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K.Aurlokaat UiTI 
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61 6i1 Ubl 

6160 6 

GgpmLy 1 ot L 

Qud (enpwn(G. 

5LLm61 

IUY5, olupb| uno p 
UOul mo 

uflwná 
T 0TL 

y6u AgTLÍy 0s 61 Lo: (Definition): 

5nity (Communieation) n 11 v ( munis 61 6I D 

5TL urfuon 

w1 5i 6 
sl 6 6uT 

uo (Newmen) unmL 

Urfloml Girsi 15MGU 61 o pmt. 69tLL (Shurter) s1 1 U6Uit 61 001 501 bi &6 

61 61 &666ign. 

ur 6 D Lo t (Theo Haimann) 61 6 UU 

5616d6 

Gpals BÚUGBot p . 

of Effective 
asLty 

Communication):
pul 

161 6 uflulles 5601 60 LD, B66 6 

6T (Volume of Communication) 



. Gsu IgúuúuGappsra Gasu. (Speed) 2. 6119 5Iù ulalmaud 
3. Buts st od d 5imps6 6lmL8wwra 6ngo 4 66 

5. 6 SUUUuL 

6. 6161 605UT601 

8 

(Problems of Communication or Barriers in Conmmunication) 

556 G5TLT60 
NSTl úußó 

6UTUUUUad mu. Gu5 Uig& 6 63) 6 5TI 

4D 5DL66T: (External Barriers) 
6LD 

1. Glon Ug¢flm (Language or semantic problem) 
uw6t uGD5UUGU Qorlua n 6d 

Gl 6U (Gost) 61 
(Economist) Guu oT. 

6umui 
TlwùULITEU 

lu 

umga 

1 DUuùu@ Gsus Agrlau A665d {Badly expresscd) 
2. Gorauwtúy 5nsons moBd (Faulty Translation) 

6al ST1 &6ò anGa anslóDsmod (unclarified assumptions) 
4. a5lod ulwSTt &sit 5uu L 



2 Sio sl Ossd sd Ou pwned com nunic*tis.ts 

LGumsldp 
u Qunans 

ue asals sùuGsli p. 

3. uGs»Lt Rou (horizontal communication): 

ADÚUùu@ 

Lo6r 6TI 

4. Dpüuur« s5aad pmLty (formal communication: 

mùugwT$ MLDUL4 

6flusiLoUGalp. Gumunl 
G su GsN 

19ÚuLula) 

5lsm6ulNad 

. pmpudp s6 06d GBTLÍy (informal communication): 

ululad 
G5TL4 
GluTOE 

TuQwois s66 (oral communication): 

56la)Asu5l QuuGLÒ 

6T (L LÓ 88wUurGgi urluonlês 
2 GL BissouGals psm: ls 

(D19 o. TTa 

7. S196 pLoras 56aad (written communication) 

lu uGsst. 6mTUL 66t 

ST 9 
566 

Bon am6T 1&L «LLÚU"t oJwTT 

Qsat m566t Gurstp 



shap@6zlapGur 

Gru oigú uuuGaspsra Cas (Speed) 

Asusbu@bE5IDGL 

5. 6 ÚUuL 

61 6 6&uT 566 

(Problems of Communication or Barriers in Communication) 

LDTST ( 

6LGUUGS5 TUUlad ma. 

D55 DL66Í: (External Barriers) 
a5TLTLla) ago 4posmLam uge dmasD 

1. Gory ulgé slm : (Language or semantic problemn) 

uw uGs SÜUGD GoTlulsamod 
arts m5. Gaut Lu @umgmm 

(Cost) 6h D Qunun sm. 2-5T T LO T 

urg TmnsTM (Economist) 
61 618 Gungs SIuùuLTU 

SuTs6DTÒ. 

1. úuùugu arú Gpad w s5 (Badly expressed) 

2. Guryauut uy 5amsors mussd (Faulty Translation) 
3. AUuùuGb Qsuslulad 

aloT &Lb srGs anSlobsmad (unclarified assumptio ns) 

5 uLL lpú unso 4. asflad 
(Special) at m6mmu uwt uGs ooT. où ount m56ot lpg66 



2. 6T 6lua) g6L&6: (Psychological Batricrs or Emotion Barricrs) 

Lhg& lmasst 

uu L 

3. Gsu nopmmulod QumuutLFM 6T6 LI 

4. 
sm6ofl 

30% 
Gruulm UuUußó 

QsT 6TI glod mov. @Uuúuß Gru lul6d UlunST t 66 50% 
60%5 m5d 

6 76LúuLGst m5I (Loss by transmission and poor retention) 

5. GsulsmT EI Qsnst ala Sunsluu samlat smLD (Inattention) 

Alolu4 uam&66 

DUy6 L6t (Organisational Barriers) 

gn ialld aùul pi. 
llyompsmTUYo,

DLDmnTnmujd 

osoò, 6LGùuTGspd (Organisational

Regulations) 
Bos tg u. susufm muu 

Rules and 
6T6 6ÚUL 

Uulurmt 616 sula 

Sop usluront 
LDLLUI 

usll 

2 
ur 

a5TLtLlgud 
pQure 5616 



3. o Slo u uom 
(Filtering) 16LLúuGaipiGÚ 

Lon5dGu (Distortion) auúugsslå DE. 

asLit Lgd u&Amassi 61là p. 

uaua t soL6at: (Personnel Barriers) 

sLtula sgùupt (Sender) Quppt (Receiver) 6166h 1 2 

arrulNa 

1. 

2. lmwu 

8nDÚUGuù mu. 
GoGlavu 

5LLLLDI66 lmaulad 

3. 

6T ùuL 
5JÚULl 6i amaausdlab 

25T 6T LDT B 
6mulla 

Ulg& &lmamu )iTA. 

4. Gsuplsm6 

alamLu Qugls dsn6o 

1atLrsd 
uwott 611 5T6Lð Dub. 

(Methods of overcoming communication barricrs) 
ausd asrLt got a urG 661 

1. 

2. 
asLy @LiurG66m6 bs6 6urmÜLu@Ò (Lnmpurgb. 



Gwonom -D . 

ulurmñLd yLI. urwsaILOd ups Go . 
5 sLty púuns 4. 

apTL mu 5 

U8ung 6. 

6T 6 6T 



UNIT II 

(Office Communication System) 

AsTLty aotus Qurga: 

9gaLuloda opaprgags6 @guslmuù uJúul, yMpi Qsnsi 
ApLy" aùu@. Gsuslau s suo 

uflLLdlB 

"GsrLty" 616a uG. 

2. asuuls QunoM6m Asflas g oul: o6 pulLob ogapT 

asTLY 
(Gesture) um us i 

Qurg m1 luranguo 
61 6 UGò. 
y60 LOTGaur, 
pwT&Gar (Signal) Qslals somib. 

6T 9 5 

3. Qsuyu 
6T 60 L 

L1ug: 
Glauplam wuyd 

asLtulst lumL 

A5TL (pnpulg US00T LY6 6 6 

Got GL. 



U8 Ly 65) 61186 

bu5T6 

8nL. 

4. usla: ula 
MssÚuL Luwslg&gb. 
SDULLr6d, QÜUBl 8LL wmpum T s gpm ADuILD . 61 60 G 96 

S. s 5TLY Pmpmu BlpalLaqLd 
aL uuLoi DUUL GÚ urt ss 

G6tGub. 

6. 85: asTLiy mp uuw uGS5 55urmsrs Qgss Gas @o. 

(1p 19 wm5 uwt umLD DsTa 
LoTglaGo. 

6tlsi p asula) mww 8act GLo.) 

6 AsLty (Internal Communication): 
6TT 6TT 

suuùuGD u s u as lumabS 
G5TY PMps6T&Gp 5JÜUL G6i 61T1 601. 
6TU Bu 5TLung. 

Qurgst ud (Lpiguud 25q. 
BuT6a Qumgst 66t upg&plsd Gua56d 

Bu 
umu Guu@o. , pmpulsd 

uwst uG 

8uE . 



L I. 
GluoLAut, 

dw18wnms mu G5LG. 
Lw61Gu MFuli 

9olpmp UwuBO BUußipa. fuuh 
uwo ULs @Lds 6Tlad um gaaug& 6 (pmp6 M6l6 MT6T 6DTLÓ. 

8us Garad aint. 

(ii) 
G5TLNadanw), Gle . 

USilulLO 
slulg . 

uw uGS BUUGslpi. 

(iil) A5m8u Glungi 
wpurgd. a uvms6st .() pa (Main Line) -

(Extension) () PBX 
T U 6 wmp. (Private Branch Exchange) () PABX wmp d 
5i BTalusi mmmo Ú U (ipmp (Private Automatic Branch 

Exchange) 
Communication System) sd 65I $6dlun 
Telephone System) Gai5Gs tod, air@an ol asrms@uel mp (Radio 
Telephone) asms sTLAuLa5a@ue 
Television) osalumaab ule ugb muuGsldpm. 

(Private Inter 

P D (Private 
() 5 6fl umt 26T a5TLy 

pmD(Telephone cum 

(iv) uu syss a 0a (Dictating Machinc) B6 up 

(1) 
(2) 

uGSsÜuLATLÒ. 

() B6arOTt flp p (Messenger Service) 
QunI&Ú 

56 6 , 61966) & 60 6T1 
up mLourm 

t s6 

2) ls swra mpungÒ 

wnpulad 85 T6 Qugd ugulo 



() o 6 s o: (Intcrnal Mail Service) 

(Ppulsl piub 
6ulw 

Guod utL 
U6myrflyqu 9 doun G6TGu" sLLB6olad (C)ut ttays) 6 6 619 B 6M6T pau uGB 

24 Llut 66rl 

Dulgu 
" GT" BLLi6lad (In Trays) Gum. 

5ulsofs 

usyryu GLo m6Tflsd 

6UTulon66 

(2) s156i 60T 26T 6T Ug 8u aguurwsd. Qsu lsmsM IÜyd ayla6T 

Q5TLY 
Lp pmwú uw uG$ 56ond. 

5LL&&$ 

61 6LO 

( a5T mÚUL mya wmp (Telefax or Facsimile Telegraphy): 
uL B6T 

npuled 

GgTl.ts (External Communication) 

GalBJUunm 5L asrLty4 
5TLit un d. 61 (19 

GsuùULMLÒ 

6 punGÚ. 519 5EB6TT 
Gungoi 66hL60 AIÚUut LIa 

Gusa G5TLy: &pyrs8o, a5TGue 

S 
5TL mpulo Lpisot: (Batriers to Communication) 

7 Ly mpula Gop g. pTLuQupuat, auslouù Gup 
suduG18oSu 

Qumi& 5, ML Ulad Qzuslsst ugaTOd 56&&qd, 

(1 Qsulsm6m GurswIs Aplaldss): Asusst 



(2) Qur mLuD (Barrier of Language) Aruglmus 
&upiuigid Gora 
yflpGsT LT) AsrLtys sLprod. 

Gurg ofla uwoh u@d $üußd 

(Organization Structure) (3) a 
6Li&stt (Layers) 

uLw. u LYm6M 
30% nJb Gsuul 

QugIua Grunu slursú Qupprgm. yflp6 QsnLagn, úy 

(pguS. 

Geumuuo Quu euulad 66ullatpi 
A& masst. angfles oms s6t , 5U%si, galúyst 

G5TLi 1a nL 
Glsu Qupuait 
uw DEngd. 

(6) 6gùuy6 DuuG (Premature Evaluation): asu 

GuI, QugIs Gsuslmu Id6mpuLs is Gsroi glsù m6. 

(8) uwo: 

(9) LTY Gsn oit mg 5sd: Geuilamo$ 

(10) all6m 6 6L GupuuLns 
unubui 

5TLy pmnul mLOTGÓ. 

apTLty wmpuls oiunsnaT Gpasrat sd: (Overcoming the 
Communication Barriers): 

G5TLY uTSlGò. 

GDlusns B6 . 
aauuu " 



2. aoTouur, Qun go apafl oun aGor uw uG6 Bú uL Gau tG. 

616d60T wLLla 
uyuu &Ò, Lop pata6 

4. urlond pona 
t s6LÒ 

uonppwnm 

5. ud ur« (informal) 
uus uGs15: 9 mpwnm (formal) siDs a5nLt tlmat 

olp uadura (Informal) 8psu Gu&as8mT 
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Gun 
anolov6p 

aprLU 

(1) 6 ogu IF 6d 66h (Incoming or inwards mail) 
(2) aoustfl& Co d gNLb F 6d 86 (Outgoing or outwards mail) 
(3) 6p s T)d a5 Buun 6 66d (Inter-Department mail) 

6 6 66uT 

(Packets). 
(Remittance) 

flwnss HLD86ÚUL 

S5d 6IM p n M D Ba): (Organisation of Mailing Department) 

&Murs 
6 Lo sÚUL durGb. 

un g5la asúuG«lt pE5. Ulst 6L Us01s6 6 

nrpi5 (Opening. Sorting 
and distribution of inward mail) 

2. ulad 550)sMOm Gosls sad (Collecion of information for replies) 
mAuyB BlLad (Typiug and sigining of 

rcplies) 
4 (Dispa�ching the 

outward mail) 

Gun 5oT DU us 

(Volume of mail handled) Qurgsslqm& 6lsi m QuTgIT 
(Indivudual 

Department) d wgi 6mLDwùuGBBÜUL FA51mmumad msuisTÚULoTD 

GlurgiaT6 Gurfw 

5 ad uL L 5Ipuursd 

55 00o sTLt Mu lpùursq, pouursod Arusgd sInsGuGU. 



SFd AmD L 9durß%at 
(Arrangements wich the post office) 

(Post Office) Gru Qsroi slei p glw 
QuL 196 6m 6 

S IL 
(Post bux 

uTLÚUGlt pi. G6flnt Bumad&M 6TT 

puy ghunßsmT Qsrst leh pa. ipuy 

(1)suro uL 6a: (Post Boxes) 

luL 66TT Gulu 

BuT 
uBlo 

MLD 
56011 

GFuuuLr5 
GT 6 

QsGs suußslsh psi (Post Box numbet) 
slmuuL 

55uT 
ardúuGslst p. @¢Apúy dunLg 

5 uT 

QuL ulgust om 

(2)5u ad usat: (Post Bags) 

yp mpulad bUIT 

lu buL 
úDUulod 

rlu Pmpulo 

(Routine)) 
sm6urOTúußslst pa, 

SI F)6amsTu Qu5od: (teceiving the mail) 
Qun5ITs 

uL 
QupùuGsli ps. 6 

úu ud 
m muò (Ioward mail) u ms Gsrst si pit. ua 



)&amu Ui p6d: (Sorting the mail) 
QupùuLL 6IL bLUm ad 6h 

UN 

GswuULL& 
619 5LD (Urgent letter). U 

N5dsm 1 ps sd:(Opening the mail) 
5 uad so 

3. 

5alulTU p suuGlh pa 

lsm 6T uw uY$TI6p. puuB 
GsuuùuL Gou b. uunBisTs 5TLDBLO 

Bp suL LL (envelope) 
6T6 UUL 16ul 

4. & 6d s m6T ot 60rud a Q6u gad: (Scrutiny of letters) 

519 5b 

d ( P% Elmgun0sad: (Stamping the mail) 
616d6 

5. 

(LP5 5g mu 
G 60GLb. 

P5 (Rubber stamp) 5unns 
61 600 

Júut 

65 &nT UBl6s Gau5ad: (Recording thc mail1) 
6. 

6T 600T UIg uGaL 96 (inward mai Register) ul ruu 

19 5 
1 6pul st uut, Quguat 
6T 630T Gurg Uuuwu Quut, AsTLtymLu 

Guur 

7. 8 6) &ma upMG50d: (Distributing ll1e mail) 6t 6b 

wl Qunpuun u s 6rl td 6LLoT (G. 5pula 

ApmL L1 m6: (Flex up action) 
QupúuLL 

8. 

6 b. 
6ulad 8suulab 

wrad npujd, 
17 



Bp mu 8stslunsq iT6 b. DumST 6L (6D 5 0611 

6Lp: (Proceduce for handling 
outgoing or outward mail) 

lgapo 
AÚuoußLo 

619 55 m6TT 

56 6 LOT 6 suuß Gu. 
5TLD5DI& 6d 605 ÜUUutLnd 5601 

619 51E&m65u Ms sad: (Preparation of letters) 
2tlw mpull6d 

5LL&S 

1. 

u6Tl& 5wmls6 Gami OL . 

GFuw ULLST66T 6806WT 61 (9 5UULLSTS8un, 

IUuUuGslsipai. 

s luruulLo: (Signdture) 
5 19 55Bi 5 6t 

5lTlulLo 

2. 

IÚUUuGu5DG Quniu ut 

3. unt m a Lad: (Assigning reference number) 

s14 58 6 6T Dis5od: (Folding of letters) 4. 

Lo1gu y 

5. 2 puhG sad: (Enveloping) 

Glo6luld 5Sung 
uwet uGssúuGslipa, 

(Window envelope 
pmpulod 

6. psunG5a): (Addressing) 
6 D&6 Dul 

DIU Uoußuafls (Un Mlurs 6T5 UL Ro. 



GsuwuLGa Gu. 
519 5LD UUUuL 

7. 6ms c6m @pa:(Sealing of letters) 2lu 6m pulad 6195 @LnULLU upg mpmu um (gum) p6Du 
9LL Gulu 

slsot 
8. I6Bmo qLG5d: (Stamping) 

rlu 5uTU 5 60 605 6 LLOUL 
Qunpls GD Go6aLo. 

lmu 
Qurlu 

(Franking machine) uwu®s 5isl m. 
9. GooflGs od gud T0. u8aLig uslspad: (Entering in outward mail register) 

uT l 
AIUYMs JLg6d (Depatch register) uBla Gsiu Ga GL. 
10. &ala) 96Bed: (Despatching) 

SIQIUUUuL LUUGsi p. 
nuùußslt p Ul Bunad w5luy Gs M55 Go 6 1g 5ura) (V. P. P.) 

(Local letters) Ju6vT6nt &6T 

19 
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