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Introduction to Business Language
Business language refers to the style of communication used in business organizations for exchanging information, ideas, instructions, and decisions. It is a formal, clear, concise, and professional language used in letters, reports, emails, meetings, advertisements, and presentations.

Business language helps organizations communicate effectively with employees, customers, suppliers, investors, and the public. It may be written or oral and should always focus on clarity, accuracy, politeness, and purpose.



Key Features of Business Language
1. Clarity – Message should be easy to understand.
2. Conciseness – Information should be brief and to the 
point.
3. Correctness – Grammar and facts should be accurate.
4. Professional Tone – Language should be polite and 
formal.
5. Purpose-oriented – Every communication should have a 
clear objective.
6. Completeness – Necessary information should be 
included.



Types of Business Language
• Written Communication
  (letters, emails, notices, reports, circulars)
• Oral Communication
  (meetings, presentations, telephonic conversation)
• Digital Communication
  (social media, online meetings, chats)



व्या्साय भ्ष् य् परिचा
व्या्साय भ्ष् यह भ्ष् है सिाय् उपाोग व्प्रिय ांगठनो ंमे ाूचन्, 
सयच्ि , सनर्द  औि सनर्ाों  ये आर्न-पर्न  ये सिए सया् ि्त् है। ाह 
औपच्रिय, स् , ांस्ष  तथ् पेदेयि भ्ष् होती है, सिाय् पाोग  पत, 
रिपोर्, ई-मेि, बैठय, सयज्पन तथ् प र्सताो ंमे सया् ि्त् है।

व्या्साय भ्ष् ांगठन ये यम्च्रिाों, ग्हयों, आपूसत्यत््तं , सनयेदयों 
औि िनत् ये ा्थ पभ्यी ांय्र स्सपत  यिने मे ाह्ात् यिती है। ाह 
सिखित तथ् मौखिय रोनो ंरपो ंमे हो ायती है।



व्या्साय भ्ष् यी सयदेषत्एँ
1. स्त् – ांरेद आा्नी ाे ामझ मे आन् च्सहए।
2. ांस्षत् – ि्नय्िी छोरी औि ाीधे सयषा पि हो।
3. दरदत् – भ्ष् औि तथ ाही होने च्सहए।
4. व्या्सायत् – भ्ष् सयनम एयं औपच्रिय हो।
5. उदेदपूर्त् – प्ेय ांरेद य् स् उदेद हो।
6. पूर्त् – आयदय ि्नय्िी पूिी होनी च्सहए।



व्या्साय भ्ष् ये पय्ि
• सिखित ांच्ि
   (पत, ई-मेि, रिपोर्, नोसरा)
• मौखिय ांच्ि
  (बैठय, प र्सत, फोन य्त््)
• सिसिरि ांच्ि
  (ऑनि्इन मीसरंग, ाोदि मीसिा्)



Importance of Business Language
Business language plays an essential role in the success of 
every organization. Effective communication improves 
relationships, increases productivity, and helps in achieving 
business goals.



Importance / Advantages
1. Effective Communication
   Helps in clear exchange of information within and outside the organization.
2. Improves Professional Image
   Professional language creates trust and goodwill among customers and partners.
3. Supports Decision Making
   Accurate communication helps managers make better decisions.
4. Enhances Coordination
   Proper communication improves teamwork and cooperation among employees.
5. Reduces Misunderstanding
   Clear language minimizes confusion and conflicts.



6. Increases Productivity
  Employees understand instructions properly and work efficiently.
7. Helps in Customer Relations
  Polite and professional communication increases customer satisfaction.
8. Useful in Global Business
  English business language helps companies communicate internationally.
9. Assists in Marketing and Sales
  Attractive business communication promotes products and services effectively.
10. Legal and Official Importance
  Proper documentation and communication are important for legal and official 
records.



व्या्साय भ्ष् य् महत
व्या्साय भ्ष् सयाी भी ांगठन यी ाफित् मे महतपूर् भूसमय् सनभ्ती 
है। पभ्यी  ांच्ि ांबंधों यो मिबूत बन्त् है, उत्रयत्  बढ्त् है तथ् 
व्या्साय िको ंयी प्खष मे ाह्ात् यित् है।



व्या्साय भ्ष् य् महत
1. पभ्यी ांच्ि
  ांगठन ये अंरि औि ब्हि ाूचन् ये स् आर्न-पर्न मे ाह्ात् यित् है।
2. पेदेयि छसय सनम््र
  अची भ्ष् ग्हयो ंऔि व्प्रिय ा्झेर्िो ंमे सयश्ा उत् यिती है।
3. सनर्ा िेने मे ाह्ात्
   ाही ांच्ि पबंधयो ंयो बेहति सनर्ा िेने मे मरर यित् है।
4. ामना बढ्त् है
   यम्च्रिाो ंये बीच ाहाोग औि रीमयय् यो मिबूत यित् है।
5. गितफहमी यम यित् है
  स् भ्ष् भम औि सयय्र यो यम यिती है।



6. उत्रयत् मे यृखद
 यम्च्िी सनर्दो ंयो ाही ामझयि य्ा् यर दित् ाे यिते है।
7. ग्हय ांबंध ारध्ित् है
 सयनम औि पेदेयि भ्ष् ग्हय ांतरस् बढ्ती है।
8. अंतिि्््ीा व्प्ि मे उपाोगी
 अंगेिी व्या्साय भ्ष् यैसशय व्प्ि मे ाह्ात् यिती है।
9.सयपरन एयं सबकी मे ाह्ाय
 पभ्यी ांच्ि उत्रो ंऔि ाेय्त ंये पच्ि मे मरर यित् है।
10. य्नूनी एयं आसधय्रिय महत
 ाही र््येि औि ांच्ि य्नूनी य्ा् ये सिए आयदय है।



Conclusion / सनषष्
Bu s i n e s s  l a n gua g e  i s  t h e  b a c k b on e  o f  b u s i n e s s 
communication. It ensures smooth flow of information, 
develops professional relationships, and contributes to 
organizational success.

व्या्साय भ्ष् व्प्रिय ांच्ि यी िीढ है। ाह ाूचन् ये ारच्र पय्ह, 
पेदेयि ांबंधो ंये सयय्ा तथ् ांगठन यी ाफित् मे महतपूर् ाोगर्न रेती 
है।


