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lafèk 'kCn dk vFkZ ^esy* ls gSA nks fudVorhZ ;k lehiorhZ 
o.kks± ds esy ls tks fodkj (ifjorZu) gksrk gS] og lafèk dgykrk 
gSA ogha lafèk ds fu;ekuqlkj feys o.kks± dks iqu% ewy voLFkk esa ys 
tkus dh fØ;k dks lafèk&foPNsn dgrs gSaA

lafèk
lafèk ds igys o.kZ ds vuqlkj blds rhu Hksn fd;s tkrs gSa] tks 

fuEufyf[kr gSa&
	z Loj lafèk 	z O;atu lafèk 	z folxZ lafèk

Loj lafèk

nks Lojksa ds esy ls tks fodkj (ifjorZu) mRiUu gksrk gS] og 
Loj lafèk dgykrk gSA

mnkgj.k% fo|k + vky; = fo|ky;] egk + vkRek = egkRek
Loj lafèk ds ik¡p Hksn (izdkj) gksrs gSa] tks fuEufyf[kr gSa&

Loj lafèk ds ik¡p Hksn

nh?kZ lafèk xq.k lafèk o`f¼ lafèk ;.k lafèk v;kfn lafèk

nh?kZ lafèk
bl izdkj dh lafèk esa ftl LFkku ij v@vk ds i'pkr~~ v@vk] 

m@Å ds i'pkr~~ m@Å ,oa b@bZ ds i'pkr~~ b@bZ vk, rks ;s nksuksa 'kCn 
feydj nh?kZ Loj gks tkrs gSa] tSls&

v + v = vk v + vk = vk
	¾ xhr + vatfy = xhrkatfy
	¾ Lo + vFkhZ = LokFkhZ
	¾ er + vuqlkj = erkuqlkj
	¾ ije + vFkZ = ijekFkZ
	¾ iz + vkaxe = izkax.k
	¾ ihr + vEcj = ihrkEcj

	¾ vke + vk'k; = vkek'k;
	¾ vk;Z + vkorZ = vk;kZorZ
	¾ xHkZ + vk'k; = xHkkZ'k;
	¾ Hkz"V + vkpkj = Hkz"Vkpkj
	¾ gkL; + vkLin = gkL;kin

vk + v = vk vk + vk = vk
	¾ fu'kk + var = fu'kkar
	¾ lÙkk + varj.k = lÙkakrj.k
	¾ ijh{kk + vFkhZ = ijh{kkFkhZ
	¾ jpuk + voyh = jpukoyh
	¾ fn'kk + varj = fn'kkarj
	¾ lqèkk + va'kq = lqèkka'kq

	¾ egk + vk'k; = egk'k;
	¾ okrkZ + vkyki = okrkZyki
	¾ izsj.kk + vkLin = izsj.kkLin
	¾ egk + vkRek = egkRek
	¾ izs{kk + vkxkj = izs{kkxkj
	¾ rFkk $ vfi = rFkkfi

(tkjh---)

b + b = bZ b + bZ = bZ
	¾ jfo + banz = johanz
	¾ eqfu + banz = equhanz
	¾ vfHk + b"V = vHkh"V
	¾ dfo + banz = dohanz
	¾ vfr + bo = vrho

	¾ vfHk + bZIlk = vHkhIlk
	¾ eqfu + bZ'oj = equh'oj
	¾ vfèk + bZ{k.k = vèkh{k.k
	¾ f{kfr + bZ'k = f{krh'k
	¾ izfr + bZf{kr = izrhf{kr

bZ + b = bZ bZ + bZ = bZ
	¾ 'kph + banz = 'kphanz
	¾ egrh + bPNk = egrhPNk
	¾ y{eh + bPNk = y{ehPNk
	¾ ;rh + banz = ;rhanz
	¾ ;ksxh + banz = ;ksxhanz

	¾ ukjh + bZ'oj = ukjh'oj
	¾ jtuh + bZ'k = jtuh'k
	¾ unh + bZ'oj = unh'oj
	¾ tkudh + bZ'k = tkudh'k
	¾ lrh + bZ'k = lrh'k

m + m = Å m + Å = Å
	¾ Hkkuq + mn; = Hkkuwn;
	¾ xq# + mins'k = xq:ins'k
	¾ y?kq + mÙke = y?kwÙke
	¾ Hkkuq + mn; = Hkkuwn;
	¾ eèkq + mRlo = eèkwRlo

	¾ flaèkq + Åfe = flaèkwfeZ
	¾ y?kq + ÅfeZ = y?kwfeZ
	¾ lkèkq + ÅtkZ = lkèkwtkZ
	¾ èkkrq + Å"ek = èkkrw"ek
	¾ y?kq + mÙkj = y?kwÙkj

Å + m = Å Å + Å = Å
	¾ Hkw + mifj = Hkwifj
	¾ oèkw + midkj = oèkwidkj
	¾ Hkw + mRlxZ = HkwRlxZ
	¾ oèkw + mfDr = oèkwfDr
	¾ Hkw + m¼kj = Hkw¼kj

	¾ oèkw + ÅfeZ = oèkw£e
	¾ lj;w + Å£e = lj;w£e
	¾ Hkw + ÅèoZ = HkwèoZ
	¾ Hkw + Å"ek = Hkw"ek
	¾ Hkw + ÅtkZ = HkwtkZ

xq.k lafèk

bl izdkj dh lafèk ds }kjk ;fn fdlh LFkku ij v@vk ds 
i'pkr~~ b@bZ vk, rks nksuksa feydj ^,* gks tkrk gSA blh izdkj ;fn 
v@vk ds i'pkr~~ m@Å vk, rks ogk¡ nksuksa feydj ^vks* ,oa v@vk 
ds i'pkr~~ Í vk, rks nksuksa feydj ^vj* gks tkrk gS] tSls&

v + b = , v + bZ = ,
	¾ Hkkjr + banz = Hkkjrsanz
	¾ iq"i + banz = iq"isanz
	¾ ekuo + banz = ekuosanz
	¾ ?kzk.k + bafnz; = ?kzk.ksafnz;
	¾ lR; + banz = lR;sanz
	¾ yksd + brj = yksdsrj

	¾ loZ + bZ'oj = losZ'oj
	¾ lkse + bZ'k = lkses'k
	¾ iz + bZ{kd = izs{kd
	¾ vad + bZ{k.k = vads{k.k
	¾ vi + bZ{kk = vis{kk

(tkjh---)

99 lafèk ,oa lafèk&foPNsnlafèk ,oa lafèk&foPNsn
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vk + b = , vk + bZ = ,
	¾ jktk + banz = jktsanz
	¾ ;Fkk + bPNk = ;FksPNk
	¾ egk + banz = egsanz
	¾ lqèkk + banq = lqèksanq
	¾ jluk + bafnz; = jlusafnz;

	¾ egk + bZ'oj = egs'oj
	¾ mek + bZ'k = mes'k
	¾ jkdk + bZ'k = jes'k
	¾ jek + bZ'k = jes'k
	¾ egk + bZ'k = egs'k

v + m = vks v + Å = vks
	¾ izkIr + mnd = izkIrksnd
	¾ ekuo + mfpr = ekuoksfpr
	¾ Kku + mn; = Kkuksn;
	¾ fgr + mins'k = fgrksins'k
	¾ jksx + mipkj = jksxksipkj
	¾ lg + mnj = lgksnj
	¾ lw;Z + Å"ek = lw;ksZ"ek

	¾ leqnz + ÅfeZ = leqnzksfeZ
	¾ iz + Å<+ = izkS<+
	¾ ty + Å£e = tyksfeZ
	¾ uo + Å<+k = uoks<+k
	¾ ij + midkj = ijksidkj
	¾ ije + mRlo = ijeksRlo

vk + m = vks vk + Å = vks
	¾ egk + mRlo = egksRlo
	¾ xaxk + mn; = xaxksn;
	¾ ;Fkk + mfpr = ;Fkksfpr
	¾ egk + mn; = egksn;
	¾ egk + m".k = egks".k

	¾ xaxk + ÅfeZ = xaxks£e
	¾ n;k + Å£e = n;ks£e
	¾ egk + ÅtkZ = egkstkZ
	¾ egk + mQ"ek = egks"ek

v + Í = vj vk + Í = vj
	¾ nso + Íf"k = nsof"kZ
	¾ d.o + Íf"k = d.of"kZ
	¾ lIr + Íf"k = lIrf"kZ

	¾ egk + Íf"k = egf"kZ
	¾ jktk + ½f"k = jktf"kZ

o`f¼ lafèk

bl izdkj dh lafèk ds }kjk ;fn fdlh LFkku ij v@vk ds 
i'pkr~~ ,@,s vk, rks nksuksa feydj ^,s* gks tkrs gSaA blh izdkj ;fn 
v@vk ds i'pkr~ vks@vkS vk, rks nksuksa feydj ^vkS* gks tkrk gS] 
tSls&

v + , = ,s v + ,s = ,s

	¾ yksd + ,"k.kk = yksdS"k.kk
	¾ 'kqHk + ,"kh = 'kqHkS"kh
	¾ foÙk + ,"k.kk = foÙkS"k.kk
	¾ fnu + ,d = fnuSd
	¾ èku + ,"kh = èkuS"kh
	¾ ,d + ,d = ,dSd

	¾ er + ,sD; = erSD;
	¾ nso + ,s'o;Z = nsoS'o;Z
	¾ fopkj + ,sD; = fopkjSD;
	¾ fo'o + ,SD; = fo'oSD;
	¾ uo + ,s'o;Z = uoS'o;Z

vk + , = ,s vk + ,s = ,s

	¾ lnk + ,o = lnSo
	¾ rFkk + ,o = rFkSo
	¾ ,dnk + ,o = ,dnSo
	¾ olqèkk + ,o = olqèkSo

	¾ loZnk + ,o = loZnSo
	¾ egk + ,s'o;Z = egS'o;Z
	¾ jek + ,s'o;Z = jeS'o;Z

(tkjh---)

v + vks = vkS v + vkS = vkS
	¾ ije + vkstLoh = ijekStLoh
	¾ ty + vksd = tykSd
	¾ m".k + vksnu = m".kkSnu
	¾ vèkj + vks"B = vèkjkS"B

	¾ iz  +  vkSn~;k sfxdh = 
izkSn~;ksfxdh
	¾ ty + vkS"kfèk = tykS"kfèk
	¾ ou + vkS"kèk = oukS"kèk
	¾ ea=k + vkS"kfèk = ea=kkS"kfèk

vk + vks = vkS vk + vkS = vkS
	¾ egk + vkst = egkSt
	¾ egk + vkstLoh = egkStLoh

	¾ egk + vkS"kfèk = egkS"kfèk
	¾ egk + vkS"kèk = egkS"kèk

;.k lafèk

bl izdkj dh lafèk ds }kjk ;fn b] bZ] m] Å rFkk Í ds i'pkr~ 
dksbZ Loj vk, rks ogk¡ ij b@bZ dk ^;* gks tkrk gSA blh izdkj m@Å 
dk ^o* ,oa Í dk ^j* gks tkrk gS] tSls&

b + v = ; b + vk = ;k
	¾ izfr + viZ.k = izR;iZ.k
	¾ ;fn + vfi = ;|fi
	¾ vfr + vfèkd = vR;fèkd
	¾ xfr + vojksèk = xR;ojksèk

	¾ v f r  + v k o ' ;d = 
vR;ko';d
	¾ fo + vk[;ku = O;k[;ku
	¾ vfr + vkpkj = vR;kpkj
	¾ vfHk + vkxr~ = vH;kxr

b + m = ;q b + Å = ;w

	¾ izfr + midkj = izR;qidkj
	¾ vfr + mfDr = vR;qfDr
	¾ vfHk + mRFkku = vH;qRFkku
	¾ vfHk + mn; = vH;qn;
	¾ vfr + mÙke = vR;qÙke

	¾ fu + Åu = U;wu
	¾ izfr + Åg = izR;wg
	¾ fo + Åg = O;wg
	¾ okf.k + ÅfeZ = ok.;wfeZ

b + , = ;s bZ + v = ;
	¾ izfr + ,d = izR;sd
	¾ vfèk + ,"k.kk = vè;s".kk

	¾ nsoh + viZ.k = nsO;iZ.k
	¾ nsoh + vFkZ = nsO;FkZ

bZ + vk = ;k bZ + m = ;q
	¾ nsoh + vky; = nsO;ky;
	¾ l[kh + vkxe = l[;kxe

	¾ nsoh + mfDr = nsO;qfDr
	¾ ukjh + mfpr = uk;ZqfDr

m + v = o m + vk = ok
	¾ ruq + vaxh = rUoaxh
	¾ euq + vUrj = eUoUrj
	¾ vuq + v; = vUo;

	¾ lq + vkxr = Lokxr
	¾ vuq + vkns'k = vUokns'k
	¾ lkèkq + vkpj.k = lkèokpj.k

m + , = os m + vks = oks

	¾ vuq + ,"k.k = vUos"k.k
	¾ vuq + ,"kd = vUos"kd

	¾ y?kq + vks"B = yèoks"B
	¾ xq# + vksnu = xqoksZnu

Å + vk = ok mQ + b = fo
	¾ oèkq + vkxeu = oèokxeu

	¾ Hkw + vkfn = Hokfn

	¾ iw + b=k = ifo=k

(tkjh---)
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iYyou dk 'kkfCnd vFkZ gS& fdlh fo"k; ;k fopkj dk foLrkjA 
blds varxZr Hkko ;k fopkj dk vFkZ Li"V fd;k tkrk gSA ys[ku 
dh bl fØ;k dks fgUnh esa ^iYyou* dgrs gSa rFkk o`¼hdj.k] 
fo'knhdj.k] lao¼Zu] Hkko&foLrkj vkfn iYyou ds vU;kU; uke gSaA

tc fdlh fopkj dks de&ls&de 'kCnksa esa izdV fd;k tkrk 
gS ;k mls lwfDr;ksa ds :i esa izLrqr fd;k tkrk gS] rks mlds vFkZ 
dks xzg.k djus esa dfBukbZ gksrh gSA ,slh fLFkfr esa bl ckr dh 
vko';drk gksrh gS fd mu iafDr;ksa dks O;k[;kf;r fd;k tk,] rkfd 
mUgsa ljyrk ls le>k tk ldsA 

iYyou ds varxZr blh mn~ns'; dh iwfrZ dh tkrh gSA vr% 
iYyou dks bu 'kCnksa esa ifjHkkf"kr fd;k tk ldrk gS] ¶fdlh 
lqxfBr ,oa xaqfiQr fopkj ;k Hkko ds fopkj dks iYyou dgrs gSaA¸s

iYyou dh vko';drk
	z D;ksafd de&ls&de 'kCnksa esa fy[ks x, fopkjksa rFkk Hkkoksa esa 
bruh Li"Vrk ugha jgrh gS] ftls lHkh vklkuh ls le> ldsaA

	z D;ksafd ,d xaHkhj ys[kd ̂ xkxj esa lkxj* Hkjrs gq, U;wure 'kCnksa 
esa vfèkdre ckrksa dks fy[kus dk iz;kl djrk gS] ftls vklkuh 
ls fcuk Li"Vrk ds ugha le>k tk ldrkA

	z D;ksafd fgUnh esa ,slh g”kkjksa lwfDr;k¡ vkSj dgkorsa izpfyr gSa 
ftudk vFkZ Li"V djus gsrq mudk vFkZ&foLrkj djuk vko';d 
gksrk gSA

	z D;ksafd vFkZ&foLrkj djrs le; ewy okD; esa vk, fopkjlw=kksa 
dk mi;qDr (lgh) vFkZ idM+us dk iz;kl fd;k tk ldsA

iYyou dh izeq[k fo'ks"krk,¡
	z iYyou Hkko ;k fopkj dk foLrkj gS ysfdu ;g O;k[;k rFkk 
HkkokFkZ ls fHkUu gSA

	z iYyou] O;k[;k rFkk HkkokFkZ esa rkfÙod varj gksrk gSA
	z iYyou esa fufgr Hkko dk foLrkj gksrk gSA
	z iYyou esa izlax&funsZ'k ds lkFk vkykspuk rFkk Vhdk&fVIi.kh 
djus dh NwV ugha gS] ftl izdkj dh NwV ^O;k[;k* djus esa 
gksrh gSA

	z iYyou esa ewy Hkko dks Li"V djus ds fy;s Hkko&foLrkj lacaèkh 
dksbZ lhek ugha gksrh gS] ftl izdkj dh lhek HkkokFkZ esa ewy 
Hkko dks Li"V djus ds lacaèk esa gksrh gSA

	z iYyou ds }kjk ^ewy* rFkk ^xkS.k* nksuksa izdkj ds fufgr Hkkoksa 
dks izdV fd;k tkrk gSA

2222 iYyouiYyou

iYyou ls lacafèkr dqN egÙoiw.kZ fu;e
	z iYyou ds fy;s ewy vorj.k ds laiw.kZ Hkko dks vPNh rjg 
ls le>us dk iz;kl djsaA

	z ewyHkko ;k fopkj ds lkFk&lkFk xkS.k ;k lgk;d fopkjksa dks 
Hkh le>us dh ps"Vk djsaA

	z vFkZ&foLrkj gsrq dqN mnkgj.k ;k rF; Hkh fn;s tk ldrs gSaA

	z Hkk"kk esa Li"Vrk] ekSfydrk rFkk ljyrk gksuh pkfg;sA blesa iz;ksx 
fd;s x, NksVs&NksVs okD; vfèkd mi;qDr gksrs gSaA vyaÑr Hkk"kk 
fy[kus ls cpuk pkfg;sA

	z iYyou esa ewy ys[kd ds euksHkkoksa dk gh foLrkj gksuk pkfg;sA 
Vhdk&fVIi.kh ;k vkykspuk ugha djuh pkfg;sA

	z iYyou lekl&'kSyh dh txg O;kl&'kSyh esa fy[kuk pkfg;s 
vFkkZr~ blesa rF; dks foLrkj ls fy[kk tkuk pkfg;sA blesa 
lkekfld 'kCnksa dk iz;ksx ugha djuk pkfg;sA

	z iYyou dh jpuk vU; iq#"k esa gksuh pkfg;sA

iYyou ds mnkgj.k

iYyou ds oqQN mnkgj.k (ys[ku@mÙkj lfgr)

	 1.	vko';drk vkfo"dkj dh tuuh gSA

		 euq"; dh vkfne voLFkk ls ysdj orZeku fodflr voLFkk 
rd dk;kiyV ds ewy es a vko';drk,¡ gh jgh gS aA 
vko';drk&iwfrZ gsrq euq"; deZ ds fy;s izsfjr vkSj ckè; gksrk 
gS vkSj bl iz;kl esa mls tks vuqHko gkfly gksrk gS] mls 
vxyh vko';drk&iwfrZ esa mi;ksx djrk gSA euq"; fdruh Hkh 
mÙke voLFkk esa igq¡p tk,] mldh vko';drk,¡ fujarj cuh 
jgrh gSaA

		 vkfnekoLFkk ls orZeku voLFkk ds eè; dh vofèk esa vuar 
vko';drk,¡ Fkha] ftUgsa ,d&,d dj ikj dj vkt euq"; 
foKku dh fodkl'khy voLFkk esa igq¡pk gSA vkt reke ekuoh; 
lq[k&lkèku dh miyCèkrk ds ckotwn u rks vko';drkvksa dh 
bfrJh gqbZ gS vkSj u gh euq"; viuh deZ&lekfIr ekudj gkFk 
ij gkFk èkjs cSB x;k gSA lp rks ;g gS fd vkt foKku vkSj 
rduhd us O;fDrxr lq[k&lqfoèkk ls vyx fodkl ds vU;kU; 
{ks=k ds vuar }kj [kksy fn;s gSa] ftuls vko';drkvksa ds nk;js 
Hkh vla[; gks x, gSaA iQyr% euq"; dh fØ;k'khyrk dh xfr 
Hkh dkiQh c<+ xbZ gSA ifj.kker% fur u,&u, vkfo"dkj gks 
jgs gSaA ekuoh; vko';drk,¡ vkSj mudh iwfrZ gsrq ekuoh; 



198 Drishti Publications 199Drishti Publications

General Hindi & General English iYyou

iz;kl ,d fujarj izfØ;k gS] tks dHkh lekIr gksus okyh ugha 
gSA vr% ;g dFku v{kj'k% lR; gS fd vko';drk 
vkfo"dkj dh tuuh gSA

	 2.	eu ds gkjs gkj gS] eu ds thrs thrA

		 ekuo&eu esa mRlkg dk lapkj vkSj vk'kk gh fdlh dk;Z@y{; 
dh vkèkh izkfIr gsrq i;kZIr gksrs gSaA y{;&izkfIr dh jkg esa n`<+ 
ladYi ls euq"; fo"ke ckèkkvksa] ijs'kkfu;ksa rFkk d"Vksa dks 
lqxerkiwoZd ikj djus esa liQy gks tkrk gS] D;ksafd mldks 
y{; ikuk gksrk gSA ;|fi vU; lgk;d vuqowQyrkvksa dk Hkh 
blesa fo'ks"k egÙo gS] rFkkfi tc rd euq"; vkReizsfjr u gks] 
rc rd vU;kU; vuqowQyrk,¡ ,oa lqvolj Hkh dkjxj lkfcr 
ugha gksrs vkSj y{;&izkfIr dh laHkkouk {kh.k cuh jgrh gSA 
mnkgj.kLo:i ;fn dksbZ Nk=k vareZu ls ;g eku ys fd veqd 
ijh{kk esa og liQy ugha gks ldrk rks Js"B iqLrdsa ,oa vU; 
lgk;d Js"B lkexzh Hkh mlds fy;s fu"iz;ksT; gh fl¼ gksxhA 
blds foijhr] ;fn ?kkrd jksx ls ihfM+r O;fDr vareZu ls mlls 
tw>us dk ladYi dj ys] rks mldh ;g ftthfo"kk mlds vanj 
uothou dk lapkj dj jksx izfrjksèkd 'kfDr iSnk dj nsrh gSA 
vk'k; ;g gS fd vareZu ls fy;k x;k n`<+ladYi ekufld 
lcyrk ds lkFk&lkFk 'kjhj dh van:uh izeq[k fØ;kvksa dks 
e”kcwrh iznku djrk gS] ftuls thou&;q¼ thrus esa enn feyrh 
gSA vr,o] ekuo thou ds gj {ks=k esa thr dk izR;{k lacaèk 
'kkjhfjd&HkkSfrd lkeF;Z ls dgha vfèkd ekufld èkkj.kk ls gSA

	 3.	 ?kj dk tksxh tksxuk] vku xk¡o dk fl¼A

		 izk;% yksxksa dh ;g ekufldrk gksrh gS fd os vius vklikl 
lqyHk miyCèk ph”k dks egÙo u nsdj ckgj dh ph”k dks 
fof'k"V ekudj fo'ks"k egÙo nsrs gSaA vfHkizk; ;g gS fd yksx 
vius vklikl ds xq.kkdj ;ksxh dks dkSM+h dk Hkko nsrs gq, 
lEeku nsus ls ijgs”k djrs gSa] tcfd nwj ds lkèkkj.k&ls ;ksxh 
dks fl¼ ;ksxh ekudj flj&vk¡[kksa ij cSBk ysrs gSaA bldk ewy 
dkj.k ;g gS fd vYi ;ksX; O;fDr dh de miyCèkrk mls 
vfèkd ewY;oku cuk nsrh gSA eqf'dy ls miyCèk O;fDr vkSj 
nwjLFkrk ds dkj.k yksxksa ds fy;s vufHkK gksus ds dkj.k 
LokHkkfod :i ls muds eu esa lgt ftKklk dk rhoz lapkj 
mRiUu djrk gSA 'kk;n ;gh dkj.k yksxksa ds vareZu esa mlds 
dfFkr Kku ds ckotwn vfèkd lEeku dh Hkkouk mRiUu dj 
nsrh gSA blds foijhr] fudVLFk lgt miyCèk Kkuh O;fDr 
ds izfr vkd"kZ.k ;k yxko de gksrk gSA ekuo&izÑfr dh ;g 
foMacuk gh dgh tk,xh fd og vius vklikl ds ;ksX; ;ksxh 
(tksxh) dks egÙoghu ekudj vuknj dh Hkk"kk esa ^tksxuk* 
dgrk gS rFkk nwjLFk ds lkèkkj.k&ls ;ksxh dks ^fl¼ ;ksxh* 
ekudj vknj o lEeku ds Å¡ps vklu ij cSBk nsrk gSA bl 

lanHkZ esa dgkor Hkh izpfyr gS ^?kj dh [kkaM fdjfdjh ckgj 
dk xqM+ ehBk*A

	 4.	tgk¡ u igq¡ps jfo] ogk¡ igq¡ps dfoA

		 dfo dh dYiuk&'kfDr vikj gksrh gS] tks ekuo&eu ds ml 
vigq¡p Hkkxksa esa igq¡pus dk lkeF;Z j[krh gS] tgk¡ lw;Z dh 
jks'kuh Hkh ugha igq¡p ldrhA lw;Z dh jks'kuh dh ifjO;kfIr 
lkSj&eaMy rd gh lhfer gS] ijarq dfo dh dYiuk'khyrk dh 
lhek vuar gSA dfo u dsoy ;FkkFkZ yksd ds txr&thou ds 
lw{ere vkSj vn`'; rF;ksa dh ifjdYiuk dj ldrk gS] oju~ 
uo yksd&txr ds fuekZ.k esa Hkh l{ke gksrk gSA viuh jpukvksa 
ds ekè;e ls dfo vn~Hkqr] vfo'oluh; ,oa foy{k.k ?kVukvksa] 
pfj=k ,oa ifjos'k dh l`f"V dj vius ân; dh xw<+ laosnukvksa 
rFkk foy{k.k cqf¼ dh lw{e fopkjèkkjk dks izLrqr djus esa 
iw.kZr% l{ke gksrk gSA

		 lgh vFkks± esa dfo ;FkkFkZ yksd dk ys[kd rks gksrk gh gS] 
dYiuk&yksd dk Hkh ,d mÙke f'kYidkj gksrk gSA dfo dh 
Ñfr ekuo&eu dh fujk'kk ,oa vaèkdkj i{k dks jks'ku dj 
uothou dks ÅtkZ ,oa LiwQfrZ iznku djrh gSA fujk'kk esa vkdaB 
Mwcs eè;dkyhu Hkkjrh; tuekul dks dchj] rqylh] lwj vkfn 
egku larksa&dfo;ksa us gh rks mckjk FkkA

	 5.	 fcuk fopkjs tks djs] lks ikNs iNrk;A

		 dksbZ Hkh dke fcuk fopkjs ugha djuk pkfg;sA fopkj ds vHkko 
esa dk;Z dks lgh fn'kk ugha fey ikrh gSA fopkj djus ls dk;Z 
dk mn~ns'; lqfuf'pr gks tkrk gSA blls dk;Z&lacaèkh e”kcwr 
,oa de”kksj i{k Li"V gks tkrs gSaA iQyr% dk;Z dh ,d :ijs[kk 
cu tkrh gS ftlls dke djuk vklku gks tkrk gSA dk;Z dh 
liQyrk dh laHkkouk Hkh izcy gks tkrh gSA vr% dksbZ fu.kZ; 
djus ds igys [kwc fopkj&foe'kZ dj ysuk pkfg;s] ftlls bl 
fu.kZ; ds izHkko dks le>k tk ldsA tks O;fDr mfpr&vuqfpr 
dk fopkj dj fdlh fu"d"kZ ij igq¡prk gS] og vius fu.kZ; 
ls larq"V jgrk gSA blds foijhr fdlh mÙkstuk ;k xqLls esa 
fy;s x, fu.kZ;] ckn esa i'pkrki dk dkj.k curs gSaA blh rjg 
fcuk fopkjs tc fdlh dke dks fd;k tkrk gS rks tkudkjh 
ds vHkko esa vDlj mlesa vliQyrk gkFk yxrh gS rFkk varr% 
iNrkuk gh iM+rk gSA

	 6.	izfrHkk Je vkSj vH;kl ds rVksa ls gksdj cgrh gSA

		 izfrHkk tUetkr gksrh gSA izfrHkk dks Je vkSj vH;kl }kjk 
fu[kkjk tk ldrk gSA fdlh dk;Z dks oqQ'kyrkiwoZd laiUu djus 
gsrq ;ksX;rk dk gksuk vko';d gSA Je ,oa fujarj vH;kl }kjk 
izfrHkk dks ;ksX;rk esa ifj.kr fd;k tk ldrk gSA ;g fofnr 
gS fd fcuk Je ds izfrHkk Hkh mi;ksxh ugha gksrh gSA vr% tc 
izfrHkk vkSj Je dk lkFk gksrk gS] rks dk;ZlaiUurk dh fLFkfr 
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izk:i&ys[ku ds varxZr bl ckr dk fo'ks"k è;ku j[kk x;k gS 
fd jktLFkku iz'kklfud (jkT; flfoy) lsok ijh{kk ds ikB~;Øe esa 
fdl&fdl izdkj ds ^izk:i&ys[ku* dks fuèkkZfjr fd;k x;k gS rFkk 
foxr o"kks± esa jktLFkku yksd lsok vk;ksx }kjk vk;ksftr jkT; 
iz'kklfud (flfoy) lsok ijh{kk esa iwNs tkus okys iz'uksa dh izÑfr 
dks le>rs gq;s bl vè;k; ds varxZr vfèklwpuk] fufonk] ifji=k 
,oa foKfIr vkfn dks izLrqr djus dk iz;kl fd;k x;k gSA

vfèklwpuk (Notification)
,d fo'ks"k izdkj dh lwpuk ftldk izdk'ku lekpkj&i=kksa esa 

u gksdj ljdkj ds jkti=k (xtV) vkfn ds }kjk fd;k tkrk gS] mls 
vfèklwpuk dgrs gSaA

bl izdkj dh lwpuk lkekU;r% jk"Vªifr ;k jkT;iky ds ekè;e 
ls tkjh dh tkrh gSA blesa jktif=kr vfèkdkfj;ksa dh fu;qfDr;ksa] 
izfrfu;qfDr;ksa] fu;eksa] NqV~Vh] lsokfuo`fÙk] izf'k{k.k] vkns'k] LFkkukarj.k] 
iqu£u;qfDr;k¡ vkfn lwpuk,¡ lfEefyr gSaA

lkafofèkd@dkuwuh fu;ekas ,oa vkns'kksa dh ?kks"k.kk rFkk 'kfDr;ksa 
(dkuwu dh 'kfDr) dks lkSais tkus lacaèkh ?kks"k.kkvksa dks jkti=k esa 
izdkf'kr djus ds fy;s vfèklwpuk dk iz;ksx fd;k tkrk gSA

vfèklwpuk dh izeq[k fo'ks"krk,¡

	z blesa dsoy inlwpd mikfèk;ksa dk gh o.kZu fd;k tkrk gS (IAS/
IPS etc.)] 'kS{kf.kd mikfèk;ksa dk ughaA

	z ljdkj dh vksj ls vfèklwpuk tulkèkkj.k rFkk ljdkjh dk;kZy;ksa 
ds fy;s Hkh tkjh dh tkrh gSA

	z jkti=k esa ;g ladYi gksrk gS fd ;g vfèklwpuk Hkkjr ;k jkT; 
ds jkti=k ds fdl Hkkx o [kaM esa NisxhA

	z ;g jkti=k (xtV) izcaèkd] Hkkjr ljdkj ;k jkT; ljdkj] }kjk 
izsl dks Hkstk tkrk gSA

	z bldh lekfIr ij gLrk{kj ,oa inuke fy[krs gSaA

vfèklwpuk dk izk:i
(vfèklwpuk dk fo"k;)

foHkkx@dk;kZy; dk uke------------------------
i=kkad --------------------------� LFkku -------------- fnukad ---------------

vfèklwpuk
-----------------------------------------------------------------------------------------------------
-----------------------------------------------------------------------------------------------------
-----------------------------------------------------------------------------------------------------
-----------A

2424 çk:i ys[kuçk:i ys[ku

	 vkKk ls]
	 gLrk{kj
	 uke --------------------
	 inuke ----------------
izfrfyfi % fuEufyf[kr ds lwpukFkZ ,oa vko';d dk;Zokgh gsrq 
izsf"kr
	 1.	 ---------------------------------------
	 2.	 ---------------------------------------
	 3.	 ---------------------------------------
	 4.	 ---------------------------------------
	 vkKk ls]
	 gLrk{kj
	 uke --------------------
	 inuke ----------------

vfèklwpuk dk uewuk 

(fo|qr dVkSrh)
jktLFkku 'kklu] fo|qr foHkkx

i=kkad 104/104/fo- fo-/XII–2020�t;iqj] fnukad 03 tqykbZ] 2020

(vf/lwpuk)
jktLFkku esa xaHkhj fctyh ladV dks ns[krs gq, 'kklu }kjk lHkh 

ftyksa esa fo|qr dVkSrh djus dk fu.kZ; fy;k x;k gSA ftlds rgr 
vc ftyk eq[;ky; esa nks ?kaVs vkSj xzkeh.k bykdksa esa rhu ls pkj 
?kaVs fctyh dVkSrh dh tk;sxh rFkk o`Qf"k {ks=k esa 4 dh txg 3 
CykWd esa gh fo|qr vkiwfrZ dh tk;sxhA
	 vkKk ls
	 (gLrk{kj)
	 (d-[k-x-)
	 lfpoA
izfrfyfi% fuEufyf[kr ds lwpukFkZ ,oa vko';d dk;Zokgh gsrq 
izsf"kr&
	 1.	 fo|qr forj.k fuxe fyfeVsM] t;iqj
	 2.	 jktLFkku jkT; fo|qr izlkj.k@mRiknu fuxe fyfeVsM] t;iqj
	 3.	izca/ funs'kd] jktLFkku jkT; fo|qr fuxe] t;iqj
	 vkKk ls
	 (gLrk{kj)
	 (d-[k-x-)
	 lfpoA
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fufonk (Tender)
tc dHkh ljdkjh rFkk xSj&ljdkjh izfr"Bkuksa }kjk vius fdlh 

fuekZ.k dk;Z dks djokus] fdlh lkeku dh uhykeh ;k fdlh lkeku 
dh vkiw£r vkfn ls lacafèkr dk;Z dks djokus ds fy;s] ml dk;Z dks 
djus esa l{ke O;fDr;ksa dks lwpukFkZ rFkk lekpkj&i=kksa vkfn ds 
ekè;e ls izLrkoksa lacaèkh tks vkea=k.k izdkf'kr fd;k tkrk gS] og 
fufonk ;k fufonk lwpuk dgykrk gSA

fufonkvksa ds nks izdkj gksrs gSa&

	z lhfer fufonk,¡

	z [kqyh fufonk

lhfer fufonk,¡

mu dk;ks± dks djokus] tks de jkf'k ds gksa rFkk tks mu dk;ks± 
dks djus esa l{ke O;fDr (lhfer) gks] dks i=k ds ekè;e ls muds 
O;; lacaèkh izLrko dks fufonk lwpuk ds ekè;e ls vkeaf=kr dh 
tkrh gS rks ,slh fufonkvksa dks lhfer fufonk,¡ dgrs gSaA

[kqyh fufonk

,sls dk;Z tks vfèkd jkf'k ds gksa rFkk mu dk;ks± dks djokus ds 
fy;s tc lekpkj&i=kksa ds ekè;e ls (lHkh ds fy;s) [kqyh fufonkvksa 
dks vkeaf=kr fd;k tkrk gS rks ,slh fufonk dks [kqyh fufonk dgk 
tkrk gSA

blds ekè;e ls vke turk esa tks Hkh O;fDr fuèkkZfjr dk;Z dks 
de&ls&de O;; ([kpZ) ds lkFk ,oa fuèkkZfjr xq.koÙkk dks iw.kZ 
djrs gq, dk;Z djus esa l{ke gks] mls bldh lwpuk izkIr gks lds 
rFkk blls leFkZ ,oa l{ke dks volj fey lds ftlls fdlh izdkj 
dk i{kikr u gks ldsA

fufonk (fufonk lwpuk) dk izk:i rS;kj djus ls lacafèkr 
egÙoiw.kZ rF;&

	z blesa dk;kZy; dk uke rFkk irk
	z ckb± rjiQ i=kkoyh la[;k
	z nkb± rjiQ fnukad
	z fufonk lwpuk la[;k
	z fufonk izLrqr djus lacaèkh vafre fnukad rFkk le; vkfn dk 
mYys[k

	z fufonk [kksyus lacaèkh fnukad rFkk le; vkfn dk mYys[k
	z èkjksgj jkf'k rFkk mldks tek djus dh izfØ;k lacaèkh funsZ'k
	z dk;Z dks djokus dk fooj.k bl izdkj fd dk;Z dh izÑfr 
Li"V gksA

	z dk;Z ij O;; gksus okyh tks vuqekfur jkf'k gS mldk mYys[k
	z dk;Z dks iw.kZ djus dh le;&lhek (vofèk)
	z fufonk ds lacaèk esa tks Hkh vU; 'krZsa gksa mudk mYys[kA

;fn fufonk ls lacafèkr 'krsZa vfèkd rFkk foLr`r gksa rFkk mudks 

lekpkj&i=kksa ds ekè;e ls izdkf'kr djokuk vfèkd [kphZyk gks] rc 
ml fLFkfr esa dk;kZy; }kjk vyx ls fufonk&izi=k rS;kj fd;k tkrk 
gS rFkk mldks izkIr djus ,oa mlds fy;s fuèkkZfjr 'kqYd vkfn dk 
mYys[k fufonk lwpuk esa fd;k tkrk gSA
	z fufonk&lwpuk tkjh djus okys vfèkdkjh ds in dk mYys[kA

fufonk (fufonk lwpuk) dk izk:i

dk;kZy; dk uke
---------------------------------------------

--------------------------------------------------------------------
i=kkoyh la[;k	 fnukad 
----------------------	 ------------------------------
fufonk (fufonk lwpuk) la[;k% ----------------------------------------------------
-----------------------------------------------------------------------------------------------------
----- ----------------------------------------------------------------------------------------------
---------------------------------------------------------- fufonk,¡ fuèkkZfjr izi=k esa 
fnukad ------------------------- le; -------------------- jkf'k ------------------------
-------------------------------------------------------------------------------- fufonk [kksyus 
dk le; --------------------------------------------------------------------------------------
----------------------------------------------------------------------------------------------------A
	 1.	 ------------------------------------------------------A
	 2.	 ------------------------------------------------------A
	 3.	 ------------------------------------------------------A
-----------------------------------------------------------------------------------------------------
-----------------------------------------------------------------------------------------------------
-----------------------------------------------------------------------------------------------------
-----------------------------------------------------------------------------------------------------
-----------------------------------------------------------------------------------------------------
-----------------------------------------------------------------------------------------------------
-----------------------------------------------------------------------------------------------------
----------------------------------------------------------------------------------------------------A

� izcaèk lapkyd

fufonk (fufonk lwpuk) dk uewuk
f”kyk f'k{kk vf/dkjh dk;kZy;

vtesj] jktLFkku
i-la- 10 (18) ft-f'k-vk@2020� 02 tqykbZ] 2020	

fufonk lwpuk la[;k% 05@2019µ2020 
v/ksgLrk{kjdrkZ ds vkns'k }kjk 05 tqykbZ] 2020 ls 1 fnlacj] 

2020 rd dh vof/ gsrq laiw.kZ ftys esa ekè;fed f'k{kk foHkkx ds 
v/hu vkus okyh laLFkkvksa ds fy;s fo|ky; iaftdk] pkWd vkSj 
dye rFkk vU; ys[ku lkekxzh dh vkiwfrZ ,oa miyC/rk gsrq 
fyiQkiQkcan eqgj;qDr fufonk vkeaf=kr dh tkrh gSA ftldk fooj.k 
bl izdkj gS&
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There are two ways to report the words of a speaker in 
English language. 

1. Direct Speech, 2. Indirect Speech.

Direct Speech
In this kind of speech, the actual words of the speaker are 

reported exactly without any changes by some other person.
	z It will be noticed that in Direct Speech, inverted commas 

or quotation marks are used to mark off the exact words 
of the speaker. Comma is always used after ‘said’ which 
shows the words of one who says it.
Example: Vaibhav said, “I am watching a movie.”

Indirect Speech
In this kind of speech, the actual words of the speaker 

are changed by the narrator without changing its meaning.
	z In Indirect Speech, inverted commas or quotation marks 

are not used to mark off the exact words of the speaker. 
“That” is added in the beginning of the spoken words.
Example: He said that he was watching a movie.

Rules for converting direct speech into indirect speech
Rule-1: Conjunction word “that” is used by removing 

comma and inverted comma.
Example: He said, “I write a letter.”
He said that he wrote a letter.
Rule-2: Changes in Pronoun: According to the situation, 

there are changes in pronouns of sentences.
	z Sometimes, the pronoun of the reported speech (or 

subject) changes according to the pronoun of repeated 
verb/object.

	z Passive pronouns like his, her, my, their, your, etc., are also 
changed according to the subject/object of the first sentence.

There are two components of direct speech:
	z Reporting verb: A reporting verb is a verb (such as say, 

tell, believe, reply, respond, or ask) used to indicate that 
discourse which is being quoted or paraphrased. It’s 
also called a communication verb.

	z Reported speech: The second sentence (actual words 
of speaker) enclosed in inverted commas or quotation 
marks, used to mark off the exact words of the speaker 
is called reported speech.

	 A.	 The 1st person pronoun of direct speech changes 
according to the subject of the reporting verb.

Example:
She said to me, “I like your book.” 
She told me that she liked my book.
They said, “We will not permit this.” 
They said that they would not permit this.
In two of the situations, “We” is not changed:

	 1.	 When “We” is used in general meaning.
	 2.	 When Object ‘me’ is in the form of subject.

We said, “We need to buy some clothes.” 
We said that we needed to buy some clothes.

	 B.	 2nd person pronoun of Direct speech changes according 
to object of reporting verb in direct speech.

He said to me, “You have to come with me.” 
He told me that I had to go with him.
She said to him, “You can go.” 
She told him that he could go. 
If reporting verb is not followed by an object, then “you” 

is changed according to 3rd person (He, She, They) or 1st person 
(I, we)
	z If the subject of the reporting verb is 1st person, then ‘you’ 

can be changed from 3rd person.
I said, “You can’t cook the food.”
I said that he/she couldn’t cook the food.
If the subject of the reporting verb is 3rd person, then ‘you’ 

can be changed from 1st person.
He said, “You must concentrate on your studies.” 

He said that I had to concentrate on my studies.
	 C.	 The 3rd person of pronoun of Direct speech (He, She, 

They, It) is not changed to Direct speech.
He said, “She is a good girl.”
He said that she was a good girl.
She said, “They have invited us.”
She said that they had invited them.

Note: The case and number of new pronouns remains in 
its original form.
	z Say/Said – remains unchanged in Indirect speech.
	z Say to – changed to tell 
	z Said to – changed to told.

1313 Narration
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I  He, She, You or It
We  You or They
You  I, She, He or It
You  We or They
He, She and It  I
They  You or We
Me  Him, Her, You or It
Us  You or Them
Singular You  Us or Them
Plural You  Us or Them
Him, Her or It  Me or You
Them  Us or You
My  Yours, His, Her or It's
Our  You or Their
His, Her and it's  My or Your
Their  Our or Your

Change of Modal Verbs
	z Shall/Will  Should/Would
	z May  Might (Possibility)
	z Can  Could
	z Must  Have/Has/Had+
	z Has/Have to  Had to

Rule-3: Change in tense of The Reported Speech
Tense of reported speech is changed to convert direct 

speech into indirect speech.
	 A.	 Tense of reported speech remains unchanged if the 

reporting verb (First Sentence) is in present/future tense. 
Example:
My father says, “You must pay attention to your study.” 
My father says that I must pay attention to my studies.
The tenses may not change if the statement is still relevant 

or if it is a:
	z Universal Truth
	z Scientific Fact
	z Proverbs
	z Habitual Facts

Example:
The teacher said, “The sun rises in the east.” 
�The teacher said that the sun rises in the east.
� (Universal Truth)
�The saint said to his disciples, “God helps those who help 
themselves.”
�The saint told his disciples that God helps those who help 
themselves.� (Proverbs)

“She hates smoking,” complained the husband.
�The husband complained that she hates smoking. 		
	�  (Habitual Facts) 

	 B.	 If the reporting verb of direct speech is in past tense, 
then tense of reported speech is changed according to 
the given rules:-

	 1.	 If reported verbs are in the past tense and reported 
speech is universal truth, phrases/idioms, then 
there will be no change in tense of reported speech.

	 2.	 If the reported verb is in past tense and reporting 
speech is not any idiom/phrase, then changes will 
be according to given rules.

	z Present Tense
	� If reporting speech is in simple present tense, then it 

gets converted into simple past tense.
Example: He said, “I eat mango.” 
He said that he ate mango.
	� If reporting speech is in present continuous tense, then 

it becomes past continuous tense.
Example: He said, “My brother is writing a novel.”
He said that his brother was writing a novel. 
	� If reporting speech is in present perfect tense, then it 

becomes past perfect tense.
Example: He said,“I have passed the examination.”
He said that he had passed the examination.
	� If reporting speech is in present perfect continuous 

tense, then it is changed to past perfect continuous 
tense.

Example: They complained, “We have been waiting for 
hours”.

They complained that they had been waiting for hours.
	z Past Tense

	� If reporting speech is in simple past tense, then it is 
converted into past perfect continuous tense.

Example: Nilesh said, “You came very early.” 
Nilesh said that I had come very early.
	� If reporting speech is in past continuous tense, then 

it becomes past perfect continuous tense.
Example:
Ms Vimla said, “I was going to college.”
Ms Vimla said that she had been going to college.

	z Future Tense
	� The shall of the future tense is changed into should. The 

will of the future tense is changed into would or should.
Example:
He said, “I shall play there.”
He said that he should play there.
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LETTER-WRITING
Letter-Writing is an important channel of communication 

between people who are geographically distant from one 
another. In earlier times when the telephone and e-mail were 
not available, the only means of communication between 
people was through letters.

Letter-writing is a skill that has to be developed. In general 
there are two types of letters: formal, that are written to 
convey official business and information and informal, which 
are personal letters to communicate with friends and family. 
Formal letters are sent out when we need to write to various 
public bodies or agencies for our requirements in civic life. For 
example, we might have to ask for a certificate or to inform 
a change in our address. A letter is usually one in a series of 
exchanges between two people or parties.

Formal Letters
Let us now examine some of the steps in writing formal 

letters.

	 1.	 (i)	 Introducing oneself if it is the first time you are 
writing

		  (ii)	 Referring to an earlier letter if you are responding 
to it.

	 2.	 Stating the purpose of the letter

	 3.	 (i)	 Stating action/information required from the 
addressee

		  (ii)	 Explaining action taken/supplying information

	 4.	 (i)	 Urging action to be taken

		  (ii)	 Offering assistance in future

This is the basic structure of a letter. It will have to be 
modified according to the purpose for which it is written and 
the person to whom it is addressed.

While writing a letter, following points should be kept 
in mind:

	 1.	 Purpose

	 2.	 Person to whom it is addressed

	 3.	 Tone you should adopt

	 4.	 Completeness of the message

	 5.	 Action required

	 6.	 Conciseness of expression

This was regarding the content of letters. A letter also has 
a typical format, which is as follows:

	 1.	 Name and address of sender

		  Companies have printed letterheads with the name of 
the company printed on them. A letterhead may also 
carry the name and designation of persons in 
responsible positions.

	 2.	 Name and address of addressee

	 3.	 Date

	 4.	 Mode of address or salutation

		  Salutation is the mode of addressing a person. We may 
have the following forms.

	 (i)	 Dear Sir/Madam (when we are writing to a total 
stranger whom we do not know at all).

	 (ii)	 Dear Mr/Ms/Dr/Professor + Surname as in: Dear 
Dr Sinha, (when it is a formal relationship with the 
addressee and the writer does not know him or 
her personally).

	 (iii)	 Dear Sujata (when the writer knows the addressee 
personally and the two share a semi-formal 
relationship).

	 5.	 Reference to previous correspondence, if any.

		  Most official letters carry a subject line just above the 
salutation. This is for quick reference to the subject.

	 6.	 Content of letter

		  The content of the letter begins on the next line and is 
arranged in two or three paragraphs.

	 7.	 Complimentary close and signature

		  Letters usually end politely with the following phrases: 
Thank you, With regards, With best wishes, Hope to see 
you soon, Hope to receive an early reply etc. The 
complimentary close is followed by ‘Yours sincerely/ 
Yours truly’, and the writer’s signature in the next 
line.

Given below is an example of the format of a formal letter.

3030 Letter Writing & Report Writing
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Ritu Patel

Manager, Customer Services

Vijayanagar Gas Company

121, Ameerpet

Hyderabad 500 016

12 November 2005

Mr Shagun Thomas

801, Vijay Apartments

Begumpet

Hyderabad 500 016

Sub: Your application No. F323 for a new gas connection

Dear Mr Thomas,

________________________________________________

________________________________________________

________________________________________________

________________________________________________

________________________________________________

With regards,

Yours sincerely,

Ritu Patel

Nowadays all the parts of a letter are aligned on the left. 
This style is called the Full-Block style.
	z The date and signature are very important in letters.
	z We do not use commas after every line in the address.
	z Do not begin your letters with hackneyed expressions like, 

‘With reference to your letter dated 10 January’. Instead, 
use personalised variations like, ‘I was glad to receive your 
letter of 10 January…’ or ‘We were happy to note from 
your letter that the goods have reached you safely…’

	z Never end your letters with hanging participles like 
‘Thanking you’ or ‘Awaiting your reply’. Instead write, 
‘Thank you’ or ‘We/I await/look forward to your reply’.

Informal Letters
Informal letters include personal letters. If it is a personal 

letter the format is flexible. We might just write the name of 
our city on top, followed by the date.

Hyderabad
12 November 2005

Dear Sujata,
________________________________________________
________________________________________________
________________________________________________
________________________________________________
________________________________________________
________________________________________________
Bye,
Yours affectionately/With love/
All the best/Take care etc.

(Signature)

The flexible format of the informal letter may also be used 
to seek information from concerned authorities. Given below 
is an example.

179 University Campus
Sri Aurobindo Marg
New Delhi 110 016

9 September 2005

The Manager
Himachal Tourism
Mall Road
Shimla

Dear Sir,
We are planning to spend our vacation in Dharamsala, 
Himachal Pradesh during Dussehra and would like some 
information regarding availability of lodging in the area.

We would like to have information about inexpensive 
hotels in and around Dharamsala. Could you please send 
me a city map and brochures about the activities and sights 
in the city?
Thank you.

Yours faithfully,

(Suryadhan Kumar)
Given below is the format of the informal letter.

	z Your address (but not your name) usually goes in the top 
right-hand corner, but may go on the left too.

	z The name and/or job title (if you know them) and the 
address of the person you are writing to goes on the left.

	z To address someone whose name you do not know you can 
write: Dear Sir, Dear Madam, Dear Sirs, Dear Sir/Madam.
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