
 

 

Gokaraju Rangaraju Institute of Engineering and Technology 

(Autonomous) 
Bachupally, Kukatpally,Hyderabad–500090,India.(040)65864440 

 

Subject: English      Subject code: GR20A1006 
 

 

Course Objectives: 

The course will help to 

 

 improve the language proficiency of students in English with an emphasis on Vocabulary, 

Grammar, Reading and Writing skills.   

 equip students to study academic subjects more effectively and critically using the theoretical 

and practical components of English syllabus. 

 develop study skills and communication skills in formal and informal situations. 

 understand the importance of defining, classifying and practice the unique qualities of       

professional writing style. 

 employ the acquired knowledge in classroom with reference to various social and professional 

spheres thus leading to a life-long learning process. 

 

Course Outcomes: 

Students will be able to 

 

 use English Language effectively in spoken and written forms. 

 comprehend the given texts and respond appropriately. 

 communicate confidently in various contexts and different cultures. 

 acquire proficiency in English including reading and listening comprehension, writing and 

speaking skills. 

 demonstrate the skills needed to participate in a conversation that builds knowledge 

collaboratively by listening carefully and respect others point of view. 
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Unit I 

Where the Mind is Without Fear 

Where the mind is without fear and the head is held high 

Where knowledge is free 

Where the world has not been broken up into fragments 

By narrow domestic walls 

Where words come out from the depth of truth 

Where tireless striving stretches its arms towards perfection 

Where the clear stream of reason has not lost its way 

Into the dreary desert sand of dead habit 

Where the mind is led forward by thee 

Into ever-widening thought and action 

Into that heaven of freedom, my Father, let my country awake. 

– Rabindranath Tagore 

Background: 

Rabindranath Tagore is one of the greatest poets of India. He has composed various poems, stories, 

essays, novels, dramas and songs. The poem Where the Mind is without Fear was written during 

the period when India was struggling for freedom from the British rule. Its original Bengali title 

was Chitto Jetha Bhoyshunyo. The English translation was composed by Tagore himself around 

1911 when he was translating some of his work into English after a request from William 

Rothenstein. It appeared as poem 35 in the English Gitanjali, published by the Indian Society of 

London in 1912. In 1917, Tagore read out the English version (then called “Indian Prayer”) at 

the Indian National Congress session in Calcutta. President Barack Obama used the first two lines 

of the English version in his 2010 speech to the joint session of Indian Parliament in New Delhi. In 

this poem, Rabindranath Tagore expresses his love for his country and prays to the Almighty for its 

well being. In his prayer, the poet says that his countrymen should not live in fear anymore and 

https://en.wikipedia.org/w/index.php?title=Indian_Society&action=edit&redlink=1
https://en.wikipedia.org/wiki/Indian_National_Congress
https://beamingnotes.com/2019/10/23/chief-seattles-speech-summary-line-by-line/
https://beamingnotes.com/2019/10/23/chief-seattles-speech-summary-line-by-line/


must do away with the evils of society. They must live with respect, dignity, honesty and 

perfection. He prays to God for the freedom of his beloved nation. 

 

Structure:  

The poem has been written in one sentence. The poem is written in free verse. The language is 

simplified; metaphor and personification has been used in various parts of the poem. 

 

Summary:  

Rabindranath Tagore was saddened by the miserable lives of his countrymen under the British rule 

and the state of his country in their struggle for independence. In this poem, he shows his love for 

his country and prays to God to help them attain freedom. 

The poet envisions India as a country where the people live without any kind of fear or oppression 

and raise their head high with pride, dignity and self-reliance. He also says that knowledge should 

be attained without any restriction. There should be no discrimination based on caste, creed, race or 

religion. India must reach towards its goal of attaining freedom and being an ideal nation. The 

countrymen must possess noble thoughts and do away with all the superstitious beliefs that defy 

logic and reason. The poem was composed in the early 1900s when India was struggling for 

independence from the British rule. It is the poet’s prayer to the Almighty, seeking his guidance 

and support to help the countrymen attain freedom. The poem is patriotic in nature. The poet 

expresses his love for his country and speaks about the vision he has for India and its people. 

Through his poem he gives us an idea about the kind of life people were living during the British 

rule. The stringent rules, policies, economical and political uncertainty were some of the factors 

that caused fear in the minds of Indians. They could not live a dignified and respectful life in their 

own country. Obtaining a proper education was restricted for various classes of the society, causing 

illiteracy among people and making them believe in superstitions. The Brit ish used the ‘divide and 

rule policy’ against the Indians to make them fight among themselves. There was discrimination 

based on caste, creed, race and religion. 



It was during this struggle for independence, the poet says that he envisions a country where there 

is no fear in the minds of people and education is attained by all. The people are enlightened and do 

not create walls of discrimination. He wants his countrymen to be honest and thoughtful. He prays 

to God, seeking his guidance for attaining independence and awakening his countrymen into that 

beautiful heaven of freedom. 

Line by Line explanation of Where the Mind is Without Fear: 

The poem consists of 11 lines. These lines are not divided into stanzas. They are divided into 

meaningful segments for the purposes of this explanation in order to make the poem easier to 

follow and understand. 

 

Lines 1 – 4: 

Where the mind is without fear and the head is held high 

Where knowledge is free 

Where the world has not been broken up into fragments 

By narrow domestic walls 

In these lines, the poet starts to imagine how he would like his country to be. He says that none of 

his countrymen should live with fear on his mind at all times. Instead, they should raise their heads 

fearlessly and have confidence in themselves. Knowledge should be available to all citizens. That 

is, educational institutes should admit students of all races and classes. All the people of India 

should be united instead of fighting amongst themselves for supremacy. They should fight together 

against a common enemy to determine their common fate. 

Lines 5 – 8: 

Where words come out from the depth of truth 

Where tireless striving stretches its arms towards perfection 

Where the clear stream of reason has not lost its way 

Into the dreary desert sand of dead habit 

https://beamingnotes.com/2015/12/05/summary-analysis-rudyard-kipling-stanza-3/
https://beamingnotes.com/2014/06/14/bangle-sellers-poem-summary-sarojini-naidu/
https://beamingnotes.com/2013/07/08/critical-analysis-of-where-the-mind-is-without-fear-by-rabindranath-tagore/


In these lines, the poet dreams that in India everyone should speak the truth. No person should lie 

for his own advantage. Every man should make an effort to improve himself and keep trying till he 

reaches a stage of self-perfection. Next, he imagines the reason to be an unsullied stream of water, 

through which one can progress easily and without encountering too many obstacles. On the other 

hand, he imagines habit to be a desert. The stream of reason seems to him to be lost in the sands of 

habit. This means that he is saying that the people of his country blindly believe in their 

superstitions at present, and he would like them to question these beliefs through the application of 

logic. 

Lines 9 – 11: 

Where the mind is led forward by thee 

Into ever-widening thought and action 

Into that heaven of freedom, my Father, let my country awake. 

In these lines, the poet speaks directly to God. He wants his countrymen to be led by Him so that 

they broaden the horizon of both their thoughts and their actions. If they were to do so, then India 

would be transformed into heaven – a heaven where all its citizens would be truly free. 

 

Questions and Answers (2 Marks) 

1. What is the central idea of the poem, Where the Mind is Without Fear? 

Ans: In Where the Mind is Without Fear, the poet envisions the future of India. In his country, no 

man will live in fear. Instead, they will have a strong sense of self-dignity. 

2.  What is the message of the poem Where the Mind is Without Fear? 

Ans: In his poem Where the Mind is Without Fear the poet, Rabindranath Tagore, prays to the 

Almighty to lift his country to a state where freedom would be felt and enjoyed in the best way 

possible — a heaven of freedom. This poem was written when India was under the British rule. 

3. What does the poet mean by ‘let my country awake’  ? 

Ans: By saying ‘let my country awake’, the poet prays to the Almighty (my Father) to raise or lift 

(awake) his country to such heights where freedom would be realized at its best (a heaven of 

freedom). 



4. What should the world we speak reflect? 

Ans: According to Rabindranath Tagore, the words we speak should reflect utmost truth. That is, 

the words must come out from the depth of truth. 

5. How does the poet describe habit in Where the Mind is Without Fear?   

Ans: Tagore has compared those old and useless habits to a dreary desert that can choke a river of 

fresh water. This metaphor is drawn while comparing the 'reason' or logical thinking to a clear 

stream. 

6. What does the poet mean by dead habit? 

Ans: ‘Dead habit' refers to mindless practicing of obsolete customs and traditions, old beliefs, 

superstitions and  narrow-minded attitudes. This habit corrodes the mind and renders it useless. 

7. What are the two qualities of mind presented in the poem? 

Ans: The two qualities of mind presented in the poem "Where the Mind is Without Fear": hard 

work and broad mindedness. 

8.  Explain the phrase, ‘where knowledge is free’.   

Ans: Where knowledge is free means where every person have knowledge about worldly matters. 

Poet says that the country can only develop if people living there 

possess knowledge. Knowledge keeps people unite not dividing them on the basis of caste and 

creed. 

9. Why has the poet used the word 'tireless' to describe 'striving'? ...  

Ans: The phrase tireless striving is used by the poet to urge his countrymen to break free from sloth 

and struggle hard constantly to achieve perfection in whatever they choose to do and thus make 

their country a free nation. 

10. How would the poet like his countrymen gain perfection? 

Ans: The poet wants his countrymen to achieve perfection in whatever they do by striving 

tirelessly. The poet realized that if people were lazy and wasting their precious time, 

they could never achieve any success in life. Even if they got their political freedom, they could not 

enjoy it fully. 



11. What kind of freedom does the poet desire for his country? 

Ans: As apparent in the poem, the poet did not want merely political freedom for his countrymen. 

Rather, he wanted a kind of spiritual freedom, a sense of self dignity. He wanted people to be 

fearless, knowledgeable, truthful, active, broad-minded and logical. 

12. What does the poet mean by ‘the head is held high’? 

Ans: Head is held high indicates that we should not be ashamed of ourselves. Rather we should be 

proud of our country, for what we have. A sense of self-dignity is what we need to enjoy our 

freedom fully. 

13. What qualities does the poet wish to include in his countrymen? 

Ans: The qualities that the poet wants to see in his countrymen are fearlessness, self-

dignity, knowledge, truthfulness, diligence, rationality and a broad-mind. These qualities are 

required if they are to enjoy their country's freedom to the fullest. 

14. What does the poet wish for? 

Ans: The poet wishes that his country awakens into a heaven of freedom, where the people are all 

truly free and total freedom of good thoughts, good words and good actions exists. 

15. To whom is the poem Where the Mind is Without Fear addressed? 

Ans:The poem Where the Mind is Without Free is addressed to God. It is patriotic poem in the form 

of prayer in which the poet prays for prosperity of his country. 

16. Explain the phrase ‘where knowledge is free’.  

Ans: The phrase ‘where knowledge is free’ means a country in which all the people, regardless of 

their class, caste or religion, have access to knowledge. The poet believes that if all the people of 

his country are educated, his country will prosper and thus become ‘heaven of freedom’. 

17. What type of poem is Where the Mind is Without Fear? 



Ans: The poem, Where the Mind is Without Fear is a patriotic poem in the form of prayer to God. 

It was written during the pre-independence era when India was struggling to gain independence 

from British. 

18. Who is thee in the poem? 

Ans:  Thee refers to Almighty God. The poet prays to Him to make India a “heaven of freedom”.  

19. Explain the meaning of ‘narrow domestic walls’ in the poem, Where the Mind is Without Fear. 

Ans: ‘Narrow domestic walls’ refer to barriers which prevent the people to unite. E.g. caste, creed, 

religion, sect, language, area etc. The poet is of the views that these barriers have been created by 

the people as they believe in superstitions and blind faiths. These walls stop the country from 

progress and also from getting prosperity. 

20. What are the images used in Where the Mind is Without Fear? 

Ans: The poet uses various images to symbolise the ills of his country as well as the things which 

he desires. E.g. he symbolises division of society and discrimination with the phrase ‘broken up 

into fragments by narrow domestic walls’. In addition he uses images like depth of truth, clear 

stream of reason, dreary desert sand (hopelessness), heaven of freedom etc. 

21. Explain the idea of freedom in the poem Where the Mind is Without Fear. 

Ans: The idea of freedom in the poem, Where the Mind is Without Fear, is comprehensive and 

touches all the ills of the society. According to the poet, free India should not be ruled and 

governed by British. In addition, it should be free from division, superstitions and illogical 

thinking. The Free India should have unity, fraternity and brotherhood. The people should use 

rational mind in day to day activities. 

22. How does the poet describe ‘reason’ in Where the Mind is Without Fear? 

Ans: In the poem, Where the Mind is Without Fear, reason holds a significant place. According to 

the poet, reason should be as clear as stream. It should be the guiding force of all the individuals. 



There should be no room for superstitions and blind faiths. People should use rational mind in order 

to progress and prosper in their life and also make their country advanced. 

23. Where does the poet want to be led in the poem, Where the Mind is Without Fear? 

Ans: In the poem, Where the Mind is Without Fear, the poet desires to be lead into kingdom of heaven 

i.e. independent and free India which is not only free from British but also from social evils.  

24. Explain the title ‘Where the Mind is Without Fear’. 

Ans: Where the Mind is Without Fear is the title of the famous patriotic poem written by 

Rabindranath Tagore. It means a place where the people would live fearless and thus prosper and 

progress. 

Questions and answers (4/5/6 Marks) 

1. Explain the idea of ‘heaven of freedom’ in Where the Mind is Without Fear. 

Ans: In the poem, the phrase ‘Heaven of Freedom’ is a state which the poet, Rabindranath Tagore, 

aims to attain. The poet prays for a perfect country which is guided by rational minds and is free of 

all types of social ills. According to the poet, India should not be ruled and governed by British. 

The ‘heaven of freedom’ means Independent India in which people are united and not divided into 

castes, religions, languages etc. The Free India should have unity, fraternity and brotherhood. In 

this ‘heaven of freedom’, knowledge is free and all the people speak the truth. Nobody believes in 

superstitions and blind faiths. And the people are guided by Almighty in the direction of prosperity 

and success. 

2. Bring out the significance of the title of the poem, Where the Mind is Without Fear. 

Ans: The title of this poem written by Rabindranath Tagore describes its central idea. It means a 

place or a society in which fearless, courageous and bold people live. It refers to free India in 

which, we, Indians are not slaves of British. It also refers to the New India which is scientific, 

progressive and rational, a country which does not believe in superstitions and blind faiths. 



3. Explain the background of the poem, Where the Mind is Without Fear. 

Ans: The poem, Where the Mind is Without Fear was written when India was struggling for 

independence from British. Moreover there were various ill practices which were prevailing in the 

society. There was discrimination against each other, people used to believe in superstitions and 

had less faith on logic and reasoning. In addition, Indian society was divided into small fragments. 

There was no concept of unity, fraternity and brotherhood. The poem is written in the form of 

prayer to God in which the poet prays for a perfect country which does not have such evils. 

Question and Answer (10 Marks) 

1. What is the message of the poem where the mind is without fear? 

Ans: The poet laments the pitiful plight of Indians and in a way unveils the state of people were 

now downtrodden. They were in the clutches of the cruel British rule. Tagore expresses his vision 

of the characteristics of a glorious country. In a way, this is his Utopia. He dwells on the theme of 

not only political freedom but also spiritual freedom, freedom of mind, speech, beliefs, practices 

and thought. He wants to bring forth the uselessness of blind faith and strong comments on the role 

of logical reasoning in the prosperity of our country. 

In this poem, written in pre-independence days, the poet skilfully writes about blissful heaven 

where people of his country will be free from prejudices and not fragmented by narrow walls. He 

sketches a moving picture of the nation. He would like India to be a nation within the fold of 

brotherhood, a nation having no apprehensions and no fear of oppression. The poem is a reflection 

of the poet’s utmost faith in God to whom he pleads to guide his countrymen. 

2. Discuss the theme/s of the poem Where the Mind is Without Fear? 

Ans: Main themes in the poem Where The Mind Is Without Fear: 

Desire for Freedom 



This poem was written during the pre-independence era when British were ruling over India. 

During those days, the struggle for freedom was quite strong. Hence the poet brings in the spirit of 

this movement in the poem. The very first line talks about fearlessness. 

Desire for Unity 

Next, the poet talks about unity, fraternity and oneness. According to the poet, the society has been 

fragmented into small parts. There is discrimination on the basis of colour, religion, language, area 

etc. This division does not allow the country to grow and prosper. Hence he prays for unification of 

India. 

Desire for Rationality 

The poem prays that society may give up believing on superstitions and illogical things. He desires 

that people should have rational and thinking mind. People may believe in logic and reason and 

never pave a way for blind faiths. 

Desire for a Society Free from Evils 

Finally, the poet also talks about various evils which prevail in the society. E.g. people keep lying 

to each other, they become hopeless because of the blind faiths, they never think of making 

progress. Hence he desires that society should be free from all these evils. 

Additional information 

Following poetic devices have been used in the poem, Where the Mind is Without Fear: 

1. Metaphor: It is a figure of speech in which a word or phrase is applied to an object or action to 

which it is not literally applicable. There are various examples of metaphor in this poem. e.g. 

“narrow domestic walls” refers to various barriers, “clear stream of reason” refers to a mind which 

is always guided by reason rather than superstitions, “dreary desert” symbolises superstitions.  



2. Alliteration: It is the occurrence of the same letter or sound at the beginning of adjacent or 

closely connected words. e.g. “where the mind is without fear”, “head is held high”, 

“not been broken”, “striving stretches”, “dreary desert sand of dead habit”. 

3. Symbolism: The poet uses various symbols in the poem. e.g. “depth of truth”, “narrow 

domestic walls”, “clear stream of reason”, “the dreary desert sand”, “heaven of freedom”. 

4. Visual Imagery: There are various images or symbols which construct mental image of the 

things. e.g. “domestic walls”, “clear stream of reason”, “the dreary desert sand”, “heaven of 

freedom” etc. 

  Vocabulary 

Meaning  

Fragment(n) - a small piece or a part, especially when broken from something whole 

Strive(v) – to try very hard to do something or to make something happen, especially for 

a long time or against difficulties 

Dreary – boring and making one unhappy 

Synonyms 

Fragment (n) – bit, piece, fraction, scrap, portion, segment, section, chunk, component, division 

Strive (v) – try, attempt, struggle, endeavour, slog, toil, strain 

Domestic – local, internal, private 

Dreary - boring, tedious, wearisome, drab, dull, monotonous, uninteresting 

Freedom – liberty, autonomy, independence, sovereignty  

Narrow – thin, slim, slender, limited, precise, precarious, cramped, compressed, contracted 

Antonyms 

Fragment – lot, whole, total, mass, bulk 

Strive – relax, repose, rest, drop, give up, quit 

Domestic – foreign, external, strange, wild, overseas 

https://dictionary.cambridge.org/dictionary/english/small
https://dictionary.cambridge.org/dictionary/english/piece
https://dictionary.cambridge.org/dictionary/english/part
https://dictionary.cambridge.org/dictionary/english/especially
https://dictionary.cambridge.org/dictionary/english/broken
https://dictionary.cambridge.org/dictionary/english/whole
https://dictionary.cambridge.org/dictionary/english/try
https://dictionary.cambridge.org/dictionary/english/happen
https://dictionary.cambridge.org/dictionary/english/especially
https://dictionary.cambridge.org/dictionary/english/long
https://dictionary.cambridge.org/dictionary/english/time
https://dictionary.cambridge.org/dictionary/english/difficulty


Dreary – cheerful, lively, cheery, contented, pleasant, well-off, genial, convenient 

Freedom – suppression, dependence, dominance 

Narrow – wide, broad, spacious, imprecise, indefinite, unlimited 

Word Formation 

There are two methods of formation – affixation and compounding. When an affix is attached to a 

stem to form a new word, it is called word formation. 

Examples:  

forgive (v) ---- unforgivable (adj) 

throne (n) ----- enthrone (v) 

do    -     undo 

sincere    –   insincere 

judge    –    misjudge 

engage   –    disengage 

biography – autobiography 

mind – mindful/unmindful 

fear – fearless 

high – highly 

knowledge - knowledgeable 

clear - clearly 

world - worldly 

truth - truthful 

fragment - fragmentation 

depth - indepth 

tire - tired, tireless, tiresome 

perfect – perfectly, perfection, imperfection 



heaven - heavenly 

In the similar  way, a verb or an adjective can be turned into a noun by the addition of suffixes such 

as –al, -ure, -ery, -ance, -ment, -ment, -ity, -ion, -age, -th, -ing, -er, -ant, -ee, -ness, -or, -ive. 

Compounding: When two or more stems are combined to form a new word it is called 

compounding. The second word of a compound may follow the first after a space or it may be 

linked more closely to it with a hyphen or it may be written as a single word with no space or 

hyphen. 

Compound words with a space  

Stem                                        Stem                                         Compound word 

body                                        language                                    body language 

open                                        book                                          open book 

book                                        club                                            book club 

Compound words with a hyphen 

Stem/Root                               Stem /Root                                 Compound word  

sea                                             green                                        sea-green 

high                                           pitch                                         high-pitch 

walking                                      stick                                         walking-stick 

ever      widening     ever-widening 

Compound words with no hyphen or space 

Stem/Root                               Stem /Root                                 Compound word  

board                                         room                                         boardroom 

boat                                           man                                           boatman 

book                                          seller                                          bookseller 

 

 

 



Grammar 

                                                    

Articles 

The words a, an and  the  are called articles.  

Types: There are two types of articles - a (or an) and the. Or we can say Indefinite Article and 

Definite Article 

Indefinite Article: A or an is called the Indefinite Article, because it usually leaves indefinite the 

person or thing spoken of; as, A doctor; that is, any doctor. 

Definite Article: The is called Definite Article, because it normally points out some particular 

person or thing; as, He saw the doctor; meaning some particular doctor. 

The indefinite article is used before singular countable nouns, e.g. 

A book, an orange, a girl 

The definite article is used before singular countable nouns, plural countable nouns and 

uncountable nouns, e.g., the book, the books, the milk 

A or An  

1. The choice between a and an is determined by sound. Before a word beginning with a vowel 

sound an is used; as, 

An apple, an enemy, an ink-pad, an orange, an umbrella, an hour, an honest man, an heir, an MLA, 

an MP, an FBI 

It will be noticed that the words, hour, honest, heir begin with a vowel sound, as the initial 

consonant h is not pronounced. 

2. Before a word beginning with a consonant sound a is used; as, 

A boy, a reindeer, a woman, a yard, a horse, a hole, also a university,, a union, a European, a ewe, a 

unicorn, a useful article. 

-because these words (university, union, etc.) begin with a consonant sound, that of y or u. 

Similarly, we say, 

A one-dollar note, such a one, a one-eyed man. 

-because one begins with the consonant sound of /w/. 

3. Some native speakers use an before words beginning with h if the first syllable is not stressed. 

An hotel (More common: a hotel) 

An historical novel (More common: a historical novel) 

 

Use of the Definite Article 

The Definite Article the is used- 



(1) When we talk about a particular person or thing, or one already referred to (that is, when 

it is clear from the context which one already referred to; that is, when it is clear from the 

constant which one we mean); as, 

The book you want is out of print. (Which book? The one you want.) 

Let's go to the park. (= the park in this town) 

The girl cried, (the girl = the girl already talked about) 

(2) When a singular noun is meant to represent a whole class; as, 

The cow is a useful animal. 

[Or we may say, "Cows are useful animals."] 

The horse is a noble animal. 

The cat loves comfort. 

The rose is the sweetest of all flowers. 

The banyan is a kind of fig tree. 

[Do not say, "a kind of a fig tree". This is a common error.] 

The two nouns man and woman can be used in a general sense without either article. 

Man is the only animal that uses fire. 

Woman is man's mate. 

But in present-day English a man and a woman (or men and women) are more usual. 

A woman is more sensitive than a man. 

(3) Before some proper names, viz., these kinds of place-names: 

(a) oceans and seas, e.g. the Pacific, the Black Sea 

(b) rivers, e.g. the Ganga, the Nile 

(c) canals, e.g. the Suez Canal 

(d) deserts, e.g. the Sahara 

(e) groups of islands, e.g. the West Indies 

(f) mountain-ranges, e.g. the Himalayas, the Alps 

(g) a very few names of countries, which include words like republic and kingdom (e.g. 

the Irish Republic, the United Kingdom) also: the Ukraine, the Netherlands (and its seat 

of government, the Hague) 

(4) Before the names of certain books; as, 

The Vedas, the Quran, the Bible 

But we say- 

Homer's Iliad, Valmiki's Ramayana. 

(5) Before names of things unique of their kind; as, 

The sun, the sky, the ocean, the sea, the earth. 

[Note-Sometimes The is placed before a Common noun to give it the meaning of an Abstract noun; 

as, At last the war or (the warlike or martial spirit) in him was thoroughly aroused.] 



(6) Before a Proper noun when it is qualified by an adjective or a defining adjectival 

clause; as, 

The great Caesar: The immortal Shakespeare. 

The Mr. Roy whom you met last night is my uncle. 

(7) With Superlatives; as, 

The darkest cloud has a silver lining. 

This is the best book of elementary chemistry. 

(8) With ordinals; as, 

He was the first man to arrive. 

(9) Before musical instruments; as, 

He can play the flute. 

(10) Before an adjective when the noun is understood; as, 

The poor are always with us. 

(11) Before a noun (with emphasis) to give the force of a Superlative; as, 

The Verb is the word (= the chief word) in a sentence. 

(12) As an Adverb with Comparatives; as, 

The more you study, the better you take the exam.. 

The more they get, the more they want. 

 

Use of the Indefinite Article 

The Indefinite Article is used- 

(1) In its original numerical sense of one; as, 

Twelve inches make a foot. 

Not a word was said. 

A word to the wise is sufficient. 

A bird in the hand is worth two in the bush. 

(2) In the vague sense of a certain; as, 

A Bon Jovi (= a certain person named Bon Jovi) is suspected by the police. 

One evening a beggar came to my door. 

(3) In the sense of any, to single out an individual as the representative of a class; as, 

A pupil should obey his teacher. 

A cow is a useful animal. 

(4) To make a common noun of a proper noun; as, 

A Daniel comes to judgment! (A Daniel = a very wise man) 

 

Omission of the Article 

The Article is omitted- 



(1) Before names of substances and abstract nouns (i.e. uncountable nouns) used in a general 

sense; as, 

Sugar is bad for your teeth. 

Gold is a precious metal. 

Wisdom is the gift of heaven. 

Honesty is the best policy. 

Virtue is its own reward. 

Note:- Uncountable nouns take the when used in a particular sense (especially when qualified 

by an adjective or adjectival phrase or clause); as, 

Would you pass me the sugar? (= the sugar on the table) 

The wisdom of Solomon is great. 

I can't forget the kindness with which he treated me. 

(2) Before plural countable nouns used in a general sense; as, 

Children like chocolates. 

Computers are used in many offices. 

Note that such nouns take the when used with a particular meaning; as, 

Where are the children? (= our children) 

(3) Before most proper nouns (except those referred to earlier), namely, names of people (e.g. 

John), names of continents, countries, cities, etc. (e.g. Europe, Pakistan, Oxford), names of 

individual mountains (e.g. Mount Everest), individual islands, lakes, hills, etc. 

(4) Before names of meals (used in a general sense); as, 

What time do you have lunch? 

Dinner is ready. 

Note: We use a when there is an adjective before breakfast, lunch, dinner, etc. We use the when we 

specify. 

I had a late lunch today. 

The dinner we had at the Tourist Hotel was very nice. 

(5) Before languages; as, 

We are studying English. 

They speak Punjabi at home. 

(6) Before school, college, university, church, bed, hospital, prison, when these places are 

visited or used for their primary purpose; as, 

I learnt French at school. 

We go to church on Sundays. 

He stays in bed till nine every morning. 

My uncle is still in hospital. 



Note: The is used with these words when we refer to them as a definite place, building or object 

rather than to the normal activity that goes on there; as, 

The school is very near my home. 

I met him at the church. 

The bed is broken. 

I went to the hospital to see my uncle. 

(7) Before names of relations, like father, mother, aunt, uncle, and also cook and nurse, 

meaning 'our cook', 'our nurse', as, 

Father has returned. 

Aunt wants you to see her. 

Cook has given notice. 

(8) Before predicative nouns denoting a unique position, i.e., a position that is normally held 

at one time by one person only; as, 

He was elected chairman of the Board. 

Mr. John became Principal of the College in 1995. 

(9) In certain phrases consisting of a transitive verb followed by its object; as, to catch fire, to 

take breath, to give battle, to cast anchor, to send word, to bring word, to give ear, to lay 

siege, to set sail, to lose heart, to set foot, to leave home, to strike root, to take offence. 

(10) In certain phrases consisting of a preposition followed by its object; as, at home, in hand, 

in debt, by day, by night, at daybreak, at sunrise, at noon, at sunset, at night, at anchor, at sight, on 

demand, at interest, on earth, by land, by water, by river, by train, by steamer, by name, on 

horseback, on foot, on deck, in jest, at dinner, at ease, under ground, above ground. 

     

 Task 

    Fill in the blank with the appropriate article, a, an, or the, or leave the space blank if no article is 

needed. 

1. ____ church on the corner is progressive. 

2. Miss Ann speaks ____ Chinese. 

3. I borrowed ____ pencil from your pile of pencils and pens. 

4. One of the students said, "____ professor is late today." 

5. 6 Rajesh likes to play ____ volleyball. 

6. I bought ____ umbrella to go out in the rain. 

7. My daughter is learning to play ____ violin at her school. 

8. Please give me ____ cake that is on the counter. 

9. I lived on ____ Main Street when I first came to town. 

10. 14. ____ ink in my pen is red. 



Prepositions 

              Three Groups of Prepositions: 

a. Prepositions of place, position and direction. 

b. Prepositions of time. 

c. Prepositions for other relationships. 

 

SOME COMMON PREPOSITIONS 

PLACE POSITION DIRECTION TIME OTHER 

above 

across 

along 

among 

at 

away  

from 

behind 

below 

beside 

between 

beyond 

by 

down 

from 

in 

infront of 

inside 

into 

near 

off 

on 

opposite 

out (of) 

outside 

over 

around 

through 

to 

towards 

under 

up 

after 

before 

at 

by 

for 

during 

from 

in 

except 

as 

like 

about 

with 

without 

by 

for 

 

 

Although prepositions are hard to generalize with separate rules, there is one simple rule about 

them. And, unlike most rules, this rule has no exceptions.  

Rule:  

They are always followed by a "noun", never followed by a verb. 

By "noun" we include: 

 Noun (dog, money, love)  

 Proper Noun (name) (London, Mary)  

 Pronoun (you, him, us) 

 Noun Group (my first car) 

 Gerund (swimming) 

 

If we want to follow with a verb, we must use the "-ing" form which is really a gerund or verb in 

noun form.  



Subject + Verb Preposition "noun" 

The pen is On the table. 

He lives In England. 

Henry is looking For you. 

The newspaper 

is 
Under your green book. 

Pascal is used To English people. 

She isn't used To working. 

We ate Before coming. 

 

Prepositions of Time / Place at, in, on 

 At for a precise time  

 In for months, years, centuries and long periods  

 On for days and dates 

At In On 

At 4:30 pm in March on Monday 

At 3 o'clock in Winter On 6 March 

At noon in the summer On 22 Dec.2012 

At dinnertime in 990 On Christmas Day 

At bedtime 
in the next 

century 
On your birthday 

At the moment in the future On New Year's Eve 

 

Notice that use of the prepositions of time in and on in these common expressions: 

 In the morning /On Monday morning 

 In the mornings / On Sunday mornings 

At In On 



 In the afternoon(s) / On Sunday afternoons 

  In the evening(s) 

  On Friday evenings 

 

 When we say next, last, this, every we do not use at, in, on.  

I went to New York last June (not in last June) 

She is coming back next Monday. (not on next Monday) 

I go home every Easter. (not at every Easter)  

We'll call you this afternoon. (not in this afternoon) 

  

Place: at, in, on 

In General:  

 At for a point (dog, money, love)  

 In for an enclosed space  

 On for a surface  

 

Some other common uses of at / on / in  

Notice how we can use on a boat or in a boat depending on the type and the size of the 

particular boat/ship. 

Single Word Prepositions 

About As Despite Of toward 

Above At During Off under 

Across Before For On underneath 

After Behind From Onto until 

Against Beneath In Over up 

At the bus stop In London On the wall 

At the corner In the garden On the ceiling 

At the entrance In a box On the floor 

At the crossroads In a building On the carpet 

At the top of the page In a car On a page 



Along Beside Into Through upon 

Among Between Like To with 

Around By Near Together within 

 

 

More on Prepositions Use 

Prepositions Use Example 

During while in 
during the movie, during the flight, during 

my stay 

for  for two days, for an hour 

from / to  from Saturday to Monday, from 5 to 9 

between the time period from one to another 
between 1986 and 2012, between Saturday 

and Monday 

until/till before a certain time until/till Sunday,5 o'clock 

by at the least by Tuesday, by next month, by tomorrow 

to movement toward to school, to work, to the station 

into 
movement towards inside 

something 
into the cinema, into the car 

out of to leave a place/a thing out of the theatre, out of the car 

by near/next to/beside stand by me, by the lake 

through  through the tunnel, through the room 

across opposite ends across the river, across the street 

against  against the wall, against the door 

according to because of contrary to except for 

in addition to in spite of on account of 
with regard 

to 



into 
movement towards inside 

something 
into the cinema, into the car 

 

Task 

1. She works at night and sleeps _______________ the day.  

2. She couldn't talk to me because she was _______________ a hurry.  

3. You can't drive over that bridge because it is _______________ repair at the moment.  

4. We shared the money we received _______________ us. 

5. She was able to solve the difficult math test _______________ ease.  

6. She prefers volleyball _______________ basketball.  

7. You can't leave _______________ any money. You'll need some for your ticket.  

8.  _______________ now on you will report to me whenever something happens.  

9. He will remain in the office _______________ a successor is found.  

10. Do you speak any other languages _______________ English?  

 

Reading 

Techniques for Effective Reading 

Reading is an important method of processing the information and using it for our purposes.  

The following techniques can help one to become an effective reader 

 Decide why you are reading  

 Understand the organizational pattern of different kinds of texts 

 Use context to guess the meaning of unfamiliar words 

 Make notes while reading 

 Do not worry about speed – focus on understanding the content 

 Focus on enhancing vocabulary – will increase the fluency of your reading 

 

Writing 

Sentence Structures: Use of Phrases and Clauses 

A sentence is the basic unit of language which expresses a complete thought.  A 

complete sentence has at least a subject and a main verb to state (declare) a complete thought. (It 

may include more than one.) 

Example 

Animals chew. 

Man is a social being. 



The subject tells who or what the sentence is about. Then the verb and the rest of the predicate give 

information about what the subject does or is. 

A phrase is a related group of words. The words work together as a "unit," but they do not have a 

subject and a verb. It conveys a sense but cannot stand alone. It can even stand alone as a single 

sentence. The purpose of the phrase is to complement the overall structure of the sentence. 

Eg. She is sleeping on the bed.  

She is waiting at the door. 

On the other hand, a clause is a group of words that does have both subject and verb. A simple 

sentence can also be called a clause.  

Animals chew is a sentence, but a clause also. 

Some sentences have two or more clauses. 

I waited for him, but he did not come. 

A clause can be of two kinds – Independent and dependant.   

An independent clause is a group of words that can stand on its own as a sentence: it 

has a subject, a verb, and is a complete thought.  

Examples: 

 He ran. (Notice that while this sentence only contains two words, it is still a 

complete sentence because it contains a one word subject and a one word predicate that 

is also a complete thought.)  

 He ran fast. 

 I was late to work. 

 

A dependent clause is a group of words that also contains a subject and a verb, but it is 

not a complete thought. Because it is not a complete thought, a dependent clause cannot 

stand on its own as a sentence; it is dependent on being attached to an independent 

clause to form a sentence. 

Examples: 

 Because I woke up late this morning… (what happened?)  

 When we arrived in class… (what occurred?)  



 If my neighbour does not pay his rent on time… (what will happen?)  

 

Depending on the number and kind of clauses it contains, a sentence can be simple, 

compound or complex  

 

Simple sentence 

A simple sentence contains one independent clause and no dependent clauses.   Here are 

some examples of simple sentences: 

 He ran. (Notice that this is an example of the shortest sentence that can ever be 

written: a one word subject and a one word predicate that is also a complete thought.)  

 He ran fast. 

 I was late to work. 

Compound sentence 

A compound sentence has two or more independent clauses but does not contain any 

dependent clauses.  Here are some examples of compound sentences: 

 My teacher gave me some good advice for making my essay better, and the tutor 

also looked it over and provided many suggestions.   

 I had trouble finding sources for my essay, so I went to the writing center for help.  

 

It can be formed only with the help of coordinating conjunctions. 

By using and, as well as, both…and etc. 

By using but, yet, whereas, nevertheless 

By using or, either…or, nor, neither…nor, otherwise etc. 

Complex sentence: 

 A complex sentence has one independent clause and one or more dependent clauses.   

Here are some examples of complex sentences:  

 While most essays require a substantial time commitment, the argument essay, 

which generally requires finding and utilizing different types of research, is usually the 

most time consuming to create.  (This sentence has two dependent clauses:   While most 



essays require a substantial time commitment…  and …which generally requires finding 

and utilizing different types of research…)  

 I was late to work this morning because my alarm did not  go off this morning.( This 

sentence has one independent clause and one dependent clause: I was late to work this 

morning – independent; because my alarm did not go off this morning - dependant  ) 

 

Complex clauses can express a range of meanings depending on the linker that is used 

to. 

Example:  

Contrast: although, though, inspite of, the fact that, despite the fact that….  

Purpose: so that… 

Reason: because, as, since…  

Result: so….that, such….that….  

 

Example:  

1. Anu and Rama went to the mall in the evening. (Simple sentence) 

2. Ravi went to the flower mart and bought a bouquet. (Compound sentence) 

3. Ravi liked the ring which his sister presented to him. (Complex sentence) 

4. Although it was a sunny day, we did not go out. (Complex sentence) 

5. Ernest Hemingway wrote the novel ‘The Old Man and the Sea’. (Simple sentence) 

6. You can leave or stay. (Compound sentence) 

7. The baby cried for food. (Simple sentence) 

8. Megan and Ron ate too much and felt sick. (Simple sentence) 

9. They spoke to him in Hindi, but he responded in Telugu. (Compound sentence) 

10. After taking breakfast at Chillies, Arun went to his office. (Complex sentence) 

 

Task 
 
State whether the following sentences are simple, complex or compound. 
 

1. We met rather few people who spoke English. 

2. I have been on rather too many planes and trains recently. 

3. We drove right up to Helsinki in two days. 

4. I don’t care how expensive it is. 

5. Two minutes ago the child was fast asleep, but now he is wide awake. 

6. He is not tall enough to be a soldier. 



7. I guess she just doesn’t respect you. 

8. You can either come with me now or walk home. 

9. He will never leave home because he hasn’t got the courage to. 

10. It was Sam who paid for the drinks. 

 

 

If- clause 

(Conditional sentences) 

A conditional sentence is a sentence containing the word if. There are four different types of 

conditional sentences in English. Each expresses a different degree of probability that a situation 

will occur or would have occurred under certain circumstances. 

Type 1 

→ It is possible and also very likely that the condition will be fulfilled. 

Form: if + Simple Present, will-Future 

Example: If I go to Mumbai, I’ll meet your sister. 

Type 2 

→ It is possible but very unlikely, that the condition will be fulfilled. 

Form: if + Simple Past, Conditional I (= would + Infinitive) 

Example: If I went to Mumbai, I would meet your sister. 

Type 3 

→ It is impossible that the condition will be fulfilled because it refers to the past. 

Form: if + Past Perfect, Conditional II (= would + have + Past Participle) 

Example: If I had gone to Mumbai, I would have met your sister. 

We can substitute could or might for would (should, may or must are sometimes possible, too 

Type 4 

Zero Conditional Sentences 

Zero conditional sentences express general truths—situations in which one thing always causes 

another. When you use a zero conditional, you’re talking about a general truth rather than a specific 

instance of something.  

Consider the following examples: 

https://www.ego4u.com/en/cram-up/grammar/simple-present
https://www.ego4u.com/en/cram-up/grammar/future-1-will
https://www.ego4u.com/en/cram-up/grammar/simple-past
https://www.ego4u.com/en/cram-up/grammar/conditional-1-simple
https://www.ego4u.com/en/cram-up/grammar/past-perfect-simple
https://www.ego4u.com/en/cram-up/grammar/conditional-2-simple


If you don’t brush your teeth, you get cavities. 

When people take junk food, their health suffers. 

When using the zero condition, the correct tense to use in both clauses is the simple present tense. 

A common mistake is to use the simple future tense. 

Task 

 Complete the Conditional Sentences  

1. If I (wake up) __________ early, I’ll go jogging. 

2. If you touch a fire, you (get) ___________ burned. 

3. If she had taken care of her son, he (not/become) __________ a criminal. 

4. If I were a star, I (help) __________ the poor. 

5. She would have been top of her class if she (work) _________ hard. 

Punctuation 

The use of punctuation in English can change from place to place and from time to   time. 

Modern typography suggests that punctuation should only be used when there is a need. The use of 

these marks is often decided by a group or organization and then written down as a style guide. 

Newspapers have a style guide to make their content use the same rules. 

Some common punctuation marks are: 

 

 period (full stop) ( . ) 

 comma ( , ) 

 question mark ( ? ) 

 exclamation mark ( ! ) 

 colon ( : ) 

 semicolon ( ; ) 

 single quotation marks ( ' ' ) 

 double quotation marks ( " " ) 

 parentheses ( ), brackets [ ] and braces { } 

 hyphen ( ‐ ) 

 en dash (–)  

 em dash ( — ) 

 ellipsis (. . . ) 

 apostrophe ( ' ) 

 slash ( / ) 

 

 

Some additional punctuation marks are: 

 

 ampersand ( & ) 

https://www.grammarly.com/blog/simple-present/
https://simple.wikipedia.org/wiki/Typography
https://simple.wikipedia.org/wiki/Style_guide
https://www.really-learn-english.com/period.html
https://www.really-learn-english.com/comma-punctuation.html
https://www.really-learn-english.com/question-marks.html
https://www.really-learn-english.com/exclamation-mark.html
https://www.really-learn-english.com/colon-punctuation.html
https://www.really-learn-english.com/semicolon.html
https://www.really-learn-english.com/single-quotation-marks.html
https://www.really-learn-english.com/quotation-mark.html
https://www.really-learn-english.com/parentheses-brackets-and-braces.html
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https://www.really-learn-english.com/apostrophe.html
https://www.really-learn-english.com/slash-punctuation.html
https://www.really-learn-english.com/ampersand-symbol.html


 asterisk ( * ) 

 at sign ( @ ) 

 bullet ( • ) 

 degree symbol ( ° )  

 number sign ( # ) 

 percent sign ( % ) 

 underscore symbol ( _ ) 

 copyright symbol ( © ) 

 registered trademark symbol ( ® )  

 trademark symbol ( ™ ) 

 dollar sign ( $ ) 

Full Stop (.) 

 

A full stop, also known as a period (.) in American English, is one of the most commonly used 

punctuation marks in the English language. Analysis of texts indicate that approximately half of all 

punctuation marks used are full stops. 

The punctuation rules: 

 Mostly used at the end of a declarative sentence, or a statement that is considered to be  

        complete. 

 This punctuation mark is also used following an abbreviation. 

 A full stop can also be show the end of a group of words that don’t form a typical sentence.  

 

The full stop examples: 

My name is Praveen. 

Mr. Srinivas was talking with Mr. Samuel. 

 

Question Mark (?) 

 

We use a question mark (?) after an interrogative sentence in English. 

 

Examples: 

“Have you an umbrella?” she asked. 

Where are you from? 

 

Quotation Marks/Speech Marks ( “ “ ) 

 

We use quotation marks (“  “) for direct quotations in English. 

Examples: 

https://www.really-learn-english.com/asterisk.html
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https://www.really-learn-english.com/bullets.html
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https://www.really-learn-english.com/percent-sign.html
https://www.really-learn-english.com/underscore-sign.html
https://www.really-learn-english.com/copyright-trademark-and-service-mark-symbols.html
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“I am so happy today,” she said, taking up her cup of tea. 

 “It is a historic moment ,”  he told his team. 

“Fine, thanks,”  he replied in a cheerful manner. 

 

Apostrophe (‘) 

 

An apostrophe ( ‘ ) is used to show that certain letters have been omitted from a word. The 

punctuation symbol can also be used to show the possessive form of a noun, in addition to 

indicating the plural form of lowercase letters. 

The punctuation rules: 

 Use an apostrophe in contractions 

He is = He’s 

I am = I’m 

Do not = Don’t 

They have = They’ve 

It is = It’s 

I would = I’d 

Let us = Let’s 

She has = She’s 

Who is = Who’s 

 

  Use an apostrophe to indicate possession 

The apostrophe examples: 

He joined Charles’s army in 1642. 

Anu’s hair is silky and curly. 

We have put together an anthology of children’s poetry. 

The girl’s brother travelled by bus to meet us. 

                 Comma (,) 

A comma (,) is used to show the difference between two separate ideas or elements within a 

sentence. Commas have other users as well, as they can be used to separate numbers, and write 

dates. 

 

The comma rules and examples: 

 Add a comma when two separate sentences are combined 

 

Example: 

We purchased some cheese, and we purchased some fruit. 

https://7esl.com/apostrophe/
https://7esl.com/apostrophe/
https://7esl.com/comma/
https://7esl.com/comma/


 

 Use commas between words in a series. Notice that a comma does not follow the last word in 

the series 

 

Example: 

  He was tall, dark, and handsome. 

 

 Use a comma to separate an introductory element from the rest of the sentence 

 

Example: 

 As the day came to an end, the fire fighters put out the last spark. 

 

 Use the comma to set off the words “yes” and “no”. 

 

Example: 

 No, thank you. 

 

 Use a comma to set off a tag question from the rest of the sentence. 

 

Example: 

 She is your cousin, isn’t she? 

 

 Use a comma to indicate direct address. 

 

Example: 

 Is that you, Raji? 

 

 Add a comma when a participle phrase clause is used. 

 

Example: 

 Looking out through my window, I could see the beautiful flowers. 

 

 Use a comma to separate parts of the date. 

 

Example: 

 August 13, 2020 

Hyphen (-) 

 

A hyphen (–) is a punctuation mark with three main uses. Many people confuse this punctuation 

mark with the dash, but the two are quite different. The hyphen can be used in compound words, to 

link words to prefixes, and also as a way to show word breaks. 

 

The hyphen punctuation rules and examples: 

https://7esl.com/hyphen/
https://7esl.com/hyphen/


 Use a hyphen to join two or more words together into a compound term. Do not separate the 

words with spaces. 

 

 

Examples: 

My six-year-old son loves drawing. 

I work part-time. 

Self-expression 

Old-furniture salesman 

Self-paced learning exercises 

 

 To link prefixes to words 

 

For example: These things happened before the pre-enlightenment era. 

 

 To indicate word breaks 

 

For example: Unlike what some people might think, the twentieth-century was very different from 

other preceding time periods.  

 

Dash 

 

The dash is used to separate words into statements. 

 

There are two kinds of dashes, the en dash, and the em dash. The en dash shows range or 

connections. On the other hand, the em dash is used in places where a comma could also be used. 

The dash can also be used to mark off words or statements that are not important to the meaning of 

the statement. The dash can also be used in places where a comma would be typically used. 

En dash (–) 

Slightly wider than a hyphen, the en dash is a symbol (–) that is used in writing or printing to 

indicate a range or connections. 

Examples: 

1880 –1945 

Delhi–Hyderabad trains 

 

Em dash (—) 

Twice as long as the en dash, the em dash (—) can be used in place of a comma, parenthesis, or 

colon to enhance readability or emphasize the conclusion of a sentence. 

Example: 

https://7esl.com/em-dash-en-dash/
https://7esl.com/em-dash-en-dash/
https://7esl.com/en-dash/
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https://7esl.com/em-dash/


She gave him her answer—No! 

 Exclamation Mark (!) 

An exclamation mark is used to show emphasis. It can be used in the middle of a sentence or at 

the end of a sentence. When used at the end of a sentence, it also takes on the role of a full stop or a 

period. 

Stop! 

Yeah! 

Sit down! 

What a lovely view you have here! 

Good heavens! 

 

Colon (:) 

A colon (:) is a fairly common punctuation mark with a varied number of uses. It can be used to 

introduce a quotation, an example, a series, or even an explanation. Secondly, it can be used to 

separate two independent clauses. Finally, a colon can be used to show emphasis. 

 

Examples: 

You have two choices: finish the work today or lose the contract. 

That’s because we have one goal: for you to consider your website a success. 

John has all the ingredients: minced mutton, curd, potatoes, and onions.  

Semicolon (;) 

A semicolon (;) is used to separate two independent clauses while still demonstrating that a close 

relationship exists between them. The semicolon does a better job of showing the connection 

between two statements than a full stop would. 

Examples: 

My daughter is a teacher; my son is an engineer. 

There are eight members in the team: two from Germany, Japan; three from France, Spain; two 

from Brazil; and one from India.  

Richard always slept with the light on; he was afraid of the darkness. 

Parentheses (  ) 

Parenthesis, ( ( ) ) are quotation marks that show additional thoughts about a statement. In many 

scenarios, they can be replaced by commas without any changes to the meaning of the sentence. 

We also often use parentheses to set off less important details. 

Example: 

https://7esl.com/exclamation-mark/
https://7esl.com/semicolon-colon/
https://7esl.com/colon/
https://dictionary.cambridge.org/dictionary/english/minced
https://7esl.com/semicolon-colon/
https://7esl.com/semicolon/
https://7esl.com/parentheses-brackets-quotation-marks-ellipsis/
https://7esl.com/parentheses/


The two brothers (Richard and Sean) were learning how to play guitar. 

 

Brackets [ ] 

 

Brackets are squared off quotations ([]) that are used to show information of a technical nature. 

Even if this information is omitted entirely, the sentence would still make sense. 

For example: 

Was he [your friend] there when you arrived? 

 

Ellipsis (…) 

An ellipsis is usually represented by three dots (…), although it can also be represented by three 

asterisks (***). This punctuation symbol is used to show that there has been an omission of some 

letters or words. In many cases, ellipses are used to cut statement short to avoid unnecessary or 

irrelevant words that have no impact on the meaning of the statement being made. 

We often use ellipsis to show that parts of sentences are left out. 

Examples: 

To be continued… 

You’ll never believe what I saw… 

 

Slash (/) 

 

A slash, which is also known as a forward slash, or even an oblique dash, has a number of uses. 

The slash can be used to separate lines in a song or poem when they are written in a continuous 

line. The slash (/) is also used in place of the word or the slash can also be used to show two 

contradictory notions. 

 

The slash punctuation rules and examples: 

 Use slashes to separate parts of internet (web) addresses and file names for some computer 

programs. 

 

Example: 

http://www.example.com/ 

 

 Use slashes for fractions 

 

Example: 

1/3 = one-third 

 

 Use a slash to separate the day, month, and year in date. 

 

https://7esl.com/parentheses-brackets-quotation-marks-ellipsis/
https://7esl.com/brackets/
https://7esl.com/parentheses-brackets-quotation-marks-ellipsis/
https://7esl.com/ellipsis/
https://7esl.com/slash/
https://7esl.com/slash/
http://www.example.com/


Examples: 

w/o = without 

n/a or N/A = not applicable or not available 

R/C = radio control 

 

 Use a slash to show the word “per” in measurements. 

 

Example: 

80 miles/hour = 80 miles per hour 

 

 Use a slash to separate lines of poetry or rhymes in regular text. 

 

Example: 

Twinkle, twinkle, little star, / How I wonder what you are. / Up above the world so high, / Like a 

diamond in the sky. 

 

 Use a slash to show alternatives in a sentence. 

 

Example: 

Please press your browser’s Refresh/Reload button. 

 

Task 

 

Punctuate the following paragraph 

 

winston is one of the most laid-back people i know he is tall and slim with black hair and he always 

wears a t-shirt and black jeans his jeans have holes in them and his baseball boots are scruffy too he 

usually sits at the back of the class and he often seems to be asleep however when the exam results 

are given out he always gets an "A" i don't think hes as lazy as he appears to be 

       

Techniques for Writing Precisely 

Writing is an important skill in academic contexts and at the workplace. Conveying ideas and 

messages effectively and precisely in writing can be challenging. It needs a detailed understanding 

of language (grammar and vocabulary), writing conventions and organizational patterns of different 

kinds of texts. 

Some strategies of effective writing 

 Understand the task at hand.  Read the questions carefully, identify keywords and note what 

exactly you need to do 

 

 Prepare an outline for your write-up based on the task requirements. This may include how  



        many paragraphs, how much space for each component, what you will exclude etc. 

 Based on your outline, search for credible sources of information and read them carefully.  

 Make notes while reading 

 Understand organizational pattern of texts 

 Write the first draft based on your readings 

 Read your draft carefully. Ensure all main points are included 

 Edit your text for redundancy, unnecessary jargon, vague expressions and grammatical  

        inaccuracies 

 Combine short sentences into compound and complex sentences 

 Proofread your text for typos and punctuation mistakes 

 Read the full text once before finalising it. You can ask for feedback fromteachers and/ or   

        friends, if possible. 

Paragraph Writing 

The practice of writing paragraphs is essential to good writing. Paragraphs help to break up large 

chunks of text and make the content easier for readers to digest. They are the building blocks of 

writing. 

A paragraph can be defined as a group of sentences that discuss only one main idea. It develops 

ONE main idea through a series of related sentences. This main idea is usually introduced in the 

first sentence of the paragraph, called the topic sentence. The idea is then developed further through 

the sentences that follow. A basic paragraph structure usually consists of five sentences: a topic 

sentence, three supporting sentences, and a concluding sentence.  

A paragraph is usually around 250 words and consists of five or six sentences, although this can 

vary depending on the purpose of the paragraph. Paragraphs play an important role in writing 

because they provide a framework for organising one’s ideas in a logical order. The main function 

of a paragraph is to develop, support, exemplify or explain this theme. 

Paragraph Structure 

An easy way of understanding paragraph structure is to think of it as a block that is divided into 

three sections: introduction, body, and conclusion. Each part of the paragraph plays an important 

role in communicating your meaning to your reader. 



To write a good paragraph, you should include three main elements. They are a topic sentence, 

supporting sentences and a concluding sentence. 

1. The topic sentence is the first sentence in the paragraph. It opens the paragraph. The topic 

sentence states the main idea of the paragraph. That is, it shows what the whole paragraph is about. 

2. Supporting sentences are used to develop the topic sentence. In other words, they give more 

information about the topic sentence. Supporting sentences can give facts, statistics, details, or 

examples. 

3. The concluding sentence is the last sentence in the paragraph. It usually restates the topic 

sentence in different words or summarizes the main points of the paragraph. 

 

The four elements essential to good paragraph writing are: unity, order, 

coherence, and completeness.  

1. Unity. Unity in a paragraph begins with the topic sentence. Every paragraph has one single, 

controlling idea that is expressed in its topic sentence, which is typically the first sentence of the 

paragraph. A paragraph is unified around this main idea, with the supporting sentences providing 

details and discussions. In order to write a good topic sentence, one should think about the theme 

and all the points he/she wants to make. Decide which point drives the rest, and then write it as the 

topic sentence. 

2. Order. Order refers to the way one organizes his/her supporting sentences. Whether he/she 

chooses chronological order, order of importance, or another logical presentation of detail, a solid 

paragraph always has a definite organization. Order helps the reader grasp the meaning and avoid 

confusion. 

3. Coherence. Coherence is the quality that makes your writing understandable. Sentences 

within a paragraph need to connect to each other and work together as a whole. One of the best 

ways to achieve coherence is to use transition words. These words create bridges from one sentence 

to the next. One can use transition words that show order (first, second, third); spatial relationships 

(above, below) or logic (furthermore, in addition, in fact). Also, in writing a paragraph, using a 

consistent verb tense and point of view are important ingredients for coherence. 

4. Completeness. Completeness means a paragraph is well-developed. If all sentences clearly 

and sufficiently support the main idea, then your paragraph is complete. If there are not enough 

sentences or enough information to prove the thesis, then the paragraph is incomplete. Usually 

three supporting sentences, in addition to a topic sentence and concluding sentence, are needed for 

a paragraph to be complete. The concluding sentence or last sentence of the paragraph should 

summarize the main idea by reinforcing the topic sentence. 



Connectors 

 

 To introduce an additional idea: In addition, additionally, moreover, besides, furthermore, 

also, and, too, as well, not only …but also, an additional (+noun), another (+noun), … 

 To introduce an example: For example, for instance, an example of (+noun), like, such as 

(+noun), namely, to give an example,  a great example is, a similar example is, an additional 

example is, another example is, a different example is, a better example is, a common example is, 

… 

 To express contrast or introduce an opposite idea: In contrast, on the other hand, however, yet, 

but, nevertheless, nonetheless, notwithstanding, although, though, even though, whereas, while, 

conversely, on the contrary, still, in spite of (+noun), despite (+noun), … 

 To list in order: First and foremost, First, second, third, next, last, finally, the first, the second, 

the third, the next, the final, first of all,… 

 To introduce a choice or alternative: or, otherwise, if, unless, 

 To introduce a statement or explanation: In fact, as a matter of fact, indeed, that is, 

 To summarize or introduce a conclusion: In brief, in short, clearly, in summary, in conclusion, 

in summary, to sum up, as a conclusion, indeed, all things considered, all in all, to conclude, in a 

nutshell, overall, at last, finally, last but not least, … 

 To express cause: For, because, since, as, because of, due to, owing to, thanks to, result from 

(verb), to be the result of, one effect of, one consequence of, as a result of, as a consequence of,  

 To introduce a result: As a result, as a consequence, accordingly, consequently, therefore, 

thus, hence, so, result in, cause, have an effect on, affect, thereby, (How to write a good paragraph) 

Example: 

Original Draft 

Sunday is my favourite day of the week. I like it because on Sunday, I watch football. On other 

days, I also get to watch football but not all day. There are other sports on other days to watch on 

TV. Sunday lunch is a favourite of mine because I eat with my father in front of the TV. All the 

other days, I have to eat at the table which is less fun. Some days my dad doesn’t make it home 

from work until after I’m in bed. Some weeks my dad travels, and I don’t see him for several days. 

The highlight of the day is when we watch the Dolphins play. Dad and I get so excited, we yell and 

cheer together. The thing that I like to do best in the world is watch TV with my dad. 

Observations  

The topic sentence restates the prompt but does not unify the paragraph. 

The writer includes several irrelevant details. 



The unifying idea in this paragraph is that the writer likes Sunday because it gives him/her a chance 

to be with his/her dad. However, the idea is buried in this draft. 

Revised Draft 

Sunday is my favourite day because I spend the day watching football with my dad. On Sunday, 

unlike the other days of the week when he works, my dad spends the whole day with me watching 

football on TV. We even eat lunch together while watching. The highlight of the day is watching 

the Dolphins game. Dad and I get so excited, we yell and cheer together. On Sundays, I get to 

combine watching my favourite sport and spending time with my favourite person—what a great 

day! 

Observations  

The topic sentence connects the writing prompt with a summary of the main idea. 

To keep the paragraph coherent, the most relevant details have been polished, and the others 

deleted. 

The closing sentence summarizes the paragraph and emphasizes the main idea. 

Coherence and Cohesion 

Coherence is the connection of ideas at the idea level 

E.g. When we look closely at a human face we are aware of many expressive details - the 

lines of the forehead, the wideness of the eyes, the curve of the lips, and the jut of the chin. 

These elements combine to present us with a total facial expression which we use to interpret 

the mood of our companion.  

Cohesion is the connection of ideas at the sentence level 

There are two ways to ensure cohesion 

• Grammatical Cohesion : through the use of various grammatical techniques – includes 

use of pronouns and linkers, and substitutions/ellipses 

• Lexical Cohesion : through the use of various vocabulary- related techniques – includes 

use of synonyms, repeated references and collocation patterns 

Example 

Rama Setu, is a chain of limestone shoals, between Pamban Island, and Mannar Island off the 

north-western coast of Sri Lanka. It is 48 km long and separates the Gulf of Mannar (south-west) 

from the Pak Strait (northeast). (pronoun) 

 

Geological evidence suggests that this bridge is a former land connection between India and Sri 

Lanka. (linkers) 

 

Types of Paragraph 

 

There are different types of paragraphs based on the purpose and function of the 

paragraph. Some of the common types of paragraphs  

 



• Narrative 

• Cause and Effect 

• Comparative and Contrast 

• Descriptive 

 

Narrative Paragraph 

Features 

 Information is arranged in a chronological order 

 Suitable verbs and adverbs are used to talk about the actions 

 Transition words like after, first, second etc. are used 

 

Example 

 

NARRATE a story about the Apollo 11 space mission.  

 

It was July 21, 1969, and Neil Armstrong awoke with a start. It was the day he would become 

the first human being to ever walk on the moon. The journey had begun several days earlier, 

when on July 16th, the Apollo 11 launched from Earth headed into outer space. On board with 

Neil Armstrong were Michael Collins and Buzz Aldrin. The crew landed on the moon in the 

Sea of Tranquility a day before the actual walk. Upon Neil’s first step onto the moon’s 

surface, he declared, “That’s one small step for man, one giant leap for mankind.”  

 

Cause and Effect Paragraph 

Features 

 The direct reason for an event to occur is stated as the cause of the event  

 Sometimes, multiple causes are mentioned, with arguments supporting how each cause 

could have led to the event 

 Words that show connection like because of, as a  result of, as a consequence of, owing 

to are used 

 

Example 

 

Burning fossil fuels produces huge quantities of carbon dioxide (CO2) which is a greenhouse gas. 

Carbon dioxide along with other greenhouse gasses such as methane, nitrous oxide and 

chlorofluorocarbons (CFCs) are changing the composition of the atmosphere and are adding to the 

greenhouse effect. These are all heat trapping gasses, as the sun shines down on the Earth its heat is 

trapped and prevented from escaping back into space similar to how heat is trapped by the glass in 

a greenhouse. Increases in greenhouse gas emission leads to increased heat trapping. This trapped 

heat is causing an increase in Earth's temperature which have dangerous knock on effects such as 

melting ice-caps which lead to rising sea levels and flooding. 

 

Comparative and Contrast Paragraph 

 



• In a compare and contrast paragraph, one write about the similarities and differences 

between two or more people, places, things, or ideas.  

Useful transitional words and phrases 

 

     For comparison 

• similar to, similarly, in the same way, like, equally, again, also, too, each of, just as … so  

       For contrast 

 in contrast, on the other hand, different from, whereas, while, unlike, however, but, although, 

however, conversely, yet, unlike 

 

Approaches 

 

 Approach A: 

  

Compare and contrast feature by feature 

• Approach B:  

 

Describe all of the features for each then compare and contrast  

 

Compare and Contrast Feature by Feature 

 

There are several characteristics which distinguish plants from animals.  Green plants are able 

to manufacture their own food from substances in the environment. This process is known as 

photosynthesis. In contrast, animals, including man, get their food either directly from plants 

or indirectly by eating animals which have eaten plants. Plants are generally stationary. 

Animals, on the other hand, can usually move about. In external appearance, plants are 

usually green. They grow in a branching fashion at their extremities, and their growth 

continues throughout their lives. Animals, however, are very diverse in their external 

appearance. Their growth pattern is not limited to their extremities. It is evenly distributed 

and only occurs in a definite time period. Therefore, the differences between plants and 

animals is quite significant. 

 

Describe all of the features for each then compare and contrast  

 

Allopathy and homeopathy are quite different. Allopathy is the treatment of disease of one 

kind by exciting a disease of another kind or in another part. It is sometimes incorrectly used  

as a name for orthodox medicine or Western medicine. Homeopathy,  in contrast, is a system 

of medicine based on the treatment of a given disease by administering small quantities of a 

drug which produces the symptoms of that disease in a healthy person.  The treatment of 

illnesses, then, would be markedly dissimilar because the underlying beliefs are strongly 

differentiated. 



Descriptive Paragraph Writing 

 

• It evokes sight, smell, sound, texture, and taste. Using description in your writing brings 

the world within your text to your reader. 

•  Good Sensory Details, Figurative Language, dominant impression, precise language, and 

Careful Organization. 

Describe sunset 

Sunset is the time of day when our sky meets the outer space solar winds. There are blue, pink, and 

purple swirls, spinning and twisting, like clouds of balloons caught in a whirlwind. The sun moves 

slowly to hide behind the line of horizon, while the moon races to take its place in prominence atop 

the night sky. There is a coolness - a calmness, when the sun does set. 

Prepare paragraphs on any five of the given topics 

1. A scene in the bazar 

2. How I spend my holiday 

3. Stress impact on health 

4. Causes and Effects of the Popularity of Fast Food Restaurants 

5. Your choice of living - city or village 

6. Selfies vs traditional photos 

7. Describe a place you loved as a child.  

8. Describe a piece of art. 

. 

 

 

 

 
 

 

 

 

 

 

 

 

 

 



UNIT II 

 

The Last Leaf 

IN A SMALL PART OF THE CITY WEST OF Washington Square, the streets have gone wild. 

They turn in different directions. They are broken into small pieces called “places.” One street goes 

across itself one or two times. A painter once discovered something possible and valuable about 

this street. Suppose a painter had some painting materials for which he had not paid. Suppose he 

had no money. Suppose a man came to get the money. The man might walk down that street and 

suddenly meet himself coming back, without having received a cent!  

This part of the city is called Greenwich Village. And to old Greenwich Village the painters soon 

came. Here they found rooms they like, with good light and at a low cost. Sue and Johnsy lived at 

the top of a building with three floors. One of these young women came from Maine, the other 

from California. They had met at a restaurant on Eighth Street. There they discovered that they 

liked the same kind of art, the same kind of food, and the same kind of clothes. So they decided to 

live and work together. 

That was in the spring. 

Toward winter a cold stranger entered Greenwich Village. No one could see him. He walked 

around touching one person here and another there with his icy fingers. He was a bad sickness. 

Doctors called him Pneumonia. On the east side of the city he hurried, touching many people; but 

in the narrow streets of Greenwich Village he did not move so quickly. 

Mr. Pneumonia was not a nice old gentleman. A nice old gentleman would not hurt a weak little 

woman from California. But Mr. Pneumonia touched Johnsy with his cold fingers. She lay on her 

bed almost without moving, and she looked through the window at the wall of the house next to 

hers. 

One morning the busy doctor spoke to Sue alone in the hall, where Johnsy could not hear. 

“She has a very small chance,” he said. “She has a chance, if she wants to live. If people don’t want 

to live, I can’t do much for them. Your little lady has decided that she is not going to get well. Is 

there something that is troubling her?” 

“She always wanted to go to Italy and paint a picture of the Bay of Naples,” said Sue. 

“Paint! Not paint. Is there anything worth being troubled about? A man?” 

“A man?” said Sue. “Is a man worth—No, doctor. There is not a man.” 

“It is weakness,” said the doctor. “I will do all I know how to do. But when a sick person begins to 

feel that he’s going to die, half my work is useless. Talk to her about new winter clothes. If she 

were interested in the future, her chances would be better.” 

After the doctor had gone, Sue went into the workroom to cry. 



Then she walked into Johnsy’s room. She carried some of her painting materials, and she was 

singing. 

Johnsy lay there, very thin and very quiet. Her face was turned toward the window. Sue stopped 

singing, thinking that Johnsy was asleep. 

Sue began to work. As she worked she heard a low sound, again and again. She went quickly to the 

bedside. 

Johnsy’s eyes were open wide. She was looking out the window and counting—counting back. 

“Twelve,” she said; and a little later, “Eleven”; and then, “Ten,” and, “Nine”; and then, “Eight,” 

and, “Seven,” almost together. 

Sue looked out the window. What was there to count? There was only the side wall of the next 

house, a short distance away. The wall had no window. An old, old tree grew against the wall. The 

cold breath of winter had already touched it. Almost all its leaves had fallen from its dark branches. 

“What is it, dear?” asked Sue. 

“Six,” said Johnsy, in a voice still lower. “They’re falling faster now. Three days ago there were 

almost a hundred. It hurt my head to count them. But now it’s easy. There goes another one. There 

are only five now.” 

“Five what, dear? Tell your Sue.” 

“Leaves. On the tree. When the last one falls, I must go, too. I’ve known that for three days. Didn’t 

the doctor tell you?” 

“Oh, I never heard of such a thing,” said Sue. “It doesn’t have any sense in it. What does an old tree 

have to do with you? Or with your getting well? And you used to love that tree so much. Don’t be a 

little fool. The doctor told me your chances for getting well. He told me this morning. He said you 

had very good chances! Try to eat a little now. And then I’ll go back to work. And then I can sell 

my picture, and then I can buy something more for you to eat to make you strong.” 

“You don’t have to buy anything for me,” said Johnsy. She still looked out the window. “There 

goes another. No, I don’t want anything to eat. Now there are four. I want to see the last one fall 

before night. Then I’ll go, too.” 

“Johnsy, dear,” said Sue, “will you promise me to close your eyes and keep them closed? Will you 

promise not to look out the window until I finish working? I must have this picture ready 

tomorrow. I need the light; I can’t cover the window.” 

“Couldn’t you work in the other room?” asked Johnsy coldly. 

“I’d rather be here by you,” said Sue. “And I don’t want you to look at those leaves.” 

“Tell me as soon as you have finished,” said Johnsy. She closed her eyes and lay white and still. 

“Because I want to see the last leaf fall. I have done enough waiting. I have done enough thinking. I 

want to go sailing down, down, like one of those leaves.” 



“Try to sleep,” said Sue. “I must call Behrman to come up here. I want to paint a man in this 

picture, and I’ll make him look like Behrman. I won’t be gone a minute. Don’t try to move till I 

come back.” 

Old Behrman was a painter who lived on the first floor of their house. He was past sixty. He had 

had no success as a painter. For forty years he had painted, without ever painting a good picture. He 

had always talked of painting a great picture, a masterpiece, but he had never yet started it. 

He got a little money by letting others paint pictures of him. He drank too much. He still talked of 

his great masterpiece. And he believed that it was his special duty to do everything possible to help 

Sue and Johnsy. 

Sue found him in his dark room, and she knew that he had been drinking. She could smell it. She 

told him about Johnsy and the leaves on the vine. She said that she was afraid that Johnsy would 

indeed sail down, down like the leaf. Her hold on the world was growing weaker. 

Old Behrman shouted his anger over such an idea. 

“What!” he cried. “Are there such fools? Do people die because leaves drop off a tree? I have not 

heard of such a thing. No, I will not come up and sit while you make a picture of me. Why do you 

allow her to think such a thing? That poor little Johnsy!” 

“She is very sick and weak,” said Sue. “The sickness has put these strange ideas into her mind. Mr. 

Behrman, if you won’t come, you won’t. But I don’t think you’re very nice.” 

“This is like a woman!” shouted Behrman. “Who said I will not come? Go. I come with you. For 

half an hour I have been trying to say that I will come. God! This is not any place for someone so 

good as Johnsy to lie sick. Someday I shall paint my masterpiece, and we shall all go away from 

here. God! Yes.” 

Johnsy was sleeping when they went up. Sue covered the window, and took Behrman into the other 

room. There they looked out the window fearfully at the tree. Then they looked at each other for a 

moment without speaking. A cold rain was falling, with a little snow in it too. 

Behrman sat down, and Sue began to paint. 

She worked through most of the night. 

In the morning, after an hour’s sleep, she went to Johnsy’s bedside. Johnsy with wide-open eyes 

was looking toward the window. “I want to see,” she told Sue. 

Sue took the cover from the window. 

But after the beating rain and the wild wind that had not stopped through the whole night, there still 

was one leaf to be seen against the wall. It was the last on the tree. It was still dark green near the 

branch. But at the edges it was turning yellow with age. There it was hanging from a branch nearly 

twenty feet above the ground. 

“It is the last one,” said Johnsy. “I thought it would surely fall during the night. I heard the wind. It 

will fall today, and I shall die at the same time.” 

“Dear, dear Johnsy!” said Sue. “Think of me, if you won’t think of yourself. What would I do?” 



But Johnsy did not answer. The most lonely thing in the world is a soul when it is preparing to go 

on its far journey. The ties that held her to friendship and to earth were breaking, one by one. 

The day slowly passed. As it grew dark, they could still see the leaf hanging from its branch against 

the wall. And then, as the night came, the north wind began again to blow. The rain still beat 

against the windows. 

When it was light enough the next morning, Johnsy again commanded that she be allowed to see. 

The leaf was still there. 

Johnsy lay for a long time looking at it. And then she called to Sue, who was cooking something 

for her to eat. 

“I’ve been a bad girl, Sue,” said Johnsy. “Something has made that last leaf stay there to show me 

how bad I was. It is wrong to want to die. I’ll try to eat now. But first bring me a looking-glass, so 

that I can see myself. And then I’ll sit up and watch you cook.” 

An hour later she said, “Sue, someday I hope to paint the Bay of Naples.” 

The doctor came in the afternoon. Sue followed him into the hall outside Johnsy’s room to talk to 

him. 

“The chances are good,” said the doctor. He took Sue’s thin, shaking hand in his. “Give her good 

care, and she’ll get well. And now I must see another sick person in this house. His name is 

Behrman. A painter, I believe. Pneumonia, too. Mike is an old, weak man, and he is very ill. There 

is no hope for him. But we take him to the hospital today. We’ll make it as easy for him as we can.” 

The next day the doctor said to Sue: “She’s safe. You have done it. Food and care now—that’s all.” 

And that afternoon Sue came to the bed where Johnsy lay. She put one arm around her. 

“I have something to tell you,” she said. “Mr. Behrman died of pneumonia today in the hospital. He 

was ill only two days. Someone found him on the morning of the first day, in his room. He was 

helpless with pain.” 

“His shoes and his clothes were wet and as cold as ice. Everyone wondered where he had been. The 

night had been so cold and wild. 

“And then they found some things. There was a light that he had taken outside. And there were his 

materials for painting. There was paint, green paint and yellow paint. And— 

“Look out the window, dear, at the last leaf on the wall. Didn’t you wonder why it never moved 

when the wind was blowing? Oh, my dear, it is Behrman’s great masterpiece—he painted it there 

the night that the last leaf fell.” 

 

 

 

 

 

 



Questions and Answers (10 Marks) 

 

1. The Last Leaf” is a story of hope and fighting the odds. Justify 

 

Ans: Sue and Johnsy had met in May and had become good friends instantaneously. Unfortunately, 

Johnsy fell seriously ill of pneumonia in November. She would lie in her bed without moving, just 

gazing out of the window. Sue was very worried. There was no improvement in her condition. The 

doctor came to examine her. The doctor asked Sue if there was anything worrying Johnsy. When 

she denied, the doctor told her that Johnsy had made up her mind that she was not going to get 

well. Medicines wouldn’t help her if she had lost all hope. 

Sue tried her best to make Johnsy take interest in things around her. She talked about clothes and 

fashion, but Johnsy did not respond. When Sue went to her room, she found Johnsy whispering 

something. She was counting the leaves of the ivy outside her window. She told Sue that she will 

die when the last leaf of the ivy falls. Sue rubbished her thoughts. Johnsy was so hopeless that she 

didn’t want to have food. She just wanted to look out of the window and wait for the last leaf to 

fall. 

Sue went to Mr Behrman who lived on the ground floor. He was a painter. Sue shared her worries 

with him. Even he was amused to learn such a thing and called Johnsy stupid. Sue tried to defend 

Johnsy. Behrman said that he would give her a visit. Johnsy was sleeping. It was raining very 

heavily and the leaf would fall any minute. 

The next morning, when Johnsy woke up she found the last leaf on the ivy. It was actually green 

and healthy. Johnsy was sure that the leaf would fall any minute. However, the leaf did not fall. 

Johnsy realised that she was a fool. She understood her mistake. The hopelessness had left her. She 

wanted to live. The doctor also said that he was confident of Johnsy’s recovery as she had the will 

to live. He informed that Mr Behrman was also suffering from pneumonia but he couldn’t be saved. 

Sue told Johnsy that the janitor found Mr Behrman’s clothes and shoes all wet and he was 

shivering. He had been out on the stormy night. They found a ladder and a lantern also. There were 

also some brushes and green and yellow colour. He asked Johnsy if she had ever wondered why the 

last leaf didn’t flutter. It was actually Mr Behrman’s masterpiece. He painted it in the stormy night. 

The leaf did not fall and gave Johnsy a new hope. Johnsy got a new will to live and recovered from 

her illness. 

 

 



2. What is the plot summary of "The Last Leaf"? 

 

Ans: In "The Last Leaf," two artists, Johnsy and Sue, share an apartment. Johnsy contracts 

pneumonia and loses hope, deciding to die when the last leaf on the vine outside her window falls. 

Mr. Behrman, one of their neighbors, hears about this and secretly paints a leaf on the wall outside 

the window. Since it's painted on, the leaf will never fall, ensuring that Johnsy never gives up. Mr. 

Behrman dies of pneumonia after painting outside in the cold. This beautifully inspirational tale 

deals with unselfish sacrifice - how one man was prepared to sacrifice his own well-being and use 

his talent to save the life of another. 

Two artists, Johanna (Johnsy) and Sue share an apartment in an artists' community which is soon 

invaded by a malicious disease which spreads its deadly influence, mowing down many members 

in this struggling but auspicious society. Johnsy is infected and soon gives up hope for survival. 

She pins her destiny to the survival of one last leaf on a vine which she perceives through her 

window whilst lying in bed. 

The attending physician informs Sue that Johnsy's chance for survival is limited unless she has 

something to hope for. Sue informs Mr Behrman, an old fellow artist, who is their downstairs-

neighbour, about this and he is annoyed that Johnsy has such little hope. He is aware of her wish to 

die when the last leaf falls. 

The next morning, after a vicious storm, Johnsy sees the last remaining leaf still clinging to life. 

She decides that she wants to continue living: there must be a reason that the leaf has refused to die, 

and it is a sin to want to die. Johnsy recovers from her illness. 

Sue informs her some time later that Mr Behrman had died of pneumonia and the medics had found 

a burning lamp, a ladder and a palette containing a mixture of colours similar to that of a leaf, next 

to his completely wet, collapsed body. He had contracted pneumonia and expired due to his frail 

condition. 

It becomes pertinently clear that Mr Behrman had finally painted his long-promised masterpiece -

 the leaf which saved Johnsy's life, sacrificing his in the process.   

 

 

 

 



 

Questions and Answers (4/5/6 Marks) 
 

1. Before introducing any characters, O. Henry begins "The Last Leaf" with a humorous 

anecdote about the winding streets of Greenwich Village. What purpose does this opening 

paragraph serve to the main story? 

 

Ans: At the beginning of "The Last Leaf," O. Henry describes the odd angles of Greenwich 

Village, concluding with this joke: "An artist once discovered a valuable possibility in this street. 

Suppose a collector with a bill for paints, paper and canvas should, in traversing this route, 

suddenly meet himself coming back, without a cent having been paid on account!" While the 

anecdote may appear to be irrelevant to the main story, with it O. Henry signals to the reader that 

irony will be important to the narrative. This anecdote within the greater story contains an ironic 

reversal of expectations, as the bill collector is so lost in the confusing maze he leaves having failed 

to collect the money he came for. With this joke, O. Henry establishes that Greenwich Village is a 

place in which strange and unexpected ironies may flourish, and thus primes the reader for the 

ironic death of Behrman that serves as the main story's conclusion. 

2. Sometimes people have deceptive appearances and their gruff exteriors hide a generous 

heart. Find traits in Behrman’s character to prove this point. 

Ans: Behrman was a sixty-year-old unsuccessful painter, who lived in the same building as Sue 

and Johnsy and made his living by working as a live model for the other painters in the 

building. He was a day-dreamer in regard to his artistic skills and hoped to paint a masterpiece 

someday. He was a rational person otherwise, and scoffed at superstitions. Thus he questioned 

Johnsy’s superstitious belief about dying when the last ivy leaf fell.  He was capable of extreme 

sacrifices and painted an ivy leaf on the wall in the rain because that would assuage Johnsy’s 

superstitious belief and give her the strength of spirit to want to live on. He was a quiet and 

unassuming person who did not like’ advertising his deeds and made the supreme sacrifice of 

his life by going out on a rainy night and painting the ivy leaf masterpiece that saved a human 

life. 

 



3. The story ‘The Last Leaf is a story of supreme sacrifice by an old artist. Do you agree? 

What makes a masterpiece — money value or the supreme sacrifice? 

Ans: Behrman was a poor old artist. He wanted to draw a masterpiece but he never got a 

unique idea for that. Once Johnsy, a young artist, fell ill seriously and developed a fanciful 

belief that she would die with the fall of the last leaf on the creeper outside her window. 

Behrman painted the last leaf in the stormy night. He himself got fever and fell down with 

pneumonia. He died two days after painting the leaf. 

It saved Johnsy’s life but took away the old painter’s life. It was a supreme sacrifice of the old 

artist. The last leaf painted by him became his masterpiece. It was a masterpiece not because of 

its monetary or artistic value. It was because it saved someone’s life. It was a symbol of 

sacrifice by an artist for another one. It is not the money value that makes the work great, it is 

the motive behind the work that makes it great. 

4. Describe Behrman as a person, and the way he saved Johnsy’s life. 

 
Ans: Behrman despite his rough exterior, brash manners and blusters was a man with a golden 

heart. Compassion, altruism and readiness for extreme sacrifice were the hallmarks of his 

nature. When he realized that Johnsy would cling to her life only as long as the last leaf 

remained in the creeper, he decided to outsmart the destructive power of the night storm by 

painting an identical creeper with its lone leaf. He had the painting fixed in the window to 

make Johnsy feel that the night’s storm had failed to dislodge the leaf. In the process, he saved 

a precious life, but lost his own. He succumbed to the pneumonia attack triggered by exposure 

to the rain, wind and chill of the night. The painting was, no doubt his master piece, which he 

had all along boasted about. 

Question and Answers (2Marks) 

1. Why did artists flock to the Greenwich Village?  

Ans: The houses in Greenwich Village had Dutch attics and eighteenth-century gables. These 

offered the ideal setting for budding painters. Apart from this, the rent there was affordable for 

the painters who were still struggling in their careers. 

2. What brought the doctor to the house of Sue and Johnsy?  

Ans: Pneumonia had struck Greenwich Village. Johnsy was down with the disease. Her frail body 

was unable to cope with the severity of the attack. She lay in her bed miserable, forlorn and 

delirious. Her condition was deteriorating fast. Alarmed at her friend’s plight, Sue had asked 

the doctor to come and examine Johnsy. 



3. How did Sue react to the doctor’s advice?  

Ans: The doctor’s grim warning about the Johnsy’s slim chances of survival unsettled Sue. She 

was in a dilemma thinking about the way she could make Johnsy give up her lost desire to recover. 

But, being a realistic and tenacious person, she was determined to pull her dear friend out of 

despair. She held back her anguish and began to think positive. 

 

4. What was bothering Johnsy as she lay in her sick bed?  

Ans: Pneumonia had ravaged Johnsy’s body and mind. The acute suffering robbed her of all desire 

to patiently wait out the crisis. She convinced herself that the time to depart had indeed come. She 

became obsessed with an old vine creeper that was shedding leaves one by one due to seasonal 

reasons. Quite illogically, she linked the dwindling number of vine leaves to her remaining life 

span. She concluded that the fall of the last leaf would herald the arrival of her death. Thus, she 

waited, quite foolishly, for the last leaf to fall. 

 

5. What is the main idea in the story "The Last Leaf," by O. Henry?  

Ans: The main idea of this story is that a person's attitude or thinking is what matters the most in 

life. In the story, Johnsy is dying largely because she thinks she is going to die and when she found 

some positive hope she recovered. 

 

6. How did Sue and Johnsy become roommates in "The Last Leaf?" 

Ans: Sue and Johnsy are aspiring young artists who have come to the great city of New York in 

order to earn their livings at the kind of work they both loves. Sue is from Maine and Johnsy came 

from California all the way .They wanted to share the same roof to save their earnings .They also 

happen to have similar interests: art, chicory salad, and bishop sleeves. 

 

7. In The Last Leaf by O. Henry, what makes Behrman's work a masterpiece?  

Ans: Behrman's painting of a leaf on a vine that was being destroyed by a heavy storm becomes a 

masterpiece, not only because of its accurate and realistic depiction of a leaf on a vine, but due to 

the sacrifice made by Behrman. His very realistic portrayal of a leaf is responsible for saving a 

young woman's life. 

 

Quiz 

1. Who narrates "The Last Leaf"?   (     ) 

a) AN UNNAMED FIRST-PERSON NARRATOR 

b) O. HENRY  

c) SUE 

d) AN UNNAMED THIRD-PERSON NARRATOR 

 

 

 

https://www.enotes.com/homework-help/how-did-sue-johnsy-become-roommates-last-leaf-519857
https://www.enotes.com/homework-help/last-leaf-what-makes-behrmans-work-masterpiece-566661


2. Who are the story's protagonists?     (   ) 

a) JOHNSY AND SUE 

b) BEHRMAN AND THE DOCTOR 

c) SUE AND BEHRMAN 

d) JOHNSY AND THE DOCTOR 

 

3. Which neighbourhood is the story set in?  (     ) 

a) TRIBECA 

b) GREENWICH VILLAGELONG ISLAND CITY 

c) WASHINGTON SQUARE PARK 

 

4. What city is the story set in?         (      ) 
a) BROOKLYN 

b) AMSTERDAM 

c) GREENWICH 

d) NEW YORK CITY 

 

5. What year was the story published?   (    ) 

a) 1900 

b) 1997 

c) 2001 

d) 1907 

 

6. Who wrote "The Last Leaf"?     (    ) 

a) O. HENRY 

b) SUE 

c) JOHNSY 

d) THE NARRATOR 

 

7. What does the narrator put forward as notable about Greenwich Village?   (     ) 

a) OPEN SEWERS 

b) WILD ANIMALS ROAM SIDEWALKS 

c) CONFUSING STREET LAYOUT 

d) VERY TALL BUILDINGS 

 

8. In the story, what type of person is attracted to Greenwich Village?(    ) 

a) BANKERS 

b) SOCIALITES 

c) ARTISTS 

d) NURSES 

 

9. Where is Johnsy from?  (     ) 

a) MINESOTA 

b) CALIFORNIA 

c) MAINE 

d) NEW YORK 

 

10. Where is Sue from?  (     ) 

a) MINNESOTA 

b) CALIFORNIA 

c) NEW YORK 

d) MAINE 

 

 

 



11. What does the narrator refer to the artistic enclave of Greenwich Village as?  (      ) 

a) A "MEGALOPOLIS" 

b) A "VILLAGE" 

c) A "COLONY" 

d) A "HAPPENING" 

 

12.  What DON'T Sue and Johnsy bond over when first meeting?  (    ) 

a) CHICORY SALAD 

b) ART 

c) BISHOP'S SLEEVES 

d) PEWTER MUGS 

 

13. What month do Sue and Johnsy meet?   (    ) 

a) JUNE 

b) MAY 

c) NOVEMBER 

d) JULY 

 

14. What month does Johnsy fall ill?   (     ) 

a) MAY 

b) JANUARY 

c) NOVEMBER 

d) APRIL 

 

15. What illness does Johnsy contract?   (    ) 

a) COVID-19 

b) PNEUMONIA 

c) HEART DISEASE 

d) CANCER 

 

 

Vocabulary 

Synonyms 

Synonyms are words with the same or similar meaning. e.g. Happy, joyful, elated. Learning 

synonyms and are useful to know because they improve reading and writing skills.  

Uses: 

• Knowing many synonyms for one word can help you enrich your writing. 

•     The trick is knowing to choose the right word, and you can't pick the right word unless you          

       actually know it. So you need to be familiar with many words, and know how and when to use   

       them. 

• Using synonyms makes your speech or writing richer and more “colourful”.  

• If you know different words that describe the same thing (but in a slightly different way, or  

       from a different angle), you can choose the best word (synonym) to use. 

• There are, however, some writing exercises can also help one to be proficient in writing. 

 



Ex-1: Read the sentences below and identify the synonyms 

• His Poor preparation for exam resulted in low percentage 

• The fire destroyed the facility and the explosion wrecked the building 

• The wooden bridge connects multiple routes and links many small villages 

• Knowing synonyms and antonyms can help you express yourself better and more CLEARLY. 

• That way, you are able to deliver the exact message you intend to communicate. 

Ex-2: Match the synonyms                                                           

           A                                                              B 

• Strange                                                Secure 

• Polite                                                   famous 

• Well-known                                        intentional            

• Deliberate                                           odd 

• Pleasant                                              courteous 

• Safe                                                     happy    

Antonyms 

• Antonyms are words that have contrasting, or opposite, meanings.  

• Like many other words in English language, the term "antonym" is also rooted in the Greek    

      language. The Greek word anti means opposite, while onym means name. Opposite name –  

     that makes sense! 

• By learning antonyms, you learn the logical opposites of important words, thus enhancing your  

      overall command of language. 

•  Using antonyms helps to emphasize one’s  point of view, show contrast  

• Can explain exactly what they mean. e.g.: abundant - scarce, accept - decline, refuse 

Ex-3 Fill in the blanks with suitable antonyms of the underlined words 

• Reveal the evidence you know. Do not try to --------it 

• Don’t be a follower all your life. You have the qualities of a ------- 

• I am eager to watch the movie but my sister is very---- to come 

• You can exclude some points we discussed but you must ----- the advantages and --------- of      

        studying abroad. 

• The change in the weather was not expected. It was ------  

    

 



Example of synonyms & Antonyms: 

• The callous government approach is shocking but the villagers are comforted by the kind  

        social worker 

• Small companies employ inexperienced staff whereas  Gaurav  is an experienced professional 

• Some plants grow well& flourish in the sunlight only whereas their growth is stunted in the  

        shade 

Modal Auxiliary 

Helping verbs or auxiliary verbs such as will, shall, may, might, can, could, must, ought to, should, 

would, used to, need are used in conjunction with main verbs to express shades of time and mood. 

The combination of helping verbs with main verbs creates what are called verb phrases or verb 

strings. In the following sentence, "will have been" are helping or auxiliary verbs and "studying" is 

the main verb; the whole verb string is underlined: 

 As of next August, I will have been studying chemistry for ten years. 

Students should remember that adverbs and contracted forms are not, technically, part of the verb. 

In the sentence, "He has already started." the adverb already modifies the verb, but it is not really 

part of the verb. The same is true of the 'nt in "He hasn't started yet" (the adverb not, represented by 

the contracted n't, is not part of the verb, has started). 

Shall, will and forms of have, do and be combine with main verbs to indicate time and voice. As 

auxiliaries, the verbs be, have and do can change form to indicate changes in subject and time. 

 I shall go now. 

 He had won the election. 

 They did write that novel together. 

 I am going now. 

 He was winning the election. 

 They have been writing that novel for a long time. 

Uses of Shall and Should 

Should is an auxiliary verb, a modal auxiliary verb. We use should mainly to give advice or make 

recommendations, talk about obligation or talk about probability and expectation, shall is used to 

express the simple future for first person I and we, as in "Shall we meet by the river?" 

We seldom use shall for anything other than polite questions (suggesting an element of 

permission) in the first-person: 



• "Shall we go now?" 

 

• "Shall I call a doctor for you?" 

 

(In the second sentence, many writers would use should instead, although should is somewhat 

more tentative than shall.) In the U.S., to express the future tense, the verb will is used in all other 

cases. 

Shall is often used in formal situations (legal or legalistic documents, minutes to meetings, etc.) to 

express obligation, even with third-person and second-person constructions: 

• The board of directors shall be responsible for payment to stockholders. 

 

• The college president shall report financial shortfalls to the executive director each semester." 

Should is usually replaced, nowadays, by would. It is still used, however, to mean "ought to" as in 

• You really shouldn't do that. 

 

• If you think that was amazing, you should have seen it last night. 

 

In British English and very formal American English, one is apt to hear or read should with the 

first-person pronouns in expressions of liking such as "I should prefer iced tea" and in tentative 

expressions of opinion such as 

• I should imagine they'll vote Conservative. 

 

• I should have thought so. 

Uses of Can and Could 

The modal auxiliary can is used 

 

• to express ability (in the sense of being able to do something or knowing how to do 

something): 

He can speak Spanish but he can't write it very well. 

 

• to expression permission (in the sense of being allowed or permitted to do  something): 

Can I talk to my friends in the library waiting room? (Note that can is less formal than may. Also, 

some writers will object to the use of can in this context.) 

• to express theoretical possibility: 

 

American automobile makers can make better cars if they think there's a profit in it.  

 



The modal auxiliary could is used 

• to express an ability in the past: 

 

I could always beat you at tennis when we were kids. 

 

• to express past or future permission: 

 

Could I bury my cat in your back yard? 

 

• to express present possibility: 

 

We could always spend the afternoon just sitting around talking. 

• to express possibility or ability in contingent circumstances: If he 

studied harder, he could pass this course. 

In expressing ability, can and could frequently also imply willingness: Can you help me with my 

homework? 

Can versus May 

Whether the auxiliary verb can can be used to express permission or not — "Can I leave the room 

now?" ["I don't know if you can, but you may."] — depends on the level of formality of your text 

or situation. Can for ability or power to do something, may for permission to do it. 

Uses of May and Might 

Two of the more troublesome modal auxiliaries are may and might. When used in the context of 

granting or seeking permission, might is the past tense of may. Might is considerably more 

tentative than may. 

• May I leave class early? 

 

• If I've finished all my work and I'm really quiet, might I leave early? 

 

In the context of expressing possibility, may and might are interchangeable present and future 

forms and might + have + past participle is the past form: 

• She might be my advisor next semester. 

 

• She may be my advisor next semester. 

 

• She might have advised me not to take biology. 

 

 

 



Uses of Will and Would 

Would is an auxiliary verb, a modal auxiliary verb. We use would mainly to talk about the past, 

talk about the future in the past and express the conditional mood. Will,  would be used in the 

simple future for all other persons. Using will in the first person would express determination on 

the part of the speaker, as in "We will finish this project by tonight, by golly 

Will can be used to express willingness: 

 

• I'll wash the dishes if you dry. 

 

• We're going to the movies. Will you join us? 

 

It can also express intention (especially in the first person): 

 

• I'll do my exercises later on; and 

prediction: 

• specific: The meeting will be over soon. 

 

• timeless: Humidity will ruin my hairdo. 

 

• habitual: The river will overflow its banks every spring. 

 

Would can also be used to express willingness: 

 

• Would you please take off your hat? 

 

It can also express insistence (rather rare, and with a strong stress on the word "would"): 

 

• Now you've ruined everything. You would act that way. and 

characteristic activity: 

• customary: After work, he would walk to his home in West Hartford. 

 

• typical (casual): She would cause the whole family to be late, every time. 

 

In a main clause, would can express a hypothetical meaning: 

 

• My cocker spaniel would weigh a ton if I let her eat what she wants. 

 

Finally, would can express a sense of probability: 

 

• I hear a whistle. That would be the five o'clock train. 

 

 



Uses of Used to 

The auxiliary verb construction used to is used to express an action that took place in the past, 

perhaps customarily, but now that action no longer customarily takes place: 

• We used to take long vacation trips with the whole family. 

 

There are exceptions, though. When the auxiliary is combined with another auxiliary, did, the 

past tense is carried by the new auxiliary and the "-ed" ending is dropped. This will often 

happen in the interrogative: 

• Didn't you use to go jogging every morning before breakfast? 

 

• It didn't use to be that way. 

 

Used to can also be used to convey the sense of being accustomed to or familiar with 

something: 

• The tire factory down the road really stinks, but we're used to it by now. 

 

• I like these old sneakers; I'm used to them. 

 

Uses of Have, Has and Had 

 

Forms of the verb to have are used to create tenses known as the present perfect and past 

perfect. The perfect tenses indicate that something has happened in the past; the present perfect 

indicating that something happened and might be continuing to happen, the past perfect 

indicating that something happened prior to something else happening. To have is also in 

combination with other modal verbs to express probability and possibility in the past. 

• As an affirmative statement, to have can express how certain you are that something 

happened (when combined with an appropriate modal + have + a past participle): "Georgia 

must have left already." "Clinton might have known about the gifts." "They may have voted 

already." 

• As a negative statement, a modal is combined with not + have + a past participle to express 

how certain you are that something did not happen: "Clinton might not have known about the 

gifts." "I may not have been there at the time of the crime." 

• To ask about possibility or probability in the past, a modal is combined with the subject + 



have + past participle: "Could Clinton have known about the gifts?" 

• For short answers, a modal is combined with have: "Did Clinton know about this?" "I don't 

know. He may have." "The evidence is pretty positive. He must have." 

To have (sometimes combined with to get) is used to express a logical inference: 

 

• It's been raining all week; the basement has to be flooded by now. 

 

• He hit his head on the doorway. He has got to be over seven feet tall! 

 

Have is often combined with an infinitive to form an auxiliary whose meaning is similar to 

"must." 

• I have to have a car like that! 

 

• She has to pay her own tuition at college. 

 

• He has to have been the first student to try that. 

Grammar: 

Subject-Verb agreement 

The subject of a sentence should always match the verb describing its action. This helps the 

reader to understand who or what is doing the action. Two questions here:  

    a. How to identify the subject? 

    b. How to identify the verb? 

First, identify the subject (the person or thing doing/related to the action). 

Next, the verb (the action word) in a sentence. 

Rule1: If the subject is singular, the verb describing its action should be singular. If the subject is 

plural, the verb should be plural 

  Ex: a. The result is significant.            b. The results are significant         

       a. The student does her best.         b.The students do their best. 

       a. The child becomes happier.      b.The children become happier.     

       a. The author analyses the text.    b.The authors analyse the text. 

Rule2: Compound subjects: While subject-verb agreement is easy in simple sentences, it can 

become tricky in compound and complex sentences. 



• Sometimes two or more subjects are linked to one verb. These are called compound 

subjects. To decide whether to use a singular or plural verb, consider how the subjects are linked. 

Rule3: Subjects linked with “and” & When subjects are linked with and, use a plural verb. 

Ex: -A bicycle and a pedestrian were involved in the accident.               

      -The youth and the children lead active lifestyle. 

• Exceptions: When the two nouns don’t refer to separate things but to a single entity, use a 

singular verb. 

EX:    a. Bread and jam is his breakfast   

           b. Macaroni and cheese is a delicious meal. 

Rule4: When singular subjects are linked with: or, either…or, nor, neither…nor   : use a 

singular verb. 

EX: a. Just a card or a balloon is enough.  

        b. Either the measurement or the calculation has created a problem. 

        c. Neither the design nor the plan is applied 

Rule5: Sometimes the subject is separated from the verb by such words as along with, as well 

as, besides, not, etc. These words and phrases are not part of the subject. Ignore them and use a 

singular verb when the subject is singular. 

Ex-The politician, along with the newsmen, is expected shortly. 

     -Excitement, as well as nervousness, is the cause of her shock 

Rule 6: In sentences beginning with here or there, the true subject follows the verb. 

• Examples: 

There are four hurdles to jump. 

There is a high hurdle to jump. 

Here are the keys. 

Rule 7: Use a singular verb with distances, periods of time, sums of money, etc., when 

considered as a unit. 

• Examples:  

Three miles is too far to walk. 

Five years is the maximum sentence for that offence. 

Ten dollars is a high price for that item. 



BUT:  

Ten dollars (i.e., dollar bills) were scattered on the floor. 

Rule 8: With words that indicate portions—e.g., a lot, a majority, some, all—we are guided by 

the noun after ’of ’. If the noun after of is singular, use a singular verb. If it is plural, use a plural 

verb. 

• Examples:  

A lot of the pie has disappeared. 

A lot of the pies have disappeared. 

A majority of the youth is unemployed. 

One third of the people are unemployed. 

Some of the cake is missing. 

Some of the cakes are missing. 

Noun Pronoun agreement 

The purpose of a pronoun is to take the place or refer back to a noun in a sentence. Nouns and 

pronouns should agree in number within a sentence. 

I. When writing a sentence, using the same word more than once can get repetitive. So, 

avoid repetition 

a. Margaret edited her paper because her paper was full of errors. 

b. Margaret edited her paper because it was full of errors. 

II. Subject of the sentence to determine if the pronoun should be singular or plural 

a. Each student must find his or her own note-taking strategy. 

b. Neither Bob nor Alex believed he would receive the award. 

III. When two singular subjects joined by ‘and’ It takes plural pronoun 

a. When a manager and an employee disagree, they should discuss the situation. 

b. As India and Pakistan are neighbouring countries, they should maintain cordial relations 

IV. When there are two subjects the pronoun agrees with the respective subject 



a. The professor asked the students to review their notes carefully. 

b. The employer promoted the employees based on their performance 

V. Pronoun Ambiguity: Though pronouns are useful to help writers to avoid repetition, 

they should be used carefully to keep the meaning of the sentence clear.  

a.  When Anitha and Beena joined the team members, they were scared. 

The pronoun here ("they") is unclear--to whom does it refer? Was the team scared? Were Jeff 

and Brian scared? In this example, because the pronoun "they" is ambiguous, choosing a noun 

rather than a pronoun will help with clarity. 

b.  Correction: When Anitha and Beena joined the team, the team members were scared. 

 

Exercise: I 

 For each of the following, choose the correct sentence in which the subject and verb agree each 

other and tick on it. 

1. 

  A)  Every one of the shirts has a green collar. 

  B)  Every one of the shirts have a green collar. 

2.  

  A)  This singer, along with a few others, play the harmonica on stage. 

  B)  This singer, along with a few others, plays the harmonica on stage. 

3.  

  A)  Sandals and towels are essential gear for a trip to the beach. 

  B)  Sandals and towels is essential gear for a trip to the beach. 

4.  

  A)  The president or the vice president are speaking today. 

  B)  The president or the vice president is speaking today. 

5.  

  A)  Either Cassie or Marie pays the employees this afternoon. 

  B)  

 

Either Cassie or Marie pay the employees this afternoon. 

 

Exercise: II 

 

Combine the following sentences using an appropriate form of the verb given in the brackets. 

1. Man and woman ………………… complementary to each other. 



Is / are 

2. Plenty of mangoes and bananas ………………… available in this season. 

Is / are 

3. A dictionary and an atlas …………………… missing from the library. 

Is / are 

4. The leader as well as his brothers ………………… to the same tribe. 

Belong / belongs 

5. Cats and dogs ……………….…….. not get along. 

Do / does 

6. The brothers as well as their sister …………………… ..good at their studies. 

Is / are 

 

7. The students accompanied by their teacher …………………. gone on a picnic 

Has / have 

8. A lot of houses ………………… collapsed in the storm. 

Has / have 

9. The children as well as their mother …………………. missing. 

Is / are 

10. A large sum of money ………………… stolen. 

Was / were 

Reading: 

Comprehension: 

According to Webster's Dictionary, comprehension is "the capacity for understanding 

fully; the act or action of grasping with the intellect." Reading is "to receive or take in the 

sense of, as letters or symbols, by scanning; to understand the meaning of written or 

printed matter; to learn from what one has seen or found in writing or printing. 

Identifying words on a page does not make someone a successful reader. When the words 

are understood and transcend the pages to become thoughts and ideas then you are truly 



reading. Comprehension therefore is the capacity for understanding those thoughts and 

ideas. Applying what you have read and understood becomes the successful conclusion. 

 

As an active reader, you can get an idea of what the writer is trying to communicate by: 

 
 Setting goals based on your purpose for reading 

 Previewing the text to make predictions 

 Self-questioning 

 Scanning 

 Relating new information to old 

Skills for being an effective reader and for increasing comprehension are: 

 Finding main ideas and supporting details/evidence 

 Making inferences and drawing conclusions 

 Recognizing a text's patterns of organization 

 Perceiving conceptual relationships 

 Testing your knowledge and understanding of the material through application 

 

When comprehension fails, we can use a plan that includes: 

 

 Using structural analysis and contextual clues to identify unknown vocabulary 

words (e.g., look at roots, prefixes, suffixes). If this fails, keep a dictionary close by and 

look up words you don't understand 

 Reading more critically - ask questions while you read 

 Summarizing or outlining main points and supporting details 

 Rereading the material 

 Try to explain what you've read to someone else 

 
Read the Preface & Introduction: Read the preface and introduction you'll get essential 

information for understanding the author's perspective. The preface usually provides 

information about the author's objective, the organizational plan, how it is different from 

others, and the author's background. Once you know the author's objective or goal, it's 

easier to see relationships among the facts presented. The introduction lays the 

foundation for the rest of the text in the form of overview and background information 



that will make it easier to digest information. 

 

Make More Than One Pass: Reading articles and textbooks often requires more than 

one pass. It usually takes two, three, or even more readings to grasp difficult concepts. 

Skim the table of contents, preface, headings, and conclusions. Stop and think about the 

author's intent as well the instructor's purpose in making the assignment and purpose for 

reading. 

 

Take Notes: In early readings, take the briefest of notes while reading by adding brackets 

in margins or underlining minimally. Note pages where you might want to take formal 

notes. After reading, take more extensive notes. When reading and note taking are 

complete, reread all of your notes, think about what you've read, and add more notes 

based on your reflections. Your goal is to have notes that are concise, capture the reading 

- and replace it so that you don't have to go back and reread. 

 

Don't Highlight: If you underline text, do so minimally and stay focused on the 

important details. Avoid the temptation to highlight every line. Heavy highlighting is a 

procrastination tool because usually you're marking what you should learn instead of 

focusing on learning it. 

Identifying Topics, Main Ideas and Supporting Details: Understanding the topic, the 

gist, or the larger conceptual framework of a textbook chapter, an article, a paragraph, a 

sentence or a passage is a sophisticated reading task. Being able to draw conclusions, 

evaluate, and critically interpret articles or chapters is important for overall 

comprehension in college reading. Textbook chapters, articles, paragraphs, sentences, or 

passages all have topics and main ideas. The topic is the broad, general theme or 

message. It is what some call the subject. The main idea is the "key concept" being 

expressed. Details, major and minor, support the main idea by telling how, what, when, 

where, why, how much, or how many. Locating the topic, main idea, and supporting 

details helps you understand the point(s) the writer is attempting to express. Identifying 

the relationship between these will increase your comprehension. 

 

Grasping the Main Idea: A paragraph is a group of sentences related to a particular 

topic, or central theme. Every paragraph has a key concept or main idea. The main idea is 

the most important piece of information the author wants you to know about the concept 



of that paragraph. When authors write they have an idea in mind that they are trying to 

get across. This is especially true as authors compose paragraphs. An author organizes 

each paragraph's main idea and supporting details in support of the topic or central theme, 

and each paragraph supports the paragraph preceding it. A writer will state his/her main 

idea explicitly somewhere in the paragraph. That main idea may be stated at the 

beginning of the paragraph, in the middle, or at the end. The sentence in which the main 

idea is stated is the topic sentence of that paragraph. 

Identifying the Topic: The first thing you must be able to do to get at the main idea of a 

paragraph is to identify the topic - the subject of the paragraph. Think of the paragraph as 

a wheel with the topic being the hub - the central core around which the whole wheel (or 

paragraph) spins. Your strategy for topic identification is simply to ask yourself the 

question, "What is this about?" Keep asking yourself that question as you read a 

paragraph, until the answer to your question becomes clear. Sometimes you can spot the 

topic by looking for a word or two that repeat. Usually you can state the topic in a few 

words. 

 

The bulk of an expository paragraph is made up of supporting sentences (major and 

minor details), which help to explain or prove the main idea. These sentences present 

facts, reasons, examples, definitions, comparison, contrasts, and other pertinent details. 

They are most important because they sell the main idea. 

 

Five Categories of Reading Rates: 

Careful - used to master content including details, evaluate material, outline, summarize, 

paraphrase, analyze, solve problems, memorize, evaluate literary value or read poetry. 

Normal - used to answer a specific question, note details, solve problems, read material 

of average difficulty, understand relationship of details to main ideas, appreciate beauty 

or literary style, keep up with current events, or read with the intention of later retelling 

what you have read. 

Rapid - used to review familiar material, get the main idea or central thought, retrieve 

information for short-term use, read light material for relaxation or pleasure or 

comprehend the basic plot. 

 



Scanning - the method by which you read the newspaper - used to get an overview of the 

content or to preview. 

Skimming - done a little more quickly. It is what you do when you are searching for 

something particular in the text - the way you might read a phone book or dictionary. 

Used to find a specific reference, locate new material, locate the answer to a specific 

question, get the main idea of a selection, or review. 

Knowing how to use all five reading styles is a great advantage to you because it gives 

you a wide variety of ways to handle your reading. It also gives you choices, and the 

more choices you have, the more power you have to arrange your life in satisfying 

ways... 

Strengthening Reading Comprehension: 

1. Analyse the time and place in which you are reading - If you've been reading or 

studying for several hours, mental fatigue may be the source of the problem. If you are 

reading in a place with distractions or interruptions, you may not be able to understand 

what you're reading. 

2. Rephrase each paragraph in your own words - You might need to approach 

complicated material sentence by sentence, expressing each in your own words. 

3. Read aloud sentences or sections that are particularly difficult - Reading out loud 

sometimes makes complicated material easier to understand. 

4. Reread difficult or complicated sections - At times, in fact, several readings are 

appropriate and necessary. 

5. Slow down your reading rate - On occasion, simply reading more slowly and 

carefully will provide you with the needed boost in comprehension. 

6. Turn headings into questions - Refer to these questions frequently and jot down or 

underline answers. 

7. Write a brief outline of major points - This will help you see the overall organization 

and progression of ideas. 

8. Highlight key ideas - After you've read a section, go back and think about and 

highlight what is important. Highlighting forces you to sort out what is important, and 

this sorting process builds comprehension and recall. 

9. Write notes in the margins - Explain or rephrase difficult or complicated ideas or 

sections. 



10. Determine whether you lack background knowledge - Comprehension is difficult, 

at times, and it is impossible, if you lack essential information that the writer assumes 

you have. 

 

Skim the following prospectus of a B-school quickly and answer the questions that follow. 

 

 

 

Way to success Business and Management School, Hyderabad 

Our Vision and Mission 

         Way of Success Business and Management School (WSBMS) is a premier institute 

situatedon Hyderabad – Nagpur highway. WSBMS was started in 2012 with the aim of 

providing quality education to aspiring entrepreneurs. This was started by the visionary 

educationist Late Dr G. L. N. Rao. WSBMS is recognized by AICTE, New Delhi and is 

affiliated to JNTU, Hyderabad.  

Our Campus 

 WSBMS is built on a sprawling 35-acre campus. Our institute is known for state-off-the-art 

infrastructure and lab facilities. We have fully air-conditioned classrooms and labs.  

Transport and hostel facilities 

The institute provides transport facilities to all parts of city at nominal charges. Hostel facilities 

are available for both men and women. We also have temporary stay arrangements for students 

during projects or exams.  

Teaching 

We believe in providing quality education. Therefore, we strive to keep our curriculum up-to- 

date. We have highly qualified teachers. In addition, top ranking CEOs and business people from 

reputed companies visit frequently to deliver guest lectures. 



Internships 

WSBMS believes in hands-on experience in addition to classroom learning. We organise regular 

industry visits for students. Also, we have tie-ups with top companies and our students get 

opportunities to do internships at these places and gain first-hand experience.  

Admission Criteria 

Admission to WSBMS is through CAT. A limited number of management seats are also 

available. 

How to Reach 

WSBMS is easily accessible from all parts of the city. You can take city buses from the city 

railway station and main city bus station to the institute. You can contact us on 666612345 and a 

pick-up facility is also available. 

Contact Details: 

Deputy Registrar 

Admission Section 

WSBMS, Hyderabad 

Tel: 666612345 

Questions 

1. Is the prospectus aimed at students, parents or both? 

Ans: 

2. Would you use the prospectus to? 

a. Find directions to the institute? 

b. Find out about the philosophy of the institute? 

c. find out about the course curriculum? 

3. In addition to internships, what does the ‘Internships’ section deal with? 

Ans: 

 

4. Does the prospectus give details of the transport facilities? 

Ans: 

5. You can find out about classroom facilities from this prospectus. (True or False?) 



Ans: 

6. The prospectus includes information about issues concerning ragging. (True or False?) 

Ans: 

7. Does the prospectus give information about admission criteria? 

Ans: 

               8. Does the prospectus give contact details for more information? 

Ans: 

9. Does the prospectus tell you about placement details? 

Ans: 

10. The prospectus gives you the telephone number to call if you want to be picked up for 

a visit. (True or false?) 

Ans: 

Read this passage. 

Sports in Ancient India 

Though not much has been written on sports in ancient India, there is enough evidence to infer 

that sports and games were an essential part of the culture. A L Basham, in his book The Wonder 

That was India, states that both polo and hockey, in some form, were played in ancient India. 

Boxing and wrestling were also popular, though they were not general hobbies of respectable 

young men ‘but the preserve of low professional pugilists, who performed for the amusement of 

the audience’. Archery, however, was a much-loved sport of the warrior class, and vivid 

descriptions of such contests occur in the epics. In the classical sources, there is a reference to 

gladiatorial contests at the court of Chandragupta Maurya (321 BC – 297 BC) and later in the 

medieval Deccan, when duelling became frequent. Fern Nuniz, the Portuguese traveller in the 

mid-fourteenth century, mentions in his writing that when two nobles of Vijayanagar quarrelled, 

they would fight to the death in the presence of the king and his court. Despite the doctrine of 

non-violence, animal fights remained a popular sport. Indian quail, cocks and rams were the 

animals commonly used for the fights. There are also references to fights between buffaloes and 

elephants. Another form of animal contest, which was confined to South India, was the bullfight. 

Unlike the Spanish bullfight, where the scales are heavily weighed against the bull, here the bull 

appears to have the advantage. The fights were popular among herdsmen ‘who entered the arena 



unarmed, and embraced the bull in an attempt to master it, rather like the cowpunchers of an 

American rodeo’. The bullfight was looked on as an ordeal to test the manhood of young men, 

since it is stated that the girls who wanted the performance would choose their husbands from 

amongst the successful competitors. The game of chess (shatranj) probably also evolved in this 

period. Basham states that certain board games were played with the help of dice. With time, one 

such game developed into a complex game ‘with a king-piece, and pieces of four other types, 

corresponding to the corps of the ancient Indian army – an elephant, a horse, a chariot or ship 

and four footmen’. As the game was played with pieces representing military forces and its 

strategy suggested that of campaigning armies, it was known as chaturanga or ‘four corps’. In the 

sixth century, the Persians learnt the game, and when Persia was conquered by the Arabs, it 

quickly spread all over the Middle East, under the name of shatranj. However, the most famous 

indoor sport in ancient India was gambling. The plot of the epic Mahabharata revolves around a 

gambling tournament of chausar (a game of dice), at which Yudhishthira loses his kingdom to 

his cousin Duryodhana. 

1. Now, scan the above passage carefully and find words that match these definitions. 

a. Storyline or a sequence of events - 

b. Consisting of many different parts - 

c. A painful experience - 

d. Conclude from evidence and through reasoning - 

e. Producing strong and clear images - 

f. Developed gradually - 

g. A plan of action - 

h. A boxer - 

2. Answer these questions. 

a. What was the status of boxing and wrestling in ancient India? 

Ans: 

b. What would motivate men to participate in dangerous bullfights? 

Ans: 

c. Gambling was the most popular indoor game in ancient India. True or False? 



Ans: 

d. How many of these sports have survived the test of time and are still enjoyed in India today? 

Ans: 

 

Note Making 

 

Making notes is a useful practice as it often helps to condense long chapters into short, to the 

point material, which further helps one to remember the gathered information. Note-making is a 

means to capture the key ideas of a given passage in an easily readable, logically structured 

format. The style is fairly casual and we are even allowed to use abbreviations. Thus, note-

making can be a wonderful tool to take notes in class, share notes with each other and even 

revise for an exam. 

How to Make Notes 

1. Read the passage carefully and understand the main/general meaning of the passage. You 

must comprehend the theme and subject of the passage. 

2. Once you know what the passage is all about, mark the main components or sub parts of the 

passage. Look for details, points, opinions or conclusions drawn from the passage. Make sure, no 

important point is missed out. 

3. Give your notes a title, make sure it’s short and crisp. It should be based on the central idea 

of the passage. 

4. Next, frame, main headings and subheadings to put across crucial components given in the 

passage.   It should be the main idea of the passage presented in bullets or numbered points. 

5. In case, the subheadings can be further provided with important details, write them in points 

specifically under the subheading to which it belongs. 

6. Do not write full sentences; use abbreviations whenever necessary. 

7. Use proper indentation to present the notes. Sub-sections are written a little further from the 

main heading; be consistent while numbering. 

 

How to Use Abbreviations and Symbols 

While making notes, using abbreviations and symbols help in saving time and space. There are 

different ways to abbreviate long or complicated words: 

 Using the initials of two or more words e.g., United Nations – U.N., etc. 



 Using the first few letters of the words e.g., construction – Const., abbreviation – abbr., etc. 

 Universally recognised abbreviations e.g., Opposite – Opp., government – govt., department 

– dept., etcetera – etc., that is – i.e., etc. 

 Removing the vowels e.g., reading – rdng, books- bks, shopping – shppng, etc. 

 Universally recognised symbols e.g.,\ Therefore, Q because, > greater, larger, < less, 

smaller, ↓ falling, decrease,↑ rising, increase 

 

Characteristics of good notes 

1. Short and Compact: Good notes must be short and compact. 

2. Complete Information: They must contain all the important information. 

3. Logical: They must be presented in a logical way. 

4. Understandable: They should be understandable when consulted at a later stage. 

Mechanics of note making 

While making notes we follow certain standard practices. These may be listed as follows: 

(a) Heading and Sub-headings 

(b) Abbreviation and Symbols 

(c) Note-form 

(d) Numbering and Indentation 

Indenting, i.e. shifting from the margin, has been used to clearly indicate subheadings, points and 

subpoints. Subheadings, though separated by points, occur below one another. Similarly, points 

and subpoints should also come below one another. Such use of indenting gives the notes a 

visual character. At a glance, one can see the main idea and its various aspects. 

(ii) Numbering-One can follow any system but he should be consistent, that is, he should follow 

the same system throughout. Some examples are given below. 

Note Making Format –I 

 

Title 
 Heading 1 

1. Supporting points 1 

2. Supporting points 2 

3. Supporting points 3 

 Heading 2 



1. Supporting points 1 

2. Supporting points 2 

3. Supporting points 3 

 Heading 3 

1. Supporting points 1 

2. Supporting points 2 

3. Supporting points 3 

 Heading 4 

1. Supporting points 1 

2. Supporting points 2 

3. Supporting points 3 

 

Note Making Format –II 

 

 
 

Make notes on the following passage in any suitable format using recognizable abbreviations 

wherever necessary. Assign a suitable heading to the passage.  

 

EXERCISE YOUR WAY TO A HEALTHY HEART 

The epidemic of heart attacks has been attaining alarming proportion in recent times causing 

grave concern specially to the medical fraternity.To contain and control the increasing death and 

disability from heart attacks and to focus on public awareness and their involvement at global 

level, the World Health Organisation (WHO) and the World Heart Federation observed 

September 24th as the World Heart Day. What causes heart attacks? Dr H.S. Wasir, Chief 

Cardiologist and Medical Director, Batra Hospital and Medical Research Centre lists four main 

habits which adversely affect the heart health. These are lack of physical exercise, wrong eating 

habits, cigarette smoking and excessive alcohol consumption, and stressful lifestyle. The 



importance of physical exercise in minimising the incidence of heart attacks cannot be 

underestimated. “Physical exercise,” says Dr Wasir, “plays a major role in achieving a long and 

healthy life in general and prevention of heart attacks in particular.” There are several studies 

showing that physically active people have higher longevity than those sedentary or physically 

inactive. In fact, the review of modern medical literature sums up the role of physical activity in 

health as ‘Regular physical exercise adds not only years to life but also life to years’. It is the 

experience of many modern day physicians that some patients of angina (chest pain or 

discomfort on physical or mental exertion or after meals) do get relief with regularly done 

physical exercise. What type of physical exercise and how much, one may ask. It is the isotonic 

(dynamic) exercise that is beneficial for the heart and not the isometric (static) exercise which 

should be avoided by heart patients. Weight lifting, carrying heavy suitcases while travelling, 

pushing a car are some of the examples of isometric exercises. Examples of the beneficial type of 

physical activity (dynamic exercise) are brisk walking, swimming, golf without power carts, 

badminton and tennis (doubles for those with old heart attacks but fully recovered, to be started 

only after physician’s advice). Walking is the best mode of doing regular physical exercise 

which requires no equipment, money, material or membership of a club! 30 to 60 minutes brisk 

walk even on alternate day has been proven to be beneficial. Stationary cycling or walking on a 

treadmill at home are the other alternatives. Walking up the stairs instead of using a lift if going 

up to three or four floors or getting off the lift two or three floors before the destination and 

walking up the rest through stairs. Going up several floors in a overcrowded lift with limited 

fresh air to be shared by so many may also prove unhealthy. Park a little away from the work 

place and walk that healthy distance. Best time for brisk walks would be the early mornings 

before the traffic flow picks up and walking in the parks with thick plantation. Jogging on the 

roads with heavy traffic should be avoided as you will be inhaling air polluted with the toxins 

from vehicular exhaust such as dioxides of sulphur and nitrogen.“Before starting any physical 

exercise programmes for the first time, one must get fully evaluated by a cardiologist so as to 

avoid any harm being done by exercise if there is serious underlying heart disease needing 

treatment,” warns Dr Wasir. 

Answer: 

Title: Having a Healthy Heart 

Notes: 



1. World Heart Day. 24 Sept. 

(a) to control death & disability 

(b) to increase awareness 

2. Causes of Heart Attacks 

(a) lack of phy’l exercise 

(b) wrong eating habits 

(c) smoking & alcohol 

(d) stressful lifestyle 

3. Role of Physical Excse. 

(a) prevents hrt attacks—longer life 

(b) isotonic-beneficial; isometric—harmful 

(c) walking: best excse. 

(i) 30 to 60 mts. brisk walk 

(ii) no equipment, money, mat’l or membership of club 

(iii) early morning: ideal for walking 

(d) Other beneficial excses 

(i) stay cycling 

(ii) swimming 

(iii) walk’g on treadmill 

4. Consult cardiologist before beginning an excse progrme. 

Task 

Take a particular section from any of your text book and prepare notes in the above method 

 

Precis Writing 

A precis is a summary or the gist of the main ideas of a written matter. Thus, precis writing 

means summarising. It is an exercise in concentration, comprehension and condensation. In order 

to make a summary of an article, a speech or a story, one has to read it carefully and grasp its 

meaning.  

Two golden rules for writing Precis 



1) Precision - Keep your precis accurate. Never include information that is not the part of the 

paragraph. You can't conclude anything of your own. You are supposed to rewrite the 

paragraph in less number of words. 

2) Brevity - Avoid unnecessary words and sentences that don't help the precis to convey the 

message. Try to make long sentences shorter. 

Steps:- 

Read the paragraph and count the words 

Write important points and link them 

Start writing the paragraph and review them 

While writing, don't go back and read paragraph again 

Edit and modify 

Tips for writing precis 

1. Number of words in precis should be 1/3 of the actual paragraph 

2. Don't change the central idea of the paragraph 

3. Retain the keywords of the paragraph 

4. Don't waste your time in counting words, instead count lines. 

5. Your precis should be completed in one paragraph only 

6. Avoid weak sentences 

 

Common mistakes 

Don't give your personal opinion 

Don't use any idiom of your own 

Never conclude anything of your own 

Never assume anything 

Sample Passage: 

There is an enemy beneath our feet - an enemy more deadly for his complete impartiality. He 

recognizes no national boundaries, no political parties. Everyone in the world is threatened by 



him. The enemy is the earth itself. When an earthquake strikes, the world trembles. The power of 

a quake is greater than anything man himself can produce. But today scientists are directing a 

great deal of their effort into finding some way of combating earthquakes, and it is possible that 

at some time in the near future mankind will have discovered a means of protecting itself from 

earthquakes. An earthquake strikes without warning. When it does, its power is immense. If it 

strikes a modern city, the damage it causes is as great as if it has struck a primitive village. Gas 

mains burst, explosions are caused and fires are started. Underground railways are wrecked. 

Buildings collapse, bridges fall, dams burst, gaping crevices appear in busy streets. If the quake 

strikes at sea, huge tidal waves sweep inland. If it strikes in mountain regions, avalanches roar 

down into the valley. Consider the terrifying statistics from the past 1755: Lisbon, capital of 

Portugal - the city destroyed entirely and 450 killed. 1970: Peru: 50,000 killed. In 1968 an 

earthquake struck Alaska. As this is a relatively unpopulated part, only a few people were killed. 

But it is likely that this was one of the most powerful quakes ever to have hit the world. 

Geologists estimate that during the tremors, the whole of the state moved over 80 feet farther 

west into the Pacific Ocean. Imagine the power of something that can move an entire 

subcontinent! This is the problem that the scientists face. They are dealing with forces so 

immense that man cannot hope to resist them. All that can be done is to try to pinpoint just where 

the earthquake will strike and work from there. At least some precautionary measures can then 

be taken to save lives and some of the property. (330 Words) 

Based on the above paragraph, we-arrive at the following theme sentences for the four 

paragraphs:  

Earthquake - the deadly enemy of mankind. 

Damage caused by an earthquake in general. 

Damage caused by an earthquake-in particular, 

What can the scientists do? 

 

The above four theme sentences can be developed into the following outline: 

Earthquake - the deadly enemy of mankind. 

Earthquake strikes all without a distinction of national boundary or political affiliation. 



The power of a quake is greater than that of a man-made weapon of destruction. 

Scientists are trying to find out means to combat earthquakes; they will find some way to protect 

themselves from earthquakes. 

Damage caused by an earthquake in general: 

Strikes without warning. 

Modern city when struck reduced to a primitive village. 

Damage caused by an earthquake in particular. 

Quake strikes plains, seas and mountains causing all round destruction. 

In 1755, Lisbon destroyed, 450 killed. 

In 1970, Peru struck, 50,000 killed. 

What can the scientists do? 

In 1968, Alaska hit, subcontinent moved 80 feet into the Pacific Ocean. 

Scientists cannot resist the powerful earthquake. 

They can predict the place of origin of the quake so that precaution can be taken to save man & 

property. 

Based on the above outline, we can make the following rough draft: 

Earthquake- The Great Destroyer 

Earthquake is the deadly enemy of mankind. Earthquake strikes all without a distinction of 

nationality or political affiliation. The power of a quake is greater than that of any man-made 

weapon of destruction. An earthquake strikes mankind without a warning. A modern city when 

struck is reduced to a rubble. A quake strikes plains, seas and mountains causing all round 

destruction. The quake struck Lisbon in 1755 killing 450; Peru in 1970 killing 50,000; Alaska in 

1968 moving it 80 feet into the Pacific Ocean. Scientists are trying to find out means to combat 

earthquakes and they are able to predict at least where the earthquake will hit so that precaution 

can be taken to save man and property from destruction. As the number of words in the rough 

draft is more than required we shall have to reduce it further without reducing the ideas. 



The final draft would look as follows: 

Earthquake - The Great Destroyer 

Earthquake is the mankind's deadly enemy. Earthquake strikes all without a distinction of 

nationality or political affiliation. The power of a quake is greater than that of any man-made 

weapon of destruction. An earthquake strikes mankind without a warning. A modern city when 

struck is reduced -to a nibble. A quake strikes plains, seas and mountains causing all round 

destruction. The quake struck Lisbon in 1755 killing 450; Peru in 1970 killing 50,000; Alaska in 

1968 moving it 80 feet into the Pacific Ocean. Scientists are trying to find out means to combat 

earthquakes, to predict the origin of the quake so that precaution can be taken to save man and 

property from destruction. (115 words) 

Exercise: 1 

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 

like in his thoughts and feelings to a degree that we can hardly imagine. The individual is what 

he 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. (192 words) 

Exercise: 2 

The food habits of birds make them especially valuable to agriculture. Because birds have higher 

body temperatures, more rapid digestion, and greater energy than most other animals. They 

require more food. Nestling birds make extremely rapid growth, requiring huge amounts of food. 

They usually consume as much or more than their own weight in soft-bodied insects every day. 

Young robins have been observed to gain eight times their original weight the first eight days of 



their life. Insect-eating birds must fill their stomachs five to six times daily because they digest 

their food so fast because of the large amount of indigestible material in insects. One young 

robin, weighing three ounces, consumes 165 cutworms weighing 51 ⁄2 ounces in one day. If a 

10-pound baby eat at the same rate, he would eat 181 ⁄3 pounds of food in a day. Of course, birds 

cannot control insects completely, but they are of great value. By using soil and water-

conserving practices, farmers and ranchers can probably double the population of helpful birds. 

Field and farmstead windbreaks, living fences, shrub buffers, grass waterways, and farm ponds 

are only a few of the many land-use practices useful in attracting and increasing beneficial forms 

of wildlife. 

Task 

Prepare précis for the above passages. 

Writing an Abstract 

What is an Abstract? 

An abstract is a short summary of a longer work (such as a dissertation or research paper). 

The abstract concisely reports the aims and outcomes of your research so that readers know 

exactly what the paper is about. 

The abstract is perhaps the most important section of your manuscript for several reasons. First, 

the abstract is the first section that is read by journal editors when deciding whether to send your 

manuscript for review. Similarly, once your work is published, it is the first section that is 

examined by readers; in many cases, it is the only section of the manuscript that they will ever 

read. This is in part because most literature databases index only abstracts, and access to full-text 

articles is often restricted. In this way, the abstract emerges as a tool to communicate your 

research succinctly while highlighting its most important facets.  

The following are guidelines to write an effective abstract. 

Write the paper first 

Some authors will tell you that you should write the abstract as soon as your research is 

complete. However, it is likely that your project has been spread out over months or even years; 

thus, the full picture of what you have accomplished may not be fresh in your mind. Writing the 

paper first solves this problem, effectively refreshing your memory as you condense all of the 

aspects of your work into a single document. The manuscript can then be used as a guide to write 

the abstract, which serves as a concise summary of your research. 



If you are having a hard time figuring out where to start, consider going through your paper and 

highlighting the most important sentences in each section (introduction, methods, results, and 

discussion/conclusions). Then, use these sentences as an outline to write your abstract. At this 

point, it is also important to check your target journal’s style guide to examine their abstract 

guidelines. For example, some journals require a structured abstract with discrete sections, and 

most journals impose a strict word count limit. 

Provide introductory background information that leads into a statement of your aim 

The first section of your abstract is valuable. These 1-3 sentences must inform the reader about 

why you have undertaken this research.  

For example, “The importance of epistasis—non-additive interactions between alleles—in 

shaping population fitness has long been a controversial topic, hampered in part by lack of 

empirical evidence” is an excellent example of an introductory sentence that both states the main 

topic (the role of epistasis in shaping population fitness) and describes the problem (the lack of 

empirical evidence in this area). Thus, it immediately grabs the attention of the reader. The next 

sentence might go on to describe what information is lacking in the field or what previous 

researchers have done to try to address the problem. 

Such statements can lead naturally into a statement of how your research uniquely addresses the 

issue. Use of introductory phrases such as “Here, we aimed to…” or “Here, we demonstrate 

that…” indicates to the reader that you are stating the aim or purpose of your work. 

 

Briefly describe your methodology 

The methods section of your abstract is your chance to summarize the basic design of your study. 

Excessive detail is unnecessary; however, you should briefly state the key techniques used.  

Clearly describe the most important findings of your study 

Just as the abstract may be the most important part of your paper, the results subsection is likely 

the most important part of your abstract. This is because the main reason that people are reading 

your abstract is to learn about your findings. Therefore, the results subsection should be the 

longest part of your abstract, and you should try to maximize the amount of detail you include 

here. 

State the conclusion concisely and avoid overstatements 

The last 1-2 sentences of your abstract should be devoted to the overall take-home message of 

your study: your conclusions. A good way to begin this section is with phrases such as “Our 



study revealed that…” or “Overall, we conclude that…” Then, state your main finding as 

concisely as possible. If you have other interesting secondary findings, these can be mentioned 

as well. Finally, consider including a sentence that states the theoretical or practical implications 

of your work and/or describes how your work has advanced the field. This will help readers to 

more clearly understand the importance of your findings. 

As mentioned earlier, many readers who are unable to access the full text of your manuscript will 

read only your abstract, and without access to your data, they will have to take your conclusions 

at face value. For this reason, it is very important not to overstate your conclusions in your 

abstract so as not to mislead your readers. 

Things to avoid in an abstract   

The abstract is meant to be a summary of your research; as such, it usually carries a strict word 

count limit. Combining all of the most important aspects of your work into a paragraph of 250 

words or less can be a challenging task. However, knowing what to avoid when writing the 

abstract can make the job a little easier. 

For example, the abstract should not contain: 

 Lengthy background information (readers peruse your abstract to learn about your current 

work, not  

        the previous work of other researchers) 

 Citations 

 Details about routine laboratory procedures 

 Details about the statistical methods or software used (unless this is the focus of your study) 

 Undefined abbreviations or acronyms (most journals will provide a list of common 

abbreviations/acronyms that do not need to be defined; some journals do not allow the use of 

abbreviations/acronyms in the abstract) 

 Results or interpretations that are not discussed in the text 

Once you have completed the abstract, it is important to check that all of the information you 

have included here agrees with the information in the main body of your paper. After working on 

it for so long, it can sometimes be difficult to objectively evaluate whether your abstract is clear, 

especially because you are likely to be very familiar with the conventions within your discipline. 

Consider giving your abstract to a person working in a separate discipline and ask him or her to 

read it. Ask that person whether the study is clear based solely on the abstract. This can help you 



to determine which areas of the abstract will require revisions, either to clarify your meaning or 

to better highlight your major findings. 

Model Abstract  

Communication is regarded as the most basic skill that a person has had since he first fell into 

the womb. From this point of view, communication is a product of human being's survival. It is 

also a phenomenon that is easily affected by all sorts of developments and changes that have 

taken place in the way of being. In other words, communication-specific human patients 

(Oskay'ın, 1999).  Social Human beings can live in harmony and cooperation with other people 

through communication. It is also possible for a person, who is an individual entity, to have a 

similarity to this assessment made in relation to communication skills for institutions with a legal 

personality. Communication is a product of the ways in which corporations, such as human 

beings, are a legal personality, maintain their assets. In addition, changes in the way 

communications institutions maintain their assets and changes that are easily. It is a fact. That is 

to say is that not only people recently for communication; Has become a vital fact for institutions 

as well. Especially in recent years, the differentiation in the habits of doing business of 

institutions has made the importance of communication skills and corporate communication 

management efforts for corporations with legal personality undeniable. Communication is our 

most basic skill, but at the same time it hurts us, and the skill that makes us most upset is again 

our communication skills. Everyone sees himself as the best communicator and expects the 

opposite to be himself. In other words, everyone accepts his own merit as virtue and finds people 

who are not like him "wrong"; They always think that they do wrong and they cannot tell 

themselves. Taking this nature into consideration, it is easy to think that it is a miracle to agree 

on relationships in homes and businesses.  

Communication is a two-step process; If we take the first step in order to understand the person 

on our side, it can happen that the miracle that is thought to be difficult to realize, in other words. 

Communication, understanding begins. 

For full paper refer: 

https://www.researchgate.net/publication/331745017_EFFECTIVE_COMMUNICATION_TECHNIQUE

S 

Task 

Choose a passage of about 500 words from one of your textbooks and write an abstract 

(50words) 

 



 

 

Describing objects, places and events 

Introduction 

In describing a place, object or even a process, it is necessary to give a clear, brief impersonal 

picture of process, object, or a person to a listener/ reader. This exercise is meant to make you 

aware of various steps, methodologies and nuances adapted in this task. When describing a 

person physically in front of you, the non-verbal aspect can be relied upon like the hand 

movement, eye contact, facial expressions and so on. However, while describing over a phone or 

while writing you need to completely depend on the choice of words. 

There are three important features of description in terms of language. They are brevity, clarity, 

and factual correctness 

Describing an object: It is often necessary for us to know to describe objects that we have seen. 

To give an effective description you must have an eye for details. You must be a good observer. 

For instance, imagine that you have been a witness to a hit-and-run accident and are being asked 

to describe the vehicle involved. How would you describe it? What would be the key factors to 

include? The make of the vehicle, the colour, the number etc. Your ability to describe the vehicle 

would depend on several things- memory, your power of observation, your ability to use the 

right vocabulary and so on. 

When describing an object, we speak about the following 

Appearance, parts, function, sharp, round, triangular high, low, long circular, conical, Angular, 

vertical, irregular, oval, square, plain, rough, glittery, smooth, rough, coarse. 

Task  

Describe any one of the following 

1. A fitness band 

2. A refrigerator 

3. An ATM 

4. Your mobile 

5. Motorbike of your choice 

 



Task  

Read the description of the structure seen in the image. Mark which of the aspects is described in 

each line. 

This is the Lingaraja Temple of Bhubaneshwar. It is made of sandstone. The tallest spire is in the 

shape of an elongated dome. The structure next to this dome is pyramid shaped ad has horizontal 

layers of sandstone. Study pillars support the triangular, temple-like roof of this structure. The 

outer walls of the structure are covered in sculptures of animals and humans. 

 

 

Task  

In pairs, think of other details that you can add to the description by just looking at the image 

from the previous task. 

While describing structures, you would need to know the right word for their shapes and parts. 

Here is some vocabulary to get you started. 

Turrets: a small tower at an angle of a building 

Rampart: a broad wall surrounding a building to protect it. 

Bastion: a projection coming out from a rampart, usually used by guards to aim gunfire 

Pavilion: a light, usually open building used for concert and ceremonies 

Courtyard: a place enclosed by four walls and open to the sky 

Corridor: a passage joining different parts of a building 

Dome: a roof shaped like a part of a sphere 

Task 

Look at the image carefully. Describe this structure in about five lines. 

 



 

Describing places 

A good descriptive writing about a place helps us ‘see’ the place even if we might not be able to 

go there ourselves .It does so through the use of powerful sensory images. A good description 

can create a positive or a negative impression of a place. The starting point for a good 

description of a place is ‘close observation’. Pay attention to every minute aspect-where the 

place is, what the buildings or other structures there look like, what the star attractions are, what 

makes that place special , what makes that place disgusting etc. Include visual (what you see), 

auditory (what you hear), olfactory (what you smell) and gustatory (what you taste) images. Here 

is a sample description of a place: The sound of children riding on a Ferris wheel and screaming 

in excitement is what caught our attention first, as we were still approaching the fair grounds. 

We were just about buying our tickets and beginning to appreciate the riot of colours at the 

entrance with display boards, balloons, festoons and banners, when a ten-foot man appeared at 

the gates to welcome us! Well, with his tall clown hat, he appeared much taller. He bent down a 

little from his stilts to shake hands with us. 

Facing the entrance, at about a couple of feet, was the cotton-candy machine whirling away and 

producing one of the most attractive eats at the fair. This stall had a long line of kids and adults 

impatiently waiting in line for their turn to feel the cotton-candy quickly melt in their mouth, 

leaving a sweetness to enjoy until the next munch! This is a beautiful description of a fair, which 

includes images of sight (e.g. ’beginning to appreciate the riot of colours…..with display boards, 

balloons, festoons and banners’), sound(e.g. ’The sound of children riding on a Ferris wheel and 

screaming in excitement’)and taste(e.g. ‘feel the cotton-candy quickly melt in their mouth, 

leaving a sweetness to enjoy until the next munch’). 

Task 

Choose one of the following and write a descriptive paragraph in about 250-300 words. 

1. My college canteen at lunch time. 

2. The best place I have visited so far. 



3. The dirtiest place I have seen so far. 

4. My hometown - what makes it the best place. 

Describing events 

Some events are so important, interesting or inspiring, that you may need to describe them to 

others. You may describe an event which is over (e.g. Olympic Games). Here the aim may just 

be delineating what happens/happened in a chronological sequence. It may also communicate the 

narrator's moral, cultural and political perspectives or serve as a reflection on human nature. The 

narrator may be a direct part of the experience and talk about it through the first person point of 

view or he/she may only be an observer and use the third person point of view. In academic 

contents, the task usually requires you to describe an event of some significance from your 

personal life and reflect on it. Let's look at one such description. Soon after my dad finished 

school, he with a few of his classmates ran a soup kitchen in the low-income section of our town. 

They ran this form the vacant family home of one of their classmates. The poor would just come, 

have a nice hot meal and leave. Soon it became popular and the crowd began to grow. It was of 

course a very satisfying feeling. One day the realised a fallout of the generous work they were 

doing. Since the guests who came to the soup kitchen were not required to contribute in anyway, 

not even by cleaning up, a lot of people were coming for a free meal. This led to several of the 

local restaurants running into losses as they were losing their customers. My dad and his 

classmates quickly changed their policy a bit: people who came to the soup kitchen would now 

to be required to help clean up each day. Believe it, this helped tom retain only the needy ones.  

This describes how an action can have unintended consequences. The narrator describes a soup 

kitchen started by his father and his schoolmates with good intentions, but which had some 

unexpected results. It made the schoolmates reflect on their philosophy and modify their 

perspectives on life. While describing an event, action plays a central role. If a mundane event, it 

may not interest your readers. So choose an event of some significance. For instance, the first 

time when you were called onto the stage for receiving an award, the first tie you spoke in front 

of huge audience, the day when your results were out and show your parents responded to it, 

your first interview situation etc.. Identify the key events and build your deprecation around 

them. An easy way to construct a good description of an event is to answer the five Ws-What, 

who, where, when and why. Let's look at them in detail. 

1. WHAT- clearly state which event you are talking about. 

2. WHO- name main people/ participants in the event. 

3. WHERE- describes the setting for the event. 

4. WHEN- give details of year/ time of the event. 



5. WHY- explains the significance of the event. 

Verbs to describe events: glittery, dull, brilliant, august, sober, fabulous, fantastic, wonderful, 

quite, pretty, noisy, flashy, enormous, grand, gala, splendid, splendorous, simple, monotonous, 

melancholic, superb….. 

Task 

Choose any one the following and write a description in about 300 words. 

1. My first day in the college. 

2. The incident which made me realise one of my hidden potentials. 

3. The incident which made me change my views about parents/a friend/a teacher. 

4. Kumbhmela. 

5. Republic Day parade in New Delhi. 

Classifying 

In writing, the skill of classifying information is useful to deal with large complex topics. Here, 

we break a topic into categories according to some specific principles, present the distinctive 

features of each category and show how these categories vary from each other. A classification 

essay takes a group of things and breaks it down in one of the three ways: 

1. Parts-the topic is broken down into its component parts (e.g. The three most important parts of 

a car are the engine, the clutch transmission and the safety systems). 

2. Types-the topic is broken down into its main kinds (e.g. The three main types of cars on the 

road in India today are hatchbacks, SUVs, and sedans.) 

3. Characteristics-the essay describes significant features or characteristics of the subject (e.g. the 

perceptions about beauty in an essay on fashion trends followed across the globe.) 

Before writing, it is necessary to decide on the classification criteria. The criteria must be 

discriminating and the emerging classes should be non-overlapping. A note of caution-do not 

make categories (e.g. on the basis of race, caste and community) that might be offensive. 

Here is part of a classification essay. View it as a sample of features discussed above. 



It is known that life on earth is diverse. Wherever we find water, there is a high probability of 

life there. Of course, temperature is an important factor in this. Growth and metabolism take 

place between the temperatures of 122 and -18 degrees Celsius. 

Using the above constraints of live, an astrobiology group at The Technical University in Berlin 

has devised a system of planetary Environment Types (PETs). The classification scheme 

provides three main types of water environment: PET O, PET II. Based on the type of water 

present, this water environment is further sub-grouped into the following: 

Atmospheric water: cloud, rain (A) 

Surface water: oceans, morning dew (S) 

Subsurface water: ground water (G) 

By this classification, a planet classified as PET O would have no surface water. However, Mars 

for example would be classified as PET O-G and Venus PET O-A. By this classification, one 

cannot rule out the possibility of both Mars and Venus hosting life. 

This essay classifies planets into three main categories viz. PET O, I, and II and three sub 

groupings viz. Atmospheric water: cloud, rain (A), Surface water: oceans, morning dew (S), 

Subsurface water: ground water (G), on the basis of availability of water and the form of water 

present. 

 

 

 

 

 

 

 

 

                                                                          

 



                                                                        UNIT III 

                                                             Blue Jeans 

Questions & Answers (2 marks) 

1. What is the history of Denim cloth? 

Ans. Denim cloth itself has an unusual history. The name comes from serge de Nimes, or the 

serge of Nimes, France. Originally, it was strong material made from wool. By the 1700s, it was 

made from wool and cotton. Only later it was made solely from cotton.  

 

2. What was the purpose of denim in its early years? 

Ans. Originally, it was used to make sails, but eventually, some innovative Genovese sailors 

thought it fit that such fine, strong material would make great pants. 

 

3. What is the colour used in jeans? 

Ans. Indigo is the colour used in making Jeans. It is imported from India until the twentieth 

century, when synthetic indigo was developed to replace the natural dye. 

 

4. How is denim dyed? 

Ans. Denim is usually dyed with chemically synthesized indigo before being woven. Large balls 

of yarn, called ball warps, are dipped in the indigo mixture several times so that the dye covers 

the yarn in layers. These many layers of indigo dye explain why blue jeans fade slightly with 

each wash. 

 

5. What are slivers? 

Ans.The cotton which is removed from tightly packed bales and inspected before undergoing a 

process known as carding. In this process, the cotton is put through machines that contain 

brushes with bent wire teeth. These brushes—called cards —clean, disentangle, straighten and 

gather together the cotton fibers. These fibers are called as slivers. 

 

6. What are the steps in manufacturing the denim fabric? 

Ans. In order to manufacture trousers, first the fabric has to be prepared. This is done in three 

stages: 

i)preparing the cotton yarn 

ii) dyeing the yarn 



iii)weaving the yarn   

 

7. What is a loom? 

Ans. A loom is a device used to weave cloth and tapestry. The basic purpose of any loom is to 

hold the warp threads under tension to facilitate the interweaving of the weft     

threads. 

8. How did the blue jeans get its name ‘Levis’? 

Ans. The blue jeans in the present form did not come about until the middle of the nineteenth 

century. Levi Strauss, an enterprising immigrant who happened to have a few bolts of blue 

denim cloth on hand, recognized a need for strong work pants in the mining communities of 

California. He first designed and marketed "Levi's" in 1850, and they have stayed essentially the 

same ever since; there have been only minor alterations to the original design. 

 

9. What are various raw materials used in making of the Blue Jeans? 

Ans. The raw materials used in making of the blue jeans are: 

a. Cotton 

b. Synthetic indigo 

c. The belt loops, waist bands, back panel, pockets, leggings 

d. Rivets made of copper 

e. Zipper, snaps and buttons made of steel 

f.     Designer’s labels made of leather, cloth, embroidered on with cotton thread. 

 

10. What is the difference between pre-washing and stonewashing? 

Ans. Jeans are pre-washed and/or stonewashed to alter the appearance or texture of the finished 

jeans. Pre-washing involves washing the jeans in industrial detergent for a short time to soften 

the denim. Stonewashing also means washing the jeans, but pumice is added to the load, 

resulting in a faded appearance. Small stones produce an even abrasion, while large stones 

highlights the seams and pockets and produce a more uneven appearance. 

Questions & Answers (4/5/6 marks) 

1. What is the process of weaving in the blue jeans? 



Ans: The yarn is woven on large mechanical looms. Denim is not 100 percent blue, as the blue 

dyed threads forming the warp (long, vertical threads) are combined with white threads forming 

the weft (shorter, horizontal threads). Because denim is woven with the blue threads packed 

closer together than the white threads and with the blue threads covering three out of four white 

threads, the blue threads dominate. Although mechanized looms make use of the same basic 

weaving procedure as a simple hand loom, they are much larger and faster.  

At this point, the denim is ready for finishing.  The cloth is brushed to remove loose threads and 

lint, and the denim is usually skewed in a way that will prevent it from twisting when it is made 

into clothing. The denim may then be sanforized, or pre-shrunk. Pre-shrunk denim should shrink 

no more than three percent after three washings. 

 

2. Explain the role of quality control in the making of the jeans? 

Ans:Blue jeans are inspected after they are completed. If a problem can be corrected, the jeans 

are sent back for re-sewing. The pair is then inspected again and passed. The buttons are 

inspected to ensure that they and the buttonholes are of the proper size; the snaps, metal buttons, 

and rivets are checked for durability and their ability to withstand rust. The zippers must be 

strong enough to with-stand the greater pressures of heavy cloth, and their teeth durability must 

be checked as well. This is done by subjecting a sample zipper to a lifetime of openings and 

closings. 

 

Questions & Answers (10 marks) 

1. Describe in detail the manufacturing process of the denim cloth? 

Ans: In order to manufacture trousers, first the fabric has to be prepared. This is done in three 

stages:  

i) Preparing the cotton yarn 

ii) Dyeing the yarn 

iii) Weaving the yarn 

 

i) Preparing the cotton yarn 

There are several steps between ginned cotton (cotton after it has been picked from fields and 

processed) and cotton yarn. The incoming cotton is removed from tightly packed bales and 

inspected before undergoing a process known as carding. In this process, the cotton is put 

through machines that contain brushes with bent wire teeth. These brushes—called cards —



clean, disentangle, straighten, and gather together the cotton fibers. At this point the fibers are 

called as slivers. 

Other machines join several slivers together, and these slivers are then pulled and twisted, which 

serves to make the threads stronger. Next, these ropes are put on spinning machines that further 

twist and stretch the fibers to form yarn. 

ii) Dyeing the yarn 

Some cloths are woven and then dyed but denim is usually dyed with chemically synthesized 

indigo before being woven. Large balls of yarn, called ball warps, are dipped in the indigo 

mixture several times so that the dye covers the yarn in layers. (These many layers of indigo dye 

explain why blue jeans fade slightly with each washing.) Although the exact chemicals used in 

such dyeing procedures remain trade secrets, it is known that a small amount of sulphur is often 

used to stabilize the top or bottom layers of indigo dye. The dyed yarn is then slashed; that is, it 

is coated with sizing (any one of a variety of starchy substances) to make the threads stronger 

and stiffer. Once this operation is complete, the yarn threads are ready to woven with undyed 

filling yarn threads 

 

iii) Weaving the yarn 

The yarn is then woven on large mechanical looms. Denim is not 100 percent blue, as the blue 

dyed threads forming the warp (long, vertical threads) are combined with white threads forming 

the weft (shorter, horizontal threads). Because denim is woven with the blue threads packed 

closer together than the white threads and with the blue threads covering three out of four white 

threads, the blue threads dominate. By examining a piece of denim closely one can detect the 

steep diagonal pattern that results from this process, which is known as a three-by-one right-hand 

twill weave. Although mechanized looms make use of the same basic weaving procedure as a 

simple hand loom, they are much larger and faster. A modern "shuttle-less" loom which uses a 

very small carrier instead of the traditional shuttle to weave the weft threads between the warp 

threads may produce as much as 3,279 yards (3,000 meters) of cloth 3.28 or 4.37 yards (three or 

four meters) wide in a single week. As much as 1,093 yards (1,000 meters) of cloth may be 

rolled into a single huge bolt. 

 

At this point the denim is ready for finishing, a term referring to a variety of treatments applied 

to cloth after it is woven. With denim, finishing is usually fairly simple. The cloth is brushed to 

remove loose threads and lint, and the denim is usually skewed in a way that will prevent it from 



twisting when it is made into clothing. The denim may then be sanforized, or preshrunk. Pre-

shrunk denim should shrink no more than three percent after three washings. 

 

2. Describe the process of making of blue jeans? 

Ans: Once the desired design is selected, patterns from the design are cut from heavy paper or 

cardboard. Up to 80 different sizes are possible from one pattern. These pieces of denim are then 

cut with high speed cutting machines from stacks 100 layers thick. Excluding rivets, buttons, and 

zippers, a pair of blue jeans contains about ten different pieces, from the pockets to the leg panels 

to the waistband and belt loops. 

 The pieces of denim are ready to be sewn at this point. Sewing is done in an assembly line 

fashion, with rows of industrial human-operated sewing machines. Each sewer is assigned a 

specific function, such as making only back pockets. First, the various pockets and belt loops are 

assembled. Next, one sewer attaches the pockets to the leg seams, another then sews the leg 

seams together, and still another attaches the waist-band. Once the waist band is secure, the belt 

loops may be stitched on and the buttons attached. If the jeans include a zipper, it is then sewn 

into place, and the pants are hemmed. Finally, the rivets are placed in the appropriate places and 

the maker's label is sewn on last.  

Some jeans are prewashed and/or stone-washed to alter the appearance or texture of the finished 

jeans. Prewashing involves washing the jeans in industrial detergent for a short time to soften the 

denim. Stone-washing also means washing the jeans, but pumice is added to the load, resulting 

in a faded appearance. Small stones (less than one inch [one centimetre] in diameter) produce an 

even abrasion, while large stones (about four inches [10 centimetres] in diameter) highlight the 

seams and pockets and produce a more uneven appearance. 

      The completed pair of blue jeans is then pressed. They are placed into a large pressing 

machine that steam irons the entire garment at once in about a minute. A size tag is punched into 

the material and the jeans are folded, stacked, and placed in boxes according to style, colour, and 

size before being sent to the warehouse for storage. 

 

Prefixes and Suffixes 

A prefix is a syllable or syllables placed at the beginning of a word to qualify its meaning and 

form a new word. 

A list of the important prefixes is given below with illustrations: 



Auto (self)-Autobiography, autocrat, autocrat 

Ante (before)-Antedate, antechamber, antecedent 

Anti (against)-Anti-social, anti-national, antidote 

Bene (well)-Benevolent, benefactor, benefit 

Co (with)-Co-operate, co-ordinate, co-existence 

Demi (half)-Demigod, demi-official, demi-paradise 

Extra (Beyond)-Extraordinary, extravagant, extraterritorial 

Inter (between)-International, inter caste, intercollegiate 

Intra (within)-Interschool, intramuscular  

Omni (all)-Omnipresent, omnivorous, omnipotent 

Pan (all)-Panacea, Pan-American, pandemonium 

Phil (love)-Philosophy, philanthropy 

Pro (for)-Pro-American, pro-chancellor, pro-communist 

Pseudo (false)-Pseudo-classic, pseudo-critic, pseudonym 

Sub (under)-Subconscious, sub-caste, sub-plot 

Ultra (beyond)-Ultramodern, ultraviolet 

Vice (In place of)-Vice-President, vice-chancellor 

Suffixes-a syllable placed at the end of a word to qualify its meaning and form a new word. 

Forming nouns 

E.g.: democracy, advocate, examinee, secretary, dentist, 

Forming verbs 

E.g.: dictate, weaken, qualify, civilize 

Forming adjectives 



Capable, final, necessary, beautiful, realistic,  

Forming adverbs 

E.g.: lovingly, devotedly, backward, twice 

Forming diminutives 

E.g.: booklet, duckling, particle, chicken, hillock 

Prefixes and suffixes from foreign languages 

Prefix Meaning Examples 

Aer- Air Aerobic, 

aeroplane. 

aeronautics 

Geo- Earth Geology 

Geography 

Geometry 

Hemi- Half Hemisphere 

Herb- Related to plants Herbivores 

Herb ology 

Herbal 

Hydro- Related to water Hydroelectricity 

Hydrothermal 

Hydrogen 

Hyper- More than excess Hyperactive 

Hypersensitive 

hyperlink 

Hypo- Less Hypothyroidism 

Hypochondriasis 

Inter- Between Internet 

Interdependency 

Intercultural 

Intra- Within Intracellular 

Intranet 

Interspecies 

Mega- Big Megacorporation 

Megafauna 

megabyte 



Re- Back Redo,reorganise,re

orient 

Ultra- In excess Ultrapowerful,ultra

violet 

Suffix Meaning Examples 

-cide Killer Insecticide 

Pesticide 

Genocide 

-gamy Marriage Polygamy 

Monogamy 

Bigamy 

-gen Produce Carcinogen 

Hydrogen 

allergen 

-graph Writing Cinematograph 

Seismograph 

telegraph 

-ism Act of… Nationalism 

Multiculturalism 

terrorism 

-logy Science of Biology 

Anthropology 

cosmology 

-nomy Knowledge of Economy 

Astronomy 

-vore Feeding Carnivore 

Herbivore 

omnivore 

 

Task  

Here is a list of words starting with the prefix ‘bio-‘which means ‘life’. Find out what these 

words mean. Use these words in sentences of your own. 

1. Biochemistry 

______________________________________________________________________ 

2. Biography 

______________________________________________________________________ 

3. Biodegradable 

______________________________________________________________________ 



4. Biotechnology 

______________________________________________________________________ 

5. Biohazardous 

______________________________________________________________________ 

6. Bioinformatics 

______________________________________________________________________ 

Task  

Here is a list of words starting with the prefix ‘phobia-‘which means ‘fear of’. Find out what 

these words mean. Use these words in sentences of your own. 

1. Hydrophobia 

______________________________________________________________________ 

2. Claustrophobia 

______________________________________________________________________ 

3. Agoraphobia 

______________________________________________________________________ 

4. Xenophobia 

 

 

5. Photophobia 

_______________________________________________________________________ 

6. Acrophobia 

______________________________________________________________________ 

Word formation from foreign languages 

Some words from foreign languages like Celtic, Latin and Greek, Scandinavian etc. are used in 

English today in their direct forms. A list of such words is given below. 

LATIN 

Words Pronunciation Meaning 

Bona fide Bona faidi Authentic 

De facto Day fakto Existing but not accepted 

Et cetera(etc.) It setra And the rest of the things 

Vice versa Vais versa The position reversed is also 



true 

Impromptu Imprompthu Spontaneous/without prior 

preparation 

Quid pro quo Kwid pro kwa Something for something in 

exchange 

Ad hoc Ad hok For the time being/for a 

specific case 

Pro rata Proraata Proportionality 

Modus operandi Modus oparandi A specific way of doing 

something 

Status quo Steituskwo Current situation 

                                                                    FRENCH 

a-la-carte 

 

Alakaat Individual items on a list 

which are not part of a pre-

decided package 

Faux pax Fopaa A socially inappropriate 

behaviour 

en masse Oo mas In a large group all together 

Bon appétit Bon apati Wishing someone that they 

enjoy their meal 

Restaurant Restront A place where food is 

prepared 

And served to customers 

Chauffeur Shaufa A driver especially for a rich 

person or a celebrity 

Déjà vu Day  jhzavuu A feeling that you have 

already seen or experienced 

the current situation 

Bouquet Bukei A bunch of flowers 

Buffet Bufei A meal where guests serve 

food for themselves 



Souvenir Su va near Object bought to remember 

a visit to a place or a 

memorable trip 

                                                                     ITALIAN 

Szucchini Zukeeni A vegetable 

Vendetta Ven de ta A long-lasting revenge/feud 

between two families 

Inferno In fa no Hell,large fire 

Pizza/pista Peetza.paasta Food items of Italian origin 

                                                                     JAPANESE 

Typhoon, tsunami Taifoon,sunaami Weather phenomena 

Karoke Kariauki Sing-along-songs 

Anime Animay Japanese style cartoon 

Emoji I mauji Digital images expressing 

emotions 

Karate,judo, sumo Karate, judeo, sumeo Martial arts forms of Japan 

Ninja Ninja A Japanese sword fighter 

 

Task 

Put the word in brackets into the correct form. You will have to use prefixes and/or 

suffixes. 

1. He was sitting __________________ in his seat on the train. (comfort) 

2. There was a __________________ light coming from the window. (green) 

3. He was acting in a very __________________ way. (child) 

4. This word is very difficult to spell, and even worse, it's __________________. (pronounce) 

5. He's lost his book again. I don't know where he has __________________ it this time. (place) 

6. Let's look at this information again. We should _____ it before the test.( view) 

7. He didn't pass his exam. He was __________________ for the second time. (succeed) 



8. Some of the shanty towns are dreadfully __________________ . (crowd) 

9. The team that he supported were able to win the__________________ . (champion) 

10. There is a very high __________________ that they will be late. (likely) 

11. I couldn't find any __________________ in his theory. (weak) 

12. He wants to be a __________________ when he grows up. (mathematics) 

13. You need to be a highly trained __________________ to understand this report. (economy) 

14. There were only a __________________ of people at the match. (hand) 

15. She arrived late at work because she had__________________ . (sleep) 

16. The road was too narrow, so they had to __________________ it. (wide) 

17. He was accused of __________________ documents. (false) 

18. They had to __________________ the lion before they could catch it. (tranquil) 

19. He needed to __________________ the temperature. (regular) 

20. The subway does not go over the land like a normal train. It moves _____. (ground) 

21. There was a three-hour __________________ because of the strike. (stop) 

22. You need a _______________of motivation, organization and revision to learn 

English.(combine) 

23. I try not to go to the supermarket at 5pm because it's __________________. (practice) 

24. It is very __________________ to run air-conditioning with the door open. (economy) 

25. His __________________ has been expected for the last half an hour. (arrive) 

 

Misplaced Modifiers 

To ‘modify’ is to change or alter something. 

 A modifier changes, qualifies, clarifies or limits a particular word in a sentence in order to 

add emphasis, explanation or detail. 

  Modifiers generally are descriptive words such as adjectives and adverbs.  

  Modifiers also include phrases with similar descriptive functions. 



The meaning of a sentence changes depending on the place of modifier 

• ONLY John met Mary in the train yesterday. 

• John met ONLY Mary in the train yesterday. 

• John met Mary in the ONLY train yesterday. 

• John met Mary in the train ONLY yesterday. 

• John met Mary in the train yesterday ONLY. 

    Here the meaning of the sentence varies according to where ‘only’ is placed. 

 

A misplaced modifier is a word, phrase or clause that is awkwardly placed in the sentence so 

that it does not describe what the writer wanted it to describe.  

In other words, a misplaced modifier is placed so that it does not modify what it is intended to 

modify. To avoid this problem, place a modifier as close as possible to the word it modifies. 

 

Task  

Explain the difference in meaning among the sentences within each set. 

1.  

 (a) I always focus on dedication to work. 

 (b) I focus always on dedication to work. 

 (c) I focus on dedication to work always. 

 

2. (a) Fortunately, Dev has worked on similar projects in the past. 

 (b) Dev, has fortunately worked on similar projects in the past. 

 (c) Dev has worked on similar projects fortunately in the past. 

 

3. (a).Only John can write a novel like this. 

 (b). John can only write a novel like this. 

 (c) John can write only a novel like this. 

 

Task 

 

Identify the misplaced modifier and rewrite the sentence error free. 

 

1. The car on the bridge which is green is mine. 

 

2. I showed my dog to the veterinarian with the fleas. 



 

3. Larry told me he was getting married that afternoon at night. 
 

4. This typewriter is used by a secretary with a wide carriage. 

 

5. Swimming out into the sea, the current grew stronger. 
 

6. Walking along the bridge, a ship suddenly appeared. 
 

 

7. He kept a black book of all the girls he had dated in his desk. 

 

8. Mary should jump at whatever is demanded quickly. 
 

9. He kept all his medicine in the medicine cabinet that had been prescribed for him. 

 

10. The man was stopped for speeding in the blue sweater. 

 

Tenses 

Tenses denote the time of action. They show when the work is done.  

They are:  

(1)Present Tense 

 (2)Past Tense  

(3)Future  

They are further divided into: 

1. Simple Present  

2. Present Continuous 

3. Present Perfect 

4. Present Perfect Continuous 

5. Simple Past 



6. Past Continuous 

7. Past Perfect 

8. Past Perfect Continuous 

9. Simple Future 

10. Future Continuous  

11. Future Perfect 

12. Future Perfect Continuous Tense 

 

Tense Form & Example Uses Signal words 

Simple Present Subject + V1 + Object 

She plays violin. 

the action is 

simply mentioned 

and there is 

nothing being said 

about its 

completeness. 

always, usually, 

often, sometimes, 

seldom, rarely, never, 

every day, on 

Sundays, etc. 

Present Continuous Subject + is/am/are + V1 

+ ing + object 

She is playing violin. 

the action is on-

going/ still going 

on and hence 

continuous. 

 now, right now, this 

quarter, etc. 

Present Perfect Subject + has + V3 + 

Object 

She has played violin. 

the action is 

complete or has 

ended and hence 

perfect. 

already, yet, just, 

ever, never, ___ 

times, since + a 

particular time, for + 

a duration of time 

Present Perfect 

Continuous 

Subject + has been + V1 

+ ing(V4) + Object 

She has been playing 

violin. 

the action has 

been taking place 

for some time and 

is still on-going. 

 for, since, lately 

Simple Past Subject + V2 + Object 

She played violin. 

the action is 

simply mentioned 

and understood to 

have taken place 

in the past. 

yesterday, last week, 

last month, this 

morning (when 

meaning is past), etc. 

Past Continuous Subject + was + 

V1 + ing + 

the action was on-

going till a certain 

while 



Object 

She was 

playing 

violin. 

time in the past. 

Past Perfect Subject + had + V3 + 

Object 

She had played violin. 

expresses 

something that 

happened before 

another action in 

the past. 

already, before. by 

the time 

Past Perfect 

Continuous 

Subject + had been + V1 

+ ing + Object 

She had been playing 

violin. 

expresses 

something that 

started in the past 

and continued 

until another time 

in the past. 

for, since 

Simple Future Subject + will/shall + V1 

+ Object 

She will play violin. 

uses when we plan 

or make a decision 

to do something. 

Nothing is said 

about the time in 

the future. 

tonight, tomorrow 

etc. 

Future Continuous Subject + will be/shall be 

+ V1 + ing + Object 

She will be playing violin. 

expresses action at 

a particular 

moment in the 

future. However, 

the action will not 

have finished at 

the moment. 

for  

Future Perfect Subject + will have/shall 

have + V3 + Object 

She will have been played 

violin. 

expresses action 

that will occur in 

the future before 

another action in 

the future. 

when, by the time 

Future Perfect 

Continuous 

Subject + will have been 

+ V1 + ing + Object 

She will have been 

playing violin.  

used to talk about 

an on-going action 

before some point 

in the future. 

for, by the time 

 

 

 

 



                Complete the sentences by putting the verb in bracket in appropriate form & tense: 

 

1. My sister _____________________________ (speak) with her friend an hour ago. 

2. He ____________________________________(cook) now. 

3. She ___________________________ (go) to the cinema once at week. 

4. Sarah ___________________________________ (watch) a film. 

5. She a1ways _______________ (remember) my birthday. 

6. Mr. Binoy _______________ (work) in a supermarket. 

7. I (read)______________________ the contents of the contract tomorrow. 

8.  I think my nephew(grow) ______________________ six centimeters since last summer. 

9.  As soon as he had done his homework he(run) ______________________ out to play.  

10. When I (return)____________________ to the car park I didn't know where I 

____________________(park)my car.  

11. When we (arrive)____________________ at the theatre the play (already start) 

______________________.  

12. I am sorry that I (have) ____________________ to leave your party so early last night. I 

(really enjoy) ____________________ myself.  

13. We (work)___________________ hard since 7 o'clock in the morning.  

14. Here are your shoes Kiran. I (just clean)___________________ them. 

15. When we (arrive)___________________ at the stadium thousands of spectators ( 

wait)___________________ in front of the gates.  

 

Letter writing 

Appearance of the letter creates an impression. It reflects the image of organisation. Each 

element of the structure of a letter performs a specific function. Many years of practice, 

convenience and easiness in approach determines the layout and style of presentation of the 

letter. Writing an effective letter is an acquired skill. It can be acquired through consistent self-

effort. Intensive practice will give natural ease of expression. A letter is characterised by 

courtesy, clarity, conciseness and preciseness. Thus the letter may be interpreted as a message in 



the written form addressed to someone for a specific purpose. It communicates message as well 

as the attitude to the reader. 

 

A letter is one person's written message to another pertaining to some matter of common 

concern. 

Letters are of two types – 

1. Formal Letter 

2. Informal Letter 

Formal Letter 

A letter written for a formal purpose is called a formal letter. It addresses a serious issue. 

 

Types of formal letter 

1. Letter to the editor 

2. Letter to the Government 

3. Letter to the police 

4. Letter to the Principal 

5. Order letter 

6. Complaint letter 

7. Enquiry letter 

8. Business letter 

9. Application letter 

10 Requisition letter 

 

Format of a formal letter 

The following points need to be followed while writing a formal letter –  

a. A formal letter strictly follows the prescribed format.  

b. Use of colloquial words, abbreviations and slang language should be restricted while writing 

formal letter. 

c. A formal letter must be precise and to the point. 

d. The subject line is very important in a formal letter. 

 

The format of a formal letter is as follows –  

1. Sender’s address: The address and contact details of the sender are written here. Include     

E-mail and phone number, if required or if mentioned in the question. 



2. Date: The date is written below the sender’s address after leaving one space or line.  

 

3. Receiver’s address: The address of the recipient of the mail (the officer / principal / Editor)   is 

written here. 

4. Subject of the letter: The main purpose of the letter forms the subject. It must be written in one 

line. It must convey the matter for which the letter is written. 

5. Salutation (Sir / Respected sir / Madam) 

6. Body: The matter of the letter is written here. It is divided into 3 paragraphs as follows –  

Paragraph 1: Introduce yourself and the purpose of writing the letter in brief. 

Paragraph 2: Give a detail of the matter. 

Paragraph 3: Conclude by mentioning what you expect. (For example, a solution to your 

problem, to highlight an issue in the newspaper, etc.) 

7. Complimentary Closing 

8. Sender’s name, signature and designation (if any) 

  

Sender’s address 

Date 

Receiver’s Address 

Subject 

Salutation 

Body of the letter 

 

Complimentary closing 

Sender’s Name, signature and designation 

  



Sample Letter 

 

1. Write a letter to the Municipal commissioner of your city seeking a solution to the problem of 

water logging in your area. Imagine you are Raj / Rani of Dharma Colony, Ramgarh. 

  

14 / 8, Dharma Colony  

Ramgarh. 

23 August 2020 

The Mayor  

Ramgarh 

Complaint regarding the problem of water logging in Dharma Colony 

Sir / Madam 

I am Raj, a resident of Dharma Colony. The residents of the area are facing a lot of problems 

due to water logging.  

 

Every year in the monsoon season, the area gets filled with water as the drainage system gets 

choked. We have requested the area committee many times, but the situation is still the same. 

The residents’ lives have become miserable as many water - borne diseases have spread. All 

the houses are submerged, and we are facing a tough time.  

 

Please consider the issue as serious and find a solution at the earliest. 

 Sincerely 

Raj 

  

2. You are Garima / Gaurav. Write a letter to your friend Sanjana / Sanjay, inviting her / him to 

your birthday party. Give details regarding the day, time, venue, etc. Add interesting details like 

theme, dress code, etc. 

  

45, Jan Marg  

Delhi. 

21 August 2020 

Dear Sanjay 



Hi! You are invited to my birthday party on 25th August.  

 

The party will be at Archie’s Place, Nehru Park from 4:00 to 7:00 PM. As the party is based on 

‘Spiderman’ theme, please wear a dress in red / black colour combination. It will be fun as I 

have arranged a Mask game, a ‘Spider’ web game and a never – seen – before neon light and 

music show. I am very excited as I will wear the special Spider costume designed by my sister. 

Please come as it will be good to have your company. Also, bring your brother Saurav.  

 

Waiting for your confirmation. 

Gaurav 

  

Types of letters for discussion. 

1. Letter of enquiry 

2. Letter of complaint 

3. Letter of requisition 

An enquiry letter is a formal letter, written to enquire and get details regarding something that 

a person is interested in. It could be written with respect to an item that a person is interested in 

buying, a course that a person wants to study, a vacation trip that a person wants to go on, etc. 

Format of an enquiry letter 

 

The format of an enquiry letter is as follows –  

1. Sender’s address: Include email and phone number, if required. 

2. Date: Below address. Leave one space or line. 

3. Receiver’s address 

4. Subject of the letter 

5. Salutation (Sir / respected sir / madam) 

6. Body  

Paragraph 1: Introduce yourself and the purpose of writing the letter 

Paragraph 2: Detail of the enquiry 

Paragraph 3: Conclude / end 

7. Complimentary Closing 

8. Sender’s name, signature and designation (if any) 

 

 



How to write a Letter to the Editor? 

A letter to the editor may be written to the editor of a newspaper or a magazine. It is written to 

highlight a social issue or problem. It can also be written in order to get it published in the said 

medium.  

As it is a formal letter, the format has to be followed strictly. Only formal language can be used 

i.e. abbreviations and slang language should not be used. 

Format of a letter to the editor  

 

The format of a letter to the editor is as follows –  

1. Sender’s address: The address and contact details of the sender are written here. Include 

email and phone number, if required or if mentioned in the question. 

 

2. Date: The date is written below the sender’s address after Leaving one space or line.  

 

3. Receiving Editor’s address: The address of the recipient of the mail i.e. the editor is 

written here.  

 

4. Subject of the letter: The main purpose of the letter forms the subject. It must be written 

in one line. It must convey the matter for which the letter is written. 

 

5. Salutation (Sir / Respected sir / Madam) 

 

6. Body: The matter of the letter is written here. It is divided into 3 paragraphs as follows  

7. Complimentary closing  

8. Sender’s name, signature and designation (if any)  

 

Paragraph 1: Introduce yourself and the purpose of writing the letter in brief.  

 

Paragraph 2: Give a detail of the matter.  

 

Paragraph 3: Conclude by mentioning what you expect from the editor. (For example, you may 

want him to highlight the issue in his newspaper / magazine).  

 Requisition letter 

A requisition letter is a written demand that is considered to be formal in nature. Usually, 

they are written by consumers when they ask for a favour from an organization or a 



company. Since these are considered to be formal letters, structure, content, and format are 

given special attention in order to avoid misunderstandings and confusion. 

How to write a job requisition letter 

A job requisition letter is typically written if you are applying for a job in an 

organization/company or when you want to request for a possible job opening for the 

future. 

Writing a requisition letter for this purpose needs: 

 To be targeted to ensure that your letter will be received by the correct person. Instead 

of addressing it to the HR department, you can address it to the manager.  

 To be in the same format as any regular cover letter. 

 To have the correct enclosures (i.e. resume or CV). 

 To reflect your personal contact information for easier communication between you and 

the organization. 

 

Medical leave letter sample 

 

Mrs. Anie John 

Senior Assistant, Smith Communications 

147 Bluebird Lane 

Bangalore, OH 43266 

 

8 June 2020 

 

 

Mr. K.Raghava Swamy 

Manager, HR c/o Smith Communications 

147 Bluebird Lane  

Bangalore, OH 43266 

 

Dear sir 

This letter is to inform you of my need to take two weeks of medical leave at the end of this 

month in order to go for acute treatment. I will be having my surgery on June 29, 2018. If my 



procedure and recovery go according to the plan, I will return to the office on July 13, 2018. I 

appreciate your support in this matter as I will need two weeks off work in order to fully recover 

so that I may be more focused on my work when I come back. Enclosed with this letter, you will 

find a note from my doctor confirming the date of the procedure. 

 

I would like to extend my assurances that I will strive to complete all projects I am currently 

working on before my surgery, and put forth as much effort as possible to make up for the lost 

time once I return to work. 

If any clarification is needed in this matter, please do not hesitate to leave me a message via 

telephone at (416)867-5309. During my medical leave, I may be contacted via email at and will 

do my best to send responses in a timely manner. I thank you for your consideration and look 

forward to your response. 

Sincerely 

 

Mrs. Anie John 

Senior Assistant, Smith Communications 

 

Leave requisition letter 

Jaya Hari 

Assistant Manager 

ABC Associates 

607 Marine Drive 

Calgary, AB T2R 

Chennai  

12 June 2020 

Ms.Mary Brown 

General Manager 

ABC Associates 

607 Marine Drive 

Calgary, AB T2R 

Chennai 

 



 Leave requisition letter 

Dear Sir 

I am writing this letter to request you to grant me 90 days leave from 1 October 2020 to 31 

December 2020. This is due to the treatment of my parents for which I have to take them to the 

hospital in another city and I have to be with them during the period of treatment. 

 

I will be joining back on 1 January, 2021 and will complete all the current assignments I have 

been handling. I will ensure that all the pending work will be finished before I go on leave, so 

that there would not be any difficulty. I will carry on with my assignments as soon as I join back. 

In an emergency you can always call me on my phone 99 6677 8899. I hope you will approve 

my leave at your earliest convenience so that I can finalize our travel arrangements. 

Thank you for your kind consideration of my leave request. 

Sincerely 

Signature 

Jaya Hari 

Assistant Manager 

ABC Associates 

 

 

 

 

 

 

 



Expressions/Phrases 

           Instead of                                                                                     say 

I have pleasure in informing you               I am pleased to tell you 

As in the above                                          This part/policy/service 

Attached find                                             Attached 

Enclosed please find                                     Enclosed 

Wish to thank                                            Thank 

Your claim                                                    Your letter stated 

Surely you must realise                             We are sure you realise 

Your claim                                                    Your letter stated 

At the time of writing At Present 

Due to the fact that Because 

For the purpose of For 

Come to decision Decide 

In the majority of instances Usually 

Take into consideration Consider 

In order to To 

Advert Refer 

 

 

 

 

 

 

 

 



UNIT IV 

What Should You be Eating? 

Questions &Answers (2 marks) 

1. What are the two main factors that change your body weight? 

Ans. Food intake and exercise are the two main factors that change our body weight. 

2. What is the connection between whole grains and insulin 

Ans. Whole grains having healthy carbohydrates take longer for the body to digest which helps 

to prevent any sudden rise and fall of blood sugar levels and insulin in the body. 

3. How are potatoes different from other vegetables? 

Ans. The effect of potatoes on blood sugar is similar to that of grains and sweets which increases 

the chance of heart diseases. 

4. What do you know about Omega-3? 

Ans. Omega-3 fatty acids help to prevent diseases. 

5. Why should dairy products be consumed in moderation? 

Ans. Dairy products are good for growing bones as they contain calcium and Vitamin D. 

6. List out the other sources of Vitamin D than the dairy products. 

Ans. Sun rays, fatty fish, orange juice, soya milk and cereals.  

7. What happens in the body when you consume sugary drinks? 

Ans. If the sugary drink is consumed, the blood sugar level will be increased. 

8. List foods that contain high amounts of sodium. 

Ans. Potato chips, cheese and sauces. 

9. Why is it alarmed to reduce the consumption of red meats and processed meats? 

Ans. Red meats and processed meats contain high levels of sodium. They increase the risk of 

diabetes, heart diseases and cancer.  

10. Are refined grains, sugary drinks, sweets and salt good for health? Explain.  

Ans. White bread, rice and pasta prepared from refined grains, sugary drinks, sweets and salt are 

high in sodium and cause an accelerated increase in blood sugar. It increases the risk of heart 

diseases and result in weight gain.  

11. Write a short note on the importance of whole grain in the diet. 

Ans. Whole grain contains healthy carbohydrates which take long time for the body to digest. 

This avoids the sudden rise and fall of blood sugar levels and insulin in the body. It prevents 

Type 2 diabetes and heart diseases. Oatmeal, brown rice and whole wheat bread are a few 

sources of healthy carbohydrates. 



 

12. Prepare a short note on the place of fruits and vegetables in the Healthy Eating    Pyramid. 

Ans. A diet rich in fruits and vegetables decreases the chances of having a heart attack or stroke. 

They protects against some types of cancers, lower blood pressure. They helps to avoid the 

painful intestinal ailment called diverticulitis. They guard against cataract and macular 

degeneration, the major causes of vision loss amongst people over the age of 65.  

 

Question & Answer (10Marks)    

   1. Elucidate a good diet for a healthy life.   

Ans: Obesity is a serious problem these days. Food intake and exercise are the two main factors 

that change our body weight. Without good nutrition, one’s body is more prone to disease, 

infection, fatigue and poor performance. A diet contains proportionate amounts of those food 

groups which are considered to be optimal for good health. A properly balanced diet should 

include whole grains, healthy fats and oils, fruits and vegetables, fish and eggs and dairy 

products. According to WHO, these nutrients are vital for disease prevention, growth and good 

health. 

Whole grains contains healthy carbohydrates which take long time for the body to digest. Having 

healthy carbohydrates, they prevent the sudden rise and fall of blood sugar levels and insulin in 

the body which in turn reduce the Type 2 diabetes and heart diseases. Oatmeal, brown rice and 

whole wheat bread are some sources of healthy carbohydrates. Some fats are healthy and 

required for a balanced diet. Healthy fats finds in olives, nuts, seeds, sunflower, pea nuts and 

fatty fish such as salmon helps to control cholesterol and prevent heart diseases.  

A diet rich in fruits and vegetables decreases the chances of having a heart attack or stroke. They 

protects against some types of cancers, lower blood pressure. They helps to avoid the painful 

intestinal ailment called diverticulitis. They guard against cataract and macular degeneration, the 

major causes of vision loss amongst people over the age of 65. But potatoes do not belong to this 

category because the effect of potatoes on blood sugar is similar to that of grains and sweets. 

Fish is an important source protein and is rich in Omega – 3 fatty acids. It helps to prevent heart 

disease. But red meats and processed meats contain high levels of sodium and increase the risk 

of diabetes, heart diseases and colon cancer. Egg is a good source of protein and a good 

supplement to breakfasts. But those suffering from diabetes or heart ailments should avoid the 

yolk of the egg. 



Dairy products are good for growing bones as they contain calcium and Vitamin D. Two 

servings of dairy a day should be sufficient. But switching from butter to olive oil is a healthier 

option. Sun rays, fatty fish, orange juice, soya milk and cereals are the other main sources of 

Vitamin D.  

Potato chips, cheese, sauces, red meats and processed meats contain high levels of sodium. They 

increase the risk of diabetes, heart diseases and colon cancer. White bread, rice and pasta 

prepared from refined grains, sugary drinks, sweets and salt are high in sodium and cause an 

accelerated increase in blood sugar. It increases the risk of heart diseases and result in weight 

gain.  

Our physical fitness and overall health depends on what we eat. Hence, it is important to adopt 

healthy food habits. It helps to look and feel better and energised. 

Vocabulary 

Abbreviations and Acronyms 

Abbreviations and acronyms are shortened versions of words and phrases that help speed up our 

communication.   

An abbreviation is any shortened or contracted form of a word or phrase.  

E.g. Rly, PIN, don’t,  

An acronym is a specific type of abbreviation formed from the first letters of a multi-word term, 

name, or phrase, with those letters pronounced together as one term.  PAN – P(ermanent) 

A(ccount) N(umber) is an acronym because we pronounce it as one word, PAN. 

Examples: 

NASA – National Aeronautical and Space Administration 

NATO – North American Treaty Organisation 

OPEC – Organisation of Petroleum Exporting Countries 

PIN – personal identification number (code for bank card) 

RAM – random access memory (computer memory) 

SIM – subscriber identification module (card for mobile phone) 

VAT – value added tax (sales tax in the UK) 

ZIP – zone improvement plan (post code in the USA) 

https://www.dictionary.com/browse/abbreviation
https://www.dictionary.com/browse/acronym


Initialism is  a type of acronym. They are also created when a phrase is represented by the first 

letter of each word that makes it up but they are usually pronounced by saying each letter of the 

acronym, like NBA and ATM. 

Examples: 

FBI – Federal Bureau of Investigation 

ASAP – as soon as possible 

CD – compact disc 

CEO – Chief Executive Officer 

FAQ – frequently asked questions 

PLC – public limited company 

UFO – unidentified flying object 

USA – United States of America 

VAT – value added tax 

( VAT (value added tax) is a special case. It can be 2 types of abbreviation: 

It can be an acronym and we pronounce it as one word /væt/ (rhymes with cat) 

It can also be treated as an initialise and we pronounce each letter separately “v”, “a”, “t”) 

Shortenings 

A shortening is an abbreviation in which the beginning or end of the word has been omitted. 

There are 2 types: 

Type 1 shortenings (treated as real words) 

ad – advertisement (to promote a product or service) 

app – application (software) 

flu – influenza (an illness) 

blog – weblog (a type of website) 

rhino – rhinoceros (wild animal) 

We use type 1 shortenings like real words. We write them and say them as one word. 

Type 2 shortenings (not treated as real words) 

Feb. – February 

Sat. – Saturday 

etc. – et cetera (Latin for “and the rest”) 



Type 2 shortenings are only used in writing. But when we say or read them, we say the full 

version of the word. 

Writing: “Please send me the Feb accounts.” 

Speaking: “Please send me the February accounts.” 

 Rules for capital letters 

The first letter of a type 2 shortening is a capital letter only if the full word starts with a capital 

letter. 

 Rules for full stops (periods) 

We have the choice to use full stops (periods) at the end of the abbreviation. 

Example: 

Full form: February 

Feb.   

Feb  

Contractions 

Contractions are abbreviations in which we omit letters from the middle of a word. We do NOT 

write a full stop at the end of a contraction. The first letter is a capital letter only if the full word 

starts with a capital letter. 

Type 1 contractions (missing letters from 1 word) 

Dr – Doctor 

govt – government 

St – Saint 

Mr – Mister 

Type 2 contractions (missing letters from more than 1 word) 

We use an apostrophe to represent the missing letters: 

he‘s – he is 

they‘d – they would 

I‘ve – I have 

Task 

Collect a good number of common abbreviations and acronyms that can ease your 

communication. 



Grammar    

Redundancies and Clichés 

Redundancies 

While speaking or writing, clear and concise communication is essential for the audience to 

comprehend the message. One of the ways in which clarity can be ensured is by avoiding 

redundancy in writing and speech. Look at the following sentence: 

At this point of time, it now becomes absolutely necessary for us to consider alternative 

methods for completing the project. 

Though the sentence is grammatically correct, unnecessary words have been used. ‘At this point 

of time’ and ‘now’ mean the same. ‘Necessary’ means something that is essential and hence 

‘absolutely’ does not add to the meaning. Therefore, the sentence can be rewritten as follows: 

It has now become necessary for us to consider alternative methods for completing the project. 

Similarly, look at the following sentence: 

In addition to the yearly increment, the employees got an added bonus. 

‘Bonus’ refer to an amount of money added to the wages and hence ‘added’ does not extend the 

meaning in any way. So the sentence can be rewritten as: 

In addition to the yearly increment, the employees got a bonus. 

Eliminating redundancies is all about putting forth your point in as few words as possible. The 

best way to eliminate redundancy is to go through your draft of both written and spoken 

communication such as letters, reports, speeches, et cetera and to make sure that there are no 

superfluous words/phrases. 

Here are some examples and useful pointers on eliminating redundancy: 

Type of redundancy Example 

Absolute values: Adjectives that express an 

absolute state do not have different degrees 

of intensity. 

It is absolutely necessary to adopt a 

scientific approach towards regular fitness 

programs and dieting. x 

It is necessary to adopt a scientific approach 

towards regular fitness programs and 



dieting.√ 

The drawing was absolutely perfect. x 

The drawing was perfect. .√ 

Acronyms: Spelling out the last words of 

common acronyms must be avoided. For 

instance, ATM refers to Automatic Teller 

Machine. So, in the phrase ATM machine, 

‘machine’ becomes redundant. 

ATM machine, ISBN number, PAN number 

x 

ATM, ISBN,PAN√ 

 

Avoiding the use of words like ‘back’ and 

‘together’ where such meanings have 

already been implied 

To understand this point better, refer back to 

the lecture notes of the previous class. x 

To understand this point better, refer to the 

lecture notes of the previous class.√ 

During the alumni meet, the old students 

reflected back on the time they had spent in 

college. x 

During the alumni meet, the old students 

reflected on the time they had spent in 

college.√ 

The two entities were merged together to 

form a big corporation. x 

The two entities were merged to form a big 

corporation.√ 

 

 

 

Examples of redundant expressions 

Look for redundant expressions, and you'll find them everywhere. When you write, check your 

drafts to make sure you are getting the full value of the words you choose and not adding 

unnecessary ones. 

Redundant Adjectives, Adverbs and Nouns 



advance planning fundamental basis free gift 

brief summary true fact yearly annual 

completely unanimous wealthy millionaire currently at this time 

end result future ahead close intimates 

famous celebrity vast majority consensus of opinion 

new innovation sudden impulse two opposites 

unexpected surprise past history exact same 

 

Redundant Verbs 

advance forward over exaggerate join together 

continue on share in common share in common 

enter into (buildings) return back proceed forward 

 

Clichés 

A cliché refers to an expression or idea which has been used so much that it has lost its freshness 

and effect. When too many clichés are used in writing or in speech, the audience tends to lose 

interest in the message being conveyed. In fact clichés become a barrier to clarity in 

communication since they can distort our original message. Hence, clichés are to be avoided, 

especially in formal contexts of communication. 

Some examples of clichés: at the end of the day, acid test, as light as a feather, cold hard facts, 

dark horse, stone’s throw etc. 

We can avoid using clichés in our communication by: 

 identifying the clichéd expression/s in a sentence 

 thinking about what a cliché means by checking the key words/phrases 

 deciding whether the expression adds to the meaning in any way 

 rewriting the sentence without the cliché. 

 

Look at the following example 



In the present day and age, people are increasingly sharing recipes for healthy food on the 

Internet. 

The expressions ‘in the present day and age’ refer to the ‘present time’. So, a better substitute for 

the clichéd expression would be ‘Nowadays’. The sentence would now read: 

Nowadays, people are increasingly sharing recipes for healthy food on the internet. 

Similarly, look at the following sentence: 

At the end of the day, it is for the individual to decide whether he can have a positive approach 

to failures in life. 

The expressions ‘At the end of the day’ refer to ‘finally’, or ‘ultimately’. So, those words would 

be better substitutes for this clichéd expression. The sentence would now read: 

Ultimately, it is for the individual to decide whether he can have a positive approach to 

failures in life.  

Task  

 The following paragraph contains a number of clichés. As you read through the 

paragraph, underline these tired, over worn phrases.  

In this day and age, good teachers are few and far between. My deepest, darkest secret is my 

desire to be one of those teachers – one that is worth her weight in gold, who works her fingers 

to the bone, hand in hand with students to prepare them to meet the trials and tribulations of life. 

With an attitude like that, my first day of teaching was doomed to disappointment. I was walking 

on air as I arrived at my first class, until I realized I’d forgotten my key. A wave of optimism 

washed over me when I saw the classroom door open. I sauntered up to the door, when BANG, 

like a bolt from the blue, one of my new students – later proven rotten to the core – darted out 

and slammed the door right in my face. My anxiety was growing by leaps and bounds, when, as 

luck would have it, a custodian came by and unlocked the door for me. I could sense the 

undercurrent of excitement as I walked into the room and the mischievous student beat a hasty 

retreat to his seat. Anxious for my reaction, he breathed a sigh of relief when I decided not to 

make a tempest in a teapot about the incident. Cool as a cucumber, I posed the first discussion 

prompt, “The writing process is neither writing nor a process. Discuss.” In their youthful glee, all 

the students jumped on the bandwagon to discuss. Slowly but surely, the humiliating experience 



became water under the bridge as I continue the uphill battle to become all that I can be as an 

English teacher. 

Task  

Match cliché with its definition: 

1. The better half   a) a person who makes money for the family (   ) 

2. Back to square one  b) Will you answer me?  (   ) 

3. Breadwinner   c) to start over again from the beginning  (   ) 

4. To call it a day  d) spouse  (   ) 

5. Cat got your tongue?  e) to stop working  (   ) 

Task 

Identify and delete the redundant word/words from the given sentences. 

1. Please combine the three sections into one. 

2. Could you please repeat again what you said? 

3. The new innovations were startling.  

4. We should know the past history of our nation.  

5. The work is nearly almost finished. 

 

Reading 

Reading for local and global comprehension 

In reading a text for meaning, it is desirable to go from the whole to the parts. An efficient reader 

will first try to form overall picture of the entire text (global comprehension), before getting into 

its details (local comprehension).  

Intensive and Extensive Reading: Extensive and intensive readings refer to approaches to 

language learning and teaching. From their names, you can probably deduce that they both 

celebrate reading as an integral part of language learning. Where they differ, however, is in their 

approach to this activity. 

Extensive reading can essentially also be referred to as reading for joy. This approach advocates 

reading as much material in your target language as humanly possible. This way, its advocates 

https://en.wikipedia.org/wiki/Extensive_reading


claim, you will be exposed to the widest range of vocabulary and grammatical structures. All of 

this is supposed to make you a better language learner and help you on the way to fluency. 

Intensive reading, on the other hand, focuses on closely following a shorter text, doing exercises 

with it, and learning it in detail. According to this approach, this helps language learners really 

understand the language’s grammar and syntax. The proponents of this method use a range of 

exercises to complement the reading itself. Foreign language students can, for example, read a 

short paragraph and then answer questions about the text, order sentences, or find specific words. 

The advantages of each approach 

Extensive reading is a great tool for people who already enjoy the activity. Switching your 

reading into your target language will certainly expose you to much more vocabulary than you 

would normally learn. The aim of this approach is not to look up every single unfamiliar word 

but to simply immerse yourself in your target language. You can use context to figure out most 

of the words you don’t know in a text and, with extensive reading, you don’t exert yourself too 

much. Instead, you can take joy in engaging with texts that you can comfortably manage. With 

extensive reading, you can read material that doesn’t challenge your comprehension too much 

since the idea is to simply subject yourself to as much of the written word as possible. 

Intensive reading, however, opens the doors of full understanding of a text. You can take a 

passage of Shakespeare when learning English or Murakami for Japanese and work out the very 

essence of that paragraph. You translate every word you don’t understand, think about the 

meaning of what was written, and really engage with the text and its author. While you’re not 

exposed to as much new vocabulary as with extensive reading, the intensive style helps you truly 

understand the language. You can take comprehension tests, deconstruct the more complicated 

grammar, and gain valuable skills that will help you in learning your target language. This 

approach is also invaluable to those who do not enjoy reading so much as to take up extensive 

reading. Instead of reading a lot superficially, you can deeply engage with a short text and walk 

away with a sense of great achievement. 

Drawbacks 

While extensive reading is a great tool for those who enjoy reading, it really doesn’t work for 

those language learners who find the activity tedious. In addition, reading the texts superficially 

https://www.teachingenglish.org.uk/article/intensive-reading
https://www.weareteacherfinder.com/blog/total-immersion-sink-or-swim-language-learning/
https://toshuo.com/2005/what-is-intensive-reading/


will mean that you will certainly miss important details that would come in handy in learning 

your target language. The evidence behind how much this approach helps learners acquire new 

vocabulary is also dubious. 

The problems with intensive reading mostly have to do with the amount of concentration this 

approach requires. Since you’re pretty much doing a word-by-word autopsy of the text, the 

mental effort required for that will leave you exhausted after even a short period. That means you 

can only dedicate a limited time for this activity and should also pick times when you feel 

mentally prepared. While it is suited for people who do not find reading enjoyable (but are able 

to suffer through a short text), the close analysis of the text intensive reading requires can be 

tedious and boring for a lot of students. 

Task  

Read this passage and answer the questions that follow. 

Artificial intelligence (AI), sometimes called machine intelligence, is intelligence demonstrated 

by machines, in contrast to the natural intelligence displayed by humans and other animals. In 

computer science AI research is defined as the study of "intelligent agents": any device that 

perceives its environment and takes actions that maximize its chance of successfully achieving 

its goals. Colloquially, the term "artificial intelligence" is applied when a machine mimics 

"cognitive" functions that humans associate with other human minds, such as "learning" and 

"problem solving". 

The scope of AI is disputed: as machines become increasingly capable, tasks considered as 

requiring "intelligence" are often removed from the definition, a phenomenon known as the AI 

effect, leading to the quip, "AI is whatever hasn't been done yet." For instance, optical character 

recognition is frequently excluded from "artificial intelligence", having become a routine 

technology. Capabilities generally classified as AI as of 2017 include successfully understanding 

human speech, competing at the highest level in strategic game systems (such as chess and Go), 

autonomous cars, intelligent routing in content delivery network and military simulations. 

Artificial intelligence was founded as an academic discipline in 1956, and in the years since has 

experienced several waves of optimism, followed by disappointment and the loss of funding 

(known as an "AI winter"), followed by new approaches, success and renewed funding. For most 

of its history, AI research has been divided into subfields that often fail to communicate with 

each other. These sub-fields are based on technical considerations, such as particular goals (e.g. 

https://en.wikipedia.org/wiki/Extensive_reading#Limits


"robotics" or "machine learning"), the use of particular tools ("logic" or artificial neural 

networks), or deep philosophical differences. Subfields have also been based on social factors 

(particular institutions or the work of particular researchers).  

The traditional problems (or goals) of AI research include reasoning, knowledge representation, 

planning, learning, natural language processing, perception and the ability to move and 

manipulate objects. General intelligence is among the field's long-term goals. Approaches 

include statistical methods, computational intelligence, and traditional symbolic AI. Many tools 

are used in AI, including versions of search and mathematical optimization, artificial neural 

networks, and methods based on statistics, probability and economics. The AI field draws upon 

computer science, mathematics, psychology, linguistics, philosophy and many others. 

Q1.What is the AI winter?     (    ) 

 

1. Loss of funding for AI projects 

2. Non-functioning AI systems 

3. Absence of research labs 

4. None of the above 

 

Q2.Are sub-fields based only on social factors?   (    ) 

 

1. No 

2. Yes 

3. They are based on machine learning 

4. None of the above 

 

Q3. Leaning and problem solving by machines is a colloquial way of understanding 

artificial intelligence?  (    ) 

 

1. Yes 

2. No 

3. Artificial intelligence means acquiring knowledge through books 

4. It cannot be defined colloquially 

 

 



 

Q4. Are autonomous cars an example of AI? (    ) 

 

1. Yes 

2. No 

3. As of 2017, they are 

4. None of the above 

 

Q5. Does AI only draws on technology and mathematics?(    ) 

 

1. Yes 

2. No 

3. It also draws upon psychology 

4. It only draws upon linguistics 

 

Writing 

Essay Writing 

Essay writing is a scholarly piece of writing giving the author's own argument. Essays 

methodically analyze and evaluate a topic or issue. They are designed to give one's academic 

opinion on subject matter.  

 

What are the reasons there for writing essays? 

 Consolidating your understanding of the topic 

 Encouraging you to think and read widely and deeply 

 Allowing you to develop and organize your own ideas through writing 

 Illustrating that you are able to express your thoughts clearly and logically 

 Providing an opportunity for you to get feedback from a tutor. 

 

How to start? 

Before writing an essay, brainstorm your ideas about the topic and decide on their relative 

relevance to the topic. 



What makes a good essay? 

 answers the question asked 

 deals with key points and balanced arguments 

 shows evidence of wide reading 

 well structured – flows logically from introduction through to conclusion 

 written in a clear, objective style and well presented 

 uses references and quotations appropriately 

 

Parts of an Essay 

  Introduction:  

The introduction guides your reader into the paper by introducing the topic. It should begin with 

a hook that catches the reader’s interest. This hook could be a quote, an analogy, a question, etc. 

The introductory paragraph can be structured in the following manner: 

a. Background to the topic: After getting the reader’s attention, the introduction should give 

some background information on the topic. The ideas within the introduction should be general 

enough for the reader to understand the main claim and gradually become more specific to lead 

into the thesis statement.  

b. Thesis Statement: The thesis statement concisely states the main idea or argument of the 

essay, sets limits on the topic, and can indicate the organization of the essay. The thesis works as 

a road map for the entire essay, showing the readers what you have to say and which main points 

you will use to support your ideas.  

Body: 

 The body of the essay supports the main points presented in the thesis. Each point is developed 

by one or more paragraphs and supported with specific details. These details can include support 

from research and experiences, depending on the assignment. In addition to this support, the 

author’s own analysis and discussion of the topic ties ideas together and draws conclusions that 

support the thesis. Refer to “Parts of a Paragraph” given in Unit I for writing effective body 

paragraphs.  

Transitions: 



Transitions connect paragraphs to each other and to the thesis. They are used within and between 

paragraphs to help the paper flow from one topic to the next. These transitions can be one or two 

words (“first,” “next,” “in addition,” etc.) or one or two sentences that bring the reader to the 

next main point. The topic sentence of a paragraph often serves as a transition.  

Conclusion: 

 The conclusion brings together all the main points of the essay. It refers back to the thesis 

statement and leaves readers with a final thought and sense of closure by resolving any ideas 

brought up in the essay. It may also address the implications of the argument. In the conclusion, 

new topics or ideas that were not developed in the paper should not be introduced. 

  

Major essay types 

Narrative Essays  

In a narrative essay, the writer tells a story about a real-life experience. When writing a narrative 

essay, writers should try to involve the reader by making the story as vivid as possible. The fact 

that narrative essays are usually written in the first person helps engage the reader. “I” sentences 

give readers a feeling of being part of the story. A well-crafted narrative essay will also build 

towards drawing a conclusion or making a personal statement.  

 Descriptive Essays 

 A descriptive essay paints a picture with words. A writer might describe a person, place, object, 

or even memory of special significance. The descriptive essay strives to communicate a deeper 

meaning through the description. In a descriptive essay, the writer should show, not tell, through 

the use of colorful words and sensory details. The best descriptive essays appeal to the reader’s 

emotions, with a result that is highly evocative. 

Expository/Informative Essays 

An expository essay is an informative piece of writing that presents a balanced analysis of a 

topic. In an expository essay, the writer explains or defines a topic, using facts, statistics, and 

examples. Expository writing encompasses a wide range of essay variations, such as the 

comparison and contrast essay, the cause and effect essay, and the “how to” or process essay. 

Because expository essays are based on facts and not personal feelings, writers don’t reveal their 

emotions or write in the first person. 

https://www.time4writing.com/writing-resources/narrative-essays/
https://www.time4writing.com/writing-resources/descriptive-essay/
https://www.time4writing.com/writing-resources/descriptive-essay/
https://www.time4writing.com/writing-resources/expository-essay/


Argumentative essay 

An argumentative essay is one that attempts to persuade the reader to the writer's point of view. 

The writer can either be serious or funny, but always tries to convince the reader of the validity 

of his or her opinion. The essay may argue openly, or it may attempt to subtly persuade the 

reader by using irony or sarcasm. 

Exploratory essays 

Exploratory essays approach a topic from an objective point of view with a neutral tone. This 

essay looks at all the different perspectives on the issues and seeks to explain the different 

viewpoints clearly and tries to find a solution to the problem or at the very least, makes 

suggestions to help find one. 

Task 

Write an essay on two of the following topics in about 350-400 words each. 

1. Should Students get limited access to the Internet? 

2. Does technology play a role in making people feel more isolated? 

3. The most interesting piece of art I have ever seen. 

4. A look into my daily life. 

5. An achievement outside of academic life? 

6. Explain how advancement in science improve the quality of life for humans. 

7. What are some major stress factors in a teenager’s life? 

8. Listening to music can increase work efficiency. 

 

Picture Composition 

 The picture composition is usually divided into three patterns where a student is asked to 

describe a picture given or make a story out of it or to express and elaborate upon the thoughts 

and feelings suggested by the given picture. The picture can be a photograph, an action scene, a 

quote written over a picture or a scene or a sketch of a famous personality. The composition is 

written in three different forms so as to highlight this uniqueness. 

It requires a wide range of imagination, creativity, good hold on vocabulary and the ability to 

sequence all events together. 



Following points should be followed for picture composition. 

 Look at the picture carefully to ascertain the basic plot or the theme. 

 If the picture doesn’t suggest anything evidently, it is advised to invent a theme which bears 

a direct connection with the picture. 

 After identifying or deciding the theme, major attention should be given to the designing or 

moulding of the characters of the story. It can be both presented as an autobiography and 

biography. 

 The composition must have an atmosphere, moralistic view and a strong climax. 

Description of the Picture 

 The picture should be studied carefully with a view to identify the specific and minute   

      details. 

 The focus should be widened to take into account the other or peripheral details, given in the  

      picture i.e. facial expressions, postures, clothes etc. 

 Design the factors or causes which have an impact on the details. 

 A strong conclusion is required at the end of the composition. 

An Account Based on the Picture 

Here, it is required to give an account of what that picture suggests them. 

Following points should be taken care of while writing an account of the picture. 

1. Introduction: A brief introduction of the picture, what it suggests and its effect on the people 

and the environment. 

2. Body or Context: The ideas and thoughts that is received from the picture should be 

mentioned and linked in a correct and meaningful sequence. 

3. Conclusion: Bringing the composition to an end with carefully rounding off the thoughts, 

feelings and returning to the specific subject. 

             Points to be kept in mind while writing a picture composition 

 The content chosen must be directly related to the given picture while attempting picture 

composition. 



 The student must maintain the connection and the focus between the picture and the content. 

 The full structure of the composition should be analysed in the mind before starting the 

writing based on picture. 

 As the word-limit is going to range between 300-350 words, the student must try to spread 

out his ideas so that there is variety of ideas in his composition. 

 Use of simple language and imagination is required. 

 Logical expression of the entire idea based on the picture will make it an effective 

composition. 

Example 

 

The picture shows a tiger sleeping on a tree. The picture aims to draw attention to an important 

concern of today that is the loss of habitat for tigers. 

The world’s population of tigers have some basic necessities in order to survive. These are water, 

food (which comprises of only preys as tigers are carnivores) and forests where these animals 

can conceal themselves. When any of the above-mentioned requirements is not available, their 

chances of survival diminish naturally. Today, world over, tigers face this situation. 

As human population and exploitation continue to grow, the forest cover tends to shrink. As 

more and more space is needed by the human population and they require the infrastructure- 

towns, roads, buildings etc., more and more forests and other natural habitats are being destroyed 

to make room for it. 

Human beings are rapidly encroaching into wild areas which were once ruled exclusively by the 

tigers. Loss of habitat is only driving this animal to the verge of extinction. Without tall trees or 

grass, this animal can be easily hunted down by anyone. Moreover, as without the forests, even 

the tiger’s prey cannot survive, so the former ultimately will die of starvation. 

However, the government has taken a view of the grim situation and has reserved some essential 

forest covers as wildlife sanctuaries and national parks. 



This particular percentage of the reserved area is not to be touched by man and his activities. 

Thus, we as humans, must realise our social responsibility and make an effort to let the tigers and 

other wild animals have their natural habitat intact. For if they are robbed off their home, the 

ecological balance gets disturbed. 

Task 

Study the picture given below and write a story or a description or an account of what it suggests 

you. 

 

 

                                                                           

 

 

 

 

 

 

 

 

 

 

 

 



UNIT -V 

                                    How a Chinese Billionaire Built Her Fortune 

Questions & Answers (2Marks) 

1. What is the initial work taken up by Zhou? 

Ans: Zhou taken up a job of polishing the glass which require her to work from 8 am to 12   pm. 

which made her to work hard to be able to polish glass. 

2.Mention the reasons for Zhou leaving the job and setting up her own company. 

 Ans: Zhou left the job and set up her own company because the work was monotonous           

and the hours were also long. She need to work hard from 8 to 12 pm  to  polish glass.  

                3.How did the advent of the mobile phone make Zhou to become a millionaire? 

Ans: The advent of mobile phones made Ms. Zhou a billionaire. In 2003 she received an offer 

from mobile giant Motorola to make screens for mobile phones. Zhou got on board and created 

the screens for Motorola’s Razr V3. From then glass screens started replacing the plastic screens 

which are more scratch resistant and provide sharper images for texts and multimedia.  

4. Describe the rare qualities Zhou possessed to reach the present day success.  

  Ans: Ms. Zhou is obsessive about the standards maintained in her factory. Much of Zhou’s skill 

of making lenses is self- taught. She began to try out ways of improving the quality of the lenses 

that she sold Soon she acquired a reputation for making the finest watch lens available in the 

market.  

5. How Zhou is different from other girls in her village? 

Ans: Zhou Qunfei was the youngest of the three children born to a skilled craftsman. She left the 

school at sixteen to work from 8 to 12 pm which require her to work hard to be able to polish 

glass. Zhou chose to work and run a business. 

6. Give a brief account of Zhou’s early life?   

Ans: Zhou Qunfei was the youngest of the three children born to a skilled craftsman. She was 

born a small village in China. She lost her mother at the age of five. As he lost his eyesight 

young Quinfei need to help her family by raising ducks and pigs for the livelihood. Despite being 

a brilliant student she was dropped out from the school and landed in a job at an age of sixteen. 

 



7. Explain briefly the process of glass manufacturing for watch lenses 

Ans. The glass is cut, ground to size, bored and polished to give each plate a transparent finish.  

Then the plates are fortified in a potassium ion bath, cured and painted. Finally they are coated 

with anti-smudge and anti –reflection films. The glass manufactured in this procedure is more 

resistant to scratches and provided sharper images for texts and multimedia. 

8. How did Zhou acquire reputation in the lenses market? 

Ans. Ms. Zhou is obsessive about the standards maintained in her factory. The glass is cut, 

ground and polished to give a transparent finish. Much of her skill of making lenses is self- 

taught. She began to try out ways of improving the quality of the lenses that she sold.  Soon she 

acquired a reputation for making the finest watch lens available in the market. With the advent of 

mobile phones as a popular glass manufacturer Ms. Zhou attracted many mobile companies.  

9. What are measures taken by Zhou to ensure the quality of the lenses produced? 

Ans: Though Zhou remained the top player in the market, she continues to tour the factory and 

sits down at the machines and works. She expects the same amount of dedication from the staff. 

Much of her skill of making lenses is self- taught. She began to try out ways of improving the 

quality of the lenses. With this quality she acquired orders from many mobile giants to make 

glass for the screens. 

10. Name some of the companies for which Zhou manufactured glasses for mobile.  

Ans. The advent of mobile phones made Ms. Zhou a billionaire .In 2003 she received an offer 

from mobile giant Motorola to make screens for mobile phones. Zhou got on board and created 

the screens for Motorola’s Razr V3. Then she received orders from Samsung, Nokia, HTC and 

Apple. In 2007, Apple introduced the iPhone with a key-enabled glass touch screens.   

 

Question &Answer (10Marks) 

1. Describe the rare qualities Zhou possessed to become a billionaire. 

Ans. Zhou Qunfei is the world’s richest self- made woman. She is the founder of Lens 

Technology and earned an estate worth 27 million dollars .She built a fortune by coming up with 

an idea of developing a glass required for watch lenses. She was the youngest of the three 

children born to a skilled craftsman. Qunfei left the school at sixteen to work from 8 to 12 pm 

which required her to work hard to be able to polish glass. Zhou chose to work and run a 



business. And it is a choice she never regrets Later she had to give up the job because of long 

hours and boredom. 

    This led to her setting up her own workshop of making watch lenses.  Much of her skill of 

making lenses is self- taught. She began to try out ways of improving the quality of the lenses 

that she sold.  Soon she acquired a reputation for making the finest watch lens available in the 

market.  

  The advent of mobile phones made Ms. Zhou a billionaire .In 2003 she received an offer from 

mobile giant Motorola to make screens for mobile phones. Zhou got on board and created the 

screens for Motorola’s Razr V3. From then glass screens started replacing the plastic screens 

which are more scratch resistant and provide sharper images for texts and multimedia.  

 Soon she received orders from Samsung, Nokia, HTC and Apple. In 2007, Apple introduced the 

iPhone with a key-enabled glass touch screen. Consequently Ms.Zhou invested heavily on her 

infrastructure and skilled technicians. She acquired the position of tier–one player in lens 

business. Within a span of five years she set up manufacturing units in three cities.  

Ms.Zhou is obsessive about the standards maintained in her factory. The glass is cut, ground and 

polished to give a transparent finish. The plates are fortified in a potassium ion bath, cured and 

painted. Finally they are coated with anti-smudge and anti –reflection films. 

Though she remained the top player in the market, she continues to tour the factory and sits 

down at the machines and works. She expects the same amount of dedication from her 

employees. She displays charm and humility .Zhou rarely gives any interview or a public 

appearance. 

Vocabulary 

One-Word Substitutes 

One word substitution is the process of using one word for a phrase means it is a process in 

which people use one word to substitute a wordy phrase, to make the sentence structure more 

lucid. In English language, it is very important to write precisely and speak in single word. The 

meaning, with the replacement of the phrase remains identical while the sentence becomes 

shorter. This not only makes the language easily understandable but also makes it beautiful or we 

can say that these words bring compression in any kind of writing. Fortunately, in English 



language, there are lots of words that can be used to make the writing to the point without losing 

the meaning of the context. 

How to be expert in one word substitution 

Follow the tips strictly those are given below- 

 Reading newspapers and magazines to improve your vocabulary up to a great extent.  Make 

a list of unfamiliar words and write down the synonyms & its usage in English grammar. 

 Attempt online test series, mock tests and previous year papers regularly & rigorously. 

 Play English word games like cross-word puzzles or other games that can enhance your 

vocabulary lists. 

 Use Mnemonics or other memorization techniques to improve the learning of such words. 

 Try essay writing and paragraph writing in English to Hindi and Hindi to English. 

 Watch English channels and documentary movies to unleash to grasping capability on new 

words. 

Make a habit of speaking English with the help of preplanned script. If necessary, then record it 

with their meanings and listen it at least one time. It will help you to establish a connection with 

your brain resulting in remembering the meaning of difficult words. 

List of One Word Substitutions – 1 

Words for various fields of study 

Phrase One Word 

Art related to ornate, good handwriting Calligraphy 

Scientific study of bodily diseases Pathology 

Study of  collection of coins, tokens, paper money etc. Numismatics 

Study of election trends Psephology 

Study of flying aero planes Aviation 

Study of handwriting Graphology 

Study of human development Anthropology 

Study of languages Philology 

Study of science of insects Entomology 

Study of sound and sound waves Acoustics 

Study of the relation between the organism and their environment Ecology 



Study of various aspects of aging Gerontology 

The science of time order Chronology 

Study of religion Theology 

The science of human development Anthropology 

List of One Word Substitutions – 2 

Words used for experts and people with various qualities, habits and abilities. 

Phrase One Word 

One with unlimited power Autocrat 

One who is all powerful Omnipotent 

One who is all knowing Omniscient 

One who is present all over Omnipresent 

One who talks while sleeping Somniloquist 

One who walks in sleep Somnambulist 

One who walks at night Noctambulist 

One who is both inwards and outwards at times Ambivert 

One who doesn't consume alcohol Teetotaller 

One who easily believes others Credulous 

One who is capable of using both hands Ambidextrous 

List of One Word Substitutions – 3 

Words used for various likes and dislikes. 

Phrase One Word 

One who is a boot licker, flatterer Sycophant 

One who has keen interest in food and drinks Gourmet 

Love for mankind Philanthropy 

Someone who loves collecting books Bibliophile 

One who hates mankind Misanthropist 

One who loves his country Patriot 

Excessive love for one's country Super patriotism 

One who loves to speak Loquacious 

Strong, deep dislike Antipathy 

Simultaneously affected by similar feelings Sympathy 



Mentally identifying oneself with other person or a thing Empathy 

List of One Word Substitutions – 4 

Words used for practices & beliefs related to religion 

Phrase One Word 

One who believes in the presence of God Theist 

One who doesn't believe in the presence of God Atheist 

One who believes in the theory of only one God Monotheist 

One who believes in many Gods Polytheist 

One who believes that God is union of all forces of the universe Pantheist 

Religious madness Theomania 

Battle among the Gods Theomachy 

List of One Word Substitutions – 5 

Words used for various systems of governance. 

Phrase One Word 

Government by one person (royal) Monarchy 

Government by a few powerful people Oligarchy 

Government by military class Stratocracy 

Government by divine guidance Theocracy 

Government by departments of state Bureaucracy 

Government by nobility Aristocracy 

Government by wealthy Plutocracy 

Government by the people Democracy 

A system of governing a country suggesting a father-child relation Paternalism 

Government by one absolutely Autocracy 

Absence of government Anarchy 

A system ruled or controlled by men Patriarchy 

The rule or control of mother Matriarchy 

Self-rule or control Autonomy 

List of One Word Substitutions – 6 

Words used for various kinds of killings and manias. 



Phrase One Word 

The killing of one's husband Matricide 

The killing of parents Parricide 

The killing of a whole race Genocide 

The killing of a new born child Infanticide 

The killing of a king Regicide 

The killing of a human being Homicide 

The killing of oneself Suicide 

The killing of a father Patricide 

The killing of a mother Matricide 

The killing of one's brother Fratricide 

The killing of one's sister Sororicide 

The killing of one's wife Uxoricide 

Morbid compulsion to keep on consuming alcohol Dipsomania 

Morbid compulsion to steal Kleptomania 

Morbid compulsion to steal books Bibliokleptomania 

Compulsion to tell lies Mythomania 

List of One Word Substitutions – 7 

Words related to speech and written works. 

Phrase One Word 

Book containing all the published work of an author Omnibus 

A written message from far off place Telegraph 

Informal, less grammatically rigid language Colloquial 

Talking around, a method of talking indirectly Circumlocution 

Expressive in the use of words Eloquent 

High sounding pompous speech or writing Grandiloquent 

A signature of a celebrity (signature of oneself) Autograph 

Walk before hand or an introductory statement Preamble 

Written by light Photograph 

A speech to oneself, alone Soliloquy 

List of One Word Substitutions – 8 



Words related to specific type of things, events and places. 

Phrase One Word 

An optical device for projecting various celestial images and 

effects     

Planetarium 

An establishment for the treatment of the chronically ill Sanatorium 

A place where objects are exhibited Museum 

Trees whose leaves fall every autumn Deciduous 

That which falls upon, befalls, happens Incident 

That which falls to someone or something Accident 

That which falls on the western countries Occidental 

A baby carriage Perambulator 

A carriage for sick people Ambulance 

List of One Word Substitutions – 9 

Words used for various kinds of food eaters and eating habits. 

Phrase One Word 

Living on fruits Frugivorous 

One who eat only fruits Fruitarian 

One who feeds on human flesh Cannibal 

One who enjoys food with a sensual pleasure Gourmand 

Living on flesh Carnivorous 

Living on grass Herbivorous 

Living on fish Piscivorous 

One who eats all kinds of food Omnivorous 

List of One Word Substitutions – 10 

Words related to certain actions, time and direction. 

Phrase One Word 

A backward look or a view into the past Retrospect 

A forward look or a view into future Prospect 

Examine one's motives or look inwards Introspect 

To examine carefully Inspect 

A doubtful look or examination of one's motives Suspect 



Careful, cautious watch on surroundings Circumspect 

When two things befall together Coincident 

A thing occurring again and again for a long time Chronic 

Someone or something out of time Anachronism 

To send out of one's native country Expatriate 

Make to happen at the same time Synchronize 

Capable of moving in all directions Omnidirectional 

 

List of One Word Substitutions – 11 

General 

A bicycle for two or more people Tandem 

A body of persons appointed to hear evidence or judge and give their verdict 
(decision) 

Jury 

A brief or a short stay at a place Sojourn 

A broad road bordered with trees Boulevard 

A building in which aircraft are housed Hanger 

A disease that affects a large number of people in an area at the same time Epidemic 

A disease which is spread by direct contact Contagious 

A figure of speech by which a thing is spoken of as being that which it only 

resembles 

Simile 

A fixed orbit in space in relation to earth Geo-stationary 

A former student of a school, college or university Alumnus 

A four footed animal Quadruped 

A four-wheeled carriage for a baby, pushed by a person on foot Pram 

A game in which no one wins Draw 

A geometrical figure with eight sides Octagon 

A group of girls Bevy 

A heavy continuous fall of rain Downpour 

A large sleeping-room with many beds Dormitory 

A light sailing boat built specially for racing Yacht 

A list of books and writings of one author or one subject Bibliography 

A list of books available in a library Catalogue 



 

Technical Vocabulary 

Computer-related terms 

Bandwidth 

Bandwidth refers to the maximum amount of data that can travel a communications path in a 

given time, usually measured in seconds. 

Bounce back 

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

to "bounce back".  

Broadband 

Broadband is a type of communications technology whereby a single wire can carry more than 

one type of signal at once 

Cookie 

A piece of code or data created by a web server and stored on a user's computer. It is used to 

keep track of the user's usage patterns and preferences. 

Cybercrime 

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

A list of passengers and luggage Waybill 

A low-area storm with high winds rotating about a centre of  

low atmospheric pressure 

Cyclone 

A man having no hair on scalp Bald 

A man of lax moral Licentious 

A man who does not know how to read or write Illiterate 

A man who knows a lot about things like food, music and art Connoisseur 

A man who waste his money on luxury Extravagant 

A man with abnormal habits Eccentric 

A medicine to nullify the effect of poison Antidote 

A method which never fails Infallible 

A mild or indirect expression substituted for an offensive or harsh one Euphemism 

A mournful poem or a song Elegy 

A narrow stretch of land connecting two large bodies of land Isthmus 

A notice of a person's death Obituary 



Cyber security 

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

cybercrime. 

 Encryption 

Encryption is the process of converting electronic data to an unrecognisable or encrypted form, 

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. It is a type of local area network (LAN) technology, providing a simple interface for 

connecting multiple devices. 

Protocol 

A protocol is a standard or set of rules that computers and other devices use when 

communicating with one another. 

Algorithm 

A set of mathematical instructions that help computers perform a certain task. 

 

Virtual Private Network (VPN) 

A secure internet connection that uses encryption and other measures to ensure network privacy. 

 

Alpha test 

A first test of an experimental product (such as computer software) carried out by the developer 

 

Beta test 

A second test of an experimental product (such as computer software) carried out by an outside 

organization 

 

Dongle 

An electronic device that must be attached to a computer in order for it to use protected software 

 

Technology and Engineering related terms 

 

Content curation  

The process social media sites use to gather and present content (articles, links, videos, images, 

etc.) that are relevant to a specific topic or a user’s area of interest.  

 

Embedding  

The process of putting social media content on a web page. 

 

Traffic  

The total amount of users who visit a website. 

 

Bugs  

Coding mistakes or unwanted pieces of code that keep a website or program from working 

properly. 

 



Cloud computing  

A practice where data is not stored locally on your own computer, but instead is spread out 

among a number of remote servers accessible through the internet.  

 

Firewalls  

Systems designed to protect and secure a computer network—everything from a commercial 

web service to your home Wi-Fi network—from external security risks.  

 

Blueprint  

A document that explains what a program means to accomplish and describes a program’s 

contribution to organizational objectives. 

 

Configuration  

 Configuration of a product involves shaping its functions and characteristics to make it suitable 

for customer use. 

Business related terms 

Merchandise 

The products or goods that are bought and sold by one company. 

Inventory  

The items or products you have in stock. 

Turnover 

The amount of money one company receives in sales, or the rate at which oner company’s 

merchandise is sold and replaced by new stock. It could also mean the rate at which staff leave 

your company and are then replaced by new people. 

Authorize 

To give approval or permission to someone to do something. 

Negotiate 

To formally discuss something and come to an agreement.  

Process 

To put something through a series of actions to achieve a certain result.  

Prioritize 

To deal with things in their order of importance or urgency. 

 



Facilitate  

To make things easier and help them run more smoothly. 

Enterprising 

One shows a willingness to take risks and create new projects. 

Reading Comprehension 

Read the following passage and answer the questions that follow. 

Google self-driving car is a project by the technology company Google. The project involves the 

development of technology for driverless electric cars .The uses the software called Google 

chauffeur and is fitted with sensors through which everything around the car can be seen. As a 

result, the software can make a quick search about every aspect of driving .Further the system 

works on a very high definition and high precision map of the area. This map includes even 

minor details like the height of the traffic lights. In fact, Sebastian Thrun, the lead engineer for 

the project, calls it a perfect driving mechanism. 

Statistics show that many car accidents happen due to human error. Google chauffer minimizes 

the possibility of human error, thereby reducing the rate of accidents. In addition to this, several 

human factors are involved in the process of driving, like staying in the lane, maintaining the 

right body position, anticipating the traffic etc. A driverless car would reduce our dependence on 

such things in addition to saving fuel. The prototype of this car was first unveiled on 22 

December 2014,and the first cars were rolled out in 2017. 

1.  What does the Google self-driving car project involve? 

Ans:  

2. What is Google Chauffer? 

Ans:  

3. Why Sebastian Thrun describe Google Chauffer as the ‘perfect driving mechanism’? 

Ans:  

4. What are the human factors involved in driving? 

Ans:   

5. Find a word in the passage the same as the following, the first or a preliminary version of a 

device of a vehicle from which other forms are developed. 

Ans:  

 



Report Writing 

Def: The word ‘Report’ is derived from the Latin ‘Reportare’ which means ‘to carry back’. 

Tips to prepare a good report: 

1. Style of a report 

 It is the most crucial part of report writing. It is very easy to criticize a writer’s style as ‘poor’ or 

‘inappropriate’; what is not so easy is to specify the stylistic improvements that should be 

encouraged.  

2. Avoid Pointless words 

Some words and phrases - like basically, actually, undoubtedly, each and every one and during 

the course of our investigation - keep cropping up in reports. Yet they add nothing to the 

message and often can be removed without changing the meaning or the tone. Try leaving them 

out of your writing. You will find your sentences survive, succeed and may even flourish without 

them. 

How to Write a Report  

Report writing can be described as a career skill. Not only is it a task that forms part of an 

increasing number of business jobs, but also it can make a huge difference to how you are 

perceived and even how well you get on in your career. Today, good communication skills and 

the ability to write effective reports are essential competencies for every successful business 

person. 

Simplicity 

Usually, if your writing is selective, accurate, objective, concise, clear and consistent, it will also 

be as simple as it can be. You should guard against over-simplifying, for example to the point of 

missing out information which the reader needs to fully understand what you are trying to say. 

You should again keep your readers firmly in mind and keep asking yourself whether or not they 

will be able to follow the logic of your presentation. 

Clarity and Consistency 

The best way to achieve clarity in your writing is to allow some time to elapse between the first 

draft and its revision. Try to leave it over the weekend, or at least overnight. If you are really 



under pressure and this is simply not possible, at least leave it over a lunch or coffee break. It is 

essential to have a period of time, no matter how short, when you can think of other things. In 

this way, when you come back to the report, you can look at it with a degree of objectivity. 

3. Types of Reports  

Reports can be classified into various types depends on the functionality. 

Reports interpreting Data: These include inferences from statistics and are to present findings 

and inferences based on numerical/factual information. 

Business Reports: These reports analyse business case studies/scenarios and apply a range of 

theories and recommendations. 

Scientific/Technical Reports: Used to present findings from research, investigations and as a 

design solution.  

The following are some examples of reports that you might come across in your careers.  

Progress Reports: Information regarding the process made on a particular project or an 

Assignment. 

Annual reports: These reports tell us about the activities conducted by an organization 

throughout the year. 

Book Reports: Present a gist of the content and the major features of a book. These include plot 

summaries, analysis of major features and themes. 

Business Plans: Proposal to start a new business or a venture containing investments, production 

methods, funding and returns expected. 

Compliance Reports: Tell whether a business/product/strategy/proposal adheres to the 

established guidelines or procedures. 

Most of the Technical Reports are divided into three sections 

I. Preliminary section 

    i. Letter of Transmittal or preface 

    ii. Title Page 



    iii. Acknowledgements 

    iv. Table of contents 

II. Main section 

     v. Introduction 

     vi. Body 

     vii. Summary/conclusion 

     viii. Recommendation 

  III. Documentation  

       ix. Notes 

       x. Bibliography    

       xi. Glossary 

       xii. Index             

Example: Manuscript Format 

Description of an accident 

The oil drums in the container store are not all fitted with protective rubber. On 26 November, 

workers were moving oil drums and two drums hit each other causing a spark which resulted in 

an explosion. This explosion injured a worker slightly, and started a fire which destroyed six of 

the oil drums. The fire was worse than it has been because the fire extinguisher in the container 

store failed to work and there was no other fire extinguisher in the immediate vicinity.  

Immediate action  

Workers went to an adjacent workshop to find a fire extinguisher enabling them to put out the 

fire within 10 minutes. The injured worker was taken to hospital. He was discharged within an 

hour and a charge of Rs.50000 was incurred.  

Follow-up action  

1. Medical cost should be claimed on insurance as this investigation has determined that it falls 

within the accident insurance.  



2. The cost of the burnt oil drums can also be claimed on the accident insurance. 

Recommendations 

It is recommended that: 

 1. Workers must handle the oil drums more carefully in future. 

 2. The drums are stored further apart 

 3. All drums are fitted with protective rubber to prevent sparking.  

      4. Fire extinguishers should be checked more regularly than the recommended minimum    

and provision should be made for back-up fire extinguishers. 

Task 

Recently your college held a Seminar on Protection of Natural Resources as a part of World 

Environment Day celebrations. As the Student Co-ordinator of the program, write a report in 

150-200 words to submit to the College Street Cause Co-ordinator. Sign as Pramod/Lavanya 

(Hyderabad 2020). 

 

 

 

 

 

 

 

 

 

 

 

 



 

Assignment 1 

Unit-1 

1. Analyze the poem ‘Where the Mind is Without Fear’ written by the poet, Ravindranath 

Tagore. 

2. Add the affixes to the following words.  

 S.no Word Prefix Suffix Meaning Example 

1 Polaroid     

2 government     

3 practice     

4 able     

5 reflection     

6 conduct     

7 communication     

8 annual     

9 soil     

10 high/low     

 

3. Identify the error/s in the given sentences.(Articles) 

a) We live in village. 

b) The iron is a useful metal 

c) She is going out with the French girl.  

d) We should not make noise. 

e) Do you sell eggs by kilo or by dozen? 

 

4. Identify the error/s in the given sentences.(Prepositions) 

a) Send this letter on my new address. 

b) We arrived to his house and knocked at the door. 

c) I am going to take a six-month course of French.   

d) The TV campaign is aimed for the 16–18 age groups.  

e) The teacher has promised to look at the matter. 

 



5. Prepare a paragraph on online learning and its challenges. (50 words) or How do you 

upgrade your skills in studies during COVID -19. 

                                                              Assignment 2 

                                                                     Unit-1I 

I. O. Henry is famous for the surprise endings in his stories. In The Last Leaf, one of the surprises is 

that the last leaf was not real but a painting. Try in your own, if you can write a different “surprise” 

ending for the story. 

II. Read the sentences below and identify the synonyms 

• His poor preparation for exam resulted in low percentage 

• The fire destroyed the facility and the explosion wrecked the building 

• The wooden bridge connects multiple routes and links many small villages 

• Knowing synonyms and antonyms can help you express yourself better and more clearly. 

• That way, you are able to deliver the exact message you intend to communicate. 

Read the sentences below and identify the antonyms 

• The callous government approach is shocking but the villagers are comforted by the kind 

social worker. 

• Small companies employ inexperienced staff whereas  Gaurav  is an experienced 

professional. 

• Some plants grow well and flourish in the sunlight only whereas their growth is stunted in 

the shade. 

III. For each of the following, choose the correct sentence in which the subject and verb agree 

each other and tick on it. 

1. 

                 A)  Every one of the shirts has a green collar. 

  B)  Every one of the shirts have a green collar. 

2.  

  A)  This singer, along with a few others, play the harmonica on stage. 

  B)  This singer, along with a few others, plays the harmonica on stage. 

3.  

  A)  Sandals and towels are essential gear for a trip to the beach. 

  B)  Sandals and towels is essential gear for a trip to the beach. 

4.  



  A)  The president or the vice president are speaking today. 

  B)  The president or the vice president is speaking today. 

5.  

  A)  Either Cassie or Marie pays the employees this afternoon. 

  B)  

 

Either Cassie or Marie pay the employees this afternoon. 

 

IV. For each of the following, choose the correct model verb 

 

1. You ___ get in without a ticket – not a chance. 

 

may not 

can't 

 

2. In Spain, boys ___ do military service. 

 

don't have to 

must not 

 

3. I promise I ___ stop smoking. 

 

will stop 

stop 

 

4. He's not answering the phone. He ___ have got home yet. 

 

can't 

ought 

 

5. You absolutely ___ go and see Jenny. 

 

should 

must 

                                                                

                                                                Assignment 3 

                                                                       Unit-III 

1) Describe the different stages in the process of manufacturing of jeans? 

2) Complete these sentences choosing from the list of words and phrases. 

(Impromptu, souvenir, emoji’s, quid pro quo) 

a) We all use _________________________ efficiently on mobile phones, but do you know 

how to get them on computers? 



b) The actor is known for his __________________________ lines in       between the rehearsed 

dialogues and his fans love him. 

c) We bought a marble replica of Taj Mahal as a _____________________ during our trip to 

Agra. 

d) In a _____________________arrangement, in exchange for a donation the politician may 

support a law that favours the gun manufacturing company. 

 

3) Here is a list of words starting with the prefix ‘bio-‘which means ‘life’. Find out what these 

words mean. Use these words in sentences of your own. 

e) Biochemistry 

f) Biography 

g) Biodegradable 

Here is a list of words starting with the prefix ‘phobia-‘which means ‘fear of’. Find out what 

these words mean. Use these words in sentences of your own. 

h)  Hydrophobia 

i)  Claustrophobia 

j) Agoraphobia 

4) Complete the following sentences using an appropriate form of the verb given in the brackets. 

f) Man and woman ………………… complementary to each other. 

Is / are 

g) Plenty of mangoes and bananas ………………… available in this season. 

Is / are 

h) A dictionary and an atlas …………………… missing from the library. 

Is / are 

i) The leader as well as his brothers ………………… to the same tribe. 

 Belong / belongs 

j) Cats and dogs ……………….…….. not get along. 

Do/does 

5)  Choose any one the following and write a description in about 300 words. 

a. My first day in the college. 

b. The incident which made me realise one of my hidden potential. 

                                                                  

 



Assignment-4 

                                                                      UNIT-IV 

1. Write an Essay on the importance of the healthy pyramid. 

 

2. The following acronyms / abbreviations are common in written and verbal communication. 

Write their full forms in the blanks given. 

 

a. R.S.V.P   ________________ 

b. P.S ____________________ 

c. SPAM  __________________ 

d. A.S.A.P _________________ 

e. E.T.A __________________ 

f. D.I.Y ___________________ 

g. No. ____________________ 

h. Approx.  ________________ 

i. SMS ___________________ 

j. LOL  ___________________ 

 

3. Fill in the banks with an appropriate phrasal verb 

a. He __________ as if nothing had happened. (carried on, carried through) 

b. He __________ all struggle. (gave up / gave out) 

c. Children __________ whatever they hear. (blurt out, blurt about) 

d. Junoon has just __________ a new winter collection. (brought up, brought out) 

e. The Panda is in danger of __________. (drying out, drying in) 

f. All the tickets of the Barcelona Cup have been __________. (sold away, sold out) 

g. Why are you __________. (looking around, looking for) 

h. Please, __________ your shoes. (take off, take out) 

i. Have the factory workers __________ the strike? (called of, called off) 

j. You can __________ this deficiency. (make out, make up) 

               4. Identify and delete the redundant words/phrases from these sentences. 

a. “As road traffic increases, elevated highways are built to solve the problem of traffic jam.” 

b. “Jonathan thinks he has sufficient enough information to write the article.” 

c. The presenter was not using a microphone; his voice was inaudible and could not be heard. 

d. Maurice told his grandfather that he hit his brother inadvertently and did not do so 

intentionally.  

e. In recent years, great advances forward have been made in the field of genetic science. 



5. The following paragraph contains examples of cliché, awkward phrasing, and   

wordiness. 

Technologies in this day and age are getting more and more advanced. All of the friends that I 

have cell phones with cameras in them. Anyone who doesn’t have on is just not up with the 

times. For instance, my friend was getting robbed, and he took a picture of the guy who robbed 

him and of his truck as he was driving away from the scene of the crime. And when the police 

got there, my friend showed them the picture on his phone screen, and they sent out a description 

of the truck and the man who robbed my friend. They arrested him in just a few hours. When it 

came to the trial, if my friend hadn’t had his cell phone with the camera in it, it would have just 

been my friends’ word against the man’s. 

6. Write an essay on the below topic in about 300-400 words. 

Reducing stress provides health benefits and increase individual productivity at work. What is 

your mechanism to reduce stress? 

                                                                        Assignment-5 

                                                                             Unit-V 

1. Elucidate the qualities that you could find in Ms. Zhou which a professional must have for his/her 

career growth. 

2. Recently a cultural programme was arranged by your college as part of College Fest with the 

help of the local artists of the city for raising funds to 

help an association for the differently-abled children of your city. Write a report in 150-200 

words for publication in the college magazine. You are Sunil/Sunita, Secretary of the Social 

Club of your college. 

 

 

 

 

 



Reading Comprehension - 1 

My Heart Leaps Up 

My heart leaps up when I behold 

A rainbow in the sky: 

So was it when my life began; 

So is it now I am a man; 

So be it when I shall grow old, 

Or let me die! 

The Child is father of the Man; 

And I could wish my days to be 

Bound each to each by natural piety. 

– William Wordsworth 

1. Write an appreciation to the above poem. 

2. What does the poet wants to convey through the line, “The Child is father of the Man”  

3. Add prefixes to the given words. 

a. man b. natural 

4. Add suffixes to the given words 

a. heart  b. child 

 

Reading Comprehension - 2 

Read the following passage and answer the questions that follow. 

The yarn is woven on large mechanical looms. Denim is not 100 percent blue, as the blue dyed 

threads forming the warp (long, vertical threads) are combined with white threads forming the 

weft (shorter, horizontal threads). Because denim is woven with the blue threads packed closer 

together than the white threads and with the blue threads covering three out of four white 

threads, the blue threads dominate. By examining a piece of denim closely one can detect the 

steep diagonal pattern that results from this process, which is known as a three-by-one right-hand 

twill weave. Although mechanized looms make use of the same basic weaving procedure as a 

simple hand loom, they are much larger and faster. A modern "shuttle-less" loom which uses a 

very small carrier instead of the traditional shuttle to weave the weft threads between the warp 



threads may produce as much as 3,279 yards (3,000 meters) of cloth 3.28 or 4.37 yards (three or 

four meters) wide in a single week. As much as 1,093 yards (1,000 meters) of cloth may be 

rolled into a single huge bolt. 

1. Why do the blue threads dominate? 

2. How many yards can be rolled into a single bolt? 

3. Write the Antonyms for 

      a) Large    b) traditional 

4. Why is Denim not 100% blue?   

5. Define the process three-by-one right-hand twill weave. 

Reading Comprehension - 3 

Scan the passage and choose the most appropriate option 

The 543 elected MPs will be elected from single-member constituencies using first-past-the-post 

voting. The President of India nominates an additional two members from the Anglo-Indian 

community if he believes the community is under-represented. 

Eligible voters must be Indian citizens, 18 or older, an ordinary resident of the polling area of the 

constituency and possess a valid voter identification card issued by the Election Commission of 

India. Some people convicted of electoral or other offences are barred from voting. 

Earlier there were speculations that the Modi Government might advance the 2019 general 

election to counter the anti-incumbency factor, however learning from its past blunder of 

preponing election made by the Vajpayee Government it decided to go into election as per the 

normal schedule which was announced by Election Commission of India (ECI) on 10 March 

2019, after which Model Code of Conduct was applied with immediate effect. 

Q1. Which word or phrase means “disapproval of current political officeholders” in the passage? 

A. First-past-the-post 

B. Blunder 

C. Anti-incumbency 

D. Model Code of Conduct 

Q2. Since when was the Model Code of Conduct applied with immediate effect? 



A. 23rd May 2018 

B. 10th March 2019 

C. 10th March 2018 

D. 11th March 2019 

Q3. When does the President of India nominate an additional two members from the Anglo-

Indian community? 

A. When there are less than 543 elected MPs 

B. When the Anglo-Indian community fails to send a representative 

C. When the president believes that the Anglo-Indian community is over-represented 

D. When the president believes that the Anglo-Indian community is under-represented 

Q4. What are the mandatory requirements to vote in India? 

A. Must be an Indian citizen 

B. Must be18 or older 

C. Must have a valid criminal record 

D. Must be an ordinary resident of the polling area of the constituency 

E. Must possess a valid voter identification card issued by the Election Commission of India 

Choose the correct options 

(i), (ii) (iii) 

(ii) (i) (v) (iv) 

(ii) (iii) (i) (iv) (v) 

(ii) (iii) (iv) (v) 

Q5. What is the apt meaning of “speculations” as per the passage? 

A. Conjectures 

B. Assumptions 

C. Either (a) or (b) 

D. Both (a) and (b) 

 

Reading Comprehension - 4 

Skim the passage and answer the given questions 



Most people can remember a phone number for up to thirty seconds. When this short amount of 

time elapses, however, the numbers are erased from the memory. How did the information get 

there in the first place? Information that makes its way to the short term memory (STM) does so 

via the sensory storage area. The brain has a filter which only allows stimuli that is of immediate 

interest to pass on to the STM, also known as the working memory. 

There is much debate about the capacity and duration of the short term memory. The most 

accepted theory comes from George A. Miller, a cognitive psychologist who suggested that 

humans can remember approximately seven chunks of information. A chunk is defined as a 

meaningful unit of information, such as a word or name rather than just a letter or number. 

Modern theorists suggest that one can increase the capacity of the short term memory by 

chunking, or classifying similar information together. By organizing information, one can 

optimize the STM, and improve the chances of a memory being passed on to long term storage. 

When making a conscious effort to memorize something, such as information for an exam, many 

people engage in “rote rehearsal”. By repeating something over and over again, one is able to 

keep a memory alive. Unfortunately, this type of memory maintenance only succeeds if there are 

no interruptions. As soon as a person stops rehearsing the information, it has the tendency to 

disappear. When a pen and paper are not handy, people often attempt to remember a phone 

number by repeating it aloud. If the doorbell rings or the dog barks to come in before a person 

has the opportunity to make a phone call, he will likely forget the number instantly.* Therefore, 

rote rehearsal is not an efficient way to pass information from the short term to long term 

memory.* A better way is to practice “elaborate rehearsal”. *This involves assigning semantic 

meaning to a piece of information so that it can be filed along with other pre-existing long term 

memories.* 

Encoding information semantically also makes it more retrievable. Retrieving information can 

be done by recognition or recall. Humans can easily recall memories that are stored in the long 

term memory and used often; however, if a memory seems to be forgotten, it may eventually be 

retrieved by prompting. The more cues a person is given (such as pictures), the more likely a 

memory can be retrieved. This is why multiple choice tests are often used for subjects that 

require a lot of memorization. 

1. According to the passage, how do memories get transferred to the STM? 



 A) They revert from the long term memory. B) They are filtered from the sensory storage 

 area. 

 C) They get chunked when they enter the brain. D) They enter via the nervous system. 

2. The word elapses in paragraph 1 is closest in meaning to: 

 A) passes       B) adds up      C) appears       D) continues 

3. All of the following are mentioned as places in which memories are stored EXCEPT the: 

 A) STM    B) long term memory    C) sensory storage area         D) maintenance area. 

4. Why does the author mention a dog’s bark? 

 A) To give an example of a type of memory 

 B) To provide a type of interruption 

 C) To prove that dogs have better memories than humans 

 D) To compare another sound that is loud like a doorbell 

5. How do theorists believe a person can remember more information in a short time? 

A) By organizing it 

B) By repeating it 

C) By giving it a name 

D) By drawing it 

6. The author believes that rote rotation is: 

A) the best way to remember something B) more efficient than chunking 

C) ineffective in the long run D) an unnecessary interruption 

7. The word it in the last paragraph refers to: 

A) encoding B) STM C) semantics    D) information 

8. The word elaborate in paragraph 3 is closest in meaning to: 



A) complex B) efficient C) pretty          D) regular 

9. Which of the following is NOT supported by the passage? 

A) The working memory is the same as the short term memory. 

B) A memory is kept alive through constant repetition. 

C) Cues help people to recognize information. 

D) Multiple choice exams are the most difficult. 

10. The word cues in the passage is closest in meaning to 

A) questions      B) clues     C) images        D) tests 

11. Which of the following highlighted sentence from the passage provides important 

information?  

A) Prompting is the easiest way to retrieve short term memory after an extended period of time. 

B) A memory can be retrieved by prompting, in a case where it has been rarely used. 

C) It’s easier to remember short term memories than long term memories due to regular prompts. 

D) Recalling a long term memory that is often used is easy, while forgotten memories often 

require prompting. 

12. An introductory sentence for a summary of the passage is found below. Complete the 

summary by choosing the THREE answer choices that contain the most important ideas in the 

passage. Some sentences do not fit in the summary because they provide ideas that are not 

mentioned in the passage or are only minor ideas from the passage.  

The brain stores information that a person may need in the immediate future in a place called the 

short term memory (STM). 

1. Most people can only remember numbers for a short time. 

2. Many psychologists agree that only a certain amount of information can be stored in the STM 

at once. 

3. Some techniques for memorization don’t work because of potential interruptions. 

4) Elaborate rehearsal is generally considered less effective than rote rehearsal. 

5) Assigning meaning to information makes it easier for the brain to retrieve. 



Essay Writing 

For regular practice 

(Most asked in recent drives) 

 

 Social media has made it easier to misuse one's right to freedom of expression. 

 Violent video games affect children negatively. 

 Success comes to those who take risks. 

 People today are more materialistic and less satisfied as compared to previous generations. 

 Do you think progress is always good? Cite examples to support your view. 

 At least one form of physical training should be mandatory across education institutes. 

 Social media has made us less social. 

 The winner stands alone. 

 Do ethics or moral principles change with time? Cite examples to support your view. 

 Hard work or talent - which is more important to succeed in the workplace? 

 Knowledge gained with experience is more important than the knowledge gained from 

books? 

 Is cloning a good option to capture quality talent? 

 Violent video games affect children negatively? 

 First campus interview experience 

 My best friend 

 Are we too dependent on computers 

 Digitization and its benefits 

 My last vacation with parents 

 Are corrupt but efficient politicians better than honest but inefficient politicians 

 Education – Importance in the development of the country 

 Your favourite sportsperson 



 Reservation in India 

 Effect of mobile phones on teenagers 

 My dream job 

 Is climate change real? 

 Write an essay on ‘corporate hospitals vs medical ethics’ 

 Write an essay on ‘Learning vs Understanding’. 

 Spending habits drifting away financial security 

 Child counselling place a vital role in student or children. 

 What are the effects of video games on teenagers these days 

 Give your views on the necessity of daily exercise and should it made compulsory in the 

Indian education system? 

 What do you think about social media websites like Facebook, Twitter, etc., and their effects 

in making us less social 

 Success comes to those who take risks. 

 Should laptop replace textbooks in schools 

 Impact of social networking & social networking sites 

 How technology has connected people 

 Views on manual or automated work through software 

 Your view on – we are depending too much on loans 

 Education needs to be practical 

 Spirituality in the corporate world 

 A person's Education achievement depends upon family, friends, and society. give your 

views for or against this topic 

 Are citizens of India use their voting power adequately? 



 

ALL THE BEST 
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