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Dear

| greet all of you with deep delight and great excitement. | welcome
you to the Sreenarayanaguru Open University.

Sreenarayanaguru Open University was established in September 2020
as a state initiative for fostering higher education in open and distance
mode. We shaped our dreams through a pathway defined by a dictum
‘access and quality define equity' It provides all reasons to us for the
celebration of quality in the process of education. | am overwhelmed to
let you know that we have resolved not to become ourselves a reason
or cause a reason for the dissemination of inferior education. It sets the
pace as well as the destination. The name of the University centres
around the aura of Sreenarayanaguru, the great renaissance thinker
of modern India. His name is a reminder for us to ensure quality in the
delivery of all academic endeavours.

Sreenarayanaguru Open University rests on the practical framework
of the popularly known “blended format” Learner on distance mode
obviously has limitations in getting exposed to the full potential of class-
room learning experience. Our pedagogical basket has three entities viz
Self Learning Material, Classroom Counselling and Virtual modes. This
combination is expected to provide high voltage in learning as well as
teaching experiences. Care has been taken to ensure quality endeavours
across all the entities.

The university is committed to provide you stimulating learning
experience. The UG programmes are benchmarked with similar
programmes of other state universities in Kerala. The curriculum
follows the UGC guidelines of having three disciplines in a bundle
with an impressive spread of other academic components. Skill
Enhancement Courses occupy the curriculum of the UG programme
with aview to expose the learner to discipline specific skills. This is
an important step of the university to provide new experiences of
vibrant content of the discipline. The details have been designed
at par with similar courses of other premier institutions imparting
skill training. We assure you that the university student support
services will closely stay with you for the redressal of your grievances
during your studentship.

Feel free to write to us about anything that you feel relevant regarding
the academic programme.

Wish you the best.

Regards,
Dr. PM. Mubarak Pasha 01.10.2023
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Unofficial letters
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President of the Republic

4 ) seaad) L
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Objective Questions
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Answers
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Assignment
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............................................ Y e

................................. el o)l oy s
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b

o A o

f

a
b
C
d

Suggested Reading

1. A hand book of commercial Arabic,Dr. Abu backer KP, Al Huda

bookstall, Calicut.

2. The commercial Arabic, Abdul Hameed VP and Abdul Hameed NK, Al

Huda bookstall, Calicut.
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Unit 2
duadldl) Jilu S

Learning Outcomes
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Discussion
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(signature with date) f )W ae 2@l -6
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Jlall dda callay oall g () 9SS draly (pa il Al 1.2.6.1

G SllS
22021 (k) J2ni22

A laas L.!N\Lﬁ.ﬂ‘j

S 55l daa 5 oSile DL
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WS sl ol i o)) sa ) $dgad) A
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Al Al e Aigha,  1.2.6.2

B

#2021 (U4 s 8

clivd ol alal - 305el

A das 5 2Sole 3Ll

38 ALl Ay S0 La s Aagladall g da) @l e e s il < S8 il ) iila
Ll i el o U et aaal) g Lasaa il Ul 3
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F

Al 3l Adds jganl s e b e el dlle,  1.2.6.3

BESP)
#2013 () e 8
«Jal&l) (5 3 e
Al g ) dea 5 aSile L)
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A e e e g 30k ol 5y Sla) ki sl (e (Rl pde i
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Y|
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P55

22021 (U4 sk 14

c)'..g)'.d\ ﬁ.l\a
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Gl ¥ s c@lile 5 ) clalal el agdl 13 e ol Sy jull g gl Dal e e
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Mol LS LS
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A ad) clalll 4 sty edllial)  1.2.7
Personal Letters daddll Jib )
Hospitality ALzl
Friendship 4 rall
Congratulation/ Greeting gl
In relation to/ regarding to s Al

I am fine and well

Zuilall 5 Adall ol 3 Ul

Economics L@yl ale
I have been informed b
Getting e g

Express my sincere congratulations
and good wishes

S il el palla e e

Warm wishes Gbiall jal

occasion FETREA|

I wish you luck God sl sl

Service daaa

Yours faithfully/ Yours sincerely A palidl) /o alil)
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Good luck, May God bless you

) L g

Address O s

Apology letter Dlie) Al
Acceptance of invitation 85e J s
To attend s

Marriage Function ald 5l Alas
Congratulatory message dngill Al
Birthday celebrations Dl ve Jlata)
Pay hostel rent OSaall 3yl ad

Pay University fee

:\M\;J\e)uJJJu

Account olaa

Same account Jilas &l

To fulfill b

Expected expenses dad gial) clawal)
Summer vacation Cavall dllac
Had too much to s
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Invitation card 3 ge ) ddla,
Current month ol el
I am really sorry/ I regret (s
Able to O (R
He is serving the community el daasy o 58y
Recap
peaddll Jilu M pailad o
Aalally @l il ey doatllpe Y, tadl A daddl) Jilu i ol al

A e gl
gl Al e Y1 ALy Alal) AL
B3 gl 038 (85 ) 5SSl i yall LSl &y eyl UG

Objective Questions

Auad il Al )l o L -1
Aad ) Al M ABY) any s -2
apai il Jilu & 5i as -3
95 sl () oy 2 Al 1) s 13 -4
eliaal¥) ) dusyi 3 Al ansi 13 -5
fAuad il Al )l pallad 4L -6
a0uad i) Al ) Lgia 0358 o) 32 A L -7
S adil) Al (3SH o) jal A L -8
AV U g ) Jiaall s -9

s dwall a

i3l dis b

Al e Jdia) ¢
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Sl il g Sl palls e el
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In relation to / regarding to

Marriage function

Birthday celebration

Express my sincere congratulations and good wishes
wish you luck

Summer Vacation

Yours sincerely

University Fee .

I am really sorry/ I regret

Able to

SR B O A0 O
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ol iy ¢ 53 o Jon sl

$5bs ey - e > T

Gl b)) (5 gina s AaliY] il cadd) Josall sie gl g ) - dasa 8

o VI NV S

sl alial)
it el ¢y sl Al Sl & gumge ) sie LAY Sl W80 - Aay i 9

Educational Institution

driving license

Kindly accept our thanks and regards

I would like to inform you

Approval/ Agree-5

Company President-6

Department Manager-7

To postpone the meeting

Corona Pandemic Atmosphere

On the occasion of the school’s reopening
I extend my thanks and gratitude to you-11
Corona outbreak centers

R R B0 0 A0 O D
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Assignment

Al Y e caad gl plasl
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aisall Aol 8 5Tl plaal) die Jali Jad o Al oda 8 3854l (illall e 2Ly
Ay Gl 28/04/2021 &k

Gkl (s A paisall deld 8 g AT dlia dixil @

Aalg iy b cpelday sl delipludl sc @

- ) .3 Sl o) g laiadl s ae ga Jlu ) e sa
GO ) ¢onaill gl sl (3l8 s
e Laa¥l o Ci jial
G ) &85
O i)

e lainy) disd i) ) 2
Solay ) aas
G ) glaia¥) 8 oS plial ) Ass

¢ A0 sl Al U Al o) JaY) ()]

Ty i b elall 48 A e (5 S L b 55 olaall and 35 Y Ay (S) 22
¢ & sund 53415 ) Led p3lins elala ) Al ) (€1 3

Al ALY e caald s AL I Lkl 4
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4 ksl CM\ i< ,d
G — el 50 35353 1 a
dfjhdfh44@gmail.com :5 5 4 5 <01235494383:ila

[T )

lerereereererer e ) 3445 ;a8

G ) 2021 (M) psle 7 sl
Glaiiall & S Qlla oo giagall (L )

Oserinadl — Ala Y s jladll A< 5 sl

TN, . YRR ) Y — Slee
(crreeerreeeee e, ) 1 g dpla das
Lal san yis ¢aldaii¥) Gueny oS Jalatii (S pSilaiial 2 IS iaaf iy Uy g 3 aSia ol
G ) Aaall clidall 4 jland) (e aadd) A (e Ladle]
. S ) <o) A 3 U5 | shoais
&é 5
S e daalf
o ......... . . ) b yidall ja1e
[ Yuoag h/aziaiise

¢ Al ) shand) 8 Al )l o2 o) (i) |

Apalall 2l e Asedd Lo allal Al ) cadls gaiall CalSAl gas) B e il 2D
L) 03] 13 ) (iS) ¢ Aagliial)

s Ay ) ety il pae g oy 8 B S jaie gl 1) 8 (g g il ulae 335 -3
el jaie ) dabiad) ZaiaY)
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Suggested Reading

1. A hand book of commercial Arabic,Dr. Abu backer KP, Al Huda

bookstall, Calicut.
2. The commercial Arabic, Abdul Hameed VP and Abdul Hameed NK, Al

Huda bookstall, Calicut.
0 Jal o ) e Jaaal

/httns://Www.zvadda.conl/formal—letter—‘gemplates—are—readv -1
(eqrae.com) Avadd Al ) U 3 gai g Al ) LU »3gad | ) - Al ) LS 3001 2D
/https://slideplayer.es/slide/14601345 -3

https://www.slideshare.net/dinayousif]69/ss-42446533 -4
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Unit 4
Ayl g fSIY) g Auiilgl) Jitu

Learning Outcomes

33 gl o2 Al jy JA L) @L’.L.u

%

Ol yall sl Gllaiall e Ca'p2ill @

gyl LS A 5l e e Gl @

ey 5y Jile )5 daiiled) i)l e ol o
Prerequisites

O ¢ T80 Tala dgagy of ol 5y 8 smad) Lonslicl) o3 g ¢ Alle a0 (laiel) 8 81 sl
e Jsanlly ailhgll e Candl 8 saclics Y a8 )1 13 108e ()5Sen (SA) Cailgd)
Calladl el 8 g glany cpall adlacaly JUaiY) e jus 4y ¢ ddlisall Jasd) il

2l 5 Apeail) Jila 1 OIS (g Ble JLai¥) Cuaag ¢ ASA ) el 5 53 5a0aSl 8 gl ) seda aa
Lead Aabisal) gl 5 S (i) 5ol Comnal ¢ elaiall deal gl Jiluy in g s 5SIY)
A sl YL (pe Gl 12 32

Key concepts

oo sl 5 A0 sanall i) il

Leiaal 5 colaia¥) Jual 5ill 8 45 jall Cillaie
45 yian s (49 ASTY) 2 )

ISy yaill g Aigill lElay alac

A yal) CLIST A Sl ol
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Discussion

g 5l g A ganal) Aiilgd) Jil ) 1,41

a5yl Bl o Aismo a5 (i ) Ll 5 Lo (o A el i) il )
aal il Jilus 5l 028 andi ool Lyl Ay Jseaal) Cailed) dils o ALl Gai (i
el Laghas (im0 g 3 5oal) oY 5 0 291 e g e
Al sanall daile) Bilu 1) (e Ole 5 llaa
(Short message service (SMS -1
(3 ) Jilui )l 4a23)
(Multimedia messaging service (MMS -2
(il sl Baaata Jilus )l Aaad)

(SMS) 8l Jilu il 4asd 1.4.1.1

Jobity e Apuai Bl ) dead Ll ¢ ol i e pal y (Bl e dandiaad)l JLaiY) sl o
Jsanall cailgll 50 A gl 3 b e i L ¢ A sanall 5 a5 i) dpaill Jil )
| pnaiie aill 138 Cajal 2ae 5S¢ b pat e SMS Jibay (g giad ¢ 488 e i
) i) (S o Lde iy Caa ) e 3l 18 aill aly Ll SV e s 160 e
Buas Al A

(MMS) Jaibus gl Basmia Jibe ) dad  1.4.1.2

BaLY e 568 Lol LS fatl) 3T o aY) (e ds0ma e 230 e (5 giai MMS Jiks
el ada G sesall Canlgll iy 85553 gaaall Calall 5 il il 5 ) gucall

=iyl Jual i) cilipdat 8 Ada Al claie  1.4.2

22 oY celaia¥) Jual sill Cliaie (e aal s o Gudad 3 sa s e Lol J sene Ciila o 5y Y
lelend e i ia Coliaiall a2d < il 385 L gall Lils (g e o sl Conual 28 Ciliaiall
Laal o Gl (e W3 Y 12l A0 gl (o all eg) Ay sl Ol yall 8 axdio

Ao sl A sall O yall Jla 8 Lo S Ledlaniiad
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dpad dl) clialaall g &l glaall o gl (WUl Lgaadtiog (Al 8 jall Slapdad (e S dae ellia
L e g al priaa) s il 55 & sand Jia dans )l 5

Al Lalasl) A il od Aaal il

lSal Calise JMA e (pn AY) e Jual 511 8 day puall il gl (e A5 5000 B3
il o3a e a1 AY) (Al lasyl g LAl i a3

Ao e 5 Al s Aol 5 dpalad () 52 Y gl 238 o gl aadiud
Ol de sl ilialac) g <l slaall 2 gy 1 il gl Jadl (e Al 511 038 3

A jraay Ao A byl 1.4.3

b )l Jlas )Y Lelamiani g ¢ 39 SIY) 3 pall laliea g Electronic Mail Jb<=ial o4 email 4slS
g Juai¥) o olall dail; A5k o g Syl i YL Jsmge padd gl L
sl L Ley 4005 clile 3ald o (Saall (a5 ¢ (3haliall Calide & e Sla 3015 o )BY) 5 slBaaY)
AT 2l A g Ay 2 Sl ) A Clala s ) saa) 5 il spdll 5
AU landls Jilu,ll 3ok il e (S35 SV 2 5l Sy
Ll s ASIY) 3 ll padin
) Glsie bl QSN paddy olSa G My iy G Aol Qg o el e
Al Al Sl Jla Y (s ST

a8 Galadl sae ) Al Ol ) oSay
A e ddle G il s pell (S Al )l Jsag a0 Jla g
Ay gha 33l 35 ST a5l il 0 333 (S

Sy il g Adigdl) by alae)  1.4.4
olad padill 5 Qa5 = Al jelde o adll Aadl ) Al y i QS ) gl iy
Lanl 520 JledsY dlien Ay il sda (5SE5 ¢ agdl jlaily Jiing gl agand (Al (aliiy)
alasinl iy ¢ dpa Gl 8 acall a2 o Lo (il st 8 ey e ¢ il 8 (adld
Al clulidl s YWY (e Gl £ 3 il il 5 dgil) culilay o6& ciiUad) oda Jia
o2 e g pmlly zodll (e Ba slival B aaluds ¢ dpaddll s Adilall cilasliall g e Jie
Ccdaaltl)
-1l il g (Al ey 3lad (e lan )

Dy SV Gpaall s -]

" s il le US55 cdlee W) pdla oS g Lia il i ol jlaa oS
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Gl ladly At 2

"l (55l g o all 38 A ellee ¢ ClilaiaY) i elalas e Ll

paall o glsally digs -3

Tido sl s sk A3as aaall aglsall gy LSille ) yoal) Suae Jseas e LSl

Mol

lsolbddgs 4

"idle g alaly A 8 LeSin pea g LeSile o L g LTl el L
13l 5 Candly Aigle Ay 5 Bl LSl s i csmnd) all 138 3 LI e i

z AL Al ddlay - 5

"8 e Sltise Gl ga yig ey jAats ¢ 2 0AT 8 ST S ) e Ll

A ad) clalCll 4 ey edlial) 1.4.5

Phone messages

Ll il )

Email messages

55 ) il

Chatting 45yl
Applications Claglas
Social media =iyl Jual 5l

Modern communication platforms

Ol pall Abaall Cilaiall

Email

s AN 3

Greeting card

JERECIN
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Mobile phone J sanall Cailgll

Phone screen Cailedl AsLs

Attach 3

Pictures and videos Gl sl 5 ) gacall
Audio file syl Sl

Daily communications e gall O )
Internet PLTA|

News conveyed / reported ol Ja 1y
Websites ) sl

Political daaud)

Economical dgala@y)
Educational daglail)

Dialogues Glialaall 5 il glall

Facilities g

Provide J A

Data il
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Text il

SMS 3),,\-431\ df\l.m)l\ A0A
MMS Ll o) saamtie Jilo Hll 4ead
Recap

Jsanall Cilel Aals o (iS5 5yl il - A sanall diiled) Sl )
AN A gea ¢ (alaY) (e g 230 ) Ol ) cp s S 53 - 338

(MMS) Lailus sl 3axata Jilui Hll 402 5 ¢ (SMIS) & jailll Jilo )l dadd s le o
salail sae ) sas) g Al ) Jus i -l a 160 - <o yal 20e - ks a3 - SMS
dgana - Cial dae —(aill ae i geall Caldl g Gl gl 5 ) seal) Jla ) -MMS

Lo e 5 al paial g ) 5 st - Jucal gill dry s Jilas 5 - Al Clilas

E mail- electronic mail

Cilll g o ppnill s guall Jia &5 e 3lally il Jaf = (i ST 5l
sl

Al N s 5 pae Juspall g - (558 - Waa - (A5 SV 3l D e @

Objective Questions

silel) Jilu ) o L -1
A8l sy 8 A 1) i Sy (ol -2

20 sandl) led) Jila I € jae (ans SO -3

U sanall Caila Jilas ) #1530 o8 e -4

ISMS dilbs ) s sini 13 -5

$SMS 8 an adl) 2all 2 L -6

TMMS il (s a5 13 -7

a0 Al 2 padall e -8

35l Culindatl Al ey <3 -9

i il lae e lain) Jual il il L axiiios (al 21 a e <10
¢ Email 4elSll Ay 5 A Lo =11
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s SIY) 20l Joniasi 13 12

Answers
Aima g 5l padd ) b sile Jilay 1
Jpenall Gl 45LE e 2
Ll g il ja e Jeal s 3
il ol) Baawia Jilo Jl) dand (MMS) s 8_maill Jilu )l 402 (SMS) 4
i i 5
B s 160 .6
(Sall Calall 5 s g3l 5 (aill 7
40) gl 4y )8 SO e 8
plaiudl g ) 5 5l uud 9
Als 5 AaLatl] 5 dparl=d 10
.Electronic mail .11
i YL J g g i sl A Jila N JlasY 12

Assignment

Saaigall ey 4l (il ¢ Jika SlaY A1y -]
gl A8lay Ll Sef cAiild da jay A jaall (8 (g i) (laia¥) b elial] @ jla D
f oY) v Audia lipna ) S il 5 el Lo pd 53 AL Se] 3

Suggested Reading

1. A hand book of commercial Arabic,Dr. Abu backer KP, Al Huda bookstall,
Calicut.
2. The commercial Arabic, Abdul Hameed VP and Abdul Hameed NK, Al
Huda bookstall, Calicut.

N Ly g ) e Jaial
1-https://help.motorola.com/hc/3263/44/global/ar-eg/T1403233603.html
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Unit 5

Learning Outcomes

Bas gl 28 Al 3 U llal) audaian

ale 2l geaitla fll Qllh Al e ca'iadll o
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Al 511 Llia s ye llant Cllansl iy ¢ i) i 5 ol laal s 51l (& aelud Al Ayl
& liall o3 (el y ¢ lda ) ial IS0 L siSe dida gl il 6 o ay | Ledie Gladl)

Al i) 5 ¢ Saall (o Jlie Y1 8 38l ol e dada gl (s

Key concepts

e 250l ddids ol (s sde
Al sl o) al

dgs ol allal ddlia) 3l

A all Ol 4 ) Sl

Discussion
bl lbaggda  1.5.1

Adeedida g o Jpanll dae o Siap 258 B (e pan) bk i dglee o A ) il
Gl ad g A jlea pedad (Al laituall g Slaglaall (10 de gana waaS Bale ddda gl Qlla aualy
Jtﬁe\dﬁm\jigjj@kj\%ﬂkﬁﬁéﬁgﬁjcw\@kﬂﬂyw&bceM\
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dsdall Agdagll clla e 300 e i) sa Aadll Gl e 3 055 0 salall
.(Rejected application) (a8 el ks gl bl e 3l 5 (Selected application)

g 1.5.2
Adk ol caths 73 gad

22021 s3SI 24 5

poinall — s e HiSe yie

21412 — 334
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Al / ) y2ld 5
Sjdwsk@gmail.com :s s 3SIY) & 5l
029207483492 gl
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2021 b s 10 sl 21/ S22 130
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Y1 5 Gadlay puslae
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A S350 WLl Ly @ SllSBas audl 3 KX (6
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il e pagadl 4
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el Glsie 6
OIS O il s a8y g SIY 2l Gl W8S (s AY) Aluadill Glagleall 7
L slhas

Add gl culhal Adla) milad 1.5.4
gLkl dddi g Gl -]

62021 (Jslf) aaisa 13 c il
pinall, L anadll (iSa o / 0l
dal ) Bald de gana
Gl / Adlia
PR PR
) gLkl Askh s il g g sall
Aagls ) et 5 13 okl oSl o5 e ol Al 0l B il Sle] I 5 LAY
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il glaall p dll Jlae 3 e s i (i LS Jlanall 138 3 duleal
Cilagall gaan ity oS gdll 5 any aSlin ) s (8 b s SRS () il oS3 851 () 3
Al caniil L 1) g Laladll
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Cadal) Al g cath e 3 -2

ol Al S e
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Aiglh 9oy slaily « S LS 105 /3

c:*;g;ﬂ\.la_)

haae Liali 88y o dsall bl 3S pe gl Guosall el Jeall oSilla e oS S0
D3 oSl Adda g oSile (i e o Lile ey adly callie )5 WlDle) (e 350 ) (e ) S
sl (3 G 5 &1 iy il (B LS ey oSalaia)
el el Juai¥) 8100 55 Y o oa L aSamad g AT dua i Lalidle) b ) 130
AR & gan ga A8l » s (53]

(oS palial
(i) Jliise) (s ) 281

Az ad) cilalSll 4 5uda ) claall 1.5.4

Applications (forms) (3_laiul) clla
Skill 5 )leal)

Computer @ gulall Slea

Owners Jendl Claal

School certificates A jadd) clale il
Experience certificate 3 Al salgd
Local/Regional news papers Alaal) 23l )
Candidate i

Bio data A)all 3yl
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Get someone a chance

il 4l 2t

Job application

agda Sl lla

Contract

RE{ P |

Director of Human  Resources

Al 3 ) sall 3 1) e

Management
[ submit my application iy a3
Export paaill
Technical translation dal) daa 53l
Reply to job application dab gl allh de oyl
Kingdom a<ladll
Lecturer palsa
Use the opportunity doa jill el
Translation Job/Post o e Adla
Was approved/Agreed e A pall 2
Appointment/ Recruitment s
According to Jlad
Basic salary I [
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Monthly Ly

Yearly L g

Free of cost Ll

Transportation expenses Jail) (i jlas
Medical attention/ Medical care dnk e
Annual vacation 45 3 )l

Travel ticket D) 3,83

Back and forth/Round trip L5 Llad
Acceptable U siie

Please inform us immediately

B ESHMIGTE

To complete recruitment procedures

ALY el ) S

Chief editor Dol

Center for International languages sl Sl S e
Teaching post/Teaching post L { e

I regret caulia

He was offered the job dab dade e
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Really appreciate your interest el G oSalaial 34,

Wish you success G sl oK1 il
To contact with consultant concerned el il Juaiy)
Recap

casiyally Jsitall - Al il ol e 30 gl 5l @
Laill 5 llall L) Jua s Al dga ) sie 5 ) a5 shapas - dida gl (lla gl 3al @
Aluadill Gl glaall 5 Jus sall () 530 5 (5 sinall 5 i )l £ s sall

Objective Questions

gaauls o)) callay 3 guciall L -1

faayla gl s ol Jils sl o L =2

fAada gl allal ol e 53 SN -3

faa s 5l allal £ 32 oS -4

el dik gl Calla ) a0 4 e -5

Pl gl il 87 gun gall iSS (aS -6

fAayda o)) ol e L 55 Sy Al (o AY) Adiadill e gladll 4 L -7
Y Sl 4 ey cUladl (iS) -8

3 )sl a
Csalall Slea b
deadl Claal ¢

sl saled d
Adad) Al e
AgAl s el f
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Answers
il ) Je J panll allay cla dgad Leanad 2% dnen 48 55 L) ]

REPTEN 5 PENNEER W PR AT SP)

oasf el s Jsiadl 3

A 4

(il g gasall 5 Aaadlly cllall Ll du g (Al dgad) Gl sie 5 eallall a6 5

(s A 2 ) g i) 8 S 5 AY) dbiadill il sbaall 5 e yall ) gie 3¢5 sinall
£oasdl Caild a6
(s Syl g el 8, 7

Skill .a
Computer .b

Owner .c

Experience Certificate .d
Local Newspaper .e
Bio Data .f

Assignment

Plalall 4y ) A yaal) b e Aih g e calla 3 il Sef -]
(S 58 Ak ) Ll 0 (e Lgialos il g il e W g e 22

Suggested Reading

1. A hand book of commercial Arabic,Dr. Abu backer KP, Al Huda bookstall,
Calicut.
2. The commercial Arabic, Abdul Hameed VP and Abdul Hameed NK, Al
Huda bookstall, Calicut.

0 ol g ) e Jawal
1-https://help.motorola.com/hc/3263/44/global/ar-eg/T1403233603.html
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Unit 6
A5IAY 5yl

Learning Outcomes
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B AN Bl slae) & deaiivsall Ayl jualiall il Lo

Key concepts

LA 5yl o seia
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AN 5 ypdl 3 g
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A1 5yl 5 Lyigall aliall 5 Cailla ) el
A0yl LSl A alasy) Ul
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Expatriate affairs

Type of entry visa Jsaall dad & 4
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Date of issue Dlaall F

Date of Expiry LY g )

Duration of stay A8y 3aa

Applicant’s name llal) 2380 A

Passport validity ) el adla

Name of sponsor BN

Dependents in the passport sl e 5881yl

Official accreditation e ) aldie )

Family visit aliladl 3 ) 50

Assistant secretary JiS 5 el

Deputy director of passports Gl sad) yaaa il
Recap

Agan ) 4igi5 -3 palil

Lina 830 (B iad Al 8 ALY 5 Jsaall )
il Glsa e aia

0210 5 ) 3 - pane 1 IV e ydead
5opalill 3 (55w il Sl a8 S
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Objective Questions

@il iyt g4 Lo -1

il e Jiasd 10 -2

%50l jamy (e -3

Teleiiy) @_}UJ Dlaay! @JU YN Lﬁ,).-.‘h-‘y‘ Jleal 5o e -4
¢ passport validity 4<IS] o y=ll Jlaa)) 8 L -5

Answers
O AR, s sl
A sl ol ade gz Al Sl JUEY) el ) Jgaall 2
Al dlalalis s 3
Date of issue la=Yl m )b 4
- Date of Expiry sl &)1
Dl a5

Assignment

94 el Axdll 83 il (il s i 2e -]
i yall Jsall (pe Banl 95 il K3 gai 2§ 2D

Suggested Reading

1. A hand book of commercial Arabic,Dr. Abu backer KP, Al Huda bookstall,
Calicut.
2. The commercial Arabic, Abdul Hameed VP and Abdul Hameed NK, Al
Huda bookstall, Calicut.

00 Jag) 5,1 e okl

1- https://de.tlscontact.com/eg/CAl/page.php?pid=procedure&l=ar
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Unit 3
Jaad) g sl

Learning Outcomes

B gl 28 Al 3 A QL] audaian

dardl Cilay a0 568 (Ao a2l

Jandl Cilay peat Cpaline &)

A pal) ) 8 Jaall g ol Slac]

A pad) LI A sy oLl e o'yl

Prerequisites

A bl 35 laall 5 Jaal) e Ty ddline (SUF ) (5 len (ll) OIS ool SLY) 3
Dindl (S Y oY) e el aal ¢ Al gaal) aaads labll 3k aay gl g s
g el gl il o dpial J 50

2Ll peail) Jalad a1 ¢ Jaad) 5 AQ8Y) (2 gl b jloal oy Sl ¢ Cilag uail) 028 s
erind Al 8 Jaal) ol aialy)
Sanll ey i Slae ) JaualiiBas gl oda 3 (il aial aly 3 Jaall &) 5 pem Jeal) clay yocd
A el Al

Key concepts

M\@)@e}g&e o
s el LS 3 eyl UG @

SGOU - SLM - COMMERCIAL AND BUSINESS ARABIC-BLOCK-2 - BA ARABIC | 92




Discussion

Jadl dad ) / Jadl gy aggda  2.3.1

dgpal A0 b glaly deadl 1) Lpnlial mans A 4350 8 Jandl g e 5 Jandl dias
e Janll oy puaial jaad i lgdde 8 g of a5k AalA Jag i cllia g ¢ oY) 4l gz ja
A Aaiaa) el

Jaad) g pail zilaig Jsa 2.3.2

i gall Janlly gy
2 3/04/1442 & )5
23/08/1442 W]
5 )y

Sy A Olasles & e 1081 510 ol
(a.uﬁ ik 2.413}” LA&J @ gar Jardl ala Lﬁ)buud\ Cedigall ;:\.'Lg.a
08/1435 /6 :)aay) g ) FI5635W :4aldY) dad ; 4
9/08/1450 £ g LY laal dua cdadll
Ot Al ) 48 53 :lggal Janlly 4 duad yal) Sliiiall
‘Jand) €Al ale e @333 -dalland) cABMat) jiaa &333
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E gom el ol g iy s A8,

h-,du S EJ'
Laladi fad i g /221l sl aaa
il i 5 A8

i pa Ju Py puci]

[ gcs
...................... s A8y Jand) fSa
essssassssses a@n....... T B

( ) Aol A
( ) Astud | PN o
105 o) Aliaall il
s A Qs AL48 ) ga ot L s s
[ Adaiaall bl
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Jas o pali 3 gald

(i) illl) Jsliall iy ]

sl (Glas

s Janl) &8 5a

ezl 300

- Janll i

rdslaall agaie ol

1 stall o gaia a8

s el 5

Jlee V) o 48 il dgall xy o 2

BRIV

el g clidl il S, o
YL g il slaal) sl daladl 3 5aY) 0
Adbpall 5 Jodill (5 L) 0

48 il 5 laY)

el Al sy
YLty il glaall

Alpeall 5 Qi) (g )i daalall 5]
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kil 30l o lSlad o kil 30l o
el 30 o LSilaal) o 0 Jeddll 3,03 o
Daall dadi 3,00 o Aoyl Gl ad o Al
e Ylo omiaialy Cadl) il ad o | Ausall ksl o
.................... s Al (il glaal) 4585 4l 0 REENEN]
Al 5 (e andd 0 Aaliall 3 40a) o

438l Jlac V) ol 0 BEEIRBININY

el 0 Adlall 5 4y HlaY)

.................... s A 0 WY 55l o

OSWYIsHla) o

<IN O

.................... S A

s sy sy
8 sl e sl e sl
Z@)‘-ﬁ\ ;@JC\S\ ;é_ul_“d\
saaad) spiad) spiad)
deall 7y pai Jlaaly el Qllla Jslaall o 5l

izl alda gl aia solial dandl) Bluall § Jurdil) J slia i (e
OR38HE o

Gl dSHE o

Aalall A4S 4 0

gl 48,5 o

CdaY 0

.ejlﬁ Y (0)

........................... s Al 0
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é)c‘};j\gw\é,(e‘}th)J\gimwdaﬂd\A‘;j
2ol e (3)

(Jerd) @ g un) Adluall g Jabdidl) J glia G (a Jand) g paci
Jaadl Caa g | 3 gl JleeY) Jralss

OS2 "hnd sad g g Ailaa” Jae e 8 Dlias da ) S i e e patll
¢lac Yl Agiae Je

Al S Jel o
Al Jlee o

SV e el Gl / gl o 5L Aels ilales

el eay 8 il Bloall g Jill Jgliad e jad) a5 @
3381l Jlae DU Ay 8 sall Jaly aillae cladl dagn i a8 Al Gl apen Z Nl @
Aagiall Sl a1 s Ciluband) Cuua Jaalall (i a3 3

) s g el Jeo 3 lasal aillanl Luad il 4065l Cila jlie s Cilane AS yi 5 @
(el al g Jals ALl Cilaglety i) axe Alla 8 oy ol

Jlee s Jdade S L ) adsdlisile) o

ol Gl apass ) dilia) Jlee V) elgil ie Mial) Caa llabadie Gapaldy 2 @

A o) Aluall
Aokl ae dalail) allati Jleel b sl Dlpall s Sl Jlaal Bawe jhad) aE @
Gl g pad ey sl Cleas
ey oaitall andll | Dlyall g Jpeall J 5l
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(il pnd o OAHASHE 0

< sloellad o LeowiSHE o
.................................... LSl o of Adallds, s 0
Al 5 Gaadil) and 0 .obdlds i 0

Cila slxall 4085 0 0 Y 0

..................... S A 0 AS il 0

Aegial) by 5 ySIY)

olial daaal) G ABll) lillatie g gy peail) Gl (J glall o il sAaDld) iyl

sBiena O iy yd g Gl dlely sall pasd g

Jaae J e O &\_13 0 Anad Sl 4laal) U'_a\}ai 0

TR Ll g Aiida g e daludyg O

Al ) Uy O sl Jhs O L) O

Al ale s O Al g L] O RAPEN O

e O Gl g Aaspld g

Atiaw) al e 0 AN jal e 0 AuSle B yiw 0
........... s A |

24l el s oY) | ol Gty el

..................................... daally ALl

Azigal)

F ol BAl ¥V | g s el e aladeld

szl Clla J liall a3a Alall 5 Jadil) J ke 23

(Jlae YU 5 pilaal) J 51 50 Gk e Alleal) J 530 ey sl sl oy guadll / il a5l
AaEY) 5l 2 sell ) e dds (38 ) AN o 5L

g i) daas — U daladl B 1aY) g sl
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Uleall iy

adly &) fo | ¥V # Jasll &y o8 o Y| #
Jeadl | aalaY) PN

12 6

(J i) le) Jgliall il 5 clana s

- il Claddas
S sl Ay (40 8y paa ) ddlza) Jaall il sk g peail) (e A Jlmals 2@l @
syl
sl dasdl Gl Gl Cra oo agdl Gl (e Jsd 0 e Y @
J8 (e L Gaatill angy S 5 15l shall Vs lae g o 8 Alacl) Shliall J530 aies @
eail) a1 A ey s N ) J e
Ao pall 5 4S5l 0s gall 5 3l gl )
Lyl dala¥) QXS cilinall s 71,1 Jaday ALESH daY) ki) apeny )
ralall e gl
Agans )l @l bl Jassy (e ISz 5 Al S 55 Jsaall G g Joass
e Al Al ~lad) o5 A A gall (e Badsall Janl) 358 ole®il day daaladl B jalie g
LeSla
Al Agal) 481 5o 2ay a1 Bl (e (pam) el Cnser V) sl ZAL mew Y @
Aiadl

el e Al aiay @
A LY e Jlad¥) b Al ol e £30Y) Sl sacludl b Al 3 @
(0118220999) — (0118220408) - (0118221559)

bl 3as 5 — (Y1 3 ,l) slaic|

el el [3aay 8 30530 )l ) e )
........................................ il
............................. Bl
et el il (il
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(JalS IS A3l day gy il Ainall Clgal) AESY A aay oy jeaatll s o L
A ) lalll 4 5lady) coliall - 2.3.3

Temporary work permit

«L\S}d\ Laxl) @).;43

Arrival’s name

281 51 and

Residency permit

LBy das

The institute for which he is licensed
to work

Ll Caalls a4l 2t ol sl

Directorate of labor relations

el Bl e

Director-General of labor office

Potential risks during

aandl) L] Aldiaall Hhalal)

implementations
Contract Jstaall
Agent G gdia
Entry gates Jsaall all e
Temporary work permit i gal) Janll oy o
Arrival’s name 28) 1) o)
Residency permit ALY Lad
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Recap

deddl dad ) -Jasll s i @

Al A a8 Jeal) oY mawidais @
Jealbdall by pliadons o

4 daidal lalull e juai @

Objective Questions

Sasalial Joall oy yoai prans 1ka -2

fdenll el Haay (10 -3

fContractor 48! =l Jilsall 0 e -4
5ot dalSD (5 i) Jiaall 58 e -5

Answers

Linl 419 8 Jaall oY Lgaalial mansi 435
daal A g olds deadl 2

4 daidal ahldl 3

Jsadl 4

Agent .5

[E—

Assignment

Saaniall L jall il JLa¥) A el ¢ sinn ae g puail nd si el -]

§ o2 b yaial 7 yine dae gyl L g i) g ¢ (00 b yaie b i il 22
‘F:"‘ﬂ).&:\dcﬁmw@ﬂﬂ@bﬂ&\j%g},‘d\@ﬂ\zsg S\‘ft . @%}@‘-3
£ASLed)
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Suggested Reading

1. A hand book of commercial Arabic,Dr. Abu backer KP, Al Huda bookstall,

Calicut.
2. The commercial Arabic, Abdul Hameed VP and Abdul Hameed NK, Al

Huda bookstall, Calicut.
A0 ol g ) e Jaaal

1- https://hrdiscussion.com/hr49217.html
2- https://youtu.be/MB_2WV2VysE?t=15

SGOU - SLM - COMMERCIAL AND BUSINESS ARABIC-BLOCK-2 - BA ARABIC | 102



https://hrdiscussion.com/hr49217.html
https://youtu.be/MB_2WV2VysE?t=15

Unit 4
dady) dad

Learning Outcomes

B gl 28 Al 3 A QL] audaian

LY Lad ) aseda o a2l @

A pall ARQl) 8 ALY dad j ALS 48 j2e @

A yall QLIST A Sl oLl e o'l o

Prerequisites

gl e | sloasy ol agi digl) (3 0 saiy ST Mk aly g Jia a |, el B (udiga 231
Aall) oy ol (Ao 2l ) daas ¢ 480 o alsiand 0 jed am 281 ae Hhl 8 Gl AU)
ki 8 dae Lal8Y) (e allib] g i g ) CaiSai 4ililal

s ial ol b AAEY) ey ¢ Janll g et e HAT el g8 ALY g el b
Uses Janll g peal (30 5 pall dadail) g da gyl o AalEY) gy peai 8 dalail) g dag il
A oad) ARl AEY) oy JSS 5 () ariae (8L

Key concepts
A yed) LT Al GOl @

Discussion
daBY) duad ) o) daBY) oy pai aggda  2.4.1
claadl Jsall (any 8 4 glae dual ) ddlkay ol atiie g8 AWBY) xyeal ol AWBY) Al

Clagy jal OS5 B e e ol A0 dgia ) 35l agilaly & LaBYL ulal) il gall
Adilal) AalEY) ) 4 gal) Aalad
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L2 cilall g AalBY) duad )l pilaig sga  2.4.2

State Of Qatar
Residency Permit
ID.No: 25981803248  : el 43 )l
D.0.B.: 1111211958 Sl
Expiry: 29/12/2018 hadlall B
gy Lyl |
Nationality: EGYPT Ay
Occupation: LY Al gl S
S (s daaa ibiaa Jud
Name: NABIL GAAFAR
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w

Appatll gkl jlagalt 4y 31l 4 gl - g¢e|
| ==l A 5

- P | | ‘,a 5
[4_als) 4 aUay) :;,j ; %

I

i
;

; _‘C?-’u.;"
B J-b-‘l—i-‘t'J)JMiﬁ %J#wu—o 'wmd-u-}dulmﬂd-u-au&u

dei s Lt = ol gl AR Gl papald
weid Jia el |
G y".'hnl","“ 7] 1 sl sles]

117 4 Ak
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Py w g

SRS

SIS RN

e
2§ 23
1 | L s T
ik ST . s ] g
E? gAY _A E‘[‘\
x5 1=
Ix =I -—
p gl oo a3 2B gTH o p
Mgzoiurt ieaml b b Black Sk
| aaisn St
" &
(I l—=n ol
“Na -
[k WETE W FUN U LGS s i
\ 4—-‘
it =2 o ot
| paiLl OULY
I | \ | ___I T [ ] ] \ [ | [ ]y....-.;'m.l,b

A pd) clalSl 4y 50y el 2.4.3

Residency permit LY Ll ) / Y gy

Temporary residence permit 438 ) AL18Y)
Permanent residence permit A4l 4.8y
ID Number (il 8 )

Submitted documents dadaall @l
Renewal the residence permit 4alY) s ) 1S
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Migrant's details

381 5l iy

Recruiter details

adiuaall iy

Type of entry visa Jsaall das & 4
Date of issue Dl Ay
Date of Expiry el g )
Duration of stay a8y 300
Applicant’s name llall adia and
Passport validity ) sall Aadla
Name of sponsor BN

Dependents in the passport

Dl Gaa ) 58l all

Family visit

Alitadl 3,0 )

Deputy director of passports

) sl e il

Recap

A Al 5 ) )5 e - Apan ) - Agel ) A8y - AY) das
AT Glaly & 4BV culaY) il sal) ey
3adae e /A Ayt 35 518 i Clay paill Aala

[ J
[ J
o
A /A ) B ey il £ 15 @
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Objective Questions

¢ tial 2l 8 il adill e 3 ) 3 ditie 9 Le -1
PAEY) ad ) lly (po -2

T4al8) oy ol () i (g3l (50 -3

LY g poni 550 o Le -4

S paill ¢ 1550 o e -5

fMigrant details 4! o =ll Jisall g2 L -6

¢ a5 eyl Qi) ga L -7

Answers
Ayl das; |1
Capaall Y2
s e Cilise aly 8 AREY) st coll) sl 3
sane e ol AiAne 58 4
Al AalEY) o A% gal) AaBY) 5
8l il 6
ID Number .7

Assignment
S A A ALY Al Wi saidel ] @
23 graall Ay pall ASLadl) -]
)Jag Mﬁ )
Bastial) du yall &l Hlal) -3

Suggested Reading

1. A hand book of commercial Arabic,Dr. Abu backer KP, Al Huda bookstall,
Calicut.
2. The commercial Arabic, Abdul Hameed VP and Abdul Hameed NK, Al
Huda bookstall, Calicut.

A dayl 5 e sl

1- _https://youtu.be/20pGvUKQIOWY ?t=17
2- https://youtu.be/EVbEgILVASI?t=72
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Unit 5
4 el Jles¥) g 3 el c¥laa A cladluaal) anas

Learning Outcomes

Bas ol 28 Al 3 A QL] audaian

Dl @ligy clalgdlly clible Yy Sl jall 8 Ay all Alallaadl Je o2l o
Jaall
Ay il Jlas W1 53 jlaill ilae 8 deadiosal) YY) e o el

Clallaadll oda Jadin) 4 e @

Prerequisites
aed o clallaiadl agh Laels | 4yl Ay el 4l 6 clalhiadl ge 53 olla
lide 4 Galas¥) sl of 3ol clallaadl (Sa JalS (S5 303 Cile s g
(sl s o serdl JiEy sand) clallaadl 3.US T I daal il e cleluall

sasall g Slle dleay Las

Jii o raadidl el WS ¢ 48800 dnd )l Al )l agd o clallaadl agh acly
Adlad ST IS (s siadl)

) oyl alladl 65 S dariiall cilallacadl) 3o gl o286 Bl

Key concepts
Janll s saad) (31 g lalgdll 3 clidle Y <Ol jall 8 Clallaad) o
Discussion
sl pal) b clalbiadl) aasa  2.5.1
J

Postponing the meeting gldia¥) s Jals
Date of Admission Sl & )l
Date of Graduation z oAl Z
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Date of Birth Sl ey

Institutions il gall

Business enterprises Jlae ¥ Ciluna 3

Trade organizations 3kl Clis 5

I am really sorry/ I regret (5
Original experience certificate LY 5 il salgs |

UAE

sasiall Ay adl ol Y

I am fine and well

Alal) 5 Al Gl b Ul

I regret caulie

Educational qualifications Aalal) A gl
&

MS Office programs Al el all

E mail A & )

Stationery goods duda i ailiad)

Greeting card (el ddlay

Invitation card 3 scal) d3Uay

Bachelors o) S

[ have been informed LN

Same amount Jilas alaa

Data <l

Personal details duad il clilyl)
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<

News conveyed / reported sl Ja a3
d
Annual vacation 4 g B )

Necessary actions / procedures

o e Y

Local news papers Alaall 23 sl

His Majesty the king EINIEIPEN

Her Majesty the queen ENPUEILIEN

Nationality dpuaal)

Computer G guladl Slea

Corona pandemic atmosphere Ly sS daila ol gal

Awards and Publications Gl saiiall g 3 5l
C

Urgent need dedala

Dialogues Glialaall g <l gl

Birthday celebration Dl pe Jldia)

Warm wishes cliail) Hal

Account SHIPVEN

Getting Sle Jpan

Your Honor (aldll 3 jaa
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To attend

J};.'a;

Marriage function

clailiale o

Student’s health protection

Ml ASa dlea

Laptop computers A ganal) ol all
¢

Working experience Olaall i yual)

Job experience ddlags pd

Service dad

SMS 3 yuadl) Jil )l de0a

MMS Ll 5 5aamke Jilus 1) Aadd

Punch Ll A

yours faithfully/ Yours sincerely oS paliall /alal)
3

Management 3l

Finance department ALl 3 5lay)

Stapler el

Chatting 48yl

Managers &) Hadll

(Pay housing rent (Hostel rent OSaall 3yl ada

Blog a3704l)

Traffic department director

SEBNR BN
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Company manager

Sales manager b yidell pae
3
Travel ticket D3l 3 SYS
Back and forth Ll s Llad
J
President of the Republic 4 seeadl Gani )
HOD sl Ly
Board chairman / CEO 81 (alas i
Chief editor el st
Basic salary LI
References e
Corona outbreak centers Ly S il dynadll Sl
Daily communications da sl OOyl

I would like to inform you

Lale elisbins Jaal o g2 ]

Please inform us immediately |5 Lald] ela )
Technical translation 4l dan il
Driving license 3aldll dad

Reply to job applications

Ak ) il e 35

Management/Administrative letters

Aoy il

Email messages

5 Y1 el
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Commercial letters

Ay el Jils )

Government/Public letters 4aesSall Jils )l
Phone messages dailel) Jala )

Apology letter Dlie) Al
Information letter dadle) Al
Congratulatory message gl dlla
Official letter ) AL )

Personal letter ERTOSENA | W |

Complaint letter e sSall Al

Unofficial letter

faams Ve Al )

w,

Candidate T e

Attach a4

Attachments il )

Post Box Number PNRTPRCPLE

J

Scholarships GVl

Providing with Loy
"

Pay university fee

Had too much to

(8 <

Prices of goods

bl e
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Ambassador

i

His Eminence Sheikh

Gl Alaiad/zadl] dalen

Document Albsa
Yearly L g
Facilities D
Academic way A&V 5 yasal)
Mr./Ms s /o)
Political daauld)
Bio data a)all 3yl
ol

Phone screen Cailell AaLs
Internet PLTA|
Supervisor oyl
Companies il Al
Construction company Y il 48 S
Terms/conditions of payment and palaill g adall Ja gy

delivery
School certificate A jaall Calalgdl)
Current month ol edd
University certificate daalal) salgd
Experience certificate 3 Al salgd
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ua

His Highness sl Cialia
His Excellency palad) Calia /AaAdl Calia
Owners Sl sl
expenses oy las
Friendship dalaall
Issuance Dlaa)
New deals / contracts Aaal) daaall
Glue/Gum faa
A
Hospitality ddluall
35
Applications iy
Information request 2 ) calla
Driving license application saldll s il
Job application Jazll alla
&
Labourer / Employee Jie (z) dile
Deal with him dza Jalzd
His excellency the prime minister el ol oy (Alaa
Educational institution placill 5 4 yill 2alea
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Express my sincere congratulations
and good wishes

Sl el palld e e

Found sle Jie
Discount rate padl) Uaxs
To offer a job dab i ade (4 ye
Summer vacation Cavall dllae
Economics L@y ale
Educational Aaglail
College principal PR {JENS
Client/Agent/Customer e (7) Jaee
4
Lock down alill (33ey)
o
His Excellency the president o) ddlad

Price enquiry

Sl e )

Job opportunity

Jeall Loa b

Kindly accept our thanks and regards

ol 5 S 56 J gy | e

3

S
He is serving the community aainall daddy o o8
List dails
Conference hall aisall Ac |8
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Acceptable A pa
Acceptance of invitation By Jsd
Appreciate your interest Deil) s oSl )36,
I extend my thanks and gratitude to JPAPSIG E P PR [ A PN P
you
&
Office Gl (7) SiSa
Kindly L &Sl
To complete recruitment procedures Aot Gile) ja) Jleiul
J
Outgoing file lall cala
Incoming file 2 ol Cala
?
Able to Cwe RS
I wish you luck Gd gl) el ]
Skills Gl led)
Language skills ag lll il leal)
Computer skills A gulad) &l Hleall
Driving skills doaladl) el
Job dgall
J

SGOU - SLM - COMMERCIAL AND BUSINESS ARABIC-BLOCK-2 - BA ARABIC | 119




Production Y
Products Cilatie
Latest products Apaall Cilaiidl)
Occasion FETREA|

On the occasion of the school's

2o (e A paall L8] dusliag

reopening
Discount percentage il A
In relation to / regarding to ) Awailly
Percentage 4 e Al
Copy A
Photocopy A e AR
Latest copy s aa
Text =il

New communication platform

Ol pall sl Cilaial)

Organization il
Expected expenses a8 gl claa)
A
Mobile phone J ganall Cailgll
Congratulation/greeting Jaagil)
Hobbies <l gl
S
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Additional papers and documents

Al il § 335 )

to contact the consultant concerned

el sy Jlasy!

Social media ey Jual sl

Employee ks sall

New date A3a 2 ga

Available to J A

Approval Sle 438) gal)

According to e

Good luck, May God bless us Al L g
To fulfill < sl

Websites &) sall

Job position EEDCRA PP

aeY) b clatbhad paea 2,52

J

Affected S il

Impact on &b
Decision making ) el Alas)
Strategy Claai) yiv

Marketing Strategies

Ay ol il Jiny)

Commercial institution

Al s 5l
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Educational institution

el Ao gl

<
Wholesale and retail sales 45 520l 5 Aaally adl
Telemarketing Lsiled) layal)
Recruitment details cals ) iy
Contact details Jaal il il
Software / program b n
Effectively Jlad J<
In addition to ) ddlau

&
Trade 3l
Modern technology A&l Al

d

Magazines Ml
Charitable society ag Al duaaal)
Audience / Public Dsean]
Targeted audience/ public Osgiusall ) seanl)
Public Consumer Sllgtuall | geanll
Concerned authority dinall Cilgal)
Group tour daclan A ga
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c

Warnings <l il
Traffic warning gl &l padas
Search Engine ) &g
Statistics libaal)
Stimulate / stimulation sl
Incentives 8l s
Safeguard verification Gllaall (e (g3l
Content & sina

¢
Previous Experience dglas pa
Services alaas
To be used lewlasind 3

3
Practice on Sl @
Publicity dleal)
Integration / Consolidation / Merge gl
Periodicals <l gall

3
Radio Ac 2yl
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Experts/experienced personalities 8aadl 5

4
Profits )
Fixed Salary <l il
Attractive salary e )
Marketing message Ay gt Al
Awaiting 8
Concentrate on Se &
Pictorial symbol A sal sa))
Promotion/ publicity s Al
Sales promotion Gilaaall 7o g 53l
J
Customers bl
Tourist places and areas Laland) SV 5 <l ) 3l
Forgery ay yill
o
Register Jaus
Asst.personnel manager Cndla gall g9l e ac b
Travel and Tourism daluddl g el
For enquiries s
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Residence oSl
Furnished accommodation Uhs e S
Consumption goods ALY )
Goods and Services claaall 5 alud)
Receive POk
Behavior &l
Global market bl (3 )
Marketing G gl

g
Attention distracted o oLyl i
Sales Supervisor Cilaia o e

Telephone sales company

ddila Clage 48 L4

Illustrative emblems da ¢ e
Notifications <l i)
Govt Notifications doa Sl &l iy
Busy with mobile J el Jiiy)

ol
Daily Newspaper 4 sl Adaiall
Newspaper and Magazines OMaall g canall
Credibility d8lrac
browse e
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Classifieds Aadl / 45 dsdal)
Industry dclua
oA
Guarantee / In order to ensure Jlleca
b
Mobile phone applications J sanall Cailel) Culaylas
Fresh milk b cula
Long lasting JaY G g
Wanted urgently 168 o slhae
Required (e bl
d
Through the channels ol sill) e
Recognize Sle a7l
Enhanced communication with & JLaiy) 3 3l
Information Gl glaa
The applicants should hold A ysm 058 O pediial) e
Globally alladl (5 siua e
Brand/ Trade Mark i las aldle
Advertisements alidley)
Broadcast Ads Gl clidle )
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Commercial advertisements A )l abdle )
Traditional advertising duadstl) e Y
Digital advertising dad )l clidle )
Print Ads dc phddl Gldey)
Annual increment 4 5h 350l
Interact with e Jalad
Customers & Saall
Business process 4l Alilaall
Shipping and clearance operations a5 ol Gllee
Excellent Bonus 3 )liae &Y gae
Elements _palic
Free medical care dailae Ak 4lie
o

Cyber Space s Ay eliadl)
Activation s
Four star hotel a5 Ay )l (3ald
Entertaining Art B

T
Providing information e slaall ayass
Reward 4888,
Financial cost Al el

SGOU - SLM - COMMERCIAL AND BUSINESS ARABIC-BLOCK-2 - BA ARABIC | 127




Huge quantity

Jiell <)

d
Booklets / Brochures il
J
Advertising Banner andle ) il
Posters Cilaalall
Expertise in computer operations 2 sulall ol Ly
¢
Property CilSTiaql)
Producer il
Products Cladiall
Appropriate outcomes daulia ol
Sales women Gilaall Gl gaia
Competition ol
Publications <l pliial)
Paper publications a4l @l gl
Commercial activity el Ll
Media activities Lale ) ddaday)
Main theme i ) il
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Digital platforms dudd )l claiall
Open buffet system  sidall 4 sl s
Charitable organization 4 yal) dadaiall
Click on JPARgTEY
Development Al

A
Consumers O sSlgiiual)
Attracted S geius)

3
Meals pladall s
Distributed / Circulated e )58 &
Financial budget Alle 430 e
Advertising media Ldle ) il )
Media e Y il )

Social media

eein ¥ Jual sl Jibu

Promoting media Zs A Jilas g
Communication Jaal 5l
Active communication Jedl) Jal gl
Jobs caills )

Job vacancy pelsddh

Stop |
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Depend upon

e b g

Middle east advertising agency

e DU Jaw $Y1 (3l S

Its preferred Jindall e
¢
To be proficient in Arabic language A ) Al
Modern times 5_palzall ALY
Alert / Vigilant idaisie

-

clalgdd) B clalbiaal) aaaa 2,53

J

Prove |

Trade name of shop Jaall g laill a¥)
Date of birth Sl o

Name of licensee Al Jad jall o

He was placed in the first division

Ylda a8 O e 4l
A 2 (P2 w4l

Authorized to drive as paid employee

Jall /als andine salally 4l jas ye 4

Terminated his services A3ladd Cugil
Qualified Ja 5
<
In addition to ) Ayl
In cooperation with & Oslxilly
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This is to certify that

Ob 235 138 s gy

As per the rule O P& s ga
Urine Jsdl
<
Commerce 3l
Bio technology A gl dn ol gl
c
Surgery ial sl
Part to be x-rayed 5 3 saad 0 sllaall ¢ 3all
Medical leave dua ya 3 s
Bridges O gl
Senate of university Laalall el Guladll
Gender oeial)
Passport BV FTN
Good W
Very good las s
C
Slop e
Lecture 3 yalsa
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Marriage function

2530 ilia

Medical tests dnb Jallss
Turnings Glaisiall

<
Seal Al
Experts / specialists O mndial)
Privatisation dadiad
Chemical test 4 gl &l Hliial
Laboratory it
Municipality department bkl 3 )
Executive director sl )

Department of preventive health

2006 ) A2l 5,0

Has been placed in first class

S Al b el )

Government legal evidence

‘;AJSA@};GJ:JJ

4

Organizing committee chairman

Ladatall il asi )

Squares Cilay yall
Odor Al
Education )
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Grocery license

Al dad

Driving license

BJ\T&\ :LaAiJ

Birth and death registration act

i 5l 3l gall Jias g o

Instructions clali )
Registration number Jianall o8,
Building number Jleal) a8
Register number 2l a8
ID Number 4 el o8
Mathematics Glualy

o
Registrar Sanetll J e
Original record a¥) Jad)
Coaching time Ay i delu
Sugar Sl
To receive a2kl
Digital document () A
Ambulance P S U

Light motor vehicles

aaall N1 @l )

Medium goods vehicles

lmall A siall ol o)

Med. Passenger Motor Vehicles

QAU s sl 20Vl
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Heavy goods vehicles

bl ALE A el )

Fire force (silaall 3 )l
Ui
Diagnosis Uil
X-rays ST Al
Dental x-ray E P
Engineering company donia 4S5
Certified 2
Degree certificate Oest ) SIS Baleds

License certificate / Authorization

U sl gl i il 33l

certificate
Graduation certificate z A saled
Training certificate il Clalgd
University certificate daadla Clalgd
Attendance certificate O gandl Cilalgd
Experience certificate 3 Al Calalg
Proficiency certificate 3eliS 3 yud Baled
Diploma certificate ashall saled
Doctorate (PhD) certificate 3y siSall salgd
Course certificate 35l Calalg
Marriage certificate z) sl sale
PG certificate talall salgd
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(Degree of Master of Arts (M.A QY yitala ol
Degree of Master of Science aslall yiiiale saled
(.(M.Sc
Birth certificate ) ol
Death certificate 3 g1l Bale
Participate & HLs
ue
Valid until Ll dalla
Issued & jaal
h
Parasites Clalaly
Graduate students O Aidl Sl
Consulting doctor il Cunlall
h
Appearance BYR=W
d
With effect from e ) lied
Changes COans
Organize e
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Zoology O saall ale
Botany Gl ale
Psychology il ale
Environmental science 4l ale
College principal A daae
Public avarcill/Adia sac
Appointed el 25
Clinic 3abad)
o
Treatment period k) 5y
Branch g A
Blood group pall dluad
Reaction Jeld
Philosophy daudal)
Physics el )
On the campus/ ground Glay G
d
Radiology department dai¥) ad
Department of Economics LY oo and
Private sector (ralal) g Uadl)
Public sector alall ¢ Undl)
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Resignation Alsiu)
d
Faculty of Arts oY) Al

Faculty of Humanities

ALYl S

Faculty of Science

pslall 43K

Faculty of Social Science

daclaiall o slall 4K

Organic / inorganic chemistry

Al e /3 pmall clsas

J
Arabic Language and Literature Lealal 5 Ayl 421l
Number plate aAld Y1 da 4l

¢
General Manager of Administrative Aoy gl ale e

Affairs

Owner of the building Jldal) il
Excellent e
Profession diga
Ultrasound / Ultrasonography A gpall (968 Cila sall
Subsidiaries g ol 3 gall
Main subjects dud )11 3 gall

o

University vice- chancellor

Aralall (st j il
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Arab Forum for Human Resources

A il 3 ) gall 31aY (2 pall il

Management
Type of activity permitted s yall Jaall & 53
3
Document A4
Official document Apens ) 438

(NAD (No abnormal deposit

B awl gy aa Y

Medical / clinical reports

Ministry of municipal affairs

4l 558l 3 ) 5

Ministry of public health

Aalall dsall 5l

Medical prescriptions

Al Glaa 4l

recommendation

a5l

-

Signature of issuing authority

5 ydaall Al

Jaadl g ) 5l g gﬁ Glallhiaall anea 2.5.4

i

Name of sponsor Juss) )
Arrival’s name 28) 1) )
Postpone Jaals
Applicant’s name lhall adia aul

o
g
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House allowance oSl Ja
Entry gates Jsaall bl g
Recruiter details il iy
Migrant details 28 ol il
c
Renew the residence permit Yl dad ) paa
Annual vacation RSP IEN
C

Bear the deporting expenses | 3 S3 Aad L Loy Joa il ciliss 23S Jaasy
including cost of the ticket

This contract is issued Al 138 laa) 23
To verify Geaill
«
Potential risks during el L] Aldiaall Hhlal)
implementations
2
Interfere JAail)

Directorate of border passports & | pdlsll ol g Mlall il ) sl Zalall 5 laY)
Expatriate affairs

Director-General of labor office Jarll iSal ale e

Directorate of labor relations Lllaal) QlENal) jaa
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J

A monthly salary S s
Residency permit ALY Las
Fees PP

Dependents in the passport

Sall Ganm ¢y sl el

J

Family visit

Abilall 3 50

ua

Residency permit

Y] dad  / AdBY) g

Temporary work permit

8l Janlls gy yus

Passport validity ) gall 4adla
A
Taxes ) _yuzal)
h
First party Ja¥l oyl
Responsible party e J sl Cayhall
Claim AU
4
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Employment/Labor contracts

Cala sl 5 Jaall 3 e

Instructions Cilaglas
Undertakes gty
Compensation o g2
4
Leave the country 35 jalaa
[
Abrogate the contract all feud
Medical test bl pandl)
4
Cost of travel D) callss
J
Contract is cancelled Sl i
a
Duration of stay AL8Y) 30a
Infectious disease Lanall [l yaY)

o

Deputy director of passports

Gl eadl pae il

Agent

g
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His licensed business

Leaal Janlls 4l Fuads ) sl

Terminating the contract

sixll el

Type of entry visa Jsaall das & 4
3
Submitted documents ddad) (336
Provide accommodation OS] b g3
It has been agreed Sy &
Duties Glaal
Recap

il Jlee Y Jlaw & Cilalladl o
A el LI 4 sy cLad) o

Objective Questions

¢ Local traditions and customs 4«1 o y2l) Jilaall g8 L -1
4 435 5" AalS (g julaa) Bl 8 e -2

113 e Ld dddn o 1 Al (o alaty) Jiaal) g8 L -3

Py Al eled] 2ie axdiin (oAl juadl) o8 L -4

¢ Al Ayl B el ol et balad (as -5
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Answers
Llaall calalall g )
Official document .2
Job vacancy .3
4

oSyl palidl




el oty Jaa 5
Assignment

$2Y) CalalSll 4y jalasy) cdulal) iSI-

Liiald) el ,ll clale @lislun Lal o sa )l e sal) Ol jall gy sS850 dppadll K1l
Agiall A yill o)) 8

Ay LU A 5ulasy) DUl i) D

Bl e ¢ gumaall Claled dpmala il ey il Clalgd o A salgd

3V LSl 4 3ty e (k) 3

Ao ) cllaiall ¢ o ) Gaill dpedle Y ddadsV (g il L) G ) o) <l sl

Suggested Reading

1. A hand book of commercial Arabic,Dr. Abu backer KP, Al Huda bookstall,
Calicut.
2. The commercial Arabic, Abdul Hameed VP and Abdul Hameed NK, Al
Huda bookstall, Calicut.

N Ly g ) e Jaial

1- _https://www.almaany.com/dicload/Commercial%20Terminologies.pdf .

2- https://www.muhtwa.com
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Model Question Paper



Model Question Paper (SET A)

2¥  SREENARAYANAGURU OPEN UNIVERSITY

QP CODE.: ......... Reg. No
Name e,

THIRD SEMESTER B.A. ARABIC LANGUAGE AND LITERATURE
EXAMINATION
SKILL ENHANCEMENT COURSE - B23AR01SE- Commercial and Business
Arabic
(CBCS-UG)
2022-23 - Admission Onwards

Time: 3 Hours Max Marks: 70

Section A

1x10=10 53l dade Leia aalg JS Jas (piialS of dalS B A8Y) ALY (e B e (o cals]

Ay ST el sl g alasy) Qi) cis)
A seandl Gasi )
Al Al
4 sanall sl gl
D
sl
2, i dans
waaill Sl
eall daSla
Language skills .
Warm wishes. 1
Trade organization.11
Chatting.12
Experience certificate.13
Terminating the contract.14

NoN- IR Io NEO NN IR VSR SR
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Your Honor.15

Section B

2x5=10 .Ciade Lgda aalg JS Jaay iilen of dlaa (8 A5V ALY (o dwad (8 Gl 2

el AiS ael 8 SN 16

3 latll s L 1 Al (e Gl e 17

fMMS 5 SMS &l e S3I18

faada ol b e 3al o8 L 19

¢ eall 2y o) 4l L 20

il e Jeani M 21

) oy o () gl (3 (5022

i Al Clanat] ABa] (aey K313

AN 3 yadl AWl S Aad (5T (e $(CV) Arpu5i .24
fdanll die (y5aina e 25

Section C

5x6=30 Y ALY el o qal i

C L yualic # 3l s g el daadl 34 jladll Jilu ) dsaal 530 26

$ dan ) Al ) B 503 S 27

Janl) 3 s Lghanati o) Cany (A A ) gualinll = 5l 5 Jaall e dpanl e 3a3.08
S il g Jlaall (3 g8 Jlasial

¢ Adds ol bl aa Lel 53 45135y 301 29

e (A gall AL8Y) cApanall Gl e (Y 23 AN GladSl 4 ) claal (sl 30
adiiall Gy dallaal) CESLL)

¢ sasiiall Ay all ol HleY) 8 Al Lgaliag Al Adlad 83 5ai i) 3]

€ alal o dll 7 siae Jae g peall L3 sai Sol (0 (8 e iy f il 32

il (e 5133
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5 eils 20 gmaal) iy el ALl
2312432432 b 3l o8 )

10/10/1456 :Ax dala

eLJ‘ 90 a8y s0a

o=l olaad sk

ok onalll 2

Gy Bae 1 J g2l il pe2e

3l rua Rl
Jeall ¢ siaa
Jby 500 :a sl

oo e eadlile o) 8 aal a8 ol cliaa ) sl sall jelie (e et Ao 0 Al aiS) 34
5 e ClalSy @l s

Al A0 A ) Al ) 4S8 ) lgal) (aad] milial dused 1iS1 35

Ay ) ALl IS 590,36

Meeting postponed, I have been informed, Please inform us : 2! ) o> 5,37
immediately, Express my sincere good wishes and congratulations, In
relation to/ regarding to

Section D

10x2=20 Al ALl e ol oo cal a

Sy 8 oLl i i e (5 5K Lad ad n olsall a5 () Al €0 38
Solaia¥l b clalai; by pas ebiall y ) dllay i€) 39

Aalall ¢y b eliele il dlina ) S5 Ay iS1 40

S Ak 4 se 4S il ) Ll (S) 44
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Model Question Paper (SET B)

SREENARAYANAGURU OPEN UNIVERSITY

QP CODE. ......... Reg. No
Name -

THIRD SEMESTER B.A. ARABIC LANGUAGE AND LITERATURE
EXAMINATION
SKILL ENHANCEMENT COURSE - B23AR01SE- Commercial and Business
Arabic
(CBCS -UG)
2022-23 - Admission Onwards

Time: 3 Hours Max Marks: 70

Section A

1x10=10 B35 4ade Lgda aa) g JS Jany (el i AalS b A0Y) AL (a8 yde (o s

AV LU el 5l (s alaty) Jilall ()
Audio file

Architect

Compensation
Ambassador

Date of Expiry

Agent

Educational Qualifications
e ) Al

Cilas yall |

45,310

L 11

by Jase (12

UL D Wi — e
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) pa 13
2l Ay 14
e pad) ol 15

Section B

2x5=10 .Osiade Lgia aal g JS Jaay cpiilea of ddaa & AGY) Al (0 dad 0 Gl i

 Apen ALl (ailiad (e il CS) 16

¢ oA 2l < Saa gal (e il CiS) 17

Caah gl callay 3 punitall La 18

¢ i Al Ao Al Auad sl Al )l o) 5af &80 19
Draall ¢ gl e ad il ¢ Al e ¢ Al ¢ Aalall ¢ Ly

¢ A sl elilin 8 aadid il e laia ) laiall elaud s (1iSI 2()
95 ppalil) Jsall anding (a2 5Y 21

¢ Jaall dial Zalal) & W22

Canll e Canl) 8 451 5yl Apan o8 L 23

¢ ALY dad gl 5l 4 L 24

Section C
5x6=30 Y AL e L 0 qaal iz

¢ daan ) Jile N 5 Al Jil ) o Aaled) (55,8 (. 26
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a5 a5 e danlia dia ) gl Al CiiS) 27

¢ L ddate Jilu,ll () 5S5 Of ang Al Ciland) 5 pualiall & L 28

¢l Lee ) iy A sanall el Jilu )1 = 51 29

¢ Ll W jualic = 5805 5 ladll Jaall 3 4 lail) il )1 dueal 7 530 30
¢ dis o)) Ll ) i 30 3]

é;ﬁ;d&ﬂt@ddg;ﬁ‘;ﬂ\@gﬁj\ﬁw\ Cﬁ\jw\ﬁg@i@un
¢ il s Jlaal)

DAl G S sl Jaslls g pecat a2 5333

2 3/04/1442 535 (s
23/08/1442 iz

5 )y
Y Aguda Oladls bl 2 ;381 g anl
(:.u:& Al 2\.4\13\1\ MJ G gas Jardl ala Lﬁjw‘ Cedigall ;2\.23..4
08/1435 /6 : sy g ) FI5635W :4aldy) dasd | ad
9/08/1450 i) F b LBY) Hlaa) A jlaal)
Ol el A8 55 :lggal Jandly Al duad yal) Slidal)
sJaad) GiSal ale e @333 -dglland) CABMal) yiaa &533

¢ 5ad 40 50 Lo joiat AalE) Adlad e sad 2§ 34
A dan) Al 1) AN Ay el il jaall o3 5335

6&473.:&\31149cz\ﬁgdﬂ\:\ﬁu\c@aﬂ\hw‘g)ﬂ\éjdlmé‘)c%)ﬂ\ﬁu
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L s Ole ¢ Apalladl (3) V) ¢ Cada gill by ¢ 4y saal A ¢ 2Dl e
¢ Sl A a5 il K s 3 36
Al Sl dall e 37

agent, duration of stay, compensation, unfit, fees, annual vacation, medical
reports, excellent, faculty of social science, private sector

Section D

10x2=20 A ALY e il (el a

o a0 el 8B e (oSl L b i adatl s A s ) Al i) 38
¢ &MJJA

& Al G laall (gan) (8 L pall Axll (aTne Adla 5l lla ool 481010 oy 3239
¢ ey

linala (e 42 graal) Cilaalall Gana 3545 285 ) UL o jad el ) Al €I 40
¢ L) Zallal) sac sl (amy aia allal g ¢ Judal) Heldl d

¢ s o) e daa ill dalle S g el Cala ) Sad A3 i S0 4]
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av3a L1901 ! 1™Mo

Qil3 @I VI (AN BIB6Mo

QilvolalMmEO2W] mo06mo

(Da0(AlVIBAIY Qil86B6Mo

N0 1B0006D MW BHEEM

)010)51@3 MWlan) ameEBRHS

oy liblolod omglenemo

M eMandlaimlwow ailssssemo

M IMHHAURWAD] ald06Mo

WOMI (AL TTNOWAMYBAB6MO

ROOMIGRBAING: AI06Mo

GenI0 WO UL 23 @868B)AUOM

LEMOMBHH(BGED RILINHHEGEM

@)0la])® (601d:)MI3

SREENARAYANAGURU OPEN UNIVERSITY

Regional Centres

Kozhikode

Govt. Arts and Science College
Meenchantha, Kozhikode,
Kerala, Pin: 673002
Ph: 04952920228
email: rckdirector@sgou.ac.in

Tripunithura
Govt. College
Tripunithura, Ernakulam,
Kerala, Pin: 682301
Ph: 04842927436
email: rcedirector@sgou.ac.in

Thalassery
Govt. Brennen College
Dharmadam, Thalassery,
Kannur, Pin: 670106
Ph: 04902990494
email: rctdirector@sgou.ac.in

Pattambi
Sree Neelakanta Govt. Sanskrit College
Pattambi, Palakkad,
Kerala, Pin: 679303
Ph: 04662912009
email: rcpdirector@sgou.ac.in
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