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1. AR QT Sl FAT 8 ?
2. AR A HILA Ha HRA?
3. HIHDI DI AT H TWhCIdT U HL & (oY S HILTell BT UTTT B HL?

T Ihee § 319 $HE Y 3R Aaeh [Gwl & ai & TET it 319! AR & folg FIR 19 H Heg HLT| 3119 379 BIER g2 &l
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39 18-32

1.1 AR BT BT Hged

1.2 SIS ASTIR Bl HRAAT

1.3 fosT & TS S gran

(Y °
2.1 7o 3R Afepan 22 33-44

219 TE) & HieR foped e ELE
3.1 219 T&) & VSR YT 3% 45-59
3.2 @I B A

3.3 AT feia 3R ol @

A e P w2 g%
4.1 Motivation to learn English 10 q% 60-97
4.2 Describing Words, Objects, Surroundings and Processes
4.3 Listening - Being Attentive During Communication

4.4 Asking and responding to questions

4.5 Conveying Information to Others

4.6 Kinds of Sentences - Introduction

4.7 Introduction to Punctuation

4.8 Writing Simple Sentences

4.9 Reading and understanding job descriptions

4.10 Writing Applications & Cover Letters
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5.1 GG HTHEE 5%e 98-125

5.4 THTE] TS BT AT
5.5 BRI YIS - IIEd

AT fefored siwa a2 g
6.1 Fefoteet rgrel @ ufeaa 10892  126-186
6.2 HRIET I 7 ST

6.3 THQH I I 7 T

6.4 WIS o1 BT STINT HHAT

6.5 TreTet HifsAT

6.6 $TTAC &I

6.7 $Hd & ATH 9 YOR

6.8 HISTSd Ufihe &1 ufead

6.9 TTTPHR & ol ATeATs HifdT & ru

6.10 TRAA 3R IR fapra F forg ANb v Jaargdl &1 3uahT

fafaear g gamaeE 39 187-202
7.1 Sy R faferar

7.2 BRI W IHTAYH

7.3 HIIe § A4 IS $H AHATH (POSH)

fardta 3 S SngrRan w2 e
8.1 ¥ &1 e H H adF 64d 205-228
8.2 ek Y Het ot

8.3 3iTaeIre Stk 3R feforee e

8.4 HielTs YdH

8.5 Tud

8.6 HIAT AT&AT
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0.1 TS g T A 54 229-254
9.2 A% it 3R &y

9.3 HIE Y &1 A0 HHAT

9.4 Sifq ATdhe oo

9.5 B & forq w1ex fuifea seam

TS dar EF
10,1 T o o e 59 255-272
10 .2 UTghI & UBR

10 .3 UTEH B! TEIA! ! g BT

10 .4 UTESH! A FdTE B bl TIA bl

10 .5 A GU HTT 3R UTEH HIsdh
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1.1 G ferT 3 109 273-314
11 .2 3gA ST

11.3 $exg it dard

11 .4 32T &I GHSHT

11 .5 SEpTdl 3R FEBeTdT Bl FTHAT BT
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12.1 TSN T ATt & forg aaTY BT 59 315-343
12.2 U fahetivn saferd & €9 & T § 31t ardenm &

12.3 GHIYTHIE S1

12.4 SIS G T U HEAT

12.5 I AT BT TR HIIEAA 7 e ) LMot g1

AT (TeT=REM) w PEED
13.1 FfHaT (Ted=RRY) &1 iy 34 344-358
13.2 AR 31 Iafiar & di= siaR

13.3 HThe Th - TN B GHSHT
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_

QI 91 | 37egd HeAH
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g Ich T STYB! T & T B SIS TS 8| TTHHT 32T 37U Sila 3T HRER F TheldT I B o fold SMagas gL dief &
9T Gga 1T ST 8l

I TS AT Aeradl B

1. G Y9l TRAAT
IS AL S TR H S
21 T H STTTID BTl B GBI Bt
PR R Hfga O fahiad B

2. 319 e R Rida &%

319 AT feraa
Tfafafer & aregq @
39 G & 919 e

3. 319 T AT &Y

3 ST/ @ =t & AT @
319 iR 3R it & @me g fRrer afiR 3FaAwor &y
JATET WehiH & HIETH T 310! TG TS B

e a0 A T ok T & forg w8t oo gema e :

1. SIS H 1Y) Giem 37R foraa & forqg T ez 7 § | &Xel 3ilisht A fepalt oft 9rom § 3179 @S 81, 35T ST
I §Y T T SR oA ford |
2. &Ue # TiiF ot 3Tk 3¢gRUT | U8 UTS &l BiRie s & fory § 3Tk sa@ aueh! faf fawdl & dgar ¢ d
gugH ¥ Heg ot et
3. izq:gi{aﬁagw%ﬁ%ma@aﬁaﬁzwﬁ%ﬂaﬁ%%qaﬁﬁ%ﬁﬁ%am‘—ﬁmwmﬁas%qm
|
4. YIS I UG Th THM g | 19 Ueb A1 4.
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HITRIL DX, ATfeb HTY YA I T &5 H TheTd] T & Heb!
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ATYH! TSR TRIAT HIA
ATATAHATFAN 82

33T, I8 Ugdl “HIvel” &1 37 gHLId &

i BT BT SEAU dUH A B ! AT DI HILA HEA & | IR Y AT TG & 3NATH B &, dF 3119 fehalt off
B H P I Teba/Tehell & | IGTEVT & ToTT: GTSTAT BITeT | §H FTfATT Y dahrile TRAA & 3T 1T J §H Th
3D e 7 THA B

4 )

Q 1. 7T B % 3119 HH A BHIgTed Ar@=T1a18d 2
f\/‘ 2. 7% deg fHaffed ad

3. U8 q0% ¢ il MY It AR A Heg B TS|

4. Frafia 9 3 anarg i
. J

mmwmw%%lW%W@mﬁqﬁéﬁasmammﬁaﬁzmmﬁéﬁw@% Bk
BYTTel & oreh! 3Teafeies HiTT & 31 el a1 Taerd b delrel & & 3! T Tohel IR 57T Thd B |

ASTTR AT B T8 T, DILTeT 3R FAI9TE & 1) [hE] WY Fehd I, ST W 3R F1eh 7 311 5G4 & folg
I & | STaieh Tcdeh ool Bl Teb Yol BT & ol 3 TN ! HTGLAHT BIdi) &, TareheliT sg e
(Fresegs)) & forg ASHIR AT aT &t fHihT B THEHT Heaqui § | STTUeHTe fsbai safaal & forg, aTed g &
IBT U T B TebelT 21 972 8 OR UR S 5T & THY [T 8] A1 DYeT SHS SRR ) - 08 B8 BRUT Y
fSrh! aoTg & fgaTTer 3 S1gval bF TaT TfEd &) Tavdl § | TrRAUITR ot HH 7R fafere st i st & arera,
Wmmwmw%%mﬂﬁ@@ﬁéﬁaﬁmﬁaﬁw%l

DI 39 A &Y, TS BT o1 Q& ol & B9 b THTaT Bl &, o 378 $IS 310eT 781 gl 81 38801 & ol
e foreht ufeaR & e’ & g @ 81 S1raT &, 1 3 el fgaamrer &Y g & fepel) TR fssetiv ot & ameR Sire %IFrlﬁ
% foIT et 1 TIs T T &1 579 B U ATENer & 787 &rell & ofai AT 3TY o i Iig TE B §,
T I el 9H TR B TR fashetivn & it & a1y wfeeget s & Germ gt ? 5% e, ﬁﬁ@ﬁaao‘@fasaﬁ
ﬁﬁwmﬁﬁﬁﬁwaﬁa%mwﬁwwaﬁaﬁimsnﬂaaswaﬁ%ﬁaﬁﬁﬁwwmm%
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TRITIGR, STHAT 371X STHETaTT bt it 3 Titer O T8 gt bl Tl § S STdel 81 Tohd & | ISR BITel 3 aTel i
YT § Hag X Thd & 3R fEeiTe 3R IR fAeheliiTa alel safidl & aiid THM TG UM HL Thd ¢ | I8 et safed
aafiqmaﬁmaﬁgmﬁmﬁmﬁaﬁ?ﬁ%ﬁ%ﬂw A I B 3R 370 &7 & rroht a9 ¥ T U amaR &
&9 § BT AR Ghd g

T Trea) §, ASTTR AN Il B I 370 G&H o+ ohd &
. WA YGAE B

e &1 S T Ut BL

e 3R 3T Hered |

[ BT TEAT ¥ 3R frerelet R B
361 3R ugel HL

B & forg IR B9 BT SITHE T BT

ferepeiTe Sraeft o or rg UTg |

U3 B! §o B b ol ST BT TN B

Y GR 7 Foramey & T 99 T $1R ot 95 !

9 UTST & HIETH &, §H ST HLA ¢ foh 31T 3797 TR H 3D ST H G&H gIi, 379 S fcied T AT H G, frehetiirdr
gﬁq!%aﬁw%mamaﬁaﬂtw@wﬁﬁma%ﬁﬁmﬂﬁww T IE G%eldl YT 6 & ol G VoK
|
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2141 94 & Mianfd= &
YHHTHAT]

9

[ERREL IS
3G Y- &1 vishan &1 fged a9 & forg g=gare!
& ST T3-TR1eeif o 3R 2130 TE) 3 BIeret T oI I 31U BRI Y YT B o ol YHBTHATY 3 & |

AR AT HIYTeT TTSIshH b HIETH &, §H ST HLd & fh 3T:

FO T HEA S G &1 3744 T,

A & T 3R [SrFGR TN s &1 UTshaT 1 e,
fafarerdr 3R smadh TwM %1 3Ty T,

THTET ST & 3199 HIIR 3R Sfta &Y JieiH1Y SR,
g-TRreneff a9 < wifshan gweht 3fk anare foan,

3T BT B TEAUT YB3 HE & [o1Q T BT JIR fepa|

Igd-9gd YABTHATS!
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39 913 § g1 HIA:

1. SR g1 Sieret (Employability skill) T 314 &1 gdaT 8
2. ASIIR AT S (Employability skill) T Aged FT8Id &
3. fooraehia amfaedrn (Growth mindset) FAT T FA TR (Self-learner)

Y 7Y TH-YTH Q& HE @) B S@T N ) bl ITFIEI A 8, A
125 31mas rar-frdr, wig-se, e a1 31mass R | o 3 oi o= forem (tik)
mﬁmﬁm%%ﬁmﬁaﬁ#ﬁﬁﬁmwﬁmm%l

D areest ryfiare fehet(Communication skill) O S9SI GHIYM S ST HIge
O 3resT ergfti &1 (Typing skills) O i Tfa § HRaq i erar
00 STeST @M a1 H HIed O STS HH HIER

O 3res! 3ilisfl foran &1 e O & ad (Teamwork)

- J

32T AR P AT Gearafaferel fEred (Employability skills) 3 7 & <19

( wmEm ) [ o O\ ([ fored )

(Employ) (Ability) (Skills): RPN
S . | PedaEa R ik A N Ii%l o
TIEATE F TG = E A B HA H I (Employability
HTH BT & A 3R sfcr AP skills)
Prere| fe@m a1 gR
- J \_ J - J

TSR ot foritaraT g e feram ST &t 79T e, T g e & 17| fenelt safort &t Fiiford aer et STl & o1 39 38
H & forg fafird €9 8 37 (payment) et @I ET

N dT: Rl Ueb HTH bl 3T & B BT HIgred BT

Prerer: fopelt ff Yeb ST Bl 37T B B &

STfeIY, ASTTR AT BTt 3T DHILTcil BT Uh THE & Iordl U R bt Toberdrgdes Haford iy o & forg atmagas g1
ASTTR AT B 1B T, T2 7 5 T SR 3T Fg b foTQ TaT Hiered 37 3T & [ Rid B o & 3l |

YSTR AT SIS AT hael GHIL HIHBISH Siia H Had Hid 8, STets YA R IR gH dgdR sita siv # it Had s 21
38T & folg, foi &1 erel HiRa § SATeRivTd ST & folT 319 98 &1 Yae s 7 Y Aeg fHya|
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ISTET: 11 TR TR .10 Gl & | ST P! BIgAT U 7 SThISec b T H HTH U @1 AT Yeieidh IR I Jef T &
I & HTH BT GYSE BT & | TS W |

S A B R BIE-BIE SR R Y 211 fera | ag ferger T 3 amer sreest a1 3Tk gt fepar i saeht fedid foaigpar @t

S| I8 THY TEYE & o 3TeS 3 STR 1S oY THT T e T8 33 A1 5TH ST, ST T Bl el faiia e

wmamm@ﬁmm%mﬁaﬁma,ma@aﬂﬁawéaﬁmaﬁ
AT @1 AT

I SR, T A W & S & Ty et Y| g fdié & Ageaqui faxor 33 # g 78 3R Gwifaa e 1 ugam

TE B ThT | T8 THY Yo H TS At TR THa W1 8 g TS At | 58S 3o, TR HT GaTe St @S A1l 3T

?g@ﬁ!ﬁl‘é’feﬂaﬁzg@ﬁ?ﬂﬂaﬂmaﬁﬂﬁwaﬁmﬂﬁmaﬁ,mﬁwﬁmﬁ%mw%
{

ﬁg@f—a@fwaﬁww,Hﬁ@ﬁaﬁaﬂﬁa@wmﬁmﬁw,mmﬁwmaﬂzm@ﬁaﬂaﬁ
|

ST 3R HRT 3 3801 ASHTR GHIAT HILTel 18 SURT X & T, fagelsorTeqes T, G YeeH, YoR 3R SAFEI
%wzaa%mﬁr%’|ﬁ%ﬁm%%mﬁmm%wﬁﬁmmaﬁaﬁﬁ%@rmm
|

wg;ﬁmﬁ,maﬁaﬁm@ﬁ%aﬁﬁmﬁm@%eﬁmﬁﬁaﬁtwﬁmﬁﬂaﬁ%maﬁﬁtaﬂhﬁﬁm
GG Bl

U 1: 3TY B ) HIHT BT STIHT I BT B | 319 39 - GE=aT &

oY U Bl 212 (full-time) BT T ATgA/ATR 81 ATYH! 2Ty
¥ fore s ST (resume) WTE: §'Q%'I

3TY HHATY A P A PIYTA @2 die 9 12 (tik) eRma|

O R H geEEal 6 Ige B AT &) O ®™ & Ufd A 3R fgr &t

O 3T R 3T & 9T & O 37T YaTg Hiee

o [ SR S fore e (computer) T ST - B & WS Yoil bl FIHA BT 3TR 3¢
HTAT TAT & ST 3TTAT Bl
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U 2: Hh I, Uh fahetitT Afgelt, Ao # HTH LA 2| 3¢ A9 -dH IAE|
%aﬁﬁaﬂmaﬁ%mmaﬁmmm |wm%s¥raﬁ
# 38 WY AT AR | FhHT D [ Blgredl @ Heg Rreit?

O ffSreet @mRar (Digital literacy) U g9 9sieM (Money management) &eret
O 31 Yaie il O I9T Y€ (Time management) H1eTel
ATSY TRt (o feral fehed & Hged & I A T

31T I 9 gHT H, 31T ST Hecaqul 8 | Ueh 3Teed! A1 UT 37X 37 HiR (career) & 3117 5gAt & forg g8
) BT % BT BT ST A 2

1. o) HILTe - ISTERT: F&eTs, IS (carpentry), TSl (IT), Ter&TST (plumbing) 1S

2. UYSHIR S T ) TreATafeierd) fehed - 3801 a1 02T [ Rd ST, faehatiiar-geeh siere fosied
HT, BRI & o7 IR T TR TR [&hed U HTH BT IMTHA &, 511 HTUD! Yo Thel B T b folg
31U Thrileh! HIYTe BT ITTNT 3T a8 & HW | 7 HUTT|

YSHTR AT BTl 3T TR B b o
. g g ReRa e &

S AR ATE I § HY STaER B A

S & 1Y 3T I BT B A

ATt Y gHEalt 3R fyberirar Teet gt ot vgam 3Tk ST THTa P o

HTH b SR D) ¥  TalE Hid #

fefSrea Tmeran (digital literacy) g1 & &

39 folg TgT HIER U1 (Career Path) WieH #

FHd u §

! & f&fSreet 3uen (digital technology) &1 g&aHTel & &

T TIYTEN fered g7 &

PifRbec (confident) g &

HRITYA R GG Pl 3 J TAHA H

Yt fIheATTTdT & TR H YT Hid THT YHRIHD HTST BT STTNT HEAT

DB W aTet SAfRT 3 U ST TR & DI B TS &, 8P SR TR Tgd & TRATIR T FUIATSR (supervi-
sor) 3ifad Mo Aa 21!

5 ST BT P4 TG | 3T Heldeh TG 3TY1 U Hled{eb Ul SATCN (I8 Hufwai fpalt oft
Qﬂiﬁﬁm% aﬁﬁﬁﬁ%ﬂ (Retall), AT AN (i), fafemfor (Manufacturmg),

4T (Financial Service), ﬂ[‘?ﬂ%ﬁlﬁ (Hospitality) 31Tﬁ{) 1 10 YT g st
AT S I B B @3 TRy

1.

2.

10.
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AT o fop fapraeiiead A% dT (Growth mindset) & 1Y A% - AT
(self-learner) %»-éa%r

"TIY HRAAT B Sia R A T8 B! 31U 3T & $S WA Seth-A-1T HElTdl & | 87 AT & (o &8 o 737 ARaA & forg
grﬁa?ma@ﬁaw% W@m%ﬁ%aﬁ% & TEn & forg ghen w5, eIl AT TR1e1eh b SATTTT DT T&T
|

T AT (Self Learning) Wﬁ%ﬁﬂﬁ%ﬁﬁﬁﬁ@ﬁ%%l%@ﬁm%mmaﬁ
AP T T S et TR BT BT BRA/BIA | IR B o1, T Vob—o= &Y & SMUah! Hafeiard fof o g1a &

T ORaT 87

I} e 87

SO TE?

& R 87

= sht & @ 2?

HC Bl B X (test) FIAT&?

Ush Qeth-oT-iX (self-learner) G881 &
. SRfymgfeagdiaasd g
STt forsTyg (@g8=i&/ curious) g

E’ﬁf@TQ‘i%‘q' Inltlatlve ﬁ%%
Ww@aﬂm@aﬁ%

SIS TWhR & &

T TWhel Aoth-a1-1X (self-learner) 7 & T 3TTUsh! Ush Ayl i & STawIhdl & - T fasbrareiict H-fadsar ar i
HTESYe (growth mindset)|

WY ATESAE (Growth Mindset) FIT 8?2

U faesrargiiel AT (Growth mindset) Teh [ AT (Fixed mindset) & Al &1 MY Agsde aTel safed gHLN
e, T TR TR & folT FIR @A 8| Teh FRR AT (Fixed mindset) aTel safart 31fgdel 81d & - 3 3 § Ta1
& Thd & AT Y fIraf oY 3TIHTER 3G ! Sga 8l 814 & Tehd &

ot AR (Self Learner) §7 & folg Ty ATESEe &1 EHT 1% & | 1T 919 &1 TS S TIAd & o) gHY H3 TTalfadl gl &,
BH B3 TR 31Tl Yl B1d &1 UL STd dch §H el 8| 81 STld dd deh IR Sd T 3R §R 7 T &1 aredd & gH silad &
37 ¢ H Hag T 8

(" fyerEeie AT (Growth mindset) R 7= A®dT (Fixed mindset) )

g IR FHA/H & - Hug e R aHd/aEHd

& 39 Trerferal @ S/ . T BN BT A & S (fail) BT

R & BT HE/F T . 3R P IR Bl g1/ES dl H e IR et G111/
§ DgTd &/BE [aealll

H 7 it Tra Tend/add! § . ¥ AgAd T8 S Tehar/adhdr

3! WS, Bl SgR I # g2t forerdit 8 - T I EY TiRa epdT/Aand!

TR T2 et 5% 2, A & a8 7 & forg e - U IGAT UYS A6l §
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, e )
3T STHR AT S T A TRIBaT 82 A & forg T fepam % Kiv

g1 g2
@) H U 3 Ao g1 H ot et & IR & S amgar/ @ LEEESIERICE R R R PECIEE HERTIC] Y
mémaﬁﬁw(Google)m/mél
Oﬂwnﬂm%%aﬁﬁms‘méﬁqgﬁ%aﬂzaﬁw%

A AT § b IR-IR 31T @ § g B gUR AR T T T o FehelT 2 |
() FHA/EHH gl
Dg@rw%ﬂﬁwwwa‘%aﬁf@mﬁﬁmﬁ
T AT § b Sravherdy g Rt 8 forad & sravet 81 |
O H gt Y TiBR wdn/adt £ Oﬁq&ﬁa‘%wéaﬁﬁaﬁaﬂwmﬁ‘él

59 & gEdl B O BId q@EdT/aEd §, 1 a8 T3t e Ogéméﬁgém(feedback)aﬁwm|
@) T SRR (inspire) AT 8 |

A AT © 1 Breds (feedback) e, @@ &1 us
@) T 2

g 319 drferesl 1 & RTeTaR afafeat gt 8, aF 3ma famrareier Afiesar (Growth mindset) aTel safa &) e & |
gt 319 drferest 2 & RTeraR Mafafeat gt 8, aY 3ma feR wf&sar (Fixed mindset) aTel SfaRT €1 Tebd g
E@rnﬁﬁfﬁ%ﬁﬂnm&qﬁaﬁﬁﬁm(reﬂect)ﬁ|

3TeT 87 drar:
IfE 319 3 fawy &) 315! ave A gHe foran @ d) e e |

1. rrafaier) febed, &% febed &1 U T9g g, [l gd
THAATYd fornferd 8 % forg sTazassar gidt gl

agaéﬁzﬁw (Employers), 3 EIsT 1@ safed & dbrlehl,

STYR-THTA HYYTeT & AT 31T I P YR U 3ifad
i aa g

Q% - AT (self-learning) ST 3R faspraeiel AFTA®GAT
(growth mindset)@ﬁﬁmmmﬁaﬁiaﬁmﬁ
3T TG & AT YT B | 7 [Herd] 2

Aeh-d1X (self-learner) 994 & forq fapraeitel Afedr
(growth mindset) W%I
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é—aﬁn (e—Iearning)ERIT@?lT%?
E-of=T P BRI FT Bla 8?
ASTTR S (employability skills) & ferg E-afin dider & & «iTr-g9 B

i Y HATAATST TRIT 3R TP BRI & T8 § FATAA 872

- J

S ENY G’FIEI?[ %ﬁﬁ é—?'lﬁ"ﬂ (e-learning) T '@?IT %I

HIfas-19 (COVID-19) AL 4 qU H T & addb &
w%m%lmﬁaﬁa@aﬁ‘% [ (@=1E/ learners) 3
ATTATST B3, Wéﬁ%ﬁ(YouTube video) 3TR STETTT-3TeATT
WM%WWQW@WWM|

SeTeH RIgror a1 $-af-1 & a1y fsfored (digital) 3uHoTt &
mmﬁmmﬁmmaﬁr@r% S

DHcT (computer)

AqeIe (tablet)
TTEBH (smartphone)
Ut s Y fearsd (device) o/ getie A SigT ST TS

-1 (e-learning) & Figg & fepal oft o 3R gl § ot ugrs &l o ehall B!
39 IRUReh fhdTal 37R SHaf1ail &l AT & ST ST L STelT-3eliT deh! b AT § T Hehd & | 84 S-fehdrel

(e-books), TrEIT® (PDF), 31f&ad (audio), &N (video), TS @ia=ik (online lectures) SIE UTEUT &7 SUZNT &Y
Thd 8| 3TH ATIR I (business skills) b TTI-T1e TraATafaicore! fEhed o} Tia @hd B

g o Y Ve AT & i1 319 SATAATSH (online) TG ATga/aATgdl 82

1.

2.
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JTSY 3-aATTT & BTG & S A A

S-aIfT (e-learning) et 3TTUP Bietst AT UGTS & feT & forg 78T ! Wﬁlwém@ﬁmﬂmaﬁ/m%

ST 3TTIT 3TIHT HTH FgaR P T B B Heg IR Thd & | TE 3D P BIER (career) F ERIF Telt alel! UishaT &1 Hebell
%mﬁﬁm&rﬁawmﬁ@@rmm (career) ) 1 fIebTE S8k % & BITTT| JTST TS TR STeld & b S-atRr
(e- Iearmng)@aﬂqaﬁzm"ra?ﬁﬁ Trerafeaierdl g1iiel sea § $Ha Aeg fHerd! &

ffSiact Yt (Digital Skills) TRE 3R g7ebT 313aTE BY
Y B A ot 7T el & g8 e 8
B (career) ¥ T 7Y AT (U1da/ pathways) @isl
HH ATTd R Y HIEGET

FATTH STFHTY T B

g 9 forg® srueh sl g

HIERX H fgerd (career growth)

f?r&neff E)

TRaq F 3rgER

ST AEY AT Ty
(resource) R m (access)
g ar

- (e-learning) @WW%W%WWW@%IWW (career) ® 31T Fg & folq 31
3TIH TTTAR T HIYTet Aa gl | gafery, 219 Te & fRremedf & 9 &, sruen! $-afi i gfar & a A sFawor
3L HT AT

UH 1. ATEEIITS FIY & 91 TUP! FHT a3 H AH bl dATAq 22

UH 2. T AH Y1 A YD) 7 HA & ol HIF-8 HIel SiAerTe G o1 qHd 22
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TS oA fob qraAtafaferdl feped (employability skills) & feg s-aftn
N (e- -learning portals) o A1T- -2 (log in)

éaﬁ‘ﬂéﬂ(e learning portals) Y& AsHTSE (Websites) BT & ST TUh! TS RI&I01 3ucisd sardl &
TS Trcirafafere! fehed TRan & MUl Heg B3 & foll B3 JedTge IUeisy ¢ | 3119 8T ) 7S $© dedrge o

%amaﬂaaﬁ/aﬁ%
4 I
AR At feped Aida CCECES) ST
WRd f&ped Aéa ) . . e E‘E:V'Q'E'aﬁt qeeitafaferd) fenea
(Bharat Skills Portal) https://bharatskills.gov.in/ %?meaﬁtawm
§-fepa gfean ) - HWI, TG SATeTsH UTeTshH! (online
(e-skill India) https://eskillindia.org/ courses) BT AT T |
(ASEEM) https://smis.nsdcindia.org/ AR &b AT GiolH A 7S U He |
S yfSieror 3R AEERie $Hg Wiftd $3
https://nsdcindia.org/ % forq u e 37 & a1aeh! g
(NSDC) a’R_dT%|
qiéd ;ri?r&raﬂ%sﬁrq TSI T (study
ml Portal) https://nimi.gov.in/ver2_/ mater;l%im%a Y- (Question
Bank) |
TAUYIEE Ui https://www.apprenticeshipindia. 39 ITI I & 91¢ gl M TeH R (ap-
(NAPS Portal) gov.in/ prenticeship) JITTR & foIq 3T B
- . TIBR P! B HeATIBI Tror137 (wel-
TH dide https://www.india.gov.in/my-gov- [ £/ scherjfs) %aﬁﬁmmérwgﬁ
(Schemes Portal) ernment/schemes ¥ fora
PwDs B! HIeTel UfRreror 3R AR H
PM-DAKSH-DEPwD www.pmdaksh.depwd.gov.in PWDs ﬁmﬁmm
™t
o J

918701 3UToY HLaTd B

T 0 ANT-84 H

B- AT e (e- -learning portals)ﬁaﬂa@? (web5|tes) @ﬁ%ﬁﬁmm
ATTATET ASTTR A A 319! 7ieg A & fere o
JeETEe IqAY B mwanéwaaa@zﬁmmmmmﬁ% AR
(Employability Skills) S & forg 3 avg & -
& W | ATSY, TS SI3TE BEN & fold T
f&pcd 91et (Bharat Skills Portal) & S & SI11 |

TR 39 SHIF VST T AT FLd &, a‘raﬁf‘%ﬁ%mwmﬁqﬁamaﬁtw
qﬁéamaﬁwm%%%qmmwﬂmmvm/mm)m% 319 394 BIF § G H
TRIE HEAT A1R d Sfhah (Talkback) T ATaE 3aR (i0S) ATe] HL

‘ﬁ%?\q(e portals)m%I sﬂ'ﬁﬁﬁb‘é’r

IYANT qiéel) A @ U, YR

@
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-
?!-Tﬁl 1: ]
a'ﬁszﬁ?.’ FAfFeld<l (internet connection) &\ siig

g

Pl 2:
e I, M BRIRBIeT @il T google.com

A= B GO gle

35
g@a@é@r Q¥ ‘bharatskills.gov.in’ g9 &Y 3R
T G (enter) SETU|

4:
ﬁ%:ﬁ%@%ﬂ@ﬁmwiqﬁﬁmﬁq@
UTSRIhH (course), TR (training) aﬁ'{‘éljﬁ'lﬁ
(notification) ﬁ'@"‘ﬂl

?chrs:

wigreror (training)ﬁﬂﬂfﬁaéﬁ%ﬁmaﬂqm
UEC & LI&VT UTSRIHH (training course) U
T R THa/aHdl &

6:
%Eaﬁvﬁﬁa%ﬁmzﬁmﬁ%m'm Blend-
ed Learning’f%av_vqmﬁﬁlﬁﬁ.

SKILL TRAINING THROUIGH ELENDED MODE

?ﬁ[7: . Cha eyt
GG B! A B & [of¢ T T T foerdh el o

?ﬁ[&

W(username)%mmwwwﬁ ik ar
9T 1 ford, aqws‘ﬁaw (email address) o
SR 79T N ITEas (password) aﬁﬁ, ‘Cre-

ate my new account’ﬁﬁqi\lﬁl
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Login to your account

17 Sign upl

%;ﬁ?ﬁTaTﬁHFQ?H (training login screen) T4 fears
;rTéq% , feraron o 3R 31 2wl @ s R
|

i 10:
Wﬁ'ﬁﬁr qma; %‘Q’ K\ pp) E'I'H'lﬂ' Ehoese Yo Cowre
Wﬂ%lmmamﬂ?m TSR R & - B

Welcome to
Employability Skills Partall

Hfa11:

319 Employability Skills Portal ﬁwiﬁﬁ%ﬁm
A fag g fofes &1 ot SudiT s ada 21 AQ e
anéw%ﬁm’mw% JATIH UH OTP-ITUTIA
wtre & ferg R femam smaam

http://employabilityskills.net/app/users/login

To berry msore download Cuest App naw!

( ama ferg gama:
YT UTHES Sgd AT T dlich YD Ig TG g |
39T ATTT-34 3! (login id) 3TR UTHaE gt ford drfes 319 38 7 oe:
YR HIgTel ANT-37 MEST:
YR BHIgTel ITIE:

3TTeT A9 =7 ST

IfE 39 59 fawa 1 31} avg @ g foran @ &) Frem= g |

$-aIf+i1 1 Aelers  Fsfores Susoil H8: e, TEwH, e
AT Y A & AHTTATS T80T UTed HEATI

$-arfT gAR fefored Hiere & guR 0 & wy-arg e dem &

U 7S BT 8|
é—aﬁnasﬁma”r‘aﬁ%&rmé’f(mamer)aﬁﬁqaaaﬂ—cﬁ%

AiTerre Trtatafer) Rpea dia & forg fafim aeg & $-afin
?ﬂéﬁ?—rﬁm%%ﬁwaﬁw , TIUTSIE, TIQHTE, THTETHas
|
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. PIIS (COVID) & &1 Sifd HI$he (job market) B @It

. i & Aefaf sikesm
. sy # & P Torw 3119 # S @ SHrd 811 91igy?

9§ HYF G ol UIH] Jgl el

1. 119 HETHIY & TG gfar ) A ugat Sieh 78t grift|
2. BTATd 2 TTd H aT9g I &1 ST |
3. 7o 7 T, TS X Y A1, HH B i 7 et an

.

ATSY FHIfIS-19 M &S 1S & SiTd HIDHE &b d1X A A

FHIfTs-19 AR A GO g 1 S e 4 feam &m| Fgrard 1 groatd & g givan & stffzaedr et g oY | Tpa, afifthd,
BT 3TR GH oid THY T S, Tg | S AN b B Tt TS TR FS A af 3791 1 ot @ fea|

gi;jg?égﬁm%ﬂi&ﬂiga?@%ﬁﬁéﬁwwz}@%aﬁiawﬂwaﬁzgﬁmm%eﬁamﬁ%ﬂé@ﬁﬁ
|

3TSY HIfds-19 (COVID-19) F F1E & Siid Hidhe IR HAT T ToX STt

1. Mo &1 fefSreelIar (Digitisation) AT TETAT (Automation):

HS Aepiedl fefoiee 81 W 8 | SRITI G AN S ! 51118 of Wi &l IS8 &b
ﬁﬂﬂgﬁ,éﬁvﬁtaﬁimﬁ%wmﬂmmﬁ%mmmwm
STl 8l

2. JITHE  FEH B HET:

S SINAY d¢ 81 7T & FT% HHATY o Q 1 HL R &1 T8 ‘_ -.
IT ST ach WA 814 (Work From Home) &1 T i i

TS TS ST 6 B | 3T feagmTerl 3 folg sfaerk gl T 8
ST T B AT Fepalt Y T UR TG 814 & S1EHY 8

Y HTGI3TT 3R @Il S aTell bl a5 HIH e | off
Hee el 81 I &Y, 399 Q& ol 0 AATRAY & &IH & 19-
1o ©R & BT ! Ht e &1 sfafed gama Yar g gl
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3. 3WigaR) I =S 9qg 4 i

H1Tp BT DY TS TG & ol Dl Y W) HTH HLThd &, ST

QY A IFNGARI DI A1 & folT FAR B | IS8T & folY, SR HIS iy
TR H B, Y o X TR & A A 3 T TG 5 Tl 3R 3T
TR Y HH B Ghd & | STY, I AIhi] & ol Sirafeg Wt ag Tar 2|

4. fEforea Sy & o ea:

%ﬁmm%aﬁﬁmmwa@m%@wa
ggﬁmﬁméﬁmﬁwaﬂﬁm%ﬁm &) BT -
{

5. WeHH gHATHT (Platform Economy) &I grEeTa:

IR, 37, TSy, o aehe, et S fefSea afimaared 3 eraa
T H TS T & 1 Gl 3| gHM Bl S8 376 VU IT ISATSE W ATHH
A1 Gy 1 2@ 3R WA o1 Tebel1 B

6. gfta Nefet (= sitsq) :

g 2191 &1 H Teb 747 ISR & 2| g Fipieat (U sited) U
Tepfeat & o I HH BT TR YITaRT 94T U ! GErd A o
Hag B & | YT AIpbi &Y TRBR D oGS (Subsidy) & ATEH

FATET TR et g1

AT B | XA H9-8 agaTa § Fore mmam Y an wegw fear 12

Z TH 1; FIfIS-19 (COVID-19) HEMIR F G 3R 3T ¢ Pl HIH hI g1 § HS SgerTa
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AT HTH H G+1AT H T & TR A A

e o Trell 8, TRd § $o e H oft A5t & e g 7| Y 3R Aae STaEl 3 91 31 THR & 7¢-TY S
P & sector)&Tl%%Gﬁ%T&!ﬁT@ q

el 5 TTelt B ot Hiepieat QR 81 7T & A1 foreht HitT § St 317E 8, 9 ihical o
. QYIS Y (STD Booth)
Bra) e fea) (Photo Studio)
S S /e et (Audio Cassette/CD Recording)
ﬁﬁwaﬂ'{(Grlnder
grsfehet bl AT

\

31T a1 auf A Fraferfa £51 7 s @ 930 @9 H uraan &:

3ATeITs fZee (Online Retail)

TUHAT (Healthcare)

wAfEgfeswhe (Pharmaceutical)

farita s ARBT (Finances & Banking)

Waﬁzaﬁé’r (Computer and IT)

WTG%@HE'{ (Gig work sector) fSre# wrfiet § 3tietre fRren, uitag Sar 3R $Hefar afe

g it (N Sitew) forad 2nfiret & TafaRur de-1TRIae, Sieik $&eR (Solar Installer), s it aa 311fg

K
o ==
() s
o [ °-——
WA 1: ATATSH Tt BT 19 BTH AT SR A FTE Y YHR H Aep il 1 var enmg |
Z ST 3T A8 P - &) Aep ot aueted ¥7
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33T 21 &) & HATHH ST » TR A S

2022 Y FiaTrd (Wheebox) 6t &1 Bieret i (India Skills Report) & STTER, YRd & dhdet 48.7% JaT &1 I =
AP | ST e & [p 2 Y 1 HIRATA a1 & A2 B3 3 FoTY ST HIered TeT 2

T IMY (study) F STIR TS & LT HUTRIT H J T 75% 7 H8T 6 ST & UTH I8 S 781 ¢ ot 3¢ e

TP 1Y B, STd HISHE AR Saidl T, ford aig Hifde-19 & SR Sgelld @ Y| 31Ts §HIR UTH &) HIYd 8, 3 wiasy
7 fepel) TH & 8T 81| Ahd H &7 T & ol gH T HIeTel TEq 1 |

e THA & G191 T ag a1 WY (professional) SiTa AThe H 5 3§ Thd &7
T ST HIehe TR SeeldT g, 2181 TT & A HIYTel YT ATHTR U 3R Teb Yol HILAR ST § Hag Hidl|

( 213 9& F Prere )

. @rfaad or ( Character
[ E;IQﬁ'CI'IﬁHT&R_dT j [ GG j Qualities)
feremeff feper g ARl & Bt BT BiS AT BT aold A8l & Td
37T BT BT IULIT 3 B T HY A B ST BT TSP BT AT 2 |
/1. Qﬁﬁﬁﬁﬂﬁm(uter- N 4 1. W@E(Critical N 4 1. fosman (Curiosity)
acy) Thinking)/ IHJT E) 2. Ygd (Initiative)
2. 3P HI&RAT (Numeracy) BEEIEI 3. (Patience)
3. HIGLAT (Scientific 2. THATHSKI (Creativity) 4. 3TI%el &HdT (Adapt-
literacy) 3. HdIg (Communication) ability)
4. ICT HI&dI (IT Literacy) 4. g (Collaboration) 5. e1?16(Leadership)
5. fo=ia 918 (Financial 6. GTHIGIS 3R i
Literacy) \_ J STATEh T (Social and
6. i AR Cultural awareness)
HI&dT (Social and cultural \_ Y,
literacy)

.

J
U 1. 9P feqra F 218 TS F Prera” &1 1 Aderd 87

UH 2. 3T 2138 & F T B A Q BI-GT ST HIEAT ITga/argdl 2

31



YA TH 215 TS S B DY YegiohT B 1 51 TS

PIHY!
afere oY 37 fore o b 3119 WA Pterer & forg st gg
el 8 GUR Thd B
/21a°r‘a€rasa?ma WA P 3B T4 AT A5 e 35 forg )
AT L THA/THA &2
HdI< (Communication) /10
mwm (English
. /10
Literacy)
feforee Trearar (Digital
. /10
Literacy)
o= TT&dT (Financial
Literacy) — /10
y
JAHIT-THTHT (Problem
. /10
Solving)
AT (Flexibility) /10
TIATHS T (Creativity) /10
JEHdT (Entrepreneurship) /10
(Career mindset) —/10
- J

3ot &9 =7 T

IfE 39 59 AT $1 3=} aig A 9=t foran @ &) Freme e |
HIfs-19 TG HT WRA SR g R Bl ApfA Ragavma @

LE|

F© Apical sTvmaferd (SUFIT & 9TeR) (outdated) 81 7TE, STaifeh @
a@ﬁﬁﬁmmmﬁaﬂﬁél

219 & F P, 31T ATHTR YA 31R Uh Thed HIA I (Ca- e
reer path) 91 & AgTIS GBI |
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39 UTS A g9 HHA:

1. ¥9Rd $ 99 (Indian Constitution) HT Ui

2. gfaum & e f&gia (guiding principles)

3.  WRAIG ANTEhI $ DR 3R B (rights and duties)

p
26 STG BT HIRd BT TG [&aH (Republic day) HTIT SITAT & | 4T 319
WA/ § 6 YET Rl 87 getie R Wiforg, an fepelt & yfeg ok st
ferfeng)
\_ 4
3ATSY, FHR UfAY (Constitution) H IR & 14
é@%?mm;gﬁwﬁ%ﬁ@éa%ﬂ%aﬁﬁw@%%
ELl [ b1 §H BT | :
WIRd &1 Sfau™
TR Gl et i fepdTe Hf a3g 81 3T U & forg g iR S 8
g WA & ol b SARIBR (rights) 3R BT (duties) B R H oft adrar 3|
g I B! I IR T dUP T TAH H Heg HdT - | B ILSICE]
1 3T ST 87 b S A e L
1. o) 90 &1 3791 GfIYM (constitution) BT & mgﬁmi%ﬁ:m%%
2. IR %1 Gfau g &1 ged seT Sy | ‘“‘“ma‘ﬁ*ﬁ‘w’ﬁ:
3. & i siiea GRiuT fora are 8 % areae (President) &1 s e, R s et
. ﬁnﬁwﬁé?mﬁmaﬁw\ﬂ%ﬁa
VR YfauT ) W91 (Preamble) L -
A g se ATy
WRA & YIGeT & &1 (Preamble) & 39 3299 3R f&gidT (princi- @%ﬁ?ﬁﬁﬁﬁ“&%g
ples) & IR & &Y & Saram 7T 8| S

&, MR & @RT, WId &1 & G (Sovereign), FHISIATS! (Socialist),
yH=RET (Secular), FHdATHS TVRTST (Democratic Republic) S
3R MRA & Tt AT Y GRFETd HEA BT Thed it 2 |

g U DT & forgd wRAET 3 T4 Y T (Sovereign) SdTaT 81 39 Ig oY Sdran T @ o 59 g H TrHifois 3R e aHar
BN ST ST AT foitT 3 STUR R HIS AeHTa T1 fhaT SIraem| @t &l Fiehd) ura 31 379 STTeNdenT A & THIE DR 3R a8 iy

ST |
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TS, R dfquq & s Rigial s aR A s

W Ueh-G#9 (Sovereign) %21% HAT g § b WIRd 379 02 g & TohaT &1 3177 21 1 Y W
& e 3T i ol ara & s A 8t ﬁuﬂﬁﬁ?ﬁﬁ%l

VR Yo GHTSTETE! (Socialist) 3 &: SHHT HAwTd & foh TXHR &1 T siifd, o, foitT 31k amfdis
T & 31 ATl T ) TETEH 3TR TTER &) YA UG St A1iaq | FaEmes] & YieH, e
@, Tes qaTaRo 3R Sgar e anfirer g1

¢ 71
ﬂ T T TR (Secular) 291 : ST Heier 2 R gRi 2w & Tt ersifa R oft ek 3 o
e % H1Y T GH T8 6T ST 8

WRd Teh dlehdiieh (Democratic) 32T 8: SEhT Haoid g feb Gt el ol 3TelTT-37e17T T W 37
3T B ol Y ST & | A5t T Y T, faramd ok e a1 T fepar ST 21

WA T TG (Republic) &: 35T Aol & i ¥t ol &Y Teb Q& IdT &1 a1 34 & ST &
STt 3T Ui HE/ETT | Teb ot &, fepail off Ueb e & 9T, TSt 3T AT bl v, T

SfreR 78T gt |
- wfafafer
Tc® gl & IGTEL0N & SIX A 797 §Hg A 91 S| gaH
319 fRreres & wae o A sifersT @it PIEAY!
ot srgea s

ISTERUT: YR & TLTHAT AT APU BT TIT | Blg GO o 39 U I YHTfd Tg! Ha|

HHTSETG)
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TSV UH HRA R ARTIS F ATAHR) 3R Hedod) & 918 & o1
3IfIBR (Rights): & TS o7t & b TR S &9 & B I 3T 81

1. AT &I AfSR-
S - 22 H YA AT Y, TR 3 fopadt oft e, virom, 391, Sf, o1 & &Y, i & Ty
GHMAAT BT ARDBR 2|
2. Al Bl ATYBR -
S - T I bl TS i HTH AT T, SUTIR T TG &R bl Tdioil g
3. 9o S fEars sifeer -
S - ATeT-H R A oM
4, ¥ ) WA BT ATUBR -
S - 1S Y safar fepal) oY udf &1 1ol 0 & folg T 3|
5. itpics AR A& srfeer -
S - Gt oY oY 31T S, wTe T ity 3 Eraror &7 IR U 21
6. YAUTTS ITAR FT AR -
S - 379 Hiferh TSB! T B olg IS W) safert aiea AT § S TehdT 2|

RIGHT TO CULTURAL
AND EDUCATIONAL
RGHTS
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Hcd: Hiod Ueb [T B 1 3! & 379 3TR I8l & folT e a1 Q| I8 39! Ueh 3T AN srdl g |
3CTEIT: 3T AT bl 3TTYb GRT & 7TS SITTg R UTeb BT, STai 3119 el dATgd, AT aTeH Ielld JHY geTie Ug=T|

T (fesegEl) YRd & THTS B Th Hgcaqu! [§&0T §1 38 bt oft w1 AT 3 forg Suetsy T staert
R Faait de TgeR B ARBR |

AR forg “feeammer SifeR (TRiesegs)) atfafaw, 2016’ & IR & ST HgaqUi § - Uk S off HeHTd & Wes
it fgeamTTeTt Y 21T 3T § 3R THI ST Bl §eTaT T 2

T 3T A 872

1995 &, WRd 3 videheliT cafar (THM STa@R, 31TUHR H1 Tervr 3R gof wifierd) st aifa
Rpam| 2007 & RyeaRTet % S1RHRY R Ggad T F-37M (SARAE) R gE1er 3 & a1g, 397
2016ﬁwwaﬁﬁw¢rﬁaﬁmlagﬁwmma®m(mcﬂmﬁ) aifafr, 2016 B1

IMRTesgEl atfaf~raw, 2016 H feaaimTet 3 forg %3 ygesit & nfie fomar mar g1 f=1 foifea 3 weagof ard §
5% R B STYB! gaT S TR

1. 21 fesaiTTarel 6 ygam:

EEIC 199%5$afaﬁmﬁsﬁsqﬂmaﬁﬁwa“mﬁzﬂ, 2016 ¥ IR § 21 el & AT S TS 81
THUDBR G :

. Jifesy T
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2. M qE Al

=g 31T % SgER, Foft & Y Hufit i facaiTTdT % Shet 814 & foTg SHILIT (TXHIA ML) BT Tl HIAT EiaT 8
TH SaER e a1 $3Nd U UGTSHIRY & 20 I 3T TS BHTRE] aTelt byl & ferg 21

éﬁgﬁﬁm%ﬁ%m%%ﬁwﬁﬁﬁmmﬁwﬁﬁ%wﬁw,aaqaﬁzqaaﬁrasw
TR et |

feeamTeTt % forg 3w 37 arelt giaemy ek e

BT Y ST ST Y Tt

T, ARTET0T, TR, Y, 3R 3 g H ulhag|

TR IUHLI 3T STeT-Hered UG & ol WTaermi|

s T ) P
- Y,

B 1| G2 Kub

U gAH 31aeR Afa # FefaRed enfire g =nfyw:
20 Y ¥ HHATT aTell Huf=It i ot fgeammer & forg ST 37 aefl GRaumy 31X TTeH WeM #3 6 STavashdi § |
31T3Y &4 1 3218 & Ty feeaiTei & folg T STaaR i & Hed &I T &

TG 1: STd HICIMT, Ueb fea T, T&ThR & fo1T Ueb ST b=t & 7T, o 1eTchRebd | ATeT Tferer AT 3R &g, ns'?
ﬁ?ﬁ%%ﬂgﬂﬁﬁ%@ﬁﬁﬁ%m% | BT I FTEThREBAT T foTTdTIds Hal, “sRUesge! sifafraw
mmﬁaﬁ%wmaﬂﬁqwmﬁﬁﬁlﬁmwmmmmam aﬂté@%
w;f\sa%%rqmaag |mmﬁmﬁww%maﬁwﬂwﬁaﬁﬁmﬁﬁaﬁm%maﬁﬁw
T DR AT

ISTEIVT 2: 57 A, Teb TSI = 3T HE D&l aTell S Syt & Tt § HrRIUg fopa, o a8 HI%! gsky T
o5 g Ha & TUTATT | BTeliTeh, U & I THM TTR H1fd &ff, 3HfeIT 38 Aad 1 HS AT § Heg 1| oie Wt 37
IS a1 gl ], 98 g & forg Tudh el @ Gudh o bd 31 58 i &1 YR & i , Th 8T 3UHI & fol 39
3TAY Y ST T F[Q S ST Tehl FRANTeh T foll T 3Trafed ste ol

37



3. 31 3mar g :

3 3TTaTE ST § 3TR g AT A & forg foh feaaivTomt o gari & a1y THH &9 317 §HaTE) STl &1
zqvﬂwaﬂaaﬂzﬁﬁa@maﬁtw@mW%%Wﬁﬁ@ﬁ%mawwﬁwaﬁﬁa&mm%
feeTToT @ 3 T & SR ST ASHTd HHT ST 2 |

~
e afwr & forg S a1 fforee wrey & #rf Fedt geamas (S vegfaat,
yfereror arh, anfe) |
AereifEraT are safe & forg o emum & g gt |
AP faHaiTT safeadl & foll BR-3MHTRd Harsd G|

4

Igi 3fera 3MaT % B I iU Y B:
O o ifeATgl Sfiam S 3 forg a1mass! e 3fara smaTe &1 sagasmar 8|

a1 278, TSR, T ST, T TEHid 3TR FHIGH 8, TRUISsegE! SIfam 2016 feaaiTet & sitar & Tt ugaait
1 et e B

aﬁ;ﬁmﬁamﬁaﬁtmww%%qﬁﬁaﬁwaﬁwﬁmmm%ﬁ%aﬂm%mﬁm%mﬁ

https://www.swavlambancard.gov.in/schemes/search

B A1 BT access U & ford, Teb fAf3Ig faeberitrar ugem (Unique Disability Identity UDID) Card g 31fHar &
eI S $ forg = fou fois o1 2@

https://www.swavlambancard.gov.in/

TP ITeITd], R GIHR &b TTHIS T 3R STSTTAT HATeTd & dad [aheliiT safard (feeaivei) Tereriehur fynT &
Rﬂq——nné2012ﬁﬁwmwﬁﬁﬁ%amﬁﬁwaﬁtwﬁmqﬁaﬁm%ﬁwéaﬁné?ﬂaﬁwg%ﬁ%mwm
ToIE % &9 § B BT 8, [ebetiv safarral (feaaitTer) & goft [ Tois % aTe, [ebeli1T safeidl &7 GIaicheol Uh
TR Yfsha 8, ora# A, 2fier uar e, sadi, fRie, Taree, saraanes ufeiemr, yaty iz amifers
TeBYEROT S AT Tgea @Y St R e 2 | R @t wia, ﬁwﬁiwﬁﬁmsﬂwé

i&d:

e GHIALN THTST BT o7 2T forad frebetiv safarral & gf 3R forebra & fore aom sraar W o oy a1fes §
IATED, GRIETT TR TS Sia ot Teb |

S

gate 3 forg 319 i srfeferrl/deensti/aet ok disrat & Aream & faeberi sferdl ! e ST 3R Teb &
Wwﬁ@mﬁﬁaﬁwmaﬁzmm@mmmm%aﬁu%w$wsﬁtm
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Tl % TG H YN o § e SH1T 8 | TUHT Y YU B 3R I5T Bl AT A b fold, SEissege g fafve ey
PRI B STt &1 37 & P P Frawor 19 fgar mar g

1. Rpari iRl &) Ggrae SUS0N/3UH0N o) @AO/ReféT & fore wgraar G (TS dier)

TEIRMEN AT 1981 & Tl T & Foreen! J3 3820 TR, fahetiv Aforil & fehrs, ufespa o7k dii~es w9 & ffiq,
TP, AT TSI 31X YU T T TR BT & S b TTaT b TTa b B Bih Ib Wb, T 31K
TaT I STaT & Tohd & 31X 3! 3111 T Y 9gy| sl & 3! Tad HRIYue § R o 3R
%wmﬁ@maw%ﬁwﬁwmﬁmﬁﬁaﬁ%a%mémmﬁmaﬁ%aﬁwaaagﬁam[ﬁa%
ﬂémﬁzmmﬁﬁmw%@?mﬁwﬁwmmmém STgl I TIS g, GURIHS
TorY 3 e b ot T T Y TS | Ao % dad, R Sratraa gaiftrt (e i i fmfor e (gfern)/
TP TEIH/FHT &A1 /et fadetimar qate dhg/arsa et fasr fHrm/asitet 31fg) & @ & fold srgH
TR T2 Y SfTelt 31 3R TETIaT R TETI SUBT b1 ReRoT | FeaiiTT 31 Weet https://adip.disabilityaffairs.gov.
in/ % T O TERID SUB 3 fo1g ST P Teba & | 31 STHHIY www.depwd.gov.in Je8Tse TR &1 o Tehdl &

2. At fameriirar st

T2 farbariTar SMESY (TSITES)) WA TRBR P FTHITSTb =T TR SATABTIRAT FoTeT & eheti1T safaril 3 TTfoRiesom
%ﬂmaﬁwmqﬁaﬁw%%qﬁﬁwzowﬁwﬂlwwuoqlcme-n(WSMSI)%%‘QE&WWW%
mawu@a%aréﬂa#ﬁ%ﬁw%%gé?m%Wwéwmmmmﬁwémm
https://www.swavlambancard. govm/éiﬂTW@H‘lﬂ TSI Bl JEISMSE! HTS S B B! JiaeT ft T FHft
%I:Iaa"{2023?1$1méma@mmmmﬁ%@ﬁmﬁﬁm@wmmﬁ%mmﬂm
SHTOTT & T1d JENSTEE! HTS AT JENEEY ATHI YT ST 2 |

3.@13@%:

Siiegs! Tt & NUTE! TR d idaices f21en & fgsamt o enfiret dA & forg Meaniad s & fory fafte Tl =
feraariTit 3 forg SR ¥t T Bt 21 Rt gy § enfiier - Ricseri o 3 forg i-Afres smaf, Rideri ol 3
forg diee-Afes wmg, famaiT sl & forg i St fen smgf, ﬁwmwl’tﬁﬁéa%qrrg’laﬁm“ﬁm T vt
BEGR, [THaiT B & fold Jod HIfT BEgHi | . [T TP BEghi 9iéa (www.scholarships.gov.in) & feids &
SR % g 3T F Thd |

4. fasmaiT sAafeal & Tufraeso faur((ERdssgs)

U ST Aot ‘[aehetiiT i) & Hrafad hield Ao fafas (T 31$ §t & ©) & dgd faheit saferial & s
T & forg TE B1F AT (T T ) AN 2T & | feeammsii & sierd s & forg T s a1 s
TTfaraes ot faumT (Sistissgs)) m%mm%mmwﬁmm@mwﬁaw
% T TP B B TOIQ AR A ST BTt TRIEIT TG HEAT 3R TS Bl MR % Briae % ITEH 358 $ &9
Ty TId BT 1 I8 NS 2015 B Ueh S &1 FIofT 3 9 § 76 b1 17 ot 3R 58 wn/ai drerer e 3R seftre
e, W%WW%WW%&TW%W%H PwDs % NAP &1eTet [T & dgd, 15 9 59 a9 &l 311
anf 3 ferebetiTT oaferT BTG ATHiH 1 3 ToTT U & | ST STeTd], Breiel HTIIETor I 3 |y widieror yrieR (S8 %
Y H gellag [T TXpr 3R TR-ERBIQ EFTe-1 & A1eaH & WeH fohdT STTdT 8 | PwDs 3TR 2 dehd & dTeiAT 2015 H Ush
é@n%ﬁw%mﬁwaﬁnﬁaﬁsﬁ?@@/ﬁmmaﬁ?mﬁmw TIHR & TR HHEST B SR
aﬂl%mw%lﬁm—da?rl PwDs & NAP &12Te faehid & dgd, 15@59aﬁaﬁmﬁ%%wmwﬁawmmmd BT
% ol UT 2| S5 SHATaT, BYLTet FHTRIETUT AT 3 T HRramor wmiigR (80 % &9 & geftag it e ok He-aead
Wﬁ%mmém%mm%Pmeaaaéﬂmﬁ%mmm%mﬁmmm%m
www.pmdaksh.depwd.gov.in W%mm@maﬁqﬁﬁﬁmgl
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Bl HHT!

-

19 F Bl A ford T HU 1 UG | FE1 afad I, AR & forg (<) a1 defea & ferg (>) &1 Frrarms s

HTHR, 3 & foraeh gx 319a
qfaR, 9 3R 39 3o d
3TUET A B

ToTeraTqof fRreT wre T

G BT YA BT

AT STel YT hAT

Y U TS BT

Tl oft e &1 UTer T BT

TR gl STt

HAY Had T TIHIY T TATT

Hdod, 9 § fore ulER, gugE ik 3w,
»RCers@ el

mﬁﬁaﬁw:

Ifg 319 =8 fawy &) 315} avg A o foran @ ) e e |

R SfFe 7R 321 & forg St ok ey 4
aﬁgﬁwmasarmaﬁzﬁaaaﬁaag?aﬁ?%ﬁ

1.

froug a0% Q g™ A A HaT el

. 5 e Rigia 8 dwy, weTerans), sy, deaits, ol
TTore

. YIRA & AN & &9 A gAR $O TSR 3R Hdea § ok forg
& fomqr g aTfe

. fawai safern & siferer siferfam, 2016 fesmsrl #i S
Y Farar § 7R sfiae & ot ugqsit & 991 o1aER &Y agrar a1

2l
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<9 TS # g9 ||

1. 9gTaTur e (environmental crisis)?ﬂn%?

2.  9Ifaeur I R (sustainable) SHTY TEA &) T ATTLTHAT 22
3. gO-9 Sfia-Delt B 1uATg?

3119 518 YR 3 WU (pollution) F Ik & A & 38 A

ST AGuoT aTg HguT eaf wguoT
JATSY YT GHEIT3A & HRUN & I A A1
T 39 HH) AT e:

1. HEALF gH A ol HST-HAST SHG 81T & ST T BT ST &7
2. T8 HST-HTR BEl ATdl & it B A1 B AT GHg de W W1/ §?
3. @1 Ug Bleq &I HIS THRIHD UHE (negative impact) 8?

SR AT TS THETE & ST BRVT S & | TGO d Bl & ofel TST /AT & 714, a3t 3R Bfehet (chemical) ardrazom
EIGRCI %—ﬁﬁ,aﬁaﬁznﬂ@%msﬁwm%

BTl o ferit o, gaferor wegwor 1 grer agd MR &1 71 © | IS sTeaaHl & SER, 37 JHTHgRIdh HTAl &l Sga el
ST GehdT| S8 & qITaT e (environmental crisis) 38T 81 @121

3TSY, S T E T THEITS IR AR STeld & folidh BRI U5 JATaror Tdhe U1 §am g |
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i s

gt Y U fiid HE T @ SR el
ﬁﬁm%ﬁm(chemical)ﬁﬁ
sfBet (landfill) & Te fE@T SITaT B1

CIRJERAR

MY 3R HrREm! & e ardt 93,
TAHE! STeT 31T & HIRVT U el 2

Sl

STl B BT

1 HEAT TidfEEy & BT Ue, Wiftes

aﬁ'{%&lﬁ(chemical)ﬁﬁ?frﬂqﬁa
ok

Al A F forg R e 991 & forg, WY
B BT AT & 3T Q ST 7Y B oI B

gt w1 wera
(soil erosion)

STe I, gaT 3R 311 Wi Aagrai
P BRI Y I1 TS SR B Gag d ge
aﬁ%?smﬁ HIHeE AT

J

A 1: mmﬁmﬁﬂamﬁ (environmental problems) ERIT%'?

42



HATSY EHIX TITGVT & FET HY ATTLIRAT3] &b T J S

4 ™\
T T Ug-Uiell, e, AST 3R gt deh b 39 geait & Tareed R ot 5 YR & S0 91T ISl 2 | TS, 31T 59 iaor
A3 (environmental problems) %ﬂwm%&’ﬁﬁaﬁ'{ﬁf\ﬁﬁﬁ

W% 5t (CFCs) SN FTadent AT F ararazor & 313 & el & w=d

ST (Ozone) T Ul Teell &Y ST 81 3H FIT & TR Bl 9gd JHEH Ugaar gl

Tolae i a9 Bid) & o9 Brad Sreatearse (NFged N/green-
Telee QI (Global Warming) house as)aﬁ'{sma% m?ranﬁggi e STaTayT & S
|sa%;$rmq argaE & arg%

S fafarerar (Biodiversity) BT IR %ﬁgmmfﬂ?mwﬁ%g?ﬁm

. & BRI A g SHITEE) B a1 9 ST 8, 39 gad AT,
AT & TATE TR A I G IS ATl T gﬁmg&gﬂ ¥ ok 3w 39 A firrae)

& 39 gt R TE aret et Shifara wifor efi a1 areft difet 3 Shtaw i grfgra wam & forg 31am warferor &) s 9ed ]|
.

J
TH 1: 3T FTh B FTHIRT A1 IR TIT T FIT THTE 9 7T 82
TTEROT Y &N BT GHT G & | AT & STia & ol §H TRl 3Tee SHaeiel ST9HT Tdhd &7
gt yafaRr 3 319%e o TA B {7 MY § o 3117 92t ot a9 3 fol 37991 Tahd | 8- 3TR T Sha Sii
% forQ, Tt Srq T b1 STTaTaesaT 2, forgs ford &
4 )

Trsfepet (cycle) 3TR Ardwife uftas (public transport) HT TGN BT AT

YfEETss (Pesticide) 3TR WicaTseR (Fertiliser) & ST AR

STl ST8 1 81 el fersTelt & 3Uevil (Appliance) 3R 1SS! (lights) 1 §iG B fersTell @ arerd B
TfEql

AT (plastic) 1 =9l BT IUFNT HH ST A1

WA HIA THY SITRT ITINT B ATIS HYS/AUR I 1 &1 118

%@,Eﬁﬂﬁ,w,mﬁaﬁ?aﬁﬁﬁﬁ&m(recyde) WTET%({I

g T Y SR g 1 oft ¥ e 3 ferg Afea e anfya

43



Z U 1: TA-HY SHaT9rel) B I 3 forg 3119 FF-Fop aa) &1 WIRT S8

BT THY!
et 3R R 37 1ed g1  YA-319 9 F G Gfeora) &1 St a9
ATEA &1 37 IdT o111 & 1% WIS STo A Wi & b Sgaz <71 g
1 77taT 3 I 1 MeR fera | X, I ) g A @G @hga T G &
aﬁwﬂ%ﬁaﬁm‘rﬁ%@aﬂw&l

ﬁmmmmganaﬁﬂmw%%awaa@mv

mﬁﬁ@'{?ﬂ:

Ifg 3197 =9 fIwT i <) aig @ gt foran & d) Frem evmy|
. TIGHYT HT e, SITE, AN TR g 3 TTRA W G UHTE USaT 2|

. T forq oo gfEra st s & for &9 319 yafawor &t 91%-
LRREEIEID| Y

. EHE AP A R-TEY B Bl HH IR THA § - HH BT (eTH/
Reduce), q=r ST &% (Q-ge1/Reuse) 3R T7: =fiha (FRamssa/
Recycle)

. gH Tl (recycle) BT, ¥ 71, I ST 31T &) 311G
FYHT H YAl B g1 GHa 2
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3.1 219} <) & AR TRGdT
BT

39 913 | 3119 HA:
1. 213 & F SNTR IR dT S|

2. 3R DY BT HTH BT
3. 3TUA PIurd faesrE ¥ forg us dier s

| 219 <) & BiER fepe

vc\ 3

319 T 319 'ASTIR B[’ Y[eq H) THS MY G111 | 31T S 8111 b fspebe

oIS BIE TeoldTsl 100 T T1TAT & a1 39 'IdS’ Hal SIrdT 2| T UHR 100 9
I} U ITdTsa) ST SITdT 8 | a9 2000-2100 ¥ S & HTd $I 2191 T Bl

ST 8 1 3 i 75 q8% T S ol Ugel & TR Y ot F 216 761
AT d0F Q Siwa §?

1.

2.

3.

- J

32Y 2191 G F SNTR S & 1L A 1
ﬁiﬁﬁﬁiiﬁiﬁ (Industrial Revolution) T:R'IT%?

2, 5TH 92 9gaTd g1 o | fafe rarfecal &, Wenfireh) 3k a5 '
Foeerer 35 srean e el  Faerfor B o ser 78 3 g1 ay
Ora T%a & i 98 Ue Siel 91 9eTd & it QTT 781 8| STe-o7a g :

aﬁ%ﬁ?ﬁﬁg‘é%ﬁﬁmeﬁmaﬁﬁwaﬁmq&mﬁm 3
TR

3801 & oIy, EAR TeI-gIG) sade & 819 & o el & Qe
B A1 S-SI8 gHY Sadr 7T, H© ST 3 7L H T o

e ST Y% o2 feram | Qe et & s & a1t A & fensit
BT IdTE fehaT ST o7

TS T 3ATYS G1%d) & U1 T994 A Fp g upR & f&e 32

Z O g HraAr

O #wefma s
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o) &

A N

185 TG A grE g 198 TGt § grE g 205 ¥4I A &g 21 T A &g
< o1 R g% < 1 R g% <1l o1l e g% <ol ol T g%

HUT el A go misat | fosteft @ U8, HRY 3R Taanford 2er e (Teem) | #1Fa i & forg Aele,
FTTEAMHIIS TN R | SN RAAHINT SRS | Fexe anenfed Hioiar, g8

:
:

HiSTd 3
[~

ITET ferg sheget geze el ﬁ%ﬁ@g*mm
L aEEREE )
I BIeTel) AT HTET 9T e oI i ASHTR A1 g & ferg 214 a) A 9ol afers weifie @
(crrcriﬁﬂa?rm?r (Tyoi JAITCHS T TR FHET-GATY (Critical thinking A

yping) and problem-solving)

TSR e (Hardware Skill) jﬁgﬁmﬁww (Computer programming lan-
ABS Blea BT HIeT (Wood cutting) AR dTebd (Physical Strength)
g &1 B 3T TS (Needle work and weaving) dTfehep fae (Logical Reasoning)
f&fSreet watg (Digital fluency) YaTE Bt (Communication Skill)
¥ e HIerd (Basic computer) &1 9 3R TgANT (Teamwork and Collaboration)
Igeiterar (Entrepreneurship) THY Y&E (Time Management)
TS T (creative thinking) foreeivuITee ieret (Analytical Skills)
\ahm&ra (Blacksmithing) Y HaT (Self-Learning) )

3Tsq ?ﬁmq\m (Skills Assessment) & ST¢ 7 ST

3T B & a1 & forg 31T Bieret Ht Fafird Siter a1 gedio saws &

g@mmm%maﬁmwwmmwmwm

i 1: 3TTUS BTE ey TR Tite (e i T it FATg|
TS fShew: g1 fRhed T a1 il @ Gaifdrd 91 3R fpeit ey & e oot el (27 oo | e Pt )

SR B oY AL TS A 2 I

o e d | S e
it Eped: dive [Ghed safaTd 3Ted 3Tk A& & ot a8 Fifd 3 & 6 & 60 2TeG TT3Y | HRAH b1 &
SafeRT T 3R g & 1 8 HTH BT & BT
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Hid 2: 3197 BTl F BT B ggaH|
ISTEIVT: S THYH TS TG 2 | & BhIF AT (wEaniyrd wlivil 3 forg) o1 SuivT oem T B | g8 W dicsiaies
WTYT (Indian Sign Language YaUrETiad e ¥ forg) e & sied o
Piel 3: 37 BT W SFYUH B (Research) 3R THS S 319 TIR IT1 IR & WTT | I8 THSA & forg & a7
B Q Pt T & § 3N AT A §, 3797 T Y ) Hufer & St & o1 | 3119 3 e U off ST8e 2 §aha & ot
ferepetinT caferraY 1 T WX T@! & 3R e Toha & b 381 fardie & & faspetiv wlivi & forg e <Y e Y syfireerd @iedt
&
IETEAT & forq: 31Ty "fafaet groe safar &) Al F folg STaeas S &1 Udl o & ford Jiersd @isl soH (G
Google)ﬂmﬁmgl
aﬁmflﬂo‘awmﬁ% al 3ue HHferrd SRl ST anfeg:

FT SRITSTET ST 3T ST e

3 HH R ATAYE! & ol 313 ATl & G5 |

iTelTe TaER Qe .

et safeal gy T oA aret fafers sraf & gus|

FYA B Y Bl @M aTe] [T Tepi ) b TR A S|

JTST 3TYF BT BT F forg uas Fier=r 5919

AR R gH Tad & o HIS safer a1 Al JigHT™ &) ThaT & AT A ATIHET | T8 STd §H el IT Blctst # Hel ol &b
3TTYR IR a9 $d 8, A I8 G2 I8 T 8! o1 gfig; I1 THIE 8 UHR Y gl B!

e e 10 § HHSIR &1 b &, @b TR HIL (S8 Wel WeldT, Wil ATH weightlifting, J1T, 3mfe)

& Sgd HoTe[dl &1 Thell & | IS SAfeRy Sl HTHT 1Tl  HHWN &, T8 Yl Pieter  Tgd 371 &1 Thell & | Y 37Tefl S

gagﬁgmmqa’ﬁm%aﬁﬁq@ 1 3179 3% 1 o Bf H S TS 8 UHR ! A AT "TIE" & TR I
|

BoDlLY—KINESTHETI

People Smart

Multiple Intelligenc-
es

IILSITvynIvN
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:
:

HisTd 3
[~
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4.1 Motivation to learn English

In this lesson you will learn :

The importance of English

Simple and fun ways to learn English

1fere TTe §9 & Silieh drE & forg

-
Name the top 3 reasons why you want to learn or improve your English Thinking
1. Box
2.
Write 2 ways in which English will help you in your workplace:
1.
2.

- J

Let’s learn the importance of the English Language

Here are 4 reasons how learning English can improve your life:

1. English isa common language
English is a global language used to communicate with people from different parts of the world. For ex-
ample, at work, if you meet someone from Japan or Germany, or even a different state in India, English is a
common language for communication.

2. English can help you get a better job
In an interview, if you can communicate in English, you will have an advantage over others. International
companies prefer to hire people who know English.

3. Using internet and social media platforms effectively
These days all information and news is online, and all that is in English. Even Social Media platforms are in
English. Of course, translation is available, but it does not always convey the message correctly. Knowledge
of English can help you use the internet and social media platforms effectively.

4. English can make life fun

Knowledge of English gives you access to a wonderful world of entertainment! You can watch English
films, shows, news, videos, etc. and enrich your life.

Learning English is necessary for all of us. Communicating clearly and correctly is important in the classroom
and at the workplace. It helps us participate in a wide range of activities. So let’s set a goal to learn English
successfully!
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Let us see how important English is at the workplace

Raju got a job in a startup. He was a part of a small team and his job was to get more business for the company.
The job thus involved convincing clients to buy products by making presentations with details of the products.

Raju had to present about a particular product. Though he knew the product well, he could not communicate
well in English. As a result, the clients were not convinced about that product.
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If Raju had been fluent in English and acquired new clients:

«  he could have benefited the company.
- he would have gained the appreciation of his team, and
«  he could have been recognised and rewarded for his work.

4
[N

So let’s set a goal to learn English successfully!

Goal - To communicate confidently in English

Every day is a chance to become better!

Make an attractive poster with this goal and keep it in your
notebook or put it up at home.

If you become better at speaking English, how will your life improve?

Let’s learn some simple and fun ways of learning English

Learning English is an opportunity to learn and grow. It is something to be proud of!

Here are a few enjoyable ways to learn English.
FUN WAYS T0 LEARN

1. Listen to the English language being spoken. Watch English films v ENGLISH
or shows, and listen to English songs, audio books, podcasts, ' Rea
news, etc. The Deaf can watch English films or shows using cap- 4
tions. They can listen to podcasts by reading captions and/or the [ Draw
transcripts available. =
2. Choose a friend with whom you can practice speaking in English. _ )
Set an‘English Only’ rule when you speak to each other. i
3. Read everything you see. If you look around, you will find that l'
e

there are many things to read, ranging from books and maga-
zines to pamphlets and movie subtitles.
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I'm fine. How
[ Hi, how are you? J [ are you? ]

Ask your family and friends how they learnt English. Write down what they share:

Let’s learn some tips to learn English more effectively

Here are some tips to help you learn the language more effectively:

4. Try to memorise the spellings of new words. You must learn to use spell check while writing on your com-
puter. When in doubt, check for synonyms or meanings of words.

5. Record yourself while speaking in English on your phones. This will help you know how you sound and
improve your pronunciation.

6. The Deaf and persons with locomotor disability can read sign boards which will help them learn and

remember the correct spellings of different words. The blind can ask their friends to read and/or spell out
sign boards, names of hotels, etc.

There are many words in the English language that sound similar but have different spellings and/or meanings.
These are called homophones. It is important to clarify the spelling and meaning of such words before using
them. The blind must check the spelling before using homophones. For the Deaf who lip read, the lip move-
ments of homophones (e.g.'no’and ‘know’) will look the same. To avoid confusion, pay attention to the context
in which the word is being used.

Given below are some more examples of homophones.
Add more examples to this list!

No - Know

Were - Where

Hear - Here
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Remember, don't be afraid to make mistakes. If you are struggling with
complicated words or a difficult sentence, look them up on Google for their
meanings and pronunciation.

Keep practising and you will surely succeed!

Activity
1. Building confidence means recognizing what you Time!

are good at. Give yourself three compliments!

(For example, if someone asks your best friend what they liked about
you, what would they say? Write that down)

1.
2.

3.

Wow! You are truly awesome!

2. Write 2 specific things you will do in the next 30 days to improve your English.

1.

2.

3. Allot a page in your notebook to note down 5 new words that you learn every day.
Those using computers or recorders can dictate words into their devices.

learnt today:

Put a tik if you know this topic well.
1. English is a global language for communication
Knowledge of English is important to get a job

English allows us to use the internet and social media effec-
tively

There are many fun ways of learning English

Every day is a chance to become better
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4.2 Describing Words, Objects,
Surroundings and Processes

In this lesson you will learn :

1. How describing words adds more information to naming words.

2. Use describing words related to size, shape, texture and color in sentences

1. Do you know how to describe the things around you when you see
them or hear about them?

Thinking
Box

2. Describe the breakfast you ate before you came to the class.

2. Describe your best friend.

- J

Let’s learn about Describing Words

Words that are used to describe things are called adjec-
tives. We use them to give details about something or
someone.

1. Ared bus
2. Atall girl.

In these sentences, red and tall are adjectives, because
they describe the bus and the girl. Adjectives add details to
make sentences clearer or more interesting. Look closely at
how adjectives are used in these sentences!

«  Ascrewdriver is a useful tool

«  Arjunis wearing a yellow shirt
«  Radhalivesin a lovely house

«  Peteris a naughty boy.

«  Farah has long hair.
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Read hOW Komal is describing her new The new sales office is in a tall

sales office. Then, answer the questions! green building. There is a small
beautiful park next to it.

What adjectives did Komal use to de-
scribe the new office?
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Let’s learn how t o use describing words in sentences

Adjectives can be used Adjectives can be used to de- Adjectives can be used to de-
to describe COLOUR scribe SIZE scribe QUALITY

R

A blue uniform Along bridge A happy face

=
-
L

/

A sharp tool
\_ An orange balloon Alarge pot P )

What is the importance of adjectives in our everyday life?

1. Adjectives help to describe the size, shape, colour and even quality of things.
2. Using them correctly helps us to communicate better with people.
3. It helps to understand what we read, speak and write about.

The blind can ask for a description from their friends, teachers, or colleagues on how a thing or a person looks.
Let us understand how it is always better to ask than assume with an example:

Suman is blind. She was in a training program. Suman’s trainer was a woman of average height with short hair.
She was always dressed in formal trousers and shirts. One day, Suman’s mother gave her flowers to wear in her
hair. Suman decided to give her trainer some of the flowers. It was very embarrassing for the trainer to refuse
the flowers. All the other trainees had a good laugh. The trainer had to sit down with Suman and explain how
she looked in reality (short hair!) and how Suman should ask for descriptions and not assume.
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Activity
Time!

1. Write 3 sentences to describe your home. You can use any
of these adjectives. Share your writing with your friends in
class.

4. Size - big, small, long, large
5. Colour - White, yellow, green, black
6. Quality - beautiful, quiet, clean, happy

1.

2. Add adjectives to the naming words given below:

A apple.

A day.

A lady.

An class. [Use a describing word starting with a vowel. Ex: Interesting]
A friend.

What | learnt today:

Put a tik if you know this topic well.

1. Words that are used to describe things are called Adjectives ()

Describing words add details to make sentences cleareror
more interesting

Describing the size, shape, colour and quality of things help (@

us communicate better
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4.3 Listening

In this lesson you will

1. The purpose and importan

learn:

ce of listening

2. How to practise listening to follow instructions correctly

Ve
We listen to many things in our daily lives! Thinking
Tick the things that you listen to regularly. Box
0o Music 0o Audiobooks
o YouTube videos o Audio description of videos
o Voice notes g Videos with sign language interpretation
O Teacher teaching in class O Video captions
0 News speeches 0 Audio transcriptions
\- J
Let’s learn n the purpose and importance of being attentive while
communicating
Effectivecommunicationisaboutunderstandinganotherpersonandknowinghowto convey your
thoughts. It involves speaking, listening, and understanding well. When you arehavingaconver-
sationwith someone,itisimportanttopayattention.Thishelps us understand the other person and
contribute to the conversation.
Here are some tips to keep in mind to be more attentive while communicating with someone:
4 . . . )
Hard of Hearing Deaf Blind & Low Vision
Ask for clarifications if you cannot | Make eye contact with the speaker Turn your face towards the voice
o . so the speaker knows you are
hear what is being spoken. and the interpreter. . .
listening.
Practise non-verbal cues such as
Sit in a position that enables you to | Ensure you can see the interpreter | nodding your head for the sighted
listen better. clearly. person to know you are under-
standing what is being said.
\ ° ° J
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Being attentive while communicating is an important skill to
develop for many purposes.

Being attentive for information

Sometimes, we are attentive to gain information. When
we pay attention to the news or announcements in a train
station, it is to get specific information.
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Being attentive for instructions

We must also learn to be attentive for instructions. In the
classroom and in the workplace, many instructions are
shared. If we do not pay attention, it is hard to follow the
instructions correctly. Understanding instructions and
information are two of the most common purposes of being
attentive.

Hisyd 4
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Being attentive for relationships and entertain-
ment

Sometimes, our ability to pay attention can also be useful in
other ways. Being attentive to a friend helps us understand
them and build a meaningful relationship. We also pay
attention to music, audio books, and podcasts for entertain-
ment and pleasure.

Think and recall everything that you did in the last 5 days. Write down 3 instances
when you had to be attentive for information or instruction:

Think of an instance when you did not follow instructions properly because you did
not pay attention and write it below:

Mention 2 professions where being attentive to what is being communicated is
important. Ex: Counsellor
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Let’s learn how to practise listening to follow instructions correctly

Being attentive is like any other skill. You must practise it to become good at it. Here are 3 simple things

you can do to practise and improve your ability to be attentive:

1. Spend 15 minutes every day being attentive to one particular thing like the news or a speech.
Avoid distractions. Do not do anything else while being attentive. If you are being attentive by
listening, using headphones or earphones will help you to concentrate as unnecessary outside
noises get cancelled.
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2.  When you are attentive to someone speaking or listening to a recording, summarise what you have
understood. Try to use 2 or 3 sentences to recollect what the person said.

4
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3. While your teacher speaks in the classroom, try to write down the key words being communicated.
This might seem difficult at first, but keep trying.

4. The blind can use braille or a recorder to note down what they are listening to.

Choose the correct answer to the question.

1. What is effective communication? Activity
a. To understand another person and knowing how to convey your thoughts. Time!
b. To pay attention to what you want to share. °

2.  Why is itimportant to listen carefully?
a.To forget all the information given by someone
b. To understand the information and instructions given by the speaker

3.  What does it mean to summarize what you've listened to?
a.To recollect everything you've heard in 2 or 3 sentences
b. To type everything in a document

4. Why is it important for the Deaf to learn to write in simple English?
a.To communicate with other Deaf.
b. To communicate with anyone who may not know sign language.

5. For the blind to communicate effectively in the sighted world, it is important for them to:
a. Ask a lot of questions to know their physical surroundings.
b. Imagine what is around them.

6. Ashwin, a hard of hearing employee, is not able to get all the instructions given by his-
manager. What should he do?
a. Work on tasks assuming he knows what the manager wanted.
b. Ask his manager to share the instructions over an email.

What | learnt today:

Put a tik if you know this topic well.

1. Listening is an important communication skill to get information and [
receive instructions from people.

When listening, it is important to focus on the person who is speaking, 0
write down the information and recollect what you have heard.




4.4 Asking and responding
to questions

In this lesson you will learn :
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1. The differences between questions and responses.

2. How to ask and respond to questions using the correct phrases and expressions.
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1. Imagine that you are meeting the CEO of your dream com- Thinking
pany! What are 2 questions you would ask them? Box

a.

b.

2. Now imagine that the CEO asks you the questions given below. How would
you respond? Write them below.

a."What is a new skill you would like to learn?”

b.“If you could begin a company or a business, what would it be?”

3. Think about these situations:

a. Kiran is a person with a disability. She is waiting at the bus stop to go to the Central
Market. A bus stops in front of her. Which is a better question for Kiran to ask the person
standing next to her: Where does the bus go to? (or) Does this bus go to the Central Mar-
ket? Why do you feel the question you have chosen is more appropriate?

b. Manoj is Deaf. One day, some of his friends in class get up and go out. Manoj is not
clear if he must stay or go out. Think of a question Manoj can ask his friend to get clarity
about the situation.

- J

Let’s learn the differences between questions and responses

A question is when you ask someone something.

A question is a type of sentence that we ask or write to get further information. In written language, a question
always ends with a question mark (?). In spoken language, we change the tone of our voice while asking a
question.
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Read these sentences out loud.

| am going to the bank tomorrow.

Are you going to the bank tomorrow?

While asking the question, the tone of your voice must become higher at the end of the sentence. The expres-

sion changes when the Deaf ask questions.

Often, but not always, question sentences begin with a few words that are used to ask questions. Such words
are called ‘Question Words.

Ex: How are you? Who is your class teacher? What is the time now?

However, not all questions begin with these words. There are many other alternatives that can be used to frame
the structure of a sentence.

Ex: Have you ever tried ice cream with dessert before?
Do you have a pen?
Are you going to see the doctor tomorrow?

Questions usually require a response or an answer from the other person. A response or an answer is what an-
other person communicates to address the question that is asked to them. Response sentences usually won't
make sense on their own. You must know the question to fully understand the meaning of the response.

For example, see the responses given below. Do they make sense to you?

5 PM.

She will.

Not today.

However, when you read these responses along with a question, you will understand them.

4 Question Response )
What time is Reena coming? 5pm.
Will Reena get my umbrella? She will.
\_ Are you taking Reena to watch the movie? Not today. )
Match the question to the response
Guestion Response )
Can we use this room? Yes.
What time is the meeting? Of course, you can!
Which fruit do you prefer? | like grapes.
Are you going to class today? It's at 4pm.
! you going y P Y,
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Let’s learn how to ask and respond to questions using the correct phrases and
expressions

There are many types of questions. Each type of question calls for a different type of response. Here we will look
at two types of questions:

Wh- Questions

Wh- questions are questions that start with who, what, when, where ,why and how. The question gives a clear
indication of the information that the person wants to know.

Yes or No Questions

These are questions for which the answer is usually either a yes or a no. When used in a formal setting, it is good
to answer these questions in a full sentence. Avoid just saying “Yes." or “No." as a response.

When answering a yes or no question, you can also add some additional information that is useful.

Sometimes the answer to the question might not be a yes or a no. In that case, you can respond using some of
the following phrases.

- I'm not sure.

-1 don't mind.

When is the meeting
happening?

Itis at 2pm on Friday

You can come to our officel
for the meeting.

Where do | have to come?

Do you know how to
use MS Excel?

Yes, | know how to
use MS Excel.

@id Rhea come to school today? )
No, they are not. They

cancelled the bridge
project this year

I'm not sure. | did not
check.

Are they going to build
anew bridge here?
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1. Read the passage below to understand how important! it is to ask
questions:

Sam worked in a hospital as an administrative assistant. His job was to coordi-
nate between patients and doctors to schedule appointments. Sam would fix
appointments without checking with the doctors or asking their schedules. Many
patients would come to the hospital only to find that the particular doctor they
wanted to meet was not available. Doctors and patients would then get irritated
and angry.

Sam would feel miserable when people shouted at him. All that Sam had to do
was to ask questions. As Sam did not do that, he came across as an inefficient
worker and ended up losing his job.

Note down any 3 questions Sam could have asked the doctors and patients to be
an effective administrative assistant:

Activity
Time!

S. No. Questions for Doctor Questions for Patient
Ex: What time will you be available to- Which doctor would you
morrow? like to meet?

2. Mallika is a person with disability. She wants to go out with her friends
for dinner. She calls a restaurant to know if it is accessible. Write the con-
versation between Mallika and the restaurant representative. Make sure
that each person asks at least one wh-question and one yes-or-no ques-

tion.

What | learnt today:

Put a tik if you know this topic well.

1. The differences between questions and responses.
How to ask and respond to different types of questions (e.g.
wh questions and yes or no questions) using the correct

phrases and expressions.

The importance of asking the right questions to get informa-
tion and clarity.
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4.5 Conveying Information
to Others

In this lesson you will learn :
1. The appropriate expressions to use while speaking.
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2. How to clearly communicate your views to others.

Hisyd 4
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-
If you could communicate with any famous person in the Thinking
world, whom would you choose? What would you ask them? Box
Conveying information to others requires one to be knowledgeable about
various things such as current affairs, movies, sports, books, etc. What do you
enjoy communicating to others about?

- J

Let’s learn the appropriate expressions to use while speaking

It is important to convey information in a clear and accurate manner while communicating. How-
ever, good communication is more than just the right words or signs. When we speak, people
can hear the emotions in our voice and see our facial expressions as well.

The blind rely on the tone and words used by the person speaking. The Deaf watch a person’s
expressions to understand better. Sign language interpreters usually express themselves using
sign language, facial expressions, and body language.

Expressions of one’s voice

Can you remember a speech that you enjoyed listening to or watching? Or maybe a dialogue in a
film by your favourite actor? What emotion was the person feeling during the speech? Were they
angry or sad or happy?

The easiest way to convey emotion while speaking is through your voice. Avoid speaking in a

single tone that does not share your emotions. Use a happy or excited voice to talk about things
that excite you. Use a calm or lower voice to talk about topics that are serious or sad.
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For the Deaf, emotions expressed through the voice can be conveyed using sign language, facial expressions,
and body language.

It is also important to be aware of the volume of your voice. When speaking to many people or in a crowded
room, try to speak loudly and slowly so that everyone can hear you. Speak in a quieter voice when speaking to
one person or a few people.

Let us understand the importance of using the right expressions while speaking using an example:
Jerina was a trainee undergoing computer training for the blind. During an interactive game, she was partnered

with Anil, a sighted person. Jerina was supposed to follow Anil’s instructions to reach from Point A to Point B.
Between the two points, several obstacles like a bucket of water and stool were kept.
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In his excitement, Anil forgot Jerina was blind. He started yelling loudly using sentences like, “Don’t go there!” or
“Come this side!”. For Jerina, Anil’s instructions made no sense. His yelling made her aware she might crash into
something. Jerina just froze midway.

On the other hand, Jerina's friend, who got clear instructions in a calm voice from her partner, completed her
journey without crashing into any obstacles. If only Anil had said things like, “Please take 2 steps to your right”
or“Take a step back”, Jerina would have understood better.

Expressions of one’s face

I am writing my
Why have video calls become so popular when we already have exams tomorrow

voice calls to speak with each other? It is because seeing each
other’s faces is an important part of communication for us. While
communicating, people are usually using both their eyes and
ears to focus on you. They can hear your voice and see your face.
Our faces naturally make expressions to show emotion. So while

communicating, use your facial expressions to match what you
are saying or signing. Eye contact is the most important part of
your facial expressions. It helps the people speaking feel con-
nected to each other. When speaking to a group of people, shift
your gaze from one person to another and make eye contact
with everyone present. Speaking without making eye contact
shows that you are not confident about what you are saying.

I am writing my
exams tomorrow

Note: For persons who are blind or low vision, it is important to
face the person/people being addressed. Having a proper and
straight posture even while sitting indicates attentiveness.

The Deaf can focus on the sign language interpreter but occasionally look at the speaker and nod to show that
they understand what is being said.

Sometimes, the Deaf may sign to each other and not focus on the interpreter. This may be considered rude if it
excludes others like the hearing persons and/or the speaker. In some cases, it could distract the speaker as well.

If the Deaf need to say something, they must ensure the interpreter is informed to give voice to their signing.
This will be considered as participation instead of interruption.

Suitable facial expressions + Proper voice tone = Effective Communication
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® })\ Pick a simple, popular story that you know from your childhood. Practice telling the entire
i /' story in front of a mirror.

Use voice expressions properly. When speaking in front of the mirror, do it by maintaining eye con-
tact with yourself. It might feel strange at first. But it is great practice for speaking to other people.

Let’s learn how to clearly communicate your views to others
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“Apples contain Vitamin C."

This sentence is a fact. You can check if it is true or false. It does not change from one person to the other or
from one place to another.
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“Apples are better than bananas.”

This sentence is not a fact. Suresh likes apples better than bananas. His sister Sangeetha likes bananas better
than apples. So this sentence is an opinion.

During conversations, we sometimes state facts. Other times, we share our personal opinion on something. The
person we are communicating with might have a different opinion on the same topic. We can use certain words
and phrases to convey our opinions during conversations. It is very important for persons with disability to be
assertive but not aggressive while making a point or expressing an opinion.

Ex: During a team outing, it very common for persons without disability to get overprotective and guide their
colleagues with disability at every point. In their eagerness to assist others, they may pull a blind person’s cane
or push the wheelchair without asking. In such situations, persons with disability should firmly let the others
know that they will ask for help if needed and thank them for being helpful.

Even when being served at a buffet, persons with disability need not let others take a decision and serve them
without asking. They can ask what each dish is and decide for themselves. At the same time, it is important to
be polite while expressing one’s choice.

You can use polite phrases such as:

“I think I will go for rice instead of roti."

“l would prefer to have just ice cream without fruits, please.”

Tip: It is normal and acceptable for you to have a different opinion from others. We always need to communi-
cate respectfully, even if we do not agree with others

4 )
Opinion phrases Examples
| feel that | feel that these yellow lights are too bright.

In my opinion, Mrs. Sharma is the best teacher

i 7 ppATaTari, in the school.

Personally, | think Personally, | think this house is too small.

| respectfully disagree with what you are saying. Eating meat is normal

iEpegatlyelERge for some and not normal for others. It is upto people to decide.

-

J
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Activity
Time!

Write 4-5 sentences about the place where you live. Use the
opinion phrases that we just learnt.

What | learnt today:

Put a tik if you know this topic well.

1. Facial expressions and voice expressions help us to
communicate our thoughts clearly.

Maintaining eye contact with the people we are speak-
ing to helps us to communicate confidently.

In a conversation, we can share our opinions with peo-
ple by using phrases like “I feel that...” and “Personally,
I think...”
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4.6 Kinds of Sentences -
Introduction

In this lesson you will learn :
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1. Different types of sentences

2. How to make sentences for different situations
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Read these sentences out loud.

Thinking
Box

“Is this a mango tree?”
This is a big mango tree.
“Wow! This painting is so big!”

What are the differences you notice in sentence 1, 2 & 3?

- J

Let’s learn about the different types of sentences

Sentences are a group of words that convey a single idea. There are 4 different types of sentences based on
what the sentence means. The voice and facial expressions differ for each type of sentence.

Declarative Sentence I love my cat.
A declarative sentence tells us some information, a fact, or an My new car is Red.
explanation. This is the most common type of sentence that we My dress is blue.

use. (All the sentences in this section, for instance, are declarative
sentences.) They always end with a full stop (also called ‘period’).

| love my cat.

My new car is Red.
My dress is blue.
Jenny has low vision.

Amish uses crutches.
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Exclamatory Sentence

An exclamatory sentence is a sentence which ex-
presses a strong emotion like anger, surprise, excite-
ment, or happiness. It always ends with an exclama-
tion mark (!). Sometimes, the exclamatory mark is
also used for words like ‘Oh!" or ‘Wow!’ which occur in
exclamatory sentences.

Ex:

I'm so angry with her!
Oh no!

You did a great job!
Congratulations!

Imperative Sentence

An imperative sentence is a sentence which express-
es a command or an instruction to someone. Instruc-
tion manuals, recipe books, etc. are written like this.

Ex:

Give me the keys.

Drive slowly, and take the next right.
Please bring me the jar from the kitchen.

When we give directions to the cab driver or auto
driver, we use imperative sentences. Here is an inter-
esting incident:

(I’m so angry with her!)

Pramod is Deaf-blind. He lives in a PG (Paying Guest accommodation) close to the training centre. One day, one
of his trainers offered to give Pramod a lift to his PG in an auto. The trainer had started learning sign language
recently and knew very few signs. Pramod took his trainer’s hand and started showing the direction the auto
should take. On one of the roads, Pramod directed his trainer to take a right turn. It turned out that the road
had many right turns. Pramod instructed his trainer that they had to pass three road humps or speed breakers
and signed to look out for a barber’s shop. After that, it was easy to identify the right turn to take. Finally, they

found the PG.

In the above instance, Pramod was able to guide his trainer correctly as his directions were imperative sentenc-

es in tactile sign language.

Interrogative Sentence

An interrogative sentence is a sentence which asks a
question. Did you know that an interrogative sen-
tence always ends with a particular punctuation sym-
bol? Do you know what it is? It is a question mark.

Ex:

Is it raining outside?

Where did you keep the water bottle?
Does this shop sell clothes?
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Where did you keep
the water bottle?
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Read these sentences carefully. Rewrite them in the correct box according to the type of
sentence.

1. Come to my office later.
2. Ihave agray dress.

3. How do | open this box?
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4. The car broke down yesterday!

4 Declarative Exclamatory Imperative Interrogative Sentence )
Sentence Sentence Sentence
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Let’s learn about how to make sentences for different situations

The different types of sentences are meant to be used in specific situations. They help you communi-
cate efficiently depending on the situation.

Ex: You visited a beautiful park in your neighbourhood. You are writing a text to your friend telling
them about your day.

To share your emotion in the best way to your friend, would you use a declarative sentence or an
exclamatory sentence?

O The flowers in the park were beautiful.

O Wow! The flowers in the park were beautiful!

The exclamatory sentence is the best way to express your joy to your friend.
Let's look at another example.

You are sitting in a classroom and studying. Another student comes in to take some books and leaves.
He forgets to close the door. What is the correct sentence to use to ask him to close the door?

 Close the door.
O Please close the door.
Using the imperative sentence ‘Close the door’is giving the person a direction or a command. Howev-

er, it is not polite to use a commanding sentence while asking someone to do something for us. It is
more polite to ask them the question. So the better option here is to say, “Please close the door"
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Activity

-

1. Megha and Mohan are walking on the road. They are having a conver- Time!
sation about their day at school.

Write a short conversation between the two of them.

Make sure to include at least one sentence of each of the 4 kinds of sentences

in the conversation.
Megha: What an exciting day at school today!

Mohan: Yes, it was. Did you see ?

Megha:

Mohan:

2. Different types of sentences need different tones (tone refers to your voice rising or falling)
and facial expressions. Practise saying the below sentences and focus on the different tone and
facial expressions you use:

The food is tasty.

Wow, this food is so tasty!

Is the food tasty?

Give me tasty food.

What | learnt today:

Put a tik if you know this topic well.

1. There are 4 types of sentences - declarative, interrogative, ex-
clamatory and imperative.

A declarative sentence gives information or states a fact.

An exclamatory sentence is used to express a strong emotion -
like anger, surprise, excitement or happiness.

An imperative sentence expresses a command or a request.

An interrogative sentence asks a question.
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4.7 Introduction to Punctuation

In this lesson you will learn :

1. Theimportance of punctuation marks

2. How to use punctuation marks correctly
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Do you know the names of these symbols? Match the words L.
: Thinking
given below to the correct symbol.
Box
° question mark
’ full stop
? comma
L ]
' exclamation mark
L]
- J

Let’s learn the importance of punctua-
tion marks

Let’s look at an interesting sentence.
“I love cooking my family and my pets.”

What does this sentence mean? Does it mean that this
man loves to ‘cook’ his family and his pets? —

No! What the person is actually trying to tell us is that he
loves 3 things: cooking, his family, and his pets.

Now let’s use punctuation marks and correct the sen-
tence.

“I love cooking, my family, and my pets.”
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This is why punctuation is important. The punctuation in this sentence makes the meaning clear to understand.

Here's another example to understand the importance of punctuation. Please read both the paragraphs aloud.

/ : N N
1. Oh wow congratulations when do you 2. Oh wow! Congratulations! When do you

have to leave I'll tell everyone and we have to leave? I'll tell everyone and we will
will have a small party for you before have a small party for you before you go.
you go. Hey, guess what Anil has got a Hey, guess what? Anil has got a job and he
job and he has to leave for the city next has to leave for the city next week. We are
week we are planning a farewell party planning a farewell party for him. Will you
for him will you all come. all come?

. J X Y

Which paragraph was easier to understand?

1. The first paragraph was difficult to read and understand, wasn't it? This is because there are no punctuation
marks in it. The second paragraph has punctuation. So it is much easier to understand, and sounds better as
well.

2.  When we communicate with each other, our voices and facial expressions add a lot to our words. We stop
and pause at the end of sentences. We also ask questions in a particular tone and with a particular facial ex-
pression. We use another tone and facial expression when we are surprised or excited, which makes it easy
to understand what we are saying. However, when we write, we cannot use our voice or facial expressions.
That is why we use punctuation marks.

Punctuation marks are symbols that we use while writing to make a sentence clear and interesting.

Select the punctuation marks in these sentences:

Finally, Diwali has arrived! Anita, Mukesh and Shana are extremely excited. They can't wait to go
to their favourite event of all time - the fireworks exhibition! They run down the stairs to go to the
ground early. Where are the children’s parents? They will join them later.

The three siblings climb a tree - a tall mango tree - to get the best view. Wow! Look at the colours!
There’s red, green, yellow and blue - every colour they could imagine!

Let’s learn the importance of punctuation marks

Full stop (.)

A full stop is a dot that is always placed at the end of a sentence.
Turn to any other page in this book and look at the sentences. All sentences will end with a full stop.

Capital letter at the beginning of the sentence.

The first letter of a sentence is always written as a capital letter. Again, turn to another page in this book. Ob-
serve the sentences. All sentences will start with a capital letter. The word ‘I'is also always in a capital letter, no
matter which part of the sentence it comes in. Ex: When can | go to school?
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Comma (,)

This symbol is called a comma.

The comma is used in a sentence to show a break within the sentence. A com-
ma is used in a few situations.

1. Itis used while making a list of more than 2 things.
«  TheIndian flag is saffron, white and green.
«  The boy shouted, screamed and cried when he saw the clown.
2. ltis used in sentences which have two parts that talk about two different
things.
- After we eat, we will take a nap.
«  The clothes were beautiful, but they were too expensive.

Tip: When typing sentences on a computer using MS Word, it will automatically
suggestcorrections when you make a punctuation mistake. If you make any
mistakes in grammar, there will be a blue line under the sentence.

Look out for a red line under the sentence when you make a mistake.

- Activity

Rewrite the following sentences with a full stop at the end and a Time!

capital letter at the beginning.

1. the dog barked
2.i like to drive my car

3. my father will cook the rice

What I learnt today:

Put a tik if you know this topic well.

1. Punctuation is important so sentences are clear and easy to
understand.

A full stop is always used at the end of a sentence.

The first letter of a sentence is always written in a capital
letter.

A comma is used to show a break within a sentence.
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4.8 Writing Simple Sentences

In this lesson you will learn :
1. The importance of word order in making sentences
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2. To rearrange words correctly to create meaningful sentences 2
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a s

Look around the room that you are sitting in. Observe it for a few minutes. Thinking

Write 5 sentences about what you see and what people are doing. Box

Note for blind or low vision persons: Ask questions and feel the objects

around you to get an orientation of the room. This will enable you to type 5

sentences on what is happening around you.
- J

Let’s learn the importance of word order in making sentences

Ex: The little boy is hiding under the table.

What is this sentence about? It is about “the little boy”. “The little boy”is the subject of the sentence.
Ex: Brazil is popular for the game of football.

What is this sentence about? It is about Brazil. “Brazil” is the subject of the sentence.

Ex: Justice is quick and fair.

What is this sentence about? It is about justice. “Justice” is the subject of the sentence.

4 Every complete sentence has 3 parts: )

1. The subject is what or whom a sentence is about.

2.The verb is the action word in the sentence.

3.The object tells us something about the subject.

J
4 )
Subject Predicate Object
The little boy is hiding under the table.
Brazil is popular for the game of football.
Justice is uick and fair
. : J
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In an English sentence, the subject always comes first in a sentence. This is followed by the verb (action word)
and then the object.

It's important to use the correct word order while forming a sentence. When the correct word order is not used,
it is confusing to understand the meaning of the sentence.

Ex: Listen to the teacher the students.

This sentence is wrong because the word order is wrong. The subject ‘the students’should come at the begin-
ning of the sentence. Let’s write the sentence in the correct order.
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The students listen to the teacher.
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Combine the two parts and write a full sentence.
Remember to always write the subject first.

1. ( Verb and Object Subject w
L fell down and broke. The red jar J
2. . .
Subject Verb and Object
L Nicky’s brother > going tO.WatCh J
a movie.

Let’s learn to rearrange words correctly to create meaningful sentences

We learnt that the subject always comes first in a sentence. The action word or the verb comes next.
This is followed by the rest of the predicate. The verb and the object together are called the predicate.

You can remember this pattern using these colours. For the blind, you can understand the order of
the sentence by navigating the table from the left column to the right column.

4 )
. Verb .
Subject (action word) Object
The cat runs across the road.
The students listen to the teacher. )

You must always use the words in this order to write a correct, meaningful sentence.
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Rearrange the words given below to write correct sentences.
Use the colour pattern to help yourself.

Activity
Time!

Note: For the blind, arrange the sentences in a proper order
and remember to insert the correct punctuation.

Subject

Verb Object
(action word)

symbolizes / peace. / The colour white

the largest continent in the world. / Asia / is
walked / Neil Armstrong / on the moon.

in Australia. / Kangaroos / live

What | learnt today:

Put a tik if you know this topic well.

The words in a sentence must be written in the correct order.

The subject of a sentence is what the sentence is about.

[
The subject always comes first in a sentence. This is followed
by the verb (action word) and then the object.
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4.10 Reading and understanding
job descriptions
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In this lesson you will learn :

1. What are job descriptions

2. How to relate your skills/education to a job description
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[~

1. You want to start a business where you prepare pickles and sell them. Thinking
You want to hire one person to help you with the business. You want to Box
find the best person for the job. Write down 2 skills that the person must
have.

You are looking for a job. You come across the tasks and skills required
for the role. Will you apply for the job without finding out if you will be
able to do it? Write below what you need to check before applying.

\- J
Let’s learn about job descriptions

A job description is a simple document which has all the details about a job. When a company wants to hire a
person for a particular job, they create a job description. The purpose of a job description is to clearly explain the
responsibilities and required skills for that particular job. It ensures that the right people apply for the job.

Not all jobs are a good fit for our personal skills, interests, and the disability one has. A job description can help us
understand if the job suits our preferences and our disabilities.

Ex: Jobs that require spoken communication like a sales representative or a telecaller are not accessible for the

Deaf. Similarly, jobs like an office cab driver or at an airport baggage counter that require sight are not accessible
for those who are blind.
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Here is an example of a job description:

4 Job Title- Office Assistant )

Location- Chennai

Our small but growing company is looking for an honest, organized Office Assistant to manage the
day-to-day administration of the office.
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The successful applicant must have a positive attitude, a desire to work efficiently, and excellent com-
munication skills.

[-Y

Responsibilities and duties
«  Answer calls as required.
«  Maintain filing and storage systems in the office.

«  Schedule travel arrangements for senior executives.

- Greet clients and vendors upon arrival and direct them to the appropriate offices.
«  Assist HR with sorting and collating documents.

«  Handle all incoming mail.

Qualifications and skills

- Bachelor’s degree preferred.

« 2+ years of experience in an administrative capacity mandatory.
«  Typing speed: A minimum 60 WPM with 90 percent accuracy.

«  Familiarity with MS Office.

«  Pleasant and friendly attitude.

«  Strong interpersonal communication skills.

How to apply?

Send us an email at xyz.hr@gmail.com with your resume. Applications close on June 30th

Beena and Vinod both applied for the same job. Beena re-read the job description careful-
ly before her interview. Vinod did not read the job description carefully at all.

Who do you think got the job offer? Why?
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Let’s learn how to relate your skills/education to a job description

When we buy clothes or shoes, we make sure that we buy the correct size. This helps us to be comfort-
able while wearing them. So it's important to buy the right fit.

Similarly while applying for jobs, it's important to find the right fit. Job descriptions are an important
tool that can help you to find the right fit.
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A job description has different sections. Each part of the job description has information that can help
you consider if it is a good fit for you. Read each part of a job description and ask the question “Does
this description fit me?”The different sections of a job description are given below:
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Job Title

The job title is the name of the role that you will be applying for. It conveys the purpose and scope of the
job.

Summary

Some job descriptions have a short summary with details about the company and the job. This section
can give you important information about the culture of the company.

“Our small but growing company is looking for a reliable, organised Office Assistant to manage the
day-to-day administrative aspects of running the business. The successful applicant must have a positive

attitude, a desire to work efficiently, and excellent communication skills”

In the above example, this summary tells you that it is a small company. So if you prefer to work in a large
company, the summary helps you understand that this company is not a good fit for you.

Responsibilities and duties

This section describes what the job will require you to do. It lists all the tasks and actions that you will
be expected to complete in this role.

While reading the responsibilities and duties, ask yourself these questions:

- Have | had similar responsibilities and duties before?

- Would | enjoy working on these things?

- Do | have some skills that can help me fulfil these duties well?

- Are there any disability-related barriers | may face while working on these tasks?
If yes, what solutions can | use to overcome these barriers?

If you answered ‘yes’ to some of these questions after reading a job description, the job is probably a
good fit for you.
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Qualification and skills

This is a list of expectations that the employer has for the applicants. It sets the conditions for what is
required of someone who is applying for the job.

Some qualifications are compulsory - if you do not fulfill that criteria, you cannot be considered for
the job. However, sometimes the word ‘preferred’is used. If you do not meet this condition, you can

still apply for the job. If you have strengths in other required skills, the employer will consider you as a
potential candidate.

Other details

A job description also includes other important details like the job location and the steps to apply for
the job.

Note: Along with matching one’s education and skills to the job description, persons with disability also
need to think of other factors:

- The company’s Equal Opportunity Policy (EOP) and its provisions.

- Physical accessibility of the workplace (ramps, lifts, washrooms, cafeteria, etc.).
- Distance, daily travel, and transport availability.

- Digital accessibility at the workplace.

- Access to sign language interpreters.

- Availability of workplace solutions to perform all job-related tasks.

Read and understand why accessibility is important for persons with disability:

Pooja got a job in an MNC during lockdown. She was very happy with the work from home
option. When employees were called back to office, she had to take a cab to her office every
day. She travelled almost thirty kilometres one way. Her office had a shuttle service which
dropped the employees in one common place. Getting a cab or an auto from the drop off
point to her house was a nightmare every day. There was no solution to this problem as she
could not afford to leave the job.

What is the solution to Pooja’s problem? If Pooja, a person without disability, can face this
issue, how do you think a person with disability can manage their daily commute?

91

4

0
-
=
=2
n
EI=
0
o
O
=
i
Y
)
<
)

[-Y




v

HISAT 4

0
|
=
=2
)
=
0
o
O
=
w
Y
)
<
[

o

Read the above-mentioned examples of job descriptions carefully.
Choose the correct answer to the questions.

1. What is the location for the job?
a. Chennai
b. Hyderabad

2. What does ‘Familiarity with MS Office’ mean?
a. Having a college degree
b. Knowing how to use MS Office application like MS Word or MS Excel

3. ABachelor’s degree is compulsory for everyone applying for this job. True
or false?
a.True
b. False

Activity
Time!

What | learnt today:

Put a tik if you know this topic well.

1. A job description is a simple document which has all the de-
tails about an available job.

It can help us understand if a job is a good fit for us or not.

It's important to read the different sections of a job description
carefully, making note of important details

92




4.11 Writing Applications

1.
2.

& Cover Letters

n this lesson you will learn :

How to write job applications

The different types of cover letters

-

.

What details about yourself would you include in a job application?

Why do you think it is always good to be honest about your skills, disability,
work experience, and interests? List a couple of reasons. Hint: Companies do
background checks.

Thinking
Box

Let’s learn how to write job applications

A job application is usually the first step in applying for a job. Companies call for job applications to invite qual-
ified people to be part of the hiring process.

There are different methods in which a job application can be submitted. It is important to check the job
description document or the company website to know the type of job application they use. The different
methods of job applications are:
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In-person: In this type of job application, candidates
might have an in-person interview on the mentioned
date and at the mentioned time as given in the adver-
tisement. This is a situation where physical accessibili-
ty is important for a person with locomotor disability.

Paper: In this type of job application, applicants can
download and print the forms from an online source.
They must fill in the mandatory areas in the docu-
ment and post them to the mentioned address on
the cover letter. Most of the government job calls will
be in the paper format. .
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Online Job Application: Some companies have an
online form that needs to be filled and submitted.

s

YL e
—

Here are a few common details required in
an online job application.

«  Name and contact details
«  Education qualifications

«  Your work experience - including full-
time, part-time or volunteer work

«  Skills

Read the instructions carefully and en-
sure that all the details are correct.

Some job applications also include a question or a task that you have to respond with. The question is
usually designed to test important skills that the job will require. Some examples of these are:

How many years of MS Office experience do you have?
Why are you a good fit for the role of training manager?

Take some time to work carefully on the task. Note any word limit or other conditions set for
the example.

Note for persons who are blind or have low vision - If the job asks for a paper application, check if there is an
option for an online application. Since online applications may not be fully accessible, take a sighted person’s
assistance while filling the form. .
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Email Job Application

Some companies ask you to send them an email to apply for a particular job. The email is read by a person who

is in charge of choosing the best candidates for the job. The email is a chance for
you to make a great first impression. So here’s how you can write
an effective application email.

4 )

1. Subjectline: It'simportant to make it easy for
them to ﬁnd your email Ir)clude yourname and, Eg. Sruthi Roshan - Teaching Assistant Position
the job title you are applying for in the message’s
subject line.

2. Greeting: If you know the name of the person,
address your email to them specifically. If a name | Eg. “Dear Sir/Madam”.
isn't available, you can open with

Eg. Your job posting on Facebook for an Administra-

3. First paragraph: Explain why the purpose of tive Manager caught my interest. Your description of
your email. Mention the specific job that you are | the work responsibilities matches my experience, and
applying for and where you saw the job posting. | so | am excited to submit my resume to you for your

consideration.

4. Second paragraph: Write a few sentences to
explain to the person why you are a good candi- | Eg. In my position as the student representative at
date for the job. What can you offer the compa- | ABC College, | managed student complaints and
ny? What skills do you have that can help you do | worked with the college administration to resolve
the job well? What are your past achievements? | them. | led a team of 5 other students to start a train-
Highlight your most relevant skills and accom- ing programme for students.
plishments.

5. Last paragraph: Thank the person for reading
your email, and mention that your resume is at- | Eg. My resume is attached. If | can provide you with
tached. Thank them for considering your applica- | any further information on my qualifications, please
tion. Ask about what the next steps are and offer | let me know.
to follow up.

6. Closing: Use a polite and formal closing like Ex:
“Sincerely” or “Best” at the end of the email. Use | Sincerely,
your full name. Sruthi Roshan

- J

Re-read and check your email mail for errors before sending it. Make sure to attach your resume to
the email
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If you could apply for any job in any company in the world right now, what would you apply for?
Write an email application applying for the job. Remember to follow the 6 steps.

1. SubjectLine
2. Greeting
3. First Paragraph

4. Second Paragraph
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5. Last Paragraph

6. Closing
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Let’s learn the different types of cover letters

A cover letter is a letter or a special message written to a person while applying for a job. A cover letter is

a document you send with your resume that provides additional information about skills and experiences
related to the job you are applying to. A cover letter is usually the first thing someone sees or reads when you
apply for a job. If the cover letter is clear and displays your strengths, the person is more likely to take a look at
your resume.

If an employer requires a cover letter, it will be mentioned in the job posting. Even if the company doesn't
ask for one, you may want to include one anyway. It will show that you have put some extra effort into your
application.

Here are the 3 most common types of cover letters you might write:

1. Application cover letters - This is the most common type of cover letter and is used to apply for a job.
Writing this is similar to the email application that we learnt about. You send this cover letter along with
the job application.

2. Referral cover letter - This is a letter that you write when a person refers you for a job or introduces you
to the hiring manager. Seeing the name of the person that they are familiar with in the cover letter makes
it more noticeable.

3. Prospecting cover letter/letter of interest - If there is a company that you would like to work for, you
can write a prospecting cover letter to them. This type of cover letter is used to ask them for more details
about the company and information on job openings. This type of cover letter takes the initiative to let
the hiring manager know your interest in working with them.
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It is very important you mention your disability in the job application and/or cover letter. Along with the dis-
ability, it is equally important to highlight which solutions you use to overcome any disability-related barriers.

For better clarity, you can make a checklist of your abilities. 3
=2
wv

To understand how this can be communicated using positive language, refer to Module 12 titled ‘Disability 5

Specific Skills. ®
=
w
Y

e Z
Activity 3
Ve Time! .
Choose the correct answer to the question. =
6
1. Whatis a cover letter?
a. A letter of introduction
b. A letter that tells someone why you are a good candidate for a job
2. What details must be included in the cover letter?
a. Skills that will help you do the job well
b. Both personal and professional details
3. Roshan’s cousin is friends with the hiring manager at Unlimited
Inc. and gives him the contact details. What kind of cover letter will
Roshan write?
a. Referral cover letter
b. Envelope cover letter
- J

What | learnt today:

Put a tik if you know this topic well.
1. Ajob application must be filled to provide correct and rele-
vant information about your skills and work experience to

the employer.

An email job application includes a cover letter in the body
of the email.

A cover letter is a document sent with your resume.

Cover letter provides additional information about skills and

experiences related to the job you are applying for.
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YaTE & ¢ FIP

g fa waaf @ A AQ A Har 2|
I TS 3T AT Y AT HEA & HGG HLaT g
I 3 WAGIA H3 A 7eg HaT ¢

21 T H yTel} Farg, (effective communication) T Heeadqul f&he 81 31! X8 & TaTE I & T&H 814 A g8
31U HIER S Fry-gre ot Siaw § oY gag frend | dt srard) Gare & i enfier 872

Wyl (Clarity)

THTE! ST T TS HA b T T8 588! & & Teb WY (to be clear) 8FT 281 85 I8 a1 WY g a1fay & g9 &
YaTE HIAT T8 & | GH TR T TG B THI T LTeq| BT TN e |

3TTSY T 3STEXVT S | 3R 3179 el S 3 forg wareT Twr amga/amed &, dl 319 R dhail/aatil 2

4 ) ["é@,ﬁa@wmaﬁzﬁwﬁmﬂﬁ )
" THATa Ve &, § 3TETgHE (assignment) T T T5T A1/38} A | g 95 d Ve © i s g
H | 3rTHY TEI/TE! § | URAISHT Bl 9gaR & g gHST H T8I 311 a1 87 e g1 fhan § 3g o)X
T gHgA % for 72 e v a1fgy | = § 38 HIH F TGI/TE § Al g 11 b T 8! gal
3T FIAR Bl STHT IR Hebell/Thelt 52 | 3R 3TWf ZTTerd & ol # 38 31Tel TwTg b
TG B &2
- AN J

TE 3T H T2 (319Ul Br), BT (ARSI &t A5k &1 & THeHAT) 3R Ueb FATAT T FHTETH (3TTed JEAR B
gafie B 21 I8 WY Ta1E (clear communication) g1

Wydr & folg gard AT

ST o6 SR AT AT B, THTE FaiTe, 3 forg wwar agd Ayl g | H1-aedt, afe g o S o 8, 39 S
AT TEY &, <l TEAT YT B & ol U T AUl 8 | H¥1-3, e U SAaferd St 3 Tehd §, STHT
TTTa & o efanfoa cafed g o gHer s foraeT Y e 2 @ §, Afes g s Qe A8 S gwpan g
35801 & ferg, 1= fg 71q aremr Y wg:

el g FepaT YaR 8!

STe 1€ AR oY 3 Tehdl § U Bl 8, oY ef¥aferd safdr der webar @, o <ist & o Yz
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P

Ot feafort &, wear & forg gomm meaqel 71 35T 3 forg, ef¥ anfira safey s g &:

"FRIT 31T HUAT TS T Thd! & 1% 31T febd TR H ST R B 82"

WA & folg qeer, saferl off 3 Yebdl 8, AT & THE & forq arerdt i b & Ui a2 Febe 2
" STt T[elTel 3 S ST 2 g7 AT!”

JqufdT (Completeness)

&Y FATE B & FII1h §H $& STHBI T HLAT AT 8| Y TS g T AT B BT Ueb T (G LT STTHBI B
T2 X6 T TS BT 8! UFBT B 19 3T 2 H 3 ol forawon § it g9 A7 a1 81 3R g9 T3 Q1 8, Y I8 g
I Y &R G2 g 3TR TN &1 q T  Heg B g

o few 7Y IeTeon ®Y 3@ | B (office) H el & Ty MET (meeting) B BT Jga dAHT HIH ATR?
"SR] gH WIS B b 827 ()
“H 3T SHSA TR T HEAT AT I HA ST oot HSTT AT | AT §H STl 2T 4 Tt 30 e o forg Hifém o a2

Uge IGTERT H, 3119 1S 37 feraor few fomm #ifiée o forg e /8! &1 g 3gTaevT #, 3119 9171 2/ § o 7 o
TRH B, 39 fha 3 deh 3R [ G 1 AT Irga/argdl 2l g TS IU T (complete communication) & 37k
TYTE! FaTe (effective communication) EI»‘[QE?E‘IETUT%I

HRIT #, I HTEd BT 9gd Hecaqul & fob X T 7R fomemdl &1 Fare o 721 8 | 313T U I5Tae0T 3 T1eF 37t
TAIE & THG Sl TGHS:

e [T 1 & ST ST & SR, Bled H HeaTg Yo & ok § Ush $Hol iaferd fepam i o, forgd s & fafdy, ga
3R BYeel T AT f&aT T AT | STe1 $19 & G Bledt Ugd, Y 38 UdT 78! 41 o 3% o gfcd & I 3| 3 , 3619 U
IS a1 forad i T o6 3% el ST AT, Bled & HHATAl Heg db AF & effanfid Teal &1 I8 &R oft givea
il

T (Listening) - YT 3 SR TG T&AT

315! X T TATE BT Ueh HEed YUl &1 AT AT &1 T & | AR framdl b ATt AT Ui 8T & ofel 317 o7 sitetdl
& 1 Gihicieh WTHT BT TRINT 3 & dl 68 G 31X ST A i ot STTaedehdT Biell 8 | STeedt g & AT AT &1 AT
e 1 Tg SUTAT & b 89 32 THSH &I YITH B 8 &
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U1 ST AT 3 T TS, FichTaidh UTHT, TohEe T 2T 3R foifEd Fied 3 Arezm  fepam STrar 81 sfavr snferd «ivit &
o TiBTares MTHT A8 I & S8 G ATt 3 Forg Sl ST aTel) STHT & | SFauT e @i 3 forg gt o war S
BT 3T A & S G aTedl bl G- & &1 T

& forfera Sare F areas @ off uwTd &9 @ Jarg s aFd &

TgT T HHATY G 31U TSI BT Pl & foll FaY TY 1 S8 | T U 3TR 3@ o Trrelt arrg, T ot &

EHESU B
AT 1 L P)
New Message @ New Message @
= EREHCe %ﬂ@w
e T R
S 3T YehaR I BT HAIAY R
glcrm v T TG B9 aTell & 3R & SHan, feger 26,
Iy, 2022 & AThY STgd H& |
3T qrez,
viFT

A9, T QS A | gl an gl o

4 $er 1 $e1 2 )
ﬁﬁm(manager)aﬁwéﬁﬁméﬁ
fvd f gl wnfgul
AR Y v @ fop o1 Y fpm A &t
EEEUEY
Bt var 2 e T A gt
Y|

AR H vaT & b o1 e AiRpE &
II9g 3T |

\ &l ! Pt T -

gt IR ‘BT aTeTl SHeT UHTE) YaTe T Ueh I8 g

WWW%WW:E@WﬂWﬁ%WWW(communication template) TR @ o
9! B G A 9 Y 1 HET IS TobdT 2|

ISTE:

C Bg o4 s o g e b
28 TEIE Bt Ferd BT o 3ATT OR A B A a1l §
&
@ st ST 3 e S % g w el ae

N\ 2 J

e I Tl ITANT Bid &, T SRITI IR TS T g ST g!
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AU YA USRS IR A 611+

GdTE b TR & TBR g | 378 ST S8 & dT1h 31T g Teb b o
TUTE! FaTe (effective communication) &R Tdb!

gdel IT Hibfde Ja1E (verbal communication)

9 &H GEL AN A Sl ITd B @ ol I§ U g b1 UTfeceh TaTg

1 g HRIFHYA BT 8 | TSel HRIHL STHA-TTHA, BIF g AT
3TTETSH wiewiH (online platforms) & SH (Zoom) AT T Hie (Goo-
gle Meet) % FY & Gebd1 2| g 3u=iiies SfET S& SBraier Hifdm ar
3aTiies AfT H §) TebdT & S oid 3179 fepelt forr & arer g/ &1

AL YadTg a1 A9-a8 e HRHIH (non-verbal commu-

nication)

STe g4 fpElt & T1Y 3THA-ATHA TaTg HL IR 81, 1 §H 3Tenfecs gdare ar
A-adet HRIH TR ot T T AnfEY | 3T Ak 3R TR 3 gTa-91a
(body language), T (posture) 37X 31idl &1 FU (eye-contact) TNfEret
2| A-a9d SRIAHIA & H TTHIRI IgT60T Tg! feu T &:

UGS B W fEeT-ger, 3797 9 &t et a1 3199 AR =

g T I ST AT

TSl TTTeBT ST g &Y aa A1 ST

WR-feeat gfvar § R-1ifaes gare & Agd S oTTel |s & Twsmr
Elen

feifera a1g (written communication)

TgH U3, $H 3R fefaegd (Linkedin) 9% 2nfire &1 e forRad grare
jg%aag,%@wmuﬁﬂ,ﬁwaﬁﬁmﬁaﬁzwwm
|

Y9 Yd1¢ (Visual communication)

T YaTE HavT 3TR 9avT 1A & g T BT s Heaqul e &
FTSY U I3 T ISTE0T oiehe 38 THeId & | afS Haur sfera arefi &b
YT HEA & folQ HIS TidhTeie HTST G TET T@T 7T &, Y FganfHar
A T T §1E Ry foig fora Tt 7 | gavr anfera off sraemomait
STET & THET & forg 1ot R % SR et / it & s A
T | 3 H, AFEAT TR UTeR Urse vRgfad & Fra-Tre e BT SuFT
S3p! b SR oY BT ST g 21

BTcAifp, T e a1ferd o forg AYeT 3tem 81 3 eafy ofR wef W a1ftrs ffik
g g1 afe fepel) oft ot bl Soob B feraman a1 3 R aaf Hr ML &, A
T ef afera § an o T efY 8, 3 uegdedl a1 e ot S TahaT 8, &
W?m%lwwﬁm@mwmwm%m
HEaUi 2
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WR-feeain g & Garg Har A
iﬁ?%ﬁgmm%maﬁ-m@ﬁlaﬁaﬂuﬁsﬂﬁég@@ﬁﬁmmﬁmmﬁm%ﬁﬁ

a) -z gfran & Tt &1 31muss forg R Ao g
b) 319 37 NI % T1Y HATE B THA 37 [IaRl Bl HY AN IR Ahd & ofl [T 81 8
3 fRral & forg it efy anfera € ar e ey enfera §:

&1 T U g+ & T8 € 75l 99 $© €% g | I8! RV ¢ b fears 37 aTel SIagR & Hee Bl SRS 3T WE &1 U €%
gfra & enfire e Heayul &l

el off Gare H, 7% sell STdl 8, 38% waf, 3R 55% AR & §Ta-HTd &1 W9 & | SH eI, Ueh e sil €fY aferd ar Fer ey
ST B, 98 55% YaTe & dferd 8| I8 S & H1Y STl i THY TeAdbeH! dal L Gebl 8|

ﬁﬁwwﬁﬁﬁﬁéﬁ%aﬁﬁﬁ%m—w%ﬁﬁwﬁ%m@%lQmsaﬁqﬁaaﬂ%éaﬁm(—vﬁ
@ﬁ,aﬁﬁsaﬁ%aﬁ?mﬁ'{%sﬁ-mm%mﬁ T § | R BT SehTehy, S Bl STy, 3R T §Y feams ST 9t
F b 3T AT bl TG Y A8 11| 33T H T8 U IS8 H T1Y dgal THSIA &

THT ef a1fera safary &1 T Y HelT & R, 9 et H U1 331 &Y | Rrerds Y 3R €T S T, TehIT b1 R et Y 31k
ST §3TT AT| 3T, R1&75 A BT, “TehIHT! ST 3! FebIT YRR &1 TS | ST g A a1 U1 a1 38 [R1&7 7 Q&1 | Ha1?

T 311 FUTaHT R, 2187 3 Tl Y 3TSH T1Y STiRAT & Yuch I SR ST R EeATdl ¢ 3@ 81T | 5 Al H, It
ifcaferTat seet Tebdt & | Ffh ThIAT 1 TR 71 g1 41, 3&fery Riere I Aa TEl 3 T@T AT I3 lere, 3T 7
foran g 36 TehIAT s 81 2 @ ot

3TTSY &1 Ueh U safere] o forl 3Tgfaeim % 3o faRl T udT oIy 57t 3 TebdT § 3R 3 saferial & forg Smferd Fmermi
T B ofY €N Sfera a1 e efy aifera |

FUAT S & TG & 37 AR § O Ho SIAM! AT 37 AN & 1Y ST H3A b T STHT IR SeTfed 8 Tabd g ot
¥ anfdra an fr efg anfera g

103



p
efamar st 3 forg argfiremg

&Y snfera safe & forg wifea wmums

Saferl Sil 3 T 8, 3 forg srgfaen & fig sa A

T o7t 3 37K ST el 2 3R AT & F TN AT

E%W%% B ST TE) 3 TETE”, Wel €1 3119
|

¥ Tifera safed & ferg avifaa gwma™ wafy 6 fgen &
31T RR 9o | 98 SarQ % “Heam w1 afg
EILED) %%mﬁzwmmaﬁmé%aﬁﬁ

Ecd

%Eﬁ%ﬂmmﬁaaﬁaa%qaﬁaﬁasaﬁf\aaﬁamﬁaa

T UHT a8 9T & fh 3 WdA €9
ﬁ‘mﬁﬁ eI s aE-IEE T A
g ?ﬁw@nﬁwﬁ%m‘aﬂ%wﬁmm
gHhar gl

F P 1Y I GE! Y T @ (AT U HLaT 2) 6 “H
YA I A & AT AT g!”

STe ST S &1 ST+ A8} W1 1T 8 1 (ISTEL0T:

3T H8 FIR T &, 39 W Hreds & ferg gAm 1-2

39S HUYS U T AT & Forad 3119 e 21) ﬁw*—ﬂafﬁsﬁeﬁa'{am% AT

for e iR safery efY arel safe an fee asg &t

ﬁwﬁgﬁm%ma@ma@é go | e 3@ Tsa §, @ 919 S g9 SRE g g &
an |

fot =fY enfera safey R 1 o o Frd guaea §
HRITH § Fao G2 A W T&a 81

U feafot & Tthg 31 &1 T A

%ﬂﬁéﬁﬁﬂiﬂﬁﬁﬁlwﬁﬁ'wﬁmﬁéﬁaﬁmzﬁm
|

-

THET A 37T B | TS T, ST 39! S a1fed &
HIE AT AR 8 | AT 5.4 H ‘R-AifEs

H SarT maT el

Farg’ Mds

J

I &3TH A $o [ari & TR gare’ 2five aret s1eam 5.4 § SawT 6 e |

3 el & forq ot e arferd ar o eff 1S €, wrrel Targ & 3@q arell & Uidied &) THgih IR & gIa-H1d & 1Y

YaTe ST e Y 2

3 cafarral % forg St sraror anfera § a1 o ga & s &:

feRy Y srgfaen
mgﬁﬁwm%mﬁ%gﬂﬁﬁm%

-
gg%,sﬁgﬂl%%’,a%agﬁm@mmwaﬁwﬁﬁ%

Hqur Tferd 3R A A Hfears areil  forg enfaa
I

% o a1 a1 TTd & off T TebdT & TR 31 SAferTal 3 folg TTfd THTETT o1 vaT

G are Aferd fafea HRol & yqur anferd & |19
STl B B forg Tueh T8 BT 2 o b
Hihide HTHT ! ST foHT HaTg S | Gehid
HEHH BT, Hobd HA A YA, TATrdl HA
2, 3|

-

T4 9Tl Bl Ya1g P [ ¥= et & IR A SIH4 & forg
Teh TSI ba SUBTT BT IGTNT B | (ISTET: T
3 A feraH).

Yh-TSdihl & a1 H TS T4 & oIy, 371 12.5
;ﬁ?ﬂwﬁﬁzmwmézﬂﬁmm
|
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-
%%,@ﬁaﬁz%%}ﬁaﬂﬁmm%qu%

\
T ST 3R G A BT aredt & forg Sefera
LRI IE]

it cafery STt g R B, 9T S T AEY H ATE B
I TS B & F1Teh Ul sateRT 3 UTd 3193 R
3R HraHTN ) e HEA T YT dAHT BT 2

Ig Hd GHS b g9 aTelT i 319! G4 &l BT &
1 375 e P TA) P SR G IS 1 BT
TTEdT § 1 A aTel safert @ IS o o 31 e frdiw &9
ﬁmmamaﬂ%%mw%ﬁ%a@ﬁ%
1Y HY STdeid Ha 8

T STTerd oAt
wWRITEa g
m@m%l

P 1Y Had 377G d YU
S ferd ! ST A 918 1 3@l

forel} of} Tare » dR, F 1Y-91Y ierq aTat
e S 1Y RG] & YYD 1Y T | 3180 & folg,
TH TETHR & afe; e 39 B 99 qoar g,
Fadl ﬁma%laﬁf\%aﬁ%aﬁqﬁﬁw
1 oft S @ & a1fs o T % b AU 3R S R B

G b1 g &, w7 U@k i 3% A9 & g B |
ST SIS Gbel AT Q TN Y T T B & | B
), Yhd A safeadl & dR-a) a1 fadivarai w
amf&rg‘rm%l IS8T & fold B a1, A i |
HS G aTel SN I Tbd AT A 1T AF Thdl & AT 34
T GHE THa B

e UG Yohd ATH g1 & folg G aTel e & A1y
T FraTg | G 7T 33 1 HRT 3R G el safa &t
TP 37 gHSY|

A 1 ST SIfera Safad &) ST & o g QS BT & 3
gw%%wmﬁwwﬁmmm
|

e 3119 U forg A= &, Y garg 39 9o # forad amq
foralie HL THa & a1 fpe oft Terawad) & s S aF|

I Hegd S b YA § HISTE a1et sfery 1 a1
TS § AT & FN & freger off wfFa T 3 ¥ A
ot g oft aTg e ST 28T & SuT T8 SraTa A8 4 8

IfE 31T 57 HET 11 TET & ITHI U HA A G&H T8 8,
aégmnlﬁaﬁtwaw%aﬁﬁm%mmqﬁ
g Bl

G & gud ok frelt oft Terawet @ 5= & forg
WY1 & forg US| 78 Uiy w37 & forg 6 amaa Sem
TE ST A THE R, I 27 Q U oA B UM B eyl

g a1t Afead et o fegen A g e ar i &
TrER G H HISATS AT Y et FHAT A 1A B

-

ol adet & Tagar & forg gomT Hd a1fh STt aR-
mmﬁasﬁ%ﬁqaﬁ%ﬁwqaﬁl

e feaaiTerl & ferg

HHAT 3 0TS SAbIHIeR SIS & d S| gl IUAThdl 8
HHAT Bl Wil & TG oTTTd & | I IR TTEhed el Wt 3T SEIerR BRI H T AT 1o Tl 2 |
YUTe GHIT O & 31aX TG UAE Hid & | I8 fehdTe IgT 3R fhew &1 eig Hid g

HHAT TR TG & STTT-3TelTT 21 & | 37 1 3 S, [ HolTaT g bt 31T GHTIHAT § 737, 3TTI FHHAT BT STHI Tl
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2, ) I8 U8 2! 519 g4 Wl 1 [l oY 2mlifies Miafaf™ & Wi old 8, ) I8 8912 Se1! & & 3R s fdicd UHTiad gid ol I8
THR ATHTSHTE I ¥ gerar g

A SEIeTIaR ITANTHAT AR J I T & , T8 37 SHotl TR Y W1fad w2 Teba o | fenei) of emifees nfafafer & wm
A, F ST STl Bl T 3R T T S U T b & | STDBT BRI THTT IS TohalT & o6 I g b T1T Hd dTediia
HLA 8| F5T 7 o6 TEHT AT AR FEeT S8 Tt SR THRIHS FY & THTIT FX Thd & 6 d GO o T1 Hd TG H & |

wfafafer
4 PIHY!
1. 39S 3197 Fa+ ) f&ATF s o & gra-wma
R BIEaH A F o1 3197 Sea A g1 B | Preds
TIATHS ST A1 3R SqHHS 8] g 1HT1 91|
TG B YT ST ST<ST €l g1 A 3%
Brede & ge Rl B Are

=9 fafafer ¥ forg, 3mus) uss aneft ) savasar | frars S A A uas 4w S
3R e 1 31T oI & o6 31y 7 g R §1 ravr anfere 3@ nifafafer 3 forg aram
T & T Ueb G a1 ferel 1 I Tha & | Y ST ST B Hle

31To1 H &/ i
Ol T 3 v B oY ate @ e e 8 oY e el
. EAR faurY 3R a3 & AT 31 & forg Garg 9 d B
. W EaTg (effective communication), T 3R uf g1 TR

. Ygane & i yeR 814 §- wnfedss, srenfeds, eed ok forfea|

mﬁgﬁmﬁgﬁmﬁﬁ%mﬂ@mmmmm
ghar gl
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9 TS H 3119 HAT:
1. A fer@r

2. 30 forgn

3. i?;l\'ﬁ (Resume) fora=

P
39 95 31R SR (email) fora ¥ forg & 3w sxa /@t B2

T2 30T 8 Wl T W |

¥ (UF1/PPIER) BT ITANT HTh U Shdl foraen/ferad €1
¥ (UF1/P=IER) T ST H3oh U U feren/forae €|

.
arzu e fh ua Ha ford

e U, &1 &lIT1 3 a1 felfd TaTe 1 Ueb €9 & | 89 3197 1d] 3R 9RaR & o1d &3 & forg oot ford @eba 81 yafe
Tfe 3y fpat TRBTY ATBTIRAT T T BRI H Ggh i) b 1 STded B & foQ 3 I BT IYANT bt ST GebelT
2159 U3l ! 3T AT formal letter SgT ST & | SSTIE (internet) ST HTTTSHR g1 & Ugel, U311 I HI%I ITINT
ST ST AT 3TTSTehed, STeh AT & HATEH & U3l b1 Sl Ao’ AT ‘Tl Aol & Y H ST ST & &1k 38 UTlehdi dcb
TgT # S THY ST 2|

Bl U (formal letter) form & 7 Bfaat g1a Bl
31msY o fop 3 FT B!

&
i

I 1: I Yo dTel HI IdT (sender’s address)

Wﬁ?ﬁmsﬂwﬁﬁe{m@r(sender)%ﬁﬁ
Bldl &1 39 T8 Yo aTell ST & o4 uTdT & fh
U fopeenT ! & ST9HT YT U for@ T anfgq anfes
ST G o 38 39T STaTe o ud IR A1 3!

el 2: 1A (date)

YTIehd T &l IdT

L
!
g’

T Y U 1T T UG H HO© T AT o
3G fe Y ATIR for@T o & 519 U HeTT T |

il 3: UTA 9T BT 9dT (receiver’s address)

S 1Y 3791 IdT foraT 91, 98 &) 319eh! 95 g
aTel (receiver) T AT 93 Y dTet T udT o} fergr
IIEY! STQ g Uareh] BIdT & b U5 Tg| e b

a2 —
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Hid 4: AMaTEA (salutation)

ST9 g fehEil 1 HIF 3oTd & Y “2oll” HEd 8| T8 &H JTadid Y& B TR 3T SFfer] BT ST B & Heg Tl &
o g7 9T R @ &1 8 310 U H ot Ueb ST ¥aTeH O QosiTd Sl afey | S Sifvare # “AHE,”, “THERR,” a1
B enferer € foraes a1 &7 U U aTel safa &1 A forad g1

i 5: o= (Subject)

3T U It 1 I I & fob U7 e T & §1 89 38 Y537d | “fawg” (sub) fer@a a1 “&H I A" (Reg)siiga
foraa 1 b1 312 ShHen: ‘Subject’IT ‘Regarding’ o &1 Ster 3R Tz # s &

3T & forq, A 31T Teb deb W1 g BT TG /TR &, o) 89 o & ‘S IR A (Reg): WTdT TAT’ [3T9T W'l
G STct] §1¢ B b TR 7 fold Tebd 3| ST AT 33hiHe Uil H fqwy fora &l sied el 3

i 6: 95 &1 H& W (body of the letter)

Ig & U7 &1 g5 feea B! a1 o fean § ol 67 a8 99 $© Hea &l fHetd ¢ forass forg 59 ua forw @ §1 staer uail 1
ST T TR SIBITR & Rrad e a1 Sl & T STl S o SRBTRIT (official) 32w % forg fpan
SITAT & | §H 7 oY ST ST A8 &, I U & G | (body of the letter) & forad B

Hid 7: TEATER (signature)

ST9 &H T $© ford g% 813 8, Al U I THI ST eiaT 3 | et off o ur e it AR g&a1eR €14 8! uF &l gHT
B F B TP & | SR §H I AfeRT BT 35T aE ST &, df 57 "SR IT “YIHHATE * for Teha & | TR &H 32
T G Q TE A &, A §H WS AT “TTE” FoRd b B1 SEATER 3 1) 31T A1 FoRa &Y Sfer anfew! anft
TTd Piaat G BT & dTe, THRT U7 Aol & folg TR &1 SIrar 2

e (Tip):

YA U7 ) U FerwhTts A T, I IR STUHT el 3R 917 a1t 1 vl ford, 38 forg 7%l feshe (stamp)
MG 31 38 U Ui afed A ST 3! UHT S & S1¢, SATYHT 9T YT IXAT YHSdT 8!

3T 319 S1%d Y 9 fore @/l 81 Fmfeifa # @ wiF-
T 39S 9 o1 1 981 g2 39 R {72 «ma |

KIECIRGI] 3P GIEd BT Il JATYHT W1 {1
TR 3ATYHT B 7 3 H 3ATIP TEATER
39S GIEd Bl TUTS
Mﬁﬁ%éﬁﬁ(email)%ﬁﬁlﬁ Nou Mossaga P
Tl bl SHet SATSET

o1 U QAT U & fo8 89 solagii=e 39l (electronic e
devices) BT ITTNT B FETC & ST WSTd & | T§ U YIS H3A b, i

Y et & Tgd dul 8! 3MTSThel SHel A, BRI (Commu- s 15 BT GfRT
nicﬁ)%ﬁ&@ﬁﬁ?&%@%l@ﬂﬂ%%@&ﬁtaﬁ 5
1T Y SRR et foraral €1 3TsY o7 foh Sher b ford! EREEIS

4, TEY UG, 30 foran & forg, 3! 319t $0d STSst
(email id) H @ANT-8 HLAT BITI

5. @39 (log in) B P ST, ST 31T THIF TR “Com-
pose” AT “New email” sie faaTs 311 39 IR foreie & 311K
YE B
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ST AT o Bl &1 b ufsha 3
Hid 1: A U AT Aferd bl SAA TSET

T S0 fopl AT R §, 27 (To) aferd H Ih! SHA TTEST (email id) STef | STY FHR S0 1 TE! SAfRT ah Uga & Heg
et 71 98 7 § ‘U aTel SAfa’ % 94 Y aXE B!

feq( Tip): “To’ & fore} 511 T8) S0 1SE) &Y a1 (spelling) & €419 @ S1D | 3R &H $1S TTeld! A &,
Y $8 et A e W g b B!

Hie 2: fIwT (Subject)

& & T Tetar § 76 gART S0t fop I A 1 2113 v & 5o 3gTe01 &

39 GRER § Teb e & foraH 3MTaeh! 24 T 1 MTHeT 8T & | 319 Ueh U1 § 1 & /G & 3R 39 fed &
forg ¢t % forg amae w1 2| fawa Tt & forg mde: 24 AR 8 T 7|

AU T A 3Yeh! ST & IUGR b &Y H 7T SATHI (earphone) WS & | 3T €A1 b & fold Ueb SHeT Wl W/
W 2| fIo 8 GehdT & “SHTeH & IUBR & folg u=garg!” |

[ fea( Tip): foroa 1 Sier ofit Twe@ & s W& | 3@ % gEa T A fowr 3 ford! ]

?ﬁlB:é‘ﬁHE‘@

I5T &1 98 9 $S forad & St 61 g1 9184 & | T U I g, §H SIaTGH (salutation) & 1T Y&aTTd HT! A1fRT
IR g fepdlt VA ey ) ford @ & ford 89 3= die & STMd &, oY 89 S3hifdl 3Tf¥are oid “Hi’, “Hello” AT “Hey”
&1 IYANT &R Febd & | 3R gH fepelt Y8 safer &b forkd 1@ & o1& 89 3! a8 & 781 STMd &, Y Wit J1fare &1
sq?ﬂnaﬁm%amﬁwz”ﬁu_mmar " ST & | e T Y 3% T4 a1 AR lea/AgieaT (Sir/Ma'am) &
IR ST a1 3|

AT P d1e, §H I8 ford Teba & ofl &8 Ha-1 8| 58 I8 TE BT 8Id1 & o6 &9 319 Feeliar (A U arel sufery) &
T ST IT8d & | SHeT Bl DI T | Teb IR 576 §H S8l fold o1 &, dd SHel 1 4} U &1 g & FHI ST ariay|
BT &1 & 3id & & fold TS (Regards) BT SEIHTE b1 ST Febell § | T 3id H §H 19T 719 3R S8et U
foraHT TEY! 331801 & foll, Ueb SNu=Iies SHl 58 dig THIW 81 bl &:

e,

i AT
ABC Pvt Ltd
mariaABC@email.com

feu( Tip): U IR 19 3119 3791 $8 for@ @ ©, dt ‘A’ (Send) R faiss ST
Uel'! 519 AT A" (Send) R farras HL/HEM d SR I TG |

TH Y B faIT’ 1 Ueh 30T 30T &7 TS T - fao BieT 3R THg § 319 891 91g Q! 5l 981 §, 3% oo Hil

SFHTGH I YHHTHATY!
gﬁ_frﬁtﬁanﬁ,ﬁ@%%ﬁm%aﬁtg@ﬁma@aa@mﬂ%g@wﬂ%ﬂwﬁ%%wﬁwﬂw
o
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% A (resume) Fa ford
TSR Abe 3 ST (job application) F g 3TaHT TN AT B1dT 8| A1 WogH T 82
TIH U SEATAS & forad g w1 18T (educational qualifications)aTik 374 (work experience) & ST & ST 81T &1
Tg T company)ﬁ%wﬁww%ﬁtmaﬁm%%gﬂﬁﬁ%m@mwélﬁﬁﬁ%ﬁqw
3TEST g BT T5d o1& & | 31TST 5 S f3h Ueb 3T WA H &1 et giem &l

qamiH

STe g fepdl) &Y 31T U S @ 1A & d) 89 3% Tad Ugel a1
T §? EHRT ATH! T8 AR WA R i uget! a1 g1 afge | Yuehs fazor
FHRT AT 512 W1 (big font) ¥ T8 HUR for@T E1T 1RT 37k
A H 3maE g1 =TTl

Y9 fIa3or (Information details)

e

3R HY ) THRT WA (resume) YIS 3TdT 8, I §HY UH
BT TR 3R 5GP foTQ HFET 1 GHT a9 (schedule) BT
ATgi | 37 ol §H deb Ug el STET S & ol §H 39 WogH e
T ged FUR 3791 B R (phone number), $H TS (email i
id) ﬁwmm|mwm%ﬁ%sﬂ@wm
%%sﬂmmﬁ@%l

f@[&-ﬂ (Educational Qualification)

Y AWHH, gﬂagaaﬁ%%gnﬁwqaéa?r%@ﬁw@m
&1 8T & Y& HEAT ATMEY TR HEM 12 3TR H& 10 & uder
3179 53 Ford &, g oY wierer st TR e | wfererd sics T8k 81
e 3TR quifferd (rounded) T&F 81 Tnf&Q | afe amudh feaaimar
% BIROT 3T FRIET F 3ieTel 2, ) 59 SR & YRee g

HEaqY

Gap] 349 (Work experience)

9 YT H, gH 319 fenddt il R 3179 & IR H a1 et
M5 Y| E Pel-<TgH, UTE-eI3H, sﬁ@qmwﬂ@’cﬁ(volunteer)
mﬁmélsﬁaﬁﬂﬁw YITS BT ATH, THI HIH
JEIET (time- penod)aﬁzsﬁra’rﬁo—mw%wﬁﬁwqﬁﬁm
for@ Tyl

T T H, 3179 319+ e 3R ufRieror 3 e & §9 § 3119 gy b bl 7S fopait off wgeaquf ufkaisrnatt & oft enfirer o
gglaﬁaﬂﬁwaﬁéaﬁmmm%waswl 37U T ) BN gdefr?ﬁmdaul) 319 38 ot enfire
|

P (Skills)

3 QR § g4 379 HIY B a1 H §7d B! AT | SEH I U FoH §H &Td & Febd & 3R Fitreadd (S8 gHeg a8 (MS
Word) 3fR THTE araRdige (MS Powerpoint) 311fe) & i & fSg 89 3UTNT &A1 ST &1

fesai cafet a5 0 9= Tha & o 91 3 31t fesaivran &t fesgm & enfiret s amea 81 afe a1y 3raet feaaivman & Seerd
HET TG B, AT FHRIHD T BT ST B X 3T GIRT ST P 11 aTet FHTHTHY 51 STSiTge Y| U5 95 Haeaqul &
Fifh 8 b & fob HU Ugel! TR feaaiTTerl &) &1 R 3@ W) 8l

110




fosgm forad & IR & 31fYs SHeIl & forg, 31 11.4 7 fafes 73 fosgw ofives w1 g of |

1E TE: WA ST & ATER, e 39, foit1 a1 31 uga™ gl & srar w1 Aguma 78 ax
THA | TR 1Y SRITSTeT A 3 fyawor 23 Y savasar e 8|

I
TR Rt Sl i Ao A TR B R Linkedin e ws. \ T
TAEHIH BT ST HLAT A | 59 & I[P Ui R IS MBI
1A §Y & B | JATYH UTH T 1S &) Febell & il Geiebl Y aeirelt @ b
39 U IR & 1 U NHA ) a9l | & | GHATEa e 3 31m9d qrg It
Aferes fraor, wa@d! A faaor, afg FR €1 379+ siwisd & @ s
¥ 1€, gHfYa ¥ o 319 THI-99T W8S oid HId 81 39 34 T AFY
fraeon & 91y s @

31ret % = e
IfE 3T 59 fIwg ) 3=} ave @ g foran & A Frerm= o)
., 4 3R AR @ ford o €1 o o) % o8 piaat 81

. S0, 93l  aXE Bid & dlfehd fefored fearey &1 sudi s
FeHT WAA A 21

. Ao B o 3maeH Ha THI IR e 13w § Gudh
feraror, e, St 3R aterer 3 orq STeT-aTeT da B
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JTLMMfoqH HATG AT AMH-g6d HRIHLM (non-verbal communication) HT 314
3Maef (formal) 3TR ST (informal) ¥aTe 3 SRIF Safdal & dia 3ferd gt
3ferd e g1awmE (body language) &1 Hg

(i s e Prferfr sfers o fre i drarg &
1. 3 FIHAT 4. 9% 6. e
2. qEHUATI 5. Teb STTelt et ™| 7. S-SR e
3. el G|
N
112 @i T A-ade SRS F1 gt

R-ARae Fare ferfad, Sl 7T a1 Gidsforeb Ysdl & SUANT & o1 G aren
BT Bl AT 8 | 3TU ST et cafert b UE T T I8 AehT fora# oreq) b
foraT a1 St 781 ST, STeMfeqe AT A1-ged HRIHHH (non-verbal commu-
nication) SgeTIdT & | &1 T 31 & 3TeIeh el & siel gL & HTd (facial expres-
sions), 814 & SR, TR Gg1aTt (body posture) 3TR gTaTd % AT & fhy
Y fepaf) oft FaTg Bl AiH-adiel YdIE HaT ST 8| AT BEa & fob Tfsa gt &
ST AH-ae el TG HI SUANT HLd 2!

Y165 T SUANT B P! T A1d AR G H AM-T6cl HRI[HIH Heg Hdl
21 35TERT & forg, A fopeht safert &t i & o6 a8 gt @, ot a warm/aaht
“H g AT IR WG & | B Thdl & 319 3% Ad gT AT W W 7a & |
gfe; 319 e & O, T g1 vree) (F gEt HEgd R TGI/TE! §) Y Sl HraTait
@7, g EN) R TG TTATsHaT H3d 7| 2eg) &) Pt & 31fers, 51 g fomeht
A §TIWA &, 79 GH IThI WTa13T ! JgaR &9 T THS T & | 39, 71
aéaa;ri{ﬁﬁ%;m,%&ﬁwaaﬁaﬁugaﬁ“ &I TS THT adHT | F-Fft a8
PEA R R K BERIE NI RIS

3ETE0T & oy, U suaH fthew 3@ @, fom fpait
FATATST &, 31T 379 ITTeT H §S S DI T BB
Jhgd g1 Tgi, 3 fepelt oft 2rec &1 IuiT fep formm
379 s &Y gl fob 3119 ST B | 31T S &a0T
STfera ar efy arfera ghar, af off 9 39 a3t &1
Tare fear gim|

TS SIS Il TeAdT fob 3119 fepeit HAel & Jog &
TTE B, A STTIHT S 3TTIB! YT & ferg agam | Tgt
YaTE, Bl Y] Y STaTLIHdT T8l 3l
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3TToTohel, B 38 3R 31fee YT ST & forg T2 & 3T g1 ITgd B, 38 o i & foTq g TR SHIST T SUIHT B
&1 SIS & aTelt, SR aTett, o 371fe; 819 €1 3% Araemt & U fepar ST wnfEe aRiifeh & TTord SHiSl T SUANT ach

g TTeld T & Thd &

IETEA0T: HRIEIE W fopeht &t off * Tegre”” Aot 3fera 18t 81 3t aXe ofal &H fopeht & 2ep Tor W €T & e 38 HbH

el SHISH Ao & I8 e A0S 81 Hehdl 2

ST IR Tl 3 forg Aie: A 319 i ey fora & T8t 781 @, o SUga SHIfeH=T / THIST 3iTaab farail 3R HraTatt &t

e i H 3T Heg HL Thd ol

e ol 3 forg Aie: 3 31T BodaT aA o Ter & 31 59 312 BT STTH 81 o1l TFehd &, At STTH AT & oI 3T

o & 9B o & T |

%@:ﬁﬁ%%ﬁﬁ#-ﬁéﬁﬂﬁ%ﬁ%mm%

L IR
B - e

i

i

THR IBL P HId (facial expressions): THRT AL WTE] &b HATETH
Y feraran & 1 &7 a1 7egd 34 8| I8 YaTE H H1UH
FEER dAHT 8!

E‘I‘I’ﬁﬁEﬂE‘J (body posture): gH A dg A @S g 8, d3d &
T 3797 YA BT IYINT HA &, ITY UdT Il & foh g4 3194 3R
a0 P TR & T TEE P T

e (): 5 TRl 3 AT & 9gd aXE % FaTg R & | I
& forg, retedt & g frerr, seafama geiifar |

T g0, 31 <t & fia 1 ifees 3R B 1 S <At F Smruh Fay
& STYR TR g IT 3T SHIHL T et &

3T BT YU (eye contact): IS oAfe] FIT BT UTE W e,
g i & THEA | 1T} B THIS Heg BT 2 | I8 g8 & i
T @ &1 Teb dOT 8 | STd Sid THd iG] BT Tih,

Qﬂﬂﬁ%‘l’&?{&ﬁ'ﬂ%l

SieTn &1 &R (tone): STd S THIA GHTY JTaTe, TR 3R dier
&1 7T & Igd $ AT TeAdT & | IgTET & forg, Rieerm ag

goifar 8 6 &9 T § §| aga it nifer & 919 F 1 Ao 98
A TBATL P TP TTR S, TR S ATIgd IH gL & )

ﬁaaﬁngjaéﬁmﬁmﬁ%%qqﬁ-ﬁama@mgﬁ%)wmmw
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1150, NI 3R SFtaaTiess Targ F G 3Rd g8 S ae & i

HigT U HH et e 31 579 98 Ugell IR & & 9o AR &
fore, it g 38 3R 319 Ty &9 & @A & folg 395 Hia @S
B TQ| STd /AT 3 3T 1 STaeiid & S0 /g fha1 & el
o, d1 38 dIST 35S gL go |

3ATIH &Y T & o AT 1 5 ey # erereet wegd g8 o

3T A & % e 3ford e g0 % o & s arerT
TP G AT HL FhT AT

519 3179 fepet g safeRT & fireta &, a9 3179 319 8iR
& 99 S g I A & | 38 TS g FHaT A g |

STE 319 39 SIEd & HeTd €, ) 3119 37 U1 Sod &1 I8

TTTe & fob 3119 3199 WTS-a8+ 3R IRaR & &l &

1Y Tesl HegH B & | UTT 3Tfei Riife I HAS AT 8,

C’:FﬁqﬂTF@‘él’q’%T (informal relationship) %I S AN 3T BT {

8, 37 TSI TaT 3T Tl & :
ﬁWTF{H;WI?IFT (formal environment) # 19 W, @S gid AT J
R AT & e g8 1 e | 3Tt b P, R . ﬂ

A4 (office) H, 3 1 1t & g TE A ) @ST BT
1T 3R 7 & Yot TfR, Rilfep 75 IR FagR AL 31 &
G4} Y NS &Y (formal relationship) HET AT B
afanTiees oo 8 STTuwh! 9 § 1 4 Bl B gl 1S T+ g,

Z %ﬁwﬁwa—q’u (formal relationship) & ZQ ST T TEHT STTIT §, TH TR 3ATYS T faaR
?

1120, 3fera I graTe 3T Tt & Hee b i A <l

EﬂT&W(appearance)WWéﬂT&gﬁW% e onfirel & 1 89 52 fe@d &, $8 $US Ugd &, 4 93d &, ha
TS B © 3¢ | T8 SHIY TGS ﬁnﬁm%lsﬁa@%ﬁm STa 3TR IREIH ST I bl 763 a1
21 GBIE TaT 3R gl gTauTd g8 WIS, Tew ﬁuaaao‘aﬁ%maﬁ%swag%éaﬂm%l

ey S1ferd Tl &t o gHem & forg YR SIEd] & Hag @i @ STaeIhdT & Sl 3 Hehd & 1eb T AN o fold AT HRIEA
& oIl H8 HYS Ugd 8, 319 STell ! TR I T -dH dAD] &1 8, TR BT H 310 Gl &Y dg Ha fea 1 2|

ef¥ a1ferd 3 forg SgTaeor: 61 U o1t dig & HUS UG- aTell ZaT 8| 98 Y a6 & Ael Wit e 3TR 91E & 1 ghem
3NuaTiie €9 § HUS Ugdr 47| wmww%%aﬁmﬁwaﬁmé%@ﬁamﬁ% ) 98 TEHAY 3TR By
%mwﬁwmﬁ%waﬁ%%ﬁm%mﬁaﬁm ST SYelT AT TR I8 U UK Y AT 7 B 3T
Wm%ﬁaﬁ%%ﬁwwﬁvm%ﬂﬁ S 1Y a8 Tl U & G1Y Aol HA dlel Tl U ol Uge™ HUT |
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el WM 918 HYS T 311 T Td A91aR frmat & forg 3ueivr e &1 o Sar sa 9

Z 39+ =Y T1ferd Sl & 10 39 S & i & IT B ol § HUYS WS, A5 g A
ford:

-
P W 3Rd Ay

mmﬁ%ﬁmmmﬁzﬁwaﬁm
4 U T 371 3l oe @ 3N fep Ty B U |

2. TG H GTH T & fole T HL | afe STrachy cam gt g ot
STSIShI T AT BT ITANT B |

3. TS ARG @i b R R 37| 39 ARG I 3R 38 TTh
T | 379 O} 3 ARG T ot e 2

4, I ST DI I T HHI B | T II ELISA B H A ST
o0 991Y W1 ST B
5. YA el Bl Yeh TR 9T H of S|

6. Sgd SATGT Hep 31U IT URIA 1 I | ATE 3= o171 [T Hep
314 % 31T & 3R 3179 31T Db 319 B 1Y 3T & &Y 319 31T

7 fedn|

7. BNl & forg: e & grél s (2% anferd T saiferess Do
D1 SUINT ST TG Ghd )|

5! e A IS SR WS &, 38 TR & g A F " 3d)

X X X

IRELT

9 IR H 311 B & forg, 31eamar 11.2 %1 T 7, foresr 2iies ‘ueivet 7fH G greshia 2
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-

HGT B 16 1 TR 91 ATIH TP H o 1?1 319, U&
Wa%aﬁtémﬁm:ﬁaaﬁ’r m‘%%ﬂ FEQ darfea H v

aiﬁml

DI HHT!

3TeT /Y o= W
IfE Y 59 AT $1 37} aig A gt foran @ &) Freme e |

: mm (non-verbal communication) EF['HHT*IH%%HT
for, fomT Tbd oy 3R famT wrd) & i & &1d 3T

. AF-add a1 A8 H Wid, W, HATE] H YU 3N YA Y HIwT
FarEHA ATl

. 3 HAS AN b TGP AT I &

. o oliuaniees ey & i & S =gTaw 4 Hie HY g g T
&I STTTIHAT

. WT%-UHIS SHTY T SR e AATH-gTaTd 9gd 76 & |
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39 913 | 3119 HA:

. 3NYII (formal) 3R YIS (informal) YaTE &) Ugd™ HHT

. UGl a0 A 79T Yy 27 &l Sl
4 CIPIR e
1. 39 Y IR FFTD raiia Y oY | 3veh! g H& gar 9o 6 5 3a
3TYh! STd 9 1Y &2

2. % U IS0 & IR A T ofgi A9 S safed A ad s @ 3, 98
YS! feregper TH 5! AHT AT S 31T Hg T8 A 38 Terd FHSATI GHIH
ford o6 gam =m:

\_ J
21120 3NTTEE 3R SIS a1 &Y Ugd™ ST <17

YT e, (effective communication) T Hdelsl & b 31T 51 &g T §, 3 1 P A aTell e 34 3T ST
Y A Y| 319 3 SAfRT & G- & A T, TTATshar 3 & d0% F TR TG Bl 1 W& & d0S o Ig ToH

Thd & 1o 3T YS! ST GH T & ATA8T YT dd HY ST 2 516 IS 3TUD I1d HL gl 81dl & 3T 319 3fId
Tfafshar 33 & S8 b e R et o7k Taret o1 3o 3iR vt it afn & yurdt Fare g1-
T & | TaTeeh 3R UTiehd ! GIHl YaTe & THTa! 814 & folg I8 §9 & foriigr 81

Ife 319 I8 T THeIA [ Siu=iie AfT & &1 Sal o1 @1 8, df 319 &1 Hid &7

IGTEIM: 31T 37U YeeIeh o 1T 530 I @ & | T T8 HLNH o folg Ueh fEaie & ford oz 31ma g v e @ &
3ATIHT YeieTeh Tgd T foraml o AT 31T § 3R T8 & 91 BT ¢ | & THY 918, Y THS 761 U1 R [ I8
T HE W1 8, Afh Y Sl H H© diei- T ST 8| 376 ST B TY! ST 3T Yeieidh Bl GIgl o folg el b8
T 3R 3T ST HaT AT 31T I8 FS Y A1 e BT TR & | T§ 3T THY 7R fGardi 1 g1, S i saidl gl
YD IoId SATIH] T HAT ATMeY AT?

o P TR H ST Hgeaqul 8, 3M9eh! FferRad Bar arfge:
34 el |

Tt fp T frem &l e 3 & folg T Aege Tl
HEEHT & folq 9 g1

. FAEAYU BN GIel & fold g

= W N e
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T FaTe & forg afiuenfies 3R ST TaTe B! ga-T 9gd & & | 3 I UebRR % YIS 1 37aR gH Tal
IIsg I B e BT & | 5T 319 g ff T Tha/ Tl & 1 STTUbI e TS HAT & AT feifad Farg| i feg
T & TaTel! ! Aeg 37T ST 7R ST YdTe & 3aR P! THS Tebd/Achel! o:

4 )

S 3= YarE / Formal Com- | 3HI9=1Tis ¥aTE / Informal
munication Communication

e e e 2 s TR, AT | e ar aeare s el &

319 HET U ST B/ &7 Topei) iz A o fopd) atifpg & TR YT 7 fhet 3= ool &= ur

%’s‘m%%mﬁ?mﬁ TR, T AAR W, T8I )

g Tare, ey St STTel # fohdm ST 8| 37har, Hiae dl% & fpy 11g situ=niies Targ & ar¢ foifdd darg
o ST 8 | 55 fepel) Wi & SIR1e o 17 ST} ol TLhls W & #ag fHerdl 8 3R I8 a1e 3@ § #eg frerdl & i

1 B o1g 77T A | Y= LTS TR al8 & 8l & 31 39 8 & YaIg &l Hias Siel & felq Kebis A8} fepan
SIGH]

IS T : IS YIS BT Hlold [ha) BT TG HTT IT EQ dlh & a1d HET a1 8 | 3HDHT Hdeld &% 9= STH-

YgaT & N & FTURYT 1S HEAT 2 |

319 fHra@ sluaiis 3R frad sty &1 @ ard H417? 19 g g yds &l & 9,
ITd T & a9 F STIR, ftuenfes & forg «F~ ofit sritaenies & forg «1” ford

3T 31D S & AT
frelt vaTga HHATd S Ty
39S Y Hifea AR d
31 fopeh fegagr @

21120 @ o aHTderTelt a0 A g ufaa Ha &

S1e g fopdl) O Ugell R field & df 31941 Uierd 3d B | gAR U & SIT9R W - 98 i gHR 9 A Ueb ©fd a1 e s=1dT1 8 |

SI9 &9 Rt T S, 18T a1 $eveg of T Afokd bt gHR IR & FTd & a1 3 S STl R 1T &7 & &

1. BHRIHIRAS TaTe (verbal communication) TT Eidbide YaTE & HILTH & Ueha b ST

2.  BHRIAM-gd9d RSB (non-verbal communication) - Y1ec] & AT 310 HTegHl & S gIa-YTa a1 §Te) o del 4, gl
T HYS 3Mfe P ATETH T Tha fhT ST

& ol & forg g 98 Heaqul & 9 3 g &1 T 7o, STes] saferiTTd TaesdT 31k WY |9 & 1Y THTHd dad o
XA B | Igel UiTd & 3197 IR H 9gd e AfdiTd faawer o7 8 99 | feaaivTe & 37 fqeaiirdr &) aivor & &1
3TTITAHAT &1 § FI1h 3T Ugel ST & ST MU feTAT MY Y ag T ufirg T&f et & 1 31y fgeamrar o1
mmmmw%%wwmmmm%mﬁw%wmguﬁqmmwm@wéﬁ
SATTZIHAT |
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ﬂmﬁmwaﬁ@,mmﬁmmmmaﬁﬁz%mﬁmﬁmm

e gare a1 Srdfas gare s 3 s

IR % AR AHaTed (greeting)
% foT &} vree T IUANT Y| 3R
3 ATdtet 81 A “guTd!” , “TTS
HiT 1 %&ﬁ'aﬂt{%o‘é/%é’r%?
YT B

JTYAT AT SdTY T Tcbd HY - HH Yeg) A
T Ui © - S 3119 &1 /&L
& T YA Wiell GHY § 3119 g g &l
HTH B/ B B

WY 3R ATHIHE T 9 e § el

T Gobd DY, GBS AT Heil AT
T T Y| ST S AT bl T
WY &9 Y 3R AT & TaTg i
Eﬁ?ﬁﬂwﬁ%maw?ﬂz@% a
HHGE] AT fKeetTq 7| Afg 319 3 HHY
T2 3% a1 3 efY arferd an e efy
119 & HROTAET @ Tehd ©, dl I
ST et fard & IS dTich 319 3791
TS 91 T 92T gob |

&g 37 & ol Ueb U T T

@%ﬁaﬁ@mm %gﬂﬁw

T & 3R AU 3 RG]
R HifEs garg

g suferd Q 319 10 HL LR &, IT8 ok FHeTTent oTd S| efY 1 e 1 39 sufer @ 3191 A8 feamT
Y o 3 T HR &, 9ol 81 3 1Al @ YuH 78! H T |

3199 §Ta-9Td (body language) TR &1 &| 3R 31T WS &, df Y WS | 3R 3179 83 & I g8 7 3, A gl
S| Fopeh g & DTS 9 B 3R A 81 g1 T R fgend|
ST ot 31Tg fereht safar o1 S1fvrare & dt 398 g fasma @ grar fremy |

HifTT % SR 3T UgH, SR Suaiies M 8 dt Bia Hus 3Tk S[d usH|
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3ot 89 =7 T
Ifg 31T9R =9 fawa $i 375! a<g A 9w foran & d) e emd)
. A ) dIE & ITaTa H HaTE Hid & IR gHg faaa & -
AN AR ST |

. BRI ¥ TR 3R gURATEeR & 919 g9 STdeid st
Fare 3| I gare BT ofk uiar % gty fear T 2

. NgeEnfw 3R sFuaTiis AfEE § a1d $0 & dl% R ga-9E

HTT-HAMT B 2

. STe ¥ e Y 3191 ufeera 39 8, 9 89 Ugel IR H 1<) ofd &1
Tohd &1 T 37U Ieiet 3R AT-ae et HRIHM & Ufd T &1
Gl

U TS # 19 HI|A:
: mﬂmm (effective communication) &I Hgcd
. UWTd) FaTE (effective communication) ﬁaﬁmmﬁﬁ%ﬁi{mm
. HRITY TR TG & folg ae HA (text message) BT STGNT HEAT
. 393 S IR A (Status) TAHT 3R T8 HaA Ay fEarar 21

1. 3119 U el TA T H ST T TR/TE &1 3TTh! AAR HTIH S1H F 2
?ﬁaqail %HT?IEITHER%IISEIU:I%QE Hifem él@a (schedule)ib'ﬁ
B T 3719 I8 QA U/HGN?

2. A A § [ 319 TSR Y S35 & folq 37 31 S0 & Teel & 9udh
TE BT UT TR & 319 FAT B2
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FRITY R UAT 1S T HE T

HRITIA R YIS P P ddb 81d & | HIfETT P SRIA, 57 HHL H NI & 91d B & SR 376! 91 FAd o | 85 Y137 &
Wﬂaﬁ%%ﬁéﬁaaﬁzm@aqﬁaﬁtﬁ@%%sﬂ@@iéaﬁm%%ﬁqﬁqwgﬁtéﬁ?ﬂwm

21 89 U& SIR H B¢ e AW 3R Aleg oft $e1d g

HIITeT T YaATE Hd GHY, B b & 1% 31T fendl) sufert 8 o1 &2 /8] 81 U1 Ydbd R T8 & IT I [old gl

fora /& &1 | 3199 TaTE &) TTa! §9H & fole, TaTe & 6Cs T UTer b

1. T IE WY (Clear) 8?7

AT ST AFHIY SR 379 faraml ) 38 avg & 5a1 W/ & o g Al &
IR E R IR 1 R )

Z.quaﬁ(Correct) %7

T 39 ST BT IR HL 2/TE] & 98 gL g 3 Gel 87 3TH U1l
(grammer) e TertEt, adet (spelling) HI Tefaar R deATHS (fac-
tual) Tt dY A8 872

3. W%W(Complete) %7

SR S i 2T Sf 1) 21Tl ehl 3 oft et safia <6 37t e
T & ferg TnfErg? o 31maR g sfa & Tt arell & wrare fgg 82
W%%ﬁmmﬁ?ﬁaﬁﬁ(colleague)ﬁw%ww
F AR A T B forg U 2o AT Ara/Aeid) 8, ) 3mus! ag o Sar
B fop M gt ghit | QEm 7 HEA W), HaTg §9qui A5t gR

4. T I8 YfAe (Concise) B2

T YA 39T HAS B 3R TEP d0d Q AIR fmar &7 &1 3797 2-3-

%g(to-the-point) AA foreat 27 &1 A9 R-F&0 ardi & A9 A ger
?

feameehe (Considerate) %7
wam?r m@wﬁﬁ%%ﬁaﬁ%aﬂ%(mmdset) B EE]
EEIED (opinion) 3R SFuTSE (background) &Y &9 H T %7

6. 1 g {49 (Courteous) %7
T ATYHT YIS f-T5dT & R0 §? T YA A ANTA THT ‘HUAT (Please)
8T & 3R & AT Heg e & a1 ‘U=IaTg’ (Thank you) H8T8?
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uTe ¥ Y& H Y 71 fefard) ) arg A | 3119 U Sae Goet & R RAE B Ik
19 ATYH! S 379 < TS & 1Y HIf T B & i FT 2| Tgad ga » felg A &
TSH | $1 S ford | a1 & % 31191 AAS 6C BT YTl H3dT ¢ AT

ATe0 1T T wTd SaTe Y aTensh # 9 X fear sy

VT o 91 & oI aoTg & BRI R TG I3 § JiThe 81 Aabdl 81 57 GiTbell Dbl ST T & dTich ST9 a7 off Tab|

1. STCTT-3TeTT HTUTY- 3T G U e SHTAELel U 3T & STeTT-3TeTT W & o 314 &
10 1T &Y Ueh &1 & S H G- 7 ol Ueh &1 UL A § 3R & HS! dield & | 3 37 T 3TelTT-37eT7 SIiTel 9 317 & 31
ﬁaﬁaﬁaﬁﬁ%ﬂ%ﬁmaﬁtaﬁmwmqmaﬁ@mmﬂ%wﬁsmmwmﬁm
|
gaﬁﬁﬁmmmwaﬁﬁ%ﬁqaﬁaﬂ%aﬁtwﬁﬁaﬁm@rwW%ﬁtmﬁ%mméw
[

2. Q8 oisg o g @il 781 gHeia- UHl 3 Uieg & [T S d STe1 3UTNT fohaT SiTdT 8, U 3 Shaol Ueb U1/3eNT T fehelt Th
ST o T Y &) THET 31T & | 31U 37 LS} I G AN A STl &b SR Aat AT 81, Afeh &) el & o6 3o
T 3 AT H GAT R
38T & [oTT: HTUH! 379 S & Ueb Y& I SHT Tl forg# forar § 5 uf e & forq afaeds ufshar ifad 81 3&
379ft 3 fore TafiTd 2 & 3T 579 I8 T &1 ST oY e o T |” 5 $He & Ho U8 g, @ forIdhT SUTIT §H 3119 di
TR AE] d AfehT HTTBE H GHRT €Y T ghT SUANT fhdT ST 8| 37TR 3119 YY 2Ieg T4 &, a1 3119 eI Adold See
R Ee Tha/Thd g, AT 3T 319~ TehHT O 58P IR H IO eha/Tehd! & | 9a0T ST o177 31TS TH 37ef 31R fe Tt wregapiar
(ISLRTC Dictionary % g && T 7Y Hehd TN T g |

YouTube Link: https://www.youtube.com/@islrtcnewdelhi4069/videos

3. YdIe B & AeT-37eTT WIScl- (b SHIE Hal YdTE [haT ST g T8 b il 3T HRIEU & heeR W Ig MR BT 2|
$S TATSH (organisations) T&Id: SHel TR HdTe B & STH(h B H JTHA-TTH 9 I STd BT I, fo6dT SITdT 8| $&
Tl & Tl B WA (work progress) @t T AT A1 ASTHT AT 5 W 1 TSl & [STafeh 311 TTe-1 H 3TTadht 379
19 B Hdel d FIId BT BIT & oTa UIolere WA &1 1T &1 T 31U STH HIE fegreba 31T B B
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4., FHGYA YN
TSI T HRIEA AR P SR B THIAY TS BT ATHAT BT IS TebelT 8 | S ATLT3T BT T B
& forg v g, mwmaﬁzﬁﬁaww@wmﬁ% Ifg 319 U aTfed &, ) 379 foam
B TR A 3R I ) TS B Forg FpFrds T, Tt 31N, 2vte o Sfr ot sudi ¢ | Ay ama

=¥ aifera & a1 e efd anferg 8, o ofot & feifa faawor (alttext) & forg 088 &R afe 37 R it dom an
T & Traf 1 o1 Eh &, Y ST 9 g | 3 sawas g, Y 319 BT TR TS SIEd §1G Forgsh a1
Fp T TS B R AR THA 8|

HRITYT R YATE & forg Tae AAS T IUFNT ST

TSR SRl H TaTE BT ol 3TH dUHT SHA 8| 3TTolehel HRITI R YdTE P folg Sere A &1 3udiT +ff feparm
SITAT 8 | BRI & $1g Teb YT (App) BT & foraeT U 31areR =T (chatting) 3T e (texting) @ ferd fpar
ST & | HrRIErel UR AT (texting) & forg 3uT fepT S ATt o5 b 3 Yo gt few T &:

Whatsapp Slack Microsoft Teams Google Hangouts

SIS SETEHYY T 341 g 3 QU WR STTD1IS Braferd Te! & ef arferd oft web fezan giar 8, dt a1 o for forfara
foraoT % ot a1 ST b TTeT B Tebal &1 AT 379 TS b1 TS <ol b 7Y & 3HeIeb STebT) TTga €l 37 319
AN I Yo Y& faor Grai sl 31 319! QTTHet hinl & foll ATE feell Tehd B

foneht g R 1S sifer Aot s &7k sfiumnien st (formal requests) & foTg SA T IURINT fSha ST ThdT 81 3T
STt Y 3 T i ST S, TR TaTel I 3R g TR a1 3 T e Y o STRiT R A/t B

g e T & & Toh HTH I T &1 ITFNT B3 B SR Sueiiies 3R Iar die & 30 a1d T | 89 39 g Has
TE BT Geoha o1Y §H 319 SI&d] 3R YRR ! Asld 8

HTRIET Ya1g & forg Jre AA Aora g9 o feeq ) Bl a¥

1 Gﬁaﬁ(spelling)mﬁaﬁﬁr‘ﬁ@fl ”ur”aﬁt”omg”@lﬁ@%‘aﬁaﬂmﬂﬁl

2. dgd 3fee AT (emoji) BT ST 7 B

3. B D THY P a1¢ CRe BT 7 A |

4. I R e B P ol e BT IUTNT 6 o folg i STaTd I1faq| 377R TUh! STaTd Siee & Mgy 3T ofsll
At &) TEA 2, A BT BT AT FET H ATq HAT IR 2|

5. NI o BT T qd STaTE & | SR ST STaTd S 3 fold STel T8 I1eY, dt “H! ST TdTel BT SidTel gad &
oI e TFa TTET | 3R 31T U1 3t U 3 3 Tabd) B2 A1 38 U 1 1S 317 Ao 1 9 3798 T |

6. USRI TSI 3R &S Hor § HGUTH T | SATSTR HRIEel § g g1a & fop fpa ag S ara ar
HIgel de TR IR &Y I ST AT 3R el SHT TR DR -1 A | ST 3179 haft ot & 9 dt 3 i &
R H T Y 3R 3T ITer He
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m@ﬁ@ﬁ%aﬁﬁaﬁm (Statusing) aﬁwg%éﬁmm%

feafa o1 a1ef 3 19 Y fepeht & e & IR A e a1ae 371 313U Usb 3¢180T & a1y AT & S & 9 & Aged & gag):
STETTTR &l 37 SHells, ST gRT Ueb GRS faaT T § | a8 38 adTd & 7 B Sedl § 37 Ush qwdrg # febar S =gy

SR A TS IR T8 H3AT & &R fe|

Tgat e, T B I sicTel 781 & b e I B e H e & ar
TR R, ST TR Bt S O SR & T e §Q St B
T I, ST &1 &1 & A H 31} Y IS ST A8) 8

1 e, S Rifad 81 ot 1 fe s @ 37 38 %o var 781 § o 1w 8) 671 8 a1 16T | 98 STeiiR & dad) 8, “pua ufedisrr
R B B FH B S TE BT Argedt|”

SR agdadfehd &1 98 Tadr 8, “H HS! He-d B T & | A1 g7 IR AT 1 T8l Bci?
AT ST Ueh WIS S 18T & ? AT SRR Ueh 1 HHATY &7 ATl T o1 57
379, 31T THSIA & o6 Afe STEHTR I 9 &1 Frafird sase fear grar o aam g

TgeAT - SRR ST ot Fierd HaT & o 3T B Y& R fen & 3TR 38 ST & 1o a8 T B3 bl iet=1 a1 T 3 |
3aq - Wﬂ?sﬁmaﬁww%aﬁﬁeﬁmm%aﬁzs@sﬁmﬁ%meﬁmﬁméﬂ%l

%?3 STETTIR ST Y T ebY WIfel b oY & ST 3 |

& 4- SBT3 319 7 il H i fopaT &, ITHT U HTIST TS HIAT & 3TR ST T IS oidT o

e 5- Wﬁﬁﬁéméﬁl@m@ﬁﬁ% "SGR 3 TTY BT BT S 8! I8 AL T3 Jiord BT 67| 7 38 3R

e BT 3 F s A T §|

STEITR &Y g, 319 3 5 foemr) & TR W AT o1 Fhd &:

&1 B 81 TaT & 38 R e aruge &)

B B b3 S W8T & 38! YA STebI TS B

EIF oie & 1Y i Y o &1 H1H Tat & fhar oI w2l

Ife; B TaET §, O E1 offs Bl 317w w9 & giod &3 3R 32 5ol A 3 forg e aren |
T ST ITCISTT U T8 TE1 B TR &, A1 <IF &1 39 IR H i T |

@l W =

-
3T 37 ST Ueh |19 U U129 R HTH IR TR & | FTSE JUAR mfafarfer
Y HIfET BT T GE 10 99 A TGA B 11 T BT 3aT 81 BRATH DI HHY!
aﬁaﬁ%maﬁnﬁaﬁﬁﬁa%ml
it 37 fran & e g8 araia &t ford|
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o1 &9 =7 T
Ifg 319 5 fawy &) 315! a¥e & gwe foram @ &) e enmd |

1. BRI R YIS BT T8 g F11h 58! 38 & form &1
TEH-5EM $3a & 31k Frofa A B

PRI IR YaTE P 6C BT TeT HAT ANgY | I§ W (Clear),
= E| (Correct), ‘{\Uf (Complete), ‘él‘f\&TlH (Concise),

ferameeiie (Considerate) AR o=y (Courteous) BT ilT%U,I

FTT-3TTT HYTH] b YaTG BT dUHT HAT-3AT B1dT 2| T8 g9
0 T 8, O 89 SaTE &I T a9 8

HIIT R YATG & folQ 31901 e 3R TaRe A &1 UGN gt
Eﬂ%ﬁq%ﬂaﬁﬁﬁﬁaﬁwgﬁwﬁm
[

ST ¥ QT Hd & T 3197 11 S R A Frafid sue 3a g
a1 Ry ST & e el © 37R I ) 36 SITER U
HTH S AT 913 & G&H S91aT 81
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9 ITS A g0 AT

1. fefored graar o fefoea e R garg?
2. fe iaw A fefored a1 &1 3uaT HA fparsrara?
. B P & A el fefored srere

L

g e aie
TR g aa & 39! uga A i fefored STt 31maT 39 Sl & 311 Yes ford: l

T & T19 DI, il QIR BT
HisTgel U U= W
\éﬁammﬂm

a1y feforee arerar ar feforea
foredt & s H I

STe g fepal) W 379 fomdl ) o & 3R

oIl ) THE & AT gl §, 1 38 F1&rdl I

T STTd1 & | IS8 & g, Tl 311y &) ug, fora 3tk gwer
geha &, ) 31T UTH TEd) T1eRdl & | 34 a<g, afe 3ma
3TRTH T R 3R FeTAC BT YN H Thd 8, il 31U
g fefSiee aerdar gl

3TTS $eTAC I HGG & §H B g P BIH Hd & - TAGI,
ST S[eT, fedhe Jab BT, Tewr o, difeat S
aaﬁm%é%ﬂw%a’rm?rm%aﬁzmmﬁ@ﬁm
SeIE B UL b YRV B 2 Tebell & 39 Teforeett
q1eR 31 feforect fordle HgT SId1 8 | 5id &S fSfoied €9 @
G BT B, dl Tg 38 37 sita # Tdsl =11 2 |

TR I8 ATAT B THT Google Maps HT IYINT HLAT &I,
3HTHATS ATSsI & fefores g&as! & folg access U &L
21 a1 i A 3 forg UP| Qo 1 SU=iT T &), fefieat
T A G1eR g1 gAR fod & g8 Hag firet Teha 81
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P BB § - $O A fored et H B 8, $o A fefoea fereh
gﬁgg%l?ﬁﬁﬁﬂ%ﬁa@ﬁlwaﬁ%mﬁﬁm% afe &,

dl gEared A (Yes) ford

e feea aeRaT H F=d @ )

CARSIE

A ST

HETHT HAX B! blel BT

YR S AT ST

—
(e )

AT AR & Siiad & ffSreed aoe &1 39a &1 gast

HeR, AU, TEH TR Saele o T1e fSfored daeiis d Ioid & | $78 T H© IUH0N & IUANT & ford g4 faray g
AT Tsdt 2, e o FSfireet qa-ia! B SUGNT BT ST 21 3 5R e st &1 47t g B

TH B3 a8 P HIH HW & [o1Q F&fSIeet deprieh T SUTNT HLd &, i b A fem@man man |

e 1 AT Fidheles HTHT BT YT I Gl b T ST HIAT
forrY 3R aftar @t a=diY ofiz fafean Serr

HARSH & forq difsat gz

Gt G

TSl UR ST ITHT

SHoie 3R YT g (address Book) T STTNT BT
HeABIeR BT TN HAT

ferei) e ! SHel & HILH T STHHI WetAT

IR TR & atetrar, 1 $ 3R 3571601 f4u Y § fob H& fefreet aemie fqeiTe ! T&m a1 Tabvd! o:

OO O

(R aRmmsas FEUAfUa ATFA A Bfsaar | AT [aswetirar )

: ~ TSN Bic & AIIH 8 a1 & 919 CIETIECACT IR IEIC I E |
Waﬁtﬂm TS B W(accessible)i{l’(@
S oA A AGRA OGN D | e it o

a9 ST 3T Hd THT NP AR . go1Y (accessible) aftag (Trans-
STTaT 1 IdT g : ot TS portation) & &<
N\ - Y,

I

O»
wa@mﬁﬁﬁamﬂnﬁﬁﬁﬁmmmwaﬁqﬁammmmﬁﬁmﬁ
FL AP ¢ ol =P T1Fea a1 &9 =¥ arat AT R | o B W), 38 39 5% (GgTee) a1 3T aiiaR (3msaed) &l

YN b T ST TeblT & | S £ aTel ifert oft 57 1l Y ozt b fol 31U HwIex AT HiaTgel BiF R AR
e &1 3T i &

ANBIATE faeheTivTaT aTel safard 319 HiaTee B U aTaE Shald 31X [T dhalel oiell TS fatore! Sarat & gry-
1Y S R &g Repfirem Titreda 3ik sifafees S8 gof BT ST B THH B B Tebd & |

7N

X
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315 B HY gferar § 752 fefored Hror
IR A

Gt YR & BT A fEforeet aobrie! sT SN T 8 1371
BRI R &fored Hiere g1 agd oied § IR fSreeh fre

e FEforedt 3usull 3R Sexae &1 SUINT & 31T HIH T
AH gD gl

mﬁ@mﬁ% [ % forg, f&fored aais TTgde Yaet § &8 THd Taadl

gfe 3y Frafia &9 g fefSied de-ie! BT SUTNT FRa/Hd! &,ar
3119 YT HIRIEA & folg STTawdes $o f&foea Hiue uga A €
oG B

1.
2.

o o> W

39 BHI B 1S H1 oA AT fefored aw-te &1 39gi fhar gl | 3 YT =siard ford s
39 fefored a1 & 7gg A FLA/aTd &

$0eT 3R B & A Q Farg B

SieRgie (document) 3TR adbefte (worksheet) ST 3R
qfSe BT

gheie (worksheet) WWW@TW
JATATS SIHHTY WIS

SNTeTSH JeaTSel 3TR GIAenalt 1 SuFIT BT
3TTeTTe R TRIE 3T SgR & T1e S HET

xl
%:em?{—wﬁaﬁwwﬁﬁmwmwﬁﬁ,mmmw%maﬁqﬁa%mam
AT B HTH Hh 39 VATl YT & SRS g Ghd & | HH ei¥aTel saferd 319+ e &I FRATT H TSP
JTYR W 3TaEfes (magnifier) AT 3 HElee T ITTNT HL Tehd g |

FANDHIHN BT arel SafeRT faf¥ alel 37X TETa® deiich! 1 SUANT Fdh HRIER Icll Tohdl & | STH
e R aiteawr, HEhIH HIals, Siafied, Uh §19 d gdmdld dials (One-Handed Keyboard),
i TR & AISE (G HHY HI3Y) 1TSS IUH0T i 2

(P e R Y sA T awa e $ g ama & et
aﬁ*—r—aﬁ?g%ﬁw St nfee? LaRGLRE
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31TeT A W
IfE 3T 59 Ay $) 3=} ave @ g foran @ &) Frema emd |

1. fefores greran, srem-3ren fefored Sy 3R Seie &1 AEM A 39T @
H I gAAT 2|

. 37T g R A e Tear 3 e1use FT 9w 31 3EA HE P oyt @
QST ged 2

. Qo i foigrht H simavars o 9 fEfoea sl ¢, od dare, Trel g
@W,égiﬁﬁaﬁzamaﬁwmmaﬁzahwﬁgtfﬁaaﬁt
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9 TS A 319 AT :

. T UIEH (parts) I U 3R 37! FHSHT
. HYRF A5l UTcH & BRI
. U e a1t safa Sh Je H1 30N F3% Y HRIE I Thdl 87

HY IT AYY A HE UISH Eld @ | 37 I1eH &1 A ford
o IR A 9 A/ & | s s

- J

ATSY HER S U4 B Tga 3R 37 g1¢ A FHe!

fSTER ST BT 3T 3R a9 8 oI 8 | Ifth Hge gAR AsTHR & 31f&ied BT Ueb 311 3777 &, 3Tfery g& uar 8171 anfey fob
A 7T 8 3R R el A B TS SRR Yo Y ST &9 TR B2 & YoaiTd Y|

HRIE BT Yo 378 Yeb YT IYHVT § St TUHT B Thall § | BTl 1oh, W?EW T A & STATaT 3R 50 FS BT
Tohd | HIEL I ST+ SUBIY & Sl ST U Fdl &, STANTHAT b ML o TR STYE S TUEIT AT FEIEI FHar
8 3R Tifesd UTEy A 3113eYe UeM dT & | S H YIE) (GeHe HeR) & A8 J o ST ST g |

HHE G THR & B4 &: Tgell STheTT 3T g A |

3BT

3Theld U Hgex § forden! Tt atemT-atent feea @l ateT-ater fotet &
A & SreT STTdT g 3TR Ueb $%b UR Ueh T1 &7 fTell g |

dAueiq

AU Toh HeX B Ford STamit & a1f 7R o ST ST TebelT § 3TR frstet T
T 513 for 912 Twa & fore 3udi feparr ot wpe 21

STl 3R AU P B UIEH Teb 91Q 814 8, gTefifeh d feea & SremT 81 B
e a1fera a1 S ef¥are safei & fofg FamT - SEweld HRge & fafd
=gt & ufdfera 8 & forg et otk Tega fafer o1 3w e | ueiy degex

1 W ST Tt Hd THF, GHfEd o3 b 3179 S & o urar e
AR =fsfr aYe wef B
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Web camera

Web camera

Monitor
“H"‘--q_,

w 5Creen
Speakers CPU (Central or monitor
\ Processing Unit) Keyboard

M
Keyboard ‘ SR Trackpad
eI HYR FUEH AU HER F UIdH
HifeX (Monitor) . ThH (screen) AT ATE(monitor)
FHare (keyboard) . HEE (keyboard)
HARY (mouse) . é‘rﬁa's’ (trackpad)
G”rq'ﬁq\(CPU Central Processing Unit ) . AT HHT (web camera)
39 BT (web camera)
TR (speakers)
1 T 1T Fgex & it urdd & ATH Fa1:

Y aTferd a1 %4 effdret saferl & forg
AT - SEHEIY HRYER HeHqH B & d1G

Tt 9Tl 1 T el §1Y

3TEY HHE b AGAYU UTEH S ST & IR A H1E

gft Segedl # 3 YR B UTEH A B

1. gYe gfe: foreht oft hegex &1 39e gfe & 3 Tt uréy enfire S1a & it ST 3117 e &1 a8 9™ & forg
Waﬁmﬁ%%www%aﬁtdﬂgd(a’%wmdol?léeqm%l%@mﬂ%f@ﬁwmaﬂqwém&ﬁ
2T Ao & oy X Tehd &1 31Ye Sh13al ol AT 3TR HegE ST 3T &

. G?Iﬁﬁé(keyboard)—Wwwiﬁcharactersﬁ“@ﬁ%mmmél
W%(mouse) BT IYTNT da%d(q“{@/q”ls'a (arrow/pointer) Gﬁ@ﬂﬂ‘s’@i{&lﬁwﬁaﬁ%ﬁmm
ST R
HIZHIBIA (microphone) - SHHT SN HRIeR & eaf I1 T3S Aol & forg fepar ST 81
aaao‘q“{r(webcamera))—mwwffaﬁ?ﬁaﬁ?ﬁﬂﬁﬁﬁ%%qmm%l
IhUE (trackpad) Tg IR TR AUSTT TR BIdT & 3R AISH (mouse) I g I HTH BT & | SEHT ITTANT
HReX R YA/ITEe (arrow/pointer) Ht T SI1TE T GHY ST o oA & forg fpam ST &
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2. Hgo WA gfie- @R (CPU) I H=e o1 fHTT Ha1 ST & | Edy 3iads e &t T8l &1 & FHehar g iR
HIHY B I HAT 2 Y 3T HAT AT /At & | TRy A STTE B Srat Tt ST R FaTY 3! b et B

STHeT HIE & forg T STHAR TR Teb SMIATBR (R T[eid/rectangular) ST BidT & foreer SUZNT 57 e
@mg%ﬁtaamﬁaaﬁqaﬂﬁ%lawmﬁzﬂﬁamm%m@w% FTHAR TR T8 HIaTS SoFeH A1)
|
3. 3I3eYE JiHe - fopalt oft g I 3mseye gfive & 3 Toft uréa nfire 81a § St 7 & deger g divil &f wefdia
AT S AR TR |
. Wi (monitor) - 9 3T HIE TR HS <T8Y HLA/B &, dt Tg Aife R fears a1 8| 5 319 A3y & fepeit
SN IR T S/ B, Y g Affe IR frs 2 2|
o (speakers) - TR 3T G HE IR Wiet! ST dTet! fohaht +ff Hifsan wrset (media file) &1 3TraTet AT
3AHTEH HifET (online meeting) a?raﬂm—srﬁlﬁr (play) W%I%‘Humtaﬁw:@ww

ATsQ T fop U =f¥ arferd safea b9 A=t F ara feg

WhR HEX Tell Thall 8
)
®
ik
ferr 1 215 ST et 3 At % forg o] © St ef¥ anfra safery € a1 ot ey v B
uferg

3G HRIYEIT §, ThHIF Ve I a7EaT arel Tt 3Teama NVDA ThIF TR TitedaR W STTeTid &1 37 s1emy
WWH@MWWW#%%Q gifad ¢ b 3Ta NVDA Thi st Titreazr g fepar g1

ThIF Tz U VT TivedeR Ut e & off €Y aTferd safary a1 o efY aTel safaerll bl e 3Tk 3=
%ﬁwmﬁm:«rﬂwmﬁﬁa&nm%%Eﬁqﬁcontentﬁ@téwﬁtmﬁw
Yohd T Fb HTH AT & | TE ThIF UR HIS[g T Bl AT WTIT (synthesized speech) H ufkafdd &t
%%ﬁmﬁﬁmm%@qﬁq%mm@m%ﬁmsﬁtéwm%l%Wﬁaﬁqmﬁ'—r
§ 3R 3 Graphical elements & ATeIH & Nawgateﬁ?@fﬁﬂﬁﬁﬁ%%ﬁwﬁ&ﬁiﬁaﬁmw
Ydhd\ Bl Wi ST AT B

THH Q8T 37 aferrdl & folq Uep 3raedes 3uehevl & forard eff aferd sufer a1 &4 eff arel saferd ST
T BT G 37K f3fSTeet content % A1 STiid 9 T | SHBT IUANT SThTY HRER, Uiy, TTE BiF 3R
%aﬁzm%mmw%lag%ﬁwmaﬂtémaﬁﬁ%ﬁwwmﬂﬁm%l

faeYet afforfee f&ream (Windows Operating System) 3 ferg faf¥re TR & ThH Jst3uasu &1 A &:
1. JAWS (Job access with speech)

2. Narrator (Windows operating system default screen reader)
3. NVDA (Non-visual desktop access).

NVDA 3R JAWS Hadl dlie 1o BhiH UeX § aiifeh a 31f¥iesier Applications 3 &9 ETd (compatible) &1
NVDA U 3110 1 Tieeaar g1 3118 ST 3Tk S8Aels & & ford, ) fag 7 fofes 9 Simd: https:/

www.nvaccess.org/

HeE SR

STafes effEN afd S Il & forg AT o1 3UANTT 4 8, 3T oTg ef¥ siferd safery a1 1 efy art
R THIF AT B A & 3T PINS & w1eam @ F1Ee 33 1 Uap ef anfira safery & forg e I i &
mﬁ%ﬁ%%%maﬁmaﬁtaﬁaﬁ%uﬁm@mwﬁw%l
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7\

X

BN ITTTHT H DI HT THT ST Y IUTNT H3A & forT Keys & ufefra g1 3R Swiferdt Y 3fra
TRt et e 21

ATHAR TR IThHe T SR TR AUeTT Bl HIaTS FA3TIE T Sf T 81T & | T Tedh! § aied &:

1. BREADN:FIAFI2TH

2. 3T A DHIeT: 4 STT-3TeT Ul & forrford |

3. AN DIl A B DIl (09 9) & St 14 & | AT B <T9Y i THI §H 3 & 1Y Shift igl
ﬁg_?r%,sﬁﬁ'ﬂqaﬂf(character)aﬁ |, @, #, 3T CT5U HLThd &
FGT: T AN IHAT-31eT Ufererdl # fermriord fopam SIraamm: 819 A (Row) , 2 (Row)3TR Freredt (Row) |
3 Uferarl &1 H gy e & a1 off enfere fopan smam|

4. Hald I SHH IR Sated (left control), ST TS (left windows), ST alt (left alt), DHER
(spacebar), g alt (right windows application key on desktop computer), 1T Hared (right
control) Y 2nfier 21

5. AfaieE S 378 FU AR (up arrow), e R (down arrow), T3 R (left arrow), M4 @ (right
arrow), 811 (home), 37d (end), OsT HIT (page up),aGr:ﬁ%I (page down) aﬁzsa (delete) mﬁa%|

6. fodiy dieT: 5o TEhy ( (escape), 5T (draw) , 24 (tab), T cieh (caps lock), 9w R (left shift),
Tse ¥R (right shift), TeX (enter), aﬁb‘@'ET(Backslash) SHEF (backspace) 31T 2nfae &1

W/WWH%@%‘(Numpad/Fullﬂze keyboard): aga‘ﬁaﬁéésaréaﬂtf@m@maﬁzsaﬁﬂﬁmﬁw
ﬂ?ﬁﬁ(mathematlcal symbols) %Wao@9ﬁwﬁ1ﬁla@mﬁqﬂa§ (numpad) ) W BT gl

HITS 3R HieT T I B B foig, T A ITNThAT 379 TEIIT Bl dTe] 3R & (turn on and off)

B % FoT Insert + 1 BHIS BT IYTNT B THha B maﬁ@émm@m%aﬁzaﬁévﬂaﬁamw

%aﬁsﬁ@ﬁ?ﬁamwawmsa@maﬁaﬁaaﬁzmawaﬁéqﬁﬁasﬁﬁmﬁam
|

TS &7 31T B P forg T feg g e &1 urer ¢
1. a@aﬁrﬁ;ﬁﬁﬁ‘F’ﬁ(Key)mtﬁﬁzmﬁqWﬁmz‘D;’S’aﬁ“{‘A’éﬁamwmm
&Y |
2. e;:%ar%ﬁaﬁﬁ'J'a%(Key)Wrﬁaﬁzmaﬁqéﬁﬁa%Wﬂmmém:’K’,‘L’aﬁt';'qz
[
3. %@Wm%ﬁﬁ,éﬁm@aaﬁ@ﬁ%mmaﬁ@mmmm
|
4. BHT YSTH I1d A §Y ITTe Y R 1 Fafera A9 (Rows) (SR 3R A1 Y A1) & 318 w32t
feafa & @ ST anfgul

P T

3T dh 37T 3Theld HeR vsg A ufifrd § | Afth a8 STheld e T bfsid $eR 8. I8 Uh
PR & ST T STET-3TeNT T STefT- W%ﬁ?ﬁéﬂ%@%%ﬁt@%@ﬁt@@ﬂt@aﬁ%l 319,
31T STHeTT BT BT I TG o7 HRIER F 3T I B

uftew: 7Y T HH efaTe fw g ot the 3Mitha Tariiaafed % &9 & & 92 W1 & | 37! el &
BT TTEH, HHAITET ST B G fFawor &Y 91g T &1

TITETE & 38T T, T§ T YU TATAT § TR STl Y HIS TGATd Il © it HioeT ! Bl IS HIAT 2 |
IE YU a0 WTe 1 STheld IR TRoTdT & 1T I8 STER 38 WISe Bl JUINT BT B |

Ife; et HHATY Y UMk T 37 BT P YU [GaR0T i AT b el 8, Y 3 T T b Ha &1 7Y
Wmmﬁﬁa@%ﬁ%mﬁmﬁqﬁ?mwﬁ%ﬁﬁawém
Qaﬁamaﬁmﬁm&m%

STHY AT 2?7 HIS SEHETT Y JSSH Bl hdl T H Tehell 872
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7\

IThHeld U YT BHIF § il 3TUH! 379 SR & AT 37 B & J1 T Ugel! ferd & | 35T TN
3T IUANT H 371 dTelt TS bl W & (ol f6aT ST & | T8 Ueb AATHR ATHR & & 3R Igi
3T I Rows 3R Columns § saafedd femar mam 8|

SHelq W ATGTIE (navigate) HH & forg Fa St &1t ®L:

1. &S + M a1 fdSig + D SHTS 3195 By &l SThard U of S|

2. 9 Focus Desktop TR §GdT &, 3UdlTTehdi Command Insert + T & & Title check @& screen 6
gf¥ IR Tha B

3. Screen Reader Program Manager/Desktop/Explorer Hga: Vel & |

m%g@ﬁamwmémﬁqmﬁﬁaaﬁﬁ%aﬁqﬁﬁﬂz(navigate)ao—{?ras%rq%m
ST 9T 5|

5. Desktop?fﬁo‘&l“r‘lﬁaﬂs‘chaﬁopenHﬁ%ﬁlﬂEnterKeyWW%ﬂTﬁTW%l
. Open T T item Y 4f¥ 3 foTT Insert + T Command T 3U=T {1 ST TehelT |
7. &% Wt Open fHT Y item & close®A & folT, Alt + F4 Command &1 3TN HL |

g THE AT BT TAHY (re-cap) faaT T ®:

N
&

Key command fepar h
Windows + M
SHET WM & fora
Windows + D
Insert + Tab ma%%wﬁaﬁzaﬁrmﬁmcusmwmﬁ
Insert + T Title I check & & forg
Insert + Up Arrow Select fehT Y 3TTgeH & STHA & folg
Insert + up arrow twice Select fopQ 7Y 31geH {6 Tt ST9 & folg
Clt+ F4 3TgeH &l close B & folg )
VAN & o = s
319, 33T THE! foh Th1TeIe Wiel 7T Uiteidhe 3 e st g &
ufeeea:

FHT T ef¥aTfed safart § 3R 1271 BT Y ugrs 9 W 8| Ifth I8 SR IrmT o 8, 38forg 386
%%ﬁﬁﬁ@ﬁ%mﬁm@ﬁ?ﬁ%m@ﬂ?@ﬁ%m,%ﬁmww

Piel 1: T STHelT T ITTITHE BISd TR Hefpeied @ierd! g
el 2: I TS TR MY Ugdl gl

B 3: I8 VAT L & oY Heigprore W fErd Bt B

Pl 4: 98 IR foran & fory sraTgTHe BIge W aTad ol g

gg FETSTHC BISd & aTeh! Uil &1 IR &1 & fol 38 UishaT ol Yrer il 2
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o9 ot 5 37U HRI TR HE UrbH Wierd &, ) T Wiet T Yeih e SEhaR ATHE T IR Udh GE &
T A YUEH 3R HATd 81 51T & | TEHR, STHheld BhiF & 19 feard ga el &ferst ugh (thick horizon-
tal bar) 8| TRBHER & 3MTgH ey i & g dld & | God T dUHT Alt + Tab HHIS I ITANT HT 8 |
Alt + Tab T IUTIT FHI THA HIHH Th TN B T GEL Tl TR el STl & | Yifeh Y Sifd 3h, &9
gispg e (Active Window)&%g@ﬁﬂﬂﬁ%l

Windows + T Command Focus T Taskbar IT{?IGTI?H%I

fopal) oft 3 Ufterb e & atE, TRepaR & WY 3197 Teliied §:
1. WRTeA
2. T UABTH AR (open fepT T Tt Vecadher) |

3. bl e TRAT: Windows + B SHIS By B! AIeIhIh e YT & o SiTdl & | $eiie difaeiaey,
Fel Req, Wiax afegy anfe S i et & woae fopar o A 81

3MTeY S foh U1ioies Ufteidh e & o e 3 & forq Alt + Tab HHTS BT 3TN Hd B
3TTee B (Key) 8T T TR A Bl Bl T el §Y Uiy & g8 UToidh IR o ST & forg 30 b1
(Key) & SR-SR gaT¢|

TR gy ol 1T Ueioh ¥ TR Bihd SATT WA & ofQ, STd 319 39 3fedd Yol &I A1 g
TR, A Gl Bt B BT 3

fiefep i it B3 3R gfY 3 % Biond 3T Ufterbe W 8 a1 7|
JTeC + o I By YAheH & & SAuTad T a1 wret fob feen & =erran |
fRIvRe + 3TTee + 39 T Yot GV UTrbeH & S Bl araTad feem anf e fob Ierel feem & sretman 21

T WE HIAHVGE BT [ (re-cap) @ man :

B (Key) HiAASH fopan A
faeer+ T BIHH Bl TRBIR IR o o & felg

e +2d R T Yerde el e R 3 forg

R + 3ee + 39 ?%ZW@QWW%WW(anti-clockwise)f@ﬂm
Cdtchtyr+ B Focus ! 3ITeg@ & (information area) 9 of S & felg
ATSSH & W T

19 ke & fop 3Ehelv O 31TseH Ha @il 37 Th119e Wiel T Ui e & sl e 8 Y| 379 39
TEN 6 Hege T el ot srgen # S8 Wi S g

ELT: HHA U UL ST (administrative office) ¥ HRITA & | 37 TaUH 3 3¢ ST &
fore 78 @A) 1S it &1 guy foet STHT B o1 e faar an| sHer avet d9Ta ® a1 F4ife ag o
H HHSIR AT| JEI 319 TehH! T STH Heg B HT S 6T A1, 3961 effarel TgawHT 31 31Y 3Tk
T T, “HREX R Helpeied UTiher ST & TUMT F3 H AgE B o | FHHA 3 oIdTe §d §Y HaT
% 98 HTgcH SEHeld T IqeTeY 75! 2

TR HHel & TabHT = IaTaT b STheld BT IUTNT TR-TR IUANT b ST dTell g3t BF W@ & folg B
fopa ST 81 U8 el R uersy Tt a&qd SThelu W8T g1f | 5ad oI, 3179 WU, Brgat 31k
SEeter iy TTY Uit e /afueaer I e off aisen ) Wi & forg weré 3 % @i frdbed &1 3T
FHLTHA g | STah WIS B H 3 1 [Iohed ¢ 37X I8 G831 ¥ J efanferd Sugimaaiett & forg feamsa
T TTIT B, oY e ThI JsT ST Atan % oy St GrIETer s 3
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X

TIE A 9 3ATgeH Wi & ofQ A1 14T 7T Ulshan &1 9T &
. W AP Td fahed H Tfeha dA & forg figier &1 gang|
2. T oy B Uedb M & el ol 378K <18y i |

3. T feiee fEl & g1 3R e fefa g1 | o fetee % 9ty Afdfie @ & folg 314 Q@ 3R e84 T &1
UGN fohaT oI Gehar gl

4. T oo @ Y atTgcd & @l & folg Tex i 2@
I WE HIAHAVGE B G (re-cap) T R:

Gramis S 0
Rt T A7 afFa B B R

E + BIhH Yeiiie Bl I 3 & folg

379 3R SR_A T fafer T wremaiY (occurrences) % wftg Aferite oA & forg

e H 3TSeH B 3T B & folg

e+ T TS Bl U B & olg

NG J

319 %, 3T STheld J STgeH Wie 3R WIE A P Wil [ebed BT TN 6 & ufeRrd g1 50 SIunT H,
31TY HeX R BISe! 3R Blesdl B! TEfod HAT @

T Ug, 33T THE! {6 Hlest UgIshH 3T E1dT & 31X 38 Hlest UgIshH J Tafid gt hdl @il |
gfeesy

T 3T ST & b St § Hifces €9 Breell 31k &SI &1 WaRE@Td Hal f6AT ST 8?7 BIgd hisHe
3R SHITE BT IUANT TH BTSel] 3R S&ATaSl 1 3 HH H WA & folg [Ha1 SIrd1 8 | 9 avarR
AT & T STTUTTAR ST H §1 bl 8| L1 e, B H, §HIA WTga! 3R ST &l 3ford oA &
Rﬁ%ﬁqwﬁ@@@%%%aﬂaﬂwﬁmmmﬁ@am@%w«sufr 39-
Blest 3R wTgal ¥ wigel 2ae, iy, 3iifed), AifEa saanie ol Ty % oy 3TelvT-3Ten 31 Tudha seat
%lmggmﬁ%mmmaéqwqm R SEATA, Ulcaol S&dTael UTEY, THYT 3, Sidigsi
ERUCE

EfPaTel ST T UeRid sl gRT ST & 3TgeH ol Uge™ B TFehd & | Hiesdl & ol Yeh ATH
35 3R BT5eT TbR & [oTT STeTT-37eTT] 375 & | TSH TR USE T I G IR e, BhiF e
IYINTEHT I8 UgaT™ T&ha & 1% 3T5eH U HIee & a1 BIgd|

WI5el 3 Phles &I T & & forg ) faq 7Q ufsha &1 dreq &

T STSITANT ST bl Wil & ol f[ASIST + R gag|

T S § C: 289 & 3TR YL &Y oy

eT5ed AP I 3R Y B THIF JeT oAbt f&&h C B

BIHE fhY 1T 3T5eH 3R IUcTod HTSHY 3 TWAT 1 S & fold 3¢ + o9 garg|
3T&R P I qF I e STel deh TTIH! TUTH SBerd (x86) TATS et Tl

vk N
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6. UgATA & forg o6 afg a5 U wrse & A1 T Hiesk & U5 T H 41 IR @

7. I H A HEdl & BIed bieey, d) IUHI Addd ¢ Ig U bleel g, IT 3U-Bieedl 3R B &l Uh
qugl

8. WieH & folg YeX &l gay|

9. TS b B I sl (&b C A NUTH BoTd (x86) & el AT & | BIbd MU herd F 3 3

10. By [hT T 3T5H 3R 58 Whiesd § IucTed gy [ LB I e A b ol T8¢ + oo qad|

11. TAAT 1T (NVDA) & forg 378 N gamy |

12. I8 GHSM & folq 7o Tl g Ueh igel & T T Wiesl B, Use T I & aR 3aT¢| STHIR W1, Il 31rseH
T HIeeL &, Al ThIF T 58 BIse Hiee b €9 & U | WBIgel WIesdl & Tardl, ThiT JsT ol Ho off

TG I8 Teb WIgel &l Bl |
13. 28 Wi & forg e & qaTY| Trseed MUTH Herd & T dt S T (NVDA) H sige 11 8T
14. 39 Wics & 3faH 3TgaH & folg Us & oy
15, Aeh Y &b Iie; T8 Ueh gl & IT Ueh Wiesl|
16. hHH VST Hadl & ‘Yeih e soe=M'/
17. BTSel SR # feralt oft thiee & a1y 3117 & fofg, dareig & ol IuIT Y|

18. Trged a;ﬁl hHH AT HEAT & T HeTd (x86) | ST A & b Biend T &l 1 ¢ (NVDA) & argg
CIRIP TN

19. R & IR 3509 6 SaTY| TT5ed 9% B | THF A FHadT & ‘el 155 C|
20. IfE 3T Ueh SR 3R SrEF ! GaTqi ol BiehH Broel SHEAR fo8] IR arad ST |

JTSY 319 U YT F A1ead @ a1 fo frd) wige &) srar @ F9 urs o 9ol &

B b YD F 379 Ul a¥ ! AT FTAE B T Tb SHA Aot & ol HgT| 57a 3T Ul et & Hlest
I Jared HT IE 6T, a?a‘s’mm&ﬁwsméﬁww#ﬁmmlsvewaﬂ%relswlsn‘—rﬁﬁaa@ﬁw
Sret T, R ottt of) U Th e sudiivTanat o, SEerg 38 A % el SRV $HI U 5| IEH e
Y BET, "Bl TRTIRI H, 3TeTT-37eI1T €20 BId | Th1H VS STANTH T3 &l Bl 3R Bl ! Iga™ H
& forg, eva @t fyawor v & a1 Qe fpar ST anfgy| vt g9 Bige o7k Bles 6 Uga & Tbd g afe gt
9T A fha1 a1 8, A §H I8 YA § GeTH g1 g1 I 31T5eH U Wil & AT HIgd 2

&g ! T B b el A1 G 7Y Hierat b1 urer b
B3 SRLARR Bl Gled |
g 29 & forg a7Tee + V gamg|
13 Fea 39 & folg 187 Tl gy
29 Y q9 d% gaTY TS b 319 T e € $1Y ST GATS A 3|
319 13 I foEgd BT & ol (expand) WHER gaTY |
T IS BT IYTIT B 3R fEeed o R T &l oy
T SR 37T TheTdT d e [Seed & bl U B d 8, BISe &b TbR Bl Ug B G & folg STgeH R TS
T g TR gag|

Wlest AT

HH I GETAT B IR U, I YITD o I8 & 3TR HTH TN BT Hdel [6aT| 373 Ao I HaT, “H smaet
Emiw@ﬁ%ﬁﬂﬂaﬁéﬁ%lmwaﬁ%m‘q@w«swdlgaﬁiwswﬁsaqolos@r
EIEIGIES

3G B BT YU I P (oI, HHA BT T 7T Blee I AT 3T o I TS Hrgell o el &l agi of ST 7|
ﬁaﬁﬁﬁﬁwmmmmwﬁﬁmmaﬁmm
Wles 3R BTse a1 & 3299 W fafde @
PIee ! T B & LI T 99 R WEAT T |
3Y-BIee I THY, AT B oh TR Bles et 8 | Y & G& Wiee BT 719 Ve iHid g1 amfe gl
thiee ATH PT UG 31&R §8 &R (capitals) & gHT A1fg|
Thlee BT AT Whles & 3iET IuTsY SIMHIA § T Tord §IHT AT S7Td ST aTfed|
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O»
N X
Wiesd s & folq 19 faQ 7T Hicl &1 yreid &

Bles & D ggd W SATY| IS 319 felg D gred ol et d 81 8, dY 39 gr9d § Ueb Hiest A1 ford & forg

3TUDH! THE B Tehd &1

T ST dfdd &I Wil P fore fiEist + R gamg|

T Ufge § D: 218U &Y 3R 3o A & folg Tex &Y gag|

fiefep ST 37X Y Y Y D gT5a TherdTgdis Hef 7S B

U 1 Wies T & foll HH78 dheld + f¥re + N garg|

BSCKLE
fethiee &4 T, Hles Bl A = Hies & &9 & 3111 3 | FeWiee 7 M & forg, do@ia &I gamy iz 7=
WlesT AT ford | 771 911 g A & ol YeX gy |

T UfshaT & 919, D §15d & 316 U T Hles AT ST | & Hieek & e dhis Ul IU-Hiest WM & fofg, A
ﬁ,’qwﬁ?ﬂtﬂwﬁ
T Wiee &I 399 |
39 14 % ¥ & forg & a8t wieex gar &, erged fo wiig X
FHHTS el + e + N BT I B
TEWhiee AT BT 3R 7T Wies ATH €5y & | 7T 7Y GRad =i & &d & & folg Yel &l qamy|
T T 9T BleeR 3 Y & ol 375 + 39 3 a1 T 379 3T 13 G it 1 SuANT |

BIed AT

Bies # it €91 (format) & WTscl 81 Tohd! & oY <6 AISHITITE I8, AISHITTE S, ATgHhIETe I Uise,
TR STHRIAT sATC |

HISe T & forg M g e e &1 arer Hi:

. T SHANT didd & AIETH T D §18d & 3 B
TTgee foh offel & 3R Y ¢ b D grgd We & TS B
TE Blee Wieh| 2Tged b ofid B3 Y X TEl Blee GeT 8
B9 29 & fyshedl &7 Tod UM & oy HHiS 3Tee + H + W gy

f&T2re Wit T®W (format) (ISTEXVT - ATSSHIATHRE IS, ATSHITIFE Foad) T I fold 319 3R 134 T &I
TN B | 31U TYS P YT R U ) a1 |

B o} BIsel TTET Ueh SThiee 19 % TT 31T & | HiS[gT ATH §el¢ 37 7T 7719 <18y &Y.
Y H o]
FAT TS TTTE TS BI3e Bles H JUesy & 39 a1 b Yf¥ 3 & ol 319 37R $137 T &l gany |

wﬁwmﬁmmmﬁﬁwmaﬁmwﬁﬂé%
gifed ¢ e AT dhee & Aot WTaT & a1 34 S Far 8|
WIgel AT BT Ugdl 38R §8 3181 (capitals) & gIHT =gV
gﬁﬁ@wwmmw% 0 gHATEd B o Brse T 3R Bles AH & S _ (3T5T&hR g ST man
|
i FepElt WTgel &1 ATH el I STTLIHAT 8, a1 T8 3 dAD! A fhaT ST Tehell &
a.  W-Fharg (Pre-fix): THSIGT WISel ATH T Y& H Teh 14T ATH ST
b. ke (Suffix): ﬁmmﬂma’?fmﬁ@wwml
c. A & (Renaming): HISIET ATH Y Ueb 1Y ATH & Y a8 & IgetT|
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N
(x‘
T T 7T Ufsha &1 ITe Sieh fhal) Bl AT BIgd Sl ATH Scol Sif Tehdl o -

BIHd Bl 3T FHIEE BTget a1 Hiest R W, S8 GuRA $HF sazashdr 8|

F2 (e ) gaTY | 519 BT Ui IS IR 31T 8, Y hiereR o dhidrek Afeie S & forg amam=a
AT Siorat ST IuART L

T Y T-here A 3 forg 81 &l @y 3R B A ergu |

AT %Y Tl B3 & ol Tg &l gamy 3Tk B A 2rg9 Y|

AT B g A8 T Tt & forg, TsieT A1 ey 3R 6 1 A1 ergy &
STELIHAT & FTIR BTSd BT A7 SIS B

Ig gifia & & fore i wrger a0 & 1 3fe 7 €1 a1 3Tk 318 fiR &1 IwamT &

feprg T ufeadHi B ¥ HE & forg Tex gand|

WISc/HIest B UMTATd ST (move) , BT HIHAT (copy) 3 &M (delete)

Blee AT HI5e] T & F1S, I8 TATTA B, DTG} B AT G B TaTLIHT &l Tebal &1 378 & foplt off
55T & ToIY, 3TTScH 1 o fohaT STHT 1T | Ueh & Sk STSEH &I Id i & o1, 3 fohed 3ueied 8
1. T¥aT=™ (Continuous selection) : TIT9e + B39 Q|

2. RFRa@=mE (Non-continuous selection): &eld + S139 T + WHTR|

g A fspanait & ok A arferes o
1. TN SHHT AT § STIEH Bl ol T J g TR TTLIH TITH IR U BT | HHIE dhglel + X B
SUANT T S|

2. vfafof g9 U amgen Iudh! ufdferl sTT 3R it 311 T TR U%e 3T| 3gerd Hel T 3R 73
T GHT IR YT i1 | Ut B b ol TS dheld + C BT IGANT fhaT SITam|

m%ﬁwmmmmﬁﬁm%m,sﬁmﬁa+vwmmﬁﬁeﬁmwﬂmww
bl

3. g (deleting): fpEt Ueh T & 318 §eMT| Sid fSciie &l &1 3uaT fohan Sirar g, df 3frged gar feu
SITEH 3R JeTehd fo § GUgid e STyt | mserg &) ey @ Tt &9 & .geM & forg ¥ + feeile
DI BT 3TN fepaT ST |

& fepanatl o sed THY, S & WA & $o gerail &) g8 igu e 2:
T 10 # WY & 6 D9 At 31T5eH B I8 HET & 3R ITHT WH R |
T 3TTgeHT & G191 B B THY, HE B! Uge! STTIEH TR I oTg1 I 39 T IYE HAT T84 8
3G T R WY1 I T8 SgeH Bl T 8
T B S 3MTSTH B TUMHIARA B8, HIUY B T G hl HTALIHT & T8
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4,

@

7\

%@Wﬁ%ﬁﬁmw%ﬁwmwmmﬁs@w%wm \
|

WHE I HHIE BT TIHY (recap) 1 feam mar &:

(6w - A
feSiet + E BTEE SFLAR

R + & fore g g e & forg

eS| S q fore g R aga & forg

TER + o BT Y 1T SMT5eH 37 3TTgery foh TReAT Bl A FHA & forg
Qe dHl HIs ¥l 3TTSeH I 39T HH & [olg

S Hles & a6 3T & oy

F2 BIgd TFRIRE H Bihd Bl Tiee HIS TR A & fol

gl + forde + N T HIee ! @M & forg

3ATeT + BRA WA I T BIed YHR &I T & folg

e + A Q@ AR & 18R &l 9 A & felg
eIl + BT T 3R WTER IR TUF T 35 &I 797 A & folg
Salel + C HId

B + X AR A1 &

hgrel +V e

e + Ue TG TSR I ST & felg
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e 1 : Frefeifad ael & SR usga &3 e

1. 215G 23U H3A & folg Hgex & opd UTE 1 3z fepar Siran @ 2
a. HIdIS (keyboard) b. AifeX (monitor)

2. TaTS G & forg Fogex & e uré &1 3w fpar s 82
a. T (speaker) b. 39 H¥A (web camera)

3. HER HI fewTT fFl HET AT R?

a. fSiez (printer) b. E"I"ﬂ'{{(CPU [ﬁ?ﬁmgﬁ'&/central processing unit)

3Te1 77 Hrar
IfE 3197 39 fawy &) 315} ave A gHe foran @ a) e emd |
HHR & THR F 814 § - STheld IR Ae|

mm%m Wrﬁ?{(monltor) ﬁiﬁ"ef(keyboard) HI3H(mouse)
‘éﬁlﬂ'q (CPU [@Wﬁ'@ﬁﬂﬁ/central processing unit) AT BT (web cam-

era), Fﬂﬂ (speakers)

mm%m ShiA (screen)mmﬁa'{(monltor) e (keyboard)
%Eﬁag (trackpad) aa%sm (web camera),

HY BT T B : T9YC e (input unit) -> Hgel TART Ife (FH CPU)
-> mqﬁE(Output unit)

ThHIF AT & T1Y FEX W K SR HEAT
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Y TS # g0 I

1. THATH TS (MS Word) H 7 a1
2. QAT TS (MS Word) BIgel &I W1 3R 38 84 A fob piaat

.
39 QHTH € (MS Word) U FIT-FIT HTH & GHd ¢ ? Hra st

-

3TEY THTH 9 &l el d1d oI

IE T WIehl BTG & | ST 38 I RIT-FI7 I3 b & 39 IR (Y|
[ fmsEmr

BT foTeHT

\
Qe Gt AT foree a1 /
A fer@T .
BIHaS T HAT ’

| YT TGH ST

THTH TE HRIE R BT & U T (2e/sheet) Y a8 | ST BT G ST :
55 I HTH I &, I FA & (o1 319 THTH TE BT ITINT HL T & | T8 N R T Tl S
BT Uiaer & IuANT fpY ST ATt T a3 STy & € Uah 5| THed

TE UAIHe F 39 e R B3 B AT J B Thd & | 378 [UIE TR

HE, STBID Y3 BT HAIGT TIR HAT, S3H! & fHe forasT, STagrer 4R

HET 371 e B

Trets &) o1 § THUE I8 H TR 1 AW AU ST & foll g [aaTdTg

¥ | 98 U IR% BRI ) G 05153 A1 STE3TE HaTgd B & S ot

2| Tcts Wi faswedl & 19 U §HATE! B BIF 6 938 & | THTH 98 Th

Uglzs AT ST HaTsel BiF 6 s & o &3 giaensit 6 gean 2|

1. TR (text) TS HW & ol THIH TS Pl THIF UR Wiell Tthe S8 Bl
SYINT B

2. wHuEas R[S ag e (symbol) AT | 38 Seee SER (text cursor)
HET ST & | SHD! HEE o §H Ig I Thd g 1o UsT T Hal 218U BT 8
BT (cursor) B SUR-ITR o ST & [oTT 31T AT (mouse) T IUINT HT
geha/ghal

OO0 O
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1 8l | lpaBbecnc) aBbcene AaBbCe aasbect AQB nssvcce | | [ e

Pa?lp st i B I U -hex x &-W. 4. |§_ ===|t=¢ | & H - T Mormal | 1Mo Spac. Heading 1 Heading 2 Tithe Subtitle .
Chpbaard ] Font n Paragraph ] Styles L] Editing A

THYE IS Bl B & 2NN W, 319! T Ug! AT 95 (band) feams 3T - 8 A= 9 (Menu bar)' 8T 51Tl & | 97 R R &%
gvzasﬁﬁm (option) 1A &1 31U T text)aﬁzﬁaaﬁmaﬁzwmﬁ%ﬁmsﬁwaﬂmmmm
|

ST O AEEYUT AT IR 7L ST

"B (home)' 2 3T Hi-e TTg (font style), Hi~ BT T (font size) TR TR T TT It o e et 1

Documentl -

Insert Draw Design Layout References Mailings Review View Help

Calibri (Body) ~ ~ |11 A A Aav | fp | i=-i=-"iz- 25 8l
Paste . B T de X, X' @ - aly ¥ _E = ===, & o
w ¥ Format Painter o & £ = | —
Clipboard = Font = Paragraph M

B
1S (Bold) B (! &€ e - Bl + B)
39 4oy & s3] &Y HieT SR ST Ghdl & | 59 d%@|

geferad (italics) | (Y SIS Wiche - thglet + 1)
34 fohed & TIs3] B 31 b1 ST ST & | 5T 736/

3ieTATSE (underline) U (1 &€ TTdhe - Sl + U)
39 fehoy & Tsg) & A1) Teh @1 A1 o1 (line) Wit S Febdt 8 | 39 aXE |

319 FEA131) A1 AC UISSH (bullet Points) P TTY s il ST & forg 3 e &1 8uTe HL 854 &

T o (number list) (Y S1E TfEPe - TeE + H+N)
= - T3 aTelt it a9 & forg 39 fadhed @1 3uahT &

gote foree (bullet list) (1 1S widwe - Here + Rwe +1)

= aé?:msw bullet points) & 1T §T & folT 59 WM (option) BT IUANT HL|
319 ST — 37T X8 b 'Jeie wigar’ it I Teba/Thd! 3

& 31T U7 & ‘EIH 2’ (Home tab) % $ 3R fEerared 3ifery & aik & S|

=

THUY IE SEATAST &b @13T3e H @i off
TATd A & folg, 37U FLa 39 | flaTse
T PN g2 | 3T 2T & oy 7 HHTE Alt + P

2l

1 = Broaks - Indert Spacing
T G g Lyouy S gl e G e e T S
uwﬁ@rwag%%mw%aam - % Right: 0. £ After

B - = Pt agprapth

ST HETR, 3 IgT AT AT IGAT off Tl T T poa pact
21 '3NRUY’ (orientation) W i B e
R ATYeh! GIEe (Portrait) AT AigEHhY &1 i Larilisien
3Tegr fHre |
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A3TIE 39 & 3iaifd, e e g &
‘ANNGEYA’ A9 Ush GiauT 2| 9% dad
g e a1 R b’ A frdt wh
T Thd 8|

GIde (Portrait) Adee oiel 2| oisthy
(landscape) Aded =g 2|

o o 3 1 e e
% (Portrait) Sfeed (landscape) e o< 3], g 5 21 o o
Hasd del #e | Hesel 9IS o | T TaTeel HIF B A ¥4 Q@A §

(enfSfT OYe g1 &7 §Im), Y I ofsshu &

M < : g anifereries an sAfeiRr«
mﬁgﬁ%%@qﬁawﬁ%mwm
EIGIE]

aagqqnwa—s‘(ms Word) & BIgel T 371X 38 A4 (save) B & Hicral d R A

THTH I R HMH B T Ugel 3T [9=A74 (Layout) ! THSAT oT& | THEH T8 & $ Uferied 814 § 9 elged aK,
TAGR, TR IR, Led IR, Thid R, afdb efean anfg | o feied & faawor 9 fean mar g:

ETA O
g TS &1 s (title) B Ui a8 1 ShiF Ve & a1y 581 &1 e S & folg HHiE 59 + T gaTd|

WY a:
g AU H Gishd STATa & S H STHHI USRTd HidT & | STH TaH § SHIH fohaT ST T Ul Far, Hek o AT &1 dhietd
3R WIS AeR ST YT &1 ThHIF AL 3T NIl [ae! & [T SR & ol wHis =8¢ + Ug I1 F6 gal Ihd o

ail'ifaﬂ(workarea):

STe THTE 98 W, d fethiee €9 T Bied SR &3 TR g | T UiRa i a6t o St | et oft wenr bl fipan i &
F R AT g B 1 Y ST g G 9 2e & wefdid ST | HER, o U FHeater i S (vertical blinking
bar) 8, 39! T8 I8 B T & b UST TR gl SST BT & | 31T HE DI TeTH & (ol HI3Y BT IUINT B Febd & | BhHIF AT
ITANTR] AR & HHisg S T B &4 F Al H ghd &

THCH € BIgd T & Uihar:

THTY T8 Ti1h ¥ ol s dich! & @iedT oIl Hehell g
e ST IUBT 8 WIE A=Y $ T b & ‘a8’ 2Tz
HETI

s €9 T, 37U H I THTY T8 UeiheH e |
38 R fareie Y|

I g 14T T A= IR New TH |

New
‘blank Document’ IR g8c faretas (double click) &L

379 3T HIEIE DI HEE T 28U HL Thd /Thdl g
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2
N
©»
I feg U it ThF A sudHaiat & forg oy &:

THCY I ThHIF & I R Ue S glaT 81 A "B IR &t 9 & afeyd ke 2 81 37 39 &1 3Fauv 4 &
forg = fag 7 ufshan &1 arem &Y

TS 31T TAUY 98 Wiet, eT3eet 9 He 3R g &

TS BIHH Bl 7 TR R TM & folq 3TTee HI gang |

9 I T IS 39’ HET 7, T3 TU H) TR TR ATy 7R 3R oo a1 & aeft faraedit & Tk

AHRE T TETY 31 31U BIhd &I &1 ¢ R argd o1g|

BIH oF § 13 Faq TSI & folg s131 Q@ gamy|

T3e T gaTd g e e & o) frsedt % wifeg ik

B 29 3 fafva uferiien & 9ty oA & forg 29 Y B aR IR gamy|

Bipd B DA Tl R el o & for fUree + 3o gamy|

fea 29 % AT §: Wi, 81, 34<, feame, dense, YWwiy, Afci, iy, 37 o1k 3| s &9 & -9, fyshedl &
1T U AR T g gl

& ol1eR e 2 H Sucrsy $o glaunatl & IR &, ThIA Je F T1Y YuTeH TR HE FagR i a9 3 |

THUY 9 gEarae H B1% o ufsfé ava Ty, U HER @ETas g1l ¢ | Uil we o1k g i s & forg
o gEaTat Ffe Tord § HER & TTER P! THHT Hgaqul 8|

fenelt oft TeE o€ gEaTaw A it weR &1 Ffeat €1 Tobdt & | I8 Th o biare/2Nes, Th Sfaiierd higey/

1eg, RrfSra UfeR/aTe , 5 U X, S 81 aohaT 3| 3o H 1S o GuR 0 & Tgel Tt} & TgarT

I TE & | 3T foTT HER Y Ffe Ieg; T T U A STHT g1 | A Fohedt oreg; H o=t Feied) Afe & o 398 ot

T 3ieTATe gt | 3T Ef¥aTel e HI 38 T & UG H e el | Bhi- U ITFTEHT & (1T,

ﬁ;ﬁaw%%ﬂaﬁgﬁwmhl@wg%maﬁm,a@gaﬁ%ﬁqﬂ?ﬁg%aﬁ
ST 1T

TSV 38 T IGTE1 & qA:
IR R BIHY TH.
I B TS bl YBIATA H of T & oI G b1 T | 1T - STel 3T HER B FTc BT 3R of ST 16 &,
T gHT YT & 3TRY T 37d T URY B
3G I P [l THIF A T/ I
Control + Left Arrow GeTY|
ThH AT ‘The' Te BT I
Control + Right Arrow IR-SR dd de GaT¢ 518 dd 3AT9eh! ‘TTeld da-1 aTell elettronic ¥sg’ FATS A 5|
Control B8 2 37 Right Arrow & T IR a4 |
Right Arrow & S-SR g1 37X ‘elettronic’ 21eg & Ycdeh &R I ST |

ST HET TTeG & UGS ‘t' I EY, A1 38 82T ¢ (Delete) 3R ‘¢’ A 9ge1 &1 3T& UL “electronic’ & ael ST
3T 3fe 81 81 TN | ST Delete Key SaTS STTeit 8, A HER & gTE 3T &1 318R Delete &1 ST 81 TTI E,
Th X 8T TTY 318R 3 1E 18R 3 ST el 2 |

THTY g S&1a9 H Ueh ST ard 3181, 2Teg T a1 STet o forq |t gt TSl &1 SuiivT femarm it Tehd 21
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Ueh &A1 &1 ITE (formatting) Sd T, TTeRIT Bl 8T &1 & TRAd S ol HTaeIhdT gidl g | HHI-
HY, STT-3TT UfeRTaT AT TeR] Uob T1 9IS ST | & ATHAA! H, 37 STelT-37eT farrdl # fawiford & &
Wﬁ%la@sﬁwmﬁwg%%

TS AgYea/mETean, STad Y § i 25 75ier & 28 379, 2023 T ! HY T TR B

SR Y T Igreer & ST uferrat s § 81 5% | gTeliion, 38 Te &1 & TEd S & fole, S AT Y
31Tl Uy & frTfora e Y STzl 8 | gE Trsal H,

o Agiga/mgear,
3TIY ST & fob 25 315 T 28 37154, 2023 b BT AL TG TR B
ufererd B frTford & & forg A g T e &1 arer &t
HER P IgT T ST8T gERT AT S g1 2|
e ! farTford e & forg Yex aht gamg|
ST 9T B A B & forg fop uferrat et & & fnfora g R, 31 3R 13 Tl et 1 gag|

FID TR, FHITLID e AT Bl §SHT USAT & 3T T8 TaeTvT 3 forg Uil b1 siigHT sl 8| 3¢ 19 fag
Y ISTELT & T

[ERREEDY
Helaa,
IURIer IGTERT # 3 Uil bl SireT 8 | g8 Tree) ,
o1 wgiqa/HgIean,
Uferr &bt Site o folT 11 f&u T ufsha &1 ute &1
BIhg B Ugell Ulerd A1 ‘ST Agiea/’ .o S|
TS &l gy,
THH Qe e’ Sgar gl
e Yfert 1 g2 3R Ul &l sitga & forg feefie & gy

TR & 1Y I YBR I a1 Y o Thelt 81 31 & BT, 79 3R fefie | 378 3 1S oft foban a7 & vga, ToRe
W%ﬁ@maﬁ%lmwwmﬁ%mmmmwwmww%

Peis s b
¥ + Tge @ TS 3TR & 31&R BT I B & [l

e + oo T ST 3 DT &R BT IFH B b felq

Here + IR + TEe QA 3TE 3R & TIeg &1 9 A & folg

Had + U + AR @ TS 3T T Y[eg BT IIT B & ol

e + Us TdqH H By fhy 17T Ufery &1 9 & & folg

e + sRA T & gt 1 997 B & forg

Civ‘;ﬁ?fr+A R AT B T B & forg )
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N X
3ifam & Tafd Tae &) 3afd B & folg, 3119 TaRe &1 T3 B & folg 3TN Y M a1l TS ! fqada
foren & SURT B Fha B

Ueh IR SES T I 81 5114 U, 38 T ol D11 6T ST ehdT & T he [haT ST Tehdll & | ST6 TS &1 14l &Y STral
2, 1 a8 ST UMY YR 3ueTed gIdl & - STgl & 38 foran 71 & 3R STgf 38 T@1/0%e fham 11 8 | 5id oRe e fhar
SITAT &, Y U8 ol T A §e ST & SR T61 3uersd Bl &, 98! 38 Wl/Ie fman mar gl

31TsY 3 3eTaeor & Tl fop afd e Y a1 fpar ome:
T 1 - HER T el 1o SUHT 2|
AT 2 - e TP JIFT 3

aTeRT 2 F golare s UTeg 9% AT 8 | T §T UI5G 31 hidT i 31X 3 T &1 & T o forg, 3 wifswan &t
A B

HIHd Bl UGl IR W ol ST |

g 1 I 3R I d1G Shgiel + AT QA A T GaTY ST e 31T ‘Seeral(+1h’ Tog Uge 81 oir |

"gelgglNe Ueg Bl AT B & (eI dalel + AT + Tge T gAY

AT TTe B! HIU B P folT HATS et + C ST

BT B gER YfeRt T o SITY TR HeR &1 ‘fearsa’ vreg & yd # W

B} fhY 7T TRE T U i & TolY HHTE Shalel + V GITY 3R Uesh aR LR a1 |

S aTert Y U SR gifea w fe 3 ad g1

1 fafer o1 SuT s w1, AT STR STede) Bl Hel O ¥t HIUY FHeeh ST TITH UR UL fHa oI TehalT 2|

VY TG Thd & STaT Y] S I Ueh &A1 é@%mﬁaﬁmw@mﬁaﬁaﬁmﬁéﬁw
Bl 3TSY Teh 3ST8L01 & A o6 Tg Sl T ST Tl 2

‘The is an computer electronic device’ (’%@Wsﬁﬂﬁﬁmm%l’)

Wﬁa%amﬁwa@wﬁﬂﬁ%‘l%g%ﬁ%ﬁ%%ﬁ,mﬁe%ﬁwmnsqm%mamw
Hhdl &:

‘The is an computer electronic device' (T8 U HRIER SR -eh IUHVT §’) ATHT TR HIebd of ST |

B I GaTY 37R 38 §1¢ dheldl + e T Y|

‘S Yeg W BIHd of SIY |

TeC B TIH B & [0 HHIS helel + FF + Tge T gaY|

AT U6 Bl HE B P (ol HHTS dalel + X ST |

PBIhd & ‘s’ 76 TR ATTH o ST & oIl HHTS held + A T & |

forTuaE T vIeg Ue 3 F folg HHiS Hald + V gaTl | TWIER T4,
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3UhT 5’ 1)

sﬁﬁfﬁ?mﬂmm@,aﬁﬁﬁzm@ﬁﬁﬁﬁﬁmmmm%aﬁzmmmwm
ST HBAT B
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SR H -
?Ts'cm-i{éq%smchﬁwh%ﬁmw%&ﬁﬁwﬁm%%mmﬁwmm
HET ST 3|
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2

X
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\

CIE 2 S
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T ST HRFER
ERcANy freser e
ald + g T ST T
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Y REEIEIES]
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T & | HIS WY TWEYU Ui B & ey B &1 SEH Bive YR, Piell, 3T, Y01, T1Y g YTy
aﬁzaﬁammﬁa%a&%@mﬁaaﬁa@mémﬁa%m% Y Ig fopar Toe &) ETHM,
MY 3R Ue ST ST & |

SIS AT | 3TTgerd & It &Y, Al TRea AT ole UiEed BT SUANT [HaT o TehdlT & | Afe it fpat e
CICIEGES ﬁwwmmmw%mmﬁaﬂ@@aqﬁ%ﬁﬂmmm+ H+Ngl
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Wﬁiﬂﬁﬁﬂﬁ%@ﬁﬁﬁﬂﬁ%%@WWWWWWW%@@IT@MW%
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fore Rpam s g 1

BIgd & BiHe (format) 3R T B I & fold §1H 2 (Home tab) H 3% Hiwrg fag e &
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TR P geferb (italics) B I - Ctrl + 11
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&1 ST 8! & | gH G ST HTTeTSH UT Tehd & | g7 o9
TS S 22U A & TR §H THBI el STt 8! I I I

JTSY A & I8 HA HTH HIAT 8

H‘sﬂmga;r& TS (web pages) TR TR H 1T 71 F 39 U7 3119T & S §U & 3T Ie8 a188 AT (www) TR EIfed (&Y
store) gl

& ‘J9’ WER B TS THHRI TR U o foll Teb $ee B 3R Ueb T $oi i o1&d 8l g

T o, ST b TSI Bl dXE 8! HTUD! TG TTSY HT BN b 3T HiF T STHHIY WIel Wo/@! &, 3R T o1 gL 118
@, 3R 3! d Gt 39 U fe@TQT fo# ersy fohy 11T Ureg a1 5ied) STHHIA AT 2
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W 1. 3T 3 U 2 AU A B o TR F 3119 911 ST A /a2

1.

2.

U 2. I & 2 UG &N & forah S § 3119 411 ST " f/=me i ?

1.

2.

B SISl & S H ST @it & ol 319 T S &1 SUTNT & Hebd 8!
AT FO ANBIUT 9 FolA1 & SRS

Google Google

VA B el Soi & foiehl IUFNT 319 See 3119 7Tt % T SR (search Bar) & s3] &1 218U &% 5T ebd @ 16 3T
RSB e & ol X Teha/Febell B ¢S W/ B

PRI & T wITeT SRR B SR arer

Hﬁéﬁqw(google)%l

e} Bl ST B B d1G TUH] HIETS U YR (Enter)
T AT BhIF IR f&U 7Y §e google Search TR
fereteh BT BITT| ISTEVT & folQ, 3R &4 Whig ol
TSI & I & S BT,

U f6 g goi9 A HlaE (keyword) T Igd ITTNT H HY
T o1 ! AT @ B, TE TAH o (ol e UG BT STAHTEA BT Igd o1& 8 38 ‘iag’ (keyword) HgT STTdT 2
3801 & [T, §H ‘T IR’ ST 918 d &, 3R 89 38 WRATT Qefl & a1 a8 &

Google
B recipe L2

Goagle Seanch I'm Faading Lusiy
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IR EH WUV (Recipe) UTeg 18T &id &, A 9T &H Ta! &4l firet saft?
Tel! sﬁ%mﬂaaﬁaﬁamﬁﬁﬁ‘{%ﬁmﬁa%saﬁwma%‘@tﬁﬂﬂ@ﬁ AfH Uh IR g H o g sga @

Go igle

2 Indian recipa

Google Search m Faaling Lucky

 aferg g7 T @l e #d 8, TR IR A 2150 d3d & 319, T &8 Tt UbR & U1+ o1 ol gl IR, TR
&1S), TR HeX, UTeles U1R, 3M1Te et 3 et of) fezamaetT | 5 T & gex 0iR b 3 oft 81, b e Tk S s Sira

g

N\
| {4
t;!l:_'r-f?.w
= i

< Indian recipe paneer butter masala L]

Google Searnch I'm Faeling Lucky

FATSY ' YRAT §e TR AU’ 218U Y - 379, &7 3TTh! oiTdT & foh 56 Fg! Lad e i?
&1 T &6 39 I are O feraram o1l 89 de W B

saﬁqaagnaﬂaar&aa%%a‘rzﬁagﬁw@mm%ql &H $© 'HIaS’ 23U B B Sl GHTY WISl I KBTI B 3R
M 8 FE! TSR I Uga H HGG Hl
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& S - = fag g ufsear =hiF AT sudhediai 1 Google HT ITTNT Hidh Fetie
139 B A &H S91¢0:

1. T SHANT R SMH P fog [dSie + R gaTd|

2. TEC + T SaTHL LS A H | Ad Tl www.google.com 28T &Y 3R YeT gy

3. o9 Google 38U Fed &, Y fel & finfep b Sifer s 31U Hiohd I Y |

4. UH Gl g ATUS H, By T QS WG| AfG g, A 31&R E G | I TS Hihd Bl TS Hies |
o ST dTfes 319 T Ufge R O |

5. Ufsc Mg % forg Qe & gard| Usb SR o 3179 ufge sy & &), 4t &l Ufee & 3197 Hiae argu Y| o=d
YEFHA & ol Te Y gamg|

6. o Td T S I8! § Wi , 1 2fiefeb b e | 2o Tl BT T8 BT Foraah ST SISk 1 78 &1
IETERVT - 3T 7T 51 (Google Chrome) B REwhTee SIS 3 &9 & ST X T & 3 Wi ) Tsteit
mmﬁ%maﬁwﬁ “THi I AU’ (‘capital of France’) 25U & Tebd & | $8% a1, ‘TTel
gﬁmmwﬁmmﬁw "1 Y TSI (‘capital of France')-THTel T - THTeA %14 * aﬂaqu'c{ﬁ?r

|

7. U IR I T9 9 5 O R, T ReTegd Nudl & €9 # wghRida gl

8. faftr 8T e # g fisiecd & Hreaw & Afaile $ & forg 318 H gad|

9. g B3 UMb ag STHHIY USTd BT & ford 319 Tl 2 R &, Y 38 feih el W ST & feg 39
Ty o R Gex I gamy|

10. ST& BT 3TTTel UST UR FeAT ST, Y 31feh ST & for O ug|

AU IR TTE 3R A AL & fore, 31md 19 Geferg Y Theh/HHTS BT IUINT H T o

(i e )
H 3T 2

foree + H et eiv®

T 3Tl eed

R +T EENIKSKE

e + F7 foie el gt afshar a7 & forg

G 3Tl UTtheh

R + G e mitks

B 31T e

oo + B e ded

N 31T TR-ofe 2

e + N e TR-foie 2aree

E 31T Ufse hies

e + E e ufse ties
\C ST Hival] i )

154



2

X

/(G

(e + C Freser pfea) e

L 3Tl =T

e + L et gt

& 31T Teltie

Bee + &9 U Telide

U 3 faeies foi

v faies fois

X o y

DuckDuckGo

Tired of being tracked online? We can help.

O oty e [ i By . 1 s syt

T Tl ST T ITFNT Bb 3 W31 BT IR G|
S T BIF T www.google.com TR STT.

1. ollets i TeTuT FAT 8?

=0000

g e 6 " g

— —— e T T s

2. FATST & YU 3l S 87
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s nfafafer
TH ISR $HI G & ol & ‘hlag’ g ST HHY!

WY 1. WRd & T &1 ST
. YR b TTTHA BT ST

M. YRA P FaqT T BT Safe
. YRd & T

W 2. 3TIH e A §e< harg) 1 e
®.§S% Udl
. g3 Bl &1 U
1. §€ B BT T, ST LG BT ATH

3Tet A A
IfE 3T 59 vy ) 31} avg @ g foran @ ) Frema g |

T So 3TYP! des arss Ad (www) H TR fhT 71T S & @ie &
HEG HAT R

TS 3119 HIE TT3T H3A § ol T IR YIB! T8 o A Feg HAT &

fS1, arg, sHeHT (DuckDuckGo) FS T ol §
ST § T SaTeT 3T AT S aTel T g9 T @
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39 918 § g0 I :

1. Hew s e g?
2. SgIeHY, T, fger, Bug, feidssa an1fg w diere /ifsan diwrsd & IR #
3. Y HIFSAT IR ST G BT A T 1

-

Aot Mifean sad siia A e TR 980 8, 39 1 2-3 a1 ford|
g aie

39 A Fpg erer Aifean Grge 13w #3d / FLE 7 39S el A e evmg|

ST 3119 3TN d B

@oyﬂunmﬂn

N Y,
ATET AT Hifsar & IR A o

&R 31, Treret HifeaT getie wX At +ff Qu a1 Jaarse STat 5 S1u foraml & g o & A1 PRR A Ohd § | 38 gl
m%aﬁﬂa%a%%@marﬁ%qusnm e ifeay 3Tk foids 2er X Tahd § | 1S +ff safery formas e Hiamser &
Fuer AR geTie FATA B, Treret HET 51 I IR T 2

STT-3TETT TLTel HSAT HeHIH & STelTT-3TelTT UTNT & | H© T FTSAT VY T STIHTA g1 & TN a1 B & ford fepa

ST & | H 1 ST g & STefT- m%@%mmammém%mm%%wwmm

%ﬁ%ﬁwaﬂ?{ 37T T fora an1fe; & fore o S1raT 71 o U &1 Suah fadiy &0 & ga & forq fepa ST
|

Eaa:n e 31 efy a1fera safer & ar smudh efY &1 8, aY 3179 37 Aeret Wifear arsel 6 et a1 ahd & j

Hrerel WA Y & 919 & 919 37 315 &) Hargi

AU (Telegram) feex (Twitter) o

&M (Instagram) fefersgd (Linked In)

%Ye® (Facebook) SgIeHYY (Whatsapp)
. 4 ﬂ Linked
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ﬁ;@g@ﬁmwwmaﬁwmﬁ%mm%

TBTSel e QT ST BIdT & Tores 3T9eh &Y § ST 8ldt &1 Aerel Hifeam Yo § 3179 319+ Wihrgel ST Heha/Eehdl g
SETCgTY H 31T 37T BIY, 3TGAT AT 3TR 3197 T & 2 AT 3 TS SIS 3791 MbIgel &1 Teba/Teball & |

31T & fere-

MBTSe =: (Yeh STadR K SISl Sl el 2)
AMH:

3TE13C (About) : TSRS & B

8 ~
i, fer 3R Siftrent & <fia Y 7 aradia ufeg < st il &
A ol ST | & et 3 Rpdbe fel § we S? ’@ Wor fosms Totones

Follgead by hroobydochy, sakshamyrms
st 85 othars

e N ATH PO AR R AN EIHRIL YA p—— e
f@o: swmmend?

gt SR U et HIfSar QU § STet 51 aedit ok Sife tite a5 Fed & SR g il &
e o gy ATl ) 32 bl 31

ST &7 B ST TR % W1 T ThIsdl ST & 37K 3797 9k & o Uferra fordt &1 e &
S SN B BRI E AR N D A B2

LSRIGLE m%ﬁmmﬁumwmm%%mm%mmmzom
|

fer: a8 A agd IR ST ¥ | T A 9E) QU © ST ol ST Aot TRE B 8 2
A &, A6 QU B! A B AT AT & g oflvT ST ot e &3d 2 |

feen: %ﬁawﬁm%mmwwﬁmﬁﬁgﬂ%lﬁaﬁﬁmﬁmﬁaﬁ
|

after: S A g T gare?

e qu i R AR e st R Bt 81 77 fge v dieret Wifsan qu 8 wigt oin s
BT b 1Y UTE TR AT HY IR B Ihd g

Al H RN FO §Ie US & [§1er T3 Y Y Sgd weniedt o |

fer:  omyaTg T &, $© ol gebel I H © | G ANT ST SR THTER PR 3 &
STHT SYTIT 3TTTohel HS TRBIY SBT3 HER §ITert g el o T arefehid B
& forg oft fpam ST 2

A ST gER A & g1E Bl ATsd ST AT oft R Thd 77

QT S 3T a8 S8 &1 Hhags W AN Bl UIke Hi aTgs, TR 7R 37 R e B qahd 87
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&1, foeispet 39 €)1 S, B gi-aT & Tad 93 3R 15T Al g e Hifar 0 § &
T & | T R U1 & Toh 31T 1T & T 37.0% SIHT hargeh BT JUTNT B 82

aTg | F g YR A T T3 319 Tl & gl O aTd B & folg Haegeh T U el § | H
Y ST I 3 Tal § 3R T Tl & R arToret 39 Sitae & T et 28T 3

H 37197 Sl % T1Y I B & forg g AToR 1+t STAHTA TRl §
0042 @

H Y AT o & ol sgTeTTY YU T SEHT BT § | SHBT STANT BH3AT ST STEH &
|

Tel, & Y T8 et

e, AT Bt 37X Y9 Pt & o Y eI Jgad & | A URaR Jd Bl H 3R
3THER Th-GER H T e o fofY SETTHTY T ST BT & |

T 379 ST et tomd ot SEaHTel d 87

AU R R?

AT oft sgTeguy Y g U AARHTT YU B 1 §H AU R Al Y Tae, Biay, difsan
371fe 3 Trer HEST AT T & | 5 37 J H off ANTHA 81 Thdl 8 STat @ STerT-TerT o i)
ST TRR A B

Ig Y 9gd HEGTR &'

gl

TR THBIY T A o forg H feles YU samTel B

gl

&f, & ot | fefereg Usb U1 QU & STgT Theel 3TR &1 & Feiferd §e¥are W s fear Sirdn
21 T8 B & MTERA & TR H S 3R B Bleret Traw & forg suift g1 feqer, = gaa
foldegd IR WIhTsel SH=™IT 82

TEY | R g ST AR

&, T8 TR HTH S| §HRT feidrss MtbIset A1 D& THdT, 7R HIgrd 31 g7
S 3TVa &I fg@r abdar gl

TS, B AT Nh & old gAR IR A faR i T9d felgssT Meigd Wi SEd &

T & foicregH agd of&dt 81 & 31Tt €1 37U} WivhTaet ST |

~

YD TGS Hierer Hifeam YQu ala-€1 2 #4117
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3T2Y Frerel HifSar a2 379 Y& & 39T &1+

TS TR FH3 T 1 TR T 16 fFehera T 57 GRIET 6 & 3UTI L © | S1h 38T ARG, $© Tt o ol &8 Tl Hifean 1
YN & THY Y& @ & folg 3! Ay

%ﬁwﬁiﬁm;g@amaﬁ%mﬂ%a@@aﬁwaw&%ﬁméﬁ,waw&ﬁ%%qsmﬂmﬁmm
TEAHT {

I51 B GRE e e R

3 T B T ST YR A B2 foig 3119 781 ST/ |

Grerer Hifear o firet srsmferi & = d firel 3f 7 & 37T get SRRt |

Greret Hif S o Sl Td STHHTY S B T UdT, Seb WTdT ERedT 3R Ias SR 7 $i |

SIS 1T gRT YRR Y TS fopd off foieh a1 Brsel 1 7 @i |

reret HifSaT RIS |l SATRISE A1 g UG arell o1 7 B

Ueh =l YRR A B

Had S& 1 g & b oHITdR Sieret Hifgar R gieed 7 3 | 9e a1 fRAe & aig 58! i ofd o1 Febdl 8| S T ellssh

%ﬁa%%ﬁ%mmﬁ%mmﬁ@%,%%mém%lw-waﬁﬂamﬁﬁnaﬁzaﬁqmﬁg
|

e By BN =

- Tiferfater
HEl SR | B qH!

e 1. i gea F fore fpm were Hifsan Yu 1 3w fparsmar 22
&. feigssH (Linked In)

9. T T4 (Google search)

WY 2. YW HiTSAT R YIera T & forg - e anfgq 2

&. UTEaS [HE! & | 1Y TR R] B
9. By X B 3ol Sl ¥ BT gal Hol

3TeT A W
Ifg 3T 29 fawa &1 3= aig A gaet foran @ ) Freme e |

. Treret WifEan Y5 Vu a1 JeETge € et 59 S1u faa &l g i & C
1Y IR FIHA &

. Grerdd Hifean &1 39dhT Q9T 1 ) safed S ehdT & g urg Aiargd
1 X 3R g2 BT g e

SATT-3TTTT YN &b To1T ITeTT-37enT 7Rg & GIerel Hifear 9 g [ ]

. et WfEar ) gefer e e 3, Fifs aga & v Ae a5, c
T 37, A Y TR FA & ol 37 B BT Teld SEAHTA B 8
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6.6 ST Y&

39 913 § g9 HIE:
1. ééﬁ'c’ﬁ'{mﬁﬂ'@am(basic)aﬁ

2. % Hd (Safe Search) T 3TN R 5T 3fHad
3. Yrsa%hIsH &I Uiy

-
‘FeTAE TREIT” AT BT TYS forg Fam 7 82 draateg
UG i TSB! BT Ieod B o8 gH Feee W RfErd @ gha B
1.
2.
3.
- 4
31T FeTAE Y& ! el a1d 511
FeTie R IRIEd Te & oY, &7 3 WIS (SMART) It T SUF T 9% Tehd ¢ |
4 N\
3 SN Y ST ST 7 S forg 31T T8I ST/ & | Eerel Hifsan uX
S: gigrd T (Stay Safe) T ST S O &1 Udl, 31T$S! X (ID Number), §& feeed (Bank Details)
e PR 9 HL| 379 YrHas (password) fHat T T1g IR T L)
Hi1-H ¥l g Treret AT U0 W sTsferit & G191 Taeid #3d & | $© THT 91,
Bl bl & b 3119 374 Fef=T ATg AT 37 T U Bicard feced T BT
M: Hie 319 T & TR, AN 3T YT o1 & Fob & 31U I & | JTelTs SI&d 3Toel 81 8ld &
RGN THATe P A FE R &, T8 T
(Don't Meet Up)
it aTTeTTs Sred & saferiTTd &9 & 7 fidl, ol 81 319! Ig oiTd & fob 3119 39
R Y 3T ALE T S/ &

3T AT A BIS it BIgdt T dEai TepR 7 B foie 319 T81 SiHa/sTar &1 9,
A: ®T15d (File) TbR & (Ac- fopIeE=T (cryptocurrency) 3TTfe T aTaT B3 aTal foies R i B T 5|
cepting Files) 3 foith 3T HER AT BI- H THET e B Tohd & 37X SHBT STAHTE ST
SR STFHI G & ford fepaT ot ThaT 2|

WRAGT B T UG AL SIHBI Y ST B | JTUDT SeTA< TTdehed 3R sgreaiq
(WhatsApp) BRas 88 & fieft ek &1 siia &) A1y

R: YATHS? (Reliable?) E;%W%7

ws@é@mmﬁaﬁwﬁmmmaﬁaﬂmaﬁ%mmmm
Thara?

T SeTie ST AN & off J¥ 9 Tehd § o T8 Y1/ a9 82

. J
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3R ferelt NsT @ 1 fenelt safard & 3ITTeh! ST ol T8T & df 31Tgeh! fehdl) = fepel &

T: fpai 1 SdmT SR ST aMig Q| fopeht fRrere a7 gfaR & fepelt aaes & 91 &L oY 374! Heg
HL TR Bl | IR ANl HISTT IR HIE AT WS oiTdTl & AT 3TUh! TGSl

(Tell Someone) A ST 8, 4l 3T T1Y FTqdId BT gd o B | MY I8 ITqdid B I
Aeh & folY 3% solich HL Gha/Thd! &l

Wl T WY | 3TYHI gee R Gerd @A & ferg w1 HEr a1y

S: $aTAC TR AT STHEBT DR T &R ~-enmmmrmemmememmmme R

M: 3HTelTs el §T T & &1y THL
A : I d BIgd THe

R: oFIT ST 27

T: 317 3119 3TTGST & al fehell B

AT B I (safe search) & ST A SIH

AT (Google) Si& T $o7 g g2t W HANER A% T (Safe Search) U TET e § STt et T o1 BT TN Haad

3R FEgR ot W F Heg Hed 81 Ae T STERIET Uil Bl seife IR T o | BT A Igetta o2 fepait off T

ﬁ;%{qﬂ@@ﬁg%sﬁwsﬁtw S & foTT T T Y a1e] 3TR & (on/off) fehaT ST AhaT &1
CEIECA]

gee R AMHI T HTa THT FRIET &1 il Hgeayqoi 22
foreaR A ganq)

3ATST HTSELPISH & J1E A o1

TRBR GRT T B T MY & {SebT g7 T} DY UTer AT TNEY | ST 1S BT IS dl & dl I STIE AT STl 8| T I
HEAT, fep i) Safart IR HET AT AT Tohe! g&dTaet (document) SFTHT STURTY & N1 3 Tel TRBR & IATY B! H! dlsd &
ST9 IS STYNY BT &, A Gferd fom & fRreprera 1 STt 81 gfers 3§ safaa @t gedt & foram srae foman an| srosht & sad
BT o forg &fEd fonam SITdT 81 378 S[HIAT ¥RA AT Sie ST o folg T ST 8

3! TG SETIC B FEIHIA Bl aiebR ¥t B 9 §U B | 370 ATSR SIT (AT3TL-aA1/Cyber Law) FHaT STl & | ST fepeft ATgar
I ST SITAT & <l I8 TSR ST (TSR $H1gH/ Cyber Crime) HE 8 |
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HTSaR 39 &b IS

1. ER I Y SATRATA ST IR 37X ST GEIANT HEAT|

2. ol safara & &1 7ra™ (Card Payment) 3TR fareia ST QY ST
3. ol bl SIS gHBMT|
4
5

. ELCNT & YT R ARIRE A
31AY TV ST TR FEAT F TTetd SHBI AT |

TR IS SIS STUh! STHHI I & AT ST SATTATS TehIH TR SRET
Heqd BT 8, A 319 T T P TSR AT B &Y 7 RO 32 Tha 1 319

Wﬁ%ﬁqmwmﬂwtﬁéﬂ National Cyber Crime Report-
ing Portal) T IUTNT & Hehal/Tbdl &

1. 3AfcIrs fRIerad aof & & fold www.cybercrime.gov.in IR ATT-34 &<

2. ISR HIsH fUerId Fa 155260 TR Hid HY

Brear &Y 3199 ¥ @Wra & iy nfafafer &1 gar gerar 31 v stiensa BT IHY!
oIifT daaTge w9 |/ A Y @d fpar R, oad IR A e st
HE BT TE) 2 | bt 3 Rrear & o Redew stfenrga qu fog &)

fRreq = T AT IIRY? Fd13Y 6 3@ T H3H IoM AT

31T A9 dia:
Ifg 3T 59 fawg ) 3= aig A gt foran @ o) Freme e |

1. FEE W YUEd WA HT TTE aAHT-GRISd @, Aelsiiel 7 B2, I
AT B TS a1 Fores TR A #, Fvae T A g X ek awest
B IR fopelt &) sdqrq|

A% T (Safe Search)@@ﬁ%ﬁ%ﬁﬁ%ﬁ?ﬁwmw
m@aﬁa’raﬁww%% -

S forel) TTSeR ST B dIST STTdT @ d) 39 HISaR 3UUY Had & | IR
ST Y FRUTE B & ford 155260 TR Hiet AT [
R ZA (Email) T THA g
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6.7 éﬁ?'l (email) %Wﬁm

39 918 A g9 HA:
. 0ol I gfeHTeT 3R fagdivarg

. SO THISC I 37X 3T IUGNT & Hiaat
. 0 AT THY BIST Ha 3 (attach) B, T (cc) 3R N (bec) BT ITTNT FA HY

p
A T G SATGT SEAHT 16 forg fopa sirar 272 P

-
33U SHA S BIaH (features) H TR A &4

fep et e bl getie T A ST dTell S SHeT haelTdl & | SHDHI Hdcld BldT & Sdei e Aol - Ig ferdl) & iifdes &9 & I
ST aTel I51 T Qoo & TH &1 & | SHel T ITTNT U, T, BIgdl, o, feies 311fe At & forg fepar ot @ 31

S Ao 3R UTed 3 & Tolq &8 Teb afaiiTd SHl 3TSST (email ID) Y ST&d gidil &
A ATES) AR IR U et 2:

1. UniquelD@gmail.com or
UniquelD@outlook.com
3818301 & ol johndoe@gmail.com

2. 39! Teh a1 (Inbox) T ST 319 31 aTel S0l &1 3@ Teha/Tehall & | STaT (Inbox) U QT fefoiee @a g
STET 3! A Y T $hel ¢ AR 3@ ST HHa B

3. O 3T HIS SHeT U 81, 3T ITHT STaTe & Heha/Hehal

4. 39% SHeT @A H 3TeTT-3eNT BlesL a1 o8 WY 7Y 3TgeH, 291, WH 1S | 3119 Tdieh Hlea b BRI ST & ol IHehI
AT B HHA &

BRI U, ATTIHIeh TR SHeT & AIeIH & Bl g

RN A=A TH ﬁﬁw%éﬁaao‘rwﬁm
vt foyer forad) e 3TR 38 gfra fopa fop &
FTTAR &) U S & 9T Wﬁ@‘é’rmgl

o & forg g1 TR

1
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39 o § @ S 91 S ST SHa/eTHd 82
A AT

YT SHA ST <]
et T & T 3191 SHT ATSS! TTST BT
S BT STaTS ST

2T A UHISE I 3N 3TP IUANT & Ufhar S IR A=

T ABISE ST

T Bl T S A (Gmail) T 3TTO STAATA i ST dTell ST MTEST (email ID) B 3TSY SIHHA ST (Gmail ID) I &
HIcrl B gE |
1. oA eT3e fhUeH O accounts.google.com TR STY

2. ‘WIS (Create account) TR faeies | 31T s fariTa @WTdT (Account) ST & forg ‘TR forg WrdT I9TQ (‘Create an
account for myself’) 3T &1 TIF B

Google
Signin

B3 DOAlFLE 15 Gima

3. QreA-31Y (sign-up) B fears | ggd 19T faaRor gof &l

reab o [eoge koerars

4. 39 FHIIC & ol T VAT AT (Username) FTH I STl fhET 317 & UTH 1 81| I AT TG 1@ H STETH gHT
ITEY | BT SHeT TS & ol Ww%mﬁmww@maﬁm%l

5. IYTNISHAT ATH G & §1G, ITHaS ot B | Gf¥ B & forg A & Iras ergy &3 giHfad < b adss urgas 1em,
W&ﬁ&ﬁ?%ﬁqmﬁ%m%maw% ‘T a¢’ (Next) U feretes Y|

IR T H DI S YT 15l Tra (debicties), ST &1 dTA 31 foit1 gof i | ‘3T a¢’ (Next) U fareres Y|

6.
7. 3HP aIE 39! ‘o 3R 21/ (‘Terms & Conditions’) T Ut feamit 31T 5 UgAt 3 dTe @iaT a4 & forg ‘& Tgid g’
R foetss B2

AT Bies D! YT B FHS

STE HTYD! DIS SHA U BIdT 8, ) I8 SHaTRT Bl H JTdT & | 3TH! 38 WelehL T 81T

SIS ST YR G LT T H HET U, Y ST IdT Il ST {6 SMIeb! SHA b STaTel T & AT 78T | I STueh St 3mge ‘g
Bies & ffga 8, dt 3Ty Siet ! urae a1 wfafsar 23 % forg SrdeR &)
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YA HIET & AT AT

1. 3199 HRE R www.gmail.com TR STY|

2. HWRETE 3R, ‘SIS (Compose)’ IR fareieh 2 | STa 3T SHel folkd T8 81, d) I8 WY S o foh Y fohd for W@ §, Uredend/
311 B & SH ST 3R SheT Aol BT 32T AT 8 |

3. g (To)"dierd B 3T Afae Y $AA ST (email ID) ford S 314 St AT aTga/amad 8| o fepelt &t SHet SMEST
T Hles Al 8, ﬁmw&%%mmmmmmﬁwﬂam@%ls“eramaaemﬁﬁmﬁ
et 3R S Bies i sarear B g

GEIAT- 3TR 319 Uh SHel 5 @) 1 Ao A184 & df 39D 5 TR SAel Aol P ST&d
Ta%| A9 ‘g’ Hies A T 5 aferrl B S ATEE Sig THd 2| STES HY e
W%ﬁlﬂ&lﬁqﬁmmm(comma or semlcolon)ﬁmmmmal

( i | e s )
distpest

4, éﬁa?ﬁ@gﬁw%@Wﬁmwm@%m@wﬁéﬁammﬁmﬁwﬁﬁmwaﬁmﬁ%%%@a
o |

5. 39T T ford | STHAR U, 1S Y 32T 1¥aTeH T I& 81dT © (35163vT: i weie, g weiean, safe) | sifiyares oiik
WW%WwﬁWmﬁ%ﬁlwm%m YTCehd | ol TIATE & 3T U SEATER & Y1 THT e
(3QTERIT: |G, <A TH>) |

. TR H ue SR GgHd B e B Ffe AN
7. U RS AT9HT U2 U &l S, dl 'Hal' (send) T R foetss &L

Loaking for a book on South Indian food

eyapomailoom - Paaurggmail.oom ¥
Lopairng for a book on Scuth Indian food

Hello everyane,

I'm éiding a preject Tar my class on Scath Indina feod. | wanl 1o read a lew
books 1o find informatian for my project
Can you share sy book suggestions with me on this topic™ It would teally
haip
Thani pout

w ow SansSenf - T B I U A~ E- =

ER: -comner s

3TTSU BT 31ed (file attach) HIT 3N SHeT Aota I HiE (CC) R Sriht
(BCC) T YN HEAT H 1

3P STfRITd T IR STad & U HS ISTe0T &1 STgT TTUD! 379 SHA H WIgel TeTd (attach) B i STTTIHAT ST |
Ueh DT & ¥ H, 31Th! Teb W a;q%ﬁaﬁaﬁwmqmmmﬂ? ST Y TSN &1 Tehd! & | T AT et & &9 H,
3T9eh! YT STasTer fafas I ToTY Hb VST BT | Teb SR 76 31T bt U b HHAT & ST1d 8, 1 ST 3T
T1SH TN TeTy e g, FRAf RRaTe 3R 310 SEaraet 3191 S1H oiis AT Ut & 314 il &bl Aot gl |

Fe< [ oft 7eT & 81 Tehd §. 3 el WIgd, I I&da, Tad e, i) wisd, siifea) a1 ifsd) wige &l @shd 2
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el - <ouosu o oo £ ok o Sier ot o 1 < oke g o

pr———— SR T S | BIS BT oIS AT 31ed B Thd & 3R 39 bt TR HY &

i lemzone o1 eview THa 2

et TR 1. 3799 HPSH ‘'www.gmail.com IS 3R GreA-3 (Sign-in) HY

Mokl 2. FUINST (Compose) TR faerd i

e 3. qEd R, W faeis Y| 98 U TR i 315 & o1l BIgal &) 31cd
A Heg BT ]

4. I HTS g o8 31T SIS (upload) BT IT8d & |
5. ‘399’ (Open) W fFeres HL|

v e Soster « - 8 I YU A- E- 5 - oy a7 T2 % Tr SAe Bl g7 Y 3R A |
mﬁ fooamn s f o WWW%E&@HW@@ ﬁ?ﬁ%aﬁ%aﬂﬁﬂé’raﬁ?ﬂ?

ST 3| ST SFelTal, TTiahe! B T2 b TR W & ateoe % IR & Tbd 2
319 9ITHUY (Please Find Attached or Please

Find the Attachment), HUdT TdTH< S&, HUAT T US 31T S8 arerargt

B IYINT B Thd ¢
il | et for T I (CC) 3 et (BCC) Rt 7 30T T
T S 3T = (To) Sieres 7 Eire STEE) ool 3 2 1 £ 373 ST (Inbox) &

AT ST 81 2 (To) I & T T 11 SHeT STES) g e R S, fored) T8
gof S0 TS T TeAT ST B |

T MY &1 31 faepe firen- &Y’ (CC)’ 3R ‘S’ (BCC) | sfifer
Y’ (CC) BT HdeTd BT HIUT (Carbon Copy) 3R ‘A& (BCC) &1 Hdels
SITSS BIe HidT (Blind Carbon Copy) BIdT 81

v % SmSet = T B JF U A E- E - @'&ﬂ'(CC)Wm] w%m%ﬁ%ﬂ@éwi}waﬁwmﬁ
Ahocoands . § éﬁaﬁgﬁ%wﬁméﬁawwﬁ%ﬁq%m%aﬁtmmﬁ/

el & b $IS 31 e o 38 W, A 31U STHAR TR 38 AT HLd 8|
IETET & olT, 3119 3197 Rt ) ST HLR/IE! &, b 3119 ITga/AT8d! &
% 319 Tisiee UrdR ft I8 SHeT 3 |

S (BCC) o7 3G fehlt 317 saferd bl S8 bl Teh Ui Vol & ford fepam
ST &, fSFT Jet Tedehd (receiver) @ g UdT a1t o I8 $Hel 317 fop afoRy
Y BT T B 1 379 SRR (BCC) T SYTNT B ol bt Thare Siet Aoy

¥ forg ft I Tha B 1 QT A O S0 W HaA aTal fepalt of) e 1 31
ferat & SHel fIa=or odT 781 Tetd g

[ TaT- 1 fgu 7T Hfqat ShiF Te SuahTawdistl & forg STz gii| ]
ThH AT A ST fpTSe T T

1. ST3SR (T h1H) @ied |

2. UTIRH TGH (account.google.com) 2Tsd B | 2fiefes S (< + T) 3R qf¥ Y1 amae & aogm
& for 2137 T T BT IUTNT B daiet W Afie B

[ I - e THI-THI TR ST YR eThd Seardl @l gl j

3. BHS (TS + F7) B 3TN b feieh feree el o) Afshd Y| 318R C a1y 31 feih hide 3 b
("link create an account”) TR Ye &I 21U |

4, S o T oo ThA eR " STUAT TTE W SHTY” (“Create your Google account”) HgdT &

5. W& IR INSERT WTdT s HiH famrs 33 W, 3iawads foreor ¥ |
QTSe aiere § 3191 321 WY S 7o 319! Ugel T, 3ifad A1, SURTehdl TSS! (7S SiAe 3gs)), 31
YTHas/6H 64 Iaas |

[ & € - Ueb YR SHA 3TMSE & foll, SUNTehat ATH & §Y H 3191 G 719 W1 d8aR 8 | GHEd &L i s J

qrEaE 3181, TEATait 3R gy quif & GieH @ Aeied 8|
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Y feRiTd feor goi ea & §1C, 3ol S & [olT ¢F Bl SaTY | 58 I B Tishd B & fold TIIR I BT
I9ANT et ST Tt 2|

1. 9 BIbd 37Tel I8 G ST 8, Y 3TTIhT 3191 ST 3TR 37 faaRor U ST SITT: HiaTsel B e,
wqﬁ;{aﬁﬂwéﬁaw,%ﬁqﬁaaﬁﬁ%mﬁ%mmmwwﬁmﬁaéﬁﬁm'%mw
GREKTY

2. 3idH, 3! ‘FFay ud ord’ fe@rs St 3191 A 3113 S & fold TH a1 /37TS 3N b diag i
b B

3. Ush RS 39 gt FaHT 3R ordf @ 9gHd 81 51 8, d Bied oA Ot U <ol STl 8| 3797 @Td # &g
T e & ol 37T 7T T iAo TS 3TR qrEas § ofi17 57 Hi |

4. TP R TG MY GheIdTgde ol 3 IR ol &, ) Bihd e Hieed W8Il § | 2y ofidf 3R gy ¢
HIhE aTd Bleet W g ATl |

T A B GhHF Ve A 02 sl gl

Tt Bies $HeT Bl 3aeT & ®Y H WSfHid &ed B 1 afS 3119 aet ATSYH & 1Y $Hol ol g &hd &, ol 34 Ued
IR FHE § 31 T @ | BhH-Jex IuanTadiat & forg, @fed faiiem & ara $0e o uga a1fts
gfaemsHe g1 fep A § e qid g wedr 78! e
U i Bies A Fafefd aa fa &
I dieg |
AsTaTet B ATH|
T uferet - 39 U321 & &g W11 & qaiadlia & 919 foid Tertde o ghm|
T&Te a1 T STa SHe WTd g3 Al
Tt fordie $her & S A 31f¥es ST & forT (ISTEX0T- G321 BT §& W, $A fepgrab! Taiferd 8, amfe):
1. 31U Sitie @Ta § 9re 24 &L
2. ifep Y e ¢ 3R YFY Y o Piepd 3o Hiest R B
[ I ¢: 81T a1 H UTW S0 diferep! H Tad HUR 81N | ]

1. Ugel b ST o fofQ 31&R X e |

2. THI AST A= HT A Sl & ol 339 QW &1

3. BRA QA g afe $Ae & srdore wnfiet 8, 31TUeh! SR ATH & 1 UTTthdh STeTieh & &9 # Ush Tobd
e

ThH A $hA & T 3Tk T2 & 7 NI BT Yafaretich e

feaTes a1 T ugH & folg BhIF JsT R SRA W gany |

HIHd Bl 3Tl SHAT U of S & fold ST QR AT &R X gaTd |

fepelY oft it o1 g1 g & forg fofes forwr ufery ok Gex Y gy

STE BIhd 3TTTel OST R STl &, Y ¥ o3 b ol forwar ofifes & w0 & wefeia giar & a1 78t 33 01 & Sifer
Y Tt TR BT Ut Y YB3 H TG R Sl 71 T2 T YT N Y8 & 37d H 3uersyy g |

9. i B Y BT & dTE, BT HY U & 3id a% o oM & foQ dHglet + TS garg |

10. ST9 % 9! Tg! [ Yoy GATS A1 ¢ a9 a [RI%E + H gard|

11. g%ﬁaﬁw—wf;qmaﬁ“{a%&%ém JMES) &Y THe TR o 3617 g7 3R ‘it hies & Rfga
|

Y & T T BT Y e Ug 3Tk e & forg 19 iR gamy otk ot Qg e &1 3udim &3

Sh AT & A for@ar
1.

© N o oA

( Y W N

T - HUN Ol ot & B THA o7 el & | 31T 21 Y ofid H Tehd & 3R I HL T & 6
UST ofls &1 T § AT 81 | fehiee ¥ Y, Bihd ‘¢’ Hies B g
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¥

N
&

7N

Sl 319 St ASHT T8 & 39 Al ! ST LS 3T B |

SHUTe Os1 § T thies S o, e, i), TSt wiTe & Aregs & i a7 & forg o gy
39 BI d9 e gaTd 59 e BhiF AT ‘B afS) Yige’ Hr eivon A &t |

FHYFATY 7T YIEY BT e Hd §Y AT G2 ford |

39 P 99 d SETT SI9 db BIhd ‘WY’ (send) T W AT Y| SHel e & fold Wy TR &,

© N o oA

CISESEEECICae! HOI(*S{EF{E— |

[ e - afe SHl ThAdTgdD Scilar &1 71T 8, Y 3TTUh! Thi- T & U Ycbd [T 37 SIS Hibd ]

ShH AT A At BT 3T AT

e Il $het JMEST ‘2 Wios & Rifga ], @t S8 o1 sfarer 27 & forg o wifsean &1 ureH &

1. 2Mve 6 offd B¢ 3R Y X o6 a8t et et T © Foraent 3mmaeh! Stamer 3T 2
2. Ud S SaE ¢d 994 & fased el
a. IR 2 (Reply): Had AT & g1 ufafehar A |
b. @t &1 3T (Reply all): B 3R ‘A thies § fafga @it & IR 491
gfEa ¢ o sue! wwar § o6 o a1 fawes gaT 2

3. < + F7 HHIS HI IUANT b foidh el Sl Tishd B

4, I F YR

5. TS §ed R ge gang|

6. HIHT WY ‘g’ Phles U IATdT § Hiifh Fhice T9 J T8 G HTTH A AT 8|
7. Y P AT T G4 a9 &F gaTd|

8. T8 Yy erey e fordl 379 vk &Y T T8 d &l

9

. U8 ded W UGTR g1 T Ugel SHA Bl SIaRT o1 o |
10. & & R ed 3R WHIR ga1Y|

11. IfE AT THAATYD Sellax 81 711 8, Y SITUh! ThiA JeR & Ueb ©VoTT AT 11t {6 * 31mdept Aedt
W‘ﬁ\_ﬂmw%l (‘Your mail has been sent successfully.)

T P 1Y Al B ST

1. 3199 IYTNTHAT AT TR YIS T TN b 319 SiHet WTd | Al He | 2fivfes Siief 3T gy ¢ fop
Plhd el Blest & & AT 81|

2. ‘TS + F7'HHIS BT IYTNT &b Toidh [olee I Tishd Y| Hel Uy & & ol 318 C oY 3R Ye gand |

fifep Y Sifer ¢ TR Y X b ke et Aol Uof TR B |

'L + 2T’ HHTE BT IUANT Ib IAHM B digd YelTHe i Sifd Bl TeHM TetiHe ‘g’ Hies B

2 hies § 39 fari B SHA NSS! 213U B oS AT 31T HIgel AT BT IT8d & |

fawa’ (Subject) Hies & foiq 3 gaTd 3R S0 BT 38T GiAW 3R Grefes dH & <8y Y|

39 gAY 3TR 31T WISe e R BIbd o oY 3R 38 IR WHR a1V | 576 U7 STIANT siford FotTT, af

BIHd BIge ATH UG G g

3TTgen = fore G 3R T & Wigel I e f31%e + 2o gamy |

8. SHTY ! dd dh ATY S1d deh ThIq JsL &g 7 81 S|

9. fam il (This PC) & ford 31&R T @&y 3R Qe & gard |

10. U TR BIsel TRITRR [4E] Gel W, Faferd Wics 8 wrgdd g1

11. BIbY 39 Tg! Bsd R T fo8 TTe1 H7 6 Taehhdl g | <o b dd deb aTd S deb 3! ‘31 s’
GATS A 3| 3T S’ R EHER gany |

12. Tafd Bree Aot & JE1 11T 3TR Hieha a9 SHuiet Hel U TR SN

13. I8 IR & & forg 6 1 wrgel aica 1 71 8, sy (Subject) &5 TR B o STY | S197 T &1 2-3 IR
I | ThI S5t 38 BISel 14 % T UTihe A< Bab Ul | 39 P ad deb ST o 7 AU
"HG BT B U (‘Message body’) TS 7 5

14, T S T 9T foidd T $HA TRIEER (email etiquette) BT ITel S| 38 STeTdl, AT Bl AL
%H@Wﬁﬂ%ﬁ%%aﬁﬁﬂaﬂ?ﬂ 39 YUY (Please Find Attached or Please Find the Attach-
ment), UT JTTHC S, HUAT 3¢TH< IS, mﬁ;@@ammﬁaﬂmnao—wﬁ%
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@R
15. a5 R 0 g e 1S 3 79, S gm AR AR N

16. 9 GETY 3R O ged W ol AIY | 39 R DGR a1 |

17. afe S TherdTds fardied 81 7T 8, Y Thi e * 31T Aol AheldTgde faafid &1 7T g’ (Your mail
has been delivered successfully’) & €T BT |

7\

UH & Tl ST A |
UL 1. S0 A BISel H Aol o Tl 82

hI HHY!

a. BTSB! A H 31ed IRb

b. $0e1 & g=rdTe Y ferda

W 2. T (CC) T quf T FT R?
a. SIS HIeiA HIUT

b. &l Hidt

37T 47 T
Ifg 39 59 Ay $1 37 aig A 9= foran @ ) Freme el |
A exe H ATy | R safe &) 99 o711 aTe b 4w B
A F Bler §: A 1SS, SHaTRT | el U BT 3R Sher Vo 3|

el HPISC ST 3R SH AT

QuR foelq 3T (icon) IR faeish HL&b BIgdl B SHel A 31T HET

WL (CC) FT 31 & HIe Bt 3R N (BCC) 1 37 R sATSES Hraie By,
3R A Ao H ITHT ITANT HA HT QBT
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39 918 A g9 HHA7

1. TiaTsd UlereeH (applications) & Werrsal
2. T # Ha1Sd BiF BT AN B & did

a1mq Frafira w9 3 B & Aa1gd YA (apps) FTITIRTFA/FA 3?2 5TAR TR | Frarsiea
§g

1.

2.

3.

4.

5.

N J
aagqtﬁwqﬁmaaaﬁﬁ

HeT8d Ui e AT VY Ush UHT Iteaar (soft-
ware) ACESIIE] ( smart phone) 7 el S
g fearsd & forg s=mar = 8| gAi fafis
gﬁaﬁtnﬁﬁfmﬁ%m@‘ﬁmﬁqw

|

TS 3UHIT (devices) BT ITINT HTEH & 3R A
3TTET & firet ST €1 Hiemget QU &l Heg & sgd A
HTH T & FhY ST Thd &1 S8t (email) o AT
fofaes MwTsd (linkedin profile) &M S8 ®ET

& ToTT TP S D! ATTLIDHT 78! & | 3T 37

ﬁwqﬁ%&ﬁ%mm@qﬁqmmaﬁ/
goHal gl
Lin ~
)
(@

3 afarrt 3 forg e ot efY a1ftra safey o1 0 efvare safwRr § - 3y ThiF A Aivedr &I 9™ ax®
3 Ugigs a1 3Ny AT BIF &l s &Y J IUANT 6 b & | 38 Ugigs W i 3R i0S T
FrAFSTER & ATH T ST SI1dT & | I8 giae feeht oft B & fewiee 9 & a15m g1, 50 giawn &l ged & &
forg, aféra’ ok R ‘wedfafaferdl wamy|
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7\

O»
N X
HH f¥ aTel AT STh WIS 3R 8TE e st TRiTafafore giaemai &1 IuaihT ax Tahd 8| 3 TR BT 3THR

%ﬁgmmﬁ?aﬁmﬁm%ﬂm“mm%l 3 Rebeq AT > CaATAITaTre! > fre % aiafa arg o
[

Gﬁaﬁﬂmaﬁa% 37 forg 1 & ¢ weRfdfaferd gframg suid &t
ATSd $H - fpE) F Teareq W aiel B WeTferd €9 4 $=H a1 8|
TST SIS - I 37K taf BT HER BT § 3R 38 THIT I e & €9 & Uefid dar gl

I1eg FAATY - Forell &1 g ST | WG B © b ST 371 81 36T & | IGTERVT: 516 3T STl arwiell @, Sal
AT B 8 Forell B, get |

JIe-21gH IRE (RTT) - o6 B B Dict T GTg B B ol SeRee BT UGN A bt e e 3|

IToC THITBIRIR - Rt Y 37109 31 9T 1 319 ) fearsd & vieg ) Rbec 347, g 7 iR sem &
Ww%wammmwa%@ﬁqmwméﬁaﬁmaﬁ%

feator ge aule - ggizs fRaga % a1y fgafar ue & 31fte wy &9 8 g & giaur ar g |

wmﬁa@wﬁﬁmanﬁ%aﬁmmmﬁmﬁﬁﬁamwm%
T YR - Siet Y HHTS T fEars o Ffid s S gfawr a1 81 stmarst &1 3udinT Yo e, Afafe
BT 3R T Tfge A & forg e s asar g1

o Y - 981 ca=hle & 99T U a1 e feaa & 91y Ugiss fearsa & ary arasid #a7 $t
gﬁw%m%lﬁaﬁaﬁﬁuﬁﬁaﬂﬁ%m@é%ﬂmaﬁaﬁwmﬂmm%l
T 5619 - UgT5s 819 ShiF W Hafid i & fo aTdet a1 e &1 3uaNT i ST 8l

BT B BT g9 (TFATATaTerd) ergnanae) - a8 g7~ B giden a1 2 fob 37 G &) fpai) 2 76 fe@mr
2 oF% fore fopan &0 &) srawasar g

LY 5 il / BT b TR A 414 forg 19 HIEBIE R Hidrsd 9 3
FAHA / THAI ¢ |

o =

312U A o6 TR F forg A BN &1 3uhT A 8 T&HdT @
374 AAb! B 319 Ueb faemelf & &9 & Tiraa 31 319+ Tt o fd 37 & forg MaTge B &1 3TANT 9% Gebad/dhal 3|

1. ferer o Rigmie s 3@
u Y BT HRA 3R AT el & ol Setie Ueb siergEd q1ea | faiwsii @Ry s=rg g
Aifed) § Hra1 HrhY A BidT 81 319 3191 984S & fawa & IR & difed) @i & foig
g&gd (YouTube) FT ITANT & THA/TehcH! & | 3H ARG 31T HHAISH 31X TR, G1 & forg
W(YouTube)aﬂWa?{m/Gﬁ%I

2. mmaﬁm&qasramﬂﬂaf«t
S @ﬁmaﬁ%mﬁmﬁmﬁﬁzﬂﬁﬁéﬁﬂﬁmﬁmﬂéﬁaﬁ?ﬁ%m
D gHgl T8 grgi/areh | s T R 9 8Y | STUHT HiaTsed BIF 5 78 et /
ST &1 THS § ST HEG B Tehdl & | ST Leg] bl ST & forq femalt off
UEHIT (dictionary) T BT STTRT &L |
. 3. ﬁﬂﬁﬁ@ﬁ‘WHﬁ(Googlesearch)'ﬂmﬁ
r Wﬁﬁ%@ﬁaﬁtﬁaﬁﬁﬁ%aﬁ%ﬁmwﬁmooglesearch)Eb‘r
U B
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4. e Wifsan w e T & e
li m foiFesT TR Hags ol Frere Hifedr Y0 o & Tg a1 J9 (group) B1d &
STET U THIA PYYeT aTel safeR 31X 3E T it a1us iR e Bea €13

g 3! 79T T TR U fensdf & w9 & fowfEa 819 # Aeg R adha

%lamaﬁaﬁﬁmaﬁwaﬁzmm%aﬁﬁwﬁwm

7\

efaiera safel 3k 0 eare saferl & forg gomT - o suanit uiersem § e sudin s
o RE-afif A R S R aesa 1 Fsa TR e

1. & A1S A1E - iA-fewis eff aTet T Tah! &1 U SiieTs g ot effania safe ok &4 efdara
wﬁﬁaﬁm&ﬁaﬁﬁaﬂﬁsﬁiﬁmﬁ@ﬁaﬁﬁuﬁﬁmmﬁl

2. ng’alm 319 STTH-UTH i axgalt, St 3R 2xe & Tk # fawor v 37 3 forg Ha iR T
HLATR|
3. Wt AR - g R Y grett i ygaHaT 2|
4, SN AT - 2o &) ARG 3R TST B, TT IS Pl TGeTehy, THRE B! dlell B AT FEshriTget B,
3T I & 3T AT bY YSHIIAT Y ST ferd 3T G|
5. 3TS-QHEIETH - U Uit Sl [Tt &l i), T TR Temidr Sarail &1 3uanT &3 & forg
gYred ST 8 1

6. W&lﬁ'&-‘c’ T SATHTE T8I TiteaaR Yt eM STt S gigheT (artificial intelligence) T
3mefed &)-avw! aTddtd | o TahdT 8|

7. KIBO - g€ HIUl Th S 3R U # Heg Har g

Wa%ﬁawﬁ%ﬁ%%qaﬁwmqﬁ%mﬁqw%ﬁwmﬁmw%mm
Hohdl a:

1. QIZA4dd (SignAble) - 991 S1ferd el 3 for 31iH-feris urdir gidfae 9T &R (Indian Sign
Language interpretation) aT|

2. SEIEHYY - dIfsd 3w 3R e Bicd B 3R UTed FiA BT Wi |
3. 3fIeX (Otter) - I ST 3T HH G- AT AT} Bl ATST BT UM il 2

TRIT T S AT S, FTHTI0T TR T SITebI< aTelT U 1 g (knowledge hub), 9901 STfYd e
% foTq 3N-T2TT (one-stop) THTHT & &Y H H1H B Tbd! &

IR IfcetiRad TleTeh e & 3TelTdl, cliehIHIeR fIheTiTdT aTet S ferd HTdoT-eh TATHI & folT sglerraR Uiafsal &1
U1 T & foTg TTer HIRA (Google Maps) ST UZHT & Tahd! & |

-

UITIGID]
319 fo faorn & SR A 1R 31f¥es ST Trea/argdat 82 S GHY!

&4 (YouTube) TR 39T g 3 forelt forwra &1 difea st &1 371 2 T8 <t
T Iy A ford it 3R Aifean § A

Q\

)

X
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arret % drar:
IfE Y 59 fawa $1 3=} aig A gt foran @ ) Frem= e |

1. HiaTse U9 Ueh QHT iR & St 3udiT SHdwiH a1 Saeie (&t fiargd e
feareg W e STar 31

. AU HS dlH! A Hra F folg Hiarset YU &1 3TN H Teha/Thd! o- IS8T H 9
fer: ﬁf\wﬂ%ﬁaﬂaﬁ%mw(mumbe)mm, 37 7 91eg Wie1 &
forq fea=at QU (dictionary app) 13U, AT fawi & S & &9 & folg P16
H?f(GoogIe search)ﬁmﬂaﬁimmﬂﬁf\wﬂﬁﬁmml

. SIS QU $T IUFNT HIA THY $eIAe &I HT ST T 963 2 e
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6.9 ATHTHR & folq AT
TS IUHLOT BT ITANT HAT

Y TS # gH HIEa

1. e M (Online meeting) 37 & dds

2. S (Zoom) &1 3UART

3. Wﬁ'c,’ (Google Meet) &T 3TIRT

p
&1 311q fafor aif HiféT g1 S T A A 8237 god i et g .
oS TR & 119 A & 3R/ forenT 31aa 3y e &: Hra st
iTerg difea Fifd & wnT @9 P forg 31mg am A9t X geha 87 foawel = pfaal 6t
q\iﬁ‘q’;ﬂq
1.

2.
3.
- 4

TS AT HIfET gl H IR AT

?rﬁﬁnmmaﬁ‘@?ﬁ%waﬁﬂwa;ﬁﬁwawm% , o o Tt aa § TR Ush Tg 3 &9 & SR ! qu
|

gatie & ATy § Hifen sifers i B S Tebd) § 1 T SiierTe M a1 $evey fafta difedt oik aiifea) wewid & Arem
Y BId &1 8 3fTerrs Hifc &0 & forg foiv fefSreet #ifém QU (digital meeting app) &1 ITTNT &d &1 ST & Iqelst
3TR I ToRT 31T eTg HifdT o & gamTer & 31y T I e T/t

AT I T & 2nfiret S & forq 31T 37t #iféT &1 fofdh (link) a1 T STSE! (ID) 13T (2T / share) AT |

ot BT & S ITeT 8 AfoRT Ueb-g@ik A Td B Thdll & 3T Ueh-GER b G Thel g |

3 U T P! ol Y IR TH &

HHET & YT & T8 <N bt 3 & forg 37R 319+ feaTss W HHT d1e] BT
afs & el & forg HifdT & Rapte B¢ 3Tk &g H1

ST &I B & forg 37U ThIF TSI BT

T & a1e, FATTATST HIfeT Bl d¢ 3R FHIC ST

Sy P o =
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UH BT e S |
W 1. S an Hifsa) wewid u g yar H Hifen gdr 22

a. 3TFATSH HIfET (online meeting)

b. HRITIS HTET (office meeting)

WA 2. TS Hifdn A i g1 & forg & & = anfga?
a. Gféfthab (certification)

b. Tf&T 3mSEt (Meeting ID) a1 HiféT fofs (Meeting Link)

32U §H (Zoom) BT IYANT HIAT HE

A (Zoom) 3T & TEd G SifFes M Y (app) # & T 71 A & 3119 Sifed) #ifén s gea/aswd 8 ik 39H
YA g1 Thd/Tdhd! 5

%Qﬁﬁaﬁ'{‘ﬁ'ﬂ'{(share)ﬁ

1. ag&q@ﬁaﬁzamﬁm (account) ® &ATTT-8 (Login) |
2. THH R fE@TE &1 arel AT TTF ‘New Meeting’ T8I (icon) WR faeies L | ST SieTs HIfeT L& &1 S|

o L - B R R o
-]
14:56
o
0 Cemmmme

3. ThH & Fae wmT  faw ‘difém s’ (Meeting Control) & Tiféfmticy o faciss Hil

4. uiféfyUe U9 (Participant panel) § = &Y 3TR faQ ‘sam8e (‘Invite') sie IR foeies &Y | a8 31T g+ foras Areaq
3119 377 AT & T1y T fofeb ( meeting link) YR BT AT / ATET & | 377 1T 319 319 ¢RI YR fobY 71 518
(Invite) & grT Hifén & e Tha B

M & - J19 fau g ufshar &b Tt suaiTsdiai & forg suanit g
39 HY I HISTgA B TR FH QY @il |

39 @1 GaRor & J1e A |2 AT 39 B

B’ 3T WS & felg dhglel + 39 gy

39 DY d9 d a1 SId deb TT! TS M (‘New Meeting’) g2 7 firel ST 37K 38 R Gz gy

‘gaTge [adhed &I Afshd B P folg Tl i 31Tee + | gaTd |

B4} saT8e foidh e de ¢ TaTY 3R iUt B & folg Tex &l qay|

e & onfiret 819 & forq 3w ol & grey Wi fefes arem &2

N o v s wN =
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Ecl\'l:lﬁ'\ﬁ'ﬂ (Zoom meeting) ﬁ'mﬁﬁlﬁ

1. ™fdT 8 (Meeting Host) &3 aTet &ferr & i feids (meeting link) a1 MiféT f&ee (meeting details) 31T are
MR BA F e B3 |

2. Tifén & enfier 8 3 fory i IR faeies B a1 Join 3110w T STAHTA Bi | ThH & A1) fedra M garse #
IEEu-eT’ <3MTsdhT>WR fFeid B

New Mesting =

Schedule Shane Soroen

3. wifén & enfirer 81 & forg Mifde sr$s) ersy & 3T ‘Sife’ IR farcts &Y

2 rooe

Join Meeting

Do 7 ponna 10 adinn

LR ]

& § - 9 Ru e St s Bt sudieatal 3 forg suaih € .
1. Wfé e 3 aTel safer @ Mifd fois ar Mifé faaror smuss gy amen &3 & e &5 |
2. Wi H enfiret 19 & fory fofes R foetes L a1 ‘g1 39 & 3idiid ‘Sifgd’ o1e &1 IuTNT Y|
3. T AMES) 3R UrEhIs gof B 3R ‘Sig’ R faeies Bi|

4., WETSE & g, ‘BIY’ (‘Leave’) &7 W YR &Y

aTTagas Aférg o YU R aférg’ 2 & 6 oI el &

U T Tl ST A |

W 1. T HIfET (Zoom meeting) # wfiiet g1 & forg simus feper sifeers
T ITFNT HEAT A2

Shaie Soresn

WA 2. A HITET (Zoom meeting) Bi$A & felq emush! foha st &1
UGN HEAT AMR?

e ——
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R forg 7Tq ey Y FHHTeH fepEt I ot FH BT SIS I B H e a1 Tehd! &:

( biis b b
ST + A eI e 3 Bge ) b oy

3T +V fafgan & 314 / 3176 S & felg

afee + R feapifEm @I 31t / 31 HE & forg

ST+ P Rt ot /o e 5 g

3mee + U IR forke &1 311U- & & forg

3Tee + H e i 37U B & forg

e + Y B9 331 3R T HA & forg

T+ S B SR 1 o/ S A B g

(T2 +Q Hifé &l Sted & forg )
SUT FTfera @ & forq e QY A T

1. TGS AT H G & ol GHITRIT I o < a1 Wiearse &L
2. SN ST T TET & 3THT ST I b fol ATgd Heri=iT & He |

3ATST AT HIE (Google Meet) BT IUART
FETAR

¥ Googiesion

el HiE (Google Meet) Ueh 37 wlich 91 3ii-etTg HIfm AT &1 . _
Google Meet & foTQ, 319 3797 SAA b3 (Gmail account) 1 Premium video meetings.
HLTHa/GHd gl Mow free for everyone.

%Eﬁaﬁaﬁ'{‘ﬁ'ﬂ'{ (share) &%

1. www.meet.google.com X TY

2. T2 HET (New meeting) IR faerd &<
3. “Startan instant meeting” (¥ HIfET Y& &) AR D! foreieh | T Teb 75 HITeAT FE NI |

Premium video meetings.
Now free for everyone.

W P SR TN SOrVICH Wl DT Tor Bt Butiness
mastings Gongs Mest i rakes 7 fres and seaiabbs for all

o2 Creabs o meeting for lates Mmoo 1k

-+ Ztart an ingtart meeling

[ Soneduls i Google Catenda
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4. Y T g 3R, ‘Hifd faawor (@ifén fseed / Meeting Details) o &L
5. "Copy joining info” (M EIF I B HIUT HY) UR foreTe HL.

Your meeting's ready X

2% Add others

Or share this meeting link with others you want
in the meeting

meet.google.com/spm-dxkk-pzi Q

B Fepple who use this meeting link must get youl
permission bafore they can join

6. S0, a1 fepait 31y QU F W farawor 1 92 (paste) Y 38 37wl ol A forg Wi & enfere g 8|

o 2 - o et b e Swireatait & ferg su=iivh g

T v ¥ 3R Fre Y

1.  www.meet.google.com TS|

T2 HTET (‘New Meeting’) s7e- WR faetas &Y

I SR T ‘g NS FE B ( Start an instant meeting’)fahed = 3TR 3T W TeX I ga1¢| T8
T 7 HfT STaT & 3R S e gE aar g

4. %aﬁaaamw—waaﬁwammrﬂ%nﬁw(meetingdetails)wqgﬂﬁia‘r:ﬁ%a‘éaﬂz
|

Iisha B & forg Yex I el

39 a9 d% AT TS deh MU ‘Bl FAS T |

i i B I B & oy WIEIR a1 |

Hife fereRor Bt E0et a1 fopeht 3= QU & Tee ¢ | 38 3 ANl bl Aot forg Hife & enfirer e 81

2 fe T e Y HHTEH Rt @I ot Google Hie BT HTATIdD I HA H G&TH I Ahd o

wN

© N oW,

(Fwie bR )
dHgld +D HIGSHBI Dl B / FTRIE B b ol

dhalel + E fafgan &1 3114 / 3176 B & felg

Hald + 3o + H HERCIECALIY

@H+W+C ¢ g &Y 31U B & folg )
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-

aﬁwaﬁ@%mﬂwtﬂimoogle Meet)ﬁ‘ﬂﬁ'ﬂw Bl HHY!
I Tm?fr'lﬂE(Google Meet)ﬁ%%aﬁaﬁ'{ﬁm
GEEAT e

3Tt 79 W
Ife 3T 5 forog ) 3=t v @ g foran @ Y Forere ey

. gaTe (Internet) T JATAATS 11 dTell Hifdrg Y AT HIfETd (online
meetings)ao%T\_rl'l?lT%I

W/ﬁ%%ﬁ%ﬁqﬁm(Zoom)?:ITTI'l'IHﬁE(Google
Meet) &1 3UTNTT & T B

3= AT i 371 HFET H et H3A 3 fold g9 S (Zoom) AT T Hie
(Google Meet) ol (link) EHTW%I
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6.10 TE1 R iR F A F forg
AV ATHTSEN BT AT

9 913 # gH HE?
1. Tt & affn s H e w@ H1aga|

2. WEA AR B (career) F fAH1E & forg Awita 5Tz (websites)
3. dd (continuous) AiaR faera & forg gezie & U= & alish

p
AAfira fereperiv cafar 81 3 STEE) Ao § S w2 § 3R 31t yfiresT srgelt fvmal T gzt
13 g el &1 aTer 92d 8 iR SR R T s [ skd 8 | waH AY $ AT,

AT 7 79 W9 & UG (promotion)d feig g1

fia F VY Hed &, “TH HT9P S Q G 8| aAfr, 39 39 AT F g ik
Rreetin &% Tl & a1y ufeeaut &2 @ T Had 3191 1 o) aig A HETE
HTH! TE1 & | STYH! 7T P TRAA AT ST, I 3R 31 ) & & 919 Aead
T N 3R Fafre ufiemren U S #39 &) e $Y 1 a1g T, §H 39S gRT
AT 1Y JeT 3 SATIR R Frgfars 3R e 2 § - At & s we =gt~

3 3 HIRVT oA S 3T9) oTaT @ 76 31fia F weus arga @ % siffra evmar S
R Bled B

1.

2.

3.

- J

TS SN 31 AT & B 31U HA BT HgA

& TS STeT-3TeNT AU o A & - fhd1er F, 3797 91 , 3119 ), 31w 9. 3T |

31T STt ST et TR 35 TR & T | 31U 38 B8 TRaT? 8 TRAA 3 F1E T 3119 3791 TF Bl GIaRT ] fhan?
ffep 57 & e TR €Ra R B, & 3791 TRl bl Bl 7 el T Sl 5Ted ¢ | T T ST8T §H S T g WA § 38
g?rrram (‘Learning Bank’) 8T SITdT & | g 3TTUeh! G, 311U i AT feheil Y TUT &) TehelT © 18T 31T Tae Hegd dd
TR IR d g1 $S 791 TG4 &, ) §HRT AT S 1 37eh §¢ SITdT & | ST g 3191 T Bl 1S T & TR 3T Tt &7 & o]

HLA & A1 GHRI AT e 2 3ich ¢ SITdT 8! AR §d 8 & [9Ud, ST SUINT S IR U SITd] 8, HRI AT §eb haol gl !
U1 Tl & HRITh o1d g4 379 TRa &1 3TN Hd & d gH 3196 drad g
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aﬁaﬁg@,g&a%émmsﬁtaﬁ%&%ﬁm%@méﬂw%lWwﬁmaﬁwﬁ%ma@
3N B

I1e T, fearer T il 3 forg agd 981 Trean & WR-fasai safewdl & ary il #d 71 519 g4 forsmyg oik
FTHAAEA S, ammﬁw%m%lwwﬁmﬁwa@w%mﬁﬁmﬂm%u

g g g aa g fora o st Rpa IR & g
bk VU FALARICUNLE ¥ b e

20 HrEA 3R SR & A & forg At argel (sites) AR A« |

ST 7 37TS] §HR AR & dAP Bl dael faa1 & | GHIN THS & fha o} fwa UR 313 g & G&1eH 3R HRaq &t et arrst
AT & HIo[g & | §H T HITe Ta 3Tk ff¥ s1aedl & g o forg «fivil & THg! (groups) 1 faa +ff a7 T &

Fee R O} % A99Tse & o WA s SR s s &
® I HEg HL AT 2|

1. WM UHSH! (Khan Academy) - www.khanacademy.org
coursera 3 TTsc T 3T (economics), WD (physics), SISO (algebra)
371 el farerat ur {oRT SIS (online) TR SUcTsy B |

m 2.  HIERT (Coursera) - www.coursera. org
3T GIge ] R & B Jgad faafaeTerl & e 3R
gifhheE (certification courses) ECIFI—‘EI%I

udemy D i 4
TsuH (edX) : www.edx.org
M IT ac?atﬁ (Udemy) : www.udemy.com
: THITSE! BT 3NUTHIIAIR (MIT OpenCourse Ware) - www.ocw.mit.edu
0C 39 JaETge R g & o Rferarera o qud fRieor ok e @ 2
4. TAGASTA (NPTEL ) - www.nptel.ac.in
i g Th HATTATST AT gied ( Iearnlng portal) & STaf Y & 3r$amsal (IIT)
®NPTEL 3R FTEATETEE (11SC) RI UTSTHH AR Y A1 &1 387 G ¥R &
mmwaﬁmﬁmﬂﬁmﬁmm%l
5. ®IsPbsHl (Codecademy) - www.codecademy.com
faTRre e FIET (coding) Hieret e & fory 319 39 JsTge 1
ﬁ?ﬁ@ﬁﬂﬂo‘(ﬂﬁ/ﬂ'ﬁﬁﬁ%l
Eademy 6. 6. ‘s’aﬂﬁﬂ'ﬁ (Duolingo) www.duolingo.com
m%@mma@vﬁﬁm%m%aﬁmﬁ%l
m T5T 100 T 31 TS TR UTowIshH Uesy & STT9 THISHIA & HiaTse

o

QU SIS B ha/Thd & 3R g fed [t 15 a1 20 fiee @< ot 78
T TR Gha/Thd! 8

duolingo
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N
(@)
19 3 afe 3 efariea safe & gy w4 efdare safe §) 6t armg efyariea safeal & forg

a7 dsae i i@ asa &
(A Rw Jearee foid ™
Tt &5 TwIaT (regional languages) | https://www.bookshare.org/c
EEZIRE H Y&ohl Qe d U & Ueh ATelTed J&ih
RESEIRES ms/
efvariera safeaal a1 &4 ef¥are safeadi | https:/library.daisyindia.org/
IR GEABTeTd & foTq Uty fohdTal aTell Tab SATelTs
(_vﬂsa??f NALP/welcomeLink.action
farepetiTTaT 3tToTifaesT gTfefafaedt o &
TS JTHISH! goft fgaemet & ferg difsa, arffea e | www.enableacademy.org
BT & 1T g4-ET 2
WQ@T@HW (open source platform)
SATSHT SN efvariera safeal $f wda s 9 8 www.blimey.live
HeR TE H & SHTaT 8
fefSred Yraafaferdl & faRivgar & &2
3o fasgfaeareaa %%mﬁmﬁmmm https://dequeuniversity.com/
N PR J

mﬁaﬁmﬁﬁmﬁaﬂmaﬁlmaﬁmﬁaﬂtw
fShe AT AT HEE BT Tl ¢, T A 5-10 e o1 gwa 2

2 NS ford Y 3119 319+ gy & Ja9Tse Q W1 grga/argdr 81

1.

2.
3 Fad 3 dgERA R o2 319 YT & 9ha 81 TE 3k a1fdres
%a‘srr‘s'a%‘q'ﬁﬁaﬂ?r 3T g & forg a19a Tnfas), wiviael o s &
1Y A2 1|

AT HAq g1 {1 (Continuous professional development) & ﬁl‘Q
$AE BT ITANT HA H AXS S TR A o

31U MBI g H el 811 b o1, RN TG 3T 3 97 & oy SR AT AT 319H U 3R T & 3Tae
QTS FATHEH dsh SITHd 781 81 &1 UGTS W S R At 7 o1 X ot 311uah! faw - ladvst @ diea & anfgul
FTSTte TG aTel i & fold Setie gad 31! s 2
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EIETﬁ'QTI'Q 4 d%® T 39 Waﬂa’&"ﬁﬁﬁ 19 (Continuous professional development) aiﬁl'q
e B IYANT H THa 21

4 )

1. Fafasgac
U IS b & § YeTEid aeETse 3R sl (blog) @iet | $etie R Fafia sq g
THTIR o 3R sl U | 37T HRAT AT8 H b1l difed Saat off Fihias
TS SIS T Fehd B

2. fANmaEFaIH
BT T 1 ¢l IR U DI TS HIY G0 B & fold THY HawTel STgi 379 9¢
ﬁ?ﬂ@aaﬁmﬁ%laﬂqmﬂmﬁamwﬁmﬁﬁaﬁ%ﬁ
TEH o A T B

3. fafay s & el &%)
3 Fo} & L H ST e HITIreT &Y it 319 fold 7Y 37R 3rafefrd &1 3R 39eh!
By TEsigd Uge 2, ) 3119 HITST 3T oI HITel &b S H WY ST BT a8 &
Yeha/Tehdl § | 3TTR 3! el U¥e &, dY 319 el (art) 3R 3fAg™ (history) &
TR H off ST & fere g9 et |

4. gad faera S forg wy, fafPe @ea sy

319 forg fafRre «eg g &Y a1feh 379 1831 deh Iga & fofQ 319 Ufdag gl
ATTLID Hgd B T |
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4 Tfafafer
u?aa;maasﬁnz T AR AR 1% oty Frafa v @ s affr & ST !
HI HA 3ge R Fehfa w4t

%. 9. & 71 Sy arEar / ared § Wi s ireiad | 99 ag e A fean awa
HEI/HETN T
3SIE- BlEUTH! ISR AN T8 HT HHU IR 3ISTEI- 8 AT
ﬁaﬁtmﬁsmﬁwﬁsﬁﬁaﬁﬁ
HrET argar g

U 9 ST 3TT9% UTH 379 183 1 G20 3 & forg Fopg oIt aet il Y it Y, Y 31ma 32
anﬁ *31TS RreT TR’ (‘1 WILL Poster’) & 9} 3702 % Thd §1 58 U T WX T2 d1h 3119
T AT & 3@ TF | 3 FA & forg 919 U Tate fear man &:

3QT80T: § 37 58

BT HAY IUR M 3T | I WILL I WILL | WILL [ WILL
w%%r%ﬁam‘%‘ﬁml

| WILL I WILL I WILL | WILL | WILL

| WILL [ WILL I WILL | WILL [ WILL

| WILL | WILL I WILL I WILL | WILL
N\ J
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3T 87
Ifg 319 34 fawa &1 31! ave A gwe foran @ &) e enmd |

FHY TR & YIRS 99 WA & folg 3197 a1 S B TR 3192 HA BT
wEd.

A & forg agd F1 A J9aTse § I - WF THeH! (Khan Academy),
BT (Coursera), TTHIEISTA (NPTEL) 31 |

UGTS WeH H3A SR A1 U F a1g oft & fordwsit & Saa g anfew

B [ahT F ol ST BT ITANT HA & 4 d%; i sTuR W ue,
ﬁm%aﬁﬁa&,ﬁﬁa'aﬁﬁ,maﬁta&aﬁaﬁm
|
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39 913 § 3119 HA:

. Hraee R fafasrdr (diversity) o1 37

. BRI R fafayda s1aga

. BRI R TSl &1 e

. fapertTTaT % HRoT 311 aTeft STeTai ux & Iy AT

N

e o 7T wisiY Y w3k S1ut e 9:

U.1. Sifel feair safert B 1 98 U g @ § SR a1 & el A UST 8 | FRIYA T, 3¢
i wred) % Fafret foiY 3 Y 3 1Y BIH BT YT € | SAict B 319 Fair) $ a1y
o 811 & folq a1 HeaT A1fgw?

F. HaU<| 9 G ferd bl ST |

@. forg g Sifof # 3% 7o 3@ o1 1@ § 31 ot gl A e 3|

1. 3 ST B

U. 2. 0 U fgaain safary B | 39 ut F HHardt uga & o} fsarir safea @ 7
A §1 32 37 1Y HTH A A G 514 A THT o711 | d9 RIS U giasie HHET, T
& firet, o™ 319A shiae & ugel) IR Srafad & wawr fhan| S0 &) 1 HEA1 918q?

&. T & TTY gl T HiG=1 A8

. T Pl 3FSHT B

T A TR

¥1.3. 7] U feoaivT afam § | 9 3199 Sl & ST b & HIATHR F 91T el & Sl
Tt 7Y 31 T 121 Scchiof §1 nanmepRaal Sres & &Y oft et off R safea @
HATHTA T8l Bl ¢ | SRIeS Bl RFHST HIEThR ST AMEY?

&. WY & |

9. gl

1. St off T WSS Bl QR BT &

s fafererdr @1 o1ef st

fafererar (sraafidl/diversity) &1 Hded & fob &1 ot aeg faf UeR &I sahrsat
(@fe/unit) & s+t 81 81 3eTEX0T: Uift=d (Poppins) &1 P o1 A Ry (srad/
diverse) T 3R &1 gid & Saieh gt diedt (Polo) Th THM gidt &

39 IR 3R Q| 3119 g S1Tg fafarerdr 3! agi db fob 31T ufar , 3y
HTAT-rar /Y 3@ Y 37771 81 Tehd & | 8T, T T Y & fofve Zegi & amu g)
Toha g1 3 e yufir & 8 Tha & 3R AW 31el7T 81 Tahd & | 31T 37R 319 H1E
3R/ AT T8 JTeTTT-31eTTT 3 & & | 3T 39 HTdlT-dT & GH IT 3ol foe Hehd
21 319§ A TAD h 3TeTT-3TTT BT 3T &HATY 81 Tehdl & | Ueh 51 IRaR H,
3119 T e Y avg & St T BT ey &!
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BRI R fafaear & gaee g U8 ot @ 8 wigt fafte fof, e, sifa, avf, ey, enifes sHrae, fRiem, @ anfe & o
U 19 ¥ Hd & | fafaerdr-gof srieae (diverse Workplace)@Wwﬁ%W%ﬁHW%mﬁﬁﬁ:ﬁﬁa
aﬁ%aﬁiamﬂwmﬁaﬁzmmﬁmmﬁ%l

U BT H IR 3R YN GguTiad) 3R f1eeh! ) 3 | 31TUh! H&l § [y dig & T &2 dSh 3R TSihdl? oTF olNT 31
B ANT? A F1% IR W e aret a2

T 3119 F 31T 3T I Tl & o1l HH WE &7 U 3l &1 A1 ford
(Spa: ATu, 3T yuAH, Brere anfe)

3ATSY BRI UR fafarydr o1 vgea o=

3. 2ol U RATS) § 3TR G Teb oikdeh & | 11 bl Tftd Ui g | 2ier 298
B & aTent & 3R Gy ST H e arel &1 2fell B Ut & S1d BT ue
mﬁmﬁﬁﬁmmmmm%aﬁw@@%wm%l
Eﬂwﬁm‘é@aﬁﬁﬁ%aﬁzmaﬁmﬁﬁaﬁmﬁ%

Ittt 3TR T & g, TS HHAT S TS 3 fafdre g, afeeT e oft
S-S B, &rvreTait SR guf AT 2 | RfirerdT Fcagel 2 iifp AR
@(maﬁméwm%aﬁwﬁwaﬁwﬁiﬁmmé a3 3T veRH
ﬁaﬁﬁﬁﬁaﬂwmémﬁmm%aﬁz@w%aqawmm%

sy THe) fop faferear faferm wonfeat iz fafer el & $& gem st 21
TSI 3TR 371801 Teb ¢ael U TelTd & | 68 g & AT Yabor U febY 11T,
sﬁﬁ?émaﬂé%nﬁtaﬁ%%ﬁatﬁ% TS T 3T TAHT ! Hd
CEGIES

&8 0o hitiell-Sbeel @ ifh BT =Ryl




R feeaiirel & qed S |

mmw%ﬁnﬁﬂ%ﬁaﬁmw@aﬁwwwﬁ% I I$3M 3 wegd fomar fop Hut o faftm gl 4 o

HTG 3R YTl aTel ol 7T} & B IR TG TR SR 3 78 oY ey m%ﬁﬁa@%ﬁﬁtﬁﬁﬁﬁﬁmﬁ

;ﬂgl?éh s;ﬁqg@ﬁﬁm@%aﬁ\wﬁaﬁmwwﬁ%mw| f¥ a1ferd &t & ST 3T aTedt Tt Y et
Sgd SLgU Al

BTclifeh, ST efie A EfY STfed IICaR) &l HI&ThR & (oIl Tdd &Y T BT H 37Td, Wﬁaﬁtwm‘g"zm T gR-GR
IrfigamRl I BTt 3R GHATST H 3@ Tobhd I | 7d IFHIGARI A SUHH H HH B B dUP IR THIYH Y&Jd f6, A el Bl gg g
‘§'am@ﬁﬁ%@aaﬁq’éaﬂwsﬁ%m@aﬁmlﬁﬁﬁa@rﬁém%ﬁaﬁmﬁq%@a@ﬂwm| 3 ¥, 361 alle
Iefieal 8 @ & B BIE IR T S 376 3 TeAIE! H G1 BT BA & o 3 T B

BHRITIA TR lqOLII"IU'I"H aﬂmw%7
[} I Y 3TOAt Preret 3R & 31
m%wmmaﬁﬁga?@rasﬁmwm%l

TIYD T 1 g, HUTIT Pl 307 HRITeT TR TSSO 1 LM b ST Tierd €Y & AT o1 BT 272
([t Ts Ao | Yo ST St 81
(] YT FHTET 375d & el 8
[ 75 o= &1 319 Taol 45 Q ST8 i 31k ¢ R & T  Heg sl B

Ziueia # e arfird sHenfl & Jea & a3s, fafay aet (G2 fafvm fofm, amy, 3t srftifamamg, anfe) & qea sweane & an & O st
FRITIA TR AT TH B

AT 1 & Hrfeae R safdé & I8 qfwedl w1 &8 g frarsmg

afg STaE TRATSH BN & S AR BRIG &, df @t et # Q& &l 781 g1 87

ST YrATSel T 1 8 H B3 dg I THEITY 31T & | HS N 398 T ST ATl b A1 ST & Tgof 781 &1 urd &
STH HH-TeTd 11 ! GRIATaHT Tl 8 St 3idd: T HTH TR 3T STelaT &

fafererdT & U ST e, I, T 3T g & Wifch T Y SHI & HRVT & | 576 3119 2 &Y T A1ferdT HF 3@ o
o 2 STy =i Hisrg &, o T o Uab €1 e o b forf Tgl ot B Wi e Tehdt &
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HfZwa Hfewd

9 9

HRITI R SAFHE HI g A 311 aTen! HTHel| BT HIRVT ga
F ufd gag IR GHHE S HH 21 58S 9 FRUTE:

qaiug IETERN: H% AN, T TGN A s g s

(Prejudice) 3T TGN & el STEYTIT 3R 3% T1Y HTH HL, @ AT
ST A A SHR B ST |

HiThias 3aT

(Cultural

Differences)

ATe/9TT

(Communication/ Language)

NN &1 3

(Generation Gap)

rfafera giaumg
5. (Additional
facilities)

s oI v fafay sriaw B thied & & forg sifees aua
o Y sTareaeset & Tl | g Sifafa B B aig HegH
6. Aferfeard HTH &) YR DT & | IGTEIT: S5H! A ITR A &Y 2ided HA & forg
& forg Sugerd S THY S I STaTIHAT € Tahel B

mgaa@gﬁwgmm%lﬁw

1 ’ 1 7 3 3 Eilgil qgs\.,li II% Hebdl Iaam ISl “?&T{T

7. T 3R H & TR A TR gat o DNpiai Y o1 G &1 STHIR T, A 317 HHATE] B
feeaiTorl & 91Y B 1 & forg Fgst 791 e & Rifad g1
. J

faferera 3 forg amemail 1 @@ a7 & forg v 3T 31aTa Y STawehdT Bl & | ST feaaivTar & Taiferd sremsit & fuea &t
qTd 31T B, A fesaitreil & are-amy Safa gry oY fafm S1iars &) s gedt 21

feaivem Frefafaa st asa &

1. O &I 3! fgeaiTTdr & ey & giaurees s 1|
331, ATFTEAT U SfER & | 3T e GTURUT YIEe bl SEIHTA b S T & a1 H, 38 YR & dlieh!, Ui ol 38
e 3R g T ATl b TR & TG ST § | 37 TN STIer 3 UIke ST TR FHare) s (e S &1
UGN &b HATG HEAT P& b [GAT| THY & H1, I IHTGdT & Hichlcleh HTHT EHIET | Teb 37 HgehHI oll U AT UEg
AT AT, 3T I UfET fg@mr g o feam 3R arrfear 3 +f o fepam!
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2. TASH3N TR JaT YerdTel & A IS |
ST U TSI B B U Rad &, Y 38 STHTedbaT BRISTEATai &1 e $ 3R ra=) S &t
YA S Y STATTIHAT Blell 8 | Tidhfeles HTHT GUITT TR TTRT AaT &t Sieht farhy daratf i e 3
a%amm%@qnﬁﬁ%aﬁmm@ﬁésmﬁwmmﬁmaﬁﬁzmm@z
BT YeTTal Bl R B aha Bl

3. ofpa w® iR o & e Yar et
GHTAY U TTST & TS TS 2| Hi-t, S1F oiie a1 HAsR ! feaiTTei| & &1 STl ) & $ig
3TVa TET & a1 et U 1S el 72 o1t R | 27g 3999 g fesaiTorit & T1e T8 B Y T 2 TebelT
2 O Rl 8, Recaimrort & fasmer o 3 forg T 81 Gebel 2 | SRS, THE &) ol & oer U
qre &1 TS e 8!
3G].: HIST Uob AIh AT fEea T UEd o & | 98 Shael Ueh 819 &l ST Ha H TaTH & | 3Teh! Hwi iell
TS Bl T BT TET St & i I8 AT T8 & b 98 HRIeX R B 39 HOT | FHilet et B =
TSI Prerer 37 Wit o 30 UIse 218U e b 3T &reya b7 e 29 ¥ 25 ofte ot Aty ur wr
HT AT IV 3R 3178 B GIg BT ATATTHTE Frerar g

Hufrai Frafefaa st asdl 8

1. g & 6 3% o g saaR Afa 1
%wwma?waﬁﬁan(anﬂmﬁ 2016 g1 EHM SR Fifd ($30d) 1 srfereiRid fear mn gl
éaﬂn‘ﬁsaﬁﬁaﬁaﬁaﬂﬁ%m EHRT EIET: anfegie Rigia’ eide are 31eamg 2.1 &1 &y of 3R 3

faeaTTe 398 Ha T9IFId 81 Thd &

2. fecuireri &) enfired S & fold 379 =il § i, Sl 3R J=19Te 1 HHior 6|
5 g fesaitsil &) Syl # 31 dig A HIH B & ol SIS g1 ] HTaedehdl gld! 8, 38 a8
HUHT H 3 HHATI] D LM B I STTLIHAT Bld! & AT LT H ! FHAT g1 IeY | 58 &HdT
(T, BIeTeT 3TR ) ! GHIATRIAT HEd & | HI Wt e il feeaiv 781 & 38 gHaw Iy a4 & folg 32
fereht safae & AT feaaiTdT & 3@A & I 31 THY &Y § U Hfded & €9 H 3@ ad T1@- T ITaThdT
21 32 el 08 ooy B T1y Tt 81 B a0 Gier ot off STavadr & o 3791 3TelTT 8

THIAY A B4 & fold T8d Ho Hikaq 3R 7 Hiaq
a%amw@?ﬁ%gaﬁwmﬁ%m
T & 3T Y o1& 2|

331 OH BT Ush ISR GIEd & St Teb ford AsT &1 51
89 37197 gfeR ggart for= & frer, df 3&= a1 {6
R off 37197 Gred ) g fory U S Thar gl s&d
3 ST TeTdHaH! Uer 8l TS|

I feaaiTar s Wered 8 3R s Sl &1 3Tvd
T 2, THTRNY ST T B T T e 2|

FHIaLN oiieR 718 37 3R 379 $1F & feaai agsal
P G1Y Blsds T B H gl | 3 feagitsH) &t
ﬁ%ﬁwm%mmmmm
drEa gl

3Q1.: 9TRT Ueh Y 11 B | 3THT Yaeeh, s, 395
@S d0P Y UTEd S&aras] U higa a3 § a8
?JTlRﬁ(-uql TRIER afd g Hag hieds Ha &
qumg? P FoId, THhe Dl JRT &l Id11 ) FT&d
2, "3T9 ATV B! DT g A UTEd H &
FTTIHT & | §H Ueh T1Y 37 THET BT gl hdl X
Thd 87 T D] HIS THIY 82"

Y A8 BT TAIYTT 1S BI Tg ST & T&TH B
HehdlT & o TeaaivTdT U e & Higd BT & 3R e
3T R & Higd T8l S gl
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O Sl IR PO ol & el forg 311y wge 3reeh) a¥g & 78 il PIHHT!
%’,ﬁﬂwa%rqﬁaﬂﬁﬁﬁshﬁwﬁaﬁ%lmaﬁaﬁaﬁﬁmaﬁ

U 1eg o) STYHT 9T HaT 2l
. Y giedt () |

. IS TR A FS AAGR I

. 39! fasgivman|

3g1.: I | Fgd® | Fiftast| 32| esileR fgoaiTar usd safa |

AT afesret | ®ia | Trais & faars) | = efY ysa safe
werg | fFerargul| firde &1 @St | Ja& 1 sftr st

A W N =

Qe 1Y T foraTy 3R 3 o6 & et 1Tt Ueh-ge & Wiy wge
T A FY A HIA! 8 | TE IATH NI B AT fEeATTaT & 91y
e T A HEg BT T AU TXad & iR qui ¥9 & 3@ A gem
TC!

A3 a11e1 =T T
IfE 319 3 fawy &1 315! avg A gwe foran @ d) e emd |

1. U fafey srited us 08 e &1 gehia i g ogi e e
AT 3R 31PN U U1 HIH HLd 2

. U e fafeie g o 3T 3Tel1-31ertT S, a1y 3k e
gufa 81 s ooy sriwer ag gl w33 scdgmar agrar @
o T} cafer &) aEt & e 81

. TecaiTTer &1 Fe Y Uit 3R T B 1 SHufrat &Y g2 e e
A T 3@, THIYH 39E 84 3R ofisdl i 31u Tae 89 & aTeR
Prper ¥ wer S & W A T 21

. Teaivreit & forg ameamy 3 adet & g fopg =11 Toha §: ol &t )
feoaiTTdT & 1Y FEsT ST, STEd U R sl & 7eg a1
3R farer Frwifor & afssa @A
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7.2 WWW (inclusion)

39 913 § 3119 HIE:
1. PRI R FHAGLN AT Faefe (inclusion) HT 314

2. Fa[eH B dTel BRI BT HGA
3. saﬂﬁrama (inclusive workspace) S-THT

p
¥7 319 vrea) A SaTg |
19 39 R fouR &3 {6 arizae w wnfee 817 3 forg smae) e enfgw) «m
ST S THTU, TETAT, ATV AT HeATg HY STaTIhar 82 19 hr it
R = ford:
- J
MY HRTI A FaIe & TR A oI

UL &1 314 § TP AR & o ST, I8 HeddH HggE HIAT 3TR Tedeh feRt & Hed T BT | ST 3TV b

1Y HIRILIA TR GHIGYH Dl IR &1 d THS:

1. ThaTel STTE BT TN BT g | STel 3! EIH 7 1 il bY AT FTS, Y 361 Tob QLT SHTE T STt U1 el R O 2,
TGl IS HifgdT T8l 4f dTieh ag T8l ugd Heb|

2. TSl & G B BISATS Bl &1 I YghHT STHAR TR 378 &1 & 3R I7eb! T2 & 3@ & ol T Uil o178 Gadl §
dTfes a8 forg ST HR T |

T EH gHIAN B2

&l $1 gaTaeh B | AT S7R STelToll Sl o TdT §
o oTa S 37 forg gerwr T gadt § Y 3% o
3R Hged feaT ST 8 | & Tfied e gE Hea B
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3412 91 & 5= ) |1 & | 98 AliTd €9 9 9} 931 & YT o |
A T8 &1 I Ta9h %S A 1 hgl, “319 HTH | 35T HLE! 3,
AfepT 31U forg H& Fooh! 1 &&aT -1 He vl 8| afe i grifaar &
ﬁﬁé@gﬁlsﬂwmmaﬁﬁ,ﬁﬂéaﬁa@wﬂa%vw%
g aQ ?

&1, %s Tamaelt 31 519 3he A1 & 9gd IRAIE BT § 3R 3T Fo o g
& ST, 1 a8 1 Y UTaT & Ufd T fear g1 8| a8 ST & 6 T
TS B T AT ¢ ehel! & | AT & Hod U AT ot I 8| §Ha

R Yiafehan 33 & udr Ieid & o6 e & IrE TH182 & i g

4. 91819 fIER & U T1d & T aTel & 378 3iTsi! Bl HIHDTSI 31 Sed
21 T forshY ferent §, 38 UTesh! & e & forg I et Ul 81 3Tt
RS AT 39 FelTee & e T81 STH St 37R 3Teh! 5118 fhelt 3R i At
ECIERIGGIRSEIC RIS

&, a1 GHTAE 7Sl & | 98 WBTE B! bael ANfHd Sl yaTg arel safa
H YA € W U ! 8| 3T, YETe UTgeh A At BT 37T B T8l B
bl | AT B THTARN B & oI, 3T UET &I U U Afed b €9 H ST
BT ST 379 T 30T S & T i YaTe ST STl & | 5T 98
3SH e aTet UTeeh! A FrerdT & 37k 3 37T BT B Y STl T R,
A 3T 3T T U & o T 3 fopadt it Y oreka B

5. giet S W & IR o1 Uiy ST 9Tgd & St Ueb efveTierd Afger
21 98 “efafta” vIsg 3t ol Tget 781 3 HRiifh T g HHT oIl &

o arefi & urg HIE T 31 S3b A Uga, 321 T Asgraet! 3 forg
FATATS WisT bt | AR 3519 ATEHIT Y Teb [eheT 1T ek, Ueb faTierd
e & &9 | Y femarm | e afelt gHaeh 872

&, Sfelt TETael 81 9% ST & o wToT e ugen Tehdl & A1 Heg B et
B gfe afet 3 grafe o et & &9 & 7 ihar g1, 9 i 79 ad
o5 arei= % uTe et gIaaT § 3R 33 & ferg B1E Heg 81 §1 arefiad
a8 819 § 31 aTelt STUT3T &Y IR & fordT & 37 a8 319 Sita & el
AT § 9 TE A 7 | g H S Y 319 sftae & griferat s aree i
8 e 1S oft & “grrcTaul” Tt dear 81 sTerg, TET WIS B wANT &)
e gAY Bl

6. SfCTAT &) 819 B U AR & | ITHI AT 37 3@ Tael) At o 3 foera
TS B 1 3819 ST B WG b FTeId B B folq FeTTT-3elTT Hisb 4T
I 3 b SograT o1a 03 & offe-ofR erey et 1 gEfo T Y 3
VY e <X o gfoerdT I dTehd T sTaHTe foha T 41 3T 3%
31T TS &) srragaemar gl &t AT Y gHY W BHisds faar 3k Uss
e fepa dTfeh Sfeerar 37u B & &1 91 Tab | 377eT 3ieeraT Felrse
ﬁﬁgﬁaﬁmmm@%w%mﬂ%ma—sm%qﬁ
THR?

g, ST gHIAEh B, a8 St &Y b sfterar &l sfiaw & sarer sraer 78 et
21 9%d 811 & ToT yaft STaaR AT UG & U e o higdsd

7 ot FETAE €1 TET & 1 3R 4T Y ST & SaTer 3We g o o 3
TN 8! {1 SITQT | §Tedifeh, THHT Sfeerdr &F g7 T+t & dig Ueb Al
& &9 T 3@ gt ot |

DRI H GHTGL aH T FohT ST TehdT & S1d U1 & TS
TSI &I YA HIER T 3T Fg & aoR et | femreri, afgernat,
IS &3 & I Y JTHAR IR SR & ST LT ST & |
UL &1 34 37 Tl & forg Afafera graar yurmed e &b
gt @1 ) afshd &9 Q 2fiet ST & o 3! agaeshdr gl

%ar%rqaﬁrﬁwaﬁaﬁwwﬁm%@@aﬂtm@a
7

(Sebat: i, TTdAT 3fahre, siel)
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HTST HRITIA H FaIe & Hed Bl oA

Uroa st #, 504 fafay srded 819 & a1l W a= Y| 3TsT 319 gyl fob gamaeh
BRI R gl 8 |

ORI Ueh 918 GHIeT I gd¢ Ao & | 37! E1H & TE&T Jaad (Xerxes) St 821

PN AT &, Toraet Yite 3 G190 agd 9 3| ford= qeTaurd g1 78T 91 3R 38 & {6
AT (Xerxes) gL H “SHT" 97 3R JHR 47| G5 SREFAT (Xerxes) Sl el HEAT
3R Rl T AT AT e Beb TAT! I8 37U U1 GRT SRS FHIGL fRieror
& TP TG, T |37 AT Bl U T Safery & &9 § @71 A7 fSras drehd TR GUR &
851 g1 | 361 SREET &b 1Y GHY fIdT 3R THT foh SRedld ! 3T UeQi S
& folg Ty ML 1 ATagaendl g | fordi= I 3191 ef¥eivr age fam 3R e g &
Y TSI AT T I 7| 3% T1 IR 7 Tgd 31T UG 2 B 3R e
%ol 3T

T IR H A fop THTRR ST ATTERT H S8 3 A A i bl AT G|

oY et SR TET 8, Tt sueh T B Ardier A6 @ e Uh g R B Ul |
Emm%m%lmﬁwmwwﬁaﬁmwﬁﬁm
|

Sae U SITg, bl §fear g Sit fereht dusit ol Tg) wremil H SrIad &R Ssfidd STt
21 3R g9 T of b STIARIS! Ueb Sodl b1 a3 &, Y Sebefi! ol ferotell 51711 St afosl &
Aot A F o T R

R HHARI I eft 3TR TRI-FEam 3 ATEid & forg Ueb Saeqfaa drieyd 7&
TR P g, 39 IHT & IR & I o [} I 31muept wnfiret fepar | s

Wﬁawmﬁ%mwﬁﬁ%wmaﬁvmwm?w@wﬁﬁ%
3ATIhH SNfHe fepa <t T HEgd ga?

AT T o BRI Y FaFeqfarag Hd STE
ST HIRIEA & ford i & HeH 31T o Tahd &

1. 3gcd ST 3TN Y A ARadT 8
fepelt e it Agca O Y Fafafad & forg sawas Siere iR gTe SieT 91 e
. AT B! 3B HAHel @ W H
1YY TR BT ST HXah B Ferelt & Ui aht 37U e
TS HHATY Bl I AT T TR I & ol Yeb e TdTaRoT UG B 3R FHTH @iet | 78 iy s9 &
3 NI ShY Teg BT & foiva 3Tdild B HRIT & STeR @1 T 8|
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S b fofQ Ulfer! - HUT &% HTH b T a0 H ool Pl ST H @1 ST A118Y
Hﬁmmﬂﬁﬁwmﬁﬁaﬁzwaﬁmﬁwwaﬁq
THIYH 3R MeHTe SoRfad g1 a1ey
wmﬁsﬁmww
S-S AT b ol ITb! TP Il & STET Piedl gl AT
SaRic! & Afersie (celebrate) B - Ig A ERI Y H1M, Wi TSN S JAT1E & AIEHH Y 15T ST Tebdl &

U&7 - Tft TRl & Foft i o Sorete, 5P Haed 3T SR A T HTH B &b oI & HIRI&TT et
HAT AT

SIS - 31U HRITU B 39 a6 [SATS B [oh Tg HHAN! Pl I9h! FTEA! & TTEY ol | Ble-BI IgaTdl & 99
Wmmaﬁ%lwm%
@%ﬁaﬁmm@%ﬁ%mamaﬁmsﬁﬂaﬁ ST oyt 3R SEleT IR / ST BT TN A aTed
HHAN! & ol TS g,
TISETE T8T ST | 319 M7 3R el ( (contrasting) T T IUTNT % - ST 31Tt bl THET AT
HHaTfE & graar g,
aﬁm%@amaﬁ%mﬁﬁmm&haﬁmﬁsﬁﬁaﬁm%mﬁmvﬂmaﬁs
Hﬁﬂ%?ﬁﬁ%%ﬂ@ﬁeéﬁmﬁﬂaaﬁtm
TE-EAG (multi-sensory) TRET S-S T Y THEIT AT} SATaRT 3 Forg ATHRT TR Tl BT ST
BRIR T8 SNTT| T FelfSnT airge @i off wierer e St =
WWW@ TR TR b T SMTUhT B TET AT A S 8| 5% T 3T 8l Ihd &
wwﬂdowluqocblframﬁlqdl(ensumﬁ%?
FIT H© HHAT deid THI T Bl J1d Hred 82
1 Tt e % ot T Feaer w9 Y Gar T &7

T ST P Ue] R G Gy U] &) GHH &9 § His [T STTd 872

3TST 3 oY 319+t HEIT BT STGeAIB (observation) B | FIT TR PTTHT!

ST SR 1Ia 82 wm%ﬁqwmﬁmmﬁgﬁaﬁtﬁm
freil BT yaNT Y| 39 Saeiie 9 ford

T o 37! 1B Y et A B A Href wnfere § sritaa w
T aTel ATHTY 31R 378 T ST i | 37t e Sl 1 AR &
T aiferst A ford:
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A9 31TeT T e
Ifg 3T 58 frwg 1 3=} aig @ g foran @ &) Frerm= o)

1.

BRI A GHIIY T ol dd BIdT & Id HU b Tdh TG
) 377 HIER & 317 T S THM 1aER Bl |

. oo 1 313 § T« ) wfehd 9 & wnfiret e 3R o
FEA B, 3 AT bt rferfear TeTadr ST

. SN TS o g §, T8T ST T T ATeter T8l Wl

Rmﬁﬁﬁiﬁaﬁ?%fﬁ'@ﬁ%q@ﬁ%m@mﬁﬁ
B S0 81

. BRI Sae B U B H o Qb 8: Age, uiferah,

STIGRIS B Alerie BT, ST T, B SIS |
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7.3 HRIYA R A IdigT H
ABYTH [POSH]

39 913 § 3119 HHA:
1. mﬁﬁa??ﬁ‘ﬂﬁ (sexual harassment) g 31

2. I Idied AHA™ (4721/POSH) ATITH & raa™
3. POSH HTUT—H & dgd T L 3R T 78] B

p
bl ef¥ § A Iafie AbAT (POSH) rfufram fpaferg 82 1 faswea g4
feam & e
o O 3afied & Afenail H gran
| gﬁ?ﬂT&ﬁﬁﬂﬂiW
O SR R AT5es-HaR (childcare)

O

-

ST ST & I Idied I AHATH- T F IR s

YR THR A 2013 & SR R Afgeait &1 a9 Saiied (Aham, e 37 Famor) [Sexual Harassment of Women
at Workplace (Prevention, Prohibition and Redressal) ] 3Tfer =g uriid feharm| 58 el Orsd) # ek A4 g o
JYHATH (Prevention of Sexual Harassment) a1 POSH aﬁﬁmmm%

AT T 36 A Safie R g 22

I Saite U TR HeT & Nt fepeit sarfot 3 ATH1RIes, WTaTee 7R YA TaTeed ol U1 HdT 8| I8 BRI
TR TG &1 8 BTH e bl o7 bt &rerelT oz ofY 318 STerelT 21

POSH tfeifam & dgd A Sedts I Hriva # ua Afga & ufd veaer an oy &9 & fopg e Fmferfea & & freht
T 7 311 STaifesd Haa HaER & €9 H g (define) femar saT 21

YATD Yoo I el HIfRrer 7R wef

fonelt Bl % gel H TorgaTer Bhar AT 1 Geiey bt JiTT AT

LT a7 Aifgar anfe feamr

Hgae femfurl &
W&quﬁawémmmwam(favourable)Wmmﬁmmﬁﬁwwr@aﬁm
TR

T 1 9AeT T T AR & Ufdet (unfavourable) FTER &Y €T
W&quﬁaméwqﬁ&rﬁﬁwﬁaﬂﬁaﬁ%mﬁmm%rmﬁ

B HW BT AR TBRIHD BT AT B H R g5 @y HET

TIHTSTHS FTER foroa TaTee 37 YRAT TR 3R USH hl YT &1

HiT U} e T SIfRT 31T 31 9% Y Gag Sifed & fdTdl 81 I8 3197 Ty & T1e o o3 STt & | 98 379 H1e
% Ryeifere & g 31 Sdt 31 98 Ut Ha & W eled 2
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YR 357801 H, R fe, FHT POSH 31farfram & Tremor & B

3T ATATTH S T8 BRIT Ueg I ATIH TIHT & |

HTITIA = BT T + BIH & 323 T HHATY gRI SR fHT T Tt T + Frdiera i1 W foa mam dfeag
HRITIS = HH Y Yeod DS H M

TS T DI MIeeie H ghH TETadh & &Y § HTH B & | T HH e aTel1 SafRT § 3R SHH TehH| a5 36 @rer 7
TSI & T HTH BT | IThT HfHHT Telh Bl TTEAT HET & 3R HHI-HH T8 W1 Yoo 7 F FIHT b1 TgraraT ot 2 B
3 Uoh-gEY Y TG I3 & TR THeAd 1 3 & |

Tl ATEId B THT A SATETAR Teidh TTTd THY TAST & §11 I Tl Tl &, 35D g HAS 31T ST § | ETeATD Tl
S HegH B G| U, 39 P& H G P g TTeldl & g1 GINTT, AfehT STel Tl I 38 FagR S @1 dlf 38 34 g2 1Y
T o folq HaT 3R Udhet YT B3 AT FiY 3R 3T T1Y BIH A T g 63T |

T ¥ g ot IUferd Fegd fha 3R 3TewT &1 SNHd B & forg 1T 7% o2 fez, 51a oft 9 TeT &l ure & Tt
@1 1 R FATdT| TS 6 T8 UHS T8 ST A IE1A 38 TR H ouft T off 37k 38 FoRaigret ax fean| ag 379 B o
TG 101 H T@T AT o6 STa1 I8 T I Taiford /et 2aaT o1 oY T3S 3 3 Teb, 3TY TSl Sgd STgsl &1 T8 3R 354
Tfaeres A FUbrd @ | Haares 3 ST ! TG HEDR Y B bl BRI ! ¢ ag e B! TTeld THS G & 31 3G et &
3T g1 1 @ fordT 51T HRleh a8 B Y aTer Afdd AT| TS 38 aTd & FHer 4t i 39% qdd e 7 7dH &l GuRA & folg
P T8 R 3R 3Eorg 3T vy waTs &

RBrRId HE B B BT
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5. % gRI 3TACH Bl TSI B4 & T §Y ST Scb bl ATT G ST & | Seh 3TTIDT STAATSH SiTehTT b fol Sh Wi e 3iR
b UTE 3TSS| 3T 8| 9o @ra & U F IuIT & fol 31Ueh! Ueps Sfere 1 ot feam siram

r

S A @ra1 @ie F IR IO BF-HT A 7?2

1.
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3.

4.

& |11 I FA F forg 119 BIF-HI9 &/ gEaTaeil HY 6 12
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8|fexitaa

&1l

ATST T, AT, 2fere 31k Hide H1E gr1 oF A AT F- IR A o |

8 @A Y B YHR BT AT A a1 oI TebelT & | STH

T, A, 2fee 3R hige BIE ST TR HLAT M & 1
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i """'"'“w -m1.?w: oo
P R
‘TITEIQTS * pi/oac1a | D i s b 3 .00 Bons

sufeaf e i Vi3 300 BR ks pensrad FHOLAE CO0EN

:;:iﬁ’; II:I Rk esnnanid BT TR ww

e & WTAT 811 W b BT ITTE el & 51t Ueb TR b R - L__‘E:';'-?’:h;:,::::‘.::1:??:‘.!1'.:‘. i
Afifciep AT+t fBfSreher ede 8| $TH Ueb UsT U 319! WTdT | DRI ha ~'-:;-;;;;-_;;;;gf;;;::§:;
R 37 b TRAT S Wyl dep feraRor got 1 g1 s T I Gt sonn
T IYANT 3T STBTT AT b faar Y BT R & B b ' .

fererRor U TR gferd 3R gof fepart ot Fpe 21 et B | e

_ |

Aeh, TR IR S Bl gL aﬁﬁmﬁwﬁaﬁmwaﬁaﬂ?@aﬁm%%wﬁﬁmw%aﬁz ¥ foaror

a@m%wwaﬁmé&saﬁ%ﬁéwmméﬂ%%%aﬁﬁ@?m%aﬁﬁw@@ﬁé@aﬁ
¥ (Transfer) 'ﬁ\_rl’dT%I

=0 vl 7 ¥ PAYABLE AT ALL BRANCHES foraies |
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2
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1. da
39 f5 g drE &) 98 T Wra A 8L @Td # Bol1 9Tgd &, 39! a1 ford | Ife 3119 1 37 2 HeH a1e 94 & Ber1
TTEd B, Al 3T 5P STTTR ARG ford Thd! & |

2. 9M
Y’ Gy H 39 e A1 YT o1 A4 ford ford 319 98 A1 argd g

3. iR veel # fer vree) | ford |
aH ‘Badt’ ve ford | (321801 & folT, 10,000 BUF & folT, ‘T BoIR haal’ ferd 1)

4, Y G § Afr ol 3t | ford |

:
EG
i

5.  W@Idr (Account) TAT:
AT IS et feh T 3T9AT W11 TRAT TTWH-T% Toid |

RIS CK:]

6. BEI&I: TGT 3TYT §EATER HY |

7. IBHEB:
A b HU IS 3R &) FHMIAR I@TY FATE 3R Hael ‘SThrde Il ford | 509 o7 oY 3feed Ao & areafos 9o @i #
& TRt Y ST ST 8| AH Bl 1T I O b oI TRET ¢ STl o | ST Bl 37 Aferd ST U U A& X ThalT |

sfre®s

3fee H1E S R T T Uob FTTEeh1IEes Wi &S & | 394 fomT S
ST A b @Ia § U ol ST Hehal | 516 319D YT scb W1 &1 dl 319
3o H1E & oY 3TacT B Thd B

2fe TS &1 3TN BT & folT 31U b [T ) s75d ugdt & | o uh
UaT e & f5 319 rET & 1S W@ Gohd & | 319! 3941 U feet & 91y
TS g1 BT TR

3P S BT BT IUANT [ dAeh! & fohar o1 Gebvar 21

TEITH (ATM) & B FRebrerr,
39 TEITH TR ST U FHepTera & forg Sfere 1€ &1 SURINT S Tehd & | 3191 3fee &1 e+ & Tl 37 T 3197 e &t
TN B2 | 319 T G ST T fGehed| T ITei e 98 f+ehTel Tehd & |

Fre: S o e¥EH a1 e Y aTel §, 3 Ty €9 @ TEIH & Thd) Mehlel & (ol ST H1E &1 3uhhT & Tehd 8
TEITH § T THIUS AFedaR gidT & fordl aiae [ AATeeR el Sl & | I8 SIFeaar hiF IR U oid faehed| &l ggdl
21 SHI AT ST o1 UTei &b, SUANTTh! AL & T2 371 U g5t ohieh Tadis €9 O Tehd! HehTel Tehdl & |

aTaY fAGTSoR % T1Y TEITH &1 IUINT Sid GHY, SAfae ! TeITH T arad Mgl &l YT &, HIE STer 31 TagH
& P ETI A U o7 & forg i | SaRpIA SToi & folg 37 g1 918Ul
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3T STTH-UTH IUeTsd TEITH BT IdT el & o, 4 feids TR SITE:http://talkingatmindia.org/

faIfefT e TR YITd™ &1,

mﬁﬁvmmﬂwwﬁ%mwaﬁ%ﬁ%ﬁzmﬁwa@ﬂmm%lWﬁwﬂqﬁuﬁréﬁ

S A Y| 6z, ST ot 1 ST B

ATl W AT A HT,

Wznﬁﬂaﬁzmﬁma%n%%qm%ﬁzmwmmm%awmmﬁqwﬁﬁ

&I e Hre’ aﬁm@ﬁmm@%lmé@mmaﬁmﬁmﬁmmaﬁ% 39 16 37l BT BIE
aﬁtmmﬂmaﬁ%ﬁwqtﬁqwﬁ%zhaﬁwémwﬁ

HISCHIS

&1l

5

3fSre BTE B T 37TY 319 S W1 J U BT YA B Thd & | HISE BIS MU TTAH B & oy b & I IUR AT 8|
HIEe DTS BT IULITT BT Seb A IUR TerdT 7T & ST AT b T1T Sob Bl AT RpAT ST BIT | 31T 3T Seb & HiSE HIS
¥ folq a11ded a ghd 2

m?mmmmﬁm%%mmwwﬁmmmwm%mﬁ%mm
REGIRS

Aisyw 8 | fexita @

gﬁzmﬂsﬁzmﬁwﬁamém%&ﬁ N
e T
B AT gUHTS 39T Sfoe AT hisc H1s
b Wmﬂﬁ‘g%aﬁél E:ar%e)gﬁ%ﬁwm

SfcPE HIWMT T Usel | TfgTa JgaTSe &l 3794
@ o P 3 @ra & HECRIEIEEEIEE]

9 T a8 feraRor | )
- wfafafer &1
U HT Hel A A | qqy!
TETH (ATM) & e ferardl HiebTell ST Tehail 272
SECCIE]
CIEEES

)

3T B U hieT ATl 8| DIS ST SdTdT/adTa & fh a8 HUP deb T et HLGI/B! 8| a8 I
3T Sfere B O Tt A & foTg HadT/Bad! 8| TS T BT AMGY?

ferd & T U Qret &L
3G e ! §dTU feb 3119 37 TT U= GretT 781 BTt/

¥ R AR forea &1 g & & i a1 981 671 (- ‘393’ 20g Ul 9 81 9 & e 1)

EEEEEIR
IR B
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mﬁ?ra"lw:

e 19 9 9T H) IS a¥E @ gaH A { &Y A |

1. %@ 53 IBR S I & - 594 WIdl, ITe] Widl, I @,
Rreree feuifore @rdr 31k srradf feuifere @

. 3% @rar@ie ¥ forg, g S& ST 8N, U BiH WIAT
gﬁnﬁtwaﬁtﬁmaﬁwﬁmmﬁawm
|

. Ypun A R A FA ¥ g 3%, Fee o sk e
HIE HT IUANT FHaT ST THaT B

&

5

Aisge 8 | i @
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.3 ATATSH GG (Online
. Banking) ﬁ%ﬁlﬁaﬁ

(Digital Transaction)

&1l

5

9 913 # gH HIE:

AESIRE!

1.  3fieire o1 (Online Banking) FT 8
2. fefSred A9 (Digital Transaction) $& &%

AT 8

4 T &) 77 et & 3 vIsE) b1 I X oI ST vge AT B A AU T
ufsparsll & aR A 31fSe oA &, d) 3797 Ggurfed) & 1Y 91 #i |
Je SfhTT (Net Banking) JMT-39 3T$ST (Login ID)
Zolarg(i=es YT (Electronic Payment) g 2T3H 91Has (One Time Password)

TS SFFHL (Online Transfer)

.

Mﬁﬁ%mw (Online Banking) EFt‘JT%

b B §H BI-oI & BTH B A o7
b T WA GeATHT
Sfere &1E & [olq 3A1AGH (Apply) BT
fepeht 3Tk &Y O Aot

3197 G @H-3F &1 faar (statement) UTed ST (ITYHT s ez

3 Tft S T 8 BT 319 3fere ST (Online Banking) & ATeqH & &f=eig (Online) 6T o1 Tihd &1 Sifeirg
ST 1 e ST (Net Banking) a1 s SfebtT (Web Banking) ¥t &g1 SITdT &

FtTeTs SfhT & @rw
A
i 3
BT AT @
o e S B T STar & e
Tt 2| gohdi el

-
R ¢ A

T ST & SHR feha
BIRSCIE|

&

a3

||

I

!

U 3TTdeA! (Loan Application) &t
SeraT & S (Process) foham ST
g gl
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39 3iTers 3f%T U1 (Online Banking Page) & fd&ed) & 3@ 1 4
T Y foreies BT Q FAT-TAT STH (BT ST b1 22

1. 39 3fiere St (Online Banking) faehed & a1 grar 82
S 3: 319 IR foran & “@TdT faeor
39 S Wrd & oy T ¥t -3 ) fe@rar g
TEH (ATM) & g (Cash) JaT e
2. 39 3AFeIs SfbT (Online Banking) faehed & &1 grar &7
ST &: 3MEhH TR forT 8 T/ T THiaom
3T G @I H B gTawht a2 T &l
319 5607 (loan) & feld 31ae (Apply) HX Thd &

:
EG
i

RIS CK:]

ey fEfored e $A Ha &, IT» TR A I

%ﬁﬁ;ﬁg@mwgﬁaﬁ%aﬁ FTEH-YSH 81 o faiia e (Financial Transaction) & TR 9 U& 2niféet
|

St Ueh fepelTa et aTge 81 98 &8 98 FIRBTS (QR Code) P Thel BT
2 fopdTe Wg TahdT 2| % fepdTe WG THeT 71

T8 U Sfae TS (Debit Card)

BT 3 fedhe 9% AT ATedt 31 98 W RYH & fehe g P F& 8|
R UG I e @G Tl B

v B,

g fewe g F & forg e ST (Net Banking) &1 SRINT & Tt & |
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farfla @9 (Financial Transaction) g1 a8 & gl & - f&fSieet @i (Digital Transaction) 3R &g @ia (Cash Transac-
tion) |
Tehe e (Cash Transaction) T8 BIdil & S8 @iF-a & G &l e SITHA-ETHA B U &1 IUTNT 6 & | IS8T b
?g_ﬁ; MY fohlt gt W Adhg (Cash) 3d & 1 ST 3TTIHT GURATSR (supervisor) 3T 3a (salary) g (Cash) & &9
i |
f&fSieet @7e (Digital Transaction) e 81dT & S8 U4 &1 Febg €9 & 2AHX (Transfer) 7 &b Seide = &9 & 2fAH
(Transfer) feaT STTaT & | ST 3T fepef} AaraTse W HUS WA 3 forg Sfere TS BT IR 2 2, A U gl (e T4 &
STaBL g a1
VY B 90 & [ fefSreet @eT (Digital Transaction) & d&dl 81

&1l

5

hise ®TS (Credit card)

2fae &1 (Debit card)

Ferrs &febT (Online Banking)
f$fSrea afeie (Digital Wallet)
UT3TS YT (UPI Payment)

Aisyw 8 | fexita @
N

feforeet <fean HRisH IR & Y& gaT U LA HRIHH § St WIRd &I fSFored 9 & U werem Tomet § ggen | “Haed (face-
less), Y9I (Paperless), He (Cashless)’, ag di=1 H1eaH feforect sfear & wedl § & Ueb QaT 16 & ST olTl &bl heretd
(Cashless) fsfSrea @9 (Digital Transaction) & & g g1

g
Frer s Foreter a2 31 T P & g et & an R A ”ﬁmﬁamfﬂ

1. feon &1 55 fedbe g B Y T 8| AfehT 3T UTH fedhe HI3el T ST 58 WleA &1 THY
21 3TfeIT I8 31UA Shisc HIS B I 3191 AdTgel QU & fehe @ 21

T Ig T ai-ie (Cash Transaction) %m%ﬁlﬁﬁ:ﬁ:{ (Digital Transaction) %?

2.3@1 7 500 9 & e VYL & e 1 i1 | ag g fEre are T9) &7 SaeR 2 W@ 2

T Ig S @i-ad (Cash Transaction) & 3T f&fSieet @Ha (Digital Transaction) 32

3. ST TS WG FTSTR STTdT & | I ST ST (Purse) & SIHT ot SITdT &, 3TTIY 38D T HIs
THG! (Cash) el g1 A SHMGR (Vendor) & urd fefSreet afee (Digital Wallet) g1 Y ST 3197 HI
Q I B AT B

&1 Ig 7hg eia (Cash Transaction) & 3T f&fsieet @Fa (Digital Transaction) 82

3TeT /Y W
& A9 9 T B IS a8 & A A § Y AR ed |

1. e 97T (Online Banking) etie $iHgg & Sfehtr
Tifafafer) & aegg St 81

3T 38T (Online Banking) T39I 3T 31
glauss 1

fefSrea ﬁ?—ﬁ? (Digital Transaction) a‘sﬁ?ﬂu a'rr—éﬁ (Finan-
cial Transaction) @ﬁ%ﬁﬁﬂﬂe{ﬁmﬁmmm
TaTeie &9 9 fhy S gl
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SIS H gH

&l

. TefSrea atdie (digital wallet) & ATEIH & TS YA HIAT
. a@ﬂ&@ﬂl‘é (BHIM UPI), ¥EITH (PayTM), TiTeT ¥ (Google Pay) BT SUZNT i ATeiTs 3 gia®R

CACRIRSI!

. TS A & BRI

AESIRE!

RIEPGE:

39 LTS AU (UPI app) T b % Ford 31ma seawmer fean @ an
f 37X Y T e gUIW R

O ¢ Google Pay O ' O @ sSAMSUNG PAy

PayPal
0 PAYTM 0 Q) Phonere 0 EilfobiKwik

Camazonpay O EHIMP
9 J
T3¢ foree atae % aread @ ST YiTa &3 b IR A

BITCITSH T B8 ddb! & fohan o7 TavdT 8 fefSied afaie,
BITCATSH YT H & G GIIToHS ! § T U gl

f&foreet afere, U el YT U (app) & foraer sudi feeht

off TaTsd fEaTed WX fohaT ST HehdT 8 | T STUH T ST ﬂ

3R UTIaE Bl GRIG §9 & TR Far 3| fefSreet atole Y0 R gw

379 Shfse H1E, Sfere HIE AT Fob WA DY THBI ot B & | T s
L ]

3T WA IR /8! &, df 319 f&fSredt atele Uu &1 3uahT &2
Hehal/Tehd & - 3TUD! YT (cash) AT HIS & ST DI & Ta1 8

519 & fefSred afdle &1 SUAT a3 &, df 88 $© GREN IUTAT &1 UTe ST aTfey |

QO @it & ol Ueh HeTed IT&as A Y|

uraas fpd) & g YR 7 B

ST 319 Yfeerdh wifi Aeah & 9 &l dl fefoied atele &1 IuahT A i
FHTIT dicie U9 &1 IUINT B & o1 VU &l 6 HL S |

IS fraR &, TQ QU ol A5 grael THH1) R FTTHA 2 3K 4D TAB H THa & 5¢
feea afae R Heramara?

gora: fereht agq ar uw F IR & @Y | Sang i st o A fefrea afde Far g
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12U A o6 fefred aidte ST IUART &3 T 98 F giaw &i

T ¥ (Google Pay), YT (Paytm) 3TR *fiH gdtams

(BHIM U;%:T?ﬁwg%qaﬁmﬁ?@ﬁ? & Google Pay
feforea | 31T WEHH
% R Yk 4 paytm EHinme
| R AT TTY qle! & S QU BT ITINT I HA A1 9h g S!S B
E TR A & forg femam 11 T 3 | FrR JaTgy, & amues 4

AT g

et

31y ffSred afeie QU H 39 sufad &1 BT Fe a5t 3
Tha/Tehd! & S8 3179 98 AT Irga/argd! 81 39H!
Ugel Ig &R AT &I 136 I oft 3701 B R fefSrea
glele BT IUINT Hd &l

T o

AR P & ITAT ﬁ
QR &S U PR, HTEAT 3R The HIS 81dT & o/ g1

S Y Th HLGhd & | Efored afeie &1 3T S arel

B R &1 YT 3T QRPIS BIdT &1 IS HY e pig %
DI Th B U Al ehol &

fefored aicie & ATed 8 YT WIHR A dTell ghIH!
R, ThT 3TR STANT B & fol FIIR Hs fg@man sar g

YA gIEd 8 I fSfored afele U0 R AR DI fg@m™
& forg &g 3 3= 99 A

T -

1 forg g wifspar 3 safaral & forg oy & o e enfera

Rl E

1. Tlhds I aragNaR BT IUANT Hh, 5 safad efy
119 € a1 o 2 &4 B, 3 3ileiTed 98 & aided
P forg 3o TTEHE IR faf Tier e &1 3unT
R T g A fgT 7T =Rer ad1d § % Google Pay
Y 98 A AR B

2. % R Google Pay Tl @il
Google Pay &I 3Tl B & ford fU gof HL AT

TR &1 U HL|
4. QRIS BT IYIN HLP 0D Aot P forg ‘fmelt 1t QR B Bl b B’ T el oF He| 39 I Ve & folg T picae a1
B FoR W gae o8 Wi HLTHA B

5. mw%qa?%m(ﬂmmmm?W)gﬁ%aﬁ,aﬁrMﬁw&rmﬁ|m@ﬁ&ﬁqmaﬁ%mﬁww
R ST q

6. ITTell BhIF H, Yudh 3 fGaxor 3R 3T S W1 ! Tfud e forad T Aol 511 @i 8|
7. G & d1E, UPI O gl e & forg 3fTdT e W gl IR 29 ¥
8. U Ao & forg gtens fom srot 3Tk Tafire ged R G aR XU &3 | 3 Hiaal & are, T g&arafed S ot g1
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U HT Hel Sa< A |
Z 1.213@1%3;@
. [=] =]

2. 3T T Y UTER A @l § 1 39 328 $© U Ao A1ga &1 3119 1 H B A 3w
FdtSTE (BHIM UPI) | 3119 37T B ok 371X aaT *ff STa §1 38 4 o1 o1 wad) FRfgra 3k
AT AAHT AT 8?

98 T o1 § STt 38 U1 S|

o\ g3 (BHIM UPI) VU 3T IUNT &h 37 WIF ok TR 9 A |

&1l

5

Aisge 8 | i @

HTSY HATATS WA & ATH & TR A S
feforea atae % &< Brag B 33T 379 & $o & 3@ |
. TEABS) (cash) 3R e TS Y gor1 & warey giaerse 3R Aw 71
g JTUH! YA Tl BT T T B Heg BT ¢ |
Tg KT 3TR UTaR aTell & 3TETt & U8 Ao &l giaer a2l
7 U U a1 9T & SIS U B | U A1 9 Y IRIAT ST TebelT & 3R 35T TeTd SEHTE b ST Tl 31
fohEll 31 e FI U fefored dicic BT ITINT HH T Adr & fofg T fSfored aicie & &3 a8 b TRET-TT

21 B1 T5t ae R SR ST HiaTse N Y Y, i oft 3 37 Reforee atere @1 gz & & dg a1 fsdaa A
Tha/TH

P nfafafe a1
fefSrea afae gaI siias &) H AT &7 THY!

Thd &7 HIS &1 IV oI

mﬁﬁ%ﬁ'&ﬂ

I2M 3197 59 9t &t D) i & HE i g &Y A evmd |

. FefSree atde us aitaars yra QU & fSreer suiv g e
) HIEHH WH Fha 2

. gH fefored afdte W TTaM 1A & folg B 7GR a1 FIR B
B 3L PR B &1

. %mﬁzmmﬂmﬁwwm , A ok fera
[
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&1

6

E

Aisye 8 | il @

19

.

3R 3119 10 He 14 & folT 500 TG T2 THa &, d) 1Y 3H J9d &1 ITANT 5
B S felg H4?

TR 319 20 99 ¥ folT 10,000 TUY ST HHA 8, A 39 59 Tod HI ITANT
frg am & ferg 812

AU P aaa T
Sod ag UMY 8 SNl fom1 @ fohy 311 T &) STl 81 3119 37elTT-37eT7 AT H 371R 31eTT1-37eTT SN @ sod & Tehd gl

I &1 {1 dd+ 5.40,000 & | 33T, 39H @ Bl @ |

[ e 10,000 )

B (course) BT HIrF 7000

[ETEKaRSIEIE] 2500

ELRIRGIY 1000

el B B foret 500

g &1 foret 1000

gieal H gl IR &7 @M1 2000

EIIRER] Rs. 24,000

\ 39 @l & &1, 1 % UTH 16,000 5T 1| I8 9T HL b & b 38 IY &1 1 HLAT 8| a8 IqH _/
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gt & 7 98 99 F a1y s e ATEd B
QT T ATTEP A &. 40,000. 3TTSY 3% W U ol STt

e 1:
N %
T 3797 G 90T Thal & %ﬁ%ﬁiﬂaaﬁ%ﬁqaﬁmﬁaﬁzﬁww ;
g8 gIcel H SIS IR @M1 @1 Fhell & E
g (library) Y RbaTel SRINT & & Sl YT 39 fol RITET ARG faredk @lear argat o
! fohdTe @G eheil & 21 7 o 38 UG & 39eh! SIAd %.50,000 81 38 &
a8 SISl [ aTel 3UTEHE # T8 Tohd 2 HEM = 99 &Y et | 2T 319 feerade & forg off %
. RIS dreT-disT AT ST el 8 —
faPea 2: -
N )\ J E
@ AT & oI 16000 FUT T T HAT ! &ITN?
qE A SAT ISl B

g S9Id I G Tl | dic Tohd! g | SR TG 5 HeH o gL AN 10000 BUT ! §<d Sl & dl ag 39 fold 98 @G
Tohd! g | T8 YA R BN dh 6000 TUY gL HE A 4} &< bl B

10 ¥Y3 §LEH IT 100 BUY &L HE I bl 3} SIE) erd b1 ST Febell & | STeT-37eT 3223 & o ard 81 debal 81 3 I8
3T ©R & folT Ueh 9% WU AT Th F&U TS HIY B & 01T HS ! a1 Teil § HH 9 & (ol sad B
ST 8l GebdT 8| 3 3L, e T & fold oY 81 Teha &, S8 Rerdie & fold 30 & 40 Hrel b serd BT

9IS} 31 G2 % W 3R g9d H1 TET Hiforg)

1. 9iS) &1 97 16000 ¥UT 2| &7 3199 4000 €YY IR fhT 17T 31UTEHE & fhUg # a7 21 3000 BUT T 319 gt faret ste1
Eb_{“cﬂ% 2000 ¥YY & AT WAST & 37 3000 BUT & g9 WAl & | 98 SLHEN 2000 BUY HUST 3R areh! 2ep U oft @<l
ATl

(TS BT 3 )
giSl 1 o @A
gl Y Tud

{Wfﬂaﬂ?{ 16,000 YT B | I8 379 4000 YT IR b MY uréie & foparg )

@ Hdl 2| a8 319 Gt foell & forg 2500 BUY @< St &1 1000 BUT 59 & AT & folT @ Hal & 3R i &
W%igrqzsoowaém—cﬁ%lagsznéﬁg@ﬁo—vﬁféaﬁ%%msoomaﬁwaﬁaﬁ%aﬁnaﬁaﬁm 1000 TYTY
T Bl gl

(e BT 3 )

LM &1 Hol @

T Y Fad
Eﬁm@ﬁmﬁ&ﬂ%%lmﬁa16,000.33‘6@@%%%.3?%;)
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JTYTEA BT BT 6,000 5. ST JTHTA B aTel F felq 3,000 T. 3T forer 37k fopA H T 3 fer 4,000 . RifeeT o7
W 500 5. Ui 98 HATEE F TGS @l B, TG 38 URae R & B Y ATavashdl Tal | Sba @M & b § 3R
HAT 100 TIY Td HA 81 TR A @M & felg g7 %. 500.

(qren &1 ae )
T 1 Hel @
Spd Y Td

\_
AT §9d fahedl b UHR & IR A S

&1 $© UHR H Tad % TR & IATAT 7T §, 3T YHR ! Fed U ST TR

18 Y 379 AT T 3 W R X TehaT 8| 71 AT o6 srera STetiT-arerT

Tt & ford T 7Y T 3 STAT-37eT Ule ¥ | Teddh Ul U, 3179 975 for@d o L —

S U ek M A SR LA
| 3T ST qic | Y gl ST, il 3119 3G YA Bl s for

FLIHA B ' ] ™

4

8 | focfa g ®rgt &
NS

T o

.9

AT £ R
lbsddnndandk 'I-Ih

i
TR PR

3ATSY, AIT-3Te1TT g & 99d Yie (Pot) I ST 3U=NT 3114 HX
gHa gl
-

J

oS gHg $ Sud

S GHI ) ed ATHE (fund), T8 U & IoT8 379 T &S Gl 818 Teb 88 W & 1ol 3TeTTT T&T STl & | S8 3179 STar
B1a 8, Y Reratie a1 17 = & Diciol B H T H TeT AT [hEfl FebR 1 i1 ST GfTeber BIaT & | AT orar
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Ut BT 3 S 3 7Y 37T S5 21D Q FRA/BIAT 82 IS UTH B3 d HH U HI2Ied o sl 31!
g B 5! g A B A GH AT B |

I A B & folQ TS HH A HH
#.9. ATYP! qTEqd A T HHTIUE & fera A
P
33T 9 (Chess) @ THIUT, hebdA e

1.
2.
3.

3 TS T ¥ 1) 31T AT ATEA £ 39 HIH B HA & ol 39S ford Tradr ! ATaTddl g, 39 W)
HH 4 H1 U foig ford |

%.4. AT AT & T AT T ;f:a?ﬁ%%qamwmﬁmw
3T T ST T 3R UT+} T STUTe ST

1.

2.

s J
AT, BT 31 gt & i & s T §

3 N

%. 9. st &HaTy

1. SR, 3w & ot el cafer @t TRig %@;ﬂﬁﬁ?ﬁéwﬁm%sﬁz

. P . : STHATY, YD HTH & o) g5 31 T ST AT 8,
|
\_ J
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3T B B BTHI T 79T FHATST BT fIBTH B P deh @IoH]
Teb FRIGR I &) Tehell B! a&q—{gﬁwsﬁaﬁt

e Gy ST S Y TS BT AT

& 3TN GreTal 3 SR A a9 aT et § of SN g g &

e g fepell =t & 1= B ag oY Evia & b afe gardl o fepelt . o
e @ & ) dl g9 3T U AFAT [eid 9 gea § st SHEIG
BATY BT 37 §THATY SR U &1 8 H T8l 81 el & AT Sftaq

TR SR agad @ gHdl &

%
:
;

Aeh<t (hRTR) & fAhey

HISTA9
[~

U 1. 3T2Y, 3 &4 319 ST 31 GHarsiy H Uga™ $L1 39 TR 7 A9 3R
Y HaTell b o dia 31

U 2. YT U HH Va1l safa ¢ | 98 WHT a1 7 7501 8 | 38 ST ST ST a1 7|
AJurgR Hr R B ATR?

E)REIEICEIEI

gga

BN ! AT S THY 3T BT 3TR AT ) Iga=H1 & | o
Tfafafery & g 3 8 39 Wam & & g8 Tgfy ofRk geft e 81 98
W%%aﬁéwﬁrﬁtaﬁwaﬁmmmﬁlﬁﬂﬁ
wﬁ%mmmﬁwﬁ%mﬁwwmﬁmwaﬁ
%|ﬁ?&ﬁﬁ@wmﬁ$ﬁa%w@ﬁﬁw%aﬁﬁﬁamaﬂﬁﬁm
ﬁaaﬁ%agagvﬁaﬁ@mm%%gﬂa@mmmmaﬁl

fafirer it 3Tk Biter % forg ot Bt 3R erarait &1 e &
Y, 37T STETHATRT & I & STTeds 14T ft Hgcayul 81 78 § Ul &
TIIATE TR STETHATY | §H FHTT! bl TERIdT § 319+ ST&THATS U H1g uT
?%ag\%aﬂﬁésm ST AT 3 S 2ieies arelT 3T 12,3

|
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3T gH 3191 SR 3R &A1 &) ygaH | 9 shaqd &
IR A AR 3R aTel & a9 S

sfe™t (interests)
W.1. 377 3119 YT 48 He BT WTeil THY g1, Al ST JHI A AT AT L /H?

%
:
g

W.2. 519 N7 398 Id & {2 “ Simaehl s a/am 82 < 31d o orare a7t 82

HisIA 9
[~

Y.3. 379! SHAT & STHR U 319 B TT HIIL ST A1e?

L]

&HATT (abilities)
U.1. 3119 fi 3R ufear arat straeh) e ufe™T (talent) ) dTO% HQ 82

Y.2. 98 HIF-91 Hrerd (skill) ? forad forg o sirueh! #4eg arga 872

w.3. g1 forg 31a+t & ik erraral ) yga & F6 e 872

T SR 3R grraTal i ggaTET I Heeaqul 8?7
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qAay!

fe T T #1 98 3fR ATl & stare

foreits Hars & ueb srare e fEemger (fashion de-
signer) &1 T8 & 15 TTe &1 AT, T 3 THT Igd UG
7| fer4is = g & R Sreafeer (singing compe-
tition) & fa&a oft foram| a8 s ol ge AHifew (talent
hunt audition) 3 for oft 7T a1, AR T8T ITHT I
eI gaTT| 9% S5 g@ gl 3TR 3T a3 fepar s ag a1a
T 81 T |

Thel B UGTS T B b aT, [4E § Her feered &
ST &1 (diploma course) & WA foran, STaf 3&
2N TR Wfeedmet I 1ot weel ferar| 3§ adr el
%a—s’éﬂﬁﬁaﬁiwﬁ(embroidery)mﬁa@
I 8| 38 FlTd | G FTQ] 3ieb el |

%
:
;

HISTA9
[~

a. %&ﬁéﬁsﬁrw%v

b. faE & ATy R R?

c. 741 f9E o) TP &HdTaA BT qar AT?

d. fasis & srqt eryare & TR & HQ gar gen?

A9 a311e1 =T T

IfE 3T 59 fawa $1 3=} aig A gt foran @ ) Freme |

1. St & a1 Sl & o fBa Afa &1 e aid &1 STy
VA &1 & oFH A1 safa 31<o1 8 R 3T HTH & S dig d

HETAFAI 2

2. # 9l BN 3R Hara S qgara 3R 3 SR fadeq
Q Ao # 9w g gy
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9.3 HIR 9 FT AT HHT

9 913 § 3119 HA:

1. B YY (career path) &1 A
2. IR TY (Career Pathways) S 3TelT-3TelTT J&T (industries) T B g

%
:
:

4 i il
YT B (course) I HIA & G TP ol B H B4 A STT-31AT ! a'qé =
waﬁ%? E2C ) ! ’Eo
. 4
ST BT 9Y HT Hgd 9 &

FAR AT 3711 3701 HRER T & forg sga S U &, 57
&H TUeell Uigl o oflTil o folq 3uersd Tal g3t & 3l

ST UG, feasaiTTe a1 df 3TRETUT et b I1 TIHR
el & 52 & a1 Hiferd sgaml & T19| IgTE1 &
forg, Enfiaer % &9 § efy-a1id, 2e7 gt Al Hafer,
ANPIHI 255 STe H e 3R SATEY | 37T, TLHIA
Freplet & aretrarn, ot & & fesgine & ol &8 T
IucTsy g1 3 fafir - ¢t ax oft e g &2
Hd’)d%l\ﬂl*l@\fbdl, ASHTR I TGTY] & Ueh 98 Il db
qz“gvam 3R TR 3 Ry & @1, B & F bl B
Tt % forg gt 718 B

BT 3R g e AT fewn 6 B gHer T8l 8, dl 3T
FATaYui (stressful) 3R W (Confusing) ot Agg@ &1
Gehell | &1 B Ja aTell, SRTTSSTeh Heb Tl & ST
S THT FaTg IR ohd o | BIER IY Bl Tel THI R
o g6 Uoh Isadl Wiasy il gedr 2|

BRI gy, BT bl Teb TEY e (Series) & S 3T
aﬁa@aﬁza@@aﬁaﬁiaﬁﬁuﬁm%lm
& forg, afe 3T @ieg iU (Principal) 9T R, A1 3179
SATHAR TR U 27616 & &Y 7 YT B4 | 3T Ugata

(promotion) %%@mﬁmmaﬂﬁ%aﬁtaﬁmﬂﬁ
qg?ﬁ%ﬁmﬂaaﬁma (Leadership skill) ot TR Tebad

Government
Job

Self
employment

Private
Sector Job
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AT (Tip): 21 TS &, T 5 TTed A T AT 3R B 99 79 TR &1 TN 3R AT 379 3197
FHIER I TT FIA &, a1 5 9 10 T 91 H} 3 Bl A Tt ) T6d el ¢ | AT TIH! F1$ Agar
ST 9y fAerdr 8, d) 3119 35! 377 Y ¢ Tha 81

HIER 99 A & Fad T &, St il & S e S

g BierT, wfayr 3R &
SR &1 AT, 3GH1 ¢ € (trend) 3R agi 3uctsy At

HIET 9Y DI BN  3A19:
3197 ufersT 3 IR H TE W 3TTUS A8 3D (ol TE & Tobd 8, ST 3D Al A I+ H A LT

el SHierel TREM: 319 S A Ge1 =T 8, $8b TR U 1Y I HILetl b1 I Febel & fofre 319 HI1 18t

g
TeAfEra (Flexible) S STSTR Y AT b8 UhR gel Ta! &, 5P SR UR 3119 37U B BT U4 I Thd ¢ |

%
:
;

HiSTA 9
[~

U 1: Y IR 9U B AT SHHT R ST 82

JTST A 2 o STeTT1-31er7T 3T A SR F 9y FA @

3 AT T Qe g ST | g g Y e (Poster) ot 33 | & Frraferfiad siver & forg sk ug & diex &

%9 fEeisf (Fashion Designing),

SR 3TULeX (Computer Operator) 3R MU 3 (Programming Assistant) (COPA),
BT (Cosmetology) 3T

TR (Stenographer) |

Qb YU, B IIEE bl G| Gt GIXe bl G b §1G, BT UIEE o 3fd H 4T 71q vl & ST fifiq|
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e fesmgfim ek wtett

CAREER PATHWAY

FASHION DESIGN

& TECHNOLOGY

® Operate various types of conventional sewing l Knowledge of stitching & neat
s

machine:
Learn about different types of weaving techniques.
Sketch the human body based on eight head theory
Know the importance of colour, colour scheme &

L

The knowledge of working with Computer Aided
Design (CAD) in apparel

—

Workshop assistant in government ITls N
Garmentfactoriesas tllr o sample maker
CF,

Avadi as a tailor
\./

Desngner in garment manufacturing units

& I
ot

W\

Knowledge of basic electronics

Assemble and repair Personal Computers (PC)
&laptops

Hardware and software installation in PC & laptops
Proficiency in MS Office ( MS word, spreadsheet
applications, and powerpoint presentation)

® Installation and configuration of different types of
printers, plotters, & scanners

® Setting up and cnnflgurlng networking systems using
network devi

@ Sharing resources and internet connection through
the netw

. ImpLemenwﬁon of network security protocol

® Installation and configuration of Windows and
Linux servers

® Browsing online and email communication

hing to make
a garmeni

Creativity to design and sketch patterns for
fashion designiny

Knowledge of CAD software

Specialization in pattern making, designing
accessories for men, women & children

Apprenticeship (NAC Cer
g & Design Centre (ATDC) for
advanced training in fashion technology

1Tl to learn surface ornamentation techniques
& embroidery

Crafts Instructor Training Scheme (CITS) to
become an instructor in ITls

Knowledge of working, upgrading, troubleshooting
PCs and laptops
® Server installation and configuration to manage
office network
Network security
safe handling of data
Knowledge of M Office
Setup and configuration of Local Area Network (LAN)

.
.
.
.
J Knowledge of internet usage

Jobs in central government like railways
Jobs in state government like government ITI,
polytechnics, and engineering colleges

Private companies like Wipro, HCL, Dell,TVS
Electronics, VI Microsystems, & Zebronics
India Pvt. Ltd

/—oooﬁ

’
&
)
e

Apprenticeship (NAC Certificate).
Crafts Instructor Training Scheme (CITS) to become
an instructor in ITI

Network academy course to become a

network admi

1. 39 HE H AN & g Fo
HAAESD FTE?

2. 39 B A FHaTTd Aad fpa1 &t
gHdre?

3. 39 U $l AeS A 3ATYA 59 B
& TR A HH-§ 1Y Uge] H1Q?

1. 39 HIEX B AN & (i FO
ATITS B FITR?

2. 39 HIE A groarTdt Aa fhaar §t
gHdarg?

3. 39 YT $I HEQ A 194 39 HiER
& S A HIH-8 1Y Uge] AA?

%
:
:

HISYeT 9
o




HISYeT 9

%
:
;

o

SR FIEI 3R Aeadh TExEd

CAREER PATHWAY

BASIC I:I]SMETUI.I]GY@

TECHNICIAN N

Beauty therapy & knowledge about beauty Knowledge of the newest trends in hair design,
pr fashion, makeup, and skincat

in keeping the o space clean
it about color, style and cut

ient customer service

ngv manlcure‘ pedicure, fa
halrcu( r styles, coloring, stralghtemng. rebonding,
& other hair treatments

Demonstrate different types of makeup & perform

basic correction makeup 3

A 4
Hair stylist, nail expert, beautician,
wedding and event stylist, makeup artist
' Freelance makeup ar

Apprenticeship (NAC Ce
@ Craft Instructor Training scheme (ITs)
to become an Instructor in ITls
@ Courses in SPA treatments, aroma therapy,
hair trichology, & skin analysis
Advanced Diploma courses

SHTEI%'&[ (Stenography)

CAREER PATHWAY - - - -~ - -~
(~~~------STENOGRAPHY

IMMEDIATE SKILL _ — — — — — - PREFERRED SKILL
REQUIREMENTS - — — — — — — — — — — — — REQUIREMENTS

* Typing speed- 25 words per minute for English, 30 words « Proficiency in English speaking
per minute for regional language with 95% accuracy « Grammar and intricacies of concerned language-
« Shorthand speed- 80 words per minute for English, 100 English or regional language
words per minute for regional language with 95% accuracy \ Z * Knowledge of legal or medical terminology- basis
+ Communication Skills 7 of organization requirement
« Credibility and trustworthiness as stenographers handle f q
confidential legal documents and proceedings |

JOB OPPORTUNITIES - — — — — — — 7/
—mm—— == = — — - PRI

[

Vacancies for stenographers are available from time to time at different Government Ministries
and Institutions. They are advertised by SSC, UPSC for various departments and organizations.

.‘ 0 Apart from government institutions, there are plenty of opportuni in the private sector too.
D =4
o’ < (=

Entry level M Senior level

tary, Company Secretary, Executive Assistant
Personal Assistant/ office Administration/ to Director,
Executive Assistant, Coordination, Administrative
Computer Operator, Front Desk Executive Secretary
Data Operator, Typist

|
N

eSS

(4
1 CAREER OPPORTUNITIES
| Industry Upskilling
« Finance and Accounts » Book-keeping * Tally *Accounts
|+ office Administration/Management * Modern Office Management
| Hospitallty - Retail « Front-Desk « Spoken English * Modern Office

Operations Management i '50) quest

g g
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1. 39 HIEX B AHM & i FO
ATILIS P HAT 27

2. 39 SR { FH3ATd AaA fba1 &t
qHd1 ?

3. 39 G $l A4S A 3191 39 B
& SR A HH-§ 1Y Uge] HA?

1. 39 HIERX B AN & [ FO
IS P FAT2?

2. 39 HIE A gt a4 fhar &t
Hd1e?

3. 39 Y% ) Heq & 31TUA 39 iR
& IR H BH-3 7¢ ugeqg HQ?




wfafafer &1

qJHay!

fafafer 1 ) e wpe & gra o H smavawar § iR fafafr 2
T B ) AATIHAT 2|

Tt 1

39 Qfaefacl & folq 351 3 YU &1 IUTI &Y | T YU, hl] T iR g W g o, o s # ag
QT T TR AT & (MY Qfaefae) § fiy T aR #ier % srerman) | 3TI GRT g 17T Hi@R 98 R fead
F| e Tl dreer g g et 3 SMUR TR ST SbeT B3 1 BT Y| TSI 3BT B
& 91, 39 fou U T IR ford|

Tfefafe 2:

farfrr SRR A1 T uar o7 & ol 31T9eh! T8 SIHHT 81T b &1+ Tt A1l Iueisd & 371R 319 folg
IugeRd B | fepdl) fardiy el 3 forg atTarearss iféies AT 3TR Hierel & THeAT Heaaqul & | forg off g
319 B T & 3T TTH B mémsaﬁﬁ@wﬁﬁw%ﬁwm@%mﬁﬁmaﬁ%
mﬁ@ﬁ%ﬁ{qwuaq@ﬁ%mﬁﬁza?{mmsﬁaﬁaﬁméw%l

FIeh BT ATH/ISTH.
LT e G,

JATTLISD HITe.

BT BT ATHT (U H).
qﬁﬁﬁﬁaﬁr%méﬁ'—r

ST 7 STt T A,

Trpd & gurfed Y o1 @) S,
fSrefet @t formm & a1 &t e,
et & S H 37 B

A3 arrer FaT HEr

e 97 8 A & 3] g T A foran & df Frem o |

BRI HY 3R A AT aTAT 92, BT Bl Ueb e (Series) B St
ama?raxﬁma’raﬁu%m‘rﬁaﬁ'{aaﬁﬁmm%

218 T A 83 5 GTel & 7Y IR SR BIER B TS TR &

HIIR BT T BT - BT, ufawral 3R draarsiy + |iy,
Tl 3R STR) & SueTed i & o e ST 8

HIIR qH Uga a1t AXAT P TR T & IH HIEX B IR A Igd
$O WY I HhaT g
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9.4 SITd HTdhe fud (Job Market Re-
search)

9 913 # 3119 HA:

1. BB D g & IR H 1T B oI
2. HIhe T (Market Scan) &8 &L

4 I e gHS
39 “SATq "THe” (job market) q FIT THIA/THAI &2 FF 2@

%
:
;

HISTA9
[~

1Y “Sifg HTHE” (job market) F T A THHTY H UT THa/AHd1 2

T “SiTg "1dhe” faier ik famr fysairar are safaay & forg s 32 R ar FA 48117

- J

3ATSY ST o6 BT h1 T T 9aT HQ AT 1Y

& Tl uTat & 1 e Y g+ 3T 5% g & IR & Ugel €1 5T 9% & | 3TT5T 58 U18 & o7 o 58 3797
B (career) & fGhrE & foly AT HLTHhd B

o _%." ==
el '
=N =
1992 2002 2022

el 30 T &, R & HTH 3 o fEAT & B IEalTd 3111 7 | STSU-TZER (type-writer) i STTE HEX (com-
puter) 3R JU<TT (laptop) 31T 7T &1 dgers= BIH (landline phone ) 37, HSTSd BIH (mobile phone) s9 1T &1 894
379 T 3TR Thell 7 oY 378 T $© IgaTd B1d §U W & | AfehT 7T 31un it 37 Tepfet & o & Tam & o7 3 Sgerral
asmagmané%?wmw%ﬁﬁ%aﬁﬁaﬂﬁméﬁamﬁaﬁmﬁsﬁmmmaﬁ
\q(_"l(_" ?
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SR & R & ITE0T & 1Y, WY 3R 3 s it i 