3T 142: SH 3R FAAST foI@aAT (Writing Emails and Messages)

3R IR boss! TS g7 W3 Fd FTT 3R 3HTH Ik & SHeH 3R {7 ford — AdoIa
ST 1 & forw a1 IEat & a1 =T 81 af English & 316 Ate forgsr @ B dsa
FEd & SH 3R Heer forga|

éﬁﬂﬁ?ﬂ'@awm%"
e Email Ga): qochHJTchusﬂ @ﬁmwmgmﬂé‘er St TR AT
SHRRRIT S T 2 FTey STAHATA BIAT &

e Message (HIT): BT TG, SIT WhatsApp IT SMS H HSIT SITdT &, STegl-ofed]
ST e & folT|

e IR HA SEAAT Y2
(1) Email a9 S« formal ST =T 81, S sile] & TlT 3TdeeT st T 3R &
TgHAT F a1 d|

(2) Message dd ST casual STd &=T &I, GIRed! a1 IRaR o 1|

Boss, Z‘\’l?-ﬁelsd oN\J\I %\ Tche, o Gl 3Tl Ejﬁ'ﬂTﬂ*superstars‘ E!Tvl’f&l’&'%examples re)
dr@d gl

20 Example Sentences (English + Hindi)
(1) Please find the attached file for your reference. = = hudr 39T SATTRRT & ToT

Holdol BISel W |

(2) Can we schedule a meeting tomorrow? = FIT §H el HITCIT h Tohdl 6 ?

(3) Just wanted to check if you are coming to the party. = 9 g SiTela1T AT fob &1 qA
qrét 7 31T g 8I?

(4) Thank you for your quick response. = 31T9ehI STeg Ufafshar & faw g=garg |

(5) Sorry for the late reply, I was busy. = &I ¥ STATd et o foIT HTHT, # TEd AT

(6) Please send me the report by today evening. = $huar Rare 313? 3TST TH deh AT G|
(7) Call me when you are free. = gﬁ?f p= Zlfl;s'ﬁf il AT

(8) I will be late for the meeting. = & HféaTF T ST A qg?‘j\?ITI

(9) Can you please confirm your attendance? = 3T 319 31911 3ufEUfd I give wT
Hehdl &7



(10) Let's catch up soon! = el [Held 8!

(11) I hope you are doing well. = m&nmém%%l

(12) Please find the details below. = Rl AT [daRuT W |

(13) Thanks for your help and support. = 39T Fe 3R TG & foIT Yegarc |

(14) Are you available for a call today? = &1 319 3T ol & fOIT 3T &2

(15) Please remember to submit the files by Friday. = 93T [shdX deh PISel ST
AT TG W |

(16) Happy Birthday! Have a wonderful day! = ST=#fcsT HaRe g 3TIehT feeT Mgk

gl

(17) Sorry, I missed your call. = ATH AT, F 3TIHT Fict FAT T =T

(18) Let's plan a get-together this weekend. = 38 dishs fAeHT S |

(19) Please update me on the project status. = 9T giotee T Tufa & Z'fl;g':?f 3793T |
(20) Wish you all the best for your exams. = 3Tqht GI&T3{t & fT YHHATT |

ST 2regTdall (Vocabulary List)
Word gl Aded

Email S
Message g
Attach TeTdT il
Meeting S
Response  SIdld
Confirm qfse AT
Attendance 39Rufa
Submit STHT shiaT
Support TAd

Call Slel
Update 39sc
Plan grotalT
Available 3ol
Missed BEEEL

Birthday SeFTee

ASIGR T1Gered (Friendly Recap)
e CIE: “Boss, email for@alT Al HR&®eT o7l & IR |



e A: “Arey yaar, 99 start 0 simple , S ‘Hi, how are you?’ T aTdl 31Td-31Ta
flow H 3T AT 17

o CITd: “3iR message # FIT dielAT ATRT?”

o JH: “Message dT BIeT 3R ErelT-aTell 81T &, o9 ‘Kya scene hai?’ a7 ‘Kal coffee
pe milte hain?””

Boss, 379 A 3 ATT-#1S emails 31X messages for@et 7 WIthereTer &1 SIT31T! Arey wah,
FIT 1A B!



