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PREFACE 

 

 

The Generic English workbook designed for the I semester under-graduate students 

offers a series of interactive, student- friendly and skill-oriented exercises meant for a 

classroom learning environment. The unique feature of this workbook is that it facilitates 

proficiency in receptive skills, reading skills and listening skills. The workbook includes 

exercises which would   strengthen the linguistic skills of students.  

The Textbook committee has identified exercises, brainstorming sessions, and reading and 

listening activities that can motivate students. The committee has spared no effort to introduce 

useful topics for enhancement of language and communicative skills. I hope students will make 

use of this Workbook and equip themselves better face career challenges.  
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Unit-I 
 

 

Receptive Skills: Reading Skills and 

Listening Skills 
 

 

Module - 1 

 

READING COMPREHENSION 

 

Although many can read, the act of reading and the act of comprehending what you read are two 

very different things. Reading requires the fluent parsing and blending various phonetic sounds 

to create words. Reading Comprehension, on the other hand, involves thinking about the words 

that were just read and deriving a meaning, for just those words and the text as a whole.  

Without proper comprehension skills, students lack the ability to understand what they read. The 

point of reading isn't to make sounds in your brain or out loud, but rather, to understand 

important lessons, stories and arguments. Through the act of writing, our ancestors have recorded 

important knowledge that we can understand simply by reading. By understanding what we read, 

we pick up important information, understand scientific theories, past opinions and new 

frontiers. 

Reading Comprehension Strategies: 



1. Do not over-emphasize trivialities 

2. Do not memorize 

3. Do not read the passage first – read the questions first 

4. Do not over-emphasize on vocabulary skills for RCs 

5. Do not spend time on RCs that you cannot comprehend at first 

6. Do not think the correct option would come from outside the passage 

7. Do not rely on 'trigger words' 

8. Make Notes 

9. Try to preempt questions 

10. Opening and Closing paragraphs require extra focus 

11. Constantly question yourself while reading the passage 

 

Exercises: 

 

 

Passage 1 

 

Philosophy of Education is a label applied to the study of the purpose, process, nature and ideals 

of education. It can be considered a branch of both philosophy and education. Education can be 

defined as the teaching and learning of specific skills, and the imparting of knowledge, judgment 

and wisdom, and is something broader than the societal institution of education we often speak 

of. 

 

Many educationalists consider it a weak and woolly field, too far removed from the practical 

applications of the real world to be useful. But philosophers dating back to Plato and the Ancient 

Greeks have given the area much thought and emphasis, and there is little doubt that their work 

has helped shape the practice of education over the millennia. 

 

Plato is the earliest important educational thinker, and education is an essential element in "The 

Republic" (his most important work on philosophy and political theory, written around 360 

B.C.). In it, he advocates some rather extreme methods: removing children from their mothers' 

care and raising them as wards of the state, and differentiating children suitable to the various 

castes, the highest receiving the most education, so that they could act as guardians of the city 

and care for the less able. He believed that education should be holistic, including facts, skills, 



physical discipline, music and art. Plato believed that talent and intelligence is not distributed 

genetically and thus is be found in children born to all classes, although his proposed system of 

selective public education for an educated minority of the population does not really follow a 

democratic model. 

 

Aristotle considered human nature, habit and reason to be equally important forces to be 

cultivated in education, the ultimate aim of which should be to produce good and virtuous 

citizens. He proposed that teachers lead their students systematically, and that repetition be used 

as a key tool to develop good habits, unlike Socrates' emphasis on questioning his listeners to 

bring out their own ideas. He emphasized the balancing of the theoretical and practical aspects of 

subjects taught, among which he explicitly mentions reading, writing, mathematics, music, 

physical education, literature, history, and a wide range of sciences, as well as play, which he 

also considered important. 

 

During the Medieval period, the idea of Perennialism was first formulated by St. Thomas 

Aquinas in his work "De Magistro". Perennialism holds that one should teach those things 

deemed to be of everlasting importance to all people everywhere, namely principles and 

reasoning, not just facts (which are apt to change over time), and that one should teach first about 

people, not machines or techniques. It was originally religious in nature, and it was only much 

later that a theory of secular perennialism developed. 

 

During the Renaissance, the French skeptic Michel de Montaigne (1533 - 1592) was one of the 

first to critically look at education. Unusually for his time, Montaigne was willing to question the 

conventional wisdom of the period, calling into question the whole edifice of the educational 

system, and the implicit assumption that university-educated philosophers were necessarily wiser 

than uneducated farm workers, for example. 

1. What is the difference between the approaches of Socrates and Aristotle? 

2. Why do educationists consider philosophy a ‗weak and woolly‘ field? 

3. What do you understand by the term ‗Perennialism‘, in the context of the given 

comprehension passage? 

4. Were Plato‘s beliefs about education democratic? 

5. Why did Aquinas propose a model of education which did not lay much emphasis on 

facts? 

 

Passage 2 

 



The other day, a student asked me what exactly the word ‗liberal‘ mean. She wanted to know 

whether ‗liberalisation‘ promotes ‗liberal‘ values. She had noticed that institutions of higher 

education, which are supposed to promote liberal values, were finding it difficult to resist 

ideological and commercial pressures education, which are supposed to promote liberal values, 

were finding it difficult to resist ideological and commercial pressures triggered by the process of 

economic liberalisation. So, was economic liberalism different from political liberalism? And 

what do people mean when they refer to neo-liberal policies? The questions she was asking 

could hardly be addressed without invoking the political economy that has emerged over the last 

three decades. 

When liberalisation of the economy started to receive common consent in the mid-1980s, few 

people thought of examining what it would mean for education. Then, in 1991 came the dramatic 

announcement of a new economic policy, accompanied by a package of steps to be taken for 

‗structural adjustment‘ of the Indian economy. The purpose of ‗adjustment‘ was to facilitate 

India‘s integration into the global economy. Even then, education didn‘t receive specific 

attention. Some critics of the new economic policy expressed anxiety about the consequences of 

state withdrawal from its prime role and responsibility in sectors like education and health. The 

national policy on education drafted in 1986 had mostly adhered to the established state-centric 

view. A major review in the early 1990s vaguely resonated the new discourse of liberalisation, 

but offered little evidence of change in the basic perspective. The Programme of Action, 

announced in 1992, stopped short of admitting that the state‘s role in education was about to 

change. Nobody could imagine at that point that over the following decades, the state‘s role in 

education would change so much that the Constitution would begin to sound like rhetoric. 

In order to examine what happened, we must make a distinction between school and higher 

education. When Prime Minister P.V. NarasimhaRao spoke about liberalisation as the central 

theme of the new economic policy, he also referred to the ‗structural adjustment programme‘. 

Under this programme, the World Bank offered a ‗safety net‘ for primary education. It meant 

additional resources and policy guidance to enable the system to expand its capacity for enrolling 

children. The District Primary Education Programme (DPEP), which later mutated into 

SarvaShikshaAbhiyan (SSA), symbolised the ‗safety net‘ approach. It was designed to cushion 

the harsh effects that ‗structural adjustment‘ under liberalisation was expected to cause in 

welfare sectors like children‘s education and health. The DPEP and SSA efficiently served this 

role, creating an ethos in which children‘s education seemed to have become a major priority of 

the state. The success of these programmes emboldened the government to push the Right to 

Education (RTE) law through Parliament. Governments of many States registered their anxiety 

over their capacity to fund the implementation of RTE after the Central assistance provided 

under SSA runs dry. 

In higher education, the new economic policy designed on the principles of liberalisation offered 

no safety net. From the beginning, the assumption was that higher education ought to generate its 

own resources. An accompanying idea was that higher education should respond to market 

demands in terms of knowledge and skills. Over the last three decades, these two guiding ideas 

have dented the established system of higher education in all parts of the country. Both Central 

and State universities have been starved of financial resources. Cutting down on permanent staff, 

both teaching and non-teaching, has emerged as the best strategy to cope with financial crunch. 

A complex set of outcomes, specific to different universities, makes any general analysis 



difficult. In some, self-financed courses, mostly vocational in nature, have provided a means of 

income. In others, such courses have been resisted by teacher unions. However, these unions 

have gradually lost their power and say because they are broken from within. 

 

1. Which of the following offered a safety net for primary education? 

2. What was the central theme of new economic policy according to the given passage? 

3. What were the priorities of DPEP and SSA? 

4. Which two guiding ideas have dented the established system of higher education in the 

country? 

5. What is the accompanying idea about higher education? 

 

Passage 3 

 

The WannaCry ransomware attack raised perplexing questions, such as who was behind it, how 

did it get unleashed, and why the code was configured the way it was. The malware exploited 

vulnerabilities in Windows 7 that the US National Security Agency (NSA) apparently knew 

about for a few years. 

At some point, these vulnerabilities were either leaked or electronically stolen, and in March, an 

entity known as ShadowBrokers made them public. Microsoft very soon released an update that 

removed the vulnerabilities. Windows systems have the capability to automatically install 

updates, but in many corporate setups, the auto-update is disabled to give IT departments more 

control over company machines. This left many machines vulnerable to the attack. 

 

This is where the discussion moves out of the realm of the purely technical and becomes a matter 

of public debate. Despite the best efforts of software companies, their products will have flaws, 

including security weaknesses. Rigorous testing would prevent many exploits, but it takes too 

many resources to consider every possibility. 

So, independent security researchers, commercial security companies and intelligence agencies 

such as the NSA specialise in trying to find weaknesses that were missed. Some researchers 

privately notify software makers when they find a vulnerability, but there are also companies that 

sell them; selling can be lucrative. It is believed that the FBI paid $9,00,000 to a private company 

to access a locked iPhone. Intelligence agencies and even police departments have been 

collecting vulnerabilities known as ―zero-days‖. Clearly, the motivation is to protect national 

interest and public safety, yet it is worth asking what the trade-off is. 

Security expert Bruce Schneier has criticised governments for hoarding zero-days. He argues 

that it is better for the common good to disclose the vulnerabilities before someone else uses 



them for ill. The WannaCry incident seems to bear this out. Policymakers need to dig into the 

claims that zero-days are effective at preventing terrorism and crime. 

Disclosing vulnerabilities doesn‘t help much if the software creators don‘t take timely action. In 

general, large corporations such as Microsoft, Google or Apple have reacted quickly. They can 

do more to publicise vulnerabilities and fixes and highlight the risk to customers if they do not 

update. 

Finally, a failure to update systems poses a real issue. Those individuals and organisations that 

did not apply Microsoft‘s update were taking a risk; whether the reasons were cost, lack of 

attention or negligence, their actions had an impact on others. The reasons for making computer 

software up to date are the same as vaccinating a population against diseases. Policymakers may 

want computer owners to take the same approach. 

One curious aspect of WannaCry is that once it enters a computer, it tries to connect to a domain 

on the internet, and if it succeeds, it stops its activity. An alert cybersecurity researcher created 

that domain and helped slow WannaCry‘s spread. Researchers are puzzled why this ―killswitch‖ 

was left in the code. What‘s worrisome is that perhaps a future variant of ransomware will try to 

send contents of the disk to a remote server before locking the computer, thereby stealing 

sensitive health or financial details, embarrassing photos or vital state secrets. 

The targets may react to the ransom part of the attack and fail to see the data theft. This may 

have already happened. In response to an RTI, the RBI said that at least one bank was attacked 

by ransomware last year. If data-stealing malware targets computers in a corporate or 

government network, the real damage is not to the owners of the computers but the people whose 

data is exposed. In the case of government secrets, the entire country may be worse off. 

Since the attack, the government has downplayed the effects on Indian systems. No private 

companies have disclosed that they were affected. However, there are many cyber attacks on a 

global scale and it stretches credulity to believe that Indian systems are somehow spared. The 

government wants to promote Digital India and internet companies want Indians to use their 

services and spend money online. For that, they need to build and keep the public‘s trust. 

One way to do that is by being forthright and owning up to mistakes or breaches. It would 

demonstrate a level of responsibility and sophistication that people can respect. 

 

1. How can Software companies prevent weaknesses in their softwares? 

2. What are 'Zero Days'? 

3. Expand RTI and RBI. 

4. Why does the government promote ‗Digital India‘? 

5. What is worrisome about the future variant of the ransomeware? 

 

 



 

 

Passage 4 

 

The economic development in India followed socialist- inspired policies for most of its 

independent history, including state-ownership of many sectors; India's per capita income 

increased at only around I % annualised rate in the three decades after its independence. Since 

the mid 1980s, India has slowly 

opened up its markets through economic liberalisation. After more fundamental reforms since 

1991 and their renewal in the 2000s, India has progressed towards a free market economy. In the 

late 2000s, India's growth reached 7.5%, which will double the average income in a decade. 

Analysts say that if India pushed more fundamental market reforms, it could sustain the rate and 

even reach the government's 2011 target of 10% . States have large responsibilities over their 

economies. The annualised 1999-  2008 growth rates for Tamil Nadu (9.9), Gujarat (9.6%), 

Haryana (9.1 0/0), and Delhi (8.9%) were significantly higher than for Bihar (5.1 0/0), Uttar 

Pradesh (4.4%), and Madhya Pradesh (6.5%). India is the tenth-largest economy in the world and 

the third largest by purchasing power parity adjusted exchange rates (PPP). On per capita basis, 

it ranks 140th in the world or 129th by PPP. The economic growth has been driven by the 

expansion of services that have been growing consistently faster than other sectors. It is argued 

that the pattern of Indian development has been a specific one and that the country may be able 

to skip the intermediate industrialisation — led phase in the transformation of its economic 

structure. Serious concerns have been raised about the jobless nature of the economic growth 

favourable macroeconomic performance has been a necessary but no sufficient stipulation for the 

significant reduction of poverty amongst the Indian population. The rate of poverty decline has 

not been higher in the post-reform period (since 1991). The improvements in some other non-

economic dimensions of social development have been even less favourable. The most palpable 

example is an exceptionally high and importunate level of child malnutrition (46% in 2005-06). 

The progress of economic reforms in India is followed closely. The World Bank suggests that the 

most important priorities are public sector reform, infrastructure, agricultural and rural 

development, removal of labour regulations, reforms in lagging states, and HIV /AIDS. For 

2015, India ranked 142nd in Ease of Doing Business Index, which is setback as compared with 

China 90th, Russia 62nd and Brazil 120th. According to index of Economic Freedom World 

Ranking an annual survey on economic freedom of the nations, India ranks 123rd as compared 

with China and Russia which ranks 138th and 144th respectively in 2012. 

 

1) According to the passage, the economic growth has been driven by the expansion of 

which of which genre of services? 

1) The services growing slower than other sectors available in the world. 

2) The services growing more easily than other sectors available in the world. 

3) The services growing erratically faster than all other sectors available in India. 



4) The services growing consistently faster than other sectors available in the world. 

5) None of these 

 

2) Which of the following statements is true according to the passage?  

l) More than one hundred and fifty countries are doing better than India on PPP basis.  

2) India is doing better than 140 countries on per capita basis. 

3) India ranked 1 17th on the basis of economic growth which is a setback. 

4) India ranked 142nd in 2015 in Ease of Doing Business Index. 

5) None of these 

 

3. What was the opinion of the World Bank particularly on public sector reforms 

according, to the passage? 

A. Infrastructures development 

B. Health reforms 

C. Removal of labour regulations  

D. Agricultural development 

l) Only (A) and (B)  

2) only (C) and (D) 

3) only (B) and (D) 

4) only (A), (B) and (D) 

5) None of these 

 

4. "Economic liberalisation have been beneficial for Indian according to the passage, which 

of the following statements support the given statement?  

1) India bit by bit kicks off its markets through economic liberalisation.  

2) India opened new markets all over world within 10 years of its initiation. 

3) India gave a lot of employment compared to the last decade after its initiation. 

4) India's growth rate increased by 7.5% after initiating economic liberalisation. 

5) None of these 

 



5. Which of the following is not mentioned in the passage regarding economic 

development?  

1) Index of Economic Freedom World Ranking did an annual survey on economic freedom.  

2) India's per capita income increased at only around 1% annualised rate. 

3) The progress of economic reforms in India is followed closely. 

4) Economic liberalisation is a fusion of growth and economic development. 

5) None of these 

 

Passage 5 

 

This past decade has witnessed a surge in wildlife tourism that has doubled and tripled the tourist 

load in several of the more accessible national parks and reserves. But serious infrastructural 

shortcomings have brought us precariously close to a breakdown of the ecosystem‗s capacity to 

absorb this load. The result is an unsatisfactory tourist experience (and an opportunity to impart 

conservation values lost), overworked, pressurized and confused wildlife staff, and occasional 

man-animal confrontation crises such as man-killing by tigers. Not to speak of the ecosystem 

that is being battered by humans. A road area, which accommodated four vehicles a day, ten 

years ago, is now being used by 12 a day. The road area the wildlife population of that area has 

in any case gone up. A collision of interests is inevitable. An important function of wildlife 

refuges is to encourage tourism. recognising that it forms an ideal ―hands-on‖ method of 

orienting, educating and winning the hearts and minds of the general public over to conservation 

values and concepts. This can only be achieved by communication with tourists before and 

during their visits to a wildlife refuge. The ―interpretation‖ as it is generally referred to, is 

properly done by having an interpretation centre, consisting of photographic, written and audio-

visual exhibits supplemented by free or priced literature and a person on hand to answer the 

queries of visitors. Tourists should perforce be routed through this facility by the simple 

expedient they have some time to see it while their entry permits are being prepared. The general 

message should be the history of the wildlife refuge as a conservation microcosm, interesting 

facts of some of the species it supports, and an explanation of the mechanics of an ecosystem and 

its relevance to man, plus codes of conduct specific to the area and to wildlife and jungles in 

general. This should be backed up by a cadre of trained naturalist guides, preferably from the 

local population, who should accompany the tourists in the refuge. In some of our wildlife 

refuge, very poor facilities for this sort of thing exist. In most, none exist at all. The result is 

tourist traffic, which is generally quite ignorant of wildlife, ecology and conservation values, 

who leave the refuge no wiser than when they came in. leaving behind for good measure the 

detritus of their presence: plastic bags, cigarette packets, bottle, paper, a lot of which is 

nonbiodegradable and toxic. Added to this is the fact that wildlife guards and rangers are often 

diverted from their normal work-monitoring and managing wildlife and the ecosystem –and 

made to guide tourists and generally be at the back and call of people, irrelevant to the priorities 

of the wildlife refuge. 



 

1. According to the passage, what is the main purpose of bringing tourists in the forest? 

2. What according to the author, will win the hearts and minds of the general public? 

3. What are the main concerns expressed by the author? 

4. Explain the main reason for the near collapse of the capacity of the ecosystem of wildlife 

refuges? 

5. Man-animal confrontation leads to ____________________________ . 

 

 

Passage 6 

 

I have three visions for India. In 3000 years of our history, people from all over the world have 

come and invaded us, captured our lands conquered our minds. From Alexander onwards. The 

Greeks, the Portuguese, the British, the French, the Dutch, all of them came and looted us, took 

over what was ours. Yet we have not done this to any other nation. We have not conquered 

anyone. We have not grabbed their land, their culture, their history and tried to enforce our way 

of life on them. Why? Because we respect the freedom of others. 

That is why my first vision is that of FREEDOM. I believe that India got its first vision of this in 

1857, when we started the war of independence. It is this freedom that we must protect and 

nurture and built on. If we are not free, no one will respect us. 

 

My second vision for India is DEVELOPMENT. For fifty years we have been a developing 

nation. It is time we see ourselves as a developed nation. We are among top 5 nations of the 

world in terms of GDP. We have 10 percent growth rate in most areas. Our poverty levels are 

falling, our achievements are being globally recognized today. Yet we lack the self-confidence to 

see ourselves as a developed nation, self reliant and self assured. Isn't this right? 

 

I have third vision. The India must stand up to the world. Because I believe that unless India 

stands up to the world, no one will respect us. Only strength respects strength. We must be strong 

not only as a military power but also as an economic power. Both must go hand-in-hand. My 

good fortune was to have worked with three great minds. Dr. Vikram Sarabhai of the Dept. of 

space, Professor Satish Dhawan, who succeeded him, and Dr. BrahmPrakash, father of nuclear 

material. I was lucky to have worked with all three of them closely and consider this the great 

opportunity of my life. I see four milestones in my career: 

 



ONE : Twenty years I spent in ISRO. I was given the opportunity to be the project director for 

India's first satellite launch vehicle, SLV3. The one that launched Rohini. These years played a 

very important role in my life of a Scientist. 

 

TWO : After my ISRO years, I joined DRDO and got a chance to be the part of India's guided 

missile program. It was my second bliss when Agni met its mission requirements in 1994. 

 

THREE : The Dept. of Atomic Energy and DRDO had this tremendous partnership in the recent 

nuclear tests, on May 11 and 13. This was the third bliss. The joy of participating with my team 

in these nuclear tests and proving to the world that India can make it. That we are no longer a 

developing nation but one of them. It made me feel very proud as an Indian. The fact that we 

have now developed for Agni a re-entry structure, for which we have developed this new 

material. A Very light material called carbon-carbon. 

 

FOUR : One day an orthopaedic surgeon from Nizam Institute of Medical Sciences visited my 

laboratory. He lifted the material and found it so light that he took me to his hospital and showed 

me his patients. There were these little girls and boys with heavy metallic calipers weighing over 

three Kgs. each, dragging their feet around. He said to me: Please remove the pain of my 

patients. In three weeks, we made these Floor reaction Orthosis 300 gram calipers and took them 

to the orthopaedic center. The children didn't believe their eyes. From dragging around a three 

kg. load on their legs, they could now move around! Their parents had tears in their eyes. That 

was my fourth bliss! 

 

Why is the media here so negative? Why are we in India so embarrassed to recognize our own 

strengths, our achievements? We are such a great nation. We have so many amazing success 

stories but we refuse to acknowledge them. Why? We are the second largest producer of wheat 

in the world. We are the second largest producers of rice. We are the first in milk production. We 

are number one in Remote sensing satellites. Look at Dr. Sudarshan, he has transferred the tribal 

village into a self-sustaining, self driving unit. There are millions of such achievements but our 

media is only obsessed with the bad news and failures and disasters. 

 

I was in Tel Aviv once and I was reading the Israeli newspaper. It was the day after a lot of 

attacks and bombardments and deaths had taken place. The Hamas had struck. But the front page 

of the newspaper had the picture of a Jewish gentleman who in five years had transformed his 

desert land into an orchid and a granary. It was his inspiring picture that everyone woke up to. 

The gory details of killings, bombardments, deaths, were inside in the newspaper, buried among 

other news. In India we only read about death, sickness, terrorism, crime. Why are we so 

negative? 

 



Another question: Why are we, as a nation so obsessed with Foreign things? we want foreign 

TVs, we want foreign shirts. We want foreign technology. Why this obsession with everything 

imported? Do we not realize that self-respect comes with self-reliance? I was in Hyderabad 

giving this lecture, when a 14 year old girl asked me for my autograph. I asked her what her goal 

in life is: 

 

She replied: I want to live in a developed India. For her, for you, we will have to built this 

developed India. You must proclaim. 

 

1. Why according to Abdul Kalam must India stand upto the world? 

2. What news surprised Abdul Kalam in Israel? 

3. List out the achievements of India as mentioned by Kalam. 

4. Why does Kalam feel lucky to have worked with the three great minds? 

5. Freedom is very important according to Kalam. Explain. 

 

Passage-7 

 

A blog is a discussion or information site published on the World Wide Web consisting of 

discrete entries, otherwise called posts. The term weblog was coined by Jorn Barger. The short 

form, blog, was coined by Peter Merholz. It was Even Williams who used blog as both a noun 

and a verb (‗‗to blog, meaning ‗to edit ones weblog or to post to one‘s weblog) and devised the 

term blogger to refer to a person who blogs.  

Until 2009 blogs were usually the work of a single individual, occasionally of a small group, and 

often were themed on a single subject. More  recently ‗multi-author blogs (MABs) have 

developed, with post written by large numbers of authors and professionally edited. MABs from 

newspapers, other media outlets, universities, think tanks, interest groups and similar institutions 

account for an increasing proportion of blog traffic. 

The emergence and growth of blogs in the late 1990s coincided with the advent of web 

publishing tools which made web publication easy even for non-technical users. 

Although not a must, most good quality blogs are interactive, allowing visitors to leave 

comments and even a message. In that sense, blogging can be seen as a form of social- 

networking. Indeed,bloggers not only produce content to post on their blogs but also build social 

relations with their readers and other bloggers.   

In education blogs can be used as instructional resources. These blogs are referred to as 

‗Edublog. A typical blog combines text,images, and links to other blogs, Web pages, and other 

media related to its topic .The ability of readers to leave comments in an interactive format is an 

important part of many blogs, Most blogs are primarily textual, although some focus on art (art 



blogs), photographs (photo blogs),videos (video blogs or vlogs)music (MP3 blogs),and 

audio(podcasts). Micro blogging is another type of blogging, featuring very short posts. 

There are many different types of blogs, differing not only in the type of content, but also in the 

way that content is delivered or written, like personal blogs, Corporate and Organizational blogs, 

Health blogs, Travel blogs, Gardening blogs, House blogs, Fashion blogs, Music blogs etc. Blogs 

are highly popular because of their utility but it goes without saying that they must be used with 

great responsibility. 

 

  1) Choose the opposite word of occasionally from the following: 

      a) usually        b) eventually 

 2) Discrete entries means   ________ 

            a) distinct entries      b)distant entries 

 3) Even non-technical users can post on blogs because of  _________ 

 4) Bloggers not only produce content through blogs but ________ 

 5) Why are Blogs highly popular? 

 

Passage - 8 

 

 Leadership does not exist without fellowship.  A leader is to be accepted by the group which the 

farmer is supposed to lead. To gain acceptability the leader should cause and emotive impact on 

the group members. 

 The characters exhibited by the leaders make them dear to their followers. A leader is one who 

effectively inspires employees to achieve worthwhile things. What character of leader motivates 

the followers?  It's neither pomp nor show nor flattery. Pomp and show creates a sense of awe 

and the leader is defied rather than emulated. Flattery is unrealistic and cannot serve as a long-

term motivational tool. A leader‘s style should be one that can be emulated by all irrespective of 

cadre, class and calibre. Simplicity in one‘s day today conduct is the only thing that can be 

adopted by all. When the leader is simple, he is counted as one belonging to the group of which 

he is the leader.  That's enough to motivate people. Motivation is the innate quality that enables 

an individual or group, to contribute unlimitedly with limited means. It is the proud prerogative 

of enlightened human beings. 

A Leader needs to assume the role of a guide: quintessential to fulfilling the role is knowledge 

and ability. Technical and administrative knowledge of the guide in balanced quantity and of the 

right kind are essential. He has to master the human relations aspect of administration in all 

detail. And when the leader is good at this ,his guidance is sought and accepted, and then he 

fulfills the role of a guide. The leader is a negotiator within and outside the organization. The 

leader shapes people and moulds character.  To achieve this leader should maintain equanimity. 



Equanimity is keeping oneself poised and balanced at all times. A leader is simply great, if he 

can mould his followers with this frame of mind. 

 

 

1. Who is a leader? 

2. What should a leader do to gain acceptability? 

3. What motivates the followers to follow the leader? 

4. How does the leader mould the character of people? 

5. A Leader needs to assume the role of a guide. True/ False. 

 

 

Passage -9 

 

Vishwaditya, the king of Magadh, heard that a great physician who lived in the 

neighbouring kingdom had invented an edible magic substance, which, if eaten with sweetmeat, 

would give one long life. He invited the physician through his messengers. The physician arrived 

with four sweetmeat balls mixed with the magic substance. The delighted king ordered his 

soldiers to bring a big garland made of very attractive looking and scented flowers, and himself 

garlanded the physician. The physician removed the precious cloth with which he had covered 

the plate of sweetmeat balls. The king's joy knew no bounds at the sight of the contents of the 

plate. While the physician was about to offer the sweetmeat balls to the king, the court jester 

rushed forward, picked up a ball and began eating it. Everyone present in the court was 

astonished. "Take hold of the mad chap!" shouted the king. The king's bodyguards did so. The 

half-eaten sweetmeat ball fell from his hand. "How dare you touch the magic thing meant for 

me? Be ready to face the consequence-death!" The jester shed tears. "No use crying", said the 

king. "I am crying for you, my Lord!" replied the jester. "Why?" asked the king. ―My lord, by 

eating only half of the magic thing, I am going to die. What will happen to you when you eat the 

whole of the magic thing?" said the jester. The king saw sense in what the jester said. He realized 

his mistake of believing in such magic things. He suitably honoured the jester. 

 

1) Write the suitable title for the above passage. 

2) Why did the king angry on Jester? 

3) Write suitable synonym for the word Surprise, from the above passage. 

4) What made the Jester weep with sorrow? 

5) The king honoured the Jester for his act.    True/False 



 

 

 

 

Passage - 10 

 

As high-level visits go, Prime Minister Narendra Modi‘s visit to Israel was bound to attract 

superlatives like ‗historic‘ and ‗groundbreaking‘. Still, it is clear that the buzz in the relationship 

is on account of Mr. Modi‘s personal diplomatic style and his host‘s equally warm response. 

Israel‘s Prime Minister Benjamin Netanyahu set the tone when he welcomed Mr. Modi at the 

airport together with the spiritual leaders of all the major faiths in the region, an honor 

traditionally reserved for the U.S. President and the Pope. Mr. Modi‘s trademark bear hugs were 

reciprocated, three at the airport, and by the time the visit ended, the TV commentators had lost 

count! 

Mr. Netanyahu gushingly described the relationship between the two countries as ―a marriage 

made in heaven‖, but behind the success was a receptive political backdrop as well as the careful 

planning undertaken by both sides. 

 

Marking 25 years of establishing diplomatic relations between the two countries added to the 

historic character of an Indian Prime Minister‘s first visit to a country that had quietly emerged 

as a strong defense partner. There had been high-level exchanges but the Indian response was 

cautious. Foreign Minister Shimon Peres first visited India in 1993, and Jaswant Singh 

reciprocated in 2000; President EzerWeizman came in 1997, while President Pranab Mukherji‘s 

visit only took place in 2015. The first Israeli Prime Minister to visit India was Ariel Sharon in 

2003, and from the time Mr. Modi came to power, a return visit was a certainty. The two leaders 

had met on the margins of the UN General Assembly and continued their relationship by 

tweeting their greetings on Hanukkah and Diwali. 

 

Yet, official-level exchanges between the two countries have been intensive, beginning with the 

visit of Foreign Secretary J.N. Dixit in early 1993. While relations between Mossad and 

Research and Analysis Wing had existed earlier, the strategic partnership got cemented when 

National Security Adviser-level dialogue was established in 1999 between Brajesh Mishra and 

Gen. (retd.) David Ivry. Gen. Ivry was a former Air Force chief who had led the air raid on 

Osirak, the Iraqi nuclear reactor, in 1981. Incidentally, Israel was one of the few countries that 

showed a complete understanding of India‘s decision to undertake the nuclear tests in 1998. This 

reinforced both the defense and the counter-terrorism cooperation relationship. 

 



By 2000, India was acquiring surface-to-air missiles (Barak 1) and UAVs (unmanned aerial 

vehicles) from Israel. Subsequently, the refurbishing of MiG-21 aircraft employed Israeli 

avionics. During the 1999 Kargil war, Israel assisted with laser-guidance kits mated with gravity 

bombs, carried by the Mirage 2000 aircraft. With U.S. concurrence, Israel sold India the Phalcon 

airborne early warning system and mounted on the Russian Il-76, provided AWACS capability. 

Subsequent acquisitions have included Spike anti-tank guided missiles and the long range 

surface-to-air missiles in both the naval and land versions. Today, Israel has emerged as the 

third-largest defense supplier for India and accounts for over 40% of Israel‘s defense exports. 

 

Commercial relations between the diamond traders in Gujarat and Israel had existed before 1992, 

but now annual trade grew from $200 million to nearly $5 billion with gems and jewelry 

accounting for nearly 40%. Gradually, Science and technology, agriculture, biotech, and space 

emerged as new areas of cooperation.Tourism provided an impetus to people-to-people relations. 

India emerged as the preferred destination for young Israelis wanting to unwind after their 

compulsory military service and Hebrew signage in Varanasi, Manali, and Goa is a common 

sight. Ambassador Pavan Kapoor was being quite mattered of fact when he described the Modi 

visit as a ‗coming out visit‘ for the relationship. 

 

1. Who was the first PM of Israel who visited India and when? 

2. Mr. Netanyahu Gushingly described the relationship between the two countries as 

_______________________________. 

3. Today Israel has emerged as the _____________________ supplier for India and 

accounts for over __________________ of Israel‘s defense exports. 

4. Which of the following statement is true according to the passage?  

 

I. Foreign Minister Shimon Peres first visited India in 1993, and Jaswant Singh 

reciprocated in 2000; President EzerWeizman came in 1997, while President Pranab 

Mukherji‘s visit only took place in 2015 

II. Foreign Minister Shimon Peres first visited India in 1993, and Jaswant Singh 

reciprocated in 2001; President EzerWeizman came in 1997, while President Pranab 

Mukherji‘s visit only took place in 2015 

III. Foreign Minister Shimon Peres first visited India in 1993, and Jaswant Singh 

reciprocated in 2000; President EzerWeizman came in 1998, while President Pranab 

Mukherji‘s visit only took place in 2015 

 

5. Now annual trade grew………………………..with gems and jewelry accounting for 

nearly 40%. 

 

 

 

 



 

 

Module - - 2 

 

Referencing Skills 

Referencing in a general sense means to give credit to someone for using his or her own ideas or 

thoughts in a research activity. Referencing helps in gaining the originality of the ideas and 

thoughts used in the research activity. Failure to reference is treated as disrespect to the original 

author or writer and seen as a major misconduct in the area of academic research writing. 

Importance of referencing in assignment writing 

 

Making proper references provides various benefits. Some of its advantages can be cited as 

follows- 

 

The major benefit of good referencing is that it authenticates the originality of the source from 

where we have taken our subject matter. The matter can be in the form of words, visuals, audios, 

numerals, facts etc. It also shows how deeply we have understood the topic on which we are 

working. It also recognizes the writer and his work because he or she should also be accredited 

for what they have done. It is an act to pay respect for the hard work and dedication and the 

efforts one has put into the research work. 

 

When we provide references our readers can also analyze the information given by us on the 

basis of the original source. They can cross check the details from the original document. This 

helps us them to make an understanding of what we are trying to say in the research project and 

how far we are able to achieve our goal. It also helps us to support our facts in favor or in against 

of the said topic. When we present the true facts people can judge that how correctly we are to 

comprehend things in a dynamic way without losing the originality of the topic under 

consideration. 

Referencing is also useful as it avoids the chances of plagiarism which is a type of copyright 

infringement issue. Using somebody else's data without his or her permission and putting our 

own name for the work done is known as plagiarism. Most universities and colleges cancels 

students project because of plagiarism. Plagiarism is considered as a legal offence. Universities 

and colleges have an anti plagiarism software so that it can be detected which students have 

plagiarism related issue in their project. 

 



 

 

Various types of referencing 

 

A brief synopsis 

 

Referencing itself includes a number of different types of styles which are as follows- 

 

APA(American Psychological Association)- 

The APA style of referencing is generally known as author date style. 

In this style author name is mentioned along with date and page number. This style is used at 

Polytechnic West. Two basic requirements of APA style are in-text citations and end-text 

citations. In-text citations is shown in the following format- 

(Author's name, year or date of publication) 

It includes information from all the resources which we have used within our document like 

journals, magazines, research paper etc. This is generally used when we quote some comment or 

quotation in our assignment. For example, Shakespeare said, "This world is a stage and we all 

are playing our roles here." This can be said like this, 

This world is a stage and we all are playing our roles here. (Shakespeare, year in which the 

official statement was written 1942) 

 

MLA 

In MLA style of referencing only name of the author along with page number is shown. Here, 

year of referencing is not shown as in APA style of referencing. For example, (Shakespeare 

56).Also, commas are not used in this. 

 

Harvard 

Harvard style of referencing is very popular among college and university students. In this also 

the two basic requirements is in-text citations and reference list. When we quote something 

directly from a resource it is in-text citations. When we mention the resources referred in our 

research at the end of our assignment it is known as reference list. It also gives the full 

description of the sources which we have used in our project. 

 

Chicago 



The Chicago style of referencing does not use in text citations and reference lists. It uses notes 

and bibliography and also author date. Bibliography is used when we mention each and 

everything that we have used in our research report. It gives detailed information about what 

resources we have used in our complete research project. That's why it is mentioned at the end of 

the report. 

A bibliography is a listing of the books, magazines, and Internet sources that you use in 

designing, carrying out, and understanding your science fair project. But, you develop a 

bibliography only after first preparing a background research plan — a road map of the research 

questions you need to answer. Before you compose your bibliography, you will need to develop 

your background research plan. 

Sample Bibliography: MLA Works Cited Format 

Format: 

Author's Last name, First name. "Title of Source." Title of Container, Other contributors, 

Version, Numbers, Publisher, Publication Date, Location. 

Example: ―Cells and Batteries." The DK Science Encyclopedia. 1993. 

Dell, R. M., and D. A. J. Rand. Understanding Batteries. Cambridge, UK: The Royal Society 

       of Chemistry, 2001. 

Sample Bibliography: APA Reference List Format 

Format: 

Author surname, Initial. (Year). Title of book (edition). Place of publication: Publisher. 

Example: Cottrell, S. (2013). The study skills handbook (5th ed.). Basingstoke: Palgrave 

Macmillan. 

 

Exercises 

Using the details given below frame reference list in APA and MLA format: 

1. (2011). Banerjee, A. and Watson, T.F.  

Pickard‟s manual of operative dentistry ,9th edn.  

Oxford: Oxford University Press.  

 

2. Davidson, A. „The Saudi Marathon Man‟,  

The New Yorker, 16 April.  

Available at: http://www.newyorker.com/news/daily-comment/the-

saudi-marathon-man (Accessed: 22 June 2015). 



(2013) 

3. Guy J. (2001) The view across the river: Charlottesville, Virginia: 

UHarriette Colenso and the Zulu struggle against 

imperialism.university Press of Virginia 

 

4. Hislop, V. (2014) The sunrise. Available at 

http://www.amazon.co.uk/kindlestore (Downloaded: 17 June 2015). 

 

5. Homer The Iliad. Introduction and notes by D. Wright 

 

Translated by J. Davies.. 

 

London:(1997) 

 

 Dover Publications. 

 

6. Lucas, G. (2004) The wonders of the Universe. 2nd edn. Edited by 

Frederick Jones, James Smith and Tony Bradley. London: Smiths. 

 

7. Medicine in old age London: 2nd edn.1985 

 British Medical Association.  

 

Advertising: 

Advertising is the best way to communicate to the customers. Advertising helps informs the 

customers about the brands available in the market and the variety of products useful to them. 

Advertising is for everybody including kids, young and old. It is done using various media types, 

with different techniques and methods most suited. 

Purpose of advertising: 

 Advertising helps increasing sales 

 Advertising helps producers or the companies to know their competitors and plan 

accordingly to meet up the level of competition. 



 If any company wants to introduce or launch a new product in the market, advertising 

will make a ground for the product. Advertising helps making people aware of the new 

product so that the consumers come and try the product. 

 Advertising helps creating goodwill for the company and gains customer loyalty after 

reaching a mature age. 

 The demand for the product keeps on coming with the help of advertising and demand 

and supply become a never ending process. 

 Steps to create effective advertisements: 

Creating an effective advertisement can seem like a daunting task, but it‘s doable if you take it 

step-by-step. 

 

1. Choose your target audience 

2. Conduct market research 

3.  Choose your platform and ad format 

4. Decide whether you‘re building brand awareness or product awareness 

5. Craft a memorable message 

6. Gather creative assets 

7. Create custom videos 

8. Use striking visuals 

9. Include relevant information 

10. Develop a tracking system.  

11. Analyze ad data and make changes 

 

Exercise 1:  

You have been asked to create an advertisement for a magazine or newspaper for a food product 

for teenagers. How would you create it using appropriate slogans and pictures? 

Exercise 2: 

Create a logo for a shoe product and give it a name. Write suitable tagline and advertise the 

product. 

Exercise 3: 

Create an advertisement for an educational loan offered by XYZ bank for students to travel and 

study in Foreign University. Use appropriate slogan/tagline. 

Exercise 4: 



Advertise eco-friendly masks with appropriate logo, slogan and product name. 

Brochures: 

A brochure is an informative paper document (often also used for advertising) that can be folded 

into a template, pamphlet, or leaflet. A brochure can also be a set of related unfolded papers put 

into a pocket folder or packet. Brochures are promotional documents, primarily used to introduce 

a company, organization, products or services and inform prospective customers or members of 

the public of the benefits. 

Brochures are distributed in many different ways: as newspaper inserts, handed out personally, 

by mail or placed in brochure racks in high traffic locations especially in tourist precincts. They 

may be considered as grey literature. A brochure is usually folded and only includes summary 

information that is promotional in character. 

Steps to create effective brochure: 

1. Define who will be reading your brochure 

2. Characterize the look/feel that will appeal to your reader 

3. Determine what you need to say and how you want to say it 

4. Select photos to authentically tell your story 

5. Envision what the final brochure will look and actually feel like 

 

Exercise 1: 

Create a travel brochure explaining all the details about the holiday destination at Sikkim. 

Exercise 2: 

Develop content for a brochure about your college cultural fest, events and competitions. 

Exercise 3: 

Create a brochure to advertise the facilities you offer in your resort in Manipal. 

Exercise 4: 

Prepare a brochure to explain variousacitivites and events organized by the Nature Club of your 

organization. 



Exercise 5:Create a brochure inviting and informing walking enthusiasts to join the Walkathon 

conducted by Pink Hospital.  

 

Module  - 3 

 

Data Interpretation 

 

 
Data Interpretation: Data interpretation is the process of assigning meaning to the collected 

information and determining the conclusions, significance, and implications of the findings. The 

goal of the interpretation of data is to highlight useful information and suggest conclusions. 

 

 

While writing interpretation, one should remember to describe the facts in the best possible 

manner and to cover the information provided. 

 

The analytical paragraph has to be written in around 100-120 words. So the paragraph must use 

clear and crisp language along with providing complete details of the chart given in the question. 

 

Features of an analytical paragraph/Data Interpretation writing: 

 

 It describes the given chart, table, data, graph, cues etc. 

 It should be brief and comprehensive (include complete information) at the same time. 

 It should state facts that are provided by the chart. 

 It is necessary to make use of simple and accurate language. 

 It should mention figures and quantities appropriately. 

 It is appropriate to use the same tense throughout the paragraph. 

 No personal observation or response should be provided. 

 It would be preferable to use the passive form of the verb. 

 

 

Analytical Paragraph Writing Format: 

An analytical paragraph shall be divided into three parts- 

 

 

 Introduction: 

(Explain in one or two lines the subject of the graph given) 

 



 Body 

Explain in detail what the graph is about, use relevant figures, explain trends, make comparisons 

and contrasts, and divide into sub paragraphs, if required) 

 

 Conclusion 

(Conclude the paragraph giving the overall view or summary of the graph) 

 

 

Let us discuss each of these in detail – 

 

1. The introduction 

 

The introduction is the first paragraph that should describe in brief what the graph is about. It 

should be like an opening paragraph that introduces the reader to the context of the chart given. 

When writing the introductory paragraph, you need not go into the details. You just need to 

mention what is clearly evident from the chart or the graph given in the question. It is best to 

write the introduction in one or two lines. 

 

  

 

2. The body of the paragraph 

 

This part of the analytical paragraph should contain details of the graph/chart given in the 

question. It should contain all the important information. It is extremely important to choose the 

significant details that should be included in the paragraph. 

The body can be broken into two or three sub-paragraphs depending on the information extracted 

from the graph. Breaking the body into subparagraphs makes it easy for the reader to understand. 

i. Organizing information: You should look for the large differences that are very prominent. 

You can mention the aspect which is the smallest or the largest in the data given. Any aspects 

that are similar should be mentioned next. You should further mention about the aspect that has 

remained unchanged or constant throughout. 

ii. Comparing information: If the chart mentions two different parties, for example, men and 

women, refer to both of them in the analytical paragraph. If there is any contrast or comparison 

that could be drawn, you must present it effectively. If the chart is about a particular time period 

or highlights trends of several years, mention each year in a concise manner. If any comparison 

or contrast can be done for two or more years, you should write about it too. 



iii. Mentioning quantities: When including numbers and figures, their accuracy must be ensured. 

There are a number of ways that can be used to describe quantities, for example- percentage, 

fraction, ratios, etc. 

iv. Connecting sentences: If different information or ideas are there, you should use connectors 

or linking phrases to link them logically. The sentences of the paragraph should be sequential 

and connected rationally. 

 

3. The conclusion 

 

The last paragraph should summarize the idea mentioned and the information in general. It 

should be concluding in nature and act as the closing statement. One should keep in mind that 

one must not include any personal opinions, conclusions, or observations. You should simply 

stick to the facts. 

You need not dispose of the information to write a good analytical paragraph. The key is to 

choose wisely the important information, organize it well, state correct facts and summarize it 

properly. 

 

 

Useful tips for writing an analytical paragraph 

 

For an introduction, you can start with the following phrases- 

 

The chart given above describes 

The table suggests 

The line graph shows 

The data given provides information about 

The pie chart illustrates, etc. 

For describing trends, use phrases and words like- a pattern of growth, rapidly doubled, 

skyrocketed, striking increase, peaked, soaring rates, declined, plummeted, leveled off, 

stagnated, fluctuate, starting to rise, starting to fall, drop down, slightly, etc. 

For describing quantities, use various styles like- 48% of, one-third of, nearly one-fourth of, 

almost 80%, majority, on average, twice as much, almost equal, the highest, the lowest, very 

close to 2%, roughly, approximately 5% of, just under three percent, etc. 



For establishing a relationship or contrast, use phrases and words like- relationship between, 

similarly, in contrast with, in comparison to, but in the opposite case, however, whereas, when it 

comes to, as opposed to, while, striking difference, noticeable difference, etc. 

For the conclusion and other connecting phrases use- overall, subsequently, in all, in a nutshell, 

for the chart given, in short, striking changes, including, therefore, etc. 

 

 

 

 

 Global weather is warming leading to Arctic meltdown. Study the following Pie chart and 

write a brief paragraph on factors affecting global warming, in about 100 words. 

 

1) Global warming is primarily a result of the greenhouse effect caused by too much carbon 

dioxide in the atmosphere which acts as a blanket, trapping heat. 

 

 

 



 

 

 

2) Below is a graph given showing birth and death rates in a country from 1901 to 

2101. Write an analytical paragraph (100-150 words). 

 

 

 

 

 

 
 

 The graph shows birth and death rates starting from 1901 till 2101. 

Since 1901, the birth rate has remained more than the death rate until 2041. Birth rate was 20000 

in 1901 and started increasing gradually. It peaked in 1961 to around 65000. From 1961, birth 

rate has fluctuated multiple times between 50000 and 60000. It is expected to decline for the 

coming years reaching approximately 42000 by 2101. 



On the other hand, the death rate stood at around 10000 in 1901 and then has increased steadily. 

It is expected to rise strikingly from 2021 before levelling off to approximately 60000 between 

2061 and 2081. The graph indicates a slight decline in deaths in the year 2101.The graph shows 

the huge gap between birth rate and death during 1961 to 2001. However, this gap is expected to 

reduce in the later years. Overall, as opposed to the prevailing trends, the death rate will be more 

than the birth rate in the later half of the 21st century. 

 

 

 3)The pie chart shows the proportion of people and their poverty overview from Indian 

different households in 2021 

 

Write an analytical paragraph to describe the poverty overview in 100-120 words. 

 

 

 
 

 

The given pie chart illustrates seven different categories of households living in poverty in  

India in 2021.It is clearly evident from the pie chart that 26% of the total poverty-stricken 

 households are those of sole parents. Single people without children account for the second  

highest proportion with 24%. In contrast to couples without children that accounts for  

just 9%, couples with children account for 15% of the poor households. Single aged  

persons and aged couples proportion for 12% together for poor households. Overall,  

14% of all households in India were living under poverty. The younger generation had  

a greater poor Percentage than their aged counterparts. Couples without children had better  

economic conditions than those with children. 

 

 

https://drive.google.com/u/0/settings/storage?hl=en&utm_medium=web&utm_source=gmail&utm_campaign=storage_meter&utm_content=storage_normal


 

4)The following table shows details about the internet activities for six categories for 

different age groups. Write an analytical paragraph for the table given in around 150-200 

words. 

 

 

 
 

The given table suggests the internet activities of seven age groups ranging from teens to those in 

their seventies for six different kinds of activities. The table shows that the younger generation is 

more interested in online games and news, while the older generation spends time on the internet 

to research and buy products. 

It is evident from the table that teens mainly use the internet for games (as high as 81%), news 

and downloads and are interested in searching for people or friends or doing any product 

research. The middle-age group (people in 20s to 60s) is highly interested in getting news, doing 

product research and buying products, the percentage ranging from 70-80%. The internet activity 

which gets the least time is searching for people. All the age groups spend less than 30% of their 

internet time on the same. The amount of time spent on downloads decreases with age and gets 

as low as 6% (for people in 70s). 

Overall, the table suggests that teenagers are most likely to spend time playing games and doing 

downloads. On the other side, older people are interested in researching and buying products. 

People spend the least amount of time searching for other people online. 

 



Exercises: 

1. The following pie-chart shows the percentage distribution of the expenditure 

incurred in publishing a book. Study the pie-chart and write an analysis in a 

paragraph. 

 

 

 

 

 

 

2. The bar graph given below shows the data of the production of paper (in lakh 

tonnes) by three different companies X, Y and Z over the years. Study the graph and 

write an analysis in a paragraph. 

 

 



 

 

 

 

 

 

 

3. Study the following bar chart and answer the questions carefully. 

 

Sales Turnover of 5 Companies (in Rs. crores) 

 

1. What is the percentage change in the overall sales turnover of the five companies together 

between 2001 - 2002 and 2002 - 2003 ? 

2. What is the absolute change in overall sales turnover of the five companies together 

between 2001 - 2002 and 2002 - 2003 ? 



3. Which of the companies shows the maximum percentage difference in sales turnover 

between the two years ? 

4. What should have been the sales turnover of GM in 2002 - 2003 to have shown an excess 

of the same quantum over 2001 - 2002 as shown by the sales turnover of Maruti ? 

5. What is the approximate difference between the average sales turnover of all the 

companies put together between the years 2001 - 2002 and 2002 - 2003 ? 

 

 

 

4. Study the following table and answer the questions based on it. 
 

Number of Candidates Appeared, Qualified and Selected in a Competitive 

Examination from Five States Delhi, H.P, U.P, Punjab and Haryana Over the Years 

1994 to 1998 

 

 
 

Year 
Delhi H.P U.P Punjab Haryana 

App Qual Sel App Qual Sel App Qual Sel App Qual Sel App Qual Sel 

1997 8000 850 94 7800 810 82 7500 720 78 8200 680 85 6400 700 75 

1998 4800 500 48 7500 800 65 5600 620 85 6800 600 70 7100 650 75 

1999 7500 640 82 7400 560 70 4800 400 48 6500 525 65 5200 350 55 

2000 9500 850 90 8800 920 86 7000 650 70 7800 720 84 6400 540 60 

2001 9000 800 70 7200 850 75 8500 950 80 5700 485 60 4500 600 75 

  

1. For which state the average number of candidates selected over the years is the 

maximum? 

2. The percentage of candidates qualified from Punjab over those appeared from Punjab is 

highestin the year? 

3. In the year 1997, which state had the lowest percentage of candidates selected over the 

candidates appeared? 

4. The number of candidates selected from Haryana during the period under review is 

approximately what percent of the number selected from Delhi during this period? 



5. The percentage of candidates selected from U.P over those qualified from U.P is 

highest in the year? 

 

 

 

 

 

 

 

 

 

Module  - 4 

Listening vs Hearing 

When we learn language, there are four skills that we need to acquire for complete 

communication. While learning native language or mother tongue, we usually learn to listen first, 

then to speak, then to read and write. These are called four language skills: listening, speaking, 

reading and writing. These are also called as macro-skills. This is contrast with micro-skills, 

which are the grammar, vocabulary, pronunciation etc. 

These four language skills are related to each other in two ways. 

i) The direction of communication. 

Listening          Speaking          Reading         Writing 

ii) The method of communication  

Oral or spoken communication and written communication 

In this chapter we are going to discuss about the first of four language skills, listening and the 

difference between hearing and listening. 

Hear or Listen  

To hear and to listen are verbs we use to talk about our sense of hearing-using our ears. But the 

connotation of both is different, former is a passive process and later is active skill. Let‘s 

elaborate more on it. 

 Hearing 

As mentioned in the dictionary, it is a process, function or power of perceiving sounds. A special 

sense by which noises and tones are received as stimuli. It may not be deliberate.  



As soon as we wake up and walk around, we hear sounds. 

• I heard a knock on the door.  

• Can you speak louder? I can‘t hear you. 

Hearing is a physical act of sound waves entering our ears and being transported to our brain. It 

is passive process that requires no specific efforts all the time. If your ear works and you are 

placed in the sound wave transmission area, you will hear it.  

 Listening 

When we listen, we try to hear. We pay attention to every sound which enters our ear and make a 

meaning out of it.  

• Listen! Can you hear baby crying? 

• I am listening but I can‘t hear anything.  

Listening is a skill of receiving language through ears, identifying the sounds of speech and 

processing them into words and sentences. It is an active skill. It requires concentration and 

attention. Listeners use it to comprehend different verbal and non- verbal signs. If they 

comprehend what a speaker has said, they can interpret and respond to the message. This is 

called active listening.  

Active listening is the key element; that makes the communication process effective. Further, it 

encompasses making sounds that show listener‘s attentiveness and providing feedback. It has a 

greater influence in our lives and is used to gain information, learn and understand things. 

 

Types of Listening 

 As one of the most important interpersonal skills listening can be divided into two main types 

I. Discriminative Listening-  

II. Comprehensive Listening- 

 

I. Discriminative listening- 

It is an inborn ability of human being. It developed at a very early age. It is the most basic form 

of listening and does not involve the understanding of the meaning of words or phrases but 

merely the different sounds that are produced. For example, in early childhood child can 

differentiate between father‘s voice and mother‘s voice. 

Discriminative listening develops through childhood and into adulthood. As we grow older, we 

develop our ability to not only distinguish between different sounds but to recognise the 

subtilities in the way sounds are produced. It enables the listener to pick up the cues that 

indicates what a speaker is truly saying or what emotions they are trying to express.  

II. Comprehensive Listening 



Comprehensive skill involves the deliberate attempt to understand the message or messages that 

are being communicated. Comprehensive listening is when you make judgments based on what 

the other person says compared to what your values are and decide the course of feedback. 

Comprehensive listening can be elaborate better with the help of following sub-divisions 

• Deep Listening- It is process of listening to learn. Deep listening occurs when you're 

committed to understanding the speaker's perspective. It requires the temporary suspension of 

judgement and a willingness to receive new information – whether pleasant, unpleasant, or 

neutral. Listener must pay attention to the details of the conversation and pick up many cues. 

These cues can include observing body language, identifying preferences and biases and 

perceiving values and beliefs.  

• Full Listening- Full listening involves paying close and careful attention to what the 

speaker is conveying. This type of listening is where you aim to fully understand what the 

content of the conversation is. You may pause and summarize what you just heard to see if it is 

correct.  When the conversation is over, the speaker and listener may agree that they have full 

understanding of the conversation. This type of listening is useful skill while attending lectures 

or presentations.  

• Critical Listening. Critical listening is an important process for understanding because it 

requires listener to evaluate, judge, and form an opinion on what he hears. The listener assesses 

the strengths and weaknesses of the content, agrees or disagrees with the information and also 

analyses and synthesizes material. This type of listening enables the professionals to conduct 

brainstorming sessions, create new solutions for the problems and debate strategies.  

• Therapeutic Listening. It is a process of gathering information and exchanging 

communication from a therapeutic setting. It is also a method of improving verbal and non-

verbal understanding of communication. It is a sound-based intervention method, designed to 

help people who experience difficulties in the processing of sensory information or regulating 

energy levels. It helps to improve the confidence, sensory experiences, interpersonal, social and 

cognitive skills. Trust and empathy are the pillar in this type of listening. It is helpful for the 

people who are associated with health sector. 

 

Hearing Vs Listening 

Hearing Listening 

 Hearing refers to one's ability to perceive sounds, by receiving sound waves or vibrations 

through ears. Listening is something done consciously, that involves the analysis and 

understanding of the sounds you hear. 

 An ability A skill  

 Primary and continuous Secondary and temporary 

 Hearing is a skill where one uses ears only. It is one among five senses.  Listening 

involves different senses, like sense of hearing, seeing and sense of touch, 

 Physiological activity  Psychological activity  



 Happens at subconscious level Happens with conscious efforts  

 Concentration is not required Concentration is fundamental  

 We are neither aware nor we have any control over the sounds we hear. We listen to 

acquire knowledge, receive information, comprehend, analyze and reciprocate 

Conclusion:  

Hearing is the physiological process of attending to sound within one‘s environment. Listening, 

however, is a focused, concentrated approach to understanding the message a source is sending.  

 

To be become a good listener provided multiple opportunities. Effective listening skills helps 

you become good student, helps to develop your interpersonal skills and it helps you to become a 

good orator or a speaker. 

 

Exercise: 

• Group discussion on ‗consequences of poor listening.‘ 

• Classroom Activity- What kind of listener are you? ( play an audio clip in the class 

containing influential speech or Ted talks available on internet- Ask students to listen the Pre-

recorded audio clip- have a discussion on the audio- find out what kind of listener students are.) 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



 

 

 

 

 

 

 

 

 

Module - 5 

 

VERBAL AND NON VERBAL SIGNS OF ACTIVE LISTENING SKILLS 

 

Meaning of Active Listening 

Active listening is the ability to focus completely on a speaker, understand their message, 

comprehend the information and respond thoughtfully. It is a highly valued inter-personal 

communication skill which ensures you to engage and later recall specific details without 

needing information repeated. 

 

Objective of Active Listening Skills 

One of the most critical skills in effective communication is active listening. Developing this soft 

skill will help you build and maintain relationships and retain information such as instructions, 

procedures and explanations. 

Importance of Active Listening Skill 

1. It helps to build connections/ relationships 

Active listening helps others to feel comfortable sharing information with you. When you 

demonstrate your ability to sincerely listen to what others are saying, people will be more 

interested in communicating with you on a regular basis. This can help open up opportunities to 

collaborate with others, get work done quickly or start new projects. All of these things can help 

lead you to succeed in your career. 

2. It helps you to identify and solve problems 



Actively listening to others will help you detect challenges and difficulties that others are facing 

or problems within projects. The quicker you are able to spot these issues; the sooner you can 

find a solution or create a plan to address those issues. 

3. It helps you increase your knowledge and understanding of various topics 

As the active listening helps you retain information, it will also help to understand the new 

concepts better and remember what you have learned so far so that you can apply it in the future. 

4. It helps you avoiding missing critical information 

As the active listeners are highly engaged with the speaker, they are able to recall specific 

details. This is especially important when the speaker is proving instructions, training you on a 

new process or delivering a message you are responsible to others.  

 

Verbal and Non-verbal Communication 

Active listeners use verbal and non-verbal techniques of communication to show and keep their 

attention on the speaker. This is not only supports your ability to focus but also helps to ensure 

the speaker that you are focused and engaged. 

Verbal Signs of Active Listening 

 

Positive Reinforcement: 

The listener‘s positive words of encouragement are beneficial as they motivate the speaker. 

Listeners should use them sparingly so as not to distract from what is being said. E.g. ‗Yes, Uh 

huh‘. 

Remembering: 

The listener has to remember the key points, even the name of the speaker, can help to reinforce 

that the messages sent have been received and understood. i.e. listening has been successful. 

During longer exchanges it may be useful to make very brief notes to act as memory jog when 

questioning or clarifying later. 

Reflection: 

Reflecting is paraphrasing what the speaker has said to show comprehension. Reflection is a 

powerful skill that can reinforce the message if the speaker and demonstrate understanding. 

Clarification: 

Clarification involves asking questions of the speaker to ensure that the correct message has been 

received. Clarification usually involves the use of open questions which enable the speaker to 

expand on certain points as necessary. 

Summarization: 



Repeating a summary of what has been said, back to the speaker is a technique used by the 

listener to repeat what has been said in their own words. Summarizing involves taking the main 

points of the received message and reiterating them in a logical and clear way, giving the speaker 

chance to correct if necessary.  

 

Non Verbal signs of active listening 

Nod: 

Simple nodding to the speaker as a sign of affirmation to what has been said is appositive non 

verbal sign in active listening. 

Smile: 

Pleasant smile is used to show that the speaker is paying attention to the speaker. It is a way of 

showing agreement to what is being said and expressing happiness about it. Smiles can be 

powerful in affirming that messages are being listened to and understood. 

Avoid distracted movements: 

The active listener will not be distracted and therefore refrain from fidgeting, looking at the clock 

or watch, playing with their hair or picking their fingernails. This is especially important when 

the speaker is providing instructions, training you on a new process or delivering a message you 

are responsible for passing to others. 

 

ACTIVITIES ON ACTIVE LISTENING SKILLS: 

I. Listen to the conversation your teacher reads out, and answer the questions that follow. 

EXERCISE 1 

Sangitha, a visitor introduces herself to the boss of the organization where her father works. 

Sangitha: Good morning, madam. 

Boss: Good morning, please get in. 

Sangitha: I‘m Sangitha, daughter of Mr. R.S kumar. 

Boss: Oh, you‘re my colleague‘s daughter! Nice to meet you, Sangitha. 

Sangitha: I‘m pleased to meet you, madam. Could you permit me to speak to my father for a 

while? 

Boss: Your father sits in the next room. I think he‘s there. Please go and meet him. 

Sangitha: Thank you. 

Boss: You‘re welcome. 

 



a. Whom did Sangitha want to meet in the office? 

b. Was Sangitha permitted to meet the person she wanted to? 

c. Where is her father‘s room in the office? 

d. What is her father‘s name? 

 

EXERCISE 2 

 

Ramu introduces Rahim to his friend Robert.  

Ramu: Robert, this is my friend Rahim. 

Robert: I‘m glad to meet you, Rahim.  

Rahim: Pleased to meet you Robert. 

Robert: Have you been here before? 

Rahim: of course, I‘ve visited this place twice, but I know nothing except Abids Road and 

Hyderabad airport. 

Ramu: Shall we go sight- seeing tomorrow since it is a Sunday? 

Robert and Rahim: That would be wonderful! 

a. How does Ramu begin the conversation? 

b. Has Rahim visited Hyderabad earlier? 

c. What do they plan to do on Sunday? 

 

EXERCISE 3 

 

Two old friends bump into each other at the airport.  

Harish: Excuse me, are you Rajendra by any chance? 

Dr. Rajendra: Yes, I‘m, how do you know me? 

Harish: It surprises me that you don‘t know who I am. 

Dr. Rajendra: well, your face looks familiar to me. Are you Harish? 

Harish: That‘s right. I‘m your old friend and currently a film actor in the Telugu film industry. 

Haven‘t you seen me in Telugu films? 

Dr. Rajendra: No Harish, believe it or not, after becoming a cardiologist, I haven‘t watched a 

single Telugu movie. Anyway I‘m glad that my friend has become a film star. 



Harish: I‘m also very happy that my friend has become a cardiologist. I think its time for the 

flight. Let‘s check-in.  

a. Name the two participants in the conversation. 

b. What are they by profession? 

c. Does Dr. Rajendra watch Telugu movies regularly? 

d. Where do they meet each other? 

 

II. Listen to the following bits of dialogue as your teacher reads them out and complete the 

sentences given below each. 

 

Exercise 1 

Praveen: Can you give me a lift to my office in your car? 

Prathap: I‘m sorry, the rear wheel is punctured and I‘ve given my car for servicing.  

a. Praveen asked_______________________ 

b. Prathap couldn‘t__________________ 

Exercise 2 

Teacher: I‘m sorry to say this, but you know, your son hasn‘t been attending classes regularly. 

Father: Thank you for informing me. I will ask him about this.  

a. The teacher informed the father_______________________ 

b. The father told the teacher_______________________ 

 

Exercise 3 

Customer: I‘m afraid I‘ve got a complaint about the T.V I bought from you yesterday. 

Salesman: I‘m sorry, sir. I will send the technician with you now. 

 

a. The customer came________________ 

b. The salesman apologized saying________________ 

Exercise 4 

Kruthika: Let me congratulate you on your getting selected for the I.A.S. 

Kavya: Thank you. It‘s been my dream that I should become an I.A.s officer. 



 

a. Kruthika congratulated __________________ 

b. Becoming an I.A.s officer______________ 

 

III. Read the following dialogue between doctor and Peter and state which of the following 

sentences are true or false. 

Doctor: Now then, what seems to be the matter?  

Peter: well, I‘ve got a sore throat. I‘ve had it for three days now. It‘s really sore; it hurts when I 

try to swallow, and it‘s very painful if I try to eat anything hard, like bread or rusk and I feel a bit 

cold and shivery all the time. 

Doctor: open your mouth and let‘s have a look.  

Well, you have got a throat infection, but it‘s nothing serious. Here you are; take this to the 

chemists and he will give you some tablets to take. That should clear it up. If it is not better in 

two or three days, come and see me again. 

a. Peter has a sore throat. 

b. He feels hot. 

c. He cannot eat bread. 

d. Doctor says Peter‘s condition is serious. 

 

IV. Getting Students to Predict. 

 Read the Short stories given below and try to predict the story line based on your listening. 

(Note to the teacher: Mark some places(situations) in the story where you could stop and ask 

students to predict what will happen next.) 

Story 1 

Once there was a boy called Ali, a poor fisherman‘s son. As he was going home one evening, he 

saw an old man lying by the side of the road, seriously ill. The boy was very kind and he helped 

the old man to the nearest hospital. The old man thanked the boy and asked him for his name and 

address. The boy was ashamed to admit that his father was a poor fisherman, so he said, ‗my 

name is Mustafa and my father is a teacher‘. A few days later, the old man died in hospital and 

left all his money to Mustafa, a local teacher‘s son who helped the old man in his hour of need. 

Of course, because Ali had lied, he did not receive any of the old man‘s money. 

 

Story 2 



Once there lived an old fisherman. While fishing in the sea, he found an old brass vessel. The 

fisherman was very eager to see what was inside the vessel. So, he opened the lid of the vessel. 

Suddenly, a thick cloud of smoke came out of the vessel and took the shape of a huge genie. The 

fisherman was terrified. The Genie told the fisherman that he is going to kill him immediately. 

Then the fisherman thought of a plan to save himself. So he asked the genie to show him how he 

was able to fit into such a small brass vessel in spite of his huge size. Then the genie laughed and 

said that he can resize himself and again turned into smoke and entered into the vessel. 

Immediately, the fisherman closed the lid of the vessel and threw it away back into the sea. In 

this way, the fisherman saved his life by his cleverness. 

Story 3 

There was once a king named Midas. He had a large kingdom. He had many palaces but still, he 

was not happy. He wanted to have more gold as he was greedy. One day as he was praying, a 

holy man appeared. King Midas asked, ‗grant me a boon, Holy man! Whatever I touch should 

turn into gold!‘. The Holy man said, ‗son, your wish is granted‘. The king became very happy. 

He touched his throne and it changed into gold. He touched his chairs, tables, vases and statues 

and all of them turned into gold. King Midas was happy beyond words. He thought he was the 

richest man in the world. Happily, he then ordered his dinner. As soon as he touched it, it turned 

into gold. The king was astonished. He could not eat or drink anything. Suddenly, his daughter 

rushed in. as he put his arms around her, his daughter too changed into a statue of gold. King 

Midas was shocked. ‗oh no! I do not want any more gold. I want my dear daughter back. Holy 

man, take back your boon, I beg of you‘ he cried. The holy man appeared and gives him a bottle 

of water and said ‗sprinkle this water on all the things that have been changed into gold‘. When 

king Midas sprinkled the water, all the things came into their original form. King Midas was very 

happy now. He had learned a lesson, ‗gold does not give the happiness‘. 
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Module - 6 

Listening Activities- Listening to Pre-recorded Audios on interviews and 

conversation 

 

Listening is a natural ability. A child begins listening to parents from his/her infant stage. He/ 

She is greeted, admired, and spoken to without any response expected. It is a common and 

continuous process of one-way communication where child automatically acquire the language 

over a period and later start producing gradually with experiences. This is the beginning of any 

language acquisition: listening, speaking, reading and writing. 

Listening is a receptive skill. When we listen, we receive a language to comprehend and 

reciprocate.  It helps to understand how to pronounce a word or a sentence, how to use 

intonation, where to place stress while speaking etc.  

Listening activity can be divided in to three main stages  

1. Pre-listening: 

 Choosing the topic/subject you are interested in.  

 Arrange the task from easy level to difficult level.  

 What do you already know about the subject? 

 What would you like to know?  

 

2. While Listening: 

 Identify and note down specific expressions or jargons in the language.  



 Understand the intonation pattern and pronunciation  

 

3. Post-Listening: can be divided in two: 

i. Reaction to the text 

 The significance of the content.  

 Agreement or disagreement about topic 

 Who are the target audience? 

 Summarisation of the text/story/movie/song/lecture/reading/etc. 

ii. Analysis of Language 

 Focusing on linguistic features 

 Solving comprehension problems on specific text 

 It takes analysis of form of verbs from listening script or vocabulary or collection of 

works.  

 

What to listen to? 

If you have digital devices with the sound facility and internet, you can easily access the pre-

recorded audios. Here are some suggestions for finding appropriate material for the listening skill 

enhancement. 

• Audio books/ Stories 

Internet offers plethora of audio books one can download and access offline. The books like 

Panchatantra stories and Aesop‘s fables are available freely on YouTube channels, on the 

websites like http://www.audible.in 

• Listen to Native Language Speaker 

Apart from conversations with your teachers and peer group, listen to the audio of the native 

speaker of English. These audios are freely available on internet. Listening to native speaker 

helps to understand the nuances in the pronunciation in better manner.   

• Online listening labs and sites: 

Many websites offer free listening activities. Some are organized by topic or level. You can 

search English Club‘s links to find sites that offer free audio. Or use the search terms ―free audio 

practice‖ or ―free English listening‖ and you will get ample amount of material available.  

http://www.englishclub.com/listening/ 

• Podcasts: 



The definition of podcast is Personal on Demand Broadcast. It is yet another way to entertain and 

educate. Podcasts offer regularly updated episodes of listening bites. These shows may be short 

or long. They may be formal or informal. They are free bites often organized around a certain 

topic. Most podcasts come in form of series. You can find many that are specifically made for 

language learners. If you have a smart-phone or mp3 player, you can subscribe the podcasts and 

listen to them on the go.  

https://learnenglish.britishcouncil.org/general-english/audio-series 

https://www.bbc.co.uk/sounds/podcasts 

• Listening to English News:  

All most all English news sites (National and International) offer audio or video clips to go with 

news stories.  

• Videos/Film/TV:  

Find a topic you are interested in and start watching videos. You can watch English cartoons, 

short videos, documentaries or movies. Some videos offer captions or subtitles. You can 

subscribe to the streaming services or buy a TV series on DVD so that you can control when to 

pause, stop, and replay certain scenes. 

• Dictations:  

Improve your spelling, writing and typing skills as you practise listening. Dictations can also 

help you learn new vocabulary in context. Various ESL (English as a Second Language) sites 

offer dictations for different levels. You can also practise dictations with a partner. Choose 

readings at an appropriate level and practise reading slowly with proper pronunciation. 

• Lectures:  

Many online schools offer free lectures on a variety of topics. You can listen to Ted Talks, 

Lectures by renowned personalities on specific topics.  

• Conversations: 

Listen and participate actively in the English discourse. That improves the ability of speaking 

and listening simultaneously.    

 

Points for good listening  

 Try to be still as you are listening. 

 Ignore distractions. 

 Make eye contact with the speaker. 

 Try to reciprocate the point of view of the speaker. 

 Refocus when you catch yourself thinking about something else. 



 Concentrate on the speaker. Try not to think about what you are going to say next when 

another person is talking. 

 Observe body language (including your own). 

 Learn how to paraphrase what you have heard. 

 Learn how to ask for clarification if you don‘t understand.  

 Follow the stages of pre-listening, while-listening and post-listening 

Barriers in Listening  

 The speaker spoke too quickly. 

 The speaker used informal language and idioms. 

 The vocabulary level is too high. 

 Incorrect pre-assumption about the conversation/ speech. 

 The speaker has an unfamiliar accent. 

 The recording is not clear. 

 The recording is not audible. 

 Lack of interest in the topic. 

 No background knowledge. 

 Strong emotional reaction to a word or point that you heard. 

 Not able to provide undivided attention to your speaker /or recording 

 

Exercise: I- Listen to the audios/ podcasts/ movies/ ted talk etc.   

1) Log in to the https://learnenglish.britishcouncil.org/general-english/audio-series and 

listen to the audio. 

2) Complete the tasks suggested on it.  

Exercise: II- Read and record the following Transcript and follow the instruction given below.  

Transcript: 

Nicolaus Copernicus was born in Polish city of Torun in 1473. He was youngest of four children 

of a wealthy merchant. His father died when Nicolaus was ten. An uncle took him under his 

wing and oversaw his education at the University of Krakow. He spent several years in Italy 

studying medicine and law, returning in 1503 to Poland, where he joined the canonry under his 

uncle, who was now Prince-Bishop of Warmia. 

Copernicus was a master of both, languages and mathematics. He has translated several 

important works as well as developed astronomical theories. The theory he outlined in Da 



Revolutionibus was daunting in its mathematical complexity, so while many recognized its 

significance, it was not widely adopted by astronomers for practical everyday use.   

Comprehension Questions: 

1. Copernicus born in  

 Krakow 

 Warmia 

 Torun 

2. Copernicus return to Poland in  

 1473 

 1503 

 1514 

3. Copernicus‘s uncle was 

 Mathematician and Scientist 

 Merchant 

 Prince-Bishop 

 Exercise: III - Quizzes on listening day-to-day dialogue.  

Following are some examples of conversational dialogue between person ‗A‘ and ‗B‘. Students 

need to select correct response to the statement made by person ‗A‘.  

1) Would you mind holding the door please.  

 Not at all. 

 Not so much. 

 Not that I know of. 

 Not up to you. 

2) Any idea when are the campus placement interviews are scheduled? 

 Sorry, no way. 

 Sorry, no time. 

 Sorry, no idea. 

 Sorry, no schedule. 

3) Do you mind if I take down the number and call you back? 

 Sure, No problem. 

 Sure. I would be glad to 

 Sure. Just a minute  

 Sure. Nothing much. 

4) Did you able to spot the tiger on your jungle safari? 

 Never get lucky. 



 No such luck. 

 Not much luck. 

 Never get sight. 

5) Would you care for another cup of Coffee Sir/ Madam? 

 Yes, I care 

 Yes, please 

 Yes, excuse me. 

 I don‘t care. 

6) What you guys are doing this weekend? 

 No way. 

 Not that I can know. 

 Nothing much.  

 Not at all. 

7) Excuse me! Do you have these shoes in size 8? 

 I am scared not. 

 I am afraid so 

 I am afraid not 

 I am afraid no.  

8) What you want for dinner, Indian or Chinese? 

 Thanks a lot. 

 Up to you. 

 Sounds good. 

 Let‘s eat. 

9) Is this the one you are looking for? 

 Yes! That‘s it. 

 Yes! That‘s that. 

 Yes! That‘s that. 

 Yes! That‘s this. 

10) Can you just wait a second? 

 Be that way 

 Be right back  

 Be in the way 

 Be that as it may 

Exercise: IV- Classroom Listening activity  

1) Listen to the pre-recorded audio of English song  

Step 1: Pre-listening 



 Brainstorming for kind of songs 

 Students describe one of their favourite English songs and what they like about it. 

 Student predicts some words and expressions which might be in song 

Step 2: While-listening 

 Students listen and find the new vocabulary. 

 Students listen again and order the lines or verses. 

 Students listen again to check their answers or read summery and correct the 

understanding.  

Step 3: 

 Discussion on what they liked/ didn‘t like about the song 

 Find out would they dedicate the song to someone/ who they would dedicate the song / 

why? 

 Write the review of the song for web blog. 

 Students look for the lyrics and identify the verb forms 

 Students find figurative expressions in the song.  

 Students make notes of common collocations.  

 

 

 

 

 

 

 

 

 

 

 

 

 



 

 

 

 

 

 

 

 

 

 

 

 

Unit-II 

Productive Skills: Speaking 

Skills and Writing Skills 
 

 

Module - 7 

Introducing oneself/others 

 

Introducing oneself and others is an important aspect of communication. We must provide 

relevant information about ourselves and others which paves way for effective communication. 

Introduce yourself in such a way that you will be setting yourself up to make a good impression 

on your new acquaintances and potential business connections.  

On being introduced one can shake hands if one wishes to. 



Let us study the examples given below: 

 

1. Anil: Hi, I‘m Anil. I‘m studying in First year B.Sc. 

     Ankit: Hi, I‘m Ankit. I‘m in the same class too. 

2. Prateesha: Good Morning Sir, I am Prateesha, studying in first year B.Sc. 

Principal: Good Morning Prateesha. What can I do for you? 

3. Teacher: Good Morning students, I am Dr.Jenny, your new English teacher. 

4. Ashok: Good evening Ladies and Gentleman, I would like to introduce Mr.Roy, CEO of 

Jameson Software Technologies Ltd. 

In the first example, Anil is introducing himself to another student. Hence he uses a friendly and 

informal language. When we speak to our peer group we can use informal expressions and one 

can shake hands if one wishes to. The other usages to introduce oneself and greet is: 

1. Hi! How are you? 

2. Hi! Happy to meet you. 

3. Hi! Pal. 

In the second example, Prateesha introduces herself to the Principal. The language used is formal 

here. So also in the third example where the teacher is introducing herself to the class. 

In the fourth example Ahmed introduces the Chief Guest to the audience. Note that the language 

is formal as in examples 2 and 3. 

If the conversation continues more details about personal information such as hobbies, native 

place, job, clothes, movies, pets could be provided while introducing oneself informally. 

I am ………… 

I am from……..city in …….state of…….country. 

My native place is …….. 

We are a family of………. 

I have completed……. (e.g. Arts/Commerce/Science/Engineering/Medical/Management etc) 

degree from………..university/board with………% marks in……. (Year….) 

I am working for ………organization. I work as………. (Designation). 

I have been working as …….. for …….. years. (To tell your work experience) 

My hobbies are reading, playing, cooking and gardening. 

My special achievements are…….. 

My aim in life is to become……….. (e.g. a successful teacher/writer/dancer/sportsperson etc) 



This is all about myself. Thank you very much for listening to me. 

 The points for formal introduction are almost similar to an informal introduction. The only 

difference will be in the use of more formal language. 

Greeting Responses that Follow an Introduction (starting with formal versions and moving to 

informal versions) 

Greeting                                 Response 

How do you do?                                                  (It's a) Pleasure meeting you. 

I'm (pleased, happy, glad) to meet you. (Pleased, Happy, Glad) to meet you, too. 

(It's) (Nice, Good, Great) meeting you.                   Same here. 

Greeting Responses for People You Know (starting with formal versions and moving to informal 

versions) 

Greeting                                                                           Response 

Good (morning, afternoon, evening) (name). Good (morning, afternoon, evening) (name). 

Hello, (name). How are you?                                  Very well, thank you. 

Hi. How are you doing?                                             Fine, thanks. And you? 

Hi, (name). What's new?                                                       Nothing much. 

With friends who really want to know how you are, you can answer questions about how you 

feel truthfully. Examples: "Not very well," "I'm feeling sick," "I just lost my job." 

Exercises: 

1. Formulate a conversation using the hints given: 

My name is _______________________ . I am from ______________. May I know your name? 

My name is _____________ . I am from ____________ and I have joined ________________ 

course. It is ______________________ you. Have _________________ day! 

2. It is your first day at office. How would you introduce yourself to your manager? 

______________________________________________________________________________

______________________________________________________________________________

___________________________ 

 

3.You are a first year student of BA. On the first day of your college, how would you introduce 

yourself to your  

a. Your classmates 

______________________________________________________________________________



______________________________________________________________________________

_____________________ 

b. Your English teacher 

______________________________________________________________________________

______________________________________________________________________________

_____________________ 

c. Your hostel warden 

______________________________________________________________________________

______________________________________________________________________________

______________________________________________________________________________

__ 

4. Imagine you are a B.Com graduate attending a job interview in an MNC. Write your response 

to the following questions: 

a. Introduce yourself - 

______________________________________________________________________________

______________________________________________________________________________

_____________________ 

b. Do you have any previous work experience? 

______________________________________________________________________________

______________________________________________________________________________

_____________________ 

c. Why do you think you are best suited for this job? 

______________________________________________________________________________

______________________________________________________________________________

_____________________ 

d. Why have you chosen our company? 

______________________________________________________________________________

________________________________________ 

 

INTRODUCING OTHERS 

 

Example for informally introducing others: 

1. Anil, meet Harry……Harry, this is Anil. 

2. Harry, this is Anil. Have you met him before? 

3. Do you know Harry, Anil? 



Example for formal introduction to others: 

1. Good morning Mr.Anil, May I introduce Mr.Harry… 

2. Good morning, let me introduce Mr.Harry… 

3. It‘s an honor to introduce Mr.Raju… 

4. It gives me great pleasure/privilege to introduce Mr.Harry… 

Exercises:  

1. How will you introduce your classmate Mary  

a. To your parents 

___________________________________________________________ 

b. To your teacher 

___________________________________________________________ 

c. To your gym trainer 

___________________________________________________________ 

d. To your uncle who could be her prospective employer 

___________________________________________________________ 

2. How do you introduce your family members to your friend 

______________________________________________________________________________

______________________________________________________________________________

___________________________ 

3. Introduce your new team member to the others 

______________________________________________________________________________

______________________________________________________________________________

___________________________ 

4. You are the principal of a college. Introduce a newly appointed staff member to the other 

faculty members. 

______________________________________________________________________________

______________________________________________________________________________

___________________________ 

 

Making enquiries/Seeking permission 

 



All of us need to seek information from others to perform various functions in everyday life. To 

be successful in getting the information we require, it is necessary that we are clear and 

courteous in the way we ask questions. Curt and abrupt ways of asking questions may put off the 

person we are speaking to and not evoke the kind of response we wish to get. So it is very 

essential for us to know how to make enquiries politely and precisely and to thank people after 

they give us the required information. 

 

Here are some tips to write a short enquiry letter or email in English. You send an enquiry when 

you want to know something: perhaps you want some information from a hotel about room 

availability or want to ask a school of English about prices. 

 

Starting your enquiry 

Dear Sir / Madam (especially in a letter when you don‘t know the name of the person) 

In an email, you can omit ―Dear Sir / Madam‖ and immediately start with your enquiry. 

 

Introduction 

I‘m interested in an English course at your school. 

I‘d like some information about room availability. 

I saw your brochure about adventure holidays and I‘d like some more information. 

I‘m writing to ask about your prices. 

 

 

Asking questions 

 

How much is a double room? 

How long is the PET course? 

Do you have a brochure you can send me? 

Is breakfast included in the price? 

Do you provide airport transfers? 

 

If you have a lot of questions 

 



You can ask more than one question in one sentence, or ask one question with many bullet 

points. 

In this example, ―Can you‖ introduces two questions, and ―Do you‖ introduces another two 

questions. 

I‘d like to book a single room for the week of 1 – 7 June. Can you confirm availability and the 

cost per night including breakfast? 

Do you provide wi-fi and airport transfers? 

In this example, ―about‖ introduces four more questions: 

I‘m interested in a course at your school and I‘d like more information about: 

 

– the cost of a PET course 

– accommodation with a host family 

– evening activities 

– class size and teachers 

 

Ending 

 

Thank you for your help. I look forward to hearing from you soon. 

Yours sincerely / Best wishes 

(your name) 

Sample email enquiries: 

Dear Sir/Madam 

 

I‘d like to rent a car for seven days, beginning July 10. Please can you confirm: 

 

– the cost for a small family car, including taxes and insurance 

– your exact location at Heathrow airport 

– the cost for an additional driver per day 

 

I look forward to hearing from you 

Sample of face to face enquiries: 



 

Deepak: Excuse me. 

Booking clerk: Yes please. 

Deepak: I want to book a ticket to jaipur.Can you provide me the form? 

Booking clerk: Yeah sure. 

Deepak: Okay. Can you tell me how many trains are available on this route? 

Bookings clerk: Sir we have only a single train available on this route. 

Deepak: Okay, and how many seats are available in this? 

Booking clerk: Sir we have 18 seats left in this train. 

Deepak: Can I also book a return ticket on the same day? 

Booking clerk: Yes sir, for that you have to fill another form. 

Deepak: Please provide me with that form. 

Booking clerk: Yes sure. 

Deepak: I filled both the forms. Please accept this. 

Booking clerk: Sir I had booked your seat in this train. 

Deepak: Thank you. 

Sample Telephonic enquiry: 

Anna: Good morning, Camera City. This is Anna. How may I help you?  

Daniel: Hello, this is Daniel Wang calling from Image Studios. I‘d like to enquire about ordering 

twenty handy cams, please.  

Anna: Certainly. Do you have a particular model in mind? 

 Daniel: Yes, I‘m interested in the Sony HDR-TG1. 

 Anna: The Sony HDR-TG1 – just a minute. Yes, this model costs US$998, and we can offer you 

a discount of seven per cent for bulk purchases. Daniel: Could you send me a quote, please?  

Anna: Certainly. Would you prefer to receive the quote by email, fax or post?  

Daniel: Fax, please. The number is 310-789-3450.  

Anna: Could you repeat the number, please? Daniel: Sure. That‘s 310-789-3450. Anna: 310-789-

3450. And that‘s Daniel Wang, from Image Studios. Is that correct? 

Daniel: That‘s right.  

Anna: I‘ll fax you the quotation for twenty units within the next fifteen minutes, Mr Wang. Is 

there anything else I can help you with?  



Daniel: Yes, could you also tell me when you‘d be able to deliver if we place an order today?  

Anna: Certainly. May I call you back with this information?  

Daniel: Sure.  

Anna: Thank you. Could I have your phone number, please?  

Daniel: The phone number is the same as the fax, and my extension is 106. Anna: Extension 106. 

Thank you, Mr Wang. I‘ll fax you the quote right away, and call you in about thirty minutes with 

the estimated delivery date. Daniel: Thanks.  

Anna: You‘re most welcome, and have a nice day. 

Exercises on Face-to-face and telephonic enquiries: 

What enquiries would you make in each of the following situations? 

You want to know the date of commencement of college. 

_________________________________________________________ 

You want to know the features of a Samsung Pro 6 phone. 

    ________________________________________________________________ 

You want to know the way to Colombia Asia hospital. You are near MG Road. 

___________________________________________________________ 

How many trains on Tuesday from Bangalore to Kanyakumari? 

___________________________________________________________ 

You want to know about the placement opportunities in your college. 

___________________________________________________________ 

You want to call and find out why there is a delay in courier service. 

___________________________________________________________ 

You want to know about the education loan XYZ bank offers for students to study abroad. 

___________________________________________________________ 

To know about the fee payment procedure from Mysore University office. 

___________________________________________________________ 

To call and enquire about reservation policy in a restaurant and make a reservation. 

___________________________________________________________ 

Know about the procedure to apply for a convocation certificate from your college office. 

___________________________________________________________ 



Call the branch of your bank and know the procedure to apply for a chequebook and debit card. 

___________________________________________________________ 

To find out from travel agent the availability of tourist packages to Darjeeling in December 

through telephone. 

___________________________________________________________ 

2. Write an email to make the following enquiries: 

To Rim-Jim Holidays to know about the cost of travel packages to Andaman and Nicobar 

islands. 

To Muscle-build gym to know about their monthly and annual fee schemes. 

To find out about the process to take up a health insurance policy. 

To learn about opening a bank account. 

To enquire about the luxury facilities offered by a resort to enjoy a 2 days vacation.  

To enquire about the availability of a conference hall in a five-star hotel. 

To enquire about the number of blackboards required for a school. 

To enquire the details about an online certification programme. 

To enquire about the status of the order you had placed on an online shopping portal. 

Find out from the school admission board, fee structure for 1st std and other activities available 

for children.  

 

Asking permission and giving permission 

 

Polite Formal Requests 

Do you mind if…. 

Would you mind if…. 

May I… 

Could I possibly… 

Is it possible …. 

Is it possible for me to…. 

Polite Formal Responses 

No, not at all 

Yes you may 



Yes, of course 

Of course, be my guest… 

Yes, it‘s my pleasure 

Certainly be my guest…. 

Asking For and Giving Permission in English 

Examples Of Asking And Giving Permission In English (Formal) 

– Do you mind if I take off my coat it is very warm here? 

– No, not at all, be my guest. 

Be careful here. In the reply the first word is NO but this is not a refusal. NO is used here 

because we asked ―do you mind‖ so we are actually saying ―No, I do not mind‖ so it is a positive 

response. 

– Could I possibly close the window it is a little cold here? 

– Yes of course. Or Please help yourself. 

– May I put my own furniture into the apartment? 

– Yes, you may indeed. Just let me know what you would like to remove. 

Polite Formal Refusals in English 

I am sorry that will not be possible 

I am afraid that is out of the question 

I would rather that you didn‘t 

I am afraid not 

Examples of Polite Refusals in English (Formal) 

– May I go to my friend‘s party on Saturday and stay overnight? 

– I am afraid that is out of the question. We are going to see your Grandmother on Saturday and 

you haven‘t seen her for months. 

– Would you mind if I took next Friday off work as I am moving apartment over the weekend 

and I need to get ready? 

– I am afraid that will not be possible. It is the end of the month and we simply have to get those 

accounts closed. 

– May I open the window a little? 

– I would rather that you didn‘t. I have just recovered from the flu and I do not wish to get ill 

again. 

Informal Requests and Whether They Are Granted or Refused 



Can I have the last piece of cake? 

Have you €10 you could lend me? 

Yeah sure.. – (granted) 

Go ahead.. – (granted) 

Not a problem -(granted) 

Not a chance – (refused) 

Go away, no.. (refused, very rude) 

Examples Of Asking And Giving Permission In English (Informal) 

– Can I skip class later?  I need to go to the dentist. 

– Yeah sure, just make sure you tell the class teacher. 

– Can I have the last piece of cake? 

– Go ahead, nobody else seems to want it. 

– Have you €10 you can lend me until I get to the bank? 

– Yes, not a problem.Take your time pay me back next week. 

 

Exercises: 

1. Write sentences seeking permission in the following context: 

 

a. Go out on a weekday evening with friend. 

b. Use someone's car for the day. 

c. Use someone's cell or smartphone. 

d. Take a day or two off work. 

e. Skip school for a day. 

f. Play someone's guitar. 

i. Use someone's computer. 

f. Make a photocopy of an article in a magazine. 

 

2. Read the conversations below and fill in the gaps with the words and phrases from the lists.  

(Do you mind if I, is it OK if I, could you turn, What‘s the problem, here you are, telling me 

thanks, can I borrow, go ahead) 



Conversation 1  

A: Yeah? 

 B: Hello, ........................................... turn the music down, please? It‘s one o‘clock and I‘m 

trying to sleep.  

A: Oh, sorry. Is that better?  

B: Yes, ..................................... . Perhaps I can get some sleep now. Good night.  

 

Conversation 2  

A: I‘m sorry, ................................ leave early today? I‘m going to take my cat to see the vet.  

B: You‘re going to take your cat to the vet? What‘s the matter with her then?  

A: Him. I don‘t know. That‘s why I‘m going to take him to the vet‘s.  

B: Oh, I see. Sure, ...................................... . Thanks for ...................................... .  

Conversation 3  

A: David, do you have your mobile phone with you?  

B: Um... yes. Why?  

A: ............................ it, please? I need to make a quick call to my mother.  

B: OK, .............................. .  

Conversation 4 

 A: ...................................... change seats?  

B: Yes, all right. ......................................?  

A: I can‘t see because of the sun.  

B: OK, then. Why don‘t you sit there, next to Andrea. Where are the people?  

          3. Write lines seeking permission in the following contexts: 

1. It‘s very hot in the room and you would like to open the window.  

2. You need to borrow some money from a friend because you have lost your bus fare.  

3. Someone‘s mobile phone is always ringing during a film  

4. You didn‘t understand the address someone gave you and you would like them to spell it for 

you.  

5. The person behind you is talking all the time during the lesson.  

6. You are watching the TV but you can‘t hear because the volume is very low. Your friend has 

the remote control.  



7. You would like someone to take a photo of you and your friend in front of a famous 

monument.  

8. You can‘t see the timetable at a train station because a stranger is standing in front of it. 

 

 

 

 

 

 

 

 

 

 

Module – 8 

ASKING INSTRUCTIONS/GIVING INSTRUCTIONS 

 

We often need to describe how to do various tasks and in the process, we are required to give 

certain instructions. 

In this unit, we will look into various ways of giving and asking for instructions. Below is an 

example of various ways in which instructions maybe asked or given: 

 

Asking for Instructions: 

How do I…? 

 Can you show me how to…? 

 Do you know how to…? 

 How do I go about…? 

 What do you suggest? 

 What is the first step? 

 What is the best way to…? 

Giving instructions: 



 First, you… 

 Then, you… 

 Next, you… 

 Lastly, you… 

Starting out: 

 The first thing you do is… 

 Before you begin, (you should…) 

 The best place to begin is… 

 I would start by… 

Continuing: 

After that, 

 The next step is to… 

 The next thing you do is… 

 Once you‘ve done that, then… 

 When you finish that, then… 

Finishing: 

 The last step is… 

 The last thing you do is… 

 In the end,… 

 When you‘ve finished,… 

 When you‘ve completed all the steps,… 

 

Example 1: Giving instructions to do a task 

 

Here is a simple instruction to replace a light bulb 

 

1. Firstly, turn off the electricity. 

 

2. Secondly, remove the light bulb. 

 



3. Then, screw in the new light bulb. 

 

4. Finally, turn the electricity on and switch on the light. 

 

You can also say “after that” instead of “then” and “first” / “second” instead of “firstly” 

and “secondly”. 

 

 

Example 2: Giving instructions to do a task 

How to Make a Cup of Coffee 

1. First you need to buy some coffee and a coffee maker. 

 

 

2. Then you have to put the water into the bottom of the coffee maker. 

 

3. You needn't boil the water (you don't need to boil the water), cold water is fine. 

 

4. Next you have to put the coffee in the coffee compartment and screw the top of coffee 

maker on. 

 

5. After that you need to put the coffee pot onto the stove.  

 

6. Then turn the stove on high and wait. You don't have to move the coffee pot. 

 

7. When the water boils and goes into the upper part of the pot you then have to remove the 

pot from the heat. 

 

8. Finally you pour some coffee into a cup, add sugar and milk and enjoy. 

 

 

Example 3: Giving directions 

 

MrJones : - Hello Mrs Adams. 



 

MrJones : - Please tell me how do I get to your house? 

 

Mrs Adams: - Are will you coming by car, bus  or by train? 

 

MrJones : - I will be coming by car. 

 

MrJones : - Please could you tell me the easiest way of getting to your house? 

 

Mrs Adams: - Take the M6 to London and need to come of at junction 78 

 

Mr Jones: - London, could you spell that for me 

 

Mrs Adams: - L - o - n - d - o - n 

 

MrJones : - Thanks 

 

Mrs Adams: -  OK, then turn right at the roundabout and take the second right my house is on the 

left next to the local pet store. 

 

MrJones : - Is that the quickest way of getting to your house? 

 

Mrs Adams: - Yes, it is the quickest way by car. 

 

MrJones : - Would it be possible for you draw me a map please, as  I don't know the area very 

well as I am from Blackburn. 

 

Mrs Adams: - Yes I will draw a map and send you a copy in an email with some directions we 

have just talked about. 

 

MrJones : - Thank you so much. 



 

Mrs Adams: - You are welcome. 

 

Example 4: Giving instructions to use a device 

 

Here are the basic steps you'll follow to set up almost any printer. 

 

1. Firstly, plug in the printer's power cable and make sure it's turned on. 

2. Then, connect the included cable (usually a USB cable) from the printer to the computer. 

3. Next, on your computer, locate the Printer settings. 

4. Look for the option to Add a printer, then follow the instructions that appear. 

5. Finally, it's time to try printing something!  

 

Exercises: 

1. With the given ingredients, write in 5 steps the procedure to prepare sandwich. 

Ingredients: 

a. Bread 

b. Cheese spread 

c. Cucumber 

d. Onion  

e. Tomato 

f. Mint sauce 

 

 

 

1. Looking into the picture given below, write instructions on how to use a 

washing machine. 

 

 



 

 

2. Mr.Alan wants to visit the museum, café, post office and finally reach 

the bus station. Looking into the map below, give him directions to 

reach his destination.   

 

 
 

 

3. Give instructions about how to use a glucometer using the picture given 

below: 



 

 

 

5. Fill in the blanks with appropriate verbs given in the brackets: 

a. _______ the lemons into 2 halves. 

b. _________ the lemon juice into a container. 

c. __________ half cup of sugar. 

d. __________ one liter of water. 

e. ________ well. 

f. _________ for an hour. 

g. __________ the cold lemonade on a hot noon.  

 

(Stir, Add, Slice, Serve, Pour, Squeeze, Refrigerate) 

 

 

 

6. With help of the image given below write step by step the procedure of 

cooking rice in a rice cooker. 



 

 

7. From the place you are, as seen in the map, direct your friend from the 

bank on Maple street to post office, then to music shop and finally reach 

the parking lot to meet you. 

 

 

 

8. With help of the image given below, write steps on how to use ATM 

kiosk. 

 



 

 

 

9. Let us imagine you are in the school and you want to visit the zoo, the 

art gallery and then to shop. How do you ask directions? 

 

 

 

9. With the help of image given write instructions on how to prepare fried 

wantons. 

 
 



 

 

 

 

 

Module – 9 

Concord: Subject-Verb Agreement 

The word concord means the relationship or agreement between two words in a sentence. Of all 

the types of concord the most important is concord of number between subject and verb. The 

Verb must match its subject both in person and number. Singular subjects take singular verbs and 

plural subjects take plural verbs.   

Rules for Subject –Verb Agreement 

 

Subject                                                                   Verb 

 

• Singular Subject             ---------  Singular Verb (s/es)       

• Plural Subject(s)              ----------Plural Verb(were/are/have) 

• “You‟‟ is a plural subject---------Plural Verb(were, do, are, have) 

• Singular subjects-each, ----------- These words take singular Verb 

Neither, every. 

Eg: The dog chases the cat 

          The dogs chase the cat. 

          The children were playing. 

          The child has lost her book. 

          The baby does not want milk. 

           Each of the two sums was solved  

 

The question of concord (agreement) arises only with,  

a. Present tense forms of the main verb. 



b. Present and past tense forms of the primary auxiliary verbs; ‗be‘, ‗have‘ and ‗do‘ 

c. Personal pronouns 

 

The following table shows you how the primary auxiliary verb agrees with the personal 

pronoun when it (the personal pronoun) is the subject in a sentence. 

„be‟ 

      „have‟     „do‟ Main verb 

Present  

tense Past 

tense Present tense Past  

tense Present  

tense Past tense  Present 

tense Past tense 

singular I am was have had do did walk walked 

plural We are were have had do did walk walked 

singular You Are were Have had Do did walk walked 

plural You Are were Have Had Do Did walk walked 

singular He/she/it Is Was Has Had Does Did walks walked 

plural they are were have Had do Did walk walked 

 

 

I PERSON 

II PERSON 

III PERSON 

 

 

Subject-verb agreement is guided by the following factors: 

i. Two subjects joined by ‗and‘ always take a plural verb. 

Eg: The boy and the girl are talking to each other. 

      The cat and the dog are fighting. 



 

However, where two nouns refer to the same person or thing, the verb is singular. 

Eg: The principal and science teacher has not come to the school today. 

     The editor and owner of the paper is the chief guest. 

 

The verb is also singular when two singular nouns refer to one idea. 

Eg: Bread and butter is delicious with a banana. 

      Idly and sambar is my staple breakfast. 

 

ii. When a singular noun is followed by expression like with, as well as, along with, together 

with, in addition to, the verb agrees with the singular subject. 

Eg: The chief minister along with the cabinet minister has arrived. 

iii. A singular verb is used with indefinite pronouns like each, every, everybody, everyone, 

someone, anyone, no one, anybody, somebody, nobody, anything, something, everything and 

nothing etc 

Eg: Everyone is beautiful in their own ways. 

                Each of the classes is performing well. 

               Nothing in this world happens without a reason. 

               Somebody has stolen my purse. 

 

However, some indefinite pronouns like some, any, most take  

(a) a singular verb with non-countable nouns 

      (b) a plural verb with countable nouns 

Eg: some of the sugar is on the floor  

              Some of the apples are rotten. 

 

A plural verb is used with indefinite pronouns like several, few, many . 

Eg:Few of the students bring lunch to school. 

 

None may be followed by either a singular or a plural verb, depending on whether a plural or a 

singular meaning is intended. 



Eg: None but a fool wastes his time. 

                 None but fools waste time. 

 

iv. When subjects are connected by ‗either…..or‘, ‗neither…nor‘, the verb agrees with the 

subject closes to it. 

Eg: Either Rani or her sister is a doctor. 

      Neither Ravi nor his friends have come. 

      Neither he nor I am to blame 

     Either you or he is to blame. 

The verb also agrees with the subject closest to it sentences beginning with ‗no one‘ or ‗one in‘ 

Eg: No one except my friends have agreed to help him. 

      One in every ten of them are thieves. 

 

v. Certain nouns ending with ‗-s‘ or ‗-ics‘ looks plural, but are singular in meaning and hence 

take a singular verb. 

Some such nouns are news, measles, cards, tennis, politics, mathematics and economics. 

Eg: The news was better than expected. 

Mathematics is his favourite subject. 

 

vi. Articles of dress, and tools, having two equal parts joined at one, also called pair nouns, are 

treated as plural. 

Eg: my trousers are torn. 

 

vii. Collective nouns are singular when the group works together as a single unit and plural when 

the members of the group are seen as a collection of people doing things as individuals. 

Eg: The team runs enthusiastically. 

      After the game, the team were taking off their uniforms. 

 

viii. The expression ‗one of‘ is followed by a plural noun, but always takes a singular verb. 

Eg: One of my cousins is a teacher. 

 



ix. When ‗more than‘ is followed by a noun, the verb agrees with subject. 

Eg: More than ten students are absent. 

More than one terrorist was captured. 

 

x.Titles of books and films which have a plural subject take a singular verb. 

Eg: Great Expectations was written by Charles Dickens. 

 

A. Fill in the blanks with correct verb: 

a. The orator and statesman ____ dead (is/are) 

b. India ____ won the ODI Cricket (has/have) 

c. Each of the compartments _____several litres of water.( contain/contains) 

d. Few of the trees _______ their leaves in spring. (lose/loses) 

e. Neither his friends nor Deepak ____ joining the tour. (is/are) 

f. No one except Rahul ____________ done the work. (has/have) 

g. Mathematics ___________difficult for some students. (is/are) 

h. The council__________ in favour of athletic activities. (is/are) 

i. More than one hand __________ raised. (was/were) 

j. The Arabian nights ___an interesting book. (is/are) 

k. Many a man ____drowned in the sea(was/were) 

l. My jeans __________ fit me any more.( do not/does not) 

m. Soup and salad ___ too light a lunch (is/are). 

 

 

B. Rewrite the following sentences using the correct form of the verb. 

a. Time and tide wait for no one. 

           _ _ _ _ _ _ _ _ _ _ _ _  _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _  

b. My neighbour, along with his friends, have gone to Tirupathi. 

_ _ _ _ _ _ _ __  _ _ _ __ _ _ _ _ _ _ _ _ _ _ _ _ _  ___ __ _ 

c. A large sum of money were stolen. 

_ _ _ _ _ _ __ _ _ _ __ _  _ _ _ _ _ _  _  _ __ _  __  __  _ __  _ _ 



d. Lost Cities describe the discoveries of many ancient civilizations.  

__ _  __ _ _  __ _ _  __ _ _ _  _ _ __ _ _  __ _  _ __ _ _ _ _  _ 

e. Either the doctor or the nurse are with the patient. 

__  __ _  _ _  _ _   _ _  _ _ __  _ _ __ _  __ _ _  __ _ _ _ _  __ _  

f. The class respect the teacher. 

_  __ _  _ _ _ _ _ _ _ __ _ _ _ _ _ _ _ _ _ _  __ _ _ _ _ _  __ _  

g. Mohan‘s glasses is lost. 

_ __ _ _  __ _  __ _   __ _ _ _ _ _ _ _ _ _ _  __ _ _ _ _  __ _  

h. The jury have delivered the verdict. 

__  __ _ _  _ _  __  _  __ _ _ _ _ _ _ _  _ _ __ _ _  __ _ _ _  _ 

i. One of the girls use a red pen. 

__  __  _ _ _  _ __  __ _ _ _  __  _ __ _ _  __  __  _ _ _ _ _ __  _           

j. More than one boy were present.  

_ _ _  __ _ _  _ __ _ _  _ _ __ _ _ _  _ __ _ _ _ _ _ _ _ _ _ _ _ _  

k. Most of my friends is government employees. 

__ _  __ _ _ _ _ _  __ _ _  __ _  __ _ _ _ _  __ _ _ _ _ _  _ _ 

 

Question tags 

A question tag is a question that comes at the end of a sentence. It is built by combining an 

auxiliary verb and a pronoun. We use tag questions to confirm or check information or ask for 

agreement.  

A question tag is made up of the statement, a comma and the question clause. Example: do they? 

, wasn‘t it? , should you? , hasn‘t she? Etc.  

How do we construct a question tag? 

While creating a question tag, the verb in the statement must be taken into account. If the 

main clause has an auxiliary verb in it, the same verb is used in the question tag. 

Types of question tags: 

• Positive question tags 

• Negative question tags 

Note: a positive sentence will have a negative question tag and a negative sentence will have 

a positive question tag. Here are a few examples of the usage of question tags: 



 

      a positive statement          +         a negative question tag 

 You are a  student,                       aren‘t you? 

 She is an Indian,                            isn‘t she? 

 They are going to the park,        aren‘t they? 

  a negative question tag     +             a positive statement  

 Mary isn‘t a teacher,                      is she? 

 He doesn‘t like tomatoes,             does he? 

 We hadn‘t visited this museum,   had we? 

We use the same auxiliary verb in the tag as in the main sentence. If there is no auxiliary 

verb, normal question words like do/does/did, is/was etc are used according to the context. 

 You live in Spain,                                     don‘t you? 

 You want to come with me,                  don‘t you? 

 This meal is horrible,                               isn‘t it? 

 You don‘t know where the boss is,       do you? 

 You can swim,                                           can‘t you? 

 

We use tag questions to check whether something is true. 

 The meeting‘s tomorrow at 8am,       isn‘t it? 

 You won‘t go without me,                    will you? 

 

In the present form of be: If the subject is „I‟ the auxiliary changes to are or aren‟t in the 

question tag. 

 I‘m sitting next to you ,                         aren‘t I? 

 I‘m little red,                                           aren‘t I? 

With let‟s, tag question is shall we?   

 Let‘s go to the beach,                   shall we? 

 Let‘s have a cup of coffee,                       shall we? 

 

With an imperative, the tag question is will you? 



 Close the window,                             will you? 

 Hold this,                                              will you? 

We use an affirmative tag question after a sentence containing a negative word such as 

never, hardly, nobody. 

 Nobody lives in this house,                  do they? 

 You have never liked me,                      have you? 

When the subject is nothing, we use „it‟ in the tag question. 

 Nothing bad happened,                           did it? 

 Nothing ever happens,                             does it? 

If the subject is nobody, somebody, everybody, no one, someone or everyone, we use 

„‟they‟‟ in the tag question. 

 Nobody asked for me,                              did they? 

 Nobody lives here,                                     do they? 

If the main verb in the sentence is „have‟ (not an auxiliary verb),it is more common to use 

„do‟ in the tag question. 

 You have a Ferrari,                                       don‘t you? 

 She had a great time,                                 didn‘t she? 

 

    Fill in the blanks with suitable question tags: 

1) The conference starts tomorrow, _______ 

2) You don‘t know anyone in China, _______ 

3) We must be patient,                        _______    

4) You can speak two languages,       _______    

5) I am late,                                             ______   

6) Let‘s go home,                                 _______    

7) You will pass the exam,               _______    

8) It hasn‘t rained yet?                      ______  

9) Meera can speak English,            ______  

10) You listen to music,                       ______ 

11)  We have never seen that,           _____ 

12)  We will wash the clothes,          _____ 



 

Question forms: 

Question forms in English grammar refer to those sentences which are used to ask questions in 

conversations. 

How do we use question forms? 

There are different types of question forms in English which are used according to the situation 

and answer expected. It consists of a question word followed by verbs, nouns etc. 

    Structure:      Wh  +    H.V    +  Sub     + Main verb. 

                           When       is          she         coming? 

 Types of question forms: 

• General/Closed or yes/no questions-The expected answer is ‗yes‘ or ‗no‘. 

      Ex: Have you washed the car? 

            Did they live before you? 

• Special/ Wh- questions-When we want more detailed information. 

   (What, who, when, which, where, whose, why, how). 

 

Question word Function Example 

Why Reason/explanation Why are they walking? 

 

What General Information-an object/a thing What are they doing? 

Who Information about a person Who wrote the article? 

Which Choices/number of options. Which car do you want? 

Where place/position Where do you work? 

Whose Possession Whose paper is this? 

When Time When are you coming? 

How Manner/method/condition/quantity/quality How did you fix the car? 

• Choice questions-Gives someone a choice between possible answers. The possible 

answers are usually already in the question. 

        Ex: Do you want mobile or tv? 

              Is your car blue or black? 

• Tag questions-to confirm or check information or ask for agreement.  



                   Ex: You like living in Bangalore,   don‟t you? 

                         She‟s pretty,                             isn‟t she? 

Frame „Wh‟ questions to get answer for underlined word: 

1) Power makes people selfish. 

2) Money is the root of all evil. 

3) My mother reads ‗Deccan Herald‘ every day. 

4) I am from Karnataka. 

5) The grey dog is mine. 

6) That‘s my younger sister. 

7) Abdul Kalam had inspired many youngsters in India. 

8) The mantra carries a prayer. 

9) Nutrition has been a neglected area in Indian sports. 

10) Alfred was greatly influenced by American films and magazines. 

11) I have heard that piece of music. 

12) We experience the alchemy of nature. 

13) The audience gave the artists a standing ovation. 

14) The king brought some water. 

15) He works fast. 

 

 

 

 

 

 

 

 

 

 



 

 

 

 

 

 

Module - 10 

 

Linkers (Used to link large group of words): 

Linkers/Connectives or linking words are the words that relate one idea or sentence of the text 

with another. They connect the ideas logically. Examples: but, therefore, later, moreover, 

accordingly etc. 

Types of linkers: 

PURPOSE OF LINKERS/CONNECTORS 

Consequence Accordingly, as a result, due to, so then, thus, otherwise, so that, since, hence, 

with the result, purpose, that etc. 

Exception Aside from, however, in spite of, nevertheless, excluding, despite etc 

Emphasis Above all, absolutely, in truth, naturally, surprisingly, furthermore, positively etc. 

Comparison & Contrast Similarly, likewise, as with, equally, in the same way, after all, in 

spite of, although, compared to, however, yet, whereas, instead, conversely, meanwhile, rather 

etc. 

 

Time after, initially, last, lastly, simultaneously, soon, usually, thereafter, to begin with, 

eventually, at the same time, currently etc. 

Addition additionally, further, in fact, moreover, similarly, equally, pursuing this, in the 

same way, likewise, and, also, again etc. 

Example as an example, in this case, chiefly, particularly, such as, to illustrate, in other 

words, especially etc. 

Sequence first, second, third…, finally, next, meanwhile, after, then, subsequently 



Summary accordingly, after all, all in all, considered, therefore, to sum up, on the whole, in 

short, in brief, in any case, finally, as a result etc. 

Linkers help to list facts chronologically, link events across time, compare and contrast 

sketches, explain or illustrate the main idea. Examples of usage of linkers are as follows: 

 The match was delayed because of the power cut. 

 Although it was raining, we went out for a drive. 

 The bell rang and the students ran immediately. 

 The presentation was lengthy, nevertheless, it was informative. 

 It was a tiring day; moreover, there was a heavy traffic due to the protest. 

 

Choose appropriate linkers to fill in the blanks: 

(as well as, than, though, despite, because, since)  

1) I didn‘t go for work _____  I was sick ,and I had to see the doctor. 

2) She is good at sports_____ in studies. 

3) _____ facing lot of troubles, he kept moving on and succeeded. 

4) We shouldn‘t spend more ____ we earn. 

5) We went out even _____ the weather was bad. 

6) ____ we arrived late, all the best seats had been taken. 

 

 

 

 

 

 

 

 

 

 

 

 



 

 

 

 

 

 

 

 

 

 

 

Question Paper Pattern 

 

                     Section A – Workbook              (40 marks) 

 

1. Comprehension passage                                                      5 marks 

2. Referencing Skill, Brochure, Advertisement, 

 picture reading                                                                   2 + 3= 5 marks 

3. Data Interpretation                                                              5 marks 

4. Listening vs hearing and Listening activities                    5 marks 

5. Non-verbal and verbal signs of active listening                5 marks 

6. Introducing oneself, Introducing others, Requests  

Enquiries and seeking permission                                      5 marks 

7. Giving instruction to do a task and  

to use a device, giving directions3 marks 

8. Concord, question forms, question tags                             5 marks 

9. Use of Derivatives, Linkers                                                  2 marks 

 



Section  B - Coursebook                                           (20 marks) 

1. Answer any five questions in a sentence or two. 

(Students have to answer any 5 questions out of 8)2 x 5=10 

2. Answer any two questions in a paragraph. 

(Students have to answer any 2 questions out of 5)                5 x 2=10 

 


