302

Senior Secondary Course
Intermediate (TOSS) Course

ENGLISH

@ Telangana Open School Society (TOSS), Hyderabad

43 b ’§’ SCERT Campus, Opp. to L.B. Stadium, Basheerbagh, Hyderabad - 500 001, Telangana.
"oa;; ,e;éée' Phone : 040-23299568, website : telanganaopenschool.org. E-mail : dirtoshyd @ gmail.com

1



© TELANGANA OPEN SCHOOL SOCIETY
GOVERNMENT OF TELANGANA, HYDERABAD

First Published : 2011

Reprint : 2013
Reprint : 2015
Reprint : 2016
Reprint . 2017
Reprint : 2018
No. of Copies  : 16388
All Rights Reserved

No part of this publication may be reproduced, stored in a retrieval
system or transmitted, in any form or by any means without the prior permission,
in writing of the publisher, nor be otherwise circulated in any form of binding
Or cover.

This Study Material is Prepared on the basis of Original English (302)
(English Version) of TOSS, Hyderabad

Published by:
Telangana Open School Society (TOSS) Hyderabad

1



FORE WARD

Education plays an important role in the modern society. Many innovations can be
achieved through Education. Hence the Department of Education is giving equal
importance to non-formal education through Open Distance Learning (ODL) mode on
the lines of formal education. This is the first State Open School established in the
country in the year 1991 offering courses up to Upper primary Level till 2008. From
the academic year 2008-2009 SSC Course was introduced and Intermediate Course
from the year 2010-2011. The qualified learners from the Open School are eligible for
both higher studies and employment. So far 7,67,190 learners were enrolled in the
Open Schools and 4,50,024 learners have successfully completed their courses.

With the aim of improving the administration at the grass-root level the Telangana
Government re-organized the existing Districts and formed 31 new Districts. The
formation of new Districts provide wide range of employment and Business
opportunities besides self employment. Given the freedom and flexibilities available,
the Open School system provides a second chance of learning for those who could not
fulfill their dreams of formal education.

Government of Telangana is keen in providing quality education by supplying study
materials along with the text books to enable the learners to take the exam with ease.
Highly experienced professionals and subject experts are involved in preparing
curriculum and study material based on subject wise blue prints. The study material for
the academic year 2018-19 is being printed and supplied to all the learners throughout
the state.

I wish the learners of Open School make best use of the study material to brighten
their future opportunities and rise up to the occasion in building Bangaru Telangana.

With best wishes.........

e

S. Venkateshwara Sharma
DIRECTOR,
Telangana Open School Society,
Hyderabad
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Prose

My First Seps

Summary

Inthelesson'My first steps, Sunil Gavaskar tellsusabout hisbirthinahospital, hislovefor
cricket, hisadmiration for hisfather and uncle, how heused to play with hisfriendsetc.

Gavaskar was bornin ahospital. Hisuncle, Nana-kaka, saw him and noticed ahole on the
baby's|eft ear lobe. Hisuncle cameto the hospital the next day. Hewassurprised. The baby beside
Gavasker'smother wasdifferent. Sothey searched al thecribsinthehospital. Gavaskar wasfound
bes deafisherwoman.

Gavaskar loved playing cricket asachild. Hismother would bowl and hewould bat intheir
houseitself. Oneday hehit theball hard and it hit hismother's nose and wounded it.

Gavaskar's father and uncle were cricketers. His uncle received a number of souvenirsfor
playing cricket. Gavasker used to admirethe souvenirsand the pullovers. Hisuncleadvised himto
work hard to becomegrest.

Gavaskar wasanaughty boy. When he got out while playing with hisfriends, hewould walk
homewith hisbat and ball. The gamewould end because hisfriendsdid not have any bat and ball to
continue. Later hisfriendsmade aplanto get himto play even after hegot out.

Questionsand Answers
Onemark questions

1. Whowaseagle-eyed - Gavaskar or Nan-kaka ?
Nana-kaka

When was Gavaskar born ?
Gavaskar wasbornon 10.7.1949

What did Gavaskar haveon hisear lobewhen hewasborn ?
Hehad aholeon hisleft ear [obe

What abnormality did Gavaskar have on hisbody when hewasborn ?

>~ P w PN P

Hehad aholeon hisleft ear lobe
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13.

14.

15.

16.

> o P o P> N P o

If Nana-kaka had not noticed Gavaskar properly when he was born, where would
Gavaskar have grown up ? Choosethe correct answer.

a) inafisherman'shouse (Answer)

a) inadoctor'shouse.

What wasthe'mark’ that Gavaskar had asababy in the hospital ?
Hehad aholeon hisleft ear lobe.

Whose baby took Gavaskar'splacein the hospital for ashort time?
afisher woman'sbaby - boy.

Wherewas Gavaskar found after hisunclesaw him missing ?
Gavaskar wasbeside afisher woman.

Wheredid Gavaskar and hismother play cricket when hewasaboy ?

Gavaskar and hismother playedinthesmall gallery intheir house.

With what typeof ball did Gavaskar and hismother play cricket?
Gavaskar and hismother played withatennisball.

. How did Gavaskar break hismother'snose?

Oneday hehittheball straight back very hard. It hit hismother'snose. Luckily thewoundwas
not deep.

What wastherein Gavaskar'sblood ? How can you say that?

Cricket. Gavaskar'sfather wasacricketer.

What did Gavaskar mean when hesaid, 'Cricket isin my blood'?

. Hemeant to heinherited interest in the gamefrom hisfamily members.

Whowerecricketersin Gavaskar'sfamily ?

Gavasker'sfather and unclewerecricketersin hisfamily.

Which souvenir did Gavaskar likemost? Why ?

Gavaskar liked the stump with autographs of Indian cricketersonit.
What lesson did Gavaskar'suncleteach him ?
Gavaskar'suncletaught him towork hard to becomegrezt.

(or) Gavaskar learnt towork hard and becomegreatinlife.



17.

18.

19.

20.
A.

21.

A.

22.
A.

'Thereisnoshort cut tothetop'. Thismeans.

. Youmust work hardto succeedinlife.

What did Gavaskar'sunclehavein hishouse ?

Many pullovers, souvenirsand trophieshewon asacricketer.

Gavaskar says, " | hated losing my wicket" .

(@ What happened whenever hegot out ?

A. Hewould go homewith the bat and the ball.

(b) What did the other boyssay ?

A. They cursed Gavaskar and called him names.

(¢) What doesthisbehaviour show about Gavaskar ?
A. It showshisgrest |ove of thegame.

Who wereGavaskar'searly comradeswho played with him ?

He played with theAmbaye brothers, the Manjrekar brothersand others.

What wer ethe'trophies for which Gavaskar and hisfriendsplayed cricket with boysof
other buildings?

White metal cupscostingjust Re 1.50 p.

What wasthelesson, 'My First steps taken from ?
From Gavaskar'sautobiography.

Two-mark Questions

1
A.

Describethemix-up in thehospital after Gavaskar wasborn.

Onthat day the new-born babieswere given abath. After that Gavaskar was placed besidea
fisherwoman and her son was placed beside Gavaskar'smother. Gavaskar'sunclenoticed this
mix-up and restored Gavaskar to hismother.

Why did Gavaskar'selder smakeasear ch of all thecribsin thehospital ? What wasthe
result ?

Gavaskar'suncle cameto the hospital. Hefound that the baby beside Gavaskar's mother was
not her baby. So Gavaskar'seldersmadeasearch of al the cribsinthe hospital. Then Gavaskar
wasfound besideafisherwoman.



What did Gavaskar liketo dowhenever hewent to hisuncle' show ? Why ?

Heliked totake out hisuncle's pulloversand touch them lovingly. Because Gavaskar admired
hisunclefor being ontheIndian test team. Healso liked tolook at hisuncle'ssouvenirs- the
stump with autographsof Indian cricketersonit.

Four-mark Questions

1. Howdid Gavaskar'suncle'skeen observation help himinretaining hisidentity ?

A.

Gavaskarsunclevisited the hospital where hewasborn. Henoticed ahole onthe baby's|eft ear
lobe. Thenext day he saw the baby but the holewas not there. He said the baby was misplaced.
So they searched al the cribsand located Gavaskar beside afisherwoman. Gavasker reached
hismother safely. Hegrew up into agreat cricket player.

How did Gavasker'sfamily member shelp him to becomeagood cricketer ?

When Gavaskar wasasmall boy, hismother played cricket with him by bowling in the small
galery intheir house. Sheencouraged himinthismanner. Hisfather, who was acricketer,
discussed with him on playing cricket well. Heal so advised Gavaskar on playing cricket and
Gavaskar followed the advice. Then Gavaskar's uncle was also a cricketer and he advised
young Gavaskar to work hard to get success.

How did Gavaskar behaveduring'matches played in hischildhood days? How did his
friendshandlehim ?

When Gavaskar wasout, hewould walk off with hisbat and ball whichwerehisown. Thusthe
gamewould stop because the other boysdid not haveabat and aball to play. Theboysdid not
likethat. They cursed himand called him names. Later theboystold him to accept themgority
verdict.



Father, Dear Father

Summary

A young boy writesaletter to hisfather. He beginssaying hisrank slipped to the second by a
quarter mark. Herequestshisfather to understand hisfeelings.

Theboy sayswedo not usethetheoriesand principlesin our day - to-day life though we study
them at school.

Theboy tellshisfather about how hisgrandfather enjoyed hischildhood — plucking mangoes,
goingonpicnics, playingmarblesetc. Living and experiencingispreferred to sudying accordingtohis
grandfather.

Theboy saysabout hisgrandmother and mother who aredifferent — oneiscamandtheother is
Nervous.

Then theboy saysthat hisknowledge he gained at school doesnot help himto solve hisday-to-
day problems. Hesaysheistoo busy instudying and failsto seethetruthin hislife. Hea soblamesthe
evaluation system followedin schools.

One-mark questions

1. By how many marksdid Rahul, thewriter of ;Father, Dear Father', lose hisfirst posi-
tion ?

>

Thewriter lost hisfirst position by aquarter mark.

What did thewriter (Rahul) writein thefilling - in- blanksquestion?

> N

Hewrote: "l wasinvitedtotea'.

w

What did theteacher think asthecorrect word ?

>

"l wasinvitedfor tea."
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The teacher thought the correct word was 'for'. Who was right, the teacher to the
student ?

Thestudent wasright.

AccordingtoRahul, thewriter of 'Father, Dear Father" , which theorem and law dowe
not usein our life?

Pythogorastheory and Newton'sLaw of Gravity.

Which of the professionalsdo not use pythogor astheor em and Newton'sL aws, accor d-
ingto Rahul thewriter of 'Father, Dear Father' ?

Doctors, lawyers, departmenta store people.

What did Rahul'sgrandfather speak of ?

He spoke of acarefree and beautiful childhood.

What, according to Rahul'sgrandfather, werestudies?

Studieswerean ancillary subject and living and experiencing werethe major subject.

9. WasRahul'sgrandmother educated ?

>

10.

11.

12.

13.

14.

No, shewasnot. Shewas semi-literate.

WhoisRahul'sgrandmother at peacewith ?

. Sheisat peacewith her pots, pans, garden, the Gitaetc.

What wasRahul'smother like?

. Rahul'smother was highly educated but awaystenseand nervous.

Does Rahul think education makes people nervous ? Why?

. Yes, hedoes, because hismother, highly educated, isalwaystenseand nervous.

What does Rahul think one should doif thereisafusein one'shouse ?

If thereisafusein our house, we should beableto repair it.

What did Rahul'sgrandfather say when he asked her how she got to be sowise ?

. Shesad, "By livingand experiencing”.



15.
A.

16.

A.

17.

A.

18.
A.

19.

A.

20.
A.

21.
A.

22.

A.

Why does Rahul say that hewould fail torecognise Newton if hemet him facetoface?

Because Rahul wasbusy |earning about Newton.

What can result in wisdom ?

Livingafull lifecanresultinwisdom.

How can we get wisdom ?

Wecan get wisdom by living afull life.

What does Rahul think iswrongwith hiseducation ? What doesheliketolearn ?
Hefedsitisnot practica. Hewould liketouseitinhisdaily life.

What doesRahul think iswrongwith themethod of evaluation of papers?
Theteacher decideswhat iscorrect evenif heiswrong.

Why did Rahul writethisletter, 'Father, Dear Father'?

To Rahul wrotethisletter, 'Father, Dear Father' tolighten hisunhappiness.

What kind of education does Rahul think ismost useful ?

Rahul thinksthat apractica educationismost useful.

What wasthelesson, 'Father, Dear Father' taken from ?

Thelesson, 'Father, Dear Father' wastaken from the newspaper 'TheHindu'.

Two-mark Questions

1

A.

What kind of lifedid Rahul, thewriters grandfather lead when hewasasmall boy?

Heled alifeof happinessand enjoyment. Heled alifeof living and experiencing. Heenjoyed
plucking mangoesand guavasin hisgardens.

What difference doesRahul seein hismother'snatureand hisgrandmother's?

Hisgrandmother issemiliterate but peaceful and relaxed. Hismother iseducated but isaways
tenseand nervous.



3. How does Rahul makefun of histeacher ?

A. Hesaysthat histeacher would say, 'George BushisIndiaspresdent. Thesunrisesinthewest
andtheearthisflat.’

4. What doesRahul tell hisfather about hisheart ?

A. Hesayshisheartisnot just arteriesand muscles; it feelsalso.

Four-mark Question

1. What isRahul'sexperiencewith hisroseplant ?

A. Oneday Rahul saw hisroseplant dying. Heasked his scienceteacher to guidehimto savethe
plant. Shefet angry and asked himto ask the gardener. Rahul thought reading about pesticides
intextbooksisno useif he cannot usetheright thing to saveaplant.



Fud of the Future

Summary

Peopleareafter 'CLEAN ENERGY ' — something we can get from nature. To get such energy,

we can usethe sun, thewind, thetides, water and biogas.

Indiaproducesalot of wind energy. We get wind energy by first generating mechanical power.
Wecanuseit tolift water from the underground. Themechanical power can produce el ectricity also.

In USA thereweremillionsof windmillsto the pump water for farms. By 1910 European coun-
triesstarted producing e ectricity usngwind.

Tamil Nadu produces half of wind energy produced in our country. We can havewindmillsin
Gujarat, AndhraPradesh, Keralaand in Maharastra.

Wind energy isfree and gives us power (endlessly) for ever. It does not pollute the air but
producesnoise. Windsdo not blow continuously and we may not get power when weneedit.

Wind energy can provide employment to many peopleinfuture.
One-mark questions
1. What isthebuzzword today ?

A. CLEAN ENERGY - something we can get from nature.

2. What arethe sourcesof clean energy ?

A. Thesun, thewind, thetides, water, and biogas are the sources of clean energy.

3. Accordingtothelesson, 'Fuel of the Future', what areweproud of ?

A. Weareproud becausewe havetheworld'sonly Ministry for Renewable Energy Sources. Also,
wearetheworld'sfifth largest producer of wind energy.



How iswind energy produced ?

Windisused to generate mechanical power or eectricity.

What can weusewind energy for ?

We canuseit to grind grain or pump water up.

What haswind power been used by man for long ?

. Man hasbeen using wind power to move boats and ships.

Whereand when waswind energy first used ?
It wasused in Egypt in 5000 B.C.
What changesthe mechanical power into electricity ?

agenerator

9. What werethewindmillsin the United Satesfirst used for ?

10.

11.

12.

13.

14.

The windmillsinthe U.S. were first used for to pump water for forms and ranchesin 19th
century.

Namethe European countriesthat usewind ener gy.

. TheNetherlandsand Denmark.

Inwhich statein Indiawaswind energy utilised first ?

. Tamil Nadu

List theplacesin Indiawherewind ener gy can betapped, besides Tamil Nadu.

. Gujarat, AndhraPradesh, Keralaand Maharastra

What arewind turbinesdoing near Madurai ?

. They aredecorating thelandscape near Madural.

In which placewaslotsof car bon dioxideprevented from mixingin air ?

Themixing of carbon dioxideinair waspreventedin California, U.S.A

10



Two-mark Questions

1. How doesresearch helpin popularisingtheuse of wind energy ?

A.

Researchisdoneto check out placeswherewind energy can betapped. Thewind turbinesare
checked to seeif they are delivering what they promised to do.

What arethedisadvantages of windmills? (or) What major challengesdoesthe use of

wind energy poseto man ?

They may producealot of noiseand creste noise pollution. They may kill somebirdsthat come
near them. We may not get electricity when weneed it most.

Four-mark Questions

What ar ethe advantages of using wind energy ?

Wind energy isafree, renewableresource. We can useit for ever. Itisasourceof clean, non-
polluting el ectricity. Wind plantsdo not emit any air pollutantsor greenhouse gases.

Writeabout wind turbinesin India.

Tamil Nadu hasalarge number of wind turbines. They produce haf of India'scapacity. They
decoratethe landscape near Madurai and beyond. Wind turbinesareworking in the states of
Gujarat, AndhraPradesh, Keralaand Maharastra.

11



A Case of Suspicion

Summary

Onenight Dr. Benson was about to go to bed. Thetelephonerang. Heanswered. Mrs Sorley
requested himto comeand hel p her deliver her child.

Dr. Bensonwason hisway to Sorley Farmin hiscar. Hesaw amanwalking along theroadin
bad westher. He offered alift to the man.

Theman did not behave properly with thedoctor. Thedoctor did not like the man's appearance.

The man stole the doctor's watch from his pocket. The doctor found it out and so the man,
Evans, put back the watch into the doctor's pocket.

The doctor took out his pistol and sent the man out of hiscar and reached Sorley farm.

The pregnant woman, Mrs Sorley had helped herself and delivered ababy. Mr. Sorley asked
the doctor what timeit was. Thedoctor took out hiswatch. Itwasnot his. It wasEvans.

Thewords on the watch surprised him. Evanswas agood man who saved thelives of three
nursesat acertain night. Thosethree nurses presented that watch to Evans.

One-mark Questions

. At what timedid Dr.Benson receiveacall in thelesson, 'A case of suspicion'?

1
A. Dr.Bensonrecelved acall at twoam.

. What two bagsdid Dr.Benson go out with ?
. Thepill bag and the baby bag.

. Whodid Dr.Benson visit in that night. Why ?

2
A
3
A. Hevisted Mrs. Sorley who was expecting ababy.
4. What did Dr.Benson carry in hisbags?

A

. Inonesmall bag he carried tablets. In the other he carried instruments to use at the time of
delivering ababy.

12
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12.

13.

14.

15.

16.

Did thedoctor in'A caseof suspicion' receive hisbaby billspromptly ?
No. Thedoctor did not receive hisbaby bill prompitly.
What was Dr.Benson'sfather ?

Hewas acountry doctor, too.
Why did Dr.Benson stop hiscar on hisway to seehispatient ?
He saw aman walking in bad weather a ong theroad and hewanted to give him al eft.

Why did Dr.Benson stop the car and invitetheman in ?

Hetook pity on the menwalking along theroad. He also thought hewould get some company
during hislongdrive.

Who was Evans? Wherewashegoing ?

Evanswasan ambulancedriver. Hewasgoing to Detroit

Why did Dr. Benson reach for thiswatch ?

Hewanted to see how far from Sorley Farm hewas.

Did thedoctor find hiswatch in hispocket ? Who did he suspect ?
No. Hesuspected that the man had stolen hiswatch.

What did Evansdowhen thedoctor pointed hispistol at him ?
Hewasafradand said, "My God ......
With thepistol in hishand what did thedoctor say totheman ?
Hesaid, "Put that watchin my pocket beforel kill you."

Did Dr. Benson useany of hisinstrumentsat Mrs. Sorley'shouseto deliver thebaby ?
Why ?

No. Because that woman helped herself and delivered her baby because of her previous
experiences.

Why did Dr.Benson send Evansout of hiscar ?

Because hethought Evanswould rob him of hisbelongings.

How can you say Dr.Benson wasrelaxed after Mrs. Sorley gave birth to a baby ?

Hesmoked acigarette.

13



17.
A.

Why wasMr.Sorley happy that Dr.Benson got back hiswatch ?

Because hewould not have known at what time his child wasborn.

Two-mark Questions

1
A.

>
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How many cigar ettesdid the man takefrom Dr.Benson ? Did thedoctor likeit ?

The man took two cigarettesfrom the doctor. The doctor did not like it because the man took
the second cigarette before he got the permission from the doctor.

What irritated thedoctor ?

Theman took acigarette from the doctor. Then hetook another before the doctor permitted
him. Then he put the pack of cigaretteinto the doctor's pocket. Sothedoctor wasirritated.

Why did Dr.Benson reach for hispistol ? What did hedowithit ?
Hewanted to protect himsealf from the man hewaswith. Hepointed it at that man.

Wherewasthe Sorley Farm ? Who helped Dr.Benson reach it ?

Sorely Farmwasonamountain. An escort from thefarm helped Dr.Benson.

How did Dr.Benson realisethat hewasnot looking at hisown watch ?

Thecrystal onthewatch was cracked, thetop wasbroken. Therewere someinscriptionsonit.

What infor mation did theinscription on thewatch tell Dr.Benson about Evans?

It said Evanswasabrave person who saved thelives of three nurseson thenight of 3Nov. 1943.
Inthelesson, 'A case of Suspicion’, whoissuspicious? Of whom ? Wasit justified ?
Dr.Benson wassuspiciousof Evans. No, it wasnot justified.

What was the doctor's impression about Evans ? When and how did he realise his
mistake ?

The doctor thought that Evanswas arobber. When he saw the inscription on the watch, he
found Evanswas agood man who saved thelivesof three nursesonenight.

Four-mark Questions

What happened to Dr.Benson on hisway tothe Sorely Farm ?

Dr.Benson left his house at two a.m. The weather was bad. He saw aman on theroad. He
offered himalift. Hedid not like the man's appearance and behaviour. Hethought the man
wouldrob him. So hetook hispistol out and sent the man out of hiscar.

14



My Son will not a Beggar Be

Summary

When Ved wasthree and ahalf yearsold, helost hiseyesight. Thefamily movedto Lahore.

Therealot of hisrelativesvisited him and sympathised with thefamily. SoVed'sfather asked for a

transfer to Karnal.

Thepeoplein Ved'sfamily treated himindifferent ways. Everyonelost hope of making Ved see.

Hismother wasthe most unhappy person.

Ved's mother thought that he should not become abeggar. She consulted thefamily pandits.

They said that she must do penance for her sins. They prescribed intensive prayers and physical
exercises. Sheaso visited hakimswho prescribed concoctionsand surmas.

Oneday Ved'sfather, adoctor, heard of Dr. Halder, Principal of Dadar School for the Blindin

Bombay. Then Ved joined that school.

One- mark questions

1

A.

w

>

What happened to Ved when hewasthreeand a half yearsold ?
Hebecameblind.

When did Ved becomeblind ?

Ved becameblind inthe month of November in 1937.
Wherewas Ved living when hebecameblind ?
HewaslivinginGujarat.

Wheredid Ved'sfamily moveto after he becameblind ?

Thefamily first moved to Lahoreand thento Karnal.

15



5. Why did Ved'sfather ask for atransfer from Lahore?

A. Ved'sfather asked for atransfer from L ahore because alarge number of their relatives cameto

> o

>~

> o

sympathisewith Ved'sblindness.

What wereVed'sparentsignor ant of ?

They wereignorant of the potentiaitiesof ablind child.
What was Ved'sfather ?

Ved'sfather wasadoctor in the Public Health Service.

What doesthephrase'Potentialitiesof ablind child' mean ?

It means, 'What ablind child cando'.

9. What happened to Ved after hisillness?

>

10.

11.

12.

13.

14.

15.

16.

Theillnessleft himweak.

How did Ved's servantsbehavetowardshim ?

. They avoided Ved asif hewasan evil eye personified.

How did Ved'ssisterstreat him ?

. They treated him carefully likeadoll.

What did Ved'smother think hasmadeher son blind ?

. Shethought that something in her past lifemade her son blind.

Whom did Ved'smother consult about hisblindness?

. Sheconsulted thefamily pandit.

What did the panditsadviseVed'smother ?

. They advised her to start intensive prayersand physical exercises.

Whom did Ved'smother consult, after thepandits?

. Sheconsaulted thehakims.

What did hakimsprescribefor Ved ?

Hakims prescribed concoctionsand surmas.

16



17.

18.
A.

19.
A.

20.
A.

21.
A.

Why was education of the blind children not successful in the dayswhen Ved became
bling?

Becaused| theblind children were put in one room without any gradation system and the schools
for the blind were semi-asylumsfor such children.

Which school did Ved join ?
Hejoined Dadar School for the Blindin Bombay.
WhowasthePrincipal of Dadar School for theblind ?

Dr.R.M.Halder

WasVed'smother happy to send him to the school for theblind ? Why ?

No. Shewasafraid of sending the blind boy to aplace 900 milesfrom home.

Who did Ved'smother believeto send Ved to a school for the blind 900 miles away ?

Shebelieved her husband'sjudgement and agreed to send Ved to aschool 900 milesaway.

Two-mark Questions

1

A.

A large number of Ved's relatives visited the family in Lahore. Who was the most
affected ?

Ved's mother was the most affected. Because they upset her and she wept when arelative
sympathised with her. Shethought ablind person would becomeabeggar.

2. What happened onenight when Ved'smother was putting medicinesin Ved'seyes?

Ved started crying loudly because of pain. Hisfather came there, knew about the hakim's
medicineand got angry. He asked Ved's mother not to buy those medicines.

Ved'smother put him through sometests. What werethey ? What helped him to give
theright answer ?

Sheasked himwhere her hand wasin front of hisface. She asked himwhether thelight wason
or off. Theair currentsand theclick of the switch prompted himto givetheright answer.

4. What did Ved'sfather learn about blind peoplein India?What did hethink of Ved ?

He learnt that blind people became beggars to earn money. Or they become owner of pan
shops. But hethought his son wasnot going to beonelikethat.
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Four-mark Questions

1. Howdid Ved'sfamily memberstreat him ?

A. Thesarvantsavoided himasif hewasan evil eyepersonified. Hissisterstreated himwith care
likeadoll. Hismother felt sorry for him and wept. Hisfather, adoctor by profession, did not
haveany hopefor Ved. They wereignorant of the potentiaitiesof ablind child. They wereafraid
hewas going to became abeggar.

2. Describewhat Ved'smother did to curehim of blindness.

A. Ved'smother calledinthefamily pandit for advice. He said he needed the help of more pandits.
More panditswere called in. They said that she must do penance to restore Ved's eyesight.
They asked her to take up intensive prayersand physical exercises. Then she consulted hakims
to cureVed'sblindness. They asked her to use concoctionsand surmas. Sheused themregularly
though surmasstung Ved'seyes.
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If | wereyou

Summary

One day Gerrard was talking over the phone when an intruder entered hisroom. He had a
revolver inhishand.

Theintruder asked Gerrard some questionsand learn about Gerrard. He said hewas smarter
than Gerrard. Gerrard remained calm and bold. Theintruder disclosed somefactsabout himself. He
wasarobber and murdered apoliceman. Hea so said that policemen were hunting for him.

Theintruder told Gerrard hewasgoing tokill himand livein hishouseas Gerrard.

Then Gerrard gavetheintruder ashock. Hesaid that hewasacrimind too. If theintruder lived
like Gerrard in hishouse, hewould be arrested and hanged.

During the conversation, Gerrard suddenly pushed theintruder into acupboard and took hold of
hisrevolver. Then Gerrard rang up to hisfriend and told himto inform the policeto comethere.

One- mark questions

1. Didthelntruder trytofrighten Gerrard ?

>

Yes, hedid.

Did thelntruder succeed infrightening Gerrard ?

> N

No, hedid not.

What wasthelntruder'sfirst questiontoGerrard ?

> w

Doyoulivehereaone?

What isGerrard's full name?

N

Vincent CharlesGerrard.

o

If Gerrarddid not answer theintruder'sfirst question, what would theintruder do?

>

Hewould hurt Gerrard.
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Why did thelntruder want an answer to hisquestion, 'Doyou live herealone?'

To make surethat no onewould know about Gerrard's death or murder.

Does Gerrard possess (have) a car ? Where does he keep it ?

Yes, hedoes. Hekeepsitinthegarage.

IsGerrard successful in finding out thelntruder'sname ? How many timesdoeshetry?

No, heisnot. Hetriesthreetimes.

9. What doesGerrard say that ensuresthat theintruder will not kill him ?

>

10.
A.

11.
A.

12.
A.

13.
A.
14.

A.

15.
A.

Gerrard says, "Youwon't kill mefor avery good reason.”

Who givesaway mor einfor mation about himself, Gerrard or theintruder ?

Thelntruder.

Because herevealed about himsealf, what doweknow about theintruder ?

Weknow that hewas boastful.

What did Gerrard say totheintruder tofrighten him ?

Gerrard said, "Youwill hang for sure. If not asyourself , then asVencent Charles Gerrard.”
Whoisthecleverer — Gerrard on thelutruder ?

Gerrard

Whodid Gerrard say wascomingto hiscottage ?

Hesaid apoliceman wascomingto hiscollege.

Did theintruder gowith Gerrard willingly ?Why ?

Hewent unwillingly because hewas confused and did not know if Gerrard could betrusted.

Two-mark Questions

1

A.

Describe Gerrard when heappearsfirstintheone-act play 'IF1 WERE YOU'.

Gerrardisof medium height. Hewearshorn-rimmed glasses. Hehasaloungesuit onand agrey
coat.
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2. Describetheman whoentersGerrard'sroom.

Theintruder issimilar in build to Gerrard. He wears an overcoat and a soft hat. He hasa
revolver inhishand.

List threefacts about Gerrard that theintruder had found out before he cameto his
house.

1. Gerrard hasacar.
2. He does not seetrades people

3. Hiscottageisat alonely part of England.

4. How can you say theintruder wasboastful ?

> o

Hesays, "I'vegot brains.”
Hereveashismotivetokill Gerrard to Gerrard himsalf.
Whyisthelntruder a'huntedrat’ ?

Because hekilled apoliceman. So hasbeen moving from placeto placeto avoid arrest.

6. What wasthelntruder'splan ?

>

Hisplanwasto murder Gerrard and livein that house. Because heresembled Gerrard, no one
would suspect himor arrest him.

7. What doesGerrard dofor aliving ?

Hewritesand directsplaysfor thetheatre. Hetellssomeone onthe phonethat hewassorry he
could not supply thedressfor rehearsal.

8. Wheredid Gerrard push theintruder into? What happened then ?

Gerrard pushed thelntruder into acupboard. Heféll off and thelntruder'sgun wasthrown away.
Gerrard took hold of thegun.

Four-mark Questions

Why did theintruder cometo Gerrard'shouse?

Thelutroder learnt that Gerrard looked like himself. He also knew Gerrard wasrich. So he
wanted tokill Gerrard and livelike himinthat house. Hethought hewould escape arrest for
murdering apoliceman.
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. Could thelntruder carry out hisplan ?Why ?

. No, wecould not. Because Gerrard cleverly made him reveal about himself. Gerrard pushed
himintoacupboard and locked it. Gerrard took hisgun and spoketo someoneto call thepolice
sergeant.

. What arethetwo piecesof evidencethat maketheintruder believe Gerrard'sstory ?

. Gerrardtold theintruder that he was|eaving that place because policemen are after him. He
showed the bag he had on the table and said, "Tonight I'm expecting trouble and my bagis
packedready. Thereitis."

. Whoisthemoreintelligent of thetwo- Gerrard or theintruder ? Why doyou say that ?

. Gerrard wasmoreintelligent than theIntruder. Gerrard madethe mantak about hisplan. He
also pushed themaninto acupboard and locked it when the gun went out of hishold. Gerrard
took the gun and spoke to someone on the phoneto call the police sergeant.
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TheTiger inthe Tunné

Summary

Badeowasapoor rallway Khaas inchargeof atunnd at night time. Hisresponsbility isto see
that therailway track isclear at night and that thelamp burns continuoudly at night.

Onenight hereached the place of hisduty. Itwasinaforest. Therewere somewild animals
including tigersetc. Hehad an axe asaweapon againgt thoseanimals.

Hestood at oneend of thetunnel. Suddenly he heard thelow grunt of atiger. Hebecomeaert.
Soon thetiger was coming towards him and pounced on him. Heleaped away fromit but brought his
axedown ontheanimal's shoulder. Thetiger moved away to avoid theweapon. Thetiger attacked
himagain. Inaminuteor two it tore himto pieces.

Asthetiger waslickingitswounds, themail train entered thetunnel. Thetiger startedtorunfast
but itswounded leg did not helpit. Thefast trainran over thetiger andtoreit into pieces.

Baldeo's son Tembu got hisfather'sjob asaKhalas.
One-mark Questions

. WhowasTembu ?

1
A. Tembuwastheson of Baldev, the Railway Khaas.

How old isTembu ?

> N

Tembuistwelveyearsold.

w

Wheredid Baldeo spend thenight ?

>

Balleo spent thenight at the station.

4. What wasBaldeoresponsiblefor ?

>

Hewasresponsblefor signalling whether thetunnel wasclear of obstruction.
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Wheredid Baldeo'sfamily live?

Baddeo'sfamily livedinasmal villagethreemilesfrom the tation.

Why did Baldeo havetotake up thejob of aKhalas ?

Badeo hadtotake up thejob of aKhalas because hissmal ricefieldsdid not yield enoughfood

for thefamily.

Namethefour wild animalsto befound in theforest.
tigers, panthers, wild pigsand barking deer

What weapon did Baldeo'shave ?

asmall axemadeof stedl

9. Who made Baldeo'saxe ?

>

10.

11.

12.

13.

14.

15.

16.

Badeo'sfather madeit.

What did barking of deer mean ?

It meant that it saw atiger.

How did Tembu/son of Baldeo know that thetrain wascoming ?

. by thetrembling of theground

What was Tembu waitingfor ?

. Hewaswaiting for thetrain to passand hisfather to come back home.

What made Baldeo'sjob asa signal man dangerous ?

. Hehadtofaceawild animal at any time.

What was Baldeo moreworried about ?

. Hewasmoreworried about hisson'ssafety.

Why did thetiger enter thetunnel ?

. Because hewastrapped when thetrain came.

Why wasther e excitement at the station ?

Becausethedriver of thetrain saw atiger cut in half just above the cow-catcher of theengine.
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17.

A.

18.
A.
19.
A.

What was happening at the cutting ? (or) What was Tembu doing at the cuttingin the
night ?

Tembu wasguarding hisfather'sbody from jacka sat the cuttinginthenight.
Why did Tembu sit by theside of hisfather'sbody ?
To guard the deads body from jackals.

Why did Tembu takeup hisfather'sjob.
Because he had to becomethe breadwinner for hisfamily.

Two-mark Questions

1
A.

Why did Baldeo decideto fight thetiger ?

Because he could not runwell inthedark. Thetiger can chase him successfully and pounceon
him.

What happened tothetiger inthetunnel ?

Thetiger entered thetunndl. But he could not runfaster thenthetrain. Sohewascut inhaf by
the cow-catcher of theengineand killed.

Four-mark Question

How did Baldeo die?

A tiger pounced on him. Heleaped and avoided thetiger'spaw. Hehit thetiger with thisaxe.
But the axe remained struck to the tiger's shoulder. He became weaponless. So the tiger
attacked him and tore hisbody into pieces. Baldeo died in thismanner.
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| must know the Truth

Summary

Aradhanaisadancer. Sheisastudent of KamalaDevi School of Danceand Music.
Aradhanaisabout to start thefirst item at the annual show of the school.
Aradhanasyounger sister, Smmi hugsher warmly and admiresher.

Just then their grandmother, mother and aunt Pramela comethere. Their mother presents
Aradhanaanecklaceto wear that evening.

Then Pramela comments that Aradhana was skinny and dark when her mother brought her.
Everyoneishurt. Smmi comfortsAradhanasaying, "Aunt Pramelaismean”.

Suddenly Pramelasays, "Anadopted child must know thetruth. My sister must tell Aradhana
that sheisher adopted daughter.”

Aradhanagetsupset. Shegetsangry with her mother. Sherefusestodance. Simmi saysthat
what Pramelahassaidisnot true. But Aradhanaisnot convinced. Sheweepsendlessly.

Then Aradhana's mother tellsher she hasgiven her lotsof love, she hasshared her laughsand
criesfor 18 years. SheconvincesAradhanathat itismorevaluablethan carrying her in her womb for
ninemonths. Then sherequestsAradhanato go on the stage and dance.

Aradhanadancesfor her adopted 'Mother".

One-mark Questions

1. Whohugged thedancer ?

>

Aradhanasyounger sister, Smmi hugged the dancer.

N

Why did Aradhanathink shewasnot beautiful ?

>

Becauseshewasnot fair.

3. Whowerethepeoplewho cametowish Aradhana?

>

Her grandfather and her father cametowish her.
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WhowasAradhananot particularly keen tomeet ?

Shewas not keento meet her aunt Pramela

Why wer eAradhana’sfamily membersproud of her ?
Because shewasgoing to inaugurate the annua show of her school.
Why did Aradhana'smother leavethe stage ?
Aradhanasmother | eft the stageto fetch Aradhanas gift.

Whois'l" inthelesson '| must know thetruth'?

Aradhana, the dancer.

Whowasfair - Simmi or Aradhana ?

Simmi wasfairer than Aradhana

9. What wordsof Pramdahurt Aradhana'ssister ?

>

10.

>

12.

13.

14.

15.

16.

How skinny shewas, skinny and dark.

Why wasAradhanaupset ?

Aradhanawas upset because her aunt had said she was adopted by her parents.

Who, accor dingtoAradhana’sgrandmother, should tell Aradhana about thetruth ?

Aradhanas mother

How did Aradhanalearnthetruth ?

Her aunt Prameahad | et out the secret.

Why did grandmother ask Simmi tofetch her mother ?

. Sothat the mother could tell Aradhanaabout thetruth.

For how many yearsdid Aradhanalivewith her adopted parents?

. for 18years

What gift did Aradhana'sparentsget for her ?

. anecklace

Why wasAradhanaheart-broken?

Because her aunt Pramelalet out the secret that she was adopted by her parents.
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17.
A.

18.
A.
19.
A.
20.
A.

21.
A.

What doesAradhana'smother ask her todoto proveher lovefor her parents?

Aradhana’s mother asked her to go on to the stage and dance.

What sound showed the audiencethat Aradhana wascoming on tothestage?

the sounds of ghungrusand that of tap, tap, tap

Why doyou think Aradhanatook timeto cometothe stageand dance?

Shetook timeto decidethetruth for hersalf.

What isthetruth that Aradhanawant tofind out ?

Shewanted to find out whether shewas adopted by her parents.

What did Aradhanaactually discover ?
Shediscovered that though she was adopted, her parentsloved her very dearly.

Two-mark Questions

1

>

> »

> o

> o

Sheismean, mad and miserable. Whowas Simmi talking about ? What wasthe mean
thing?

Simmi wastalking about Aunt Pramela. Pramelahad said Aradhanawas skinny and dark.

'And what agood figureyou have'. Who said thesewords? Towhom ? And when ?

Aradhanasgrandmother said thesewords. She praised Aradhanabeforethe start of the dance
programme.

"Shemust know" . Who said thesewords? Whois'she' here?What should 'she' know
about?

Aunt Pramela said these words. 'She' isAradhana. Aradhana must know that she was the
adopted daughter of her parents.

'I must know thetruth'. Whois'l' here? What truth doesshewant to know ?
'I'isAradhana. Shewantsto knew whether shewas adopted by her parents.

'Why wasAradhanaangry with her adopted parents ?

Becausethey never told her that shewastheir adopted child. Shethought they had deceived her.

"Nothing haschanged today'. Who saysthis? What hasnot changed ?

Aradhana's adopted mother saysthis. She saysthat her relationship with Aradhana has not
changed and that sheisher daughter.
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7. DidAradhanawear thenecklace her mother had given her ? Why ?

A.

Yes, shedid. Because she knew shewas her adopted parents dear daughter.

She danced for one person only. Who wasthisperson ? Why did shedanceonly for
her ?

Shedanced for her mother. Because sheloved her.

Four-mark Questions

1
A.

How did Aradhana'sadopted mother consoleAradhana?

Shesaid to Aradhana, "For 18 years| cared for you. | laughed withyou. | cried withyou. |
havegivenyou eighteenyearsof my life. Don't youthink itismorethan carrying youin my womb
for ninemonths?

How did Aradhana’'sadopted mother convince Aradhana that she must dance on the
stagethat day ?

Shesaid, "Don't youfeel my lovefor you? If you arethe daughter | know, thedaughter | love,
you will go on to the stage and dance. Because, nothing has changed today. You are my
daughter.”
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India - Her Past and Future

Summary
Jawaharla Nehru, our country'sfirst Prime Minister loved our country and our people very
much. He spoke about our country'sglorious past and about hisfuture plantsto devel op our country.

Nehru said that our countrymen belonged to astrong and energetic race. They were eager to
learn and possessed the spirit of curiosity. They livedin natureand tolerant civilization. They dways
searched for truth and spiritual knowledge.

Butinthe Medieval period things changed for theworse.

Foreigninvationsand rule had bad effect on our country. Peopleand resourceswere exploited.
But it had some good effect also. Europeansbrought industria revolutionin our country.

Nehru suggested what we should do to devel op our country and how todoit. Our country was
inastate of confusion and conflicts. Wemust retain our valuesand progress. He said Gandhiji'smodel
suited to our country best. He said we must changewhile continuing with our traditions.

Nehru believed that science and technol ogy would be ableto solvethe problem of giving every

Indian necessitiesof life.

One - mark Questions

1. IsNehrufor continuity or changeor both ?

A. Nehruwantsboth continuity and change.

2. What doesNehru find most remar kableabout the I ndian peoplethen ?

A. Hefindsthat peoplewho refused to changein the past are now ready to march forward with
speed and determination.

3. What method should weadopt toimprovethelifeof our people, accordingtoNehru ?

A. Themethods must takeinto account the background and cultural development of our country/
communities.
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IsNehru against change ?

No, heisnot.

When did Nehru makethisspeech ?

Nehru madethis speech soon after we got theindependence. Indiawasin astate of instability.
What kind of aman wasNehru ?

Hewasaman of scienceand he had faith in the powers of technol ogy.

What kind of society doesNehru want in India?

Hewantsacastelessand clasdesssociety inIndia

What influenced our country most power fully, accordingtoNehru ?

Thecoming of Idamand Mudiminvas onsinfluenced our country most powerfully.

9. What should futurebebuilt on, accordingtoNehru ?

>

10.

>

12.
A.

13.
A.

Onthefoundation laid in the past and inthe present.

What did Gandbhiji lay stresson accordingto Nehru ?
Gandhiji laid stresson truth and peaceful means.

What, accordingto Nehru,isliving ?

Livingisacontinua adjustment to changing conditions.

What does Nehru want to expressfor the peopleof India?

Hewantsto express hishope and wishes.

What can FiveYear Plansdofor the peopleof our country ?

They canraisethe standard of living of the people of our country.

Two-mark Questions

1
A.

What aspectsof ancient I ndiamake Nehru feel with prideand wonder ?
1. Indianswere astrong and energetic race.

2. They wereeager to know.

3. They hadthespirit of curiosity.
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4. Ther civilization wasnatureand tolerant.

5. They weresearching for truth and spiritua knowledge. (Any two points)

What saved I ndiafrom completedeterior ation, accor dingto Nehru? Writetwo reasons.

Indiawas saved by her ability to adapt to the great changesand influencesthat came. Indianever
forgot her past gloriesand traditions.

Astheprimeminister of our country, what werethemajor tasksthat Nehru faced ?
Nehru'smaintaskswere:
(i) tochoosethebest structurethat will lead the country to progress/prosperity.

(i) towake up the peopleto take action and bring change.

What made Nehru'stask difficult ?

Nehru'stask was made difficult by the disturbance and confusion that were present at that time.
Tryingtoretain both old valuesand spirit and materia progresswasa so adifficult task for him.

What role does Nehru giveto science and technology ?

Hewantsthat science and technol ogy should provide basic necessitiesof lifeto everyoneinthe
world.

What can you say about the timesin which Nehru made his speech ?

They weretimes of confusion and conflict among Indians on the basis of caste, religion and
region.

Four-mark Questions

1. What aspectsof ancient Indiafull Nehru with prideand wonder ?

A.

1. Indianswere astrong and energetic race.
2. They were eager to know.

3. They hadthespirit of curiosity.

4. Their civilization wasnature and tolerant.

5. They weresearching for truth and spiritual knowledge.

Did thesituation in Indiachangefor thebetter or wor se, accordingtoNehru ?

The situation changed for theworse.
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(i) Intheplaceof freshnessand youth, bad temper and old age gained ground.
(i) Narrow castedivisionsand customs became moreimportant than broad - minded vision.

(iii) Indiawasinvaded by Mughalsand Idam.

. What negative effect did Western invasion have on our country ? Did it have any
positive effect too ? What isit ?

. Westerninvation had thefollowing effects.
1. Positiveeffect : It brought infreshideasand theindustrid civilization/revol ution.

2. Negativeeffects: Foreignersexploited our people and resources.

4. What model of change does Gandhi provide. What wer eitsadvantages?

. Gandhiji'smodel usesboth continuity and change. Thefutureisto bebuilt onthefoundationslaid
inthepast. Theadvantagesare:

(1) Itusestruth and peaceful waysto bring about revol utionary changes.
(i) Gandhiji used methodsthat arelndianinorigin.

. What isNehru'svision of Indiain thefuture?

. (i) Materia progressfor Indians.

(i) Conflictsinthenameof religion, caste, region should stop.
(i) Indiamust becomevibrant; democracy onasocial pattern.

(iv) Formation of aclassessand castlessociety

. What dowelearn about Nehru from hisspeech ?

. Nehru hasadeep knowledge of Indian history. Heisconcerned about Indians. He does not
show any hatred or anger in hisspeech. Heisaman of scienceand hasdeepfaithin scienceand
technology to help peopleprogressinevery field.

7. DescribeNehru'svision of futurelndia.

. Hewantstobuild acastelessand clasdesssociety inIndia. Hewantseveryoneto grow according
to hisworth and ability. HewantsIndian democracy to prosper onthe basisof socialism. He
wantsto devel op science and technology toimprovethelot of thepoor in India



Bholi

Summary

Thisstory, 'Bholi' tellsus about theimportance of emotional security and family support for
children, likethegirl, 'Bholi'inthisstory.

Sulekhawasthefourth daughter of Ramlal. When shewasten monthsold, shefell off thecot on
her head. Her brain wasdamaged and so sheremained 'slow'. Everyonecalled her Bholi, thesmple-
ton. When Bholi wastwo yearsold, shehad small pox. It left deep black pock-marksall over her
body. Shelearnt to speak late but she stammered. Other children madefun of her. So shetaked very
little.

Oneday the TehsiIder advised Ramlal to send her daughtersto school. Accordingly Ramla took
Bholi to school. The head of the school asked Bholi to sit in a corner of a classroom. She was
frightened to seethe childrenthere. Sheliked the pictureshanging onthewalls.

Then the teacher met her and enquired about her. Shetried to answer stammering. But the
teacher encouraged her to speak. Hespokekindly to her. Shewasimpressed. Sheliked theteacher
very much.

Theteacher gave her abook of nicepicturesand words. Hesaid, "You can read thisbook inone
month. Then I'll giveyou abig book, atill bigger book. You will becomemorelearned than anyone
inthisvillage." Bholi felt happy.

In courseof timeBhoali'svillage becameasmd| town. The primary school becameahigh school.

Oneday Ramlal fixed Bholi'smarriageto arich man of 45 years. At thetimeof marriagethe
groom demanded Rs.5000 to marry Bholi who had pock-markson her face. Ramlal agreedto give
himthemoney. But Bholi refused to marry that old man. Ramlal told Bholi that no onewould marry
her infuture. Bholi said shewould serve her parentswhileworking asateacher.
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One- mark Questions

1
A.

What wasthenameof thegirl in'BHOLI' ? What did peoplecall her ?

Her namewas Sulekha. Peoplecalled her 'Bholi' which means'smpleton'.

2. WhowasBholi'sfather ?

> o

> o

>~

Ramld

Why did Ramlal's wife disagree when he consulted her for sending his daughtersto
school ?

Shedisagreed saying, "If girlsgoto school, who will marry them ?'
Why did Ramlal take Bholi to school ?

Becausethe Tehsildar asked himtojoin her in aschool to set an exampleto the othersin the
village

At school what impr essed Bholi ?
At school theteacher's soft and soothing addressimpressed her and touched her heart.
Why was Bholi not scar ed of anyonein theclass?

Because theteacher waskind and sympathetic.

How wasBishamber awell-to-do bridegroom ?

He had abig shop, own house and alot of money in the bank.

8. Why did Bholi refuse, tomarry Bishamber ?

>

10.

Bholi refused to marry Bishamber because she thought he was old and lame besides being
greedy.
Therewasa light of deep satisfaction in theteacher'seyes. Why ?

Hewassatisfied that learningintheschool had changed ssammering Bhali into abold and confident
agirl.

Wheredid the headmistressask Bholi to sit ?

The headmistress asked Bholi to sitin acorner of one of the classrooms.

11. What picturesof animalsdid Bholi seeon thewalls of the classroom ?

ahorse, agoat, aparrot, acow

35



12.

13.

What did thebook that the Bholi'steacher give her contain ?

It wasfull of colourful pictureswith aword under each.

How did Bholi'steacher assureher that would lear n thingswell ?

Hesaid that he could completethefirst book in one month and hewould give her bigger books
regularly.

Two-mark Questions

1. What incident madeBholi abackward child ?

When shewasten monthsold, shefell off her cot, on her head. It damaged her brain. So she
became abackward child.

At what agedid Bholi have an attack of smallpox ? What areitseffect ?

She had smallpox when shewastwo yearsold. She had deep black pock-marksall over her
body. Only her eyeswere saved.

Why did Bhali talk very little? Writetwo reasons.

She started speaking late, when shewasfive! Shestammered whilespeaking. So other children
madefun of her and mimicked her. Soshetaked very little.

4. What kind of farmer wasRamlal ? What washisworry about Bholi ?

Hewasaprosperousfarmer. Hewasworried about Bholi because she had neither good looks
nor intelligence.

Why did theTehsildar ask Ramlal to send hisdaughter sto school ? Writetwo reasons.

ThetehsiIdar asked Ramlal to said hisdaughter to school because hewanted Ramlal to set an
exampleto others by sending hisdaughtersto school. Ramlal wasarevenueofficial inthat

village
Why did Bhali feel frightened at theidea of being taken to school ? Writetwo reasons.

Bholi did not know what aschool islike. She remembered how a cow was taken out of her
house and sold.

7. Inlesson 'Bholi' what changes come over thevillage ?

Thevillagebecameasmal town. The primary school becameahigh school. A cinemahall and
acottonginning mill werestarted. Themail train started stoppingin that station.
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Two-mark Questions (Extra)

1. Describe Bishamber.

Bishamber wasashopkeeper. Hewasrich. Hewas45 yearsold and limped whilewalking. His
wifedied. Bholi'sfather asked her tomarry him.

Why did Bishamber demand Rs. 5000 from Ramlal ?

Because Bholi had black pock-marks on her face and Bishamber saw them just before the
marriage.

Why did Bholi refusetomarry Bishamber ?

Because he demanded Rs.5000 from her further for her ugliness. Shethought hewas mean,
greedy and contemptible.

4. What did Bholi say shewasgoingtodoif noonemarried her ?

5.
A.

She said she would serve her parents when they are old. She also said shewould work asa
teacher.

Whowasthehappiest at thewedding mantap ?
Bholi'steacher. Shefelt happy likean artist after compl eting apicture perfectly.

Four-mark Questions

1

A.

New clotheshad never been madefor Bholi. Theold dressesof her sister swerepassed
ontoher. What light doesthisreflect on her parents behaviour.

Bholi's parents neglected her and treated her usasecond grade member inthefamily. They did
not consider her needsandfedlings. They discriminated her very badly. They did not treet her on
par with their other children.

Describe Bholi'sfirst day at school.

The headmistressreceived Bholi and Ramld left theschool. She saw girlsreading from booksor
writingondates. Shesatinacorner of aclassroom. Shethought one of the schoolgirlswould
becomeher friend. Shesaw picturesof animalsonthewalls. Theschool bell rang and everyone
left for home. A teacher met her and spoketo her very gently, and gave her abook to read.
Bholi felt very happy.
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Poetry

Lesure

Doyouknow what ‘ leisure’ means? It meansthefreetimewhich you can spendinan activity of your
choice.

Now let usread the poem. To beginwith, read the poem a oud to enjoy itsrhythm. Thenreadit silently
and dowly- and try to answer thefollowing questions.

What isthislifeif full of care

We haveno timeto stand and stare?
No timeto stand beneath the boughs.
And stareaslong as sheep or cows.
No timeto see when woods we pass
Wheresquirreshidetheir nutsingrass.
Notimetoturnat Beauty’sglance
Andwatch her feet, how they can dance.
Notimetowait till her mouth can
Enrichthat smileher eyesbegan.

A poor lifethisif, full of care
We have no timeto stand and stare.

- W.H.Davies
Summary

The poet, W.H. Davies, has written a short poem, 'LEISURE' to tell us what we must do
toenjoy life.

The poet saysthat we havealot of worries, so we do not see and enjoy the beauties of nature.
Wedo not find timeto look at nature and enjoy ourselves. We do not stand under treesand look at the

beautiful scenery around us. Cowsand sheep do that, the poet says.
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We do not seethe squirreshiding nutsin grass when we passthrough forests (gardens). Wedo
not seeand enjoy beautiful treesdancinginthe breeze. Wefail to seebeautiful thingsnature hasgiven
us

The poet saysthat welive apoor life because we do not enjoy the beautiful things nature has
givenus.

Onemark questions

Whoare'we inthepoem, 'LEISURE' ?

1
A. 'We arethehuman beingslivinginthisworld.

N

Which phrasehasbeen repeated anumber of timesin thepoem 'LEISURE' . Why ?

>

'Notime' hasbeenrepeated six times. Itisto emphasisetheideathat welead avery busy lifeand
wedo not havetimeto seeand enjoy the beauties of nature.

What does'stand and stare’ meanin 'LEISURE' ?
L ooking at the beauties of nature and enjoying them.

What isit that sheep and cowsdo for which wehavenotime? (Poem : LEISURE)

>~ P> w

Cowsand sheep findtimeto look at the distinct beautiful scenesof nature, but we do not find
timeto do that.

Why doesthepoet write'Beauty' with a capital letter in poem 'LEISURE' ?
Beauty may refer to the beauties of nature or abeautiful woman.

Who'dance inthepoem 'LEISURE' ?

> o > o

Tall treessway whenwind blows. The poet callsit dance by trees.

Whois'her' inlinel of the poem ?

> ~

'her' meansthe'beauty’.

What does'till her mouth can which that smile her eyesbegin' mean ?

The'Beauty'ssmilebeginsfrom the eyesand spreadsto her lips.

What, accordingtothe poet, isapoor life?

> o P

A poor lifeisonewhere people have alot of worry. They do not havetimeto seeand enjoy the
beautiesof nature.

10. What do wefail to seewhen we passthrough awood or agarden ?

A. Wefail to seesquirrdshiding nutsingrass.
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My Grandmother's House

Now, let usread the poem ‘ My Grandmother’sHouse' . The poet remembers her grandmother and
wishesthat shewerealiveto love her, to make her feel wanted. Hereisthe poem.

Thereisahouse now far away whereonce
| receivedlove....... That woman died,
The housewithdrew into silence, snakesmoved
Among books, | wasthen too young
Toread, and my blood turned cold like the moon.
How often| think of going
There, to peer through blind eyes of windowsor
Just ligentothefrozenair,
Orinwild despair, pick anarmful of
Darknesstobringit heretolie
Behind my bedroom door likeabrooding
Dog ..... you cannot believe, darling,
Canyou, that | livedin such ahouseand
Wasproud, and loved .... | who havelost
My way and beg now at strangers doorsto
Receivelove, at least in small change?

Wewill now dividethe poem into three partsand read thefirst part once again.

- Kamla Das

Summary

The poet KamalaDasin her poem, 'My Grandmother'sHouse', tellsusabout the housewhen
her grandmother lived.



The poet recallsthelove shereceived from her grandmother. Sherecallsthelarge number of

booksinthat house. Shewastoo young to read those booksat that time. After her grandmother died,
thehousefdll into silence; and snakes started movingin that house.

The poet wantsto go back to her groundmother'shouse (@) to peep through the broken windows

(b) tolistento thefrozen air because the house remained closed and locked and (c) to pick anarmful
of old memoriesof the grandmother'shouse and bring then to her present house so that she can dways

remember those memories.

Thenthe poet recallshow shereceived lovefrom her grandmother inthat house. Now the poet

feelsthat shewould beg for lovein small quantitiesbecause she needslovevery badly.

One-mark Questions

> P

> N

> w

What happened tothehouseafter thegrandmother died ?

Thehousewithdrew into silence.

Why wasthe poet not ableto read to books ?

Becauseshewasto small toread.

Why istheair in grandmother'shousedescribed asfrozen ?

Noonelivesinthat house. It remained locked. Sotheair hasremained still and hasfrozen.

'An armful of darkness means

(8) old memoriesof the grandmother'shouse (Right Answer).

(b) unhappy days of the past

(c) someblack objectsfrom the house.

'toliebehind my bedroom door likeabrooding dog' means.
(a) thememorieswill dwaysremainwith the poet (Right Answe).
(b) thememoriesof thedogwill remain.

(c) thememoriesare not important like adog.

6. What isthe poet telling someone ?

Sheistelling someone about the house that shelived in and that shewas proud and loved there.
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> 0~

> o

What isthe poet begging for ?
Sheisbeggingfor love.
What doesthe poet of 'My Grandmother'sHouse' mean by 'small change' ?

alittlelove(or) loveinsmall quantities.

9. What doesthe poet think of her past in 'My Grandmother'sHouse'?

>

10.

Shethinksof her childhood in her grandmother'shouse. Shewasloved very muchthere.

What doesthe poet think of her present condition ?

Now the poet feel svery sad because no onelovesher asher grandmother did.
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Where the mind is without Fear

This poem was written when the British ruled our country. We were slaves to a foreign power.

Rabindranath Tagore, the great I ndian nationalist and visionary wanted Indiato awaken to abright
dawn of freedom — freedom from davery and our awn mental chains.

Read the poem aloud once. Thenread it silently. 1t would be agood ideato memorizethe poem.

Wherethemindiswithout fear
andtheheadisheld high
Whereknowledgeisfree
Wheretheworld has not been broken
upinto fragmentsby narrow domesticwalls;
Where words come out from the depths of truth;
Wheretirdesssiriving
stretchesitsarmstowards perfection;
Wherethe clear stream of reason
hasnot lost itsway into the
dreary desert sand of dead habit;
Wherethemindisled forward
by theeinto ever widening
thought and action-
into that heaven of freedom,
my father,

let my country awake.

- Rabindranath Tagore



Summary

Rabindranth Tagorewasagreat Indian nationdist and visonary. Hewanted Indiatowakeup to

abright dawn of freedom freedom from davery and freedom from our own mental chains.

Tagore saysthat we must befearlessand salf-respecting. Hesays: Wemust havefree education

for everyone. He saysthat | ndians should not haveideaswhich are petty and narrow-minded. Heaso

saysthat every Indian must work hard without stopping and attain perfection.

Tagorewantsthat our thoughts must be clear and reasonable and they must not belost in old

beliefs. Hewantsthat our actionsmust result in our getting freedom from Britishrule. Hepraysto God

that our country should attain freedom.

One mark questions

1

A.

What is heaven of freedom like, accordingto Tagore ?

In heaven of freedom, thereisno fear and everyone has self-respect. Educationisfreeand

peopleare open-minded and rational.
Whois'thee and my father in thispoem ?
God.

What isthemeaning of 'narrow domesticwalls ?

They aretheideasthat are petty and narrow-minded.

Why doesthe poet usetheword 'tireless' ?

Hewantsour peopleto work hard without taking arest and attain perfection.
Whoare'we' inthispoem ?

thelndians

What arewestrivingfor ?

Wearestriving for perfection.



. What isreason compar ed with ?

. Reasoniscompared with clear stream.

. Why isreason compared with 'Clear stream' ?

. Becausereason has clear thoughtsand clear thoughtsarelikethe clear water of the streams.

. Wherehasreason lost itsway ?

. Reason haslostitsway intheold habitsbeiefswhich arelikedreary deserts.
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The Road not taken

The poet in the poem * The Road Not Taken' is at crossroads. There are two roads and he hasto
chooseone.

Read the poem aloud and enjoy itsrhythm.
Thenreaditslently.

Two roadsdiverged in ayellow wood,
And sorry | could not travel both
Andbeonetraveller,long | stood

Andlooked down oneasfar asl could

Towhereit bent in the undergrowth;

Thentook the other, asjust asfair,
And having perhapsthe better claim,
Becauseit wasgrassy and wanted wear;
Though asfor that, the passing there
Had wornthemreally about the same,

And boththat morning equdly lay
Inleavesno step had trodden black,
Oh, | kept thefirst for another day!

Yet knowing how way leadsontoway
| doubted if! should ever come back.

| shdll betellingthiswithasigh
Somewhere ages and ageshence:
Two roadsdiverged inawood, and |,
| took the onelesstravelled by,
Andthat hasmadeall thedifference.

- Robert Frost
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Summary

One day the poet, Robert Frost, of the poem 'The Road not Taken', comesto a place where
therearetwo roadsin front of him.

The poet looked at the two roadsin front of him. He could not go along both theroads. He
looked down theroad asfar ashe could to know what lay ahead. He could not see beyond acertain

point.
Then the poet went a ong the second road. Becauseit wasgrassy and wanted wear. Hethought
that oneroad joined another road ahead.

Thepoet gave usaphilosophica thought. Itis, wecomeacrossdifficult Stuationswhereweare
tomakechoices. Inhislifethe poet took adecision which provedright later.

One-mark Questions

1. Why doesthe poet call thewood 'yellow wood' ?

>

It wasautumn season. So theleavesturned yellow and thewood |ooked yellow.

Whoisthetraveller in the poem 'Road Not Taken' ?

> N

the poet

Why doesthe poet of 'Road Not Taken' sorry ?

> w

Because he cannot travel aong both theroads.

Why does the poet (in Road Not Taken) look down theroad asfar ashe can see ?

>

Hewantsto know what lies ahead.

Thephrasg, 'bent intheunder growth’ means.

> o

One could not see beyond apoint.

What arethetworoadslike?

> o

They looked smilar.

~N

What doesthe phrase, 'way leadson to way' mean ?

>

Oneroad joinsanother road ahead.
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> o

What doesthe poet speak about in stanzal ?

He speaks about the 'present’.

9. What doesthe poet say about in thelast stanza ?

>

10.

11.

12.

He saysabout 'future

What has made all thedifference ?

. Theright decision hetook hasmadeadl thedifference.

What does'that' refer toin thelast line?

. That refersto hisdecision to takethe other road.

What dothetworoadsstand for in thepoem ?

They stand for the choiceswehaveto makeinour lives.



Night of the Scorpion

Read the poem once. It isabout the night when the poet’s mother ishitten by ascorpion.

| remember thenight my mother
Was stung by ascorpion. Ten hours
Of steady rain had driven him
To crawl beneath asack of rice.
Partingwith hispoison - flash
Of diabolictail inthedark room -
Herisked therainagain.

Thepeasantscamelikeswvarmsof flies
And buzzed the Name of God ahundred
Timeto pardysetheEvil one.

With candlesand with lanterns
Throwing giant scorpion shadows
Onthemud-baked walls
They searched for him; hewasnot found.
They clicked their tongues.

With every movement that the scorpion made
his poison moved in Mother’sblood they said.
May your suffering decrease
themisfortunesof your next birth, they said.
May the sum of evil
balancedin thisunrea world
against thesum of good
become diminished by your pain.
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Summary

Thepoet Nissm Ezekid tellsuswhat happened at hishouse onenight.

A scorpion entered the poet's house because there were heavy rainsinthat area. 1t stungthe
poet'smother.

Soon the news spread to the peasants. They camein large numberswith candlesand lanterns.
They uttered the name of God again and again. They prayed to Himto paralysethe scorpion. They
searched for thescorpion butinvain. They said all kinds of thingsabout how the poison entered the
woman'sbody.

The peasants said her suffering would give her good lifein her next birth. They aso said the
scorpion's poison could purify her flesh. Thenthey sat round her. Shewasgroaning with pain.

The poet'sfather put some paraffin onthe sting and burnt it withamatch. A family pandit chanted
mantrasto reducethe pain.

But it took nearly 24 hoursfor the pain to go and thewoman wasat ease. Shethanked God for
making the scorpion spare her children.

One-mark Questions

1. Why did thescorpion enter the poet'shouse ?

A. Becausetherewereheavy rainsinthat area.

2. When did the scorpion enter the poet'shouse ?

A. anight

3. Whodid thescorpion sting ?

A. lItstungonthetoeof the poet'smother.

4. What did the scor pion do after stingingthe poet'smother ?
A. Itwentout of thehousethoughit wasstill raining.

5. Who cameto the poet'shouse ?

A. A largenumber of peasants cameto the poet's house.
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6. What did the peasantssay ?

A.

> N

> o

©

>

10.

(@) They uttered the namesof God.
(b) They cursed the scorpion.
(c) They prayedto God to paralysethe scorpion.

(d) They clickedtheir tonguesto show pity for thewoman stung by the scorpion.

(e) They wished her present suffering would reduce the misfortunesin her next birth.

(f) They wished that the scorpion'spoisonwould purify her flesh.
Whoisthe'Evil one' ?

The scorpion that stung the poet'smother isthe'Evil one'.

What did thepoet'sfather do ?

He put some paraffin on thewound and burnt it with amatch.
What did theholy man do ?

He said some mantrasto reduce thewomans pain.

How longdid thepain last ?

Thepain lasted twenty-four hours.

11. What did thepoet'smother say after her pain wasgone ?

12.

13.

14.

15.

Shesaid, "Thank god the scorpion chose meto sting and spared my children.”

What doesthe poet want to convey in thispoem ?

. A mother prefersto suffer pain rather than see her children suffer fromany pain.

Who drovethescorpion into the poet'shouse ?

. Continuousrain drovethe scorpion into the poet's house.

Theword 'flash’ in line5 means

. aquick and sudden action.

Why doesthepoet call thetail "diabolic'?

Becauseit poisonsthe personit stings.

51



16.

17.

18.

19.

20.

21.

22.

23.

24,

Who cameinto the poet's house ?

. alot of peasants

What isthe scorpion referred toas?

. theevil one

Why did the peasants say the name of God a hundred times?

. toparadysetheevil scorpion.

Whose shadowswer ethrown on thewalls?

. shadowsof big scorpions

What doesthe phrase'clicked their tongues mean ?

. Thepeasantsexpressed their pity for thewoman by making some soundswith their tongues.

Whoare'they' in thispoem ?

. thepeasants

Why did they (the peasants) want the scor pion to sit still ?

. They believed that if the scorpion moved about, the poison would go up her body.

Why did the poet'sfather try everythingto help hiswife?
Because hewas deeply concerned about her safety.

What doesthe poet (Night of the Scor pion) say about a mother ?

A mother lovesher children morethan hersdlf. Shewantsto savethemfrom every kind of pain.
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GRAMMAR

Tenses : (a)The Simple Past

A. Thesimplepasttenseif formed by adding d or edto most of theverbs

hear +d — heard
work +ed  worked
A set of verbscalledirregular verbsare changed in other ways. Suchwordsare:
bear - bore - born
beat - beat - beaten
become - became - become
begin - began - begun and soon.
Mohan heard anoiseand stopped.

Sheworked hard for two years.
Ravi becamean officer last year.
Theplay began ten minutesago.
< We can show thesimplepast tenseonthe TIMELINE asshdwn below.
Past 1985 1995 2000 2008 Future

I I I I
Now

1. Hebecameaclerk in 1985.

2. Hegot marriedin 1995.

3. Hiswifegavehirthtoachildin 2000.
4. Hebecamean officer in 2008.

B. We can usewould and used to to show past actions.

5. My teacher would alwaystell methat | would becomeagreat football player.

6. When| wasasmall child | usedto play many gamesat school.



Completethefollowing paragraph with verbsin thepast tense. You may usewould or
used to also.

When| wasasmdl child| livedin Bombay. | studied in Bombay High School. | went to school
wherel learnt many things. | used to go to Juhu Beach with my parentson Sundays. Whenever
| went to the beach | would play with my brother. Wewould keep playingtill it wastimeto return
home. On our way home we would stop at Quality Ice Cream Parlour. It used to be an
enjoyableday for all of us.

The Negative

Thenegativeinthe Past Tenseisformed with

did not + verb (Hedid not deeplast night)

A sentencelike
Hedid not dept last night.
isnot correct.

Rewritethefollowing sentencesin the negative.
1. My aunt went to Bombay for holidays
Ans. My aunt did not goto Bombay for holidays.
2. Heobeyed therulesof the camp.
Ans. Hedid not obey therules of the camp.

3. Hecameto school on foot.

Ans. Hedid not cometo school onfoot.

4. Hereturned homeafter the show.
Ans. Hedid not return home after the show.
Thelnterrogative

Theinterrogativeisformed by using 'did' at the beginning of the sentence.

Did Mohan go to school yesterday ?



Rewritethefollowing sentencesin thelnterrogative
1. Shekhar went for aswimin thepool.
Ans. Did Shekhar gofor aswiminthepool?
2. He accepted the offer.
Ans. Did he accept the offer ?
3. IndiabecomeaRepublic on 26.1.1950.
Ans. DidIndiabecomeaRepublicon 26.1.50 ?
4. They wanted to help thepoor children.
Ans. Didthey want to help the poor children?
In Interrogative sentences, somebeginwith
ISAre/Do., like
IsManoharill ?
Areyour parentswell ?
Doyouliketea?
M ake sentences using the word given.
1 you goingtothemarket ? (IAre)
Ans. Areyougoingtothemarket ?
2. the teacher in theclass ?
Ans. |Istheteacher intheclass?
3. You likemangoes?
Ans. Doyoulikemangoes?
4. Your mother iscooking.
Ans. Isyour mother working ?
5. Your brother eatseggs?
Ans. Doesyour brother eat eggs ?
6. Youknow Sanskrit.
Ans. Do you know Sanskrit ?
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In Interrogative sentences we use question words like:
Who/Whose/What / Which at thebeginning to ask for information
Fill in theblankswith question wor ds.

(i) Whaoisthat man?

(i)  Which book do youwant, The Tale of Two Cities, or David Copperfield ?

(i) What isyouname?

(iv) Whattimeisit?

(v) Whomethim?

(vi) Which one of them won the match, Becker or Sampras?
Thereareother question wor dslikewhy/when/wher e/how to seek infor mation.
Fill in theblankswith theright question words.

(i) Why wereyou absent yesterday ?
(i) Whenwill youcometo my house?
(i) Whereareyougoing ?
(iv) Why areyou sotired today ?
(v) Whenshall | meetyou?
(vi) How canwego shoppingintheheavy rain?
6. Makequestionsfor thefollowing answers.
(@) I have been to the zoo.
Ans. Wherehaveyou been ?
(i) Amit and Amar aresittingunder thetree.
Ans. WhereareAmit and Amar sitting ?
(i) My nameis Mohinder.
Ans. Whichisyour name, Mohinder or Mahender ?
(iv) I likethisbook better than that one.

Ans. Which book do you like better, thisbook or that one ?
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(v) Sulekha ate the cake.
Ans. Who at the cake ?
(vi) 1 will giveyou thebrown shirt.

Ans. Which shirt will you giveme, thebrown oneor the black one?

7. Fillinthequestionsin thisdialogue
R. Thisshirtisgood. Wheredidyou buy it ?
A. Inashop onMall Road.
R. Which shop wasit, Modern Store or Jagannadhs ?
A. Modern Store.
R. Whatisitsname? MG Roadisvery long. Whereexactly isit ?

A. Doyou know Tourist Hotel ? Itisnext door.

Reported Speech

Ex. |.Matchthecolumns
1. "ThisisDoctor Benson", hesaid.
(¢) Heintroduced himself asDr. Benson.
2. "Areyougoingfar ?' asked thedoctor.
(e) Thedoctor enquired whether hewasgoingfar.
3. "I'mgoing all theway to Detroit," Evanssaid.
(f) Theman declared that hewasgoing all theway to Detroit.
4. "Couldyougivemeacigarette?' Evanssaid.
(a) Evansasked for acigarette.
5. "Doyoumind, mister, if | takeanother cigarettefor later ?
(d) Evenswondered whether he could take another cigarettefor later.
6. "Put that watchinto my pocket," hesaidangrily.
(b) He ordered Evansto put that watch into his pocket.
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Ex. 1. Completethe sentencesby selecting the appropriatereporting verb.
1. (8 Thecrimina said, " ................... "
(b) Thecriminal admitted that he had committed the murder.
2. (@ Ashasaid, "Oh" .........ccce..e. "

(b) Asharegretted that shehad failedin Maths
3. (d Ravi'sfather said, " ................... !

(b) Ravi'sfather suggested that he could seek hisuncle'sadvice.
4. (a) My brother ssidtome"I'll give" ................... !

(b) My brother promised that hewould givemeawatchif | stoodfirstin class.
5. (@) Maniktold Shruthi, " Last ................... !

(b) Manik informed Shruti that he had attended the science conferencein Hyderabad last
month.

Ex. V. Changethefollowingintoindirect speech.
(@ 1. Hesadtome, "Areyougoing home?’
Ans. Heasked mewhether | wasgoing home.
2. Hesaid, "Did you seemy brother yesterday ?'
Ans. Heasked whether I/he had seen hisbrother the previousday.
3. Heasked me, "Which busstopshere ?
Ans Heasked mewhich bus stopped there.
4. My friendsaid, "What isyour brother doing these days?'
Ans. My friend asked mewhat my brother was doing those days.
5. My brother said, " ................... "
Ans. My brother asked whether Ram.
(b) Matchthecolumns
(i) Whatisyou name?
(c) Heasked mewhat my nameis/was.
(i) Wheredoyoulive?
(e) Heasked mewherel lived.
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(i) Couldyoutell meyour dateof birth ?
(d) Hewonderediif | could tell him my date of birth.
(iv) How longwill you stay here?
(b) He asked me how long | would stay here.
(v) Didyou haveacomfortablejourney ?
() He asked mewhether | had acomfortablejourney.
TheFutureTime
Fill intheblanksin thefollowing sentenceswith will or shall.
1. | ghdl postthisletter tomorrow.
2. Theexamswill begin next week.
3. 1 will seehimnexttime,
4. Will you pleasestoptalking ?
5. Shdl I servedinner now ?
6. Youwill not stedl.
7. Will you changethisbulbfor me?

Fill in theblankswith would or should.

1. Hesaidhisbrother........cccoooi v, would come homeon thesixth.
2. Theteacher said we should work harder.

3. You should not eat SO many sweets.

4. Wouldyou passthericeplease?

5. Hesad........... but it would arrivewithin the next fifteen minutes.

Useof 'would' and 'used to' torefer to past actions.

A. Fillintheblankswith used to or would

1. When| wasin primary school,
| used to hate going to school.

2. My brother used to bully measachild.
Then | would call out tomy sister for help.
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B. Fillintheblankswith would or wouldn't or should or shouldn't

1. Whenwewerein Delhi, wewould go to the zoo every week.
. You shouldn't read inbad light.

. Would you mind opening the door, please ?

. You should wear ahelmet when you areriding ascooter.

. | wouldliketo talk to the manager.

o o~ W DN

. Would youliketo try another cutlet ?

C. Fillintheblankswith will, won't or would
Suresh : | will gotothelibrary tomorrow.
Mohit : | know ............. but will you beableto pick meup ?
Suresh : Yes, 'of course, | will. But | will golateintheevening.
Mohit : About what timewould that be? | will beready.
Adjectives
Adjectivesdescribe nouns.
They describequantities
They describe numbers
They also describethe order.

Fill intheblanks:

1. Mamtatriedtolearntodraw, but her progresswassow.
Prompt medical attention after an accident saveslives.
Thering of thedoorbell wasvery loud.

Alkawantsto gotoamedical college.

Theblind boy enjoyed thefed of thewinter sun.
Thewarm weather will makeusfeel more cheerful.
Therewasafull moonlast night.

Mohit fel off hiscycleand hurt hisright hand.

© ®© N o o & WD

Mandeep wasthe brightest boy tojoin theteam.

=
o

Ravi'ssuperior officer wasvery kind.
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Adverbs
Adverbsdescribeverbs.

Adverbsdescribeacomplete sentence also.

Fill in theblankswith adverbs.

Rahul walkedgently up.................. clothes. Hethought peacefully of the.............ccooeueee. he
thought painfully. Now ................. dinner. Suddenly a car stopped. Itwas................. I will takeyou

homesafely. Rahul gotintothecar.

Fill in the blanksusing the Past Tense of the verbs.
1. Divya: Didyougoanywherelast week ?
Nesdl : Yes, | did. | went to Bhopal.

Divya: Redlly? | did not know that. | thought al your relativesarein Delhi.

Divya: Did you have agoodtime?
Ned : Yes, | did.
2. Fill intheblanksusing Past Tense or Present Perfect Tense.

The policeman opened the cell door. Helooked inside and found the cell empty. Hecalled for
guard.

Whereistheman? Who saw himlast ?

Theprisoner fell ill last Sunday. He hasnot eaten sincethen. Thedoctor visited him on Tuesday.
| havenot seen himrecently,” heguard replied.

Non Finites
. To-infinitives. Verbwithtoinfront arecalledinfinitives.

It was hisduty to clear thetrack. We cannot useto + goes or to + went.
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Ex.I

Fill intheblankswith theinfinitivefor m of thecorrect verb.

=

| forgot to post your | etter.

2. Hewantsto gotothestation.

3. Shepretended to sleep.

4. Wouldyou liketo accompany us?

5. Heasked her to report the progress of the project.
6. Isitsafetopark thecar here?

7. Tolivewithoutarisimpossble.

8. Tosdtinthesuninwinterispleasant.

9. Towastewater isfoolish.

10. 1shall beglad tohelpyou.

[l.Gerunds
Gerundsare derived from verbs.
swim-swimming
dance - dancing
Gerunds are used asnouns.
Ex.I.

1. Bathingisnecessary for hedth
2. Seeingisbdlieving.

3. Wegoto school for studying.

4. Hedidikeswearingagreenshirt.

5. Bddeowasresponsblefor sgndling.

6. Heheard the hammering of awoodpecker.
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8.

0.

10.

He stopped trembling when he saw that the tiger was dead.
Theleopard waited at the cutting.

Shopping had made her tired.

Studying grammar isfun.

ThePresent Particle (P.120)

Whenverb +ing functionsas an adverb/ adjective wecall it apresent participle.

(@ Isawalimpingdog. (adjective)

(b) 1 sawhimwhigtling (adverb)

Ex. 11

Fill in theblankswith present participles.
Wegot someexciting newsyesterday.

We had agpeaking activity in classtoday.
Theblack entranceto thetunnel |looked menacing.
Thetrain entered theyawning tunnel.
Shewashbusy writing letters.

It wasalearning experiencefor us.

ThePast Participle

Whenverb+ed or enfunctionsasan adjective, itisapast participle.
Fill in theblankswith past participles.

Submit awritten report.

Thepolicefound the stolen goods.

P ease submit your completed assignment.

Don't play with broken toys.

Itisapainted picture, not aphoto.



Relative clauses

A relativeclausetdlsusabout anounit qualifiesin asentences.

Themanwhoisinkhakhi clothesismy friend.

‘whoisin khakhi clothes describestheman. Itisardativeclause.

. Completethe sentenceswith who/which/that
1. Englishisalanguagewhichisspokendl over theworld.
2. Aradhanas parentsgave her the gold chain which shewore at the performance.
3. Riceisacered whichisgrownintropical countries.
4. | likeyoung peoplewho read alot.
5. Haveyou tasted the sweetsthat | madeyesterday?
6. Thebridgewhichwashbuilt |ast year hasdevel oped cracks.

Join the sentences using relative clauses. Make changes wher e necessary

1. I know aman. Hecan speak threelanguages.

Ans. | know aman who can speak threelanguages.

2. Youlent mearadio. | havecleaned it.

Ans. | havecleaned theradiowhichyoulent me.

3. They aretheengineers. They repaired thebridge near Varanas.

Ans They aretheengineerswho repaired the bridge near Varanas.

4. | waswaitingfor an electrician. Hedid not turn up.

Ans. | waswaiting for an electricianwho did not turn up.

5. Wasit your mother ? Shestarted adispensary in thisvillage.
Ans. Wasit your mother who started adispensary inthisvillage ?

Complete the passage by selecting the suitable clauses.

Sir Jagadish ChandraBosewasthegreat Scientist who believed that plants could becometired,
depressed and happy. Theother scientistswho heard him |aughed at him. Then hedesigned and
built aninstrument which recorded thegrowth of plants. Theinstrument also showed that plants
have heartsand are capable of fedling.

"Your instrument isawonderful thing", said the scientistswho attended the Paris congress of
Sciencein 1900.




ReferenceTask

=

Usethecorrect phrasal verb in each blank.

| could not make out what he was saying.
Thecoupleisawaystrying to keep up with their neighbour'sstatus.
Hewas put off by hisbosssrudeness.

If one has some savings, onecanfall back onthemintimesof need.

Children are expected tolook after their parentsintheir old age.

Put theverb in thecorrect tenseform, simple present or present continuoustense.
1. Theriver Ganga flows intothe Bay of Bengal.
2. Pleaseturnthetap off. Water isflowing downthedrain.
3. Thetrainisnever late. It aways|eavesontime.
4. Therehasbeen anaccident. Thetrainisrunning latetoday.
5. Canyoudrive? | amlearning.
My father isteachingme.

Correct theunderlinepartsif they arewrong.
1. I'vefound my book. RIGHT
2. How many plays Tagorewrote ?
How many playsdid Tagorewrite? WRONG
3. When| got homelast night, | found someonebrokeinto theflat.
........... someone had broken ............ WRONG
4. Where haveyou been yesterday evening ?
Wheredidyougo................. ? WRONG
5. Premchand haswritten many stories.

Premchand wrote............ WRONG
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Simple Past Tense and Past Perfect Tense

3.

We can present Past Perfect tenseona TIME LINE.

Past 1990 1998 Future
< I I I >
He passed Hegota Now
B.A. job
(Actionl) (Action2)

Thefirst actiontook placein 1990.

The second onetook placein 1998.

When we say the two actionsin one sentence, we use the past tense and the past perfect tense.
When he got ajob, he had passed B.A.

Hegot ajob after 'he had passed B.A.

He had passed B.A. before he got ajob.

Notetheuse or when/ after / before in these sentences.

. Fill intheblank with thecorrect form of theverbsgiven.

1. When the authoritieswoke up, most of theforest had disappeared.

2. Childreninthat villagewere hedthy becausether parentshad taken care of their immunization.
3. | could decidequickly sincemy teacher had taught me how to take decisions.

4. Everyone appreciated thelovely painting that she had wade.

5. Weran out to seethe new car uncle had bought.

6. My aunt liked the sweater which | had knitted.

L ook at the situation and complete the sentences.

a A. When didyou seethefilm?

B. | saw it last week.

b. A. Why did you not report to the police?

B. | wasafraid to do so.
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c. A. Wheredidyougofor your holiday ?
B. Wewent to Kashmir.
d. A. WhatdidthePrincipal tell you?
B. Hetold metobemorecareful infuture.
e. A. Whendidyou last takemedicines?
B. About an hour ago.

4. Completethe sentencesgiven below.

a Youwere.......ccoeue. , S0 did not disturb you.

b. Itwasraning........... , S0 | did not go out.

c. Suresh............ , S0 hedid not attend her party.

d. Theman............... , S0 Deepah did not et him enter the house.
e. Theroad.......... , S0 did not takeit. | took adifferent one.

I. Rewritethefollowing sentencesinto negative.
1. Wewent to Banaras|ast month

Ans. Wedid not goto Banaraslast month.
2. | lovetoplay cricket

Ans. | donot loveto play cricket.

II. Rewritethefollowingintotheinterrogative.

1. Heismy Englishteacher.

Ans. Isheyour Englishteacher?
2. Radhawent for apicnic.

Ans Did Radhagofor apicnic?

[11. Fill in theblanksusing the passivefor m of the verbsgiven

Wind energy isderived through aprocesswherewind isused to generate mechanical power or
electricity. Sincerecorded history wind power was used to move boats, grind grain and pump
water. Thereisevidencethat wind energy wasused to propel boatsalongtheNileasearly as
5000 B.C.
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V. Changethefollowingintothelndirect speech.
1. Shesaid, "Didyou seemy sister yesterday 7"
Ans Sheasked meif | had seen her sister the previousday.
2. My teacher said, "What isyour father doing thesedays?"
Ans. My teacher asked mewhat my father was doing those days.
V. Fillintheblankswith infinitives.
a) | shall begladto helpyou.
b) Sheasked her to report the progress of thework.
¢) Shepretendedto sleep.
4. Fillintheblank with thecorrect word.
Theweather hasbeen cold and damp.
Baldeo wasresponsiblefor signutting whether thetunnel wasfree of obstruction or not.

Writetheantonyms

modern % ancient
timiciity boldness
forward backward

Usethe correct form of theword underlined.
a. Shewasvery gentle.
Shegently picked up the body
b. Mr. Singhisavery firm person.
He spokefirmly totherowdy boys.
5. Answersto questions on Passage
1. Saniaisreferringtofemalefoeticide.
2. (&) being supportive
(b) accepting thefact that children arejust children maleor female.
3. Girlscanwatch boysinall aspects.

Lifebeginsinawoman.
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Saniawantsthat the society must stop femalefoeticide.
Soniawantsto talk to asmany playersas she cantofight against femaefoeticide.

Saniahasexcdledin playing tennis.

L L

Choosetheright option and complete the sentences.

A. How could amother do thisto her children ? Thisrefersto prenatal killing of aqirl child.

B. Saniadecidestotalk to playersin order to motivate them to fight against the unethical
practice such asfemalefoeticide.

8. Findthewordsfrom the passagewhich mean smilar tothefollowing
i) fortunate = lucky
i) helpful =supportive
iii) preference=priority

IV) purpose = cause
(b) Vocabulary Enrichment

Forming New wor ds- Compound wor ds
Examples:
huge swimming (Compound noun)
peak hours (Compound noun)
good-tempered (Compound adjective)
second-classbogic (Compound adjective)
Match columns
first class,
four - year - old
threefooted
beforehand
gasstove
trouble maker
intercut
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short-sighted
bread crumbs
whitecoloured
bald - headed
brother - in-law
|letter box
night class
batsman
pull over
grandmother

Fill in theblanksin theparagraph

Every evening grand mother used to sit in the verandah with her sewing machine. Shemade
clothesfor her grandsonAli. After finishing her work shewould feed the sparrowswith bread
crumbs. Thesparrowscould comeand perch themselvesontheletter box. Soonal thecrumbs
wereeaten up. Grandmother who was short-sighted could not seethe sparrows clearly but she
knew each sparrow who came sat in her verandah ever day.

OppositeWords

N

N o o M »

Fill in theblankswith opposite of
invited, important, healthy qualified, perfect, used, possible, answered, partia, proper.
Hewasunawarethat hiscycletyrewaspunctured. (aware)

Harish got poor marksin English because hethough it was an unimportant subject.
(important)

| do not liketo go to dinner to anyone'shouse uninvited. (invited)

Many medical centresarerun by unqualified doctors. (qualified)
Rohit wroteto Ashok and invited himfor avisit but theletter remained undelivered. (delivered)
Wouldyou liketo wear aswesater ?| bought it last year but it hasremained unused so far. (used)

| saw abeautiful statueinthe shop, but it had asmall crack onthebase. | decided not to buy an
imperfectpiece.  (perfect)
Eating too much fat and sugar isunhealthy. (healthy)
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9. Tocal andderly personby hisfirst nameisimproper. (proper)
10. Itistheduty of agood teacher to beimpartial. (partid)

Fill intheblankswith thecorrect phrasal verbs.
1. Everywiseperson putsby alittlemoney for arain day.
2. Pleaseput out thefire after you have cookedrice.
3. Themeetingwasput off asthe chairmanwasnot well.

4. Please put back the dictionary on the top shelf after you have looked up the meaning of the
words.

5. Putonyour cardiganasitiscold.

6. Theteam put up agreat performance.
Reference Skills
Completetheidiomatic expressions

1. haveafingerinevery pie

N

put our headstogether

3. havedl thefactsonhisfingers.
4. put her foot down.

5. makehead or tail.

Fill intheblankswith thecorrect idiom madeabove.

=

Our questionswere answered asthetravel agent had all thefactson hisfingers.

2. | can't makehead or tail of thismessage.

3. Ravi knowsalittleof al thesix projects. Let'sask him about your project ashehasafingerin
every pie.

4. Let'sput our headstogether and seeif we can understand the code.

5. Theprincipa put hisfoot down and told hisclerk that he was not going to grant him any more

leave.
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Onewor d can havemor ethan onemeaning
Select the correct meaning of theunder lined wordsand writeit for each sentence.
1. (a) You havebeen at the computer all morning you need abreak. (Stop for abrief period).

(b) I came back hometo find that thieves had broken in and stolen money. (enter alocked
house)

2. (a) Themotiontoincrease collegefeeswasreected. (aproposal or plan)

(b) Thedow motion of the bullock cart made him s eep. (movement)

3. (a) Shewasaleading figureinthe movement againgt childlabour. (person)

(b) Without looking at thefigureswe cannot say whether the company isrunning at aloss.
(accounts)

4. (a) Theaudienceburstintowild applause. (uncontrolled/excited)
(b) Lionsthat havebeenlivinginthewild donot thriveinzoos.  (innaturd surroundings)
Wordspronounced alike
1. bore - boar
(@ Thefilmthat wewent to last night was badly made. It wasquiteabore.
(b) A wildboarisadangerousanimal.
2. her - heard.
(8 A largeherd of deer comeout of theforest onto theroad last night.
(b) I heard that the examsareto be postponed again.
3. root - route
(& Somerootsof plantsare good to eat.
(b) Therouteto Jaisamer islongand complicated.
4. weather - whether
(& Theweather hasbeen cold and damp all month.
(b) Baldeowasresponsiblefor signalling whether thetunnel wasfree of obstruction or not.
5. mde-mail
(8 Themail hasbeen delayed dueto the strike by postmen.

(b) Themalebirdsare more decorativethan thefemales.
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6.

threw - through

(& Amar threw away all thefish curry becausethat it had gone bad.
(b) Thetrainto Mumbai goesthrough many tunnels.

bare - bear

(& Theblack Himalayan bear isvery dangerous.
(b) Peoplehavebeen cutting treesso carelesdy that many beautiful forests have become bare of

vegetation.

(¢) Thepatient could not bear the pain and started crying loudly.

Steel - stedl.

(@) Sted utensilsareeasy tokeep clean.

(b) Ravi saw Rs. 10 in hisfather's pocket, and he needed some money. But hedid not takeit
becauseitiswrongto steal.

thelr - there
(@ Thereisnotimeto go shopping beforeweleavefor therailway station.

(b) Ravi and Nehaaremy friends. | haveforgotten their phone numbers.

Oppositewords
1. Thedancer wastall and dim but her grandmother was short and fat.
2. Wordscan hurt but words can also soothe.
3. Thecandidatesforgot to bring their pensbut they remembered to bring their identity cards.
4. Thecricketerscametothefield early, but theumpireswerelate.
5. Therewasnothinginthehouse: everything had been taken away by thethieves.
MoreOppositewords
Ex.2. persuade dissuade
work play
brief extended
human inhuman
falure success
agree disgree
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socid anti-social

bright dark

praise criticdse

soften harden
Exercise 3

Fill intheblanks.
1. Evenhardened criminalscan be softened by praise: criticism only hardensthem further.

2. Themeeting began on abright and happy note. Unfortunately, asthe disagreement increased,
themood become dark and angry.

3. Don't be sad becauseyou havefailed. Failureisthe stepping stoneto success.

4. Sometimeshumansbehavein aninhumanway. They forget al rulesof socid behaviour.

Moreoppositewords
vertebrate invertebrate
wam cold
former | atter
affected unaffected
live dead
high low
elaborate ample
domestic wild
able unable
retreat advance
Vocabulary

Fill intheblankswith theright word givenin thebrackets.

Ex. Readthefollowing sentencesandfill intheblankswith theright form of the
word giveninthebrackets.

74



. Making funof othersand calling them namesisdisgraceful (disgrace) behaviour.

We must learn to respect (respect) theindividuality of peopleand real no onein acontemptuous
(contempt) manner.

. Hard work and perseverance can help anyoneto earn arespectabl e (respect). placein society.

. Disobedienceislooked upon asaseriousoffenceinthearmy. No consideration (consider) is
showntowardsarule breaker.

.l wasterrified (terror) of thedark. My friend suggested (suggest) that | should overcomemy fear
by practising steppinginto afamiliar dark place (place) to begin with.

| thick hissuggestion hashel ped mein controlling thisterror (terror) of thedark | had.

. Asl look back at my achievements (achieve) with satisfaction (satisfy). | remember my teacher
who showed metheright direction.
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(c) Passive form of the verb

Fill in theblankswith the correct Passiveform of theverb given in the brackets.

. Oneday Rajesh and Gopi weregoing through abig garden. They saw along snakeinabush.

(€70] o/ IS (frighten) because he had never seen asnake before. Thegardener camethere
withastick. Soonthesnake............... (kill) by thegardener. Thesnake............... (kill) because
it'sapvisonousone.
Ans frightend

waskilled

waskilled

. How doesamanrepair apuncturedtube ? The tube................ (remove) fromthetube. Then
hefundsout wherethereisahole. Thenthesurface............... (smoothen) with sand paper. A
litleadhesiveget ............... (apply) thereand apiece of tuberubber isput on the placefirmly.
Answers IS removed

issmoothened
isapplied.

. Thepolicemen began ahunt for theburglar. Abank ............... (break) into yesterday. A lot of
goldjewels............... (steal) by him. Luckily for thebank croresof rupees............... (not take)
away by theburglar.

Ans. was broken

werestolen

were not taken
Our food goesinto our stomach. Thereit............... (mix) withsomejuices. Thenit...............
(churn) there. Thefood............... (absorb) by the small intenstines.

Ans. ismixed
ischurned
isabsorbed

. Therewasaroad accident. Threepeople............... (injure). Ambulence............... (cdl)in. It
didnotturnupforlong. Theinjured............... (give) Firstdid.

Ans. wereinjured
wascalled
weregiven
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10.

| wenttoan officetoget adrivinglicence. I ............... (give) aformtofill inl falledintheform
andfixed my photoonit. I ............... (ask) todrivemy car. My drivinglicence............... (send)
to meby post.

Ans. wasgiven

was asked

was sent
Thetown............... (flood) by therivet Krishna. Hundreds of huts................ (lose). Some
cowsand goats................ (carry) away by the flowing water. They estimated thelossat 50

lakhs.

Ans. wasflooded

werelost

werecarried
Newyear ............... (celébrate) inasmal village. Cheapliquour ............... (buy) by everyone
and drunk. Unfortunatelyit............... (mix) with methyl alcohol. So twenty men and women
lost their lives.

Ans. wascelebrated

was bought

wasmixed
All thearrangements.............. (make) by the collegefor EAMCET. Thirty tablesand chairs
............... (put) in coach room. Every candidate............... (give) aspecia pento mark their

Ans. weremade

were put

wasgiven
Columbusand hisfriend participated inarunning race. Thelatter ............... (defeat) by the
former. It............... (see) that thedistrict record for 100 metres............... (break) by both the

men. Sothey (award) acash prize of Rs.1000 each.
Ans. was defeated

was broken

was awarded
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(d) Correct form of theverb

Fill in theblanksin thefollowing sentenceswith thecorrect form of theverb given in the
brackets

1. Yesterday we........cccc..... (watch) TV when asnake ................... (enter) our house. My
COUSIN ..covevrrrrennn (see) it and started shouting, "snake, snake....'

Ans werewatching

entered
saw
2. llike..overnenen. (play) football but my friend Rqju ................... (([0)V/5) (play)
chest. Hisparents................... (encourage) him since hischildhood.
Ans Paying
loves
playing
have been encouraging
3. Mohan ......cccceuenees (live) at avillage. He.................... (live) therefor 20 years. He never
................... (visit) any city. Sohe.................... (not know) how peopleliveinacity.
Ans. lives
hasbeenliving
visted
doesnot know
4. Oneday whileAli ........c........ (play) chess, hissister Afsar ................... (make) agarland.
They both ................... (go) to the same school and ................... (share) they same books
becausethey aretwins.
Ans. Haying
meking
go
share
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10.

We...cooviiee (learn) Englishsince we................... (be) inclassone. Weenjoy ...........c.......
(learn) English because our teacher ................... (teach) English very well.

Ans. havebeenlearning

were

learning

teaches
Thethief ................... (enter) thehouse whentheinmates................... (be) avay. He...................
(remove) thewindow grillsand.................... (find) hisway into the house.

Ans. entered

were

removed

found
Wecan makeanomletvery fast. First ................... (heat) thepanonastore. Then...................
break theeggsand.................... pour the white and yolk on the pan. Put some salt and mirch
powder ontheegg. Whentheomlet ................... (turn) light brown stop theflame. Theomlet
isready.
Ans.
Someoldpeople................... (spend) alot of timebeforeaTV. My grandmother ...................
(watch) dl theserials. She................... (follow) oneserial for thelast fiveyears!
Ans spend

watches

hasbeenfollowing
Longagothere................... (be) aking. He................... (have) two sons. Oneof them never
................... (go) to school becausehe................... (be) blind.
Ans. was

hed

went

was.
My friendRahim................... (be) atailor. He................... (makes) shirtswell. He..................
(be) atailor for tenyears. Everyone................... (like) him
Ans. IS

makes

hasbeen

likes
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() The Connectives

Combinethefollowing pairs of sentences using the connectives given in the brackets
for each pair.

1. Theboy canread. Theboy canwrite (and)

A. Theboy canread and write.

2. Hewent to market. He bought apen (and)

Hewent to market and bought a pen.

| read the poem. | could not understand it (but)

| read the poem, but | could not understand it.
Givemeapen. Givemeapencil (or)
Giveweapen or apencil.

Walk quickly. Wemay missthebus. (or/else)

Walk quickly or/elseweway missthebus.

Hefalled. Hewaslazy. (because/for)

Hefailed because/for hewaslazy.

It wasahot day. Thestreetswere empty. (therefore/so)
Itwasahot day therefore/so the streetswere empty.
| wasgoing home. | meet Ravi. (when/while)
When/Whilel wasgoing home, | met Ravi.

Hewill getarank. Itisacertain. (that)

> o P o P> N P2 o P> o > »~ P w P

Itiscertainthat hewill get arank.

=
o

Theofficer did not come. Then| left the office(till)

A. Theofficer did not cometill | left theoffice.

11. Heworked hard. Hedid not get agood rank (Though/Although/Even though)
A. Though/Although/Eventhough heworked hard, hedid not get agood rank.
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12.

13.

14.

15.

16.

17.

18.

19.

20.

21.

Work hard. Youwill succeed. (if)
If youwork hard, you will succeed.

You must gotoAgra. Or you cannot seethe Tg. (unless)

. Unlessyou gotoAgra, you cannot seethe Tgj.

Heisnot well. Hewill not go to school (since/as/because)
Hewill not go to school since/as/becauseheisnot well.
Ramareached the school. Then Kumar camethere (before)
Ramareached the school before Kumar.

Hari left home. Thenthe sunrose.(after/before)

Hari left home before the sunrose.

Thesunroseafter Hari left home.

Thesunrosegfter Hari had left home.

Hari had |eft home beforethesun rose.

Ravi isabsent. | do not know thereason. (why)

| donot know why Ravi isabsent.

Weeat rice, weeat wheat. (either .... or)

. Weeat either rice or wheat.

Hecannot read. He cannot write. (neither ...nor)

He can neither read nor write.

HeseaksEnglish. He speaksHindi (both/ aswell as/ aswell
He speaksboth English and Hindi

Hespeaks Englishaswell asHindi.

He speaks English and he speaks Hindi aswell.
Bheemawasavery strong man. Hekilled demons. (who)

Bheemawasavery strog man who killed demons.
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22.

23.

24,

25.

26.

27.

28.

29.

30.

31

32.

33.

| met an officer. | got some help from him. (whom)

| met an officer fromwhom | got some help.

Thisistheofficer. Hiscar wasstolen yesterday. (whose)
. Thisistheofficer whose car was stolen yesterday.

Thisisthebook. You gaveit to melast week (which/that)

Thisisthebook which/that you gave melast week.

Shewhispered something. | did not understand. (What)

| did not understant what shewhispered.

Theboy wasafraid. Heraninto hishouse. (being)

. Beingafraid, theboy raninto hishouse.
Shehasmet with an accident. Sheisin hospital (having)

. Having met with an accident, sheisin hospital.

It wasvery hot. Everyone stayed at home. (being)
It being very hot, everyone stayed at home.

| warned him. Hewent out (inspite of)

Inspiteof my warning, hewent out.

Thiscoffeeisvery hot. | cannot drink it. (too)

. Thiscoffeeistoo hot for meto drink.

Therat saw thecat. Itranaway (no sooner)
Assoon astherat saw thecat, it ran away.

No sooner had therat seen the cat than it ran away.
Thisteaisvery hot. | cannot drinkit. (so..... that)
Thisteaisso hot that | cannot drink it.

You sow. Y ou reagp accordingly. (as .... s0)

Asyou sow, SO you reap.
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34.

35.

36.

37.

38.

39.

40.

41.

42.

> v P

Ramistall. Raviisequdlytal. (as..... as)
Ramisastal asRavi.

We eat rice. We eat wheat. (not only ... but also)

. Weeat not only rice but also wheat.

It wasvery hot. Wedid not go out (so)

It wasvery hot, so wedid not go out.

Shewent to ashop. Shewanted to buy bangles. (in order to)
Shewent to ashop to buy bangles.

Shewent to ashopinorder to buy bangles.

We study well. Wewant to get agood rank (in order that)

. Westudy well in order that we may get agood rank.

Heisnot rich. Hebehaveslikea rich man. (asif)
Hebehavesasif heisrich.

Ravi passed. Raju also passed. (aswell as)
Ravi aswell asRgju passed.

Thisisthehouse. | wasborn here. (where)

. Thisisthehousewherel washorn.

Wedrink tea. Wedrink coffee. (besides)

Wedrink teabes des coffee.

(f) Common Errorswords & Phrases

Theunderlined wor ds/phrasesin thefollowing sentenceshaveerrors.
Correct them and rewritethem.

[ will follow you.

I will gowithyou.

Theboys enjoyed at thepicnic.

Theboysenjoyed singing at thepicnic.
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Theboysenjoyed themselvesat thepicnic.
| fear my teacher.

| am afraid of my teacher.

She purchased somevegetables.

She bought some vegetables.

Doyou know riding ascooter ?

Do you know how to ride ascooter ?

They went there by walk/walking.
They went there onfoot.

| am studying classfive.

| aminclassfive.

Heissick.

Heisill.

Oneof my friend isadoctor.

Oneof my friendsisadoctor.

Mr A issuperior than Mr. B inthat office. (senior, junior)

Mr A issuperior to Mr.B.

. Onemust lovehiscountry.

. Onemust love one's country.

| have seen that movielast week.
| saw that movielast week.

He became glad when he saw me.

. Hefdt/wasglad when hesaw me.
Take down my telephone number lost you will forget.
. Takedown my telephone number lost you should forget.

Heisgoing to come heretomorrow.

Hewill come heretomorrow.



16.

17.

18.

19.

20.

21.

22.

23.

24,

25.

27.

Neither of hisanswerswerewrong.
Neither of hisanswerswaswrong.

Shetold shewas happy.

. Shetold me shewas happy.

Thisbook costed me Rs.100.

. Thisbook cost me Rs.100.

Theministerswith hisofficerswere present at thefunction.

. Theminister with hisofficerswas present at thefunction.

Itwill begoodif therewill benowars.
[twill begoodif therearenowars.

Sitting onthewall, abeestung me.

. Whilel wassitting on thewall, abee stung me.

Being aholiday therewerelacsof peopleat the beach.

It being aholiday, therewerelacs of people at the beach.
| congratulated her for standing first at EAMCET.

| congratulated her on standing first at EAMCET.

They discussed about theAnnua Exams.

. They discussed theAnnua Exams.

Shewas angry on her husband.

. Shewasangry with her husband.
26.

Hehasbeenliving heresincefiveyears.
Hehasbeenliving herefor fiveyears.

They went there, isn'tit ?

. They went there, didn't they ?
28.

| suggested himto consult adoctor.
| advised him to consult adoctor.

| suggested that he should consult adoctor.
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29.

30.

31

32.

33.

34.

35.

36.

37.

38.

39.

40.

Heisknowing many peoplein histown.

. Heknowsmany peoplein histown.

They arehaving abig car.
They haveabigcar.

They ownabigcar.

He could not ableto passthetest.
He could not passthetest.
Hewasnot ableto passthetest

Thisisoneof thebest filmsthat has been producedin India.
. Thisisoneof thebest filmsthat have been producedinIndia

Hetold to come tomorrow.

. Hetold me/her to cometomorrow.

| made himto learnthe poem by learnt.
I madehim learnthe poem by heart.

| got himtolearn the poem by heart.

Hecdled her asaliar.

. Hecadledher aliar.

Tell mejust exactly what happened there.

. Justtell mewhat exactly happend there.

Dueto heavy rains, thetrainarrived late.

. Owingto heavy rains, thetrainarrived late.

Thereason why hewas absent was because hefell ill.

. Thereasonwhy hewasabsent wasthat hefdl ill.

Either Ravi or | iswrong.

. Either Ravi or | anwrong.

Mumbai aswell asKolkataarebigcities.

. Mumbai aswell askolkataisabig city.
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41.

42.

43.

Onethousand rupeesare abig amount.

. Onethousand rupeesisabig amount.

What to do now ?
What can | do now ? What can we do now ?

| think you are keeping good health.

| think you arewell.

44. | bought amatchbox.

45,

46.

47.

48.

49,

50.

ol

52.

53.

Hebought abox of matches.

Shebought awater bottle.

. Shebought abottle of water.

Kashmirisfull of beautiful sceneries.
Kashmir isfull of beautiful scenery.

Sheismy cousinsigter.

. Sheismy cousin.

Peasekindly let mego now.

Pleaselet mego now. / Kindly let me go now.
Heeatslot of sweets. He eatslots of sweets
Heeatsalot of sweets.

We saw number of animalsinthezoo.

. Wesaw anumber of animalsinthe zoo.

They weretalking something.

. They weretaking about something.

Shedid not pay for her bill at the hotel.

. Shedidnot pay her bill at thehotel.

Hisboth carswere stolen.

Both hiscarswerestolen.
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54. Tdl mewhereisyour house,

55.

56.

57.

58.

59.

60.

Tell mewhereyour houseis.

She neither met menor my wife.

. Shemet neither menor my wife.

Wheat for you opened that box ?

. What did you open that box for ?

| kept the necklacein the bank which | bought yesterday.
| kept the necklacewhich | bought yesterday in the bank.

Ravi wantsto sl hiscar who intendsto go abroad.

. Ravi, whointendsto go abroad, wantsto sell hiscar.

| wasnot abletofully clear your doubt.
| was not ableto clear your doubt fully.
Thisisagirl'sschoal.
Thisisagirls school.
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Passages

1

Read the following Passage and answer the questions that follow

Thimmeakkaand her hushand Bikka u Chikkaiah, achildiesscoupleof Hulika villagein Kamataka,
decided to adopt children. But the children they chose to rear were 284 banyan trees along a 3km
stretch of what isnow National Highway 48 in Kamataka. Thetreesfilled upavoidintheir lives. And
just recently, Thirnmakkareceived the National CitizensAward (for social forestry) fromthe Prime
Miniger.

Inthe 1950s, it wasa Thimmakka, whotired of her neighbour’sjibesdirected at her childiessness
hit upon the plan. “Why not plant banyan treesand rear them like our children?” Shethought. Sothe
lonely couple decided to plant trees. Thirnmakka s husband was adisabled person, hence shehad to
work asalabourer every day and did not havethetimefor much else. But firmintheir resolve, they
took great painsto dig pitson either side of theroad. Their next task wasto choose suitable banyan
saplings. They finally planted 300 saplingsand put up thorny bushesaround, to ensurethat the cattledid
not eat up thetender trees.

Thimmakkabrought water in potsfrom along distance and poured it at thefoot of the saplings
every day. During therainy season she poked at theroots of the treesto make them go deep and, asthe
areawasnot fenced, shekept aconstant vigil and nursed the plantsfor 10 years. It wastime spent well,
asit gave her fulfillment and pride. Even asthe coupl e nursed the saplings, shewasworkinginaquarry
for their hand-to-mouth existence. I she could not go to the quarry they would have nothing to et that
day. True, her work was back-breaking, but she could not neglect thetreeseither. Shewould gotothe
Kudur road and attend to the saplings before the break of dawn. Andthetrees, like childrenwho live
inan aimosphere of loveand caring responded to her call and grew up. Now intheprimeof their, lives,
the 284 that took root provide agreen canopy for 3km, nestsfor birdsand ; prevent soil erosion. They
are alsoworth an estimated Rs. 85 crore.

1. Chooseand tick thecorrect answer:

a Didthecouplelook after the saplingsbecause:
1. they earned money fromit?
2. it gavethem happinessand satisfaction?

3. itwould get them an award?
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b)

Thetreesprovided:

1. employment to some people

2. foodfor theanimals

3. shadeaong the 3 km stretch of road.

Sdlect the correct information from the box and writeitintheblanks:

1950s 10 284
3km 300 85
i. Treeswereplantedalonga stretch of road.

ii. Thetreeswereplantedinthe
iii. Thimmakkaplanted saplings.
iv. They looked after thetreesfor years.
V. treesgrew along the National Highway.
vi. Theapproximate cost of thetreesare crores.
Answer thefollowing questions:
a) Why did Thimakkareceivethe Nationa CitizensAward?
b) What made Thimmakkaand her husband decideto plant banyan treesa ong the highway?
¢) What did Thimmakkado to ensurethe safety of the plants?
Complete the sentences:.
a) Totakegood care of the saplingsafter ensuring their safety Thimmakkahad to:
0
(i)
(iit)
b) Thimmakka sbanyan treeshave benefited the environment by:
()
(i)
(iit)

Find aword in the passage which means'acover’ .
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6. Thimmakkawasapoor woman who found timeto plant trees on the highway and ook after
themasif they were her own children thereby making her life purposeful and rendering serviceto
the community and to theenvironmentin generd.

i) How would you, asayoung person, makeyour life purposeful ?
You could:
(a) encouragerain-water harvesting in your neighbourhood.
(b) cleanthe areaaround your house.
(c) create awareness about the dangersof alowing water to stagnate

(i) Organiseateamof fivetotenyoung peoplelikeyouto plan andimplement oneof the above.

Read the following Passage and answer the questions that follow
Why do Astronomer sthink theremay belifeon Mars?

Asyou know, scientistsare now conducting all kinds of experimentsto seeif life can befound
anywheredseintheuniverse. Naturaly, itiseaser to exploreour own solar systemfor signsof lifethan
itisto probe outer space. And one of the placeswhere some scientistsbelieveaform of lifemight be
foundistheplanet Mars.

Why didthey pick Mars?Well, Marsisconsidered to beasort of twin of our own planet earth.
Itisthe next planet beyond the earth in distance from the sun. Marsisabout half the diameter of the
earthand it rotatesaround the Suninjust under two years. But Marshasaday that isalmost equal in
length to our day here on earth.

In observing Mars, astronomers have noticed certain thingsthat indicateaform of lifemay be
possiblethere. First of al, Marshas seasonsliketheearth. Infact, asthe seasonschangein Mars, there
seemto bechangesonitssurface. Thedark areasget stronger in the spring and summer, and the colour
changesfrom bluish-greento yellow. Could thisbe vegetation?

Agtronomersalso believethat thereisat |east asmall amount of water vapour inthe atmosphere
of Mars, and thiswould be hel pful insupporting life. Then, too, in 1887, an Itaian astronomer, Giovanni
reported seeing markings on the surface of Marsthat resembled cands. “ Could these have been built
by Martiansin order to carry water from the polar regionsto the desert areas?’ scientistswondered.

In 1976, two American Viking space probeslanded on the surface of Mars. Theinstrumentsin
the space probes searched the surrounding soil for signsof lifeand radioed their resultsback to earth.
Theseresults showed that either thereare germsin the soil or that the soil isvery unusual and not like
that onearth. If lifedoesexist onMars, it would beavery smpleformof life.

1. Chooseand tick thecorrect answer:

() Thescientistsarelookingfor
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(&) new speciesof life.
(b) lifeinother partsof theuniverse.
(c) Mars.
(i) Theszeof Marsis
a) about half of earth.
b) half thediameter of earth.
¢) haf thediameter of sun.
(i) Thechangesinthecolour of the surface of Marsmay beduetothe
a) cands
b) changesintheseason,
¢) changesinthevegetation dueto the changesin the seasons.
(iv) Giovanni, theltdianastronomer found
a) Mars.
b) riversonMars.
¢) markingson Marsresembling canals.
2. Answer thefollowing questions
(i) Whatisthesimilarity between Marsand the Earth?List them.

(i) Why do the astronomersthink there may belife on Mars? (iii) List two reasons why the
scientistsselected Mars.

3. Completethefollowing sentences

(i) TwoAmerican Viking probeslanded on Marsin

(i) They looked for inthe surrounding soil and
(i) Thetwo thingsthat they found were
a)
b)
Answers
Question 1.1
1. aitgavethemsatisfaction
b. Shade along the 3k.m. stretch
2. i)3km. i) 1950s iii)300 iv) 10 iv)300 v)284  vi)85crore
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3. @) For planting 284 banyan treesalong a3 km stretch of aNationa Highway.
b) They didn’t have children so they decided to adopt treesastheir children.
C) put thorny bushes.

4. a)i) bring potsof water fromalong distance

ii) poked at the roots during rainy season.
ii1) kept constant vigil/nursed them for 10 years.
b) i) providing agreen canopy for 3km.
ii) providing nestsfor birds.
ii1) preventing soil erosion.
5. Canopy
Questions 1.2
. 1I-b,2-b,3-¢c,4-cC
Ex-2

() e aday amost equal inlength astheearth
e asmall amount of water vapour intheair.
e Marsmay have seasonslikeearth.

(i) They noticed certainthingsthat indicateaform of lifemay bepossible.
(iii) - itistheclosest planet totheearth

- they beieveaformof lifemight befound on Mars.
- Certainfindingsindicatethat theremay belifeon Mars.

3. 1-1976,2 - signsof life, radioed back to earth. 3- Therearegermsin the soil. or soil isunusual
unlikeearth.
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2

Read the following Passage and answer the questions that follow

Before examinations, many studentsare under tremendous stress. But it isnot just the students
who are stressed, teachersand parentstoo face the same situation.

Why do peopl e get stressed? Adol escents are faced with the demands of their developmental
tasksand that of acomplex society. They needto acquireskillsof adjustment to emergeinto adulthood
unaffected by thesedemands. If they lack theseskillsor if too many demandsare made onthem, they
fail. Students are anxious, asthey are worried about whether they would be able to live up to the
expectations of their peers, parentsand teachers. Optimal anxiety motivates and keepsthem ahead
whileover-anxiety isdisabling.

Anxiety iscontagious and passesonto other students, teachersand parents. Adolescents, when-
stressed out, tend to perceive everything asan emergency. Some of thereasonsfor increasein stress
level areidentity crisis, the need to make career -oriented decisions, teachers and parents attitudeand
peer pressure. Theinability to communicate with parents also playsamajor role. (Good memory
dependsupon good brain. The brain needsagood supply of oxygen, glucose, cal cium, phosphorus
andiron. So makesureyou sitinawel |- ventilated placewhen studying. Your diet shouldincludemilk,
cheese, walnuts, whesat germ, green leafy vegetables, ragi and dates. Do not forget that “ breakfast isthe
brainfood”. Fatty meals, sugar and acidstake away calcium from the system. Dietsrichinfibrelike
fruitsand vegetableshel p to reduce stress.

Good concentration is important to improve the memory. Learning and memorizing by
understanding and recdling what one haslearntishepful. Organizing and framing alogica relationship
isimportant. Mastery not just of the content of the subject, but a so the process of answeringisequally
important.

Anxiety andfear hamper recal and resultinamenta block during examination. Wetching televison
for along time could lower academic performance. It * steds away thereading time. Time management
isabout salf-discipline. Timemust be managed betweenfilled and unfilled .Lime. Filled timeisthetime
spent deeping, bathing; eating, dressing and attending; school. A student has 10 hoursof unfilled time.
How best isthe student going to utilizethis? Make atimetablefor the 10 hours.

Sevento eight hoursof slegpisnecessary for optimal physical rest and brain functioning. A
positivethought isthe seed of apositiveresult. Alwaysfed postive. Thiswill helptolessenstress.

If astudent has symptomsof anxiety or depression, seek medical helpimmediately.
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Questions

1. Say whether thefollowing statementsare True(T) or False (F). Correct thefa se statements:
a. Only studentsget stressed before examinations.
b. Failureto copewith devel opmental tasksisone of the sourcesof stressfor adolescents.
c. A personshouldlead atotaly stress-freelife.
d. You canreducestressby sharing your feelingswith parentsand friends.
e. Adopting good study habits can help reduce examination fever.

2. Readthepassageagain andfill in the blankswith the most appropriate word:

Almost everyonein soci ety today suffersfrom () Perhapstheworst” affected are——
(ii) Thisisbecause adolescentshaveto copewith two setsof problemsat thesametime: ——
the—— (iii) tasksthat they need to do asapart of their growing up; and————— (iv) intoa
complex society.

Furthermore, young people haveto live up to the—— (V) of their peers,—— (vi) and teachers.

They haveto makedifficult————— (vii) oriented decisons. Sometimesthey suffer from——
—— (viii) crisis. However, dl stiressisnot bad. An————— (ix) level of stressismotivating.
One can keep anxiety and fear away by good —— () skills, good eating and study habits.

3. Sdectasuitabletitlefor the passagefromthe optionsgiven-
) Examinaionfever
i) StressinModernlife
iii) Today’syouth
Passage 2
Read the following Passage and answer the questions that follow
You havejust read about stress: Below you will read stress preventive measures.

A. Toavoid or reducestress, you must manage your time properly. You must preparea’ TO DO’
task list. However these tasks are not static. They undergo changeover aperiod of time. Itis
useful to dividetasksinto three categories. Important - A; lessimportant - B; and routine-Co
Intersperse A and B tasks with C tasks such asironing clothes, reading newspaper etc. This
would providerelief from constant pressure of important tasks.

Itisalsovery important to allocate arealistic amount of timefor each task. You may maintaina
diary to monitor tasksdone/still to be done.
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B. Exerciseisbeneficid inreducing anxiety and improving sleep . Soyou must build ahabit of
regular exercise. Brisk walking, swimming, jogging, aerobicsareeffectivein keeping the heart
healthy. Whenever possible, you should walk or cycleto cover short distances.

Travellingisvery stressful. Therearefew simple exercisesthat you cando whiletravellingina
bus. You can strengthen your wrist by rolling your hands backwards and forwardswhilegripping
therod over-head.

You can a so placeyour fingertipson the bar and push hard so that the fingersbend back, then
relax. Repeat thisten timesto increaseflexibility of your fingers.

C. Hobbieshelptoreduce stress. Hobbies can become asrefreshing as s eep.

They help boost sl f-imageand forget thetensionsand failuresthat onefacesinlife. Very often
thework one does may not give the person any pleasure. However, since one choosesone’'s
hobbies according to one’sown temperament and aptitude, they givegreat pleasure. They are
healthy mood enhancers.

D. Inordertoremaincamand at peace, you need totrain yourself to think positively. Every year
studentswho are unableto copewith the disappointment caused by failure or performancelower
than expected, taketheextreme step of committing suicide. Thisisof courseavery negative step
and shows lack of positive thinking, Failing in the examination is not the end of the world.
Furthermore, many geniuseslike Ramanujan and Einstein failed examinations. Failureisnever
final and successisnever anend. Tak about your problems.

Questions
1. Herearesome headings. Match the headingswith thefour texts-A, B, Cand D.

* What isStress * Thinking Pogitively
* Taking Exercises * Increasing Hexibility
* Causesof Stress * Managing Time

* Developing Hobbies * Removing stress

2. Hereareanumber of peoplewho suffer from stressfor avariety of reasons. Which of thefour
measuresdiscussed in thetextswill you refer to each. Also briefly stateyour reasonsfor making
thechoice.

I) Hemaisaquiet womanwholivesaonein Delhi. Her family isin Indore. Sheworksfor 10
hoursdaily in an export company at asewing machine. Sheisdepressed and sad.
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i) Rohan travelsfor three hours daily. He works at a computer and is becoming so fat that
peoplelaughat him.

iii) Ritaisbusy running around al day but her work isnever over. Shelooks stressed and over-
worked.

iv) Rimahasalready failed twice. Sheissureshewill fail yet again. Shetriesto study for her
examsbut isso worried that she cannot concentrate.

Answers
Passage 2.1

1. a) Fase, students, teachersand parents are stressed.
b) True
c) Fasg, lifecan never betotally stressfree.
d) True
€) True

2. i)dress i) students/adol escents iii) developmentd
iv) adjusting V) expectations Vi) parents
vii) career viii) identity ixX) optimd
X) communication

3. Examinaionfever

Passage 2.2
1. A-ManagingTime B - Taking Exercise
C - Developing Hobbies D- Thinking Positively

2. i) She must develop hobbies. She has no oneto talk to reduce stress. Hobbies will give her
pleasure

i) Hemust take exercises. He can do spot walking, bending exercises.

Also hecan cycleor walk part of thedistance.
iif) She must manage time better. Shemust divide her work into A, B and C typetasks.

Iv) Shemust think positively. Communicating her fedingswith parents, teachersor friendswill
help her.
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3

1. Read the following Passage and answer the questions that follow
Restoring Childhood

Girlsin particular have notimefor childhood. Much of thework that girlsand younger children
doiscarried outinafamily group or domestic setting. Thisisrarely perceived aslabour. For example,
the concept of “ child servitude” implicitly excludesthe domestic labour of girls, althoughthismay be
full-timework, detrimental to devel opment, necessary for survival and equally inescapable.

Perhaps, thisblindnessto girls work isbecause non-remunerative and nurturing tasks do not
have avisible market value. So, while the exploitation of aboy working on gem stonesin asmall
manufacturing unitin Jaipur iseasly recognized, theequally hazardouswork of agirl cutting grassona
preci pitous mountain dopein Garhwal isignored. Such aconcept of child labour isclearly inadegquate
for understanding thereal nature and extent of children’swork.

Theoverwhelming mgority of childworkersinIndiaare cultivatorsand agricultura labourers.
Poor children aso undertakeavariety of domestic choresand subs stenceactivitieslikeminding sblings,
grazing cattle, collecting fuel wood and fodder aspart of their daily lives, whether or not they are at
school.

However, the documentation on child labour in Indiahasastrong focus on the dehumanizing
conditionsof children labouring in hazardousindustries, such asthe match and fireworksfactories of
Sivakas (Tamil Nadu) or theglass-worksof Firozabad (U.P.). The self-employed and ‘ street’ children
of Delhi, Bombay, Bangal ore and other big cities have a so been the object of many studies. Yet, these
children represent only the most striking and visible aspect of thedenia of achild sright to aheathy
childhood.

Theinvishility of rura child workersreflect an urban biasin Indian administration, researchand
themedia, and the pervasivenessof the seductiveideathat rurd lifeissomewhat idyllic. Thisbiasisnot
peculiar tomiddleclass.

Questions 3.1
1. Chooseand tick thecorrect answer:
1. Peopleareblindtogirl’swork becauseit isconsidered-
a. not profitableand doesn’t have market value.
b. hazardous.

C. inadequate.
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2. Whosework ismoreeasily recognized or noticed?
a. agirl cutting grasson adangerous mountain dope
b. aboy working inagem stone manufacturing unit
3. Alargenumber of childreninIndiaare:
a. cultivators
b. agriculturd labourers
c. baby-gttersfor their sblings
4. Listthekindsof work/jobsthat girlsdo (whichisconsidered aschild servitude). .

5. a) After reading the passage why do your think poor childreninIndiaarenot ableto havea
healthy childhood?

b) What is* Child Servitude' ?

6. Youhaveababy sister/brother/niece/nephew inyour family who needslooking after. Your aunt
getsaten-year old girl/boy from thevillagetolook him after the baby. You know that itisillega
to hire anyone below the age of fourteen for work. Write the points that you would raise to
convinceyour aunt againgt hiring young children.

2. Read the following Passage and answer the questions that follow
M ar keting of Coconut Product

Copraisprimarily used for extracting oil. The country produces about 4.5 |akh tonnes of coconut
oil equivalent to about 6.91akh tonnesof milling Copra. Tamil Nadu and Keralaaccount for 90 percent
of ail production. The usage of coconut oil asacooking mediumisconfinedtoKerda

Pamoil and pamkernd oil arethetwo primary substitutesof coconut oil. Theformer competes
with coconut ol intheedible oilssegment and thelatter in the non-edible oil ssegment of the consumption
base. PAlm il pricesare globally cheaper than other major edible oils. PAlm oil dominatestheIndian
import scene. A major reason for augmenting marketing of various coconut products besides coconut
oil isperhaps because demand for coconut oil hasturned duggish. It seems necessary to augment and
diversify the production of coconut-based commodities such as packaged coconut water, coconut
cream etc. However, the competition in these areasisnot easy. Coconut water in 200ml. sachet costs
Rs. 13whichismuch morethat bottled soft drinks. It isalso more costly than the other natura drink,
namely milk, whichissold at about Rs. 14 per litre.
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Questions
1. Namethe stateswhere coprais produced.
2. Whereiscoconut oil mainly used for cooking?
3. Whichoilsareusedin place of coconut oil?
4. Why doesPam oil dominatetheimport market?
5. What can be produced to promote coconut based commaodities?
6. Whichiscostlier?
a 200 ml. coconut water sachet.

b) 1Ltr.milk
Answers
Passage 3.1
a 1-a2-b,3-ab
b. domesticlabour
c. @) They spend most of their time doing variouskindsof |abour to earn. b) childlabour
Passage 3.2
. Tamil NaduandKerda
. Kerda
. pamoil andkernd ail

1
2
3
4. pamoil isglobaly chegper than other edibleil.
5. coconut water, coconut cream.

6

. acoconut water sachet.
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4

1. Read the following Passage and answer the questions that follow

Animportant solid wastewhichisnoteworthy isbiomedica waste. Thiswasteincludesanatomical
waste, syringes, gauze, absorbents, glass, etc. The huge dumps of biomedical wastes disposed of by
hospital s and clinics cause serious health problems. It isnot uncommon that in some places, these
biochemical wastesrot either infront of clinicsor in street comers. Rag-pickers, mostly children, pick
up thesewastes by hand and are vulnerable to attack by the hepatitisvirus (Gaundice-causing virus)
and other dangerousviruses. Ordinances have been promulgated not to dump thewaste and for safe
trangportation in specia containers, and subsequent incinerationin Australiaand other countries.

Why are solid wastes causefor such serious concern? The dumping of solid wastes, spoilsthe
beauty of citiesand townsand causes hedlth problems.

The garbage mountains become breeding groundsfor disease-carrying vectorssuch asflies,
mosquitoes, rats and cockroaches. Reportsindicate that about 8,00,000 flies can be produced inone
cubic metre of garbage. Theflies, which carry pathogenic organisms, cause diseases such asdysentery,
diarrhoes, etc. Rats, which are carriersof insectsand other bio-organismsareresponsiblefor causing
plague aswas recently witnessed in Surat in 1994. Itisreported that about 25 human diseases are
associated with the solid wastes. Accumulation of litter refuse and junk posesfire hazardsand may
lead to accidentstoo.

Theaccumulation of solid wasteisamounting problem with no easy solutionin sight. Unlike
other typesof pollution, preventive measures cannot be adopted in thiscase. Several solutionstothe
disposa problem have been proposed. The present mode of management isto collect therefusefrom
variouspartsof thecity, transport it to aremote place, whereit isincinerated or composted or smply
dumped again. The most easy solution isto recycle or reuse the waste. This solvesthe disposal of
wastesand a so yiel dsrevenue bes des compensating for the expenditureincurred onitscollection and
trangportation.

1. Tick True(T) or False(F) against thefollowing statements
a) Nearly 25 human diseasesare caused by accumulating garbage.
b) Preventive stepscan betaken to reduce accumulating garbage.
¢) Recycling and reusing of garbage can bring revenue.
d) Fliesarecarriersof bio-organismswhich cause plague.
2. Fill intheblanksin thefollowing sentencesusing theinformation giveninthe passage:

a) Heapsof garbage can causethe breeding of
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b) Onecubicmetreof garbagecanhave _ flies.
¢) Diseaseslike are caused by pathogenic organisms.
d) Firehazardleading to accidentscan bedueto
3. @) What doesbio-medica wasteconsst of ?
b) Whoismorelikely to beaffected by the bio- medical waste?
) A auitabletitlefor the passage can be:
1) Garbage
2) Garbage mountains-anuisance.
3) Protection from medical waste.
4) Pathogenic organisms.
4. Thereisaseriousconcern about solid wastesbecause: (Tick all the correct answers)
a) They causealot of expenditure.
b) They spail thebeauty of thecity.
c) They areathreat to health.
d) They bring revenue.

2. Read the following Passage and answer the questions that follow

Television Doing M ore Harm than Good

No onerememberswhat lifewaslike beforethe TV came. Today people do not read books,
they do not vigit friends, they don’ t listen to music or have hobhbies. Everyonerusheshomeand quickly
eatshismealsto beready for the TV programmes. The children aretheworst sufferers. They forget
their food, leavetheir homework undone, and even misstheir deep. They watch violence on the screen
and aredeeply affected by it. TV makesuslazy and cutsusoff from theworld of reality. Webecome
idiotsand lose our ability tothink. | strongly recommend that the TV should bebannedinIndia

Televison IsDoing More Good than Harm

TV isoneof thewondersof themodernworld. Itisnot anidiot box. Itisamagic carpet. It takes
ustoall cornersof theworld. Many interesting educational filmsaretelecast. It unitesthe people of the
world. How many of you can travel to Paris or New York or London every day? Of course some
programmes are bad. But nobody forcesyou to watch them. Why don’ t you switch off your TV sets?
| request you to watch the good programmes and educate yourselves. Everyone must haveaTV It
bringsthewholeworld together.
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Questions
1. WriteTrueor False.
a) Today peopledo not read books becausethey liketo watch Television more.
b) Peoplevistfriendstowatch Television.
¢) Theworst sufferersarechildren.

d) Wecanseemany partsof theworld whilesitting at home.

2. Fill intheblankswith appropriate wordsfrom the passage.

a) TV.canmakeus and takeusaway fromredlity.
b) aretheworst sufferers.
c) TV.iscalledanidiot box becauseit takes away our to
d) bringstheworld together
Answers
Questions 4.1

1. aTrue, b-Fase c- True, d-False.

2. a disease carrying vectors.
b 8,00,000
c dysentery, diarrhoea
d accumulation of litter, refuseand junk.

3. &) anatomical waste, syringes, gauze, absorbents, glass.
b) Rag pickers.

¢) Garbage mountains-anuisance.

4. bc

Questions 4.2
1. aTrue b) Fase c) True d) True.
2. alazy b) children c) ability, think d)yTV.
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5

1. Read the following Passage and answer the questions that follow

Onestormy night many yearsago, an ederly man and hiswifeentered thelobby of asmall hotel
in Philadelphia. Tryingto get out of therain, the couple approached thefront desk hoping to get some
shelter for thenight.

“Couldyou possibly giveusaroom here? the husband asked. Theclerk, afriendly manwitha
winning smile, looked at the couple and explai ned that therewerethree conventionsintown. “All of our
roomsaretaken,” theclerk said. “But | can’t send anice couplelikeyou outintotherainat one ' clock
inthemorning. Would you perhapsbewilling to Segpin my room?It' snot exactly asuite, but it will be
good enough to make you folks comfortablefor thenight.”” hen the couple declined, theyoung man
pressed on. *’ Don't worry about me. I’ ll makeout just fine,” hetold them. So the couple agreed,

Asbepaid hishill thenext morning, thee derly man said to theclerk, You arethekind of manager
whoshould thebossof the best hotel inthe United States. Maybe someday I’ II build onefor you.” The
clerk looked at them and smiled. Thethree of them had agood laugh. Asthey drove away, theelderly
coupleagreethat thehel pful clerk wasindeed exceptiond, asfinding peoplewho areboth friendly and

helpful isn't easy.
Two yearspassed. The clerk had dmost forgotten theincident when herecelved aletter fromthe
old man. It recalled that stormy night and enclosed around-trip ticket to New York, asking theyoung

man to pay themavisit.

Theold manmet himin New York and led him to the comer of Fifth Avenueand 34" Street. He
then pointed to agreat new building there, apa ereddish stone, with torretsand watchtowersthrusting
uptothesky. ' That,” said theolder man, “isthehotel | havejust built for you to manage.” * You must
bejoking,” theyoung mansaid. “| can assureyou | amnot,” said theolder man, ady smileplaying

around hismouth.

Theolder man’snamewasWilliam Wal dorf-Aster, and that magnificent structurewastheorigind
Waldorf-AstoriaHotel. The young clerk who becameitsfirst manager was Geroge C.Boldt. This
young clerk never foresaw theturn of eventsthat would lead him to becomethe manager of oneof the

world’smost glamoroushotels.
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Questions

1. Put atick mark (v) against the statementsthat arecorrect and across(x) against the

onesthat arewrong.

(i) Onamaoonlit night an elderly couplecametoasmall hotel in Philadelphia (
(i) Thehotd wasfull and the couple could not get aroom. (
(iii) Theclerk wasboth efficient and strict. (

(iv) Theclerk offered hisroomto thecouple. (

)
)
)
)

(v) Complementing the clerk, the elderly man said he should be working in the best hotel in

United States. (

(vi) Theold man sent aletter totheclerk witharound trip ticket to New York. (

(vii) Theold manhad built agrand hotel in Philadel phia. (
(viif) Theold man asked theclerk to bethefirst occupant of that hotel. (

2. Choosethecorrect aternative.
() Theelderly couple cameto ahotel whichwas
a) big.
b) grand
c) fully occupied.
(i) Theclerk told thecouplethat therewereno roomsavailableinthe hotel
a) most of theroomswere locked.
b) the night was stormy.
c) therewerethree conventionsbeing heldintown.
(iii) Theclerk’sroomwasnot big but it was
aairy.
b) clean.
c) comfortable.
(iv) Theold mantold theclerk hewould
a) send him acheque.

b) build agrand hotel.
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c) cal himto New York.

3. Wordsfromthe passage are given on theleft. Select wordsfrom thebox which meanthesame
andwritethemintheblanks.

indsted ahearty laugh extraordinary

grand charming

Magnificent

Winning (amile)

Pressed on

Exceptiond

A good laugh

4. Whichof thesewould beasuitabletitlefor thisstory.
e A friendly manwithawinningsmile
e Themanager of amagnificent Hotel.
e Thereward of agood deed
e Atruestory
5. Usingthethemeof the story writeashort paragraph on:

One Good Turn DeservesAnother

2. Read the following Passage and answer the questions that follow

Weliveinawonderful worldthat isfull of beauty and harm and adventure. Thereisnoendtothe
adventurethat we can haveif only we seek them with our eyes open. Our own country isalittleworld
initsalf with aninfinitevariety and placesfor ustodiscover. | havetravelled agreat dedl inthiscountry
and | havegrowninyears. And yet | have not seen many partsof the country welove so much and
seek to serve. | wish | had moretimesothat | could visit the nooksand comersof India. | would like
to go thereinthe company of bright young children whose minds are opening out with wonder and
curiosity asthey makenew discoveries. | should liketo gowiththem, not so much to thegreet citiesof
Indiaasto the mountainsand theforestsand the great river and the old monuments, al of whichtell us
something of India sstory. | would likethem to discover for themselvesthat they can play aboutinthe
snow in somepartsof Indiaand also see other placeswheretropical forestsflourish. Suchatripwith
children would be avoyage of discovery of the beautiful trees of our forests and his sides and the
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flowersthat gracethe changing season and bring lifeand colour to us. Wewould watch the birdsand
try to recognizethem and makefriend” with them. But the most exciting adventurewould beto goto
forestsand seethewild animal, both thelittle onesand the big. Foolish people go therewith agun and
kill them and thus put an end to something that was beautiful. It isfar moreinteresting and amusing to
wander about without agun or any other wegpon and tofind that wild animalsare not afraid and can be
approached. Animalshave keener instinctsthan man. If aman goesto them with murder in hisheart;
they areafraid of himand runaway. Butif hehasany lovefor animas, they redizethat heisafriend and
do not mind him. If you arefull of fear yourself, then theanimal isafraid too, and might attack youin
self-defence. Thefearlesspersonisseldom, if ever, attacked.

Perhapsthat |esson might be applied to human beingsa so. If we meet other peopleinafriendly
way, they alsobecomefriendly. But if weareafraid of them or if we show our didike of them, thenthey
behavein the samemanner.

Jawahar Lal Nehru

Questions
1. Answer these questions:
(1)) What isour wonderful worldfull of ?
(i) What would Nehrudoif he had moretime?
(1)) Why would helike togointhecompany of bright young children?
(iv) Which placeswould heliketo goto?
(v) What would be the most exciting adventure?
(vi) If wehave loveinour hearts what dowild animalsdo?
(vii) How do human beingsbehaveif wedidikethem?
2. Complete these sentences.
(1)) Wecanfind adventureif we seek it with our
(i) After vigiting monumentswe learn something more about
(i) Flower give and colour to our world.

(iv) Whilewatching thebirdswe should beableto

(v) Peoplewhokill animalsare
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3. Givenbdow areafew words. Find their antonyms (wordsof opposite meaning fromthepassag
andwritethemintheblanksgiven:

aul

foes

domesticated

less

least

od
inteligent

4. Giveauitabletitletothepiece.

Passage 5.1
1. ®()F @inT, (i) F (iv)T, )T, (Vi) T, (vii) F
2. ()c, (i), (i) c, (iv)b
3. (i) grand, (if)charming, (iii)ingged,  (iv) extraordinary, (v) ahearty laught
Passage 5.2

1. (i) Beauty, charmand adventure
(i) Vigt theold nooksand cornersof India.
(iii) Becausetheir mindsare opening out with wonder and curiosity.
(iv) Mountains, forests, riversand old monuments.
(v) Goingtotheforestsand seeing thewild animals
(vi) They don't attack us.

(vii) They didikeusinturn.

2. (i) eyesopen
(i) Indian’shistory (i) life
(iv) recognizethem (v)foaolish

108



3. bright
friends
wild
more
most
new
4. Suggestedtitles
(8 Exploring India
(b) India: A Rich Experience

(c) Discovering India
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6

1. Read the following Passage and answer the questions that follow
Read the passage given bel ow and answer the questionsthat follow:-

Eleven-year-old Mohammad Riyaz Ahmad laughsalot, playsvideo gamesand attendstuition at
hometo resumehisstudiesin Std. Il in Prathmic Vidyalayaof Aminabad, L ucknow. But ayear ago, the
Stuationwasdifferent. Riyaz, who has been awvarded the Sanjay ChopraBravery Award wasin hospital
for morethan threemonths. Helost oneof hislimbs, onearm and thewrist of the other arm while saving
afour- year-old girl, Shaziawho was standing on therailway track at Daaligaon Bridge, L ucknow,
completely obliviousto afast approachingtrain.

It happened on January 16, 2003. Riyaz heard thetrain whistle, hewarned the girl’ sfather to
remove her fromthetrack, but he, being hard of hearing and mentally challenged, did not pay heed to
Riyaz swarning. Seeing thetrain amost upon her, Riyaz rushed to pull her back. Hedid but fell holding
thegirl ashisleg got stuck between thelines, and also because, being afrail 10- year-old, he could not
bear her weight. Thegirl dsolost oneof her limbsasthetrainran over them. Aneyewitness, Shaked
Ahmad of Gorakhpur, rushed themto King George Hospita in Lucknow. Riyaz' swoundshavestill not
healed properly, but his spirits are high. He says he wants to resume his studies, aimsto become a
doctor, and lovesto 'eat meat and fish and to play football.” He shows his engineering skillswith
electronicitemsat home!

Questions 6.1
1. Say whether thefollowing statementsare True(T) or False (F). Correct thefal se statement.
a) The passageisabout Sanjay Chopra.
b) Shazia sfather wasboth deaf and mentaly challenged.
) Riyazfell becausehecould not carry Shazia.
d) Riyaz and Shaziawetreated in King George Hospital, L ucknow
2. Everyyear ontheRepublic Day, gdlantly awardsaregivento bravechildren.

Thelndian Council of Child Welfare hasingtituted these awards. One of thesebrave childrenis
further nominated for the Sanjay ChopraBravery award. Answer thequestionsbelow tolearna
little more about the awardee spoken about in the passage.
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a) WhoisRiyaz?What doeshedo?
b) Whois Shazia? Where was she on 16" January 20037?
¢) Why was Shazia sfather not ableto respond to Riyaz' swarning?
d) Why was Shaziaindanger?
€) How did Riyaz save Shazia? What did heloseinthe process?
f) Whois Shakedl Ahmad? Did he play animportant role?
3. Therearefour charactersin the passage:-
e RiyazAhmad
e Shazia
e Shaziasfather
e Shaked Ahmad
Pick out words/ expressionsfrom the box bel ow to describe each of them:-

desaf, alert, cheerful, brave, likesfootball, likesnon-vegetarian foods, kind, considerate, shows
engineering skills, thinand wesk, helpful.
2. Read the following Passage and answer the questions that follow

Haveyou read abook called ‘ India’ s Young Heroes? It isabout children who have won the
national bravery awardsin earlier years.

e Givenbelow arebiographical sketchesof i such children-markedAtoF.
o Which sketch does each sentence (1 to 10) describe?
e For each sentence choose oneletter (A to. ).

A. Sayd Lahnubhai Bhoyawasbornon 1 June 1967 in Gujarat and studied at Prathmik Shala. She
speaks Gujarati. She hastwo brothersand asister. Her father isalabourer. Her hobbiesinclude
music, reading and sports. She saved afriend from apython’sdeadly grip.

B. C. Govindan wasborn on 15April 1966 in Tamil Nadu and studied at Kumbarapalli High
School. He speakstamil and English. Hehassix brothersand two sisters. Hisfather isalabourer.
Govindan’shobbiesarereading, music and games. Hejumped onto aroad in front of aspeeding
truck to saveablind old beggar.
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. SoniaSinhawas born on 3 November 1969 in Bihar and studied at St. Joseph’s Convent in
Patna. She speaksHindi and English. She hasabrother and asister. Shelost her father, achild
specidist, during afireaccident. | Her hobbiesinclude reading and sheisfond of sports. Her

bravery saved thelivesof her brother and sister.

. ShatrughnaLa Sahuwasborn on 16 December 1966 in MadhyaPradesh and studied at Nehru
Prathrnik halain Durg. He speaks Chattisgarhi and Hindi. After the death of hisparentshewas
adopted by ZillaSahu Sangh. | Hishobbiesincludefolk programmes, gamesand reading adventure
stories. Hisambitionisto bean engineer. Hewaswith thegroup of eight using the railway tracks

inthe night when an enginerodeinto them. Hewasableto ; savetwo children.

. Felicitas Soreng wasborn on 21 June 1950 in Orissa. After her matriculation | shetrained asa
nurse at the Government Hospital in Rourkela. She speaks| Oriya, Hindi and English. Shehas
two brothersand fivesisters. Her father isafarmer. Her hobbiesinclude music and handicrafts.

Sheswam to save herself and aboy when the boat they werein capsized.

. Satish Kumar Phulsingh was born in 1968 in Uttar Pradesh. He did not attend school but
contributed to thefamily’sincome by looking after the cattle of others. He speaksHindi. Hehas
two elder brothers and a sister. His father is alabourer. His presence of mind and bravery

contributed towards saving hisvillagefrom dacoits.

. ShespeaksOriyaandisanurse.

. Hisfather isalabourer andthey livein Tamil Nadu.

. Shespeaks Gujarati and loves sports.

. Helooked after other peoples’ cattle.

. Shestudied in aconvent school in patna

. Helivesin Durg and was adopted by the community.

. Herisked hisownlifeto saveabeggar.

. Her bravery, strength and skill in swimming hel ped her save herself and another boy.

. Thevillagersand hewere using therallway tracksby night. 10. Her father wasafarmer.
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Questions 6.2
Compl ete the sentences bel ow with information from the biographical sketchesAtoF:-

Wefind many common featuresin six biographica sketches. Firstly, dl thechildrendidlittieacts

of 0] inthecourseof their daily lives.

Secondly, most of the children arepoor andliveinsmall villages. Oneof them hasnot gonetoa
(i) and only three of them speak (iii)

Finally, al the children wereaert and had (iv) of mind. They

acted swiftly and unselfishly. We are proud of the brave young world.

Answers

Questions 6.1
1. a) F. Thepassageisabout the brave boy who wasawarded the Sanjay ChopraBravery Award.
b) True.
¢) True. And hisleg got stuck between therailway lines.
d) True
2. (d) Mohammed RiyazAhmad studiesin classill inAminabad, Lucknow. Heisastudent.

(b) Shaziaisafour-year-old girl. On 16" January 2003 shewas standing on therailway track at
Dadligaon Bridge, Lucknow.

(c) Shazia sfather wasdeaf and mentally challenged.

(d) Shaziawasin danger becauseatrain wasfast approaching and her father could not respond
toRiyaz' swarnings.

(e) Riyazsaved Shaziaby pulling her back fromtherailway track just beforethetrain could reach
her. Riyaz lost alegand both hisarms.

(f) Shakeel Ahmad was an eyewitness. Yes, he played an important role by rushing the two
childrento ahospital.

3. RiyazAhmed-frail, dert, cheerful, brave, likesfootball, non-vegetarianfood, showsengineering
ills
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Shazia-frail
Shazia sfather- deaf

Shaked Ahmad-kind, considerate, dert, helpful.

Questions 6.2

Comprehenson

1
2.
3.

o o k&

10.

E (FdicitasSoreng)

B (c. Govindan)

A (Lahunbhai Bhoya)

F (Satish Kumar Phulsingh)
C (SoniaSinha)

D (ShatrughnalLa Sahu)

B (c. Govindan)

E (Felicitas Soreng)

D (ShatrughnaLa Sahu)

E (Felicitas Soreng)

[)bravery, I1) school, 111) English, 1V) presence.

114



v

1. Read the following Passage and answer the questions that follow

Now read the lesson and seeif your views match with the author's. First, why do we need
education? What isits purpose?

Education ascommonly understood by people meansacquiring certain knowledge and skillsin
order toearntheir living. But that isonly one purpose of education. You may ask why? Thisisbecause
humansaremuch morethan just wage-earning machines. They areendowed with emotionsand fedings
whichenrichtheir life. These emotionsand feelings need to be devel oped so that they can developinto
socid beings, abletointeract with fellow beingswho area so membersof that society of whichthey are
apart. Theprocess of socialization startsright from childnhood and it isthe purpose of education to
facilitate this socialization and produce responsi ble and committed citizenswho would be able to
contribute to the progress of the community, society and the country at large. A country with such
citizensbecomesagreat-nation, well ableto hold itshead high in the community of nations. Itisthus
that education servesal oftier purposethan beingameremeansof earning one slivingtolead aprosperous
materid life.

Education servesanother important purpose by shaping one's personality so that oneisableto
facechalengesof life. Thisispossibleby promoting asense of co-operation and co-existence, afegling
of loveand brotherhood and an attitude of caring and sharing. Thisprocess sartsright from homeand
gets strengthened when onereceives education with aproper perspectiveand policy underlyingit. As
onegrowsolder, onedevel opsthe capacity to appreciate thefiner aspectsof lifethan merely amassing
materid wedth. Thusaperson becomesagood human being which, after al, isthe purpose of education.

S0, you seethat education preparesevery individual tolead apurposeful and meaningful life.
However, it cannot be denied that theintellectua inputsequip anindividua toearnhisor her living. But
it should not stop with that 1t should teach usto cope with the stresses and strains of modem lifeand
enableustolead afull life.

Questions 7.1
1. Answerthefollowing questions:
a) What isthecommon view onthe purpose of education?
b) Doestheauthor agree with the common view on education?.
¢) What arethetwo purposes of education according to the author?
d) How doesacountry benefit fromwell educated individual s?

€) How doeseducation help apersontofacethe chalengesof life?
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2. Givenbelow aresomegroupsof words. They arevalueswhich theauthor talk: about. Find out
wordsfrom thetext v which mean the sameand writethemintheblanksgiven

(a) working together

(b) living together peacefully

(c) to be concerned

(d) tohaveidealsincommon

(e) to hold something in esteem

(f) being part of afratenity

2. Read the following Passage and answer the questions that follow
L et’sread and find out the author’ s views on stressand how to manage stress.

Stressisnothing but mental tension or anxiety whichiscaused by thework at hand. Thishappens
when oneisnot ableto deal with that work. For example, astudent who hasno aptitude for asubject
iscompelled to takeit up either because of parental pressure or because of pressurefrom peer groups
or duetothe perceived importance of the subject itself. When he or shefindsit difficult to copewithit
and wantsachangetheexterna pressuresdeny him or her such achange. Thissituation leadsto stress.
Nowork isdonewell when one’'smindisunder stress. Thisinability to do well leadsto diffidence.
Gradudly thisdiffidenceleadsto afedling of inferiority. Personswith suchinferiority complex isolate
themselvesand succumb to stress. Thisleadsto inefficiency, lossof interest and aboveall to atotal
breakdown-physical, mental, emotional and moral.

Therefore, themoment onenoticesthat oneisstressed, that is, oneisnot ableto copewithwork,
studies, problemsetc. thefirst step one should takeisto find out the cause of the problemwithacam
and cool mind. One should take abreak and all ocate timeto analyse where onewent wrong. If oneis
not ableto do thison hisor her own, one should not hesitateto get the hel p of someonewho can help.
One should be open-minded and honest about one’ sweaknessesand deficiencies. It isbetter to share
aproblem and find asolutiontoit than struggle without resultsand feel miserable.

To seethat pressure or tension does not build up and haunt a person, one should programme
one’'swork. One should take up atask which iswithin one's capacity and find out an easy way to
accomplishone'sgoal. Thiscan beachieved if onehasacam and balanced mind and lotsof patience.
Onemusgt, first complete the task which onefinds comparatively easier to do. Thiswill promote self-
confidence. Development of self-confidenceleadsto animproved perspective. Thisenablesoneto
deal with moredifficult problemsand solve them. Onewill then find that thereisno problem without a
solution. With thisredlization stresswill automatically vanish.
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Another reason that causes stressintoday’sworld isan urgeto reach thetop and be successful.
Thisrat race is often prompted by greed and jealousy rather than by an estimation of one’s own
abilities. If ambitionisnot supported or complemented by suitable ability or capacity it leadstofallure
thus creating negative feelings and undesirabl e attitudes. When things do not happen asonewishes,
anger takesover. An angry person cannot takeright actions. Often actionstakenin afit of anger lead to
clashes, quarrel sand disputes which cause problemsnot only to theindividual but to hisfamily and
friendsaso.

Change of work now and then makes one fedl refreshed. It is here that hobbies play avery
important rolein shaping one's personality. Along stint of mental work should befollowed by some
physica work whichwill reducethe pressure on mind and improve one' smentd efficiency. Listeningto
music which onelikes, taking along walk in congenial environment and pursuing ahobby of one's
choice are some of the easier and ssimpler meansto avoid theevil effectsof stress.

Questions 7.2

1. Answerthefollowing questions:
a) Giveonereasonwhy astudent can suffer from stress.
b) What happenswhen apersonisstressed? Givethree points.
¢) Mentionthreeways by which one can overcomestress.
d) Whatistheill effect of being unduly ambitious?
€) Mentiontwo effectsthat physica work and listening to musi ¢ have on the human mind.
2. Thewordsgiven below are taken from the passage. Tick theword closest in meaning to the

word given. (Remember the meaning shouldfit into the sentencefrom wheretheword hasbeen
taken.)

() ‘Aptitude’ inparagraph 1 means-
() oft
(ii) flar
(iii) knack

(b) ‘Diffidence inparagraph 1 means-
(i) shyness
(if) insecurity
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(iii) timidness
(© ‘Anayse inparagraph 2 means-
(i) examine
(i) interpret
(iii) dissect
(d) *Accomplish’ inparagraph 3 means-
(i) redlize
(i) perform
(i) complete
3. Read the following Passage and answer the questions that follow

We have so far seen how to manage stress. L et usnow find out what the author suggests about
doing theright thingsat theright time, that ismanaging time so that we are not stressed.

Removdl of stressby itself will not lead to unqualified successunlessthereisefficient utilization of
timeat one'sdisposal. In an extremely competitive world, one who managesone’ stime efficiently
scoresover otherswho don't. We should understand that timeis precious and val uable and we should
bediscreetinitsuse. So, making the best use of timeavailableto usisknown astime management. And
how doesonedoit? Get into the habit of making atimeplan. A timeplanisan advanceplan of all the

activitiesto be performed intheallotted time. Thisishow you can prepare atimeplan.

e Listdl activitiesto be performed at acertaintime, e.g.:- in‘the morning-preparing breakfast,
going towork etc.

e Underlineall activitieswhich need to bedoneat adefinitetime, e.g.: - reaching officeontimeor
dropping achild at the bus stop.

e Makeanestimateof thetimerequiredfor variousactivities, e.g.: cooking-40 minutes, studying -
1 hour etc.

e Arrangetheactivitiesin the sequenceinwhich they need to bedone.

e Keepinmindthe scheduleof other family members and make necessary adjustmentsasand
when required.
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e Onceyou havelisted out your prioritieswritethem down. Thisisyour timeplan.
However you should remember thefollowing pointswhile making your timeplan-

e Thereshould beenoughtimefor rest and entertainment.

e Theplanshouldbepractica, feasbleandredistic.

All great men who achieved greatness and glory were peoplewho were aware of the value of
time. Timewas preciousto them. When otherswereidling away and wasting their time, great men put
it to good useto meet the challenges of lifeand achieve success. It followstherefore, that one should
have aprogramme and aschedulefor it so that the objectives are achieved. Such programmes should
bein conformity with one' sskillsand mental and physical capacities. Itisonly thenthat onewill befree
from stressor tension.

Questions

Complete the notesbel ow on Time Management

TimeManagement

Meaning ——— »

Need —  » Toavoid (a) Stress
(b)

How — » Make a plan.
TimePanis——— » e Ligdl activities

° to
Steps—— » elListdl activities

[

[

e Prioritiseactivities

e Besensitiveto needs of others.

Any reference

tohistory —  »
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Overall Questions

Complete thetable given below using theinformation you have gathered by reading thelesson:

Topic What you What you What you
know know learnt
Roleof education
StressManagement
TuneManagement
Answers
Questions 7.1

1. @ ameanstoearnaliving
b) No

¢) Two viewsonthe purposesof education by theauthor are: - to refineemotionsand feelings
and produce respons ble citizens; to groom personalitiesto face challengesof life.

d) Country benefitsfrom the contributionsof such individual sto the progress of community,
society and country at large.

€) By promoting asense of co-operation and co-existence, afeeling of love and brotherhood
and an attitude of caring and sharing.

2. (&) co-operation
(b) co- existence
(¢) caing
(d) sharing
(e) appreciate
(f) brotherhood
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Questions 7.2
1. a) When he/shedoesnot have an aptitidefor asubject and optsfor it.
b) Hasafeding of inferiority, inefficiency, lossof interest.
¢) Find out the cause, analysethe problem, get help.
d) Failureslead to negativefeding and stress.
€) Makesthe Mindfed freshandimprovesefficiency.

2. (a) knack (b) insecurity

(c) examine (d) redize

Questions 7.3
Meaning . Making best useof time
Need . negdivefedingsview of sdf
How . timeplan
Tuneplanis : morningtoevening
Steps : Underlineactivitiesand time; estimatetimerequired for

each activity; bepractical andredigtic.

Referenceto history : All great menhad atimeplan.
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1. Read the following Passage and answer the questions that follow

TheBanyan Tree, whichisvery well known, isavariety of figtree. Thename, Banyan, usedin
English, needs someexplanation. The name seemsto have been| given originally by Europeansinthe
Pergan Gulf to thetree under which Hindu | membersof themerchant class (Baniyas) used to assemble
for worship or business, and gradually the name spread to other partsof Indiaand Asia. For centuries,
poetsand writersin India, have sung and written about the Banyan Tree.

The Banyan tree seemsto be common to the sub-Himalayan forests and the s opes, of the hill
rangesin Peninsular India. At present itiscommonly seen, planted along many of theroadsof India,
near templesand shrines, and on open groundsnear villages. Often thetreeistheralying point for the
village, akind of club-housewhere much of the socid lifeand businessof thecommunity iscarried out,
and much of the gossip exchanged. Itscool shade affordswelcomerelief from theburning suninthe

hotter partsof the country.

Itisan enormoustree, 70 to 100 feet high, sending down rootsfrom the branches, which enter
theground and form trunks, thusextending the growth of thetreeindefinitely. Theserootsthat comeout
of thebranchesareat first asdender as cotton threads, but once they become attached to the ground,
they grow into mighty pillarsthat support theweight of the heaviest branches. Theleavesareoval in
shape, and smooth and shining.

TheBanyan Treeisfrequently planted along streetsand roads. But it isin open placesin the
villagesthat it reachesitsfull glory. Asthetreegrowsinsize, * the number of rootsfrom the branches
increase, and the spread of thetree becomesgreater until awhol e battalion can shelter under the shade
of someof theolder trees. Thereare somefamous Banyan Treesin India- inthe Royal Botanic Garden
Sibpur Calcutta, for example, which is 3.6 metres around the trunk and the crown of roof of which
covers416 m.

Anevenlarger onein SataraMaharashtra, is483 m. in circumference.
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Questions 8.1

1. Completethe sentencesbel ow with the phrases given in the box bel ow-

meeting placefor the peopleinthevillage.
theBanyantree

sendsdown rootsfrom its branches
Stunder it and transact business
reachesitsfull sze

Shibpur Cdcutta

ovd andshining

a) A wel-knownvariety of thefigtreeiscalled .........ccceevvenennee.
b) Thetreeisa .......cccceevvcvvineenens
) lItwascaled‘Banyan’ because Hindu merchantsor Baniyasusedto  .........ccccecvevvenennee.
d) Itisabigtree, and spreads over agreat area, becauseit .........ccccecvvvreennene.
€) Whenit growsinopenplacesinthevillageit .........ccccoeovenenee.
f) Theleavesare ........ccoceeveuvennee.
g ThereisabigBanyantreein ..........cccccvvvevunene.
2. Put T against the statementsthat are correct and F against the onesthat areincorrect.
a) Thebanyan treegrows near the sea.
b) Villagersenjoy sitting intheshadeof thetree.
¢) Thetreewascalled’ TheBanyan Tree’ by the Americans.
d) Itisasmal tree.
e) Itgrowswdlintowns.

f) Usudly therearetemplesand shrinesnear it.
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3. Wordsand phrasesfrom the passage are given bel ow. Select wordsfrom the box that mean the
same, and writethem down sideby side.

vaiety ordinary
common provide
drine tak
ralying point reedily
gossp places of worship
afford bag
enormous meseting place
dender thin
pouch big

different

4. Givethepassageatitle.

2. Read the following Passage and answer the questions that follow

All vertebrate or back-boned animal lifein theworld isdivided into two classes, the warm-
blooded animal sand the cold-blooded. Theformer group includesthose whose blood keepsaconstant
temperatureand islittle affected by thetemperature of the surrounding air. Thelatter group includes
fishes, frogs and reptileswhose bl ood temperature changes with the temperature of the surrounding
atimaosphere. Thewarm-blooded anima sarefurther subdividedinto Mammal s (including human beings)
which are covered with hair, bear live young and suckle them, and Birds, which are covered with

feathers, lay eggsand asarule make them hatch with the heat of their bodies.

Birdsaretheonly feathered creaturesintheworld. At first sghtit might seemthat dl birdsarethe
same. They dl fly about, build nestsand lay eggs. A closer look will show that infact birdslifeincludes
many formswhich arevery different from one another and which sometimes seemto bear very little
relationship to one another after dl. Itincludesthetiny humming bird whichisnot bigger thanaman’s
thumb, and the ostrichwhich standsashigh asapony. Itincludesbirdswhich canfly thousandsof miles,

and otherslikethe penguinswhich cannot rai se themsel ves of f the ground. It includes birdswhich
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weave el aborate nests like the weaver birds, and other which lay their eggs straight on the ground
without any preparation. Itincludesbirdswhichrequirehighly speciaized foods, likevultureswhichwill
only eat dead animals, and il otherslike crows, which eat practicaly anything except metd. Itincludes
birdslikethe domestic hen whose chicks start running about and scratching for themsel vesassoon as
they are hatched, and otherslike parakeets and eagleswhose chicks cannot leavetheir nestsfor severa
weeks. And [finaly, it includesbirdswhich seemto be unableto live away from the company of man,

and otherswhich retreat and become extinct as soon as human beings come near the areasin which
they live.
Questions
1. ‘Vertebrate' animalsarethosethat
(& havewarmblood.
(b) have aback bone.
(c) wak ontwolegs.
2. Fishes, frogsand reptilesarethose creatures
(& whichhavenoblood
(b) thetemperature of whose blood changeswith that of the outside atmosphere.

(c) thetemperature of whose blood remainsthesameat all times.

3. Mammalshave

(@) feethers.
(b) hair ontheir bodies.
(¢) scdes.

4. Birdscan

(@ besar liveyoung.
(b) adopt theyoung of other species.

() lay eggsand hatchthem.
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5. All birds

(@) layeggs
(b) fly.
(©) buildnests
2. WriteT against the statementsthat are correct and F against the onesthat areincorrect.
(& All birdsaresmall.
(b) Theostrichisavery tall bird.
(c) Vulturesest everything
(d) All birdsbuildnests.
(e) Somehbirdsbuildvery complicated nests.
(f) All birdscanfly.
(9 All birdsliketo livewith humanbeings.
(h) Birdsarewarm blooded.

3. Theantonyms(wordswith opposite meaning) of thefollowing wordsaregiveninthebox below.
Writethemtogether

vertebrate cold

wam invertebrate
former unaffected
affected |atter

live low

high wild
elaborate dead
domestic smple
unable advance
retreat able
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Answers
Questions 8.1

1. TheBanyantree, meeting placefor people, sit under it and transact business, sendsdownroots,
reachesitsfull size, oval and shining, Shibpur, Calcutta.

F TFERFF

3. Vaiety - different, common-ordinary, shrine-place of worship, rallying point - meeting place,
gossip - talk, afford- provide enormous-big, dender-thin, pouch-bag

Questions 8.2
1. I-b, 2-b, 3-b, 4-c, 5a
2. aF b-T, c¢F dF eT, fF gF hT
3. vertebrate- Invertebrate
warm-cold
former - latter
affected - unaffected
live- dead
hightlow
elaborate- smple
domestic-wild

unable - ableretreat - advance
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1. Read thefollowing Passage and answer the questionsthat follow case history of a

man called Rajamani.

Rajamani isayoung boy of 12 years. Hecomesfromavillagein Tamil Nadu. Hisfather isdead.
Ra amani discontinued hiseducation after class 6 to hel p hismother in running ateashop. He hastwo

elder brothersand two elder sisters.

About six monthsago, he devel oped an eyeinfection for which he sought medical attention. He
wasgiven severa intramuscular injections. During the course of thetreatment he devel oped an abscess
a theinjectionsite.

A coupleof months|ater, hegot apimpleon hisnosewhich remained for several weeksand then

devel oped into septicemiawhich spread to therest of hisface. Meanwhile hea so beganto get skin
lesonsonhislegs, dongwith gettingill with T.B.

When he camefor treatment to Chennal with hisfamily hewasreferred to the skin department of
the Government General Hospital. His blood was tested for HIV at the AIDS cell of the Madras
Medical College, and found to be positive. Thispointed to contaminated needles or syringesasthe
likely sourceof HIV infection for Rgjamani.

Hehasnot progressed to AIDSyet, but isbeing treated for thelast two months for the Septicemia,
skinlesion, and TB. He appearsto beresponding well to thetreatment and will bedischarged shortly.

Thisisavery sad casein point of infection through unsterilised needlesand syringeswhich could
have been easily avoided.
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Questions

1. Onthebassof reading Rgamani’ scase history completethefollowing:

Raamani

Developedeye
infection

(i) Hewasgiven

Result of trestment
abscess| (i) | [(iii) ....... onnose begantoget........ ()] P (V)

Find wordsused in the passage which mean similar to thefollowing. Write those words/phrases
a) triedtoobtain (Para?2)

b) aswollenandinfected area(Para2)

c) damageto skin (Para2, 4)

d) dirtied (para4)

2. Read the following Passage and answer the questions that follow

Finding alternative sol utions has been a problem plaguing the medica community sinceHIV/
AlDSwasdiscovered. Let’sread and |earn about some such solutions.

A theatretroupein Seshego township near Petersburg, South Africausesthestreto educatethe
public about HIV /AIDS. Phakama, which means’ Rise, stand up,’ travel sthroughout thetownship,
bringingitsmessagetotheloca population and encouraging participation. Thisisoneof themany ways
AIDS education hasdiversified to reach awider audience and hel p stop the epidemic spread of the
disease. Other methods of prevention have been sought, because creating avaccineor even providing
trestment for adiseasethat isconstantly mutating and becoming resistant to drugs may take many more
years.
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TheUnited Nations Educationd Scientific and Cultura Organization haschosentotekeadifferent
approach in thefight against AIDS by using education, not medicineto stop itsspread. UNESCO'’s
strategy for HIV/AIDS preventive education states that theimpact of the disease on society could be
reduced by battling complacency, advancing commitment and improving care. It hascreated afive-part
strategy based on advocacy at al levels, customizing the messagefor vari ous soci o-economic groups,
changing risk behaviour and vulnerability, caring for theinfected and the affected, and coping with the
ingtitutional impact of AIDSon society.

Thecritica factor for arenewed and effectivestrategy for preventiveeducationismassve, unfalling
and unrelenting advocacy at al level sand support of politica authoritiesat the highest national level,
accordingto UNESCO.

Toachievethis, audiencesworldwide, startingwith thosemost at risk, must bereached in culturally
appropriate ways, and preventive education must beinterconnected with thelocal way of life.

Uneven distribution of knowledgeisthe main factor inthe uneven distribution of infectionrates
worldwide. Comprehension and appreciation of prevention depend on many social factors, such as
age, gender, education, economic conditionsand religiousbeliefs.

Themessagemust betailored for different groupsin order to enable them to understand and pass
onthemessage. UNESCO believesthat by disseminating information to hel p people understand what
AlIDSdoestothebody, it can reduce misconceptionsand lessen vulnerability to the disease. However,
itisimportant not to have negative campai gns asthese often | ead to stigmati zati on and discrimination.

AIDS can be prevented if children and young peoplelearn how the virus spreads and do not
participatein risky behaviour. Noinstitution hasagreater ability to affect al aspects of acommunity
than schools, asthey can reach the age group between 10to 25, where most new infections occur each
year.

Caring for both theinfected and the affected has become moreimportant, asAlDShasagreater
effect on the popul ationworldwide.

AIDS could undermineall hedlth services, educational institutionsand public services, makingit
increasingly difficult to maintain government and stability because of thelossof human capital. As
UNESCO stated, the critical task isto protect the core functions of the key social, economic and
politica ingtitutionsfrom theondaught of HIV / AIDS. By using education to prevent AIDSrather than
relying on medicinetotreat it, UNESCO hasplaced theresponsibility to Governments, the education
systemsand peoplethemsa ves. only, through commitment can thisstrategy be given the opportunity to
savelivesand lessen theimpact of AIDS on society.
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Questions

1. Answerthefollowing questions
a) Namethetheatre group that isworking to combat AIDS.
b) How isthe UNESCO fighting theAIDS menace?
¢) Mentiontwo main pointsof the UNESCO education strategy onAIDS.
d) Why areschoolssoimportant in UNESCO'sfight against AIDS?
€) Why isitimportant to control AIDS?
2. Givebdow aresomewords. They are oppositesof somewordsused in the passage. Find those
wordsand writethemintheblanksgiven.
a) narrow

b) contain

C) notimportant
d) enlarge

€) neglect

Answers

Questions 9.1
(i) interamuscular injections
(i) attheinjectionside
(i) pimple
(iv) skinlesonsonhislegs
(v) illwithT.B.
(vi) HIV
(vii) to bepogitive
(viii) contaminated needlesor syringes
2. (a) sought (b) abscess  (c)infection  (d) contaminated
Questions 9.2
1. a Phakama
b. by educating people
C. battling complacency and advancing commitments.
d. cater to age group 10-25 years
e. to preserve human capital.

2. wider, advance, important, lessen, protect.
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10

1. Read the following Passage and answer the questions that follow

OnthisInternational Day against DrugAbuseand llicit Trafficking, we celebratethe choicethat
millionsof people around theworld have madeto live hedthily, and weapplaud the courage shown by
thosewho have stopped using drugs. Indoing so, we send apositive messageto al peoplewho useor
might betempted to usedrugs. * Vaueyoursdlf ... make healthy choices.’

Thisday isaso an occasionto highlight thefact that nearly 200 million peoplearestill consuming
illegal drugs. Thesedrugs might have namesthat sound colourful or enticing, such ascrack, pot, junk,
crystal meth, and disco biscuits. 'But these arelittle morethan ticketsto adead end. For thosetrapped
by addiction trestment isaway out, and the choiceto seek treatment isnot only courageous, but, often
life-saving. Thosewho have not ventured down the path of drug abuse should |earn the lesson from

thosewho have, and firmly choosenot to.

Making hedlthy choicesa so meanschoosing alifestylethat has positive effect on the body and
mind, including, for example, participation in sportstoimprove hed th and well-be ng, teach theva ue of
teamwork and discipline, and build self- confidence.

(Messageby The Secratery General, UN on the occassion of the International Day against Drug
Abuseand Illicit Trafficking, 26" June, 2(05)

Questions 10.1
1. Based onyour understating of the message given above, answer thefollowing questions.
a) What isthe occasionfor thismessage?
b) What message hasbeen conveyed through this passage? To whomisthe message addressed?
¢) Why doesthewriter say that thosewho are not drug addicts should firmly choose not to fall
victimtodrug addiction?
d) Towhat healthy choicesdoestheauthor refer?
€) What should peopleresolve onthe occasion?

f) What doesthe author mean when he says, “L et usencourageal our fellow human beingsto
make personal choicestolead hedlthy lives?’
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2.

Whichwordsinthe messagemeanssimilar tothefollowing:
a) not allowed by law (Paral)

b) toexpresspraise/appreciation (paral)

¢) fdlingvictimtoanevil design(para2)

d) taking step into danger knowingly (para2)

2. Read the following Passage and answer the questions that follow

1

Drug addiction isatreatable disorder. Through treatment that istailored to individual needs,
patients can leavetheir condition and live normd, productivelives. Like peoplewith diabetesor
heart disease, peopleintrestment of addictionlearn behaviourd changesand often takemedications
aspart of their treatment regimen.

Behavioura therapiescaninclude counselling, psychotherapy, support groups, or family therapy.
Treatment offershelpin suppressing thewithdrawal syndromeand drug craving andin blocking
the effects of drugs. Studies show that treatment for heroin addiction using methadone at an
adequate dosage level combined with therapy reduces death rates and many health problems

associated with heroin abuse.

In general, the moretreatment given, the better theresults. Many patientsrequire other services
aswell, such asmedica and menta health servicesand HIV prevention services. Patientswho
stay intreatment longer have better outcomesthan those who stay lesstime. Patientswho go
through medicaly ass stedinterventionswith minimized discomfort but do not recetveany further
treatment, perform about the samein terms of those who were never treated. Over thelast 25
years, studieshave shown that treatment worksto reduce drugs and crimes committed by drug-
dependent people. Researchersa so havefound that drug abuserswho havetreatment aremore

likely to havejobs.

Theultimategod of al drug abusetreatment isto enablethe patient to achievelasting abstinence,
but theimmediate goalsareto reduce drug use, improve the patient’s ability to function, and

minimizethe medical and socid curseof drug abuse.

Thereare severa typesof drug abusetreatment programmes. Short-term methodslast lessthan
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6 monthsand residential therapy, medication therapy, and drug-free outpatient therapy. Longer
term treatment may includefor example, methadone mai ntenance outpati ent treatment for opiate
addictsand residentia theragpeutic communication trestment.

Questions

1. Completethefollowing passagewith theinformation contained in the passage,

Drugaddictionis can betrested. Thetreatment given totheaddictsisaccording
to needs. After treatment the patient can life. The treatment
makes certain behavioural changes. This therapy includes and

. Thistreatment suppresses and . Use of

adequate dose of methadone combined with behavioura therapy reduces

and associated with heroin abuse,
I the patient getstrestment theresultsare better. Asaresult of treatment number
of committed by thedrug addictscomesdown, Main aim of drug abusetreatment
IS and function.

2. Whichwordsinthe passagemean smilar to thefollowing:
a) to put an end to something.
b) mostimportant/main (para4)
¢) To-haveeffect for alongtime (Para4)
d) Enoughisquantity (Para2).
Answers
Questions 10.1
a) Internationd Day against DrugAbuseandillicit Trafficking

b) Message: ‘ Vaueyoursdlf ‘ - make hedlthy choicesto peoplewho are not yet drug addictsbut
might betempted.

¢) Drugaddiction leadsto dead end.
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d) Choosinglifestyleleading to positiveeffect onthemind and body or they may participatein

sports, learn values of team work and discipline.
€) That they would createand livein adrug free society and that people should lead healthy life.

f) That people should create environment that woul d encourage peopleto lead hedlthy lifeand

adopt positive outlook
2. a lllicit b) Applaud
c) Trapped d) Ventured
Questions 10.2

1. adisorder, individual, lead anormal, counselling, psychotherapy, family therapy, withdrawl
syndrome, drug craving, death rate, many hedth problems, for long, crimes, to reducedrug use,
improve patient’ sability to.

2. @) suppress
b) ultimate
C) lasting

d) adequate

Sory Writing

1. Readthecluesand writeastory with not lessthan 60 words.

minister - king - die. King - announce- test - select - new minister threemen. King-give-seeds.
ask-grow-plants- bring - after three months. two men - plants- 2 feet tall. third man-say-king-

seeds-not grow - plants.
king - appoint - third man - minister - honesty. hegiveall thethree men boiled seeds.
An Honest Man
Long ago aking'sminister died. Heannounced atest to sel ect the new minister.

Threemen cametotheking. Theking gavethem someseeds. He asked them to sow them and
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grow theplants. He asked them to come after three months.

After three monthstwo men brought potswith plantsthat weretwo feet tall. Thethird mandid
not bring any pot. Hesaid, "King, your seedsdid not grow into plants. I'm sorry."

Theking knew that the third man was an honest man. He gave thethree men boild seedsthat
would never grow into plants.

The Greedy former

. farmer - hen. lay - oneegg - every day. hethink give- morefood. only oneegg. soon- hen-
fat. oneegg - four days. morefood. fatter. oneegg - oneweek. surprise- disappoint. stop -

lay - eggs. greed - grief
Sory: Afarmer had ahen. Itlaid aneggevery day. Oneday hethought, "If | givethehenmore
food, itwill lay twoeggsaday.”

Hegarted givingit morefood. Butthehenlaid only oneegg every day. Hewent onfeedingthe
henforcibly.

Thehen becamefat andlaid oneegg infour days. Thefarmer was surprised and disappointed.
Soon the hen stopped laying any eggs.
Moral :- Greed bringsgrief.

. Akbar - hiscourt. man - neighbouring country - come. he-say - | - come- test intelligence-
courtiers. ready ?take- two flower pots- bag. flowers- ook alike.

"What - you - want" - Akbar
man - which pot containsreal
flowers.

Birbal - stand up. Openthewindows. somebees- court. land onreal flowers. man-head -
shamemord.

A test of Intelligence

Oneday Akbar wasin hiscourt. A manfrom aneighbouring country camethere. Hesaid, "Oh
king, | have cometotest theintelligenceof your courtiers. Arethey ready ?"
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Akbar said, "What do you want themto do ?"

Themantook out two flower potsfrom abag. Theflowersonthetwo plantsiooked dike. He
said, "Which plant hasred flowers ?Your countiersmust tell me.”

Birbal stood up. He asket the servants to open the windows. Some bees from the royal
garden entered the court. They landed onthereal flowers.

Theman hung hishead downinshame,
Moral : Don't think you are cleverer than others.

. Akbar - want - fool Birbal. court - near - swimming pool. say - al my honest courtiers- go -
into pool - come out - egg each. Birbal - surprised. Other courtiers- jump come out - egg.
Akbar - you - not honest? jump - bring - egg? Bribal - say - they hens|- cook. cannot - egg.
Akbar - feel ashamed.

Clever Birbal

One day Akbar wanted tofool Birbal. So he had hiscourt near the swimming pool. Hesaid,
"All my honest courtierswill jJumpinto thispool and comeout withanegg.”

Birba wassurprised. Theother courtiersjumped into the pool and came out with an egg each.

Akbar said, "Birba, areyou not my honest courtier ? Jumped into the pool and come out withan
Birbal said. "They areall hensso thay brought an egg each. But I'macock. | don't lay eggs.”
Akbar and the other courtiersfelt ashamed.

Moral :-Don't try tofool others; youmay befooled.

. woman-shop. after shopping-left. shopkeeper - find - had left two locks her handbad. he- wait
- onemonth. she- not come- claimbag. locks of shop-spoiled. shopkeeper - put |looks|eft by
woman - month ago. next day - shop - break into. sarees - stolen.

The Foolish shop keeper

Oneday awoman cameto asaree shop. Sheleft after shopping. The shipkeeper found that she
had forgotten her handbag in the shop. Thereweretwo locksin the bag. Hewaited for one
month, but she did not comeand claim her handbag.
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Oneday thelocksof the shop were spoiled. So the shipkeeper put thelocksleft by thewoman
amonth ago.

The next morning the shopkeeper found hisshopsbroken into. A lot of sareeswere stolen.
Thefoolish shopkeeper learnt alesson : Don't usethelocks bought by others.

. Man - meet - circusmanager. givemeajob. you-do - any work ? Yes. manager take- man -
in- put on - bear'sskin. dancelike abear - entertain people. Yes. next day - leeping. noise.
wakeup. terrified - gorillastand - front. start shivering. manager - don't fear. he- likeyou.

A Circus manager

Oneday man met acircus manager and said, "Pleasegivemeajob.” "Will you do any job?"’
asked themanager. "Yes, | will," said theman.

The manager took him in, put a bear's skin on the man and said, "Dance like a bear and
entertain people. Thatisyourjob."

The next day the man was dleeping in hiscage. Therewasanoise. Hewoke up. Hewas
terrified. becauseagorillawasstandinginfront of him. Hestated shivering. Themanager came
thereand said, "Don't fear. Heislikeyou".

. King-ask-minister - bring threeidiotsliving in - kingdom. minister - visit - places. at - seeshore
man-git - idele. what -doing. counting wavesthat touch my feet. minister - took-king. king-
where- other twoidiots? minister - say youand | - other idiots. king- understand - his mistake.
apologised tominister.

Three ldiots.

Oneday aking asked hisminister, "Go and bring before methreeidiotsliving in our kingdom.
Theminister was surprised because it wasameaninglesstask.

Theminister visited all the places. At aseashopre he saw aman. Theminister asked him,
"What areyou doing?' Themansaid, "1'm counting thewavesthat touch my feet". Theminister
took theman to theking.

The king said, "Where arethe other two idiots ?*
Theminister said, "Right here, Sir" you and | aretheother twoidiots'.

Theking understood hismistake and apologised to the minister.
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8. Ramayya- rich son- Ravi - toolazy. Ramayyasaid, -earn ten rupees- start - businessfor you.
Ravi's mother give ten rupees. ravi give - money - father. Ramayya- go - kitchen - put -
furnace. Ravi - keep - quiet. next day same- happened. third day - Ravi - work - cycle shop
- earn ten ruppes. father - go - kitchen. Ravi - stop - say, "Father - don't - furnace. I-earn
myself". Ramayyachange- lazy son - hard working person.

Hard earned Money

Ramayyawasarich merchant. Hisson, Ravi wastoolazy. Oneday Ramayyasaid, "If youearn
tenrupees, | will start abusinessfor you".

Ravi'smother gave himtenrupees. Heshowed it to hisfather. Hisfather went into thekitchen
and put itinthefurnance. Ravi kept quiet.

Thesameincident took placethe next day.

Onthethird day Ravi worked at acycle shop and earned ten rupees. Hisfather receivedit and
was about to go into the kitchen. Ravi stopped him and said, "Father, | earned this money
myself. Pleasedon't putitinthefurnace”.

Ramayyachanged hislazy soninto ahardworking person.
Hard - earned money ismorevaluable.

9. poor - woodcutter. forest - every day eathing near awell. axe-fall - well. pray - god. angel
appear. bringagoldaxe. no-not mine. angel - bring-slver axe. no- not mine. angle- bringiron
axe. receive-happily - though angel like- honesty - bless.

The honest wood cutter
Long ago therewasapoor woodcutter. Hewent to aforest every day to cut wood and sdll it.

Oneday hewasesating lunch near awedll. Thenhisaxefdl intothewel. Heprayedto Godto get
hisaxe.

Anangel appeared and she brought agold axe. Thewoodcutter said, "No, thisisnot mine.”

Theange disppeared and gppeared againwithaslver axe. Againthewoodcutter said, "Nothis
isnot mine."

Finally theange appeared with anironaxe. Thewoodcutter received it happily and thanked the
angel.
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10.

Theange liked thewoodcutter's honesty and blessed him.

poor Sivayya- find - purse. take-to-village magistrate. magistrate - read the owner's name.
call-him-givesback - purse. suggeste- Rs.50 reward for Sivayya.

cunning merchant - | have - 1000 now only 950. don't pay - reward. magistrate know -
svayyashonesty. say - thisisnot your purse. go away. feel ashamed - apol ogize- agree- pay
Rs. 50.

The Honest Man

Oneday apoor man named Sivayyafound apurse near atree. Hetook it tothevillage magis-
trate. Themagistrate read the owner'snameand called that man. Hewasacunning merchant.
Themagistrate suggested areward for Sivayyafor hishonesty.

The cunning merchant said, "1 had Rs.1000inmy purse. Sivayyahastaken Rs.50fromit. |
don't haveto give him any reward."

But the magistrate knew about Sivayyashonesty. So hesaid tothemerchant, "Thenthisisnot
your purse. Go away".

Themerchant felt ashamed and apologised to the magistrate. He agreed to reward Sivayya.
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Note Making

Introduction :
Asastudent of Intermediateyou areto learn anumber of things.
e informationinlessons- intwo languages.
e informationinnon-language subjectsetc.
you cannot remember al that you read in your textbooks.

Theskill of making notescan help you recall alargeamount of information. Instead of reading
four pagesof astory / description, you canjust glanceat your 'notes whichishardly half apageand
reca| everything.

What doesa'note' contain ? It contains
e thetitle
e theimportant main pointsof the passage
e abbreviationswherepossible
e sub-pointsunder eachimportant / main point.
How to make notes ?
1. Readthepassageonce.
2. Understand andidentify thecentral idea.
3. Readitagain. Thistimeunderlinethemain points.

4. Atthesametimelocatethe sub-pointsand put av at each of them.

o

Start writing your notes. Follow the procedure shown below.
(@ justwriteintheform of points— not ascompl ete sentences
Example: Title: Hazardsof Pollution.
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(b) Sub-pointsarewrittenas

Example: air, water, soil, sound pollution
(¢) whopollutes?

ar—factories, vehicles

water — factories, hospitals

soil —farmers

sound — people
(d) drop descriptivewords, quotations

(&) useabberviationwhichyou can understand.

Read the passage given below:

Inthe nineteenth century Charles Dickens, the English novelist, wroteexcitedly of astage-coach,
pulled aong by ateam of horses, that could cover more than twenty milesin an hour. To usinthe
twentieth century, when man isableto move and to communi cate with such rapidity, the speed of the
stage-coach seemsno speed at all. Aeroplanesfly many hundred of milesinan hour; expresstrains
achieve four timesthe speed of the stage; and even without moving we can by wirelesstelegraph,
communicate within secondswith people on the other side of theglobe.

The advantages of theseincreased speedsare numerous. Businessmen travelling, say from Eu-
ropeto Americaor to the Far East, can save much time for ajourney that would once have taken
weeks, takesnow, by air, lessthan 12 hours. Fruits, vegetabl es and other goodsthat would decay on
along, slow journey can now be safely sent to far distant places. Membersof onefamily separated
from each other by vast distances can have conversationswith each other by telephone aseasily asif
they weredl gttinginthesameroom.

Not al the effects of speed, however, are beneficial. People who are in the habit of using a
motor-car whenever they want to move half amile become physically lazy and lose the power of
enjoying avigorouswalk. Thosewho travel through acountry at the speed of light do not see much of
thelifeof that country, of itspeople and animasand plantsasthey flash past. They become so anxious
about moving quickly from one place to another that they are no longer able to relax and enjoy a
leisurely journey. Men are made restless by speedy travel, the pace of their wholeway of livingis
increased.
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DISCUSS ON

You have noticed that the passageis about rapid meansof transport and communicationinthe

20™ century.

Wewill read thefirst paragraph again and underlinetheimportant idea/idess. Theimportant idea

intheparagraphis

Inthe 20™ century, human beings are ableto move and communicate fast with such meansas

aeroplanes, expresstrainsand wireless.

Wewill drop thereferenceto Charles Dickensand stage coach becausethereferenceisonly an

example of dow-speed transport of the 19" century.

L et usread the second paragraph and pick out theimportant ideas.

The second paragraph liststhe advantages of speed which areasfollows:

1

2.

Businessmen travelling from one placeto another can savetimebecausejourney timeisless.
Fruits, vegetables and other goods that would decay on aslow journey can be safely sent to
distant places.

Members of onefamily separated by distance can talk on thetel ephone. Now, we'll read the
third paragraph and notetheimportant ideas. The paragraph saysthat there are somedisadvan-
tages of speed.

Theseare:

1

2.

Peoplehabitual of riding inamotor-car becomelazy and losethe habit of vigorouswalking.

Peopletravelling at ahigh speed through acountry cannot enjoy the countryside asthey flash
past.

People, intheir anxiety to movefast, cannot relax and enjoy aleisurely journey.
Peoplebecomerestless.
Thepaceof living hasincreased.

Now, that we haveidentified theimportant ideasin the passagewe Il writethem in asequence

andinpoint form. We |l use abbreviationsand symbols, wherever possible. We || make short and brief

points. We' Il also give our notesatitle.

Noteson the passage
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Title:- Fast meansof transport and communication

1. Fast meansof transport & communicat’ n e.qg. aeroplane, expresstrains, wireless, telegraphin
20 cen.

2. Advantagesof fast transport & communi cat’ n
(i) Savestime.
(i) Transport perishablegoodssafely.
(i) Ensuresfast and easy communication.
3. Disadvantagesof fast transport
(i) Makespeoplelazy.
(i) Preventsthem from enjoying the countryside asthey flash past.
(iii) Makesthem restlessbecause of their anxiety to movefast.
(iv) Increasespaceof living.

Key to abbreviationsand symbols

Communicat'n Communicetion
eg. For example (exempli gratia)
cen. century

Now, here is another passage. Try to make notes with the help of the clues given under the
passage.

Exercise : Make notes on the following Passage.

Therearemany typesof climateon earth. Climateisthe combination of temperature, moisture,
wind and sunshineat aplace over aperiod of time. Climatesof theworld can be classified according
totheir latitudesand the plantsthat grow there. Basicdly, therearefivemgor classification of climates
with many subdivisionsin each class. Therearetropical climates, subtropical climates, mid-latitude
climates, high-latitude climatesand high dtitudeclimates.

Tropical climatesarefound in regionsbetween 30° North and 30° South latitudes. Inthetropical
rainforests (Nearest to the Equator) conditionsarewarm and rainy all year long and thereisathick
cover of trees. Inthistropical areathereare aso tropical wet and dry climates; tropical sarannas,
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wheretheclimateistoo dry for forests; tropical steppes(still drier) and thetropical desert climate

Subtropical climatesprevail in 30° and 4° North and South latitudes. Intheseareas, thereisa
Mediterranean climate of hot, dry summersand mild wet winters. Mid latitude climatesoccur between
40° and 60° North and South | atitudes. Included in this areaare amarine west coast climate, cool
stepseor cool desert climatesand humid contineuta climates- eachwith different rainfal and vegetation
patterns. High latitude climates occur from 60°. North and South latitudesto the poles. Withinthis
areawe havetaigaclimate, tundraclimate and polar climate High dtitude climatesarefound onthe high

mountain of theworld, even at the Equator.
Follow the Sequence.

Title:

MainPoint 1. Definition of 'Climate' :

I1. Fivetypesof climates

@ (b) (©)
(d) (e)
[11. Wherefound

30°N - 30°S - tropical climate

The standard abbreviationsare

govt - government

SC - science
+ - positive
— - negative

dept - department

> morethan
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< lessthan
e.g. forexample
You can create your own abbreviationstoo.
For example:
clmt - climate
lat - latitude
long - longitude
sume- summer
N - North
S South
Eq - Equator and so on.

Make notes after reading the following Passage.

Obesity - linked diabetesisfor thefirst time being reported in children and adol escentsin the UK
and other. A 1986 landmark study if obesity and television viewing found aclear association between
thenumber of hoursof televis onachild watched and therisk of that child becoming obeseor overweight.

In12to 17 year - olds, the prevalence of obesity increased by 2 per cent for every hour of wekly
televisontime. A morerecent study found that while e ght per cent of children watching one hour or
lessof television aday wereobese, 18 per cent of children watching fair or more hourswere obese.

Themoretdevison children watch, themorethey eat. By comparison even readingisaworkout,
at least in studiesthat have been done with obese children, perhapsbecauseit eugagestheir mindsa
but moreemphatically. Televisionviewing promptschildrento consumefood whilethey consumeless
energy, anided recipefor obesily. Marketing soft, sweet or salty foodsontelevisionisgood business,
and children arethemoist vulnarabletargets.

Childhood obesity rates are highest in countries where advertising on children's television
programmesisleast regulated in Australia, the US and England. Sweden and Norway maintain a
virtua ban onadvertisingto children, and have consistantly low levelsof child obesity. Irdland, Belgium
Italy and Denmark poserestrictionson children'sadvertising, and are pressing the other statesof the
Europen Unionto dothe same.

Answer:
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Title : (i) Child obesity
(or) (2) Televisonviewing
= child Obesity
1. Link between TV viewingand obesity

Age Hours % Increasein obesity
Ealierfindings 12-17 Tweek 2
Recentfindings 12-17 T/week 18

2. Reasons
1. Themoretelevioson childrenwatch, themorethey cat
2. They cons< engy becausethey just sitand watch TV
3. TV adsattract the children and make them buy and consumefood.
3. Advertismentsregulated
1. Countriesban adsto children - less obesity. Sweden and Norway bannd adsfor children.
2. Countriesrestrict ads-

Ireland, Belg. Itly Den.

Key to abbreviations
Cons - consume
<less
engy - energy
bannd - banned
Belg - Begium
Itly - Italy

Den - Denmark
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@

Ans

(i)

Let'sWrite

Describe in about 100 Words a pleasant childhood experience.
Theday | wasdeclared the best student of my class.

It was 15th of August 2010. | wasin classtem. Out classteacher wasto announce the best

student of our classafter flag hoisting.

| went to school somefive minutesbeforethe Independence Day celebrations. Everyonewas

ready intheir places. All theteacherswerewaiting for the Headmaster the come.

At the stroke of eight the Headmaster hoisted the flag and took the salute. We sang the national

anthem. | felt nervous about who was going to bethe Best Student of my class.

Then our class teacher announced that | was chosen as the best student of my class for the

academicyear 2010-2011. All my classmakesclappedinjoy. | clappedtoo, ingresat joy.
Themost exciting family gatheringin my grandmother's village.

It was my grandmother's handredth birthday ! Wow !! She has seen one hundred calenders!!!
Andyet she'shale and hearty and no one need to help her in anything she does.

All our relationsreached my grandmother'svillage on theimportant day. Our ancestra house
woreafestivelook. Mango leavesand flowerswerethese at every doorway. The housewas
aready whitewashed for thememorable event.

By 12 noon al thewomenfolk brought my grandmother tothe hall. Shewaswearing anew

kanchi silk sareebesidesalot of gold jewels.

My grandfather and grandmother garlanded each other. Therewere clapsfrom everyone present

there. My parents, uncles, aunts, cousinsand all those present took my grandmother'sblessings.

Thendl of ussat downto haveatraditional meal sitting on thefloor. Food was served on banana

leaves. It wasasumptuous mea with morethan 50 itemsof food.
Onmy fourteenth birthday

My fourteenth birthday fell on 1st August 2010. It wasaspecia birthday because | had passed

SSC examswith afirst classand had joined acollege.
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My parentsthought of celebrating itinaspecid manner. They invited my grandparentsto come
and blessme. They obliged by arriving by daybreak.

| touched my grandparents feet and got their blessings.

Inthe evening therewasanice party. | invited my childhood friends. | cut the cake and my

friendsand my family memberssaid, 'Happy birthday ......"

Everyonegreeted meand | thanked them.
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Letter - Writing

Exercises

You are Dr. Halder Principal of the Dadar School for the Blind. Writeareply to Dr. Mehta

Your letter should contain thefollowing matter.

Children can be admitted from Class| level, and stay till they flnish Class X-they areencouraged
to play gamesand take part in extra-curricular activities-they aretaught Braille-books suitablefor the
visually handicapped are provided in thelibrary, and they are encouraged to read - thereisaDoctor
availableif required - thestaff inthe school iskind and sympathetic - theyounger childreninthe hostel
areunder the care of ahigWy qualified and experienced matron.

The school would be very happy to admit Ved Mehta, and will do their best to provide himwith
agood all round education.

From

Dr.R.M.Hader

Principa

Dadar School for theBlind
Mumba

To

Dr. Mehta

45, Camal Road
Kand

Sr,
Sub: Admission of children- Reg
Ref : Your Lr. Dt. Nil.
Thisisinreply toyour letter seeking admission of your son.
We can admit childrenin Class| : They can continueupto class X.

We encourate every student to take part in gamesand extra-curricular activities. Our teachers

teach them Braillemethod of reading and writing.
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Our library providesthe studentsbooksthey need. Our teachersarenot only qualified to teach
theblind childrent but also kind and sympathetic.

We have employed some matronsto take care of theyoung children. We also have adoctor to
attendto childrenwhofdl ill.

Wewill be happy to give admission to your son Ved Mehtaand we'll do our best to givehim
good education.
Welook forward to your response.
Yoursfathfully,
Dr.Halder

LET'S WRITE

You havejust read about Gerrard and the Intruder. It isobviousthat the Intruder iswithout gjob
and ameansof earning hislivelihood. Suppose hewereto start looking for ajob, how do you think he
would begin? He would first have to draft an application for ajob. Let us now find out how job
applicationsarewritten.

L ook at thefollowing advertisement which appeared in Timesof India, 10m Jan’ 04. Wanted - A
responsi ble Secretary with pleasing mannersfor Good Hope Escorts L td. Knowledge of computers
and fluency in English essential. Apply within 10 days with biodata to P.D. Box 148,
New Delhi-110019.

Theaboveadvertisement tellsusthefollowing:

- Post of secretary vacant in Escort L td.

What thejob requirementsare

C.V./Bio-datarequired

Whereto apply

Writejob application
L et uslook onceagain at the adverti sement.
Thisadvertisement clearly tellsusthefollowing
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Wanted -
Company name -

Job requirement -

Whereto apply -
Trrnelimit -

Document to be attached -

aSecretary

Good Hope Ltd.

1. Knowledge of computer and fluency in English
2. Pleasing manners

P.O. Box No. - 148, New Delhi -19

Within 10 days

Bio-Data

Sometimes advertisementsal so contain aformat (prescribed proforma) which hasto beused for

applying for ajob. Inthat case, sending an applicationfor ajobisrather easy asal you needto doisfill

up the format and mail it to the concerned person or address as the case may be. Hereisasample

formet.

Post applied for

FORMAT

1. Name

(fir)

2. Age

(midde) (est)

DD

3. Address

MM YY

Contact No.:

e-mail :

4. Educaiond Qudifications

(starting from degree Qnward)

Exam Passed Year

Univ/Board Subjects | Marks (%)
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5. Professona Qudifications

Exam Passed Year | Univ/Board Subjects | Marks (%)

6. PreviousExperience
Haveyou distinguished yourself inany co-curricular activities?If so, givedetails

Curricular/co-curricular Details

Pace
Dae (Sgnature)

Sometimesaformat isnot provided and you want to apply for ajob which hasbeen advertised. You
wish to apply for the post of secretary, in Good Hope mentioned earlier. How would you write the
letter?Hereisasample.

17, AjmeraRoad, Cochin,

Keraa

170 July’ 98

Good Hope L td.,
PO. Box - 148,
NewDelhi-19.

Dear SirlMadam,

With referenceto your advertisement inthe Timesof 10" January’ 04 for the post of secretary, | would
liketo apply for the same.
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| have attached, asrequired, my complete bio data.

| shall beobligedif | am considered for the post.

Thank you.

Yourssincerely,

RosyP. V.

Hereisasample of a bio-data

Bio-Data
1. Name RosyP. V.
2. Address 17,AjmeraRoad
Kerda
3. Dataof Birth 03.02.1976
4. Maritd Status Sngle
5. Educationd Qudlification B.A.
6. Academic Record
Exam Passed Year Univ/Board SubjectsOffered Marks
School leaving 1991 KerdaHigh Eng, Maths, Science, 50%
Certificate School Board Eco
Sr. Schoal 1993 Board of Sr. Eng. Pol.Sc., Logic 67%
Certificate Sec. Edu.
Kerda
BA. 1996 Bombay English (Mgjor) 59%
Universty
7. Other Qudifications
Exam Passed Year Name of Institute
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Certificatein Typing 1994 Council for Technical Studies
Diplomain Computers 1996 Ingtitute of Computer Studies

8. Work Experience

(8) Nameof theorganization -Council for Language Studies
Post Held - Receptionist
Status - Part-time
Job Praofile- Attending to telephonecalls, guests/clients.
Pay - Rs. 6000/-

Duration - 6 months

(b) Nameof the organization - Continental Airways
Post held - Jr. Secretary
Status- Confirmed employee
Job Profile- Assistant to the Secretary, typing confidential letters, etc.
Pay - Rs. 6500/-
Duration - till date

Rosy P. V.
(Signature)
DISCUSS ON
Thebio-datayou havejust looked at containsthefollowing:

- name

- address

- dateof birth

- marita status

- educationd qudificaions

- professiond expertise

- work experience

o, your bio-datashould be self explanatory. By smply looking at your bio-datathe employers
should be convinced that you are theright candidate for the specificjob. It should beimpressive.
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Job Applications

Read thefollowingAd.

A leading export-import houseislooking for ayoung and dynamic person with apleasing per-
sonality to coordinate business at their new showroom opening shortly at centre point, Connaught
place, New Delhi. The seleeved candidtate would be expected to ofter customer support services,
conduct small scalebusiness. Knowledge of English and computersessential. Attractivesalary and
perks. Apply for theabovejob giving al the necessary detalls.

Answer

H.No. 3-4-56
Kanchanbagh
Hyderabad - 500 016
Dt. 10.12.2011

PO.Box 405
New Delhi - 110011
Dear SiryMadam,

Withreferenceto your Ad Dt.6.12.2011, | would liketo apply for the post of coordi-
nator of your new showroom opening shortly in New Delhi.

| have enclosed my bio-datayou mentioned in your ad.
| shall be obliged | am considered for the post.

Thank you
YoursSincerely,
SH.Ram.
BIO-DATA
1. Name : Surath Kashi Ram
2. Address : H.No. 3-4-56
Kanchanbagh
Hyderabad 500 016
3. Dateofbirth : 15.06.1984

>

Maritd Status  : Sngle
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5. Educationd
Qudifications : B.Sc.
6. Academic Record

Exam Passed Year Uni/Board Subject Marks
S.S.C.(X) 1999 | Telangana Eng.Td. 61%
Hin.M.
SC.SS.
Inter 2001 | Teangana M.P. 67%
B.Sc. 2004 | Osmania M.PC. 68%

7. Other Qudifications

Exam Year Ingtitute

Typing Certificate 2005 Telangana Board
Dipin

Computers 2006 TelanganaBoard

8. Work Experience
(& Nameof office  : XYZ ChitFunds

Post . Receptionist

Status . Part-time (10.00t0 12.00)
Pay . Rs.5000 per month
Duration : tenmonths

(b) Nameof office  : ABCTrave Bureau

Post : Junior Secretary/Receptionist
Status . Temporary
Job details . Assgting Secretary, Typing, Maintaining Dataon Computer
Pay . Rs. 6000 per month
Duration . Till dete
SK.Ram
Signature
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Letter Writing

1. Readthefollowingletter and writean appropriatereply.
Dear Rgjesh,
Hi! How areyou ?Wearedoing al right.
My birthday. fallsonthe25™ of next month. My parentsarearranging aparty. | invite
you to be heretwo daysbeforethat day. | will show you all the placesworth seeing here.
Do come.
Yourssincerdly,
XX X
To
XXX X X X X
XXX XX X X
Ans.
Dear Hari,
Your kind letter to hand. Thank you very much. | would loveto spend with you at
your birthday.
But we areto leavefor Guntur to attend my cousin'smarriage. | wish you ahappy
birthday. I'll sendyou my greeting by post.
Bye- bye.
Y ourslovingly,
X X X X
To
XXX X
XXX X
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XXX XXX X
XXX XXX X
My dear son,
| am sending Rs.200 by M.O. to pay theexamination fee.

I'dliketo write some suggestionsfor scoring good marksat theAnnua Exams.

1. Don'tlearnanswersby heart. Understand the concept and try to answer questions. If you have
any doubt, take your teacher'sguidance.
2. Practisewriting the answersand get them checked by your classmates. Discussing thingswith
themwill benefit you aswell asthem.
I amsureyouwill passtheexam with good marks.
Adieuwith good wishes.
Yoursaffectionately,
X X X
To
XXX X
XXX X
Ans.
My dear Daddy,

Namasthe, I'veread your kind letter. Thank you very much for giving metwoimpor-
tant piecesof advice. I'll definitely follow them and scoregood marks. Convey my namaskar to
mummy.

Themoney order hasnot yet reached me.

Withregards,
Y ourséaffectionatdly,
X X X X
To
XXX X
XXX X
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XXX X XXX
XXX XXX X
Dear Kamala,
Good morning. How areyou ? Weareall doingwell.

| have good news for you. We are coming to your place next 15, to visit all the
templesin your town. Can you request your father to get two roomsreserved for uson 151 and
16 of next month ?

Pleasereply.
Adieuwithgoodwishes

Your loving friend,

XX X
To
XXX X
XXX X
Ans. e
My dear Lakshmi,
Good morning. Wearefine. Thank you. I'm happy weare going to meet after along
time
I'vetold my father about your reply. Hereadily agreed and he hasreserved two rooms
at ApsaraHotel on 15th and 16 of next month. He haspaid theamount too. You cangothere
straight from the station and givemearing. We'll meet you.
Adieuwith good wishes,
Y our loving friend,
X X X X
To
XXX X
XXX X
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XXX X XXX
XXX XX XX
My dear daughter,
Hello! How areyou Radha? Weareall doing well.

What isyour hoste lifelike ? Areyou comfortable? Let meknow your daily routine.
Who helpsyou with your lessonsat the hostel ?

| expect an early reply fromyou,
With good wishesfrom meand mummy.
Yoursaffectionately,
X X X
To
XXX X
XX X X
Ans. e e
My dear dad,
Thank you for your kind letter. I'm happy you and mummy arewell.
My day beginsat 5am. whenthey ring thewake-up bell. Wesit up for studying, upto
7.00. We have our bath etc., and attend a mass prayer at 8.00. We have our breakfast and
leavefor our school.
Our lunchisserved at the school at 1.00 p.m.
When we reach the hostel by 4.30 we have some snacksandtea. Thenwefresh up
and sit up for doing homework. Six teachershelp uswith our homework.
We break for dinner at 8.00 and again sit up to complete our homework or study
earlierlessons.
Wewatch the 9.0'clock EnglishnewsontheT.V.
We get good food and we have no complaintsto make. We have agood warden.
You may visit our hostel when you come hereand seefor yourself.
My namaskarsto you and mummy.
Y our loving daughter,
XX X X
To
XXX X
XXX X

162



XXXXXXX
XX XXX XX
Dear Ali,

Hi, how areyou ? Wearefinehere. Last week we celebrated the Children'sDay at
our school. We had different programmesfor two days.

Couldyoutell mehow your school celebrated Jawaharlal Nehru'sbirthday ?

Awaitingyour reply,
Your Sincerdly,
X X X
To
XX X X
XX X X
Ans e
My dear Amer,

Received your |etter and thank you very much.

We celebrated the Children'sDay on agrand scale. Weinvited thetwo other schools
inour towntotake part in different competitions. Studentsof our school won more prizesthan
those of either school. | wonthefirst prizein Essay Writing competition. | wroteonthetopic:
Nehru'sVisionfor our country. Each school staged one play on the 14th November. Everyone
enjoyed watching thoseplays.

TheD.E.O. who attended thelast part of the cel ebration prai sed the students of the
three school and wished them successintheir lives.

Adieuwith good wishes,
Y ourssincerely,
X X X X
To
XXX X
XXX X
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Editing

Edit thefollowing passages by correcting wherever necessary

1. areyougoing far asked thedoctor i'm going al theway to Detroit said thewan arather thinwan
with small black eyesfilled withtearsfrom thewind.

Ans. "Areyougoingfar?' askedthedoctor.

"I'mgoingall theway to Detroit”, saidtheman, arather thinmanwith small black eyesfilledwith
tearsfrom thewind.

2. My father giving mesomemoney yesterday. Headwaysgave mesomemoney whenever heisin
ahappy mood; but thetroubleare, hishappy mood doesnot last very long. | iswaiting for his
next happy mood how.

Ans. My father gave me somemoney yesterday. Heaways givesme somemoney whenever heisin
ahappy mood; but thetroubleishishappy mood doesnot last very long. | am waiting for his
next happy mood now.

MakingA Summary

Earlier you havelearnt how to make notesafter reading apassage. Inthissectionyoulearn how
to usethosenotestowriteashort passage, or summary, of theoriginal long passage.

Making a Summary

You havelearnt to makenotesin earlier lessons. Inthislesson, we' |l discusshow you can de-
velop notesinto asummary for brief reportsand presentations.

What isasummary?

Summary isthe shortened form of atext. It requires salectionsof what isimportant and rgections
of what isnot. For making asummary it isessentia to make notes. You can make noteson paper or in
your mind. Thus, note-making isthefirst stage of making asummary. But once the summary ismade,
notes are irrelevant. They could be put aside or discarded as rough work for your summary. In a
summary, theimportant pointsare presented in alogica order intheform of aparagraph or paragraphs.
Thefactsare stated in astraight-forward, direct style— without any ornamentation or examples.
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L et usnow read the passage given below:

Peopleinthe present day civilization have become highly materialistic. Money istheonly god
they know. Consequently, dl their efforts, and most of their working hours, gointo earning money and
till moremoney. Thelifeof arich businessman, specidly inthedevel oped countriesisextremely busy.
Thousands haveto be converted into lakhs and lakhsinto crores. Thereisno end and no respitefor
him. Alongwith money comethe demandsof their socid life. To keep abreast of thetimes, they haveto
throw and attend big parties, meeting powerful and influentia peopleto servethelr businessends.

Oneunfortunateresult of their excessively busy andfast lifeisthetotal neglect of their children.
Therich can providetheir childrenwith al that money can buy: rich food; expensive clothes, carsand
every other imaginable comfort and luxury. But they s mply cannot give them what they need most -
parentd careand affection onapersond level for whichthereisno substituteinthewholeworld. These
children who are brought up almost entrrely by hired attendants devel op atwisted persondlity. Their
rich, busy and well-bred parents are one day shocked to find that their children have developed some
of thetraitsof their own attendantswhich are, to say theleast, considerably lessthan well-bred.

If you haven't understood the passage, read it again once or twice and then note down important
points.

=

peoplehighly materidisticin present day civilization.
2. dltimeand effortsgointo earning money.
3. businessmen, esp. busy. (i) norest - respite
4. demandsof socid life
(i) giving and attending parties (i) meeting influentia people.

5. Realts

(1) neglect of their children

(if) luxuriesprovided but parental love& carenot given
(iii) childrenbrought up by hired attendants
(iv) developingtheir traits (attendants)

(v) develop atwisted persondlity.

We can, now, devel op these pointsinto asummary.
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Exercise

Read thefollowing passage. |dentify themainideaand makeasummary. Giveit asuitabletitle
ado.

Therearesevera distinct dimensionsinwhich our youthmust equipitsalf. Thefirstisthephysi-
cal. Building agreat democracy and definding it from aggressorsrequiresayoung geueration that is
physicaly strong, with musclesof iron and nervesof sted and for thisit must equip itsalf by undertaking
physical training and devel oping physical fitnessto the maximum extent possible. Thesecond dimen-
sonistheintdlectua. Weliveinahighly competitive age of scienceand technology and can nolonger
afford the luxury of mediocrity if we areto forge ahead. Therefore every young man and woman
studying in schools, collegesand universitiesmust aim at academic ability of the highest order.

Thethird isthe dimension of patriotism. | am concerned here not so much with the routine
meaning of thisterm aswith that deeper periotism which transcends all pettinessand createsin our
youth adeep urgefor national unity and progress.

Answer
Important Pointsin the Passage
1. Ouryouthmust equipitself onthree dimensionsin order to make our country progress.
Physicd, intellectua and patriot.
2. They must bephysicdly first through physicd training.
3. They must work hard whereever they areto achieve academic excellence.

4. They must developthespirit of partiotism to seethat the nation progresseswhile maintaing unity.

TheSummary

Our youth must equip itsalf on three dimensionsin order to make our country progress. Firstly
they must keep themsalvesphysicaly fit through physical training. They must work hard at dl levelsof
their education and achieve academic excellence. They must developthe spirit of patriotismto seethat
our nation progresseswhilemaintaining unity.
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The Reception Desk and You

Every company has some peopletowork.

Thereceptionistisanimportant personin that team of workers. Heor sheworksinthe FRONT
OFFICE. Hemaintainsadirect or personal contact with the guestsand visitorsto the company.

Most organizations are run by a group of individuals or by ateam, and the receptionistisa
member of that team. Thereceptionist worksinwhat iscaled the* Front Office . The Front Office staff
haveadirect and personal contact with al guestsand visitors. Thismakesthe reception desk thefocal
point of any organi zation.

FRONT OFFICEDUTIES
Usually, thedutiesof areceptionist areto:
o Wecometheguestsvisitorsand offer themhelp
o Answer tdephonecdlseffectively
« Attendtoroutineenquiries
« Takedownmessagesleft by visitorsand callersand passthem onto theright person assoon as
possble
« Notedown messages, makebookings, reservations, cancellationsand plan schedules

« Helptheguestsvisitorswith any queriesor problemsthat may arise.

Though | receptionistshave much in common, their specific dutiesmay vary from organization
toorganization. Itisquitelikey that inabig hotel areceptionist hasonly to recelve guests, whereasin
asmdl hotd sheattendsto enquiries, reservationsand book-keeping aswel. Sometimesthereceptionist
doesthework of atelephone operator ..

A receptionistisbriefed about her dutiesat thetime of appointment. But thereare certain other
bitsof information that shewill havetolearn onthejob. A good knowledge of the structure of thehotel/
office, the main departments of the employees, and office procedures are among the other thingsa
receptionist must know.
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KEEP HANDY
Todo her job efficiently, areceptionist should keep thefollowing itemson her desk:
« Ateephonedirectory
« Aninternd telephonedirectory
« Anindex book of tel ephone numbersfrequently used
o Namesand addressesof hotel snearby
« Information about placesof tourist interest and local sightseeing tours
o Aralwaytimetable
o Flight schedules
« Formsand brochureslikereservation voucher, ‘C' formetc.
Anofficereceptionist will also need:
A register of callers
Anappointment diary (alist of whoiscorning to seewhom and when) A list of staff onleaveltour
YOU SHOULD REMEMBER

Courtesy and good mannersarethe two prime requirements of areceptionist’sjob. Theguests
andthevisitorsshould betreated courteousy even whenthey areimpalite. This, plusafriendly tone of
voice, becomesall the moreimportant in case of unavoidable delays. A certain amount of tact and
diplomacy isalso needed in dealing with complaints or awkward situationsand in handling difficult
guests.

A receptionist represents her organi zation; sheisthe contact point between her organization and
theoutsdeworld. Therefore, she should beformal, pleasant and efficient She hasto maintaintheright
tonethrough her voice, gesturesand language.

Overall Questions

Study thefollowing dial oguesto decide whether each dialogueis (i) atelephone conversation or
face-to-faceinteraction; and whether (ii) thetoneispoliteor rude.

EXAMPLEA.
A1) Receptionist (R) . Hindustan Petroleum, Can| helpyou?

Man(M) :  ThisisRanjit Malik. Can| speak to Vikram Yadav, please?
A i) Receptionigt (R) : Holdtheline, please.
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EXAMPLEB.
Bi) Receptionist(R)

EXAMPLEC

Ci) Operator
Woman
Operator

Woman
Woman

Cii) Operator
Woman
Operator

Woman

Holdtheline, please.
(off-hand): Yes.

Good morning, my nameisVinod. | am hereto seeMr. Vlkram
Yadav.

Who?

Mr.Yadav.

Oh, he'sbusy | think,

Couldyoulet himknow I’'m here, please? Okay.

Telco

ThisisPillai for Maruti Udyog. I’ d liketo speak to Mr. Antony.
Sorry, whoiscalling?

My nameisDeepaPilla. P1.L.L.A.I.

Holdtheline, MsPillai, I’ll try to put you throughto Mr. Antony ...
(apause) .... I'mafraid hisline'sengaged.

Oh, I'll call again.

Do you have hisextension number?
It's250

Thank you very much. Good bye.

You may havenoticed that thereisadifferencein theway the receptionist and thevisitor speak
whenthey arenot faceto face. You should a so have observed that the receptionist was not very polite

inoneof theexamples.

Check Your Answers

A. ) Telephoneconversation

iy Polite

B. ) Face to Face

i) Rude

C. Telephone conversation

i) Polite
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Managing the Telephone

Today the telephone — landline or acell phone — isthe most important and frequently used
instrument inany office. Thereforethe personwhoisat thetelephoneneedscertain skills.

He or she should be ableto speak well and clearly. Heor she should bepoliteaso. Sheor he
should bebrief and courteous.

Heor sheshould also beagood listener. 1t will help himor her to take necessary action.

Thetelephoneisthe most frequently used means of communication today. And, managing the
telephonerequiresskill, tact and training.

You haveto beagood speaker and need to speak clearly and distinctly inapolite courteoustone. You
must be brief and to the point without sounding abrupt or rude.

You need to beagood listener too. So hold the earphone closeto your ear and listen carefully. You will
berequired to take definite decisions or actionsaccording to what you hear. And your decision hasto

be made quickly to savetime and money.

CALLING OUT TELEPHONE NUMBERS

A receptionist often doesthework of atelephone operator — recelvingincoming cals, transferring
out-going calls, hel ping peopleto get intouch. And, indl this, telephone numbersplay avery important
part.

You very often have to mention your tel egphone number and the name of the organisationinthe
beginning of acall; ask for thecaler’s nameto verify identity or passonanumber to someoneinthe
officeasrequested. Soitisnecessary for you to repeat tel egphone numbersand communicatethemina
well defined manner.

Thefollowing generd rulesshould befollowed:
1. Figure‘Q should bepronounced as‘zero’ or “oh”.

2. Numbersshould be grouped intwo digits, giving adight pause between each pair. S0 432is,
four/pause/threetwo.

3. Withinthepairsrefer tonumbersin digits. Eg: 32is; threetwo not thirty two 5642 isfive six/
pause/four two.
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When the same number/figure occursin apair between two pauses, use‘ doubl€e . Eg: 14456is
one/pause/doublefour/fivesix.

But when apausefallsbetween repeated digits- i.e. each number formsapart of another group
- pronounce each number separately. Eg. 500222 isfive/zero/zero/two doubletwo.

When you giveor ask for atelephone number, alwaysrepeat it to confirmif you havetheright
number. Ask for confirmationif thecaller doesnot giveit.

Example

A

Chris: I'll giveyou my number. It's6416673.
Mary: Sorry, did you say 6416673?

Chris: Yes, that'sright.

Mary : Thanks.

Paul: Could you call meon 3017575957

Ravi: Justaminute, I'll repeat it ... 301 757595.

Paul: Right, Bye.

INTEXT QUESTIONS

Repetition Practice:

Repeat these numbersaoud. Work in pairs, whenever possible.

1

4.

707 - seven zero seven
963354 - nine six doublethreefivefour 63220 - six threetwo two zero
80543 - eight zero fivefour three.

0046887 - zero zero four six eight eight seven.

Now write how you will say these numbers. Indicatethe pausewith'l'.
388211.182,320420,344010

Select 7 digit phone numbersof different areas. Group them correctly and say them aoud to your
partner.

Turn to any pagein the telephone directory and ask your partner to find at least 5 telephone
numbers. Give her the name of the person or place and their address. Then switchrolesand let
her ask you. Seewhoisfaster and better at saying the numbersclearly.
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5. Goaroundyour ingtitute or office and find out the name of the section-in-charge, managers, €tc.
Makealist of their namesin alphabetical order. Also writetheir designations and extension

numbers.

IN-COMING CALLS PRACTICE

Receptionistshaveto attend to anumber of callsevery day. Eachinvolves somegiving and
taking of information which hasto be noted down, conveyed and acted upon. In this section you will
read three pieces of conversation. Study each carefully and notethe expressions, vocabulary and turns

(exchanges).
CONVERSATION A

Air IndiaAssstant
Keshav Kds

Al assistant

Keshav Kals

Al Assgtant
KeshavKals
Al Assgtant
Keshav Kals
Al assgtant

Keshav Kds

Al Assigtant

CONVERSATIONB
Receptionist
Richard
Receptionist

. AirIndia. Reservations. KrishnaRoy speaking. Can| helpyou?

. Héllo. | haveaticket for aflight to Tokyo and | need to changeit.

My name'sKeshav Kals. That'sK-A-L-S-I.

. Al-306. Okay. And the date?
: Wadl, | haveabooking for August sixth, but | really wanttobein

Tokyo onAugust sixth, so | want to fly the day before.

. Sorry. Could you repeat the dates, please?

.l want to changemy flight from August sxthto August fifth.

. 1 see. Okay, Can | haveyour name again, please?

. Yes itsKeshav Kas.

. Couldyou spell that, please, and givemeyour PNR number.

. K-E-S-H-A-Y. Keshav-that’smy first name. And, K-A-L-S-I-

Kalsi- that’smy surname. My PNR number T -748.

. That'sfine, MrKas. Hold on, please. I’ [| check theavailability of a

seat for August 5th.

: Good morning. SimlaStudios. Can| helpyou?
. Hil'I'dliketo speak to JayaChawla. Issheintoday?

. No.I’msorry she'snot heretoday.
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Richard . Oh, dear. ThisisRichard Jones. | need to speak to her. It surgent.

Receptionist : Wouldyou like her home number, Mr. Jones?

Richard . No, it'sokay, thank you. Could youtell her | called and ask her to
ring metomorrow morning? The number is09156877.

Receptionist : 09156877.

Richard . Right! I'll beavailableat thisnumber till half past eleven.

Receptionist . Yes, of course, Mr. Jones. I'll give her the message.

CONVERSATIONC

Operator : Good morning, EscortsLtd. Can. | helpyou?

Cdler . Please connect meto Mr. Gunashekhar, the Sales manager.

Operator : Whoshdl | sayiscdling?

Cdler . GeorgeMatthews, Theproprietor of Roya Stores.

Operator . Pleaseholdtheling, I’ll check if Mr. Gunashekar isin.
(Connectsto Extension No response.)

. I’'msorry Mr. Mathews, Mr. Gunashekar isn’tin at the moment.
Shall | takedown amessagefor him?

Cdler . Pleasedo. It’ surgent.
(Operator beginsto write on aTelephone Memo.)

To TelephoneMemo

Mgr. Sales . Time: 10.30A.M. Date 12.9.98
From, Mathews, Roya Stores Phone 2728296

URGENT

Inquiry- goods dispatch on 10.9, not received. Worried-paid for goods.
Taken by
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Operator

Cdler

Operator

Cdler

Operator

Operator

Gunashekar

Operator

Matthews
Operator
(toM)

(toG)

Yes?

You see, Mr. Gunashekar had informed methat ten crates of Rgjdoot spare
Parts had been dispatched from your factory for my store on 10" morning.
Well, they should have been here by the afternoon. But I’ m sorry to say that
itisthe 12" today and they haven't asyet arrived. It’ sanimportant matter.
The payment had been madein cash when the order wasbooked. This delay

ismaking mevery nervous. | don't.

I"ll passthe message on to him themoment he'sin. Could | haveyour number

please?
Yesof course. It's2728296. Thank you.
My pleasure.

(Atevery tenminute- interval the operator triesto contact Mr. Gunashekar.
After haf anhour.)

Thisisfromthe Switch Board Sir. Therewasacall for youfrom Mr. Mathew
of Royd Storesat half past ten. Hesaid it wasurgent, Sir. Thegoodsdispatched
on 10" have not been received asyet. Heisworried since the payment has
already been made. That'sdll, Sir.

Thanks, Meena. Could you connect meto Royal Stores, please?

Please hold on for amoment, sir. I’ l| get Mr. Mathew on thelinefor you.
(dials)2 72 82 96.

Yes.
Mr. Gunashekar ison theline and wishesto speak to you.
Pleasehold on.

Mr. Gunashekar, please speak on. Mr. Mathew isontheline.

175



Overall Questions

1. Study thethreeconversationscarefully and answer thefollowing questionsbriefly:

A. Where does each conversation take place? What work does the receptionist do in each
place?

B. Isthereany smilarity inthe opening linesof each conversation?If so, what isit?
C. Why doesKeshav Kals ring uptheAl Assistant?

D. Why doesRichard call?

E. Who doesMatthew want to speak to? Why?

F. What isthe Receptionist’srolein each case?

2. Theexpressonsusedinthisconversation are not appropriate onthe phone. Changethem.

Receptionist : Areyou Rakesh Pandey?
Rakesh : Yes lam.

Receptionist . HereisVarshaAptefromBag.
Rakesh : What do youwant?

3. Collect some hotel and holiday brochures. Usethem to write aconversation between atourist
and atravel assistant or hotel receptionist.

Check your Answers

Intext Questions
388211 - three eight/pause/eight two/ pause/ doubleone.
182 - one/pause/eight two.
320420 - three two/pause/oh four/pause/two oh. or threetwo/zero four/two zero
344010 - threefour/pause/four ohl one oh.
Or.

three doublefour/pause/zero onezero
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1

OVERALL QUESTIONS

2.

3.

(A) Pace Work of Receptionist Conversation
AirIndiaOffice Booking/cancell ation counter A
SmlaStudio Reception Desk B

EscortsLtd. Office Telephone Operator cum
receptionist C
(B) Yes. Eachreceptionist greetsthe caller and identifiesthe office/place of work.
(C) Topreparehisflight to Tokyo.
(D) Totalk to JayaChawlaon business matters.

(E) Mathew wantsto speak to Mr. Gunashekhar, the SalesManager. Goods paid for have not
reached.

(F) Help each caller to get his/her job done. Connect the rel evant people together so that the
work at hand can bedonewell.

Receptionist :  Isthat Rakesh Pandey?

Rakesh o Yesitis

Receptionist . ThisisVarshaAptefromBag.

Rakesh : What canl dofor you, Ms. Apte?
Or

How can| helpyou?

Youmust touch on codt, trave facilities, ght-seeing programme, food and boarding arrangements.
Beprofessiona inyour approach.
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Analysing Turnsin Telephoning

Your study of thefirst two unitsemphas zes politenessand efficiency on the phone. Which of the

optionswill you choose?
Wouldyoulike  ?ORDoyouwant. ?

Couldyoutdl him| cadled?OR Tell him| caled?

3.1DIALOGUEANALYSS:
You areawarethat atel ephone conversation goesthrough certain well-marked stages.
Onreceivingacall, areceptionist goes throughthefollowing steps:

1. Greetsandgivesidentity

2. Offershelp

3. Obtainscaler'sname
4. Acknowledgesthecdl
5

. (8 Givesmessageand asksif willingtoreceive
(b) Connectstheparties
(c) Apologizestothecaler
(d) Takesdownamessage.

Some phrases and expressions that are used to perform the following tasks/steps are listed
below:

1. Greetsand givesidentity » Good morning, NIOS.
National Bank, good morming.
7018] 3.1, CIEFL Reception, please.
Universa Engineers, MissRosy.
Theoperator speaking.

(Youwill noticethat ‘ Hello’ isnot used. It gives no exact information and it wastestime and
money.)
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2. Offershelp

* Canl helpyou?

May | helpyou?
What can | dofor you?
Whoshall | call ontheline?

Isthereany particular person you want to speak to?

Thestar indicatesthat it istheleast used expression.

Thisisanimportant step becauseit givesahelpful, friendly touch andit also savestime.

3. Obtainscaller sname

* Pleasemay | knowwhoiscaling?

(If not already provided) May | haveyour name, please?
May | ask whoiscalling?
Whoshdl | sayiscdling, sir?

Fromwhereareyou speaking, Sir?

Thisisimportant depending on the situation. In abusiness concern, aparticular person, say a

SalesManager may not wish to meet abuyer whose goods he could not deliver. Hewill bevery

angry withyouif you sendthecall inand put himinto an embarrassng Stuation. Soitisnecessary
to obtainthe caller’snameand giveit to the person called before saying he’ sin and can accept

thecall.
4. Acknowledges the call

If the concerned party isin

5. Gives message and
asksif willingtoreceive

* Holdtheline, please.

Pleaseholdontheline. I'll find out if

Would you hold thelineamoment Sir/ Madam?

I’1l put you through inaminute.
Thank you. I'll ring Mr. - for you.
May | tell Mr. - whoiscalling?

Mr. - from - wantsto speak to you, sir. Shall | send the
cdlin?
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Mr. -isontheline. Shall | handinthecall?

Thereisalocal call from -, sir/madam.

Canyoutakeit now?

Thereisan STD/long distance/out-gation cal from (place),
(nameof person) for you. Shall | connect it right now?

Shall I handinMr. - ‘scall just now?

5 (b) Connect the parties * Mr./Ms.-isontheline. Please speak on, Mr. (caller).
Your party isontheline. Speak on please.
Mr./Ms. - isherefor you.
The(Manager) isonthelinefor you.

If the concerned party cannot takethecall:

5 (c) Apologizesto the caller: * Sorry, Mr./Ms. -isnotin.

Sorry, Mr./Ms. - isat ameeting until 3p.m.

Mr./Ms.- isout of the officeat the moment
5 (d) Takes down a message - Mr./Ms. -isout of town.
Mr./Ms. - isbusy on another line.
There snoreply fromhisroomsir.
There sno responseright now.
That station does not answe.
*  Will youleaveamessage behind?
May | take amessage please?

Wouldyou liketotalk to someoneeseinthe
Department?
Would you careto leave amessage?

If you caretoleaveamessagel’ |l seethat
Mr./M:s.- receivesit.

Couldyouleaveyour number with me.
I’ll ring bak when Mr.IMs. - returns.

Shall I tell Mr / Ms- to ring back when she/hereturns?
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For taking down messagesefficiently most largeflrmsand offl ceshave printed TelephoneMemos.
Evenif they are not available, remember to take down the following detail s and send the message
without delay.

To: Time:

From: Dt.:

URGENT/NOT URGENT
IMPORTANT DETAILSIN POINT FORM.
COMPLETE SENTENCESNOT NEEDED.
COMMON SHORT FORM ALLOWED.

Takenby:

Overall Questions

These tasks should be done in groups of three. Work with your friends. In each group try to
choose one person who can speak English better than you to play the role of ateacher. Practice
speaking out the dialoguesin each case.

(& Mr. David Horsburgh who has an appointment with Mr. Mehta, the Advertising Agent,
PratibhaArtsat 3.30 p.m., rings up to cancel the appointment. Mr. Mehtaisnot at hisdesk.
You arethe Receptionist at PratibhaArts.

(b) Thereceptionistin Hindustan Tinles, Delhi Officereceivesacall from oneof itsreportersin
Hyderabad for the Sub-Editor. It isan urgent call and must be connected immediately.

(c) Anoperator in UshaFansreceivesacdl from acustomer who hasbought twofans. They are
defective and shewantsto get them changed. She wantsto know the procedure. Give her

someinformation and connect her to the concerned person.

[1.  Usingthe Telephone Memo format giveninthe Unit, write out the MESSAGE, that you asthe
Operator/Receptionist will notedown.

Useshort formsand cover important detai [salone. Also decidewhether writingaMESSAGE is
necessary at al.
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Check your Answers

Some examples of possible conversatlon are given below. Yoursneed not beidentical.

[.A. Recep. . Good morning, PratibhaArts.
David . Goodmorning, | an David Horsburgh. | have an gppointment with Mr. Mehta
for half past threethis afternoon.
Recep. . Sorry, isit Mr. Ashok Mehtaor ...
David . It'sMr. Mehta, theAdvertisingAgent, Well, I’dliketo

cancel the appointment because................

Recep. . I’ll check whether Mr. Mehtaisin

David . That'svery kind of you.

Recep. . Sorry, heisn’tinat themoment. Would you liketo leave amessage?
B. Recep. : Hindustan Times, good morning.

Agsha . Hello, I’'mAshaRao, Reporter for HT, Hyderabad. Could

you put meacrossto Nikhil, please. It'surgent.

Recep. . Pleasehold on. (To Nikhil) Sir, there¢ saMs. AshaRao
for the Hyderabad office wanting to speak to you. She
saysitsurgent.

Nikhil : Thanks, Tilima. I'll takeit right away.

Recep. : Thank you, sir. (ToAsha) Please, speak on.

C. Operator . Good afternoon. UshaFans. Can | helpyou?
Mrs. Arora . Look, I'mreally angry. Just yesterday | bought two Usha

Delux Fansfrom Karol Bagh and today both are out of

Operator . I’'msorry to hear this, ma am. But thisisthe Regiona Officeand wedon't
deal withcomplaintshere.

Mrs. Arora : Look, thisisabit too much. | tried thetwo numberslisted on the cash memo
but they seem to be out of order.
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Operator : Ma am, | would be happy to note down the detail sand fax themto our sales
unit. They will getintouchwithyouimmediately.

Mrs. Arora . Thank you very much. That’svery kind of you. Well, my nameis......
A To: Mr.R.D. Mehta, Adv. Agt. Time: 10.30am.
From: Mr. David Horsburgh Dt.: 28.7.1998
URGENT

* Appt. at 3.30 p.m. - cancelled
* Pl call back
Takenby:LS
B. MESSAGE - not necessary if Nikhil isinoffice.

C. To: Ms. V. Varma, ASU. Time: 2.30p.m.
From: Reception, R.O. Date: 28.7.1998
URGENT
Contact:

Mrs. Arora- Ph. 2657291
2618252
* New Delux Fans (2) out of order
* No response from Pradeep Traders, Karol Bagh
* Treat asurgent - customer very angry

Takenby : LS
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Controlling Srategies And Out - Going
Calls

Asareceptionist one must be ableto communicate effectively. Heor shemust also beableto
take or giveamessageto the person concerned. Thischapter tellsyou about save of those strategies
for effectivecommunication.

Keeping control over conversation isan important skill. Thisisrequired to ensure effective
communication and messagetaking and giving. You willleam some such strategiesin thislesson.

CONTROLLING STRATEGIES

Often calerstendto chat, tak irrdevantly and keep the telephonelinesneedlessdy engaged. It s,
therefore, very important that you keep control of the conversation. It isimportant to know what you
want and how to say it briefly and directly without giving offence. Therearedifficult Stuationsthat you
may face. Some of the common problemsarelisted below. You also havetips on how to deal with
them.

A. Problem -1 M essage Not Clear

Often there aredisturbing soundsand noisesin the background that do not alow youto hear the
message. Sometimes people givelong or difficult answers, so you havethe check whether yo have
really un erstood theimportant details.

Example-|
Mariam : Wadll, when do people start work in Japan?
Nakatane : Most Japanese companies are open from nineto five. Some open
earlier and some open later, but they don't usudly closelater thensix.
Mariam . Sothenorma hoursof businessareninetofive?
Nakatane . Yes that'sright.
Mariam | see thanks.
Example-l|
Receptionist :  Hard Rock Cafe. May | helpyou?
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Cal
Receptionist Carl
Receptionist

Cal
Receptionist Carl
Receptionist

Cal
Receptionist

Yes, can| makeareservation for two for Saturday, the 16th, please?
Certainly, for what time?

W, fiveor hdf past fiveisdill early. Sx might bedl right. Shdl | put
it downassix then?And could | have your name and telephone
number?

Sure. My nameis Carl Maro and thetel ephone number is590-3442.
Sorry, | didn’t catch that. It's590-3442.

OK, Mr. Maro, atablefor two at 6 on Saturday, the 16" will be
reserved for you.

Thank you. Goodbye.
Goodbye.

Youwill noticethat in asituation where the messageisnot clearly stated or heard, you haveto

ask again; and repeat the message or use waysto indicate that you have the right message. Correct

them and givetherightinformation again, if necessary.

B. Problem -2, Multiple Enquiries

Receptionistsat reservation and cancellation counters, newspaper offices, hospitals, etc. often

need exact detailson several heads. Noting down while attending to other tasks (for e.g., collecting

gate-passes, handing over brochures etc.) isdifficult. Often callers are not aware of the problems

involved. For example, one may speak too quickly or too softly.

To keep control of the conversation, you may haveto do thefollowing:

Ask the other personto slow down.

- Couldyou speak alittlemore dowly, please?

Ask the other personto repeat key facts.

- Could you repeat the dates, please?

- Canl haveyounameagain, please?

Ask for informationintheorder you needit.

- Canl haveyour flight number firs, please?
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Ask the other person to spell his/her name or place namesin addresses.
- Couldyou spell that, please?

Makeacheck -listof pointsyou want to ask beforeyou makeyour call.

Intext Questions

I. Study thefollowing dialoguesand indicate the controlling strategiesused in them. Please Note:
Morethan one strategy may be used in each.

A. Maiam . What'stheaverage cost of ahotel in Tokyo?
Nakatane : I’'mnotsure, asl don'tlivein Tokyo. | suppose about 15,000 to 30,000
(yens), but | never stay inhotelsso | can’t be sureabout it.
Mariam . Sothat’s 15,000 yensfor agood hotel ?
Nakatane : No, that’snot quiteright. For agood hotel you pay about 30,000 yens.
Mariam .| see. Thanks.
B. Journdist . | see. What about sales outside Europe?
Indugtridist : Twenty million. OK.
Journdist . I'vegot onefind question. Isit truethat M .P. Hussain designed your
wrappers?
Indudtridist :  Absolutdy. Itwasinthelate 70's (Seventies).

I1. Writethedidogueyouwill havewiththecaler in each of thefollowing Situation:

A client callsyour office and asksto speak to acolleaguewho isn’tin the office.

OUT-GOING CALLS

Dialogue Practice

1st Operator . Switch board, can| helpyou?
Manager - Good morning, Degpak Sharmahere. Could | havean out-sdeline, please?
1st Operator . Sure. What'sthe number, sir? (notesthe number in apad) Pleasehold on,

ar.I’ll find out if Mr. Yadav isavailable.( dials) 507822. (engaged tone)
Sorry sirthe Cooper lineisengaged I' |l call you back later when Mr.Yadav
isontheline.
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Manager

1st Operator
2 Operator
1st Operator
3 Operator
1st Operator

3 Operator

Yadav
39 Operator

Manager

: That suitsme. I’'minmy officefor the next half an hour (ringsoff).

. 1sit 5078227

: Wrong number. Thisis50 87 22.

: Ohsorry (dial Again) Isthis5078 22, CoopersLtd. ?

. Yes may | hdpyou?

. Mr. Deepak Sharmafrom Escort Ltd. wishesto speak to Mr. Vikrarn

Yadav, Assistant Manager, Production.

. Pleaseholdon. I'll check if he'sin (through Extn.) Mr. Degpak Sharma

from Escortswishesto speak toyou, sir. Shall | sendthecall in.

. Yes, puthimon.
. Pleaseholdtheline. ThecaD. will bethrough inamoment. (to Deepak:)

Mr. Yadav isontheline.

. Mr. Sharma, Mr. Yadav from Coopersison thelinefor you. Please speak:

toyour party.

(Through Extn,) (Connectsthetwo).

Deepa
Director

Deepa
Director

Deepa

Operator
Deepa

Operator

Deepa

. Good morning, Operator, What can | dofor you?
. Good morning. ThisistheDirector. | wouldlikeyoutoringAir Travel and

book meaticket by the morning flight to Bombay tomorrow.

: Yes, ar, Il ring back after I’ ve heard from them.
. That should befine, thank you.
. (Referstodirectory or persond list for theno.) Isthis619434, Air Travels,

pleasa?

. Yes, what can| dofor you?

. lwouldliketobook anair ticket to Bombay by tomorrow’smorningflight.

Could you connect meto the concerned person?

. Mr. Kukreti, Booking In-chargehandlesthis. I’ ll call himontheline. Please

hold on.

. Thank you (pause).
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Operator
Kukreti

Degpa

Kukreti

Deepa

Kukreti

Deepa
Kukreti

Deepa
Kukreti

Degpa

Kukreti

: Mr.Kukretiisontheline.
. Good morning what can | dofor you?

. I’'mspeaking from EscortsLtd. Mr. Ma hotrathe Director would liketo

book an air ticket to Bombay by Indian Airlinesearly morning flight
tomorrow. Would it beavailable?

- W, I'll bewithyouinamoment. I’ll check thereservation chart to seeif

therehavebeen any cancdlations. | think wearefull up. (After somededay).

. W, your director islucky. There' sonly asingleseat available. Who should

| book it for?

. Mr.D.Y.Mahotra. M-A-L-H-O- T-R-A. Managing Director, Escorts

Ltd. Did you get thename please or shall | repeat?

: Nothanks. | gotit- D.Y. Malhotra.

: How muchwould that cost?

: RS.9550/-

. Doyou accept cheques?

: Yes till 30’ clock only.

. Thank you very much Mr. Kukreti. I’ [| haveaman sent for theticket by

noon. Pleasehand it over to him.

: You' remost welcome.

DIALOGUE ANALYSIS

Largely smilar expressionsare used in out-going and in-coming calls. But you will noticeafew
differencesasindicated below:

Givingldentity:

Good morning, Operator here. Can| helpyou?
Switch board, what can | do for you?
Reception, Operator speaking.

Sinceyou are beginning the conversation with someoneinsideyour ownfactory or office, itisnot
necessary to giveyour completeidentity asin the case of in-coming calls. However, you must giveyour
identity tolet thecaller know that he hasgot theright extension.
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Caller givingidentity:  Sharmahere.
That isthedirector speaking.
Hello, there’ swork for you.

Thecaller need not give hisfull nameor designation. An operator who hasworked inaplacefor
sometimewill recognise personsfromtheir voices.

Caller excuses himself: Pleaseholdthelinewhilel find aut.
And givesreasonsbefor e- Would You mind ho.lding anwhilel look into. the...
L eavingacall hanging:

You must haveno.ticed that in dedling with aut -going cdls, the operator may beasked to perform
aparticular task - find aut aparticular number, get information and then passan the message. Hereit
will beuseful far you to havealist of the mast frequently needed numbersfar easy referencein front of

you:
Name Place/Designation Number
AirTraves Mr. Kukreti, Reserv. In-ch. 619434
Bo.mbay Deco.rato.rs MissKrishnan, Int-dc. 5422

Lastly, you have also to decide an your priority list-when you are busy and the board isfull,
whaosework do you do first? Usualy the Director’ sand Manager’ swork get priority over other staff
members, and official callsare handled before personal ones.

Overall Questions

1. Youaretheoperator in Sasson Hospital, Pune. The head of Plastic Surgery Department asks
youto put acall throughto afriend whoisgetting married. At the sametimethere'scall fromthe
Emergency. Which o.newill you attend first? Decide and prepare the conversation.

2. Youaretheoperator inaUniversity. The Head of the Physics Deptt. has asked you to find out
where same books (give names, autho.rs, publishers) areavailablewith thelocal book sdllers.

3. ThePersonnel Manager wantsyou to find aut all necessary detailsand make arrangements so
that hewill beableto reach Delhi from Hyderabad by 151 Jan. 99, 10.30 am. far alabour Union
Mesting.
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Check your Answers

[.A. i) AsksNakataneto repeat key facts.
(i) Indicateshisunderstanding of message.
(iii) Seekscorrect information.
B. 1) Asksthelndustrialist to repesat key facts.
if) Hasmade acheck-list of pointsto be covered beforethecall.
[1.  I"dliketo speak to Neena Gupta, please.

You: I'msorry, sheisn'tintheoffice.

OVERALL QUESTIONS

OPENENDED
1. Theemergency call should betakenfirst. Didogueto bewritten accordingly.
2. Alistof book with authors namesand addresses of publishersto be prepared.

3. Necessary detailsabout flightsfrom Hyderabad to Delhi to be found out-specially about the
morningflighton1<jan.
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AIDSFOR A RECEPTIONIST

A receptionist should be dert, polite, tactful and work efficiently. People cometo her witha
problem. To solvetheir problems she needsacertain set of reference materials. Asdaysgoonshe

rememberstheinformation for instant use.

Areceptionist isaperson who needsmany attributesill Id skills. Sheispresentable, aert, polite,
tactful and works efficiently with warmth and easy grace. Anyone with aprobleminthework place
comesto her. And, to aid her in her work, she has several referencelist numbers, etc. After repeated

use, shebeginsto carry theinformationin her head.

BROCHURE, BOOKLETS, PRINT MATERIAL

A receptionist hasto befamiliar with agreat deal of information. Often she picksthemup from
leaflets, guides, brochures and other print material. The information given below about HOTEL
IMPERIAL isatypica example.

L ocation

Situated in the heart of the Capital, isaFive Star Luxury Hotel that offersevery comfort within
easy reach of al government and commercial buildings and adjacent to main shopping centres, quiet
and reposeful with extensive grounds and spaciousgardens. It stwenty minutesdrivefromtheAirport

and ten minutesdrivefrom New Delhi Railway Station.

Accommodation

160 magnificently furnished luxuriousroomsand suites, centrally air-conditioned and centrally-
heated. All roomshave private bath with running hot and cold water, telephone, 4-channel music. All

roomshave colour televisonwithin-house movie system. erearerefrigeratorsin al therooms.

Special Services

Safedeposit lockers, hair dresser, beauty parlour, medica ass stance, baby sitting service, travel

agencies, same-day laundry service, compl ete shopping arcade, 24-hour room service.
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Tavern Bar and Restaur ant

Offerssuperb cuisine- Indian, Chinese and continental, band in attendance.
Garden Park Restaurant and Bar

Coffee Shop for quick lunches, snacks, tea/coffee, offers Indian, Continental and tandoori
delicacies.
Gold Room

Banquet hal for large gatherings.
Ball Room

Convention hall where conferences can be arranged. It can seat 500 persons.
RajaRoom

Ideal for small meetingsfor 35t0 40 persons.
Tenniscourt

Wel maintained hard court with tennismarker in attendance.

Swimming Pool
Situated - amidst picturesque surroundings under palmtrees, perfect placefor relaxation and

sumbathing.

Tariff
Roomonly Rs.1000 $2252
SingleRoom Rs.1100 $24.77
DeluxeDouble Rs.1200 $27.03
DeduxeSuites Rs.2700 $60.81
Suites Rs.2500 $56.31
ExtraBed Rs. 225 $5.06
Child Cot Rs. 100 $2.25
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Group Tariff

SingleOccupancy DoubleOccupancy

AP RS.1130/- $25.45 Rs. 1450/- $32.66
MAP RS.1040/- $23.42 RS.1270/- $ 28.06
BP RS.900/- $20.27 Rs.1000/- $22.52

The US$ rates shown above are approximate based on present exchange Rs. 44.40, 10" March,
2006 and are subject of change.

Onebonafidetour conductor will befreefor aminimum of 15 paying passengers magroup.
No Service Charges.
Check in/Check out time 12 Noon

Reservationsheldtill 6 p.m. unlesslatearriva indicated.

Foreignershaveto pay their Billsin acceptableforeign currency.

Credit cards accepted.

American Express, Visa, Master Card, Diners.
Dogs and Pets are not allowed.

Sometimes, information comesfrom in-house schedul es, reservation charts, etc. For example,
study thereservation chart that appears below. Why and when will thisbe used?

Month November Year 2006
Date
Room 1 2 3 4 5 6 7 8 9 10 11 12 13 14 15

101 DB GILROY scan P.GUPTA

102 DB K. SWAMINATHAN

103 DB J. GROVER N.SHARMA
104S R.K.BHATIA
105 ST R.K.BHATIA R.KUMAR
106 DxS. JHA

107 DxDBK. RAJAN C.BANERJEE

108S 109 ST H.WADEKAR
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INTEXT QUESTIONS

1

Study thefivedia oguesgiven below. In each caseindicate (a) which“aid” isbeing referred to;
1) brochureor ii) reservation chart and (b) istheinformation given correct?

R (receptionist) : Hotel Imperia, Good morning.

C (caller) : Couldyoutell methe check -out time please?

R
C
R

The check-out timeis12 noon.
Oh! But my flightisat 3.00.... Would it beall rightifl checkout alittle earlier, say at 1.30 or s0?

Yes... it should be possible. And if another guest ischecking into your room, you could keep
your luggageinthelobby.

C That soundsfine. Thanks.

R You rewdcome.

R Good evening, canl helpyou?

C Good evening. Oneof my friendsisbooked into your hotd ... it seemshis flightisgoing to be
delayed.

R Howlong?

C Seemshewon't beinbefore 7 p.m. Will you keep theroomtill then?

R Sinceyou haveinformed uswewill. Otherwisewearestrict about the6 p.m. release. What ishis

name? and the dates he has been booked for?

(Givesher all thedetails)

R Hotd imperial, Good afternoon. .

C Good afternoon. I would liketo book aroom for five days sometime next month. Could youtell

mewhat thedaily rateis?

R [Itis1000for asingleroom and 1100 for adoubleroom.

1000! O.K. Thank you.

R You rewdcome.
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V.
R Hotd Regent. Good morning.
C Goodmorning, | wanted tofind out if Mr. J. Grover hascheckedin?
R Mr. Grover. ... yes.... Hechecked inthismorning. Heisinroom 103
C 1-0-3. Thank you very much.

\%
R Reception Good morning.

Mr. Bhatia: ThisisRg Bhatiafrom 105, | received acall from my officethismorning. They wouldlike
meto stay herefor threemore days. | wonder if it ispossiblefor you to extend my booking.

R . It should be possible. L et me check thebooking situation........ Would you hold the line
please? ......... Yes, that will beadl right ....... justa moment ......... We might ask you to
changetheroom though. Would that be acceptable?

Mr. Bhatia: Oh Yes! No problems. Thank you so much.

FLIGHT SCHEDULES, RAILWAY TIMETABLES, ETC.

Thehotel receptionist hasto very often answer enquiriesabout flight timingsandrail journeys. I
thereceptionist dso happensto beasenior officid’spersona assstant, asit very oftenthecaseinsmall
offices, shehasto makearrangementsfor hisrall or air travel. To be ableto doit, she should know how
to read theflight schedule and therailway timetable. Thevisitorstoo may often seek her assistancein
reading these.

Flight Schedule
Hereare sometipstointerpret flight schedules.
- Theflight numbersaregiven at thetop of every column.

- Right below these numberstheaircraft typeis mentioned -AB3 standsfor AirbusA 300; 737 for
Boeing 737, 747 for Boeing 747, FKF for Fokker Friendshipand HS 7 for 748 AVRO.

- Below thesearegiven thedaysonwhich aparticular flight operates, D stand for daily, and the
numbersfor thedaysof theweek. For exampleif itis1 24, itindicatesthat theflightisavailable
on Mondays(1), Tuesdays(2) and Thursday (4).

- DandA dong thesidesof the centre column stand for Departureand Arrival respectively.

- Thehoursarewritten clockwise 0100 to 2400.
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Withthe help of thesetipsit should be easy for youto read theflight schedule. Now, if youwere
askedtofind out whichflightsgo to Bangaorefrom Delhi, Ca cuttaand M adras, you will seethat th~re
isadaily flight from Delhi (1C 403) which departsat 0900 and reachesBangaloreat 1130. Thereare
two flightsfrom Bombay 1C 407 and | C 105, and thereisadirect flight from Calcuttaalsoi.e. IC 271.

Similarly, you canread therailway time-tableand answer enquiries'makebookings. Intherailway
timetable, thedays(onwhichaparticular trainisavailable) are mentioned in oneof thetop columns. I

thisinformation about aparticular train, for example 20 Dehradun Expressisnot mentioned in any of
thetop columns, that meansthat it isadaily train and operateson theroute detailed in thetable.

IMPORTANT FORMS AND DOCUNIENTS

Someofficesand hotel skeep aregister at thereception. All theincoming visitorsare supposed to
writethelr names, addressetc. inthisregister. What purpose doesit serve?

It helpsthe officekeep arecord of all theincoming visitors.

ItiscaledtheRegister of callers. Itismaintained by thereceptionist. Thereareanumber of other
documentsand formswhich areceptionist constantly needs. Theseare:

* MessageFForms
* Reservation Vouchers
* Registration Form/‘C’ Form
* Interna Telephone Directory
* Early Morning Call Sheet
* Flight Schedule
* Rallway TimeTable

Thereceptionist needsthese formsand documentsto (&) do her job efficiently and (b) help the
smooth functioning of the officelhotel . She hasto maintain and regul arly update these documents (e.g.
Internal Staff Directory). She should dwaysmaketheentries(e.g. inthemessage Form and Reservation
Voucher) in neat and legible handwriting. Thiswill not only help thereceptionist if shehasto read
something again, but a so otherswho haveto follow theinstructionsand act accordingly. Samplesof

someof thesedocumentsaregiveninthefollowing pages.
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1. Regigter of cdlers. Thisisaregisterinwhichal thecalershavetowritetheir names, addresses,
purposeof visit, dateand timeof arrival. If acaller representsaflrm and hasavisting card, then
his card can be attached to theregister.

Date Name Firm/ Time of Purpose Time of
Address Arrival of visit Departure
15May 1989  JK.Sharma VM Electronics 10.30a.m To meet 11.30 am.
Prem Wahi
15May 1989 R. Mahotra Goyal stores 11.05 am. To meet 12.05 p.m.
Stationers Adrnn. Officer

2. Message Form: A receptioni st frequently needstheseformsbecause, however good her memory
may be, shemay not remember al the messageswhich haveto be passed on to different persons.
Shecan conveniently note d.own the message on thisform.

MESSAGES

J Lo HT Dept.: ..oovvviieeie From:

Phone:

Address.
DELE ... e e e nnres
110 = = oSSR
RECEIVED DY: ... e et
Message

Sgned.

(3) ReservationVoucher: Sometimes hotel s give/send reservation vouchersinstead of lettersor
reservation cards after the booking hasbeen confirmed. The guest showsthisvoucher at the
reception when he/shecomesto stay inahotdl. It aso meansthat the guest hasa ready paid the
agent/hotel for theroom.

Thereceptionist, who looksafter booking also, hastofill inthese vouchers and send them ahead
for further action.
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RESERVATION VOUCHER

PArRxK HOTEL

15 PARLIAMENT STREET, NEW DELHI - 110001

WE ARE PLEASED TO CONFIRM THE RESERVATION FOR

MR/MRS/MS

ADDRESS/COMPANY

DESIGNATION

ARRIVAL DATE TIME BOOKING RECEIVED FROM
DEPARTURE DATE TIME NAME

ROOM REQUIREMENT RATE ADDRESS

BILLING INSTRUCTIONS

TELEPHONE NO.

MODE OF RESERVATION

REMARKS

RESERVATION MANANGER

Delhi’s Best Located Luxury Hotel

(4) Reservation Form ‘C’ Form: When
foreignerscometo stay inahotd, they are
asked tofill inthe‘C’ Form and not the
usua Regigration Formwhich other guests
havetofill in. The*C Formismeant to
givethehotel complete detail sabout the
foreigntourist (e.g. hispassport no. and
permanent address). It aso helps the
government keep acount of thetourists
coming into acountry sincethefirst copy
of thisformissent to them.
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“C’Form
PARK HoTEL
15 PARLIAMENT STREET. NEW DELHI - 110001
DATE TIME ‘C’ FORM NO.
ROOM NO.

NAME (SURNAME FIRST)

ADDRESS

NATIONALITY PASSPORT NO.

PLACE & DATE OF ISSUE

DATE OF ARRIVAL IN INDIA

PROPOSED DURATION OF STAY IN INDIA

ARRIVED FROM PROCEEDING TO

WHETHER EMPLOYED IN INDIA

NUMBER DATE & OFFICE OF

ISSUE CERTIFICATE OF

REGISTRATION (IF ANY)

FRONT OFFICE MANAGER




(5 Internal telephonedirectory: Itisan extremely important document for thereceptionist. Itisa
list with the extension numbersand names of all the employeesarranged al phabetically. The
receptionist should no doubt know al the extension numbersby heart, but thelist should be
awaysinfront of her so asto avoid any mistake. Thereceptionist will constantly need to update
thisdirectory.

BRITISH HIGH COMMISSION
BRITISH COUNCIL DIVISION
NEW DELHI

OFFICE TELEPHONE EXTENSION NOS.
OFFICE TELEPHONE NOS. 381401, 382004, 3833946

Ex:- OfficeExt. Name OfficeExt. Name
110 Arbuthnott 169 Magumdar
127 Asthana 163 Mahotra
149 Mdik
134 Bahl 181 Manchanda
129 Bgpa 160 Manchadran
114 Baker 138 Mathur, PS

Somedirectoriesa so mention the designation of their employees.

Telephone Extensions

M. Abrahams, Manager 102
T.K. Vohra, Accounts Officer 105
M. Raghu, Despatch Incharge 115

(6) Early Morning call sheet: Thisisasheet of paper on which the receptionist noteswhat time
guestswant theearly morning call (i.e. at what timethey want to bewoken up) and whether they
want tea/coffee and/or newspapers. The receptionist doesn’t need to note the names of the
guests, their room numbersare sufficient.

14Aug2006 15Aug2006
Time Room No. Timeg Room No.
1 6.30 57 1
2. 7.45 44 2.
3. 7.30 78 3.
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(7) Travel Guide: The guests and visitors often ask the receptionist for information on travel.
Therefore, she should keep acopy of the Flight schedule and the Railway Timetableshandy. The
hotel receptionist can even keep a copy of the Weekly Travel Guide (published in some
newspapers) near her desk. Thiswill give her thelatest information ontravel by air, rail and road

INTEXT QUESTIONS

1. Suppose you are the personal assistant to the Managing Director of an industrial housein
Hyderabad. Your boss hasto attend aone-day seminar in Delhi. In addition to this, he needstwo
full working days, but hemust return by the earliest flight after that. VWhich flightswoul d you book
him on? (Refer totheflight schedulesgiven below).

HYDERABAD (HYD) (STD Code 040)
Opp. Ravindra Bharathi, Saifabad, Hyderabad-500 004

B/O 12430342, 23299333 (1000-1735) (Fax 23234752)

Call Centre 1407 (24 hrs). (Fax-011-26385795)

APT 27900621, 27901623 (Fax 27907222) TELE CHECK-IN: 1407,27906555
From Days of Flight Air Dep. Arr. Stop Fares in

Opn. No. Craft Indian Rs

To J
Ahmedabad ® 4,7 1081 320 1750 1930 0 11705 8055
Ahmedabad ® 1,3,5 IC 563 320 1810 1950 0 8185 5780
Bangalore Daily IC 916 320 0930 1030 0
Bangalore ® 1,3,5 IC 977 320 1700 1800 0
Bangalore ® 2,4,6,7 IC 961 320 1810 1910 0
Bhubaneshwar 3,7 CD7277 737 0940 1115 0 7785
Chennai 0 ® Daily IC 952 320 0600 0700 0 8180 5690
Chennai Daily IC 946 320 0950 1050 0
Chennai Daily IC 948 320 1615 1715 0
Delhi Daily IC 939 320 0640 0840 0 15950 10705
Delhi Daily IC 432 320 1540 1740 0
Delhi Daily IC 840 320 1900 2100 0
Kolkata 145 CD7271 737 1030 1325 1 10940
Kolkata 3,7 CD7277 737 0940 1240 1
Mumbai Daily IC 927 320 0750 0905 0 8655 3025
Mumbai Daily IC 618 320 1600 1715 0
Mumbai Daily IC 620 320 2025 2140 0
Nagpur 1.5 CD7271 737 1030 1130 0 7160
Tirupati 1,4,6,5 IC 943 320 1130 1225 0 5875 4155
Visakhapatnam Daily CD7571 737 1320 1420 0 5295

® Departure from Int’l-Terml o Arrival at Int’l-Terml

Flight Schedule - Section A
From Hyderabad to Other Places
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DELHI (DEL) (STD Code 011)
Safdarjung Airport, Aurobindo Marg, New Delhi-110 003
B/O 24620566, 24522220/4503 (0930 to 1835 hrs) (Fax 24624322)

Call Centre 1407 (24 hrs). (Fax-011-26385795)

APT 25675317 TELE CHECK-IN: 1407, 25675166, 25672166
From Days of Flight Air Dep. Arr. Stop Fares in

Opn. No. Craft Indian Rs

To J b4
Ahmedabad ® Daily IC 817 320 0600 0725 0 10095 6975
Ahmeaadbad 24,6 IC 885 320 1800 1925 0
Ahmeadabad Daily IC 861 320 1830 1955 0
Amritsar @ 4 IC 841 320 1110 1205 0 6785 4796
Amritsar ® 1,2,4,6 IC 881 320 1700 1755 0
Aurangabad Daily IC 887 320 1300 1625 1 12925 8870
Bagdogra 1,5 I1C 879 320 1005 1155 0 13155 10095
Bagdogra 4,6 CD7891 737 1025 1400 1 10095
Bagdogra 2 CD7891 737 1115 1450 1
Bangalore Daily IC 803 320 0615 0845 0 19130 12830
Bangalore Daily IC 506 320 0935 1205 0
Bangalore Daily IC 403 320 1630 1900 0
Bangalore Daily IC 904 320 1950 2220 0
Bhopal 1,2,4,6 CD7134 737 1745 1855 0 5615
Bhubaneshwar Daily IC 877 320 1135 1335 0 17755 12085
Chandigarh Daily IC 864 320 1245 1325 0 4965 3560
Chennai Daily IC 439 320 0640 0910 0 19435 13210
Chennai Daily IC 429 320 1015 1240 0
Chennai 1.3:5.7 CD7477 737 1115 1550 2 13210
Chennai Daily IC 801 320 1645 1915 0
Chennai Daily IC 540 320 1900 2130 0
Coimbatore Daily IC 657 320 0600 1030 1 22260
Goa Daily IC 865 320 1000 1340 1 16940 11625
Guwahati 1,5 IC 879 320 1005 1325 1 17870 12100
Guwahati 3,7 IC 889 320 1005 1220 0
Guwahati 4,6 LD7891 737 1025 1240 0 12100
Guwahati 2 CD7891 737 1115 1330 0
Hyderabad Daily IC 940 320 0625 0825 0 15950 10705
Hyderabad# Daily IC 431 320 1000 1200 0
Hyderabad Daily IC 839 320 1850 2050 0
Imphal 3.7 IC 889 320 1005 1345 1 19150 14070
Indore 1,2,4,6 CD7134 737 1745 1955 1 6430
Jaipur @ Daily IC 896 320 0605 0645 0 4430 3210
Jaipur 1,3 CD7471 737 1000 1040 0
Jaipur ® 3,7 IC 858 320 1745 1825 0
Jaipur 37 IC 873 320 2100 2140 0
Jammu 4,6 IC 450 320 0605 0715 0 7650 5875
Jammu Daily IC 821 320 1130 1240 0
Jammu Daily IC 825 320 1140 1410 1
Jodhpur 1,3 CD7471 737 1000 1150 1 5115
Kochi Daily IC 165 320 0800 1225 1 26215 17555

® Departure from INt'l-Terml|
#  Till 29 Oct. 2005

Flight Schedule - Section B
From Delhi to Other Places
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2. Usngthesection of therailway timetabl e given below, fmd out thefollowing information for the
SalesManager of your firm.

€ Hehasameetingin Mumbai on Friday afternoon and hewantsto beback in Delhi on Saturday
for hisson’shirthday. Which train would you suggest he should travel by?

€ Alsofind out the names and departure times of other trainsfor Mumbai from New Delhi
raillway station, Indicatethetimeusingam. and p.m.

Train Name Bhusaval | Lokmanya [Lokmanya | Habibganj | Agra | Dadar |Emakulam | Mumbai | Gwalior Lokmanya| Bhopal Dadar
Niza- Tilak (T) | Tilak (T) Niza- Cantt. |Bareily| Niza- LT Niza- | Tilak (T) |New Delhi |Amritsar
muddin Agra  |Allahabad muddin Niza- |Express| muddin | Firozpur | muddin |Habibganj| Shatabdi |Express
Gondwana | Lashkar | Express Bhopal muddin Mangala | Punjab Taj Express | Express
Express Express Express | Intrecity Laksh- Mail | Express
Express dweep
Express
Train Number 2405 2161 1069 2155 1103 4313 2617 2137 2179 2153 2001 1057
Class of accommodation 2A, 3A 2A, 3A 2A,3A | 1A,2A,3A 2A 2A,SA |1A2A3A| CC 2A, 3A EC,CC |2A, 3A
SL,II SL,II SL,II SL, 1T )i SL,II | SL,ILP |SL,ILP )i SL, 1T P SL, I
From Table No. via.34 26A
Days of departure at Tu,Su F TuF Daily Daily M Daily Daily Daily Th Daily Daily
originating station
Km. | Mumbai CST d 19.05
a 19.17
9 Dadar d 07.55 . 1920 23.00
16 Lokmanya Tilak (T)| d 16.20 05.20 16.20
a 1703 0605 0840 1435 2005 1703 2345
54 Kalyan d 1708 06,10 845 1440 210 1078 250
] a 1855 08.00 1040 1635 2155 1855
137 Igatpuri d 1900 0805 1045 1640 200 1900 0140
182 Devlali d 22.41 02.28
188 Nasik Road d 19.40 08.55 11.35 17.30 22.53 02.40
a 2038 ™355 7230 825 2340 W0 |
261 Manmad d 2040 1000 1235 1830 2345 0345
328 Chalisgaon d 00.32 04.45
373 Pachora d 05.22
420 Jalgaon d 22.32 14.51 01.42 06.12
a 2315 13.10 1535 2115 0225 2315
(445 | Bhusaval 4] 0530 225 1320 1545 2125 | % 225 0650
499 | Burhanpur . 00.15 14.13 16.25 03.14 of’89
a | 0140 1550 P 18.10 0001 0440 0140 0945
568 Khandwa d 0145 1555 1815 005 45 0145 ®30
670 Harda d 02.55 17.00 19.20 05.50 02.55 ket
) a 1755 0905 1820 2050 0220 07.10 04.10 L
746 Itarsi d 1800 o410 1825 2100 0225 07.15 0415 i
763 Hoshangabad d 18.19 07.33 FIEEY b
825 Habibganj d 05.35 19.55 21.10 22.25 08.45
a 1940 BH 2015 2120 prk ] 0305 05 74335
831 Bhopal d 19.50 0555 2025 21.25 2,00 04.15 09.15 14.45 1505
891 Vidisha d 20.30 22.10 09.57 15.50
- a 205 08.10 B0 B4 0120 0630 15 1740
876 Bina d 238 08.15 205 2348 0125 0635 1130 1750
1038 Lalitpur d 23.15 23.30 12.09 18.28
- a 0040 950 OL.15 0140 0320 0825 1330 1747 20.10
1128 | Jhansi d 052 1000 0130 0150 0330 0835 1340 1755 2020
K a 0205 1120 0305 05.00 0950 1500 1855 2152
1225 | Gwalior d 0o 1125 03.10 0505 055 1505 16.55 1900 20
1291 Dhaulpur d 16.00 17.46 22.58
a 0340 0447 0740 135 1640 1825 20.10 345
1344 | Agra Cantt. d 0345 13.20 o150 |06.00 0815 1143 1645 1835 2018 2355
1348 Raja-ki-Mandi d 06.07 08.30 16.52 18.42 00.05
a 0654 1235 1736 1925 01.00
1398 | Mathura d 0656 1240 1739 1930 0L10
7 1054 0412
1533 H.Nizamuddin d 07.25 08.05 09.22 15.15 1956 22.05 0414
a 2020 0435
1538 | New Delhi d 2055 23.00 05.10
[Days of arrival at WM Sa W.Sa Daily Daily" Tu Daily Daily Daily F Daily Daily
destination station
To Table No. 47 55 39 15
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Train Name Firozpur New Niza- Niza- Niza- Allahabd Niza- Agra Bareily | Amritsar | Niz- muddin | Habibganj
Mumbai Delhi | muddin ddi dding k dding | Lok Dadar Dadar | Habibganj | Lokmanya
CST Punjab | Bhopal | Gwalior | Ernakulum Bhusaval Tilak (T) Agra Tilak (T) | Express | Express Bhopal Tilak (T)
Mail Shatabdi Taj Mangala Gondwana Express Cantt. Lakshar Express Express
Express | Express | Lakshad- Express Intracity Express
'weep express Express
Train Number 2138 2002 2180 2618 2406 1070 1104 2162 4314 1058 2156 2154
Class of accommodation 1A2A3A | EC,CC cc 2A3A 2A3A 2A3A u 2A3A 2A 2A3A 1A2A3A 2A3A
SLILP P 11 SLILP SL.1l SLII SL,II SL,I SLIT SLII SL
From Table No. 39 47 55 15A
Days of depamire at Daily Daily Daily Daily F.Su W,Sa Daily Sa Sa Daily Daily F
originating station
Km New Delhi a 05.00 06.00 2005
d 05.30 20.45
10 H.Nizamuddin a 07.15 09.50 1430 18.10 20.59 2255
d 21.01
145 Mathura a 07.37 08.57 11.40 s 20.45 23.34
d 07.40 09.00 11.43 s 20.48 23.44
195 Raja-ki-Mandi d 08.15 09.37 21.36 20.05 00.25
199 Agra Cantt. a 08.25 07.55 09.47 12.28 17.02 22.00 2330 203S 00.55 01.24
d 08.30 08.00 09.55 12.35 17.05 20.50 01.05 01.27
251 Dhaulpur d 09.10 10.32 01.30 &
317 Gwalior a 10.20 09.15 11.55 14.11 18.40 01.02 2245 03.30 03.00
d 10.25 09.18 14.16 18.45 01.10 22.55 03.38 03.05
414 Jhansi a 12.10 10.24 15.40 20.10 00.05 03.00 01.25 05.25 04.24
d 12.20 10.32 15.50 20.22 00.25 03.10 01.35 05.45 04.34
504 Lalitpur d 1331 - 21.05 01.30 358 .. 07.06
567 Bina a 14.50 18.00 22.50 02.55 06.25 04.00 08.30 06.45
d 14.55 18.05 23.00 03.00 06.30 04.05 08.35 06.48
652 |Vidisha T d[ isso 23.45 » 09.45 07.40
705 Bhopal a 16.45 14.05 19.50 00.45 05.35 08.15 06.25 11.00 08.40
d 16.55 ' 19.55 00.55 05.45 08.20 06.30 11.05 09.45
711 Habibganj a 17.05 05.55 08.30 06.45 1118 09.25
d 17.07 05.57 08.32 06.47 11.17
779 Hoshangabad d 18.05 02.02 - b
796 Itarsi a 1835 2135 02.50 08.00 09.55 2s0s e
d 18.40 21.40 03.05 08.05 10.05
872 Harda d 19.40 09.05 11.05 Sy e
974 Khandwa a 2135 00.15 11.25 12.45 12.00 16.36
d 21.40 00.20 11.30 12.50 12.05 16.40
1043 Burhanpur d 2235 12.35 13.47 13.15 17.45
1097 Bhusaval a 23.20 02.10 15.50 1335 14.40 14.10 19.15
d 23.25 02.15 13.45 14.50 14.20 19.20
1122 Jalgaon d 23.52 15.12 14.50 19.50
1169 Pachora d . 20.29
1214 Chalisgaon d 01.00 - 2 21.2§
1281 manmad a 01.52 04.43 16.18 17.20 17.10 2225
d 01.55 04.45 16.20 17.22 17.15 2230
1354 Nasik Road d 02.53 05.45 17.18 18.24 18.40 23.33
1360 Devlali d 03.02 . 23.45
1405 Igatpuri a 04.15 07.05 18.40 19.35 20.10 00.55
d 04.20 07.10 18.45 19.40 20.15 01.00
1488 Kalyan a 06.10 09.00 20.50 2135 22.10 03.00
d 06.15 09.05 20.55 21.40 22.15 03.05
Lokmanya Tilak (T) a 22.00 23.00
1533 Dadar a 07.00 23.20 04.30
d 07.05
1542 Mumbai CST a 07.35
Days of arrival at Daily Daily Daily SaM Th,Su Daily Su Su Daily Daily Sa
Destination station
To Table No. 26 Via 34

3. Wiritethemessage (onthemessageform) youwouldleavefor Dr. Daséfter thefollowing telephone
conversation.

Receptionis :  Park Hotel, Good morning .

Cdler . May | spesk to Dr. Das?
Receptionis : | amsorry heisout.

Cdler :  Couldyougive him amessageplease?
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Receptionist  :  Yes, of course.

Cdler . Pleaseask himtoring Video-timesat 2-5-0-0-0-6 before 6 p.m.
Receptioniss :  (notesdown) ... Video-times...... 250006 before 6 p.m.
Your name please?
Cdler : lamSudhir Gupta, hisfriend. Thank you.
Receptionis ;' Thank you, Bye-bye.
To
Date Time

Whileyou wer eout

M

of

Phone No.
Telephoned pleasecal

Wasinto seeyou, will call back
Wantsto seeyou

Returned your call Urgent
Message

Ft-5001-67885-1 Operator

Fig. Message shest
EMERGENCY SERVICES

Accidents, thefts, hold-ups, fire, shoot outs, etc., arenot unheard of these daysand thereceptionist
servicesarerequired to tackle such emergencies. Here are some of the handy reckonners she uses.

SAMPLE

POLICE 100 101 FIRE AMBULANCE 102

ACCIDENT & TRAUMA SERVICE
(CENTRALISED) 1099

204



() DIALOGUE PRACTICE: EMERGENCY SE VICES

Operator
E.S.Opr.
Operator

E.S.Opr.
Operator

Hosp.Opr.

Operator

Hosp.Opr.

Operator

(Dids102)
Yes?

TheCentra Ingtitute of English needsan Ambulanceimmediately.
There hasbeen amajor accident. Our number is71131.

I’ll connect youto the nearest hospital in Tarnaka, Please hold on.

TamakaHospital ? Thisisfrom CIEFL, 71131. Two large ambul ances should
besent inimmediately. Twenty peoplehave beeninjured andimmediate medica
attentionisrequired.

Your address please?

The Centrd Ingtituteof English, dong OsmaniaUniversity Road. Pleaseingruct
your driver that themain gate of CIEFL isat thefork of OsmaniaUniversity
Road and the new Ali Jung Road.

Thisshould do. Theambulancewill betherein fiveminutestime.

Thefaster, the better. Thank you very much.

Sometimestherequirementsare moreroutine but they are alsoimportant for good businessand

efficient managemen.

(i) DIALOGUE PRACTICE: SPECIAL SERVICES

Mohan

Exch:Opr.

Mohan

Exch.Opr.

Mohan

Exch.Opr.

Mohan

Exch.Opr.

Mohan

. (Dids173) Hello, Operator. ThisisMohan Diwan from 253201. | havea

favour to ask

. Yes, how could | helpyou?
. Youseel’vethemorning flight to catch to Trivandrum. I’ m aheavy deeper

and there’ sno oneat hometo wakeme. Could you givemeamorning alarm?

: Most certainly. At what timeisyour flight?

. 4.05hours- Horribletimefor aplaneto take off, don’t you think?
. Well, how far areyou fromtheairport?

: Ataxi doesitinabout half an hour.

. OK.I'll wakeyou up at 3then. That will giveyou enough timeto wash and

breakfast. Good night and have agood dleep.

. Thanksaheap, operator. That'sabigload off my mind. Good night
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DIALOGUE ANALYSIS

For any Emergency servicethefollowing stepsshould bedtrictly followed:

. Dial 100for Police; 10 1 for Fireand 102 for Ambulanceimmediately.

. Givethe serviceyou need to the Exchange Operator immediately along with your telephone

number.

When connected with the right Emergency Authority, give them your address and any other
useful information to direct them.

Whilegivingdirectionsitisbestto

a)

b)
c)
d)

refer to somelandmark near by;
Eg. CIEFL isalittleafter ArtsCollege, at thefork of theroad.
Theplaceisnext to Sangeet Theatre near the Big Tower.

Thisschool isat thefoot of the BirlaTempleHills, totheright of thetempleif you arecoming from
Nampadli.

M ention the approximate distance between the two pal ces.
Giveapproximatetimetakento travel by aparticular vehicle between thetwo places
Givethe complete postal address

The second dia ogue concerning morning darmwasan instance of seecial servicesthe Exchange

givesto the public. Among thosethat you may often need are:

Number Name Natureof Work

199 Assgance Information about alocal number, out of order, permanently
closed, etc.

198 Fault Repair Record complaintsabout troublewith telephone PBX

197 Directory Enquiry Numbers, names, addressesnot found in directory enquired
here.

176 SPeCid Information  Games, Exhibitionsinthecity.

174 Time toldinEnglish

173 MorningAlarm to wake up subscribers.

182 SID Complaints about not getting long distancecdls

185 PhonograrnsBooking  Telegramsby phonein English.
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Thisisaligt of themaost important and commonly used ones. Inall these casesonly particular details
regarding the service need be mentioned.

USING VISUAL LANGUAGE

Makealist of such visualsthat you noticein offices, hospitals, railway stations, airport, roads,
etc. Why do you think they are so popular?

Often peopl e approach the reception desk asking for direction. An accurate knowledge of the
layout of the officeor hotel istherefore essential. Having accessto the ground plan or map helpsher in

her job.
! A Cockiail  Lounge E Post Office / letter box
E e
m A Restaurant

A Litvelevator
L_\ Wheel Chair accommodation
(/ is available
-~ V
m Gift Shop
- No Smoking =
12 = o
- Lost Propertv
L J

Study theground plan given below and check whether thedirectionsgiven by thereceptionist are
correct or not.
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Wherecan | get my hair done?

Inthehotel itsalf. Right here. Go along the corridor herebesidethedesk. Turn left at
theend. The parlour isthe second on thel eft.

Canyoutell mewherethe coffeeshopis?

Certainly. Go straight down, and turn left. The coffee shopisat theend of that corridor
onyour right.

| want to make atelephone calL Where should | go?

: T
TEESTIIITI 0
e Knesnsic m’/l////;////
e ] H ! @ /‘4 Telephone "
T § = &1
F s | o ' D
Swimming T '
Pool
Gm
'cna:.m. ol
Rooms Dresesr
I J
x Y
!5_ Knchen
Ei

Figure: Ground Plan of hotel
* Receptionist’sDesk
Go alongthe corridor facing the main entrance. The pay phonesareto your right.
Couldyoutell mewherethe gamesroomis?

Certainly, You'll haveto go straight down that corridor and takethelast turnto thel eft.
Thegamesroomisright at theend, after the pool.
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Overall Questions

1. Youknow wherethefollowing guests can be contacted.
(i) Mr. Desai isinthe Tenniscourt.
(i) Mr.Azadisinthebar.
(iii) Mr. Kumar isinthecraft shop.
(iv) Mr. Ghoshisinthelounge.
(v) MissGuptaisat thesvimming pool.

Imaginethat thereisavistor for each one of them. Givedirectionsto thesevisitorson how to get
thereby looking at the ground plan given above.

2. Givenbdow isadtreet planindicating various shopsinthe areaopposite Hotel Ashirvad. Based
onthisstreet plan and her knowledge of the shop, study how the receptionist guidesthe guests
andvigtors.

Dentist's Surgery Genume stones

D%M1

Clinic Bank of Inaia I™migration

Innuunt ]
Stationer's Office
€] . I’vegot avery painful toothache. Where do you suggest | go!
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G2

G3

Py

: Why don't you visit the Dentist? (suggestion)

You should seeaDentist immediately. (advice)

. Iwouldliketo buy apearl necklacefor my wife. Canyou suggest aplace?
. You couldtry * Genuine Stones' . They usually have good stuff.

. I'vejust discovered that my visahasexpired. Wherecan | get it renewed?
. Youshould gotothe mmigration officeright away. (advice)

: lwouldliketo goto arestaurant where | can get good Chinesefood.

Canyou recommend one?

. Chinesefood.......... How about trying/it might not beabad ideatotry * Silver Plates .
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Face to Face Communication in Business

When peoplemeet youinyour office, you should beableto communicatewiththeminaskillful
manner. Thischapter tellsyou about how you areto commciate with peoplewho cometo you faceto

face (instead of onthe phoneasseenin Module- 1)

Itisimportant to have good communication skillsto be successful at your work place. Inthisunit

we suggest somewaysand rulesto befollowed infaceto faceinteraction.

6.1 GREETINGS

In face to face communication your body languageis asimportant as speech. At your work
place, itisimportant that you dressneatly, Sit or stand erect and have an aert smiling face. When you

speak, you should speak softly yet clearly, you should be polite and courteous.
Every timeyou meet, there are certain expressionsto be used. We choose them on the basi s of
cetancriteria
 degreeof closeness/distance/ family/ new colleague
» Natureof rdationship—friendly/officid
o Statusof speakers—equaV seniors

The expressionsto be used can bedivided into two categories. They are: informal —those used
with friends, long time colleagues, team mates, etc.

or forma — those used with strangers, and seniors.

Itisimportant to understand the degree of formality and respond accordingly. While greeting

others, weuseformula, which arefixed.
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GreetingsAnd Their Responses

Gresetings Responses

1. Good morning, Mr. Das! 1. Goodmorning, Sir!
Z:' 2. Good afternoon (sir/ma am)!
% (from 12 noonto end of 2. Good afternoon, Mohan/
L working day) Miral

3. Good evening (gentlemen/ladies)! 3. Goodevening
Z:' (6 p.m. Onwards)
5 Hello! Hi! How areyou? Hello! Hi! Fine, thank you!
; Hi there! Longtimeto see! Yeah, long timeto see!
B What apleasant surprise! Sameherel

1. Greetingsaregenerally returnedinthesameform. Inreply thelistener usualy usesa
dightly different intonation.

2. Theresponsefor agreeting like“How areyou” should be“l” mfine, thank you”. Do
not give along account of your illnessor problems.

3. Wesay "Good evening" when we meet a person late in the evening like 8 or 9
O' clock. Weuse"Good night” only at thetime of parting.

QUESTIONS
1. Sudy and practicethe short exchanges! did oguesgiven below. | dentify whether therelationship
is(a) formal, or (b) informal
i) A Goodmorning, Sir!
B Good morning, Harish! Didn't seeyouin officeyesterday. Iseverything al right?

A Yes gr, thank you. | had to take leave because afriend had comefrom Chennai.

i A Good morning, sister. How areyou?

B I’'mfinethank you, doctor,
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i) A Helo,Abdul. How'reyou?
B Fine, thanks. How’ reyou?

A I'mfine.

iv) A Goodmorning, Sir.
B Good morning, Ms. Singh. | hopeyou’ refegling better now.

A Much better, thank you.

V) A Hi, Anju, you arejust the person | waslookingfor.

B Héllo, Suresh. Why, what’sup?

vi) A Goodmorning, Mr. Pillai, isn'titalovely day?

B Good morning. Yes, it’sniceand cool.

. Matchtheresponsesto the greetingsin thetable bel ow:

Greetings Responses
) Hi Rahul! Longtimeto see. a) I'mverywell thank you.
ii) 1t'sgreat to seeyou again. So, b) HelloRg.Yesl vebeenvery busy.
how'slife?
i) How’ reyou feeling now? €) Much better, thank you.
iv) HelloMr. Guptal And how d) Not bad.
areyou keeping thesedays

. You have goneto seeasenior colleaguewho has been admitted to ahospital . Which expression

will you use?Tick the correct response.

i) Good morning. Ingood shape, areyou?
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if) Good morningsir, how’ reyou feding now?
iif) Hi! How'slife?
iv) Hey! Kow areyou, old boy?

4. A new employeegreetshisManaging Director at ameeting, saying, “Hi! Mr. Sharmal Longtime
tosee. What'sup?’

TheManaging Director isnot at all pleased. Why?What should hehave said?
INTRODUCINGYOURSELFAND OTHERS

We often introduce peoplewho do not or may not know each other. We oftenintroduce oursalves
to people who do not know us.

Inmoreformal situations, it isalwaysthe younger person who isintroduced to the older, the
woman to theman and thejunior to the senior.

Exchangesat introducing others

Introducing Responses
Good morning. Mr. Saha. It sagreat pleasureto meet you,
<_EI May | introduce (to you) Mr. Lal How do you do?
E Mr. Lal, our new finance Manager?
(@)
LL | Let meintroduce our new Pleased to meet you.
FinanceManager. Mr. La
_, | Nita. meet Mukesh, Mukesh Welcometo our office, Mukesh.
<§‘: isour new Programme.
[v4
Q | By theway. doyouknow each other? Nicemestingyou.
= Nita, Mukesh
Mukesh, Nita Yes. good to meet you again.
(Pointing with hand)
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Exchangesat introducing your self

For example.

Introducing Responses
Good morning. Mr. Sashi Peasuremeeting you
Tharoor fromAccounts Mr. Tharoor. I'mAnand
-
<§E Ra from Personndl.
[vd
EL) I'dliketointroduce Pleased to meet
mysdlf. I'mMukesh you. Mr. Kohli
Kohli from JK tyres.
Hi! I'm Sashi Tharoor Hello, how doyou do?
How do you do?
§ Hello, youmust be Nita Yes, I'm Nita, Nice
%: Shingh. I'm Mukesh Kohli meeting you.
IZL Excusemearentyou Yes, I'm Good to meet
NitaSingh?I'm Mukesh you again.
Remember me?
REMEMBER

1. Welcomeyour guest toyour city or placeof world : whilemaking introductions.

A:. Good morning, Dr. Rao. Welcometo NCL.. I’ m Unikrishnan, Research Associate.
B: Thank you. I’ vebeen looking forward to meeting you.

2. Informal meetingswith strangersusethe appropriatetitle Miss MrJDr. and surname.
Whenyou know each other well, usethefirst namelike, Nita, Mukesh, etc. Do not use
titleand first name, For example, use Mr. Kohli or
Mukesh, not Mr. Mukesh.

QUESTIONS

1. Sudy and practicethe short exchanges/ did oguesgiven below. | dentify whether therel ationship

is(a) very forma (b) forma or (c) informal.

) A: Good morning. How do you do?You' re VeenaYadav, aren’t you?l’m NehaBa/g).
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B : How do you do, Neha? Pleased to meet you.

ii) A : Pardonme, your nameisRahul Sharma, isn’tit?
B:Yes itis,Andyouare
A : Igba Judgefromthe Dehi office.

i) A: Ladiesand gentlemen, I’ dliketointroducethisevening, Bill Gates, themanwho
hasbroughtinthelT revolution.

iv) A:Rahul, I’dlikeyouto meet my colleague, Anjdi. Rahul-Anjdi-Rahul.
Rahul: Hello, Anjdi. Niceto meet you. Welcometo Delhi. Isthisyour first trip?
Anjdi : Thanks. Yes, itis.

2. Completethediadogue:
i) Mukesh: Hey, Shyam. Haveyou met Jim before?
Shyam :

Jm: How doyou do.
il) Kiran: Meera, thisisNeha. Neha, Meera.

Meera

Neha: Fine, thanks. And how areyou?
3. After atak you areintroduced to the speaker. Which of thefollowing would you say:
i) Hello, Bill!
i) Hi, Mr. Gates!
i) How do you do, Mr. Gates ?
iv) Pleased to meet you, Mr. Gates.
V) It'san honour to meet you, Mr. Gates.

Givereasonswhy you would reject the other responses?
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4. Whenwouldyou say this:
| havegreat pleasureto welcome Ms. Yasmeen Lukmani, President, Lions Club.
) toyour friend at aparty in her house?
ii) toafriend at anairport whereyou have goneto receive MsYasmeen.

i) tomembersof theclub at aLionsClub meeting.

BUILDING RELATIONSHIPS

Social behaviour isan important aspect of dealing with peoplefaceto face. There are some
broad rulesthat are universally followed.

It isimportant not to start talking about business or the work at hand, immediately after the
greeting. To build awarm friendly relation you must show someinterest inyour client or colleague
without becoming too persond . Generally thiskind of conversationiscaled”smal tak”. You cantak
about your client or clienl’sjourney, family, common friends. It isoften best to offer somedrink (tea/
coffee) or offer todo any littlejob likemaking aphonecal, sending afax, etc. Smilarly, beforeending
the conversation and bidding good bye, small talk about coffee, lunch, snacks, trave, etc. often occur.
Ataparty or lunch, isbest to avoid palitics, religion and other personal privatedetails. Itissafetotak
about holidays, travd, traffic, public transport, tourist interest, etc. The purpose of asocial exchange
with anew personisto discover what you havein common, so that you can exchange experiences.
With asenior or older person, itisbest to respond politely to queries.

BEING ALERT TO SIGNALS

Speakerssend out signalsin avariety of ways. sighing, clicking thetongue or pen, tapping the
foot, looking at awatch, clock, etc. These show the extent of concentration, mood, desiretoleave, etc.
Andert and efficient speaker must respond to these non-verbal signals.

Statementslike:

“Shall weget started?”’

“Now tobusiness.”

“Right, letsget down to business, shall we?’

“Wewon't ftnish by oneif wearen't brisk”, etc usually signal achangefrom small talk tothe

work! task at hand. Similarly, looking at the door or watch signal aneed to end or break. The switch
canbesignaled with satementslike:
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“Shouldn’t that do for now/today?” “ Don’t you think weshould call itaday?” “I’ dliketo stretch
my legsfor abit.”

“Youwill noticethat these signalscome assuggestions.”

L eave Taking

Ending aconversation normdly involvestwo steps: sgnding that theconversationiscorningtoan
end, and the actua leavetaking.

Signalsof ending usudly consist of thanking aperson. Oftenyou may gi veareason or makean
excusefor leaving. Itisimportant to be ableto recognisethese signals, for it would be considered rude
toignorethem.

While parting, likegreetings, we use set phrases. Peoplewho meet regularly leaveinfonnaly.

Formal |eavetakingsare moreelaborate. Onleaving ameeting or at agathering, you must seek
out theorganisr, thank him/her and bid h” nn/ her good bye

Pre-Closing Responses
Thank you very muchfor Thepleasurehasbeen mine.

Z:' your attention/ interest! support

=

& | well, | think that' sall. It'sbeen apleasure.

" | Thank you for giving methisopportunity. Thank youfor coming.
Well, I d better begoing. Oh?What apity. Thanksfor coming.
It'sbeenvery interesting talking

<_.:I toyou, but .................. Yes, I’ veenjoyedit too.

=

% Well, | must leave/ be off. Samehere.

LZL Great seeing you.

Sorry I’ vegot to go now. SurefYes, | will.
Comeover. Dropinsometime.
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Closing Response
B Good bye! Hopeto seeyou again. Goodbye!
<
% L ook forward to seeing Good night.
LL | you soon. Good night.

— 1 Bye! Seeyou soon/later. Bye! Takecare!
<

=

% L ook after yoursalf. Andyou.

=z

— | Solong. Takecare. Y ou too!

1. Weusually repeat the expression used by theleave taker while bidding good bye.
2. For” Takecare” and“Look after yourself’ theresponseis”Andyou" or "Y outoo”.

Overall Questions

1. Readthethreepiecesof dialogue given below and answer thefollowing questionsfor each of

them:

a. When doesthe conversation take place?

) after greetings

ii) beforetaking leave

iif) whileworking

b. Arethepersonsmeeting each other for thefirsttime?

c. Whatis-thetopicfor small talk?Isit appropriate?

I. Deepa

Veena

Deepa

Veena

Deepa

How do you do, Ms.Nagpal ? |’ ve been |ooking forward to meeting you.
Oh! Pleasecall meVeena.
And|’m Deepa. Well, Veena, did you have agood journey?

WEell, not too bad. Therewasaminor faultin thelineand wewere delayed by
haf hour.

Yes, delaysareirritating .........cccevenenee.
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Degpa We' ve been working very hard. | think we need abreak.
Let meget you adrink.

Veena ; Yes, I'dliketea, thanks.

Degpa Sure. Withmilk and sugar?

Veena : Yes, please. Let’'sgotothecanteen. I’ dliketo stretchmy legs.
Degpa W, that’squite alot of work done; don’t you think?

Veena : We'll call it aday. Shall we?

Degpa Yes, of course. Careto join mefor lunch?

Deegpa Never mind. Would you like some coffee beforeyou leave?
Veena : No. thanks. | shouldbeleaving.........

Some sentencesare missing in thedia oue given below. Themissing sentencesaregiveninabox
after the dia ogue bel ow. Compl ete the dial ogue with sentencesfrom the box.

Please Note: There are more sentencesthan you need, so choose with care:

Habib :  Haveyou beento Punebefore?

Lekha . No,itsmyfirstvigt.

Habib )

Lekha : I'msurel will.

Habib :  So, doyou havemuchtimeherein Pone? Areyou staying long?
Lekha . No, | haveto go back tomorrow afternoon.

Habib . (b)

You' Il haveto come back again.

Lekha . (o)

Habib . Sowhat time’syour flight tomorrow?

Lekha . Earlyevening 18.35.

Habib : Wall, I canbook you ataxi if youlike, to get you therein good time.
Lekha : (d)
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(i) What wasthe problem?
(i) That'svery kind. Thank you.
(iii) Oh, that’sapity. There’'ssuch alot to see.
(iv) Well, I hopeyoullikeit.
(v) That'sgood
(vi) Yes, I'dloveto.

3. Therearetwo setsof dia oguegiven below. Identify the unacceptabledialoguein each set. Also
say what makesit so.
A(@ Manager : Isthisyourfirstvisthere?
Thomas : No,infactthefirsttimel cameherewasfor atradefair.
It wastheAuto Tradefair at Pragati Maidanin 1999.

Manager . Shal wehavealook around the plant beforelunch?
(b) Manager : Isthisyourfrrstvisthere?
Thomas : No,infactthefirsttimel cameherewasfor atradefair.

It wastheAuto Tradefair at Pragati Maidanin 1999.

Manager : Ahyes, | remember theexhibitionwell.
Soitwasvery successful for you, wasit?

Thomas : Well, wemadealot of useful contacts.
Manager : Of coursenow, shall wehavealook round the plant beforelunch?
B(@ Vistor : Hdlo,I’'mNK Bagg from Bakson. | have an gppointment with Ashok Sahani.

Receptionist:  Oh, yes, Mr. Bgg. Welcometo Telco. Mr. Sahani will bealonginafew
minutes. Can | get you somethingto drink?

Vigtor : Nothanks, I'mtine. Sir, but | wonder if | could use aphone?

Receptionist:  Yes, of course. And anything else
(b) Vistor : Hdlo,I’'mNK Bgg from Bakson. | have an gppointment with Ashok Sahani.
Receptionist:  Just amoment, please.l’m sorry Mr. Sahani isnot in.

Vigtor W, I think I'll wait. Could you givethe messageto hissecretary. ?

| have another appointment to catch up with.,
Receptionist:  Yes.
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Check Your Questions

6.1 Intext Questioris

1
2
3.
4

. i)formd i) formad iii)icfomd  iv)fomd  v)infomd  vi)formdl
L i)b), i ii-€ iv-a.
(ii)

. Theremarkisvery informal, thereforein-appropriate. He should have said, Good morning, Sir,

6.2 Intext Questions

4,

i) formd (i) forma (i) Veryinformd (iv) informa

1) No. Pleased to meet you, Jim. (i) How'reyou, Neha?

V). Rgect (i) &(ii) for beingtooinforma (iii) and (iv) would bequite acceptable. But (v) expresses
the pleasure of meeting aspecial person best.

(i)

OVERALL QUESTIONS

1

2.
3.

. (a) after greeting.s(b) yes  (c) Journey-Yes
1. (&) whileworking
(b) have been working together for sometime. (¢) snaeks/ drink yes
[11. (a) beforeleavetaking (b) sameas(b) above (c) Lunch-Yes.
@iv  (byiii  (Qvi (d)ii
A (). inappropriate. Switch of topic to work at hand istoo sudden and soon. It soundsrude.

B (b). inappropriate. Thereceptionist isvery reluctant to hel p. Though her languageisnot rude,
shedoes not show thewarmth and co-operation that should be extended to avisitor/ client.
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Writing Memos and Letters

Communicationin an officemust bemade asper certain rulesand procedures. They writeletters
etc., tocommunicate and also to record. Memosand |ettersaretwo of theimportant written formsof

communication.

WRITINGMEMOSAND LETTERS

Communicationin officeisquitedifferent from personal communication. In officeweneed to
keep in mind office procedures and rules. Written communication in officeis meant asmuch for record

asfor reference. Two very important kindsof written communicationin officearememosand | etters.

7.1 Memo
TheLong man Concise Dictionary of BusinessEnglish definesmemo as*aninformal writtenor
typed message to someonein the same office or organisation, sent in place of aletter.”
Or
“ashort informal note or report — on somedeal or event or conversation.”

A memoisgeneraly used for sending messagesfrom one department to another within thesame

organization. Given below isan exampleof amemo.
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MEMORANDUM

4 th Nov. 2000

From:- Director (Building)
Subject:- Security Measures
To:- The Security Manager

After threeincidents of theft of scootersin the previousweek from ou
important that security measures should betightened with immediate effect.

vehiclesinthe parking shed.

photographs.
(b) Each employeeshould begivenatokenfor hidher vehicle,

will bewe come.

r parking shed, itis
A dtrict check at the

entrance and exit gatesisrequired. Only permanent token holdersshould bealowed to park their

1.(a) Pleaseissue identity cardsto all the employees of the establishment with their recent

2. A full time parking shed caretaker should be appointed with immediate effect. Financia
sanction be obtained. Manager (Personnel) be consulted about the recruitment rules.

3. Pleasediscusstheseand other security measureswithmembersof thedtaff. Their suggestions

Sd/
Director (Building)

Theshort form of memorandumismemo.

So, officememosare:
* neither |ettersnor notices
* they giveingtructionandinformation.
HOWTOWRITEAMEMO?
Whilewritingamemo you should keep in mind thefollowing points:-
» datethesubject clearly and precisely.
e Qettoyour main messagedirectly.

» makeyour sentencesshort and simple.

» givepreferencetodirect statementsusing persona pronounsif necessary.

e.g. instead of saying,
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“Thecharman hasdesred that al section heads prepare monthly reportson theimplementation
of the project and submit the sameto the undersigned for compilation.” You can say- “1 have been
asked by the Chairman to compile al monthly reports on theimplementation of the project. Please
send meareport pertaining to your section by the 7 th of themonth.”

* break up your messageinto points.

» makeit brief becauseyour reader may beabusy person and may not havetimeto read along
message.
INTEXT QUESTIONS

Given below isajumbled up memo. Put the sentencesin their right order and rewritethememo
inyour exercise book.

MEMORANDUM

From:- Supervisor
Subject:- Misuse of Computers
Tl:- Mr. XY J.

1. Computersare shut down properly after use.

2. Gamesand other meansof persona amusementsare not played on office computers.
P ease ensurethat thefollowing measuresarefollowed strictly by membersof the staff.

1. Computersinthe common pool are not switched off after use.

2. Computersare used for playing games.
Onthe subject stated aboveit has been observed that:-

Supervisor

LETTEROF COMPLAINT

We often haveto writelettersof complaint to variousorganizations. Whiledrafting | etters of
complaint wehaveto statethe complaint clearly and be politewithout blaming anyone. Weadso have
to giverelevant referencesand details. We must Satevery clearly what wewant the company to do.
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Hereisan example:

From:- 24th Dec, 2000
Rocky Pens
Mayapuri Industrial Area, New Delhi

To:-

Neverlock Fountain Pens
OkhlaEstate, New Delhi

Subject:- Defectivesupply. Dear Sir,

We wish to complain about the 500 ball point pens supplied videyour invoiceletter No. /
NLIRP/. FP/ 2000 dated 28th Nov, 2000.

Weregret to inform you that only 100 pensareinworking order. Rest of the supply has
oneor two of thefollowing defects:

CracksincapsLooseclipsDry refills
Pleasereplacethe 100 defective pensat the earliest. Looking forward to your early action.

Your Sncerdy

A.D. Gupta.

Theaboveletter containsthefollowing:

Sender’sName Date
and Address

Addressof person or
firmintended for

Subject

Body
- references
- nature of defect

- request for replacement

Cosng

226



QUESTIONS

Imaginethat you arethe Manger of VXT Textiles, Ludhiana. You had placed an order for the
supply of 16 boxesof Silk Sareeswith Shree Cloth Mills, Chennai. But you havereceived 16 boxes of
Chennai Cotton Sarees. Inyour excercisebook writealetter of complaint and request for replacement.

LETTER OF ENQUIRY

Hereisasampleof aletter of enquiry.

From:
International Correspondence College, 21st Jan. 2001
New Delhi

To:-

M/s. Eagle Offset Printers,
NaranaVillar,
New Ddhi

Subject: - Enquiry about the progressof printing and supply of lessons.
Ref.- (i) Your letter No. |CC/L/Eagle/2000, date 19th Dec.
(i) Your letter No. | CC/L/Eagle/2000, date 12th Nov.
Dear Sir,
With referenceto the above subject you arerequested to let usknow thefollowing:
1. No. oflessonsyet to be printed.
2. No. of illustrations yet to be made.
3. Dateof despatch of the printed material.
Wewould liketo inform you that you are aready late by two weeks.
Asper clause 3 (b) of the agreement afine of Rs. 100/- per day will becharged for delay in
completion of theassgnment.

Kindly treat thismatter asmost urgent and send usthematerial immediately. Yourssincerely,

(Vinod Mankad)
Dy. Director
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Whilewriting aletter of enquiry remember thefollowing points:-

- the contents of the letter should mention references (letters and agreements) of both parties
(sender and ad.dressee)

- theenquiry should be specific.

- it should make clear that the matter isurgent and needs special attention.

QUESTIONS

Hereisanincompleteletter of enquiry. Completeit by filling up the blanks. you can usethewords
giveninthebox.

detalls, terms, requirement, manufacturers, reference, enquiry

From:
Trendy FurnitureLtd.,
Bhopd

To
ThePrincipa

SJ Schooal,
Ddhi

Subject : about detail s of furniture requirement.
Dear Sir,

Thisiswith to your advertisement in the Indian Express,
inviting tendersfor sted /wooden furniture.

We happen to be one of theleading of stedl furniturein
Bhopd.

Couldyou pleasegive us of your and other
and conditionsif any.

We offer a10% discount to educational ingtitutions.
We hopeto hear from you soon.

Yousncerely,

SK. Jha
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What You Have L earnt
You haxelearnt about lettersand memos. L et ussum up the differences:-

- Lettersarewritten on aletter head but memos are written on aplain sheet of paper or ona
memoformat.

- Theformat for lettersand memos are different.

» Thestyleof writingisindirect inlettersbut isdirect in memos.

Overall Questions
1.  Givenbdowisanincompleteletter of complaint. Completeit by using thefollowing clues:-

- Anorder of 1200 silky blankets packed in 12 wooden boxeswas placed-only 900 blankets
packed in 9 boxeshas been received-remaining 300 to be sent as soon as possible so that the
same can be distributed before month end.

Dear gr,

We havereceived your consignment of silky blanketsagainst our order No. AK/1/
231, dated 16th March, 2000.

Weregret

Yourssincerdy,

XYZ

2. Givenbeow isthetext of amemo sent from the Manager to Mr. Rakesh T__umar confinning the
decision reached at ameeting. Themeetingwasheld to discussMr. Kumar’sleaveapplication as
well asnecessary follow up action.

Number the sentencesin theright order.
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I amwriting thisto conflrm the decisionsreached yesterday at our meeting.
1. Youwill beallowed toleave office one hour in advance, i.e. at 4.00; p.m.

2. Youwill begivenleavewithfull pay for ten daysfrom May 1% to May 10th to enableyou
totakethe CSexams.

3. From May 11 th you will follow theworking hoursexcept that you will put in three hours
of extrawork onall Saturdaysin May to completetheAnnual Report.

4. Thisarrangement will continuetill April 30th, whenyour CSexamsbegin.

5. Youwill henceforth beat your desk no later than 10.00a.m. and shall work through the
lunch hour to partially make up for thetimelostinthemorning.

Check your Answers

Intext Questions

From: - Supervisor

Subject: - Misuse of Computers

To:- Mr.- XYJ

Onthe subject stated aboveit has been observed that:-

1. Computersinthe common pool are not switched off after use.

2. Computersare used for playing games.

Please ensurethat thefollowing measuresarefollowed strictly by membersof the staff.
1. Computersare shut down properly after use.

2. Gamesand other meansof personal amusementsare not played on office computers.

sd/-
Supervisor
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Intext Questions
letter of enquiry (order of words)

enquiry, reference, manufacturers, details, requirement, terms.

OVERALL QUESTIONS

1. Weregret to inform you that we have received only 900 blankets packed in nine wooden
boxes.

As, we haveto send off the bulk supp] y by themonth end, kindly sendintheremaining part
of our order i.e. 300 blankets as soon aspossible.

2. Therightorderis:-
514,23.
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Writing E-Mails

Moreand morepeopleareusing thee-mail than thetraditiona postal mail. Itisfast, efficient and
economical. Theletter reachesthe party concerned the next second.

Theuseof e-mail or electronic mail issteadily increasing. E-mailsischeaper and faster thana
|letter, lessinterfering than aphonecall and easier to send than afax. Whileusing e-mail, differencesin
location and time zone do not remain an obstacle. For exampleif you send ane-mail from Indiatoa
firminAmerica, they will getitimmediatdly.

WHAT MAKES E- MAIL DIFFERENT

Electronic communicationisfundamentally different from paper based communication because
of itsspeed and broadcasting ability.

On paper, itisessentia to make everything clear because your audience may not have achance
toask for clarification. With e-mail, thereceiver can ask questionsimmediately. E-mail thustendsto be
loosdly structured, like conversation. Thishasitsadvantages-you savetimeand effort. Why should you
spend hourson correct spellings, perfect grammar and appropriate wordswhen the messageisonly to
tell your colleague that you are ready to go to lunch. Of course, you must know when you can be
carelessand when you haveto be meticul ous.

Another difference between e-mail and older mediaisthat what the sender seeswhen composing
amessage might not look likewhat thereader sees. With e-mail, the software and hard warethat you
usefor composing, sending, storing, down- loading, and reading may be completely different from
what your correspondent uses. Thevisual quality of your messagemay be quitedifferent by thetimeit
getsto someone else’s screen. Since these differences exidt, it is necessary for you to tailor your
messageto thisnew medium.

HOW TO WRITE AN E-MAIL

Inthissection you will learn someof themgjor featuresof communicating through e-mail.

Ways Of Establishing Context

With e-mail, you cannot assume anything about asender’slocation, time, state of mind, and
professon, interest or futureval ueto you. Thismeansthat you need to be very careful about giving your
receiver some context. Further more, your receiver may get afew hundred messagesall at once. This
sectionwill give specific waysfor establishing context so that your message becomes meaningful and
receivesattention.
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() Useful Subject Lines

A subject linethat relatesdearly to the body of the e-mailswill help people mentaly shift to the
proper context before they read your message. The subject line should be brief, and needsto bea
complete sentence. It should giveaclueto the contents of the message. For example:

SUBJECT: BOOK ORDER - TEACHER TRAINING
Dear Mr. Mishra,

Pl ease send one copy of thefollowing CUPtitlesby 26th March latest.

Herethe subject line summarizesthe most important detail sof the message.

If your messageisinresponseto another pieceof e-mail, prefacethe subject linewith Re or RE:
(for Regarding).

Subject: RE: Book order-Teacher Training

When you know the person getsalot of mail and you want him/her to act on your message
without ddlay:

Subject: URGENT: Book Order- Teacher Training

If you areoffering non-urgent informeati on that requires no responsefrom the other person, prefacing
thesubject linewith FY 1: (For your information) isnot abad idea, asin

Subject: FY1: Passesfor TheWild Duck

21 passesfor the 18th 3 p.m. show are at the Reception Desk, First come, First served!

Donot use*information’ for your subject line. Instead ask dearly for the specific pieceof information
you need.
(b) Quoting references

If you arereferring to previouse-mail, you should explicitly quote that document to provide
context. Instead of sending e-mail that says:

“Arepassesfor 18th, 3 p.m. show gone?’

You can makeyour e-mail specific by beginning with the subject line. Inthesubject lineif you are
referring to the show onthe 18thyoucansay’ ,
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“Re: Show on 18th
and. Your e-mail can read:
“Arepassesfor 18th, 3 p.m. show gone?’ |

Referring to previous document becomes necessary becauseyou may have sent themessageon
Friday and might not remember it on Monday morning when you seetheresponse. But you must also
avoid giving too much context. L ook at thetwo examples given bel ow and decide which isbetter and

why?
A:.  >I'vetakedtoRakeshabout
> pricequoted by BPL. Hethinks
>itstoo high. Nehapromised
> to contact HL and LG> Any news?
>What do | do now?

B: > Rakesh has Bp: quotation. Compare
>itwiththoseof HL and LG available
> with Neha
> Respond with thelineof action.

Thesecond (B) isbetter becauseit isshorter and isaction oriented. It tellsthereceiver precisdly
what he should do-

(i) comparepricesform different sources
(i) decideand convey subsequent action.

You must remember that the greater than sing (>) appearsonly when you areforwarding amail
or replying to amail without going through the process of composing areply afresh. Thissign (>)
appearsonly at therecipient’send.

(c) Page Layout

Words on acomputer screen look different from thewordson paper and usually peoplefindit
difficult to read thingson ascreen than on paper. For instance, you may have put someof your information
inboxesbut your recipient’scomputer may not recelveit inthat form. Thismeansthat good e-mail page
layout isdifferent from good paper document pagelayout.

234



(d) Shorter Paragraphs

Frequently e-mail messageswill bereadin adocument window with scroll bars. Itisdifficult to
read avery long paragraph because haf of it will be outsdethe screen. Therefore, it will bedifficultto
remember theinformation.

(e) Line Length
M ost softwaresthat read mail do not automatically wrapi.e. adjust what wordsgo onwhat line.
Thismeansthat if thereisamismatch between your software’ sand your correspondent’sin how they

wrap lines, your correspondent may end up with amessage that does not ook good; especially in
formal businesscommunications.

If alineislonger than 76 characters (Anything typed including aspaceisacharacter), it issplit
after the 75th character and the line ends with an equal sign. Some e-mail reading software can
automatically reconstruct your message but others may compl etely changethe alignment. You should
try to keep your linesunder seventy characterslong. Why seventy and not, say seventy six?Because
you shouldleavealittleroom for theindentation or quote marksyour correspondents may want if they
need to quote piecesof your messageintheir replies.

(f) Clear and precise prose

Keep everything short. Keep your linesshort, keep your paragraphs short and keep the message
short. If your correspondentswant moreinformation, they can ask for it. Also note that some of your
correspondents may havelimitson how -much disc spacetheir e-mail canuse.

If you are sending areport to many peoplethen you may need to put moredetallsintothee-mail
sothat you aren’t flooded with questionsfrom everyone ontherecipientslist. You should ask yourself
carefully, if dl thepeoplereally need to beonthelist.

Thefewer the peoplethere are on the recipient list, the shorter the message should be. Keep
everything on one*“page’. Inmost casesthismeanstwenty fivelinesof text.

People usually use short formswhen sending e-mails. Hereareafew of them.

E-mailsacronymsand abbreviations

BBL - be back later IMO - mmyopinion

BFN - byefor now oY - inother words

BRB - beright back LOL - laughingoutioud

BIW - by theway NBD - nobigded

FYI - for your information RPFL - rollingonfloor laughing
<g> - gin TIA thanksin advance
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<G> - biggrin TIC - tonguein Gheek

HSIK - how should | know? TIFN - tatafor now
|IAB - inany event TIYL - taktoyoulater
WYSWYG - whatyouseeiswhat

you get.
(g) Greetings and Signature

Every new medium devel opsitsown rulesfor opening and closing. Because e-mail isso new,
therearen’t firm customs on how to open and close.

Most often start with * Dear -(First name) and closewith* Regards’ or ‘ Thanks and your signature.
Inthe USA, they often begin with *Hi’ Many people do not give either asalutation or asignature
becausethe addressing information isapart of an e-mail message. Thee-mail messageitself sayswho
itistoandfrom.

All thesame, itisgood to have greetingsand signatures. Many e-mail programmesallow youto
set up adefault Sgnatureto beincluded at the end of every message. Many peopleusethesesignatures
asan easy way to givetheir name and aternate ways of reaching them.

forexample:

Antony John Kunnan,

Assoc. Prof, TESOL Program,

KingHall C2098, CSULA,

5151 State University Drive,

LosAngeles, CA900;32-8143, USA.

+ 1(323) 3434344 voice

+1(323) 343 5336 Fax

http:/Aww.ca statel a.edu/dept/tesil/kunnan.htm

Of course, you haveto decidewhether al thisinformationisnecessary with aparticular message.
Such aheavy signature may beinappropriatefor aone-line casua e-mail.

(h) Identification

Itisimportant toidentity yoursalf epecialy whenyou aree-mailing astranger. Your e-mail must
answer the questionsthat will cometo therecelver’ smind.

They are:
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How did sh¢lefind out about me?

e What doesshelhewant from me?
e Whoishe/she?
e Why should | pay any attentionto hirn/her?
Itisbest to put al identification information at thetop instead of the bottom because:
e Your identity isanimportant clueto the context of the message.
e If thereisaproblemwiththetransmission of themail, theendismuchlikely to get lost than the
beginning
Overall Questions

|.  Provideyour audiencewith adequate context :

(i) E-mail isnodifferent fromolder formsand get clarifications

(i) Withe-mail, therecelver can ask for and get clarifications.

(i) Wemust dways spend timeand effort in correcting thelanguage and style of our e-mail.

(iv) Thee-mail dwayslookswell composed and well formatted whenitisreceived.

(v) Sincemany messagescomeall at oncewemust usewaysto make our message stand out and
be read

(vi) Referenceto previousl|etter/mail iscarried below the subject line.

(vii) Mark all mail “URGENT”, itsthe surest way of having your messageread.

2. writee-mail messagefor each of thefollowing Situations.

(@ Yourecevethefollowing message on 21/04/2001
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Dear Harish,
Last night the new central cooling systeminstalled by AquaCool exploded.
Our compl ete spring stock has been destroyed. Damage-minimum Rs.4l akhs.

Adviselineof action.

Manish.

(b) Write to Rg Travels, asking them to cancel your air tickets to Bangalore and hotel
accomodation they had booked for you. You will inform about changed datein near future.

Check your Answers

Overall Questions
1. () F Itisdifferent becauseof its speed and broad casting ability.
i) T.
(i) F. Thisdependson the situation-who thee-mail isfor and for what purpose.

(iv) F.How well formatted an e-mail isdependsupon therecipient’s hardware and software.

V) F
(\) F. Reference precedesthe subject line.
(vii) F. Urgent should be used only whenimmediate actionisrequired.
2. Your e-mail canbeaongthefollowinglines:
(& Contact Aquacool and ascertain cause of explosion-any casualties/contact insurance- use
stand by system for timebeing.
(b) Cancel reservationswill inform about new dates, regret inconvenience caused
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Writing Reports

Reportsareaform of written communication. They tell usabout the planning implementation,
and progress of any endeavour of the company. Reportsare usually sent to senior officiersof the

company.

Look at the following:

RA VI INDUSTRIES
16, Pragati Tower,
Nehru Place,
New Delhi
ToMr. SK. Singh (Managing Director)
From C. Rao (Office Manager)
Date: 7 July, 2000

Subject: Report on suitable premisesfor shifting the office of the company.

Assuggested inyour letter of 4 June, 2000 | ingpected anumber of buildingsin South Delhi.
After careful consideration, | recommend Jain building, whichissituated in Kailash Colony.
Thisbuilding, | fed, would be the most suitablefor our requirements.

Thebuilding consists of two storeys, and has 15 roomsinal Theroomsarefairly large (30
20" wdll litand airy. Sincetheroomsarefairly large, weshall beableto put partitionsin some
of them.

Thetoilet facilitiesfor both men and women areadequate. There area so watchmen’squarters
comprising two roomseach, and situated to the left of themain gate.

Theonly disadvantagethat | visuaizeisthat thereisnot much open spacearound thebuilding
and the parking space my beinadequatefor al thecars. But for thejunior office staff thereis
abusstop two hundred yards away.

| have started preliminary negotiationswith the owner, Mr. Anupam. Heislikely to accept the
offer. Restructuring to alter thelayout of the building to suit our specificationswill cost no
morethan Rs. 40,000/-.

TheDirectorsmay liketoingpect the building beforeany decisionistaken.

C.Ra0
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Theaboveisan exampleof what areport is. Reportsareaform of written communication. Ina
busi ness organi sation reports provideinformation regarding progress, implementation of plansand
programmes. Theseare sent to senior officers.

HOW TO WRITE A REPORT

Beforeyou begintowriteareport you must ask yourself afew questions. What isthe purpose of
thereport?Areyou expected to present factsonly? Areyou expected to provide an anaysisand make
recommendation aswell? When isthereport due?

Onceyou have answersto such questionsyou can start writing thereport. The processof writing
areport involvesthefollowing stages -

() invedtigating thesourcesof information
(if) takingnotes
(iii) interpreting and analysing thefacts
(iv) writingtheoutlineof thereport
(v) editingandrevisingthereport
(vi) Submittingthereport

Now consider thisexample. Mr. Rameshworksinafirmin Delhi. Hehasbeen asked to visit the
firm'sAllahabad office and submit areport on how that officeisfunctioning.

HereisMr. Ramesh’ stour report.
11.03.2004
To: Mr. J.P. Singh (Joint Director)
From: P. Ramesh (Assistant Director)
Subject: Report on theworking of our Allahabad office.

Asperingtructions| left for Allahabad on the 7th March and arrived there on the 8th, |
spent two daysat Allahabad. My report isasfollows:-

(i) Attendance: Although staff isrequired to reach officeby 9.00 am. Generdly, no one
observesthetiming and membersof the staff arriveafter 9.30a.m.

(i) LeaveRecord: Theleaverecordisnot maintained as per company manual.

(i) Cash Book: The Cash Book hasnot been updated since 28.02.2001. It was behind by
about two weeks.
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(iv) Inward! outward mail register and postageregister: Theseare not being maintained and
thereforethereisno record of expensesincurred on postage.

(v) Officemaintenance: Theofficewasgeneraly well maintained.

Recommendations: Regional incharge and some senior associates should becalled to the
Head Office and given abriefing on office proceduresand normsas per company manual.

Sd/-
PRamesh

You must keep in mind thefollowing pointswhilewriting atour report.
- Atour reportisgeneraly written intheform of amemo.
- Itisaddressed to one'ssuperior.
- Inthesubject line givethe destination and dates of thetour.
- Inthebody of thereport you should explain why you made the tour and what you achieved.

- Eachmagor pieceof information may belisted under aseparate heading. Hereisanother example
of areport.

Thisisan accident report:

To Mr. H. Gonsalves (Manager)
From  Mr. S. Abida(Supervisor)

Date: 25 February, 2000
Subject: Fireat the Lucknow office Warehouse.

On 22nd February 2000, at approximately 4.15 p.m. therewas afire at the Lucknow
officewarehouse, resultinginlossof company’sproperty worth Rs. 25 lac.

We got theinformationinthe Delhi office by fax at 5.10 p.m., the sameday. | proceeded
to Lucknow by train that evening, and wasthere on themorning of 23 rd February.

Company’sIngtructions Fouted

Whileitisdifficult to ascertain the cause of thefire, my enquiriesreved ed that many of the
Company’ sstanding instructions had been flouted. For example:

I) Smokingisstrictly prohibitedinthewarehouse, but thisruleisnever followed.

if) During lunch hour, itiscommon practiceto switch on an electric stoveto heat food.

241



iif) Visitors/dedersare often allowed to enter thewarehouse, and they can even smokeif
they wish.

iv) Therewerefour flre-extinguishersinthewarehouse, besidestheeight intheoffice, but
not asinglefire-extinguisher wasin proper working condition. Fire-extinguishersmust
be‘charged’ every year, but in the case of the Lucknow office, these had not been
‘charged’ for nearly four years.

Extent of Damage

No member of the staff was hurt, but the total damage to the company’s stock in trade
amountsto Rs. 25 lacs. ThisincludesRs. 5 lac worth of gOO?S damaged by water.

Explanation Asked For

| have called for awritten explanation from the storekeepers, which | expect to get by
tomorrow. Actionwill betaken after | receivetheir explanations.

Sd/-
S.Abida

Whilewriting an accident report keep in mind thefollowing points:-

- Getimmediately to thepoint.

- Describeindetail any physical injury to any person or damagein property.
Thisisrequired to settleinsurance claimsor compensations.

- Mention what caused the accident.

* Present your recommendations.

Check your Anwers
Overall Question
The sequence of wordsisasfollows.

gpproximately, collgpsed, information, accident, unloading, immediately, satisfactorily, offered, extent,
casudties, rebuilding, suggestions.
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Writing Job Applications

Most unemployed youth should know how towrite an gpplication seeking ajob. A job gpplication
isaccompanied by aCV or Resume or Bio-data. This chapter tells you how to write agood job

goplication.

Thejob application is perhapsthe most important piece of writing for each one of us. Withthe
increasing competitioninthejob market today, it isspecialy important that wewriteagood resume, or
curriculumvitae (cv for short). In India, we often usetheword * bio-data’ for aCv. Inthisunit you will

learntowritegood job applications.

DIFFERENCE BETWEEN RESUME AND CURRICULUM VITAE

Your job application may take theform of aresumeor acurriculumvitae (CV). A CV means
“courseof life” - that is, ashort and crisp summary of your qualification and experience.

A resumeisamore comprehensvedocument of your life. While CV isconsdered British' , tyle;

resumeisconsdered Americaninstyle.

TheCV isnow outdated and anincreasing number of companiesare demanding aresumeto get
afar clearer picture of acandidate. Study the formats provided in the boxes below. Are they very
different If so, how?

CURRRICULUM VITAE
Name NiveditaV. Chandratreya

Address  ‘PoojaGargi Society’
Flat No. 15, Happy Colony
Road No.2, Kothurud Pune 41009
Maharashtra, India

DATE OF BIRTH : 17 January 1967.
KEY QUALIFICATIONS:

- Athoroughin-servicetraining in child education.
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- CELTA (Cetificateof English Language Teaching toAdults)
- Eight yearsof teaching experience.
- Possessexcdlent knowledge of English, Hindi, Marathi, Indonesian and French
EDUCATION:

- Bachdor of Arts(English Literature) Fergfusson College, PoonaUniversity, India
(April 1998)

WORKEXPERIENCE:

Pogtion . -Assistant Teacher (June 1989 to September 1990)
Employer . -Abhinav VidyalayaPre-Primary School, Poona, India
Classestaught : - Kindergarten

Assisted inthedevel opment of dramatics, art and graphics
Attended various seminarson‘ Early Childhood’

Pogtion . -Classroom Teacher (October 1990 to October 1996)
Employer . -Gandhi Memoria International school, Jakarta.
Classestaught : - Grade3and 5 (Pdmary School)

Subjectstaught: : - English, Genera Science, History, Geography, Health

Education-Responsiblefor CAS Club apart of international
Bacca aureate Programme.

-Attended English Language Seminar in September 1994 at
Bandung

- Attended Seminar onintroduction of international
Baccaaureate (GM 1 S-Jakarta)

Reference : Mr. Jakos Carlos, Principa

Gandhi Memorid Internationa School, Jakarta.
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TREVOR JOHN MARTIN
275 Taboot Street
Pune-411004,
Maharashtra. 020-74563
E-mail: martint@usanet.in

EMPLOYMENT OBJECTIVE

Financia research ass stant, |eading to amanagement position in corporatefinance.
PERSONAL DETAILS

BIRTH: 29-08-1976

MARITAL STATUS: Sngle
EDUCATION

Beachel or of BusinessAdministration (1998) Pune University

Major: Finance

Minor: Computer Science

Grade: 3.88 grade point average of possible4.0.
EMPLOYMENT EXPERIENCE

First Bank (KhadakwakaBranch, Pune)

Research Assistant intern, May 1998 to April 2000

Assisted Manager of Corporate Planning and devel oped computer mode for long range

planning.
SPECIAL SKILLSANDACTIVITIES

Associate editor, Business School Newdletter.

Wrotetwo articlesonfinancia planning with computer models, surveyed business

periodicalsfor potentid articles; edited submissions.
REFERENCES

Availableuponrequest.
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box-2 Resume

What do you notice?In essence, aCV isno different from aresume. They both include your
persona details, detailsrelated to your training, education and work expenence.

Thereare, however, differencesin format, headingsused, sequencein presenting information,
etc. Sincetheresumeincludesafew moreheadingsthat CV usualy doesnot includewewill concentrate
onwriting good resumes. Morevt’r, resumes are more descriptive and up-to date.

WRITING AN EFFECTIVE RESUME

Inwriting aresume study the kind of job you are applying for. Ask yourself what information
about you and your background would be maost important to an empl oyer. On the basisof your answer
to thisquestion, decidewhat sort of detailsyou should include and how you can effectively present
them.

A number of different formats can be used. Themost important thing isto make surethat your
resumeis.

 diractive
- wdl-organised
- easy toread, and
- freeof errors.
A common format containsthefollowing:
e Heading
* Persond details
» Employment objective
 Education
- Employment experience
- References
(a) Heading

Start with your name, address, telephone number and e-mail ill. Theseare usually centered on
thepage. Useformatting conventionslike underlining, bold, different font sizeand spacing to makeit
appear likeaheading. Do not includeadate or you will haveto keep changing it.
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(b) Personal Details

Personal informationincludesdetailsof age, sex, marital status, race and religion. Sometimes
candidateschoosenot to provideal of these because they may have anegativeimpact ontheemployer.

You should, however, see yourself from the eyes of your employer and provide whatever
information that would honestly and effectively represent you.

(c) Employment Objective

State not only your immediate empl oyment objective but thedirection you hopeyour career will
take. For example:

“A postionthat dlowsmeto usemy Computer Sciencestraining to solveengineering problems’.

It enablesthe employer toidentify your purpose quickly. Youmay excludeitif you do not havea
clear objective. Ontheother hand, if you have experience and knowledge, the employment objective
will alow youto display this. For example.

House-keeping dutiesin afive-star hotel.

(d) Education

Whether you list education or experiencefirst depends on whichisthe stronger in your back
ground. If your education and professiond trainingisstrong, list educationfirgt. If you haveoneor more
yearsof job experience, list experiencefirst. For both education and work experience movefromthe
most recent down sequence.

(e) Employment Experience

Listal your full-time, part-time and temporary jobs, starting with the most recent and working
backwards. Provide brief descriptionsof your dutiesif they aresimilar to thejob you are applying for.

Example
TRAINING
* Advised and trained novice computer users.
» Wroteand maintained UNIX operating system.
(f) Reference

You may includereferencesaspart of theresume or state“will befurnished upon request”. Do
not give anyone asareference without first obtaining hisherpermission. Then providethetitle, full

name, address, tel ephone number, e-mail ill of the person.
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WRITING AN EFFECTIVE LETTER OF APPLICATION

Often called a” covering letter” aletter of application must precedeyour CV or resume. Study
theletter of applicationin the box below. What do you notice?
Milind Padhye,
7,Anandvan,
A-6PaschimVillar,
New Delhi.
110063.

Date: October 2, 1994,
TheAdminigrative Manager,
British Council Divison,
New Delhi

Ref: Your advertisement in the Pioneer of September 18,2004. Sub: Application for the post
of “Persond & UnitAssgtant”

Sr,

| have morethen 9 years of composite experiencein Word Processing Databaseand DTP. |
have done my graduation in Science and al so possess good knowledge of spoken and written
English. | have edited anumber of bookson computers. | can handle PCsand related hardware
with ease. With thisbackground, | would liketo submit my candidaturefor theabove mentioned
post. | hopethe above meetsyour requirements. | will beavailablefor interview, at adate that

suitsyou.
Thank you,
Yoursfathfully,
Milind Padhye
Theletter of gpplicationisessentialy asalesletter. Your immediate objectiveisto haveyour | etter
read so that youwill becalled for theinterview. Therefore, your letter must do threethings:
- Catchthereader’ sattention favourably.

- Convincethereader that you arequalified for the post; and
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* Reguestfor aninterview.
Providethefollowinginformation:
1. Identify thejob by titleand state how you heard about it.

2. Listyour qudificationsfor thejob in summary form. Stresseducation and lor work experience
according toyour own situation! need. Thenrefer thereader to your resumefor theother important

detalls.

3. Statewhereyou can bereached and whenyou will beavailablefor aninterview.
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Appearing for an Interview

Aninterview hasbecomeanimportant event inthelifeof anunemployedyouth. Wefaceinterviews
fromavery young age.

Thischapter tellsyou about how to facean interview.

| nterviews have becomean important part of our lives. From early childhood wefaceinterviews.
When you areyoung your parents are eager that you performwell. Asyou grow older, you yoursel f
wishtodowdll at interviews. Inthislesson you will begiven someguidanceinfacinginterviews.

1 PREPARING FOR AN ‘INTERVIEW

To prepareto perform well, you must engagein some pre-interview activities. Pre-interview
planning involves|earning something about the company/organi sation, analysing your strengthsand
weaknesses and making sureyour appearance and behaviour createtheright impression. Given below
aresome of thewaysinwhich you can prepareyoursdlf for aninterview.

(a) Sudying the Company

You must gather information about the company. 1biswill convincetheinterviewer about your
sncerity. Theinterviewer will not waste preciousinterview time providing youwithinformation that you
should have gathered. Your sourcesof information are:-

) theadvertisement
if) employeesof thecompany
iif) other candidateswho have been interviewed
iv) newspaper andjournas
V) Internet
(b) Sudy your self

After you have gathered information about the company the next step isto assessyour own
abilities. Do | liketo work with people or do | prefer towork onmy own? Dol like detailed work?
Can | develop acareer plan that | can achieve with the company? The answers to these questions
about yourself can provide you with lots of material to use during theinterview. If you can’'t seea
relationship between yoursalf and thejob or company, you won'’t be ableto demonstratetheinterest or
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enthusiasm necessary to market your salf. A good method isto list the company and job characteristics
inone column and attempt to placeyour qualificationsin acorresponding column asin thefollowing
illugtration:

Company and Job Requirements My Qualification and Needs

) Dol liketowork with people
ordol liketowork alone?

ii) 1stherescopefor advancement?
iii) 1sthe pay scale adequate?

iv) Dol havethenecessary
educationd requirements?

v) Dol liketotravel?
vi) Doesit offer job security?

Of course, you'll probably never fmd thejob and the organisation that will satisfy all your needs
and meet al your requirements. 1bisandysiswill help youwith eachinterview.

(c) Plan your appearance

You should dressin such away that you do not create anegativeimpression. For exampleyour
finger naillsmust be. neat and clean, your shoeswell polished and your hair well groomed.

Avoid gaudy, casua or party wear. Find out the company’ sdresscode. If you dressand ook
likethe peoplewho aready work at the company, theinterviewer will findit easier to seeyouworking
there.

(d) Plan Your Time

Oneof theworst thingsyou can doisbelatefor aninterview. Plan your timeso that you arrive
early. Thisplanning alowsyou to unwind and prepareyourself for theinterview.

Atthesametime, don’'t sit just making yourself nervous. Movearound alittleand talk to the
other candidates. Should something prevent you from reaching ontime, do tel ephoneyour apol ogy.

251



QUESTIONS

1. Say whether thefollowing statementsaretrue(T) or fase (F). Correct thefalsestatement inthe
light of what you haveread:-

) Topreparefor aninterview, wemust buy new clothes.
if) Knowing about the organisationisamark of aseriouscandidate.
iii) You should aimto get gjob that givesyou ahigh pay.
iv) A study of your own skillsagainst thejob requirements can giveyou useful work.
V) Being punctua for aninterview may givetheimpressionthat you areout of work.

2. Study the advertisementsgiven below and make atableliketheonegivenin section 32.1. Have
two columns: i) Company and job requirementsand ii) My qualification and needs. Do this
exerciseinyour exercise book.

Shristi FinanceLtd. Taralnternational Pvt. Ltd.
Wearetheleading DSA of HD financein Wak-ininterview (team members)

car loans& Persond loanshaving our Wearelooking for enthusiastic and self
branchesin Delhi, Noida& Ghaziabad. motivated young men and women who enjoy
Werequire:- having funwhileddivering our world-wide

- Marketing Executive(10) standards of serviceand hospitality. You

- TeleMarketing Executive (5) should be between 18 and 25 years of age

- OfficeAssistant (10) with asenior school certificate, goodin
(Knowledge of computersnecessary) communication skillsand ateam player.

Theremunerationwill bebestintheindustry | (havingavaidtwowhedler licensewould
Experience, conveyancewould beanadded | beanadded qualification).

advantage. Meet Mr. M. Sharmafor walk-in | Walk-infor aninterview with your resumeon
interview on 2™ & 3™ July 2001 at E-914, 3rd or 4" May, 2001 between 10 am. and
Kailash colony between 10am.and 1p.m. | 4:00p.m. at, Hotel Hindustan 31, Community
Phone 26246719. Centre, New Alipur, Kolkata, Phone
24740477

2. MEETING FACE TO FACE — THE INTERVIEW

Now that you have gonethrough the planning stages, you areready for theinterview. Your jobis
tosall yoursalf so successfully, that you are selected at theinterview.

Given bel ow are some pointsto remember whilefacing aninterview.
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(&) Opening Formalities
When you meet the interviewer, greet hirn/her and address hirn/her as‘ Sir/madam’. If the

interviewer initiatesthe handshake wait for theinterviewer toinviteyouto st down. Carry your certificates
inafileand placethemonthetable.

(b) Interviewing guidelines
Much of theinformation about you will gppear on your resume or company applicationform,

aready avallabletotheinterviewer. Thus, theinterviewer will most likely seek to assessyour attitudes
towardswork and the probability of fitting you successfully into the organization.

Thebest way to preparefor theinterview isto answer such questionsasthese:
1. Why doyouwant towork for us?
2. Why shouldwehireyou?
3. What areyour greatest strengths?
4. What isimportantto youingob?

Your answersto these and other variations of the same questions can hel p you proceed to the
next step. First of dl, your educationisyour foremogt attributeif you areastudent. You should point out
itsrelationship to thejob for which you are being considered. Even moreimportant, thefact that you
have succeeded in school indicatesthat you havetheability tolearn, because most companies expect
youto learn something on thejob. So your most important responseto theinterviewer’squestions may
be about your ability to learn. Even no experience may be an asset.

Second, adegreeof humility isimportantinal interviews. You should not maketall claimsabout
your previousjob or what you will doif you get the present one. Anyone who sayshewill turnthe
company around insix months, proveshislack of experience. Makeredlistic and achievableclaims,

“Why doyouwanttowork for us?” isredly not adifficult question. Whileanswering thisquestion
refer toinformationyou have gathered from theliterature of the company or speaking to someonewho
worksfor thecompany or theinformation you have gathered whilevisiting oneof their offices. Thiswill
convincetheinterviewer that you arestrongly intereted in the company and not just taking aninterview
for practice. Note, theinterviewer not only attemptsto devel op animpression of you, heor sheaso
evaluatesyouin comparison with othersbeinginterviewed for the position.

Why should the company hireyou?

You havethe proper education, you have proved that you havethe ability tolearn, and you are
enthusiastic about working for the company. Relate your skillsand knowledgeto thejob.
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When asked about your greatest strengths, your study of yoursdlf will help. Your greatest Strengths
probably areeasy to identify: (1) theability tolearn (2) theability to work with othersand to assume
leadershiproles, (3) kill inproblem solving.

Findly, what isimportant to youinajob?Whileweared| interested inagood sd ary that should
not beyour primary concern. Rewards such as persond job satisfaction, thefedling of accomplishment,
and making acontribution to society arethingsyou should discussin aninterview. You should look
forwardto achallenge. A job that will satisfy these needsisimportant to almost everyone.

(c) Handling Salary discussion

For most entry-leve positionsthe beginning sdary isfixed. However, if you havework experience,
excdlent scholarship records, or added maturity, you may beableto obtainalarger sdary. Theinterviewer
shouldinitiatethe salary topic. What you should know isthe general rangefor candidateswith your
qualifications so that your response to aquestion about how much you would expect isreasonable. I
your qudificationsare about averagefor thejob, you canindicatethat you would expect to be paid the
goingrateor withinthenorma range. If you haveadded qualification, you might say, “With my yearsof
work experience, | would expect to start at the upper end of thenormal salary range.”

If you haveother job offers, you arein position to compare saaries, jobs, and- companies. Inthis
case, you may suggest to theinterviewer that you would expect acompetitive salary and that you have
been offered X rupeesby another firm. If salary hasn’t been mentioned, and you really want to know
about it, smply ask courteously how much thesalary would befor someonewithyour qudifications. In
any casethough, don’t attempt to make salary amajor issue.

(d) Closing the interview

Theinterviewer will providethe cuesindicating that theinterview iscompleted by risng fromthe
chair or making acomment about the next step to betaken. At that point, don’t prolong theinterview
needlessly. Simply rise, thank theinterviewer for the opportunity to meet, and close by saying youlook
forward to hearing from the company. The neatnesswith which you closetheinterview maybe almost
asimportant asthefirstimpressionyou made.

(e) Practising for Interviews

Although most of ustend to be nervous during our first interview, we gain confidence with
experience. Therefore, practice and rehearse. Work with someonee sein mock interviews, aternating
rolesasinterviewer andinterviewee. Thenfollow each practiceinterview with acongtructive critique of
each other’ sperformance. A few such mock interviewswill give you some experience and will make
thefirst red interview moreeffective.
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Thejobinterview maybe theimportant face-to faceinteractionyouwill have. Youwill besdlling
yoursdf in competitionwith others. How you listen and how you talk will bemeasured by theinterviewer.
Since practiceleadsto perfection, youwill never regret thetimeyou spend rehearsing your interview.

Overall Questions

1. Statewhether thefollowing statementsare True(T) or False (F). Correct the Fal se statements.

I) Openaninterview by callingtheinterviewer by hishher first name.

if) Sit up straight and bend forward dightly to show interest.

i) Oneof themainamsof aninterviewer isto assessthe candidate’ s attitudeto work.

Iv) Beprepared to answer questionson your strength.

V) A candidatewho makestal claimswill be considered dishonest and msmcere.

vi) Theprimary and only motivating factor in choice of jobsisthe pay cheque,

vii) Don’'t beinhurry to closeaninterview.

2. Sudy the advertisement given below. Imaginethat you have been called for theinterview. Give
brief pointsfor your answer to thefollowing questions:-

i) Why should the company hireyou?

i) What isimportant to you in ajob?

i) What areyour greatest strengths?

Health India
A dynamically managedPharmacompany, geared to go global soon, invitesapplications
for thefollowingjob.

(Agegroup- 22-25years)
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The candidate should hold a Science/Pharmadegree or diplomafrom arecognized
institute with about 2 years experince. Freshersare a so welcome. Candidateswith
pleasant persondity will berequiredto call ondoctorsand retailersto achievetargets.

Thecompany offersattractive sdary with perks.
Candidateswho are unableto attend interview may contact:-

Mr. A.K. Shah, Phone- 26326965

Check your Answers
Questions 1
) False. Dressin nest, clean clothes,
i) True
iif) False, thereareother criterialikejob satisfaction, career path, socially useful work.
iv) True

V) False, youwon't belateor nervousand will get timeto find out more about the organisation.

OVERALL QUESTIONS

1. ) Fase; Use Sir’ normally to openinterview. If theinterviewer ingsts, you may usehis/her first
name,

i) True
i) True
iv) True
v) True

Vi) Fase; other considerationslike career path, challenges, socialy useful work can be stronger
motivating factors.

vii) False. Don't prolong; leave agood impression.
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Communicative SKkills

Option-1 English for Receptionist

1. Readthefollowingand writeamessage.
Caler(C). Isitlovely Bagsoffice?
Receptionist (R) : Good morning. Yes,itis, May | know whoiscalling ?

C. ThisisMrs. Renu Sharma, SalesManager, Perfect Enterprises. Could | talk to Mr. Salman,
your manager ?

R. Sorry. Mr. Salmanisout of station for aday. Could | takethe messageif you don't mind ?

C. Thank you. Itisinconnectionwiththeorder of 200 |eather bags. | want to negotiatethe
price, discount and other termsand conditionsalso. Itis anurgent matter. We need thebags
at theearliest. Could hetalk to meon my cell Phone 9961554953 ?

R. Certainly. Assoonas| cangetintouchwith him, 1 will convey the message.
C. Thank you, Thank you indeed.
Answer
TelephoneMessage Form
To: Mr. Saman
Manager

From: Mrs. Renu Sharma Dt. 10.12.11
Sales Manager,
Perfect Enterprises.
Phone : 9961554953

Message
Order of 200 |eather bags

To negotiate price, discount and other termsand conditions

Takenby : MissRadha
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2. Select 8- digit phonenumbersof different areas. Group them correctly. Write how you will say
thenumbers. Indicate pauseswith/

Ans 1.91/2034|2345
nineone | pause/two zero/ pause/threefour/pause/two three/pause/four five
2. 277100110
two seven / pause/seven one/pause
zero one/ pause/ one zero
3. 26416673
twosix/four one/ doublesix / seventhree
3. MatchthecolumnA with columnB.
Cut of f - disconnect
find out - discover
hold on - wait
look up - find (in areference book)
ring up - make atelephonecall
pick up - make contact
put down - write something down
put through - connect
ring back - call again
4. Completethefollowing sentenceswith the appropriatewords.
(i) Adetalledplanof ajourney iscaled anitinerary.
(i) Most companiesbuy ticketsthrough atravel agent.
(iii) 1'vealready booked the hotel room for him
(iv) Mr. Sharmadoesn't know what flight heis coming back on, so he'sgot an open ticket.

(v) Theflight numberisBA 168
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5. What itemsshould areceptionist keep on her desk to do her job efficiently ?
1. Ledflets, guides, brochuresetc. of hotels.

. Flight schedulesof differentairlines.

. Rallway Timetables

. Messageforms

. Reservationvouchers

Regigtrationform/Cform

Interna Telephone Directory

Early morning call sheet

© ® N o U A W N

Travel Guide
10. Information about Emergency Services.

6. A receptionist often doesthework of atelephone— operator — receivngincoming cals, transfering
out-going calls, helping peopleto get intouch. Andinall this, telephone numbersplay avery
important part. Mentionthe general rulesto befollowed by her.

1. Shemust know how to say thetel ephone numberswith pausesat theright places.
Shemust greet the callersappropriately.
Shemust offer help where needed.

2.
3.
4. Shemust be ableto give messagesto the people concerned.
5. Sheshould beableto connect to theright person.
6. Where necessary she should beready to apologizetothecaller.
7. Shemust be ableto take down the caller's message and passit on to the person concerned.
7. Givetwo examplesfor each of the above steps.
1. Greetsand givesidentity
a) Good morning. ThisisGodrej, Hyderabad.
b) Good afternoon. ThisisHotel Parkland, Bengauru.
2. Offershep.
a) May | helpyou?
b) Can| helpyou ?
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3. Obtainsthecaller'sname, desiguativeetc.
a) May | knowwhoiscaling ?
b) Fromwhereareyoucallingsir ?
4. Acknowledgesthecals.
a) Hold theline, please.
b) Please hold ontheline. I'll find out about Mr. Ravi ....
5. Takesdown the message and forwardsit to the person concerned.
a) Will you leave amessage behind ?
b) May | take amessage, please ?
6. (1) Givesmessageand asksif theofficer or personiswillingtoreceive
a) Mr. Rgju from Phillipswantsto speak toyou, sir. Shall | sendthecall in?
b) Mr. Gopal isontheline. Shall | handinthecall ?
6. (2) Connectsthetwo parties.
(a) Mrs. Taraisontheline. Please speak on, Mrs. Rupa
(b) Themanager isonthelinefor you.
6. (3) Apologizestothecaller for her unability to servehim/her.
(a) Sorry sir. Mr. Rgj isnot intheoffice.
(b) Sorry. Thereisnoreply from his room, madam.

8. You areareceptionist inahotel. Your client isstaying in the hotel. He asks the following
question. How will you respond ?

1. Why wasthe breakfast delayed ?
Ans. Therewasapower cut between 5 and 6inthemorning, sir. Weare extremely sorrow about
it.
2. Canyoubook ataxi for sight-seeing ?

Ans. Ohyes, sir. How many kilometresand for how long do you want to go sight - seeing ?
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3. Canyou get my room unlocked ?1 had left my room keysinsidetheroom.

Ans. Wecan but you will haveto report the matter to the manager who can do the needful.
4. Canl makean |SD call frommy room ?

Ans. Youcan, sir. But will you please contact the hotel tel ephone operator for thisservice?
5. Why did the newspaper man did not supply the Sunday Magazine?

Ans. Sorry, sir, I'll send it through our room boy.
6. Canyousendthe TV mechanictorepair the TV inmay room ?

Ans. Butwewill placeanother TV inyour roominten minutessir.
7. Doyou dlow thevisitorsto comedirectly totheroom ?

Ans. No,wedon't, sir. Our staff at the reception enquire and with your prior permission we send
visitorsto your room.

8. Doyou haveasafevault to keep my wife'sjewels?

Ans. Yes. wedo. Will you please contact the hotel manager ?
9. Did someonecall upinmy absence ?

Ans. Yes. sir. OneMr. Rgjesh called up at 4.30. Hesaid hewould giveyou aring at 8 p.m.

10. Shouldn't you have got my room cleaned after | left ?
Ans. Yes, sir, wedoit very promptly.
9. Rewritethefollowing diaogues.

Receptionist(R) : Whosethere?
Cdler: I'mVeenaJohri from CPJInstitute of Management, IPExtn. Delhi
R : So!
Caler: | want totalk to the Director Academics.
R:No. heisbusy. | cant contact him now.
Cdller: Tdl himitisurgent.
R: 1 can't. Contact after half an hour
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10.

11.

Cadller : Doyouthink hewill befreeby then ?

R :How can | say ?Just try.

Receptionist(R) : May | know whoisspeaking

Caller (C) : I'mVeenaJohri from Delhi

R :What can| dofor you?

C: I wanttotalk totheDirector Academics.

R:I'msorry. Heisbusy at ameeting. | don't think | can contact him now.
C: Pleasetdl himit'surgent.

R: Please. | can't contact him now. Couldyou call up after onehour ?
C: Doyouthik hell befreethen?

R : 1 think so, madam. Good day.

Writeadia ogue between aReceiptionist and aCaller who isdesperate to speak to hissuperior
officer aout some problemintheunit but hasfailed to contact him. Hewantsto get hisextenson
/ cell phonefor quick access.

Receptionist(R) : Good morning. Godrej, Hyderabad.
Cdller (C) : Good morning. Canl talk to Mr. Rao, Manager Exports?
R:Justaminute, sir. May | know whoiscalling ?
C: It'sRavi from Sweden.
R:Pleasewaitsr. I'msorry, Sir.
He isn'tintheoffice. Canyou cal upintheafternoon?
C: But | have aserious problem herein Sweden. Only hecanhelpme.
R:Butsr, what can| doimmediately ?
C: Canyou givemehiscell phone number sothat | can contact him?
R: I candothat sir. Please note down 9195236 95236.
C : Thank you so much indeed.

(@ Youreceivedacal from Kenyato confirm thereceipt of the supply madeinresponseto your
supply order.

(b) Youhadavigtor from TMA chemicasBabaulaU.P. to confirm the meeting of thevigitorsto
their company. Wanted to meet the PRO.
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12.

(c) Youreceived aletter from M/SNarayan, Stationersasareminder for the payment of their
pest bills.

What and how entrieswill youmakeintoregisters?

[ will writeamemo inthefollowing proforma.

To: Manager (Stores) Time: 10.45am.
From: XYZ company Dt. 11.12.2011
Kenya
NOT URGENT

KenyaCompany has sent goodsat our request. Havethey beenreceived ?
Taken by
MissRao

| will request thevisitor to Sitintheloungeand givearing to PRO whether thevisitor from UPan
meet him. After taking the PRO's permission I'll ask thevisitor to meet the PRO.

I'll prepare amemao asbelow.
To: Manager (Finance) Time: 11.00am.
From: M/SNarayan Stationers Dt. 12.12.2011

URGENT

Thecompany remindsthat their previoushbillsare pending payment.
Taken by

MissRosy
Writetherequestsfor which thefollowing an possible answers.
1. Can| pay your bill through my credit card ?
()  Sorry, wedon't accept credit cardsagainst our bills.

2. | want ahotel accommodation at Udai pur on 17th and 18th september. Please seethat the

room does not cost me more than Rs.500 per day.

(i) No problem We'll book hotel accommodation at Udaipur for your visit on 17th and 18th
sept.
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3. Thismorning | sentane-maintoyou. | wanted someinformation. Why haveyou not sent the

information ?

(iii) Sorry, our computer systemisdowntoday. You may givethetext of your e-mail. Well try to

send through someother system.

4. | wantto stay inyour hotel onthefirst of January. Canyou book asingleroom that facesthe

lake, please?
(iv) I'mafraid not. Wedon't have any single bed room facing thelake.
Section |1
English for special purposefor officeuse
1. Mr.Sunil wantsto send thefollowing message. Writeatelegramfor him.

Yourssaesreport for July 07 indicatesthat you have had no salesfor T.M. Filing cabinets. Is
thisreally the case or hasthefigure been omitted by mistake ?

Refer Report July 2007. Not sold TM Filing Cabinets?

Check if omitted by mistake.

SUNIL

2. One of David's overseas subsidiaries received this memo from A/C Dept at the company's
Headquarters.

Internd Memo Ref. AC/OF
To: Sunita your reference:
Dt. 12.7.2007 Your Dt.

Sub : Salescontract

May wedraw your attention to thefact that aduplicate copy of al sales
contracts should be sent to the headquarters ?

LeenaAbraham

Your boss hasinstructed you to send areply to thismemo and has given you thefollowing
outlines.
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Ans

Referemceto thememo received.

Point out that we have been sending duplicate copiesof all salescontractsto HQ for last five

years.

Clear up misunderstanding

We've been sending themto Law Dept

Suggest to contact Law Dept. if they want to refer to old contracts
Expresspoliteregret

Assurethemthat wewill comply with any instructionsthey may send us.

From

Sunita

To

Head

Accounts Dept

S, Sub: Submission of Duplicate copies of salescontracts - Reg.
Ref : Your MemoAC/OB Dt.......

Thisiswith referenceto your memo cited above.

| submit that | have been submitting the duplicate copiesof al salescontractsto Law Department

for thelast fiveyears prompty.

| am sorry that | caused some misunderstanding intheAccounts Dept. | also submit that Law

Dept may please be contacted to check the duplicate copies of old sales contracts submitted by me

fromtimetotime.

| regreet themisunderstanding caused.
| assureyou that your instructionswill be complied with promptly without any deviation.
Yoursfathfully,
Sd. Sunita
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3. Youasamanager (sales) of the storesof Universal Music, Chambur, Mumbai had ordered the
supply of certain stationery itemsfor your officewith M/SDaya Stationery Ltd. Mumbai. But
the supplier isnot in aposition to supply the goods as per your terms and conditionsand has
asked for extension of deadline for supply. Write aletter to the supplier in response to the
request made. You want to cancel your order.

From

Ravi

Manager (Sales)
Universd Music
Mumbai

To
M/SDaya Stationery Ltd.
Mumbal.

S, Sub: Supply of stationery items. - Delay in supply - Reg.
Ref: 1. My order dt. 5-2-2011
2.Your Lt dt. 1.12.2011

With referenceto my order, placed nearly ten monthsago, hasnot been complied with. You have
asked for extension of deadline upto theend of Jan.2012.

| need the stationery itemsurgently and | reminded you fromtimetotimeall thesemonths. But |
am disappointed that you went on posti poning thesupply.

You arenot inaposition to supply even now. | havegivenyoual longropel think.
| would liketo cancel my order placed on 5.2.2011. Pleasetreat thedeal closed.
| regret theinconvenience caused toyou, if any.
Yourssincerdy,
Ravi
4. Full formsof email acronyms.
BRB - beright back
IMO-inmy opinion
TIA -thanksin advance
BBL - beback |ater
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BTW - by theway
NBD - nobig deal
HSIK - How should | know?
. Youwantto apply for ajob. Prepareyour CV inan effectiveway.
Answer : Look at topic : JobApplications
. You haveto appear for aninterview. Givebrief pointsfor your answer to thefollowing questions.
1. Why should thecompany hireyou ?
(8 I'mfreshfrom collegewith someexperienceinthefied.
(b) You may pay melessthan an experienced person.
(©) I'll put my heart and soul to work to the utmost satisfaction of my seniors.
2. What isimportant toyouinajob ?
(a) good salary
(b) job satisfaction
(c) your satisfaction
3. What areyour strengths?
(8 I'myoung, energetic and sincere
(b) I can spend timein the office beyond office hours, if necessary.
(©) I'munmarried.

. Youaredeputed to conduct asurvey of the share market in Bhiwani to open ashowroom of the
pretigeous products of your company, Paeron ki Sajawat, ‘easy walk and cushion under your
feet'. Writeyou report to be submitted to the manager (sales) of Rgja Shoes, Hissar stating that
the Bhiwani market might be asuitable market for the purpose. Give neccessary reasons. You
arethe Senior Salesexecutive of your Company.

To
Manager (sales)
RajaShoes,
Hissar
From: Ravi
Senior Sales Executive
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Raja Shoes
Hissar
Subject: Survey Report - opening of ashowroom in Bhiwani - Submitted.
Asper your instructions, | madeasurvey of thecity of Bhiwani for threedays.

Thereareabout 5lac peoplelivinginthiscity. About 50 to 60 thousand peoplevisit
thisplace from neighbouring townsand villages.

Surprisingly thereisonly one showroon of Bata Shoe Company catering to thefoot
wear needs of these people.

| therefore recommend that a showroom of our company can be opened at an area
towards East of thecity. Inthisareasomenew buildingsare being constructed. We cantakeasuitable
one onleaseto house the showroom and a so accommodate the manager of the showroom.

Yourssincerely,
Ravi
8. Readthefollowingad. Writeaforwarding letter.

Wanted
Public Rel ation Officer
in

Shaheed Bhagat Singh College, Faizabad. Must have proficiency and fluency in spoken English
aongwith adegree of graduation from any of thelIndian Univercities.

Aply before 3rd Sept. aongwith necessary enclosuresand latest passport size photo Apply to
thechairman.

Answer

To

TheChairman

Shakeed Bhagat Singh College
Faizabad.

Sr,
Sub : Applicationfor thepost of PRO - Submitted.
Ref : Your Ad. dt. 15.8.2011

Withreferenceto your Ad. dt 15.8.2011, | submit myself asacandidatefor the post of Public
Relations Officer of your College.
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| hold aP.Gdegreein English Literature and Language awarded by OsmaniaUniversity in 2009.
| passed the Diplomain Public Relations conducted by A.P. Productivity Council, Hyderabad last year.

A look at my photowill tell youthat | have ahandsomeface.

| enclosed copiesof al therelevant documentsyou may liketo peruse.

| shall attend aninterview at my cost if you arrangeoneat an early date.
Thank youinanticipation

Yourssincerdly,
Ravi
H.No.3-4-56
Prakashnagar
Hyderabad - 16

9. Writeamemo to the security officer of your company AnanyaMusical Instruments Co, Nai
Sarak, Delhi about negligence of his boysin security measures. You are General Manager
(Personnél).

Ans.
MEMORANDUM
From : Generad Manager (Personel)
Subject : Complaint against security boys
To: The Security Officer
1. About 10 security menwork in thisoffice under your guidance and supervision.
2. They areassigned different partsof the office beginning fromthemain gate.
3. They are expected to check physically every newcomer to our premises.
Please ensurethat thefollowing measuresarefollowed strictly by your boys.
1. They stick to the position they are posted at between 10am. and 5 p.m.
2. They do not meet at the canteen during the office hours.

3. They check the possession of thingswith each newcomer that comesto our officefor different
pUrpoSes.

Thereceipt of thismemo may be acknowledged.
Signature

Generad Manager
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10. Writealetter of enquiry addressed to Hotel Aram, Jaipur about availability of 20 roomsand four
auitesfor aconferenceto accommodate 200 del egatesfor Annua Dedlars Comference of Nagar

Elec. Cable Company Delhi. Alsoenquirethechargesfor al. Youare PSto Manager (Sales).
Answer:

From
Nagar Electrica Cable Company
Ddhi.

To
Manager
Hotd Aram
Japur
Subject : Enquiry for accommodation - Reg.
Dear Sir,
On the 30" of next month, weare convening theAnnua Dedlers Conferencein Jaipur.

We need about 20 double bedroomsand four suitesinyour hotel. Wea so need aconference
hall to conduct the conferencewhich will be attended by about 200 people.

Wewould like youto reply immediately quoting thefollowing.
1. Tariff for each double bedroom non-A/C. per day.
2. Tariff for each A/C suite per day.
3. Rentfortheconferencehall.

4. Charge per head for buffet lunch and dinner with not lessthan 20 food items on 301 of next

month.
Persond Secretary

to Manager (Sales)
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11. Writean e-mail addressed to Mr. Sarin S.K. the Auditor General of the state coming to your
company for audit. Hewantsinformation about your company's areaof operation and main

business. You are PRO of your company, Swaran Garments Dwarka, Delhi.
Answer.
Dear Sri Sarin S.K.
Good morning
Our areaof operationincludesNCR and Gurgaon. Wedea in garmentsfor kidsboth
SEXes.
Ravi
PRO., Swaran Garments

Dwarka,
Ddhi.

To
saink@rediffmail.com

12. Mentionfivedutiesof aFront Office Ass stant.

Answer

1. Welcometheguests/visitorsand offer then help.

2. Answer telephonecalseffectively.

3. Attendtoroutineenquiries

4. Take down messagesand passthem on to theright person as soon aspossible.

5. Makebooking, reservations cancellationsand plan schedules.

13. Mentionfiveitemsthat an office assistant needsfor effective and efficient working in afront
office.

Answer
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14.

1. A tdephonedirectory

2. Thelnterna telephonedirectory

3. Ralway timetables

4. Hight Schedules

5. A book containing telephone numbersfrequently called.

Arethefollowing statementstrueor false ?

Answer

1. Every forma letter should closewith thanks (FHase).

2. Lettersof enquiry should havereferenceto the previouscommunication. (True).
3. Theinterviewee need not carry thetestimonial sabout his previouswork (False).
4. CV of an gpplicant should have the namesof 2 or morereferences (False).

5. Amemo doesnot haveaformal close(True).
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IR Model Question Paper 302 (TS)

Intermediate (TOSS) Reg. NO. : .ccoeeeveeceecceeecrce e

ENGLISH

Time : 3 Hours Maximum : 100 Marks

Instructions : 1) This paper has been divided into four Sections - 1V.

2) Section — I carries 25 marks and contains questions from
Prose and Poetry.

3) Section — Il carries 20 marks and contains questions from
Study Skills.

4) Section —Ill carries 35 marks and contains questions from

- Grammar.

5) Section -1V carries 20 marks and contains questions from

Communication Skills.

SECTION —|

1. A) Read the following passage and answer the questions that follow: -

' | (1x4=4 Marks)
Inthe 1950’s, it was a Thimmakka, who fired of her neighbour’s jibes directed
at her childlessness hit upon the plan. “Why not plant banyan trees and rear
them like our children ?” She thought. So the lonely couple decided to plant
trees. Thimmakka’s husband was a disabled person, hence she had to work
as a labourer everyday and did not have the time for much else. But firm in
their resolve, they took great pains to dig pits on either side of the road. Their
next task was to choose suitable banyan saplings. They finally planted
300 saplings and put up thorny bushes around to ensure that the cattle did not
eat up the tender trees.

1) What was Thimmakka’s plan ?

2) Why did Thimmakka have to work as a labourer everyday ?

3) Where did they dig pits ?

4) How many saplings were put up and how did the couple protect them ?

P.T.O.
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B) Read the following passage and answer the questions that follow :
(1x4=4 Marks)

Papa, my grandfather speaks of a carefree and beautiful childhood, Of days
spent in plucking Mangoes and guavas from their orchards, of picnics on the
banks of the river where men cooked mouth-watering food, of playing marbles
and gillidanda. From his talk, it seems, studies were an ancillary subject: and
living and experiencing, the major subject. Father, is he fibbing ? Or is it
possible that the world has turned topsy turvy in just about 70 years ?

1) Who was papa in the passage ?

2) How did Rahul’s grandfather spent his days ?

3) What are ancillary and major subjects to the grandfather ?
)

4) What has turned topsy turvy in just about 70 years ?

2. Answer any four of the following questions. (2x4=é Marks)
1) Describe the mixup in the hospital after Gavaskar was born.
2) How research help in popularising the use of wind energy ?
3) What irritated the doctor ?

4) What happened one night when Ved’s mother was putting medicines in Ved's
eyes ?

5) Describe the man who entered Gerrard’s room ?

)

6) What happened to the tiger in the tunnel ?

7) Why was Aradhana angry with the adopted parents ?
)

8) What role does Nehru give to science and technology ?

3. Answerany one of the following questions. (1x4=4 Marks)
1) What are the advantages of using wind energy ?

2) Describe Bholi’s first day at school.
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4. Read the following lines from the poem ‘LEISURE’ and answer the questions that
follow. (1x5=5 Marks)
What is this life if full of care |
We have no time to stand and stare ?
No time to stand beneath the boughs.
And stare as long as sheep or cows
No time to see when woods we pass
Where squirrels hide their nuts in grass
No time to turn at Beauty’s glance
And watch her feet, how they can dance.
No time to wait till her mouth can
Enrich that smile her eyes began.
A poor life this, if, full of care

We have no time to stand and stare.

1) Who are ‘we’ in the poem, ‘LEISURE’ ?

2) What does ‘stand and stare’ mean in ‘LEISURE’ ?

3) Who dance in the poem ‘LEISURE’ ?

4) Who'is ‘her’ in line 09 of the poem ?

5) What do we fail to see when we pass through a wood or garden ?

SECTION - 11

5. Read the following passage and answer the questions that follow :  (4x2=8 Marks)

Along time ago in China there were two friends, one who played the harp skillfully
and one who listened skillfully. When one played or sang about a mountain, the
other wood say: “I can see the mountain before us.” When the one played about
water, the listener would exclaim: “Here is the running stream !”

But the listener fell sick and died. The first friend cut the strings of his harp and
never played again. Since that time the cutting of harp strings has always been a
sign of intimate friendship.

1) What can the two friends do skillfully ?

2) When one played or sang what would the other say ?
3) What happened to the listener ?
)

4) What did the other friend do after the listener's death ?
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6. Read the following passage and answer the questions that follow : (4x2=8 Marks)

One day in primary school the teacher told our class, ‘Drawa leaf’ and left. Later,
as each boy showed him his work, the teacher was furious. When my turn came,
he looked at the peepal leaf on my slate and asked, ‘Did you draw this ?’ | got
scared and said, No sir ----- and started walking backwards, thinking I'd get a
slap. But he said, ‘Very good, you'll become a good artist,” and gave me
10 marks out of 10.

1) What were the children asked to draw ?
2) How did the teacher praise the writer ?
3) Write the synonym of the word ‘furious’ and antonym of the word ‘backwards’.

4) Why was the writer scared ?

/. Read the following passage and answer the questions that follow : (1x4=4 Marks)

Gratitude is a beautiful word. Gratitude is a feeling. It improves our personality
and builds character. Gratitude develops out of humility. It is a feeling of
thankfulness towards others. Itis conveyed through our attitude towards others
and reflects in our behaviour. Gratitude doesnot mean reciprocating good deeds;

~ gratitude is not give and take. Kindness, understanding and patience cannot be
repaid. What does gratitude teach us ? It teaches us the art of cooperation and
understanding. Gratitude must be sincere. A simple ‘thank you’ can be gracious.
Many times we forget to be thankful to the people closest to us, such as our
spouse, our relatives, our friends. Gratitude would rank among the top qualities
that form the character and personality of an individual with integrity. Ego stands
in the way of showing gratitude. A gracious attitude changes our outlook in life.
With gratitude and humility right actions come naturally.

1) How does the writer define gratitude ?

)

2) How is gratitude expressed ?

3) What quality helps one develop gratitude ?
)

4) What does gratitude teach us ?
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SECTION-1I|

3. Doasdirected.
A) Fill in the following sentences with passive forms of the verbs given in the

brackets. 3
The coastal area (flood) by the river Krishna. Thousands of huts and
hundreds of lives (lost). Some cattle (carry) away by

the flood. The estimated loss never compensated the real damage.

B) Fillin the blanks in the following passage with appropriate forms of the verbs
given in the brackets. 4

. ____(enter) a bank in a dark night when the night watchman
(be) away for a cup of tea. He (remove) the window grills
and (make) his way into the strong room.

A burgler

C) Combine the pairs of sentences using connectives given in the brackets. 4
1) Workhard you will succeed. (if)
2) You must go to Delhi or you cannot see the Redforte. (unless)
3) We eatrice., We eat wheat to live. (either — or)
4) She cannot sing. She cannot dance (neither ---- nor)

D) Rewrite the following dialogue in the reported speech. 4
Sudha : Suma, have you participated in “Fancy Dress” show ?
Suma : Yes, | alsowon a prize.
Sudha asked
Suma replied

E) Rewrite the following sentences correcting the underlined Part.
(1x6=6 Marks)

1) Being a holiday, there were lacs of people at the Exhibition.

2) I have seen the match last night.

4) 1 amstudying Intermediate now.
5) The girls enjoyed at the picnic.

)
)
3) Neither of the sisters were pretty.
)
)
6) They went home, isn'tit ?
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9,

0

1

Read the following passage and make notes. Suggest a suitable title to the
passage. 4

Quilts are used to publicize certain diseases and raise money for persons with
those diseases or to fund the search for cures. The first and most ambitious
project and the AIDS Memorial Quilt, begun in 1987. Some 46000 panels honour
more than 83000 people who have died of AIDS. This quilt measures 1.3 million
square feet and weighs 54 tons. It has been seen by 15 million people and has
raised more than $3 million for services for people with AIDS. There are now
similar quilt projects to honour the victims of lupus, Ovarian cancer, and juvenile
diabetes, to name a few. And animal lovers are making quilts to fight diseases
that afflict their pets.

Read the clues, understand the story and write in not less than 60 words. 5

Poor wood cutter — Forest — every day eating near a well - axe fall — well. pray -
God. angel appear - bring — a gold axe. No — not mine. angel — bring — silver axe.
no — not mine. angel bring Iron axe. receive — happily angel like — honesty —
bless.

OR
Describe your daily routine activities is not less than 60 words.

Read the following letter and write an appropriate reply. 5
H.No. : 5-4-1659/4
Vanastalipuram,
26-01-2014

My dear Sabhithi, ‘

I am well and | hope ycu are also doing well.

| received your letter requesting me to send you Rs. 5,000. (Rupees five thousand
only) to go on an excursion to Delhi next month. | have sent the money by M.O.
as you wanted take care and write the four schedule.

Convey my wishes to your room-mates, with all my love and good wishes,
Your loving father,

B.P. Chary.
OR

Write a letter to your college Principal for issue of your T.C., conduct and study
certificates.
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14. Write an e-mail message to your friend in Hyd., informing him about your visit to
play cricket. 2

15. Read the following advertisementin Ecnadu on 1-1-2014 and prepare your
CV/Resume to apply for the job. 4

Wanted entry level DTP operators for a Business House in Warangal.
Candidates with a Bachelor’s Degree and a Diploma in computers can apply.
Fluency in English is essential. Eligible candidates can walk in with their
CV’s.

Dt.: 01-01-2014

You may use the following hints/guidelines.
1) Address
2) Academic qualifications
3) Experience
4) Special skills

16. You are a Health Supervisor attached to the P.H.C. Suryapet in Nalgonda Dist.
You have been asked to conduct a survey on the Jaundice cases in the
neighbouring villages. Write a report to the DMHO, Nalgonda on your findings
and the need for supply of Hepatitis — B — Vaccine to the PHC, Suryapet. Also

recommend a public awareness campaign to alert people to prevent the
disease. 4

Hints : 1) No. of villages visited.
2) No. of Jaundice cases found.
3) Reasons for the spread of the disease.
4) Preventive measures.
5) Any other relevant information.

To
From :
Date
Subject :
Contents:

Signature
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