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Dear learner,

| extend my heartfelt greetings and profound enthusiasm as | warmly wel-
come you to Sreenarayanaguru Open University. Established in Septem-
ber 2020 as a state-led endeavour to promote higher education through
open and distance learning modes, our institution was shaped by the
guiding principle that access and quality are the cornerstones of equity.
We have firmly resolved to uphold the highest standards of education,
setting the benchmark and charting the course.

The courses offered by the Sreenarayanaguru Open University aim to
strike a quality balance, ensuring students are equipped for both personal
growth and professional excellence. The University embraces the wide-
ly acclaimed "blended format," a practical framework that harmonious-
ly integrates Self-Learning Materials, Classroom Counseling, and Virtual
modes, fostering a dynamic and enriching experience for both learners
and instructors.

The University aims to offer you an engaging and thought-provoking ed-
ucational journey. The postgraduate programme in Arabic combines lan-
guage study with literature in a special way. While the programme covers
various aspects of Arabic literature, it mainly aims to help learners better
understand how different forms of literature relate to society. We have
made sure to include enough credits for other important areas of Arabic
literature too. We have also taken care to introduce learners to the new-
est developments in Arabic literature. The Self-Learning Material has been
meticulously crafted, incorporating relevant examples to facilitate better
comprehension.

Rest assured, the university's student support services will be at your dis-
posal throughout your academic journey, readily available to address any
concerns or grievances you may encounter. We encourage you to reach
out to us freely regarding any matter about your academic programme. It
is our sincere wish that you achieve the utmost success.
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Regards,
Dr. Jagathy Raj V. P. 01-01-2025
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O PN RRly N |T 1

(Drafting letters in Arabic)

king Outcoa

;BJ;)S\ 0da :Lu\JJ BN u.u)\ﬂ\ C.!.kiue
Al el 8 dasiiall Jilu 0 il o) V) st @
Aabaal) Jlull A3 agd @
sl laliad Gy Jile M delua o

. " Background

G s A Al o€ AN & peda G agail) Sl jlmall Y Jile )l ALK 0 gl 25y
Jils 3l cilS (Caaall g 08 1 2D el peme 8 clilodll e Jil gl J85 5 il glaall
G5 A1) Gl 2 Y aasid culS s AT ol sa5 gl Gyl s dundall 21 ) e i
Jal e Lasiie SIS il )l 408 syl AUSI dalail g a1 okl pas Apadd
calaulal) g HSaY) Jail daga 3lal Jilu )l chsual ¢ e gyl g (S gl o peanl) DA Jaal 1)
Joail Ay o€ 2 Sl il ) e alaie V1 o5 a8 ¢ o ol ) gacandl 8 Lal dgans 311 el Y1

Alend) S a3 55 kst e Aalds ol g elaSall s gLl

ial Ay dpais ST Cmual Cua o Jilull LS 4 81 5uS T skt duagill juae 3¢
O 8 Aellall ¢ yia) aas SN e el s (o pSAl) Jalall Al S Jila Sl G sl )
O AN Jsba s el el LU il Jsa 48 pall s 48] il < pdie Gualall
Jaaal ill Arils Al g Jils 31 GUS ol ey ) Lalail skt pa g ¢ e alill 5 e (4l
Sloaily Jill ebiany JSET @l a3l e ey pdinall ik mes o
3oLy ) e cdpanll e Apad il ) ) A lal) dpans I ) (e caliiils e LaiaY)
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Loa ol KA a0 g andatll Y ana

el Juai¥l s el il Em DY) J Lo I ad) Allall 8 il 1) 4S8 3 5my
Ao all ) el el wlal) (Al 8 DY) ) sela s el Al il
Ol el ) 230N Al A gall canbin | Joal sill Al o Gage A AUSY CaniS
Y smme OIS () ESH () 500 Gaandi ) (sl Laa ey jSuse 5 Al s A1) Gl 2 Y Agans )
Bpeall e Jia s jall oda (815,50 1550 QUSH Caal dpans 1 365 Jiluo )l delua (e
z sl e 58l g eJil )l g Al BUSH de ) @ )l A (g gaY) yanll b i<
REZ-MIFSPEN

A8 G aany A A8l el (e 13 3 il 1 AUS (8 sl ¢ pad) oY) skt e
syl el e 5 Al 5 o glall Hlaa 3l gy ¢ ombind) jaandl A a1 sl
el Al Apad il 5 4a¥) dilu 1 Goan 3 LS o Saall 5 eladall o s S8l Jalall Al
3l Dsoe g il Lelland Ll 5 17008 Conii€l 5 ey Slaall L) ppaiy (5 pmdll Lo slady
12 > sl (s e Wy cdpanpll g Adaboad) (i 031 sl A pal) A 8 il 1 ALUS 08 ) 5k

Y1 Ol el 5 A 1) O el 8 duala gl ASE (e Lagea

‘ ' Key words

A g S Sl

il g1580 1.1.1

o By daan )l Jilel Bl e Gl Ole g clla
s )

-

i) 8 aadid ) Ol el e g Al il
238 el m,._ﬁ\ Clagadl o da&all (Jlaell Jia el
Glaglae et Lo Glle 5 Aadall Aallly ol sluYL il )l
Jandl Jilu ) daan ) Jila )l 48T ey cilidle) 5 cillla of 30aaa
)y sl dluyy Sl Jilay wabgll clda Ji
L e g Az sSall Gl Sy
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Rl A G S Oyl (e g (A Aadidl) il )
Jils 1 o uatt clial) g calilall cclBaal) Jia 4y 8 GlEe ?@_E.\_)ﬁ
cJ\SQ;\J\ ‘ﬁw\&wem%iﬁwbw\ ) sisa
S cnll Jile ) Aaadall Jilul) Al ey Aalall cildaall
Sl gall anafil Jus i Al & jadll il )y basall el eyl
el dga sall 5 geall Jil 5 (liiall e b 0 Sl Jilu )

dpan I Jilu il 1.1.2

a3 el A sal) gl e imsall canin a1 il ) g 5
¢ ool L pman ) il il 53Y)

O @J\JY\ Gty PAPIA| ‘_g ew ‘J.\Lu:)l‘ IRV A_JJ\JY\ d.v\.ua)]‘ 1
ALY o il sal)

Alae (0 dgans 3 )la) allal (il gall gy dlla ) 35l calls -

Ll Cleall N o i ol Calasdl e Juo i 8 o A il
i gl 48 5 allal

jiz)';sd\dm‘y\dﬁawjauj&uw;ﬁ)ﬁﬁ# e
BN Tl

O sl SN G A el el 8 andiind A el Jila )l 2
- Jia o) i) g il il

Sl e Jpmanll g AT 4858 e dus i 2 jlend e b -
laadll) gl aludl
Lokt o Ledllad e ol il KA Ay jumd Jil ;i K& -

O Fadail] el o Pl 3la Aadetll Jil ) 3
Jie L om ol s cpalaadl

dsnse 8 Janll (2l ) (el leeady Ale ) il ks -

dns g latiel dagn )l bl cadl sl ) Al -
Al o Slagles

aelen o GULWY) Jagads el Jh ddST @l jUad)
ol

O s Aae Sall Cilissall s o) 8 G Ja b riae KAl Jile ) 4
rdie Az sSall Cilgal)
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(e disme dad ) ol g el e Jganll ddiad ) o mpai il -
Jsn daesall cilgall o @l el o ol sdpew ) cled -
LaasSa dga 358 Gl anad Jie s )5l ae Bl pall -

Ay Jiy) ) dalall die a8 aen )l sl Bl 5
Jie oradd e 3 (S0 e

el ge 8 Al o (g e eVl die ; pldie ) Al -

-(..... wx‘}ic‘)é;m d:jA)”.“ 2—,‘-“"-.\*“-,’““ - :w;. “;\jl..u.:‘) _

Leili dead g sacline o S il G AL -

2 A1 G sh 21D A S 5aY) B s i gl i)l 6
r e A gl Cileall

A gl g ol alae (ge Ju S o Al 1S slE I -

Arigae gl salie Jle dlie pans bl Adle Alhae -

Aol o A0 8 Cule) aly Blati Al 1 Ll jlad) -

Ae @) Jga o sl clesSall G aadiud dle hall Jilu,ll 7
:Jie Al sho

Cleally Gl o Jaalsill aadind el i) G cOl ja -
A gall 8 A )

Onvaall o aga gel & gan Aauliag Ju 02y Jad 3—'—*@—7 ld -

i) (8 dvan ) s e laial il 8 Ju e L) Jia 8

:Jia

Al fAaE o Lelan) cildie jacanl il ged tdan yb e -

ol sl gl Jie rcillad A4S jladl il e aam i -

lassall o 3 AY) G A bl Bla Al J5la ) 9

:Jie

L;Laé.\.ée)\.h.n‘ ol Ay Jaanll t)u\dm ledall paudy el -
Muyddpwa}\aﬁe)\s\ u}dh«_\\‘)\.la;\ -
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Ayl il )l ailas 1.1.2.1

doen Hll A2l
e\};\w&@ujj%;ﬁféue\qﬁu\éc@j\ Jlo Hl) adiad
Cua cdanlidl e LY ) ddladl Gl jlall uind o alieeall Jus jall
LAS&J\)C}M)S\&_\M‘;AQ_AJM\)S&:\&AJGJ\ d.il...u)j\ oda angl
S B oaeen Lee cagd e gl cuiadl Ay GLSH Lis) o
Abal jall 8 dpaad) g 2080 s

sl Buaill 2

Badl" Jie fpen doah lan Bl Wi o dpan )l Jila )
) Gaill el g malida JS4) £ e gall paaT a1 <"/ sinal)
Jie dndlio Cal jlns Al 1) &85 5 clgia (a pall 5l caagdh J sl Al )
ads ALl o) i S Gansil) 138 1 o) a1 il iy | slai "
ol JS0 L) sisa

el sl o a3

AUl (e Congll 3nt 8 2ol = gumsll a8 e ¢ et
Juw o alinal s dujall o JSI agally Cdsll 85 Jlad JS
Llladdl 5l SN la) all i ga pmoall SIS 1Y Ul

Zas sl clal

&5 4
dats}n = duwmuu} syl a gy 2585 dgana H)1 Sl )
3hs Gany Wll il wd il o i) Jilasss Gl gl cansdll g
o A gguall Jaadl Jus pall slazind jelsd aff WS Al ) Adlaas

) a3 Ll Jaal il 5 Al )l (5 gina
Aanll Al I yalie 1.1.2.2
rd s mabie Al (e dganll Al ) Calls
Al N 4 Jaa 5 o3 gy il -]
219/03/2024 7 ) 51 22024 s 19 sl ;i

A12/10/1443 :Gisadl a 1443 Glnd 12 18 sal
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S - Al gie g 4l Japall ) - Al N L) s 5 ) Agad) -2
Aokl ol) atdiay 4) Ju el ansd

7 s

s sall (5 Y1 e ) 5 AS AN Gty )
plail) 5 A 5 3355l 8 s )

anall iy o SN e )

Al dabaie At ) Basall 3 juan )

CLalS 1S 5 (Dlia sapeall/apall) 48] S5 Cangd 4] Jupall a0 -3
Mamy 5 AS e dpda Aad" Jie B 5S04l Al

-z
o sinall - Jila 5 S 51— 50 e
m S - aile dasa - giSall Al
sl = S e 3N Balaa
dayiaall —dsnd sl B as

Al )l & sange 4gh (i€ - AlaY Al I CSE 3 § glagall -4
z s Jaidly

7 s

Jaall Qlla :& g gall

3Ll s ) clla o guia sl
glaiay) sie Jiali o g sall

G ssing A Al 8 Wl eoall Al oha 25
Jaadilly Al (e a 1)
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Aalall Al amias 2l Jaad) o dleaad) - 5 paise AR -6

B NPEPREIr

" opaEal) g KAl gaby | gliad §"

PR PRERUITRER:

ECTRNERCE
s pall 2y g8 raim il Al & Caliza) - 2 gil) g S pal) sl -7
el de s all :Ds

i pal) b Sy lE ) i ()5S Lay Jupal) by -8
AA agal) Ju 5 e SAy 389 Al 1) ae (38155 Al Geil) dae
ikl
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Fpan )l ALl Aale JS 1.1.2.3

g
Al Jupall O sie 5
daill dlea
-1g s 5all
Al e
aailall
&E A
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ans 1) Al 1l ) 3 1.1.2.4

o) e ol el ddlh gl Al 1.1.2.4.1

p il A pdall oyl sall 3 ) e 2wl
LAsH Qe
400 gl Ay yal) ASLaal) c3an
cdoal) ey
G e 1) ebia g g gall
Lo ) G il oSie Ll e Lal) SLiall il 5l 13 alhay aSialyus ) o)

e Cilian o4 5l Al 8 Sl 5o CaleS () Bala) Ayl dalll 8 o A0 Lo e
QAMJ&MQA}M\@\}?\&\QBJJJ@AH@@; MM@MN\SJ@
ABULIL 4 plaiY) s A pall AL LUSH 5 Gaail) e a8l 5 35S all e Sl I

O dan il Jleed ) d8LaYl s cdan il (iSe sl Jael €€ 3 pal ol gl aed diag
Glalal) i yi g pmail) 5 Gl Jlael duiada ol AU siuse i (uSally g A pall ) & alasy)
LedDla 5 (oL 3l Aaglia

al@il 4510 5 puad) e da agka B3 e

(aSaa dpadd dllaa ) kil 5 128

G s sl /o

A3 5 e+ i )
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Al ) sall 3ol e allan ;) 1.1.2.4.2

Os¥ e

200 sl Ayl ASLaall YY) Y - 5aa

02023 il YY @ & ull YV /(S YY
p il s sl [/ 5sSal
fndlall IS, alae

2igll / ol il 53
S sl HsSall s e

(s Al Cm o i Al 8 L Jeall oS0l 5 oS e oS ,SEY A il o3 el o 3
ALY Ty a0 g Ul Siaet e 488 sl i of oSl (o 3 jums g (OeSally 5 3y el

e gasan Jly €00+ 1 ol il ) (1

L sine el 4330 Baal il N Jolay Le sl Lilas oS (2
Jal Ca ias Jilae U yed gasn dy Yo (3

Ulae Ao die (4

I ae Lo g 05505 L )38 4y 558 3l (5

Al S8 e Ul Blad o) jails yisaa jaull 3 SX5 (6

AT el ) LSl W il | b L) ela 1 caua) Al g La g ) 530 S 13 L
LGl gl

(o2 L Gty / et (35)18)
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i Faala 8 el Ayl da il Al 1.1.2.4.3

Jid Lo sl se Jelend
3746 = Jidl 4
AYlall e 3 ) iSa

gl Y158
04952440479 el o8
9446164159 Jisall &8,
YIS - Yl b 1
22006/10/28

i) CUall (gl dpee /30lan

A gall ka8 daala

S 5 4l daa 5 oSile Sl

ey il Galdl s dph das

Bl 5 oyl aY) A all el Al ey (5 AT oSiaala o) i Y] Adas) g Ciallal
LY DUl (g 5 g8laiun g LS puay Layses el SO (e IS (e 8 ke Allia (3 sl A el
o giiall DAl L) s Llad ALlEall jan 3 S35 Al 50 daiay bobeail 2l ) e s ddlid)
8 3pa 5 488 CilaDlay (o yad) oW 3 priealal) 3aled Jals Ul Al jall agitlalis )15k Lapals]
AL 8y Sl a5 ) oS0 ey 1S ST 5 AL ag) ey lha il Ul
i) )3 (5 she (358 (e 5 I oml Al e Jai ) Aleadd) A5IAN e 128 ae (38 )1

CEUEREES PP PPt

Jalial

Jid L sl e Jielewd
ey

2<lad yall

iliaie 4313 3y ()

Leale A8aadl) clalgdll i (2)

el latal) 8 Y18 saall sale S A (3)

A8l 5 Aslall e 358l 3 aalall aacsall alef (e i Balgd (4)
B A il e (e 83 (g il JAI Bl (5)

ciall diald 3 50a (6)
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ol andl) ) Alaal) allad o ) Al A 1.1.2.4.4

sl
22008/6/15
asinall a1 sl Balend) aalia
g) yall u"’)’d‘ idaa
o S slaa
cé\ﬂ\Sﬁjx\ﬂ ZAAJ}(';S;\S;(‘;M\
cany g liail) palal g duh duas
Sy 5 gl G siny VS Laalas () A sustall g ) 301 s oSiolons iy yol 130
O A Al dpatil il g 10 J8 A el Axdl Galall andll e il g 21988 A daalal)
A emall 8 A LB A 5 e L La ) s (L)

ladll L 3,0l 25l ) dnailly il Aad duall of g8 a8 Sl LS (Sl
Ao yad) U (e Aalall cilaal yall g A jall il sall e g Y1 Ll Cunaa (e el siiall

S ol ol ) aSilaay Uy g 3 ailiads ol Lidl aSalens ) 80 dadiall 228 22y
Al Al B pabaall iy ysall ) A8l albY) o3 8 oaa g Sl A jell SOl el (e (o
Ll g A ) dalll 5 o gl allally ¢ LYY Wiidls e Jguy (o il () b)) e o508
aalall
OS5 (sia Anliie (5 AV ) giiall g Alaal) L 55 aSllae (g0 aal siall o gllaally
Ly Ly el s il JlaiV) aSie san 5 43a¥) 5 4y salll agila slaa 438 53 8 LuDlal 30US g
E\AJM\ oda Liad) g du ‘_;
(s g Lay ) Lisd
c,g)u]\ JJU@\;&Y\S}J\M%U
Joaliall
S5l an e
oAl il s
JU8) dxals

/85
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ula¥) dalhall ) )l e il ddls 5 1.1.2.4.5

E\JJS\AJEJLEA@)L“/\/\V Jma.)ﬁ\‘).t;\

2022 s VY

il S Galdl f5slen
An ) ae ) sean 3 liu
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Space for Learner Engagement for Objective Questions

space given below can be used for listing the questions.

Learners are encouraged to develop objective questions based on the content
in the paragraph as a sign of their comprehension of the content. The
Learners may reflect on the recap bullets and relate their understanding with
the narrative in order to frame objective questions from the given text. The
University expects that 1 - 2 questions are developed for each paragraph. The

SLM - MA ARABIC - SECRETARIAL PRACTICE - BLOCK 1| 39



SLM - MA ARABIC - SECRETARIAL PRACTICE - BLOCK 1| 40
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Arab Economic Council meets in Tunis

The Social and Economic Council of the Arab League will hold its new session on 25th
and 26th at the Advisors' level and on 27th and 28th at the Arab Economic Ministers' level.

This session was scheduled to be held in September but was deferred due to the situation
the Arab community was undergoing in the wake of the Lebanese war and preparation for the
Fas summit conference.

The most important issue for discussion in the Council is the follow up of implementation
of the resolutions of the Arab summit in Amman which linked the strategy of joint Arab
economic action with a pact for manpower exchange.

But the most important political issue for consideration by the Council is the complaint of
Iraq against Syria after the stoppage of Iraqi petrol pumping that passes across the Syrian land.
The agenda contains 24 different items.
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AUDIT REPORT

We have audited the General Balance sheet of Arab African Bank as on 31st December 2004
and also Profit & Loss Account for the fiscal year ended on the even date as per the ledgers and
records of the Bank. We have got all the particulars that we found necessary for audit purposes.

We have ascertained the existence of the assets of the Bank and confirmed that those assets as
well as liabilities have been duly assessed in accordance with the approved principles except
the assets and liabilities of Baghdad Branch. Due to the circumstances prevailing in Iraq, this
branch could not conclude the preparation of balance sheet in time. Therefore the assets and
liabilities of that branch are entered according to the last financial status prepared for the
branch on 30 Nov. 2004 under two separate articles as evident in the balance sheet of the Bank.

Taking the above things into consideration, we find that the Bank keeps regular accounts and
that the General Balance sheet and Profit & Loss Account are in agreement with those accounts
and the Balance sheet gives a clear and true picture of the financial position of the Bank on 31
December 2004. The Profit & Loss Account rightly shows the profit of the Bank for the fiscal
year ended on 31" December 2004 as per information and particulars we received and
according to what is recorded in the ledgers of the Bank.

We have gone through the report of the Board of Directors and we declare that the financial
statements made therein are in conformity with what is recorded in the ledgers of the Bank.

Auditors:
1) Ahmed Yaseen - Chartered Accountant, Fellow of the Society of Chartered Accountants.

2) Sebastian Pierce, Fellow of the Society of Accountants & Auditors, Egypt.
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First Step towards Implementing Scheme for Social Security

Yesterday saw the start of the first positive step towards the implementation of the social
security plan. The ministry of Social Affairs officially announced the completion of the
measures necessary for the carrying out of a general census of establishments (firms,
concerns), and a start on the work of implementing the scheme as from yesterday.

The aim of this census is to collect the information which will help in the application
(adaptation) of the scheme which will be tabled before parliament and will become operative
after the lapse of one year from the date of its confirmation.

The object of gathering this information is to enable the departments concerned in the Ministry
of (Social) Affairs to determine the number of firms, the number of employees, and the total
amount of wages (salaries, etc.) paid in every concern, whether it be industrial or commercial,
or a service industry. Agricultural establishments are exempted. This being so, it will, in
particular, make it possible to define (determine, fix) the percentage of participation in
ensuring the financial balance for the social security scheme.
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Routine Medical Blood Test Report (English)

Patient Information:

e Name: Hafiz Ibrahim
e Age: 32 years
e Gender: Male
e Date of Test: January 24, 2021
e Doctor: Dr. Sarah Smith
°
Test Results:
Test Name Result Reference Range Units
Hemoglobin (Hb) 14.8 13.5-17.5 g/dL
White Blood Cell Count 6.2 4.0-11.0 x103/uL
Platelet Count 250 150 - 400 x103/uL
Red Blood Cell Count 5.2 4.7-6.1 x10%uL
Glucose (Fasting) 90 70 - 100 mg/dL
Remarks:

The test results are within normal limits. No abnormalities detected.
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Inspection Report

Report Title: Workplace Safety Inspection Report

Inspection Date: April 21, 2002

Location: Abdul Aziz Manufacturing Facility, Industrial Zone 5

Inspector Name: Haider Ali Khan

Inspection Purpose: Routine inspection to ensure compliance with safety standards.

Summary:

The inspection was conducted to evaluate the safety measures in place at the Abdul Aziz
Manufacturing Facility. Several observations were made regarding compliance with safety
protocols, maintenance of equipment, and employee safety practices. Immediate actions are
required for identified hazards to prevent potential accidents.

Findings:

% Fire Safety:
> Observation: Fire extinguishers were not inspected in the last six months.
> Recommendation: Conduct immediate inspections and ensure bi-annual checks
are scheduled.
% Equipment Maintenance:
> Observation: One conveyor belt showed signs of wear and tear, posing a
potential hazard.
> Recommendation: Replace or repair the conveyor belt promptly.
% Employee Safety Gear:
> Observation: Some workers were not wearing helmets or safety boots.
> Recommendation: Enforce strict compliance with the use of personal protective
equipment (PPE).
% Emergency Exits:
> Observation: Emergency exits were partially blocked by storage materials.
> Recommendation: Clear all exits immediately and ensure they remain
unobstructed at all times.

Conclusion:
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The facility meets several safety standards but requires immediate attention to address the
identified issues. A follow-up inspection is recommended in one month to verify corrective
actions.

Inspector's Signature:
Haider Ali Khan
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News in brief

Beirut- Flames billowed from buildings in Beirut and lit the sky over scores of other Lebanese
town and villages after one of the worst battles in five months between Syrian and
Christian-led forces.

Jerusalem - Israeli Prime Minister met another Palestinian from the occupied territories in the
past two weeks to promote his plan for elections in the occupied West Bank and Gaza Strip, a
spokesman said.

Washington- The United States criticised the new political mandate of the main PLO Fatah
faction which concluded its general body meeting in Tunis on Thursday, saying it was
unhelpful and raised questions about the group's commitment to peace.

Amman- Two Norwegian U.N. peacekeeping soldiers were shot and slightly wounded by
militiamen of the Israeli-backed South Lebanon Army (SLA), U. N. officials said.

Washington- The White House said it wanted to maintain communication with Iran but sought
to dampen speculation raised by the report that a specific new initiative was under way to free
American hostages in Lebanon. The spokeswoman added that the White House wanted the
communication link to remain open and does not oppose to the idea of communicating with
any party including Iran, who could help release of hostages.
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Summarised Overview
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ccala sill Glle 485 5l o3a allal 48 sy 33l AT o o slall (s Baled 2 Jlad S
Sale duy jall Zalll saledl) ol dlac) A Al gpall g 46N Qllaw ) Caila gl 8 Les ¥
diga g Aflaeas Cipay Laa cilumall of Cpataall Casll ool geus 1a sgita Lelnad ol
e s sl 485 5]) oda hlui asiall Bilul) Jeadl )l e SUly 5 Al saled S dlall
Jaadl Cilaial ac by 4 jall 42l 5_paldl cilalgd dlae) o) Asigall 48) i 2S5 5 aaiiall &l lga
D)l AU et AEAED 5 AED ) ey Lae e o alladlise s adiiall A5l ) 5] agh o
Csbud) (A gy Ay pal) Aallly &l slae) il Geal) (o dpaall (B 5 e e
e paiall 5508 Ay el el i) S 8 BeliS) a3 Apeny Aaly Uilaie UGS i
Gl shae) &) o) Jeall g 8 Al ST aleny Lea Janll Ay b Allady Jual 51l
Ghliall 8 iea Sl eliy (8 Gt ) U (g m al Ty el ARUG Alial) il G5 S5 sl 1)
g Al a1l jleall s A all i yad Akl <l S 335 50 03a Jaas Ay yally Aalalil)
s i U S e yal) ARl M 5 culaleall s A ) delua Wl DA

2l Jaise el 5 Axigall

Assignments

Sl 5135y 22 ]
aae Ul G i salg s acl 2
Lale 20 3080 izl ) alead 358 3algd el 3

Suggested Readings
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Essential Arabic Business) s all @il :Jled el gon coma .1
) daala dahas (Vocabulary
s s daala daplae el Guae (e 2

References
A

(g e S il gl A pall (B s 50 0l ae O s e B0l L]
2013 Sl

(53¢ A€ ¢5da dy el Sl el calall v S ) (g cdeall e D
2011 eSS

A Handbook of Commercial - 8l 4y 2!l (i€ 2 <6 sl ¢ 0 S 0 3
2019 « 5SS Sy (53¢l -Arabic

Space for Learner Engagement for Objective Questions

Learners are encouraged to develop objective questions based on the content
in the paragraph as a sign of their comprehension of the content. The
Learners may reflect on the recap bullets and relate their understanding with
the narrative in order to frame objcctive questions from the given text. The
University expects that | - 2 questions are developed for each paragraph.
The space given below can be used for listing the questions.
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(Idioms and Expressions)

Learning Outcomes

:33;_55\ oda Z.a.u\‘)d B EN U’“J‘ﬂ\ @

Aew )l Vel 8 deadiiad) Ay pall G juaeil) e o gl
Ay el Al 8 daladl & jlal) e ol

gl ¢l atl) Cilaladin) agd

Led poding Al Al Vsl ) yaail) day

Background

Lelday) (bl el caliae ol Al 5 @ il duiall Sl e A jal) 22l oas
Gys a1l Al a5 Bpans ) sall (8 Baoitindl) el o ol Sadg Al
cllaall S § clelaay¥) Jie dpan i il gall b lnll canliall ) JEdll Jual sl (lacal
Al e (a8 gal) sda aaiai A8 g o yia¥) elad dauad g daaal g dad aladiu) any dhyan )
cJee athd A0S die (JU Ju o Ayigs Ay kg SEY) e el dabiie Jaa 5 483 S

Mdag g A daat ¢(8)ainall Baundl/annd)" ;e dpany daahy el Qi) (ga

I P S S E G i P (N ;lﬁq..a:‘y\ o Apasdl Clioladll Jie dpan ) e sl Ll

Lae ¢y gic g dan ) e deadl (S5 Ol Sy ol gall 028 8 AeeDle JS) () 55 Aapund) il el

55 0lig s Goaal Jsi o (S (JEa dam e GIDRYI g A5 A 3y 0e8 e ey
e iy
o P

wl LS 7 g g Al )l 5 e m@{)m okl dlal il GuSay dauliall Gl juedll alasiin)
Jrag Auuiall Sl jla) Lpelaial of dyige e CilS ¢l s daali Alidle by b aaly
o) o g cind e se by s Allad ST Jual il

SLM - MA ARABIC - SECRETARIAL PRACTICE - BLOCK 1| 58 m
EL



g._i.uﬂ\ caﬂ.m.u}\ cg"_abl_.\ﬂ\ c)*\aﬂ\

Discussion

aladiu /cdad 68 1.3.1

Good knowledge of Arabic A yal) 4adlL SLa)
Fluency in speaking and writing AU 5 chaatl) 483k
I wish to apply for the vacancy of dads J Ul eﬁi / <l eﬁﬁ ool
I am applying for the post of of dads g alh, eqﬁzi |
I am 25 years old e (3 YO AUl /YO 5 see
I 'am 30, single/ married B woeler S ee
Personal summary/ biodata of my oM el A8 By /el gl /[ pedle
qualifications and experience S
I was educated at/ I studied at (e pd B/ A g pd il
I completed secretarial course 30 KA )38 500/ s ke Caaddl
Obtained/ gained a certificate salgd b/ e cilias
I am final year medical student 3 Y) daull & calall calla U
Special orientation program saldll 4 gl el
My work background has given me D Jarll A a3 )
Great efficiency and proficiency A8l8 3 lea g aallad
For the last fifteen years 8 aY) diu s jde uadll
I have been working in/ employed by & Calae N8 g
I was employed by G dael o (I o )
My work experience have ranged dalaall ) pd s gl p M
From translation works and public relations Aalad) B g daa 51l Jleef 2 jlan
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Accountancy and administrative affairs

A 055 5 danlaall G

I can take dictation at 100 words

S ) ¢ e e e Leall WS

I can type at 80 words/ minute

A RS A e o LIS AV e il

My short hand speed is

...... o JIERY) e s

My speeds are as follows:

Short hand 100 words a minute

2ady /AL ) o v J) Ay

Typing 80 words a minute

4382 /A< A delhall

I carry out the routine clerical duties

i 5 Sl i g o il

Punctuality and befittingly B ylas g 430
I discharge my duties ol pllazal / &
I took up my post als gl 6/ Gl
I receive esteemed customer al S 50 sl
In person and over telephone Ll g Luadd

By virtue of the requisite training and
adequate experience

oilll) A8SI 5 5ally w50 il Juad,
(45).&” Y L53 MJ}‘

I wish to extend my experience and to widen
the horizon of my fields

o SV G gl s (s 250 of )

I can see prospects of progress and
advancement

Gl g w3l S 5 s

5 i 1.3.2

Confirmed / irrevocable letter of credit

o=l 8 yie /) e dlaie) cldad

A bill payable at three months

el M 2y (3ains A

To present a bill 12 iy

To quote a rate | s (a2

To place an order Uk jaay /a8
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To recover a debt a2 iy
To redeem a debt L 2o

To redeem a debenture

. ..“..J,.w

To redeem a loan L 8 2oy
To redeem a mortgage L ) &lgy
To refund excess ol 3y
To release the documents Gilatiual) aloy / e &
Maturity / due date Sleain¥l & )b
Deadline i) e gall
Credit society caloall dman
Credit limit/ ceiling Alatie V) Caa

Consumers cooperative society

LSiaY) A sl geas)

il g & gdal) / G jlaal) 1.3.3

Abstract of account

Registered with acknowledgement due

2L e sl ) ca Jonnns

Detailed statement of account ats Clua aiS
I enclose a cheque 1S oS0 (38 )]
We are sending a cheque book LA 8y Jaw

Your a/c is T100/- in credit

_%.)\~~/éj..m..\di\ae$g\.m;

Your a/c is OR 100/-in debit

g.o) v/ e (e aSilua

Kindly debit the amount to my a/c

on e il 138 28 s )

Will you please credit us with the cheque

iboaad Lol 138 150 o g3

To overdraw PR | A ST

overdraft o piSall e
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Would you kindly stop

|58 55 f oS s

Payment of cheque no ... dated....

S Eosl L al) chlll ado

For a sum/ an amount of I/Rs. ...

AL Al Jll /6508 sl

Drawn in favour of

. bl s 5 L e sl

Please transfer the sum of

o )3 Lilua | 51855 /) d7a (o gan ]

On the 10th of every month

e JS e ladl

Until further notice

DA ) s g

To the account no .. with ... bank

S pas iyl gl L) Cilaa )

And debit my a/c accordingly

@M&Léﬂ.}d\\}qﬂﬁdb

All risks policy

<l 12 1.3.4

With reference to, this has reference to

BEST PN

Subsequent to, further to, pursuant to JlaYy
In response to, in reply to S ala) Je
On the basis of e ey
Upon his request adlh e ol
Despite eat Al e
Apparently swle Jle
Related to, with respect to - Glaial)
With respect to R R (W
Regarding U ey
In addition to ) Adlayl
In all respects Jsa¥ il b
Within the limit of okl A
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On a large scale

ol i e

In accordance with, according to, as per

JG s /A ek / a sy / (B s

In order to safeguard

Sle Uslia / 14l

Out of concern for e ba n
Through, by means of Gk e /dhaul o
In conformity with & Ll
In compliance with dale jall aa

Provided that, on condition that

O e ol Ja e o Aday i

Notwithstanding, regardless, without
prejudice to

Dbl Gy e Lkl Gar /o JIAY) (50

e
The credit goes to & Jaadll as
including Lot Loy / Led JA

On the lines of

g e/ d)sie e Sk e

In view of Sk
In due course Cruliall 8 6l)
As far as possible Oy a8
As soon as possible OSae i g 8)“‘ &

At the earliest

Aaileda p o Bl 8

If required, needed

V) i) o) A Aalall caea 130/ e a0 13

It is admitted 40 o yiaall (e

It is expected a8 sl e / latiall g

It is scheduled el (e

It is reasonable Jssaall (e

Irrelevant, illogical Jsiaa pe

An integral part I Yeia
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We have no alternative

Ul alia Y

Under separate cover

.~S I :dl.m‘)‘f

separately

daa e

To take into consideration

Slie Y o A1/ el

To consider sympathetically

To reconsider

& kil e

To invite attention to

A Sk el

To view with concern

3 shall amy Hl

To perform his duty

iagas alf / 4sal 5 (0

Duly

In accordance with rules in force

L Jsenall il 8l s sa

Last but not the least

BENISF PR

Collectively and individually

(3 e 5 (padina

A praiseworthy attempt B S A glaa
It goes without saying that G dal Jaaly
In letter and spirit [EPEPRIK
Before it is too late Ol el g8

Political trends

Anladl Cilalasyl

Serious precedent

3yl A8l

Many thanks for your letter dated

o & sl SILal Sy oS S

We would assure you

< S

Of course, it is our pleasure to

SHU gl ool 50 el AL 43)

Your interest is highly appreciated

ASelaiay Jyjall U S s

I am very much delighted

sl e oy
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It deserves many thanks and high appreciation

el Jaan 5 SEN i Gaday al 128

I regret very much that I could not send you a
letter

S Ay Sy} (g oSl b Y e

I regret very much

a2l caul )

I greatly regret the inconvenience

gle M s ol il

I must apologize for

J ey ge JuY

I would like to remind you

aS K3 ol 2l

This is just to remind you

aS S8 ol Jadd o

I will be glad to have a reply from you

aSia ol sa WY s 58T gl )

I would appreciate it if you could

o iS5 o 1S SLE & T g

Will you please send me

sk 53 Of el Ml /52

We would like to invite your attention to

A aS ki il a5

A prompt reply will be appreciated

EOPNERL: N EN JPENgT

I look forward to hear from you

L B oS g Uiy o gl / Jpnm s ) el

Kindly acknowledge receipt

Loy L8l 9o (o g / @ AYL Jaa g Sl ) el M

Immediately on receiving your reply

oSia b gall ol 58

It shall be deemed valid

Blla /1280 jriay

It is effective from

O ) kie) /0 smiall (5 sl /0l 38U il

He did his best

wjgﬁudsdﬂ-’

He pinned great hopes on....

e 1HLS YW Gle / e

The matter was kept pending

Justice demands us to

e (i js alaiy)

To settle the matter

& sumsall Ja / Allesal) (5

Settlement of account
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Kindly look into / investigate the issue

) 5883 ) g )/ & s sall (g ) sia O 2S5
g sy gall 4

To take necessary action / measures

We are compelled to resort to legal steps

This is what prompted me to ) (Szda La s
To enable us to Wy Aa
He exercised his right 4 ()l

Undermentioned items

1 slassd A0V Caliaty) slial il 3 sl

Above mentioned persons

el s Sl Lalasy)

The subject referred to

Al il g yin sl

Please excuse me the delay to reply

AN aals ks o g )

You are aware

e iy

We came to know

lide ) L

I should say / it immediately occurred to me

If it is in your purview

aSaliatialy elly IS )

Kindly go through our comments

lidaa e e g3V g yall /els )

Incorporating necessary changes

Ao skl ) Huadll Liacata

Clear violation of laws

Ol 8l ey e )

This is not permitted

4z same i 1M

Please do the needful Ao Jae (o
Strictly enforced daalite A8y Lgdundat o3
We have to shift him a8y Lle ity
So that we can shift him ala W oy Aa

this has put us in a fix

oY) e W 1aa

kindly dispose of the matter

g sum sl slgily o Al 2
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Hope this suggestion will be approved

aSE ga ) yEY) 128 JED O ol

If you need further clarification

Zla¥l ey el gia i 13l

During working/business hours

Al sall cile b JNA /aall cile L o L

Round the clock el Hlae e
Please contact the undersigned oL &8 9all Juaiy) o n
Therefore you are kindly requested to oS S s pade

So please contact me

In full settlement of my account

AU (PR IVENICL N IVEN B DAL KR

In partial settlement of my account

(s (e e ol da8d

Partial payment

In settlement of your invoice

oS sl s

We regret that we are not able to send you a
certified cheque

oSl (Baaa ol Jlu ) (e LS aan] i

We are giving your order immediate attention

) Lielaia) aSulla g3 i

Our account is now in order

As soon as we receive your invoice

oS 5l b Lalla

As soon as we receive payment of invoice

5 i) Faghy Aaby Uloat Lalla

Copy of your invoice amounting to

L BalL oS3 ) 518 (e A

Please be advised/ please note

pSial] (o> /838Y) (o>

Please quote your rates for the following

b Lo el U ghansi () o

We appreciate the opportunity given to offer
our rates

U lrsl (yia pad Ll A il daliY oS S

We are pleased to receive your order

Sl Al i U

While appreciating your order

ASallal U 5085 e

Will you please let me know sl Of ela
We have pleasure to enclose AS 88 5 Ol Baasy
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It is a pleasure for us to cooperate with you

aSaa (y slacti () Bidey

serving you

Hope we can serve you again Lo 8 4l daad oS g o ) cﬂ:ﬁu L)
Hope we shall often have the privilege of Laily aSiandy Ca it ()b Jals L)

We enclose our latest catalogue

Llbly Gaaal oS3 38 53

Will you please let us know

L) s s

Whether you have sent it separately

saa o L gails i 43S 1) Lee

Kindly accept our warm regards

Lial gin) a5 J sy | sloai g

satisfactorily

Regards Lithaad aa oLl ) ol
Thanks and regards el g Sl WS
Many thanks and regards S BT E PN P/ TR EN v | PR PSRN
el
We thank you anticipating your kind Uina oS glad s e Wil oS K5
cooperation with us
Thanking you for your kind cooperation S5 glat e W1 gy SLG
We appreciate your cooperation in matter uapadll a8 .S glad o jasa
Would you please handle your payments aa g paal e aSile Lo ada el )l

This will help us to cooperate with you

aSaa () slaiis Ol Bac Lay ¢l

If you need further clarification

Ll e a3l 1

Kindly contact the undersigned

obdicﬁ;ﬂbb&mﬁu\j;)\ﬁ

Our terms of dealing as as follows

LI A Laie Jalall s Ll

Our terms are

Best terms of discounts

amall sadll L g 8 ol

25% discount on cash purchases

Hope you will be interested in this

aSalaialy Lasy 138 o il

The consignment is on its way to you

Sl ey sk okl / deliad) Caual
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This is not subject to any discount

aad Y mnla e 1

Special discount for orders over Rs 1000/-

Call g (355 Al bl e Gals aad

s
It is a pleasure to supply your orders ASELL Ali U ) g p o0 93 (ag

Packing and postage included

20 5l s o) i el A Ly

We assure you of our prompt and efficient
service

Alad g day o A2 oK1 XS

We can guarantee regular supplies Adatig cliall (,SS Craniad g
May we have the pleasure of serving you POCPREN P UOC T e o ela
Our experience is at your service / disposal pS8 pali / aSTadd 8 U HA aaiad L)
Overdue poally jalia

I know my account is already overdue

a2l Slisinl ae g o alel )

Sorry for the inconvenience

zle Y/ Alaal e HNiay

We regret very much for the delay

DAl el U8 s

Please accept our sincere apologies

G ylaie) Bacal | L& o ga g3

It is due to circumstances

PRI P P

Beyond our control

Lo /552 5) e A s

To take legal actions/ measures/ steps

A gl <l gladl) /clas yill /cle) jaty) A

To turn the account over to the lawyer
(attorney)

A AS )/ alaal) ) Gl Ja

I have full confidence in your kindness

pSe S A AB S

Summarised Overview

Clalliadl g el aladiinl aeluy dua dyigall Clill b Llul 5 jlee Jadll Jual gill 223
el aadtd (el Ay 8 lag¥) Jelilly &) jiaVlg m sl 3o 3 Al
Janll" el aadingy (JUall Jaw o AaliaY) 32k 5y Sadadlly osladll 3 5a8 da el
Gl "3 gaiall A Gl G cane Gy G daga JladY Aalall 5 LE "Gal)
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S Gl 1550 clallacadls julaill Cali (Jae¥) Jlae & Ol Ja 8 glay) e
oo sl ad ot (i das Slo Aigeal) B ey 5 Lyl (a5 el 5 il il
i A )t Al oled) vie MAsdall ola) sl (e ) B e BT ) B LaB0 s 5 )
8 Agiall Gal LY A8 ) ey Jlad daal 55 6l pa) Ao d8al Gl jlall aladia) acly
i) pried ¢ o) ol dpen )y e ) A piSH Jile ) CilS o) s e il SOl
Aaalil) l Hlandl e Sigall 5 ol aollall e Lalaall U g g ) gl dakaiall g dp3gall bl
" pall o giall s s il Ad8le s LEDU MEL SUEY) a3 LeS" Jlaal 138
pedll laal haslad el LI 3 ¥l zoasll o (385e diwa ) 5 )LEY) die
o8 e lug 488l Cilallaadll alasiul Gl dllall Colabaall g 3 paall gladll L8 Ll xaaall
&) 5L AL B DLl Jlaall 138 8 A glaiall ol jledl (e Alall appliall a5 agd
el QLS ade i 48 pa a4 Y Ledie MElll) ol g g 8l o e (adll) 5 08
L;j ?@ﬁ\ ¢ g (ialg :NT,\S)AAM U'_at:ﬂmd\ M ‘;A :\A:\MM Silallaialll e\.liim\ (‘AL“H
Sl ill e Al Ky A jall 2l clallaiadll s uladll sda ) o) Julld) CSllaal)

Folead) (il gall 8 4 sall) agie S 5 aguaiily agi )y Laa (cWloall Calide 8 dgiga 5 Alady

Babe Jan (b Lealadind 8 mlia g5 cJaall Ay (8 a0dind Ay po julaidad K3 ]

Alad (Bl (A Lgraia o8 cgans I 3l pall g Jlae ) 8 deodiine el day )l il 2
NETS-N RSO W

dadllaal el dused QUL 48 sty Galigas e G 1ual Dl iS) 3
gl Blanall Al

Suggested Readings

Essential Arabic Business) 4sowall clajdd) :Jleed Lujall gon cpue 1
&l daala daphas (Vocabulary
s s daala e el Guae (e 2

References

iy je IS ol Gl Ay gall (8 a9 0 ecpall (e Ol e Bl ]
20135848
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(el AiiSa (5l ¢l Hlaill Bl el cadall e S o ¢ ns s eaall ae 2
2011 ¢SS

A Handbook of Commercial - 3 jaill dp jadl casiS ;S5 sl (0 S0 3
2019 « SIS Sy (53¢l -Arabic

Space for Learner Engagement for Objective Questions

Learners are encouraged to develop objective questions based on the content
in the paragraph as a sign of their comprehension of the content. The
Learners may reflect on the recap bullets and relate their understanding with
the narrative in order to frame objective questions from the given text. The
University expects that 1 - 2 questions are developed for each paragraph.
The space given below can be used for listing the questions.
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Arabic Gontent Preparation

with Office Softwares

BLOCK=02
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Y PPREOY RN N | T 1

(Word Processors)

king Outcoa

:'B.J;}S\ 0da K_w\)d A u»)\dj\ é.!.kiug

MS WORD 365 o 4ibisall oy saill ciladlad dabisall <) jpall o agdll
attall el Gl s aladi) e agdll

Anlia 3)Alsay At dlac |

‘ - ’ Background

akaiiy y yaill y LS duli) @ gl G geail) dalles el Cinpal paall jeasl)
Ul Lae caoslly aldlly adsll CuIlll) yigneSl) 8 el calagul a8 3LS Sl
O8Ol (3laty a1 S o) g A geay Al yial Chlatioe L) A0iKa) (preddiall
Aallae el o (3 Sl el cpdl) Cpdlsall 5l e )EN 03y (Al Cigall S cagilial g
GAu Jie suae S e A5 Gadsl suls 0S90 dasas 255 S ses Sile Jie g seall
Wl (ln y ccand Bl 365 Y ol Jall 038 Gautill <l a5 (5 sadll amaaill 5 DY)

Allad g Al e ST Clatieall oL&3) dalee Jang Las e 58l (5 ginall 33 ga

el o a5l slaie V) G S IS (a seaill Aallas gl ) dalall @l
U s s A8 lawal Uig 5l s yiall g agiadl s )l aad (JlacY) Jlae & Al )
O 3Ly W ey agllact delual mal ol oda o g sialilly COUal) adiay LS Joowill
Jarll GLilSa) o sl cl gal 85 celly ) ALYl JalSIL ciladiall 40S 3ale) ) dalall
Jie ) Ol Jae gy (peddinns 330 G algall A8 Hlie Jgans Laa ¢ laill c8 gl 3 claal)
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Cldl 8 aie e Y s gasall dallee gl sl sl o 3800 A sl
il (5 sinall 3 1) 5 ol dilae Japuri L agu Cas yigall 5 dpaalSY)

- el B e gl (a geaill Aadlee galiyal Adbiaall <l jaall (8L Co g Bas o)) 028 A
Microsoft word 365

Blalaal) (Al cJaydadsl) cﬁmaﬂ\ ¢ Guatdl) ¢y i)

365 2,99 4 a1 2.1.1

Ade e 15 sk SV haal 45l 365 355 € gu s SSila i
@) Xia s 5 Sle A8 5 L paeal Sl (el Andlas gmal g
322l zaliall 263 <1983 ale & Microsoft Word (s Llaal Jsl
b o) s AR perdiivaal cilaliial Al <l shaill il (e

daliad e duaddll o digall o daalsY oYLl

e (S0 Baaa Dl jpe 5 Ay 50 Dliasd g dll il zisai @

(el Gaxll 4 Gperdiiadl saclud _clilaV) KA Ll o
5 sl a8l g Al gl (i

(sl Al uyd;ﬁ»m'édﬂu&qﬁﬁ_g; c‘_'):.u;.d\ g’_i)\aﬂ\ Canll acd @
.SharePoints Teams alafiuly O gl (udi 8 2iiiuall

¢ i snaSll 8 jeal lly 3 Loy ddliaal 5 jea) o Wl mali ) mual @
el g A5 e pe 2) ) Laa cdon sl 5 jeal) 5 LSAN (il gl
B 2yae e el Jad 365 25y Cigas Sle sk el
£S5 ¢(ylatll s Aaliiy) ac s ALSie duaie I o geaill dalladl
Jae b Galle doasiod) zal ) aal e alasy lae ¢ oelilaial)
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Suggested Readings
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Space for Learner Engagement for Objective Questions

Learners are encouraged to develop objective questions based on the content
in the paragraph as a sign of their comprehension of the content. The
Learners may reflect on the recap bullets and relate their understanding with
the narrative in order to frame objective questions from the given text. The
University expects that 1 - 2 questions are developed for each paragraph. The
space given below can be used for listing the questions.
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Space for Learner Engagement for Objective Questions

Learners are encouraged to develop objective questions based on the content
in the paragraph as a sign of their comprehension of the content. The
Learners may reflect on the recap bullets and relate their understanding with
the narrative in order to frame objective questions from the given text. The
University expects that 1 - 2 questions are developed for each paragraph. The
space given below can be used for listing the questions.
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Space for Learner Engagement for Objective Questions

Learners are encouraged to develop objective questions based on the content
in the paragraph as a sign of their comprehension of the content. The
Learners may reflect on the recap bullets and relate their understanding with
the narrative in order to frame objective questions from the given text. The
University expects that 1 - 2 questions are developed for each paragraph. The
space given below can be used for listing the questions.
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@ SREENARAYANAGURU OPEN UNIVERSITY

QP CODE.: ......... Reg. No
Name P

THIRD SEMESTER M.A ARABIC LANGUAGE AND LITERATURE EXAMINATION
Skill Enhancement Course - M23AR01SE- SECRETARIAL PRACTICE IN
ARABIC
(CBCS-PG)
2023-24 - Admission Onwards

Time: 3 Hours Max Marks: 70
e

Section A

(5X2=10 marks)  .Cae e IS iilan o Adaa B ASY) ALY G dad 0o qal

P g IV S P

fla_ne e dan ) Jil 8 e & L

Sl HlnY) sa L

S el Aalll A o) dal dag )l Jal&I 4 (i) Cas

§ jlaa) sl ga e 2559 g g )Sila (e laal Jf Ul e

2055 JuS) S s JS0le (ol (8 (igalitie o JDle S0

anall Cy el Adle (o Cluall de sene 853 5 sall Gliaall & 5l 4 Lo

IS o NERV NN NS VSR SR

Section B

(6X5=30 marks)  .lade (uad ) S Aadea Ciuad B 40Y) ALLY) e L 0 qal
ook Wl ey ASlG edlas el 9

Ll 5 Luad s

Glaiu 7 )

A ) S

e baa

DAl (g

o oo oW

SLM - MA ARABIC - SECRETARIAL PRACTICE - Model Question Paper | 136




Lol il slae Vv Cpanati 413 5 50 22010
Aial e = i) - Apans Hl ALl jualic 11
b Ll Ay el AL 3Ulas aef 12

I discharge my duties (1

Credit society (2

All risks policy (3

The credit goes to (4

separately (5
el pa ) - dpadidl) Al Y pailias 13
€3 )55 Clatiue & Jhaadl #) )0 ddbiadl 5,k 4 L. 14
SUS) 8 LA A sana g alE V) e gana 7 5515
feliball Gy s aladdinly ULl ansi (Say oS 17
Ca oY) sl Blilas & L 18

Section C

Aadle 15 I 08 ccladia ao sl o 338 Y ASY) AL (e ) (e Al Guis)
(2X15=30 marks)

gl (el s e bl aie allsd LY 8 e ) Al 18119

365 255 < g 5 )Sle (8 ARl Cy sl Gladle 4 W20

el 8 el V) olSA S8 Jsa Adimaa ) e ) Al €1 2]

(a5 ) sk €359 s s ySile (882 s gl dgliiall sl Cladle e Juadilly iiS) 22
RN

SLM - MA ARABIC - SECRETARIAL PRACTICE - Model Question Paper | 137




Model Question Paper (SET - B)
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