YT 202: Formal Reports aur Proposals — seedha, simple,
professional Hinglish

Arre yaar, boss! Office/college # %3 UAT o19TcT § foh reports aur proposals fer&T
secret code # foI §? Aaj & 34T code &I easy Hinglish & dlgdl. Goal: 9 8T main
idea, structure, aur action points e Tehsl.

(1) “Formal reports” aur “Proposals” &1 a8 (Meaning)
e Formal report (HIqaTier Ra1e): fanell Feg/aRESAT X cgaiedrd forfded
&&drdsT — background, data, analysis, findings, recommendations.

e Proposal (Y&dTd): “Plan of action” — HHEAT T §f HY T, vl
THT/9eT /&3 o319t 3R expected results T giaT.

e Simple line: Report = T 9TAT; Proposal = &7 el ¢.

(2) &9 31X F& use FI? (When + How)
e &d: academics (lab/project reports), business (quarterly reports),
government/NGO (impact reports), startups (funding proposals), company
(RFP responses).

e FT UE (3-Step Reader Map):

(1) Skim: title, executive summary/abstract, headings, conclusion —

“document g X H §?”
(2) Scan: figures/tables, bullets, timelines, budget — “core data FErg?”

(3) Sense & Summarize: problem — method — results — recommendation
(reports) AT need — solution — plan — cost — impact (proposals).

Pro tips:

e Signposting words E}:?E “objective, scope, methodology, findings, therefore,
recommended, timeline, budget”.

o T UFUT FT 1-ATSA il FAT3T; 37T H 3 takeaways.
e Action items fAfegd #I: “who, by when, with what budget.”

(3) 20 Example Sentences (English + Hindi)

(1) This report outlines the objectives and scope. = Ig RAIE 3623t 3R GrAT Hr
FR@Er S B



(2) The executive summary highlights the key findings. = HTIHRT TR qeg forsepst
Y Y@ fohd FXAT Y|

(3) The methodology section explains how the data was collected. = I JeTaTaT
1T & Toh ST Y SheaT fohaT I

(4) The analysis shows a clear upward trend. = TARIYUT TISC FT T FYT I 3R TS
fea@rarg|

(5) The findings support our initial hypothesis. = oSy AR YRfAF TREFTAT 7
TATT A T

(6) The report recommends a phased implementation. = RAIE TRUTaIEY fohdTeadst T

TAwTRer AT

(7) The proposal addresses a critical business need. = Y&dld Ueh Hgcd L-|¢\U(| I EREIRED
TIRIHAT Sl HaITT R g |

(8) Our solution reduces cost and improves reliability. = §HRT THATYTT ST TeTdl &
3R IRRAAS Jerar &

(9) The timeline includes three milestones. = HFHAIRET H dleT ASTEH AMTAA 6 |

(10) The budget is estimated with a 10% contingency. = §T¢ H 10% 3ThITHS AT

SIS B

(11) The risk register lists potential issues and mitigations. = Af@a T gsnfaa
FAEATE 3R fAaror gaey aarg|

(12) Stakeholder feedback is summarized in the appendix. = fgdemRe gfafshar
gRferse & gaRa gl

(13) The proposal requests approval for a pilot project. = 9&dTd Teh YrIelc groiae hr
Foll AlITAT R |

(14) The ROI is projected over two years. = 3TR3I3TS &r 8T & BJT:I)FI%-IH gl

(15) The report compares three alternative approaches. = RAE et darfeds aliet Hr
Tl T B

(16) The scope excludes legacy systems for now. = &R # thergTel W=t FAFea anfAe
A&



(17) The dependencies must be resolved before launch. = dicd & Ugel fHFRATT
SEE Oy

(18) In conclusion, the benefits outweigh the costs. = fsayd:, ST ST & 31TAS §

(19) Please refer to Table 2 for detailed metrics. = ﬁ?—?—ﬁ #feFw & forw arfersr 2 9|

(20) We seek approval to proceed to the next phase. = §# 313Tel TXUT T et hl

I =B

(4) B¢ Vocabulary List
Executive summary: HTIHRT ARTL

Scope: RRT/IRETHT
Methodology: rfafer
Findings: oSy
Recommendation: TwhTIREr

Stakeholder: fed¥IR&

Milestone: JAY TI0T

Budget & Contingency: Sl g 3Teh[TH® T
Risk & Mitigation: SIf&# g faaror
Dependency: @sRdr

Deliverable: ﬁ'gé{ FI-3caTg
Appendix/Annexure: IRferse
Baseline/Benchmark: 3IT¥IR-HATdh
Constraint: STT/ETAT

ROI (Return on Investment): f&aer a3 orey

Ready-to-use Reading Templates
e Report Snapshot:



e Objective = ... | Scope = ... | Method = ... | Key findings = ... |
Recommendation = ...

e Proposal Map:

e Need = ... | Solution = ... | Timeline = ... | Budget = ... | Risks = ... |
Expected impact = ...

e Action Notes:
e Owner = ... | Deadline = ... | Dependencies = ... | Next review = ...

(5) Funny Recap (SrEdT-areln)
e GIEd: “Boss, report 9Geh &Y TH ST 8!

o JH: “Arre yaar, diel ‘S’ &9 &I — Skim (summary+headings), Scan
(tables+timelines), Summarize (3 takeaways). Report afel: ‘&7 914T’; Proposal
STel: ‘T el §”. End # 98 IoT: who-by-when-with-what-budget — arey wah,
gt JET a1 9701



