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e¨emvq cÖwZôvb m¤ú~Y© GKKfv‡e e¨emvwqK Kvh©µg cwiPvjbv Ki‡Z cv‡i bv| e¨emvq cÖwZôv‡bi Af¨šÍixY 

wewfbœ ch©v‡qi Kgx© I Kg©KZ©v‡`i g‡a¨ AbeiZ †hvMv‡hvM Ki‡Z nq e¨emvwqK jÿ¨ AR©b Kivi Rb¨| Avevi 

e¨emvwqK Kvh©µg mdjZvi mv‡_ m¤úbœ Kivi Rb¨ e¨emvq cÖwZôv‡bi evwn‡iI wewfbœ e¨w³ ev cÖwZôv‡bi mv‡_ 

†hvMv‡hvM Ki‡Z nq| AZGe e¨emv‡qi cÖwZôv‡bi evB‡i I wfZ‡i bvbv ai‡bi gva¨g e¨envi K‡i cÖZ¨ÿ I 

c‡ivÿfv‡e RwoZ bvbv †kÖYxi e¨w³ I cÖwZôv‡bi mv‡_ †hvMv‡hvM Kivi gva¨‡g e¨emvwqK jÿ¨ AR©b Kiv m¤¢e 

nq| BDwbU 1 G e¨emvq †hvMv‡hvM m¤ú‡K© aviYv †`Iqv n‡q‡Q; G BDwb‡U wZbwU cvV i‡q‡Q| cÖ_g cv‡V e¨emvq 

†hvMv‡hv‡Mi cÖv_wgK aviYv †`Iqv n‡q‡Q| wØZxq cv‡V e¨emvq †hvMv‡hv‡Mi ˆewkó¨, D‡Ïk¨ I ¸iæZ¡ e¨vL¨v Kiv 

n‡q‡Q| Gici Z…Zxq cv‡V Kvh©Ki e¨emvq †hvMv‡hv‡Mi ¸iæZ¡c~Y© DcKiY I m¤úwK©Z welqmg~n Av‡jvPbv Kiv 

n‡q‡Q| 

 

 

 

BDwbU mgvwßi mgq   BDwbU mgvwßi m‡e©v”P mgq 2 mßvn 

GB BDwb‡Ui cvVmg~n 

 

cvV- 1.1 : e¨emvq †hvMv‡hvM: aviYv I cÖwµqv 

cvV- 1.2 : e¨emvq †hvMv‡hv‡Mi ˆewkó¨, D‡Ïk¨ I ¸iæZ¡mg~n 
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e¨emvq †hvMv‡hvM: aviYv I cÖwµqv 

Business Communication: Concept and Process 

 

D‡Ïk¨ 

G cvV †k‡l Avcwb 

 †hvMv‡hvM m¤ú‡K© aviYv cv‡eb; 

 e¨emvq ‡hvMv‡hvM m¤ú‡K© aviYv cv‡eb; 

 e¨emvq †hvMv‡hvM Kivi wewfbœ cwiw¯’wZ  e¨vL¨v Ki‡Z cv‡eb; Ges 

 †hvMv‡hv‡Mi cÖwµqv e¨vL¨v Ki‡Z cvi‡eb| 

 

†hvMv‡hv‡Mi aviYv  

Concept of Communication 
gvbyl mvgvwRK Rxe| msNe× gvbe mgv‡R gvbyl‡K cÖwZwbqZ †hvMv‡hvM Ki‡Z nq bvbv cÖ‡qvR‡b| mnR K_vq, 

`yB ev Z‡ZvwaK e¨w³i g‡a¨ fve wewbgq Kiv‡KB †hvMv‡hvM e‡j| wPÎ 1.1 †_‡K mvaviY †hvMv‡hvM e¨e¯’vi aviYv 

cvIqv hvq| e¨vcK A‡_©, wbw`©ó jÿ¨ AR©‡bi Rb¨ fve, Z_¨, aviYv I wPšÍv-fvebv Av`vb-cÖ̀ vb Kiv‡KB 

‡hvMv‡hvM ejv nq| gvbe Rxe‡bi cÖwZwU †ÿ‡Î Z_¨ ev fv‡ei Av`vb-cÖ̀ vb LyeB cÖ‡qvRb| A‡bK mgq ïaygvÎ 

†Uwj‡dvb Kiv ev wPwVc‡Îi gva¨‡g Z_¨ Av`vb-cÖ̀ vb Kiv‡KB ‡hvMv‡hvM g‡b Kiv nq| cÖK„Zc‡ÿ, †Uwj‡dvb, 

wPwVcÎ QvovI gy‡LvgywL K_v ejv, B‡gBj, Avevi AvKvi-Bw½Z, fve-fw½ BZ¨vw`i gva¨‡gI †hvMv‡hvM Kiv nq| 

wbw`©ó jÿ¨ AR©‡bi Rb¨ GKvwaK e¨w³i g‡a¨ Z_¨, aviYv I wPšÍv-fvebvi cvi¯úwiK wewbgq Kivi cÖwµqv‡K 

†hvMv‡hvM e‡j| 

Newman and Summer Gi g‡Z, “Communication is an exchange of facts, ideas, opinions or 
emotions by two or more persons”. A_©vr, †hvM‡hvM n‡jv `yB ev Z‡ZvwaK e¨vw³i g‡a¨ †Kv‡bv NUbv, 

aviYv, gZvgZ ev Av‡e‡Mi wewbgq| 

Weihrich and Koontz Gi g‡Z, “Communication is the transfer of information from a sender to a 
receiver, with the information being understood by the receiver”. A_©vr, cÖvc‡Ki †evaMg¨Zv 

Abyhvqx, Z_¨ †cÖi‡Ki wbKU n‡Z cÖvc‡Ki wbKU Z‡_¨i ’̄vbvšÍi‡K †hvMv‡hvM e‡j| 

 

 

 

 

wPÎ-1.1: mvaviY †hvMv‡hvM e¨e¯’v 

DcwiD³ Av‡jvPbv †_‡K †hvMv‡hv‡Mi wb‡¤œv³ ˆewkó¨¸‡jv cwijwÿZ nq- 

 †hvMv‡hvM GKvwaK c‡ÿi g‡a¨ msMwVZ nq; 

 †hvMv‡hv‡Mi gva¨‡g A_©c~Y© msev` ev fv‡ei Av`vb-cÖ̀ vb Kiv nq; 

 †hvMv‡hvM Kivi Rb¨ wbw`©ó gva¨g e¨envi Kiv nq; 

 †hvMv‡hv‡M Av`vb-cÖ̀ vbK…Z Z_¨ cÖvc‡Ki Kv‡Q †evaMg¨ n‡Z nq; 

 †hvMv‡hvM wØcÿxq cÖwµqv e‡j †cÖiK I cÖvcK g‡a¨ djveZ©b msNwUZ nq| 

A_©vr, ‡hvMv‡hvM n‡”Q GKwU cÖwµqv hvi gva¨‡g `yB ev Z‡ZvwaK e¨w³, cÿ ev cÖwZôv‡bi g‡a¨ Z_¨vw`, fve, 

gZvgZ, Av‡eM-Abyf‚wZ, msev`, NUbv BZ¨vw`i wewbgq nq| 

†cÖiK 

cÖvcK 

Z_¨ 

djveZ©b 

 

cvV 1.1 



GgweG ‡cÖvMªvg 
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e¨emvq ‡hvMv‡hv‡Mi aviYv  

Concept of Business Communication 
†hvMv‡hv‡Mi GKwU ¸iæZ¡c~Y© Ask n‡jv e¨emvq †hvMv‡hvM| GK K_vq e¨emvq cwiPvjbv msµvšÍ †hvMv‡hvM‡K 

e¨emvq †hvMv‡hvM e‡j| e¨vcK A‡_©, e¨emvq cwiPvjbvi Rb¨ Drcv`b, eÈb Ges G‡`i mnvqK Kvh©µg 

cwiPvjbvi Rb¨ cÖwZôv‡bi Af¨šÍixY Ges evwn¨K wewfbœ e¨w³ I cÖwZôv‡bi mv‡_ fve, Z_¨, a¨vb-aviYvi Av`vb-

cÖ̀ vb Kiv‡KB e¨emvq †hvMv‡hvM e‡j| myZivs, GKwU cÖwZôv‡bi D‡Ïk¨ AR©‡bi Rb¨ e¨emv‡qi mKj c‡ÿi mv‡_ 

Z_¨, fve, aviYvi Av`vb-cÖ̀ vb Kiv‡K e¨emvq †hvMv‡hvM e‡j| GKwU cÖwZôv‡bi mdjZv A‡bKvs‡kB wbf©i K‡i 

myôz Kvh©Ki e¨emvq †hvMv‡hv‡Mi Dci| 

 

e¨emvq ‡hvMv‡hv‡Mi cwiw¯’wZ  

Situations of Business Communication 
‡h‡Kv‡bv e¨emvq cÖwZôv‡b cÖwZw`b cÖwZ g~û‡Z© Af¨šÍixY I evwn¨Kfv‡e Avevi e¨w³MZfv‡eI, wewfbœ ai‡Yi Z_¨ 

GK ¯’vb †_‡K Av‡iK ¯’v‡b cÖevwnZ n‡”Q| ‡ewkifvM mgq †`Lv hvq †h, DaŸ©Zb Kg©KZv©i KvQ †_‡K Z_¨ ev 

wb‡`©kbv Aa¯Íb Kg©KZv©i Kv‡Q AvbyôvwbKfv‡e cÖ̀ vb Kiv nq|  Aa¯Íb Kgx©‡`i Z_¨, wb‡`©kbv, Av‡`k BZ¨vw` 

cÖ̀ v‡bi gva¨‡g cÖvwZôvwbK D‡Ïk¨ mdjfv‡e AR©b Kiv m¤¢e nq| Avevi A‡bKmgq, Aa¯Íb Kg©KZ©vI Zv‡`i 

m¤úbœK„Z Kv‡Ri Ae¯’v, mgm¨v ev Riæwi Z_¨ DaŸ©Zb Kg©KZv©‡K mieivn K‡i| e¨emvq cÖwZôv‡b †hvMv‡hvM Kivi 

†ÿ‡Î Ae¯’vb, e¨w³, mgq ev cwiw¯’wZ Abyhvqx AvbyôvwbK ev AbvbyôvwbK ‡bUIqvK© e¨envi Kiv nq| cÖwZôv‡b 

AvbyôvwbK †bUIqv‡K©i gva¨‡g cÖwZwôZ I cÖPwjZ cÖavb gva¨g e¨envi K‡i wewfbœ cÖwZ‡e`b, B‡gBj, Av‡`k, 

wb‡`©kbv ev evZv© Av`vb-cÖ̀ vb nq|  GB †hvMv‡hvM cÖwZôv‡bi Af¨šÍixY I evwn¨K e¨w³ ev Ab¨vb¨ cÖwZôv‡bi 

mv‡_ n‡Z cv‡i| cÖwZôv‡bi Af¨šÍixY Kg©KZv© I Kg©Pvix‡`i mv‡_ †hvMv‡hvM Kivi Rb¨ mfv, cÖwZ‡e`b ev Ab¨vb¨ 

gva¨g e¨envi Kiv nq| Avevi, AbvbyôvwbK †bUIqvK© e¨envi K‡i e¨w³MZfv‡eI Z‡_¨i wewbgq nq| cÖwZôv‡bi 

ai‡Yi Dci e¨emvq †hvMv‡hv‡Mi wewfbœZv jÿ¨ Kiv hvq| D`vniY wn‡m‡e ejv hvq, †Kv‡bv e¨vsK MÖvnK‡K Zvi 

GKvD›U ev wnmv‡ei Z_¨ †`evi Rb¨ B‡gBj, wPwV, †Uwj‡dvb ev gy‡LvgywL Av‡jvPbvi gva¨‡g †hvMv‡hvM Kiv nq| 

Avevi, e¨vsK cªmvi I cÖPv‡ii Rb¨ ‡Uwjwfkb ev ˆ`wbK cwÎKv‡Z weÁvcb w`‡q _v‡K| Ab¨w`‡K, ‡QvU †Kv‡bv 

Pv‡qi †`vKv‡b †fv³v ev Kg©Pvix‡`i mv‡_ mivmwi K_v e‡j Z_¨ ev evZ©v Av`vb-cÖ̀ vb Kiv nq| Ab¨w`‡K, 

cÖwZôv‡bi †fŠ‡MvwjK Ae¯’vb Abyhvqx wewfbœ GjvKv ev †`‡ki Awd‡mi mv‡_ †hvMv‡hvM Kivi Rb¨ B‡gBj, 

†gvevBj, ev †UwjKbdv‡iwÝs BZ¨vw` †hvMv‡hvM gva¨g e¨envi Kiv nq|    

e¨emvq ‡hvMv‡hvM cÖwµqv  

Business Communication Process 

†h c×wZ ev †KŠkj cÖ‡qvM K‡i e¨emvq cÖwZôv‡b †hvMv‡hvM Kiv nq Zv‡K e¨emvq †hvMv‡hv‡Mi cÖwµqv ev c×wZ 

ejv nq| †cÖiK †Kv‡bv evZ©v ev Z_¨ MÖvn‡Ki wbKU †cÖi‡Yi †ÿ‡Î ‡h avivevwnK MwZc_ ev ci¯úi m¤úK©hy³ 

Abyµg AbymiY K‡i, Zvi mgwó‡K †hvMv‡hvM cÖwµqv e‡j| A_©vr, †hvMv‡hvM cÖwµqv n‡jv `yB ev Z‡ZvwaK c‡ÿi 

g‡a¨ †hvMv‡hvM ¯’vc‡bi KwZcq ¯Íi ev av‡ci mgwó| wb‡P †hvMv‡hvM cÖwµqv wPÎ 1.2 Gi gva¨‡g Dc¯’vcb Kiv 

n‡jv:

cªwZeÜKZv 

gva¨g wbev©Pb  

evZv©  MÖnY  aviYvi Dbœqb 

‡cÖiY‡hvM¨ K‡i 

evZv© mvRv‡bv 

cªwZwµqv evZv©i A‡_©v×vi 

wPÎ 1.2: †hvMv‡hvM cÖwµqv 

 

evZ©v †cÖiY 
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 aviYvi Dbœqb (Developing Idea): ‡hvMv‡hvM cÖwµqvq me©cÖ_g evZ©v †cÖiK ev †hvMv‡hvMKvix Kx welq wb‡q 

†hvMv‡hvM Ki‡e, †m welqwU wVK Ki‡Z nq| A_©vr, †cÖiK Kx wel‡q, KLb, †Kv_vq, Kxfv‡e †hvMv‡hvM Ki‡Z 

Pvq Zvi GKwU iƒc‡iLv wba©viY Ki‡e| ZvB, †hvMv‡hvM cÖwµqvi G ¯Íi‡K cwiKíbv ¯ÍiI ejv n‡q _v‡K| 

 †cÖiY‡hvM¨ K‡i mvRv‡bv (Encoding): cÖvcK ‡hb mn‡RB g~j welqwU Dcjwä Ki‡Z cv‡i GRb¨ †cÖiK‡K 

wewfbœ kã, ms‡KZ, cÖZxK ev †Kv‡Wi mvnv‡h¨ myk„•Ljfv‡e I mn‡R †evaMg¨ fvlvq †cÖiY Ki‡Z nq †hb 

cÖvcK mn‡R eyS‡Z cv‡i|  

 gva¨g wbe©vPb (Selecting Media): cÖvc‡Ki wbKU evZ©vwU †cÖi‡Yi Rb¨ wbw`©ó †Kv‡bv gva¨‡gi mvnvh¨ wb‡Z 

nq| mvaviYZ †gŠwLK K_vevZ©v, wjwLZ cªwZ‡e`b, †gvevBj, †Uwj‡dvb, †Uwjwfkb, †iwWI, d¨v·, B›Uvi‡bU, 

B-‡gBj, cÎ-cwÎKv cÖf…wZ †hvMv‡hv‡Mi gva¨g wn‡m‡e e¨eüZ n‡Z cv‡i| G Qvov kã, aŸwb, ms‡KZ, cÖZxK, 

wPý, †cÖi‡Ki g‡bvfve, e¨w³Z¡, c`gh©v`v, wbieZv cÖf…wZI †hvMv‡hv‡Mi gva¨‡g wn‡m‡e e¨eüZ n‡q _v‡K| 

†hvMv‡hvMKvix‡K evZ©v cÖi‡Yi Rb¨ myweavRbK GK ev GKvwaK gva¨g evQvB K‡i wb‡Z nq| 

 evZ©v †cÖiY (Transmitting Message): gva¨g wbe©vPb Kivi ci evZ©v †cÖiYKvix ‡mB gva¨g e¨envi K‡i evZ©v 

MÖnxZv ev cÖvc‡Ki wbKU †cÖiY K‡i _v‡K| Avi evZv© †cÖi‡Yi ci cÖvc‡Ki cÿ †_‡K †Kv‡bv cÖwZwµqv bv 

Avmv ch©šÍ †hvMv‡hvM Kvh©µg eÜ _v‡K| Z‡e, †gŠwLK †hvMv‡hv‡Mi †ÿ‡Î mvaviYZ ZvrÿwbKfv‡e cÖwZwµqv 

cvIqv hvq| 

 evZ©v MÖnY (Receiving Messages): ‡hvMv‡hvMKvix †h evZ©v †cÖiY K‡ib Zv cÖvcK MÖnY K‡i _v‡Kb| A‡bK 

mgq †cÖwiZ evZ©v wewfbœ ai‡bi cÖwZeÜKZv Øviv evavMȪ Í, weK…Z ev bó n‡q †h‡Z cv‡i|  

 A‡_©v×vi (Decoding): evZ©v cÖvwßi ci cÖvcK Zvi wbR¯^ Ávb, AwfÁZv I MÖnY‡hvM¨Zvi wfwË‡Z evZ©v‡K 

web¨vm, Dcjwä I e¨vL¨v K‡i _v‡K Ges cÖK…Z A‡_©v‡×vi Kivi †Póv K‡i _v‡K| A‡bK mgq GKB evZ©vi A_© 

cÖvcK‡`i Kv‡Q wfbœ wfbœ n‡q _v‡K, e¨w³ we‡k‡l Gi ZviZg¨ n‡q _v‡K| mdjfv‡e wW‡KvwWs ev A‡_©v×vi 

Kivi Ici Kvh©Ki †hvMv‡hvM A‡bKvs‡k wbf©i K‡i| 

 mvov (Response): cÖvcK evZ©v cvevi ci Zv Abyaveb K‡i evZv©wU MÖnY ev eR©b Kivi gva¨‡g cÖwZwµqv 

Rvbv‡Z cv‡i| hw` eR©b K‡i Zvn‡j †hvMv‡hvM cÖwµqv †kl n‡q hvq| Avevi, cÖvcK evZ©vwU MÖnY K‡i †h 

†Kv‡bv mgq (ZvrÿwYKfv‡e ev cieZ©x‡Z) G evZ©vi wecix‡Z mvov (Response) w`‡Z cv‡i, hv djveZ©b 

(Feedback) bv‡g cwiwPZ| Gfv‡eB †hvMv‡hvM cÖwµqv m¤úbœ nq ev cÖwµqvwU Pj‡Z _v‡K| 

Dc‡ii Av‡jvPbv n‡Z †`Lv hvq, evZv© ev Z‡_¨i m„wó ev Drm n‡Z ïiæ K‡i `yB ev Z‡ZvwaK e¨w³i g‡a¨ Z‡_¨i 

†cÖiY, MÖnY I cÖZz¨Ë‡ii R‡b¨ M„nxZ mKj Kvh©µg ev c×wZB n‡jv †hvMv‡hvM cÖwµqv| 

 

 

mvims‡ÿc:  

`yB ev Z‡ZvwaK e¨w³, cÿ ev cÖwZôv‡bi g‡a¨ Z_¨vw`, fve, gZvgZ, Av‡eM-Abyf‚wZ, msev`, NUbv BZ¨vw`i 

wewbgq‡K †hvMv‡hvM e‡j| GKwU cÖwZôv‡bi D‡Ïk¨ AR©‡bi Rb¨ e¨emv‡qi mKj c‡ÿi mv‡_ Z_¨, fve, aviYv 

Av`vb-cÖ̀ vb Kiv‡KB e¨emvq †hvMv‡hvM e‡j| †hvMv‡hvM †Kvb Ae¯’vb †_‡K ïiæ nq Ges †Kv_vq ‡kl nq, GB 

ïiæ †_‡K †kl Kivi MwZ aviv‡KB †hvMv‡hv‡Mi cÖwµqv e‡j| †hvMv‡hvM cÖwµqvi avc¸‡jv n‡jv- aviYvi Dbœqb, 

†cÖiY‡hvM¨ K‡i mvRv‡bv, gva¨g wbe©vPb, evZ©v †cÖiY, evZ©v MÖnY, A‡_©v×vi, Ges mvov| 
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e¨emvq †hvMv‡hv‡Mi ˆewkó¨ I D‡Ïk¨  

Characteristics and Objectives of Business Communication 

 

D‡Ïk¨ 

G cvV †k‡l Avcwb 

 ‡hvMv‡hv‡Mi ‰ewkó¨ e¨vL¨v Ki‡Z cvi‡eb; Ges 

 ‡hvMv‡hv‡Mi D‡Ïk¨mg~n Rvb‡Z cvi‡eb|  

 

e¨emvq ‡hvMv‡hv‡Mi Acwinvh© ‰ewkó¨mg~n  

Essentials Characteristics of Business Communication 
e¨emvq cÖwZôv‡bi mdjZv AR©b mnR nq DËg †hvMv‡hvM cÖwZôv Kivi gva¨‡g| wKš‘, DËg I Kvh©Kix †hvMv‡hvM 

n‡Z n‡j KZ¸‡jv Acwinvh© ¸Yvewj _vKv cÖ‡qvRb| wb‡¤œ Zv Av‡jvPbv Kiv n‡jv- 

1. fvebv (Thought): †hvMv‡hvM ïiæ Kivi c~‡e©B †hvMv‡hvMKvix‡K Gi fve I A_© m¤ú‡K© ¯úó aviYv AR©b 

Kiv cÖ‡qvRb| Gici †mB fve ev A_© Abyhvwq †hvMv‡hvM cÖwµqv ïiæ Kiv nq| 

2. D‡Ïk¨ wba©viY (Determining Objectives): †hvMv‡hv‡Mi c~‡e©B †hvMv‡hvMKvix‡K †hvMv‡hvM Kivi Avmj 

D‡Ïk¨ Rvb‡Z nq| †Kb ev Kx Kvi‡Y ‡hvMv‡hvM Ki‡Z n‡e, †m m¤ú‡K© †hvMv‡hvMKvix‡K wePvi we‡kølY 

K‡i Gi Avmj D‡Ïk¨ ev jÿ¨ w¯’i Ki‡Z nq| 

3. gva¨g (Media): †hvMv‡hv‡Mi Rb¨ wewfbœ gva¨g i‡q‡Q| †hgb- wjwLZ I †gŠwLK wPwVcÎ, `~ivjvcbx, 

`jxq mfv, msev`cÎ, Kg©x‡`i g‡a¨ wPiKzU weZiY BZ¨vw`| †hvMv‡hvM Kivi c~‡e© †hvMv‡hvMKvix‡K mwVK 

gva¨g wbe©vPb Kiv cÖ‡qvRb nq| 

4. †cÖiK I cÖvc‡Ki m¤úK© (Relationship between Sender and Receiver): msev` †cÖiK I cÖvc‡Ki 

ga¨Kvi AZxZ Ges eZ©gvb m¤úK© we‡ePbv K‡i †hvMv‡hv‡Mi Abywjwc ˆZwi Ki‡Z nq| Gi d‡j 

†hvMv‡hv‡Mi Kvh©KvwiZv e„w× cvq| 

5. mgq we‡ePbv (Timeliness): GKwU wbw`©ó mg‡q †Kv‡bv GKwU wbw`©ó D‡Ïk¨ AR©‡bi Rb¨ evZ©v ‡cÖiY Kiv 

n‡q _v‡K| wbw`©ó mg‡q hw` evZ©vwU ‡cÖiY Kiv bv nq, Z‡e †hvMv‡hv‡Mi D‡Ïk¨ e¨nZ n‡Z cv‡i| ZvB, 

†hvMv‡hvMKvix‡K †hvMv‡hv‡Mi mgq we‡ePbv Ki‡Z nq| 

6. ¯úó evZ©v (Message Concreteness): †hvMv‡hvM wjwLZ ev †gŠwLK †hiKgB †nvK, †hvMv‡hvM evZ©v ev 

†cÖi‡Ki e³e¨ MÖvn‡Ki wbKU Aek¨B my¯úó I cwi®‹vi n‡Z n‡e; bZzev MÖvn‡Ki wbKU n‡Z AbyK‚j 

cÖZz¨Ëi Avkv Kiv hv‡e bv| 

7. mswÿßZv I mnR‡eva¨Zv (Conciseness and Simplicity): †hvMv‡hv‡Mi K‡jei mswÿß Z‡e Z_¨eûj I 

cÖvmw½K nIqv evÃbxq| ms‡ÿ‡c, cÖvmw½K e³e¨ †ck Ki‡j †hvMv‡hv‡Mi D‡Ïk¨ mdj n‡Z cv‡i| 

Avevi, †hvMv‡hv‡Mi welqe¯‘ hw` mnR‡eva¨iƒ‡c Dc¯’vcb Kiv hvq, Z‡e evZ©vMÖvnK †hvMv‡hvMKvixi 

g‡bvfve eyS‡Z mÿg nq| d‡j, †hvMv‡hv‡Mi D‡Ïk¨ mdj nq| 

8. m¤ú~Y© evZv© (Complete Message): evZv© ‡cÖi‡Yi mgq m¤ú~Y©iƒ‡c evZ©vwU cȪ ‘Z K‡i Dc¯’vcb Kiv 

cÖ‡qvRb| G‡Z cÖvcK ev MÖvnK mv_©Kfv‡e evZ©vi Z_¨ Av`vb-cÖ̀ vb Ki‡Z cv‡i| Ab¨w`‡K evZ©vi Am¤ú~Y© 

ev AvswkK Dc¯’vcbvq MÖvnK evZ©vwU eyS‡Z cv‡i bv GgbwK mwVK cÖZz¨Ëi w`‡ZI e¨_© nq| 

cvV-1.2 
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9. wbfz©jZv (Correctness): †hvMv‡hv‡Mi evZ©v ev welqe¯‘ Aek¨B wbfz©j n‡Z nq| KviY welqe¯‘‡Z fzjÎæwU 

_vK‡j Zv cvV‡Ki g‡b weiƒc cÖwZwµqvi m„wó Kivi mv‡_ mv‡_ †hvMv‡hvMKvixi ¸YMZgvb m¤ú‡K©I 

evZ©vMÖnxZv mw›`nvb nq| ZvB, evZ©vi welqe¯‘‡Z hv‡Z †Kv‡bv fzjÎæwU bv _v‡K †mw`‡K †hvMv‡hvMKvixi 

mRvM `„wó ivL‡Z nq| 

10. djveZ©b (Feedback): djveZ©b cÖwµqvi gva¨‡g †hvMv‡hv‡Mi mv_©KZv hvPvB Ki‡Z nq| evZ©vMÖvnK 

evZ©vi Zvrch© eyS‡Z †c‡i‡Q wKbv, ey‡S _vK‡j G wel‡q Zvi cÖwZwµqv wK-Zv Rvb‡Z cvi‡j 

†hvMv‡hvMKvixi c‡ÿ DbœZZi †hvMv‡hvM c×wZ Aej¤b̂ Kiv m¤¢e nq| 

e¨emvq †hvMv‡hv‡Mi D‡Ïk¨mg~n  
Objectives of Basiness Communication 

†Kv‡bv e¨emvq msMV‡bi mvwe©K Kj¨vY I Dbœqb mvab n‡”Q e¨emvq †hvMv‡hv‡Mi g~j D‡Ïk¨| msMV‡bi me©̄ Í‡i 

Kvh©Ki †hvMv‡hvM e¨e¯’v cÖwZôvi gva¨‡g Kj¨vY I Dbœqb wbwðZ Kiv m¤¢e| †hvMv‡hv‡Mi cÖavb jÿ¨ n‡”Q 

cÖwZôv‡bi jÿ¨ w¯’i Ges Zv AR©‡bi Rb¨ bxwZ wba©viY I cwiKíbv cÖbqb K‡i G¸‡jv Kvh©Kifv‡e ev¯Íevqb 

Kiv| cÖwZôv‡bi jÿ¨ AR©‡b †hvMv‡hv‡Mi D‡Ïk¨‡K wb‡¤œ Dc¯’vcb Kiv n‡jv: 

(K) cÖwZôv‡bi Kvh© m¤úv`b msµvšÍ D‡Ïk¨mg~n (Objectives about the Accomplishment of the 
Organizational Functions): cÖwZôv‡bi Kvh© m¤úv`bmsµvšÍ †hvMv‡hv‡Mi D‡Ïk¨vewj wb‡¤œ Av‡jvPbv Kiv n‡jv- 

1. mvsMVwbK jÿ¨ AR©b Kiv (To Achieve Organizational Goals): mvsMVwbK jÿ¨ AR©‡bi Rb¨ 

cÖwZôv‡bi mKj ¯Í‡ii e¨e¯’vcbv I kÖwgK-Kg©x‡`i cÖ‡Póv Acwinvh©| Kvh©Kifv‡e †hvMv‡hv‡Mi gva¨‡g 

avivevwnK wewfbœ Z_¨ I wb‡`k©bv Av`vb cÖ̀ v‡bi gva¨‡g msMV‡bi D‡Ïk¨ AR©b Kiv m¤¢e nq| 

2. Z‡_¨i Av`vb-cÖ̀ vb (Exchange of Information): e¨emv‡qi jÿ¨ AR©‡bi Rb¨ Z‡_¨i Av`vb-cÖ̀ vb 

cÖ‡qvRb| e¨emvq †hvMv‡hv‡Mi cÖavb D‡Ïk¨ n‡jv wewfbœ Drm n‡Z Z_¨msMÖn Kiv Ges Zv mswkøóc‡ÿi 

wbKU †cŠ‡Q †`qv| 

3. `ÿZv e„w× (Increase Efficiency): †hvMv‡hvM e¨e¯’v Kg©x‡`i wbKU wewfbœ Z_¨ mieivn K‡i Zv‡`i 

Kvh©̀ ÿZv e„w×‡Z mnvqZv K‡i, hv‡Z Kg©xiv wbcyYZvi mv‡_ Kg© m¤úv`b Ki‡Z cv‡i| 

4. cwiKíbv cÖYqb (Formulate Plans): e¨emv‡qi jÿ¨ AR©‡bi Rb¨ mylg cwiKíbv ˆZwi Ki‡Z nq| 

cwiKíbv cÖYq‡bi mgq wewfbœ Z‡_¨i `iKvi nq| Avi †hvMv‡hvM e¨e¯’v G ai‡bi Z_¨ mieivn K‡i 

cwiKíbv cÖYq‡b mnvqZv K‡i _v‡K| 

5. mgš̂qmvab (Coordinate): cÖwZôv‡bi e¨e¯’vcK, wbe©vnx Awdmvi Ges Kg©x‡`i mymsMwVZ Kiv Ges 

wewfbœ wefv‡Mi Kv‡Ri g‡a¨ mgš̂qmvab Kiv †hvMv‡hv‡Mi D‡Ïk¨| 

6. Kg©m~wPi cwieZ©b (Change of Programs): cÖvwZôvwbK †Kv‡bv Kg©m~wPi cwieZ©b Kiv n‡j e¨e¯’vcbv 

KZ…©cÿ Zv †hvMv‡hv‡Mi gva¨‡g mKj‡K AewnZ K‡i _v‡Kb, hv‡Z e¨emvwqK Kvh©m¤úv`‡b †Kv‡bv e¨vNvZ 

m„wó bv nq| 

7. m‡PZbZv m„wó (Create Consciousness): cÖwZôv‡bi cÖwZwU Kg©x‡K Zvi `vwqZ¡ I KZ©e¨ m¤^‡Ü m‡PZb 

_vK‡Z n‡e| Zv bv n‡j, †m Zvi KvR myôzfv‡e m¤úbœ Ki‡Z cvi‡e bv| Kg©x‡`i g‡a¨ Zv‡`i `vwqZ¡ I 

KZ©e¨ m¤^‡Ü m‡PZbZv m„wóI †hvMv‡hv‡Mi D‡Ïk¨| 

8. Kg©̂ bcyY¨ e„w×  (Increasing Skill): Z_¨, fve, Abyf‚wZ, bxwZ I wb‡`©k mwVK mg‡q wewbgq bv Ki‡j 

†Kv‡bv KvRB mwVKfv‡e m¤úv`b Kiv hvq bv| †hvMv‡hvM Gme Z_¨ I wb‡`©k wewbgq K‡i Kg©x‡`i 

Kg©‰bcyY¨ e„w× K‡i| 
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9. Kg© mš‘wó e„w× (Incerease Job Satisfaction): cÖwZôv‡bi Kgx©iv ‡hb Drmvn DÏxcbv Ges mn‡hvwMZvi 

g‡bvfve wb‡q KvR Ki‡Z cv‡i, †mRb¨ Zv‡`i g‡a¨ Kg© mš‘wó e„w× Ki‡Z n‡e| Avi, †hvMv‡hvM e¨e¯’vi 

Ab¨Zg D‡Ïk¨ n‡jv Kg©x‡`i g‡a¨ Kg© mš‘wó e„w× K‡i Zv‡`i‡K `ÿ Kg©x wn‡m‡e M‡o †Zvjv| 

10. Kg©x cÖwkÿY (Employee Training): cÖwkÿY e¨ZxZ Kg©x‡`i‡K `ÿ K‡i M‡o †Zvjv hvq bv| Avi 

†hvMv‡hvM e¨ZxZ cÖwkÿY Am¤¢e| cÖwkÿY `vb I MÖnY DfqB †hvMv‡hvM cÖwµqvi AšÍfz©³| 

11. kÖwgK-e¨e¯’vcbv m¤úK© (Employee-Management Relationship): cÖwZôv‡bi Af¨šÍ‡i myôz I kvwšÍc~Y© 

cwi‡ek eRvq ivLvi Rb¨ †mŠnv`©̈ c~Y© kÖwgK-e¨e¯’vcbv m¤úK© _vKv GKvšÍ cÖ‡qvRb| myZivs, †hvMv‡hvM 

e¨e¯’v kÖwgK I e¨e¯’vc‡Ki g‡a¨ Z‡_¨i Av`vb-cÖ̀ v‡bi gva¨‡g cÖwZôv‡bi kÖwgK-Kg©x I e¨e¯’vcbvi 

m¤ú‡K©i Dbœqb NUvq| 

(L) †hvMv‡hv‡Mi Ab¨vb¨ D‡Ïk¨mg~n (Other Objectives of Communication): ‡hvMv‡hv‡Mi Ab¨vb¨ D‡Ïk¨mg~n 

wb‡¤œ Av‡jvPbv Kiv n‡jv: 

1. Kg©x‡`i wbKU wb‡`©kbv I civgk© †cÖiY (Sending Direction and Advice to the Employees): 
cÖwZôv‡bi M„nxZ cwiKíbv, bxwZ I wewfbœ Kjv‡KŠkj ev¯Íevq‡bi j‡ÿ¨ e¨e¯’vcbv mg‡q mg‡q wbe©vnx I 

Aa¯Íb Kg©x‡`i wbKU wewfbœ cÖKvi wb‡`©kbv, civgk© I Dc‡`k †cÖiY K‡i _v‡K| G mKj civgk© I 

wb‡`©kbv h_vh_fv‡e mswkøó Kg©x‡`i wbKU †cuŠQv‡bvi e¨e¯’v †hvMv‡hv‡Mi gva¨‡g n‡q _v‡K| 

2. Kg©x‡`i cÖwZwµqv AewnZKiY (Informing Employees Reaction): cÖwZôv‡bi jÿ¨, bxwZgvjv, 

e¨e¯’vcbv c×wZ Ges wewfbœ Kg©m~wP EaŸ©Zb Kg©KZ©viv MÖnY K‡i _v‡Kb| Gme jÿ¨, bxwZgvjv, †cÖvMÖvg 

BZ¨vw` m¤^‡Ü Kg©x‡`i g‡bvfve (cÖwZK‚j/AbyK‚j) e¨e¯’vcbv I cÖkvmb‡K mwVKfv‡e AewnZ Kiv‡bv 

†hvMv‡hv‡Mi g~L¨ D‡Ïk¨| 

3. fwel¨r cwiKíbvi cwieZ©b (Altering Future Plans): AvaywbK cÖwZ‡hvwMZvg~jK e¨emvq cwi‡e‡k 

cÖwZôv‡bi fwel¨r cwiKíbv ev Kg©m~wPi cwieZ©b I cwiea©b Acwinvh©| G ai‡bi cwieZ©b mva‡bi ci 

mswkøó mKj‡K D³ wel‡q AewnZ KivI †hvMv‡hv‡Mi D‡Ïk¨| 

4. K‡g© Drmvn I g‡bvej e„w× (Increasing Effort and Morale to Work): Kg©xiv ‡hb myôzfv‡e 

cÖwZôv‡bi Kvh©vewj  m¤úv`b Ki‡Z cv‡i †mRb¨ †hvMv‡hv‡Mi f~wgKv Acwinvh©| A_©vr, †hvMv‡hvM e¨e¯’v 

Kg©x‡`i wewfbœ Kv‡h© Drmvn I cÖ‡Yv‡`vbv w`‡q _v‡K| hvi d‡j Kg©x‡`i Kv‡h© g‡bvej e„w× cvq| 

5. mgm¨vi mgvavb (Solving Problems): cÖwZôv‡bi wewfbœ cÖKvi Amyweav I mgm¨v, h_vh_ c‡`vbœwZ, 

c`vebwZ, wb‡qvM ev e`wj, †Mvj‡hvM, g‡bvgvwjb¨ BZ¨vw`i myôz mgvavb K‡i DbœZ Kv‡Ri cwi‡ek m„wó 

Ges fwel¨‡Z hv‡Z G mg¯Í mgm¨v m„wó bv nq †mw`‡K jÿ¨ ivLvI †hvMv‡hv‡Mi Ab¨Zg ¸iæZ¡c~Y© KvR |  

†gvUK_v, †hvMv‡hv‡Mi mvnv‡h¨ msMV‡bi mv‡_ mswkøó e¨w³iv GKwU mvaviY D‡Ïk¨ AR©‡b ci¯ú‡ii mv‡_ m¤ú„³ 

nq| ZvB ejv hvq, †hvMv‡hv‡Mi D‡Ïk¨ n‡jv cÖwZôv‡bi mvwe©K cwi‡ek‡K DbœZ Kiv Ges cÖwZôv‡bi D‡Ïk¨ 

AR©‡b mnvqZv Kiv| 

 

 

mvims‡ÿc:  

DËg I Kvh©Kix †hvMv‡hvM n‡Z n‡j KZ¸‡jv Acwinvh© ¸Yvewj _vKv  cÖ‡qvRb| †m¸‡jv n‡jv- fvebv, D‡Ïk¨ 

wba©viY, gva¨g, †cÖiK I cÖvc‡Ki m¤úK©, mgq we‡ePbv, ¯úó e³e¨, mswÿßZv I mnR‡eva¨Zv, m¤ú~Y© evZv©, 

wbfz©jZv I djveZ©b| cÖwZôv‡bi jÿ¨ w¯’i Ges Zv AR©‡bi Rb¨ bxwZwba©viY I cwiKíbv cÖYqb K‡i G¸‡jv 

Kvh©Kifv‡e ev¯Íevqb n‡”Q †hvMv‡hv‡Mi cÖavb jÿ¨| cÖwZôv‡bi jÿ¨ AR©‡b †hvMv‡hv‡Mi D‡Ïk¨¸‡jv n‡jv- 

mvsMVwbK jÿ¨ AR©b Kiv, Z‡_¨i Av`vb-cÖ̀ vb, `ÿZv e„w×, cwiKíbv cÖYqb, mgš̂qmvab, Kg©m~wPi cwieZ©b, 

m‡PZbZv m„wó, Kg©‰bcyY¨ e„w×, Kg©mš‘wó ea©b, Kg©x cÖwkÿY, kÖwgK-e¨e¯’vcbv m¤úK©, Kg©x‡`i wbKU wb‡`©kbv 

Ges civgk© †cÖiY, Kg©x cÖwZwµqv AewnZKiY, fwel¨r cwiKíbvi cwieZ©b, K‡g© Drmvn I g‡bvej e„w× Ges 

mgm¨vi mgvavb|  

 



GgweG †cÖvMÖvg 

BDwbU GK  c„ôvÑ 8 

 

 
 

Kvh©Ki e¨emvq †hvMv‡hvM  
Effective Business Communication 

 

D‡Ïk¨ 

G cvV †k‡l Avcwb 

 Kvh©Ki e¨emvq ‡hvMv‡hvM m¤ú‡K© Rvb‡Z cvi‡eb; 

 Kvh©Ki e¨emvq ‡hvMv‡hv‡Mi ¸iæZ¡ m¤ú‡K© aviYv cv‡eb; 

 Kvh©Ki e¨emvq ‡hvMv‡hv‡Mi ¸iæZ¡c~Y© DcKiYmg~n Rvb‡Z cvi‡eb; 

 Kvh©Ki e¨emvq ‡hvMv‡hv‡Mi evavmg~n e¨vL¨v Ki‡Z cvi‡eb;  

 Kvh©Ki e¨emvq †hvMv‡hv‡Mi evavmg~n `~ixKi‡Yi Dcvq eyS‡Z cvi‡eb; Ges 

 ms¯‹…wZi I ‰bwZKZvi mv‡_ Kvh©Ki e¨emvq †hvMv‡hv‡Mi m¤úK© Abyaveb Ki‡Z cvi‡eb|  

 

Kvh©Ki †hvMv‡hvM  
Effective Communication 

†h‡Kv‡bv ai‡bi †hvMv‡hv‡Mi GKwU wbw`©ó D‡Ïk¨ _v‡K| †h D‡Ï‡k¨ †hvMv‡hvM Kiv nq, †hvMv‡hvM MÖnxZv hw` †h 

D‡Ïk¨wU cy‡ivcywifv‡e eyS‡Z cv‡i Zvn‡j Zv‡K djcÖm~ ev Kvh©Ki †hvMv‡hvM ejv nq| e¨emv‡qi D”P¯Íi n‡Z †h 

we‡kl D‡Ï‡k¨ †hvMv‡hvM Kiv nq, Zv hw` wb¤œ̄ Í‡ii Kg©PvixMY †hvMv‡hv‡Mi welqe¯‘ mwVKfv‡e eyS‡Z cv‡i Ges 

†m Abyhvqx cÖZz¨Ëi cÖ̀ vb K‡i Zvn‡j Zv‡K djcÖm~ †hvMv‡hvM e‡j| djcÖm~ †hvMv‡hv‡Mi gva¨‡g e¨e¯’vcbv Ges 

kÖwgKKgx©‡`i gv‡S †mŠnv`©̈ c~Y© m¤ú‡K©i m„wó nq Ges Kv‡Ri cwi‡ek AbyK~j nq, hvi d‡j Kg©PvixMY 

¯Ẑtù~Z©fv‡e Kv‡R g‡bvwb‡ek Ki‡Z cv‡ib|  

 

Kvh©Ki e¨emvq †hvMv‡hv‡Mi ¸iæZ¡  
Importance of Effective Business Communication 
myôz †hvMv‡hv‡Mi Dci GKwU cÖwZôv‡bi mdjZv wbf©i K‡i Ges †hvMv‡hvM e¨e¯’v A`ÿ n‡j cÖwZôvb e¨_©I n‡Z 

cv‡i| e¨emvq-evwY‡R¨i †ÿ‡Î Kvh©Ki †hvMv‡hv‡Mi f‚wgKv wb‡¤œ eY©bv Kiv n‡jv- 

1. e¨e¯’vcKxq `ÿZv e„w× (Improvement of Managerial Efficiency): †QvU Ges eo mKj †Kv¤úvwbi 

e¨e¯’vc‡Ki `ÿZv Ges g‡bvej †Kv¤úvwbi †hvMv‡hv‡Mi Kvh©KvwiZvi Dci wbf©i K‡i| e¨e¯’vcK Zvi 

cÖ‡qvRb Abymv‡i †hvM‡hv‡Mi gva¨‡g Kg©Pvix‡`i wbKU n‡Z KvR Av`vq K‡i †bq| cÖK…Zc‡ÿ, 

e¨e¯’vc‡Ki Kg©̀ ÿZv Ab¨vb¨ Kg©Pvix‡`i mv‡_ myôz †hvMv‡hvM iÿvi Dci wbf©i K‡i| 

2. cwiKíbv cÖYqb I ev¯Íevqb (Formulation and Execution of Plans): e¨emvq cÖwZôv‡bi cwiKíbv 

cÖYq‡b bvbvwea Z_¨, DcvË I gZvgZ msMÖ‡ni cÖ‡qvRb nq| †hvMv‡hvM e¨e¯’v wewfbœ Drm n‡Z 

cÖ‡qvRbxq Z_¨msMÖ‡n e¨e¯’vcbv‡K mnvqZv K‡i _v‡K| M„nxZ cwiKíbvmg~n wbe©vnx I Kg©x‡`i wbKU 

†cÖiY Ki‡Z nq| Gm‡ei Rb¨ cÖ‡qvRb nq djcÖm~ †hvMv‡hvM e¨e¯’vi| 

3. kÖwgK-Kg©x‡`i `ÿZvi weKvkmvab (Development of Employee Efficiency): ‡hvMv‡hvM Kg©xi 

`ÿZve„w× K‡i Kv‡Ri cwigvY I ¸YMZ gvb e„w× K‡i| KviY, myôz I DbœZ †hvMv‡hv‡Mi Øviv Kg©xiv 

e¨e¯’vcK I wbe©vnx‡`i wb‡`©k †c‡q _v‡K| d‡j, Zviv `vwqZ¡, KZ©e¨ Ges †m¸‡jv m¤úv`‡bi DËg c×wZ 

m¤ú‡K© Av‡MB aviYv jvf K‡i| 

4. mg‡SvZvi m„wó I Ø›Ø cwinvi (Co-operation and Avoid Conflict): †hvMv‡hvM cvi¯úvwiK ‡evSvcovi 

gva¨‡g Kg©x‡`i g‡a¨ mg‡SvZv m„wó‡Z mvnvh¨ K‡i| myôz †hvMv‡hvM cÖwZôv‡bi Af¨šÍ‡i Kg©x‡`i g‡a¨ 

cvV-1.3 
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AbvKvw•ÿZ Ø›Ø cwinv‡i ¸iæZ¡c~Y© f~wgKv cvjb K‡i| †hme Kvi‡Y Ø‡›Øi m„wó nq †mme KviY m¤ú‡K© 

†LvjvLywj gZ wewbgq n‡j Ø‡›Øi Aemvb NUv‡Z cv‡i| 

5. mgš̂qmvab (Co-ordination): e¨emv‡qi jÿ¨ AR©‡bi Rb¨ cÖwZôv‡bi wewfbœ wefv‡Mi Kv‡Ri g‡a¨ 

mgš̂q mva‡bi cÖ‡qvRb nq| e¨e¯’vcK, wbe©vnx Ges Kg©x‡`i‡K mymsMwVZ K‡i Zv‡`i Kv‡Ri g‡a¨ mgš̂q 

mva‡bi Rb¨ Kvh©Kix †hvMv‡hvM e¨e¯’vi cÖ‡qvRb nq|  

6. wm×všÍ MÖnY (Making Decisions): myôz †hvMv‡hvM e¨e¯’v Pvjy _vK‡j e¨e¯’vcK wewfbœ wel‡q cÖ‡qvRbxq 

Z_¨ msMÖn Ki‡Z mÿg nq Ges Zv mwVK wm×všÍ MÖn‡Y mvnvh¨ K‡i| 

7. Kgx©‡`i cÖ‡Yv`bv cÖ̀ vb (Motivating Employees):  Aaxb¯’ Kg©Pvix‡`i mv‡_ memgq cÖ‡qvRbxq Z_¨ 

wewbgq Ki‡j Ges Zv‡`i Kv‡Ri †gŠwLK cÖksmv Ki‡j DaŸ©Z‡bi cÖwZ Aaxb¯’‡`i Kv‡Ri cÖwZ Drmvn 

w`‡Z cv‡ib| GB ai‡Yi Aby‡cÖiYv cÖ̀ vb cÖvwZôvwbK jÿ¨ AR©‡bi mnvqK hv Kvh©Ki †hvMv‡hv‡Mi gva¨‡g 

cvjb Kiv m¤¢e| 

DcwiD³ Av‡jvPbv †_‡K ejv hvq †h, Kvh©Ki †hvMv‡hvM Qvov †Kv‡bv e¨emv cÖwZôv‡bi c‡ÿB Kvw•ÿZ j‡ÿ¨ 

†cuŠQv‡bv m¤¢e bq| ZvB ejv hvq, e¨e¯’vcbvi Kvh©vewj m¤úv`‡b  I e¨emvq RM‡Z mdjZvi mv‡_ wU‡K _vKvi 

Rb¨ †hvMv‡hvM ¸iæZ¡c~Y© f‚wgKv cvjb K‡i _v‡K|  

 

Kvh©Ki e¨emvq †hvMv‡hv‡Mi ¸iæZ¡c~Y© DcKiYmg~n  

Important Elements of Effective Business Communication 
e¨emvq †hvMv‡hvM Kvh©Kifv‡e Kivi Rb¨ 7wU ¸iæZ¡c~Y© DcKiY i‡q‡Q hv †m‡fb wm ÔSeven C’ bv‡g cwiwPZ wPÎ 

bs 1.3| wb‡¤œ Zv Av‡jvPbv Kiv n‡jv- 

1. m¤ú~Y©Zv (Completeness): Kvh©Kifv‡e †hvMv‡hvM m¤úbœ Kivi Rb¨ evZv©‡K cÖ‡qvRb Abymv‡i 

we¯ÍvwiZfv‡e I cwic~Y©fv‡e Dc¯’vcb Kiv cÖ‡qvRb| evZv©i m¤ú~Y©Zvi Kvi‡Y evZv©MÖvnK‡K meai‡Yi Z_¨ 

Dc¯’vcb Kiv hvq d‡j h_vh_fv‡e wm×všÍ MÖnY Kiv mnR nq Ges cÖwZôv‡bi fv‡jv fveg~wZ© ‰Zwi nq| 

Avevi, evZv© m¤ú~Y© n‡j cÖwZôvb‡K evi evi evZv© cvVv‡Z nq bv d‡j LiP evuPv‡bv hvq|   

2. mswÿßZv (Consciseness): Kvh©Ki †hvMv‡hv‡Mi GKwU ¸iæZ¡c~Y© welq n‡jv mswÿßZv| G‡ÿ‡Î 

†hvMv‡hv‡Mi welqe¯‘ hZUv m¤¢e mswÿß Ges mnR‡eva¨ nIqv DwPZ| †hvMv‡hv‡Mi evZ©v `xN© n‡j 

evZ©vMÖvn‡Ki ˆah©̈ Pz¨wZ NU‡Z cv‡i| ZvB ‡hvMv‡hvMKvix I †hvMv‡hvMMÖnxZvi mgq I kÖ‡gi mvkÖq Kivi 

Rb¨ h_vm¤¢e ¯í̂ kã Ges evK¨ w`‡q evZv© cȪ ‘Z Ki‡j ‡hvMv‡hvM cÖwµqv mdj nevi m¤¢vebv e„w× cvq|  

e¯‘wbôZv 

‡mŠRb¨Zv 

¯úóZv mwVKZv 

we‡ePbv 

mswÿßZv 

m¤ú~Y©Zv 

Kvh©Ki e¨emvq 

†hvMv‡hvM 

wPÎ 1.3: Kvh©Ki e¨emvq †hvMv‡hv‡Mi DcKiYmg~n 
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3. we‡ePbv (Consideration): djcÖm~ †hvMv‡hv‡Mi AviI GKwU ¸iæZ¡c~Y© bxwZ n‡jv we‡ePbv| G‡ÿ‡Î 

Aek¨B evZ©v MÖvnK ev cÖvc‡Ki Ávb, †gav, Ae¯’vb, wkÿvi ¯Íi, Av‡eM, AbyfzwZ, cwiw¯’wZ, cÖwZwµqv 

BZ¨vw` welq we‡ePbv K‡i †hvMv‡hvM evZ©v †cÖiY Kiv DwPZ| G‡Z K‡i evZ©v cÖvcK †h‡Kv‡bv evZ©v 

mn‡RB eyS‡Z cv‡i Ges †m Abyhvqx djveZ©b cvVv‡Z mgvb nq| G‡ÿ‡Î wKQz welq †R‡b ivLv cÖ‡qvRbÑ  

 ‰elg¨g~jK kã e¨envi Kiv DwPZ bq; 

 msev` MÖvn‡Ki cÖwZ h_vh_ m¤§vb cÖ̀ k©b Kiv; 

 Avb›``vqK I BwZevPK NUbvi cÖwZ ¸iæZ¡ †`qv; 

 m‡e©vcwi MÖvn‡Ki ¯v̂_© we‡ePbv Kiv| 

4. ¯úóZv (Clarity): †hvMv‡hv‡Mi evZv© ¯úófv‡e †evSvi Dci wbf©i Ki‡Q ‡hvMv‡hvM KZUv Kvh©Ki n‡e| 

GB Kvi‡Y mnR, mij I my¯úó fvlv I kã e¨envi Kiv n‡j evZv©i ¯úóZv ‰Zwi nq| evZ©v ¯úó _vK‡j 

evZv© MÖvnK mn‡R evZv©i A_© I fve eyS‡Z cv‡i| 

5. e¯‘wbôZv (Concreteness): †hvMv‡hvM evZ©vi e¯‘wbôZv ej‡Z evZ©v‡K mywbw`©ó, avivevwnK, cÖvmw½K, 

mymsÁvwqZ Ges cÖvbešÍfv‡e Dc¯’vcb Kiv‡K eySvq| A_©vr msev` †cÖi‡Y †KvbiKg A¯úóZv ev 

AcÖvmw½KZv †hb ¯’vb bv cvq †mw`‡K †Lqvj ivL‡Z n‡e| GQvovI mywbw`©ó NUbv I Z‡_¨i D‡jøL Ges 

cÖvbeš‘ kã e¨nvi Kiv DwPZ| G‡Z evZv©i MÖnY‡hvM¨Zv e„w× cvq I †hvMv‡hvM cÖwµqv Kvh©Ki nq| 

6. ‡mŠRb¨Zv (Courtesy): evZ©v cȪ ‘Z I †cÖi‡Yi mgq cÖvc‡Ki cÖwZ h‡_ó AvšÍwiK I Kzkjx nIqv cÖ‡qvRb 

KviY G‡Z cªvc‡Ki cÖwZ †mŠRb¨Zv cÖ̀ k©b Kiv nq| †h †Kv‡bv ai‡b †mŠRb¨Zvg~jK evZ©v †hvMv‡hvM 

m¤ú„³ cÿmg~‡ni ga¨Kvi we`¨gvb m¤úK©‡K †hgwb kw³kvjx K‡i †Zgwb bZzb bZzb wewfbœ c‡ÿi g‡a¨ 

m¤úK© m„wó‡ZI ¸iæZ¡c~Y© fzwgKv cvjb K‡i _v‡K| †mŠRb¨Zv AR©‡bi Rb¨ G‡ÿ‡Î g‡b ivL‡Z n‡e evZ©v 

MÖvnK‡K wei³ Kiv ev `ytL w`‡Z cv‡i Ggb kã e¨envi Kiv wVK bq eis h_vh_ AvšÍwiK, Kzkjx Ges 

cÖksmbxq kã e¨envi Kiv DwPZ| 

7. mwVKZv (Correcteness): Kvh©Ki †hvMv‡hvM cÖwµqvi †ÿ‡Î evZv© ev msev` cȪ ‘‡Zi mgq wbfy©j Z_¨ 

cÖ̀ vb Ki‡Z nq| GQvovI evZv©i e¨vKiY, weivg wPý, evbvb ixwZ, k‡ãi mwVK e¨envi BZ¨vw` welq 

†Lqvj ivL‡Z nq| evZ©vi Z_¨MZ, fvlv ev e¨vKiYMZ ï×Zvi Afv‡e †hvMv‡hv‡Mi D‡Ïk¨ AR©‡b evav 

m„wó n‡Z cv‡i| 

Kvh©Ki e¨emvq †hvMv‡hv‡Mi evavmg~n  

Barriers of Effective Business Communication 
djcÖm~ I Dchy³ †hvMv‡hvM e¨e¯’vi Abycw¯’wZi Kvi‡Y cÖwZôv‡bi jÿ¨ AR©‡b mgm¨vi m„wó n‡Z cv‡i| e¨emvq 

cÖwZôvbmg~‡n djcÖm~ †hvMv‡hv‡Mi †ÿ‡Î †h mKj cÖwZeÜKZv ev mgm¨v ‰Zwi nq Zv wb‡P Av‡jvPbv Kiv n‡jv: 

1. AwZwi³ mvsMVwbK ¯Íi (Excess Organizational Hierarchies): e¨emvq cÖwZôvbmg~‡n mvsMVwbK ¯Í‡ii 

Avwa‡K¨i Kvi‡Y cÖwµqv gvSc‡_ evavMȪ Í nIqvi Avk¼v _v‡K| D`vniY¯îƒc, ‡Kvb e¨emvq cÖwZôv‡b 

†h‡Kv‡bv wefv‡M KZ…©‡Z¡i †PBb wb¤œZg †_‡K DaŸ©Zi ch©v‡q ¯Íi †ewk _vK‡j †hvMv‡hvM cÖevn gvSc‡_ 

wewNœZ nevi m¤¢vebv _v‡K| A_©vr, gvSc‡_ †hvMv‡hv‡Mi welqe¯‘ weK…Z nIqvi m¤¢vebv †ewk _v‡K| 

2. fvlvMZ cÖwZeÜKZv (Language Barrier): e¨emvqx cÖwZôv‡b wewfbœ AÂ‡ji Kgx©iv KvR K‡i| Zv‡`i 

g‡a¨ AvÂwjK fvlvi cÖfve i‡q‡Q| Gme Kg©Pvix‡`i g‡a¨ D”P wkwÿZ, Aí wkwÿZ Avevi AwkwÿZ 

i‡q‡Q| d‡j, †hvMv‡hv‡Mi †ÿ‡Î evZ©v‡cÖiK I evZ©vMÖvn‡Ki g‡a¨ fvlvMZ cÖwZeÜKZv †`Lv †`q| Avevi, 

AvšÍ©RvwZK  chv©‡q e¨emvwqK cÖ‡qvR‡b Ab¨‡`‡ki e¨emvqx, e¨w³ ev cÖwZôv‡bi mv‡_ wfbœ fvlvq (‡hgb- 

Bswjk, PvBwbR, Rvgv©bx, Aviex BZ¨vw`) †hvMv‡hvM Ki‡Z nq| †m‡ÿ‡Î †mB fvlvq cvi`kx©Zv bv _vK‡j 

cÖwZeÜKZv m„wó nq| 
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3. Dcjwä I e¨w³‡Ë¡i cv_©K¨ (Difference in Perception and Personality): gvby‡li cwievi, mgvR, 

wkÿv, mvgvwRK Ae¯’vb BZ¨vw`i wfbœZvi Kvi‡Y wewfbœ e¨w³‡Ë¡i AwaKvix nq| d‡j GK GK e¨w³ GKB 

welq wfbœ wfbœfv‡e Dcjwä Ki‡Z cv‡i| GB wewfbœZvi GKB evZv© wfbœ wfbœ Kgx© wfbœfv‡e Abyaveb Ki‡Z 

cv‡i| †hgb- †Kv‡bv cÖwZôv‡b weµq cÖwZwbwa‡`i GKgv‡m 10% weµq e„w× Kivi wb‡`©k †`Iqv n‡jv| 

GB wb‡`©kbv‡K †Kv‡bv weµqKgx© mnRfv‡e wb‡Z cv‡i GB †f‡e †h Zvi Kg©̀ ÿZv †`Lv‡bvi my‡hvM 

i‡q‡Q| Avevi Ab¨ †Kv‡bv weµqKgx© fve‡Z cv‡i †h, GB ai‡Yi wb‡`©kbv GZ Kgmg‡q AR©b Kiv 

Am¤¢e| AZGe, e¨w³‡Ë¡i I Dcjwäi wewfbœZvi Rb¨ †hvMv‡hvM A‡bKmgq Kvh©Ki bvI n‡Z cv‡i| 

4. ms¯‹„wZ m¤ú‡K© Áv‡bi Afve (Lack of Knowledge in Culture): ‡Kv‡bv wbw`©ó ms¯‹…wZ‡Z wKQz me©Rbxb 

‰ewkó¨ i‡q‡Q hv †mB ms¯‹…wZi ‡ewkifvM gvbyl AbymiY K‡i _v‡K wKš‘ me gvbyl mKj ‰ewkó¨ gvb‡Z 

bvI cv‡i| Avevi wfbœ wfbœ ms¯‹„wZ‡Z bvbvai‡bi ‰ewkó¨ jÿ¨ Kiv hvq| ms¯‹…wZi wewfbœZv m¤ú‡K© Rvbv 

bv _vK‡j †hvMv‡hvM cÖwµqv evavMȪ ’ n‡Z cv‡i| †hgb- cwðgv AÂjxq e¨emvqxiv (BD‡ivc, Av‡gwiKv, 

A‡óªwjqv BZ¨vw` †`k) AvbyôvwbKZv Kg cvjb K‡i e¨emvwqK Kg©KvÛ cwiPvjbv K‡i Ab¨w`‡K, c~e© 

AÂ‡j (evsjv‡`k, fviZ, Pxb BZ¨vw`) memgq h_vh_ AvbyôvwbKZv cvjb K‡i me ai‡Yi e¨emvwqK 

KvR cvjb Kiv nq| 

5. fzj gva¨g wbev©Pb (Incorrect choice of Medium): wewfbœ gva¨g e¨envi K‡i Z_¨ ev evZ©v Av`vb cÖ̀ vb 

Kiv nq; †hgb- †Uwj‡dvb, B‡gBj BZ¨vw`| wKš‘ meai‡Yi †hvMv‡hvM Kivi Rb¨ GBme gva¨gmg~n 

memgq Kvh©Ki bvI n‡Z cv‡i| ‡hgb- B‡gB‡j †hvMv‡hvM Ki‡Z `ÿ bb Ggb ‡Kv‡bv e¨w³i mv‡_ 

B‡gB‡ji gva¨‡g †hvMv‡hvM Kivi †Póv Kiv n‡j ‡hvMv‡hvM cÖwµqv mdj nevi m¤¢vebv Kg _v‡K|  

6. Z‡_¨i evûj¨Zv (Information overload): e¨emvq cÖwZôv‡b cÖwZwbqZ nvRv‡iv Z_¨ wb‡q KvR Ki‡Z 

nq| †mBme Z_¨ cÖwZôv‡bi wewfbœ ¯Í‡i D”P c`¯’ ¯Íi †_‡K wb¤œ Í̄‡i ev wb¤œ Í̄i †_‡K D”P c`¯’ Í̄‡i 

cÖevwnZ nq| A‡bK mgq, Z‡_¨i GB cÖevn wbqš¿Y Kiv m¤¢e nq bv d‡j ‡Kv‡bv Í̄‡ii `vwqZ¡cÖvß e¨w³ 

Awb”QvK…Zfv‡e †Kv‡bv Z_¨ Av`vb-cÖ̀ v‡b fz‡j ‡h‡Z cv‡i ev D‡cÿv Kiv n‡Z cv‡i| 

7. KvVv‡gvMZ weNœZv (Physical Distraction):  wewfbœ hvwš¿K I KvVv‡gvMZ †Mv‡jv‡hv‡Mi Kvi‡Y Kvh©Ki 

†hvMv‡hvM e¨nZ n‡Z cv‡i| G‡ÿ‡Î A¯ŵ¯Í¡̀ vqK †Pqvi, g‡Â Av‡jvi Ae¨e¯’vcbv, gvB‡K k‡ãi mgm¨v, 

B›Uvi‡b‡Ui `ye©j ms‡hvM BZ¨vw` Kvi‡Y evZv©MÖnxZv evZv© eyS‡Z mgm¨v n‡Z cv‡i| D`vniY wn‡m‡e ejv 

†h‡Z cv‡i, wjwLZ cÖwZ‡e`‡b Lvivc nv‡Zi ‡jLv ev gy`ªY ÎæwUi Rb¨ Kvh©Ki †hvMv‡hvM evavMȪ ’ n‡Z 

cv‡i| Avevi, hvwš¿K ÎæwUi Rb¨ †Uwj‡dv‡b K_v ejvi mgq †hvMv‡hvM e¨nZ n‡Z cv‡i| 

cwi‡k‡l ejv hvq †h, e¨emvqx †ÿ‡Î †hvMv‡hv‡Mi GBai‡Yi cÖwZeÜKZv e¨emvqx cÖwZôv‡bi Dbœq‡bi †ÿ‡Î evav 

m„wó K‡i| 

 

Kvh©Ki e¨emvq †hvMv‡hv‡Mi evavmg~n ~̀ixKi‡Yi Dcvq  

Ways to Overcome Communication Challenges 
mdjfv‡e evZv© Av`vb-cÖ̀ v‡b cÖwZeÜKZv ev weNœZv Avm‡Z cv‡i †h‡Kv‡bv mgq, †h‡Kv‡bv fv‡e|  GB evav n‡Z 

cv‡i KvVv‡gvMZ, gb¯ÍvwË¡K, wjwLZ ev †gŠwLK| e¨emvq cÖwZôv‡b Kvh©Ki †hvMv‡hvM wbwðZ Kivi Rb¨ e¨emvq 

†hvMv‡hv‡Mi m¤¢ve¨ evavmg~n †gvKv‡ejv Kivi Rb¨ KZ¸‡jv c`‡ÿc †bIqv †h‡Z cv‡i| e¨emvq cÖwZôv‡b Kvh©Ki 

†hvMv‡hv‡Mi Rb¨ my¯úó I mywbav©wiZ bxwZgvjv _vKv cÖ‡qvRb| GB bxwZgvj‡Z wKfv‡e, Kvi mv‡_ I KLb 

†hvMv‡hvM Kivi wewfbœ wb‡`©kbv †`Iqv _vK‡e| Gi gva¨‡g ‡hvMv‡hvM cÖevn fv‡jvfv‡e MwZkxj Kiv m¤¢e| RwUj 

I cÖ‡qvRbvwZwi³ mvsMVwbK KvVv‡gv‡K cwieZ©b K‡i mnR I mij Kiv n‡j †hvMv‡hvM cÖwµqv Kvh©Ki nq| 

Avevi, ‡hvMv‡hvM cÖwµqv mnR I MwZkxj Kivi Rb¨ AcÖ‡qvRbxq AvbyôvwbKZv eR©b Kiv n‡j A‡nZzK mgq bó I  

AbvMÖn Kgv‡bv m¤¢e nq| evZv© ev msev‡`i cÖvcK m¤ú‡K© c~‡e© †_‡K aviYv wb‡q evZv© cȪ ‘Z Kiv cÖ‡qvRb| d‡j 
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cÖvcK mwVKfv‡e evZv© Abyaveb Ki‡Z cvi‡e| evZv© cȪ ‘Z I †cÖiYmn m¤ú~Y© cÖwµqvi cwiKíbv MÖnY K‡i h_vh_ 

Dcv‡q †hvMv‡hvM Kiv n‡j m¤¢ve¨ mgm¨v ev evavmg~n c~‡e©B mgvavb Kiv m¤¢e nq| ‡hvMv‡hvM cÖwµqvq Aek¨B 

cÖvc‡Ki cÖwZwµqv Rvbv‡bvi my‡hvM _vKv cÖ‡qvRb G‡Z evZv© evavmg~n `ªyZ mgvavb Kiv m¤¢e nq| ‡hvMv‡hvM 

cÖwµqv Kvh©Ki Kivi Rb¨ Ab¨ Av‡iKwU ¸iæZ¡c~Y© welq n‡jv evZv©i D‡Ïk¨ I Ab¨vb¨ cwiw¯’wZ we‡ePbv K‡i 

h_vh_ fvlv I gva¨g e¨envi wbwðZ Kiv| Avevi, wewfbœ Kg©kvjv I cÖwkÿ‡Yi e¨e¯’vi gva¨‡g cÖwZôv‡b DaŸ©Zb 

Kg©KZv© †_‡K ïiæ K‡i Aaxb¯’ mK‡ji ‡hvMv‡hvM `ÿZv I cvi`wk©Zv e„w×i Kiv  hvq| ‡hvMv‡hvM cÖwµqv Kvh©Ki 

Kivi Rb¨ AvaywbK I DbœZ cÖhyw³ e¨env‡ii cÖwZ AvMÖnx nIqv cÖ‡qvRb G‡Z evZv©i Dc‡hvwMZv I AvKl©YxqZvI 

e„w× cvq|  

 

ms¯‹…wZ I Kvh©Ki e¨emvq †hvMv‡hvM  
Culture and Effective Business Communication 
wbR ‡`‡ki MwÛ †cwi‡q GLb A‡bK e¨emvq cÖwZôvb AvšÍ©RvwZK ch©v‡q e¨emvwqK Kvh©µg cwiPvjbv Ki‡Q| 

Avevi, eû ms¯‹„wZi GB hy‡M e¨emvq cÖwZôv‡b wewfbœ ms¯‹…wZ †_‡K AvMZ wewfbœ e¨w³ GKB mv‡_ KvR K‡i| 

msMV‡b GBai‡Yi ‰ewPÎZv‡K ¯v̂fvweK I mnRfv‡e †`Lv nq Kvi‡Y G‡Z m¤¢e nq wfbœ wfbœ Avw½K †_‡K wePvi 

we‡kølY K‡i cÖwZôv‡bi D‡Ïk¨ AR©b Kiv m¤¢e nq| ms¯‹„wZ n‡jv AvPvi, e¨envi, g~j¨‡eva, wek̂vm BZ¨vw`i mgwó 

hv †Kv‡bv wbw`©ó `j ev †Mvôxi cwiPq enb K‡i| GB wbw`©ó `‡ji fvlv, Lv`¨vf¨vm, †cvkvK, gvby‡li mv‡_ AvPvi- 

e¨envi, Abyôvb, ag© BZ¨vw` w`‡q †mB `‡ji ms¯‹…wZ m¤ú‡K© aviYv cvIqv hvq|  GKB ms¯‹…wZi `‡ji g‡a¨ ‡hgb 

gvbyl‡f‡` cv_©K¨ ‡`Lv hvq Avevi wewfbœ ms¯‹…wZi †Mvôxi g‡a¨I GB cv_©K¨ AviI Zxeª _v‡K| †hgb- Rvcv‡b  

Kg©xiv GKB cÖwZôv†b `xN© mg‡qi Rb¨ PvKzwi Kivi gvbwmKZv wb‡q KvR K‡i| KviY Zv‡`i ms¯‹…wZ‡Z cÖwZôv‡bi 

cÖwZ AbyMZ _vKv‡K cÖvavb¨ †`Iqv nq| Avevi, BD‡iv‡c e¨w³‡`i gv‡S Zvi cÖ‡qvRb ev B”Qvbyhvqx Nb Nb PvKzix 

cwieZ©b Kivi cÖeYZv jÿ Kiv hvq| †mKvi‡Y e¨emvq cÖwZôvb‡K mvs¯‹„wZK ˆewPÎZv m¤ú‡K© Ávb AR©b Kiv 

cÖ‡qvRb| Gici ms¯‹…wZi wewfbœZv we‡ePbv K‡i ‡hvMv‡hvM Kivi Rb¨ evZv©i cwiKíbv MÖnY, fvlv, †hvMv‡hv‡Mi 

gva¨g BZ¨vw` wbav©iY Ki‡Z nq| D`vniY¯îƒc- cwðgv †`k¸‡jv †hvMv‡hv‡Mi †ÿ‡Î AcÖ‡qvRbxq weeiY cwinvi 

K‡i mivmwi Z_¨ Dc¯’vcb K‡i †h‡Kv‡bv evZv© Av`vb-cÖ̀ vb K‡i; Ab¨w`‡K c~e© AÂjxq †`k¸‡jv we¯ÍvwiZ Z_¨ 

w`‡q, AwZ web¤ª I c‡ivÿfv‡e evZv© Av`vb-cÖ̀ vb Kiv nq|   

 

ˆbwZKZv I Kvh©Ki e¨emvq †hvMv‡hvM  

Ethics and Effective Business Communication 
cÖwZôv‡b Kvh©Ki †hvMv‡hvM wbwðZ Kivi Rb¨ ˆbwZKZv‡K ¸iæ‡Z¡i mv‡_ we‡ePbv Kiv cÖ‡qvRb| e¨emvq 

†hvMv‡hv‡Mi †ÿ‡Î ‰bwZKZv n‡jv mwVK Z_¨ Dc¯’vcb Kiv, cÖvc‡Ki cÖwZ m¤§vb cÖ̀ k©b K‡i Ges mnvbyf~wZkxj 

n‡q evZv© cȪ ‘Z I Av`vb-cÖ̀ vb Kiv| G‡ÿ‡Î AviI †Lqvj ivL‡Z nq ‡h, †cÖiK wb‡R cÖvc‡Ki Ae¯’vb †_‡K 

evZv©i ggv_© †evSvi †Póv Ki‡Q wKbv| e¨emvq †hvMv‡hv‡Mi ‡ÿ‡Î ivR‰bwZK, ag©, iwmKZv ev †h‡Kv‡bv ¯úk©KvZi 

welq‡K hZUv m¤¢e cwinvi Kiv cÖ‡qvRb| Avevi, ‡cÖiK h_vh_fv‡e evZv© Av`vb- cÖ̀ vb Kivi Rb¨ cÖvc‡Ki 

Ae¯’vb I cwiw¯’wZ hZUv m¤¢e ey‡S I gvwb‡q wb‡q evZv© cȪ ‘Z K‡i| D`vn¯̂iƒc- †Kv‡bv e¨emvq cÖwZôvb hw` 

wg_¨v I AwZiwÄZ Z_¨ w`‡q weÁvcb ˆZwi K‡i †µZv‡`i AvK…ó Ki‡Z Pvq ZLb Zv A‰bwZK e¨emvq †hvMv‡hvM 

n‡e| Gid‡j cÖwZôvbwU ¯í̂‡gqv‡` jvfevb n‡jI `xN©‡gqv‡` †µZvi Av¯’v nviv‡e| myZivs, Kvh©Ki e¨emvq 

†hvMv‡hv‡Mi Rb¨ ˆbwZKfv‡e mZ¨ I mwVK Z_¨ w`‡q evZv© ev msev` Av`vb-cÖ̀ vb Kiv cÖ‡qvRb| 
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mvims‡ÿc:  

myôz †hvMv‡hv‡Mi Dci GKwU cÖwZôv‡bi mdjZv wbf©i K‡i Ges †hvMv‡hvM e¨e¯’v A`ÿ n‡j cÖwZôvb e¨_©I n‡Z 

cv‡i| e¨emvq-evwY‡R¨i †ÿ‡Î †hvMv‡hv‡Mi f‚wgKv n‡jv- Z_¨ ev fve Av`vb-cÖ̀ vb, e¨e ’̄vcKxq `ÿZvi e„w×, 

cwiKíbv cÖYqb I ev¯Íevqb, kÖwgK-Kg©x‡`i `ÿZvi weKvkmvab, mgm¨v m¤ú‡K© ÁvbvR©b, mg‡SvZvi m„wó I 

Ø›Ø cwinvi, mgš̂qmvab, cwjwm wba©viY, AbymÜvb I M‡elYv, AvšÍR©vwZK m¤úK© Ges AvbyMZ¨ e„w×|e¨emvq 

†hvMv‡hvM Kvh©Kifv‡e Kivi Rb¨ 7wU ¸iæZ¡c~Y© DcKiY i‡q‡Q hv †m‡fb wm ÔSeven C’ bv‡g cwiwPZ; †m¸‡jv 

n‡jv- m¤ú~Y©Zv, mswÿßZv, we‡ePbv, ¯úóZv, e¯‘wbôZv, ‡mŠRb¨Zv I mwVKZv| evsjv‡`‡ki e¨emvq cÖwZôvbmg~‡n 

djcÖm~ †hvMv‡hv‡Mi †ÿ‡Î †h mKj cÖwZeÜKZv ev mgm¨v cwi`„ó nq Zv n‡jv- AwZwi³ mvsMVwbK ¯Íi, fvlvMZ 

cÖwZeÜKZv, Dcjwä I e¨w³‡Ë¡i cv_©K¨, ms¯‹„wZ m¤ú‡K© Áv‡bi Afve, gva¨‡g evav, Z‡_¨i evûj¨Zv Ges 

weNœZv ev cÖwZeÜKZv| e¨emvq cÖwZôv‡b Kvh©Ki †hvMv‡hvM wbwðZ Kivi Rb¨ e¨emvq †hvMv‡hv‡Mi m¤¢ve¨ 

evavmg~n †gvKv‡ejv Kivi Rb¨ KZ¸‡jv c`‡ÿc †bIqv †h‡Z cv‡i; my¯úó I mywbav©wiZ bxwZgvjv, RwUj I 

cÖ‡qvRbvwZwi³ mvsMVwbK KvVv‡gv‡K cwieZ©b, evZv© ev msev‡`i cÖvcK m¤ú‡K© c~‡e© †_‡K aviYv, cwiKíbv 

MÖnY, h_vh_ fvlv I gva¨g e¨envi, Kg©kvjv I cÖwkÿ‡Yi e¨e¯’v, AvaywbK I DbœZ cÖhyw³ e¨envi Ges 

AcÖ‡qvRbxq AvbyôvwbKZv eR©b| e¨emvq cÖwZôvb‡K mvs¯‹„wZK ˆewPÎZv m¤ú‡K© Ávb AR©b Kiv cÖ‡qvRb| KviY 

evZv©i cwiKíbv MÖnY, fvlv, †hvMv‡hv‡Mi gva¨g BZ¨vw` wbav©iY Kivi mgq ms¯‹…wZi wewfbœZv we‡ePbv bv Kiv 

n‡j Kvh©Ki ‡hvMv‡hvM Kiv m¤¢e bq | e¨emvq †hvMv‡hv‡Mi †ÿ‡Î ‰bwZKZv n‡jv mwVK Z_¨ Dc ’̄vcb Kiv, 

cÖvc‡Ki cÖwZ m¤§vb cÖ̀ k©b K‡i Ges mnvbyf~wZkxj n‡q evZv© cȪ ‘Z I Av`vb-cÖ̀ vb Kiv| myZivs, cÖwZôv‡b 

Kvh©Ki †hvMv‡hvM wbwðZ Kivi Rb¨ ˆbwZKZv‡K ¸iæ‡Z¡i mv‡_ we‡ePbv Kiv cÖ‡qvRb|  
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BDwbU DËi g~j¨vqb  

 

1. †hvMv‡hvM ej‡Z Kx †evSvq? 

2. e¨emvq †hvMv‡hv‡Mi msÁv w`b| 

3. mvsMVwbK jÿ¨ AR©b Kiv e¨emvq †hvMv‡hv‡Mi GKwU D‡Ïk¨- e¨vL¨v Kiæb| 

4. †hvMv‡hv‡Mi cÖwµqv eY©bv Kiæb| 

5. †hvMv‡hv‡Mi ˆewkó¨¸‡jv Av‡jvPbv Kiæb| 

6. Kvh©Ki †hvMv‡hv‡Mi ¸iæZ¡ eY©bv Kiæb| 

7. †hvMv‡hv‡Mi D‡Ïk¨mg~n eY©bv Kiæb| 

8. Kvh©Ki †hvMv‡hv‡Mi gva¨‡g Kgx©‡`i cÖ‡Yv`bv †`Iqv m¤¢e- e¨vL¨v Kiæb| 

9. Kvh©Ki e¨emvq †hvMv‡hv‡Mi m¤¢ve¨ mgm¨v¸‡jv Av‡jvPbv Kiæb| 

10. e¨emvq †hvMv‡hv‡Mi m¤¢ve¨ mgm¨v¸‡jv mgvav‡bi Dcvq Kx Kx n‡Z cv‡i Av‡jvPbv Kiæb| 

11. Kvh©Ki e¨emvq †hvMv‡hvM cÖwµqvi ¸iæZ¡c~Y© Dcv`vb¸‡jv eY©bv Kiæb| 

12. ms¯‹„wZ I ‰bwZKZvi mv‡_ e¨emvq †hvMv‡hvM wKfv‡e RwoZ? Av‡jvPbv Kiæb| 
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