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g-Hel AT A

ortance of E-Mail

Email is crucial for fast, globalE.nd recorded communication, acting as a digital
backbone for personal, business, and security needs by enabling instant
messaging, document sharing, online account verification, and professional
correspondence, making it essential for modern connectivity and operations. It
offers a reliable, accessible, and affordable way to send detailed info, manage
workflows, and maintain a written trail, replacing slower traditional mail and
facilitating remote collaboration. Cost
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Key Areas of Importance:

o ST 3R THM HAR / Fast & Easy Communication

o Hieh<l 317 TRy A | STk / Essential for Job & Office Work

o IMTAATSH B 3R GIhIRI Q41U / Online Forms & Government Services
o TSI e 3R W @ / Paperless & Low Cost
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EMAILS CONSIST OF

9AT gid &: 822 (HEADER) 37R

g-Hel ch 9T
PARTS OF E-MAIL

SEVERAL COMPONENTS.

YNT (BODY), fSi9H s Ucah gId &l
WO MAIN SECTIONS: THE HEADER AND THE BODY, WHICH CONTAIN

Component (English) Yeeh (Hindi) Description (English) fae=or (Hindi)

Email Header Components | sHd e Ueh The header contains essential routing 283 H MTaYch &I SI-hRT gidl &1

From Uych The sender's name and email address. WS dTet hl AT 3R Hel UdT|

To UTCdehd] The primary recipient's email address(es). T Aeh UTCIehd! ol SR TdT(Ud) |

Cc (Carbon Copy) gfaferfa For additional recipients who are kept Sifdf<h urtdehalsit et gfad 3@+ o fag|
Bcce (Blind Carbon Copy) T gfaferty Recipients who receive the email privately. | UT&ehd! STt 30 St AR UR U &hd 8|
Subject Line fawg ufh A brief, informative title summarizing the gHel chl FTHUT T RIS dTer Siera it |
Date/Time fe&ien/ama The time the message was sent. T Wt ST ol THA|

Attachments el eh Files like documents or images attached to | G&TasT a1 Sfadl ST Heli= higa |

Email Body Components SH JT W 9ech I:ﬁtzzi’y contains the actual message and = UTT A qdfaeh Heer ik At gidt 81
Salutation/Greeting 3rfHare The opening line that sets the tone of the LBATAT Ufh STt SHAA <Rl < U< Rl B
Main Content e Al The core message of the email. SHT ohT HEd e

Closing qATgq A concluding phrase like "Best regards,". "FIHR" T "YTeR" ST Yeh JHTY TR |
Signature SN Sender's name, job title, and contact WST gTet ol A, UG 3R HUch SR |

Footer

Legal disclaimers or physical addresses.

hIFT STEThUT T Hifdeh Ud |




SOME TIPS ON PROFESSIONAL EMAIL ETIQUETTE OR HOW TO EFFECTIVELY USE THE CC AND BCC FIELDS

UleR S0 fATTER (Professional Email Etiquette)
Ao foraa a9 Toedr, Sfaraar ok fa=w«ar agayguf 8|
When writing emails, clarity, brevity, and politeness are important.
o Tfgred fawa dfxh (Concise Subject Line): fawra Tae gi-r arfaq arfes urcaardt qia st 9 foh §83« fha
dR A % (ﬁﬁ: "Project Proposal Review: [Date]").
o The subject should be clear so the recipient immediately understands the email's purpose (e.g.,
"Project Proposal Review: [Date]").
o famm arfWaTEA (Polite Greeting): gR2T Tk IR 3ifAaTET &6 IATY R I (S1A: "forx =ft e, ar "Hi
John,").
o Always start with an appropriate greeting (e.g., "foa sft 2f," or "Hi John,").
o WY IR G F&T MNIT (Clear & Concise Body): Hitl Hg, U= 3T cid URRITH | T | SIFRIRY hl oA @
UTee § HafAd H31 3ad =BT 8| 4
o Get straight to the point. Avoid long paragraphs. It is best to organize information using bullet points.
o TTHIT 3R Tl (Grammar & Spelling): WS T Uget gHAT YHIE | UAaR FH # TAfaAl Yoh @RI |
UUTd STl g | X 7
o Always proofread before sending. Errors in professional emails create a bad impression.
o UAGR YHTYA 31X g&A18R (Professional Closing & Signature): Uch g gHE (S19: "91e],” 91 "Best
regards,") & ST STUHT GRT ATH, UE, 3R HUh SAT-hRRI & |
o Follow a polite closing (e.g., "HT&X,"” or "Best regards,”) with your full name, title, and contact
information.
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CC 3k BCC a1 gTat IuaT (EFFECTIVE USE OF CC
AND BCC)

Ce 3R Bec 31 SUaT el o) ol el s forg R SiTelt 2 orat avrdard o aweie dverer
To e Feafi @ 2 21

Cc and Bcc are used to keep others informed when action is expected only from the person
in the 'To' field.

Feature When to use Cc (afaferfa &t Iuah e ) When to use Bcc (et ufafafd &1 saaht & &)

Visibility Everyone sees who is Cc'd. No one sees who is Bcc'd (privacy maintained).

To keep someone informed transparently (e.g.,a | To inform someone discreetly or send mass emails while

Purpose ) . .
manager). protecting recipient lists.

When a direct report needs to see correspondence | When sending a newsletter to many clients who should
related to a shared project. not see each other's email addresses.

Use Case (Hin) S1d fopdt srefia=a ol = yRats=T 9 S&€fda voarR STdl hg UTgeh! ahi ~guTeieX VT T gl 3R -Tgl a1gd foh @ uah-gaRk &
¢g= Y srragehdar gl A Ud 39|

Use Case (Eng)




S, gl 3HIu=iReh (FORMAL) 3R 3HTT=mReh (INFORMAL) SHeT STiHarg 3R

AU & dI 3R Id™ dTel e I8l

feg Mg g1

CERTAINLY, HERE ARE SOME EXAMPLES ILLUSTRATING THE DIFFERENCE
BETWEEN FORMAL AND INFORMAL EMAIL GREETINGS AND CLOSINGS.

Category (=iuf)

Formal (sita=niRer)

Informal (SFTT=TRR)

Greetings (31f9areq)

English: Dear Mr./Ms. [Last Name],

English: Hi [First Name], / Hello,

Hindi: forg i/ it [sifas am ],

Hindi: T8 [Ugar 9 ], / &,

English: Dear Hiring Manager,

English: Hey team,

Hindi: 91T 9dl Ueeeh,

Hindi: &F &l TH%AR,

English: To Whom It May Concern,

English: Hey there,

Hindi: ’Sad og 9e&fed &,

Hindi: (I f8dt 381 & o9 UahT g @)

Closings (9{194)

English: Sincerely,

English: Thanks,

Hindi: ¥adlg, / 91,

Hindi: e=gaTe,

English: Best regards,

English: Cheers,

Hindi: 91,

Hindi: (g fg<t Ha J e Uit gidr

English: Respectfully,

English: Talk soon,

Hindi: 9TeR 99 < 91,

Hindi: STeg &Td &< 8,




FORMAL E-MAIL EXAMPLE 1: LEAVE APPLICATION

Email

Subject Application for One Day Leave

Dear Sir/Madam,

I would like to inform you that I will not be able to attend the institute on 8 January
2026 due to personal reasons.

Kindly grant me leave for one day. I shall be very thankful to you.

Thanking you.

Yours sincerely,

Priya kumari

Student, Diploma Course
Roll No: 12




FORMAL E-MAIL EXAMPLE 2: REQUEST FOR
BONAFIDE CERTIFICATE

Email

Subject Request for Bonafide Certificate

Dear Sir/Madam,

I would like to inform you that I will not be able to attend the institute on 8 January
2026 due to personal reasons.

Kindly grant me leave for one day. I shall be very thankful to you.

Thanking you.

Yours sincerely,

Priya kumari
Student, Diploma Course
Roll No: 12




INFORMAL E-MAIL EXAMPLES
(USED FOR FRIENDS, CLASSMATES, RELATIVES)

Email

Subject How are you?

Hi Rahul,
Hope you are doing well. I am fine here. Our classes are going good and we are
learning about E-mail and computer basics.

Let’s meet this weekend and study together.

Take care.

Best wishes,
Sudhanshu




INFORMAL E-MAIL EXAMPLE 2: MAIL TO COUSI
/ FAMILY MEMBER

Email
Subject About My New Course

Dear Riya,

I hope you are fine. I want to tell you that I have joined a computer course under

Skill Development program. I am learning E-mail, MS Office and Internet basics.
I am very happy and excited. Will talk to you soon.

With love,
Priya
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