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Muk;g Muk;g Muk;g Muk;g epiyg; guPl;ir epiyg; guPl;ir epiyg; guPl;ir epiyg; guPl;ir –    2012 [[[[dtupdtupdtupdtup 
 

(57)   tpahghuj; njhlu;ghly;tpahghuj; njhlu;ghly;tpahghuj; njhlu;ghly;tpahghuj; njhlu;ghly;    I    
                           Business Communication I 

 

Neuk;Neuk;Neuk;Neuk; ºº ºº:  %d;W %d;W %d;W %d;W (03) (03) (03) (03) kzpj;jpahyk;kzpj;jpahyk;kzpj;jpahyk;kzpj;jpahyk; 
    

•     guPl;rhu;j;jpfSf;fhd mwpTWj;guPl;rhu;j;jpfSf;fhd mwpTWj;guPl;rhu;j;jpfSf;fhd mwpTWj;guPl;rhu;j;jpfSf;fhd mwpTWj;jy;jy;jy;jy;    
    

(1) ,t;tpdhj;jhs; AAAA,    B B B B vDk; ,U vDk; ,U vDk; ,U vDk; ,U (02) (02) (02) (02) gFjpfisf; nfhz;lJ....    

(2) vy;yh tpdhf;fSf;Fk; tpilfis vOJf.vy;yh tpdhf;fSf;Fk; tpilfis vOJf.vy;yh tpdhf;fSf;Fk; tpilfis vOJf.vy;yh tpdhf;fSf;Fk; tpilfis vOJf.        
(3) gFjp gFjp gFjp gFjp AAAA    apd; tpdhf;fSf;F tpz;zg;gpj;j Clfnkhopahd jkpopy; Clfnkhopahd jkpopy; Clfnkhopahd jkpopy; Clfnkhopahd jkpopy; tpilfs; 

vOjg;gly; Ntz;Lk;.  
(4) gFjp B B B B apd; tpdhf;fSf;F tpilfis Mq;fpy nkhopapy; kl;LNkMq;fpy nkhopapy; kl;LNkMq;fpy nkhopapy; kl;LNkMq;fpy nkhopapy; kl;LNk vOJjy; Ntz;Lk;. 

(5) tpahghuj; njhlu;G ghlj;jpy; guPl;rhu;j;jp xUtu; rpj;jpailtjw;F A, B vDk; 
xt;nthU gFjpapYk; Njitf;Nfw;g 40% my;yJ 50% Fiwe;jgl;r Gs;spfisg; 
ngWjy; Ntz;Lk;.   

(6) nkhj;jk; 100 Gs;spfs;. 
 
 

gFjp gFjp gFjp gFjp AAAA    
(50 Gs;spfs;) 

 

01010101.... fPNo jug;gl;Ls;s nrhw;fspd; gl;baypypUe;J kpfTk; nghUj;jkhd nrhy;iyj; 
njupe;J gpd;tUk; thf;fpaq;fisg; G+u;j;jp nra;f. cq;fsJ tpilg; Gj;jfj;jpy; (1) 
Kjy; (10) tiuahd ,yf;fq;fis vOjp> cq;fshy; njupTnra;ag;gl;l rupahd 
nrhy;iy mt; xt;nthU ,yf;fj;jpw;Fk; vjpNu vOJf. 

fpilahd njhlu;ghly; xOf;fk;rhu; J}z;bA+f;fg;gLj;jy; jfty; 

Nky; Nehf;fp jpwd; fy;tp Cf;Ftpf;f fPo; Nehf;fpa 

(1) nghJ Nehf;fnkhd;iw va;Jtjw;fhf FOnthd;wpYs;s tpj;jpahrkhd 
jdpahl;fs; xd;whfj; njhlu;GgLj;jg;gLtjw;fhd xU rhjdNk ………… MFk;. 

(2) xNukhjpupahd me;j];ijAila jdpahl;fSf;F ,ilNaAs;s njhlu;ghly; 
………… njhlu;ghly; vd;wiof;fg;gLk;.  

(3) egu; xUtiu xd;iw cld;ghlhd Kiwapy; (positive way) nra;tjw;F 
my;yJ nraw;gLj;Jtjw;F J}z;lg;gLfpd;wikNa ………… . MFk;. 

(4) epWtdj;jpw;F Copau;fs; jkJ rpwe;j Nritia mspg;gjw;F mtu;fis 
………… Kfhikahsu; Kaw;rpf;fpwhu;.  

(5) Copau;fsplkpUe;J fpilf;fpd;w MNyhridfSk; (Suggestions) kdf;Fiw 
KiwaPLfSk; (grievances) epWtdj;jpd; ………… eilKiwfspy; 
mtrpakhd khw;wq;fis cUthf;fpl Kfhikahsu;fSf;F cjTfpd;wd. 

(6) ………… njhlu;ghly; nghJthf epWtdk; xd;wpy; fPo;epiy Copau;fSf;F 
,d;wpaikahj jfty;fisg; gw;wpajhd jftiy toq;FfpwJ. 

(7) njhlu;ghlypd; topahfNt  ………… vy;yh tiffSk; ,lk;ngWfpd;wd.  

(8) Xt;nthU Ntiyapd; ntw;wpf;Fk; njhlu;ghly; ………… ,d;wpaikahjjhFk;.  

(9) fk;gdp Kfhikj;Jtj;jpw;Fk; njhopw;rq;fj; jiytu;fSf;FkpilNa  ………… 
kw;Wk; fUj;Jf;fspd; gupkhw;wk; (exchange) Mfpad mtu;fspilNa 
MNuhf;fpakhd cwTfisg; Ngzpl cjTk;.    

(10) ………… njhlu;ghlyhdJ gjtpazp cj;jpNahfj;jUf;F fPo;epiy 
Copau;fSld; fUj;Jf;fisg; gupkhwpf; nfhs;tjw;Fk; kw;Wk; 
caujpfhupfSf;F gpd;D}l;lj;ij (feedback) toq;Ftjw;Fkhd xU fUtpahf 
cs;sJ.  (10 Gs;spfs;) 
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02.02.02.02.    50 Kjy; 75 tiuahd nrhw;fisg;  gad;gLj;jp gpd;tUk; jiyg;gpy; xU rpwpa 
tpgupg;ig (description) vOJf. 

 ““““tpahghuj; njhlu;Gfspy; kpd;dQ;ry; tpahghuj; njhlu;Gfspy; kpd;dQ;ry; tpahghuj; njhlu;Gfspy; kpd;dQ;ry; tpahghuj; njhlu;Gfspy; kpd;dQ;ry; [[[[EEEElectronic lectronic lectronic lectronic Mail (EMail (EMail (EMail (E----mail) in Business mail) in Business mail) in Business mail) in Business 

CCCCorrespondenceorrespondenceorrespondenceorrespondence]]]]””””    

 gpd;tUtdtw;iw cs;slf;Ff. 

• kpfr; RUf;fkhd xU mwpKfk; (kpd;dQ;ry; vd;why; vd;gijf; $wTk;) 

• tpahghuk; xd;iwr; nra;Ak;NghJ kpd;dQ;riyg; gad;gLj;Jtjd; ed;ikfs; 
ehd;F (04)  

• kpd;dQ;ry; xd;iw mDg;Gfpd;wNghJ epidtpw;nfhs;s Ntz;ba ehd;F (04) 
tplaq;fs;   (10 Gs;spfs;) 

            
    
00003333....    rd; md;l; nuapdrd; md;l; nuapdrd; md;l; nuapdrd; md;l; nuapd; epWtdj;jpd; re;ijg;gLj;jy; Kfhikahsu; ePq;fs; MtPu;. 

cq;fsJ thbf;ifahsu;fspy; xUtuplkpUe;J gpd;tUk; Kiwg;ghl;Lf; fbjk; 
cq;fSf;Ff; fpilf;fpwJ.  

tiuaWf;fg;gl;l kNfe;jpuh];.tiuaWf;fg;gl;l kNfe;jpuh];.tiuaWf;fg;gl;l kNfe;jpuh];.tiuaWf;fg;gl;l kNfe;jpuh];., 
,y 24> gpujhd tPjp> 
fSj;Jiw. 

10.12.2011 
jpU. N[hu;r; ngNuuh 
re;ijg;gLj;jy; Kfhikahsu;, 
rz; md;l; nuapd; epWtdk;rz; md;l; nuapd; epWtdk;rz; md;l; nuapd; epWtdk;rz; md;l; nuapd; epWtdk;, 
fz;lhtis tPjp> 
,uj;kyhid. 

md;gpd; Iah> 

Re. Order LU 3210 - 2,000 kfspu; Filfskfspu; Filfskfspu; Filfskfspu; Filfs; 

  ehq;fs; brk;gu; 05 Mk; jpfjpad;W cq;fsplkpUe;J vq;fsJ 
fl;lis LU 3210 gpufhuk; Nfhupa cUg;gbfs; fpilf;fg;ngw;Nwhk;. 
,d;W nghjpfisg; guprPypj;jNghJ ehq;fs; Xlu; gz;zpa 2,000  kfspu; 
FilfSf;Fg; gjpyhf 2,000 kfspu; kiof; Nfhl;Lfis 
mDg;gpAs;sijf; fz;Lgpbj;Njhk;. kiof;Nfhl;Lfis ehq;fs; kPsg; 
nghjpnra;J ePq;fs; vLj;Jr; nry;tjw;Fj; jahuhf itj;Js;Nshk;.  

ehq;fs; rz; md;l; epWtdj;Jld; fle;j gy tUlq;fshf tpahghuk; 
nra;J tUtijAk; ePq;fs; mwptPu;fs;. ,J Nghd;wnjhU 
Kiwg;ghl;ilr; nra;tJ ,JNt Kjy; jlit vd;gijAk; ftdj;jpw; 
nfhs;sTk;.  

vq;fsJ thbf;ifahsu;fisj; jpUg;jpg;gLj;j KbahjnjhU ,f;fl;lhd 
epiyapy; jw;NghJ ehq;fs; ,Ug;gNjhL mJ tpahghuj;jpw;Fk; 
ek;gpf;iff;Fk; el;lk; Vw;gLj;jpAs;sijAk; Fwpf;fpd;wJ. 

cldbahf kiof;Nfhl;LfSf;Fg; gjpyhf 2,000 kfspu; Filfis 
khw;wpj; jUtPu;fNsahdhy; ehq;fs; kpfTk; ed;wpAilatu;fshf 
,Ug;Nghk;. 

cq;fsplkpUe;J tUk; gjpYf;fhff; ghu;j;jpUf;fpNwhk;. 

ed;wp 

cq;fs; cz;ikAs;s> 

Mu;.lgps;A+. yf;];kdMu;.lgps;A+. yf;];kdMu;.lgps;A+. yf;];kdMu;.lgps;A+. yf;];kd; 

nfhs;tdT Kfhikahsu;.    
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 fbjj;ij thrpj;J> gpd;tUk; tplaq;fis cs;slf;fpa kpfTk; tpdakhd gjpy; 

fbjk; xd;iw vOJf.  

• fbjk; fpilj;jik gw;wpa Fwpg;G 

• xU cz;ikahd kd;dpg;Gf; Nfhuy; 

• gpio vg;gb epfo;e;jJ vd;gjw;fhd tpsf;fk; 

• $Wf  -  jpUj;jq;fisr; nra;a ePq;fs; vd;d nra;ag; NghfpwPu;fs; ? (ePq;fs; 

nra;atpUf;Fk; ,uz;L tplaq;fisf; Fwpg;gpLf)   

• jUf  -  xU rupahd fl;lisia mDg;Gfpw jpfjpiaAk; Neuj;ijAk; 

njuptpj;J> gpioahd cUg;gbfis kPsg; ngWfpd;w Neuj;ijf; 

Fwpg;gpl;L vjpu;fhyj;jpy; rpwe;j Nritia toq;Ftjw;fhd 

cWjpnkhopiaAk; toq;Fjy;.   

 (15 Gs;spfs;) 

 

 

 

    

04.04.04.04.    cq;fsJ iwNdh ];uPyiwNdh ];uPyiwNdh ];uPyiwNdh ];uPy; fk;gdpapd; cw;gj;jp Kfhikahsu; ePq;fs; vdf; nfhs;f. 

cUf;Ff; fjpiufs;> fNgl;Lf;fs; (cupboards), Nkirfs; Mfpatw;iwj; jahupg;gjpy; 

cq;fsJ fk;gdpapd; nraw;ghLfs; kl;Lg;gLj;jg;gl;Ls;sd. fk;gdp jw;NghJ 

ePu;nfhOk;gpy; xU ngupa njhopw;rhiyiar; nrhe;jkhf;fpAs;sJ.   

    ePq;fs; ,e;jpah> khiyjPTfs;> gq;fshNj~; Mfpa ehLfspy; Vw;Wkjpr; re;ijiaf; 

fl;bnaOg;Gfpw rhj;jpag;ghl;ilf; fz;lwpe;Js;sPu;fs;. mYtyfj; jsghlq;fs;> 

mYkhup kw;Wk; nyhf;fu;fs; Mfpatw;iw epuk;gy; nra;a (supply) cq;fshy; 

KbAkhf ,Ug;gpd; ,e;ehLfspypUe;J gy tu;j;jfu;fs; gq;Fjhuu;fshf Eiotjw;F 

tpUg;gk; nfhz;Ls;shu;fs;. xUrpy Nkyjpf ,ae;jpuq;fs; kw;Wk; mNj njhopw; 

gilAld; ,e;j cUg;gbfs; kpf cau; juj;Jld; cw;gj;jp nra;jpl KbAk; vd;gij 

ePq;fs; fz;lwpe;Js;sPu;fs;. nfhs;tdthsu;fs; Fiwe;j nryTld; ePbj;j ghtid 

kw;wk; ftu;r;rpahd KbTUthf;fj;ijAk; (attractive finishing) tpUk;Gfpwhu;fs;. 

 mtrpakhd ,ae;jpuq;fis ,wf;Fkjp nra;tjw;F epjpfis Ntz;b cq;fsJ epjpg; 

gzpg;ghsUf;F 150 - 175 nrhw;fspy; mwpf;ifnahd;iw vOJf. ,r;nraw;wpl;lk; 

Muk;gpf;fg;gl;lhy; fk;gdpf;Ff; fpl;Lfpd;w ed;ikfisf; Fwpg;gpLf.    

  (15 Gs;spfs;) 

    

  

     

 

 


