrd+fcy)

(iii) eqafgats Hkkm [ks fdrkc i<+.k tks 'kkSadq vkgsA (t+eku ekt+h)

(iv) eqafgath eklh vesfjdk eka b±nhA (t+eku ekt+h)

8- gsfB;qfu flVqfu esa yhd fMuy yÝ+t+ [ks xzkej ewftcq lq×kk.ks fy[kks %

(i) jkts'k bZekunkj Nksfdjks vkgsA

(ii) vlka oD+r rs xkMh ifdM+hA

(iii) lqHkk.ks eka eqEcbZ osanqflA

(iv) ft+anxhv esa lq[k&nq[k b±nk jgank vkfgfuA
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lco+Q ckcr lqokyfu tk tokc
1- (i) (l)

(ii) (v)

(iii) (c)

(iv) (v)

uoka yÝ+t+
vt+Z̃ = osfurh

buk;r = efgjckuh

vankt+̃ = rknknq

fuek.kks = fuoM+r okjks
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