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Syllabus 

UNIT- I 

Chapter entitled ‘Toasted English’ by R. K. Narayan from “English: Language, Context and Culture” 

published by Orient Black Swan, Hyderabad. 

Vocabulary: The Concept of Word Formation -The Use of Prefixes and Suffixes - Synonyms and 

Antonyms 

Grammar: Identifying Common Errors in Writing with Reference to Articles and Prepositions. 

Reading: Reading and Its Importance- Techniques for Effective Reading. 

Writing: Sentence Structures -Use of Phrases and Clauses in Sentences- Importance of Proper 

Punctuation- Techniques for writing precisely – Paragraph Writing – Types, Structures and Features of a 

Paragraph - Creating Coherence-Organizing Principles of Paragraphs in Documents. 

 

UNIT - II 

Chapter entitled ‘Appro JRD’ by Sudha Murthy from “English: Language, Context and Culture” 

published by Orient Black Swan, Hyderabad. 

Vocabulary: Homophones, Homonyms and Homographs 

Grammar: Identifying Common Errors in Writing with Reference to Noun-pronoun Agreement and 

Subject-verb Agreement. 

Reading: Sub-Skills of Reading – Skimming and Scanning – Exercises for Practice 

Writing: Nature and Style of Writing- Defining /Describing People, Objects, Places and Events. 

 

 

 

UNIT - III 

Chapter entitled ‘Lessons from Online Learning’ by F.Haider Alvi, Deborah Hurst et al from “English: 

Language, Context and Culture” published by Orient Black Swan, Hyderabad. Vocabulary: Words 

Often Confused - Words Often Misspelt - Words from Foreign Languages and their Use in English.  

Grammar: Identifying Common Errors in Writing with Reference to Misplaced Modifiers and Tenses. 

Reading: Sub-Skills of Reading – Intensive Reading and Extensive Reading – Exercises for Practice. 

Writing: Format of a Formal Letter-Writing Formal Letters E.g.., Letter of Complaint, Letter of 

Requisition, Email Etiquette, Job Application with Resume and CV . 

 

UNIT - IV 

Chapter entitled ‘‘Art and Literature’ by Abdul Kalam 

Vocabulary: Standard Abbreviations in English-  
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Grammar: Redundancies and Clichés in Oral and Written Communication. 

Reading: Survey, Question, Read, Recite and Review (SQ3R Method) - Exercises for Practice 

Writing: Writing Practices- Essay Writing-Writing Introduction and Conclusion –Précis Writing. 

 

UNIT - V 

Chapter entitled ‘Go, Kiss the World’ by Subroto Bagchi from “English: Language, Context and 

Culture” published by Orient Black Swan, Hyderabad. 

Vocabulary: Technical Vocabulary and their Usage 

Grammar: Common Errors in English (Covering all the other aspects of grammar which were not 

covered in the previous units) 

Reading: Reading Comprehension-Exercises for Practice 

Writing: Technical Reports- Introduction – Characteristics of a Report – Categories of Reports 

Formats- Structure of Reports (Manuscript Format) -Types of Reports - Writing a Report. 

 

 

TEXT BOOK: 

1. “English: Language, Context and Culture” by Orient Black Swan Pvt. Ltd, Hyderabad. 2022. Print.7 

 

REFERENCE BOOKS: 

1. Effective Academic Writing by Liss and Davis (OUP) 

2. Richards, Jack C. (2022) Interchange Series. Introduction, 1,2,3. Cambridge University Press 

3. Wood, F.T. (2007). Remedial English Grammar. Macmillan. 

4. Chaudhuri, Santanu Sinha. (2018). Learn English: A Fun Book of Functional Language, Grammar 

and Vocabulary. (2 nd ed.,). Sage Publications India Pvt. Ltd. 

5. (2019). Technical Communication. Wiley India Pvt. Ltd. 

6. Vishwamohan, Aysha. (2013). English for Technical Communication for Engineering Students.  

McGraw-Hill Education India Pvt. Ltd. 

7. Swan, Michael. (2016). Practical English Usage. Oxford University Press. Fourth Edition. 
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ENGLISHFOR SKILLS ENHANCEMENT 

 

Unit – 1 

TOASTED ENGLISH 

R.K. Narayan is known for his simple language and realistic characters. “Toasted English” is a 

half-humorous,half-seriousessayabouthowthesamelanguageEnglishdiffersfromonecountry to 

another. 

 

Intheessay,thedifferencebetweenAmericanandBritishEnglishhasbeenshowninanamusing way. 

The author tells that like Indians, Americans also drove the British out of their country but 

adopted English. The Americans used the English Language in an easy way and left the use of 

passive voice. They also gave up formalism and used certain keywords for their convenience. 

 

This process of modifying English is called “Toasting”. For e.g Instead of “Trespassing 

Prohibited”, theysay‘NewlyPlanted,don’twalk'on thenoticeboard. Thenewwordsbecame very 

handy because they could be used for multiple meanings. 

 

‘Ok’, ‘Yeah’, and ‘Yes’, are morecommonly used expressions. Narayan mentions theExample of 

the word “Check” which may safely be labeled the American National Expression. While The 

British uses this word according to the definitions, the American uses it anywhere. I’ll check 

meansI’llfindout,examineverify.‘Yourcheck’meansyourticket,token‘Checkgirl’ isonewho takes 

care of your coat, umbrella, or anything you have. 

FurtherR.K.Narayandiscussesthebazaarstatusof English.Itisusedin apolitewayin London. The 

conductor will never say, “Ticket, Ticket on a London bus, but simply go near the passenger and 

say, “Thank you” on receiving the fare and issuing the ticket also. We have no need to use 

‘YesSir,‘yesdarling’withthewordsyes.Thewordsyes,okayareself-sufficientwordthatneeds no suffix 

to show any special respect. “Yeah” seals the sentence without any fuss to continue the dialogue 

or conversation. ‘Yeah’ is spoken in a short-base of tongue grant. 

 

R.K. Narayan feels that the time has come when English should come out in the open in dusty 

streets and become the language of the common man. Like Americans, it should also adapt 

according to the Indian needs and atmosphere. He does not want the mongrelization of English. 

Grammaticalrulesshouldhaveremainedthesame. Like‘ToastedEnglish,Indiashoulddevelopa Bharat 

brand of English. One should not have to think before speaking. The author wants that Indian 

English should have its own identity- it’s “Swadeshi Stamp”. It should be unique and distinct 

from the present English. 

 

Do you agree with Narayan that we need a ‘Bharat’ brand of English? Why? 

 

Answer: Yes, I agree with the author, R K Narayan, that we require a ‘Bharat’ brand of English. 

Just as the Americans ‘Toasted’ English to create their own dialect, the time has come for us in 

India to seriously consider developing our own Bharat brand of English. Until now, English has 

been relegated to the halls of learning, administration, and courts of justice in India. Now is the 

time for it to make its way down the dusty street, to the market square, and beneath the banyan 
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tree. English must adapt to the circumstances of our lives and make an attempt to assimilate its 

idiom.However,thisdoesnotimplyadistortionofthegrammar.BharatEnglishwilladheretothe rule of 

law and the dignity of grammar while maintaining a Swadeshi flavour. 

 

Yes, I believe we need a Bharat brand of English because English in India has had a relatively 

limited presence in the country—most notably in the halls of learning, justice, and administration. 

Now is the time for it to appear on the dusty street, in the market square, and beneath the banyan 

tree. English must take the hues of our lives and adapt its idiom. Bharat English would uphold the 

rule of law and the dignity of grammar while never the less bearing an unmistakable swadeshi 

mark. 

 

The author approvesand disapprovesofAmericanEnglishincertainsenses.Give examples to 

elaborate. 

Answer: The author agrees that Americans have built their own versions of English to fit their 

tastes and lifestyles, making it simpler, more conversational, and more informal. They liberated 

themselvesfromthesuffocatingtyrannyofthePassiveVoicein theiruseof theEnglishlanguage, making 

it simpler to express themselves. The author, on the other hand, disapproves since it does little to 

uphold the rule of law and the dignity of grammar. Giving out simplified instructions on the 

signboard where it is written ‘Absolutely Little Parking’ is an example of where the author 

approves of American English, as it provides no space for conjecture and one does not need to 

spend too much time peeking out and studying the signboard. Another point of contention for the 

author is the way American English disrespects the rule of law and the dignity of grammar when 

someone says something like, ‘Were U going, man?’ 

 

How have the Americans simplified the language? Give examples. 

 

Answer: The Americans simplified the language by separating it from the suffocating tyranny of 

thePassiveVoice. For example,in America,the phrase‘TrespassingProhibited’onsignboardshas been 

replaced with ‘Newly Planted’, ‘Do Not Walk’, which is less straightforward than British 

Englishandprovidesnospaceforspeculation.Additionally,manyAmericanofficedoorsbeara notice 

that reads, ‘Do Not Enter.’ Simultaneously, the traffic signs at pedestrian crossings are 

unambiguous; they simply say ‘Go’ or ‘Wait’. 

 

The Concept of Word Formation 
 

ROOT MEANING EXAMPLES 

-ast(er)-(G) star asteroid,astronomy,astronaut, asterisk 

-audi-(L) hear audible, audience,auditory,auditorium 

-auto-(G) self automatic,automate,autobiography, autograph 

-bene-(L) good benefit,benign,benefactor,benevolent 

-bio-(G) life biography,biology,biodegradable,symbiotic 

-chrono-(G) time chronic,synchronize,chronicle,chronology 

-dict-(L) say dictate,diction,edict,dictionary,addict 

-duc-(L) lead,make deduce,produce,educator, conducive 

-gen-(L) givebirth gene,generate,generous,generation 

-geo-(G) earth geography,geology,geometry, geopolitics 

-graph-(G) write autograph,graphic,epigraph,demographic 

https://www.thoughtco.com/what-is-asterisk-symbol-1689143
https://www.thoughtco.com/audience-rhetoric-and-composition-1689147
https://www.thoughtco.com/what-is-autobiography-1689148
https://www.thoughtco.com/what-is-biography-1689170
https://www.thoughtco.com/chronological-order-composition-and-speech-1689751
https://www.thoughtco.com/what-is-an-epigraph-1690661
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-jur-,-jus-(L) law jury,justice,adjure,conjurer,justification 

-log-,-logue-(L) thought logic,obloquy, apology,dialogue,analogy 

-luc-,-lum-(L) light lucid,translucent,illuminate,elucidate 

-man(u)-(L) hand manual,manure,manicure,manipulate 

-mand-,-mend-(L) order demand,recommend,remand, mandatory 

 

PREFIX AND SUFFIX 

Prefix Meaning Example 

a,an without, not asexual,amoral,anarchy,anhydrous,Anabaptist, 

anachronism 

ab,abs,a apart, away 

from 

abnormal, abduct, abductor (muscle), abscission 

.SeeadinPrefixes, 

Ad Toward adhere, adductor (muscle) . Seeabin Prefixessection), 

adumbrate 

Agree Act agent,agency,agenda 

amphi,ambi round, both 

sides 

amphitheater,amphibian,ambidextrous,ambivalent 

Ante Before antedate,anteroom,antecedent,anterior 

Anthro Man anthropology,anthropomorphic 

Anti Against antipathy,antitank,anticlimax 
 

Aqua Water aquarium,aqueous 

Archaios Ancient archeology,archetype,archaic,archeozoic 

Archos leader, first, 

chief 

monarchy,oligarchy, anarchy,archetype,architect 

Audio Hear audiophile,audiometer,auditory 

Auto Self automatic,automaton,auto-immune 

Bi Two bi-partisan,bisexual,biennial,binary,bicuspid,bivalve 

Bene well,favorable benefit,benevolent,benefactor,beneficent 

Bible Book bibliography,Bible,bibliophile 

Meter Measure metronome,speedometer,odometer 

https://www.thoughtco.com/what-is-analogy-rhetoric-1689090
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Micro Small microscope,micron,micrometer,microorganism 

mittere,mitto Send mission,transmit, remit 

Mono one,single monocle, monopoly, monogamy, monovalent, 

monomania, monarchy 

Mortis Death mortician,mortuary,moribund,morbid 

Nomen Name noble,ignominy,nomenclature,nominal 

Olig Few oligarchy,oligopoly 

Pater Father paternal,paternity,patricide 

Ped Foot pedestrian,pedal,pedicure,podiatrist 

Peri Around peripatetic,periscope,perineum,peritoneum 

Phage Eat phagocyte,phagocytosis 

Philo Love philosophy,philanthropy 

Polein Sell Monopoly 

Polis City political,metropolitan 

Poly Many polygamy,polyphonic,hoipolloi 

Porto Carry porter,export 
 

Post After postscript(p.s.),ex postfacto,posthoc, post-mortem 

Pre Before premier,preview,premium,prescient 

Pro before,infavor 

of 

project,projectile, 

Psyche mind, soul Psychology 

Publicus People public,republic,pub,publican 

 

 

IV Changing of words one form to another 

Different parts of speech like noun, verb, adjective and adverb are formed by the addition of a 

syllable mostly at the end of a word. The process of adding syllables is called “affixing”. 
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The base word to which a syllable is affixed is called the root/stem. When a syllable or word is 

affixedat thebeginningoftherootword,itiscalled a“prefix”. Whenweaddattheendofthebase word, it is 

called a “suffix”. 

1.Suffixeslike---ant,---ator,---er,-----ist, ----- orareadded toformpersonal nouns. 

Examples:Immigrate-immigrant,Terminate—terminator,Conduct -------conductor 

2.Suffixes---ance,---ence,-----ation,---ion,---tion,---ism,---ment,-----ty----sion,---age, ----- encycanbe 

ustoformfunctionalnouns. 

Examples:Refer---reference,Maintain----maintenance,Invest ----- investment 

3. Adjectives are formed by adding suffices like----able,---al,----iative,---ical,---ing,---ory, ----- tic. 

Examples:Reason-----reasonable,Develop----developing, Paralyze-------- paralytic 

4. Adverbs are generally formed by the addition of-ally,---ly,or ---- lly to most of the adjectives. 

Examples:comprehensibly,communicatively,anddevelopmentally 
 

Noun Verb Adjective Adverb 

Activity Activate Active Actively 

Beauty Beautify Beautiful Beautifully 

Bravery Brave Brave Bravely 

Curiosity (engagesomeone'sinterest) Curious Curiously 

Friend friend(recent)/befriend friendly — 

History (makeorwritehistory) historical Historically 

impossibility (makenotunattainable) impossible Impossibly 

Perfection perfect perfect Perfectly 

Style styledesign stylish stylishlyfashion 

Approval approve approving / 

approved 

Approvingly 

Decision decide Decisive. Decisively 

Difference Differ different Differently 

 

 

 

 

Vocabulary:ListofSynonyms 

 

Synonyms and Antonyms: wordssimilar in meaning are known as synonyms and words opposite 
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in meaning are known as antonyms. 

 

Word Synonym Synonym Word Synonym Synonym 

Abandon Discard Vacate Ignorant Stupid Unintelligent 

Accord Agree Grant Illogical Incongruent Rambling 

Adversity Difficulty Misfortune Illustrious Eminent Famous 

Affluent Plentiful Rich Imitate Copy Reflect 

Aggravate Annoy Infuriate Immense Huge Mammoth 

Alleviate Lighten Mitigate Impartial Candid Impersonal 

Amenable Agreeable Favorable Impatient Anxious Eager 

Anguish Distress Sorrow Implicate Accuse Insinuate 

Apathetic Dispirited Lifeless Importune Beg Solicit 

Arrogant Disdainful Imperious Inadvertent Accidental Unintentional 

Astonish Confound Overwhelm Indifferent Apathetic Disinterested 

Atrocious Appalling Detestable Isolate Detach Quarantine 

Augment Add Enlarge Jargon Argot Slang 

Avoid Ignore Shun Jovial Genial Merry 

Awkward Graceless Inept Judge Estimate Referee 

Baffle Confuse Deceive Justification Excuse Reason 

Banal Common Plain Juvenile Adolescent Immature 

Barren Desolate Sterile Keen Clever Observant 

Berate Criticize Disapprove Label Brand Classify 

Betray Deceive Fool Labour Toil Work 

Bias Inclination Predisposition Lead Direct Proceed 

Bitter Acrid Sour Lean Slim Thin 

Blend Combine Mix Leave Abandon Desert 

Bliss Happiness Joy Liberal Copious Unrestrained 

Bluff Boast Feign Liberal Lenient Open-minded 

Bold Daring Fearless Limitation Boundary Constraint 

Bonus Award Gift Negate Contradict Refute 

Bother Annoy Irritate Negligent Careless Remiss 

Brief Concise Short Negotiate Bargain Deal 

Brilliant Clever Intelligent Nice Affable Benign 

Brisk Fast Swift Noble Aristocratic Distinguished 

Budget Allot Plan Nuisance Annoyance Offense 

Candid Honest Truthful Obedient Faithful Loyal 

Caricature Cartoon Imitation Objection Disapproval Protest 

Casual Informal Natural Obligatory Compulsory Required 

Category Classification Division Observe Notice Watch 

Cease Desist Stop Obvious Conspicuous Definite 
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Chaotic Disordered Messy Offend Anger Irritate 

Cherish Esteem Love Offer Bid Proposal 

 

 

Word Synonym Synonym 

Narrow confined restricted 

Nature aspect character 

Necessary mandatory requisite 

Negate contradict refute 

Negligent careless remiss 

Negotiate bargain deal 

Nice affable benign 

Noble aristocratic distinguished 

Nuisance Annoyance offense 

Obedient Faithful loyal 

Objection disapproval protest 

Obligatory compulsory required 

Observe Notice watch 

Obvious conspicuous definite 

Offend Anger irritate 

Offer Bid proposal 

Omen premonition sign 

Omit Exclude remove 
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Opportune advantageous auspicious 

Pacify appease placate 

Pain ache discomfort 

Paramount chief leading 

Partisan biased dogmatic 

Passive inactive lethargic 

Pause break cease 

Permeate diffuse disseminate 

Perpetuate endure preserve 

Perplex astonish baffle 

Persecute afflict harass 

Radiate effuse emanate 

Radical basic fundamental 

Range anger furore 

Rank arrange classify 

Word Synonym Synonym 

Narrow confined restricted 

Nature aspect character 

Necessary mandatory requisite 

Negate contradict refute 

Negligent careless remiss 

Negotiate bargain deal 

Nice affable benign 

Noble aristocratic distinguished 

Nuisance Annoyance offense 

Obedient Faithful loyal 

Objection disapproval protest 

Obligatory compulsory required 

Observe Notice Watch 

Obvious conspicuous Definite 

Offend Anger Irritate 

Offer Bid Proposal 

Omen premonition Sign 

Omit Exclude Remove 

Opportune advantageous Auspicious 

Pacify appease Placate 

Pain ache Discomfort 

Paramount chief Leading 

Partisan biased Dogmatic 

Passive inactive Lethargic 

Pause break Cease 
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Permeate diffuse disseminate 

Perpetuate endure Preserve 

Perplex astonish Baffle 

Persecute afflict Harass 

Radiate effuse Emanate 

 

 

 

Practice Exercise 

Synonyms&Antonyms 

 

A. Matchthesesynonyms 

1. Seal a. close 

2. Seek b. divide 

3. Argue c. imaginative 

4. Shut d. ask 

5. Speculative e. disagree 

6. strangle f.close 

7. jolly g.kill 

8. split h .happy 

9. discover I. find 

 

B. Matchthesesynonyms. 

1. Souvenir a. remembrance 

2. Lofty b. extendable 

3. Exorbitant c. sullen 

4. Elastic d.dishonest 

5. Distort e. twist 

6. Morose f. costly 

7. Corrupt g. supervise 

8. Temper h. rebellion 

9. Monitor i. high 

10. Mutiny j. mood 

Choosethecorrect answer. 

1. They work hard notbecauseof the ,butbecauseoftheirinnerurge. 

a) desire b) drive c) energy d) incentive e)motivation 

2. His  backgroundhas madehimsodocile. 

a) famous b) lucrative c)rich d) advanced e)humble 

3. It is  foreveryonetoabidebythelawoftheland. 

a) expected b) obligatory c) meant d) optional e)recommended 

4.  heis ahardworker,his qualityofworkisnotofadesirablelevel. 

a) despite b) because c)although d) somehow e)however 

5. In spiteof repeated instructions, he thesame mistakes. 

a) commits b) detects c) corrects d) imitates e)exhibits 

6. Rohit a huge library and has alarge collectionofbooks in it. 

a) wants b) has c) wanted d) had e)needs 
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7. Rachna liked her room to be exactly the way she left it and she would  allowanyoneto 

touch her things. 

a) always b)sometimesc)willingly d) never e)certainly 

ANTONYMS 

A. Matchtheseantonyms: 

1. Relaxa.occasional 

2. Strengthen b.wet 

3. Disable c.enable 

4. Acceptd.tense 

5. Sensible e.weaken 

6. Genuine f.miser 

7. Frequent g.remember 

8. Forgeth.reject 

9. Dry i.senseless 

10. Spendthrift j.fake 

B. Matchtheseantonyms: 

1. Extravagancea.mean 

2. Simpleb.ignore 

3. Elasticc.full 

4. Loftyd. miserliness 

5. Generous e. divided 

6. Blankf.complex 

7. Straight g. zigzag 

8. Excited h.dull 

9. UnitedI.low 

10. Attendj.stiff 

Fillin theblanks withthewords oppositein meaningtothoseunderlined. 

 

1. Whatlookslikeaconvenientshortcutmayprovetobevery ................................................... inthelong 

run. 

2. Noonewantstolistentoanignorantmanbuteverybodylistenstoa ............................................ man. 

3. Goldinanexpensivemetalwhileironis…………………… 

4. Myapplicationwasacceptedbuthiswas………………………. 

5. Theteachertriedtomakethestudentconfidentbuthestilllookedvery……………………….. 

6. Hefailedtoqualifyinthefirsttwoattempts but ...................................... inthethirdone. 

7. Heoftenvisits mebutI ................................... goto hishouse. 

8. Heisbravebuthis brotheris ……………………. 

9. Anairplane consumesmorefuelwhileascendingthanwhile………………………. 

10. Tigersarevery commoninKeralabutlionsare………………… 
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ARTICLES 

WhatisanArticle? 

Anarticleisashortmonosyllabicwordthatisusedtodefineif thenounisspecificornot.Articles are 

normally used before nouns and since they are used to speak about the noun, they can be 

considered as adjectives. 

Lookathowvariousdictionaries defineanarticletohaveamuchclearerideaofwhattheyare. 

 

DefinitionofanArticle 

An article, according to the Merriam-Webster Dictionary, is defined as “any of a small set of 

words or affixes (such as a, an, and the) used with nouns to limit or give definiteness to the 

application.” According to the Collins Dictionary, “an article is a kind of determiner. In English, 

‘a’ and ‘an’ are called theindefinitearticle, and ‘the’ is called thedefinitearticle.”TheMacmillan 

Dictionary defines an article as “a type of determiner (=word used before a noun) that shows 

whetheryouarereferringto aparticularthingor toageneralexampleofsomething.Theindefinite article 

is ‘a’ or ‘an’ and the definite article is ‘the’.” 

 

Types of Articles 

Therearethreearticlesin English –‘a’,‘an’and‘the’.Thesearticlesaredividedinto twotypes namely: 

 DefiniteArticle 

 IndefiniteArticle 

 

DefiniteArticle 

Among the three articles, ‘the’ is said to be the definite article. A definite article is used to 

determinesomethingthatisspecificorparticular.It isalsousedbefore pluralnounsandtoindicate the 

superlative degree of comparison. Furthermore, it can be used before collective nouns as well. 

Forexample: 

 

 TheSunsetsinthewest. 

Intheabovesentence, thenouns‘Sun’and‘west’are propernounsandarespecific andsothe definite 

article has to be used. 

 Thechildrenareplaying cricket. 
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Intheabovesentence,the definitearticleis usedtodeterminethepluralnoun,‘children’. 

 This istheworld’slongest river. 

Intheabovesentence,thedefinitearticleisusedtodenotethesuperlativedegreeofcomparison. 

 

 Thecrowdsangalongwiththeband. 

Intheabovesentence,thedefinitearticleisusedbeforethecollectivenouns,‘crowd’and‘band’. 

 

IndefiniteArticle 

Thearticles‘an’and‘an’aretermedasindefinitearticles.Anindefinitearticle, asthename suggests, 

is used to indicate something that is not definite or specific. It can also be used before 

singular nouns. 

Amongtheindefinitearticles,‘an’ isusedbeforesingularnounsthatstartwithvowelsoundsand ‘a’ is 

used before singular nouns that begin with consonant sounds. 

Forexample: 

 

 Ihad anapplefor breakfast. 

 Do youhave aneraser? 

 Isawanaeroplane. 

 Shehasapetdog. 

 Myfatheris adoctor. 

 Mybrother gaveme acalculator. 

 

AorAn? 

The article ‘an’ is normally used before words that begin with vowel sounds. However, this is 

oftenconfusedwith theideathatit canbeusedbeforewordsthatstartwithavowel. Lookatthe examples 

given below to understand how this works. 



 I have anumbrella. 

 This isanorange. 

 Anelephantwascrossingtheroad. 

Ifyouseehere,thewords‘university’and‘unique’startwith avowel.However,itdoesnothave a vowel 

sound but a consonant sound ‘yu’ in the beginning. It is because of this reason that the indefinite 

article, ‘a’ is used instead of ‘an’. 



 Studyinginauniversitywillgiveyoualotof exposure. 
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 Thisis auniquewayofcommunicatingwithbirds. 

Intheexamples givenbelow,‘an’is usedbefore‘MBA’and‘hour’thoughtheyarewords starting 

withconsonants.Thisisbecausetheword‘MBA’startswith‘m’whichhasavowelsound(em)in the 

beginning. Likewise, the ‘h’ in the word ‘hour’ is silent, thus having a vowel sound in the 

beginning. 



 I havecompletedanMBAdegree. 

 Ittook anhourto reach theairport. 

 

Exceptions 

Wordsstartingwithavowel,butuse‘a’insteadof ‘an’: 

 

 One 

 University 

 Unique 

 Uniform 

 Unit 

 Eucalyptus 

 Utensil 

 Euro 

 UFO 

Wordsstartingwithaconsonant,butuse‘an’insteadof‘a’. 

 

 Hour 

 Honest 

 Hourly 

 MBA 

 MBBS 

 MA 

 MSc 

 MMR 

 MCom 

 MLA 

 NCC 

 Honorary 

 X-ray 

 Xmas 
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Therearealsosomecasesinwhichyouwillhave to usethe indefinitearticle‘the’before a 

common noun. Look at the following set of sentences to understand how this works. 

Example1:Mybrother andIaregoingfor a weddingreception.The receptionisheldinanopen lawn at 

7 p.m. 

Example 2: I saw a dog at the end of the street. The dog came running to me. 

Example3:Tharunwatched a movieyesterday.Hefeltthatthe moviewastooslow. 

ExamplesofArticles 

Letus lookatafew moreexamples tofindouthow articles canbeused. 

 

 TheEnglishteacheris absent today. 

 I sawabird sitting onthetreein frontof myhouse. 

 Notmany knowhowto use anoven properly. 

 Tomhasacat. 

 Wearegoing tobuyadressforour daughter. 

 Carryanumbrella.I amsureitwillrain. 

 Kerenfound apuppyontheroad. 

 Theparents havebeenaskedtoattendameetingtomorrow. 

 Thecommitteehasdecidedtobringdownthefuel rates. 

 Dueto ahartal, theshopshavebeenclosed. 

 

CheckYourUnderstandingofArticles 

Fillintheblankswiththeappropriatearticlesinthefollowing sentences: 

1. Have you watched  newmovie? 

2. I have never used  computer. 

3. Do you know  multiplicationtables? 

4. Sandra brought  apple. 

5. Madhu has  teddybear. 

6.  chairsareallbroken. 

7. The janitor asked  students to walk carefully as  floorwas wet. 

8. I have finished reading  bookyoulentme. 

9. Hariis planning to buy  newcar. 

10. He has been waiting for  hour. 

Checkyour answers. 

 

1. Haveyou watchedthenewmovie? 

2. Ihaveneverused acomputer. 
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3. Do you knowthemultiplicationtables? 

4. Sandrabrought anapple. 

5. Madhuhas ateddybear. 

6. Thechairs areall broken. 

7. Thejanitor askedthestudentsto walk carefully asthefloor waswet. 

8. I havefinished readingthebook you lentme. 

9. Hariisplanningtobuy anew car. 

10. Hehasbeen waitingforanhour. 

 

PREPOSITIONS 

 

What IsaPreposition? 

Aprepositionisashortwordthatisemployedinsentencestoshowtherelationshipnouns, 

pronounsorphraseshavewithotherpartswithintherespectivesentences.Prepositionsare 

normally found positioned in the latter part of the sentence, but before a noun or pronoun. 

 

Usesof Prepositions 

Prepositionsareseen toshowsomekeycharacteristicsandperformsome vitalfunctionswhen used in 

sentences. Let us look at the various uses of prepositions in English. 

 Theyareusedtoshowthedirectionofsomething. 

 Theycanrefertothetimeofsomethinghappening. 

 Theycanbeusedtodenotetheposition orlocation ofanobjectinthe sentence. 

 Theyarealsousedtorepresentspatialrelationships. 

 Prepositionalphrases,inparticular,canbeusedtodoallofthesewhenusedinsentences. 

 

Types of Prepositions 

Basedonthedifferentusesandfunctionsofprepositions,theycanbedividedintofour main types. They 

are as follows: 

 PrepositionsofTime–usedtoshowwhensomethingishappening. 

 

 WewillbemeetingonFriday. 

 Thesupermarketwillbeclosedfrom9p.m.to9a.m. 

 Canyoucomeaftersometime? 

 Wehavebeenaskedtoworkfromhomeuntilthe endofMay. 

 Thewholecountrywasaskedtostayhome during thepandemicto ensuresafety and 

well-being. 
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 PrepositionsofPlace–indicatetheplaceorpositionofsomething. 

 

 

 Ihavekeptthebook Iborrowed fromyouonthetable. 

 Henryhidbehindthedoor. 

 Thedogjumpedoverthefence. 

 Canyouplace the redrosesinbetweenthe white daisies? 

 HewaswaitinginfrontoftheEBoffice. 

PrepositionsofDirection–usedtodenotethedirectioninwhichsomethingtravelsormoves. 

 

 Thegirlrantowardherfatherthemomentshesawhim. 

 Jerry jumpedintotheriverto help hissister. 

 Veenapassed thebooktoPriya. 

 When willSalviabereturningfromLondon? 

 Neenalivesacrossthestreet. 

PrepositionsofLocation–employedtodenotethelocationofaparticularobject. 

 

 Kennywouldbestayingathis cousin’s placefortheweekend. 

 Makesureyou keepallthetoys backinits placeafter you play. 

 Ilayonthefloorforareallylong time. 

Prepositions of Spatial Relationship– used to denote an object’s movement away from the 

source and towards a source. 

 

 Navyasatleaningagainstthewall. 

 The circuswasstationedoppositethe children’spark. 

 Lakshmisatbeneaththetrees. 

 Shankarsatbesidethestairs. 

 Wespentthe eveningwalkingaroundthelake. 

PrepositionalPhrase–acombinationofaprepositionandanoun(theobjectitisaffecting). 

 

 Seetoitthatyoureachthevenueontime. 

 Themedicinesyouasked for areoutofstock. 

 Why don’twetry taking classesoutsideforachange. 

 Makesureyou fillin alltheformsatonce. 

 Salmaanwasable tofinishit onlywiththehelpofhisfriends. 

https://byjus.com/english/prepositional-phrase/
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ListofMostPopularPrepositions forEverydayCommunication 

Givenbelowisanextensivelistofprepositionsthatyoucanmakeuseofinyourdaily communication. 
 

Examplesof Prepositions 

On At In Over 

Around Through Oppositeto In frontof 

Behind Beneath Beside Above 

Below Under Underneath Down 

Up Out With Into 

Onto Across After Before 

Near Among Along Between 

Toward Away From To 

Nextto By Until About 

 

CommonlyConfused Prepositions 

WiththehugenumberofprepositionsintheEnglish language, italmostseemsimpossibletohave no 

confusion at all. Here is a list of prepositions that cause confusion among the users of the 

language. 

 In/On/At 

Thesethreeprepositionscanbeusedtodepictbothtimeandposition.Takealook atthe table below to 

have a better understanding of how it works. 
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PrepositionsofPlace 

In On At 

Can be used to show general 

locations like neighbourhoods, 

cities,countriesandplaceswitha 

boundary 

Can be used to refer to more 

specific locations likestreets, 

avenues,islands,surfacesand 

large vehicles 

Can be used to 

refer to very 

specificlocations 

Forexample:I live inIndia. 

 

Wewillbestaying in ahotel tonight. 

For example: 

Lathastayson 

thefourthfloor. 

Thebookyouarelookingfor is 

on the rack. 

Forexample:You 

can find us at the 

park. 

 

Sheisathome 

  now. 

PrepositionsofTime 

In On At 

Can be used to depict 

general timings like 

months,years,centuries 

and parts of days 

Can be used to refer to dates, 

days of the week, days of the 

monthandholidayswith‘day’ 

(for example – Republic day) 

Can be used to denote very 

specifictime,timesoftheday 

and holidays without ‘day’ 

(for example – Easter) 

Forexample:Danwas 

born in 2000. 

Forexample:Thereisa national 

parade every 

yearonRepublicday. 

Forexample:Wedecidedto 

meet at 4 p.m. 

Technological 

developmentinthe 

fieldofscienceand 

All of us will be 

athomeonChristmasday. 

Iwishedmy 

brotheratmidnight. 

medicinereachedits   

zenith inthe 21st   

century.   

 

 To/From 

TOand FROMaretwo other prepositionsthatcreateconfusion. 
 

To From 
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Usedtodenotetheendlocation Usedtodenotethestartinglocation 

Forexample:Wewentto SriLankawith my 

family. 

 

I gavemy coat toSandra. 

For example: Have you 

startedfromBangalore? 

 

I received aletterfrommyfather. 

 

 By/With 

Theprepositions BY andWITH havevariousmeanings.Theysometimesappearto beconfusing for a 

second language learner of English 

 

By With 

Nearornextto. 

 

Forexample:Isthepostofficeby thebus stop? 

Inthecompanyof 

 

Forexample:Glintwentto Chennai 

with his friends. 

Agiventimeornotlaterthan 

Forexample:Seethatyoureachtheexam hall 

by 8:30 a.m. 

Inaddition to 

Forexample:wouldyouliketohave tea 

with breakfast? 

Denotesthedoeroftheactionmentioned in a 

sentence 

Forexample:Thepoemwas written 

by my brother. 

Bymeansof 

 

Forexample:Icutmybirthday cake 

with a fruit knife. 

 

 

Exercise1–Fillintheblankswithappropriateprepositions 

 

1. This shopdoesn’thavethetoys Iwas looking. (up/for) 

2. The teacher divided the sweets  allthechildren.(between/among) 

3. Bruce did not fare well  hisexamination. (in/at) 

4. The dog is grateful  itsowner. (to/for) 

5. My brother’s anniversary is  5thNovember.(on/in) 

6. The boy  thestoreisquiteyoung. (at/on) 

7. Mahatma Gandhi was born  2ndOctober. (on/in) 

8. Rupert is fond  muffins.(of/off) 

9. The dog jumped  thesofa.(on/in) 

10. Humpty Dumpty sat  awall. (on/at) 
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11. The police officer is  thestation. (at/on) 

12. The Sun will not rise  6o’clock.(before/since) 

13. IknowJack hewas alittleboy.(for/since) 
 

14. Priya’shouseis mine.(nextto/after) 
 

15. The opponents sat toeachother. (opposite/behind) 

16. Thescientistlooked themicroscope.(through/in) 
 

17. ImetSuhaniwhenIwas college.(in/on) 
 

18. I willhave completed my task  Friday.(till/by) 

19. There’s a rift  thesetwokids. (between/among) 

20. The soldiers are  war.(in/at) 

 

READING: 

Reading isa methodof communication thatenables aperson toturn writing intomeaning.Itallows 

thereader to convertawritten textinto ameaningful languagewith independence, comprehension, 

and fluency, and to interact with the message. 

 

 

WhyReadingisImportant? 

While going through an article, you might have come across some words which confuse you or 

certain words that you hardly even recognize. Finding out their meaning and regularly reading can 

be the best solution for you to enhance your vocabulary and expand your knowledge. 

 

ImportanceofReadingin PolishingYourMind 

Readingrequiresyoutohavethepatiencetobuildacognitiveperspective.Thisisconsidered tobe a prime 

brain-stimulating activity to sharpen your mind. Individuals engaged in reading have a slower 

memory decline than those who avoid reading. It also improves memory and builds focus. 

 

ImportanceofReadinginStrengtheningYourWritingAbility 

Having a strong vocabularycan readily benefit you to strengthen your writingability both 

personally and professionally. It inspires writers to stay positive and express their thoughts more 

clearly. Reading helps us in developing a knack for understanding the perspective of different 

authorsthathelpsinwritingaboutthingsbyourselves.Itisverycrucialto comprehend thesubject matter 

and allow our memory to retain it. 

 

ImportanceofReadinginLoweringStress 

Readingleadsyouonajourneytoanotherworld.Peoplereading literatureornovelsrequirea lot of 

concentration which allows them to stay away from the distraction in their lives which in turn 

promotes inner calmness and enhances overall health. 

https://leverageedu.com/blog/english-vocabulary/
https://leverageedu.com/blog/creative-writing-topics/
https://leverageedu.com/blog/syllabus-of-english-literature/
https://leverageedu.com/blog/best-novels-to-improve-english/
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ImportanceofReadinginReducingDepression 

Reading is an essential aspect of learning and has multiple benefits attached to the exercise. 

Readingisimportantbecauseitmakesyoumoreempathetic,andknowledgeableandstimulates your 

imagination. A study conducted by the University of Sussexshowed that reading 

reducesstressby68%.Ithelpsinreducingtensionandrelaxmuscleswhichin turnhelpspeople sleep 

better and stay healthy. 

 

ImportanceofReadinginIncreasingYourVocabulary 

Medicinaltherapiestocombatdepressioncanbereducedbyincorporatingreadinghabits.Thisis 

exactlywhatself-helpbooks,novels,blogs,articles,andnon-fictionbookscontribute.Readingis found 

to lower heart rate, reduce stress and decrease blood pressure. 

 

ImportanceofReadinginEnhancingOne’sImagination 

Reading is just like a spider web, linking things you know to things you just learn and creating 

innovativesolutions.Youworkonyourdreamswhenyoustartimagining them.Imagination also 

allows an individual to be empathetic toward people and their struggles. 

 

ImportanceofReadingin ProvidingEntertainmentandPeaceofMind 

Reading is one of the simplest entertainment entities for humans. Human beings tend to be 

fascinated by the world of stories and books open up alternate worlds to explore. This not just 

transcendsustoanotherrealitybutalsohelpsusindistancingfrom ourdailyproblemsforawhile. 

 

ImportanceofReadinginPromotingPositiveSleeping 

Books are perfect company at night before you doze off because it allows your body muscles to 

relax and your mind to destress. It is known that one can have a sound sleep when one’s brain is 

happyandoneiscomfortableintheirownspace.However,itispreferable tograbaprintedbook than any 

gadget before you settle in for some dreams. 

 

ImportanceofReading:WhenPreparingforUniversalCompetitiveExams 

 

 The Reading Comprehension (RC) section in GMATincludes 350-word passages 

whichcanbeeasilymasteredbypractisingactivereadingandbyinteractingwiththe text. 

 Reading allows one to develop a better understanding of the subject and gain 

conceptualclaritywhenpreparingforCATandespecially ReadingComprehension. 

 

 A common success thread in all the students who secure well on the verbal 

sectionoftheGREisskilledreadingability. Thefasteryou 

canscanthroughthepassagewhilestill holding on to the information, the more time you’ll 

have to answer the question. 

 Theperfectstrategytocoveralongpassageintheallotted timein IELTSisthrough 

increasing your vocabulary by continuous reading. 

 Togetahighscoreonthereadingsectionof theTOEFLtest,theonlykey istoread and 

understand various books and articles. 

https://leverageedu.com/universities/university-of-sussex
https://leverageedu.com/blog/speech-on-exam-stress/
https://leverageedu.com/blog/gmat-syllabus/
https://leverageedu.com/blog/gmat-reading-comprehension/
https://leverageedu.com/blog/maths-tricks/
https://leverageedu.com/blog/maths-tricks/
https://leverageedu.com/blog/gre-test-prep/
https://leverageedu.com/blog/universities-accepting-low-ielts-scores/
https://leverageedu.com/blog/toefl-speaking-topics/
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TechniquesofReading 

Active Reading 

Active reading is a technique that aids both comprehension and retention. It involves 

engagingwiththereadingmaterialwhenreading itsothatyou’llunderstanditandevaluate it 

based on your needs. 

Sometipsforactivereadingare: 

 Ask questions. As you read, ask yourself questions like “what does this mean,” “what is the 

significanceofthisstatement,”etc.Thisway,you’llfullyunderstandeachpartofthematerial. 

 Lookforpatterns.Trytoseethepatternsinthereadingasawhole.Ithelpsyoubringtogetherall the 

information you’ve read into a meaningful whole. 

 Highlightandmakenotes.Asyouread,highlightimportantpointsinthereadingmaterial.Even better, 

write down comments or notes on the book’s margins or in a separate notebook. 

Whenyouhighlightand makenotes,youcaneasily seethemainpointsanytimeyougothrough 

thematerial.Tohelpyouidentifyimportantpoints,lookfortransitionwordslike“importantly,” “in 

contrast,” etc. 

 Linktoexistingknowledge.Trytounderstandhow whatyou’rereadingrelatestowhatyouknow about 

the topic. This way, you’ll clearly see how the information has added to your knowledge. 

 Writeasummary.Summarizewhatyou’vereadinyourownwords.Writedownthekeypoints. 

 Testyourself.Usingwhatyouhaveread, askyourselfmockquestions,andtryto answerthese. 

Testing yourself will tell you how well you understand the material and remember. 

 Teach. Try to explain what you’ve read to someone else. When you do so, you’re inadvertently 

explainingit toyourself.So,whenyouteachsomeonethematerialyou’dread,you’llbereviving your 

understanding of the text and solidifying it. 

Activereadingisbestforacademicreadingwhenyouhavetounderstandandrememberwhatyou read. It 

is also good when you have to read complex information. 

 

DetailedReading 

Detailed reading is a technique that involves carefully reading and analyzing every word for a 

deeperunderstandingofthematerial.Detailedreadingisusedtoextractaccurateinformationfrom a 

material. 

Detailedreadingusuallystartswithskimming. First, youskimthematerialtohavean ideaofwhat it is. 

Then you carefully read through. 

Whendoingadetailedreading,youneedtolookup themeaningofunfamiliarwordsorphrases. You also 

need to piece words together for better understanding. You use this technique when reading 

research articles, reports, and literary works. 
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SpeedReading 

Speedreadingisatechniquethathelpsyoureadfasterwithoutcompromising comprehension or 

retention. 

Speedreading isverydifferentfromskimmingandscanning.Inskimming,youspeed throughthe 

texttogetan ideaofwhat it is,andinscanning,you speedthroughthe text justtofindsomething 

important. 

However, in speed reading, you’re not simply running your eyes through texts. Rather, you’re 

readingeveryword,butfast.Importantly,you’recomprehending thetextasyouspeedthrough. 

Ifyou’veeverfeltthatthere’ssomuchtoreadbutnotenoughtime,youneedtolearnspeed reading. 

Therearevariousstepsthatyoucantaketomasterspeedreading.Theseinclude: 

 Guide your eyes. Run a finger or a pen under the words you are reading. Our eyes tend to fixate 

onmovingobjects.So,ifyourunafingerorapenunderthewordsinatext,youreyeswillfollow. Do this 

faster than you’ll normally read, which trains your eyes to move faster and to read faster. 

You’llagree thatrunningafingeror apenunder the wordsyou’rereadingwillnotbe“cool”if the 

readingmaterialisonadigitaldevice.IrisReadinghasa speedreadingtoolthat’llguideyour eyes by 

flashing word chunks on your screen at your chosen speed. 

 Deadlinestrategy.Measurehowmuchtime ittakes youtoreadapage,then trytobeatit.Always 

remember that whatever can be measured can be managed. 

Simplyseta timeof1–5minutesandseehowmanylinesyoucanreadin thesettime. Then,set the same 

time again and try to beat it by reading more lines. 

 Adjustreadingspeed.Whenspeedreading,slowdownonthefirstsentencein aparagraph and 

increase your speed as you go. 

Evenautomobilesdonotcomeflyingoutofthegarage.Justlikea caracceleratesuntil itreaches 

maximum speed, so start relatively slow and pace up as you go. 

Thisisveryimportanttocomprehensionandretentionwhenspeedreading.You’lleasilygraspthe 

introductory sentences and follow other sentences more readily as you speed up. 

 

 

BasicWritingSkills: 

SentenceStructure&TypesofSentences Parts 

of a Sentence 

Asentence,in theEnglishlanguage,consistsofat leasta subjectandapredicate.Inotherwords,a sentence 

should have a subject and a verb. 

https://accelareader.com/
https://byjus.com/english/subject/
https://byjus.com/english/predicate/
https://byjus.com/english/verbs/
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SUBJECT 

Thesubjectcan beanounorapronounthatdoestheaction. 

 

Forexample: 

 

 Thesunisshining. 

 Theskyisclear. 

 TodayisWednesday. 

PREDICATE 

Theverbistheactionperformedbytheparticularsubjectinthesentence. For 

example: 

 Ilovemacaroniandcheese. 

 Merinhasapet. 

 Anushacandraw. 

 

ComponentsofaSentence 

Likeasentencehastwoparts,ithasfivemaincomponentsthat makeup thestructureofa sentence, and 

they are, 

 Subject 

 Verb 

 Object 

 Complement 

 Adjunct 

Now,letus lookateachofthesecomponents indetail. 

 

SUBJECT 

Anounthatperformstheactioninasentenceisconsideredasthesubject.It answersthequestion 

‘who’orinotherwords,asubjectcanbeidentifiedbyaskingthequestion‘who’.A subjecttakes the first 

place in most cases, especially in declarative or assertive sentences. 

Forexample: 

 

 Thechildkeptcrying. 

 Ourschoolteamwonthematch. 

https://byjus.com/english/nouns/
https://byjus.com/english/pronouns/
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 Mysonisintheeighthgrade. 

VERB 

In every sentence the most important word can be said to be the verb. A verb shows action or 

activityorworkdonebythesubject. Rememberthatallverbsincluding mainverbs,helpingverbs, stative 

verbs and action verbs come under this category. Most often, verbs appear immediately after the 

subject. 

Forexample: 

 

 Neenaiswritingaletter. 

 Itwastoodark. 

 Ifeeltired. 

OBJECT 

Anobjectisanounorpronoun thatreceivestheactiondonebythesubject.Objectsareoftwo types and 

they are, 

 DirectObject 

 IndirectObject 

DirectObject 

Anounorpronounthatreceivestheactiondirectly isthedirectobjectinthesentence.Itanswers 

thequestion ‘what’. Directobjects mostly appear immediately after theverb and aretheprimary 

objects in the sentence. 

Forexample: 

 

 Harryboughtanewcar. 

 Mymommadeacake. 

 Imetmy friend. 

Indirect Object 

Anindirectobjectisanounorpronounthatisasecondaryobject.Itcanbeidentifiedbyaskingthe question 

‘whom’. When there is an indirect object in a sentence, it is mostly placed after the verb and before 

the direct object. 

Forexample: 

 

 VandhanagaveKeerthanaacake. 

https://byjus.com/english/object/
https://byjus.com/english/direct-object/
https://byjus.com/english/indirect-object/
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 My mombought meanewdress. 

 Igave hima chocolate. 

Complement 

Thewordsrequiredto completethemeaningofasentencecanbereferredto asthe complementof the 

sentence. A complement can be an adjective, a name, a position or a profession. 

Forexample: 

 

 Itgrew dark. 

 Heisadentist. 

 That’sherdog,Bruno. 

Complementsarefurtherdividedinto twotypesbasedonwhichcomponentitspeaksabout.The two 

types of complement are, 

 SubjectComplement 

 ObjectComplement 

SubjectComplement 

Thecomplementwhichexpressesthequalityoridentityor conditionof thesubjectis called 

Subject Complement. 

Forexample: 

 

 Sheisadoctor. 

 I am Sindhu. 

ObjectComplement 

Thecomplementwhichexpressesthequalityoridentityorconditionof anobjectiscalled ObjectComplement. 

Forexample: 

 

 Theymadeherangry. 

 ThestudentselectedSreyatheclassleader. 

 

TheFourDifferentTypes ofSentences 

TherearefourdifferentkindsofsentencesinEnglishgrammarandtheyareas follows: 

https://byjus.com/english/complement/
https://byjus.com/english/adjectives/
https://byjus.com/english/subject-complement/
https://byjus.com/english/object-complement/
https://byjus.com/english/object-complement/
https://byjus.com/english/english-grammar/
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DeclarativeorAssertiveSentence–Adeclarativeor assertivesentenceisasentencethatis informative 

and ends with a period or a full stop. 

Examples: 

 

 Ilikefantasynovels. 

 Thereisawhitehousearound the corner. 

ImperativeSentence–Animperativesentence isasentencethatexpressesacommand,anorder, or a 

request. 

Examples: 

 

 Pleasepickupthenoteswhenyoucome. 

 Closethedoor. 

InterrogativeSentence–Aninterrogativesentenceisonethatisusedtoquestionsomething andit ends 

with a question mark. 

Examples: 

 

 Whatis thenameofthemovieyouwerewatching? 

 CanI comewith youto thebook fair? 

Exclamatory Sentence– An exclamatory sentenceis onewhich is used to express sudden and 

strongemotions,and itendswith anexclamationmark.Youcanalsouseinterjectionstoform 

exclamatory sentences. 

Examples: 

 

 Wow,how goodthis is! 

 Thatwasagreat match! 

 

 

eadthedetailedComparisonofphraseandClausegivenbelow– 
 

DifferenceBetweenPhrase& Clause 

Phrase Clause 

A group of words standing together as a 

conceptualunitanddonothaveasubjectanda verb. 

Agrammaticalarrangementthat 

containsasetofwordshavinga 

subject and a verb. 

https://byjus.com/english/declarative-sentences/
https://byjus.com/english/full-stop/
https://byjus.com/english/imperative-sentences/
https://byjus.com/english/interrogative-sentences/
https://byjus.com/english/question-mark/
https://byjus.com/english/exclamatory-sentences/
https://byjus.com/english/exclamation-mark/
https://byjus.com/english/interjections/
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Phraseiscomponentofaclause. Clauseisacomponentofacomplete 

sentence. 

Each word of a phrase has a meaning but 

collectivelyitdoesnotformcompletesenselike a 

sentence. i.e. it does not give a complete 

meaning when standalone. 

Clausegivescompletemeaningand 

can even be a complete sentence 

when standalone. 

A part of sentence without the two parts of 

speechi.e.SentenceandPredicateand(doesnot 

convey any idea). 

Apartofsentencehavingthetwo parts 

of speech i.e. Subject and Predicate 

(gives complete idea). 

PhraseExample– 

 

 FishSwimsinthewater. 

 Sheis sleepingon thefloor. 

 Theywillmeetattheconcert. 

 Overthehorizon. 

 Sheis sketchingon thewall. 

ClauseExample– 

 

 FishSwimsinthewater. 

 Sheis sleepingonthefloor. 

 Theywillmeetatthe 

concert. 

 Hesmiled. 

 Sheissketchingonthe 

Wall. 

 

 

 

Clausesin English–Meaningand Definition 

A clause is a combination of words that makes up a sentence. It consists of a subject and a 

predicate.It canalsobesaidthataclauseshouldhaveasubjectanda verb.Now,takealook atthe 

definitions of clauses given by different dictionaries to understand what a clause is. 

According to the Oxford Learner’s Dictionary, a clause is defined as “a group of words that 

includes a subject and a verb, and forms a sentence or part of a sentence.” The Cambridge 

Dictionary defines a clause as “a group of words, consisting of a subject and a finite form of 

averb.” “A clause is a group of words containing a verb”, according to the Collins Dictionary. 

AccordingtotheMerriam-WebsterDictionary,aclauseisdefinedas“agroupofwordscontaining a 

subject and predicate and functioning as a member of a complexor compound sentence.” 

 

Types of Clauses 

Accordingtohowaclausebehavesinasentence,theycanbeclassifiedintotwotypes.Theyare: 

https://byjus.com/english/verbs/
https://byjus.com/english/finite-verbs/
https://byjus.com/english/finite-verbs/
https://byjus.com/english/finite-verbs/
https://byjus.com/english/complex-sentences/
https://byjus.com/english/compound-sentences/
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 Main Clause or Independent Clause – A main clauseis a group of words with a subject 

andaverb.It is onethatcanstand alone andmakes completesense.Thatis whyitis called an 

independent clause. 

 Subordinate Clause or Dependent Clause – A subordinate clauseis a group of words 

that consists of a subject, a verb and a subordinating conjunctionor a relative pronoun. 

Unlikemainclauses,subordinateclausescannotstandaloneorconveycompletemeaning when 

taken separately from the sentence it is a part of. Dependent clauses can be divided into 

types based on their function. The types of dependent clauses are noun 

clauses,adjectiveclauses,adverbclauses,conditionalclauses,relativeclauses,comparative clauses, 

verbless clauses and complementary clauses. 

 

Examples of Howto Usea Clauseina Sentence 

Clausescanbeplaced inthedifferentpartsofasentence.Takealookatthefollowingexamplesto understand how 

clauses are formed and can be used. 

EXAMPLESOFINDEPENDENTCLAUSES 

 

 Iknowhowtodriveacar,butIenjoyridingbikes. 

 TodayisWednesday. 

 Iwasnotkeepingwell,soItookadayoffwork. 

 WhenImetyou,Ididnotthinkwewouldgetthisclose. 

 Itwasmysister’sbirthdayyesterday;however,shedidnotwanttocelebrate. 

EXAMPLESOFDEPENDENTCLAUSES 

 

 Afterwereachedhome,wewatchedamovie. 

 EverybodyknowstheboywhowontheBestOutgoingStudentAward. 

 MymomaskedmetocallherassoonasIboardedthebus. 

 While we werewaiting at the bus stop, we saw a monkey snatching a snack from a 

little boy. 

 Though Malcom did not find the movie interesting, he stayed until the end of the 

movie. 

 

 

 

 

SimpleSentences 

Allofus communicatewiththehelpof language and mostoften,itis doneusingsimplesentences. 

Formingsimplesentencesiseasier thanyouthink.Gothroughthefollowingpointstofindouthow you can 

effortlessly form and use simple sentences. 

https://byjus.com/english/main-clause/
https://byjus.com/english/subordinate-clauses/
https://byjus.com/english/subordinating-conjunctions/
https://byjus.com/english/relative-pronouns/
https://byjus.com/english/adjective-clause/
https://byjus.com/english/adjective-clause/
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 A simplesentenceshouldhaveatleastonesubjectandonepredicate. 

 Asimplesentencecanhavemultiplesubjectswhichcanbecombinedusing conjunctions. They 

are called compound subjects. 

 Likewise,asimplesentencecanalsohavecompoundpredicates.Compoundpredicates have 

two or more verbs but they share the same subject/s. 

 Asimplesentencedoesnothaveadependent clause ora subordinate clausebutjustone 

independent clause/main clause. 

 Asimplesentenceshouldexpressacompletethought. 

 Asimplesentencecanbea declarativesentence,aninterrogativesentenceor 

anexclamatorysentence.Sopunctuationmarkslikeafullstop,acomma,aquestionmarkand 

an exclamation markcan be used in simple sentences. 

 Asimplesentencecanhaveprepositions,adverbs,adjectives,adverbclau

sesand prepositional phrases. 

 

 

 

ParagraphWriting 

 

WhatIs Paragraph Writing? 

As we all know, a paragraph is a group of sentences that are connected and make absolute sense. 

Whilewritingalongessayorletter,webreakthemintoparagraphsforbetterunderstandingand to make a 

well-structured writing piece. Paragraph writing on any topic is not only about expressing your 

thoughts on the given topic, but it is also about framing ideas about the topic and making it 

convenient for the readers to follow it. In English paragraph writing, it is essential to focus on the 

writing style, i.e., the flow and connection between the sentences. 

Therefore,aparagraph mustbewritteninsimplelanguageinorder toavoid anyinterruptionwhile 

reading. In order to write a paragraph on any topic, you can refer to the samples given below and 

write a paragraph without any hindrance. 

 

Howto Writea Paragraph? 

In order to determine how to write a paragraph, you will have to find a good topic and collect 

enough information regarding the topic. Once you find the supporting details, you can start 

framingthesentences,connectthesentencesfollowingasequence, andfindaperfectconcluding 

sentence. To understand it better, we have provided a few paragraph writing examples for your 

reference. 

 Find a Topic Sentence: It is the first sentence which is an introduction to the given topic. 

It gives the main idea of what the paragraph would be about. 

https://byjus.com/english/declarative-sentences/
https://byjus.com/english/interrogative-sentences/
https://byjus.com/english/exclamatory-sentences/
https://byjus.com/english/punctuation/
https://byjus.com/english/full-stop/
https://byjus.com/english/comma/
https://byjus.com/english/question-mark/
https://byjus.com/english/question-mark/
https://byjus.com/english/exclamation-mark/
https://byjus.com/english/prepositions/
https://byjus.com/english/prepositions/
https://byjus.com/english/adjectives/
https://byjus.com/english/adjectives/
https://byjus.com/english/adverb-clauses/
https://byjus.com/english/adverb-clauses/
https://byjus.com/english/prepositional-phrase/
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 Supporting details: These are the details that can be collected from various sources. It 

comprises information related to the topic that gives strong support to the main topic. 

 Closingsentence:It is the last sentence that ends the paragraph and restates the whole 

ideaoftheparagraph.Itisbasically theconcludingsentencethatgivesthebasicideaofthe whole 

topic. 

 

TypesofParagraphWriting 

Itis essentialto know the types of paragraph writing beforeyou write aboutany given topic. 

Therefore,checkthebelowinformationtounderstandthevarioustypesofparagraphwriting. 

Majorly,therearefourtypesofparagraphwriting,i.e.,narrative,descriptive,expository,and persuasive. 

 Descriptive: This kind of writing basically describes thetopic and appeals to thefive 

senses. 

 Narrative: Thesekinds ofwritingarebasically anarrationofastoryor asituationthat 

includes a sequence. 

 Expository: Thesekinds of writing areadefinition of something. Theseparagraphs 

require a lot of research. 

 Persuasive: Thesekinds of writing aimto makethe audienceadmitawriter’s pointof 

view. These are mostly used by the teachers to provide a strong argument. 

 

 

 

PUNCTUATION 

 

Punctuation serves as a pause within a sentence, which is often necessary in order to emphasize 

certainphrasesorwordsinordertohelpreadersandlistenersunderstandbetterwhatthewriter orspeakeris 

trying to convey. Thus, the basic function of punctuation is to place stress on certain sections of a 

sentence. 

 

Usea questionmark(?)toindicate adirectquestionwhenplacedat theendofa sentence. 

 WHENDIDJANELEAVEFORTHEMARKET? 

Theexclamationpoint(!)isusedwhenapersonwantstoexpressasuddenoutcryoraddemphasis. 

Thecomma,semicolonandcolonareoftenmisusedbecausetheyallcanindicateapauseinaseries. 

Thecommaisusedto showaseparation ofideasor elementswithinthe structureof asentence. Additionally, it 

is used in numbers, dates and letter writing after the salutation and closing. 

 Directaddress:THANKSFORALLYOURHELP,JOHN. 

 Separationoftwocompletesentences: WEWENTTOTHEMOVIES,ANDTHENWE WENT 

OUT TO LUNCH. 

 Separatinglists orelements withinsentences: SUZI WANTED THE BLACK, GREEN, AND 

BLUE DRESS. 
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Whethertoaddafinalcommabeforetheconjunctioninalistisamatterofdebate.Thisfinalcomma, known 

as an Oxford or serial comma, is useful in a complex series of elements or phrases but is 

oftenconsideredunnecessaryinasimpleseriessuchasintheexampleabove.Itusuallycomesdown to a 

style choice by the writer. 

Thesemicolon (;) is used to connect independent clauses. It shows a closer relationship between 

the clauses than a period would show. 

 JOHNWASHURT;HEKNEWSHEONLYSAIDITTOUPSETHIM. 

Acolon (:)hasthreemainuses.Thefirstisafterawordintroducingaquotation,anexplanation,an example, 

or a series. 

 HE WAS PLANNING TO STUDY FOUR SUBJECTS: POLITICS, PHILOSOPHY, 

SOCIOLOGY AND ECONOMICS. 

The second is between independent clauses, when the second explains the first, similar to a 

semicolon: 

 IDIDN'THAVETIMETOGETCHANGED:IWASALREADYLATE. 

Thethirduseofacolonis foremphasis: 

 THEREWASONETHINGSHELOVEDMORETHANANYOTHER:HERDOG. 

Acolonalsohasnon-grammaticalusesintime,ratio,businesscorrespondenceandreferences. Dash and 

the Hyphen 

Two other common punctuation marks are the dash and hyphen. These marks are often 

confusedwith each other due to their appearance but they are very different. 

A dash is used to separate words into statements. There are two common types of dashes: en dash 

and em dash. 

 En dash: Slightly wider than a hyphen, the en dash is a symbol (-) that is used in writing or 

printingtoindicatearangeorconnectionsanddifferentiations,suchas1880-1945orPrinceton- New 

York trains. 

 Emdash:Twiceaslongastheendash,theemdashcanbeusedinplaceofacomma,parenthesis, or colon 

to enhance readability or emphasize the conclusion of a sentence. For example, SHE GAVE

 HIM HER ANSWER - NO! 

Whetheryouputspaces aroundtheemdashornotisastylechoice.Justbeconsistent. 
Ahyphen isusedtojointwoormorewordstogetherintoacompoundtermandisnotseparatedby spaces. For 

example, part-time, back-to-back, well-known. 

Brackets,BracesandParentheses 

Brackets,bracesandparenthesesaresymbolsusedtocontainwordsthatareafurtherexplanationor are 

considered a group. 

Brackets are thesquared offnotations([]) usedfor technical explanationsor toclarify meaning.If you 

remove the information in the brackets, the sentence will still make sense. 

 HE[MR.JONES]WASTHELASTPERSONSEENATTHEHOUSE. 

Braces ({}) are used to contain two or more lines of text or listed items to show that they are 

considered as a unit. They are not commonplace in most writing, but can be seen in computer 

programming to show what should be contained within the same lines. They can also be used in 

mathematical expressions. For example, 2{1+[23-3]}=X. 

PracticeQuestions–(Essaytype) 
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1. Whatdoes‘toastedEnglish’referto inAmericanrestaurants?Whathashappenedasaresultof the 

‘toasting’ of English in America? 

2. Whatdoestheauthormeansby‘theAmericanNationalExpression’?Whydoesitsayso? 

3. TheauthorapprovesanddisapprovesofAmericanEnglishincertainsenses.Giveexamplesto 

elaborate. 

4. DoyouagreewithNarayanthatweneeda‘Bharat’brandofEnglish?Why? 
5. Humour is the quality of a literary or informative work that makes the character and/ or 

situationsseemfunny,amusing,orridiculous.Doyouappreciatethehumourinthispiece? 

Support your answer with examples. 

6. Distinguishthefeaturesofprovidingparksineverycolonyofthecity throughaparagraphof 150 

words. 

7. Compareand contrasttheaspectsofpublictransportandprivatetransportthroughaparagraph of 150 

words. 

8. Whatconclusionscanyoudrawwhenyoureadanybiography/autobiographyofNobeland 

renowned people? Contribute your ideas in the form of a paragraph. 

9. Youenjoyedschoollifethoroughlycomparedtothepresentcollegelife.Justifyyourviewsina 

paragraph of not less than 150 words. 

10. Constructameaningfulparagraphofnotlessthan150wordsonthenecessityofspending time 

regularly for reading books. 

UNIT – 2 

APPROJRD 

How didSudhaMurthygetherfirstjob? 

 

The author of this chapter was Sudhamurthy; she was very bright at studies. She was in the final 

yearofherM.TechcourseattheIndianInstituteofScienceinBangalore.Atthattime,thisinstitution was 

known as the Tata institution. In her postgraduate department she was the only girl. She also 

wantedtogoabroadtocompleteherdoctorateincomputerscience.Shewasboldandidealistic.Her life was 

full of fun and joy. She did not know what helplessness or injustice meant till she come to know 

about the gender bias prevalent in the society. She had done better than most of her male 

classmates.ShehadbeenofferedscholarshipfromuniversityintheUSandshedidnotwanttotake up any 

job in India but there was something different in store for her. An incident changed her decision of 

going abroad for further studies and also starting her career there. 

Onedayshe sawan advertisementon the noticeboard.Itwas astandardjob- requirementfrom the 

famous automobile company, Telco, It stated that the company required young, bright engineers, 

hardworking and with an excellent academic background, 

There was a small line at the bottom of the job advertisement from the famous company, Telco. it 

said, “Lady Candidates need not apply.’’ Sudha was shocked to read this. She was quite surprised 

tofindsuchabigcompanydiscriminatingonthebasisofgender.Shegrewsoangrythatshedecided to write 

to the topmost person in Telco’s management. She wanted to inform the highest official in 

TELCO’S management about the injustice that Telco Company was doing. And she wrote a letter 

to Mr. JRD Tata, praising the TATA’s to be Pioneers in Infrastructure, steel& Iron, locomotives. 

SheappreciatedthemfortheirconcernforhighereducationinIndiaandatthesametimeexpressing her 

displeasure at the discrimination against women. 

She took it as a challenge to apply for the job which was not considered applicable for women by 

the Telco Company. 
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To her surprise Sudha was called to appear for an interview at Telco’s Pune office at company 

expense. Though she wasn’t sure she would get the job, she just attended for fun and to do a little 

shopping for her friends. 

WhenSudhawentfor the interviewatTelco’sPune office, there weresix people on thepanel.One 

ofthemwasanelderlygentleman.HetalkedtoSudhaveryaffectionately.Hetoldherthattheyhad never 

employed any ladies on the shop floor of the company. He appreciated Sudha for being first 

rankerthroughoutheracademicandsaidtoSudhathatbrightpeoplelikehershouldworkinresearch 

laboratories. Sudha convinced the panel that they should start employing women and should make 

a start. 

Write thecontentofherletterinyourownwords. 

Answer: The Tatas have always been leaders. They started the infrastructure industries in India, 

suchasironandsteel,textilesandlocomotives.Theyhavealwaysshowninterestinhighereducation in 

India and established the prestigious Indian Institute of Science. I have had the good fortune to 

study there. But I am surprised that a prestigious company like Telco is discriminating on the basis 

of gender. 

After a long round of technical questions Sudha got the job offer and she was the first woman 

engineer tojoin TELCOMotors.AfterthatTelcoCompanystartedgiving worktoother womenon its 

shop floor 

What traits in SudhaMurty do you think helped her to get the job at Telco? Was it only academic 

excellence? 

 

Answer:ThetraitsthathelpedSudhaMurthygetajobatTelcowereagenderequalitywherewomen have the 

same opportunities as men and also her self-confidence. She had the presence 

of mind to give a very bold answer to the elderly gentleman at the. She said, ‘But you must start 

somewhere, otherwise no woman will ever be able to work in your factories.’ Her conviction that 

she could do the job that no woman had done before impressed everyone. It was just academic 

excellence but her self-confidence that got her the job. 

Whatdoes thisreadingpassagetellyouaboutJRD Tata? 

Answer: JRD Tata was an extremely busy person yet he found time to read a postcard written by 

SudhaMurty when she was just a young girl. In the postcard she had expressed her admiration for 

the Tatas but pointed out that the company was discriminating on the basis of gender. JRD must 

have taken note of the letter and valued the opinion of a young girl seeking justice. That is why 

Murthy was called for an interview. This tells us that JRD Tata was indeed a great man. 

 

 

Vocabulary 

 

HomophonesandHomographs 

Homonymsgenerallyincludetwocategoriesofwordtypes:homophonesand homographs. 

1. Homographsarewordsthatare spelledthe samebut havedifferentmeanings. 
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2. Homophones arewords thathaveexactly thesame sound (pronunciation) butdifferent 

meanings and (usually) different spelling. 

Forexample,thefollowingtwowordshave the samesound,but different meaningsandspelling: 

 hourandour

Inthenextexample,thetwowords havethesamesoundandspelling,butdifferentmeanings: 

 bear(the animal)

 bear(tocarry)

Usually,homophonesareingroupsoftwo(our,hour),butveryoccasionallytheycanbeingroups 

ofthree(to, too,two)orevenfour.Ifwetakeour“bear”example,we canadd anotherwordto the group: 

 bare(naked)

 bear(the animal)

 bear(totolerate)

ListofHomophonesand Homographs 

 

air atmosphere(thestuffwebreathe) 

err tomake amistake 

aisle walkway 

I’ll I will 

isle island 

allowed permitted 

aloud outloud 

ant picnicpest 

aunt relative,asinyourmom’s sister 

arc curve 

ark Noah’sboat 

ate chewedupand swallowed 

eight numberafterseven 

bare uncovered 

bear grizzlyanimal 

berry fruitfromabush 

bury toput underground 

base bottompart 

bass deeporlow 

be toexist 

bee buzzinginsect 

beach sandyshore 

beech typeoftree 

beat to pound 

beet typeofedibleplant 

berth tieup 

birth tobeborn 

bite nibble 

byte 8bits(computerdata) 
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blew pastof blow 

blue colorof ocean 

boar pig 

bore notinterestingboreto drill 

borough areaor district 

burrow dig through 

burro smalldonkey 

bough branch 

bow bendorcurtsy 

buoy floater 

boy young man 

 

 

GRAMMAR 

 

NOUN-PRONOUN AGREEMENT 

 

 

WhatIs Subject-VerbAgreement?–MeaningandDefinition 

The term ‘subject-verb agreement’, just like the name suggests, refers to the agreement between 

the subjectand the verb. This is mainly with reference to singularand plural nouns/pronouns that 

act as subjects. According to the Collins Dictionary, “concord refers to the way that a word has a 

formappropriateto thenumberorgenderofthenounorpronounitrelatesto. Forexample, in‘She hates it’, 

there is concord between the singular form of the verb and the singular pronoun ‘she’.” 

 

RulesofSubject-VerbAgreementwith Examples 

The concept of subject-verb concord matters the most when using the present tenses. The 

simplepastandsimplefuture tenseshavethesameverbsusedirrespectiveof thesubjectinthesentence. 

Knowing and following the rules of subject-verb agreement will help you write error-free 

sentences. Go through the following rules and also go through the examples to understand how 

each rule is applied. 

 

Rule1 

Thefirstruleiswhatwehave alreadydiscussed –theuseofasingularverbwithasingularsubject and a 

plural verb with a plural subject. The subject can be a noun, a pronounor even a noun phrase. If it 

is a pronoun, the subject-verb agreement is done with reference to the person of thepronoun. 

https://byjus.com/english/subject/
https://byjus.com/english/verbs/
https://byjus.com/english/singular-nouns/
https://byjus.com/english/plural-noun/
https://byjus.com/english/gender-in-english-grammar/
https://byjus.com/english/present-tense/
https://byjus.com/english/simple-past-tense/
https://byjus.com/english/simple-past-tense/
https://byjus.com/english/simple-future-tense/
https://byjus.com/english/nouns/
https://byjus.com/english/pronouns/
https://byjus.com/english/first-second-and-third-person/
https://byjus.com/english/first-second-and-third-person/
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Forexample: 

 

 RACHELSPENDSherfree timelisteningtomusic.(Singularsubject withsingularverb)

 BLAINEANDKURTPLAYthepiano.(Pluralsubjectwithpluralverb)

 SHE LIKES tohaveadessert aftereverymeal.(Thirdpersonsingularpronounwith 

singular subject)

 

Rule2 

Whenusingthe‘be’formofverbs,thereisanexception.Inthiscase, theverb isusedaccording to the 

number and person of the subject. Check out the following table to see how it works with different 

pronouns. 

 

Person Pronoun Verb Example 

Firstpersonsingular I am Iam confident. 

Firstpersonplural We are Weareconfident. 

Secondperson singular/plural You are Youareconfident. 

Thirdperson singular He is Heisconfident. 

She is Sheisconfident. 

It is Itis amazing. 

Thirdperson plural They are Theyare confident. 

Furthermore,whenusedwithothernounsand noun phrases,theruleapplies.Thesameworkseven with 

simple past, present continuousand past continuous tenseswhen the ‘be’ form of verbsare used as 

the principal verb/helping verb. Check out the following examples to understand. 

 SANTANAISasinger.

 THEGIRLSAREWAITINGforyou.

 WEWEREhappywiththereviewofourfirstmovie.

https://byjus.com/english/noun-phrase/
https://byjus.com/english/present-continuous-tense/
https://byjus.com/english/past-continuous-tense/
https://byjus.com/english/verb-forms/
https://byjus.com/english/helping-verbs/
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Rule3 

Theuseof‘have’and‘has’inthepresentperfect tense,thepresentperfect continuoustenseandas a main 

verbis also dependent on the subject. All singular subjects use ‘has’ and all plural subjects use 

‘have’. 

Forexample: 

 

 IHAVEayoungerbrother.

 YOUHAVETAKENthewrongcut.

 SWETHAHASapetdog.

 .

 

Rule4 

Compoundsubjectscombinedusingtheconjunction‘and’takeapluralverb. For 

example: 

 KRISHANDRADHAAREontheirwaytotheairport.

 CAREN,SHEELAANDAKASHHAVECOMPLETEDtheirassessments.

 

Rule5 

Whenmorethanonenoun isjoinedby theconjunction‘or’,thesubjectisconsidered tobesingular and a 

singular verb is used. 

Forexample: 

 

 CELERYORSPRINGONIONWORKSfine.

 YOURMOMORDADHAStobehereinanhour.

 

Rule6 

Sentences with pronouns such as anybody, anyone, no one, somebody, someone, everybody, 

everyone,nothingandnobodyaretreatedassingular subjectsandwillthereforeuseasingular verb. 

Forexample: 

 

 NOBODYHASUNDERSTOODanything.

 EVERYONEWAShappywiththeoutcome.

https://byjus.com/english/present-perfect-tense/
https://byjus.com/english/present-perfect-continuous-tense/
https://byjus.com/english/main-verbs/
https://byjus.com/english/main-verbs/
https://byjus.com/english/conjunctions/
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 NOTHINGFITSmewell.

 

Rule7 

Forsentencesusing‘either..or’and‘neither..nor’, theverbshouldagreewiththenounorpronoun that 

comes just before it. 

Forexample: 

 

 NEITHERRICKYNORGINAIShereyet.

 EITHER THE TEACHER OR THE STUDENTS HAVE to take an initiative to keep the 

classroom clean.

 NEITHERTHECHILDRENNORTHEIRPARENTSAREawareoftheconsequences.

 

Rule8 

Whensentenceshavesubjectslikepolice,news,scissors,mathematics,etc.(nounsthatareplural by 

default), the verb used should be plural. 

Forexample: 

 

 THENEWSOFDEMONETISATIONSHOCKStheentirenation.

 THEPOLICEHAVEBEENLOOKINGFORtheculprits.

 

Rule9 

Whenanegativesentenceis written,the‘do’verbisusedandithastomatchthesubject. 

 

Forexample: 

 

 THECHILDRENDONOTLIKEworkingouttrigonometryproblems.

 MYFATHERDOESNOTWORKatthebankanymore.

 

Rule10 

Interrogativesentencesalsotakethehelpof the‘do’ verb.Asfarasthesubject-verbagreementof 

interrogative sentences is concerned, the first verb (‘be’ verb or ‘do’ verb) has to be aligned with 

the subject of the sentence. 

Forexample: 

 

 DOYOUreadthrillernovels?

 DOESN’TSHEknowyoualready?

https://byjus.com/english/negative-sentences/
https://byjus.com/english/interrogative-sentences/
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 ISTINAhappywiththenewhouse?

 

Rule11 

Whenyouhavesentencesthatbeginwith‘here’,‘there’,‘this’,‘that’,‘those’,‘these’, etc., always 

remember that the subject follows the verb and therefore the verb has to be conjugated with 

reference to the subject. 

Forexample: 

 

 HereISYOURBOOK.

 ThereLIESYOURSHIRT.

 ThatWASAGREATMOVIE.

 ThereHAVEBEENMANYCHANGESinthetimetable.

 

Rule12 

Abstractnounsanduncountablenounsareconsideredassingularsubjects,somakesureyouusea singular verb 

along with it. 

Forexample: 

 

 HONESTYISthebestpolicy.

 LOVEMAKESpeopledocrazythings.

 GOODFRIENDSHIPKEEPSyourmindandbodyhealthy.

 

Rule13 

Whenthesubjectreferstoaperiodoftime,distance orasumofmoney,useasingularverb. For 

example: 

 1267KILOMETRESIStoolongforustotravelinhalfaday.

 10YEARSISnot consideredoptimumtogoonthewaterslide.

 Don’tyouthink1000RUPEESISa littletoomuchfora portrait?

 

Rule14 

Thenextruleisbasedon theuseof collectivenounsassubjects.Remember thatwhenyouhavea collective 

noun as the subject of the sentence, the verb can be singular or plural based on the sentence and 

the context. 

https://byjus.com/english/abstract-nouns/
https://byjus.com/english/countable-and-uncountable-nouns/
https://byjus.com/english/collective-nouns/
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Forexample: 

 

 MYFAMILYISsettledinAustralia.

 AllGROUPSOFPARTICIPANTSHAVEARRIVED.

 

Rule15 

Insentencesthathave adjectivessuchas‘all’,‘alot of’,‘lotsof’or‘some’areusedalongwith 

nounstoformaphrasethatactsasthesubjectofthe sentence, theverb isusedaccording tothe noun 

just before it. 

Forexample: 

 

 ALLOFMYDRESSESHAVEbecometight.

 ALOTOFFOODISleftout.

 SOMEOFTHEBOOKSAREtornanddamaged.

 

Rule16 

Whenasentencebeginswith‘each’or‘every’ asthesubject,itisconsideredsingular andsothe verb has 

to be singular too. 

Forexample: 

 

 EACHSTUDENTHASBEENASKEDtoprovideaconsentletter.

 EVERYTEACHER,PARENTANDSTUDENTISexpectedtoworktogether.

 

Rule17 

Whenyouareusing asentencetoexpressawishora sentence expressingarequest,verbsareused a little 

differently from other sentences. 

Forexample: 

 

 IWISHIWEREabird.

 IfYOUWEREhere,Iwouldnot be sad.

 WerequestthatEVERYONEMAKEtheirchoicesnow.

Furthermore,gothroughthearticleontensestolearnhowverbsareconjugatedaccordingtothe tense of 

the sentence. 

https://byjus.com/english/adjectives/
https://byjus.com/english/english-tenses/
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CheckYourUnderstandingofSubject-Verb Agreement 

Gothroughthefollowingsentences,analyseif theunderlinedverbagreeswith itssubjectand make 

changes if necessary. 

1. Oneoftheplates arebroken. 

2. ThesevenchildrenfromChennaihas beenselectedforthefinalroundofthe quiz. 

3. Neitherthechildrennorthe teacherhasreachedyet. 

4. Sheenaandhersisterisheretoseeyou. 

5. Alotoffoodchoices was given. 

6. MyparentslivesinNewZealand. 

7. Don’tyouthink4days arealittletoolong? 

8. Doanyoneknow wheretheliftis? 

9. Thelittlegirldonotlikemangoes forsome reason. 

10. Youhas broughtallthatIhadaskedfor. 

 

 

Herearethe answersfortheexercise. Gothroughthemtofindouthowmanyofthemyougot right. 

1. Oneoftheplates is broken. 

2. ThesevenchildrenfromChennaihavebeenselectedforthefinalroundofthequiz. 

3. Neithertheteachernorthechildrenhavereachedyet. 

4. Sheenaandhersisterareheretoseeyou. 

5. Alotoffoodchoiceswere given. 

6. Myparentslive inNewZealand. 

7. Don’tyouthink4days is alittletoolong? 

8. Doesanyoneknow wheretheliftis? 

9. Thelittlegirldoes notlikemangoesforsome reason. 

10. YouhavebroughtallthatI hadasked for. 

PracticeExercises 

ExercisesonSubject-Verb Agreement 

A) Identifytheerrorandwritethecorrectsentence. 

 

1. Manandwomanarecomplementarytoeachother. 

2. Plentyofmangoesandbananasareavailableinthis season. 

3. Adictionaryandanatlasare missingfromthelibrary. 

4. Theleaderaswellashisbrothersbelongstothesametribe. 

5. Catsanddogs donotgetalong. 

6. Thebrothers as wellas theirsisteraregoodattheirstudies. 

7. Thestudents accompaniedbytheirteacherhavegoneonapicnic. 

8. Alotofhouseshavecollapsedinthestorm. 

9. Thechildrenaswellastheirmotheraremissing. 

10. Alargesumofmoneywas stolen. 
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B) Exercise2 

1. There(is,are)twentystudentsinthe room. 

2. Neithermybrothersnormyfather(has,have)attendedcollege. 

3. Thetapes intheglovecompartment(belong,belongs)toJerry. 

4. Eachofmysons(wear,wears)abaseballcap. 

5. Thefansatthebackofthetheatreandthatwomaninfront(was,were)makingtoomuchnoise. 

6. Mahathiandhis brother(go,goes)tothecricketgroundeveryday. 

7. Everyoneonthebus (was,were)annoyedbythelittleboyrunningupanddowntheaisle. 

8. Eithermyharddriveoroneofmyprograms (is,are)notworkingright. 

9. Heisoneof thosepeoplewho (work, works) toohard. 

10. Thatmanandhisfriends(meet,meets)forcoffeeinthesnack room. 

ReadingEfficiently:TheSub-Skills ofReading: 

Introduction 

Reading efficiently means adjusting one’s reading speed and style to match the purpose for which 

weread.Forexample,wedonotreadanovelandatextbookinthesameway.Whenwearereading 

anovel,wedonotneed topayattentiontoeverydetailthewaywedowhenreadingatextbookand read more 

quickly: most speed reading involves a process called chunking. Instead of reading each word, the 

reader takes words in “chunks,” — that is, groups of words that make a meaningful unit, 

suchasphrases,clausesorevenwholesentences.And,asadults,mostofourreadingissilent.When we read 

silently, we save the time spent on articulating words, and read in chunks or sense groups instead 

of one word at a time. 

 

 

Skimming: Reading through a text quickly to get an overall idea of the contents; that is the gist of 

thepassage.Forexample,beforebuyingabookweglancequicklyatthecoverpage,thereviewer’s 

comments on the back cover (also called book jacket), the contents page, etc., to get a general idea 

of its contents. 

 

Scanning: Searchingquicklyfor aspecificpieceofinformationoraparticularword.Forexample, when 

looking up a word in a dictionary, an address in a directory or the flight arrival schedule of a 

particular flight, we do not read entire pages or passages. We search for the keywords or ideas 

because we know what we are looking for. Scanning involves moving our eyes quickly down the 

page seeking specific words and phrases. 

READING: 

Reading is essential for a student’s success. All too often, the barriers faced by children with 

difficultyreadingoutweightheirdesiretoreadand,withoutproperguidance,theyneverovercome them. 

Learning toread isasequentialprocess;eachnewskillbuildsonthemasteryofpreviouslylearned skills. 

Early on, for example, children learn to break down words into their most basic sounds in a 

process called decoding. Later, they begin to comprehend the meaning of words, sentences and, 

ultimately, entire passages of text. 

 

Whyis readingsoimportant? 
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Studies show that reading for pleasure makes a big difference to children’s educational 

performance.Likewise, evidencesuggeststhatchildrenwhoreadforenjoymenteverydaynotonly 

perform better in reading tests than those who do not, but also develop a broader vocabulary, 

increased general knowledge and a better understanding of other cultures. 

Infact,readingforpleasureismore likelytodeterminewhethera childdoeswellatschoolthan their 

social or economic background. 

Skimming 

Skimmingmeansquicklyreadingthetexttogetonly itsmain idea. Toskimeffectively,youneed to read 

only a part of the material. 

Youhavealreadyencounteredskimming:whenreadingalongchapterof abook,ordoinga research on a 

long article. In such case, you would probably read thefirstsentences of each paragraph, dropping 

down to the end of the paragraph. 

How to skim? 

Readthefirstparagraphattentivelytogetanideaofwhatwillbediscussedinthetext. 

Readthefirst(andsometimesthesecond)sentenceofeachparagraph -theygivethemainideaof the 

paragraph. 

Afteryouhaveread thefirstsentences,youreyesshoulddropdowntotheendof theparagraph, looking 

for important pieces of information, such as dates and names. 

Readthelastparagraphattentivelyasitmaycontainthesummary. Here’s 

a picture that illustrates skimming process: 
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Scanning 

Scanningmeanssearchingforspecificphrasesinthetexttoanswersomequestions. Underline! 

ThequestionsonIELTSReadingtestoftenincludedates,names,numbers,newtermsorotherkey words. 

So it’s a very good idea to underline those key words while reading, so you could find the answers 

in the text more easily. 

How to scan? 

Underlinetheimportantinformationwhilereadingthetext(dates,numbers,namesetc.) 

Whenyouread thequestion,identifythekeywordandscanthetextforit.Thiswayyou’llfindthe answer more 

quickly. 

 

 

Scanningprocesslookslike this: 
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DESCRIBINGPERSONS,PLACES,OBJECTSANDEVENTS 
 

Writing isanart.Itisoneofthebasicfourskillsoflanguagelearning.Whenmasteryoverother skills is 

achieved, then comes the place of writing. Learning to write means to excel in all other skills and 

then applying them jointly to express one’s own ideas, views and creative thinking. 

Writingmeanstoexpresssomethingwithaccuracyandfluency. 

Describing Places 

Thissortofdescriptionistostrengthentheartofwriting.Herethechildrencanwriteaboutvarious places 

they have either visited or have read about or wish to visit. They can even describe the places 

which are of great importance and value in our day-to-day lives or the real life situations. 

Itmayinclude thetopicslike‘Agra–TheCityofTaj’,‘MySchool’,‘OurCountry’etc. Example 

No.1 ‘My School’ 

The name of my school is Modern Islamia Higher Secondary School. It is situated in the heart of 

city LalChowk. It is the first school in our valley and has been best ever since then. We have 

many big buildings in theschool, namely theLower Primary Department, theJunior Department, 

theSeniorDepartmentandtheHigherSecondaryDepartment.Therearealmost50teachersinour school. 

MrSamad, akind hearted ……. and so on Wehavemany lawns, avolley ballcourt and a basketball 

field …… so on 

 

DESCRIBINGOBJECTS 

Heredifferentobjectscanbedescribeddifferentlylikesimpledescriptionofthingsorgivingan 

autobiographicaltouch tothings. Forexample,describingMyWatch,ACoin,MyStoryBook, The 

Blackboard etc. 

Example1‘MyWatch’ 

Silverwatch, injeweler’sshopOtherwatchesthere-thesimpleones.Yourfatheraskedfor the silver 

watch lying in the counter.Your liking - given to you as a birthday present. Importance of the 

watch.Your love for the watch. Proceeding this way, a beautiful creative piece of writing can 

be framed out. 

DescribingEvents 

Wewitnessevents.Pleasantorunpleasantones.For example,AHouseonFire,MyBirthday,Our Annual Day 

in School, A Bus Accident and so on. 

Example1‘AMotorCarAccident’ 

These days a craze for speed is mainly responsible for many accidents and innocent people lose 

theirlivesfornothing.Iwitnessedonesuchaccident whileIwaswithmyparentsontheSrinagar – 

Baramulla road. We were having some ice cream when two guys were coming fast on motor bike. 

The rider had put on an earphone into his ears and was riding so fast that he passed with a P a g e | 

4splashingsound.Within afractionofsecond,there wasabigbangandwelookedback.Theboys had 

bumped into a motor car. The boys got severer injuries. The passengers in the car, the 

driver,hiswifeandtheirsmallkidallwerebadlyinjured.I don’tknowwhathappened totheguys afterward 

but I know one thing “Speed thrills but kills’. 
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ClassificationEssayPre-WritingSteps 

Step1.Analyzeyouraudience.To understandthepurpose of your classification essay, you 

needtoknowforwhatkindofpublicyouneedtowriteit.Doyouneedtodefinecertaintermsoris your 

audience familiar with this topic? Do you need to provide background information? 

 

Step 2. Brainstorm on the topic. You need to pick a topic that is not only interesting, but also 

canbeeasilydividedintocategoriesortypes.Freewrite,readthenews,thinkaboutyourfavorite topics 

that you have already learned in this subject, etc. Check out our topics for classificationessayas 

well. 

 

Step 3. Collect information. As soon as you pick the topic, start collecting more information 

about it. Without proper information, you won’t be able to pick categories. 

 

Step 4. Divide the topic into categories.This will be the basis for your essay and everything 

willdependonwhatkindofinformationyouwantto deliver.Allcategories shouldbe logically 

connected and relate to the topic. Make sure that you have enough information to cover each 

category equally. 

 

Step 5. Create an outline. Briefly think how you willarrangethe textand choosethe method of 

organizing information. If you don’t know how to write a classification essay outline, start with 

writingdownallkeypointsonthelist.Asyoufinish youwillseetheoverallpicture, andyouwill be able to 

arrange them in logical order and remove unnecessary points. Classification essays are usually 

organized by importance, chronically or spatially. Create a plan numbering the classification 

categories in specific order. Take a look at this example: 

 

1. Introduction. 

2. Category1. 

3. Category2. 

4. Category3. 

5. Conclusion. 

 

 

ClassificationEssayWritingSteps 

Step 1. Write an interesting title. Keep in mind that the title should clearly state the 

classification subject or directly refer to it. 

Step 2. Write the introduction. Start with writing the purpose of the classification and value of 

your essay. The core of your introduction is the thesis statement. 

 

Howtowriteathesisstatementforaclassification essay? Hereyouneedtoannounce thesubject, 

https://payforwriting.com/writing/essay-writing/classification-essay-topics.html
https://payforwriting.com/writing/essay-writing/classification-essay-topics.html
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stateyourattitudeto thetopic,andtell abouttheorganizingprinciplethatyouwillfollowthrough the 

entire essay, separating one piece of information from another. Clearly state the method you are 

using to divide the subject into parts and list the categories that you will be describing in the body 

paragraph (three or four will be a good choice). 

 

Theformulaforaclassificationthesisstatementisasfollows:topic+organizingmethod+ categories. 

 

Forexample:Therearefourlevelsofvegetarianism –vegan,lactovegetarian,ovovegetarian,and lacto-

ovo vegetarian. 

 

Step 3. Write the body paragraph. Before writing the body paragraph of this essay, let’s learn 

whatis aclassification paragraph. Itis thepartof the classification essay thatdescribes oneof the 

categories.Usuallyaclassificationparagraph consistsoftwoparts:thetopicsentenceandbasisof 

classification.Everyparagraphshouldhavealogicalsequence:frommosttoleastimportant,most to least 

harmful, most to least expensive, etc. 

 

You can createaparticular paragraph for acertain category or makeonebody paragraph. For one 

single paragraph, you should consider numbering each type, as it will be easier for readers to 

rememberandunderstandyour classification.Ifyou havedecided touseseveralbodyparagraphs, you 

should focus on one category of which the topic is divided. 

 

Forexample,thebodystructureaboutcategorizingbooksinyourhomelibrarymaylooklikethis: 

 

 Thefirstbodyparagraph willbeabout drama. 

 Thesecondbodyparagraphwillbeaboutprose. 

 Thethirdparagraphwillbeabout poetry. 

 Thefourthparagraphwillbeaboutnonfiction. 

Start every category with a topic sentence that will highlight the essence of the particular 

classification. Each category should be supported with an explanation of how this category 

identifiesamongothers.Don’tforgettosupportyour categorieswithdetailedexamplesto explain each 

category. 

 

Step4.Writeaconclusion.A classification essay conclusion should naturally flow from the body 

paragraph. Once you have finished describing your categories, jot the main ideas from all 

paragraphsandwriteyourfinalthoughtsaboutthesubject.Restatethethesisstatementandexpress you 

own thoughts about the subject. Describe how it’s important to separate the subject into categories 

and underscore the importance to look on this issue afresh. 
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ElementsofaGoodBlogPost 

Therearemanydifferenttypesofblog,butagoodblogoftenhascertaincharacteristicsregardless of its 

subject matter. Whether you are writing a movie review blog on WordPress or a personal diary 

blog on Tumblr, here are some elements of a good blog post that you might want to incorporate 

into your work: 

 

1.  A clear subject:Step oneof creating your own blog is having aclear subjectand pointof 

view. In order to attract an audience and grow your base through social shares, you need 

tocommunicatewellandhaveaclearlydefinedsubjectmatterthatyouare knowledgeable 

andpassionate about.Choosetopicideas that appeal toyouraudience,andreadotherblog posts 

to learn from writers who are addressing similar topics. 

2.  A great headline:A greatblog postneeds agreatheadline. Strong, punchy headlines will 

attract a reader’s attention and also generate hits if they’re well optimized for search 

engines. When crafting your headlines, subheadings and bullet points, take search engine 

optimization (SEO) into account and do some keyword research. A successful blog 

generally has well-written headlines that make someone want to stop and read more. 

3.  A hook: Most good blog posts hook readers with a problem or issue that’s first advanced 

in a headline. Once into the body of a blog post, writers should set up the premise of the 

postsuccinctly with ahook thatpromises areader more. Blog posts can be thoughtof like 

persuasiveessaysbecausenomatterthestyleorsubjectmatter,ablogger istryingtobring a reader 

around to seeing and agreeing with their point of view. 



 

53 

NRCM 

 

4. A solution:Onceyou’veestablished aclear subject, it’s timeto offer your distinct takeon the 

subject matter or solution to the problem you’ve raised. Readers return to blogs time and 

time again because they feel a connection to the blogger. They relate to the blogger’s point 

of view and have come to rely on their insight. The best blog posts offer a personal take on 

an issue or subject and clearly express a blogger’s feelings and point of view. 

 

 

PracticeQuestions–(Essaytype) 

1. “ThegreatTATA’s havealwaysbeenpioneers”Justifythestatement. 

2. HowdidthecityofPune changeSudhaMurthy’slifeforever? 

3. Whosepaintings adornedtheofficewallofSudhaMurthy?Whydidshehave them? 

4. Whywas SudhaMurthyfuming,whenshesaw theJobadvertisementofTELCO? 

5. Doesthetitle‘ApproJRD’suitthelesson?Whatqualities ofJRD doyoufindinthetext? 

6. Writeadescriptiveessayonyourfavouritetouristdestination. 

7. Write aclassificationessayontour destinations. 

8. ImagineyouarethecoordinatorofMusicclub.Writeablog. 

6. Constructameaningfulletterofapplicationusingtheinformationprovidedintheadvertisement 

7. Sanjana is B.Tech III year student. She is eager to pursue her MS abroad. She plans to take 

coachingfor GREandTOFELatGrowRichConsultancyServices.Developaletterofenquiry 

addressing the Center Manager for details. 

8. Whataretheparts ofaformalletter?Whatdataisneededtowriteaformal letter? 

9. Constructameaningfulletterofcomplaintaboutthepoorserviceata restaurant. 

10. WhatisaResume?Constructyourresume. 
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UNIT–3 

LessonsfromOnlinelearningthatshouldstickafterthePandemic. 

One of the many changes COVID-19 brought those in education was an almost immediate switch 

to online learning. Overnight Educational institutions struggled to keep education moving while 

ensuring to bridge the physical distance between teacher and learner.Teachers who were used to 

the traditional methods found it difficult to cope with Online teaching but still took great efforts to 

converttodigitalplatformbyrecordinglessons,postingvideosandcreatingbreakoutrooms,using 

whatever technology they had available. 

Bridgingphysicaldistancethroughonlineeducationalonedoesn’taddresslearner’sneeds.Neither 

posting materials online, recording lectures nor discussions create a collaborative and supportive 

learning environment. 

F. HaiderAlvi, Deborah Hurst, Janice Thomas, Martha Cleveland-Innes all Professors from 

AthabascaUniversityinthisessaydiscussesthechangesthattheCOVID-19pandemicbrought about in 

our education system.The authors stress their benefits and provide insights into the lessons that 

we should implement to move forward. 

Theexperienceof theaboveonlinepioneershighlightsfourdistinct aspectsofonlinelearningthat we 

should follow post pandemic: a) Learning to learn online, b) designing online teaching with 

purposec)Blendingspaceandtimeonlined)COVID-19beganthedisruption,AIwillcontinue it. 

Learning tolearnonline: 

 Online learning meant only online teaching, where there was more focus on the teacher 

ratherthanthelearners.Butnowyounglearnersseeksocialization&communicationwith their 

peers, with supervision and teacher-led content delivery. 

 Poor access to the internet, lack of financial resources and digital incompetence was the 

majorproblemduring theinitialstagesofonlinelearning,whereasnowwehavedifferent modes 

ofonline educationwherethegeospatialbarriers,multi -modaldistanceeducation are taken 

care. Students are also given orientation on how to learn online. 

 Thepandemichastaughtusthatwhateverbethesituation,Learningwillcontinue. 

Designing online teaching with purpose: 

Whenonlineclasseswereintroduced,wedidnothavequalityteaching andlearning.Traditional 

teaching methods & materials were not successful. 

Nowtheapproachhaschanged,morefocusisgiven tothelearner-ratherthanthe content.Current online 

education focuses on engaging students effectively and encourages active learning. 
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Nowcoursematerialsaredetailedandincludewritingeverythingtheinstructorwouldexpectto say in a 

physical classroom, clearly describing all course requirements and linking students to reading, 

video and online resources. 

Theauthorsinsistthattechnologicaltoolsshouldbebroughtbackto thephysicalorhybridclass room so 

that it would increase active, collaborative learning. 

Blendingspaceandtimeonline 

Duringpandemiconlineclassesweresynchronous;whichmeansin therealtimetheteachersand 

learners were present.If the learners missed the time, they would miss the class. 

Theauthorssuggestthatnowonlineeducationshouldfocusonasynchronouslearning.Teaching and 

learning should be flexible so that students at any time or place should be able to learn and come 

together for active online discussion. 

Covid19beganthedisruption,AIwill continue 

Theapproachtowardseducationhaschangedsincethepandemic.To makeitmorereliableand accurate 

we need to adopt online and AI tools along with digital infrastructure and highly 

responsivestudentsupport. If theseareplanned carefully and diligently wecan make education 

accessible and inclusive. 

 

Vocabulary 

ListofEnglishWordsofForeignOrigin 

 

AlistofEnglishwordsofforeignoriginwouldbequitelengthy.However,wewilllookatanumber of words 

and find their usage in English. 

ListofEnglishWordsofForeignOrigin 
TheyhaveagiganticlistofEnglishwordsfrommanylanguages,including:African,Czech,Malay, 

Hawaiian, Persian, Tagalog, and many more. There are 61 pages to this list, each page containing 

one language or country of origin. Here is a sampling of what is available: 

• African-banana,jumbo,yam, zebra 

• Chinese-ketchup,pekoe, shanghai 

• French-catalogue,essence,gourmet,justice,massage,perfume,regret,terror 

Japanese - anime, karaoke, tycoon, hibachi, sushi 

• Norwegian-fjord,krill,ski,slalom 

• Tagalog–boondocks,manila,ylangylang(aflower) 

• Welsh-corgi(dog),crag,penguin 

MoreLists 

If you would like to browse a much shorter list of English words of foreign origin, there is a good 

onethatwasputtogetherbyWestegg.com.Itisacollectionofcuriousandinterestingwords.Here are a few 

with the language of origin and the definition: 

• Alarm-Italian-toarms 

• Ballot-Italian-smallpebbleorball, peoplewouldvotebycasting apebbleintoabox 
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• Cantelope-Italian -singingwolf,atowninItalywherethemelonwas grown 

• Companion-frombothSpanishandFrench,butwithaLatinroot-onewithwhomyouwouldeat bread 

• Denim - French - thecloth was developed in Nimes and called SergediNimes, later shortened to 

di Nimes, then to denim. It was also made in Genoa, Italy, hence the name “jeans” 

• Genuine-Italian-placedon theknees.InRome,a fatherplaced anewbornonhisknee tolegally claim it 

as his 

• Muscle-Latin-littlemouse,whenyouflexamuscle,itwascalledalittlemousethatrunsbeneath your skin 

• Night-German-firstmeant“day”becausethedaybeganatsunset,likemanyotherancient civilizations 

• Ostracize-Greek-pottery,ifsomeonewasadangertothetown,thepeoplewouldwritetheirvote on 

chunks of pottery to decide to banish him or not 

• Slogan-Celtic-twowordstogetherthatmeanbattlecry 

• Victim-Latin-ananimalthatwastobesacrificed 

• Worm-OldEnglish-dragon 

OtherInterestingWords 

• There are many interestingorunusualwordsin the Englishlanguage. There are alsosomeunique 

ways of looking at them. 

Herearesomeexamples: 

• Queueingistheonlywordwithfivevowelsinarow. 

• Ioueacontainsallvowelsandisaseasponge. 

• Fashionandcushionaretheonlywordsthatendwith “shion”. 

• Suspicion,scion,andcoercionaretheonlywordsthatendin“cion”. 

• Havingallvowelsinorderorreverseorderare:abstemious,facetious,unnoticeably,subcontinental, 

and uncomplimentary. 

• Thesewordshavesixconsonantsconsecutively:catchphrase,latchstring,sightscreen,watchspring, and 

watchstrap. 

• Thesewordsallhavemorethanonedoubledletter:addressee,balloon,bookkeeper,coffee, committee, 

keenness, and roommate and succeed. 

English is a Germanic language that has borrowed freely from other languages over its long and 

storiedhistory.LonglistsofEnglishwordsofforeignoriginabound,andwithEnglishbeingamajor 

languagespoken acrosstheworld,wordsofforeign originareadopted into Englishfrequently. The bulk 

of the English language, however, stems from the following languages: Latin (29%), French 

(29%),Germanic(26%),Greek(6%)andacombinationofotherlanguagesandwordscreatedfrom 

propernames(10%).EnjoygettingtoknowjustafewoftheEnglishwordsofforeignoriginonthe following 

list: 

PracticeExercise 

Exercise1 

Choosethecorrectexpressionorphrasefromthefollowingsentences. 

1. Ifyoureceivedaninvitationtoawedding,whichforeignphrasewouldlikelybeonit? 

i) RSVP ii)Bon voyage 

iii)Dujour iv)Déjàvu 
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2. If a person proves extremely knowledgeable in a subject area, he/she is generally referred to as 

a/an  . 

i) PrimaDonna ii)Aficionado 

iii)EspritdeCorps iv)Alma mater 

3. IfyouhuggedthePresidentofIndiainsteadofshakinghishand,youwouldbecommittinga 

 . 

i) Almamater ii)Fiasco 

iii)Faux pas iv)Avantgarde 

 

 

 

 

Misplaced Modifiers 

 

Amisplacedmodifierisaword,phrase,orclausethatisimproperlyseparatedfromtheworditmodifies 

/describes. 

 

Becauseoftheseparation,sentenceswiththiserroroftensoundawkward,ridiculous,or 

confusing.Furthermore,they canbedownrightillogical. 

 

Example 

 

 

Theexampleabovesuggests thata gold man owns awatch. 

 

Misplacedmodifierscanusuallybecorrectedbymovingthemodifiertoamoresensibleplaceinthe 

sentence,generallynexttotheword itmodifies. 

 

Example: 

 

 

Nowitisthewatch thatis gold. 

 

Thereareseveralkindsofmisplaced modifiers: 

 

1. Misplacedadjectivesareincorrectlyseparatedfromthenounstheymodifyandalmostalways distort 

the intended meaning. 
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Example1 

 

 

Correcttheerrorbyplacingtheadjectivenextto the nounitmodifies. Corrected 

 

 

Example2 

 

 

Corrected 

 

 

Sentenceslikethesearecommonineverydayspeechandordinarilycausetheirlistenersnotrouble.Howev

er,theyarequiteimpreciseand,therefore,shouldhaveNOplaceinyourwriting. 

2. Placementofadverbscanalsochangemeaninginsentences. 

 

Forexample,thesentencesbelowillustratehowtheplacementofjustcanchangethesentence's meaning. 

 

JustmeansonlyJohnwaspicked,nooneelse: 

 

 

JustmeansthatJohnwaspickednow: 
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JustmeansthatJohnhostedonlytheprogram,nothingelse: 

 

 

Eachofthesesentencessayssomethinglogicalbutquite different, anditscorrectnessdepends upon 

what the writer has in mind. 

Often,misplacinganadverbnotonlyalterstheintendedmeaning,butalsocreatesasentencewhose meaningis 

highlyunlikelyorcompletelyridiculous. 

Thissentence,forexample,suggeststhatwebroughtalunchslowly: 

 

 

Torepairthemeaning,movetheadverbslowlysothatitisnearate. 

 

 

Watchoutforadverbssuchasonly,just,nearly,merely,andalmost.Theyareoftenmisplacedand cause an 

unintended meaning. 

 

Thissentence,forexample,meansthatIonlycontributedthemoney: 

 

 

Repaired,however,thesentencemeansthatIcontributedonly$10.00. 
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Like adjectives, adverbs are commonly misplaced in everyday speech, and may not cause listeners 

difficulty.However,suchsentencesarequiteimpreciseand,therefore,shouldhaveNOplaceinyour 

writing. 

 

3. Misplacedphrasesmaycauseasentencetosoundawkwardandmaycreateameaningthatdoes not 

make sense. 

The problem sentences below containmisplaced phrasesthatmodify the wrong nouns.To fix the 

errorsandclarifythemeaning,putthephrasesnexttothenountheyaresupposedtomodify. 

Example1(abuyerwithleatherseats?) 

 

 

Corrected 

 

 

Example2(acornersmokingpipes?) 

 

 

Corrected 

 

 

Example3(ahousemadeofbarbedwire?) 

 

 

Corrected 
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4. Misplacedclausesmaycauseasentencetosoundawkwardandmaycreateameaningthatdoesnot 

makesense. 

Theproblemsentencesbelowcontainmisplacedclausesthatmodifythewrongnouns. 

 

Tofixtheerrorsandclarifythemeaning,puttheclausesnexttothenountheyaresupposedtomodify. Example 1 ( a 

buttered woman?) 

 

 

Corrected 

 

 

Example2(ahamperthatRalphwore?) 

 

 

Corrected 

 

 

Becareful!Incorrectingamisplacedmodifier,don'tcreateasentencewithtwopossiblemeanings. Example 
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Problem:DidtheteachersaythisonMondayorwillshereturntheessaysonMonday?) 

Correction#1(meaningtheessayswillbereturnedonMonday) 

 

 

Correction#2(meaningthattheteacherspokeonMonday) 

 

 

ExamplesofModifiers–Learn HowtoUseThem 

Lookatthefollowing examplesofsentencestocomprehendhowmodifiersarepositionedandhow they 

work. 

 

ExamplesofAdjectivesand Adverbsas Modifiers 

 

 EverythingwasSTILLINTACT. 

 ThemuseumwasbuiltFIVECENTURIESAGO. 

 Theannual daycelebrationstobe heldNEXTWEEKgotpostponed. 

 ShehadanARDENTcravingtoeatburgersandmilkshakes. 

 TheWHOLEtime,Ithoughtyouweretryingtohelp. 

 

ExamplesofPhrasesas Modifiers 

 

 WevisitedBurjKhalifa,THETALLESTBUILDINGINTHEWORLD. 

 TheEiffelTower,SITUATEDINPARIS,isoneofthewondersoftheworld. 

 ThepollutionCAUSEDBYCITYTRAFFICcreatedsmogINTHESTREETS. 

 ThedressWITHFLORALDESIGNSmadeherlookYOUNG. 

 The passportapplicationTOGOABROADwasrejected. 

 

Examples ofClauses as Modifiers 

 

 Herbaby,WHOSEEYESWEREBLUEINCOLOUR,smiledatme. 

 ThegirlWHOSTUDIEDINTHEOPPOSITECOLLEGEbecamemyroommate. 

 TheteacherWHOALWAYSWOREREDSHADESswitchedtoblackcolour. 
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 The antique jewellery store THAT WAS BUILT A HUNDRED YEARS AGO was 

demolished. 

 ThecloudsTHATLOOKEDSCARYchangedshapesrapidly. 

 

 

 

Practice Exercises 

Misplacedmodifiers 

Exercise-I-Correctthemodificationerrorsinthefollowingsentence. 

1. Mothergavecandytomyfriendwhichwas sweet. 

2. The professor explained to the students that the course would be hard work before the semester 

began. 

3. Weservedjuicetothechildrenintheplayroominplasticcups. 

4. WesawJaneatthenewmallwalkingwithherboyfriend. 

5. Wehavedeterminedtheissues fordiscussionandthecommitteemembers. 

6. Theauthors includeacompleteexplanationofthe systemofgovernmentchecks andbalances in their 

last article. 

7. Thefiresafetyexpertsadvisepeopletocheckallsmokedetectorsintheir pamphlet. 

8. Thepapers,whichhadbeenwrittenbythestudents,wereintherecyclingcontainer. 

9. Thewomanputthechildtobedwithafever. 

10. Manymembersoftheaudiencewithbinocularswatchedtheperformance. 

 

Exercise-II 

1. BeforeIregistered,Iknew thatthecoursewouldrequirehardwork. 

2. Becauseitisrequiredofallstudents,theclass alwayshasalargeenrollment. 

3. Theboyboughtwithhis birthdaymoneythetoyhealways wanted. 

4. Ipointedoutthepaintingtomyfriendonthewall. 

5. Aftershebrokeherhip,shewas notnormallyabletowalk. 

6. Childrenwere,becauseoftheapproachingholiday,extremelyexcited. 
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TENSES 

TensesplayacrucialroleintheEnglishlanguage.Itdenotesthetimeanactiontakesplace,whether some 

time in the past, in the present or will take some time in the future. 
 

This module is designed for helping the MBA aspirants grasp this crucial topic, to enable them to 

speakand write Englishcorrectly. From ageneral viewoftenses,this modulewillgo on todiscuss 

eachtenseindetailwithexamples.Thetablebelowgivesaglimpseofthewaytensesareusedusing the verb 

'play' 
 

 
Past Present Future 

Simple played(verb+ed) plays(verb+s) will/shall play 

(will/shall+verb) 

Perfect hadplayed(had+pastparti

ciple) 

has/have played 

(has/have+pastparticiple) 

will/shallhaveplayed 

(will/shall+past 

participle) 

Continuous was/were playing 

(was/were+verb+ing) 

is/am/are playing 

(is/am/are+verb+ing) 

will/shallbeplaying 

(will/shall 

be+verb+ing) 

Perfect 

Continuous 

hadbeenplaying(had 

been+ verb+ ing) 

has/have been playing 

(has/have been+ verb+ 

ing) 

will/shall have been 

playing (will/shall 

havebeen+ verb+ ing) 

 

PASTTENSE 

I. Simple Past Tense-indicates an action took place beforethepresentmomentand thathas no 

real connection with the present time. 

Forexample,"Hedancedinthefunction."(Theactiontookplaceinthepast,is finishedandis completely 

unrelated to the present) 

"Heflew toLondonyesterday." 

Note: 

A. Theverb'flew'isanirregularverbwhichdoesnottake'ed'inthepasttenselikeregularverbs. 

B. TheformofSimplePastTenseis- verb+ ed 

II. Past Perfect Tense- indicates an action in thepastthathad been completed before another 
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time or event in the past. 

Forexample,"Hehadexercisedbeforeitstartedtorain." 

"Hehad sleptbeforeI camebackfromthe market." 

Note 

A. TheformofPastPerfectTenseis-had+verb(pastparticipleformorthe3rdformof theverb) Past 

Continuous Tense-indicates an action going on at some time in the past or an action in the past 

that is longer in duration than another action in the past. 

Forexample,"Itwasgetting darker." 

"Thelightwentoutwhiletheywere reading." 

Note 

A. Theformof PastContinuousTenseis- was/were+ verb+ ing 

IV. Past Perfect Continuous Tense-indicates an action in the past that took place before another 

time or event in the past and continued during the second event/time point in the past. 

Forexample,"Atthattime,hehadbeenwritinganovelfortwomonths." "He had 

been exercising when I called." 

Note 

A.theformof PastPerfectContinuous Tenseis-had+been +verb + ing 

 

PRESENTTENSE 

I. Simple Present Tense- indicates an action that is generally true or habitual. That is, it took 

place inthepast,continueto takeplace inthepresent,andwill takeplaceinthefuture.Thistense is used 

to denote 

-ahabitualaction-forinstance,"Hewalktoschool." 

-generaltruths-forinstance,"Thesunrisesintheeast","Honestyisthebestpolicy." 

-afutureeventthatis partofafixedtimetable-forinstance,"Thematchstarts at9o'clock." 

Note 

A. TheformofSimplePresentTenseis-verb(infinitivewithout 'to'and agreeablewith the 

subject) 

II. PresentPerfectTense-indicatesanactionthathasbeencompletedsometimebeforethe 

present moment, with a result that affects the present situation. 

Forexample,"Hehasfinishedthework." 

"Hehasslept." 

Note 

A. TheformofPresentPerfectTense is-has/have+ verb(pastparticipleformor3rdformof the verb) 

III. PresentContinuousTense-indicatesanaction thatistakingplaceatthemomentofspeaking. For 

example, "She is walking." 

"Iam studying." 

Note 

A. Theformof PresentContinuous Tenseis-is/am/are+ verb+ ing 
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IV. PresentPerfectContinuousTense-indicatesanactionthatstartedinthepastandis 

continuing at the present time. 

Forexample,"Hehasbeensleepingforan hour." 

Note 

A. Theformof PresentPerfectContinuousTenseis-has/have+been+ verb+ ing 

FUTURETENSE 

I. SimpleFutureTense-indicatesan actionthatwilltakeplaceafterthepresenttimeandthathas no real 

connection with the present time. 

Forexample,"Shewillvisitherailinggrandmothersoon." 

"Hewillwalkhome." 

Note 

A. Theformof SimpleFutureTenseis- will/shall+verb 

ii. FuturePerfectTense-indicatesan actioninthefuturethatwillhavebeen completedbefore 

another time or event in the future. 

Forexample,"Bythetimewearrive,hewillhave studied." 

Note 

a.theformof FuturePerfect Tenseis-will/shallhave+verb(pastparticipleformor3rdformof the verb) 

iii. FutureContinuousTense-indicatesanactioninthefuturethatislongerindurationthan another 

action in the future. 

Forexample,"Hewillbewalkingwhenitstartstorain." Note 

A.Theformof FutureContinuousTenseis-will/shallbe+verb + ing 

IV.FuturePerfectContinuousTense-indicatesanaction inthefuturethatwillhavebeen continuing 

until another time or event in the future. 

Forexample,"Hewillhavebeenexercisinganhourat2:00." 

Note 

A.Theformof FuturePerfectContinuous Tenseis-will/shallhavebeen+verb+ing 

 

 

 

 

 

 

 

 

 

 

 

 

READING 

Differencesbetweenintensivereadingandextensivereading 
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IntensiveReading ExtensiveReading 

Itisareadingmethodinwhichthelearners read a 

short text deeply to gain maximum 

understanding. 

It is a reading method that includes 

readingalongtexttogainageneral 

understanding. 

Itiscomprehensivein nature. Itissupplementaryin nature. 

Itincludesreadingoftextbooks Itincludesreadingmagazines,novels, 

newspapers, and the like. 

Itisdonetounderstandtheliteralmeaningof the 

text. 

Itisdonetoacquireinformationfor pleasure. 
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Inintensivereading,thereadingmaterialis 

recommended by the teachers. 

In extensive reading, the reading 

materialisselectedbytheindividual 

himself. 

SimilaritiesbetweenIntensiveandExtensiveReading 

 

1. Bothintensivereadingandextensivereadingareforms of reading. 

2. Bothforms ofreadingaredonetogainanunderstandingofthetext. 

3. Bothformsofreadingaredonetoimprovethecomprehensionlevelofthelearners. 

4. Intensiveandextensivereadingismoreconcernedwiththe learner’sprogress. 

5. Both intensive and extensive reading is concerned with deriving meaning from the text. 

Intensivereadinginvolvesreadingshorttextsto extractaspecificpieceofinformation. Extensive 

reading generally involves reading long texts for pleasure. 

 

LETTER WRITING 

There are two types of letters, i.e. formal letters and informal letters. The former is used for 

professional purposes, while the latter is used for personal purposes. 

FormalLetters 

You may need to write formal letters for many different reasons. The list may include application 

letters, complaint letters, letters to ask information and letters to place or follow up an order or 

booking. You may also need to write letters to apologise, ask for permission or to give advice or 

instructions. 

Whenwritingaformalletter,firstaskyourself: 

WhoamIwritingto? 

What am I writing? 

WhatdoIneedtotellthem? 

Whatdo I want them to do? 

Formal Letters Formats 

FormalletterwritingformatisinclusiveoftheFourmentioned below: 

1. FullBlockStyle 

2. Semi-BlockStyle 

3. ModifiedBlock Style 

4. ModifiedSemi-BlockStyle 
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A formalletterhas thefollowingparts.(FULLBLOCK FORMAT) 

 Sender’sAddress 

 Date 

 Addressee’saddress 

 Salutation 

 Subject 

 Bodyoftheletter(content)(preferablyinthreeorfour paragraphs) 

 Complementaryending 

 Sender’ssignature&name 

LANGUAGEUSEDINFORMALLETTERS 

• TheStart: 

DearMr,Ms(Mrs,MissVERYIMPORTANTuseMsforwomenunlessaskedtouseMrsorMiss) 

• ThankingthePotentialCustomerforHis/Her Interest: 

Thank you for your letter of ... inquiring (asking for information) about ...We would like to thank 

you for your letter of ... inquiring (asking for information) about... 

• ProvidingRequestedMaterials: 

Wearepleasedtoenclose... 

Enclosedyouwillfind...We enclose... 

• ProvidingAdditionalInformation: 

Wewouldalsoliketoinformyou... 

Regardingyourquestionabout...Inanswertoyourquestion(inquiry)about... 

• ClosingaLetterHopingforFutureBusiness: 

Welookforwardto...hearingfromyou/receivingyourorder/welcomingyouasourclient (customer). 

• Signature:Yourssincerely(rememberuse'Yoursfaithfully'whenyoudon'tknowthenameofthe person 

you are writing and 'Yours sincerely' when you do. 
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Letterof requisition 

31/2,5thAvenue, Bangalore 

- 56 

 

July2, 2017. 

The Bank Manager, 

ICICI bank, 

Secunderabadbranch, 

Hyderabad -29. 

 

DearSir, 

Subject-RequestforBankaccountstatement. 

Account number: 00913094950004 

Iam an accountholderof yourbank and my referenceaccount number isgiven above. Ineedbank 

account statement for the period from 01-Jan-2017 till June 30th 2017. I have to produce the same 

bank statementfor my VISA interview process which is going to happen on July 19th 2017. Itwill 

be great if you could consider this request as an urgent one, which will help for my visa interview. 

So I need the complete bank statement for the above mentioned period from your bank. 

 

Kindlyconsiderthisasaspecialrequestandprocessthesame.Pleasesendthebankstatementtothe address 

mentioned above. 

 

Yourssincerely, 

Abirami 

Letterof inquiry 

 

E-200,RajpurohitColony, 

New Delhi-110065 

November20,2012 

TheWarden,XYZCollege,DelhiUniversity New 

Delhi-110065 

DearSirorMadam, 

SUB:Detailsofhostelfacilitiesandfees 

IhaverecentlybeenenrolledasastudentofXYZCollege.It ismyintentiontotakeupresidenceat the 

college hostel, and I would be grateful if you could provide me with the necessary details, 

regarding the different rooms offered, the fee rates for different rooms, and the facilities that are 

offered. 

Yourssincerely, 

RavindraKumar 
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Letterofinquirywith reply 

UniversalDepartmentalStore 

34/1, S.P. Road 

Hyderabad20

June,2017 

PrinceElectricCompany 59, 

Market Road Karimnagar 

DearSir/Madam 

 

I have a large departmental store in Karimnagar and I am interested in the electric hair dryers you 

have advertised in the Times of India. 

Pleasesendmeacopyofyourillustratedcatalogueandpricelist.IwouldliketoknowifIcanplace a trial 

order to test the efficiency of the products. As I need them urgently, I would appreciate an early 

reply. 

 

Yourssincerely, 

VibhaChaudary 

PurchaseManager 

Letterof Complaint 

YouareManisha,stayingat22,KirtiNagar,Delhi.Youboughtamobilephonefrom“MobileVilla”, Roop 

Nagar, and Delhi.The phone developed a problem within a few days of the purchase. Write a letter 

to Sales Manager of the showroom complaining about the defect and seeking immediate 

replacement. 

 

22,KirtiNagar 

Delhi 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

15June2017 
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TheSalesManager 

Mobile Villa 

RoopNagar 

Delhi 

Sir, 

Subject:Complaintagainstdefectivemobilephone 

I bring to your kind notice that I bought NOKIA N73 mobile on 15th June 2017 vide receipt 

no.SE/099 from your showroom. 

Iregrettoinformthatafteroneweekofusingit,problemsstartedtoappear.Theflashofthecamera is no 

longer working. Also, the display screen is getting blurred which makes it difficult for me to see 

the SMS messages clearly. 

 

Under the terms and conditions of the sale, the phone carries a guarantee of two years towards any 

defect.Youare,therefore,requestedtoreplaceitattheearliestsothatIwouldbesparedfromfurther 

inconvenience. 

 

Yoursfaithfully, 

Signature 

ManishaThakur 

Enclosed:1)CashMemo 
2)Copy ofthe warranty 

 

 

Replyletter: 

MobileVilla 

Roop Nagar 

Delhi 

 

20June2017 

22,KirtiNagar Delhi 

 

DearMs. Manisha, 

It is with great concern and regret we received your letter explaining the problem you had with the 

Nokia mobile that you purchased from our store on 15th June 2017. 

 

Iwouldliketoapologizeforyourinconvenience.Thankyouforbringingthismattertoourattention. I 

request you to get the phone to our store so that we can redress your grievance. 

Welookforwardtocontinuingservingyouas avaluedcustomer. 

 

 

Yourstruly, 

HardeepSingh SalesManager 
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Acoverletterintroducesyoutotheemployerandconvincesthemhowwellyourskills,experience, and 

interests match the organization’s needs. 

Yourcoverletterisachancetomotivateanemployertoreadyourresume.,andallowsyoutoinclude personal 

details that relate to the position and organization. 

Coverletters should: 

 Normallybeonly onepage long. 

 Becustomizedforeachpositionoremployeryouaretargeting. 

 Notrepeatinformationinyour resume. 

 Useabusinessletter format. 

 

SampleCover Letter 

JamesDonaldson 

10Emerson Drive 

James@email.com 555-123-4567 

July12, 20XX 

 

Ms. Mary O’Hara 

PersonnelDirector 

AccountingSoftwareInternational 

Lockridge, Tennessee 77777 

 

DearMs. O’Hara, 

IamdrawntoAccountingSoftwareInternationalbecauseofmyinterestinaccountingsoftwareand 

theopportunitytousemyskillsetsinamorespecializedcareer.IamapplyingforyourAccounting Software 

Business Consultant position which was posted on Simply-Hired. 

My research on your website and through an acquaintance, Donald Brown-who works in the sales 

department, has demonstrated thatASI has acommitmentto customers and acultureof excellence 

that aligns perfectly with my own convictions. 

I have spent the past 12 years working with clients around the globe, helping them to improve 

operations and maximizeprofits by utilizing allof thefeatures of their existing softwareprograms. I 

can quickly and accurately understand organizational needs, and I have a proven track record of 

meeting those needs. I am confident that I will be a valuable addition to your team. 

I’llcallyounextweektodiscussthisopportunity. Thankyouforyourtimeandconsideration. 

Sincerely, 

JamesDonaldson 

mailto:James@email.com
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Practiceexercises: 

1. Write alettertotheeditoronthetopic"Street lightproblem”? 

2. Writealettertotheeditoronthetopic"Spreadinggarbageinandaroundlocality" 

3. Writealettertotheeditoronthetopic "Badroadsinyourlocality" 

4. YouhaverecentlyorderedanitemthroughtheInternet,butarenothappywiththepurchase. 

Writetothecompany.Inyourletter-describewhatyoupurchased-explainwhyyouarenot happy 

with the purchase - tell them what you would like them to do about the situation. 

5. You are the coordinator of the English drama club, and you want to stage ‘Othello’ by 

ShakespearethisSaturday.WritetotheWelfareDivisiontobooktheauditoriumandgetthe 

arrangements done for light and sound system. 

6. As the Purchase officer of a company, write a complaint letter to Uniflex Ltd, New Delhi, 

pointing out the damage which was discovered after checking the consignment containing 

Compact Discs sent to you by the supplier. Invent the necessary details 

PracticeQuestions 

1. Whatsuggestions dotheauthors givetoimproveOnline Learning? 

2. WhatlessonshastheworldlearntafterOnlineTeachingwasintroducedduring Pandemic? 

3. Whatarethepros andCons ofDigital Learning? 

4. Whatdotheauthorsmeanbythephrase‘learningtolearnonline’? 

5. Whatwas thevirtualco-operativeprogrammestartedbyAthabasca University? 
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UNIT_4 
 

 

 

Arthelpslifetosurvive 

Art&Literature 

-ABDULKALAM 

Our planet Earth has seen great human civilizations at different periods.Only few of them 

managed to survive.They aretheones who had the capacity to seethefutureand theability to adopt 

to the dynamics of change.The ability to survive can be formed when literature, poetry, 

philosophers,scientists,technologists,economistsandsociologistsallinunitycometogetherto form a 

great civilization 

 

Our Indian civilizations absorbed the dynamic changes inspite of the multi-cultural, multi- 

linguistic, multi-religions and we have seen our country producing great epics like Mahabharatha 

and classics like Thirukkural, Kabirvani and Narayaneeyam. Theseepicscontinuetosurviveand 

flourish over the centuries. 

 

WhatareKalam’sfavouritebooksandwhatadvicehegivestoyoung students? 

 

Light from Many Lamps edited by Lillian Eichler Watson is a motivational book.Kalam had 

boughtthisbookin1953and ithasbeenhiscompanionforhiswholelife.Thisbooktaughthim to 

bebalanced in allsituations both in happiness and in sorrow.He feltitwas thebestbook that anyone 

could get as a gift. 

 

The second book that Kalam venerates is Thiruvalluvar’s,Thirukkural. The book is an excellent 

codeofconductforlife andthisbookcanbereadby anynation,religionandcultureanddefinitely would 

elevate the human mind. 

 

Thethird book is Man theUnknown by Dr. Alexis Carrel, adoctor turned philosopher and Noble 

laureate.This book highlights on the importance of treating mind and body whenever there is an 

ailment.He also advises all medical students to read the book.Kalam emphasizes that human 

bodyisnotamechanicalsystembutan intelligentandintegratedorganismmadeofpsychological and 

physiological systems. 

 

Books-oureternal companion 

 

Possession of a good book is an everlasting enrichment for life. It becomes a permanent 

companion.Somebooksareeternal;they livedbeforeusandwillcontinue toliveforagesand inspire 

many generations ahead. 

 

Kalam advices students to give one hour a day exclusively for book reading.By doing so one can 

become a knowledge centre in few years.Kalam also suggests that people should make it a habit 

togivebooksasgiftsespeciallyto theyouth.These actionwillenrichouryouth andassistthemto 

transform our society into a knowledge society. 
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Howdodifferentartforms influencehuman civilization? 

 

Music& Dance 

 

India has a rich heritage of more than five thousand years of blending literature, music, dance and 

drama.Theseartformscanbeusedasinstrumentsforensuringglobalpeace andactsasabinding force 

among the young generations. Music & dance elevates you to a different place.It brings a 

lotofpeaceandahappystateofmind.Theybecomeelegantexampleofpropagatorsofpeace and 

happiness.Musicunitespeopleasithasnolanguage.Thethreadofmusicunitedgreatsingerslike 

Purandaradasafrom Karnataka ,Annamacharya from Andhra, Arunagirinathar from Tamilnadu. 

 

Uday Shankar is regarded as thefather of modern dancein India.Hegaveanew and wholesome 

definitiontoIndiandanceandmusic.Hewasableto combinethewonderfulvariety andscopeof 

expression offered by different classical and folk dance forms of our country and incorporated 

them into a unique artistic expression resulting in an enriched dance form at the highest level of 

excellence. He was instrumental in introducing Indian dance forms and music to the Western 

world bringing worldwide respect, acclaim and admiration. 

 

Musicanddancenotonlyhelpsinsmootheningouttheroughedgesofourtoughlifebutalso preserve, 

propogate and develop our age-old cultural traditions 

 

Drama&Films 

 

Drama has been a great form of entertainment for invigorating the minds of people.It is a 

powerfulmediumfordeliveringmessagesandplantingimaginativeideasandthoughts.Duringthe 

Independence era it was through drama that people got awareness of our freedom struggle. 

 

Dramahasbeenunderpressureduetocinema,TVandmultimedia.Filmscantouch theemotions of the 

viewer and create an impression in his mind temporarily or some times for longer periods. 

 

Painting 

 

The great painter M.F. Hussain had said that paintings are the output of the society.If the society 

isamediocresocietywewillgetmediocrepaintings andviceversaifthesociety isintellectualand 

prosperous, the paintings will reflect the situation.Every painter and artist is a unique personality 

in search of beauty out of every event which enriches him. 

 

Kalam goes on to add that a painting could give visual life, beauty and creativity for literature. 

When a young artist called Manav after seeing Kalam’s poem ‘Life Tree’ spent seven days 

transforming it into a ‘Speaking Tree’ with his painting. Kalam realized that painting and poetry 

areintertwined inapainter’smind.Theresultantisgreatamountofhappinessinone’smindand soul. 

 

Whatmakesacountry prosperous? 
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Theprosperityofanynationdependsdirectlyonthecreativityofitsartistsandwriters.Students of art and 

literature are important contributors to transforming India into a developed nation. 

Amplejobopportunitiesinthefieldof creativeentertainmentand management areavailable. The 

futuresocietywouldbespending enormousamounts oftimeandmoney.Artisakindexpression of the 

inner beauty of life.Such a spirit silently but eloquently conveys the message of love, humour, 

affection and peace. 

 

Art helps to bring out the beauty of life in its noblest form and takes it to higher, better and 

civilized form.Art gives more meaning and depth to human existence, justifying the purpose of 

ourlife.Inthisworld,whichisfilledwithdisharmonyandmaterialisticpursuitsonlyartcansave us and 

bring harmony in this life. 

 

ABBREVATIONSANDACRONYMS 

Abbreviations are shortened forms of words or lengthy phrases. You'll find them in almost every 

discipline and area of life, from commonly used abbreviations in names or titles, such as Mr. for 

Mister or Sgt. for Sergeant, to less commonly used abbreviations, such as the shortened version of 

the word abbreviation itself, which is abbr. 

There is more than one type of abbreviation. An acronymis a new word created from the initial 

lettersofalongnameorphrase,forexample,NATO(NorthAtlanticTreatyOrganization). 

Aninitialismiswherealongphraseisabbreviatedtoitsinitiallettersbutthelettersarepronounced 

individually,notspokenasaword,forexample,FBI(FederalBureauofInvestigation).Aninitialism can 

be considered a type of acronym. 

TheU.S.isitselfawell-establishedabbreviation.Asyouwillseeinthefollowinglistofcommonly 

usedabbreviationstheyexistinallareasoflifefrom medicineto military andgeographytobaking. 

Commonly Used Abbreviations 

EverydayUse 

Writtenandverbalcommunicationoftenincludestheseabbreviations: 

 A.S.A.P.-"Assoonaspossible,"usedwhenencouragingsomeonetorespondtoarequest without 

delay. 

 B.Y.O.B.-"Bringyourownbottle"isusedforpartieswhereguestsareexpectedtobringtheir own 

beverages or restaurants that don't sell alcohol. 

 D.I.Y.-Thisacronymstandsfor"doityourself,"whichmeanscreatingsomethingonyour own. It 

is used for crafts and home repairs. 

 E.T.A.-Thisacronymmeans"estimatedtimeofarrival,"andisusedasaguessforwhenone expects 

to arrive somewhere. 

 R.S.V.P. - This initialism comes from "Répondez, s'ilvous plait," French for "respond, 

please."It'softenusedoninvitationstopartiesandspecialevents,andisintended(asitsays) to be 

responded to with a "yes, we will attend," or "no, we will not." 

 

 AWOL-AbsentWithoutOfficialLeave(orAbsentWithoutLeave) I 

don't know where he went. He's totally AWOL. 

 ESL-EnglishasaSecondLanguage 

MarymovedtoJapantoteachESLtosecondgraders. 

http://abbreviations.yourdictionary.com/articles/common-accronyms.html
http://www.yourdictionary.com/initialism
http://abbreviations.yourdictionary.com/articles/medical-abbrev.html
http://abbreviations.yourdictionary.com/articles/military-acronyms.html
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 IMAX-Image Maximum 

Wesaw MI:6inthelocalIMAX theatre. 

 LASER-LightAmplificationbytheStimulatedEmissionofRadiation Our 

cat loves to chase a little red LASER beam. 

 NATO-TheNorthAtlanticTreatyOrganization 

Let's hope NATO always remains intact. 

 RADAR-RadioDetectionand Ranging 

ThepoliceofficerusedRADARtocatchthemspeeding. 

 RSVP-InFrench:Répondez,s'ilvousplaît(InEnglish:Answer,please) 

Please RSVP to our barbecue by Friday, July 17th. 

 SCUBA-Self-ContainedUnderwaterBreathingApparatus 

We gathered our SCUBA gear and dove into the Atlantic. 

 SEO-Searchengineoptimization 

Makesureyourlatestblogposthas alltheimportantSEOelements. 

 UNICEF-TheUnitedNationsInternationalChildren'sEmergencyFund 

UNICEF appointed a new chairman of the board. 

 WASP -WhiteAnglo-SaxonProtestant 

Manycitizens intheColonialErawereWASPs. 

 

 

 

Redundanciesandclichés 

Redundancies 

In English usage, redundancy is usually defined as the use of two or more words that say the same 

thing,butwealsousethetermtorefertoanyexpressioninwhichamodifier’smeaningiscontained 

intheworditmodifies(e.g.,earlybeginnings,mergetogether—manymorearelistedbelow).Think of 

redundancies as word overflows. 

 

Thislistisfarfromcomplete,andwe’redevelopingitorganically(i.e.,addingredundanciesasthey come 

up in our work) rather than compiling the list by stealing from other online sources, which 

wouldbetooeasy. Ifyoufeelstronglythatanyredundancyshouldbeaddedhere,please comment. 

Belowisthelistofredundancies: 
 

A 

• (absolutely)essential 

• (absolutely)necessary 

• (actual)facts 

• advance(forward) 

• (advance)planning 

• (advance)preview 

• (advance)reservations 

• (advance)warning 

• A.M.(inthe morning) 

• (and)etc. 

• (anonymous)stranger 

• (annual)anniversary 

• (armed)gunman 

• (artificial)prosthesis 

• ascend(up) 

• ask(thequestion) 

• assemble(together) 

• attach(together) 

• ATM (machine) 
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• autobiography(ofhisorherownlife) 

B 

• bald(-headed) 

• balsa(wood) 

• (basic)fundamentals 

• (basic)necessities 

• best(ever) 

• biography(ofhis--orher--life) 

• blend(together) 

• (boat)marina 

• bouquet(offlowers) 

• brief(induration) 

• (brief)moment 

• (brief)summary 

• (burning) embers 

C 

• cacophony(ofsound) 

• cameo(appearance) 

• cancel(out) 

• (careful)scrutiny 

• cash(money) 

• cease(anddesist) 

• circle(around) 

• circulate(around) 

• classify(intogroups) 

• (close)proximity 

• (closed)fist 

• collaborate(together) 

• combine(together) 

• commute(backandforth) 

• crisis(situation) 

• curative(process) 

• (current)incumbent 

• (current)trend 

D 

• depreciate(invalue) 

• descend(down) 

• (desirable)benefits 

• (different)kinds 

• disappear(fromsight) 

• drop (down) 

• during(thecourseof) 

• dwindle(down) 

E 

• each(andevery) 

• earlier(intime) 

• eliminate(altogether) 

• emergency(situation) 

• (empty)hole 

• empty(out) 

• (empty)space 

• enclosed(herein) 

• (end)result 

F 

• (face)mask 

• fall(down) 

• favorable)approval 

• (fellow)classmates 

• (fellow)colleague 

• few(innumber) 

• filled(tocapacity) 

• (final)conclusion 

• (final)end 

• (final)outcome 

• (final)ultimatum 

• (firstand) foremost 

• (first)conceived 

• first(ofall) 

• fly(throughtheair) 

G 

• gather(together) 

• (general)public 

• GOP (party) 

• GRE(exam) 

• green[orblueorwhatever](incolor) 

• grow(insize) 

H 

• haddone (previously) 

• (harmful)injuries 

• (head)honcho 

• heat(up) 

• HIV(virus) 

• hoist(up) 

• (hollow)tube 

• hurry (up) 
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Practice Exercise -1 

ExerciseonRedundancy 

Identifytheerrorand writethecorrectsentence. 

1. Thefinalconclusionwastoclosethe bakery 

2. Thecompaniesmergedtogetherlastyear. 

3. Theyrepliedback yesterday. 

4. Couldyourepeatthatagain, please? 

5. Rajreturnedback yesterday. 

6. Doyouhaveanycashmoney? 

7. Yourdress is veryunique! 

 

Cliches 

 

‘Clichés’arecommonlyusedoroverusedexpressionsintheEnglishlanguage.You’ll oftenhear them in 

both American and British English. Although by definition a clichés is overused and therefore 

trite, many journalists and writers use clichés as a shortcut to convey their meaning to their 

readers. 

Because they’re commonplace, using idioms or clichés in your written or spoken English can 

demonstrateyourunderstandingofthelanguageand helpyousoundlikeanative-speaker.I’d like to 

introduce you to four common clichés, often used in English writing and speaking. 

The first is: ‘what goes around comes around’. Commonly used in British English, this 

expressionmeansthataperson’sactions,whethergoodorbad,willoftenhaveconsequencesfor them. 

Anotherexampleis:‘toavoid liketheplague’.The ‘plague’isadiseasethatcanbecomeadeadly 

epidemic. Avoiding it is definitely something you should do! Therefore, if we say that you should 

‘avoid something like the plague’, it means to stay far away from it. 

 

“And the list goes on” is an interesting cliché. People tend to use it in speech when they aregiving 

a number of examples. For instance, I could be talking about the benefits of studying 

abroad,likemakingnewfriends,learninganewlanguage,gettingtoknowanothercultureand‘the list goes 

on.’ It’s another way to say ‘etcetera’. 

Anotherclichécommonlyusedinspeechis:‘itgivesmeagreatdealof pleasure’. 

 

 

Aclichéisaword orphrasethathasbeenoverusedin writing: 

Clichés such as “leavenostoneunturned” have been used so much in writing that they have lost all 

their effectiveness. These phrases have become weak and meaningless. They usually contribute 

nothingtothemessageyouaretryingtoconveyandwillbeviewed,bythereader,simplyaspadding. 
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Textfullof clichés makes thewriter appear lazy and uncreativeand will, for many readers, killthe 

significance of the writing. 

Clichés 

Clichésarewordsandphrasesthathavelostspecificmeaningorinterestovertime,generallydueto 

beingoverused.Whilsttheytendtoremaininuseaspartofeveryday speech,theyarenotaneffective 

meansofcommunicatinginacademicwriting.Beparticularlycarefultoavoidclichésthatmayseem 

perfectly acceptable and yet have no inherent meaning in the context of your assignment. 

 

Types of Cliches 

Therearevarioustypesofcliches.Forexample: 

Proverbs 

Aproverbisashort,well-knownsayingwhichstatesageneraltruthorapieceofadvice.For example: 

• Abirdinthehandisworthtwointhebush. 

• Aleopardcannot changeits spots. 

Idioms 

An idiomis commonly used expression whosemeaning does notrelateto theliteralmeaning of its 

word. For example: 

• Iamoverthemoon. 

• YouhaveaSwordofDamocles hangingoveryou. 

• I'lltakeanyportina storm. 

Similes 

Asimileisafigureofspeechwhichcomparesonethingwithanothertocreateananalogy.For example: 

• Thisisaboutasmuchuseasachocolateteapot. 

• Hedrinkslikeafish. 

Metaphors 

Ametaphorisafigureofspeechwhichstatesonethingisanothertocreateananalogy.Forexample: 

• Thatwillputthefinalnailinthecoffin. 

• Iambangingmyheadagainstabrickwallhere. 

CuringCliches: 

(1) First, you can simplify the phrase. It's not colorful, but it is better than using a cliché and 

labelingyourselfasanunoriginalwriterwho can't thinkofabetterwaytophrase asimpleidea. "A bolt 

from the blue" would then become "a shock" 

"beyondtheshadowofadoubt"wouldthenbecome"undoubtedly" "Swept 

under the rug" would then become "concealed" 

"Aspureas thefreshdrivensnow" wouldthenbecome"immaculate" 

 

Finally, the best (and hardest) way to cure a cliché is to make up an entirely new image or 

phrase,oneyouhaveneverheardbeforebutwhichexpresses thesameidea.Eitherthinkofan 

imagethatstartlesthereaderbyitsunexpectednessoronethatconnotesappropriateemotional 
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resonancesinthereader. The"schemesandtropes"sectiononCNOnlinemayhelp.Tryyourhand at it. 

Take the clichés below and create a new original phrase to express the same idea. 
 

rearitsuglyhead 

sadder but wiser 

Ihaveasneakingsuspicion 

the bottom line 

inonefellswoop 

last but not least 

life takes its toll 

few and far between 

crystalclear,clearasabell 

forallintentsandpurposes 

take the bull by the horns 

thethrillofvictory,the agony 

ofdefeat 

heswepttheproblemunder 

the rug 

packed in as tight as 

sardines 

thatcaptainrunsatightship 

you mad, bro? 

CommonClichéSayings 

• Allthatglittersisn't gold 

• Don’tgetyourknickersina twist 

• Allforone,andonefor all 

• 

ClichésthatDescribeTime 

• Onlytimewilltell 

• Inthenickoftime 

• Losttrackoftime 

• Lastedaneternity 

• Justamatteroftime 

• 

ClichésthatDescribePeople 

• Asoldas thehills 

• Fitasafiddle 

• Withouta care intheworld 

• Adiamondintherough 

• Braveas alion 

• Weakasakitten 

• Hadnervesofsteel 

• Uglyas sin 

 

ClichésthatDescribeLife,Love,and Emotions 

• Oppositesattract 

• Everycloudhasasilver lining 

• Don’tcryoverspiltmilk 

• Thecalmbeforethestorm 

• Laughteristhebestmedicine 

• Loveyoumorethanlife itself 

• Scaredoutofmywits 

• Frightenedtodeath 



 

83 

NRCM 

 

Practice Exercise 

ExerciseonClichés 

A. Identifytheerrorandwritethecorrectsentence. 

1. Thereshouldbegreateffortsintermsofthecommunicationbetweenteachersandtheir 

students. 

2. Duringtheexperiment,theuseofkeyprinciples wasessentialtoensurethesuccessofit. 

3. Myfavoritewaswhentheguywiththeballranthewrongwayallthewayacrossthefield. 

B. Identifytheclichéandrewritethesentencesusingclearlanguage. 

1. I’dbehappyas aclamifyou’dgowithmetothemovie. 

2. Thenews hithimlikeatonof bricks. 

3. Kiranaskedpolitely,butRohanstillgavehimthecoldshoulder. 

4. I’mattheendofmy rope! 

C. Writethemeaningsofthefollowingclichés: 

1. Thewritingonthe wall. 

2. Everycloudhasasilverlining. 

3. Adiamondintherough. 

4. Hastemakeswaste. 

 

 

READING: 

THESQ3RMETHOD 

SQ3R 

SQ3RisaReading/Studyformuladesignedtohelpprocessandincreaseretentionofwritten information. 

Itconsistsofthefollowingfivesteps. S = 

SURVEY 

Scanthepieceofwritingtoestablishitspurposeand getthemain ideas.Lookfor: Titles and 

Headings – Indicate the main topics and concepts being developed. 

Pictures,questions,boldoritalicizedprint –emphasizeimportantinformation 
Introductionandconclusion –Maygivethetopics beingcoveredas wellas thepurpose.Firstand last 

sentences in paragraphs 

Footnotes 

Q= QUESTION 

Writequestions togivepurposeandimproveconcentration.This aids comprehension.Turnmain headings 

and pictures into questions. 

Jotdownquestions thatyoumayhaveas yousurveythematerial. 

R=READ 

Searchforanswersto yourquestions. 

Makenotesandhighlight mainideasthatsupporttheconcept. 

R= RECITE 

Recitinghelpstoputtheinformationintoyourlong-termmemory. Put 

what you have learned into your own words. 

R= REVIEW 
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Itis importantto review thematerialto understand and remember it. 

Didyouanswerallofthequestionsandunderstandtheinformation? 

Reviewingeachtimeyoustudywilleliminatetheneedto“cram”foratest. 

 

 

EssayWriting: 

Theword ‘essay’ is derived from a Latin word‘exagium’,whichroughly translates topresenting 

one’scase?Soessaysareashortpieceofwritingrepresentingone’ssideoftheargumentorone’s 

experiences,storiesetc.Essaysareverypersonalized.Soletuslearnabouttypesofessays,format, and 

tips for essay-writing. 

 

Anessayisgenerallyashortpieceofwritingoutliningthewriter’sperspectiveorstory.Itisoften 

consideredsynonymouswithastoryorapaperoranarticle.Essays canbebothformalaswellas informal. 

Formal essays are generally academic in nature and tackle serious topics. We will be 

focusingoninformalessayswhicharemorepersonalandoftenhavehumorouselements. 

 

Types of Essays 

Thetypeofanessaywilldependonwhatthewriterwantstoconveytohisreader.Therearebroadly four 

types of essays. Let us see. 

 

1. NarrativeEssays:Thisiswhenthewriterisnarratinganincidentorstorythroughtheessay.So these 

are in the first person. The aim when writing narrative essays is to involve the reader in them 

as if they were right there when it was happening. SO make them as vivid and real as 

possible.Oneway to makethis possible is tofollow the principleof‘show,don’t tell’.Soyou must 

involve the reader in the story. 

2. Descriptive Essays: Here thewriter will describe a place, an object, an event or maybe even a 

memory.Butitisnotjustplainlydescribingthings.Thewritermustpaintapicturethroughhis 

words.Onecleverwaytodothatistoevokethesenses ofthereader.Donotonlyrelyonsight 

butalsoinvolvetheothersensesofsmell,touch,soundetc.Adescriptiveessaywhendonewell will 

make the reader feel the emotions thewriter was feeling at the moment. 

3. ExpositoryEssays:Insuchanessayawriterpresentsabalancedstudyofatopic.Towritesuch 

anessay,thewritermusthaverealandextensiveknowledgeaboutthesubject.Thereisnoscope for the 

writer’s feelings or emotions in an expository essay. It is completely based on facts, statistics, 

examples etc. There are sub-types here like contrast essays, cause and effect essays etc. 

4. PersuasiveEssays:Herethepurposeoftheessayistogetthereadertoyoursideoftheargument. 

Apersuasiveessayisnotjustapresentationoffactsbutanattempttoconvincethereaderofthe writer’s 

point of view. Both sides of the argument have to presented in these essays. But the ultimate 

aim is to persuade thereaders that the writer’s argument carries moreweight. 

Practice exercise-1 

ExercisesonEssayWriting 

Describethefollowinginnotlessthan 250words ofyourownon thefollowingtopics. 
1. EffectsofPollution 

2. TheChangesinthe Ocean 

3. TheCivilRightsMovementandtheEffects 
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4. CausesandEffectsofthePopularityofFastFood Restaurants 

5. InternetInfluenceonkids 

6. PopularityofSportsinUS 

7. Effectsofprofessionalsportonchildren 

8. Alcoholandnervoussystem 

9. Domesticviolence 

10. Growingupwithasingleparent 

PRECISWRITING: 

Précis-Writing is a shortening, in your own words, of a text of written work. You are to describe 

as accurately and briefly as possible the substance or main ideas contained in a text. 

To write an effective précis, read the passage several times for a full understanding. Note key 

points. It may, in fact, be helpful to underline these words. Do not use abbreviations or 

contractions. When writing about history, use the past tense. 

Finally, check your précis against the original to be sure that it is exact and retains the order, 

proportions, and relationships of the original. 

 

 

 

Sample1: 

WriteaPrécis ofthefollowingpassage. 

One of our most difficult problems is what we call discipline and it is really very complex. You 

see,societyfeelsthat it mustcontrolor discipline thecitizen,shape hismindaccording to certain 

religious, social, moral and economic patterns. 

 

Now, is discipline necessary at all? Please listen carefully. Don’t immediately say YES or 

NO.Most of us feel, especially while we are young, that there should be no discipline, that we 

should beallowedtodowhateverwelikeandwethink thatisfreedom.But merelytosay thatweshould 

be free and so on has very little meaning without understanding the whole problem of discipline. 

Thekeenathleteisdisciplininghimselfthewholetime,isn'the?Hisjoyinplayinggamesandthe 

verynecessity tokeepfitmakeshimgo tobed early, refrainfromsmoking, eat therightfood and 

generallyobserve therulesofgoodhealth.Hisdisciplineand punctualityisnot animposition but a

 natural outcome of his enjoyment of athletics. 

RoughDraft:Disciplineisoneofthebiggestproblemsintheworld.Societyfeelsthatdiscipline 

shouldbecontrolledtoshapethemindofthecitizen.Somewanttobefreetothinkanddowhatever they 

like. Even the keen athlete is disciplining himself the whole time. He observes the rules of good 

health. 

 

FairDraft: DISCIPLINEISIMPORTANT 

Though discipline seems to be a problem, it is necessary for all. Discipline shapes our mind and 

regulates our habits. Some want to be free and think that it is not necessary. Discipline and 

punctuality give enjoyment to athletes. 
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Sample2: 

WriteaPrécis ofthefollowingpassage. 

Teaching is the noblest of professions. A teacher has a sacred duty to perform. It is he on whom 

rests theresponsibility of moulding the character of young children. Apartfromdeveloping their 

intellect, hecan inculcatein themqualities of good citizenship, remaining neatand clean, talking 

decentlyandsittingproperly.Thesevirtuesarenoteasytobeimbibed.Onlyhewhohimselfleads 

alifeofsimplicity,purityandrigiddisciplinecansuccessfullycultivatethesehabitsinhispupils. 

Besidesateacheralwaysremainyoung.Hemaygrowoldinage,butnotinspite.Perpetualcontact with 

budding youths keeps him happy and cheerful. There are moments when domestic worries 

weighheavilyonhismind,butthedelightfulcompanyofinnocentchildren makeshimovercome his 

transient moods of despair. There are different types of forests in India. So, the products received 

from these forests are also several. The following are some of the forest products which are 

important in the growth and development of industries. 

PrécisSummary:Teachingisthenoblestprofession.Ateacherhimselfleadingasimple,pureand 

disciplined life can mould the character of the young children and make them neat and good 

mannered citizens. Besides he remains every young forgetting his own domestic worries in the 

constant company of the young. 

PracticeQuestion1: 

WriteaPrécis ofthefollowingpassage: 

When we survey our lives and efforts we soon observe that almost the whole of our actions and 

desires are bound up with the existence of other human beings. We notice that whole nature 

resembles that of the social animals. We eat food that others have produced, wear clothes that 

others have made, live in houses that others have built. The greater part of our knowledge and 

beliefs has been passed on to us by other people though the medium of a language which others 

have created. Without language and mental capacities, we would have been poor indeed 

comparable to higher animals. 

We have, therefore, to admit that we owe our principal knowledge over the least to the fact of 

living in human society. The individual if left alone from birth would remain primitive and beast 

likeinhisthoughtsandfeelingstoadegreethatwecanhardlyimagine.Theindividualiswhathe is and has 

the significance that he has, not much in virtue of the individuality, but rather as a member of a 

great human community, which directs his material and spiritual existence from the cradle to 

grave. 

Rough Draft: 

............................................................................................................................................................ 

............................................................................................................................................................ 

............................................................................................................................................................ 

............................................................................................................................................................ 

............................................................................................................................................................ 

.................................................................................................................... 

FinalDraft: 
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............................................................................................................................................................ 

............................................................................................................................................................ 

............................................................................................................................................................ 

............................................................................................................................................................ 

............................................................................................................................................................ 

................................................................................................................... 

PracticeQuestion2: 

WriteaPrécis ofthefollowingpassage: 

A drop of water fell out of the cloud into the sea, and finding itself lost in such an immensity of 

fluid matter, broke out into the following reflection: ‘Alas! What an inconsiderable creature am I 

inthisprodigiousoceanofwaters:Myexistenceisofnoconcernintheuniverse;‘Iamreducedto a kind of 

nothing, and am the least of the works of God’. It so happened that an oyster which lay in the 

neighborhood of this drop chanced to gape and swallow it up in the midst of this his 

soliloquy.Thedrop,saythefables,layagreatwhilehardeningintheshell,untilbydegreesitwas 

ripenedintoapearl,fallingintothehandsofadiver,afteralongseriesofadventures,isatpresent that 

famous pearl which is fixed on the top of the Persian diadem. 

Rough Draft: 

............................................................................................................................................................ 

............................................................................................................................................................ 

............................................................................................................................................................ 

............................................................................................................................................................ 

............................................................................................................................................................ 

.................................................................................................................... 

FinalDraft: 

............................................................................................................................................................ 

............................................................................................................................................................ 

............................................................................................................................................................ 

............................................................................................................................................................ 

............................................................................................................................................................ 

................................................................................................................... 

PracticeQuestions(EssayType) 

1. Machines using Artificial Intelligence can become a threat to human society. Do you agree or 

disagree with this statement? Construct an essay in not less than 150 words. 

2. HowArtandArchitecture cantransformyoung students? 

3. WhatareKalam’sfavouritebooksandwhatadvicehegivestoyoungstudentsregarding reading? 

4. Howdothedifferentartformsinfluencehumancivilization? 
5. AccordingtoKalam,howdomusicanddancebeanimportanttoolsincontainingterrorism? 

6. Howwouldyoujustifythatreadingtechniques helpsincommunicationskills? 

7. ApplytheSQ3Rmethodtothelesson‘Art& Architecture”. 

8. Writeanargumentativeessayonthetopic“Violenceincinemapromotes violenceinsociety’. 
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9. Writeanexpositoryessayonthetopic“Thebenefitsof meditation”. 

10. Writeanarrativeordescriptiveessayonthetopic‘Howyouwouldspendamillionrupees?” 

 

 

 

Unit-5 

 

 

GO,KISSTHEWORLD 

By SubrotoBagchi 

GoKissTheWorldisanextract takenfromtheWelcomeAddressbyChiefOperating Officer, 

MindTreeConsulting,Mr.SubrotoBagchi.Theaddresswasdeliveredon2ndJuly2004at 

theIndian Institute of Management, Banglore. Being a successful entrepreneur, SubrotoBagchi 

hasbecomeabusinessauthorandhaswrittenabook ofthesamename,directinghisteachingsto the 

whole world. 

 

The speech delivered by SubrotoBagchi tells us his words of wisdom and the lessons taught to 

himbyhisparents.Thelessonsaredirectedat lightingthemeaningofsuccessandarerelated to the 

events from Bagchi’s life. 

 

LessonsTaughtBySubroto’sFather 

Subroto’sfatherwasaDistrictEmploymentOfficerinKoraput,Orissa,andSubrotowastheir fifth and 

the last child. Koraput was a district without electricity and water did not use to run through 

taps. There were no primary schools due to which Subroto’s schooling was done at home only. 

Subroto’s mother had come as a refugee from East Bengal and was raised by a widow. 

Subroto’s father used to get transferred every year. Therefore they had to move frequently and 

travel in the government provided jeep. There was no garage in his father’s office due to which 

thejeepusedtostay athomealways.Hisfatherneverusedthejeeptocommutetotheoffice and taught the 

same lesson to Subroto, telling him that it is an expensive resource given by the government. 

From thiscameSubroto’sfirstlesson, thelessontonevermisusepublicfacilities. 

 

Subroto and his brothers were also not allowed to call the jeep’s driver by his name and were 

always told to add the suffix “Dada” before his name. When Subroto grew up, he taught the 

samelessontohisdaughtersandtheyweresupposedtocalltheirdriver“uncle“.Subrotousedto cringe 

every time he used to hear other people disrespecting their drivers. This made up 

theirsecondlesson,tellingthemalwaystorespect theirsubordinatesmorethantheir seniors as 

it is more important to respect small people. 

 

Subroto’sfatherhadputthehabitofreadingthenewspaperdaily inSubroto.Heandhisbrothers were 

supposed to read the newspaper aloud with the morning tea. Although Subroto did not 

understand much of what was written in the newspaper, he still contributes his good English to 

https://en.wikipedia.org/wiki/Subroto_Bagchi
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thathabit. After reading thenewspaper, hewas taughtto fold itcorrectly. Anotherlesson which 

hisfathertaughthimandhisbrotherswas“Youshouldleaveyournewspaperandyourtoilet the way 

you expect to find it.*” 

 

Intheirchildhood,Subrotoandhis brotherswerealwaysattractedbyvariouspropertyandradio 

advertisements in the newspaper, but their father always refused to buy them, telling them that 

they don’t need a radio because their family already have five (referring to the children). This 

made up another lesson, “not to measure personal success and sense of wellbeing through 

material possessions.“ 

 

LessonsTaughtbySubroto’sMother 

 

Go Kiss The World: The houses which the government gave to the Bagchi family rarely had 

fences. Subroto along with his mother used to to make the fences with twigs and decorate the 

housewithlittleplantseedlings.Whenotherpeople askedSubroto’smotherthatwhat’stheneed to 

beautify a government house, she replied them that she has to create a bloom in a dessert and for 

that, she has to leave every place given to her more beautiful than what she had inherited. 

Subrotocallsthishisfirstlessoninsuccess,“Itisnotwhatyoucreateforyourself,it iswhatyou leave 

behind that defines success.*.” 

 

Subroto’s mother started developing cataract in her eyes when he was very small. That time his 

eldestbrotherhasgotateachingjobinBhubaneswar Universityandwasalsopreparingforcivil services 

examination. It was decided that Subroto’s mother and he will move to Bhubaneswar 

toofortheeldestbrother’scookingpurposes.ThiswasthefirsttimethatSubrotosawelectricity in 

houses and water coming from taps. Subroto’s daily job there was to read the Oriya script 

newspaper fromhead-to-toefor his mother. Whilereading thenewspaper, Subroto used to feel a 

senseof largerconnectedness with theworld that madeup anotherlesson forhim which 

meant to be connected with a larger world. 

 

Duringthattime,IndiawasatwarwithPakistanand 

LalBahadurShastri’swords“JaiJawanJaiKissan“sparked the country into unitedness. 

SubrotoBagchi felt the need to become a hero and dreamtof 

catchingaterroristtoreadhisnewsonthe newspaper’sfirstpage.Hedecidedtospend 

hoursguardingtheuniversity’swater tank,imaginingthataterrorist would cometopoisonitand he 

would be the one to catch him. His imagination became another lesson for him, a lesson that 

taught him that if he can imagine a future, he can create it and if he can create it, others 

will live it. 

In the next few years, Subroto’s mother’s eyesight deteriorated. Therefore she went under 

operation and saw Subroto’s face for the first time. Subroto still pleases every time he 

remembers his mother’s words that praised him. Within few weeks of getting her vision back, 

Subroto’s mother developed corneal ulcer and became blind in both eyes. She lived 32 years 

with her blindness but never even complained once. When Subroto asked her what did she see 

withthoseblind eyes,hismotherrepliedthatshedo notseedarknessbutonlyseesthelight.Till 

https://en.wikipedia.org/wiki/Lal_Bahadur_Shastri
https://en.wikipedia.org/wiki/Jai_Jawan_Jai_Kisan
https://en.wikipedia.org/wiki/Jai_Jawan_Jai_Kisan
https://en.wikipedia.org/wiki/Jai_Jawan_Jai_Kisan
https://en.wikipedia.org/wiki/Jai_Jawan_Jai_Kisan
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80yearsofage,Subroto’s motherperformedhermorningyogaeveryday,cleanedherroomand 



 

91 

NRCM 

 

washedherclothesowntooevenafterbeingblind. ThiswaySubroto’smothertaughthim another 

lesson – Succes is not to see the word but about seeing the light. 

 

Subroto’sFather’sDeath 

As Subroto grew up, he got a job as a clerk in a government office, became a management 

trainee and finally settled with a job in IT industry for which he moved to the USA in 1992. 

Duringthistimehisfatherwasliving aretiredlifewithhisbrotherwhen hesufferedthird-degree burns 

and was admitted to the Safdarjung Hospital, Delhi. Safdarjung Hospital was a poorly 

maintained place with untidiness and overworked nurses. Subroto had returned to see his father, 

one morning he realised that the blood bottle is empty and air could have entered his body. 

Therefore, Subroto asked the nurse to replace it but got the reply to do it himself by the tired, 

overworked nurse. When thenursefinally agreed to changeit, Subroto was surprised to seethe 

manwhohimselfwasonhisdeathbedwasaskinghisnursethatwhyshehadn’tgonehomeyet. That day 

Subroto learned that there’s no limit to how much a person can concern for another person and 

the limit of inclusion he can create. Subroto’s father died the following day but left his 

principles behind. 

 

AccordingtoSubroto’sfather,successistheperson’sability toriseabovehisdiscomfortsand not about 

creating material comforts. 

 

DifferenceinSubroto’sParents’Ideology 

 

Subroto’sfatherwasthebelieverofBritishRajand doubtedthecapabilityofpost-Independence 

political parties to govern the country whereas Subroto’s mother believed the exact opposite. 

When she was young, she has garlanded Subhash Chandra Boseand had learned to spin khadi 

andusingswordsanddaggers.AlthoughSubroto’sparentshaddifferentideologiesbutstillthey lived 

together, this taught Subrotoanother lesson that success is not the ability to create a dogmatic 

end state but a process of continuous thinking. 

Subroto’sMother’sDeath 

Subroto’s Mother died due to a paralytic stroke at the age of 82 in Bhubaneswar hospital. 

SubrotoBagchi had come from the USA to see her and remained in the hospital for two weeks. 

Hismotherwasnotgettingbetterbutwasneithergettingworse.Subrotoeventuallyhastoreturn to work 

and therefore, was leaving. He bowed down his head to kiss his mother’s face before leaving 

and in a paralytic state his mother replied him to not to kiss her but to kiss the 

world. The words “Go, Kiss the World” were said by Subroto’s mother to him on her 

deathbed. Subroto’s mother had come to India as a refugee and was raised by a widow, her 

husband’ssalarywasjustRs300,andshehadlosthereyesightbutstillwastellingthe authorto go, kiss 

the world. 

 

TheEpilogueofSubroto’sSpeech 

 

Intheend,Subrotosaysthatsuccesstohimisabout thevisionand theabilitytorise abovepain. It is 

about imagination, about sensitivity to small people, about building inclusion, about 

https://en.wikipedia.org/wiki/Subhas_Chandra_Bose
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connectednesstothelargerworld,aboutpersonaltenacity.Itisaboutgivingbackmoretolife and 

creating extraordinary success with ordinary lives. 

SubrotoBagchithankstheaudience,wishesthemluck,tellsthem,“Go,KisstheWorld”and leaves. 

QuestionandAnswers 

Q:WhydoyouthinkSubrotoBagchi’schildrenwerenotallowedtocall theirdriverbyhis name? 

 

A: “Go, Kiss the World” is a Welcome Address given to the IIM Banglore students by the 

famousentrepreneurSubrotoBagchi.Inthespeech, Subrotoistellingthe audiencetheprinciples 

taughttohimbyhisparents,the lessonsthatdefinesuccessandinhischildhood,SubrotoBagchi 

andhisbrotherswerenot allowedto calltheirdriver byhisnamedue tooneofthelessonstaught to their 

father. The lesson which taught them to treat small people with more respect asaccording to their 

father, it is more important to respect your subordinates than your seniors. 

 

Q:Whatwas thestateofKoraputas rememberedbyBagchi? 

 

A:AssaidbySubrotoBagchiinhisspeech,“Go,KisstheWorld”whichhedeliveredon2nd July 2004 

to the students of IIM, Banglore, Koraput was a district with no primary schools. 

Therewasnoelectricity inthewholedistrict,andBagchihadneverseen asinglefanrunning in it. The 

presence of water flowing in the taps was also not there. If put together, we can also conclude 

that Koraput was a very less developed town during Bagchi’s childhood. 

 

Q:Listthreelessons taughttoBagchibyhisfatherandthreelessons taughttohimbyhismother. 

AssaidbySubrotoBagchiinhisspeech,“Go,KisstheWorld”whichhedeliveredon2ndJuly 2004 to the 

students of IIM, Banglore, his parents taught him various lessons due to which he became a 

successful person. Some of those lessons are: 

Nottomisusepublicfacilities. 
Torespectour subordinates morethanseniors. 

Tonottomeasurepersonalsuccess andstateofwellbeingthroughmaterial possessions. 

 

 

Theselessons weretaughttoBagchibyhis father. 

Successisnotaboutwhatyoucreateforyourselfbut aboutwhatyouleavebehind. Success is 

about a sense of larger connectedness with the world. 

Successis notaboutseeingtheworldbutitis aboutseeingthelight. 

ThesearesomelessonstaughttoSubrotoBagchibyhis mother. 

Q:WhatdoyouthinkthelastwordsofSubrotoBagchi’smother,“Go,KisstheWorld”mean? 

A: “Go, Kiss the World” is a welcome address delivered by Chief Operating Officer, MindTree 

Consulting to the students of IIM, Banglore, 2nd July 2003. The last words of SubrotoBagchi’s 

mother,“Go,Kiss theWorld”aresaidtoBagchiandaretellinghimtostayconnectedtoalarger 
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world existence and live his life instead of being sad for his mother. This is also what Bagchi’s 

fatherand mother taughthimwhenhewasachildandhashelpedinbecomingwhatheis today. 

 

 

 

Vocabulary: 

Technical vocabulary is words or phrases that are used primarily in a specific line of work or 

profession. For example, people who work in the steel industry often use words like "Rockwell", 

"Olsen", "cup test", and "camber". These words have special meanings pertaining to the 

manufacture of steel. 

AdobeAcrobatReader 

AcrobatReaderissoftwarethatallowsyoutoviewa PDFdocument(adocumentthatcanbe seen 

Attachment 

An attachment is a document sent with an email message. Many types of files can be sent this 

way (e.g. Word documents, PDFs, Excel files, JPEGs). Be wary of attaching large files because 

thesecan takea lotoftimefor therecipienttodownload.Ifyouhavea largefile,itisconsidered good 

practice to compress the file using software such as Winzip before attaching it. 

Back-end 

Back-endrefersto thepartofanapplication thatperformsanessentialtasknotapparenttothe user. 

Backwardcompatible 

If software is backward compatible, it is compatible with earlier (superseded) versions of the 

samesoftware. Forexample,theMicrosoftword-processingprogramWord2010 canreadfiles created 

in the 2003 version of the same program, so it is backward compatible. 

Bandwidth 

Bandwidthrefersto themaximumamountofdatathatcan travelacommunicationspathina given time, 

usually measured in seconds. 

Bit 

Abit(shortforbinarydigit)isthesmallestunitofmeasurementincomputing.8bitsmakeup1 byte. 

Bluetooth 

Bluetooth isawirelesscommunicationstechnology intendedtoreplacecables.Itallowsshort- 

rangeconnections betweentwoormoreBluetooth-compatibledevices suchas mobilephones, 

tablets, headsets or medical equipment. 

Bookmark 

AbookmarkisasavedlinktoaparticularWebpage. MicrosoftInternetExplorerdenotes bookmarks as 

"favourites." 

Booleanoperators 

Most search engines (e.g. Google) allow you to limit your search or make it more specific by 

usingwordssuchas"and","or"and"not".Thesewordsareknownasbooleanoperatorsbecause of their 

origin as terms in logic. 

Boot(re-boot) 

Toboot(orre-boot)istoloadandinitialisetheoperatingsystemonacomputer.Thinkofitas 
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startingupyourcomputer.In WindowsyoucanusethekeycombinationCTRLandALTand 

DELasa"soft"boot.Thismeansrestarting thecomputerratherthan turningitcompletelyoff and on 

again, which could cause damage to your computer's hard disk under some circumstances. 

Bounceback 

An email message that cannot be delivered and returns an error notification to the sender is said 

to"bounceback".Ifyoureceivesuch anerrornotification,checkthatyouhavetypedtheaddress 

correctly. 

Broadband 

Broadbandisatypeofcommunicationstechnology wherebyasinglewirecancarrymore than 

onetypeofsignalatonce;forexample,audio andvideo.Cable TVisonetechnologythatuses 

broadband data transmission. 

Browser 

Asoftwareprogramthatallowsyoutosurftheweb. PopularwebbrowsersincludeGoogle Chrome, 

Mozilla Firefox, Microsoft Edge and Internet Explorer. 

Cache 

Whenyoudownload(read) awebpage, thedatais"cached,"meaningitistemporarilystoredon your 

computer. The next time you want that page, instead of requesting the file from the web server, 

your web browser just accesses it from the cache, so the page loads quickly. The 

downsidetothisisthatifthecachedwebpage isoftenupdated,you maymissthelatestversion. If you 

suspect that the web page you're seeing is not the latest version, use the "refresh" button on your 

browser. 

CAD 

Computer-aideddesign(CAD)isatypeofsoftwarethatallowsuserstocreate2Dand3Ddesign and 

modelling. CAD is used by architects, engineers, artists and other professionals to create precise 

technical drawings. 

Chip 

A chip is a microprocessor that performs many functions and calculations that make your 

computerrun.Yourcomputer'schipisalso referred toastheCPU(CentralProcessingUnit)or the 

processor. 

Cloudcomputing 

Cloud computing refers to the storing and accessing of data and programs over the Internet 

insteadofonanothertypeofharddrive. ExamplesofCloudservicesincludei-Cloud, Google Cloud and 

Drop box. 

Compression 

Compressionisthereductionof thesizeofafile.Compressedfilestakeuplessmemoryandcan be 

downloaded or sent over the Internet more quickly. 

Content 

Contentreferstoawebsite'stextandinformation,asopposedtoitsdesignandstructure. 

Cookie 

Apieceofcodeordata createdbyawebserverandstoredonauser'scomputer.Itisusedto keep track 

of the user's usage patterns and preferences. 
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CPU 

The central processing unit (CPU) is the brains behind your computer. The CPU is responsible 

forperformingcalculationsand tasksthatmakeprogramswork.Thehigher thespeedofaCPU, the 

faster the CPU undertakes the calculations and tasks. 

Cybercrime 

Cybercrime is any type of illegal activity that is undertaken (or relies heavily) on a computer. 

Therearethousandsoftypesofcybercrime,includingnetworkintrusions,identitytheftandthe 

spreading of computer viruses. 

Cyber-security 

Cyber-security refers to measures designed to protect your computer, device or network from 

cybercrime.Thisinvolvespreventingunintendedandunauthorizedaccess,changeanddamage. 

Devicedriver 

Adevicedriverisasmallprogram that allowsaperipheraldevicesuchasaprinterorscannerto connect to 

your PC. 

Domain 

Adomainisasetofcomputersonanetworkthataremanagedasaunit. 

Download 

Downloadingisthemethodbywhichusersaccessandsaveor"pulldown"softwareorother files to 

their own computers from a remote computer via the Internet. 

DV 

DVstandsfordigitalvideo. 

Email 

Emailorelectronicmailisawayofsendingmessagesovertheinternet.Popularemailprograms include 

Outlook, Mozilla Thunderbird, Gmail and Yahoo Mail. 

Encryption 

Encryption istheprocessofconvertingelectronicdatatoan unrecognisableorencryptedform, one that 

cannot be easily understood by unauthorised parties. 

Ethernet 

Ethernet is the most common way of connecting computers on a network with a wired 

connection.Itisa typeoflocalareanetwork(LAN)technology,providingasimpleinterfacefor 

connecting multiple devices. 

Firewall 

Afirewallisabarrierthatactsasasecuritysystemtoprotecttrustedcomputersystemsand networks from 

outside connections and untrusted networks, such as the Internet. 

FTP 

Filetransferprotocol(FTP)isacommon methodoftransferringfilesviatheinternetfromone host to 

another host. 

Gateway 

Apointwithinanetworkthatinterconnects withothernetworks. 

GIF 

Graphicsinterchangeformat(GIF)isagraphicsfile format.BecauseGIFfilesarecompressed, 
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theycanbequicklyandeasilytransmittedoveranetwork.GIFisoneof themaingraphics formats on the 

Internet. 

Harddisk 

Thephysicalplacewherea computerstoresinformation -applicationsandfiles -isknownasits hard 

disk drive (HDD). The bigger the HDD, the more data it can store. 

Homepage 

ThepagethatanInternetbrowserfirstopensupto.Itisusuallythestartingpointofan organisation's or 

individual's website. 

HTML 

Hyper-textmarkuplanguage(HTML)isasetofsymbolsinsertedintofilesintendedfordisplay on 

theworld wideweb. Thesymbols tellweb browsers how to display words and images - e.g. which 

colour, font and type size to use - and they direct it to link to other pages on the world wide web 

via hyperlinks. 

Internet 

A set of interconnected networks that allow computers in different locations to exchange 

information.TheInternetincludesservicessuchastheworldwideweb,electronicmail,file transfer 

protocol (FTP), chat and remote access to networks and computers. 

ISP 

Aninternetserviceprovider(ISP)isacompany thatprovidesaccesstotheInternet.InAustralia, widely 

used ISPs include Bigpond, iinet and Dodo. 

Intranet 

Anintranet isbasicallyaprivate,internalinternetspecifictoanorganisationor group. 

Java 

Javaisaprogramminglanguagethatiscommonlyusedinthedevelopmentofclient-serverweb applications. 

JPEG 

JPEGstandsforJointPhotographicExpertsGroup, whichwasthecommitteethatcreatedthefile format 

known as JPEG. The format is commonlyl used for photos displayed on the world wide web. 

LAN 

Alocalareanetwork(LAN)isasystemthatconnectscomputersandotherdevicesthatsharea common 

communications line and wireless link, generally within a limited geographical area such as a 

home or office building. 

Malware 

"Malware" is short for malicious software. It refers to a software program that has been 

developedtodoharmtoothercomputers.Typesofmalwareincludeviruses,wormsand spyware. 

Megabyte 

Ameasureofcomputerprocessorstorageandrealandvirtualmemory.Amegabyte(Mb)is2to the 20th 

power bytes, or 1,048,576 bytes in decimal notation. 

Megahertz 

Megahertzistheunitusedtomeasurethespeedofacomputer's processor(e.g.2.8Ghz) 
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Modem 

Amodemisadevicethatallowscomputerstotransmitinformationtoeachotherviaordinary telephone 

lines. 

Online 

If acomputer (or computer user) is online, it is currently connected to anetwork or to the 

Internet.Onlinealsoreferstoresourcesandservices availableon theInternet -e.g.online 

banking, online dictionary. 

Operatingsystem 

Anoperatingsystem(OS)isthesoftwarethatmanagesallofacomputer'sprocessesandallows 

programsandapplicationstorun.ThemostprominentoperatingsystemisMicrosoftWindows. Others 

include Mac OS X and Linux. 

PDF 

Portabledocumentformat(PDF) isafile typecreatedbyAdobeSystemsInc.PDFscanberead using 

free software called Adobe Acrobat Reader or another PDF reader. 

Phishing 

Phishingisatypeofemailfraudinwhichtheperpetratorsendsoutemailsthatappeartocome from a 

legitimate service or reputable company, such as a bank or an email service provider. 

Theseemailsaimto lurerecipientstorevealconfidential informationthattheperpetratorcanuse for 

their financial advantage - for example, online banking log-in details and passwords. 

Plug-in 

Asoftwareplug-inis acomponentthataddstoasoftwareprogram's functionality. 

POP 

APostofficeprotocol(POP)isanInternetprotocol usedbyyourInternetserviceprovider(ISP) to handle 

email. A POP account is an email account. 

Protocol 

Aprotocolisastandardorsetofrulesthatcomputersandotherdevicesusewhen communicating with 

one another. 

RAM 

Random access memory (RAM) is usually referred to as a computer's "memory" - it stores 

informationusedbyprograms. Generally,thelarger yourcomputer'sRAM,themoreprogramsit can 

run at once without slowing down. 

Read-only 

Aread-onlyfilecannotbeedited,modifiedordeleted. 

Resolution 

Resolution refers to the number of distinct pixels that make up the display on a computer 

monitor.Itisdenoted inDPI(dotsperinch).Thehighertheresolution,thefinerandsmoother the 

images appear when displayed at a given size. 

ROM 

ROMstandsforread-onlymemory.Itisthepartofa computer'smemorythatcannotbechanged by a 

user. The contents of ROM remain even when the computer is turned off. 

Spam 

Spamreferstounsolicitedemailmessagessentformarketing purposes. 
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Unzip 

Tounzipa zipfileisto extractanddecompresscompressedfilesfromit.Ifyouaresent azipfile via email, 

you will need to unzip it before you can access the files inside it. 

URL 

AURL(uniqueresourcelocator)orwebaddressisthestringofcharactersyoutypeinto a browser to 

access a particular website or other resource on the Internet. (eg. 

http://www.ourcommunity.com.au ) 

Viral 

Ifanonlinevideo,photoor article"goesviral",itexperiencesasuddenspikeinpopularity ina short 

period of time. 

Virus 

A virus is a piece of programming code inserted into other programming to cause damage. 

Viruses can be sent in many forms but are often transmitted via email messages that, when 

opened,may erasedataorcausedamagetoyourharddisk.Somevirusesareableto enteryour email 

system and send themselves to other people in your list of contacts. 

WEP 

Wiredequivalentprivacy(WEP)isasecurityprotocolusedinwi-finetworks.Itisdesignedto 

provideawirelesslocalareanetwork(LAN)withalevelofsecuritysimilar tothatofaregular wired 

LAN. WEP-secured networks are usually protected by passwords. (See also WAP.) 

Wi-Fi 

Wi-Fiisatechnology thatallowscomputersandotherdevicestocommunicateviaawireless signal. 

Essentially, it means you can browse the internet without tripping over phone cords. 

WPA 

Wi-Fiprotected access(WPA)isasecurityprotocolusedinwi-finetworks.Itisan improvement on 

WEP because it offers greater protection through more sophisticated data encryption. 

Zip 

Tozipfilesistoarchiveand compressthemintoone fileofsmallersizeusingaprogramsuchas WinZip. 

It's a handy way to make files smaller before sending them via email. 

 

GRAMMAR 

 

Active&Passive Voice 

Letusfirstunderstandthemeaningofvoice,andwhatisactivevoiceandpassivevoice. 

Whatis Voiceofa verb? 

Thevoiceofaverbexpresseswhetherthesubject in thesentencehasperformedorreceived the action. 

Example: 

 

 Thewatchmanopensthedoor. 

 Thedooris openedbythewatchman. 

TypesofVoicesofVerb 

http://www.ourcommunity.com.au/
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Verbshavetwovoices(i)ActiveVoice(ii)PassiveVoice 

ActiveVoice– Whenanactionperformedby thesubjectisexpressedbytheverb,itisan active voice. 

Active voice is used when more straightforward relation and clarity is required between the 

subject and the verb. 

ActiveVoice example: 

 

 Henslayeggs. 

 Birdsbuild nests. 

PassiveVoice–Whentheaction expressedbytheverbisreceivedbythesubject, itispassive voice. 

Passive voice is used when the doer of the action is not known and the focus of the sentence is 

on the action and not the subject. 

PassiveVoiceExamples: 

 

 Eggsarelaidbyhens. 

 Nestsarebuiltby birds. 

 

RulesForConversionof Sentence 

Below aretheactive-passivevoicerules tofollow forchangingan activesentenceintoapassive 

voice.Beforeheading totherulesofactive-passivevoice,let’schecktheexamplesofactiveand passive 

voice sentences. 

ConversionofActiveandPassivevoiceexamples 

 

 Ritawrotealetter.(Subject+Verb+Object) 

 Aletterwas writtenbyRita.(Object)+(auxiliaryverb)+(pastparticiple)+(bysubject). 

 Shecooks food.(Subject+Verb+Object) 

 Thefoodiscookedbyher.(Object)+(auxiliaryverb)+(pastparticiple)+(bysubject) 

Candidates can watch the video on Active-Passive voice rules and concept in English. This will 

helpthemgain conceptualknowledgeandunderstandthevarietyofquestionsaskedintheexams even 

better. 

RulesforActive–PassiveVoiceConversions 

Rule1.Identifythe(S+V+O)Subject,Verbandobjectin theactivesentencetoconvertto passive 

voice 

Example: 

Hedrives car.(Subject –He,verb –Drives,object–Car) 

Rule2.Interchangetheobject andsubjectwitheach other,i.e.objectoftheactivesentence become the 

subject of the passive sentence. 

Example: 

Activevoice:Sheknits sweater.(Subject–She,Verb –Knits,Object–Sweater) 
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PassiveVoice:Thesweaterisknittedbyher.(Objectsweaterisinterchangedwiththesubject She). 

Rule3.Inpassivevoicesometimesthesubjectisnot used,i.e.thesubject inpassivevoicecan be 

omitted if the sentence without it gives enough meaning. 

Example: 

Milkissoldinlitres 

Rule 4. Change the base verb in the active sentence into the past participle ie. third form verb in 

apassivesentencei.e.precededby(By,With,to,etc).Baseverbsareneverused inpassivevoice 

sentences. 

Example: 

 

 Activevoice:Sheprepares dinner. 

 Passivevoice:Thedinnerispreparedbyher. 

 Activevoice:Sheknows him. 

 Passivevoice:Heis knowntoher. 

 Activevoice:Juicefills thejar. 

 Passivevoice: Thejarisfilledwith juice. 

Rule5.WhileconversionofActivevoicesentencetoPassivevoicesentence, thepronounused in the 

sentence also changes in the following manner. 
 

ActiveVoice Pronoun PassiveVoicePronoun 

I Me 

We Us 

He Him 

She Her 

They Them 

You You 
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It It 

Rule6.Usethesuitablehelpingorauxiliaryverb(is/am/are/was,etc.).Therulesforusing auxiliary verbs 

in passive voice sentences are different for each tense. 

Example: 

 

 Theletteriswrittenbyher 

 A bookwas notboughtby her 

 Chocolatesarebeingeatenbythem. 

Readthefollowingsentencesandchangethemas directed. 

 

1. DoyoulikeNaina?(PassiveVoice) 

2. AshaBhoslesings beautifulsongs.(PassiveVoice) 

3. Tinais knownto me.(ActiveVoice) 

4. Thefilmhas beensigned byShahRukhKhan.(Active Voice) 

5. CricketisplayedbySouravGanguly.(ActiveVoice) 

6. MeeraworshippedLordKrishna.(PassiveVoice) 

7. MarkAntonydeliveredaspeechtotheRomanpeople.(PassiveVoice) 

8. VedVyasawroteMahabharata.(PassiveVoice) 

9. MrSinghahas beenrobbedbytheburglar.(ActiveVoice) 

10. Thecatdrankthemilk.(Passive Voice) 

11. ThepianowasbeingplayedbyRima.(ActiveVoice) 

12. Theguards willhavelockedthegates by2P.M.(Passive Voice) 

13. Whocookedthepasta? (PassiveVoice) 

14. Wherewas mybookfoundbyyou?(ActiveVoice) 

15. Thechildrenareplayingholi.(PassiveVoice) 

 

 

READING 

AReadingComprehensiontaskismadeupoftheseparts: 

 1-2passages: Total lengthof the text will be about 50-60 lines. The topics are diverse,and many 

may be unfamiliar to you. 

 Questions: You’ll be asked several questions about the text. Some of the questions can be 

answeredwithinformationexplicitlystatedinthepassage,butmanyquestionsaskaboutwhatcan be 

inferred. 

 Choices: You’ll be presented with five choices. Only one of them is correct. You’ll see us refer 

to the correct choice as the “answer” throughout your practice sessions. 

 

Whatcan IdototackletheReadingComprehensionsection mosteffectively? 

✓ The first read—focus more on the main claims than the details: The overall point of a 

passageismuchmoreimportantthanthedetailstheauthorusestosupportthatpoint.Highscorers read 

critically, identifying the purpose of each paragraph as they go along. In fact, it’s often the 
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casethatthe LONGER someonespendsreadingandre-readingfordetails,the WORSE they perform 

on Test Day. 

✓ Payattentiontostructure: Instead of focusing too much on WHAT is being said (“What is 

itabout?”),focuson WHY it’sbeingsaid(“Whatisthe POINT?”).Askyourselfquestionsasyou go 

along: 

 Whydidthepassage’sauthorincludethisquote?Wasitsupportingaclaim? 

 Whydidtheauthorinclude thisexample? 

 Whatroledoeseachclaim,eachparagraphplayinthetext’soverallargument? 

Strong critical readers ask themselves how—and why—the argument is being built. What is the 

author DOING? 

✓ Pay attention to opinions: As a law student and as a lawyer, you’ll need to be able to keep 

track of assenting and dissenting voices. Where do they overlap? Where do they diverge? If you 

seeanauthor’s(orcritics’oranyone’s)pointofviewexpressedinthepassage,takenote!Youwill almost 

certainly see questions about the different perspectives. 

✓ Understandthetask: Differentquestionsrequiredifferentkindsofwork.For example, 

recognition questions that ask you to RECOGNIZE details from the passage call for a close re-

reading of the relevant part of the passage. In contrast, main point questions are best answered 

WITHOUT close re-reading. We recommend different approaches for different question types—

find out more in the practice area of our system. 

✓ Take time to think: Forsomequestiontypes,ithelpstotrytopredictwhattheanswerislikely to be 

BEFORE LOOKING AT THE CHOICES—this can help you locate the answer quickly. For 

other question types, it’s not as easy to make a prediction, but you should still stop to think 

aboutthetask.If you DON’T takethetime tothink andprepare, it’s all too easytogetlost in the 

choices. Students who find themselves reading and re-reading without a clear purpose are more 

easily distracted by wrong choices. 

✓ Evaluate the choices: Once you set yourself up for success, either by making a prediction or 

bygainingcontrolofyourtaskbyclarifyingitinyourownwords,it’stimetoevaluatethechoices. 

Ask,forexample,“Doesthischoicematchmyprediction?”or,“Doesthischoiceaccuratelyrestate a 

detail I just located?” 

You are likely to find some passages more challenging than others, due to the density of the text, 

your familiarity or comfort level with the topic, or the complexity of the questions. Be prepared 

for a diverse array of challenges, and remember that it’s completely acceptable to SKIP A FEW 

QUESTIONS in order to make sure you have the time to consider all four passages. 
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WRITING 

REPORT WRITING 

In Engineering, one of the major forms of communication is the technical report. This is the 

conventionalformatforreportingtheresultsofyourresearch,investigations,anddesignprojects. 

Atuniversity,reportsarereadbylecturersandtutorsinordertoassessyourmasteryofthesubjects and 

your ability to apply your knowledge to a practical task. In the workplace, they will be read by 

managers, clients, and the construction engineers responsible for building from your designs. 

Theability toproduceaclear,concise, andprofessionallypresentedreportisthereforeaskillyou will 

need to develop in order to succeed both at university and in your future career. 

 

While reports vary in the type of information they present (for example, original research, the 

resultsofaninvestigativestudy,orthesolutiontoadesignproblem),allsharesimilarfeaturesand are 

based on a similar structure. 

Thecommontypesoftechnicalreportsare: 

1. Policies and procedures for organizations.These operating documents contain rules and 

regulations for both the organization and its members. 

2. Recommendationsreports.In thistypeofwriting,youcompare severaloptionsagainst a set of 

requirements as a way to find one specific action or product to recommend. 

3. Feasibility reports.These documents consider a project or idea in terms of their viability 

according to a variety of technical, social and economic factors. 

4. Background reports.Intended to provide background details on a technical topic, these 

documentsarewrittenforreaderswhorequirethetechnicalinformationforspecificneeds. 

5. Businessplans.Definedsimply,theseareproposalsforstartinganewbusiness—aformal 

statement of the business goals and the plan for achieving them. 

6. Research reports.These documents present findings culled for researches, both from 

laboratories and from the field. 

7. Technical specifications.Typically created for new products, these documents present 

descriptive and operational information needed by those who will use it for a variety of 

reasons within the organization. 

Keyfeaturesof reports 

Reports: 

• aredesignedforquickandeasycommunicationofinformation 

• aredesignedforselectivereading 

• usesectionswithnumberedheadingsand subheadings 

• usefiguresanddiagramstoconvey data. 

Majorcomponentsofageneralreport Title 

Page 

 Thetitleofthereportshouldindicateexactlywhatthereportisabout.Thereadershouldknow not only 

the general topic, but also the aspect of the topic contained in the report.

Abstract 

 Inlessthan200words...whatwastheproblem,howwasitinvestigated,whatdidyoufindout and what 

do your findings mean?

Tableof Contents 

 Alistofthemajorandminorsectionsofyourreport.

Introduction 
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 Setthescene;givesomebackground informationaboutthetopic.Statetheaim/purposeofthe 

investigation. Outline the body sections.

MainBody 

 Organise the sections in a logical sequence: what you investigated, what you found, what 

interpretations and what judgements you made. Use short informative headings and 

subheadings.

Conclusion 

 What has been achieved and what is the significance of your findings andyour 

discussion?Have your aims been successful or not?

Recommendations 

 Whatdoyou recommendas acourseofaction followingyour conclusion?

References 

 Alistofallthesourcesyouused.

Appendices 

 Anyinformation(graphs,charts,tablesorotherdata)youusedinyourreportbutdidnot include in the 

body.

 

Businessreports areatypeofassignmentinwhichyouanalyseasituation(eitherarealsituation 

oracasestudy)andapply business theoriestoproducearangeofsuggestionsfor improvement.Business 

reports are typically assigned to enable you to: ... Apply businessand management theory to a 

practical situation. 

 

Handoutscangiveonlyafractionofthecustomized guidancethatanindividualconferencewith a 

Writing Center instructor can provide. If you have questions about the information in our 

handouts, please make an appointment to see a Writing Center instructor. 

 

Business Report 

(Memo-Format) 

 

AssumingyourselftobetheheadoftheElectronics departmentofyourinstitution,write areport to the 

Head of the Institution on the fire caused in the laboratory of your department. 

 

 

BrilliantCollegeofEngineering 

Bhopal-462012 

Date:25January2020 From: 

Dr.Bhaskar 

Designation:Head,DeptofECE. 

To: Dr. Ragava Rao 

Designation:Principal 
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Subject:ReportonthefireaccidentcausedintheComputer Lab 

Report 

 

With reference to your order number 10.CBD dated 21 January 2020.I havethoroughly 

investigatedthecausesthatwereresponsibleforthefireaccidentinComputerLab atour 

college. 

Investigation: 

 

Therewasafire accidenton20January2020inthe ComputerLabRoomno:230situatedonthe II Floor 

of C.V.Raman Blockbetween 12.00 to 12.30 in the afternoon. 

Thefirebrokeoutdue tovoltagefluctuations which resultedin theshortcircuit.Thefirewas so strong 

that within seconds it spread throughout the lab, destroying 20 out of the 30 computers along 

with wooden furniture and curtains.Fortunately no student or faculty was present in the room as 

it was lunch break. 

 

Findings 

 

AstheHeadofthedepartment,anumberoforal and writtenrequestsweremaderegarding the vulnerability of 

the lab (copies of the requisition’s attached) prior to the accident. 

 

Thecausesthatledtothefireaccidentareasfollows: 

 

1. Voltagefluctuationleading toshortcircuitbecausetheelectricconnectionsandthe 

computers are not controlled by UPS connections. 

2. Theelectricwiresusedinthelabareofcheapquality. 

3. Absenceoffirepreventingdevices suchasfireextinguishers. 

4. Propertyworth1lakhhasbeendamagedwhichincludes20computers,1AC,wooden 

furniture 25 chairs. 

5. Theaccidentdidnotresultinanylossofhumanlife. 

Recommendations 

 

Onthebasisoftheaboveinvestigations,thefollowingstepsshouldbeintimatedtoensuresafety from 

such accidents in future: 

1. Allelectricconnectionsshouldbecontrolled byUPS connections. 

2. ISImarkedelectricwires shouldreplacetheexistingwiring. 

3. MockFireDrillsshouldbeconductedsothatstudentsandfaculty aremadeawarehowto use fire 

extinguishers. 

4. Fireextinguishers shouldbeplacedineverylabtopreventfurther accidents. 

Itisimportantto implementtheaboverecommendationtopreventfurtheruntowardincidents. Regards 

Dr.Bhaskar. 
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OFFICIALREPORT 

(LetterFormat) 

 

Imagineyou aretheDistrict EducationOfficer.WriteareporttotheSecretary,Departmentof Education 

regarding the Primary Education Programme initiated in your district. 

 

Mohammed Sharif 

DistrictEducationOfficer 

Warangal 

2May 2020 

 

Dr. Shashi Prakash 

Principal Secretary 

District Centre 

DepartmentofEducation 

Warangal 

Subject:ReportonthePrimaryEducationProgrammeTitle:  

Primary Education Programme 

 

TermsofReference:AsinstructedbytheMinisterof StateforEducationasurveywasconducted to 

assess the implementation of the government’s 2018-2020 primary education programme in the 

four villages in the district. 

 

Findings: 

AspartoftheprogrammethecommitteevisitedthevillagesofAknoor,Cherial,Shyampetand Venkatapur to 

observe and assess the programme.The findings of the study are as follows: 

 

1. Accordingtotherecordsthelocalpanchayatoffices, thenumberofstudentswhoenrolledin 2018-

2020 increased from 23 to 50 in Aknoor, 14 to 47 in Cherial, 22 to 70 in Shyampet 

and30to95inVenkatapur. 
2. Itwasconfirmed thatthemid-daymealschemewas beingsatisfactorilyimplementedin all the 

four villages. 

3. Exceptfro threecasesinAknoor,primaryschoolsin thevillageshad allthestudents 

vaccinated for typhoid and cholera. 
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4. Itwasverified 

thatfreedistributionofbooksandstationerywasdoneinallfourvillagesas per 

therecords. 

 

Conclusion&Recommendations 

1. TheGovernmentsprogrammefro improvingprimaryeducationin 

thestatehassucceededin Warangal district. 

 

2. Itisrecommended thatpermissionbegrantedfortherecruitmentofmoretrained 

teachersand for the sanction of funds for the renovation fo school buildings in 

the villages were this study was conducted. 

Regards  

Mohammed Sharif 

 

Practicequestions: 

1. ‘TheDistrictCollector,Jhunjhunu, isconcernedabouttherapidincreasein 

thenumberorroad accidents in Pilani.The Chairman, Municipal Corporation, 

Pilani, has been asked to submit a report investigating the causes and suggesting 

measures to improve the situation.’Prepare an outline for the above report. 

2. You, as the Collector of Bhuj District, have been asked by the Secretary, 

Home Department, 

Gujarat,tosubmitareportonthereliefworkthatwasundertakenafterthedevastatingeart

hquake hit the area last year. The Ministry sanctioned Rs.50 crore for the relief 

operations in the district, 

whichwastobespentonfreedistributionofgrains,water,medicine,etc.Nowprepareano

utline keeping in mind the principles of effective outline. 

3. Rajasthan has been facing severe drought conditions for the third year in 

succession.In order tomitigate thesufferingsof thedrought-affected areas,thestate 

government isfullygearedup to start drought relief operations with the objective 

of generating employment, maintaining cattle conservation, providing drinking 

water supply, etc.As Secretary to the State Minister for Relief Operations, you 

have been asked to write a report on the drought relief operations, to be sent to 

the Council of Ministers.Now prepare only the outline for this report. 

 

PracticeQuestions(EssayType) 

1. WhydidBagchi’sfatherneverlethischildrenrideintheofficejeep? 

2. WhatwasBagchi’sfirstlessonin success? 

3. Describethe morningritualinBagchi’shouseandbringoutitsimportance. 

4. WhatcreatedinBagchiasenseofinterconnectednesswithalargerworld? 

5. DescribethepoliticaloutlookofBagchi’sparents. 

6. Classifythelistofcontents ofreportwriting. 

7. ConstructameaningfulreportontheimpactofincreasingpollutioninHyderabad. 

8. Constructareportonatechnicalfestconductedinyour college. 

9. Whatisreportwriting?Explain. 

10. Illustratethestructureofareport. 
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