AT 209: Reports & Proposals — seedha, simple,
professional Hinglish

Arre yaar, boss! Report ya proposal for@aTT rocket science 78T &. 4 structure Jehal,
tone formal T@T, aur points clear I&Y. Aaj §H HIW3I: report (FIT 91T) AR proposal
(FT AT &) — it T B2 level TR H& fordd.

(1) “Writing reports and proposals” #a7 §? (Meaning)
e Report (RAE): TRET project/issue W findings + analysis + conclusions +
recommendations. Hindi feel: “g& &1 AT 31T 31137 71 3 ?”

e Proposal (9&dTd): problem/need + solution plan + timeline + budget +
impact. Hindi feel: “g3 &T et aTel & 3R & HIT?”

Simple line: Report = past/present results; Proposal = future plan of action.

(2) 79 3R HT use F? (When + How)
e ohd: college projects, business updates, NGO/Govt docs, client pitches,
funding/approval cases.
e F¥ ol (Quick blueprint)
e Reports: Title — Executive Summary — Background/Objective —
Method/Process — Findings/Data — Analysis — Recommendations —
Conclusion — Appendices.
e Proposals: Title — Problem/Need — Objectives — Proposed Solution
— Scope & Deliverables — Timeline/Milestones — Budget — Risks &
Mitigation — Team/Capabilities — Call for Approval/Next Steps.
Pro tips (gold list):
e Executive summary last & forr, LR3I & T@r (reader first!).
e Headings, bullets, tables & readability SGr31T.
e Neutral, precise language; claims = evidence.

e Numbers &I context o 1Y foI@r (percent + time-frame).

e Action verbs: implement, allocate, monitor, evaluate, deliver.



(3) 20 Example Sentences (English + Hindi)
(1) This report summarizes the project objectives and outcomes. = Ig RaIE IRATSTT
& el 3R gRomAT T AR & 1

(2) The executive summary highlights three key findings. = SRR TRTA et qeg
forsest 1 Y@iferd Far g

(3) Our methodology included surveys and interviews. = AR HATATT 7 I 31X
geleg AR |

(4) The data indicates a significant increase in user engagement. = ST 39JThdT
HolaeTcll # Hecd o1 I ¥ e@rar g

(5) Based on the analysis, we recommend a phased rollout. = fd2el¥0T & 3TYR U, &
TUTEEY AT FHT RAHRA HI £ |

C o

(6) The proposal addresses a critical operational gap. = 9¥dTd Teh Hgcdqul JITeled

HHT P FAITTT FAT & |

(7) Our solution reduces cost while improving reliability. = §HRT AT ST T
gU RITHST FEIaT & |

(8) The timeline defines three milestones over six months. = GHIRET Bg HGIAT & dieT
g7 TOT e acl B

(9) The estimated budget includes a 10% contingency. = JTHIAT FsIc H 10%
TR TEAS TR AMMTAA &

(10) Risks include staffing delays; mitigation is cross-training. = SHE#HT 7 TeITthar ¢Ir
nfAer §; aror § sra-cfae|

(11) Stakeholder feedback is summarized in Appendix A. = fgd&mRent T gfafshar
aRfArse A & GaIfa |

(12) Please refer to Table 1 for detailed metrics. = fa&Jd Hicera & foT drfer 1 9|

(13) The scope excludes legacy systems at this stage. = 3 TROT H g H qQTITrT eeH
fAT AT & |

(14) We propose a pilot in two regions before scaling. = Tohel Hlal T Ugel g5 &l 8131 H
qRIele JEATiad i g |

(15) Success will be measured through predefined KPIs. = §heldl qaftiRe KPI &
HTETH | AT S0 |



(16) The team brings relevant domain expertise. = €I WHT3I SIHA [AATAAT ATl & |

(17) In conclusion, the benefits outweigh the costs. = fTsHNa:, AT AT & A §

(18) We seek approval to proceed to Phase 2. = 7 TR0T 2 WX el @fﬁﬁ?% GG

(19) Kindly share your comments by Friday. = aar {Lha deh 379 feeaforaT ars
|

(20) Upon approval, we will initiate procurement next week. = Fthfd e &, 3mTer
TCATE Y FshaT Y& Y|

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

Objective: 3663

Methodology: rfafer

Findings: oSy

Recommendation: TAwhTIREr

Scope: ST

Deliverables: ﬁ'gém

Milestone: Y& TI0T

Budget & Contingency: SSI¢ @ 37Teh [ TH%
Risk & Mitigation: S &# T faroT
Stakeholder: Ted¥IRe

KPI (Key Performance Indicator): Brite) el e
Baseline/Benchmark: 3ITeIR-HATh
Feasibility: saagrdr

Procurement: /@G



Ready-to-use Mini Templates (copy-paste karo)
e Report skeleton:

e Title
e Executive Summary (4-6 lines)
e Background & Objective
e Methodology (data sources, sample)
e Findings (bullets + table/figure refs)
e Analysis (why it matters)
e Recommendations (actionable steps)
e Conclusion
e Appendices (tables, tools, glossary)
e Proposal skeleton:
e Title & Contact
e Problem/Need (evidence)
e Objectives (SMART)
e Solution Overview (approach + tech/process)
e Scope & Deliverables
e Timeline & Milestones (Gantt snapshot)
e Budget & Resources
e Risks & Mitigation
e Team & Credentials

e (Call for Approval/Next Steps



e Power lines:
e “This section outlines the key assumptions and constraints.”
e “Recommendations are prioritized by impact and effort.”
e “The proposed solution is cost-effective and scalable.”

(5) Funny Recap (GI¥dT-aTell dsehr)
e H: “Boss, report/proposal for@a-far@a fGHTT fry!”
e H: “Arre yaar, 3S o9 &I — Structure 9ehsl, Support &I (data/examples), aur
Short summaries for@r. Report stel ‘&7 91AT’; Proposal STel ‘&1 =T ¢ End
# owners + timeline + budget Tl &I — arey wah, approval apne-aap attract

g



