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3. 6Ueoll®& &nl LID 6I6dTMITED 6T60TE0T?
SIBHE0T EUEDEHSHEMET 6T(LDFI5.
4. fmieDily euemrs:
) FILL HleUSHSHS Snl LD
ii) HeMEVEWLD LHMID G(R 2 (HEUTEHSLD.
UGS — FF
IV. efifleureor eflemLwierfl
(10 wglLieWetor)

1. oiMl&emaserfledr LebEeUM| 6)6M8SH6m6rT
affleurs efleurfl.

2. M &em & 62 19 6 60> Lo L1191 60T
9 eeTL&&misemer edleurfl.

3. QU HEED SP&Hem&HUT6EOT LIGTOTL|SH6mer
efleurfl.

1. LmesoreuI &6 snl L simledlii, Hlsp&dl Hlime, Hlepsdl Gl whHmib Sifléens wnHliflaer

swnifless SpAflwmser euflesm(bged.

LOMeDOTEUT Q\FWeLLIN(D

1. @etemmwl 6u6Ol&H BLEUGHMSHT GSMNHSH wLIHH SNfsemsHemwWS SWnilds

LOM6TOTEUT & Eh&HE A6 M)SHS 60D

SHSMT [HITCVSH6IT

1. Business Communication by Urmila Rai and S.M. Rai

2. Office Management by Prasanta K. Ghosh
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LSl6Y&6IT LOMMILD S} 6)6TOTRISHEWaT LITMLOIlH560
(MAINTAIN RECORDS AND DOCUMENTATION)

o _ETemTL&&HLD

51 siflpsd - udleyser wHmID
S} CUEDT RIS

5.2 2} 6600TRISET60T 6U6mSHSH6T
5.2.1 fimieuents soemeus GadlsH g
ugmofliug)

©) aDmedletr BoHéshiseT

5.2.2 ugley Bieung s 60t He0TemLOSH6IT

5.2.3 geoflwflemio HmLD
1 & &L & & 60T60LD 6mLL
ugmofl&5Hed

5.3 ungsli Wmev&e

B L5Fley&6T LoMMID SH)6)6T0THISHEmET LTS8 60.

B LebGeum)| CUEMSUITEOT S EUCTTNMHIGHEDEN Lilq &S 6D.

B o Hneuersgler udleyserfleorme, HlifeunssdHled erbLbLD HeoTenseT LD 6SHbHs)

C1BMEIT(EHSH6D.

B pOUSSHE0TnL HNID THHAWLS He0TemLOeMILILT LD LIl SH56D.

B ungsniy Wmedser ubni SimlseD.

P& — LHley&eT HMID

3y 6uevoIrhi&eT (Records and
Documentation)

6T fh & 61 61 M [ 15 1 6u 601 & B D & b
ugley&e LoD MILD S} 62 600T il & 61T
WOsed (P AWNETHTHED, HeNisHs

WIQWN ST &H 6L SMHSULGADG.
eUPSSLNET Lgleyser mmib &Fed Sl
0158 S6UETOTRISET, ASHIL60T LiflihSi600TT6Y
QUUBSID, 6l euhisHer, GumeTmeunemnm
urmofés ellevemevaledrmmed, @hg melieor
glphlemeoulled @& (Lp(QemIoWINeDT &6voflenf]
SIQI6UEDS HITEUTHIONS SHIHSLILILTE).
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UL 5.1 uleys6T MHMID S EUCTOTHISEM6IT
urnofl$seD.

udleyser Gueomesoremo (Records
management) eredTLIZ)| LOGOTEOTETD) SIEDEVE)]
sMEsL Lgleysefleor GmUMTenel LOMHMID
Bifeun&n@. euqeud, uleyser HmID
266001  GLOEDMETTTEMID  E1FIEOLIIT (b & W6l
2 ([HeUN&HGSH0, TG ugmorfliy, LwedTum
wHmId eseeufliy HpHweney @Hed
SILMmIGD. eTeor@eu melieor HlifeunssHHled
u&leysar Lo fH mLD S 611 600T al & 60 61T
2_([HEUNSHESH6D, IO $&H6D, LILIEOTLI(h S &IFH6D
LoMH MILD LI &1& 1T $& 60l 60Tl SlemLoLiL
SDemOWING QFWIEOLL (PIQUITS 6TeITLS)
Wss asefleundns.

(W & & wWiLo Im 6ot (P19 6 & 6 61T
Tb&HES  UFHleyser  LOMID  p6euevor
Gueonetoremo 2 e dng. D& mHeleor

wvwv.tnsch%olbooks.in

ugleysemn@. Qb HneuersHHled 2 _eren
QEUEIEUTH HIEDDWD LFeYHeT LHMID
S} 6U6TOITRIHEWET  SHEOOTIqLILITEG  LTMOf1&H s
Geue6voT(hLD.

I. seoorsHwed  gewm  (Accounts
Department) umgmwoiflés Geuevoriqul
S}H6UETTIMRISET LDOHMID LIS6&H6IT:

i. (peOOHWNS 6T 600T 600f | L LILIL L
uesorLLfllonHm LUHMIESL (b

ii.  ©niy CuGr®k UDMIEFE ®.

iii. elHCWNs AsSHE FL b

iv. ellemeolUuLlg/(6ellmu emeor/
QIBITEM(LPSH6D)

v. &eomed eufl @Lmiy&&le

vi. upmi/eurey GUilyUULL

vii. O&&IS6T

viii. yfibgievoiey QULbstb

ix. QUUbSHISET

x.  &miSep ureddlser

xi. GURISHSHEHLE0T o _6Tem  &HlgHLl
urfliormmLb

xii. eUMq&HemSHWITeNT/
HGWALUTeTT FHT6Yd SN

xiii. [Flemeowimesr Q&M H&IHSemerLl
unmlw eSleurhl&6iT.

xiv. LDEW6EOTWem60T @b Hl T i &erfleor
S} 6CUETTTTRISET.

II. Ued QILUNHET SimksMgSH Gemwm (Storage
Department) wumgmwoiflés Geuevoriqul
(PSHE S 6U6TOTTRISET:

uafle 2, 6)65TThIG 6iT

BT 6 & & S o1 QLI M1 6001} 6 6 D,
a@l@@@ﬂ)ﬁ@aﬂufp &@Jé]ﬂu(b,&)@ ApGurs o »
2 56 &g P L R

S} 61 6T0TTRI &6 60T 626086
(Types of Documents)

S} 61 6007 Ifal & 61T 6T 60T LI & 6T[H S 616U (T
SiemIoLIY ieV60E) HITeUTSHSHH 60T SiqLiLIemL

flever Peves ydrefl -

i Lt @By

LLID 5.2 2561600TMhi&ETl60T 6U6DS&H6T.
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UL 5.3 L6LEILMIHET SihsMgS glemmuiled
S} 6U6TTITRISEM6T LITMLOINS860.

i LIeD6ILIT([H 6IT Sk &g ulleor
GuGm el LOMHMILD udley
SyeuevTRIGeT  (Stores  Ledgers/
Registers)

ii. oe&mesed Canflédens &b
iii. ewmEpL&SeT eumIULL Gmily
iv. ewungLser elfCGwns @mily
v. ewunmLaer Heplus Gully

vi. SIasmg UYL enL /SISl
uSl6y&6T 6)6TTLD

vii.  &I&G LIH6Y&6I/ S} 616T0THISH6T

III. esnerwse gGewmuled (Purchase
Department) ugmoflssiuL. Geuetoriqul
(WPHEIL S 6)6TOTTRISET:

ULID 5.4 6&TET(PSHED H)606T0T.
i. elemep GMHBHMeTSHET (ELMLILILL
HNID C&HemeuwImeTemel)
ii. eUUBY SpeuevoTiseT (Tender
files)

wvwv.tnsch%olbooks.in

ili. UeOfll&H&H1qHID/ el &I 6m 600T
@anliyseir
iv.  CBMETIPSHED hemevor CHMLIL| &6
v. &eoneEnse SemL Gwuwimeor
51985 OSTLIL
vi. SH600I&HGS SlEMDWLET Sl
urfliormmLb
vii. &L 60T HlqHLD (Letter of credit) - @&
eungieuns gnmiod néEd
Qs mfled e FLILIGUT & ©1h & &
S|SB LWEOTLI(HSHME).
SiBxBumed, LOHH  HEODHSETTHIL,
efliHLEDETS  GIEDD, SHEDSLLKbSHIE  HIEDD,
LGoOfLITeMT  &i60m, [HiHlS SI60M, 61q6U6MIOL IS
HEOD, PiKUS HEOD LOONID 2 HLUSFS
B0 LI SIS SlwmaaTigd &5
9 o5 BTN GeuToTGHD.
GwBed &n.mlUuL (beTer
SIMEVTHS  SHEUCTOTRISHEHD,  LFleYHErpLD
FSDeNe0lsoneoansed, &  Crariserfled
BT &ILOMETSHTHEULD, fleo Grrhiserfled
L EUETNTONLIND EEOTONEGUD SleLSIng)
eLTg IS L&D (GLg), (GLosometoTemio
Semlol196meoT SYT600T(H ELEMEHHATS LIflsse0MD,
SIEMEUILITELEDT:  660TM)]  LILPETLOUITEDT  STeHIE 1
SiemolL|  LMHEWTETN)|  LletTeoTerm  LSley
5.2.1 Fimieuents sremeus Cadlssi
ugmorfliiLg)

uLb 5.5 Hmeuenrs sremeus Csliss
umgmofliing)
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1l m) 6u 60T S & 60 o _eferm 3160 60T & &)
sremeud GellSsL umpmofliug L&D
7 & FwiLomeor LOH MILD SN 555 B
Q& WM GLD. eI &HI6UM & 6TEDEDIT
611600 & LLIIT 60T 62 600f1 & & & QILD H61 60T
sigeuens ugnofliyssnsl UwWeTUbSS
uebGeum| 6UEMSWITEOT  CILDEOTEILIT ([ 6T & 6IT
GaemeuliLih&ledTment. Flemmuiledr LIWLIEOTLIM(h
LOMID ereueumm| 6rbHs & pHlemeouied
LI WLI 60T LI (b & &1 6) & aeTusmHCH MU
GIDEOTEILIMHET LOMMILIHLD. 6T(bSHHISSTLLTS,
QFMTHAFWEd QLM&6UTS LIWLIEITLI(bSSLILI(HLD.
85601 CLPEVLD [HITLD CILOGOTEILIM(H6IT LILIEOTTDMILD
(pemmuilled SpeUCTTTRIGEMmET 2 ([HEUT&HE,
LweTUbS S, SlemeTeudld e G
Uwenterfl& @D auemauled LTMLofl&H&e0mL.

i. ®evorddlwed GweTaun@psT (Accounts
Software):
SHEOOIHENIED  GLOGITOILIMIHST (P&
SHITEYHEMET 2_6M6fIL6yD, (PSHEILoTenT
seoothAWd GBIy udey S (pamar
LOMHMILD GuBomaer, & 60015 &
Y& &bl & 6l 3 & W1 60 61 & 6 6T
o @peundd  ugmoflébsHey,  melieor
SHMEOMIGEDHG 6L  GLO6OTEIIT(IHEIT

BT 60 & 66l 9 _([peunddl Bimio
Crnéas s S nH&M&EeYLD, LWeOTUML 19 HEsML
2 _(HEUTSHSLILIGLEME.

ii. ullqued@B ewerenger (Billing
Software):

ULIqued(blD GLDEOTEILIMHET 6l LI6m 60T
ellemeDLILIq UIED 6T, SOTIL ST (Hh&HET,
QLLIL &SMI(b&6T OMHMID CSBTET(LPSHED
ellemeoliLLIquiebademer LTMLHIILSNEG

LW eI UG SSLILGED & GuaIb
asmenpsHed, elpuemenr GuBmep
LOHMID &Heo0HG LHGeubsemar

ugmoflsseayb 2 5e HmsE.

iii. eerglwl ewedrenpeir (Payroll Software):
oar Flui 6\LD 60T G1LIT ([ 61T 6T60TLI &)
2emAILITHET SiLEDG ESTLOIEOMEIIT H6T
SiemevteufledT HHeuLHemeT CF&HIfl5H),
LISHEHTMID  FOLET LI (bEUTLT

wvwv.tnsch@olbooks.in

uSIBeubHemeT  ©_(HEUTSHGEUSD S
LW eOTLI(b S SLIL LS &I Geyid
Der |51 WIIT & €15 & & siefl&alupl,
(Lp 60T LI 60T LD, 5B H6\HIT6W &,
FIEMSHSH6M, LOM6OflWIrkI&SeT, DeriSIuIT ST
Lo MILD QsmPleomer( & @©h& &
siefldalumd uwindl  eFe6ysHemarLl
upPl ST SHEH — HSHEUDSEBLD
ud Geummid QFWwWlUL (b
QEIEINHEUMGHSSLD  SHeufllHgHeoflwins
SUTHEHHE& eDUBL Fe06NlemenTLl
upr Sl LWeTLIGLEDE).

iv. soeyd FHemp ewetreaunper (Database
Software):
SI6YSH ST EIDEOTELIMIHET CILITSHIEUTSH
uFleys sneTMISHD, BRI WO
OIS, Sl LMusefledr [Hlepsd
&My, wHom doly &L kiserfler
& & 66D & 6T GumedTm WS W
5 & 616D & 6IT 210} im0 & &l 6d
BLUUeD® udley eslg umrmorflésd
LW 60T LI(b &M &I BuwsGerTiser,
G ev fl 6m 6D @ b 6D IT 600T 6W LD
BUsSGOTIHET, (PHETemD  [Hlemed

GueoneniseT  UDHMBIL  SEWEVTHE
&5&HEULSEHL  UTMwflsslubEnE.
Beme Gogib BmILo & & 6ot

MBWSBLIUGSHHD HLEUGSHDDHHGSLID,
aflifleun&s5HH&SWL wHMID LGeum)
QBMLI BLEUGHDSHHEHHESD LG
LIWLIED)ETENSTE SHMLDEMD.

v. 6&snsg Geomesoremio 6ILDEITEILITIHET
(Asset Management Software):

ULLD 5.6 Q&ngg Goeomesuremlo GID6TEILIMIHE.
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8Cs Gumen, 6sT55H GLEDTETUTENLD
G eTaLNHEHLD GLflsereled [Hlmiomigerfled
LWeoTUMbLSSLILGEDE. Hnwssled 2 erer
QEN5&IH&H6M60T HHEULSEMET M6y,
Q@ BLOUTEOOTIQE 6&THEH erlGung)
euMhIsLIULL g, eruGurng elmslulL &),
eTeueueney CGsllwmeord SemeNlLUULL g
sleys asmens, Lgmoifliy egee] GumTeTn
M HG SHHEULSHWETLD BbHS 6&TSHE
BLO6DITETOTEmLD  6ID60T  CILIMHET  E1&HITE00T(h
(LPREDLOWITS SIMILIEOMLD.

sr6y Gailliy GueumesoremLo

(Data Storage Management)

56U Q5 MLPl6DHILLID (Information
Technology):  ereoTUg  H&H6EUEDSHEM6NT
SIgNH &H60oflevfl  SeWLILGHET DS
&1 60T Ml & 6m 6L LW6TU(b S SHI6USTSLD.
bo& Uesoflwmeniseafledr QUL UGS,
6U6ETO 1&HE EIFWIOLIM(b&HET WHMID SeofliuL L
HHEUNHEMET NTGSUSDSS H&HEUED
eBMPlELHIL LD QLB OUTMIIL] 6uS&SHMDS.

HHeUmDE GFHHD, LOLOL(HhSHSH6D,
SIE00)| & S 6D S16060 &) 60 & LI (615 & 6D
GumedTm 61 600f1 & & &) 60T SIOTMTL

QMPSEDHUTT QI SIMGONTS HHEUED
SMPLHILLD I urdlienu anLbSHSH
2 _eeng|.

sray Cabloy
GLDOVITEHT DD

uLb 5.7 srey Gaulliy Guedmetoremio.

H&6U6D ASHMHELHIL LSS 60T 616 SHSHET
(Types of Information Technology):

wvwv.tnsch@olbooks.in

HHEUD OCFHMPIOMILLID 6T60TLFH  HSHEUD
uflorHo, STy uflomHmd  HMID
HHEUD 6FWIONHS CFHMHEOMHILLISDSLI
LIWLIEOTU(h S HI6UMS _6TeMTLSEIL 6(H LITHS
6&med. HHeUed 6GFMPledmILLSSeor (IT)
uebBGeum| GUTSEGS 6T LledTeursLommI:

6u600fl B &5 Hl 60 H&H6UED

BMPlLHIL LSS 0T LIrkI&

H&6U6D OBMLHEOBILLILD 61600{15HSHH 6D (PSHEHIIL
uki® eudsdng, LMWL SHEUTEMSW
UeTlIMENTHEHHS QI Sl SHSETHEWS
QUPHIGHDE. SSHEULOSTLIL (PSHED ST6Y
GoeometoTemD OMMID CIFWIEOLITL(H HlmeoT
6UEMT H&H6UD QSHMPEVHILLID LD 6U600f &
QFWEOLMbEHemeT HpSf&HDEH  LHMID
2_nusdlsdnener siFlaflss 2 seding.

566D ASMHELHI LSS 6D QSHMLHled eumbiiL:
emFUTeBLLe 2020 @&eor ulg, 2020
SHD pevoriqen 12.1 LBl6LEOIIET AIGHTLHlEOMmIL LI
sigliuenLwleoneor Geuemed&eT &([HihS 60T,
85 SeurhEHTMID OSTLIHE 6UeTTHE
U A D &I & 600f] 60fl 62 60T 61LIIT (IF 61T
OHMID ewereun er Gbumd  (PSHL
OBLOGUTT&H&EM, &evoflefl LQ&UMTLILY,
eBMHIMI LI HFHT6Y, Sew6roril LMGHISTLL,
&lera)L sLoLI L 19 MHl, O1FWIN 6N [HI600T6T0TIIEY
Gureotm LeLBeum HEwMEafld HHeUED
QFMPOMILLSSH D Ceuemed  euMLILILS6T
9 _6IT6IT60T.

LI LI 6T)| 61T 61T suey Geillus
BeometoTemld  (LPeuTElETLICLTEMSW|D 6l
(WeHAWIWTETSH, eeeTenfled LTFHSMLLY
Lo fH mLD & (LR G(PEDD B & s
sneolGunsdled SeTanid FEUTEOM&HED
feseonergnseyd wrmlefllLer. BHimeueor
SI6)| ieTey&HeT QSMLIhE iHCeusons
66T [H &l 6 (I &) 60T M 607 . Galluas
6UETTRIGHEMET SHIDLILEYD LMGISTLILTSE)D
LW 60TL (b & &) 61 6M & 2 _mFeasleusne
Lwieniemer  GLOEDTETITEmLD  (LP&HSIILDTE0T &.
QM HneuarsHer  C1&T6Ten s & emen
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611.6T650T ‘ SHB6U60 ASMOEVBIL LISSI 60T SL_L b6

QEWeLBSELEUTE ST FMRI &

elFHl(wemmae NedrUMMLUILI(HEEOTM60T.

srey Gauilluso (Data Storage):

& 600f 60fl
BemL(WP&HIGEHL60T E6TOTSHSIOMEDT  6U6DT
@uwsd (Hard Drive) siebeng Um smoey

sr6y GsUllusD  eTeTUS)

Gaullius SiemWLL&HemeT  LWeTUbSHH
NELLed  elgeusHIled
UTHSTHSL CFWEPeDdDWTGSD. SI6)y

58 6U6DSH6m6IL

Gsilly Gweonetoremo eteTLg CHLOISHS
mEUSSHLILLL SHTeme (PewDWNs Smiug)

www.tnsch%olbooks.in

HemeyL &L L1q Ml BFem6UB6IT:
6UeTOll&HMIGET  WHMID  SHeofl LT SHemmed
Semay DL LIk LWLETLGLSSILGEDS.
Qm s Haell Csemeuwmers)
aqBun  siveng 6l Gwineydameor
eeaflugliuliup  SeTons B8masw,
SIhG 2 _esoremowineor Wiqwim Gamliyser
agmenenailed GFLGSLILDBL. LHEODTETM)
&16y GslILsLISED el6Th &GS E).

5.2.2 udley Bifeuna g eor HeoTemLo&6iT
i) udleyseafleor 2 Heun&HSD WHMID
euenI&Slemwid &L (bLILUMbSSISDE.

wHMID  uCUIdLOULG — WenDWne i) udeysemer HmDUL L O (&S,
UT&ISTSHE 6m6USSH (BLILSTSLD. aiBHMeYD & LWeTLbSDE.
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iii) yélw ugley GoeomevoTemLD
GBIV LIMISHE06IT 6XHIEe6TOTSHEI S

iv) QURIGWeND Betu&HsID.

V)  QUPSHS SIUMLMKISEMENS &eDD&HEDG.

vi) Wp&&wLmeor SH5HEUED &M 6L

LUT&ISTSSME.

vii) 61F6D6YHEMENTS &MMEHHEYLD, BT Hemd
OEFFLILGbSSUD LWOTLbLED S

viii)  &mhg CLo6DTETTTEmLO (LPIq 16U(bHHVISHELD
85 HsH6E|D LILIED)IETENSTGLD.

ey Gailiy GuevmesoremLoudedr
(W&EWSG6D

s16y Gsully GueometoremoulledT e
s edleor BSIHMS Guibupsgleus
WL (bLOEDEOMDED W  LIW6ITL(bSSID
S GWemDUD  erefllgns:  SmsEDS.
@eieummy QRMRISMWLEHSLILL L
FI6Y, GUITLY & 60D & WITEITIT & 61T LOMH MILD
LeooflWImeT &6mmed LILeTLI(hSSLILIGbEMS).

516 GLO6VTETITEMLD 25 S| HEW6I 6T6NEMD)

Gaiey \&FIL6US?

auell&5HDG apm  fphs sy

GLoeomesoremio Sifemeult OILD, 6 HmIe6oTLD

Epaumb (WwesHw Siwnerhisenetr GHIey

&l Geuevor(blD.

i) woedled srey GCzemeusemer Lflbhg
e&merer Beuetor(bLD.

ii) Loebleurment Brey GaLdlliLg GLo6DTEvoT6EmLD
Si6y®emer HIDU ol M.

iii) Sp&He GallusD ereTug LLGeUM)
(wemmaefleor SigliLemLuiled FHTeme
RHSHSUSHHTEOT QI el
SiDE0 G (PEMMEMLOWIMSLD.

iv) GuflLtr 1By dHlLmseEpds Siey
GILIMEDITLD.

v)  [Bl600T6T0TM6Y ST 6Y Gsillus
SI6MLOLIL|&HEMETL LILLIGOTLI(h&S6DMLD.

wvwv.tnsch@olbooks.in

5.2.3 seoflyflemio oHmib
r& WSS 6e0Temoeml LITMoifl&H&e0
(Maintaining Privacy and Confidentiality)

uLD 5.8 seoflwflemio oHmILD

T&AWSHeoTemwoem LITMLON&H&60
s16y Gl wHmID Gail&EsSILLL STeme
ugmofliug  HMeueTHIMED  SHEUDTONS
emawWmeriuL.  Geuevorhld. G eueflImL el
316060 GUTLIQUITETTHEMTED HT6Y HEUDNS
MSWMETULL S8 LTE. ST  LOMHMID
srey Gaullussdler seflwfleno WwHMID
I&WSSHeTemwemWILl  QUD, HimieueoTd
seoflyflemo OHMID BT &HFILISHSH60TEmLEMIL
ugmwiflé s uedGeum) o2 _Gdlsaer,
SlLi&er wOmIb STeysemer HeTUDHMD
@euesor(hLD.

IBM (International Business
Machines) ungsniiyg STeyser HLOLISLOM6OT
6UITL. & 60 & WI M 6T [T 31 6T)| LI 62 [Tal & 60 61T
6ULPThI&HEYLD, S@mm B & 6w & &
E&MeTemSHSH6T LoMHMID HlepiSsUILLL STe)y
seoflflemwll ungsmillen SigqluenLuied
516y SeoflflewoSHSHMesT  (L(LQMLOWITEDT,
&S eUemoLiL 31 €T0)| & (Lp 60 D) U L 60T
6U6001| B &H6mS EUATTHSHEYLD ©_56)&Hl60TM60T.

ungisniy WmoebaeT (Security
Breaches)

ungsmiy Wmed eredTug &evoflell ey,
LWEITLM(h&6T, 6UEMESHOMHISET DD G|

&M & 60T fal & 61fl 60T smssfléasliuLns
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HHEUCD OBMLITLI6IT 61D SHSH6IT
(Types of Communication)
G CDEHEHOIT

Fg oo oiflebr
Sig usmL_uSléd

LLID 6.3 &56U6D SHTLITLN6T 6U6mEH 6T

. s®6U6D OBMLITL UGS ki &erfledT
lglinemLuied (Based on Communication
Channel)

i. eumbewmyl oeveond esmLiy (Non
Verbal Communication) &evor ggmemL, (&
LITEU6MEDT, em&Femd, CHMTemenT LoHMILD
2_Led 6uomfl QEBeT LHOMTIHEUIHEHE
HEHeUGemaT UfllomHmb  a&FiieusHled
@& (P& AW Ukl@ euHsHDE).

ii. eumewmpl s
Communication)

SMLIY (verbal

he I 6FLHeDWUD DS
SHHeUMEWD eumewmfl  eudlwins
LOHDeUBHSS ufloriés e&meTeug)
EUMLIALMHIS QSTLIL S @LD.

8ns UM & 6M & & 60 61
eumwewmplwmesGeumr 6T (5 &l
cweownsGeum LMHMEUT & EH & &
ufllommm b QFWWeMD.
eGaflLl®hs WLHOADTGGSES
8 5 eor e eoLD 3 & 61 6M 6D &
05fleflsEHE0MD, SHEMSHIWITE  &SH6UED
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Q&BMbLILIGNIHD, SHHEUD EILMILIEUTHLD
(WSHEW SrEISHLONS &HSLILI(bS60TMEOTI.

1) eumileuls HHeued OHMLL (Oral

Communication)

QUM CLPEDLONS HBHEUEMED 6IHEUIILLOHHS
LHODTHEUHHG UuflomMHoD  EFWWLW
Qme»pWIGD. 85 CollemLwnsGeur
316060 &) asmemeIGudl CHEOLOMS
Bm&seonb. GuEs ML eleTéad emld
wHMID elleungiiseEno @Hed SILmhIGLD.

i. Crmod® CoHI sx6ued sTLIY (Face
to Face Communication)
660TM)| DDV BN S GLOHLIL L 6UIT SH6iT
69 (5 6 (IH & 61 & IT (5 6 [T GrIiguinsg
QBMLIL OSMETEBLD (EmMUITGSLD.
@& CriflemLwinsGeur, H&616d OHMLHI6D
HILLUSSI60T ceoonsGeur HemL eILmID
GriflemLsd ML Slevoremouied
Wb LNTUeILNS 2 _6Terg).

ii. OTeMFHTT eumiefld HHeued
eamLiy (Distance Communication)
DTS 266 [H6160T LOWILDTE&6016D
BSOFHMLITL QI [HI60oT6Tof I SMhISHLOME
eXl 61T il & &) 60T M &) S wenmuied
&I6edledT Q1B mevfl LoMMID LifllommHm & &leot
BGeusld WHM OBTLAL (LPEDMEEmET
eflL (wettenyflemo QUMISDS.

2) eT(R58| aU.ETleVTeT HEH6U OBTLITL
(Written Communication)

==t -
7 %\J

—

e

. —

ULID 6.4 655 eueileonsr $&HeU6 OSTLITL
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8revory Sibe0EH SHHG CopliulL
puiseflemLCw er(R58 eugeiled H&eued
ufllorHoID  eFLIeNS 6T(RSS 6ulg elevmeor
HHEU OIBMTLIL| HGSLD. B&I QI (LEDDIITEDT
H&6U6ED OSHTLITL| FTHEDTLD LOMMILD EUMIL 6ULHIS
Ho6eUed OHTLIemL el GemmhHs SpHMHMED
CIBITEOUTL 66U S &LD

T (RSB 6u1q 6l 6o 60T 88 616D
OleoTEOTEhFED, 6ET(RHE euqeuEF aFH
GunedTmemeu BN & 6T(bSHEISSHML(bSHETELD.
85556160 QS ML [T 19607 IH 60T 6W LD & 6IT
WedTeuHLOMM):

i) BedorL eeqWwiki® @b aHmE.

ii) dleo gwWmhIGaled HewL HH&HEn 1qWl
SHBH6EUDOSMLITL| 6219 6ULOTEH E([HEHESEDITLD
(BevsorL  gmr  uifleur 58 6m 60T & emenL
Gurmev).

iii) @& Ubewsw sMeO GOILSEHSHE
Birbsr udleund LTmorlé&seomniD.

@601 Gemm&aET LletTeursLonmy,

i. afles CrISems TbHEISESTETHME
wHmID Fleo Crurhisefled & P

QF0EUMTGLD.

ii. &Heummeor ellen& &1 LD M M)LD
seupnert Uflsse Sigle  eumiiliy
2 6o

iii. @Usdwid SMUUE) &HLq.60TLD.

iv. @b & ey & er 6w o ul eor
UumMDm$MT & & 6m M W M 6
U &l &aLILbHE0TM 60T .

2. pewL O CrHrsssHleir Lig (Based
on Style and Purpose):

I) empwner FHseusd OFHMLFLY (Formal
Communication): (P 60> M LI T 60T
&HSHEU OIS ML ITL & 6T 6T 60T LI &
(pemmieot [fmieueot eflenSsLILIL S&Hled
fesflasiulpereruly, (PemmWNs

Blmeuiul L 6ULPl & & L Ikl & 6T
aufluns 6geeus LLOHMIWD Geusmed
Q&ML [T LI 60T el exq Wikl & erfl 60

SSHHEMMD 61HTEOUTL 6MEY.  NEW60T &)
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2 _5HIT6Y 56T 1M 6y M) 5 S 60 & 6T
LOHMID WreyseT bhs euPSSLID
cpeold  EpHlemed il snifleEndH&
esfle&HaLILb&0TmE0T. (L 6 MU 60T
SSEUDESTLITLSH6T eLpedTm) 6leuelGeum)
Flemameafled GFLEOOMD, Slem6U
ueoGeun &IEMDHEHHES THDEUTM)
SPpCrnsdl  Guweb@mreHd  WwHmID

HleOLIOLLIONS SHEDEDS LISHSHEUTLLTS

BmHEHSLD.

LULID 6.5 (pemmWNelT $H&HeUeD SMLTL

i. SPCEHN&A 55 6U6D asmLry

(Downword Communication)

SCHNEHH HHEUDOSTLIL 6T6oTLS)
GuedlanflaselLdBha SpHened
L 6oof |l WM T & (61h & & QFeLID
HHEULOBTLIUTGL. EPGHréHéw
SHHEUDOSMLIL cpeold 2 _wimdlaml
& 601 &) Epiflemed LIeoofl WwImer
PwnH&semer euPHL H& SH6UT &HEHES
siemwlfenr GM&GHmeT&HeT WHMID
BIbT& & bl & 6 61T 6L [T WM S &,
sl erHiuniuysemer  eNlensdl
16U & EH S & 616U G L0 & & 66D

&600TL6W 60T HEMEIILLD SULPTRIGSDMIT.
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3 iii fewLwLL SewE UusbsuTL®

3 FHeued MLy (Horizontal or Lateral
&Dw"ﬂm Communication)

' ” s
GuohHumfenauwmemt iy — — 1
ﬁ 4 ﬁ O

Y

UL 6.8 HlemLIOLL SHDEDG LISSEUTL(h HEH6U6D
QBMLITL &6

fim6ueot & &led aGr LSS 6d
ueooflyflio  slemevor  SiFl sifl&erfleor
ii. GeBHNEHW FHEUL OFHTLIY SHHEULOSTLILSMETS  GSMISHEME.
(Upword Communication) B8 556m 5l BHBHEUOSITL[TL| & 6T
LbG M) &I6MM&6Tl60T OIFWIGOLIT(Hh&H6m6IT
EBMHISHEDET0THS 2_56)&H60TDEDT.

UL 6.6 SPCHTEE HH6UD OSMLIL

)

o Huksl Cincumant .
@ v IIl. wemmanom egmLiy (Informal ®
gema 2 i Gwenant Communication)

s Husfl &ty raiinmant

b uaflumant

UL 6.7 GuweEhrésdl H5H6u6D OGHTLIL

Sphlemed uLevoflwmenm seflL O BH &
B edhlem 60 o Faniflsen s G
GebGrHM&s&l HSHEUDOSTLITL 6L LLD
wHMID  eungeuTs  NeTenmiLLD
a0 SIPWlLGEDG. SpCHISSEIL ] )
BHUDASTLIY  ereleuaTey  STID (PemMETIT  HHEUDOSTLITL 2perg

LULID 6.9 (Lemmanmm S TLiL

el iquieeng, Ul esmereriiuLlL g, HIMLenEFHEHMG HHEUD QSMLITL| 6T60Tm)
ghmié  esmeteriulLg wHmb — SOWSSILGEDE. 85  Bneuarsdle
eFWELBSSILLL & GTETLIEM & 2_erer HUT &EhH &S @ emLuleomeor

asfibg), B anssams I basSHE SeoflluLL esmLiysefleor ellememeum@L.
o gaydng. 8& Hianssdne (PEOMEMTT HSHEUDOSTLIL eumeuplwns

oer 1§ Wi & 6l 60T & 6 D) & 60 61 QFLWLILGEDG! LOHDID G 6THS ST
aflweyd, SpwlLsHe o _erer auflsemeryyo  Udertupmieudleveme. &l
earfluFsafllLlBhHe  WHIYHES 2 _pmeysemer 2 (Heun&Es 2 e Fm&).
24, B 6011 & 602 60T & M T Ll elum6YLD @hs eUMEWTET 6STLIY SeODHS
2 56 HleTmE. HLOLISSHSEOTEMLD E\&HT600TL 5.
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H6X 6ot &Me0 & &l ed (P HHTED
(Facebook), welll L GumedTm
Siglesmlfeuwmm S & ITIT 1kl & 6rfl 60
QmhE FPS EUDMESHIHETD PO
HewL &8 L6L ML & & 61 6D & 6 6T
(WeELMEMTMT FHHEUDOSHTLITL & & IT60T
g6HeUMilHs ASTOMRISET. HIeUTsSHHT6d
SLGbLUUGBSSLIULTHSHTED WemmEMTT
BHHEUDOSTLIL G660 eudhHloHer ererflHled
U6 &l60TM 60T.

6.8 uevofllisHled
ueooflyflueui seflemnL G H&H6eu6d

gLy (Communication of
Working in a Team)

& (1 & & 6rfl e0 & & 6 6D & 60 61
uflorm &6 & meTeu &) & m 6o Lo Wi T 60T
Ceauemevemws &l AmbSH. G(peled 2 _aitem
SMETEUHLD  6TebeOT  (B6U60 6D &MWL
& 1D M) & 618 IT 6T 61T & G L, UL eum LI 6w eor
85 smwHsdngs. Coab @z
2 _miidersaflemL Gu ueoofluilL & &l ed
BOUSmBHMW  6UTTHSHEYD, [HLLMDeme
2 Heurs&Hma, LD 60T 2 _miflemuwl
siglsfl&sebd asLHDE

HHEUDOSTLTL & (105 & em e
eerfleneoorlL@snG &) Frn&eyd
FHmemLo W &eyLd Q& WeO L eNem S
2 _mFesudDng. GWHSET  LHMID
S1600fl&61Tl60T 616UMMISITLOME0T &5 EUDNBMLTL],
agls 2 _pusdHsdmert wOHDWL FDHS
QLOGLOWLTSS  6uetlled  (PLUEYSHEHHE
el &GSEADE. (210} &ML
WIgemey emLW G 2 MILeorTser
eeTrlemetohd  Geuemed EFSMITT &H6.
Gwelleor  @eueum 2 mitidleor b
LOMHMEUT HET 6T6OTE0T \FLISAMITT HEIT 6TEOTLIEMS
seuelld@b Gung — Ueofllf & & hisemern
SBOMH WD eTeotuUBsMp, Sieudser
Waseb Fnemwwnereuisennsd SHeHs
GUMILILIL|6TET ). LILIED)I6TET $&HEUDOSTLTLILID
gflwreor GrusHled sflwmesr HUTHEHHES
Ffluneor FHHeuemed  FHlMEWOIWINHEYLD
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esefleunsad asflelss wuwb. 5 6
EeUDMIBIIONET  G(Q6WweN 2 (HeUTHGSLD,
SHe0TMED  Liignyeen  6XlemTeUT6T 58660
QFHMLITL (LLemMWITGSLD.
ueoofluilL$S16D LILIGDI6TET $&H6U6D
ufllonmSSleor HetTemLo&aT LeiTeursLonm)

i) 85 poNsemsmW 2a5EesSDE)
ii) & &w 2-_muldernn elsanssHamng

o & &6eSHHME)
iii) 88 & 2-milerTserfledr FrbLITLemL
GuwbLbSEFDE
iv) 88 &luetflenw GwbLbSSHISDE
v) 88 e Husdéd e e
GububS&IFDE
vi) HHEUDLSHTLITLY L &l 6m L0 & &
OYTE (WG Ao

vii) Upédflemeotademen SToHEma)

viii) @&l AnnHs 6UITLY & 60 & WIMEITT
2_MeYFHemeT 2 _(HEUTSHGSH D).

&R 556UV OSMLTLIEOT S MIGH6IT
i) SFHBLLIGWITEIT HSH6UD OSHITLITL.
ii) eeueeun( sl LHHNSD aFafleureor
Hap&dl HlTemed 2 ([HEUTEHESSH6D.
iii) &meomGHTMID QFIIW S &n1q Wl
uevoflsemen LgILILNSgeD.
iv) efiqBwim SiemLpLiL|&emer 2oré &6l GHSH6D.
v) Iflmieueot & &l eor B0 &G &Hemen
SIEDLIMETD &ITE00)|560.
vi) "5@51 Cgﬂ)fl'GSHGO'O'I'Gi)" 6T6OTLIED & &
BHHSHIED E\SHM6ITEHSHED.
vii) eupsswons uwWindl  eumilygsemer
BULOTRI G S6V.

unGUTLMHM umedleor ewoml
(Gender Neutral Language)

UmTGUILMOM Limedl 6oTLD 6T 60T LI &
61LI600T & 6MET BT SIEDEDF S 600T&H 66T GILm
SOLULTDed  aungeuner  HobbHlemeo
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SDFRIGEMTS GOSHAME. UTSUTLDHD
umedleot GWMYIES WLHEDNTH 2_SITT600ID
Chair aebeog Chair Person ereormy
Slltlpeus 85 SpevormesGeun SiLE0G)
elLevoTevoTT & Goum Hé &0 & SLIGung)
395619 LI LLI 60T LI (b & & L1 LI (b &) 60T M 60T .
eNllievoTTe) euen(HLGUTE) Lo&E&6T LimedleT
awmfluledmhs eled WsNTHs5HemsL
WrFluedlss Si1hHs mbHlened OFTHSHemaTL
LIWI6OTL(b S SHISMMT &6T. LUMGUTLMHM LImedleor
awmluilesT CHM&E&D 6 LTEDETD Si6b6F)
geps umedleoTld  eTedTUEH O BHII(P DM
TEOTLEMSHS GSMILILSHE0T CLPEOLD LIMTLIL FLOIT60T
sivens SBYOUBbSHEHFIGW  CUMT HMDS
Caieysemend HMTLILSTESLD.

ﬁ“ﬂ?ﬁ\ /m@;@

'& umgum_ bp
%‘“‘j \ uneSlar Gwmpl /rﬂ@@

ULLD 6.0 un@urLmm umedleor emifl

umTGULmHm LmeSleor ewomdlufledr

TH 60T GDLO & 6IT

un@uILOD unedleor awomfl LeoofluilL &&ed
FLSHHIOUSHEMSWLD LIGOT(LP & HG 60T 6L 6WUIWL|LD
o5 GelsHngG. ACAS-&er Advisory
Conciliation Arbitration Service &pmil
Lilg, SLOLDM60T LOMMID LMMIULL. [Flm)6eDTiD,
s sevorbLilg L, &(QLiLevofl, Lesoflwimery
FFGUTG WOHMID UesSTUULL  $lneiTsemern
SigLel&EDE.

umT@GUTLMHM Umedleor 2_evorir Hmeor

uuih&lullesr (ps&lg g eun

SOOI eumpeXled Led Geum)
8 600T (8 600T ITL_ L_ Ifal & 60 61T 8 e 60071 & 5
@nsl vuin & sieudwwn&ms.

unedleor 2 _evorfHmedT UL L emmarley,
uri@asmumeni&er MM Lm0 6Tk &erfleor
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LToULL & 6001 (3 600T ML L 2l & 600 61T &
SHMIGHESHTETEUGCSHT (b, LD6U{1H MemILICUSEDSLI
ubBlw fpks yflgewe 2 _meauns@eus)

SIWEVTEUHSHSLD LileoTaflSHME.

6.4.1 Ugleys6lT LoMHMILD L|SNTIT SHEmer

MSHWIMEIHLD (LpEWmMSH6IT
yeneord SIUusnHener  SHsTIsHms
6) LD Ml & 6 &)L 60T Y& em T Ffluns
SHEUETOILILIGSEIUGH SeuTsHeafledr Q&FMHS
[BLDLISSSE0TeMLO ML S| HifleHD &l 88 6
sLbUUTLLTeTT 16060  [HHL06TM &l 60T
QFWeOLTL6mL aFsflédseyn,
Crné&ssems HMeUa D, USHTM SIS
SDOMESFTLb&EIOBHE ULTHSTHSHED,
DY IH 60T 60D LD 8> 60 61T 16l & & 61D
(PIQULD.

Hanreflssed mmid uHey asiigHed
eTeuTLg FLL(Wwemn GHemeuwn@. Sihs
ysng Gomiu Hapeyser, esmpledsmT
© L 6dmHevLBledTemID WMHMID LITGISTLININETeoT
(HSE 1mmib 2 semcei  AFHlsnilser)
Hapeyser Siweonss AHsnfleenrss
apfledsdng. Heotned, HUSEISET
6TMhI@ 6TLILILG. 6T(LREE0TMEDT OMHMID Siem6Y
alenflasiuL. Geuedorlom  6eredTLEmS
SI6UT HETMED
WYREDE!.

SiemL WML 8 IT 6007

FLOLI6UMEISH6meIL! LsmTerflLiLgeor

TH60T 6LO & 6T

2ar ST SH6fledT GHEMMEBEMENSH M SHIMEBHLD
& meor, Geuemeouled QKL GOWNSS
2 _MHusdHFHmemeot GHIIqUITS LIMH&H&HEDMLD.
Hlapeysemenll ysngefliug, GCurseser,
6L 6UMIG6T  LOMHMID  (LITE0ITLIM(Hh& M6
seoorLMlw  HneuersHne 2 s dnsl.
FTSSIIOTEOT SIUMUMaSGeT WoHnd SLF
wHuSpasemartl ysnrefldsed Gumedrm
ueooflllLGHHed o emem WD &FHTHMT
LMD  UTHSILIY  [HL 6L & 608 S 66
GubuUbSHHDE.
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6UML. 56 HUITETT LS &6WerT
em&WenhSHev (Handling Customer
Complaints)

UL 6.1 6uMQ&emSWITENT LSBT &H6me6l
6D BT (GHSHED

1. &eUeTN&HS CHL(h GMILCILRSISED.

2. eUMlq & em & wimerfleor & 60 N & 6 61T
GCaLLMibg & a&LgHed

3. @nulL urHly&E e s ATsSHNES

EUBHBHIHED.

4. elleornssemer  erqEUl  Lflsevsemar
ugdley OFGHeD.

5. ysni gl eIhdS HL 6L &H6emaEemer
eleurfl&&ev.

6. et L H6ms 6fl6vT6sev.

6.5.1 FlapuHwmn

6L 560D & WITEITIT & 60 6IT
M SIIMEHE60Tm eflFHLD

1. ug Q60T MI: LD 60T 151 600 6D 60 LU
gifleFiseD.

2. Ulg SrevorB: 5 6UGOTID M &
CaLLm&HeD.

3. Ul epeTmi: 315 & 60 MW L 60T

CFWIEOLI(H S &ISH6D.

4. uUg HIeTG: ufleyLedr UMTSHE
FLOMSITEOTID E\FILIGHED.

5. U 2bh&: STemel euUphIGSHeD.

6. UG Sym: H6T HLEUGENS 6T(bSHSHED.

7. UIg a(p: HeTenrL SemsLl

LILIEOTLI(b & &S 6D.
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i. eumq&emawimeny G&FemeuemiL L& &erfleor
LFISHEHSSHEF FLOCOT OFILISH6ED

& s & emar NenTaunss 5166
B 61 600T (b 611D 60T M IT6L 15 m) 62 60T & & 60T
siqliuemL  HIYSBET,  6(1R5 & M SHET

wHMId epHlwenmeemar UDm &GoILL
Geuetor(bld. FIMIEUEDTRIGET 2 L 60TIqWIMS
uglevellsans@ung WLW&ESHET  ShiSET
GuINTE6mE0THEMEITILLD  SIET)|LDIT 60T Ifal & 6MEITILLD
QF WS QS ITLIBI & UM 6T, Slemel
QOGEUTSID HOTDTSH SHHSHTE.

euMq SemSWimeny Gaemeu HH6U6D OSMLTL
eumqGemawneny Gaemeud HHeU6D O\SHTLITL
GTEOTLIE|  6UMgSem&WNaTfledr Hl&HHemend
S16@b Gurg  6uMgSHemSBIWTET([HHGSLD
Bineuenr DG BemLulleoner HsHe6u6d
uflorHmsemssd SMISEHME]. LOI60T60T6hHTF 6D
udlebserfledlmha sewps 2o s LI SeT
wLOHMID OHTeNOELE SMPLISHET EUEDT
- 2 _[h&6T 6T &6 &WITETIT & 6T L 60T
QBMLIY 6e&smeTeudnHGSL 2 _gellaemen
6L PRI & 6USHM &LD LebGeumy euLHl &6
9 _6IT6IT60T.

II. eumq &emawimeny GFemeuuiled &emm

ST&@LD HILIrkiS6i

1. 51&&WL  EFWWMDOEd  LevofleyL 60T
QFWEMEDS O\FHTLBIGHIH6D.

2. Usnmee Wemeted Geusd uHlemed
SIEDILIL|FH6D.

3. eUMQSEMSBWNETIHEHHS HTEI600TTE0!
cpeold eNlensaeflsHg 6UFLILIbS SIS0

4. UMY &6m & WITETT LD 60T &l 6D
EMHWIMEOOTG. &HEDHGH LSH6LSHET CLPEDLD
IH6DEVEDETTTETTT H6MS I DLI(hS HISH6D.

5. Slpudamomer liSe euprhkiGSHeD.

6. Gmmgwins weoteofli Ca&mIpgHed.

7. Bpieuen S D& 2_5eeusnH &
QUMY SHEMSBWTENTHEHHE&G AFH ST
el HH6D.

UMb 06 ey 59

2/17/2023 4:21:00 PM‘ ‘



. eumg&emawnen $lapLif GobuL
ULl DM ES6IT:
1. 6T &6m & WITETT &6m 6Ll yrflib &
E1&BTEIT(EH FH6D

2. QUMQEHEDBHWIMETTH6M6T 6MOWIDTHE
6\ & IT 600T L HOMEFNT H6WS
©_(H6EUMEHESSHE.

3. erlieum&Id LfleyL 60T euLSBL &8IS6D.

4. eumgsemswnenfledr &HHSHHSEHHU
QFWIGOLI(h&6D.

5. &s6T aaunmleuns CHeneulimeot

31 6 60T & &) S BT 6 & 60 61T U LD
6ULDTRIGS6D.

6. eumqsemawWneny L LLenTSHEHHES
udleveflsseD.

IV eumqsemaswimeny 18 LIH &aHmeor
&ITIT 600T M2l H6IT

i. SIHHL 2 _een FHHe0&HET.

ii. ellemed  FlevoTwIlD  QGHTLTLIM60T
Fob&He0&6T.

iii. OILL erHFumiliysenersl LLis5HH
e &leudled Bxmeva.

iv. 2 evorlLLL SI6D6DE LOEMM(LPSLOITEDT
aHIunflysener LI5S esFieusled
GameveliemL &6D.

V. UWeTUnLIQma&meoT FlébaHeDae.

vi. 6UMLq & 60 & WMer(T GFemeuuied

A& H6056T.

SHH6U6D OSMLITL| HEWL &H6IT
(Barriers to Communication)

HHEULOSMLIL 6FWe(Wwemnm L&e
eTeflemOWIMTEOTE ieD6d.  [Hm6u6etT HEH M S6
urglliemu eMUGBSEID LD FTHHUIomeot
#&H60 & 6iT 55 66D OSHMLITLS &IT60T
HEOLHET  6TeTm  AWPSHHLILGBLEMD G
Bemey HHEUDASTLIL 61FWed(Pemmudleor
QEUEEUT[H SLLSSQID [HeDLEILMEDTLD.
&Nwnssd Gneleossd  (WHedlweor.
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&ML eyD.

EULPIBITL (h&H6ED 6TEOTMITEL 6T60T60T?
asmled(pemMm B 60 & G & afl 6ot
WPEAWSHGHUSHMSS SHILITILEYLD.
evwoniLl (SMART) eflifleund@s.

QsMfledpemm  SHMMEd  ETEOTMTED
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UGS - @ 6. QBMPledemm 6ueMI&d QB SHHMED

ll. @mudw elemLwier] s@mell - efleurdlésseb

1. egmLled(wpemm
QUTEIEUTETT E&MaTem&HHemaT LD
eleun & H&eLD. 8. ueoofluiL & &160TL| M) & & I & & M 60T

ST 600ITRIGET WITem6?.

Ll A udl 667 7. uesoflliLS &IEOTLMISSEWED 6Ted6UTM)
yamrefliiug)?

2. geofllulL  OHMID  OSTHIEdP DM
BeosGsHemer CaumiLitbSss.

3. asmledp émm Guwurlopsd UGS -
HLLSH M meor |_|61)C85)_|Q_| IV. efifleurreor eXlemLwierf]
S| & (P WM EEM6NT ESH6TIeLI(bS 1. 1. agmifledwemm WweT@GeoTHm
4. @ Gweledr  aFweFpene LS Q& W6LLI(b S &I 6) S 60T
GLobLbSIeusHaTe0T N6TEOTL L SledT HEOTEMLOHEDET 66T ESS.
LIGDEDTE6I WITEmEU?. 2. Gursed 6T 60T M 615160 6m 6D
5. agmfleowenn  gedled Beuemed 6 6MIT WM& &HEYLD. Gongsemend
CGuorpemed Sidse FbOuUbhSLIULL gonefliugsnesner  eUl(LP D& em6TS
LI &6W6T 61G6fleYyLI(b S &Is. G M.
egweoun(®

S Aflwir eFwedLT®
B ausliuemm elleunssHleir cpeod SiqLliLenL& &IHSH&ISHenar SDLl&s Eeuetorhld

B agmfledwenm GobUTlhd SILLSHSH 6L eNeTssLILLh&emens SWIMfleHeseLD. @

LomevoTeu Herfledr QlFweLLIT®B

B agnledwemnm Hlyeoornnsd GeuLLd HL GG omeoorel 6T G&Lseomb

B ueoofluiL Gorsedser wHMID Gz Siey GSHSHS 6MeTSHSLILLMhIGSEm6T LOTE0oT6UT &6
Swnflesa Geuetor(hld.

SHSIT HIT6LSH6IT

1. Ga.g. Ameevorepisd & ereiv.ef. mefibdlrneder agmPledwenn Luind, PHI shmed
eeuerfluicy.

2. egmpledwenn LUIHS: LrsLT Grmegerr eré momeudlufer wHiuiep, wHNb, QLUUHSD
LOOHMID HHEUT Sp&I S M)I&ETL 60T.

3. www.wikipedia.com

4. Speck, M. & Knipe, C. (2005) ge0r BOWTED Siemd FAWNSL LD (P Weedemnen?
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LG 6UEMLDSHSHED (26ug| LFIIL.). SHuimbd e&en: smiedeor LTev

5. Gadlw asmledwenm Gubuml@p emwwib. (2008). " SHIOUSTED GSPHEMSL LIHEUS
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LIeV&EmE0558D, FPG @Lpheng Gooum HimieueorLb.
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(SECRETARIAL FUNCTIONS)

o _ETeTL&&HLD

8.1 Ml sLd

8.1.1 Geuemed HL 61 &H6m & eI 60T
QU6 SLILIM(H

8.2 apnemenBudl siemipLiyserfled
&E0IHEIE\STETEUS)
8.3 em&HWIMTe) 6N(RFLILILL. SHT6TEHemarT
SWMT C\FLISH6D
8.4 auMq&eNSWITETTSHET LOHMID &8
oan Sl sefleor CaemelaEnHéE
L&D SHTHSHED
8.5 &L LSIHMBTET &hLIL|dbemarT
MU FUISHD.
8.5.1 Hlep&d] [HLDEDTD 6\§ILIeUSDETE0T
fnhd HEmL(LPEDMBHET.
8.5.2 &hFHIIYSHem6T eIDL(bSSISHED.
8.6 }6U6T0NTRISHEM6N FIILIMIT &56D.
8.6.1 sflUNTSBRVIGGID HHSSISWSSLD
2 _eitemr GeumLin(ch.
8.6.2 Hl([HsHEIH0l6L 2 66T HTEOTS
15l6meD & 6.
8.6.3 Lwenyeen SfLMTLIL&E 60T
ULl BT (bSHEVS6IT.
8.7 aiM&enasull(baev.
8.7.1 an&emaull(hsedleor
(P&HHEWSHI6ULD.
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UTgISTUIUSDESTET Anbhd
Th6ML (L6 M &H6IT.

8.9 QHMHISIENETITLIL] CFUIEOLIT(HSET
- glaflglemmaLomeremnssa6r
LOHMID ST HEDE0SHET.

8.9.1 QFMPlOGIEMMD OHTETENS.

8.9.2 6gMled \&MeTema U6t
G &MhIGeT.

8.9.3 1991 @etr yHw azmHled
C\BITETEM .

8.9.4 2010-2015 @601 OFMLHled
CBMETEN .

8.10 2_iflo& snedTnisLp.
8.10.1 2_flo& snedTHFHLp — EILITIHE.

8.10.22_fliog gmeotni&Hevserfleor
6UEM SHE6IT.

8.11 L GEILIY OsNeTens —
6UEMITUIEDD.
8.11.1 LBl O&HTETEmSHSHET.
8.11.2 L G&ILIL QFWed(LPemD.
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B revoreul&6T GeuemeDd HL6UIG&Hem &6l 60T euemSLILIT( UDM SIflh& 61&MeTEnsHed

B agnemeoGudl siemliysefled seomhg asmeTeug LD OSfHE Q&6 EnsH6ed

B geuenrhisenet FflLUMT&HS &HDHM &T6TEHSH6D.

I8 1 SN &HLD

UL 8.1 e\Fwenneny

"aEweonary 6T60TM QFMTEL S &
'[ra:&u_m'ua;so:mé: asrrlllusm;’r' 6T60TM)| QLIT(HET.
8o L ThI&6T, HlqSHhiseT nmib Goeomenmed
QBM(bSSHLILLL GMILILSET CLOOLD SIIEUEDS
Ser| SIUIT &6T LOMMILD [FIM)6U60TS O\SHITET60 & SH6T
FOUBSUIULL ued TaHdW GobumbhasemanrL
upml (P&edled SMbSHeuT OFweonen.

SINIEUD & & FHl 6D QFWeDTaT([H& S
eurgeuns  HieundHse AbHHITS
@Lweaflsslupd. udGamn FHLhigsenarll
Weotumn) eTHITHMTED HL 6L &HEWHHEMETH
SILLIObeUGID QIHMHISENETITLILIZHID SH6UTS)
WaHEW Geuemeowim@GLD.

6UEMTWIEmM
Cxdflu QO F W & 6T & Ikl & LD
(5T euGam&ID) ‘FweoneaTf  ereTLemS

Uetteumlonm euenTWmI&HEMS: "G
Gupungemeuuierrs) euTMLenU  gHESLD,
wetwwnhdenw eeuefliupsd, Slemnu
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8.1.1 Geuemev IHL 6LIq.& 60 &6 60T
euemsLILITH

UL 8.2 Beuemed HL 6 EHEDHSHET

61 LU (TH LD LI T 6D IT 60T QFWenmary &6/
BT UM &S EHEHSHTE0T GILIME|6UME0T Licvoflserfled
QNI HEMS OFWEONSHHD, HplqGwim LHMID
h&H6ED HLL &8, HQSLD 6T(IR&IHEV, O1BMeneBLs]
WOHMID  LHl6OTEOTEHSED G FITIT 61 6T0T S 6W6N &
emILIT6TEUS], CHMILSHEMT 2 ([HEUTHGSHED
OO  ugmoflssHe, m&sGubhaeemer
WEUSIH (HHHED, Fo L L MEI&6T / (LpeoT@euTmLIm(h
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asmemeBLs] alempLiLserfled
sehglesmeTeug (Attending of
Phonecalls)

uLD 8.3 ezmemeoGudl siemipLiserfled
SHE0IHGIOSBTETEUS)

6u600(1& 2 _e0&led, (B OBMPIED HHEILILIEDIT
Gmifled WL bweded, 6FHTemeoCudlulgd
eleuerfliiLh & &6y &l GSNUIL 5565 &l
SIeMWPLILITETTHEM6T  eTEUUTM)| &H(HSHH 6D
61 &M 6T 6U & Lo M M)LD 16U & ©1H&H &
&IEDEOIWIDITEDT  HSHEUDSHEMET  CULPTRIG6US)
Blsed WpeHAWWwNers. SmHledpenmn
unesoflulled & esLHenw 6asflelss,
eFWeMeNT OB Mem 60 BLE A HI(LP 6t M &H6m6ITLI
Weotumm Geuevor(hld.

i. ageafleunasl Guaiged

65meme0GLluiedt omiweneoTuied SpLiLeurT
LOMH DT ([H6UT WeHHemaBwin 9 _Led
QomPlemwIGWIN UMT&E (LI UITE] 6T6OTLISHTED,
egeafleuneor Gu&sd cpeold FLSlemil
651655 Geuetorq g SieUFWIDMESLD.

ii. &&3LO160T6mLD

fleog Guad CGumgy sszwLIsSL CUEEUE)
QUPSH&D. @58 piflemeoulled, QIHEUT SHhiseT
STMDS GHewMEHS B6U6ToTq LI SiEUFILILD.
aigeoned  memeruied LD
E5HSHHMS GHWMSHSHE HEOTM)].

iii. euLeWMHE aFnTHHemens 6Ny HH6L
asnemeo@udluied GuabGurg, wWMHLD
eULeWMPlE 6GEmebemedl  LW6EITU(bLSSHS
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o lLM&l. SOTmIL 2 en»guwnLedled @&
FnGIevorons hSTeid, Gu&s: HmID Lim
Braflann O1FTNHSH6T EUTY &HemSWITET(HHE
asMPleLsMINg OFlFlemw e5flefsELb.

iv. 2_etoTLem &S ST HHELD

agmeme0 Gudlulled ugleoeflés@oLGug)
BevLGouemerenwsd selisHg smiiLGeur
Gl955EeUm s L g

V. &6U60flHH6D

eamemeBudluied Guaueul FTELEUMSHH
GaLas Beustor(hld. H&6U6MEDLI ALINILIOUHSHE
gflwnesr  GUNFeMEITEMWIF  QFTELEUS)
meoeng. @seormed  sflwnenr  QFWS
gflumeor ueoolWMENHHSHF 6EFOTMEML L
GUIMLLILIL|6T0T (b.

vi. sflwimeot HemevLiL|&emerL
LwieoTL(B S &ISH6D

QHeUmLET asTeneGudluied GuaibGumsg),
&Mllurs  Seunsder  esflung  BUDTS
mhsne, b mufllb GusoGurg
sflwneor  HemeollemULl  LIWIEOTLI(hS&I6U &)
sleuflwd. o _gnpeooiond o, S,
LA&SLT (P&SeOII60T EILIM[HSHSLOM E0T6m 6.

vii. QUTDIemLOWINS Q(HSHSH6D

LD & & 61T a@ame16umedTem ML umm
HouHwuenLwnsGung  HneuersHenss
QSMLITLESHTETEUNT &6IT. Siedeumm)
eSMLILOSTaTEpLEUTE  OUTMIEmOWINS
@mlug wOHMID (WubhseuenT 2 Helwuns
Smlugl (WeHHUWIDTEOTS).

viii. emaulled H&HEL0 Levofluiled &eueoTiD
uruTLUTeoT &Lpedled LiesoflyiflLIeurT &E15 & &,
SHEUEITD QFVISHEHIEUH H60TOMS E(HSHGLD.
wimflomeug) egmemeoGudlulled GuabGum s,
&Om HLLLUEMS &6U6{lSHSMO6d SiemLpLiiled
L (blD &H6UEDTD QFISHHIEUFH SieUFILILD.

iX. siewpLlienu FiMNiSF emeuliLSNHE (LPeoT
SIEIDF OLIMIFHED
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69(H BLIT LIEO Si6MLPLIL|SHEHHS LISleverfllILsn&
euTmILINg SHSTed, GusEledtTn SiemLpLiemnL
BNSSH emeuliLg Sieudib. sigreug, Guaid
Gung), semiplienL HMISSIOTM)| Lo leyL 60T
BGasLla Beuetorhd. (W hoHeuemr elenmeaied
sieufseafleor siempliing  udleeflss
(wwndléee Geustor(hld.

DS 6T(IRSLILIL L STETHEMETS
swiniflésed (Prepare Scripts)

ULID 8.4 em&WITeD 6T(IRSLILLL SHTETHEWETS
SWfl5e.

EM&HWLIMED 6T(RSLILLL SmeTaer (Script) —
QIR 6IT

EWSHWITED 6T(IRSLILLL SHT6T 6redTLF 6H
SiYIEUDBSF L er(PSLILLL  USHLILTGSLD.
edIfllich (Scrlpt) 6T60TH O\ FMED a)g;ésur
GUITIT & 6M & ULIIT60T smaSlsoauu;r (Scrlbere)
Grsmug‘;]@ﬂ@rj,gj UhSHEs. GsHe0T TIHeT
Grqggja: eTeOTUSMGSWD. Goed SiFHeoT
SMOHH DTSSHSEHD  er(pSHLLLL
eeTCGprep  QsMLIyemLWSH. 8% -
gD BVDGH (WPHEFW uFley Sieve g
S} 6UETTILOMGSLD

EM&WLIMED 6T(RSLILILL Serfledr cLpeTm)
UGSl sHer
1. (PSH6Y6EmI:
eeueeUN(H LW emewimed er(pSLILLL
SneT&HaflId Qb QFHTLSHS euflemul
9 _(HeUMHS (LPIGULD.
2. SH(HEYEmM:
HHEUMED  MIOWIDTH S
EMSILITED ET(RSLILILL. SIT6T.

6\&IMT600T(h

84 UL O8 Q&WwensL! Lieoofl&em
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3. (PI96Y6mT:
QEICEUT(H EMSHWITED  eTRSILLL
SNEHLD FHflHHEOTEMD  E\HT6ET0T(H
WY &HME.

84 euMmq&emSWINETI&6T LHMID &&
2arfluijserfleor Gaemelserled
urkies B &3e0 (Attend Queries of
Clients and Colleagues)

LLLD 8.5 &fleoreuevserfled Limhie&b&HEHeD.

eleoTeuELEHET — QIT(H6IT

‘elereued eTedTLIZI QB GaHeTall SiebedS QI
'g,aseueonso&;' GCaweug. @& GeumeXgwons
Gasar, eflemfl, eflgmfliy woHm GCsered
6T60TM)| SNEWLPSHHLILIbIDE.

efleoreucL &6/ GoeTallHemansd emaEWIT@EHLD
LILg. &6

UM SHEMSBWITETT LSMTHemeT 6lemmeunsd
BT 6uefl $&6d LoHMILD STLILIGEIT CLPEOLD Eu6etufl&
IhH 61 LILLI6W [T UW|LD 61 & LIED(LP 61 M & 60 6T LL|LD
GLobL(b&S6DMID.

ug 1 eNeraledaemer &HealenflsHsHed
ug 2  eeeueaserleor eleurrhlgsemer Ligle)| 61&LIGH60
g 3  55H6U0SH6TI60T 2_600Temlnd HE0TmLO6mUI SITEHED

ug 4 dessemend Fflogiieusnaneot eX(hLiLIkGemerL!
unnf elleurlssed
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ug 5  eflembs) OFUILIbSHED
LG 6  euN&SMISHSHemens SMLILMDHMISED

g 7  NeTesmL hoHed

&L SHMmener shSlliemL
amun® egwsev (Fix—up
Appointment for Meeting)

ULID 8.6 &hdll&EsmeoT HIULILO6DTLD

BnjeuerHHed 2 6TeT  Siew 60T 6UEMT LD
Sl LHHDGSS SHWMT 61FILSED eTedTLg 6T
(WEOMIIMENT SIDFOMNGD. 2 _FHNT600IONSH
LHSSeUfleT eUHemS WHMID LievoflwimerT
Crisneoored. B SOTOIL  eumpeXled
855meBW  QAFWEHEMET 2 60T HE
QIBHMETEUS SIGUFILID. DWETHEH SiqLiLiemL
Bneuenr  FHMOTHEHLD  Fnl LSSl eien
SILMRIGLD. (WeMDUITET OOHMID (WeDETTT
Tl LHIlemedT SeMOHGD Hmeor, dnl L
Cwr MHspemer LMHMISEDL SiDODE THE
QFILIFHED iFTeUs &l LSHHlemeor HMOLL
wLOHMIb  agefleuns 2 miHLlLbS &S
Fweney CrrHems HITeudliLg LD
Si6LEON | Si1Fl& LemeoTwd SieflSEHMmG).

8.5.1 fl&p&d [FlLIoeoTD EFIIeUSHMHETE0T
Ambs HEWL (P EDDEHET

eurgeuns  SLLISIbUeU]  eTetoT(pemm

BIETHTLIG6mWL  UWeTU(bSS Geustor(bld.

85 devrslfl eupsdssems SLLLOILeYD

‘ ‘ 12th STD OMS_Tamil_U8.indd 85

wvwv.tnsch@olbooks.in
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S L1 60l6D eT(RSLILIL Beuevor(biD.
6T600T(emM HILSMLIqUl60T HeoTEmLSH6rfled
QTN QO] FnGed 61 HILSMILIG
Gurmettm &snpeTHHQD Ssoyd LSl
8o L MaISemen mmID Hlapsdlsemer Sy
QFWeD eflemTeunall UMTHSHED 2_F6)LD.

Sleorpd  smemeouiied  HILLIKbEUFHES
(60T THTL &M 1q6emILL] LMi&e (Geuetor(hiD. Lied
Buwoeoriuget  @HbsTed, QCT  CrEsdled
(W&HEW S 56U & 60T Siq UuemLufled
sreuflemaliibdd  Geuetorbld.  6UEMETHE
QBM(bSHESLD FHEOTEMLOSHHMTSH (P360led
3L 6)6M6T0T LOGEUD (LPSHHLLOTE0TE| 6T6OTLIENS

i Losab. O G . .
LD,

8.5.2 shdllemu (appointment)
aHUBSSID (PewD

SIeMIPLIL| SiDED G  LO6OTEOTEHFED  ELOEDLD
el shdllenu Gomnesmerer Geueior(hLd.
mHeooTUT &eflLD  eIMUbSHID SHILenUS
sNiSHs WLOHDEUTSEfLLD 2 eDTWIML6d
cpeold &hdlliemu CHESTETEUS] HEDEDF).

ghdlliemu Gopesmer@pnd Gums,
QBT SH60TE QLIWIEDTWID, FHHIIDHSTeot
&sMreoordemsW GSmuldlL  Geuevor(hlbd.
FhFHUICUTH Caemeuliupld GCrIdHemsHu,
shFIING wer QO BewLasuefl
CrIHemsWLD eTHIunisdas Geuevor(hiD.

shglliemu 2_mFHLILGBSSIHE0

ghdllysemer  Gopesmere@pd  Gumg)
semd 2 M FLEDITHETT 6TEOTLINS
TLIGUM&ID SHeuetTHS60 \smeTem Geuevor(hLD.
615Teme0BL cLp6edLD SraifleDSHH6d &HFlLI6mLI
ghUGbSSIbCUTE), shElller Gsdl wHMID
Grrsems wHD STLNOTHESS HmUils
eFmevedl, Sig) FIflwim eTeord CaLl(b &hHSlLemu
2 miFlesiiw Geuetorpld. 2 6MTWITL W60
WlLsNHE (eor aFw Geueooriq il HemL &l
eFwesefled @FeD KOTOTS SmHeHs
Beu6voT(HLD.
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&hFHILIenL T HSI61FLISH6D

&leo G &erfled & Lp 151 6 60 & 6l 60T
SMIeoUIONS  &hllemu IHH  QFLw
316060 &) LTHD Beuevoriq Ui [H & GLD.
fespemend STomelSHHe L 60T 2 L erTiquins
TSHSIOFWWEYD. SempLienL (PIG&GLD (LPedT
31600 G LOl6oTETEhFE0I60T (Lq6led &h&lLIemL
Wetor(hld HILLIOIL (pwhdéHes Geuesor(hid.

S} 6UETTTTHISHEW6N FIFILIMT 5560
(Proof Reading of Documents)

sDmiHunss
[ sebghSeng

[/ Dosshed
| A Mo, SV i E S

/| BHevRun

ULID 8.7 SpeuetuThiGaTl6T FT60TmISHemend
giflumy 560.
'é}bs).lsmréjasaﬂsh &ITE0TM)|SHEW6ITE &n‘]unfrg'ﬁ,si)'
aTeTUEH QI 2 enTenll Geueflulpbeusnd
s UFHTUSHES  (PeT 2 el
@miFs sLLwwnEw. @& Bl Nenwser
LOHMID  (pIesoTUMbHemer  FfleFiieusHed
HOUETID QEFNISEHIHAMEI. 6600 S6rfl60T
gneoTmIGHemend FfluMTlLeuT &6, SHUUTS
&G eeuefluiLLg 6D, 619 QU emLOLIL &
HesHe0Hemen SqHHINEF FEILUMTSHMTTHEN.
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sflunissed  (proofreading)  eredTLIS
6 9 _emIemlL aeueflultheusdn &
Si0e0g LATUSNS (PeiT Sifled 2 _eiterm
Hempsemer &Heuetonss  SflLMTLILSTSLD.
dlw ersgfeny HMLd HNISSHESH!
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pueny Gaihesbssned Hobsr Siey
HewL&SGW. sOGUTE, LD HlmieueThIseT
Shaser HLCEIILUS G(QemeN HSBOLD
LOHMID dewHF  FoOOluerer  SHevell
Bneuehisemer Siggmid  EUHSEOTMET.
UeooflWol HGILeuT Serfledr  GILIIHLD LIT6DT 60T

seuenToneors  &Hevell  [Flmieuentihisarfled
HemL &G Yo &m&Lwmeor LM MILD
QLN (H & & LO I 60T LD IT 60T 6U [T & 600 61T &

Combeusns LAOHMLULUL(BETETE. SH6UT SHET
Caemeuwinesr HGHlodemeard SHeoflnsd
Gabeugl L (bLOEVEDITLDED, LOMETITEUT Se6rfleoT
F5H550HHE Smeor igLiLenLulleomeor
HevelemIIl] LUMTSHAMITT SHeT.

L CBarly Q&L 6T & 6T
Bneearsdler Copemeus@hs& — emu
SHSMIMHISBET, SHSSLIULIGUID  LHMID
HMIRIGmaTS CoHIHeSHbEHS LGeM)
(P 6M M & 6 6L LIWI60T LI (b & &) &1 60T M 60TIT .
20 151 m) 6 60T LD & & &l WiLo meor
Geuemen G pbueud Hemer Sl6m LWL
auflpemmesemer  SHLEEILY UM SHS6T
el & HledTm60T.

HLGeIUY  Snevory  QeueuGeum)
euem&&eTTsL LNflssLuL (beTars).

1. 2.1 LCsIIYy wemm (Internal

Recruitment)

2. eeuafl o Garliy wpemwm (External
Recruitment)

" B bsne o dr o soisdr

s e || T
|
|

ULID 10.3 2 6T L Carliy wemm

2 6l oL CarLi (wewm [Flmieuent FHled 2_arterm
oer ST HemeT 2 6T LI6ooflWID &&l6UemSHS
Sfl&Hermerr. Geumy euniHensserled,
snmleormed  QeueBeoum UFHNHEHEHS
ellevorevor NG G  eletuTEoTLILISTIT &6,
&nGung 2188 Himeuerssled Levoflrflujb
UL &S S 6b 16Ul &6rfledT 6l600T600TLILIMRIS 6TH & &
wereniflemy iaflgsed Geuetorp. B
QW WeHlwioner U GsIly SH&Sd, B
BimieuetT SN GeT @HSHESD  6U6IIHISHEm6I

G Uh S &l 6us M & 6o eUMLILIL & em 61T
EULOMRIG S D &)
2 o1 HLGEIUY euUeTRISHED6TSH

GCaimhesovlugnenear dAnhs  LLOHMID
6T arfl & IT 60T euSlwm@L, &I 61607 60fl 6D
siaufsefleor  uetofluleor  @FwWe6d Hlmeor
Bneersdne  werGu  esflub.
Hereumo oo euflsafleo 2 61 L CarLiy
QFILWILILIGED .

10.5.1 @Lwnmomraserr (Transfers)

@Lwwrpmd  eetugh  usell  HMID
eummiLsefled erbg MMM &ebeDMLoed
Q@ Geusmeulled SEHg LHEODITEOTNIHS
uflomHm  EFWWD EIFWED(PEDMHEM LIS
G&N&HDg. useluienr CsemeusGasmu

sarflfBemeT QWM  HlewDUled®hHE
LOHEDTH HlOMEES VDG 210}
BLsHmhar wHODTH BLSFIDG

LOTOHMIEUSILD SHhSLD.
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10.5.2 (p60T60TMET LIGTOf]WIM6ITIT & 60 6IT
uevoflwiol 1560 (Recruiting
Former Employees)

(pevreotmem  emibfluifsemar L GaTLL

e5eug ereoTLE 2 6T SHLCaTinier b

1 FWED(PEMMWIMELD, Sirki@ LI6oofIWITETT &6lT

useiuileor CoHemeuemwil OLMTMISSH S(HLOLI

SIBPSHSLILGLADTT&H6T. @HS C1FWIdLPEDM

AFE| GODHSHTSID WOMID

Bneersdne Heopw  CrIdHams

OFSFLILIbSHIED L. (LPEOTEOTTET DerLHILIT & 6mer

LI6oof WD S &I6USH60T MM (PSHEIL [HEOTEMLO

6T 60T60T616U60TMIT6D,

i. SIEUTSHET WOGHEYD HOTMHMSH erhH&H60T(B6u
Geuemepuled FF(bUL (b6TETSHTeD,
Geuemeouiledr LUMHHTMRISET LOHMID
QUMTMILILSHEm6T HeoTS M6 .

ii. [flmieueotid sieuf&erfledr LUIHS LHMID
(pedrevtmen 2emSlulserfledr euemT&FSEHS
&MMHS 6HTenHemWBW 6FeeilL
Beuevoriq UAHSHSLD.

10.5.3 2_et ellembunraser (Internal
Advertisements)

©_eiT eXlembLITThI&6T 6T60TLIG) [FIMI6U60T HS DS 6iT
G 61 6m 6D & 6 61T HHUD b/
eletbugliukS&s0. 8hs  Geuemed
H56U0I(bGHeD eTedTLS| [FlmieuetTSHS6d 2 _6itarm
SN HFH 2PHLITHEBSHSD QW HDHS
SIDWPLILNGLD, SIMhG SEUTHET SHTedlns
9 _aTem USHNBHEHHG 6flevorevorliiléaseonid
wHmI> BFH BHneuarsHnG Hlenmw
6FevemeY LOFFLILIHSEHIFM .

10.5.4 uevoflwmenty LIflh&lemme6iT
(Employee Reference)

ussoflwmeny  uflb&ewIHET  GHMMHS
e e ailed &rflwim eor GeuLlumeTemr
QULPTRIGEUSDSHTENT QB &HG EUPIIMGSLD.
8s snHGung HmeueTddled Levoflyfluid
oar Sl sefledr  GMILL&eT epeod  LHlw
6L 61T Il & 60D 61T LI600fl WILD [T & &) 61 & D & IT 60T
CIFLIEV(LP 6D DLIMGSLD.

wvwv.tnsch@olbooks.in

10.5.5 (WPHhewal 631600T UOTLILSMITIT &6iT
(Previous Applicants)

ueooflDT 5560 G Hmieueor Syl Gariiy
ST 6556 s S 60l mh gl W 1H 6w & Ul
eflevorevoTILSTITT Herfledr  &rieNl 6T & eme6rT
gfluni&dmg. @bs 6I6toTevoTLILSTIT &6l
&HLHS B0 & Fl D Ceuem 0 & &
elevorevorLINISSHEUTHET  Sp6uT.. STl
2 e LevoflWiLsemer HTLLeusHS &I
6(H 615606) GeMMHS QUPILIMTGSLD.

2 e oy GayLiy (Wemmuiledr
TH60T6DLO S 61T

IHEOTEMLD &6 LN60TeUIHLOMM:

(i) @& eraflenwwners, elemeumers)
LOHMID OEE06Y &EDDHSSTSLD.

(ii) gmevoTL 6D LD M MJLD ulin &
Capemeuuievemen.

(iii) @& uvevoflWNeTIHem6T  &Hlq 60TLOMS
2 _emP&HS SHTE0T(b&HME.

(iv) @8 HmeueTS&HLeoTmeoT  Li6vof]
2 _pemeu iFH&fEHng.

(v) @& BneuerdHeor 158 uevoflwiment
efsaunesHens eueaTiHs 2 5 HME.

26T oy GayLiy (emmuiledr
SemLo&H6T

o o1 L Bsily HpsMOmsefler epedLd
6Xl600T6OOTLILISTITIT &6M6N  LI6UOfIWILOIT & 81625 60T

Semae LNedTeuBLomm):
(i) @&l ETSSIWILOTEDT 6U6ITHISHEM6N, LS SHTeH
LoD HEI6U6MS HhSHME.

(i) yglemwwimeor &HHEMEOTHET LOHMILD
ydw dhgsemeotser Ee0e0nss.

(iii) smedlwnd 9_eiTam 3160 60T 5 &l
LI 600f1 U9l L 1l & 60 61T L LD Bloiu
WrWNssme,8 g UTbYS S

2 LLLLFNS 2 66
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(ivy 2_&FBunsevdTsHar, uge
2 wiey wOm usell 2 wiiey
B6Oe0NB6UT HEHEHSET FETESHET CUTEONLD.

(v) @bs euemswnerr pLC&IlY cpedLd
ueooflwmeni&er 6&wed GBméHsnm)
@ FWIELLIL 60MLD.

|10.8 Qeuefl 4L Gairiiy (pemm

L Carlssneor  Geueflliln  SpSMIhISET
aeTLE QU Himeuersdled L Garliy
6FILIEUSDOSTEOT 6 WLIOHMN EUPIWITSLD.
85 Bineuearsdng eeuaflGu 2 erer
LIeoof WM & 6m6rT LI6ooflWILDIT & &l 626 &6
SU&HD&). Geumy QUM Hem S Herfled
sameusnentned, @mhs euemauied Geusmen
eumMiisemerd GHbD 6X6ToT6OuTLILGTTT SH6IT
pineueTssng eusflGw SapLeuTsHermeur.
eeuarfiiLym eriflu T &6l HIM)I6U60T SHDE LigI6mLo
wLHMID USlw CuInseneorsHemar  61&TeToT(h
UHEADMTH6T. b EFWepenn FlHaed
LHMID eNleMEIITHSSTE EBHHSTEID, HiSHE0T
BesGHemer  SiemLeudHled  [FNI6UEITHENS
(PeTCeuTT&HE QFISHEIEUSDSTE0T LlsLIeLIflw
SHDDEMEDE CIGHTEVTT(HEITEN G-

10.8.1 G oGl (Direct
Recruitment)

Gmmg  HLCsILy  eredTLg  Qeuerfliym
S GaTliemLis GOIGSDS) i eueoTsHled 2 _eftem
anflefliil Levemauied &TeOUILThIGeT GMHD
anfledlliemL  emEULILGET COEOLD  SH&GHIWLITeoT
uevoflwmenigemen Sy CaTly OSLWCILbSME).
@55 euens L CarilL] eFMPIHsTened eumuied
Sy _G&TIL| 6TE0TMID HEMLPSHELILbHDS.

10.8.2 GeuemeveumiLLiL] SIEY6UEVSLD
(Employment Offices)

eungeuns, &leo Geuemed &medlulL kg6
Geuemepeumiiiyy ufllomHm SiEI6EUED &I SHET
cpeold  HITLULLGEETDEOT.  [FlMI6ueDTID
B 6u 6m 60 6UMUILILY QY e6eUDSHSHH DS
efleuTThi&HemeT CUMIGOUSH SLLTIIDTGSLD.
CeuemeneumiilliL] SIQIUEDSHID 6T60TLSHI 6[H

wvwv.tnsch@olbooks.in

ags FlpeueronGd, kG Geuemed
Gapuaursefleor efleumraiser GFLOGHSLILL (b,
snedlwimeor UevoflulLreisemer HITLL6USD S
WwoeonaflleseErsE ULk SLILI(HE 60TM 60T.
@hs eeusfllim SHSMILD e SpL-Carliy
Fmemwowmm, & 6m M — S| M 60 LD LI IT 60T
wOHMID Hoewwwinesr SHTHleOmenT &Hemer
uesoflwiof &16UsNE 2 5elwns SméHEL.

Beuem6eVEUMILILIL| (P& 6T
(Employment Agencies)

GeuemepeumiiiLiL (&6UT L CETLIL| 6TedTLIS)
Q@ Heven Geefliym L Cail Sp&SL.
(BeuemeDEUMLILIL (L &HEMLO&6IT 61L&, SEfIWLIMIT,
3ir& WOHMID 9D SiFs §TOm HlmIeUesTRIS6T
Gunedtp uebGeum) &) 6 D) & 61T T 6D
BLESGSLUUGbHTDT. Bhd aeagendlser
& & Hleumilm s 6l 60T 60OTLILIG T T 85 61fl 60T
ST6YSHSHETSHMS 6M6USHSH([HEHSH60TMEDT LOHMILD
FimeuetThi®eT &GewDHS 6sevelsd @b
BFemeus6mENTL LILIETL(bSS (LPLGULD.

10.8.4 ellembugraiser (Advertisements)

efleTougrser L CEIUUSHE se
eumgieunest WHMID Ll&eYD eNBLILLDT6T
eeuaflilm Sy GaIliy Sp@&Lb. Qb SHILL L
Geuemed efleurHemsll UDHHIWD LOHMID
oL B&FLidleor el eur & @ ML & @6Th L 60T
uebGeum &FEH  LOMID  LH60T60T D)
Derl_&hIG6T cpedld Beuemed &medludlriigeir
unn oimleNléaLILbEledTm 6oT.

10.8.5 QMPHlEO(PEDMD &bl hSH6IT
(Professional Associations)

eBMHleWemm, ABMPlEOMmILL, GLoeomesuTenLD
LOMID  SHMEWIOWITEOT  LITOfIWIT6IT S6mer
LeooflWLILOT S 16udHled OSTLOEXLPEDM SrhiGShIS6T
QO Hneasind 2.6 (.
FimieueTHHMELD Geremen G (bLEUT SHEHHSLD
SemnLBw  umeWLT®  OFWELBID L6
SO LPEDD STRISHISBET 2_6TET60T.
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10.8.6 euemns L G&TLIL Si6D6VS)

sevell FimieuenTihiserfled SmHal

L GarLiLy
euetn® PHLG&IIY eteoTUE  Qeuafliym
SHLCEIIY H&WD. sSeorfleer  HMID
LSS BH&EMRSET  Guredrn  &evel
151 M) 611 60T Mal & 61T LD IT 600T 6 [T & 60 61T
LI600fIWILDIT & &) 62 &M &IT 60T GUMILILIL & em6IT
QULPTHIGLD. @h&H& O\FWIEOLIMLLq.60, [HMI6U6DTIRIS6IT
aFMPlemILLD, GeMetoTemD,  SHEWeD,
sifledlwed HmID sHevedl HIMIeU6ITHISEBHHES
61&60TM)| LomevTEMT SH6men GrIiquins LiedGeum)
usellsEEnsHd SHGaILlL §LISleTmeoT.

|10.9 eleuerfl oy CaITLII6T H60TemLOSHET

(i) 8& Wwseonefled® UMb euMLLIeHL

QUPTRIGHD S
(i) Seur Led 6l 600T 60OTL I & 60 61T
SIMibg, GCoemeuwneor  LSHEN&HS

&I LINeoTaUTHemend CHITHEGH(HSHSHEDILD.

(iii) eeuefl HLGsIlYy  Q&FWWLILLL
6X1600T600TLILIG T T ST SHhalSH6T LI6oofl6mLLl
ahgedls LwWGn Siebes AsTEEUN
@6beomioed QFILIeNS 2 Midl.

(iv) 2_e1 HLCsrlemu e 6euerfl
Sy G BLOLISLOMEDT .

(vi) eeuefl S Gaily &ews FHwuMs
N(HLOLSHSHEH&HEm6Y.

|10.10 aeuefl 94 GaililledT SemLoa6i

(i) eeuefl oL Gosily eTeOTUS &G
elifleuneor OFWIEO(LPEDMWIMGSLD

(i) Bbd cuens L Gl Qb F&H&e0met
QIFWI(PEMMEMIL! 2_6TEML SHEIS).

(iii) BbS euems S CETLILE 615606Y SNHSLD.

(ivy ydsre HLGsIlyE  QswiLCL
6XleToTeTOTILGTIT Sibg [FIMI6U60TSHemSLI
LM (h60TE& S| (MHEBESMLO6D EXTHESHEDITLD.

(v) 8b5 euemswimer HLGaTLIYS6fled
exrfluwietorGL61q60T LIUID & SLLMuion&ng)

wvwv.tnsch@olbooks.in

(vi) dleo Gramuserfled [Hlmi6)e6T 55160 X HSHELD
oamfluiiser LHw S CarlsHEnsHE
SHHEWLPSHSTLOED GUTSHEDMLD.

Sy Baflienu Sioneofls@Lo
(W&SHW sHnrevof] Hei

HetteupLemey pLGaTliemu LTSS Fled

(P&HEWIDTEOT STT6U0{&6T Sy SLD.
1. FimeueorsHledr LsLP.
2. &uerd LMHMID LM LI6TOTLl LIGD6DTEET.
3. Goemeu eNFlemm&eT  WLHMID
TBILIMH & 60> 60T &H6IT.
4. smedluilLsdHleor HeoTemio

5. o1& QL @&I6ESb elH(penmser.
I10.12 uuwimé& (Training)
o)
220
03 - i)

wmAhHa &b A <yfiley

S

alomyd £

ullih A sl ac

UL 10.4 wuimé

Luind ereoTLIS 6(H HLIHHES HMEOT D60
Beuemen Simleme 6ULDMRIG 6USD &IT60T
EFWE(PEDDWTGSD. &I  SHevfloevflgement
Si6u60T QH&HSLD L SSH60(HH S i6u6tT ([H&HS
Geuetongl QL SFHNG SHMPSHE OFOEDG).

uwipduieor euemgwenm: UwinHd
eTe0Tm 6lFmed, GSMILYLL CeuemensHemend
61 &I6US M & IT 60T U 6oof] Wi T eI [ & erfl 60T
FDemp&6T, HMEOTH6T WMHMID SHHMHEMED
siFHefeEGd QM EFWEPenDEnIWS
GSMIS&L LWETL(bSSLILMbLEMDS).
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10.12.1 nlindssneor GsHemeu
uulim & ud eor Gsemeu
eleuflssLLbEADS:

edTeuHLOMT M)

(i) ydHsnsl  UesollWLOT SHSULL L 6UT &6l
GeuemepemLiLl flih &IOS 6T 256 56D.

(i) SHmemw LOHMID Sinflemeult LHLIN&HES
amn&HeoT@6u ©_6Tem  LI6oofIWIMETT &6m6rT
CFWIEOLI(H S &ISH6D.

(iii) usel 2 wFey QudOm &G ebluir
seorg eummiliysemerl Liflhgie\smerern
2 566D

(iv) @@ uevofllwmeTemT L6GHDD Hmeor
Q\HITETOTL 6UT M LOMMHMISHED.

(v) ueooflwmenisem Levofl  (LpemMEHEmer
LOTHMSHESHTETET 2_&6)5H6D.

10.12.2 uuindulledr (p&HwiSgieu

uuipdufleor (&HwSHeuUD LNeTeurHLOTD)

SOILAbSDS!:

(i) &meor LHMID Sirleled (WeoTEeOTHMLD.

(ii) o1da 2 _nusdl LD fH M LD
2_pusHdsHmeor.

(iii) Geuemed FH(HLIH).

(iv) 66T Ml & 6m 6T AoplunsL
LIWIEOTLIC(h & &S 6D.

(v) eNuSHEHIHEM6NS &6WMSHSHEV.

(vi) @emmESBHUULL GmUITemne.

(vii) YBMIHemeTdH &6mmSHIHeD.

(viii) Geuemenudled GILIMIHHSHEH&n1q.LI HEOTEDLD.

(ix) eflFHelevd e e b
GueonetoTemwHHNeoT  BHTHSHWS
aemLGHed. (Managment by Exception)

(x) [BlemeowlmeoT & &HeoTemLD.

10.12.3 uuindl (wemmaeir (Methods of
Training)

uuin&ullesr LeLGeum| (WPewM&BET ETevorh

aUem &S &N Lfl&aLILL e0mD:

(I)  wevofleny LWINH

wvwv.tnsch%olbooks.in

(I1) wevoflemom LUIH.

() uevoflemy LLIDHE (On-the Job Training)

ueooflemT Luh &l er60TLIS 6 LI6TOf WLIMeT([H&E
sieu] ueoflyflyo SLS5FH6d euPraISLILIHLD
uindlemwd GSNsHDE. Geuemed LOMHMID
SOMed eTeiTLE SHHmsW  LWInds

SHSIH 0T HSHGIULD.

el l LS

UL 10.5 uevoflgmy uuimdl

(i) &mevorLed LUIDHE;

(i)  eemPAnuUInHd

(iii) ysslevonTsd LUINHS

(iv) e _sellwmenisennd Geuemed eumLLIL
(v) Ceuemen &lpmd

(vi) rdlfl nuimd (Vestibule Training)
ueoofluilL & &led 2_eitem ILIHLOLIMeDTE0T LIum &
(PEMMEET 6T(RSHSI LI6UOf IWIMETT&6T LoHMILD
QeMPH&Temen LeoflWnenisehsE Luind
siefll&s anmE.

() uevsflemom LuIH & (Off-the Job Training)
uevoflgmmm Luipd eredTLS 2 600T6MLOWITEDT
ueooflulL 5 &6blph&l elleod Geurm SLsdHled
2em HUIT&HEHEHS GUPMRISLILIGBL LuIH&lemws
&MI&ED &). LNetTeuHLm6Y Fl6d (PSHLILDTEDT
uevoflenom Lwindl (pemmae:
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UL 10.6 uevoflenom uuimél
(i) eNifleyemIseT LHMID LOMHT(HEET
(ii) ura@ eudliug (Role play)
(iii) eUPHES Spliey
(iv) @Geomevoremio 6Xleme6mITL (h&6iT

(v) epemen Luied (Brain Storming)

LuinHAulled FBUGLD OFWIeO(LP6®M

uuWInH & aFwed(pemm LI6eoTeUIHLD 151600608 606IT

2 emerL&AWG):

(i) eaPluisefledr LIPS GCsHemeusemern
&H600TL M SH6D.

(i) vWiIDHd Beosems [HlmieyseD.

(iii) erflumeor uuiim &l (WPemMem W &
GaIHagbLILS LHMID

(iv) uuinduiesr eswerdmement SN
QFLISH6D.

2_emememnm Luimé

(BevrLiTeoredlLl)/ HemL (P emm/
Gsemeuemww (We®MLB SH&IH6D

9 _6ITEH6mMm ulndl  eretTUS 210}
eBMPlE(PEmD SHOHMED AHeDLIQUDTSD, S8
6 LomevoreurfledT LIGLL| Si6bedH QFHTLHleD
SHTEUSHHIL 60T QSHTLILEDLIW ST HS(LpeTer,
BHeOL(pewD CeuemensHemar UG EMS.
o ef@pemm LUWIDE QI LOTETTTEUIHEHE
esMHled Spiley wHmID Guoumb OHMID
YW SIDetTSHemeNs: &M MI&ESTETEUSM &HIT60T
eUMLILIemLI 6ULPTAIGH &I. LievofludL S&Hled Ll
G & 6m 60T & 6METILLD S HMEMEDLLILD ESHTETOT(h

wvwv.tnsch@olbooks.in

6UTEYLD, SIMEMLOEMI 6U6IIT &&ISE1SHTETETEYLD,
edlisne WwCHT 2aflufsEhsdd @
QSTLIT6ML 2_(HeUn&H&e b 8& (pseoneflse
eumiitiuefl&&Hm &l 1H6D 6D SITLOIT 60T

BerLieredll UYeTeu@d (WS WL 60T
LIG00TL&H6m6T&  O1&HM600T (hHe (B6U6DoT(hLD.
siemeu B elendaLILL (heTemeoT:

ULID 10.7 2_sm@pemm LuinHd

1. uGg Crr sevens W Crr Geusmen
C1&HITE00TL &)

2. uewofll sSiLeUSHDSTET  EiSearleumeor
Geuemen/FLL eXlensHsSH6ems ULPMHIGED S

3. 16l Ml 6u 6ot 1D LD IT 600T 6) [T
GersemauUnMILL, ST SHEONFFMILD
wHMID  erawmPlwiLCL  Levofl
6EIHSb(56T) SHELIEUETT HSLD.

4. omevoTEUT  &MMEdD Be0&HEGHemeN
eUaTT $&| ML 2 FHeHME.

5. wreooteu uwWINdEE euP&SIDTET
HeTenmL & & (b & 8l & & 6O a1
QULPTHIGHED &)

10.13.1 &g asnevor Lievoflwimemy
(Probationary Employee)
5& S HMTEOOT HTEVLD
HSH ST  HMEOD  6TEOTLE, ST
Buwerddnel Une  Geuemeduledr
WHeL  euGLWLIGL, ser  Gumrs
QW BUT eUTHEUTS "Leooflwmengna
SHSLUULLILLIT. HSHH BT HMDHMS
&SLH&E QSTLIL [Hemeoullev Hreorns
BlIhsT  UesoflWmenIng MM  (WIG WIS,
GuaIb HGHHTET HTOHMS [HLIGHS
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eI ner:

® It rains very little in our area. That is why places like ours are called drylands.
The land is brown and rocky. We have heard that there were real forests in our area
hundreds of years ago. These were cut down by people. More and more places around
us are becoming drylands.
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QIm(Her:

Knowledge is ever expanding and never stagnant like the pond-water; it is all
pervading like a meandering river. Knowledge is supreme energy. Such energy is ever
lasting and so, science is also such a knowledge which does not stop expanding and
pervading. Science is the main branch of knowledge. Innumerable people of eminence
have nourished knowledge and so also the number of scientists of world-repute is huge.
To-day, we look around us the marvels of science and the achievements of great scientists.
Science has paved way for man to lead a comfortable life; yet, man cannot be said to
have procured complete awareness of his surroundings withcut being spiritualistic in his
attitudes. Thus, we have many philosophers among the scientists of the world.
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QIm(Her:

Money is not everything. It is the proverbial statement, money is said to be the
second God. It forms the basis of our society. It not only provides the necessaries and
amenities of life but also enables us to practice virtue and attain our cherished ambitions.
Poverty, on the contrary, is a great curse. But money is only means and man is more
important than money. Wealth can procure all the means of happiness but not itself.
A man can go where he pleases, but perhaps pleases himself no where. He can buy a
whole library of books but he may have no intelligence to read them..

Similarly, his table may be loaded with innumerable dainty dishes but his appetite
may be wanting. His purse may be loaded and the heart empty. Thus he may be living
as blank a life as any tattered ditcher. A rich man may possess the best thing of life
but he may fail to enjoy them. It is not money alone that brings honour to man. Man
of character is always held in high esteem. He is loved and respected everywhere. He
impresses everybody. He is always sincere, honest and dependable. He is contented and
happy in life though he may be poor in the eyes of common people. Love of money so
often is the cause of many sins, such as theft, murder and cheating.
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HAPPINESS:

Happiness is often confused with fun, good living, and riches. Sometimes fun is equated
with happiness. Fun is what we experience while doing an activity, whereas happiness is
a residual and long-lasting feeling. The path to happiness is long and full of challenges.
Happiness requires life—-long pursuit.
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HAPPINESS:

Happiness is often confused with fun, good living, and riches. Sometimes fun is equated
with happiness. Fun is what we experience while doing an activity, whereas happiness is
a residual and long-lasting feeling. The path to happiness is long and full of challenges.
Happiness requires life—long pursuit.
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MYSQL: sreyssensdled 2_emer
HL_Lemel&erfledr LILIeOTLIMT(h

1. CREATE - ST6YSHSHEMD LOMHMID ASHETT ALMIHLHEMET 2 _(HeunsH&sed (table,
index, views, store procedure, function, and triggers)

2. ALTER - an&eTBeu SHHGID HT6YHHETHeMS LOMMHMILLIEHLO SHG6D.

3. DROP - FTYSHSHETHEH D 2_6TaT OUMIHeme H5ESH6D.

4. SELECT- SIEUSSEMTHHED QD HHEUMED H(IHLOL 6T(HhSHSED.

5. INSERT - SIemel 6(H L eueneooruied G&5Hseb.

6. UPDATE - il Leuemetoruied ermseoTGeu 2 emem HTemen GLODLI(HSE)ISH6D

7. DELETE- STEYSSET SLLeUHerTTUIed 2 _6Tem SWEVTHEISH 5856608 6MEITIULD
H&GSSH6D.

My sql gl LwiedtLhSS DDL wpmito DML elesorenemens 615U160m&&6d

Q&I emM:
1. (MYSQL command prompt emw Hmés) XAMPP control panel euflwins

2. BIEYSTHNMSHHL 2 _MGHEHemLU LWET 6w (user name) MHMID &HL6YFEIFT6D6M DL
(password) LWETLI(bSS 2_6iTIHIemLPSH6D

3. e&npéasiulL DDL MysQL eflermeusmeouilement 61&wedLIbSH QeuefuiiemLLl aLm)s.

SYNTAX:

Based on the below syntax queries are built and executed.

* CREATE DATABASE testDB;

* CREATE TABLE table_name (columnldatatype,column2datatype,column3datatype, ....);
* ALTER TABLE ‘table_name' ADD COLUMN "column_name" ‘data_type';

* DROP DATABASE databasename;

*SELECT * FROM TABLE NAME

*INSERT INTO table_name( fieldl, field2,...fieldN ) VALUES ( valuel, value2,...valueN );
* UPDATE table_name SET field1 = new-valuel, field2 = new-value2 [WHERE Clause]

* DROP TABLE table_name ;
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1By e:

CREATE DATABASE SchoolDB;

CREATE TABLE student(

ALTER TABLE 'members’ ADD COLUMN "credit_card_number' VARCHAR(25);

studentID int,
LastName varchar(255),
FirstName varchar(255),
Address varchar(255),

City varchar(255)

);

DROP DATABASE SchoolDB

SELECT * FROM student

@ INSERT INTO student

(“002% “Ram”’Kumar”, “ROJA NAGAR”CHENNAT”);

SELECT * FROM student

UPDATE student SET LastName = ‘SRI’ WHERE studentID = 003;

SELECT * FROM student

DROP TABLE student ;

SELECT * FROM student

‘ ‘ Practical-Tamil unit_1-7.indd 153

(studentID ,LastName , FirstName,Address,City )
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EEEEEETTTT] tnschBolbooks.in T
aeuefluicy:
Database created
Table created:
studentID LastName FirstName Address City
Table Altered
Database dropped
StudentID LastName FirstName Address City
101 C Priya 1, new street Trichy
202 S Ramu 5, North garden Madurai
St
One row inserted.
StudentID LastName FirstName Address City
101 C Priya 1, new street Trichy
202 S Ramu 5, North garden Madurai
® o ®
002 Ram Kumar ROJA NAGAR CHENNAI
003 R Krishna Park Street Coimbatore
StudentID LastName FirstName Address City
101 C Priya 1, new street Trichy
202 S Ramu 5, North garden Madurai
St
002 Ram Kumar ROJA NAGAR CHENNAI
003 SRI Krishna Park Street Coimbatore
Table dropped.

Table not found.
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PHP — suqliuenL. Hlired

siqliuewLPHP firemed o Heunsdl aeuefluilemL O1LmSHeD.

gl emm:
1. Xampp Server (Apache) gl6eumni&ged.
2. Goto &l Gamiyemnmé@ egeased (Virtual path folder) (c:\xampp\ntdoc)
3. test.php file Gamillemeor 2_(Heunsd, HTemed FLLFF OFUIS.

4. (http://local host/test.php) ereédTm UL L 6med LWEOTU(BSE 2 _rhiseT euemed 2 _someflulled (web
browser)blTemne0 @uissHaLD.

lmeb:

) <html> &
<body>

<?php

echo “Welcome to Our School”;
$color = “blue”;

echo “My car is “ . $color . «<br>";
echo “My dress is “. SCOLOR . «<br>";
echo “My box is “ . $coLOR . «<br>";

// test whether a number is greater than 30, 20 or 10 using ternary operator
functiontrinary_Test($n){

$r=9$n > 30

¢ “greater than 30”

:($n > 20

? “greater than 20”

:($n >10

? “greater than 10”

QFlLIemM 155
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: “Input a number atleast greater than 10!”));
echo $n” : “$r’\n”;

}

trinary_Test(32);

trinary_Test(21);

trinary_Test(12);

trinary_Test(4);

77>

</body>

</html>

Qeuefluly:

Welcome to Our School

My car is blue
My dress is
My box is

32 : greater than 30
21 : greater than 20
12 : greater than 10

4 : Input a number atleast greater than 10!
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SLL&FSG Luindl

(Stenography/Shorthand)

ewliew S8 1s&eT (THE CONSONANTS)
S (P&HLD

SHHOSHRSHSH 19 Qb  HIHMTEOOTIED
6p60lUTu16d eTedTm) G LILILL ).

8 eFLH SFmeTHerfled
&edlLILIGleumenT &Hermed (WSHSILILDTEDT
2_enI&Hemer GMILEILIbSHE AL (LpS6edled
LIWIedTLI(b SSLILILL G-

OLITHIEUTS SIEUTSHET SieUeUTM)| CFILISHTS
(816060WLIS 60T B DHMITE) & M)EGOTMEDTIT.

L9 GLoest Si((H&HE\&H(RSHE) LSl&6LD
LITLIEOLON 60T &1([H&HE1& (LSS SeWMLOLILMGLD.

I Groeor Syrhileo GLOMLHI&ESITEDT
S(HHOH(RSHEH SemoLlifleneor, SpmiGeowi,
&7 mes& L CGuwedr (1813-1897) (pa6edled 1837
86 euLprhidleot.

GILI(THLDOLITEDM60T Si((HHOS(RSHE
siemLisenerl CuneoGey, @& @ 66l
SIEOWLILTGSLD.GOUIbSBET TS SIHSHEMETE
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GHl&s6 eemed, MMTS  660l&H6T  LOHMID
QEMH&H6T GUELILIGBLDLIY. 6T(LRSLILIEEOTMEDT.

eUIMLLILIL

@bl LWiIHAUTEDET (1SS 60T, QIBEUT
LI60T60TTL (b Fimi6ueoTHISET, Seoflwirmy
SIYIEUDSHRISHET, 6URIAIGET,  [HMIEUEDTRISET,
seoflaear, UeTaflaer, &eps SiemLOLIL&ET,
(W&H6OlI6DT Gunestmeummled FHeuflF
eFweonenInsGeur  Sivens  SeoflllL
2 _gseflwnenamas@eur LeooflwimmhmedmLD.

Gunaanlweunenmsd HeilT, C\FWIEOHBISET,
LomblevLD LOMHMILD LIMTM(§THLO60TI & &5 eDILD
Beuemen&eiT HlemLSHE60TMEOT.

ST & ®Iq e LOHMILD up, 6ofluieor
ST EFMTHIBHSHIHITED BT eudl&HSBLILbHLD
Bimieueotiuserflapio SpSAfluir uevofl (pHedlul
EUMLILIL| 6T ©_6iT6IT60T.

& (HHOSH(RSHS! 6T(RFHIUSDHSTEOT EULIl(LPEDMESEIT

* Q0BG SieTeUTEITEI, FHSHSH(RSHS)
SMILGLIL 1 60T SemL UL aurflulleor
Sianeled, 36D 2 LkIG QHHH GeUeTuT(bLD.

* Gwedell eells@MIsemear (Light Stroke)
GLDEVEILI  SIRSSHSHHILEOT LHMID  BlG &S
aells@nisemar (Dark Stroke) &eoTLoM&H6LD
SHHEH(RSHF QeTdledled  6T(LRSI6USHE0T

CLpeoLD 6ILDEDEOILI LOHMILD
519 60TLOTEOT &ebls@mserfled
GeumILibSEIrkISeT.
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* @OH@HI&HET WOHNID GOI&HEm6T  6T(RS
grflwmeor $Hlemaemuwlll LedTLMHMELD.

* geNaeT(H ewoie 5 &I(Consonant)
LOHMID  EUMTSHEDHEMW  (LP(LREMLOWITSLI
sl esiwseT.  (HLLSH L QB
L&GSLD).

© SmeaTHE — elBGMIGemenD 6T
SIGTEUNS FLOLDNE 6T(Lp%H BCEU6TTT(HLD.

S(HEHOS(RSS 6T(RSID 2_LISIT6T0TIHISH6IT

* Gems HMID HIHE&TE

* BOILCUL/&HS0SH(R58 GeuslLuing
GmILGL®

* &(H5HEH(D5HS! GLeTdled / GLieoT

* 6L 6UML& 16060 [flelvL. eum_&

o HLLFSLEWNN) / &evofleof]

* Copel eamssmiLi / HuCGwm  udley
SIEMLOLILSH6IT.

ewiawiRssl (Consonant) — euenTWLIEmMD
"QLDLIJQu_l@ej;gjéaaasiT UL Si6DE0 G|
eBmevoremLuleor oo LiGHulled CaHLH&Han 1q Ll
2 mmieNleor aﬁlsmmsun@Lb" eTeuTM)
Gurmdrflwr o6l (Prof.Sweet).
EUEMTIMISSMMIT.

GILDILIOWLI(LD & &I&HE6IT (6oL Boméeiv)
ewmHlufeor 660l SIOGS&H6T LOMHMID Srhidleo
ewomfluileor 6loul TS &IHSH e
(P(RemWING:S  FMIHE Sebemed. ereorGey,
SH&HeSRSHSe0T  edllemiger  (Phonetic
Strokes) SyHleSSe0T QTN 6L
Si5H& GoOUlL QW 6N(RSHHISHEHEmETE
SDSSLD.

2 _snreonSSH DS,

K &etr gedlé@nil C (Call), Q (queen), K (king)
HmILb ch(chemist) gy Slwieumnsleor epedlaemeré
SBISSDE!.
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J @etr gedl&@M J (jolly) ommib G (geogra—
phy)@eiT eedlsenené GSMGEDE.

S @er eedleB@M S (see, sea) wHmID C
(city, cease) spdlweunemmé GSMGSMG).

Z Bet1 660l&@M) X (xerox) C (czar) opmib
Z (zero) sydweunenmn GMISHMS.

QHhiFeD  HHHOSHWRSSD, 24 6wl
(S SHIHSBET oL (bELD 2_6T6T60r. Siemel

P, B, T, D, CH, JK, G, M, N, NG, F, V,
th, THE, S, Z, SH, ZH, L, R, W,Y, H.

awlewpsgIssefer Gy &6 HMID
SlemLoLiL

696011 6edls6rflevTLIL, Syraigled
Si((H&H6\& (& S160T CIOIICLI(LD 5 &IHS6T
GILDELEOILI LMD &HEDTLOMEDT 6E0IBGSMIGHENTS
B 6emet0THSHLILIL(HETEITEDT.

(W&ed udleormm| eSS Gegmqser
Beueummnas 2_etemeor. Siemeu P/B, T/D, CH/J,
K/G, F/V, ith/THE, S/Z, SH/ZH.

&eueleuTH GegmquiletT (Lpged LIRSS
61L06LEOILI 6pE0lLIT&ELD, 6peueleuN (T CegmiquileoT
@revoiLmeug  QWWOWIIRSHS  SHEUTLOM6DT
eelwnsa|d SmsEh. 6webedl  660lHE
GILOELEOILI G SHEWLUIMENLD LOMHMILD SH6DTLOMEDT
696015 SHEDTLOMEDT Gl SieWLILITEITLD.

M, N, R, L, W, Y, H ewlewi(p55155Eb5HE
660l GegITiq &6m6ITd E1&IT6TOTLY (H&S6l6bemeD
LOHMILD M6 GILDELEOILL &mlwmed
SNBSS 60TM6DT. NG 6T60TM
eSS Cgmg @edemed LOHMID Sig)
S6UTLOITE0T GMILITED 6T(LRSLILIL (h6TETS).

FHemaser (Directions)

66015 G M&emar CLPEOTM) FHlemasarfled

6T(LRSHEOMLD.
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* SpGréea
Strokes)

(Downward 61LDELEOIL Si16DEDG| SHEVTLOMEDT 660\GH6ITl6DTLIL,,
605G M&HEmET S ([HHEH(SHS L6Tle0med
GLDEDEOILI LOMMID &HEDTLOMEDT  SH(RSHSSHSIL 60T

ET(RSLILIGLSM.

660lB &M

* &lemLiol L aedle@ml (Horizontal Strokes)

* GuwedGmradiu eella@n (Upward Strokes)

euemaLILn(® (Classification)

24 6wl eT(RSHSIHHET SHm)
QUM SHLILIbSSLILIL_ (HETETE0T.

UGLIS6ITS

Qebedlwl/ | erBSHISHML 16D
SEUTLONETT | QEOSHIBLIq
(i) @eugliy&er (Explodents): P Pee & 6wededls | Post
o _&aflliugedr cevld, erM&eoTB6u \
LU’ L SenLserfler eudlserled
gliel sMbIle SiRSsSSleurmed B Bee &ip sevroneor | Bee
Qeusiléaserad apsdisdr apeoid ™
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wvwv.tnsch%olbooks.in

o _ulenmed (wedr eunms @Gungy (Not preceded by a Vowel) 2 _ullenmed esnL@o Gung (when followed by a Vowel)

Raw

LA

Carry F—

Ray - .

"
Borrow \/‘/

F o = /
Row il Marry IR

A ik
Rate L] Merry | ol i
read e T perry "\\H/‘

Beavsaevorhiset (Grammalogues)

e&med Words aedl&&n Strokes
Difference
Put \“ I \ different \
Be \_ Had \ much /

To be "'\'“ do \ LLLL which /
SpGmréd R wHmib H eedléen (Downward eUTZIeUTS, Goed@rsd H
R and H Strokes) LIWIEOTLI(h SSLILIGbEM &)

H 6TE0TD 6Dl 6T(RSHID ETevorh LOMHM)
611G GUIAIBEHL60T GULPTAIBLILILED . & P it
Happy > Hung et ams
EHENE Y 'H'(Upward H) = LoHmLD
ENG. f’\
sillons Heavy Heap

£pGmréd H(Downward H)

174 1 esigenn

‘ ‘ Practical-Tamil unit_8_Part 1.indd 174

2/17/2023 1:36:10 PM‘ ‘



SlpBréEA 6ulq6uL, h seflune HHGD
Gurgl (When standing alone) si6bevg) Siem5S
esnLibs K oeeg g eumbGUrs)
LweTu(B S3LILB S DS

He =~ Hook  Hockey -

s1u5% LR/RR (THICKENED LR/RR)

LN XA o Lebr T m& Garriugme, |
S90S (thickened) er(&LILIGLD LOHMID S5
Ir @er &nl(p EWWOWIRSHSHISHENETS
SH&HHD ).

SmHw 2 ulegnedlser e, a, u
(PBEOULIETTEUNLD. Siemey ENEIeUTS | Lobmib
't (- lar, - ler, - lour) @emL G euHLD.

www.tnsch@olbooks.in

7

e "-"C ..... —

Fuller - Chancellor

ik,

Valour Counselor

f(

Ruler

(i) | LOHMILD Y 68 SemLulled (1)
Si(p&soneot 2_ulamssiserfler 66dl
eIMLILLMeD.

(i) @ e wWeomgss Smnd I ol
HedTesmLHLo Gus

(iii) | 6T60TD GG I(RSHSIL 60T  SHTLDLI
Bemevotliumeor  (Initial  attachment)
eu_ LD (Circle), euememuid (Loop)
31600 61&MSHE (Hook) SmHSev.

(iv) p, b t, d, ch, j spFlweumnieor Gommeor
EpCHITHEIL 660&EMBEBHS
(Straight Downstrokes) im& LHMID

(v) Gmronenr EpCHrsA 6edé&mserT,
FeoLio L  Ql&H@M&HET  Sieveng)

‘ ‘ Practical-Tamil unit_8_Part 1.indd 175

CoeCrHmadll e0HEGMISH6T Si6b60)
8nid UL SHIL 60T Fnlqll 6UEDS) &
SUEHETEY @aS]as@gj]asas@a;@ WD, Ir
6T60TLIS] | LOMHMILD r 66lB @M emar
61&IT6TOT(h 6T(LRSLILICHLD.

L
Failure Sailor ..........
A7 3 . f/"":“\\ i
e \; ......... L 2 .|
Foolery Wheeler
4‘;'.-" -, r o,
iy AR S
L/ \ . il !
Stealer Pillar
\\;ﬁfﬂ"wh i
Bookseller ;
RR

r @ebr £@C8Lr,rré>a§]u_| QUG EUHHIL 60T I &
G&uuug)rrsu r BIGLOGTTE (Thickened) @& @10
LONID i) Y ter  @er ol (b
GUDLLIOWI(LD S &1&HSH66NS GSDSEDS.

' LOMHMILD ' &5 e’ L
2_ulempssmeot 'e eT60Tm MU 2_uflermedl
(RS SHIHS LOL(bLD UTLDLILLILIL (bETET ).

r—r aa@@soal_uj]a)@sngjsrg)gj&uﬂan@gggj
6UHSTEYILD, rer 6T60TD &l (b GLOIEWI(RSE
(Compound Consonant) LIW6TLI(bSSLILLTE).

Bearer repairer

...............

i Sensuleor SpmbLSSed, Al eulLLd
(Small Circle S), ewrfliu eu’Lid (Large Circle
SW), &l esnsd (Small Hook st), 196 (Tick
h) (wete6oTmL_(b (Prefix) &p&&eomLD.

egiwenn | 175
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T T =

Soarer T swearer

Starrer

QEILIPEmD 9: HIHEHES(IRSHSI6L 6T(RSHEYLD. (QeueeuneoTmD 5 eurflaer)
1. Arcade 2. Aroma 3.Rob 4.Rod 5. Rage

6. Dear 7.gear 8. Fear 9. Retall 10. Writ

Q&I emM 10: HHSOHRSHH6V 6T(1RSHEYLD. (QeutieuTeTNID 5 euflEerT)
1. Hog 2. Hatch 3. Hood 4. Hedge

5. They had a heavy mail on Monday.

6. If they get the money, it should make much difference to the firm.

176 1 esigenn

‘ ‘ Practical-Tamil unit_8_Part 1.indd 176 @

2/17/2023 1:36:10 PM‘ ‘



sm&sioner W : (Abbreviated W)

K, G M, R @6lsense (wedt 'way' 6T60TM
F(HSHBLOMEOT W' LOHMID SiHe0T  LILIESTLIM(H
(Small Semi - Circle Intially) ewoiwiewi(RSS
6UBLOCLITE) S16MS 6(H AL SieDITEUL L SHSHTED
(L&6e0led GMILILEYLD.

T (B H5HSHSHTL (B

wvwv.tnsch@olbooks.in

LOMHM)] 6ULG EUMKIGET LHMILD SeuDHHledT

uwestur@®aeit (Alternative forms and their uses)

© QPOOUSHSEL D SHHswneor W 66dl
e\BerfleumenT eUemTE|&HemaT QUM 6(H S
3D ULLSHSTED GMISSLILLEDE.

* HEDTITEL ‘W' @ebr SHIOL 66016 @smarrrreu
o o ulenned ess uEDLEUTE W
eTe0Tm &E0lBGM 6T(IRSLILIL. BEu6TIT(HID.

anisend  euemsUTH
W+ea+k . .. e\gerfleumeot
Wake reve K ay eUbSITeD .
S+V+S E dpeor way elpa CUEMTEYSHEHMTE
W+ &ptk 5 . . Q\gerfleurmeot
Walk K
a S+v+s |/ (peor way eUBSITed CUDTEYHBNS
. W+8+g - . . .. egarfleureot
w e G .
9 S+V+S (UpetT Way eubBTed CUEDITEYSH ST
Wire Welwr Ex R (LpedT way ebaImed Serfleureor
S+D+S b y eups CUEMTEYSHBHTE
Woman Wm=*ai+n F'?—_L'_ M (pedT way eb&med Opaieumer
S+V+S @ y Sibd CUDTEYHBTS

* DU W &e0lemWs GM6E L 660l5&MEE
et QI APl Q&HT5HE QenevursHaLiLL
BeuevoT(bLD.

* QM euMTSenguier mbelsd HMID
(pig6fled euIBHLD W/V 60S@&M 6T(Lp &S ment
aTeflsns er(p&IeusnHE SemTauLLd (Semi
circle) 660l&@&M LILIGOTLI(h&&E0rLD.

T (B HHISHSHTL(BSHSH6T
a. Wig - e b, Awake ...
C. Well -+t d.Shivani 3

‘ ‘ Practical-Tamil unit_8_Part 1.indd 177

SpCrmesdn  wHmId  GeGEHEaL
ae0l&E@MIseT H, 196 & Leefl H, SpComédiu
@e0lE@M sh.

cp&asmedl H: (Aspirate.H) awiewipss H
aeorLg  CuoeCrmesdl  6edles@milwimed
LOL (bLo6DELMLOED,EPBHTSHAI  6ulq euSHEHEID
SOILILALGAD ).

H @eor LebGeum) g euhiSET eTeflSTeHe LD
GeusLonse)LD 6T(1PSL1 LILIEOTLI(hEe0Tm6DT.

EpCGmmed  H:  EpGmrédiu H
TR &IeUSDHTE0T 6Nl &6,

- geoflldE Bm@ Gurg (Standing alone),
ol (b QLDUJQU.I@QQJ (Compound

egienn 1 177
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consonant) wOHMID eUPISESHTETMELS6ITIED
(Derivatives).

;:l‘ r-'-_s;l;.:;u."-nr
er.&mHay 7 Haystack |
* kg && wedr H aUBHLGUING).
] [
er.&m: hawk """ hog e
o CuedBméHalL I S0 HlemLLoL L

660&H& H EpCmnéHe ' & NeTOSTL (LD
Gung

¥ i
f b SR o Y
o 1 [ oD

X ',
\, g

GI..&":Lahore ................ Comrencea..:.._u-ll.n::

198 & yerrerfl H (Tick and Dot H)

1. m, |, r & eNSEGHIBEHHS (LP6edT Tick
H LIWIEOTLI(h SSLILIGbED &

2. gL ' (Initial 1) &b GSMIFL 198 (Short
Tick) ecpeold  GMISSILGEDE, B8
SpCorrsd h  Hlewsuled (LRSI
Beuetor(hld.

3. esmhemnLi&erfleor  (Phrasing) mobedled
Tick H LWeTLh&SIILL eDMLD, S} 60TITED

6UIMIT H6M&56ITl6D Si6DED.
1.5
i\ ‘:_-\\* G
Home it Harm wicisssconsans
'.\_\_
L"'_H' [

178 1 esiwenm
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yetefl H: (DOT H) @é&m h e
anisemsuilesr HoHeled ereflens  61(1RS
(Wi Wimoed GumeoTiTeD, h eTeoTLIg 2 _uflemed
T(R5EIHS (evteutmed (before the vowel) 6
fflw ewebedlw Yereflwimed GMi&&LILIbEDE.
(a small light dot)

T (B SHSHIHHTL([BSH6T

L 5 :
Neighbourhood """ ™" uphill ="

Coe@rréaiwt Hmb SPpGHISEAW 'sh

a. L Si6bed g B Semevorliser (Initial
or final attachment) @m&@L0 GuT&ILD, 'sh
LG — geofluns ey  Gungid
'£1;>C8[5rréaS]u_| sh’ 6T(LRSLILIHLD.

ol. &IT

Ash " ashes e

b. 'sh’  Gmmmeor &e0ls@MI|Leor  (Straight
Stroke) @emevoidslLGL GuTE, i
eungeuTs SPGHTHS 6T(LRSLILIbLD.

c. Gronenr  SPCHISAW 660G SMILL 60T
B em6voTHSBLILIHLD Gumay QHMLEHSH
Bemeroiiifedt  eHT  UbBSSH  sh
ET(RSLILI(HID, S}6DTITED d &5& LUIng Ged
Crnédl er(psLILIbLD.

dash ORI ETTTIEL T
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'sh  euemerey, LHODIH EUEDETEL DT
BemevuTeng), OLINGIEUTS SiHhG eUemeTeledT

d.
T(RSLILGEME..

e. 'n auemeTeys&LILING eumDd sh SpGHTSE

BuwisssHemaL HeTUDHMID.
6. &M: gnash

Gmumaismerfled

f. Lomm ereflana
£ B 6001555819 LI 611G GUEUMRISET
it s TTLIbSBLILIbE
fish smash T LIW6DTLIG SSLILIGbSM &).
&I
sugar ... Sl

aslemm 11A: LOMHM)] 6UIq eUrbIGET LHMID SieuhBledr LweTunGsefleor LUIHA: S1.L19 55, TS

aliflaaups Sl er(sayb: (QeuaeuneTmib 5 eurflser)

?.r--\\',' o - : Ij,__
L. . - S
'f"_'“.‘x._,.-ql e } .
® . A

aEenm 11B: &[HEHeSIRSHH6L 6T(RFHID: (Qeaeunsrmid 5 eurflaer)

1. Wear, wary, weary, woke, awoke, war, warm.

aswemnn 12A: EpCHISEAW HNID CeCHISHIL 6696E&HS6 'H' LOHMILD 'sh LuliHé. 1L 55,

erd efifleeupssled eT(psa|b: (QeutieuneTmIb 5 eurflser)

.U L T S DU W~ ‘)
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asienm 12B: &(HE6S(RSIH6 eTr(RSHaLD: (eueeunssrmid 5 eurflserr)
1. Head, hitch, hurry, host

2. Home, hall, hallow, hire

3. Heavy, hope, mishap, hair

B6058600TTRIS6IT: 6UAEUTSTMID Qb LSSS5HISES LUlDE asiwea|wo:

( e :

Thank — ed * think though
Them LEER: RPN LS Was, mmrrmefr a k@ Whose
wr.// ....... 1 -

shall Wish With =reseeses

= vorPornas
when T what " Would

|
® - ®

0, oh, owe 't he

asiemnm 12C: .U 58, erRH eliflCGeaupsSled eripsa|b: (QeiaeuneTmib 5 eulfl&er)

1. How can you attach the wire to the high chimney?
2. You should verify each item on the bill?

3. Do you like the new tyre you have had put on the car?

e

180 1 asienm
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UL S/Z, ewflw eulLib SS/SZ, SW
womib ST/STR euemerwid (The Circle
s/z, Large circle SS/SZ, SW and ST/STR
LOOPS)

ML

euL1D S Hmib Z -

OLols eTIRBEIBBET S 4 HMID Z e
66015G&M LOL(bLD6DEONE, 6 FAMl 6ul'L 1D O
(Small circle) eweod @MILLILLILIbS60TmEDT.

8L g wpmib euevg Buwis s (Left and Right
motion)

8L g BwissD 6T60TM \&meLE0I60T
OLIN(HETTE0TS,  Phdled  6T(RSHHISHEHEMET
em&UileoTmed eT(p&Ib GuTg LD SUuISHELD,
83n& HT BusHSID 61608 SUISHSHLD 6T60Tm)
SIWLP&HSLILILEDE.

ymbugdlev, (Initially) eulLomeorg) 's’ @ebr
ewedeblil eedlemwt (Light sound of s) L pGo
Gl )AL

TBSHSHISHTB

R T8 S

Safes Sense slays

@Gml_uﬁla) LOHMILD @@Jgﬁ]uﬁlw 6UL L LDMEDT &)
GUHSHITED 's' 316060 'z &60lemWws GHGEHDE.

T (B HHSHSHTL(B

Muscle Designs

\
/b\l pr———
CELIY LR ) LR Ll \,
)

Lisps -—

SHIDLSSHD 'z aedlemwl  6E0&HGSHILITEd
(Stroke) @M. Geuevor(hid.

‘ ‘ Practical-Tamil unit_8_Part 2.indd 181
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Zeal Zero

S euL, geofluns eumbd Gung, L&
BuisssgIL 601 (Left Motion) erpaliLbSm&.

S el L b @eleunms 6T(Lp&He0MLD...

* 9 _@a1ym euemeneyde — (Inside Curves)

Essays — Seems — %2 Soothes —

* @mevor(h Gmwmeot 66015 @ M &6rmeD
eeuaflliyn Gamevorrkigsem 2 _(ThHeun&leoTmeoT.
(Outside angle formed by two straight
strokes)

Risk Rasp 2 Hasp

© 8Ly Buwsssdled, Cr eedlE@muLeor
B eme60oth &) (TH & GLOMEDTITED LGUNE)
Ganevoiser 2 meunsngl. (With the left
motion when joined to straight strokes not
forming an angle)

CAr-

Soaks Sorrows

\D/:‘P
LEIENIRRLIERER ELE)

Cask M. L

S aulLb mbusSled eunsme, eriGUTHID
Waedleb  LIgEHHGeuetorhd B  Gumed
@mnsluiled AUBHSHITED SHemL WIS
LILq. 858 B 6U600T(bLD.

o _ulegnedl @mlser (Vowel Signs) 6ol
T(RS5HIGHSHENOT  QOlBGNHES OSTLILNS
6m6EUSBLILL (b L. &SLILI(HE60TM 60T,
QUL LSFHME S16060.

eswenn [ 181

2/17/2023 5:37:34 PM‘ ‘



Slave - safe —

65 66015SMIUTN60T LIL 5615 TEDE)IL 60T 's' auLib
GaissiLLeonD. (The circle 's may be added
to a strokes logogram)

come "™ " comes

a6dls& L HmID euL b (Strokes L and
Circle)

L eeomm eedls@mLer 2 L eorquins
(pererensBeun  Sievens  LNOTOSMTLIHE
6U(HLD 6ULL LD, 6D 6UEMEITEYL 60T
BemertEHESLILLIGBHHSTED, G UL SHler
3iBs FHlewauiled er(RSLILIHLD.

TB5HSIHHTB
Vessel - \rﬂ Cancel — e K Loser — m

Ceosnes  aedlBEIL 2 ulanmedl  erpSHems
56T 58 eXlLeomLb.

wvwv.tnsch@olbooks.in

TB 5SS B

Poison -

.
Nats

answer —

: ra
o U

Bk R AR AR

Beavsaevormiset (Grammalogues)

(Word) (Stroke)
(3%:3 ()] aelsen Word Stroke
Ustal =1y | o | A P ¥
S =
Because ~|Is, his P o= P
Itself L} Those, thyself CJ
this Q thus C

asienm 13A: a1 QeueeunsiTenpwd 5 auflser elifleaups e et LUIHA aFiLwIeyD.

NS .2

el enm 13B: &[H50H(RSHS6D 6T(RSHaLD: (eutieuTedTmID 5 eufl&eT)

1. Lays, face, voicing, toilsome
2. Customs, justice, Less, refusing

3. Resigns, Hope, pencil, rising

182 1 asiwenm
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a6ds&m S whmib Z (Stroke S and Z)

wvwv.tnsch%olbooks.in

* emr.@Gumeor (Triphone) 2 _LeoTiquina
Symibu S (Initial) gl 1NeOTOSTLIHSTED.

6(H 2_ullegmed T(R58

(PFHOD(RSHBIHHEHHES (W60T  UBLLEUTS) TBSEIHE.B

316060 & BMmiFl s S6ve0 G Z Ll LleOTASITL [HLD

Gungl, a5 's T(RSLILGEDE. WA

TBSHHISHTB 'L_E %
Science — | Sewer

* HIidU 's' 2 | eonquing & 2 ulermed
eT(RS&ILGeotT LoHMID LHEODTIH S SiEDEDS)
Z ©_L 60T 6uHSIT6L.

L

bbbadarienrnmnn iRk R Rd R
ace say ooze Z00

&Q605HSM) 's SHTOUSSHED eLPed GUT HemSUed TB5HSHIHHTB
6T(LRSLILILLTeD, 215 @a1Loraiserflayid
(WeoTe60TTL(b(Prefix) epeold 2 _(HeunsasLUL (b \ -
gl (b QLIS IS SHET 15715710Y 1> R I g """ A\
61 !-15] & G s mer me & af l ) Cease - : Saucer—“m"q"“
5H5HMEUSHLILIbEDE.
* @niHl Siems ETRSHSHTOT —OuUS 2L 60T
TBS555EM B meeuliser (diphthong)/iqemmsGumedr (tri-
phone), (petTenTHNS 6UMHGSTEL (Preceded by).
. 5 — .
Ease disease =
L 2z
60l5EM s GC@Ib E6NeUTDITS 6T(LRSEDILD. 5 m\
joyous —. Tortuous - g

86055 600THRISH6IT

(Word) e\gmed

Me & ' Special, - ly v\\

[RIRIRELISARELRR LR

(Stroke) eedl&@H

H I
Hlm 1‘1"‘."‘;1rr1l‘rl‘ T Speak

Myself L Subject — ed ’?\4

R TER AT AR EE

himself . ‘35 several

eswenn | 183
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asienm 14A: eiceuneTenmub 5 auflser eflifleausgled eripdll LN FweyD.

; \j L—\ ~
x g
P

S

-
h g
N
P ..__.._.......}..._._ ,,,,{..J\IIJIIJJIIIII srepEmes dan |1I-|IIMLJUJ|-¢-1--I; srdrkiBddndddial snsssann
.
" .

Qs emm 14B: &(H&H&RSHH6V 6T(RFHALD: (euaeureTnid 5 eurflser)

() Assam, aside, base, juice, juicy

(i) Score, Legs, Oscar, Spouse, easy.
ewrflw eu”Lb SW and SS or SZ (Large Circles
SW and SS or SZ)

6 el OFML&& eul LD, (Large initial cir—
cle) eul’Lb s Guneoim 216G SIS 5HE]|L 60T
eT(RSLILIbeUS) BT 6mL CIOIL 6T(LDSSI&S6IT60T
'SW' SNSEDE.

TB5HSISHTB

¥
Fetatfrbrddd
E4EEIAE -~

sweet ’ Swing
SW QUL LD SHTDLISEH D HNGIET
LIWIedTLI(b SSLILIGLED &).

SS or SZ eu’L1b (SS and SZ Circle)

e eufllu QenLflemen(Large medial or final)
sibeng 8miFl eul L b, eulL b S Guredtn 216
BussszILer  eEslLbeus S-S &
BewLiulL 2 uleagmedl erps&l e (Intervening
Vowel) 2 L6T 6Ievedll Si6Dedg) &6EDTLom6DT
&6llemws GSMISHEDE.

TB5HHIHHTB

necessity (ses) " pauses (sez)

¢ ~ 8

Possessive (zes)

® auses (ze2)

184 1 asiwenm
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SHIoL  @emevorlL&HefledT  HMIE0OIONS SW
alLsms W, Y, H edsensesLer
BemetuTss (PIGITE).

TB5SIHHTB

A hdh el akE b

ik i
sway suasive

e sefily Geaumy & 2 ulennedl erRss!
SMISS GBS, 315 el L ID&eT
2_ulammedl SIemLILITEMGHemd 6MEULILIGHE0T CLOEDLD
GSMISSLILGbEDE).

TB5SIHHTB

Exist "~ exhaust " Exercised ™"

ewuflw eul’Lib, Setor s saafledr 626015 6me6I
eBMLIFSITeT er(psZIsaafled (Consecutive
Syllables) GeuerflIlL(hSHSYLD
LIWIdTLI(h SSLILIGED ).

TBSHSHIHHTB

mis — spell - /Z\/(-

QWM deo eanisengsefled s —s Ged
(PLG6UEMLILD 6UMT SHemSH&6Tl6b GULLLD LoHMILD
605G Sievend e0l&ES&M LOHMID G L LD
SHSIeUDMIL 60T 6T(LRSLILIL (bETET .
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TBSHHISHTB
™
Your N | ourselves /Q
Possess } but pauses Year THERREE i i themselves mmé)“ -
EGN
ACCeSS TR LTIt bl_jt aXiS PRI

eenmaerehdlwsSlev ewflul eul L riser (large
Circles in Phraseography)

eammemnLi&erfled SW eul LD, as we eredTm
615MELE0ING LIWLIEOTLI(bSSLILbEME.

T (B HHSHSHTL (B
Lll-&’--h FERLTIERT IR TR ]
as we have as we can
5
IIIH-Iﬁ thidpdan
As well as

QFTHEMMTLI S6rfled 2_6ier Qmevorh S'S &&MeoT
SS el LD

TBSHHISSTB
in this city \-ﬁ? this is
-
" Q
Asis/as has "™"™** is as/is his

B5HHEOTMHLIGHET:  66)EIEUTETENDUID 66
L&D LWIH& eFLWeYLD.

- _‘"‘\
In, any are

Own | our/hour ——

‘ ‘ Practical-Tamil unit_8_Part 2.indd 185

Following S: & &leo eunigemsserfled, soho

™ . ““.“““J’:."
I 5

womib sheehy h &eor
GULL LD 6UEMETEYSHES6I 6T(LRSLILIL(H6TETS).

's Hmib h' Sydienel SenLHemeouded
(medially) erpuLLmed, s wHMID h erpsId
6X5Lons eUL LD LIflETS&LILbEME).

er.&IM. Racehorse

h wHemn 660s@Dlemww LledTumTlevTTeD,
h @efléE@n ergsliuL. Geustorhibd erearGey S,
Ch o6be0g Sr el 6redTm SHeUDNEL
LILG S8(LPIG LI &).

Abhor......".....".."".."“ but Observer ...........................
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aslenD 15A: QeifeunsTempuid 5 auflaer elifleaussle erdll Lulhd asiweayb.

e PR [ (AR A ssssssasnaRnRREE EmaERAE e A TR L LRI ltl‘l-ill&l_iljlllll.-..
3

]
= o .I: ) - fj
L3 --r-rr-|||rr-ici-llm&i&lllllllllllllli llllllllllllllllll LEER)

asemM 15B: s1[(H&H6&H(RSHSI6L 6T(RFHALD: (eutieureTmID 5 eurflaer)
1. Swig, Roses, Races, Revises, Reduces

2. Resist, Fences, Thesis, Sweetness, Terraces.

ST/SD euememwid opmitd STR euememwirtiseir (ST/SD loops and STR loops)

(An oval shaped circle) (LemL 6uq6 T (B SHSHIHHML(BSH&H6T
QU LIOMeoTE  euememud  (loop)  eTedTm)
SIMPSSLILIGAEDS| LHMID 660IBSIISHEBHHE ) \

G (h&e0M& S T/SDSI6b608ISTR GG SHLILIbED S, Best \Q bestow \?_
@ 85 @ewevoisalLLL @e0&E&Muleor Lng ®
Ferld  G&METIIL QI  EUEMETWLISSHTED Rust _,/;: ... |Rusty /\’f

GSN&SLILGHME.
] [
61.&IT o v,
Honest ' Honesty \TI
L l J
steam N stone e e A st loop, @mFlwne zd @eor sevToMEDT
66015@LD LILIGOTLI(hSHSLILIL 6DMLD.

st el BLs Quwsssdd Gmmer TBSGIHHTL([BHSHET

66015& ML 60T LOMHMILD 9 a1

QUEDETEYHEBLEDT QUL S Guneotm)

er(aLILL. Geuesur(hLd. "k'bﬁ / \emf
v Fused Refused
St euemaniLD, eDIGGMIUTET OSTL 585 SH6D

(LSO, (igedled SHemLFAUNGID Lig&HaLILL

BeuevoT(bLD. v \::: G
Q0 @QJQS] 2_ujermebdl Gr@-é-’@é-’@ Opposed Disposed

2 _ufemgmed (RS SIHSHTE0T &mluflemeot

Bwausn®, 8mnis [PLIETG )

CaemaulILibEDE.
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. ' ' 1 . 1
6gmed caused eTe0TLIemd Cost

-

eTe0Tm  E1EFTELISES CeumiLithSH
ET(RSLILL (6T ).
'st’ LOMHMILD 'str’ ol  @emLHlemeoulled
LIWEOTL(bSSLILIGbEDE)], ET6160T60TDITED Mk
6(H H6LED BEMETIIFHED (LPL9.6) HEWLSHSLD.

T B SHSHISHML(BSH&H6T

Justify " Elastic Masterpiece ~

s woHmIb t & BewLuled e 2 ulemmed
6T(RS & UGG, ‘st TIEDLICILIWLIETLI(L S5
(PN, eTe6vTEu led, 63(H 2_ulenned er(&s
Bmsed @LsHed 2 ulanmedl(pssishsneor
8L H56ms QUPHIGEUSNS QIH GRS
66015&M BH&s GereTorhLD.

T B HSHIHHML(BSHSH6T

Best ’ Beset

Rest Receipt :

wvwv.tnsch@olbooks.in

STR el

6@ el euemerwid, (A large loop) g
B emevoTHBLILIL (b6t 66015 @Mulleor
HensHleor cedtmled @mevorh LMk Hermd str
25 GUISHDE.

Str el @& BwissssILer Gmrmeor
66015SMILL60T LODHMILD 261 CUEDETEY&HEHEHE
eT(RaLILL GeussoT(hid.

or.&IT

Pastor = Faster

areleuTenfled st LOHMID r 5@ emLuled 6B
5015 660l 2 _ulampss eumGUTS), Str
elemULl LWIEOTLI(bSS (Ppquwingl. 2 uliT 6edl
Smlusmed, 2 ulerpssEsTer L SH0SH
QUPHIS QEOIGGSM 6wl 6(RHSTH S[H&Hs
Geuevorptd. STR @l HTOLSSHED  61HS
6601HGSMIQVID LILIEOTLI(bSSLILIL 6Xl6D6m6D.

er.&%IT

Posture

el emD 16A: &([H&H6&(RSH6 6T(IRFHELD: (ReIteuneTmib 5 eurflaer)

1. Stout, style, waste, rust
2. Nest, Boxed, stem, star

3. Waster, minister, barrister, muster.
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SyIbu ANl e snsElEerT, 6606 uleor
euemeHS — QBMSHSUller LMHM)
6)1q.6UTRI&6T LOMMILD MG E&TSHE&S6T
(Initial Small Hooks, Alternative forms of
curved—-Hooked Strokes and final Hooks)

@l emL — Qi eTpSgIHseT (Double
Consonants)

glreumiseT r wOHMID |, 9SSl OO
GILOIICILI(LD 58188 (ETHL 60T &60OLILISHTED
2 _(HEeUN@ELD 6T(R5HTH ST emL QI 6T(RSHE.
Siemel pr HmID pl, br wHmd bl, tr wHmid tl,
dr wmmo di, chr womid chl Gunedtmeme.,

A. GriT e0l&s@MSE e R’ 0&nsd (R hook
to Straight Strokes)

6608 BUISHSSHSIL 60T 6T(RSLILILL 65 Sl
YL Q&M5HE), CHImeT 6e0l&ENoHEneE R’
GorsHmsl.

T (B HSIHHML (B SH6IT

I l-i| '.—'—-

Pr’ay Tray : Cry Adhddnd iR PR B

B. Grir @edle@nisaimeot L' eensd (L hook to
straight strokes)

8L 5 BuISH5SIL 60T 6T(IRSLILLL 65 Frlw
SHTIDLI \&M&HES], GrhirmeoT @aﬂé@@&,@éy@r
GorsHEng.

T (B SHSHIHHTL (B SH6IT

B R

Ply YT I ] play ssrare e o place

C. auemene) 660lH@&M& 6T R ' osnéd: (R
Hook to Curved Strokes)

188 1 asienm
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euemeneileor 2_eTGar er(SLILILL 6 Sl
SHIIDL O&M&HSE, euemahd e0HGHIHES R &
GsrsHsng.

T (0 HHISHHML (B &H6IT

|""'.‘IIII

artErritfitT e

fry " through

D. euemene) 660&HGM&&Me0r L' esndd: (L
hook to curved strokes)

euemenalledt 2 6TGam  ETRSLILLL  &QH
eIl SHTIDL Q18 T5HE), EUem6THS 660l&HGMUdled
L & Garsdma.

T (B HSIHHML (B SH6IT

M Vs

e

Fly ™ Flowing et B

NGéaner Anflw OBN&HE

'ing 631 6\@M&E Gulq 6D NG—Kr S16D60GI NG — gr
algeuSmSS GSMISHME banker and finger
6T60TM EUMT HemSHerfled CHLSLILIbLD.

T B SHHIST B ST

Banker

"L" a@nsduler efifleundsiul L Lwetun®

L esnéd ued FhSTLUMIG6r 6D, 2 _ufermed
a(RSE T GBML(IBL TSI eTaflHne
696015 &ML 60T BemevoTaus NS
LIWIEOTLI(h SSLILIGbED &l.

T B SHSHIHHTL([BSH6IT

locally
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‘ _:D:D www.tnsch%olbooks.in E_:D:. ‘

asiwenm 17A: R oHmid L asnsdlser euaeunerenmpud 5 eufleser Lulinsl agiwiey.
1. pry, pride, preach, break, breaker
2. grew, grape, bigger, blow, blows.
3. Double, pedal, model, glow
4. Honour, honourable, flavour, flower, faithful.

asemm 17B: LIg S5, 61 efifleyewipsSled eresa|b. Qeiteunerempub 5 euflser Lulhél
aFlwIeyLD.

3.
® 86058 6T0TTRIS6IT: SIEMETTHEMSW|D QI UsSSH DS LWIHS &iwie|b. ®
Principle, Principal — ly (\\ Liberty C\
Member, remember — ed r\ number — ed %
Truth *-1!‘ Dr.Doctor q

Dear rl during “\
Chair "_Z"_ cheer 5 u.l.l?uu.

Larger 7 care -.r1rrg BEEETE EREEE

FPITETIIARTITYY

egiwenn T 189
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SHR and SHL a&né&él

@riemL  GWIWEWIRSSTeDT shr
eriemR&Id SPGHTHE eT(RSLILIGLD LHMID

wvwv.tnsch@olbooks.in

@riemL  Gwiewipssnerr  shl
erliGuT gD CoedEH&d 6r(RSLILbEDE.

agienm 18A: SHR wommib SHL a&nsdaser eeuaieunerenpub 5 euflaer Luilhéd a&weyD.

1. usher, pressure, shroff

2. measure, Busher, Blusher

e emm 18B:. LI9.58), e1pd alifleyauipsHled erpseab. eeuaeunsTenmwd 5 eurflser LUIHS

QFIweyLD.

s gt A N

e v

fr/vr/Thr & fl/vi/thl &@EB&&TeT 6ueLE) LHMID
8L g euemereyser.

66015&M&6T r LoHMID | Sp&luieme f, v DHMID
ith 9 | 60T e\@mH Sl 60T el 6led
GsrsaliLmbdlermeor. Qeveurmy fr, vr, thr
womo  fl, v, thh opdlw SulemL 6wl
T(RSHIHHEmET 2_[Heuns&EmELfr, vr, fl, vi
Beor LIOM)| 6GUGEUTRISHET 6TeflEHTS  6T(RSLI
LIWI6OTLI(h&60TM 6.

8L 5 @uwissd HMID eug SuissD

Fr, vr., thr.

ok B T Y

THR, ™ Y, w————

thl , L. 5& @CI @ euqeud LWL HhGW
2 _6iTeng), 2Fmeus| S5l 6UemereY.

190 1 asiwenm
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Fr, vr bmmiid thr &&neor el flser

1. seoflwuns euwoGugy, fr, vr, thr H&meor
8L g 6uem6ey LW6ITLI(bSHSLILIbED .

o
\ &
— —

er.amFry 7 throw

2. @m 2 ulemgned erRsHH (LPeDTEuTTEd
Smbsev, 8L 5 aUEmETEY
LIWLI6OTLI(h SSLILI(LD.
er.&m affray

3. & 2_ulagmedl er(R&s (LPedT 6uUMLOED

LeOTOSMLIHSTED, 6UEDE  6UEMEITEY
UIWLI6OTLI(h SSLILIHLD.

or.&IT
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‘ _:D:D wvwv.tnsch@olbooks.in E_:l:l:. ‘

4. LHODNH 66015 & MluL|L60T BemL i@ 2 uiagned erRssIss6r:
BemerohFney,  eTeflGHMe0T 6 EUD (Intervening Vowels)
LIu.IGOTL.I(bg.gLILI(baS]mQJ. 6)"605.1 elemeTeY 1. f oo r 58 BenLuled b Usrerl
Gnmsf'lg’iﬂ b& Wereiflemio o _ulempss (Dot Vowel) eunsmed, fr
SieflB&LILGbLEDS).

esneHemw erpdl, yetefl 2 ulemmed

oT.&Im qRSMS @ Sl e Lons HCH
8L 5860 emeusH& Geuetor(hld, GMIHIGETH

o_ufenmnebdl er(ps 8! (Dash Vowel) eurbsmed,
S l-—*ir semy @OlseHuled m ComLns
Friday virtue Thermal er@&eonb.(Striking through the stroke)
f’) T (B SHSHIHHML (B SH6IT
leather

. .. Yererf] 2_ufegmed)
5 &L 5 cuemeneyseT @& QUSHS505

Gméd  eraI'L.  6e0EGIILL 60T ‘i.f"
e BemeUudleiTEIT.  6)60F) Barley
EUEEITEYGHET 62608 Quiss
696015 GMILLIL_60T LILLIGOTLKbSHSLILKb&EOTMEDT. ¢,
Challenge L7 Coarsely ’_—{-

Burma

FL wopmib VL ssmeor el aser ahiaeiocis
1. Fl, Setr
@ f\sn 60) 61T 6 & 61T \ 2. mowidser (diphthong) eurbgmeb, FRHUIT @&
G 1w e 060 &G &Mlullemeot GO S &le0T
(Straight upstrokes) wHmMID kgn 6e0l&H@Mluiled SMISHSLILIL6DILD.
Bumedtm SlemLLoL L 660l5&M (Diphthong may be indicated by
(Horizontal Strokes) sydlweummin@Li striking the sign through the stroke
Wn& INGIED) consonant)
LWI60TL(h SSLILI(HE60TM 60T.
1.5
1.5
,__C'\’. lecture
Cavil T T TR T T RN TN naval. "“"“Lﬂ“' 3 &U.‘I]QDT[QS] GI'@Q.’)QJ _ @Gﬁ]a's@m‘lu_(ﬂsma)-r
) ) ) ) cpeold erarflBna er(ps (WwigwimedlLme,
2. 1mm erededr Hldpeysaflgid, fl & vi 28 OSMLEBSE0 60605 (1piqefled
Beor 85 aUeETE e @S 2ie0E APsTDLD
LIWIOTLIGSSLILIGbED S, BL 5H6b en6usE) 6T(BE0NLD.
1.5 1.5
Flow " " Joyful arrival © T comer ™" captures
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4. eumgHemauieor

wvwv.tnsch@olbooks.in

(PSH6D SenF 5.

SDENMD SHEWE 6T(LRSHGIHEHHES O\SHMES
6UIGEUD  LILIETLI(bS&)61 S 60606, 10U

OIS SHISHS6T
9rfl&&LILbLD

Gurgy,

o _ulampsgisenen
SemL LU L

2_uflanmned er(R&Hems GMlSHSIGULD.

aqpssners  Gungioner  Siemey
Q&HMSHE 6l EUSHEMS SHITLIQ6DTTED, )
o uflagmedl  epsHm  @eveomoed
6T(RSLILICHLD.
1.5 1.5
perceive : mercurym pair

tale

agwenm 19A: fr/vr/thr/fl/vl @ett L8 LHMID eueVG euemeTeHeman LIulHal FILIeLD.
(@euqeunssTmID 5 eurfl&eir)

o>

asiienm 19B: H(HSHOH(RS5H 6 eT(pd QeuaeureTnid 5 auflser Lulh& aFLIWIa|D.

1. Fray, Friday, differ

2. Free, freely, waver, recover

3. Flood, Flask, Flock, Playful, Grateful

4. effectively, removal, inflame, trifle

5. Rival, roughly, cavalry, charming, courage.

192 1 asiwenm
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Be058600TTRIS6T: GelaEUTSTMID 1 LSS SSISGL LulhE asiwea|b

|'" |
People R belief, believed C\ ol | L

Delivered-y I A /? ill S;‘

e
Call equal-ly il | over (;'

.............

However %‘ valuation Q"

wh/whi/Ky &a&neot OB LIl O&nsEese6r: .

Initial Large Hooks of wh/whi/k - =

( g Y) e L/
a. eML&& W (Initial w): k oHmuib G 21601 &® aware TTIERRIRAENS,  here

el OFTL58 \BNSHE 'W emeu SDISEDE.
d. 2 ulennedlse whdw W: wl womid whi

TB5515SMB et  HmOU  EMEHBET  (LPpHEOled
@ LI &&LILGbLHETMEDT.  6TeoTG6u  OBMHHHE @
C‘“’: F SREL (LPEOTEVTITED 61 2_uTleNTTed] 67(Lp 68 S(HibSTeD
Queen * Gwynn = W 160608 Wh 6T6dTm)| 67T(108 B6U6TTT(bLD.

b. AsML&S W oHmid WH: L 2 1 6 @ Arflw TG 5815SM_B

Iou 6&M&EdH W & &Blédnsl, wnmib |
o L er @b efll SmbL O&T&HSE wh e J_ﬁl"' :/(
SNGADE. - S o
While Awhile
TBSHSHIHSHTB
e. aflsen | 56 UD@ kw: kw ..............
Ung | ereotugy, 2 ulenmedl erRSmSHSH
B . i Lo OBTLIbE  eubsTed  GeBHBMESLD,
ell well whale 2_uler(p5818686mes OSTLIMLOED 6UbBSTED

c. awpsagned w (Aspirate W) eansdlemuw SPGmEAULD erRsIIGD

OUflBNH@S6USHE0T  CLPEOLD  CLPFEIFTedl W TB5EISST.B
2 L et GHI&H&SLILGbLEDE.

t

LICEETEIMG c e

}
/ -.-.n.........._-_-qg.u-u-
---------- Easaanis e e
[ o

squally BAAEAE R R e b R Squa" bt L L e L
weasel Whistle

esiwenn T 193
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asiwenm 20A: wh/whi/ky @eor gpmbu euflu esnédsener LUIDHE asLwa|D: (eia6uTeTHID 5
eurflaeir)

-

2

a&IemMm 20B: . s (HHEH(RSS6L eT(pF eeuaeuTeTmID 5 euflseT LUIHS OFLIWIe D

1. Quake, earthquake, square, liquid, willing

2. wall, welfare, will, unwilling

86065 600TTRISH6T-6EIGEUTSTMID 6 LGS Lulhd aFwia|D

(o ">
Whether mpossible
2 T
@ Important — ance **=x=*=r e improve —d — ment @
p p!
n/f/v saneor ANl esn&Hser: (Small hooks of * euemeHd e0lHGSM&smeoT ‘N asnsad: (N
n/flv) hook to curved strokes) euemenesleor
a. N 6&Mé8): eueng SWSsSHSTEd 61(SLILIHLD LGT.@GTT SRS @G Flu @D@
on ffu 8o astéd (A Small final Aonedl,  HDAGE  CUDETHS
hooks) _ SDETHE Gpeot QlE@NaEEHEID N & Carssing..
66015&M15EH5E ‘N GCarsdng).
TB5HSHIHSHTB
TB5HSHISSHTB
-H”ﬁ" “HLJ-:.H +HI-+IH:‘;;:7-'.1'"-!-I|| rrrrr é :"' J
Ben tone , . s
fain thin assign

* gymbu R wmmid Smif N asnéesl: symou R
Q&M&H,LoHNIO SIS 'N'GNGUQJ@“Jéa'JSQ”Gb b. F-V eansdl: e i @nidl asnsd (A
(Right Motion) ergaiLi. Geuedor(hib. Small final hook), SimeTéE GmTmeot
660HGHHEH5HE 'f 36DV V'
Gorsdngl. euenehd 6e0lHSMIHEnHE f
SI6LE0E| V 61&MESE E6LemeD.

TBSHSHIHSHTB

brain crane
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TBSHHISHTB TB 5SS B
buff, m—— chafe, dehl [ave & oo —-> -nu-{‘.l?!:ﬂl}f:un.
Punish defence
W
l-H--Eh- l1" /
Fine, five. Divide ofer R 0

8nid asnsHH&6T LWTLI(bSSLILL 6lebemen: N 0 T p—

Qm o ulemmed  engss  &edlLedr eauefinSHHES (Distinct Outline)
aNTSHems (el Gurg,  Smib BenLFlemeouiled LWIEITLI(bSSLILI(HEUS6DEm6D.

2 wienned esHES Snd s

Coemeuliipbeusned Smifl asneSlemwl TGo85EM-6
LIWI6OTLI(bSS (LPIGUITS). ‘Ehf,r
o @.&Dglé’ﬁnt ® brandy - agency  Suddenly. ts
E siemgeigney (Syllable NER) — NER: Gmans
: CeoGrmeadil  aedlsem  eumd  Gung)
\ \\.-.«-r’ Bn)|F SiemsaSTed NEr 6TEOTLIENS SHTL(bEUSNS
Pen, penny. Qands n (Hook NHOID SPGHTEEIL T
@ C.Ln wpmidb SHn esnédser (Ln and Shn (Downward r) LLIESTLIGSSLILGESDE ®
Hooks): LOMEWDIT(H 66015S ML 60T TESESEN G
B emevoTH&HLILILD Gurgy, Q&HMHA
QuqehiBeTTeT N bmid  shn' g . 5
EREVE T SIED60 G| SpGHTSHS E é
Grqgggl'JIJI_GDFrLb. Opener Joiner, T
TBSHHIHSHTB F. asnpaenepdiiseafled N  wpmpo F
eanadlsmer: (N and F hooks in phraseogra—
= o phy) N eenddl deo  sowrhisefled
: ) Va eanhaeneghdLtisafleh been, than, on odmub
gallon T e T OWN S OFTHSHEHSHES LILIEOTLI(bSSLILI(HLD,

; 2GsBUTe f-v O&néé have ohmd of
i e 6T60T QFTMEHEHHGLI LILIGITLI(hSSLILI(HLD.
o LS i- .A

Situation extenuation. CLEEE TR TRRMARL N GTGQQII&&ITI—G

D. 8emLflemevuied IJUJa')TIJ(Bg.)g)I'JIJ(B'Lb' -\,\_‘h j
esnsdeer: (Hooks Used Medially) n sraee P
LoHmLD T eensdHser 1flbTeUEHLD | have been | had been,
66015GSMILL 60T eTarfIBMTSHeYLD, Ogerfleunaeain
Bemevonb Guig), demey QemLHlemeouiled | !l/
LIWLI6OTLI(h&HSLILIL60MLD.

/

e

Out of which have ;
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asiwenm —21A: N oHmib F/v Arflw esnédlsener LuiDd agiiwelb. (Qeieieunetnib 5 eurflser)

- - £
1_ e SEsdEiiRdannd BB e e LR ST L T DETRRIND _ea ||.|..,4|,|..
=

agienm —21B: . s(H&H0&HRS5H60 e1(1pdl eeuaauTeTnID 5 auflser LUIDHF QOFILILIGD.
1. Open, Opening, tune, tuning
2. dine, dining, strain
® 3. Begin, Beginning, run, runner, win, winner ®
4. Fan, fancy, fin, finish, mean, meanness

5. Pave, paving, prove, provide.

'SHUN' 6\&méd (SHUN HOOK) b. 8h& 6&Née, SymbL OBN&HE Qedls@rulest
(Initial hooked stroke) eTdHi UGBHSHH D

8mni# 6&nsd auflsnésliurLmeD, Sig)| 'shun’ Lo
ST(RSLILIL(b6TETS.

a0t GEDlemWws GHGHDE. QOHTHE Qb
ae0ls@Mulsii(a stroke) BensHledr % euemm

BLIq&S (WIqub. 'U'-: d}

a. shun e&n&d Gmrmer edlHEEHIulled 6H
o _ufagnedl erRSH Sievend FETTEOlEHET
(diphone)/L_emmo’@umevfledr (triphone) erglm c. llb@msafler  GEHITET  SHETEnLOEW

citation station.

UESSSIQID  LHMID  CUEDETEYSHEHEESET BeweoEimid®, shun esnésd f, v & |
shion, tion, cian, sion, tian, sian euemene e k/g LNedTOdML(HD UL FHHeD,
SyFweunmnsnenr CaI&sLILbEAMDE. THIT L&SSHSH6D 6T(LRSLILICHLD.
TB5HSHISHTB TBSHSHISHTB
| .
s s v Location. = vacation fiction. ~
Auction magician.
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d. 855 e&n&E ch, j,t, d edls@mlL 60T 616
LHSHSHH6D eTefl®Hna BemevoTaus NS
6UFSILINS 6T(LRSLILL (bETETE.

wvwv.tnsch@olbooks.in

TB 5SS B

x
TR S

Gf(Bg}g]&B&:ﬂL@ position decision.
f. Shun Q&M & H BHemarT hbblemeoullaio
i /'*/L* % ; Lv LILI6OTLI(h &&60LD.
Rotation. edition. L. .
TG SHHSHSML(B
e.Qn alLsfhel Un® shun esnéd
QL SFle0T OFHTLIFAWNS 6 &rlw
G (HLLIT6D (curl) SO LGS DS i
cpeoromd BLs& 2 ull &6l &(HEBHS e N
. additional positional
(curl) euerfiGu er(ps60MLD.
86058 600TTRIS6IT: 66)EEUMTETEMDILD I L&D LUIHd asiwe|d
Subjective _“_&,-m Subjection S
Signification s Information \“’
satisfaction ;E Justification a/
Generalization @/ first 4
S Y I)F‘
Influence | . Influenced
next ..:.'r:-..-!ﬂ"-:?.. most
~—
language, owing thing e
young AT lord il
we s

Crireedls@nlasmeot T esnddulesr (PEOTEUTHTH OBHMLSHHH 6D 's, 'sw' SILE0G) 'st’ 6UHSITED, I3

6&M&HS eI(IRFHID 6P LEHSHHD S, SW Sied

608 'st’ o 61(1s Geuetor(hld.

S, S16E0E Ses, St, Si6ben g Str QENGGST N OBMHH ©_L6iT GUBBTED , JHENET N CSTSHE ET(R&ID

368 LsSHSHL 61185 Geuevor(hld.
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urSwns@Lo (wemm (Halving Principles)

ML &L

QB  eOseH, — omar  HBerdsled
urdwnssLiLbeug (Halved) sigenieor t or 1

Gapld LTS

6B SIEWEEFEFTDSHEI o_eiter
anisenssaile, Smd esnsd  (finally
hooked) &emevothg F@HUIT (joined diphthong)
BUHSITEL, ALDELEOIL EOSGSI CI&FTDS6T &
DL (blD SHEUTLONEDT &GS C\EFTHSH6I d'és
LOL_(bLD LTSS WIMSSLILI(HLD.

or.&IT

wvwv.tnsch@olbooks.in

ment tight Pound.

t 2106051 d UnHwins&eugi(Halving for either t
ord)

() eSS GLOULL Siens ESTHSH6T
o etem  @edlE@Muled eubHmed t
31660 d &H& urSwns
&6MMEBSBLILIL6DITLD.

or.&IT

||||||||||||

applied

(i) BmiF esnsdl (final hook) siebeg
Bemettihd  1q.LIHMRI (joined  diph—
thong) @Q&netoL &M &OISGM
eubgme t Siebeog d &H@& uUTHWNS
&6DMEBSHLILIL 6DMLD.

198 1 asiwenm
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or.&IT

t&@ LB ievevg d 5@ WL (BLD
undlwné@eugl (Halving for T only for D only)

() Ceosmerr OGGSH 2 6Tem QB
Siemeselsnevelled, @M sHTHS
Sivens Bemevonhgy FEHWIT  (joined
diphthong) @ebeomoed  eubSTED T
HEHITE0T 6605 INGIED)
UM HWIMSSLILICHLD.

6r.&IT

Plate . but played

;;;;;;;;;;

Thought but thawed

(i) oevromenT QOGS 2 _6Tem QB
Siemeselsnevelled, @M sTHS
sivens Bemevonhy FEHWIT  (joined
diphthong) @eveomoed eubsTEd d
HEHITE0T 66015 INGIED)
UM HWIMSSLILICHLD.

er.&%IT

brayed. but bright

Grade. but greet
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siem Hemb H (Half Length H)

siemy Bemd H, oHemnm  6ed&s@mluL e
BemeruISHSLILLTS Gurg erliGUTHID
GuoevBrsedl (Upwards) er(gsLiLihLb.

6r.&%IT

wvwv.tnsch@olbooks.in

N
%

&

---------------

Haft ETTET T IT ] Helghts

uTHwns o (Wwemm LWeTUB SIS L rki&ei
(Halving Principle not employed)

+ 2 _ulenmedl eripssH SmiFl t Siebeog d gl
N60TO\SHTL T HSHITEV, 8mnig
o ulempssissnear  8nidl Qs
BHemeUlIL(baUSTed, LTHWIMSHES &6mMSHHE0D
LIWLIEOTLI(h SSLILIL &),

ol.&IT

Pity " Greedy

* 6 1q6mIT@BLmetT (Triphone) 2_L eomquing
t 2160608 d 5@ (6ot EUEBHLLELITG)

er.&IT

Fiat " Diadem

* 660l&HGM t S16D60G) d oL LILIEOTLI(HS &161SE0T
CLOEDLD )51 860715 &|6LLOM60T
eleuef Il SHem&LI EILIMEDITLD.

or.&IT

sacred hotel

* @esaeoor  G@mlwmeor(Grammalogue) and
Siebe0g should wHMId rt wOHMID rts
UTSWIMESLD (LPemM LILIEITLI(bSS (LPLGUITE).

aiemr Her eulg.eurhiserfledr Hlemev (Position of
Half-Length forms)

GoebBréaL (Sieve0g) SPGHTHEILI SiemiT
Ber  erpsaIbseT (@e0&GN) 2 ulammed
T(RSEIHHmaTS SMSHe auflulerr euluwins
ST(RSLILL &8 LTS,

siemr-Her eedls@n (Half Length Stroke)
Gamligeor  Gueons, (WHD DL SHHleor
o_ujanmedl  erIR5HEIHHMENS  GSDIHSHED
Ganligeor 5gMa (on the line), @TesorLmeug)
Si6be0g)| ceiTmnengs QL sdleor 2 ulammed
TRSHIHHEMTSH  GHHSD  UemSHUIID
GameoTmLbd.

ol.&IT
&
-\k B arFimrmawad
Optical =" Witness
f\¢ . i
FRRPETI. 1. —"/’ .,,..‘nr.t..u
Acrtificial tint

agienm 23A: &(H&6&(RSF6 eT(RFH eeuaeureTnid 5 eufleer LUIHA aFLILIa|D.

1. Fright, met, land, opened, metal

2. Heat, Hunt, Weight, Lent, Omit
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B 6058 600TTRIS6IT: 66UEEUMTSTMID QIS LGS LUiHF a&iieyb.

Quite Could o AT According h_ _
Cared - i Guard .f"? Great o T
-
Called o equalled/ Cold il Gold ribul
That ) ( without sl wished P
M, N, L, R @6dls@ml&er LTHuwns@Ld (wemm (i) @m 2 ulemsHed ESMLMHIGLD
(The halving principle of strokes M, N, L, R) EMTDHHEHHGSLD  LHMID — SHeoflwins
() @5 preine gelbedEEL s m,n| uEh Guigld wLeGo Seon-ber
r, t Gapeuema aeueaflliLihds undHuwins 6)"&6.)'"'0 L. Id (SPCDTES)
® GEDNSSEDNID. LIWIeOTLI(b SSLILIGLED & ®
(i) @3 DrEOG EOGENEEESESD, o
seronent d eelHEEH  GCsmeuems
eeuafliLbes 5965 LoMHMILD
utlunseyo Geopsseomo. md ... | - o
nd, Id (down), rd ailed old
md i\, | nd L (iv) |—d sieveog r — d 5@ SemLulled B
o ufagmedl  er&HEH  emuULLTeD,
d Mo |1 D Bt ALOLIALISSIEED
(P(LREWLOWINS 6T(RSLILIL. GeU6TTT(HLD.
1.5 1.5

Mate . Made Palid but, paled

Neat need Married dreirva e L but, marred

200 7 asiwenn
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(v) oenserfler (wemmGwi -

lerd, - rerd eredIM 6T(RSEIGHEHEWETE
SMBHL urdHlwinss &HEOMHSD
(PIQITE).

(vii MP/MB wpmib NG  ydlweummrileot
ol (b GILoLL 6T(L & &% ETHL 60T,
SHTDLSHHD  SevedsH @miFHwins
&MsH QemevtebslLbd Gurg, T
sive0g D et CaTlILMSS GSNH
uUTSWNSS &6emm&SLILIHLD.

1.5

..................
------------------

Hampered rampart

(vii) rt LoOMID It H&MeT GMH6T ALITFHIEUTS
GoevBmméHd 6T(RSLILISe0TmEDT.
SHEOTTEL N LHMID NGSSL LIS, g
SpCHTSHE 6eT(RSLILGAMDE.

61.5I

Inlet ringlet

(vii) w 9@ erbg 2 _ulemnedl erps&ID, L
ol eotupmelebemen eT6aTMITED, Sig|
SpCHTEHE 6T(RSLILIbLD.

or.&IT

wvwv.tnsch@olbooks.in

Dwelt

(ix) rt ewevedl @mluflement, rd .D\....

T(R&IUSNS augdluilebeons
Gungy), rt & LWEOTLIbSSLILIL6DMLD

‘ ‘ Practical-Tamil unit_8_Part 2.indd 201

or.&IT

................

Coloured

Illll--;-li-llilll-
(x) Shun esnaHsE WDE& st

SpCrned  sivengd  CedBHTHd
6T(LRSLILIL6OITLD.

or.&IT

Protectionist 3 Progressionist T

(xi) evromelT QEHGH ENSHSWITFSHNS

&ML Hemsdleor
&0 & &|6ULOl60TEMLOEMLIS SML(bLD
8L sdeb, UTSIWLITSHGLD (Lemm

LwedTLbSSUULeomD.  (The halving
principle may be applied, where the dif-
ference of thickness show the inequal-
ity of length)

or.&IT

afford ' named ‘

(xii) umgl Semey t SiebeG d, t Sieveog d
660158 emar 9 | 60TIq LML
HeorasmLHLD (always disjoined) Gug
erIGumgid Lifleelinmb. SiIGs Gume,
Gaumy dleo sHEILLMSEIQID LT
siene) eedls&M LIfls&ILbSDE.

or.&IT
o ’\
. 7
Credited Treated
Y v
Aptness tightness s e

eswenn [ 201
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(xiil) @mbs sresHSled euHL Gurg - ted
Si6be0g) — ded, erIGUNGID (WemdHEW e
urgluerey t oedeog d epeod |
@D]é’,a’,ﬂu(bé]mgj | will not
6T.&IT
q\/\ c. Word and would: by
g racd

Q&nﬂb&'m@ﬂmé’ﬁ 6 urrﬂ u.Irr&:@Lb peom this word. we would be

(Halving principle in phraseography)

a. (Forthe word it) it eredtm C1FTEORISHS: d esmDaDTLIsetled:

ifit i it is o o
at all times able to make
b. Not:
¥ g
® - X, @
| am not you may not

QFlpemD 24: . HHHH(RSS6 eT(1RF QeIeuTeTnID 5 auflser LD asILLIa|D.
1. Heard, borrowed, answered, dreamed, End.

2. Pilot, Support, Edited, endless, signed

3. Thousand,Retired, solid,namlet,Select.

QI enD 25: B60&H&600TTRIS6T LOMHMID GENEEUTETMID QB LS LUIHS aFiwe|d

e Gentleman . A\ .
Cannot oo | Gentlemen Particular opportunity C\_

child /* building \ told P tried q"

PR L L LT L N R L UL L

202 1 asiiwenn
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trade ':‘11 - towards r}?

toward

hand

under . A

a6dsen @rLiqin (Doubling of strokes)

EUMT SH6MSUTEIT SIEMEFEFAETELEONS —tr SIEVED)
—-dr oebepg — thr Siededd GLLIMSIEUTEDT
e HenSH&erfled —ture eT(HemsF CsTLILSDS,
(PHemSIW 62601&&MIUN 60T HeTdHens
@i lILméE&eusHe0T PO GMISSLILIbEME).
(doubling the length of the preceding stroke)

or.&IT

i) \-__.-/ﬂ

R I e Tl L e

Fighter Neither ™

Tender Further

Gmaneor edls@nsener @rLIqlILNTSESH6)
(Doubling of straight strokes)

CrlI @els@HILLET ST &5 enevori] /
Q&EMHE Sibedd BmiFl 6HMHE Ve
Bemettihd  19.08MMRI  (joined  diphthong)
G\BIETUTL. GUMT Hem& & Herfled — tr — dr, — thr, ture
SFeUnHemDE GayuugleoTmed
Sl 19 Ium&sLILbae0Tm6DT.

or.&IT

..........

Doubter Tutor

aedls&mlser MP/MB (MP/MB Strokes)

MP/MB @er1 SrlenL  GWIOWIQRSS),
SHTDLSHHD S0 BmiFlwns  asnsHd
BemevoisalLLTy  Gums —  er @&
Garliusnans SriiqliunésLliLbans.

or.&IT

Bumper

a6l&@m NG (Stroke NG)

605D Ng........ — kr, —gr eyLeT G&FISHHMED
SliqlIum@Lb.

ol.&IT

.
H.....?:Bq.'—ﬂh'::f"

Inker linger

MPR/MBR &a&neor ombm) (Alternatives for
MPR/MBR)

MPR/MBR &&reor ommm) exiq.6u1d: (Alternatives
forms for MPR/MBR)

i) @riql] euqeud

‘ ‘ Practical-Tamil unit_8_Part 2.indd 203
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mpr, mbr 2_Leonquing Ged GmradiiE
eUbSTE60M Si6D60GI K 6L60T 6UHSTED O1BHMES
euqeud (Hooked form) LWIedTLILSSLILIGbE DS
OO WLOHD erebeomeuOBIVID  STLiqli|
6u1q.6uLD (Double length form) LwesTLICh SSLILICHLD.

llllllllllllllllllll ‘s

Slumber Hamper “ Cumber

L~

Tamper " Chamber. "

NG — KR, NG - GR &a&meur Lonm)

NG — KR, NG - GR &&e0r Lombm) 6lq 61D 6D

+||M '

i) @rLig] euiged

i) OBMSHE 61l 6ULD

wvwv.tnsch%olbooks.in

@rligly eugeud (Double length form)
HIDOUSSED WOMID I 6ulLD  Leor
BB Gurgid Sievbeog Goed GBmesiL
6E0lBGSMILIL60T LIWIETLI(hSSLILGEDEI. LODD
etebe0Om  [HlBlpeyseflapd  EemevorSH el
eulg6ud (Hooked form) LILIEBTL(SSLILIED&.

eenh&emepdwrhiserfled rliqliy (wpemm (The
doubling principle in phraseography)

their, there, QGumedim eEUNTHeMIHHEM6IT
e FTH&eTEhdlhkisefled @UILLSD G, QILiqli]
SHSGI6UD LIWLIEOTLI(bSSLILIbEDE.

In their | know there is

LLLE [RELLE LY
LR S e TR F 1)

upon their has to be there

aslienm 26A: LI 58|, 1), eliflaaupsdle erpdl euaeunssTmid 5 eufleer LuiHF aFLIwIayD.

L
c .
7 S~ - .

asiemm 26B:. HH&6HR5FH6 eT(pdl euaeunsTenmD 5 eufleer LUIHA QFLIWIeD.
2. Spider, Painter, Godfather, builder, Cylinder, Rounder.

QlenD 27: L 58, a1, eliflaaupsHle erpd euaeunesTmib 5 auflser Lulhe aFLILIa|D.

‘ /f
//— W b,
L T B T T R P

86065 600TTHIS6T LOHMILD QENEEUTETNID QI LSS LWiHA asiwe)D

Chaired

FEEE e TerT]

Cheered ?

Sent

204 1 asiwenn
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) o,
Thlrd lll..llgll L Short i Splrlt -----------
Y _ ot
Yard Word . . Rather/writer ..r’f’

7
Wonderfully ﬁ/ therefore

School/schooled , G——v—-"

wrmm] NG-KR, NG-GR - Luihél astiieyb.

Anchorage \_7 Sinker Q . Hunger ((U
pasassrnssmeikssean. || MM by TrEEEA LR TR T
Drinker I'I'I'I""'H'i!r‘i'ffr“ Canker E -

aedls& L (Stroke L)

660l5@&M L, Seofling euwpid eILM(p8) Si6d60g)
@mnid euL LD oL (bl em6TTSHBLILIL L [HSHELD
MR8 —tré@ WL (bl Sriqlium@Ld

ol.&IT
; - /D
Letter R Letters o o
Yl "
Alter |||||||||||||| Alters LR R ELRCEELE NI LN )

peomed  —dr, -thr  6&M&H  eugeud
LLLI6OTLI(h SSLILI(bLD

ol.&IT

Leader. Leather.

‘ ‘ Practical-Tamil unit_8_Part 2.indd 205

8nb3 sevld

Bnhs &M UNTHMSHHET, LTHIITHESGLID
(LPEDMLIL 60T 6T(LRSLILICHLD.

1.5

T "F‘q

Conquered e e Y T

Sl wenn LweU® SSLILLefleemev
(Doubling principle not employed)

o ulegned, @mif — tr, — dr gl Keor
eBMTLImBSTO Bnidl 2 ulan(pssissener
BmniFH 6edls&n CoHemeuliLitheusTed, @i iq i
(PEmM LILIEOTLI(bSSLILIL 6Xl6D6m6D.

or.&IT
Flatter Flattery ¥ Winter ©
Wintry 5 Anger == Angry ~m e

eswenn | 205
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@:Q)BL:&MI:N&»GIT Eomgu{) 66)N6EIEUMTEITMILD 6([H Q&ThE6T Qe06&
u&sL LWindl aFLwe D

Q&M SH6IT LI ) pleastre )
from C\ ')

they are

very Q]

been \
there, their \
R S general-ly L/

ked e
more. remarke .
within JF
N
mere, Mr. SR ity O
southern ) ()
nor GesamaEmaRd rad b
L
northern |

@ near N @

surprise Q behalf

surprised D\Q advantage L

difficult
Sure - .I} L {)

206 1 esiwenn
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(pedTaeTTL (B &6, LNeiTa6uTTL (B &6, BemetoThSHTeL, S1g) CUMLT SHnSUileot
SMIGSEEULBSET LHDID &HSSRISET I 55HDS LMONIEDE. B
(Prefixes, Suffixes, Intersections, (eoTereuTL e (Prefixes) ereorn)
Contractions) SNWPHEHLILIED ). (LPEOTEVEOTITL (bL 60T

QUM $H6W& OSMLIIGLOLLFSHH6D, CHMLIq60T
(W& 1Hlemev, (LPEdTElE0TIL (b&&LI LIM@& 6U(HLD, (L&D

&e0l5EMIWLleT OBTL&&SHle0 (beginning of a
stroke) 6@ euniT Hemsuiledr, Qb LGS

2_ulemmed) er(R&med [HIf euSGHSLILILSMS.

weoraeTm_@® (Prefix) ellensa1o(Explanation) e6ds@mlaer (Strokes)
1. &pmibu Com SHIIbLI COM — (Comm —)/con — (Conn —) 6TEOTLIENS 6B o
— i) Con SUoede0lILI LigTar] epeoid, NbTaurid Gellée@muien N
(Initial Com- or BT &H&HSHSH6D 6T(LPSHEDNLD. Combine Tmereas
Con-)
Commence
Fa
Congratulate rmm—
Sy ®
Connection
6 &led EUMT SHEWSHSH6I6D (LPEITEETTITL (HEEWET (LP(LREMLOWITE .
ET(RBIEUSEIT cLPeDLD E\Barfleunent GleuerfIDiiSH6 B T
QULILLE 6T Commotion
Commission
=S '_V?
Consul ------------------- mrdbabad
(]
Connote
2. Accom - Accom (216bedg| accommo-) eredTLig) Gaiiha) Sievend)
b g 660&H&M k Sh6d GSMISSLILILEADS, j'/
Accommodation PR N
Accompany
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BemL_Flemedp com BemL[flemed com-, con—, cum-, SieDedg| Cog —, & \
- (Medial com -) i sensuiGeon siebeog 6H aFTHeDTL G0, com L
- GunetTmeumemm 2L 6oTiq.UIMSL LN60TESHTL (THLD .
aulq euddHleneotll NFIILSET LoD GSMISSLILADEI. Becomingly
85 Ganp unL&aEmed (Dash logogram) Goeb@rmése (‘ ;
eT(RSLILIbLD BLIME) LWIETLI(hSSLILIL 6DITLD st i
Syeured HPCHTGHE 6r(gId BGUITE LWIETLI(bSS 8nlT&I Welcoming
o
incompetent
circumference
2
On the Committee
Should Commence
4. Intro - Intro — ntr edl&@&M ceoid GIl&HEe0MD
Introduce
@ Introspection
5. Magna - Magna-, Magne- or Magni
9fiib&® M eedld Gilé&eoid !
Magnanimity o
18
Magnetize aTEEIEREd RS R RR R
6. Trans — Trans — eTe0TUEmS N &3 HENTLILGE0T CLPEVLD GMISH&H60MLD.Sled ;
Craraserfled agerfleuner LflsaissTs (W(QeUSID 65 l
B6u6ToT(hLD. k
Transfer
Transmii "
Transcend
7. Self - Self- eredrug) b 'S e’ L sHed(Disjoined circle S)
o_ulampssl erpsib Sretornid L SHed LNeTaSTL (B BJ)\;_j
6605EM&HS SIHED GBSSLILGSME). Self defence
o
Self — made
208 1 asiwenn
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8. Self —con—or
Self — com-,

Self — con — or Self — com
eTedTUemS LI IhG 6ULLLD S, cLp6edLD GMISHSHE0MLD.
con — yeirerf] fflemeoudled er(LpsLILL6DMLD.

L]

f‘v_
wndraves ennaan

Self — control

Self — Confident

9. In before str, skr &
H (up)

In — eul'Lomeot eedlE&MIUTEDT (Lp6edT 6L L SHFl6tT HEH
Slemgulled er(palILL L @6 Al OHT&HS epedld
QeueL(hSSLILI(bLD

!

Instrument

Inhabit
llllllll “ FF‘I.E‘-IF
Inscriber
GTSITLO6MM GUIMT HEWSHSHET: N H&bMe0r AL AHMEHE
STSITLOEHMUITEDT CUMT SHEMSSH6IT6D LILIGITLI(bSSLILIL TS, s +
SiBnelg| . Hospitable
W eeflsenlemnw asefleuns Liflbg ageTer n
LIW6OTLI(b SSLILIGbED S
Inhospitable
iLim,in,ir, un 6T6dTM (LPEOTEIEDTTL ML E\BM6TOTL. QFTH&HET Eihd ,{T
eflgludledrLilg. er(RsLILIbS6TmEDT, Syevtmed GBITLoemM LoHMID '/,,
arSlIemnn asThHeeneT GeuniLibSSIeusnNE, &5 Rasolute Tt
Goed@mméd oHmID SPCHTSE er(RSLILL(bETeTs.
1
“"-“\":E’-:‘-“ v
Irresolute
Resistible ‘{
Irresistible
10. LL&E\5TED BemertiEaLILLL Si6v608 BenetuiHELILILNS LILFOSFTED6m6D
(Logograms) (WPEITEIETTTL (b &6 16060 L6ITE6TTITL (b6 &L
LIWIGOTLI(hSSLILIL 6DLD. Almost bkt s
Understand
wL
Unimportant
eswenn T 209
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1 etTEGOTITL_ (B &6IT
(suffixes)
1.ing 660&H@&M ing — eTLIGLIMEILD 6T(RSLILI(HLD. S6DTTEd 6([H
agieuTerT SemevorliLng Eedeoroed SBHSTeD, &l
LeTerflime er(a L&D SI.
a. Gevameor Grment EPGHTSHEAI ENEGISET LHMID
LN x: A, 66 DG eubsmed \
Paying !
Hearing >
b. Ns eul'Lib, f ommb v O&m&E k pmib G &@ L9n@, Gloed !
BrredL QlEEHLIH S asmsSHeE IDG. (\q,

IERTLE T

Prancing

—d #
!

Coughing FArERESdEd ST Ran TET

Waning
C. (B Siem [Hermb siebevg @il Bemb esmesor
06ENIEE 1IDG, QEOlEEGBIenIL LILIETLGbSSIeUS60T P, 1
@PEVLD 6TTHG B&HMETTT(LALD EILIMLILILITE]. Brooding
¢ e M ®
Muttering
Fielding :
d. eungeuns &HeHEIW LLFETELaSHS LIDG (\
Remembering
r
Coming
Dot ing — not yeiterfl ing — Bpedled LIWIGITLI(hSS (LG WLITE| SigeoTeD ing ufledr v
employed PR BO&ESMenI 6T(1ps Beuetorbld 7.
Admiring .

BEEEEEEEERRREITIIARRNE

Admiringly
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2.ings -

—ing yeiterf] eLpeoptd — ings G&MIkIGEN(hH cLped(pLD
&M&HSHE0IMD

Ha +r-\;£ wun

Etchings
Plottings S
3. Ability, ility, arity, | @b ongliflimer @GCT (LLY6) AEFTHEEDET, (LIGE|EIFTHEHET -~
- ority, — elty. 2 _L eUTIq LIS QU(HLD (Lihemsl 660G Hlullement LfILILIS 60T K
epeold GNISSLILGADE +\‘:i i
=y
Formality
\A\
Barbarity
Novelty
r;’:;‘\.
Majority
4. Logical — Ly - Logical opmib logically 9l J epeold &nfléseomtid. :
Genealogical
5. —ment - =
([HEHSLOMET — ment eretTuems efdllg mnt T ereot @mléESeonid : ;
augeub mnt’ (Phema i augeuld ereflgled Gameilsbemen eredTmmeD, TReAa
F(HSHHLOMET GUIEULD LILIEOTLI(hSSLILI(bSHSEDMLD Sentiment
—
Agresment “*eseesss
imprisonment
commencement
6.—Mental —ly —ity | @bwndliflwiner (a6 aFTHS6rfled eTedeonid LIfIHs I'\‘:'.!m

mnt

LS

CLPEOLD GSMISH&SHEDITLD

Fundamental-ly

7.—ly

- ly eredtuems Gaiihs SHebeog LNflibs 6ell&E&H L Siedens)
Q&M L epedld @Gmlébae0nLD.

Chiefly /

Friendly

Deeply
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8. — Ship — ship eretTUEDs B&1iHS Sieveds) LS sh eedlé@ eedid e
&M&&S60MD B
Friendship
Leadership
9. Fullness and 9Nfisa Is” celd @mléseomd (disjoined Is)
lessness or A r/D'
lousness Heedlessness
M\
RV
Sedulousness
10. — ward, — wart, BioonHflwimeot NeOTE\60TTL (h&dbemarT LTl Sismey ‘W' LoHMILD ;
—-wort, — yard. 'y elpeotd @Miidee0rid \-—‘T/f
Backuard "5

Statwart T PR

'-pr...

Brickyard

&.L®B Faanmaerfled eraeorm_(Ba&er (suffixes in compound words)

gn L (bFE\ETDS6MTenT here, there, where (psedliLiemen @eueunms 6T(LRSHEOMLD:

] On At

Here z\_/ Rj %*\
There uu-“L(-.uu ..... D ..... ST

__.fF\\-,_,.f/
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Qs emm 28: (eiTaleTIL (B&6T LHMID LeiraermBaefleor LUIHA (euteunedTmiD 5 eurfleer
6T(LRSEYLD.)

1. A .ﬁ\\ >
q\\ & \1' C/f
k! f\:\ﬂi—’\../ ¥ >
.
PP PR PPy PP PP o £ T T LT T CTETTE Ty APy

2. Tying, Fearing, Chairmanship, Playfulness

3. Singularity, opposing, Frankly, sentimentally

; ; =7 N

5. Clerkship, webbing, loving, lodging

6. Shaking, castings, vainly, smelting.

7. Speaking, dis— joining, craving.
GDISSECUL(BSH6T, HTEUOTIL SI60&S6T LOHMILD LOMHEOMTEOTINE0T CLPEDLD EEUL(bLD (LPEDMLIMGLD.
eulL 2_(peurhiser. (Intersections, Monetary SNIBGS66UL (b FTSHHWIOledeons S rkiserfled,

® units and Round figures) QB 0SS MenW LHEDTETNISHE ®
GNISHS6UL1q.60T LWISTUTH ‘9'@3’['@}0"5""’ TBIL e
WeotuDDLUILIGAD &.

88 O sevllsgieuomer LHMID eXlemTeuTeot
SV GH&HSNE, 616 660&HGSMIemIL

Q&M &S6IT

1. 'party' STETUSNES P 60&HSM LIETLIbSSLILIbEADS

EECEEEE Sl ST T

1. Birthday party

2. Children's party

1. Professor Jackson

2. 'ProfessorlerebTug,g'J@ pr 6edl&@&H LIWEITLISSUILIGHMS) ™ ,

2. Professor Peake (\"\_,
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3. 'bank, bankment, bill ereTLUBHE B QeSEEI
LIWIedTLI(bSSLILIbED &

1. Bank bills

2. Sea embankment

3. Finance bill

[ L "

4. "attention eredrushHE& T 66015H&M LIWETLILSSLILIGED S

1. Best attention

2. Careful attention

5. 'department'ersirrug,r_f)@ D gedls@m
LIWIedTLI(bSSLILIGbED &)

1. Government department

2. Electrical Department

6. company, council, capital, captain eredTLsN& k 6601H@&I
@ LIW6TLI(b SSLILIGbE D&

1. Barber & co

2. Cabinet council

3. Share capital

4. Captain of the ship

T T PER TR PR EE TS

AEAAREEEI AL REREA N LA RRE

e AR RS
—m

i

7. 'colonel corporation erebTLgmHE kr PTG )
LIWIedTLI(bSSLILIGbED S

1. Colonel Jackson

2. Investment corporation

W

...... BaEdEddERaEE EEE
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8. government eredTLSH S g QEOSSM
LIWIedTLI(bSSLILIbED & 1. British Government Z*

2. Government official -\E/’

1. Entry form \{\
2. Form of Government w |
IRRbddidibddbmn ELLY]

9. 'form'GrséTug,fj)@ f @edl&@M LWSTLbLSSILGLADE

10. ‘authority’ month erebTLBHE th 605G
LIW6dTLI(b SSLILIGLED S 1. Legal authority

2. For a month

1. 'societylsrstug,ﬁ)@ s 660&H&M LILETLILSSUILIGEDE
1. Dramatic society

2. Medical society

12. 'mark’ 'major' GTEOTLIBNE M 660&HS

LIWEOTLI(bSSLILIGLE &)
1. Auditors mark
2. Mark of respect
3. Major General
13. 'national erebTUBHE& n 66015@M LILIGTLILSSUILIGEDS
1. National affair \-l\{

T TIL ..:T-"‘-'-u FaE

2. National finance m
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14. arrange —d— ment eredTLIBHS I ENSSD
LIWeOTLI(bSSLILIGLED &I

1. Better arrangement

2. It was arranged

15. railway, require, required, requirement eredTLUSHG ray
660&&M LIWETLISSLILIGED S

1. Metropolitan Rly

2. Railway Company ML=

LIeooTeXlLIED Si160&S6IT LOMHMILD 6L L. 6T6T0TSHEIT:
(Monetary units and Round figures)

660TM)| (LPSH6D 6I(LQ 6UEMTUTIEDITE0T 6T6T0TSHEMHLD
LOMHMLD 6T6T0T GETTLIGID &([HEHE\S(RSHS)
(wemmuied GMILSILLILIb&ledTmeDT. 6L L
6T600THEMENS ST LOMM ETEDEDIT 6T600TEHEHLD
gngnreoor (emmulled GMILLILLILIbSeoTm6DT.

5 bilion o
Four thousand L*C.
12 hundred %..
5 million ,E«\
6 crores ‘a‘-"p
2 lacs J—(D &
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LI600T SI6D@GSH6IT, 6ULL 6T600TSH@EHGL! L60T/(Lp6DT

aedle@mlserleor 6pedluwimed
SO LLbSeoTm6DT.
a5
Rs. 200 /"\.ﬂ/
3
300 £ (pounds) e, 5 TN
1000 dollars el i

&(mH&&LD (contraction)

S(H&HSHLD eTedTLISH T6TuT(Hh HESGSMIHEHSHE
GSMOWINS 6([H S (HHE\SH(RSS
SIEHLLIMTEMLONS 6UeDTWMISHSLILISME,
BFleb eunT HemFHUTET QE0TMI SH6DEDG| SISDE
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(PS6DL @T6T0T(h SIEDEDS CLPEOTM)
GUDLLIOWLI(LD &858 6m6NLI
LIWLIEOTLI(b S &1SH60

BenL UL QLIRSS Si6DE0S)
SIEWEFEEFTELED6D.

SNIHI QG6USHEMS SiqLILIEDL LTSS
C1&M600TL &

E16UL(bLD 6E0ISHGSM CLPeDLD

(PHED SEMEFFEIFTELEME0S HENIT HSH6D.

QLIRSS SHemeT ST H860
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Postman

tasteful

most important

your last letter ™

mistake "2 i

8N

FETTCRT YT LT T Ty

(i)

P Heé GMMEUTE QESHHTED Sig)
ST &HSHLILIL 60MLD.

.k

. iy

Prompt """ attempt )

R

Assumption

(iv)

(R Camiiqeor (paHed Smevorh
160608 CLPEOTM)| EENSESMIIL|L60T
LWEOTLI(b S EI6uS60T epeold (Smid

eflbLiy)

Peculiar

----------------

regular

perform )

......

2 ulargssl k oeeg g UIDG
gnuLTsEUTE), 'ng' LOHMILD 't
SemLuleid 'ng' LOMHMILD 'sh &
SemLuleid 'k and 'g'

ST SHSILGAMS.

Punctual

Distinct

BemLHlemed &6l HH6d (Medial

omission)

Satisfactory "

executive

...........

(i)

S el LsHn@&L LedT 6uHLD
BenLHlemed t, Lid QlETHES6TaID
QFTHEDMTLT&He6rflepid

ST SHSLILIL6OILD.
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(Vi) @&MIB&EQULb&ET epedld enlarge — ect safliT $56b (Omission of — ect)
EsarasmanEE bEEEE misfortune b Expect semssmraraand abBELE

(viii) yerrerfl — ing ELIMT&IEUTS
HHSSHMBEHSHSL LID&
LILLI6OTLI(h SSLILIL 6DMLD object

Informing

respect
% - ive @it Kt g el $560
enlarging
N @6t seifSHs60 (Omission of N) C\L Xb
Productive Destructive
Passenger shun et k sedilif SB6b
® Danger l7 Production ®

R 8etr s6flif$360 (Omission of R)

Demonstrate

/3 objection

stranger

Destruction

[EETERLEE L] CEUEE

Ministry
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SPECIAL LIST OF CONTRACTIONS (a&iiiapenn 29 & 30)

A
... acknowledge
|-~.. administrator
Lo administratrix
J..... advertise-d-ment
... altogether
... amalgamate
.. amalgamation
.77 anything
\V arbitrary
<N arbitrate
\b arbitration
\\ arbitrator
' B
\,J bankruptcy
C
... capable
..o certificate

<...... character

<77 characteristic
L./ circumstantial
—
g

.. commercial-ly

............... cross-examination

. <. cross-examine-d
M

. _ il

... magnetic-ism

manufacture-d
manufacturer
.. mathematical-ly
.. mathematician
.. mathematics
maximum
.. mechanical-ly
. metropolitan
minimum
.. misfortune
mortgage-d
N
.. neglect-ed
>. negligence
.. never
.. nevertheless
. nothing
notwithstanding
.. November
O
.\—s. Organization

.\, organize-d
. organizer
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\/ .
(... parliamentary

. peculiar-ity
A, perform-ed
Ao performance
N\ performer
.. perpendicular
M\ practicable
. practice
.. practise-d
.. prejudice-d-ial-ly
. preliminary -
. probable-ly-ility
. proficient-ly-cy
. proportion-ed
.. proportionate-ly
. prospectus
. public

. publication
. publish-ed
. publisher

, questionahle—ly

R
. ratepayers
. recoverable

. reform-ed

D

l==.... defective

/... deficient-ly-cy
..}°... denomination-al
k... description
Jsaaa difficulty
/L discharge-d
...... I distinguish-ed

E

N\/.... efficient-ly-cy
... electric
... electrical
Cf electricity
..=t... England
o ERElISH
..>Z-... Englishman
ol enlarge
............. enlarger
;T) enthusiastic-iasm
especial-ly
L. ..... esquire
............. establish-ed-ment
.S everything
.T... exchange-d

... executive

p———
il €XECUtOT
ol o, executrix

\ .. expediency
.=%.... expenditure

S %... expensive

[, exl_:inguish-ed
F

..... } ..... falsification

AL .. familiar-ity

M_—=. familiarization

S’ familiarize
.. February
Moo, financial-ly
G
....... \.... govern-ed
NG, government |
H
&%, howsoever
. i

4. identical
L identification
.. immiediate
-Vl unperturbahle

.. inconsiderate

. N, reformer
A Tegular
A_... relinquish-ed

<X... remarkable-ly

'\—\ removable

... Tepresent-ed

/.. representation
/.. representative

L4 republic
/JQ republican

3 rcspon51ble-ility

S
... satisfactory

LR, sensible-ly-ility
5wz, SOMething
.5~ subscribe-d
%->.. subscription
2. substantial-ly
%/~ sufficient-ly-cy

& . sympathetic

T
S, telegram

.J_... telegraphic

(i
\.1
- L
L. legislative

_~c. . inconvenience-t-ly
i I

............... incorporated
..=.... independent-ly-ce
A, indispensable-ly
... individual-ly
—/ influential-ly

.. inform-ed

A~ informer

_.A.... inspect-ed-ion
... insurance
werd...... intelligence
... intelligent-ly

......... z intelligible-ly
.. interest

A\ investigation
"\r investment
... irrecoverable-ly
... irregular

X irremovable-ly
\ irresponsible-ility

J
.. January

K
.. knowledge

.. legisiature

.K...... thankful-ly
oo, tOBether

U
£~ unanimity
£~ unanimous-ly
.. uniform-ity-ly
Y. universal-ly
X1, universality
202 universe
/} university
.3 ... unprincipled

w
.S ... whatever
ot Whenever

X whensoever
whereinsoever

f wheresoever

g Whithersoever

Y

... yesterday
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LI 1

Madam, | draw the attention of the Government
to an alarming Press report appearing in a sec—
tion of the Press/ that the Textile Ministry has
recently decided to abolish the stautory mini-
mum price for raw jute from the next season.//
Madam, there is a difference between the stat-
utory minimum price and the minimum price. If a
statutory minimum price is /// announced, there
is an obligation on the part of the Government
to enforce that price, but if a mini— mum price (1)
is announced, there is no such obligation.
Government, it seems, has come to the con-
clusion that there is no necessity / to enforce a
statutory minimum price for raw jute which is
an important crop in the East- ern region of the
/I country.

This year the price for raw jute was a little
better because the market had looked and up
and there /// were certain ominous develop-
ments in Bangladesh economy. There was also
boosting up of international demand.
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Madam, you must remember, (2) that over the
last several years, the price of raw jute in the open
market had declined enormously. Even after/ the
Jute Corporation of India purchasing a part of the
crop and the Government taking some steps, the
40 lakh// jute growers of Eastern India could not be
protected. There is distress sale on a very large
scale. In a /// situation like this, if the enactment of
statutory minimum price for raw jute is withdrawn, it
means there will be (3) no marketing operations by
the Government, Government will be under no obli-
gation to protect the jute growers. The Jute
Corporation / of India will not be purchasing jute to
push up its price. it means that the jute growers wil
be left // absolutely to the sweet will of the hungry
wolves who now constitute the jute industry of our
State and /// of this country.

As you know, jute industry is the most delin—
quent industry. It had offended the law, had not
(4) paid the statutory payments,and had even
retrenched, on a very large scale the workers of
this country. Therefore if/ there is no obligation
on the part of the Government to purchase raw
jute if the market price goes down// to statutory
minimum, it means that there is not going to be
any marketing opera- tion, there is not going to
/Il be any jute purchase by the Jute Corporation
of India and there is not going to be any State
intervention.
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Madam Deputy Chairman, | wish to draw your
attention and through you the attention of the
Government to a serious / news which came
out in the press on 18th March in the Calcuta
edition of the Economic Times. It says // that
the Cycle Corporation and the National Bicycle
Corporation of India Limited may close down.

These two companies have their /// facto-
ries located in West Bengal and in Mumbai. Not
only are these two corporations to be closed
down, but according (1) to that press report,
there are five companies, public sector com-
panies which are proposed to be closed down.

Madam, what / is the policy of the
Government? As we come across from the
report, some months ago, about three years
ago, // a group of Ministers had decided that it
would be necessary to wind up some of the
perennially losing public /// sector enterprises.
What is meant by this perennially losing public
/] sector enterprises?

Since the take—over of the Cycle Corporation
of India Limited,(2) the Goverment did not apply
its mind to rehabilitate these industries to cure it
of its sickness against those who / are respon-
sible for its sickness, those who were the pri-
vate owners, the Government did not take any
action.
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Before the // nationalisation, the Cycle
Corporation of India was under the charge of
the Central Government. It was then under the
Industrial /// Reconstruction Corporation of
India. For these long years the Government did
not take any action. | know, workers had
entered (3) into an agreement with the com-
pany to produce 1000 cycles per day. But in
1975 under the / cover of emergency and the
terror that was let loose in West Bengal, the
trade union was suppressed, and an // agree—
ment to produce 2000 cycles was clamped
on the workers. Some workers had voluntarily
retired.Even after these 12 /// years, a decade
almost has passed by, but no action has been
taken by the Government to improve this situ—
ation (4) The workers are faced with losing
their jobs.

How does the mind of the Government act?
As we have seen,/ a part of the company was
transferred to Hindustan Cables Limited with—
out entering into any deed of transfer, without
entering // into any agreement on what the
price will be, what the cost will be of that
transfer.

What | say, /// is that this proposal should be
abandoned. The factories proposed to be pri-
vatised should be kept in the public sector.

2/17/2023 5:37:38 PM‘ ‘



‘ _:D:D wvwv.tnsch%olbooks.in E_:D:. ‘

uind 2 et elemL
N—\L\’\A /\_IMQV\Q\H §4""“/7
s O Y q\; B - _f_, \\/ﬁ ! 'U)' "H_/\s\_,\,o““ =

i

. >'|_,, 5 \j/ & J i a REL - MAmaet 8

eswenn | 223

‘ ‘ Practical-Tamil unit_8_Part 2.indd 223 @ 2/17/2023 5:37:38 PM‘ ‘



uuind 3

As far as General Insurance is concerned, |
would like to mention here that it does not
exactly relate to / the rural insurance. But | must
mention here because just yesterday | reviewed
this programme of Adults for the cases // of
motor vehicle accidents, | know how much
hardship sometimes people feel who are vic-
tims of these motor vehicle accidents /// have
to undergo in order to get some compensation.
Now GIC has decided and has already held
some (1) Adalats where there is interface and
victims are paid immediately and this has cre—
ated tremendous benefit and we want to /
extend this.

Just to give what we have done in this regard
between January and August more than 4,000
/I complaints of motor vehicle accident cases
have been settled by Lok Adalats. From August
to December we had kept the /// target of
6000 cases but we have actually settled
16000 cases and thereby paid more than
Rs.50 (2) crores by way of disbursement.

But it all depends on the parties to agree to
the compensation. If they do/ not agree, they
can always go to the court but there is no fixed
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scale of compensation. It depends on // the
nature of accident and circumstances of the
case. But going through the rural thrust of gen-
eral insurance, a group /// insurance scheme
for landless agricultural labour all over the
country has been created. The entire premium
will be borne by (3) the Government of India
and if any landless agricultural labourer dies in
the course of his work his family straightway /
will get Rs 3, 000 without payment of any
premium.

| must, however, say that we have several
other schemes// for general insurance like cat-
tle, insurance. hut insurance, a new scheme
that we have introduced and if the hut of // a
landless labourer gets burnt, by accident,
immediately he will get some compensation. If
his cattle die, he will get compensation. (4) Now
I must admit and there | seek the co—operation
of all the Hon'ble Members that in respect of
many/ of these schemes, there is no aware-
ness as far as potential beneficiaries or target
groups are concerned. Now a landless // agri-
cultural labourer, in a village does not know that
schemes exist, if he dies, though /// he is enti-
tled to compensation, more often than not, the
members of his family are not at all aware of it.
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| would like to conclude on this note that we
have made substantial progress of which all of
us must / be proud. The Governemnt should be
proud and the people of this country should be
proud of it. The Opposition //also should have
deserved a measure of credit because many
of their suggestions are taken by us and we will
/] continue to do that. Now, we must keep on
implementing this and on this implementation,
your involvement is necessary. But (1) what is
more important is that in the heat of political
argument, we should not create a climate of
despondency / which is entirely unjustified. We
should not reduce the faith of our people in
themselves because these are their achieve—
ments // and if we face these challenges with
confidence, our people will definitely overcome
the great challenges ahead and we shall ///
succeed.

| am surprised that he should put this type of
a question. Let me say this that whatever debt
(2) servicing we are honouring is not out of
borrowing and it is not 50 percent. It is roughly
20 /per cent of our own money that we earn
out of exports, invisibles, tourism and so on and
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so forth//and this money also if we have bor-
rowed, we have bor- rowed from the IMF in the
earlier period/// up to 1984.

Mr. Verma said that we are borrowing money
from abroad and paying it. This is (3) not cor—
rect. It is our own money and it has been put to
good use. About internal borrowing also, there
/ is no such question. What are we doing is to
create assets. We have to modernise our
industry. We have // to improve the lot of our
people. And we are doing these. We are bor-
rowing very cautiously and for productive///
purpose. There is no reason why he should
have such a thinking.

You know that you have a revenue deficit
(4) which is larger than the total deficit. By defi—
nition this means that you are going to resort to
deficit financing / or borrowing in order to
finance your consumption expenditure and not
for productive purposes.This is my definition.
How do // you convert it.

This is a Government document. | will read
out this so that he may not have further /// mis—
givings about this. This statement is laid on the
Table of Rajya Sabha, in reply to a question.
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| am very happy that the Hon'ble Minister has
announced various incentives to the farmers. |
talked to some of / them. But it seems some
confusion is being created some- times and |
give you the example of Tamil Nadu. Our //
Hon'ble Member and Congress President of
Tamil Nadu. Our // Honble Member and
Congress President of Tamil Nadu had gone to
Tamil Nadu and he accused Mr. Singh of work—
ing /// inside the Government as an agent of the
capitalist and imperialist forces and exploiting
the situation. And he further said (1) that the last
two Budgets, presented by our Prime Minister
and the Finance Minister have sought to cor-
rect the distortions / and deviations. What | am
trying to say is that somebody else present-
ing the Budget, it is the Congress Budget. //
What | would say is that there is a certain
direction, whether it is pre— sented by Mr. Singh
or by /// somebody else. The essential thing is
that it should be beneficial to the people.

| am happy the Hon ble Minister (2) has intro-
duced various new schemes and he has tried
to do his best in the present circumstances. |
congratulate him. / | think in his Budget speech,
for one and a half hours he was stating about
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the various incentives and // one hour he
devoted to incentives to farmers, to small-
scale industry, etc. So, if | have to refer to /// all
that, it will take a long time for me to repeat. |
am happy that under the present circum-
stances, he (3) had done so much for the
agriculturists.

Finally, | would say that whatever kind of
subsidy you give to the/farmer you, have to
ensure remunerative prices to him. Unless you
give proper price, whatever you do to help him,
/I will not be of much use. | am sure the agricul—
ture prices and costs commissions will arrive at
the proper /// price which should be given to the
farmer, and unless a fair price is given to the
farmer the lot of (4) the farmers cannot be
improved. They have to spend more or inputs,
they have to purches also. Therefore, it is
essential that the they get a fair price for their
produce.

I have one more request to make. It has been
said that the export duty on coffee is going to
/Il cripple the coffee industry in the South. |
hope the Honourable Minister will exempt the
industry in respect of export duty.
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Mr. Vice-Chairman, Sir, First of all, | would like
to say that this budget has been well received
by / our people and therefore it was interpreted
by some people, including the Opposition, as a
pre—poll Budget. That means // the Budget
wants to attract the people. They have also
said that this is a populist Budget. Formerly they
used /// to term a / Budget as anti-people, but
now it has been termed as populist. | do not
know the (1) meaning that they give to that term,
but certainly it has tried to appeal to the people.
The term pro-farmer / is used because agri—
culture requires emphasis and greater atten-
tion. Therefore, | welcome this Budget.

Just now the previous speaker // made an
attack that although the concession given to
the farmers have to be noted, yet bigger con—
cessions have gone /// to industrialists. Anyway,
if you want to remain ignorant about the actual
position, you can make such criticism, but
Tiwarij(2) was very careful when he was
announcing certain concessions, he said that
these are meant against smuggling. Because
our polyester / textiles are taxed at 42 to 72
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per cent of its cost price, therefore smuggling
the excise duty should be reduced. Is it helping
the monopoly, or is /// it helping the national
industry? Workers are starving because they
are unemployed in the textile industry.
Immediately afterwards Tiwariji saw (3) to it,
Textile Ministry saw to it, the concerned people
getting concession were called to Delhi and
asked to reduce / the price of the textiles to the
extent the concessions were given.Immediately
the newspapers had to advertise that the /
entire concessions were being passed on to
the intermediate producers. The filament yarn
or the intermediate raw material which comes
/Il to the textile mill was taxed at Rs.84 per
kilogram of yarn. Now the NTC gets (4) fila-
ment yarn by paying only Rs 10 per kilogram. It
is a big help to the NTC. Now / if you do not
want to look at this reality but condemn the
Government, if you do not want to look at this
reality but condemn the Government, it shows
you have the old// approach. We think that all
criticism should be considered properly; /// even
if it comes from the opposition, it is welcome.
Let us try to hammer out a common economic

policy.
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In this connection | would like to mention about
the circulation of money. The aggregate money
circulated was of the / order of Rs. 7,000
crores, which has increased to about Rs.
80,000 crores. Therefore, you can very // well
understand the impact of all these things. Now
much is being talked about the deficit of
Rs.7,000 /// crores. | do not like to enter into it
now. But what is that which is causing me
anxiety?

It is(1) this deficit of Rs.7,000 crores which is
going to be there after the new imposts by way
of / taxes, direct and indirect of Rs. 600 crores
and also after the imposition of a new type of
taxation, // that is hike in the administered prices
to the extent of about Rs. 3,000 crores. Sir,
the Hon'ble Minister // of State for Finance
was mentioning that it was the practice adopted
by some other Governments against which
they have (2) got something. Even if they had
done it, it is not the correct approach to the
problem. If the Janata Government / had done
S0, it was wrong on their part to have done so
because administered price should not become
another // instrument for raising the revenue.
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That is the fundamental position which the
Government should accept. | am opposed to
this /// practice. | am opposed to this because, if
you raise your rev— enue by way of Excise
Duty, Customs Duty etc. (3) they are to be
shared by the States whereas if you raise rev-
enue through the system of administered
prices, you / retain everything with you and |
shall come to that aspect later on. Therefore,
this is not to be followed. //

That way it is a different thing. But the States
are being deprived of their legitimate share and
if they /// had been a part of the regular Budget,
the States should not be de- prived of their
legitimate share.

Therefore, even (4) hiking the administered
prices has be— come a regular phenomenon in
revenue raising. Last year, you might have
noticed, the Budget / imposts were of the order
of Rs. 963 crores but the administered prices
touched the figure of Rs. 3,000 // crores during
the year. This is the revenue income by way of
increase in the administered prices which is
more /// than three times, or four times more
than what we imposed on the people by way of
regular Budget imposts (5/ 400 words)
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Mr. Vice- Chairman, Sir, | welcome the general
budget as a balanced one amidst our very tight
resources position owing / to the natural
calamities for consecutive years. While it
manifests greater concern for upliftment of our
poor, it does not // disappoint any section of the
society. Sir, | do not want to go into the details
but would raise some /// important points.

Sir, after all, India lives in its villages. A sound
agricultural economy will give boost to the
purchasing (1) power of the village masses, and
their growing demand for consumer goods will
flourish our industry. The upliftment of the / rural
poor would be the greatest tribute to Bapuiji.
Added to this, the recent appeal of the Prime
Minister to // raise the farm productivity will
definitely help us not only to tide over the
prevailing effects of unpreceedented drought
but /// also to build safeguard against future
calamities.

Most of our agricultural lands consist of small
holdings. For increasing its yields, (2) it is very
necessary to enthuse our farmers to adopt
co-operative approach in farming. The
Government have to be very / watchful against
any escalation of the agricultural input costs, to
ensure real remunerative margin for the farm
produces. Budget this // year will lead to decline
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in the cost of various agricultural inputs and
with the increased procurement prices of
agricultural produces, /// the farmers are sure
to get considerable relief.

However, there is a sense of dissatifaction in
our agroscientists. (3) Sir, the Pay Commission
recommendations have not yet been
implemented for the ICAR scien- tists although
two years have passed. We have / a young
and a popular Minister who is exclusively in
charge of the Agricultural teaching institutions. |
will appeal that // the grievances of these
scientists should be redresed at the earliest.

Mr.Vice — Chairman, greater attention is
needed for promotion /// of animal husbandry
sector. Although certain financial assistance is
presently available for buying cattle, etc, its
insurance, etc. There is (4) no concrete
programme on a national level to have better
breed of animals and increased productivity.
Lot of animals die / due to drought and floods in
our country. What are we doing to fill up this
vacuum created by different // calamities? We
should remember that these cattle are great
friends of mankind. Whatever is invested on it
is paid back/// to us by way of labour, nutrition,
manures and even after death, so many things
are extracted form their bodies.
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Some of our friends on the other side always
complain that adequate resources are not
being extended to the States / and Union
Territories. In this connection | would like to
mention that as per the revised estimate for the
current // year, net resources transferred to
States and Union / Territories stand at
Rs.24000 crore. But as regards the /// Budget
estimate for the next year Rs 26000 crores
are proposed to be transferred to States and
Union (1) Territories. That means, an increase
of 5 per cent over the revised estimate and 13
per cent over the Budget / estimate for the
current year.

Sir, as regards the percentage of increase
over the revised estimate for the current year,
//'in defence, the increase is 8 per cent, in major
subsidies the increase is going to be 19 per
cent,/// in social service including education and
health, etc., it is proposed to be 9 per cent.

Now, | would like (2) to draw the attention of
the House to the fact that when you compare
the implementatin of the annual progress /
under the Sixth Plan and annual progress under
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the Seventh Plan, you will find a large differ—
ence. In the first // year of the Sixth Plan the
progress was 13 per cent whereas in the first
year of the Seventh Plan /// it was 20 per cent.
Similarly in the seond year it was 15 per cent
and 20 per cent, in (3) the third year it was 16
per cent and 22 per cent and in the fourth year,
that is / the next year, whereas in the Sixth Plan
the progress was 20 percent. We will be achiev—
ing a
progress // of 22 per cent in the Seventh Plan.
It means, in the final year only 14 per cent of ///
the Plan work will have to be done. It means in
the Seventh Plan period, we have better imple—
mentation and (4) better achievements.

As regards Central Plan outlays by Ministries
and Departments | find that in Agriculture as
regards Budget Estimates / and Revised
Estimates for the current year there is an
upward variation of 7 percent. In Agriculture,
Research and // Education, there is no varia—
tion. In Rural Development it is 5 per cent, but in
Health, Education, Civil Aviation, Information ///
and Broadcasting and Surface Transport there
is a shortfall. The total expenditure of the
Government is up to 11 per cent.
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Now | will take this opportunity to draw the
attention of the Government to the fact that we
find day / in and day out that very many strikes
are taking place in various parts of the country.
These strikes by // workers and employees
take place because of disparity in wages, in
emoluments. Workers want more wages, more
emoluments. Today the /// DTC workers are on
strike in Delhi. No doubt, the Government has
been able to help the public (1) by putting very
many buses, private buses and other buses
from other States. But the strike is always near
success. / As | said, in banks, in Government
offices, in factories strikes take place. As | said
the cause is the // wage disparity. Every year |
have suggested to the Government and | take
this opportunity to reiterate my request that ///
there must be a national wage policy. So long
as you do not have a national wage policy, you
cannot (2) dispense with these strikes and
these direct actions by organised trade unions.

Moreover, Sir, in this connection | would also
/ like to point out that being committed to social-
ism, we must not unleash avoidable victimisa—
tion, repression against these trade union //
workers who go on strike. We should not be
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vindictive. We should try to have a negotiated
settlement. We should /// try to solve the prob-
lem amicably. That will reflect our faith in
socialism. Since as | said, we are committed (3)
to socialism, we should do that.

No doubt if a strike is for political reason only,
we should ignore it. / There was s Bharat Bandh
in certain parts of the country. That was a
bandh or strike which was politically // moti-
vated as certain State Governments were
directly involved. They instigated and abetted
the bandh. So, such political things, of course, ///
have to be ignored, but not the strikes that take
place for economic reason, genuine reasons.
Of course, Government must (4) do justice for
these workers.

Sir, there is no doubt that the exemption limit
of Rs 40000 for income-tax payers / has not
been increased during the last so many years.
During all these years there has been annual
inflation // at the rate of 10 per cent. It means
30 per cent reduction in the actual wages has
been there /// if we take the case of the sala-
ried class. How are you going to offset this
impact because of inflation?
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e&lemnm 6B:

1.1 - may - be with- you on-Monday the fourth of-May.

2. How do-you-like-the new book?

3.1 - shall-be happy to see you tomorrow if- you- can come.

4.1 -think-you-will enjoy -the ride,and you- may take a fair share of -the game.
5. Repair of the road to the ferry should make a difference.

6. They had to take a different route to the Health.
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&l enm 6C:
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eFlenm 7:

1. Piracy, Die, Dial, Dyke, Shy, Shire.
2. Boy, Boiling, boiler, toil, toiler.
3. Outlaw, County, Puny, due, endue, beauty, duke.

4.0il, Oiled, now, idler, icy, value, valued.

e&lpemm 8A:

ol o o
‘\.//— \Lf-\ .‘:——\f' T o
I
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e&lemm 8B:
1. Lay, Layer, gaiety, theory, borrower, meander, burying.

2. Laid, re-enter, amiable, fluent, lower.

e&liemm 9O:
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aglwemm 11A:

1. wire, wiry, worse, worry, walk, walker

2. Womanish, work, well, wealth, weld, welfare.

&l emm 11B:

i I i
N .. ‘c‘/\-_____ ;—k\l '-L\V"“
- e,
T o R e, Pt S o L e R e g, R e s oo

aglemm 12A:

1. Trash, blush, spacious,cherish, sherry, lash.
2. Fresh, Hue, high, hackney, hog, behave, hare.

3. Mishap, Apprehend, downhill, manhood, Perhaps.

aglwemm 12B:

: 5
[] LY \ ‘@’
® 5,;:/}..-..54 / ........ . -

.
.

eglemnm 12C:

awwt”\ﬂ%\r‘*ﬂz

4. Do you feel it right to give the boy so much money?

5. He should go and see the large ship lying beyond the buoy.

6. Do they assume the china to be genuine ?
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agliiwemm 13A:

1. Spice, sight, passage, desks, oxides, vessels, senseless, savings, news, sings.

2. Dusty, tasty, excuse, wiser

agemnm 13B:

| Kh' \
. GEd b b e Rd R R R AR A RN marrereressersremrsobabecadojiLdLii RaRILALR aR IS

s LJJJHHIJIIt& 2...

/V:L/

s

aglemm 14A:

1. Acids, asks, daisy, rosy, jealously, noisy, assume.

2. Pious, sea, sleep, slope, seeks, seeds, sails.

e&lemnm 14B:
..... ! ~ N .
# I d_\ nb‘

e&lpemm 15A:

1. Switch, basis,doses, cases, supposes, success, noses, excessive.

2. Emphasize, census, insist, excess

aslwemm 15B:
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agllwemnm 17 B:

1. Prayed, bright, brighter, trial, cry, cried.
2. Crowd, figure, tiger, cheaper, taper, shrewd, shrink.

3. Flow, fledge, camel, official.

e&lemnm 18 A
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aslwemm 18 B
1. Leisure, treasure, fissure, specialize, official.
aglwenm 19 A

1. Offer, offering, ever, every, ether, either, fry, fro, free.

2. Frame, throb, thrash, tether, driver, otherwise, lever, river, ruffle.

3. Fly, Flier, flow, floor, bevel, travel, traveller, arrival, privilege.
4. Parallel, dark, darkness, church, sharp, sharply.

5. Purchase, occur, nullify, fulfill, literature.

asglwenm 19 B
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a&liemm 20 A
1. Quick, quicker, quiet, request, requisition, quire.

2. Weld, Wealth, Well-known, unveil, dweller.

eglienm: 20 B
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aglwemm: 21 A

1. Pun, Bone, tone, done, chain, Jane.
2. Pawning, Pawnshop, toning, regaining.
3. Refine, shine, Ocean, mean, meaning.

4. Proving, toughen,traffic, driving, divide, dividing.

agenm: 21B

www.tnsch%olbooks.in
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e&lemm: 23
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eglemm: 24
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agliwenm 26A

1. Fitter, avoider, another, grand-father, grandmother, founder, finder.

agliemnm: 26B

eFwwenm 27

1. Timber, rinker, moulder, lier, slander, inventor.

eFlemm 28

1.spying, hiring, breaking, shining, joining, folding, mythological, lawfulness

SHSNT [HITEVSH6T

1. https://en.m.wikipedia.org.
2. PITMAN Shorthand

3. NIMI Book
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1. Office Management by Dr. I. M. Sahai, Sahitya Bhavan Publications, January 2019
2. Office Management by R. S. N. Pillai, S. Chand Publications, December 2010

3. Office Management& Secretarial Practice by Hemvati Nandan Bahuguna Garhwal,
Delhi University, Sahitya Bhavan Publications, January 2019

4. Text Book - Secretarial Practice for Standard XI - Maharashtra Board (English
Medium), Maharashtra State Board, 2019

5. Office Management by R. K. Chopra, Himalaya Publishing House, June 2017

6. Company Law and Secretarial Practice by K. Gowri, Notion Press, ISBN - 13
9798888151501, September 2022

7. Company Law and Secretarial Practice by N. D. Kapoor, Sultan Chand & Sons publi-
cations, January 2016

8. Office Management& Secretarial Practice by Divya Rajni, Galgotia Publishing
Company, January 2019

® 9. Business and Commercial Knowledge, Foundation course by Board of Studies, The ®
Institute of Chartered Accountants of India (ICAI)

10. Business Management Ethics and Communication, Study Material, Paper-II,
Foundation Programme, ICSI.

11. Principles of Management by J.JAYASANKAR.

12. Principles of Management by KATHIRESEN AND Dr. RADHA
13. Principles of Management by P.C.TRIPATHI AND PN.REDDY
14. Principles of Management by L.M. PRASAD

15. Business management by Dinkar Pagarew

16. Principles of Management by kathiresen and Dr.Radha

17. Principles of Management by P.C.Tripathi and P.N.Reddy.

18. Principles of Management by Harold Koontz , Heinz Weihrich and A. Ramachandra
Aryasri.

19. Principle of Management — PN. Gupta (2005), S. Chand & company Ltd., New Delhi
(First Edition)
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20. Principles of Management, Eighth Edition - Theory & Franklin (1999) A.I.'T.B.S Publishers
and Distributors, New Delhi ()

21. Principles and Practice of Management — T.N. Chhabra (1997) Dhanpat Rai and Co (pvt.
Ltd.), New Delhi.

22. Principles of Management, Tenth Edition - Harold Koontz, Heinz Weihrich and A
Ramachandra Aryasri (2004), Tata McGraw - Hill Publishing Company Limited, New
Delhi

23. Organizational Behaviour - L.M.Prasad (1993) Sultan Chand & Sons, New Delhi

24. Organizational behavior - Stephen P. Robbins and Timothy A. Judge ( 2013) Prentice
Hall, USA

25. Business Management, Fifth Edition - Dinkar Pagare (1993) Sultan Chand & Sons, New
Delhi

26. Principles and Practice of Management, Sixth Edition - L.M Prasad (2005) Sultan Chand
& Sons, New Delhi

27. Stephen P Robbins, “Fundamentals of Management: Essential Concepts and Applications”,
5th Edition, Pearson Education., 2005

® 28. R. Sivarethinamohan and P. Aranganathan, “Principles of Management’, 1st Edition, ®
CBA/Tata McGraw -Hill Publishing Company Ltd., 2005.

29. JamesA F Stoner ,Edward Freeman and Gilbert, “Management”, 6th Edition, Pearson
Education, 1995./ Prentice Hall of India Pvt. Ltd., 2007.

30. Durbin, “Essentials of Management” 7th Edition, Cengage Learning India Pvt. Ltd

31. Albrecht, K. 1980. Brain Power: Learning to Improve Your Thinking Skills. New York:
Simon and Schuster.

32. Bourgeois, L.J. III, and Kathleen M. Eisenhardt. 1987. Strategic decision processes in sili-
con valley: the anatomy of the living dead. California Management Review (Fall): 143-145.

33. Dess, Gregory G. 1987. Consensus on strategy formulation and organizational perfor-
mance: competitors in a fragmented industry. Strategic Management Journal 8: 259-277.
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