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[+krq dhva fyf[kts

vt˜ dYg] tMfga dks fc ?kj [kka ckfgfj osanks vkgs r lanfl

ekbV poank vkfgfu] ^^i+Qksu t+:# dft r lq[k lka igqph

fo;ks vkghaA** ij tsdMfga i+Qksu bZ u gqts r mgks Nk djs\

bgks fcYdqy lgh vkgs r [+krq fy[kh iafgatkss gkyq&vfgokyq

ekbVfu [ks MsbZ lf?kts FkksA gwava fc iafgatfu fny ts Hkkofu]

meaxfu ,sa ohpkjfu [ks t+kfg# dj.k ykb [+krq fy[k.k ,sa

iafgatfu vt+ht+fu tk [+kr i<+.k tks vkuanq bZ fujkyks gwanks

vkgsA ch lqBh xkfYg bgk vkgs r mUgfu [+krfu [ks dMfga

fc i<+h lf?kcks vkgs ,sa tsfrjk Hksjk fnfy pkgs] i<+h lf?kcks

vkgsA

vOgka fc iafgats thou esa ds [+kr r t+:# fyf[k;k gwankA

tMfga vOgka fdFks ckfgfj ?kqe.k ykb fo;k gwank r t+:#

iafgats dafga nksLr [ks [+krq fy[kh] mrka ts ckjs esa dq>q c˜/k;ks

fc gwanks ;k iafgats dafga ekbV [ks lanfl [+kr tks tokcq

eksfdfy;ks gwanksA ;k iafgats tue Mhaga ts ekSds rs iafgatfu

nksLrfu [ks uhaM&i=k eksfdys ?kqjk;ks gwanksA ;k ojh dMfga

fctyh] ik.kh ;k li+QkbZv ckcfr nkaga dj.k ykb dafga

ljdkjh veynkj [ks [+krq fyf[k;ks gwanksA b,a fc Fkh l?ks Fkks

r t+:jr io.k rs rOgka jk"Vªh; eqDr fo|ky;h f'k{kk laLFkku

(,u-vkbZ-vks-,l-) ;k chv dafga laLFkk [ks [+kr fyf[k;k

gqtfuA

thou&dkS'ky (fta+nxhv th lykfg;r) @ ljxfeZ;wa

 oD+r ewftcq [+krfu th vgfe;r ,sa t+:jr

 [+krfu t+jh, gky vfgoky th tk.k

 ljdkjh fy[ki<+ esa vt˜ fc [+krfu tks okfgiks

i<+.kq @ fy[k.kq

 ulq#

 et+ewu

lk# vpks r leq>wa

 iafgats eu ts Hkkoukmfu [ks ijss osBy ek.gwv rkb±
igqpkb.k ykb [+kr fyf[k;k osank vkfgfuA vt˜dYg
VsDukykWth ,sa lapkj esa bafo+Qykcq vp.k lcc dEI;wVj
baVjusV t+jh, fc bZ&[+kr eksfdfy;k osank vkfgfuA
eksckbZy i+Qksu t+jh, xkfYg cksfYg u djs lf?kts Fkh]
lk.kq xM˜ nqfu;k ts dafga fc dqaM esa osBy fc,
ek.gwv ts eksckbZy i+Qksu rs fy[kh djs fu;kik fc
eksfdys lf?ktfu FkkA ,l-,e-,l- t+jh, vOgka gksyh&
fM;kjhv tk 'kqHkdkeuk luhgk iafgatfu ijs jganM+
nksLrfu [ks eksfdys l?kks FkkA

 [+kr gsfB;fu fo+QLefu tk Fkhank vkfgfu&

[+krfu tk fo+QLe



 

 



 

nLrwjh x+Sj&nLrwjh

frtkjrh  nÝ+rjh  nj[+okLrh
'k[+lh [+kr

ok/kbZ  'kqØxqt+kjh  'kqHkdkeuk  uhaM i=k  fc;k [+kr
[+kr     [+kr    [+kr
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1- ekm [ks dfgM+s fo+QLe tks [+krq fyf[kcks vkgs\
(v) nLrwjh     (c) nÝ+rjh
(l) 'k[+lh    (n) nj[+okLrh ¹   º

2- ik.k [kka oMh mfefj okjfu [ks [+krq fy[k.k
ofD+r iNkM+hv esa Nk fy[k.kq ?kqfjts\
(v) rOgkatks vkKkdjh
(c) rOgkatks [+kkfl
(l) rOgkatks 'kqHkfpard
(n) lnk rOgkatks ¹   º

3- fgu ni+Qs eksdyqfu esa rOgka Nk&Nk d;ks\
iafgats nksLr [ks [+krq fy[kh leq>k;ksA

iafgath dFk@ij[k dfj;ks

bgks tk.k.kq fi.k t+:jh vkgs

o/hd [kka o/hd ekdw± dhva gkfly dtfu

vgeq uqD+rk

 vlka tsds fc [+kr fy[kank vkfg;wa] mUgfu [ks lgwfy;r ts fygkt+

[kka fcfu fo+QLefu esa fofjgk, lf?kts Fkks&

(v) x+Sj&nLrwjh [+kr (vukSipkfjd i=k) Internal Letters

(c) nLrwjh [+kr (vkSipkfjd i=k) Formal Letters

 x+Sj&nLrwjh [+kr (vukSipkfjd i=k) Internal Letters

vlha iafgatfu nksLrfu [ks [+kr fy[kank vkfg;wa] dqVqac ts Hkkfr;qfu

[ks [+kr fy[kank vkfg;wa ;k iafgats dafga lq×kkry [ks [+kr fy[kank

vkfg;waA bUgfu ek.gqfu [ks fyf[k;y [+kr xS+j&nLrwjh [+kr lfM;k

osank vkfgfuA

 nLrwjh [+kr (vkSipkfjd i=k) Formal Letters

tMfga fcfu ek.gqfu ts fop esa 'k[+lh ykxkik u gwank vkfgfu ,sa

fgd fc, lka lq×kk.ki fc u gwanh vkgs ,sa fgd fc, [ks [+krq ox+Sjg

fy[kank vkfgfu r vfgM+fu ykxkis okjfu [+krfu [ks ̂ nLrwjh [+kr*

p;ks osanks vkgsA

 [+kr tk Mkdk

[+krq nLrwjh gqts ;k x+Sj nLrwjh] fcUgha [ks fy[k.k ykb dq>q Mkdfu

tks flyflysok# okfgiks dj.kq t+:jh gwanks vkgsA thva] tafga [ks

[+krq eksfdfyts Fkks] mu tks ukyks] ,Msªl] lacks/u] [+kr tks ewy

eoknq ,sa [+kr th iNkM+hA fgu [ks bu jhfr leq>h lf?kts Fkks&

(v) ,sMsªl ,sa rkjh[+k fy[k.k ('kq:vkfr)

(c) lacks/u ,sa vfHkoknu okjfu yÝ+t+fu tks okfgiks dj.k

(lacks/u ,sa vknj)

(l) p;y xkfYg fy[k.k ([+kr tks ewy eoknq)

(n) [+kr th iNkM+h ,sa lgh dj.kq (iNkM+h)

 nj[+okLrh [+kr fy[k.k ofD+r lHksbZ xkfYg;wa e;kZnk
lka fy[k.k ?kqfjtfuA vkf[+kfj esa fuoM+r ,sa U;kt+ tks
bt+gk# dj.k ?kqfjtsA

 nLrwjh [+krfu esa fo"k; fpVs uewus fy[k.kq t+:jh
vkgsA

 x+Sj nLrwjh [+krq iafgatfu ts I;kj Hkfj;fu Hkkofu lka
lqHkkohd xkfYg cksfYg ts vankt+ esa fyf[k;ks osanks
vkgsA

 lacks/u ,sa vknj esa vnc ,sa i+Qt+hyr tks veyq
t+:jh vkgsA

 oSKkfud VsDukykWthv esa bafo+Qykch iQsjks vp.k lka
ghavj ,dohgha lnhv esa [+kr fy[k.k ,sa eksfdy.k ts
<ax esa fc rCnhyh vkbZ vkgsA

 bZ&[+kr ;k bZ&esy eksckbZy ;k dEI;wVj olhys
FkhanM+ [+kr&ofgaokj [ks pbcks vkgsA

 [+krq gkflyq dj.k okjks mu[ks mu bZ iy esa iafgats
dEI;wVj LØhu rs i<+h oBanks vkgs ,sa pkgs r gw mu
th dkWih fc fçaV djk, gkflyq djs l?ks FkksA

 vt˜dYg ua<k&ua<k fu;kik fy[kh djs eksckbZy iQksu
t+jh, ,l-,e-,l- ;k okV~l&,i rs ek.gw iafgats
vt+ht+ [ks eksfdyhank vkfgfuA fc;ks ek.gw nqfu;k th
dafga fc dqaM esa osBks gqts] ifgfj;ksa ek.gw iafgath tkb
[kka gqu [ks euilafn fu;kiks eksfdys l?ks FkksA

 et+ewu [ks ckj&ckj i<+.k lka tokc fM;.k esa lgwfy;r

fFk, FkhA

 o/hd ekdw± gkfly dj.k ykb oMs tokc [ks ua<fu ua<fu

fglfu esa fofjgkb.kq ?kqfjtsA

 oMs et+ewu [ks ua<fu ua<fu fglfu esa fofjgkb.kq t+:jh

vkgsA


