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UNIT I 

1. PHONETICS FOR LISTENING COMPREHENSION OF VARIOUS ACCENT 

Introduction: 

• Phonetics is the study of speech sounds and their production. 

• Phonetics includes the description and classification of actual sounds that speakers produce 

• Phonology concerns itself with those sounds that can convey different meanings as well as how 

sounds continue with other sounds. 

• The sounds that distinguish meaning are called phonemes. 
 

Phonetic Alphabet: 

• A set of symbols or codes used to show what a speech sound or letter sounds like. 

• The world of sounds, especially of speech sounds is an exciting world. It is a new experience to 

realize the sound qualities of words and tunes in sentences. 
 

The sounds of English: 

• English has 26 letters in its alphabet, among them 5 Vowel letters (a, e, i, o, u) and 19 consonant 

letters and 2 semi-vowel letters.  British speakers use 44 sounds in their speech. 
• We have 44 sounds from 26 letters. 

• English has 20 vowel sounds and 24 consonant sounds. Generally one letter will have to be 

pronounced in different ways, but certainly there cannot be any one-to-one correspondence 

between them. 

• Speaking is an organized sound which should be taken in by ear.  How can a book, which is 

nothing but marks on a paper, help any one to make their English sounds better? 
 

 Pronunciation 

The act or result of producing the sounds of speech, including articulation, stress, and intonation with  

reference to some standard of correctness or acceptability.  

Importance of Pronunciation: 

• Good pronunciation undoubtedly is an ornament to speech and a passport to sophisticated society. 

• It avoids bad impression, misunderstanding and ineffective communication.  

 

2. ORGANS OF SPEECH 

The Vocal Cords: 

It is one of the two small bands of muscle within the larynx that vibrates to produce voice. Air 

released by lungs will come first through Larynx or Adams apple. This Larynx contains two small bands 

of elastic tissues lying opposite to each other across the air passage. The inner edges of the vocal cords 

can be moved each other and it can get near. When they open there will be a gap between them; that is 

called Glottis. 

  The vocal cords that get together tightly with no air passage into the lungs is called 

“compression”. 

 The vocal cords are opened suddenly and the air will come out from lungs (out burst) with a sort 

of coughing noise. This is also called Glottal Stop. 

 This type of mechanism will take place 800 times per second. 

 This closing and opening of the vocal cords are called “Voice”. 

 Any language will have some “voiceless and voiced sounds”. Put a finger on larynx, we can feel 

vibrations. Then close the lips and breathe with nose, then no vibrations. This is called “Voiceless 

Sounds”. 

Eg:  /p/, /t/ , /k/, /f/, /ʃ/, /s/, /tʃ/, /θ/, /h/ 
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Vocal cords are loosely held together and the pressure of air from the lungs makes them open and close 

rapidly, is called vibration of vocal cords. This is called “Voiced Sounds”. 

Eg: All other consonants and all vowel sounds. 

 

 

                          

 

 

 

 

 

 

AIR-STREAM MECHANISM: 

It is said that we need an air- stream for the production of speech sounds.  

Eg: Ah! Palm will feel warm when air is getting out from our mouth. 

Air-Stream mechanism is of three types:- 

A. Pulmonic Air-stream Mechanism 

B. Glottalic Air-stream Mechanism 

C. Velaric Air-stream Mechanism 

A) Pulmonic Air-stream Mechanism: 
It is being used in a large percentage of speech sounds in any language. The air stream involving 

lungs air is called “Pulmonic Air-stream”.  

It consists of lungs and respiratory muscles.  Lung walls acts as the initiator. They are moved by 

respiratory muscles, so that the air is drawn into lungs and push them out. Pushing the air inside is called 

“Ingressive”, outside is called “Egressive”. Ingressive is used for yawning and snoring purposes. 

B) Glottalic Air-stream Mechanism: 

The closed Glottalic acts as the initiator and the air in larynx (Adams apple) is used. 

Eg:   Sindhi Language. 

C) Velaric Air-stream Mechanism: 

The back of the tongue acts as the initiator and the air in mouth set in motion during this air 

stream. 

Velaric ingressive mechanism exists in several African Languages. 

Respiratory System: 

Organs of speech are divided into- 

1. Respiratory System. 

2. Phonatory System. 

3. Articulatory System. 

1. The Respiratory System 

Lungs, Muscles of the chest and Trachea come under Respiratory System. 
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2. The Phonatory System: 

The larynx or Adams apple is situated at the top of the wind pipe of a pair of vocal cords are present 

in them. Vocal cords are lip like structures placed horizontally from back to front attached in front 

and separated at the back. The opening between the words is called Glottis. When Glottis is wide 

open, sounds produced are called as “Voiceless” or “Breathed sounds”. 

Eg:     chin, fine, hen, thin, etc….., 

In the production of some sounds the vocal cords are loosely held together and the pressure of 

the air from the lungs makes them open and close rapidly. This is called the vibration of the vocal cords 

and the sounds produced when the vocal cords vibrate are called “voiced sounds”. 

Eg: dead, well, then, measure, etc……, 

3. The Articulatory System: 

➢ The Palate: 

  The palate means teeth ridge, hard palate, soft palate and the uvula. 

➢ The Tongue: 

It contains the tip, blade, front and back root. 

➢ The Lips: 

The lip plays an important role in the Articulation of some consonants and some vowels. 

                                       3. SOUNDS 

• There are 44 sounds in English. 

• These sounds are divided into two parts namely. 

1. Vowel Sounds 

2. Consonant Sounds 

The consonant sounds are 24 and vowel sounds are 20. These vowel sounds can be further 

divided in to 2 parts namely, 

1. MONOPHTHONGS 

2. DIPHTHONGS 

• Monophthongs are 12 and Diphthongs are 8 in number. 

Consonants: 

 In British English we have 26 alphabets. These 26 alphabets are pronounced as 44 sounds. 24 

sounds are considered as “Consonants” and remaining 20 are considered as “Vowel sounds”. These 24 

consonants are divided into 6 categories.  

They are: 

1. Plosives 

2. Affricatives 

3. Fricatives 

4. Nasals 

5. Laterals 

6. Continuants or Approximants 

1. Plosives: 

Plosives are the sounds produced when there is a complete closure and a sudden release of air 

stream. 

Eg: /p/, /b/, /t/, /d/, /k/, /g/. 
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2. Affricatives: 

 Affricatives are the sounds that occurred when there is a friction of air stream. They begin as 

“Plosives” and released as “Affricatives”. 

Eg:  /tʃ/, /dʒ/. 

3. Fricatives: 

 Fricatives are produced when there is an air partial obstruction and release of air with friction. 

Eg:  /f/, /θ/, /ð/, /v/, /s/, /z/, /ʃ/, /ʒ/, /h/. 

4. Nasals: 

 Nasals are produced when one soft palate is lowered and the air-stream passes through the “Nasal 

Cavity”. 

Eg:  /m/, /n/, /ŋ/. 

5. Laterals: 

 Lateral is the sound produced when all the passage is closed at the centre but opened at the sides. 

Eg: /l/. 

6. Continuants or Approximants: 

 These sounds are produced when there is no audible friction and can be prolonged  for a long 

time. 

Eg:  /w/, /r/, /j/. 

 

❖ 17 Letters are taken as it is. 
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Consonants Table 

 

 

Vowel sounds 

Definition: 

 If the mouth passage is left so open, as not to cause audible friction, voiced breathe is sent 

through it we have a vowel. Out of 44 sounds, 20 sounds are considered as vowel sounds. First 12 sounds 

are called as “pure vowels” or “Monophthongs” and the rest 8 are called as “diphthongs” or “glides”. 

Articulation of Vowels: 

Vowels are made with an approximation of articulation. The tongue takes up different positions in mouth 

to produce different vowel sounds. The upper surface of tongue is usually convex because some part of 

tongue is raised towards root of palate. 

To summarize we describe a vowel taking into account of the following criteria. 

• The part of the tongue is raised during its articulation (front, central, back). 

• The height to which it is raised (close, half-close, half-open, open). 

• The position of the lips (rounded and un-rounded). 

 

According to tongue raising we can categorize vowels as follows: 

1. Front Vowels 

2. Back Vowels 

3. Central Vowels 
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Front Vowels: 

Front of the tongue is raised towards hard palate. 

Ex: /i/, /i:/, /e/,  /æ/. 

Back Vowels: 

Back of the tongue is raised towards soft palate. 

Eg: /u/, /u:/, /ɒ/, /ɔ:/, /ɑ:/ 

Central Vowels: 

The central part of the tongue is raised towards the hard and soft palate joining. 

Eg: /ɜ:/, /ə/, /ʌ/ 

Note: Write 5 examples for each sound with initial, middle and terminal. 

 

VOWELS 

 

 

Front Vowels 
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Back Vowels 

 

 

Central Vowels 

 

 

DIPHTHONGS : 

 These are sounds during articulation of which the tongue starts in the position required for the 

articulation of a particular vowel and moves in the direction of position required for the articulation of a 

different vowel. There are 8 Glides or Diphthongs. 

These are divided into two parts.  

They are: 

1. Closing Diphthongs 

2. Centering Diphthong 

Closing Diphthongs are:  /eɪ/, /əI/, /ɔɪ/, /aυ/, /əυ/ 

Centering Diphthongs are: /ɪə/,  /eə/,  /υə. 
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DIPHTHONGS 
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CONSONANTS 

Activity: 1 
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VOWELS 

Activity: 2 
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DIPHTHONGS 

Activity: 3 
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             4. Phonetic Transcription of Words & Sentences 

Activity 1:  
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Transcription of Paragraphs 

Activity 2: 
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ACCENT 

It is a different mode of pronunciation and intonation of a language, especially one associated 

with a particular nation, locality and social class.  In other words  it is  a way in which people of 

a particular area, country or social group pronounce.  It is a greater stress or force given to a 

syllable of a word in speaking or to a beat in music.  It is  a mark (as ˈ or ˌ) used in writing or 

printing to show the place of greater stress on a syllable. No doubt English is widely spoken. But 

it has many varieties of English spoken in different countries. Like American, Indian, British, 

Australian and African. 

American English and British English are the two varieties that are taught in most ESL/EFL 

programs. Generally, it is agreed that no one version is "correct" 

We can understand the topic Accent by knowing the differences between American English and 

British English. 

The three major differences between American and British English lie in: 

• Pronunciation - differences in both vowel and consonants, as well as stress and 

intonation. 

• Vocabulary - differences in nouns and verbs, especially phrasal verb usage and the names 

of specific tools or items 

• Spelling - differences are generally found in certain prefix and suffix forms 

 The other principal differences between these two varieties of English are found in the use of 

present perfect tense, possession of things, in the use of the verb Get, vocabulary and spelling. 

Now let us understand how and why different accents help learners: 

We know English is a global language used of millions of people around the world. They do not 

all sound the same like native speakers. It is because of cultural variations, inappropriate use of 

language and sentences and influence of mother tongue the accent differs among people 

belonging to different countries, regions and zones. But as learners, students have to be prepared 

to listen and understand the truly vast variety of voices they will encounter in the world outside 

the classroom.  This will make them successful communicators both nationally and 

internationally.   

EXERCISE: 1     

https://elfpron.wordpress.com/2015/11/.../helping-learners-understand-different-accent. 

 Browse and listen to a few audio clips and note the differences in the accent:         

1. Chinese: Shen Wei (choreographer) 

Note: the relevant part of the clip starts at 1 minute, 31 seconds. 

Dropping consonants at the end of syllables: 

• “my childhood” 

• “at that time” 

https://elfpron.wordpress.com/2015/11/.../helping-learners-understand-different-accen..
https://elfpron.wordpress.com/2015/11/.../helping-learners-understand-different-accen..
https://elfpron.wordpress.com/2015/11/.../helping-learners-understand-different-accent.
https://elfpron.wordpress.com/2015/11/.../helping-learners-understand-different-accent.
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• “no art schools” 

• “a lot of Western concepts, ideas into China” 

• “after that, once we learned all the traditional 

2. Japanese: Takashi Murakami (artist) 

/l/ and /r/ pronounced similarly: 

• “original story” 

• “really childish” 

/b/ and /v/ pronounced similarly: 

• “have to move” 

/f/ pronounced like /h/: 

• “have to move” 

• “finally a big monster is coming” 

3. French: Jean Dujardin (actor) 

Note: the relevant part of the clip starts after 13 seconds. 

Dropping /h/ at the beginning of words: 

• “he is” 

• “his” 

Dropping /s/ at the end of words: 

• “sometimes he’s a joker” 

• “a team of art specialists” 

EXERCISE: 2 
Listen to the five conversations and complete the blanks. Remember, what speaker speaks is 

heard as something by the listener and it is misunderstood one for the other.  This shows how we, 

as Indians differ ourselves in accent while we speak with our mother tongue influence and 

cultural variation. Make a note of the differences that has made the communication ineffective 

and choose the apt reason for the gaps in communication from the options given below: 

                                                            Reasons   

• Cultural variation 

• Incorrect sentences, vocabulary or phrases 

• Inappropriate usage of language 

• Unable to hear 

• Accent Issues  
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Conversation 1 

 

 

 

 

 

Conversation 2 

 

 

 

 

 

Conversation 3 

 

 

 

 

 

   

Conversation 4 
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Conversation 5 

 

 

 

 

 

                              2. READING COMPREHENSION 

Introduction: 

"Reading" is the process of looking at a series of written symbols and getting meaning from 

them. When we read, we use our eyes to receive written symbols (letters, punctuation marks and 

spaces) and we use our brain to convert them into words, sentences and paragraphs that 

communicate something to us. 

It is said “Reading maketh a full man.” In fact it is an important communicative process and the 

most important language skills required for academic and professional purposes. Depending on 

the purpose of reading, the reader will require different reading strategies and skills in order to 

understand the subject content and language patterns of a message.  

‘Comprehension is the capacity of understanding fully.’ It makes us to take the sense of 

information by scanning, skimming in order to understand the meaning of the given passage. 

Reading comprehensive requires the following skills: 

1. Finding ideas and supporting details 

2. Making the ideas and supporting conclusions 

3. Pursuing conceptual relationships 

4. Testing knowledge and understanding through application 

How to understand the Message: 

1. The reader must be a good reader and make careful meaning in a normal and 

rapid style in order to learn at material, solve problems, get the main idea and 

comprehend the basic thought. 

2. The other two aspects are, we need to do skimming and scanning in order to get 

an overview on the matter and find a specific reference to answer the specific 

question. 

 

Vocabulary skills: These include recognizing and understanding the meaning of words and, 

identifying the context clues and signal words, guessing the meaning of unknown words from 

word structure and context. The reader has to look for examples, illustrations and linguistic clues 
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that indirectly help define an unknown word or phrase. Let us understand this statement with the 

example given below: 

Mathew feels arduous to play the piano but it becomes easier with good practice. 

The word ‘but’ contrasts with the words ‘arduous’ and ‘becomes easier’. Hence the reader can 

guess that ‘arduous’ means something that requires strenuous effort and it is difficult and tiring. 

Rapid reading Skills: 

This refers to a set of reading practices which help in understanding the meaning of a given text. 

These skills include scanning and skimming. 

Scanning:  
Scanning refers the ability to locate specific information or facts as quickly as possible. It may 

serve several purposes, which include looking for   

• a specific point or fact in text  

• relevant graphic detail  

• a formulae in text  

• a word in a dictionary etc.  

The following suggestions will help increase proficiency at scanning.   

• know what you want to find  

• do not read everything  

• use guides and aids  

• know the organization of the material to be read  

• concentrate while scanning   

Skimming: 

Skimming is a more sophisticated skill than scanning. It refers to the process of reading a text or 

passage in order to get a rough idea of what it is all about. As its main objective is to understand 

the central idea and the main points of a text, the reader needs to use a reading strategy that 

involves fast reading and quick analysis.   

 

Skimming involves three main skills  i) Identifying the central idea  ii) Recognizing main ideas  

iii) Identifying the writing patterns of the passage/text.    

 

Intensive reading skills: 

Intensive reading is detailed reading that demands better concentration and motivation. The rapid 

reading techniques of scanning and skimming give the readers correct beginning and prepare 

them for intensive reading.  Intensive reading skills include:    

  

A. Critical reading   

• Distinguishing between relevant and irrelevant information 

• Explicit and implicit information    

 

B. Inferring meaning 

• To understand facts and opinions  

• Drawing inferences and conclusions     
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Inferring meaning and Critical reading: 

Inferring is using content in a text, together with existing knowledge, to come to a personal 

conclusion and about something that is not stated explicitly in the text. When the author provides 

clues but not all the information, we read “between the lines” to make predictions, revise these, 

understand underlying themes, hypothesize, make critical judgments, and draw conclusions. 

Inferring involves synthesizing information, sometimes quite simply and sometimes at complex 

levels.  

 

Critical reading is an analytic activity: 
 

The reader rereads a text to identify patterns of elements -- information, values, assumptions, and 

language usage-- throughout the discussion. These elements are tied together in an interpretation, 

an assertion of an underlying meaning of the text as a whole.    

 

Types of Reading Comprehension: 

1. Comprehension Question Type 

2. Detailed Question Type 

3. Directions Question Type 

4. Main Idea Question Type 

5. Inherence Question Type 

6. Sequence Question Type 

 

EXERCISE: 1 

Read the following passage and answer the questions given below: 

Until he was ten, young Alexander Fleming attended the nearby Loudon Moor School. He was 

then transferred to Dagvel School, which he attended with his brothers. Alexander learned a 

good deal about nature during that four-mile downhill hike to school and the four-mile uphill 

return trip. He was a quick student and at twelve, the age limit prescribed for Dagvel School, he 

was sent to Kilmarnock Academy. After two years he joined his brothers, John and Robert, at the 

home of his elder brother Thomas, who was to become a successful oculist in London. However, 

the economic success of the family was yet to be and Alexander was forced to leave school for 

economic reasons. When he was sixteen, he obtained a job in a shipping company. Good fortune, 

however, was on his side and on the side of humanity. In 1901, he received a share in a legacy 

which made it possible for him to return to school where he decided to study medicine. 

Questions: 

1. How did Alexander Fleming learn about nature? 
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2. Why did Alexander leave school? 

 

 

 

3. What is meant by the sentence “Good fortune, however, was on his side and on 

the side of humanity”. 

 

 

 

4. What do you mean by ‘Oculist’?  What part of speech is it? 

 

 

5.  How could Alexander study medicine? 

 

 

 

EXERCISE: 2 

Read the following passage and answer the questions given below: 

India is a secular, democratic nation. This implies that every religion is treated equally and at par 

with every other religion. No religion is accorded any preferential treatment of any kind. All 

citizens are also free to practice, preach or profess any religion of their choosing. The state does 

not have a unified or homogeneous religious following. 

 

This unique characteristic of India ensures its unity in diversity. India has been the birthplace of 

several religions and is the land where all these religions - such as Hinduism, Christianity, 

Buddhism, Sikhism, Zoroastrianism, Jainism and so on exist simultaneously, peacefully and 

harmoniously 

 

Questions: 

1. What is meant by the term "Secular"? 

 

 

2.  What is special about India's association with religion? 

 



 

22 

 

 

 

3.  What part of speech is ‘harmoniously’? 

 

 

 

4.  Why does India not have a unified religious following? 

 

 

 

5.   What is the adjective of ‘peacefully’? 

 

 

 

EXERCISE:3 

Read the poem given below and answer the following questions: 

CRICKET 

Cricket is game 

From which players get fame 

Some people watching are tense, 

When they see the opposition hit the ball to the fence. 

Some viewers buy tickets 

To watch the bowlers take wickets. 

 

There is a batsman who works hard to concentrate 

But the bowler tries hard him to frustrate. 

There is an umpire, who always makes the right decision, 

To help the players who are out to accomplish a mission. 

But these days there is a lot of chaos in cricket, 

As the players play badly deliberately on the wicket. 

I hope cricket is played sincerely 

To make everyone enjoy it happily. 
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1. The word ‘concentrate’ can be replaced by which of the following words: 

a. Assemble 

b. Gather 

c. Focus  

d. Attentive  

2. ‘The bowler tries hard him to frustrate’.  The poet means to say that: 

a. The bowler is a mean person 

b. The bowler is a frustrated person 

c. The bowler tries to bowl well making it difficult to score runs. 

d. The bats man does not like the bowler. 

3. The poet feels that there is a chaos in cricket because 

a. The wickets are of poor quality 

b. The players intentionally play a bad game 

c. The players are trouble d by the spectators 

d. The players run into the pitch and break the wickets 

4. Which word given below does not rhyme with others? 

a. Tense 

b. Wickets 

c. Fielders 

d. Mission   

5. The poem ends with  

a. A request to restore fame to the game by playing with loyalty  

b. Anger at the stupidity of the game 

c. Happiness at the change in people towards cricket. 

d. A feeling of indifference to the game. 

EXERXISE:4 

Read the passage given below and answer the following questions: 

Beth decided to try to cook dinner for her family one day. Her mother was very busy and did not 

always have time to cook. “You don’t know how to cook!” her brother said. Beth looked through 

cook books until she found some recipes she liked. She drove to the grocery store and got the 

ingredients she needed. Then she came home and gathered her pots and pans. The first recipe 

was too complicated. Beth tried to follow the instructions but the food burned. The second recipe 

was also too hard. She had to throw out the bad food. Beth was disappointed, but she decided to 

try the last recipe. The last recipe turned out well and when her mother returned home that night, 

there was a nice hot dinner waiting. “I guess you can cook after all!” her brother said 

Questions: 

1.   What was Beth trying to do?  
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2. What did she do before she started cooking? 

 

 

 

3. What was the consequence of Beth’s first and second recipes? 

 

 

 

4. What is the antonym of ‘complicated’? 

 

 

 

5. What part of speech is ‘ingredients’? 

 

 

 

EXERCISE:5 

Read the following passage and choose the best option: 

I was 17 years old, but I already knew the kind of man I would marry. Take note: “He would not 

be too garrulous. I tell you, Rosa, it’s important for a man to make interesting conversation, but 

he must also take time to listen to what you have to say. “And never impertinent. I’ll never 

forget when I was 16; a boy from my church named Joe Turner came and knocked on our door. 

He didn’t look my momma in the eye, and didn’t say, ‘Hello.’ He just leaned against the door 

jamb and said, ‘Rosa here?’ “My momma raised her brow and said, ‘She is, but not for boys such 

as yourself.’ “But I digress. I’m supposed to be telling you about the day I met your daddy, 

right? “Okay, so I was riding the Amtrak train between Providence and Philadelphia during my 

freshman year at Brown, and the door at the end of my car rattled open. “He was tall and 

swarthy. He wore a thick, ivory, cable knit sweater with a gray wool scarf wrapped firmly 

around his neck. I couldn’t tell what his heritage was and that intrigued me. What was he -- 

Indian, Portuguese, and Peruvian?” Mom would pause here and I would shout, “Cape Verdean!” 

1. Which is the best definition for ‘garrulous’? 

       A. conceited B. talkative C. narrow-minded D. fawning E. patronizing 

2   Which situation best describes someone who has been impertinent? 

A. A man crashes into the car in front of him.  

B. A student gestures rudely to his teacher 
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C. A child rushes out the door, forgetting to say good-bye to his mom.  

D. A woman refuses to let her son play video games before school.  

E. A dog chases all the cats in the neighborhood.3. 

1. Which is the best antonym for digress? 

A. stop 

B. stray 

C. shorten 

D. remember 

E. stay on course 

4. Which situation best describes someone who has been impertinent, as used in the 

beginning of the story? 

B. A man crashes into the car in front of him 

C. A student gestures rudely to his teacher 

D. A child rushes out the door, forgetting to say good-bye to his mom. 

E. A woman refuses to let her son play video games before school. 

F. A dog chases all the cats in the neighborhood 

5. Why might the author have chosen Rosa as the narrator even though it is her mother 

who is telling the main story?  

A. to make the story harder to follow 

B. to make the story seem more straightforward 

C. to make it clear that Rosa’s mother has passed away 

D. to make it clear that the story happened a long time ago 

E. to allow the reader to hear the story from Rosa's perspective 

 

         3. DESCRIBING OBJECTS/PLACES/PERSONS:     

When you describe something face to face or through video conference you can effectively make 

use of verbal as well as non verbal communication, like body movement, eye contact, posture, 

and facial expression. But when you are doing the same over telephonic conversation or writing, 

you have to rely only on verbal communication.  

When you describe something you need to ………… 

1) Study & understand it thoroughly  

2) Collect necessary material or information 

3) Arrange and check them thoroughly  

4) Organize ideas in thematic or chronological order  

FEATURES: 

The three important features of description in terms of language are …………. 

a) Brevity:- Avoid lengthy verbose, unnecessary and roundabout description use simple 

language and direct sentences.   

b) Clarity:- Complete knowledge of all the details give clarity of thought. Proper linkage 

between the previous stages and the stages that follow is necessary.    

c)  Factual corrections:- You should have personal experience of the results of each stage, 

so that you are giving factual information at every step, your precision enable the 

audience to understand the topic better  

DESCRIBING A PROCESS:  

 A process is a series of action, operations done to make or achieve the end results. It 

requires following factors: 

1) Organization of factual data in systematically logical way.  
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2) Skill of narration  

3) Technical language  

4) Proper connectivity  

5) Caution list  

6) Non verbal clues like eye contacts, facial expression, body movement etc should be 

taken care of.  

7) Adequate attention should be paid to voice qualities audibility, correct pronunciation, 

enunciation, and optimum pace of speech and maintenance of pitch. This will give a 

good hold on the listeners.  

 

DESCRIBING A SITUATION:  

 

1)    Study of analyze the situation  

2)    Do a comprehensive survey of the facts and arrange them in order  

3)    Gather information regarding the result or the outcome of t he situation 

4)    Know the date & time of the situation  

5)    Arrange all those facts in an order  

6)    Present the situation using the same techniques used to describe a process. 

 DESCRIBING A PERSON:  

1)  Gather information regarding the person’s cloth and outfit general appearance, height and 

built, stature, hair, face and complexion, personality traits, positive adjectives, negative 

adjectives, nativity, identity, achievements, ideological association and personality.    

2)   Make use of useful language like: 

• This picture shows 

• There is/there are 

• I can see 

• Describe as much as you can 

• In  the fore ground/in the background 

• On the right/ on the left 

• I think …./ may be, perhaps 

• Modal verbs of deduction she must, can’t, should, might be, ought to 

• Other usages like she/he looks like … 

• You can use also personal stories from your life to speak more  

• It is best to think about  a person or picture with respect to who, what, how 

where when and why  

• Think about the subject, environment, and time of day, weather, location, culture 

and other necessary things. All these will give you ideas to keep talking 

• Try to use your imaginations to make assumptions  

3)  When you describe a person you have see in a mall you can depend on his physical 

appearance alone some kind of diagrammatical representation would also help.  

4)  Otherwise, use your word power to describe a person    

5) Following an order, being clear, brief, direct, would help the audience identity the target 

person quickly and effectively. 

DESCRIBING AN OBJECT: 

1) Identify the object, its physical appearance, its unique features etc.,  

2) Gather information regarding its history and contemporary plans.  

3) Demonstrate the object to your audience and clearly describe each part separately & 

unambiguously. 
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4) Logically connect one aspect with another.  

5) Improving on verbal & non verbal cues for description would give picture to the listeners 

and grab the attention.  
EXERCISE: 1 

                                         DESCRIBING PERSONS: 
 

1.                                                   

 

 

 

 

 

 

 

 

 

 

 

 

 

2.  
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EXERCISE: 2 

                                              DESCRIBING OBJECTS: 

1.  

 

 

 

 

 

 

 

2.  
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3.  
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EXERCISE: 3 

                                                    DESCRIBING PLACES: 

 

1.  
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2.  
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UNIT-II 

                                          JUST A MINUTE [JAM] 

Introduction : 

JAM – Just A Minute session is a session where participants have to speak continuously, without 

repetition, without grammatical errors, without slurring, without stammering, without pausing, 

without digressing, without beating around the bush, and clearly all the same for a minute.  It is 

an impromptu speech and an all round fun-event. It is all about the control of the mind over the 

mouth. 

JAM includes the following factors: 

• General Knowledge. 

• Self-confidence. 

• Communication Skills. 

• Spoken English & Fluency. 

• Flow of Thoughts & Speech. 

• Spontaneity. 

• Time management. 

• Sense Of Humor 

 

JAM in Interview Process: JAM is conducted in interviews o check the candidate’s 

communication and his command over language. The candidate’s performance will 

decide whether he is eligible for next round or not. It is because the interviewer tests him 

on  grounds like communication, behaviour, smartness, presentation skills, confidence 

skills, etc. 

 

Procedure :  

➢ Divide the group into two teams, A and B.  

➢ Give a topic to someone from team A and ask him to speak for one minute.  

➢  At the end of a minute, one from Team B can stop him. The Speaker should cover the all 

the points related to topic. Leaving the topic incomplete before a minute or after a minute 

is invalid. 

❖  There are only three grounds for a successful challenge. They are: 
❖  Hesitation 

❖  Deviation 

❖ Repetition          

Scoring :  

If a challenge is successful, the challenging team scores a point and the person who 

challenged speaks for what remains of the minute. If a challenge is unsuccessful, the speaker’s 

team gets a point and the speaker continues for what remains of the minute. The team speaking at 

the end of the minute gets 3 points. If a speaker speaks for the full minute without being 

successfully challenged, his team gets 5 points.  

Points To Remember: 

• The longer you speak, more the points you get. You interrupt anyone for making mistakes, 

you get points.   

• A discussion should be short enough to arouse interest and long enough to cover the pertinent 

points. 
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• Jamming is indeed fun which makes nostalgic. 

• Look and find more topics which are interesting they don't have to be Engineering 

related. It can be any topic.  

• There should be variations in conducting each round in that order of preference. 

• Start with a practice/demonstration round. 

• Try to start each round with someone who has not participated. 

• Use only single word topics such as water, books, disaster and so on.  

• Do not make an early start or a late  start. 

• Do not speak too fast or too slow. 

• Never involve in grammatical errors. 

• Intersperse your talk with ‘uhh’, ‘aah’, ‘wow’ so on and so forth. 

• Undue stress on words and undue emphasis in the sentences. 

  

JAM is a test of wit. Hence there should be unexpected topics.  Rhetorical questions and 

imaginative scenarios make the session interesting and funny.   

 

Topics for practise: 

1. How do you go to College Daily? 

2. The First Day at your College. 

3. The Most Memorable Day of your Life. 

4. Uses of Gadgets. 

5. Importance of Sports in Life. 

6. What if Human beings had Tails. 

7. What is the One Secret that you don’t want to Share. 

8. The Celebrity you will like to get married to. 

9. Do you Think Hard work leads to Success? 

10. Describe the Best and Worst Part of your School Days. 

EXERCISE:1 
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EXERCISE:2 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

EXERCISE: 3 
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                 2. SMALL TALKS ON GENERAL TOPICS: 
Small talks are the talks that are conversed politely on unimportant matters in social 

occasions.   These are informal and started for friendly conversations. It initiates conversation.  It 

does not include any functional topics of conversation that need to be addressed. It is commonly 

used when you are talking to someone you do not know very well. The situation may arise at any 

place or location like in journeys, social events, public gathering, etc; Some  Small Talk topics 

are Weather, Culture, Books, and Headlines in the newspaper, Career, and so on and so 

forth.  

 In a nutshell we can say that these are the talks made leisurely to spend our time. It is a 

kind of social skill or social communication.  It is a way to contact and connect with people. It is 

an effective strategy to manage the interpersonal distance. It develops relationships and 

acquaintances. 

The art of small talk includes stages like Initiating, Interrupting. Developing, Clarifying. 

and Closing.  

Listen to the conversation and understand different stages that lead to effect 

communication..  

Benefits of Small Talks:  

• Creates a lasting impression. 

• Beneficiary for Career. 

• Inspires new ideas. 

• Helps in paying one’s attention 

• Helps in building lasting relationships. 

• Acts as space fillers to avoid silence. 

• Makes you smarter. 

• An impromptu and opens your eyes. 

• Makes you feel better about what you are 

 

Tips to master a Small Talk:  

• Greet individuals appropriately. 

• Reduce anxiety. 

• Have an approachable body language. 

• Keep away your phone. 

• Find a common interesting topic. 

• Reveal something about yourself 

• Be patience to listen to others.  

• Practise the art to gain perfection. 

 

General Topics:  

1. Weather 

2. Family 

3. News  

4. Work  

5. Travel 

6. Celebrity Gossip 

7. Home  town 

8. Finance  
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9. Pollution 

10. Population 

 

 

Exercise: 1 

  

 

  

 

 

 

 

 

 

 

 

Exercise:2 
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Exercise:3 

 

 

 

 

 

 

 

 

 

 

 

3. DEBATES 

Introduction:  

 

Debate is a structured argumentative conversation that involves formal discussion on a 

particular topic. An excellent tool to improve speaking skills because it involves active 

participation of students. It helps in providing experience in developing a convincing argument. 

It usually goes on between two or more than two candidates.  Opposing arguments are put 

forward to argue for opposing viewpoints.  

A challenging or a burning topic is given in advance where thorough knowledge and 

preparation on the given topic is to be presented by each individual. It is evaluated on the basis 

of Argumentation for 50 marks, Presentation for 30marks and Structure for 20 marks.  Positive 

and a meaningful argumentation should follow. It occurs in public meetings, academic 

institutions and legislative assemblies.  

 

Importance of Debate: 

 

• Develops skills and knowledge to students 

• Boosts their confidence and makes them bold enough to speak in any situation 

without hesitation and deviation. 

• Develops a sense of ownership of the world and a sense of empowerment.  

• Makes the students extrovert.  

• Teaches how to accept different points of views of theirs and others in the same 

topic. 

• Guides the techniques of agreement and disagreement. 

• Shows a way to solve an issue. 

• Teaches how to compromise with others. 
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• Develops critical thinking and analytical skills. 

 

Steps Involved in a Debate: 

• Brainstorm ideas 

• Organize ideas 

• Structure speeches 

• Prepare speeches 

• Prepare the rest of your class. 

Types of Debate: 

• Lincoln Douglas Debate ( Two Men Debate) 

• Rebuttal Debate. 

• One Rebuttal Debate 

• Oregon –Oxford Debate ( Cross Question Debate ) 

 

The Basic Debating Skills: 

Style:   Style is the manner in which you communicate your arguments.  This is the most basic 

part of debating because it masters the worth of the content of delivery. We must argue in a 

confident and persuasive way. 

Speed: It does not mean to speak fast but to speak at a pace to sound intelligent allow the 

speaker to speak what he wants but fluently. 

Tone: Modulation of tone is necessary in debate. The heated topics should be argued with high 

pitch blunt voice but not in an offensive way. The volume should be maintained as per the range 

of the room.  Shouting does not win debates.  

Clarity: There should an ability to speak concisely and clearly to express complex issues.  It is 

also important to keep it simple.  

Use of notes and eye contact 

Notes are essential and eye contact with the audience is very important, but we keep shifting our 

gaze. No one likes to be stared at.  

Content: Content is what you actually argue or speak in the debate. We must define the topic. 

The arguments are used to develop your own side’s case and rebut the opposite side’s.  There 

should be an introduction, body that develops the argument and a conclusion. 

 Rebuttal – the whole: 

It is very important to have a good perspective of the debate and to identify what the key 

arguments are.  It is not enough to rebut a few random arguments here and there.   

1.  Ask yourself how the other side has approached the case.  

2.  Consider what tasks the other side set themselves (if any) and whether they have in fact 

addressed these.  

3.  Consider what the general emphasis of the case is and what assumptions it makes. Try to 

rebut these. 
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Types of Debate Topics: 

1. Persuasive Debate Topics 

2. Argumentative Debate Topics 

3. Factual Debate Topics. 

 

Topics for Practise:  

1. Homework is an essential part of our studies that teaches us to work independently. 

2. Does Technology Harm our Future? 

3. Are Movies Good Tools for Education? 

4. Should People get Paid for not Cutting down Trees?  

5. Importance of Extracurricular activities and Clubs in Colleges.  

6. Is it a Good Idea for Students to leave College after lunch? 

7. Is there Life after Death? 

8. Are Celebrities Good Role Models? 

9. Prevention Environment Catastrophe. 

10. Votes Really Matter a Lot.  

 

Sample 1: Is Technology Rising Unemployment Rates? 

 

Debater: 1 

We know that technology is the branch of knowledge that deals with the creation and use of 

technical means and their interrelation with life, society, and the environment, drawing upon 

such subjects as industrial arts, engineering, applied science, and pure science.  In other words it 

is the practical application of knowledge in particular areas like engineering, medicine, education 

and other fields.  The world is full of competition and hence success is achieved by the first 

come first served part. Manual or what we call human labor cannot do all kinds of task.  If any 

kind of business is done with human labor, it tends to fail as it cannot cope up with the 

competition from the technologically advanced competitors. 

Several kinds of jobs, work and tasks are getting replaced by technology.  Today we do not have 

manual laborers like typists, weavers, workers at constructions and other departments.   Low- 

skilled workers have no room in the society today.  They are worst hit. Hence I do agree that 

technology has increased the unemployment rates. 

 

Debater: 2 

• I strongly disagree with you.  Technology has not caused unemployment problem.  

Rather it has shifted human labor to different kinds of jobs.  It has created more job 

opportunities though removed manual jobs. Machines caused opening of many industries 

and more employment opportunities. The technological advancements are not fully 

tapped yet. Once technology is utilized to the full extent, more employment opportunities 

will be created. 

Conclusion :- 

Technology made our lives easier and it is creating newer kinds of jobs. Hence we should 

adapt to change and upgrade our skills to mould ourselves into newer types of jobs 

This activity calls for the participation of two groups on the arguments in favour of or against the 

topic given. 
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Sample 2: Saddam Hussein should be sentenced to death or not. 

Debater: 1 

1. No he should not be sentenced to death as he was once in the prestigious position i.e., 

he was the President of Iraq. 

2. No he should not be sentenced to death because he is a very powerful man with many 

followers, after his death, out of revenge another Saddam Hussein may come into 

light. 

3. If Saddam is sentenced to death, Bush should also be sentenced as he is the main 

cause for lot of destruction in Iraq, when that is not happening even Saddam should 

also not be sentenced to death. 

4. And finally out of humanity it was his last wish that he should die like a soldier. So 

he should not be sentenced to death by hanging but instead he should be shot dead. 

 

Debater: 2 

1. He should be sentenced to death as he killed many innocent people, in the name of 

power. 

2. He was the founder of communist party and he encouraged people to agitate against 

American government. 

3. If he is not sentenced to death he may escape from jail.  He will try to make many 

Saddam Hussein’s.  So it is better if he is dead. 

4. If he is not dead his followers may commit some illegal things, might be they plan for 

another situation like collapsing a WTO or hijacking a plane in order to release their 

master.  This will cause more destruction. 

 

 

Exercise:1 
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Exercise: 2 
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UNIT-III 

        1.  SITUATIONAL DIALOGUES / ROLE PLAY- GREETINGS & INTRODUCTION 

 

Introduction:  

                    Role play is any speaking activity when you either put yourself into somebody 

else’s shoes or when you stay in your own shoes but put yourself into an imaginary situation. It 

is a way of bringing situations from real life into classroom.  It may also include plays, socio-

dramas, dramas, and simulation.   

   Role-play is where an individual plays at or pretends to occupy the role of anyone 

for a short time.  I n simple words, students imagine a role, a context, or both and improvise a 

conversation. The concept is determined, but students develop the dialogue as they proceed.  It 

is full of fun and joy. This concept is useful for understanding the socialization of children and 

in particular that stage during which they play at being mothers, fathers, doctors, nurses, or other 

professionals. It is during this playing that they master the ability to engage in reflexive role-

taking and thus to develop their own sense of self. 

It is well known that learning takes place when activities are engaging and memorable.  Hence 

role plays give chance for quieter students to express themselves in a more forthright way.  

There is a scope of including outside world and thus offering a much wider range of language 

opportunities. It encourages students and builds their self-confidence. It gives students the 

opportunity to demonstrate how to use English in real.  Regardless of what type of role-play you 

intend to do, it is imperative that students feel comfortable with necessary structure and 

vocabulary. 

In general role plays can be classified into the following three kinds depending on the levels: 

• Formal Role Plays 

• Informal Role Plays 

• Semi-Role Plays 

1. FORMAL ROLE PLAYS: These take place between or among persons who are not well 

acquainted and not closely related to each other or one another.  The characters are of different 

ranks-One higher than the other. Eg: Between a boss and his sub-ordinate,  a teacher and a 

student, a manager and a customer. 

2. INFORMAL ROLE PLAYS: These take place between or among the persons who are 

closely related to each.  The characters are well-known to each other.  It can between relatives or 

friends. Eg: Role play between a mother and her son, two friends. 

3. SEMI-FORMAL ROLE PLAYS: These take place between or among persons who know 

each other but are not closely related but they may be of equal or unequal ranks. Eg: Role plays 

between two neighbors. 

 

Base on the situation, role plays are divided into the following four types: 

• Conflict Role Play 

• Co-Operative Role Play 

• Information gap Role Play 

• Task-based Role Play 

1. CONFLICT ROLE PLAY: This type of role play put the participants on collision and 

makes them deal with as best as they can.  It tests the language skills of students who 

converse under pressure it is much useful to those who are matured and have confidence 

in their abilities. Eg: Change the airline booking at the peak time, haggling over issues in 
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departments, getting blamed with no fault of yours and arguing with your neighbor for 

creating noisy atmosphere using stereos 

2. CO-OPERATIVE ROLE PLAY: This type of role play requires participants to work 

together for a common good cause. It is good for gently easing the shy students into 

conversations and for building relationship within a student group.  Eg: Planning for a 

trip with your colleagues, brainstorming different ways to attract tourists to local 

attractions. 

3. INFORMATION GAP ROLE PLAY: This type of role play is used to fill in holes in 

the participant’s knowledge. It is an excellent way to practice question and answer 

patterns and prepare students for real-life encounters.  Eg: Asking questions from 

customs officers, interrogating a murder suspect and making a library card. 

4. TASK BASED ROLE PLAY: This type of role play requires participants to complete 

a set activity. It is useful for helping students to practice realistic survival English skills 

and is an excellent way to build students’ confidence in their ability to function in real 

situations. Eg: Checking into a hotel, ordering a meal and giving directions to reach 

destination. 

Dialogues are used to provide speaking and listening practice for pronunciation and 

intonation and other phonological features. It introduces and practices a function, 

structure or vocabulary and illustrates degrees of politeness, levels of formality, values 

and attitudes. These are more advantageous and easy for students to converse. Dialogues 

can be combined with writing by having students make comics with pictures and bubble 

dialogue boxes to fill in. 

 

DIFFERENT WAYS OF PRESENTING DIALOGUES: 

• Looking at a picture and asking students to think about it. 

• Listening to some dialogue delivered and asking students to report the same. 

• Practising dialogues in pairs. 

• Giving an imaginary situation. 

• Providing one half of the dialogue and asking students to deliver the other half. 

 

The following are the Role Play Topics for students practice: 

A: Invite B to go somewhere this weekend.  

B: Politely refuse A's invitation.  

 

A: Call and tell your boss (B) you can't come to work because of illness.  

B: You think A is bluffing (not really sick).  

 

A: Ask B to teach you to play tennis.  

B: You hate coaching for free.  

 

A: Try to get B to divulge a secret about someone else.  

B: Don't be persuaded to do it.  

 

A: Ask B to give you a ride home.  

B: A's house is out of the way, and your time is limited.  
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A: Call and tell B you can't come to the party on Friday.  

B: Try to get A to come to the party. (It's a surprise party for him/her.)  

 

A: Try to get B to smoke marijuana.  

B: You don't want to use any illegal drug.  

 

A: Call to order a pizza.  

B: Wrong number. You sell pitas, not pizzas.  

 

A: You ran over B's favorite pet with your truck. Apologize to him/her.  

B: You are very upset with the news. The pet is irreplaceable.  

 

A: You lost your wedding ring. Tell your spouse (B).  

B: Get angry with A for losing the ring. 

Exercise: 1 
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Exercise 2: 
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GREETING & INTRODUCING 

Exercise 1 

 

List out the different greetings appropriate for the following occasions: 

 

1.   When someone wins a prize 

__________________________________________________________________ 

 

________________________________________________________________ 

 

2. On the birth of a child. 

__________________________________________________________________ 

 

__________________________________________________________________ 

 

3. Someone leaving the country. 

________________________________________________________________ 

 

________________________________________________________ 
 

4. When someone falls sick and gets hospitalized. 

______________________________________________________________________ 

______________________________________________________________________ 

    

Exercise 2 

How would you introduce yourself in the following situations? Work in pairs and use appropriate 

expressions: 

1. You are meeting an eminent scientist in a conference.  Introduce yourself. 

 

 

 

 

 

 

 

 

2. You are attending a walk-in interview for a job in  a multinational company.  Your uncle works in 

the same company and he is introducing you the HR executive in the company. 
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2.  SUMMARIZING AND NOTE MAKING 
SUMMARIZING  

A summary is a shortened form of an original prose passage written in one’s own words within a 

certain word-limit, and according to particular instructions.  It trains you to read closely someone 

else’s written word and to put the relevant points in your own words.  Such skill is  very useful 

since the fast pace of life today requires one to be concise and brief.   

 
Basic Objectives: 

Summary writing tests the following skills: 

1. Ability to concentrate 

2. Ability to condense 

3. Command of structure and vocabulary 

4. Ability to select, arrange  and present relevant information 

5. Skill in keeping to word limit 

6. Spelling and punctuation 

7. Appropriate vocabulary 

8. Logical arrangement of words and sentences 

9. Harmonious arrangement of ideas 

 

How to Write a Summary 

1. Read the passage thoroughly for a general idea of its content. 

2. Read again the passage carefully against the background of the questions. 

3. Note down the relevant points. 

4. Ensure all essential facts are included. 

5. Write the first draft using your own words. 

6. Write in the reported speech and in the past tense. 

7. After checking your draft write your final copy. 

8. Ensure there are no errors. 

9. Give a suitable title in the form of a word, phrase or a clause. 

10. The length of the summary should be one-third of the passage. 
 

A Specimen Summary    

Summarize the following passage: 

Aim at independence of mind and believe in self-esteem.  There is a proportional independence 

which all should maintain.  Self-respect and ability of our character require it. But there are some 

men who go on leading strings all their way. They always follow in the paths of others, without 

being able to give any reason for their opinions.    The man who pins his opinions entirely on 

another’s sleeve can have no respect for his own judgment and is likely to be ever changing. First 

we should consider carefully what appeals to our minds, and exercise upon it, taking into 

considerations of what others say and then come to a conclusion for our own.  This is proper 

independence of mind. It also gives self-confidence and an ability to follow our opinions 

successfully with self-will and determination.   

 

Now read the passage carefully and note down the important points and give a suitable 

title. 

1. Independence of mind and individualistic spirit should be maintained. 

2. There are men who always depend upon others like parasites on each and everything.  

3. Such men have no respect and sense of direction.  They have no self-will. 

4. Self –respect and self-esteem ought to be possessed by every individual. 

5. It also gives self-confidence and an ability to follow our opinions successfully with self-
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will and determination. 

       Let us give a title and make a summary by editing a few points from the passage and 

considering the points drafted. Do remember you need to express it in your own sentences 

avoiding the sentences or the parts of the sentences from the original passage.  

 

                                       Title: SELF-RESPECT (or) INDIVIDUALITY 

Self-respect is the best respect. There are some people who depend upon the opinion of others 

like parasites. They lack individual and independent thinking. They have no self-will, self-

respect and self-esteem. Hence with the ability of character one has to stick on to one’s own 

opinion and be intelligent enough to reserve judgment. The opinions of other people are half-

knowledge. We should not care for those things. 

 

Exercise:1 

Summarize the following passage: 

Many thoughtful people are now worried about scientific inventions, because they have become 

so dangerous to man that they may burn up our whole civilization. They suggest that we should 

call a halt to scientific research. But it is impossible to carry out their suggestions. Science must 

investigate all material changes in man’s world.  The aim of scientists is to study how nature may 

be controlled and used for the benefit of man. Progress of one kind or another cannot be told to 

stand still. Nothing can stop it, and as time goes on, scientific progress is likely to proceed at an 

even faster rate.  The problem as to how the discoveries of scientists are to be applied to the 

ordinary issues of everyday life is not really a scientific problem. It is political problem, or 

rather, a moral problem.  It is for the politicians and the people at large to decide whether or not 

an atom bomb or a hydrogen bomb should br\e dropped on a foreign country.   

 
 

 

 

 

 

 

 

 

 

 

 

 

Exercise:2 

Read the following passage and make a gist of it: 

 

    There are two types of courage.  The first type is Physical Courage – the courage which makes 

a man ready to risk wounds or death.  The second is moral courage -- the courage which makes a 

man risk his career and his happiness, on what he thinks right or worthwhile.  

        These two types of courage are quite different from each other. I have known many men 

who had marked physical courage but had no moral courage. On the other hand, men who 

possessed great moral courage would not take physical risk. I have, however, never met a man 

with moral courage. At the same time, I have never seen a person with physical courage. But to 

be really great, a man or nation must possess both kinds of courage. 
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Exercise: 3  

Summarize the following passage: 

   Patriotism or love for one’s country is one of the noblest sentiments of man. It is love that comes from 

ones gratefulness to the land where one is born, the country that provides everything that makes life 

worthwhile – food, clothing and shelter, families, friends and the way of life of its people.  Or, in other 

words, it is our country that gives us all that we enjoy and all that make man’s life different from richer 

that of all other animals.  That is why patriotic feelings are natural to man.  

   Every country has its special ways of expressing this noble sentiment.  In our country we have songs in 

praise of our mother land or the mother country. “Nothing, not even Heaven, is superior to our 

motherland,” is the main theme in much of our literature, both old and new. 
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NOTE- MAKING 
Introduction: 

Generally we make notes when we read a text, or a reference book, or prepare for an 

exam or plan to write a paper. Making notes involves collecting information and to collect 

information we have to understand and remember things we listen to or things we read. When we 

take down notes from a lecture or a talk, it is known as Note –Taking. On the other hand, when 

we make notes by reading a text, book or from any other source, it is Note-Making. 

The main difference between Note-Taking and Note-Making is that the former involves listening 

skills whereas the latter involves reading skills i.e; reading from a book, novel, magazine, etc. 

It is a well-known fact that any book, article or magazine presents processed information.  

This processed information can be presented in various forms for quick and easy reference.  This 

condensed form is called notes.  It presents big chunks of information in a neat succinct form 

consisting of main headings, sub-headings with points.  

The first essential component of note making is skill is reading ability.  What we read 

from a text, notes, passage, article and magazine is of more importance to make a note.  Hence, 

mere understanding of the matter read is not sufficient. Interpretation of what we have read is 

also important.   We must read attentively, actively with concentration so as to interpret it. This 

process includes grasping the points, relating the points, reorganizing them into groups, to 

distinguish the main points from the supporting points and to make the implicit points explicit in 

understanding them.   

The second essential component of note making is that we must familiarize with the 

passage by reading it thoroughly in order decide which points should be selected like key words, 

phrases, and other sentences, thereby identifying the main points and sub-points, etc. 

Importance of note - making: 

Note –making helps us in the following manner: 

• Remember important details. 

• Organize our thoughts better. 

• Refresh our memory about what we have read in the past. 

• Save our time to prepare well for the examination. 

• Compose a good essay, article etc. 

• Give a good talk with pre-planned details. 

• Participate efficiently in discussion with needed points. 

The most important points of a note making can be remembered by the 5 Rs. They are as follows 

1. Record    

2. 2. Reduce    

3. 3.Recite    

4. 4.Reflect    

5. 5. Review 

1. Record: In this step, we have to write all the meaningful information legibly as we read 

any matter from the book or even the lecture is going on. 

2. Reduce: Here we have to reduce the matter and consider only the most important points 

and write a summary of ideas and facts using key words as cue words.  
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3. Recite: In this step, without looking at the books or article from where we recorded the 

information, we must recite the entire matter in our own words. 

4. Reflect: once we have recited information of our own, we must think about our own 

opinions, ideas and views and then raise questions to record original information. 

5. Review: Reviewing the older notes is mandatory.  It should be done by skimming over 

the main ideas and details even before reading new material. 

Types of Note -Making: 

 Note-Making types can be studied under the following categories: 

1. Outline Method    

2. Mapping Method 

3. Cornell Method 

4. Charting Method 

5. Sentence  Method 

1. Outline Method: In this method, we can naturally organize the information in a highly 

structured and logical manner making use of the text book chapter that serves as an excellent 

guide. The notes are made in the form of an outline by using bullet points to represent 

various topics and their sub-topics.  It is a time saving method.  It is very useful for easy 

reviewing and editing. It is the most popular method for college students. However, this 

method requires more accurate thoughts, comprehensible ability. 

How to make a note using Outline Method: 

• No sentences  

• First write big topics and then add supporting points to it. 

•  - Indentation - Main points farthest  and each lesser points indented 

• Each lesser points indented 

•  Abbreviation – use short phrases 

• Mark levels – letter or roman numerals –bullets, dashes and asterisk. 

Sample: Outline Method 

Let us make note of the following passage using Outline Method: 

Power Point is a computer software created by Microsoft which allows the user to create slides 

with recordings, narrations, transitions and other features in order to present information.. 

Many presenters often forget that their presentation is more important to the audience rather than 

their Power Point Presentation. 

You can use one of the following types of media to show your presentations: 

• Computer monitor: Your computer monitor, either a CRT monitors or an LCD, is a 

suitable way to display your presentation when you’re showing it to just one or two other 

people. 

• Computer projector: A computer projector projects an image of your computer monitor 

onto a screen so large that audience can view it. 

• Overhead transparencies: Overhead transparencies can be used to show your 

presentation using an overhead projector. 

• Printed pages: Printed pages allow you to distribute a printed copy of your entire 

presentation to each member of your audience. 

• 35-mm slides: For a free, you can have your presentation printed onto 35-mm slides 

either by a local company or over the Internet 
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                                         POWER POINT PRESENTATION 

 

A. Power Point Presentation: 

1. Computer software created by Microsoft. 

2. Allows the user to create slides 

a. Recordings 

b. Narrations 

c. Transition 

3. Presents information 

B. Types of Media: 

1. Computer Monitor 

a. Presented to one or two people. 

 b. Use of CRT monitors or LCD. 

2. Computer Projector 

a. Projects images  

b. Large for audience view  

3. Overhead Transparencies 

a. Presentation is very clear. 

b. With overhead projectors. 

4.   Printed Pages 

a. Distributes printed copy. 

b. Members present. 

5.     35mm Slides 

a. Print the entire presentation  

b. Local company or internet 

 

2. Mapping Method: It is a graphic representation method used for that kind of information that 

requires comprehensive or concentration skills in which it relates each factor or idea to the 

others.  It works well when the key content is intense and well-organized. It includes visual 

diagrams with lines and pictures that represent ideas and the relationships between ideas.  It 

maximizes active participation, affords immediate knowledge as to its understanding and 

emphasizes critical thinking. If required it is easy to edit the information by adding numbers, 

marks and color coding. 

Let us read the passage given below and make a note of it using Mapping Method: 

It is said that just like note-making, note - taking is also the best written skills used to gather 

important points on a particular bulky topic in a sequence so as to remember and recall it 

whenever we require.  This can be done with the help of the five types of methods namely; the 

Outline Method, the Cornell Method, the Sentence Method, the Mapping Method and the 

Charting Method.  
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3. Cornell Method:  This method was devised by Prof, Walter Pauk of Cornell University in 

1950s.  It is a widely method used for noting material from a lecture or reading. It helps in 

taking, organizing and reviewing notes. It involves us in the creation of knowledge, improves our 

study skills and leads to academic success.  It allows students to quickly and identify key words 

and key concepts from a lecture. The notes can easily be used as a study guide for exam 

preparation. 

Sample:Read the passage given below and a make note using Cornell method: 

Students do a lot of hard work during examinations but fail in getting through a few subjects. This 

is common with all the students in schools as well as colleges. The reason is they do not make a 

qualitative thorough preparation.  Some students forget the content of their study made  some 

others do not know how to remember the points by good practice, while some others do not know 

how to present whatever they have prepared. Note- taking is the best method to minimize the rate 

of forgetting. If we take notes, we can remember 60% of what we have learned during our study. 

Otherwise, we will forget 60% in 14days.  Hence we have to organize notes and do something 

with them. The more , the better.  

Key words Notes 

Common 

problem 

                             Failure  

1. Subjects  

A. Students in schools and colleges.  

B. No qualitative preparation. 

Reasons 

2. Content 

A. Forget the study made. 

B. No good practice to remember points 

C. Lack of presentation skills.      

Minimize the 

problem 

3. Note-Taking 

A. Do not take notes = Forget 60% in 14days. 

B. Take some notes=Remember 60%.  

C. Organize notes and do something with them=Remember 90-100%. 

D. The more, the better. 

 

4. Charting Method: This is the method which uses columns to organize information. It is 

useful for lessons that cover a lot of facts or relationships between topics. In this method the facts 

are organized in such a way as it becomes easy forth learner to review.  It highlights keys pieces 

of information for each topic. It follows the format of dividing the pages into columns labeled by 

category and the details of each category are filled out in the rows below.  

Sample: Read the following passage ad make a note using Charting Method:  

Effective Communication is defined as the ability to convey information to another effectively 

and efficiently. Business managers with good verbal, nonverbal and written communication 

skills help facilitate the sharing of information between people within a company for its 

commercial benefit. 

Advantages of Effective Communication: 
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• Construct and Foster Sustainable and Productive Relationship 

• Give space to Innovations 

• Help Build an Effective Team 

• Effective Management 

• Contributes to the Overall Growth of the Organization 

At the professional level, it is essential to know how to deal adequately with peers, make good 

decisions even in stressful situations. This is one of the reasons why effective communication 

skills are increasingly valued. 

Effective communication in the organization enables the employees to deepen their connection 

with others and improve teamwork, decision-making, and problem-solving capacity. 

Characteristics of Effective Communication 

The characteristics or principles of effective communication are pivotal for ensuring a 

productive communication. The major characteristics are as follows – 

• Completeness of the Message 

• Clearness and Integrity of the Message. 

• Conciseness of the Message 

• Consideration of Physical Setting and the Recipient 

• Clarity of the Message 

• Courtesy to be Maintained 

Types of Communication 

The different types of communication are as follows: 

• Verbal and Non-Verbal Communication 

• Formal and Informal Communication 

• Downward and Upward Communication 

                                                EFFECTIVE COMMUNICATION 

DEFINITION     ADVANTAGES  CHARACTERISTICS    TYPES 

The ability to 

convey 

information to 

another 

effectively and 

efficiently. 

Construct and foster 

sustainable and productive 

relationships, gives space to 

innovations, helps build an 

effective team and effective 

management and contributes 

to the overall growth of 

organization. 

Completeness, clearness, 

integrity, conciseness, clarity 

and correctness of message, 

consideration of physical 

setting and recipient  and 

courtesy to be maintained.   

 

Verbal and non-

verbal, formal 

and informal , 

downward and 

upward 

 

 

 

5. Sentence Method: It is a method in which we write each topic as a jot note sentence. It is 

useful in those lessons where a lot of information is covered. This is the most advantageous 

method in the sense that we can understand whether information is important or not and if it so 

which is the most important one.  
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Sample: Read the following and make a note of it using Sentence Method: 

Notes can be helpful study tools. It can contain information that is not found elsewhere. 

Sometimes things are covered in classes that are not in the text. Sometimes we present 

information to ourselves in a way that is most helpful and memorable to us. Note taking helps us 

to identify key points. Note taking forces us to analyze and organize information in a different 

way than it has been presented to us.   

 Some people benefit from copying and recopying notes. We can use our notes to quiz ourselves 

or have someone else quiz us. Notes taking can be a helpful step in prewriting. Note taking can 

be a wonderful brainstorming tool. We can use our notes to review relevant information. Our 

notes can help us plan out our writing.  

NOTE -MAKING 

 

1. Note -Making is a wonderful brainstorming helpful tool to identify key points.  

2. Note-Making benefits from copying and recopying notes. 

3. Note-Making helps in analyzing and organizing information in a different way. 

4. Note-Making reviews relevant information. 

5. Note-Making is a step in pre-writing. 

 

Exercise: 1 

Read the passage and make a note of it using any one of the methods of note-making: 

I, who am blind can give one hint to those who see – one admonition to those who would make 

full use of the gift of sight: Use you eyes as if tomorrow you would be stricken blind.  And the 

same method can be applied to the other senses.  Hear the music of voices, the song of a bird, the 

mighty strains of an orchestra, as if you would be stricken deaf tomorrow. Touch each object you 

want to touch as if tomorrow your tactile sense would fail.  Smell the perfume of flowers, taste 

with relish each morsel, as if tomorrow you could never smell and taste again. Make the most of 

every sense: glory in all facets of pleasure and beauty which the world reveals to you through the 

several means of contact which Nature provides.  But of all the senses, I am sure that sight must 

be the most delightful. 



 

56 

 

 

Exercise: 2 

Read the passage and make a note of it using any one of the methods of note-making: 

Animals that prey on others usually have forward facing eyes, giving them three dimensional 

vision and the ability to accurately judge distance.  This is called binocular vision.  It I binocular 

vision that permits the tiger, for example to judge whether it is close enough to rush out at the 

prey or it is just  a little too far away. 

Animals that are preyed upon need as wide a field of vision as possible, since danger can come 

from any side.  Especially their eyes are set at the sides of the head, often bulging out.  This 

enables them to see all rounds but their forward vision is not as good as that of predators and 
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they cannot judge distances as well.  

A hare being chased by a dog, for example, can se 

e the dog most of the time even though the dog is behind it.  Fleeing hares have been known to 

run off cliffs. Because they were so busy watching their backs that they failed to spot the danger 

in front. 
 

 

 

 

 

 

 



 

58 

                                             3. VOCABULARY BUILDING 

 
Vocabulary can be defined as all the words known and used by a particular person. It is 

knowledge of words and word meanings. Vocabulary development is a vital part of every 

student’s life which affects his thoughts, actions, aspirations and often his academic success. It 

becomes a fundamental tool for communication and acquiring knowledge. Usage of appropriate 

words is important for both spoken as well as written skills. Possessing large vocabulary can 

benefit a person academically, professionally and socially. One can bring about a rapid 

improvement in one’s vocabulary skills through a concentrated study on a regular basis. 

 

Purpose of Learning  Vocabulary: 

 Learning vocabulary  improves comprehension when we know what the words mean. Since 

comprehension is the ultimate goal of reading,  we cannot overestimate the importance of 

vocabulary development. Words are the currency of communication. A robust vocabulary 

improves all areas of communication — Listening, Speaking, Reading and Writing. 

 

1. LEARNING OF WORDS: 

Every student gets a doubt as to which word is to be learnt.  Here are some suggestions: 

• Learn the words that are important to the subjects you are studying. 

• Learn the words that you read or hear again and again. 

• Learn the words that you know you will often want to use yourself. 

• Do not learn the words that are rare or not useful. 

 

How to learn words: 

Method 1: 

• Write  the words in note book 

• Say the words many times 

• Put the words into different groups 

• Write them in a file for use with a computer program and ask someone one to test you. 

• Use the words in your own speaking or writing your vocabulary learning but ways are 

broadly divided in to two categories: 

• You will be given the word and  you have to  

a. Write a definition  

b. Use it in an example sentence 

c. Translate it into your mother tongue.  

• You will be given 

a. A definition 

b. A sentence as an example 

c. You have to translate it in your language and the English word for it. 

Activity: 

Think of ten words in your mother tongue and translate the same in English and write them 

below in the box.  Then structure sentences for the words in your mother tongue in your mind 

and translate the same in English and write down the sentences against each word. 
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Words translated from mother tongue to English: 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Framing of sentences by thinking in mother tongue and then translating the same to English.  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Method 2:  

Every student has at least five  to ten students as their best friends.    Now each student can use 

their best friends name and learn vocabulary by following the suggestions give below: 

• Write the names of your best friends. 

• Separate the letters from the word or name. 

• Find out a word or an adjective for each letter of your friend’s name 

• Sum up the vocabulary built to describe your friend. 

• You can look up a dictionary for adjectives. 
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Activity:  

In the box given below, write down the names of ten best friends who know very well.  Then 

build an adjective for each letter of your friend’s name with the help of a dictionary. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Vocabulary can also be learnt through topics like Synonyms, Antonyms, Word Roots ; Prefixes 

and Suffixes and One Word Substitutions. 

At first let us examine how Synonyms help us in learning Vocabulary. 

 

SYNONYMS: It is the word or phrase that has the same or nearly same meaning as another 

word or phrase in the same language. For example let us consider the word ‘beautiful.’ The 

synonyms are pretty, attractive, lovely, stunning and fascinating. All these words mean one and 

the same. But at times all the words are not created equal. We should also consider the idea or 

the feeling the word invokes apart from its literal meaning because some synonyms can inject a 

different meaning than the one intended. 
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. 

 Here is a list of adjectives and their synonyms that are commonly used to describe people. 

• Beautiful: Attractive, Pretty, Lovely, Stunning 

• Bossy: Controlling, Tyrannical 

• Baffle: confuse, deceive 

• Fair: Just, Objective, Impartial, Unbiased 

• Funny: Humorous, Comical, Hilarious, Hysterical 

• Hypocrisy: duplicity, falseness 

• Hardworking: Diligent, Determine, Industrious, Enterprising 

• Introverted: Shy, Bashful, Quiet, Withdrawn 

• Kind: Thoughtful, Considerate, Amiable, Gracious 

• Lazy: Idle, Lackadaisical, Lethargic, Indolent 

• Mean: Unfriendly, Unpleasant, Bad-tempered, Difficult 

• Old: antiquated, ancient, obsolete, extinct, past, prehistoric, venerable, aged 

• Positive: Optimistic, Cheerful, Starry-eyed, Sanguine 

• Rich: Affluent, Wealthy, Well-off, Well-to-do 

• Recalcitrant: obstinate, stubborn 

• Strong: Stable, Secure, Solid, Tough 

• Turbulent: disordered, violent 

• True: genuine, reliable, factual, accurate, precise, correct, valid, real 

• Valid: authorized, legitimate 

• Weak: frail, anemic, feeble, infirm, languid, sluggish, puny, fragile 

• Xenia; generosity, hospitality  

• Xenophobia: biased, conservative, antipathetic, fanatical  

• Yacht: boat, ship, ketch, sloop  

• Yelping: howl, screech, yowl  

• Zodiac: cirque, disc, vortex  

 

Exercise : 1 

 

Find out the synonyms of the following words:                    

1. Accolade: 

2. Adorn: 

3. Affable: 

4. Blasphemy:  

5. Beckon: 

6. Bibliography: 

7. Cosmopolitan: 

8. Connoisseur: 

9. Catastrophe: 

10. Dogmatic: 

11. Dauntless 

12. Docile: 

13. Exquisite: 

14. Exuberant: 

15. Eccentric  
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16. Freak  

17. Fanatic 

18. Flabbergasted 

19. Fugitive  

20. Graceful: 

21. Gimmick: 

22. Grumpy: 

23. Harmonious: 

24. Haughty 

25. Hooligans 

26. Indigenous: 

27. Impeccable: 

28. Inoculation: 

29. Jubilant: 

30. Jocular: 

31. Juvenile: 

 

 

Exercise : 2 

Read the following sentences and circle the two words in each sentence that are synonyms: 

1. If I do my normal chores, I will get my regular allowance. 

2. The little boy is short and so his mother gave him small pencil. 

3. We will find the way if we stay on the same path. 

4. Though she is dark, she wears a black dress. 

5. The situation was tough and so I found it difficult to overcome it.  

6. The rude person sat on the rough surface. 

7. The speaker prolonged his speech with elongated sentences. 

8. The floor being slippery, he skidded at once. 

9. Himesh has to remain calm to quieten his friend. 

10. The voluptuous always show their greediness. 

11. My friend’s salary is higher than the wages his brother gets. 

12. The bright star in the sky looks very shiny 

13. He was very mean to behave with is cheap dress. 

14. The perilous situation led him to danger. 

15. It was very pleasant to see her charming face. 

16. The justice made a judicious judgment and declared the verdict. 

17. The crowd mobbed the helpless woman. 

18. The bleak skies ushered in a gloomy winter day. 

19. You must listen carefully to hear the chirping of birds. 

20. The ship sank and the crew got drowned. 

 

Exercise: 3 

DIRECTIONS: Pick out the nearest correct meaning or synonym of the words given below: 

  

1.ADVICE:  

(a) council (b) counsel (c) practice (d) proposal  

2.MISERABLE  

(a) object (b) obstruct (c) abject (d) abstract  

3.QUOTE  
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(a) sight (b) sigh (c) sue (d) cite  

4.HARMONY  

(a) cemetery (b) ceremony (c) symmetry (d) hierarchy  

5.UNLAWFUL  

(a) elicit (b) draw (c) litigation (d) illicit  

 

6.HAUGHTY  

(a) imperial (b) arrogant (c) adamant (d) empire  

7.WISE  

(a) momentous (b) pragmatic (c) judicious (d) delay  

8.LOQUACIOUS  

(a) Victorian (b) bombastic (c) verbose (d) ambiguous  

9.COURAGEOUS  

(a) fickle (b) insipid (c) timorous (d) fearless  

10.WATCHFULNESS  

(a) supervision (b) custody (c) superintendence (d) vigil 

 

ANTONYMS: These are the words or phrases whose meaning is the opposite in the context of 

another word or phrases although they may be similar in another respect.  They are most likely 

verbs, adjectives and adverbs, with few nouns suitable as true antonyms.  They teach us logical 

opposites of important words and thus enhance our overall command over language. They also 

improve our reading and writing skills. 

      Here is a list of antonyms for our understanding and to learn vocabulary:  

1. Achieve – Fail 

2. Idle – Active 

3. Afraid – Confident 

4. Ancient – Modern 

5. Arrive – Depart 

6. Arrogant – Humble 

7. Ascend – Descend 

8. Attack – Defend 

9. Blunt – Sharp 

10. Brave – Cowardly 

11. Cautious – Careless 

12. Complex – Simple 

13. Compliment – Insult 

14. Crazy – Sane 

15. Crooked – Straight 

16. Decrease – Increase 

17. Demand – Supply 

18. Destroy – Create 

19. Divide – Unite 

20. Drunk – Sober 

21. Expand – Contract 

22. Freeze - Boil 

23. Full – Empty 

24. Generous – Stingy 

25. Giant – Dwarf 

26. Gloomy – Cheerful 
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27. Guilty – Innocent 

28. Hire – Fire 

29. Include – Exclude 

30. Individual – Group 

Exercise: 1 

1. Knowledge     X 

2. Knavish           X 

3.  Knotted          X 

4.  Lavish            X 

5. Laudable       X 

6. Longevity      X 

7. Mend             X 

8. Magnificent  X 

9. Misery            X 

10. Naughty         X 

11. Nuisance       X 

12. Nimble          X 

13. Obscure        X 

14. Obdurate            X 

15. Optimistic      X 

16. Postpone        X 

17.  Pious               X 

18.  Perceive  X 

19. Quarrelsome   X 

20. Quirky                X 

21. Quelled              X 

23. Rustic                X 

24.  Radiant           X 

25.   Remarkable   X 

26.   Scandalous     X                                                                                                     

27.   Skeptical         X 

28   Studious           X 

29.  Tactless            X 

30.   Tedious    X 

 

Exercise: 2 

DIRECTIONS: Pick out the opposite   meaning or antonym, of the words given below.  

1. Shy :  (a) outgoing  (b) honest  (c) lazy  (d) patient   

2 . Dangerous:   (a) Safe  (b) safely  (c)safety   (d)Save 

3.  Plump:   (a)fat    (b) short  (c) old   (d)slim 

4.  Considerate:  (a) selfish  (b) less   (c) nature   (d)think 

5.  Private:   (a) lair   (b) delight  (c) recover  (d)overcome  

6.  Steep :   (a) Flat   (b) hold  (c) sea   (d) awake 

7. Divide :   (a) repent  (b) make thin  (c) force  (d)organise  

8. Defeat :   (a) revengeful  (b) triumphant (c) strategic  (d)demonstrative  

9. Peace :  (a) litigate  (b) embarrass  (c) conflict  (d)frustrate  

10. Love :   (a) violence  (b) anger  (c) hatred  (d) displeasing 

11. Valuable :   (a) worthless   (b) torrential (c) restraint  (d)gluttony  

12. Execute :   (a) resurrect   (b) expanse  (c) academic  (d)settle  
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13. Extravagant :  (a) dumbness  (b) thrifty  (c) hesitation  (d)reserved  

14. Unanimous :  (a) kill   (b) dead  (c)diversified  (d) calm  

15. Callous :   (a)  indurate  (b) sensitive   (c) burn   (d) casual 

 

Exercise :3 

Choose the correct ANTONYM for the underlined word: 

1. Poisonous gases emitted from factories contaminate the air we breathe in. 

a. Sanctify b. invigorate  c. taint  d. purify 

2.  Reckless driving causes accidents. 

a. Careful  b. slow   c. good  d. correct 

3.  He often went to the theatre. 

a. Always  b. seldom c.every time  d.occasionally 

4. He is frugal in his spending. 

a. Economical b. extravagant  c. miserly d. greedy 

5.  The students expected an eminent scientist to inaugurate the programme. 

a. Illustrious b. notorious  c. intelligent  d. unknown 

6.  Some of their customs are barbarous. 

a. Civilized  b. modern  c. polite d. praiseworthy 

7. They are going to embark upon a mountaineering expedition. 

a. Launch  b. analyze  c. break off d. conclude 

8. There has been a gradual falling off in the quality of articles manufactured locally. 

a. Shrinkage b. erosion  c. improvement d. descent 

9.. He was deeply depressed over the news. 

a. Satisfied  b. elated  c. impressed d. affected 

10. Though he had lost the battle, he decided not to yield to the enemy. 

a. submit to b. persuade  c.resist  d. seek terms with 

 

 

ETYMOLOGY 

It is the study that deals with root words, history of words or formation of words. A root is a 

word or word part from which other words grow, usually through the addition of prefixes and 

suffixes. A root is a word or word part from which other words grow, usually through the 

addition of prefixes and suffixes.  It reveals its essential meaning that never 

changes, even though other letters or word parts may be added at the beginning or 

the end. There are many root words that are frequently used as parts of common words in the 

English language. On the other hand, affixes are elements that can be attached a base to form 

new words with the help of prefixes and suffixes. 

 

PREFIXES: 

Prefixes are letters which we add to the beginning of a word to make a new word with a different 

meaning. It creates a new word opposite in meaning to the word the prefix is attached to. 

Some prefixes like ‘im’, ‘un’, ‘mis’, ‘in’, ‘non’, ‘pre’, ‘dis’, ‘over’. ‘extra’, can be used to form 

new words.  

Let us study the following table to understand the type of meaning in each prefixed word: 
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Base Word Prefixed Word Type of Meaning 

Polite Impolite Opposite 

Able Unable negative/opposite 

Payment Non-payment Negative 

Violence Non-violence negative/opposite 

Understand Misunderstand Negative 

Paid Pre-paid Time 

Comfort Discomfort Opposite 

Cook Overcook Manner 

Terrestrial Extra-terrestrial Place 

War Pre-war Time 

 

Exercise: 1 
Write down prefixes with its meaning and give a word for each as an example in the table 

given below: 

 

 
SUFFIXES: 

A suffix is a letter or a group of letters attached to the end of a word to form a new word or to 

change the grammatical function (or part of speech) of the original word. A suffix may have 

more than one meaning. With adjectives and adverbs, for instance, the -er suffix usually conveys 

thecomparativemeaning of "more" (as in the adjectives kinder and longer). But in some cases the 

-er ending can also refer to someone who performs a particular action (such as a dancer or 

builder) or to someone who lives in a particular place (such as a New Yorker or a Dubliner). 

Common Suffixes in English: 

Noun Suffixes 

Suffix Meaning Example 

-acy state or quality privacy, , delicacy, advocacy 

-al act or process of refusal, recital, dental 

-ance, -ence  state or quality of maintenance, eminence, assurance   

-dom place or state of being  freedom, kingdom, boredom 

S.NO PREFIX WORD EXAMPLE 

1.    

2.    

3    

4    

5    

6    

7    

8    

9    

10    
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-er, -or one who trainer, protector, narrator 

-ism doctrine, belief communism, narcissism, skepticism 

-ist one who chemist, specialist, terrorist 

-ity, -ty quality of inactivity, veracity, parity, serenity 

-ment condition of argument, endorsement, punishment   

-ness state of being heaviness, sadness, rudeness, testiness  

-ship position held fellowship, ownership, kinship, internship 

-sion, -tion state of being Invasion, transition, abbreviation 

Exercise :2 

Write down suffixes with its meaning and give a word for each as an example in the table given 

below: 

1    

2    

3    

4    

5    

6    

7    

 

ONE WORD SUBSTITUTIONS:  

 

One word substitution is a process in which people use one word to replace a wordy phrase, to 

make the sentence structure more clear. For example, if you have a sentence that states ''He 

drives me in a vehicle around town.'' instead you can use ''He chauffeurs me around town.'' The 

meaning is identical, yet the sentence is shorter. This adds a complexity to writing while still 

making sure the writing is concise.  

Uses of One word substitution: 

One word substitution is helpful for increasing English Grammar verbal ability or vocabulary 

and  Users can move to learn Words of Similar Pronunciation (Confusing Words) with meaning   

it is quite helpful for preparation of various exams like GATE, GRE, MBA, TOEFL , Bank P                      

O/Clerk/SSC other English papers etc. 

  Here are a few examples of one word substitutions:   

• To fall apart over time – Disintegrate.  

• A copy of something that is identical – Facsimile.  

• Old age that results in odd and unique behaviors – Senility.  

• A smart and educated individual – Intellectual.  

• Someone who is driven by passion to do crazy things - Zealot or Fanatic.  

• Things to be done throughout the day – Schedule.  

• To leave somewhere that is treacherous - Escape or Evacuate.  

• A person who refuses to drink alcohol – Teetotaler.  

• Something that is confusing because it has several meanings – Ambiguous.  

• A document or thing that cannot be read – Illegible.  

• Every weapon that a country or place has as a whole – Arsenal.  

• Something that babies have from birth, but may not be passed down by the parents – 

Congenital.  

https://www.thoughtco.com/transition-grammar-and-composition-1692559
https://www.thoughtco.com/what-is-abbreviation-1689046
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• Timeframe between kids hitting puberty and being an adult – Adolescent.  

• A person that is unknown – Anonymous. 

• Someone that you work with – Colleague. 

Exercise : 1 

Find out 10 one word substitutions and write down their meanings:  
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                                                UNIT 4 

 1. ASKING FOR INFORMATION AND GIVING DIRECTIONS: 
        Directions are the ways that we have to travel to get from one place to another.  It is 

measured in terms of compass direction viz; North, South, East and West. 

Giving directions is the assistance pointed out to follow the proper route in order to reach the 

desired destination. 

Asking for directions is the first thing we do when we arrive to a different country, or even when 

we are just trying to find a place. Knowing how to ask for them can make our life so much 

easier!   The way we ask for directions may affect the answer we get 

CLEAR WAY TO GIVE WAYS OF GIVING DIRECTION: 

A) WRITTEN DIRECTIONS : 

 i) Five major features 

 a)  Clarity 

 b)  Brevity  

 c)  Directness  

 d)  Completeness 

ii) Layout of the document must have clear brief steps to follow to reach the goal.  

a) What to do? (Task)  

b) What to have?(materials-description, number)  

c)  How to get about?(instructions/description-simplified, appropriate, accurate, & sequential correlation)  

d)   Warn about dangers, complications & pitfalls. 

(B)  ORAL DIRECTIONS:  

 In oral communication, one may not get the advantage of adequate time to think, fine tune and 

edit the work as in written communications. But the advantages in oral communication are that 

one can make use of: 

1)  Body language  

2)  Maps, models, route, demonstration items to communicate effectively.  

Thus primarily oral communication needs to be honed.  

 

Giving directions - Preparation:  

1) Analyze your audience/reader (use techniques distinctly) 

     a)  Age group, education & professional background        

     b)  Cultural background  

     c) Nativity 

     d)  Basic Knowledge  

2) Understand the context and situation.  

3) Organize your ideas into sequential steps (chorological or thematic order) and correlation.  

4) Collect the required material/information according to the situation, check and arrange them.  

5) Make a clear list of drawbacks, lacunae, problems or obstacles and measurers to safeguard / take 

care of during the whole process of giving directions. 

Remember that once you start your presentation you cannot pause in between.          

GIVING DIRECTIONS:  

1)  Begin with an effective introduction  

a) Announce the topic  

b) Tell them the capabilities required.( Material, skills knowledge)  

2)  Use attention grabber techniques 
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 a) Humor 

 b) Story line  

 c) Personal experience  

 d) Materials such as models, routes, maps, effective pictures, or handouts       

efficiently as supplements   

3) Ensure that it reaches every individual in your audience.  

4)  Issue list of warnings, cautions and danger notices  

 a) At the beginning, 

 b) At particular crucial stages, or 

 c) At the end of the process. 

5)  Clarity regarding landmarks gives the audience a clear picture. 

6)  Non verbal Communication play a vital role  

  Eye contacts 

 Facial expressions  

 Posture movement  

            Appearance and Proximity with the listener.  

7)  Use verbal cues to keep the audience alert  

   a) Maintain optimum speed  

 b) Audible pitch  

 c) Correct pronunciation  

 d) Stress of intonation 

 e) Enunciation (distinctiveness)  

8) Finally conclude by summarizing the whole process.  

9) Take adequate feedback from the audience, & find out the difficult areas.  

Words and Sentences: Asking Directions 

Where ,Go(to), Turn, Right, Left, Straight, Forward, Back, Past (pass), Block, Street, Before, 

Signal, (Stop) Sign. 

Key sentences: 

Where is the post office?(Location) 

At the signal, turn right. 

(location) (action) 

Go straight past the post office 

Turn right at the Lawson’s 

(action)      (location). 

Excuse me, please. 

Can you tell me the way to... 

I'm looking for... 

I'm trying to find 

How do I find... 

How do I get to... 

Could you tell me how to reach... 

Can you tell me where ...... is? 



 

71 

GIVING DIRECTIONS: 

 

 

Go straight on 

Keep going 

Carry on 

  

Go to the end 

 

 

 

 

Turn left/right 

  

Cross/Go across 

 

 

 

Take the first/second.. 

turning on the right 

  

Pass/Go past 

 

 

 

 

Go round 

  

Go along 

 

 

 

 

It's on the left. 

  

It's on the right. 

 

 

 

 

 

It's behind you. 

  

It's in front of you 

 

 

EXERCISE: 1 

You reached your friend’s home town for a visit. You are at the railway station.  Make a call to 

your friend and ask for information to reach his residence. Your friend receives your call and 

gives you direction.  Write a conversation between you and your friend making use of phrases 

related to asking for information and giving directions. 
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Exercise: 2 

You junior does not know the library located in VEMU IT. He/she asks you to direct him /her to the 

library. Give directions making use of all the useful phrases 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



 

74 

2. INFORMATION TRANSFER 
INTRODUCTION: 

                       Information Transfer is the process of presenting the bulky data, information or 

messages in the diagrammatic form and vice-versa.  It is data transmission and it is more 

practical and technical. 

   Information Transfer can be presented in different ways depending on the 

situation or demand. It helps us further develop the ideas, compare the facts.   

For example:   Information displayed on a notice board.  

                          Graphs and Charts in books and magazines. 

PRESENTATION: 

   The information is presented in the form of tables, graphs and charts but out of 

these visual aids is the best presentation.  

ADVANTAGES: 

1. The data is presented vividly. 

2. Main points can be highlighted. 

3. Avoid repetition. 

4. Precise / clear / simple 

5. Easy to remember. 

TYPES OF INFORMATION TRANSFER: 

   We can transfer the information using graphic to verbal and verbal to graphic with 

the help of tables, graphs [line], charts [ bar chart, pie-chart, pictorial graph, tree chart and flow 

chart] 

TABLE:   

It’s an ordered arrangement of rows and columns with simple description. 

S.NO STUDENT NAME MARKS 

1 NISHITHA 62 

2 RISHITHA 72 

3 MADHUMITHA 66 

 

GRAPH:  

It is a drawing which consists of a line/lines sometimes curved, showing how two or more sets of 

numbers relate to each other. 

Constant Increasing & Decreasing graph 

                                Y 

 

 

 

 

 

 

 

 

 

                               

0 
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CHART: 

BAR CHART: 

It is a diagram with narrow stripes which equal but varies in height to represent qualities. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

PIE CHART: 

It consists of a circle divided into parts and each part represents a specific proportion of the whole. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

FLOW CHART: 

It indicates different stages/process of something. It is a sequence of operations in a computer program. 

There are conventions for the use of the shapes of squares, rectangles and diamonds to signify each step 

of the program. 
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TREE DIAGRAM: 

Tree diagrams are of two types: 

Organization chart – It is used to show the structure and lines of responsibility within a company or an 

institution. 

Genealogical tree/family – It is used to represent the structure of a major group such as mineral rocks or 

the structure of sentences in books on grammar or relationships within a large family. 
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 3. NON-VERBAL COMMUNICATION – DUMB CHARADE 
INTRODUCTION:  

 It is a communication that deals with the transfer of information through facial 

expressions, the tone and pitch of voice and gestures displayed with the help of body language.  

It usually includes movements of hands, body, postures and eye contact with lot of aptable 

expressions.  These send strong and effective message to the listeners. They put at ease, build 

trust and draw attention of others towards you.  They alert and activate the listeners and make 

them more interesting.  

 Non-verbal communication is sometimes called Body Language because it uses physical 

behaviour, mannerisms and expressions to communicate non-verbally.  It is often done more 

instinctively rather than consciously.  It is also used with verbal communication to make it more 

interesting and effective to the listener.  Otherwise, there is no point in communicating as 

remains subtle and dead in its absence how much ever the communicator is expert in 

communication.  If the communicator says something and his body language says something 

else, the listener will get disinterested and he will that the communicator is dishonest.  If he does 

not smile with good eye contact and proper intonation while saying ‘Thanks’ to someone, the 

listener gets irritated and he has to choose whether to believe his verbal or non-verbal message. 

But body language is a natural unconscious language that broadcasts the true feelings and 

intentions of the communicator.  So the listener will choose the non-verbal communication.  It is 

very necessary for every communicator to match up the non-verbal signals with the verbal words 

so as to increase trust, clarity, and rapport. Otherwise, it will lead to tension, mistrust and 

confusion.  We have to remember that it is important for us to become more sensitive not only to 

the body language and no-verbal cues of others, but also to our own. 

Role of Non-verbal Communication: 

Non-verbal communication plays five roles as given below: 

1. Repetiiton     

2. Contradiction          

3. Complementing           

4. Accenting 

1. Repetition:  This helps in repeating and strengthening the messages the communicator 

communicates verbally. 

2. Contradiction: This contradicts the messages that the communicator is trying to convey 

through his communication. It will give a wrong notion to the listener that the communicator is 

not speaking the truth.  

3. Complementing: It adds complement to the message communicated by the communicator 

and gives more weight age to what has been said. It also encourages the listener when the 

speaker pats at his back and praises. It has lot of impact. 

4. Accenting: This helps in underlining the verbal message of the speaker. For example, 

pounding the table, stamping the floor, tapping the desk with a pen or any other gesture.  

 

TYPES OF NON-VERBAL COMMUNICATION: 

The different types of non-verbal communication are as follows: 

1. Facial Expressions    

2. Gestures    

3. Paralinguistic        

4.Proxemics       

5. Body Language      

6. Eye Gaze    
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7. Haptics      

8. Appearance        

9. Artifacts. 

1. Facial Expressions: It is most frequently used and it conveys much information.  It can be in 

the form of smile, frown, and stare, irritation, anger and other kinds of expressions expressed 

according to situations. 

 

                      Observe the following pictures 

 

 
 

2. Gestures: It is the deliberate movements of hands and signals shown to communicate meaning 

without words. It includes waving of hands, pointing of fingers and other arbitrary gestures 

related to culture. 

3. Paralinguistic: It refers to vocal communication that is separate from actual language. This 

includes tone of voice, pitch, loudness, and inflections. If there is a strong tone of voice, the 

listeners will approve and remain enthusiastic. Otherwise, it will lead to disapproval and lack of 

interest.  

4. Proxemics: It is the science of study that deals with how human beings use space while 

communicating with others. It is actually how close we stand to someone and how comfortable 

we feel while communicating with others. Hence it is defined as the use of space in human 

interactions.  Here space means pause that we take while speaking in order to evade mumbling, 

hesitance and repetition.  Some of the movements shown in the form of space are rocking, leg 

swinging, tapping and gazing. We can also move around the classroom to increase our 

interaction with students using good eye contact. 

5. Body Language: It is the language of our body shown by the speaker while communicating  

with others.  It conveys a great deal of information. It includes movements of hands, nodding of 

head, moving of eyes, intonation, pitch, smile, emotions and other necessary movements 

according to the statements presented during conversion.  

6. Eye Gaze: Eyes play an important is non-verbal communication. Gaze refers to constant look 

made by the speaker towards the listener. It is a good style of non-verbal communication to 

alert the listeners, increase their concentration, make them comfort in a friendly way and 

create interest among the listeners.  It includes looking, staring, blinking of eyes.  It indicates 

the range of emotions and determines honesty, truth, and trust on the part of the speaker as 

well as the listeners. 
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7.  Haptics: It is a kind of non-verbal communication that includes ‘touch’ in the process of 

interaction. It conveys care, concern, affection, interest and nurturance.  Sometimes it can also 

assert power or control, over others.   

8. Appearance: It is that kind of non-verbal communication that includes dress code; its type 

and clothing, selection of color, style of dressing, hairstyle, and proper grooming.  It can also 

alter physiological reactions, judgments and interpretations.  The very appearance of a person 

gives an impression about him.  We can easily take these factors to judge the character of a 

person, his attitude, job skill as well as his earnings. Hence job-seekers should dress 

appropriately for interviews with potential employers. 

 

9. Artifacts: Artifact is a combination of two Latin words ‘arte’ meaning "by skill" and factum 

which means "to make." Usually when you use the word artifact, you are describing something 

crafted that was used for a particular purpose during a much earlier time. These are the objects 

and images used as tools to communicate non-verbally. It includes clothing, homes, cars, bikes, 

and other objects on live.  All these artifacts indicate a person’s personal and social beliefs and 

habits.                                     

 

ADVANTAGES OF NON-VERBAL COMMUNIOCATION: 

1. Complementary 

2. Easy Presentation 

3. Substituting 

4. Accenting   

5. Repeating 

6. Helps Illiterate People 

7. Helps Handicapped People 

8. Attractive Presentation 

9. Time Saving 

10. Quick Expression of Message 

 

DISADVANTAGES OF NON-VERBAL COMMUNICATION: 

1. Vague & Imprecise 

2. Non-Stop & Continuous 

3. Multi-Channel 

4. Culture -Bound 

5. Difficult Comprehension  

6. Impossible for Lengthy Conversations 

7.  Lack of Formality 

8. Expensive  

9. Undesirable & Not Preferable 

10. Distortation of Information 
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Conclusion: To improve your nonverbal skills, record your speech on videotape, and then ask a partner     

in communications to suggest developments 
 

DUMB CHARADES 

It is a game, in which each word or a phrase is pantomime, made gestures, prompted and acted 

syllable by syllable until they are guessed by the opponent team. It is actually a speechless 

activity and prompts with movements of hands, eyes emotions and other non-verbal means.  It is 

full of fun and frolic and even quite interesting and enthusiastic to students.   
Movies happen to be the most popular and easiest topic for dumb charade. It can be done by prompting 

names of movies, songs from any movie.  We can use professions to enact and play, initiate some objects 

or belongings and even dance or show some steps to identify whatever is prompted. We can formulate our 

own rules and make them same for all the games. 

There is an Android app game named Charades. The player holds the phone on his forehead; 

sticking its back on the screen which faces the audience. The audience keeps giving clues to the 

player of the word displayed on the screen. The Player has to decode the exact name on the 

screen. The word might be a movie or an actor's name. There are different genres of fields you 

can chose to play the game around. It's quite entertaining and engages almost everyone around.           

CLASSROOM ACTIVITIES 

Divide the students into teams of three or four and instruct them to play dumb charade on:  

a. Movies    b. Professions   c. Songs   d. Actors & Actresses   e. Objects or Belongings 

 

Divide the students into two groups and ask each to represent a representative to participate in the game 

called   Back to the Board. Give proper instructions before start playing the game. 
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UNIT 5 
                                                                                 

1. ORAL PRESENTATION 
INTRODUCTION: 

Presentation is one of the skills in communication to share our ideas and interact with listeners 

and ask for their opinion. It can be done in two ways namely Oral and Written.  It can be adapted 

to various speaking situations, such as talking to a group, addressing a meeting or briefing a 

team. It is a 10-15 minutes presentation with proper planning in an effective way. 

 Oral presentation is an art of verbal communication which includes the attention of audience. 

The skill of speaking can be done either in a prepared form or in an unprepared form. The one 

which is unprepared is called Extempore.  

 Oral presentation importance to the needs of the audience, careful planning and attention to the 

delivery.  It is a participative two-way communication process characterized by the formal and 

structured presentation of a message using visual aids. It is purposeful and goal oriented, and 

communicates a message to an audience in a way that brings about desired change in their 

understanding or opinion.  The presenter must be ready with some basic questions before he 

speaks on any topic. He must ask the following questions about the audience: 

1. Who will I be speaking to? 

2. What do they know about my topic? 

3. What will they want to know about my topic? 

4. What do I want them to know by the end of my talk 

By basing the content and style of your presentation on your answers to these questions, you can 

make sure that you are in tune with your audience. What you want to say about your topic may 

be. 

 Effective presentation can be made by following the tips given below: 

General Aspects : In this aspect the presenter has to concentrate on three aspects namely 

purpose, audience and time limit. The purpose of presenting the topic should be explained to the 

audience first. The next thing is the standard of the audience, their interest and presence of mind  

in receiving and understanding the topic and last of all the presenter should have time sense in 

presenting and completing the topic with a good introduction, body and conclusion  in the 

stipulated time in a full fledge manner. 

 

Visual Aspects: This aspect shows the presenter how to organise the content, design the 

templates, font size, color and graphics.  In  other words it refers to the use of OPH 

transparencies or slides as  part of the speech.  These visual aids help the listeners understand and 

retain the presenter’s idea.  Hence, the slide should be prepared by organising everything 

required to present in an effective way. 

 

Other Aspects: These aspects include appropriate dress code, body language, delivery of 

speech, clarity of voice and tone, brevity, accent and accuracy and mannerisms. 

The features of presentation skills are given below: 

1. Build confidence 

2. Face the audience  

3.  Express ideas 
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4.  Become fluent in thought and speech 

5. Avoid mannerisms 

6. Use non-verbal gestures. 

7. How to answer  

How to make a presentation on a given topic: 

1. Address the audience and also the jury by  greeting and introducing yourself and 

then announce the topic. 

2. Right from the beginning of presentation have eye contact with all equally 

because begins with eye contact. 

3. Always give deep explanation by making the slides display and at every time face 

the audience. 

4. Speak at normal speed and pause at right places. 

5. Begin your topic in an interesting way using quotations or posing questions.   

6.  While speaking keep your body straight and arms free.  Never fold your hands 

and keep your hands in the pockets or at the back. 

7. Never mind if you are weak in English but be confident and raise your voice and 

clearly speak out the words. 

8. Lastly, close your presentation by a brief conclusion. 

9. At the end of the presentation wait for questions from the audience and answer 

them all 

The Key Elements of a Presentation 

 The following are the key components of a presentation: 

1. Context   

2.  Presenter 

3. Audience 

4. Message  

5. Reaction 

6. Method 

7. Impediment 

The four main aspects of making a technical presentation:   

• Purposeful – The presentation will be made with a definite purpose. 

• Interactive – It involves both the speaker as well as the listeners. 

• Formal – It is a formal Situation 

• Audience oriented – The topic will have to be dealt with from the listener’s perspective. 

 

OBJECTIVES:  

• Understanding the nature and importance of presentation skills 

• Knowing the planning steps for presentation 

• Identifying the four important steps in preparing an effective oral presentation  

• Understanding the major elements in the introduction, body, and conclusion of an oral 

presentation 

• Knowing how to identify specific techniques for rehearsing a presentation 

• Reviewing techniques for effective delivery 
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PLANNING: 

• Define the Purpose 

• Analyze the Audience 

• Analyze the Occasion 

• Choose a Suitable Title 

 

PRESENTATION: 

• Develop the Central Idea 

• Develop the Main Ideas 

• Gather Supporting Material 

• Plan Visual Aids 

 

Organising your Presentation: 

"Tell 'em what you're going to tell 'em, then tell 'em, and then tell 'em what you told 'em." 

• Introduction 

a. Get the audience’s attention 

b. Introduce the Subject 

c. Give the audience a reason to listen 

d. Establish the credibility 

e. Preview the main ideas 

•  Body 

a. Sequential 

b. General to specific 

c. Specific to general 

d. More to less important 

e. Less to more important 

f. Categorical 

g. Problem and solution 

h. Contrast and comparison 

• Conclusion 

a. Summarize the presentation 

b. Re-emphasize the central idea 

c. Focus on a goal 

d. Motivate the audience to respond. 

 

SAMPLE: MY TREKKING TRIP 

Hi, Good Morning Madam and my dear friends! I am ______ and I’m studying 

_____________. I’m here today to present my thrilling experience that I had in my trekking trip.  

I’m sure it’s everyone’s favorite discussion topic. But, I promise over the next 30 minutes you 

will learn a lot and might even have a little fun. Before I begin, I would like to highlight exactly 

what you are going to learn from this presentation. 

A visit to any place is thrilling and interesting because it becomes ever memorable and 

remarkable.  Likewise, my visit to Pindari Glacier is an unforgettable experience to me.  It 

happened when I was a student of 10+2 in KV.    

The journey started during summer vacations.  I boarded the train and reached New 

Delhi. I was given accommodation in a good restaurant in Delhi.  I took rest for a while, had 
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breakfast and got ready for trekking.  I boarded a bus from Delhi and reached  Raniketh, a hill 

station in UP.  I made some shopping in this hill station, enjoyed myself a lot in the hilly areas 

covered with snow, pastures and many trees yielding ripened fruits.  There were apple trees in 

and around the area. I stayed a night in a bungalow provided to me.  The whole night, I enjoyed 

the breeze.   The next day, I started my trekking towards Dhakur.  I walked for 17 kms and 

reached Dhakur in the evening. By the time I reached, the cook kept hot snacks and dinner ready 

for all the trekkers. Again I slept for a night in the same place. The next day morning I woke up 

and got ready to trek another place called Lahut. Likewise I trekked to many places, crossing 

many hilly mountains enjoying myself the green pastures, running water, streams    

Finally, I had to trek on glaciers on one fine day.   Here I had bitter experience which is 

still in my memory.  At one spot, I had a steep area where I skid and was about to fall into the 

deep valley into which the icebergs were melting and falling into it.  Exactly, at this moment my 

friend pulled me back as she was accompanying me. We both fell one upon the other and 

somersaulted for about five to ten minutes. We came back to our senses after a few minutes. To 

our surprise we found ourselves safely on the other side of the glacier with a strong grip over the 

implement provided to us for trekking purpose.  

Thus, this trekking experience is photographed in my inward eye 

 

Exercise:1  

Prepare for an extempore on any topic of your choice and write it down in the box given below: 
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Exercise:2  

Prepare for an Oral Presentation on any one of the topics and write it down in the box given below: 

1. Body Language   2. Conservation of Energy   3. Characteristics of a Healthy Relationship   
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2. PRECIS WRITING AND PARAPHRASING 
 

INTRODUCTION: 

A précis writing is a summary or gist of a passage expressed in a very brief manner using 

as few words as possible. It gets its name from the French language which means, ‘cut brief’ or 

‘precise. ’It is usually one-third of the given passage.  It should include all the essential points so 

that anyone who reads it will be able to understand the idea expressed in the original passage. 

 

DIFFERENT USES OF PRÉCIS WRITING: 

Précis writing is a good exercise that increases the reading ability of the reader and 

improves his reading skill. It is because it forces the reader to pay attention to what he is reading 

till he grasps the full meaning of the passage. In précis, a certain meaning is expressed in a fixed 

manner, fixed number of words and within strict limits to convey the meaning in logical order. 

Precise writing is of great value in practical life. We learn the ability to grasp anything quickly, 

accurately and also to reproduce it clearly, briefly, completely in any position. Hence it is of 

paramount value. 

In a nutshell, précis writing improves writing skills and teaches the quality of expressing 

much in a few words.  It helps in enhancing concentration and it is useful in grasping the ideas of 

a passage, extract, chapter or book.  It explains the core of the subject and has a structure. It is an 

objective view and does not demand us to write our personal opinion. We must write only the 

essential points. 

The function of the precise writing is to represent the focus and emphasis of a quite big 

amount of material in well-organized and concise way. 

Types of Précis Writing: 

There are four types of précis writing. They are  

• Précis of Speech 

• Précis of Continuous Matter 

• Précis of Correspondence 

• Précis of Telegraphese.  

 
Features of Precis Writing: 

• Every précis should be a summary of the passage but not a paraphrase. 

• Writing should be clear, concise and precise. 

• It should be in a logical order. 

•  It should be well-connected. 

• It should have a title. 

• Sentences used should be own. 

• It should not have irrelevant details  

• It should not consist of information from outside the article.  

• It should consist of important point only.  

• It should have fixed no. of words.  

 

Steps to write a Precis Writing: 

The following steps are to be followed while we make precise writing: 

• First read the given passage carefully and underline the main ideas. 
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• Try to understand the topic being discussed in the passage by reading it again and again. 

•  Go through the passage again and underline all that seems to be relevant to the passage 

and number them at the margin. 

• Arrange the marked lines in the best possible manner to make an outline rough copy of 

summary either in the form of points or paragraph. 

• Go through the summary again and strike out those points or portions which have no 

bearing on the topic. 

• Avoid repetitions and illustrations.  

• Supply a suitable title which might express the subject of the passage. 

• Now write a fair copy of summary in your own words.  Never try to copy the same words 

from the original passage. Otherwise it will present a look of disjoined piece. 

• Write the summary in indirect form of speech and in the third person.  

• Always use the same tense throughout the writing. 

• Avoid lengthy summary by deleting unimportant points and words. 

• Review write-up and confirm whether you have covered the main points or not.  

• Check the text for correctness and clarity.  

• Do a grammar check before submitting it to the professor. 

Sample: 

Life is to be lived and not wasted. We should measure our achievements not by the 

wealth we have amassed but by what we have done to add to human happiness. To know 

whether our lives have been lived fruitfully, we should ask ourselves: Have we relieved the 

sufferings of those who are in distress? Have we fought injustice and cruelty in life? If the 

answer is in affirmative, our lives have been lived.  

Points: 

1. Life is to be lived. 

2. We must measure our achievements by our deeds done to others. 

3. We must have self-introspection to know if we live a fruitful life. 

4. We must judge ourselves. 

5. If we have relieved others from sufferings and extended justice and, we have lived 

lived our lives successfully. 

Title: - Life is to be lived and not wasted. 

1. Precise: - Life lived successfully is the life which has been spent in relieving the 

sufferings of others and making them happy. 

 

Exercise:1 

Read the following passage and make a précis writing of it: 

A life of action and danger moderates the dread of death. It not only gives us fortitude to bear 

pain, but teaches us at every step the precarious tenure on which we hold our present being. 

Sedentary and studious men are the most apprehensive on this score. Dr. Johnson was an 

instance in point. A few years seemed to him soon over, compared with those sweeping 

contemplations on time and infinity with which he had been used to pose himself. In the still life 

of a man of letters there was no obvious reason for a change. He might sit in an arm chair and 

pour out cups of tea to all eternity would it had been possible for him to do so. The most rational 

cure after all for the inordinate fear of death is to set a just value on life. If we mere wish to 

continue on the scene to indulge our head-strong humour and tormenting passions, we had better 

be gone at once,; and if we only cherish a fondness for existence according to the good we desire 

from it, the pang we feel at parting which it will not be very serve 
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Exercise: 2 

Read the following passage and make a precise writing: 

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

rests the responsibility of moulding the character of young children. Apart from developing their 

intellect, he can inculcate in them qualities of good citizenship, remaining neat and clean, talking 

decently and sitting properly. These virtues are not easy to be imbibed. Only he who himself 

leads a life of simplicity, purity and rigid discipline can successfully cultivate these habits in his 

pupils. 

Besides a teacher always remain young. He may grow old in age, but not in spite. Perpetual 

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

worries weigh heavily on his mind, but the delightful company of innocent children makes him 

overcome his transient moods of despair. 
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PARAPHRASING: 

Paraphrasing is a tool that alters the words of the passage without changing its meaning 

to achieve greater clarity. The term itself is derived via Latin paraphrasis, meaning "additional 

manner of expression.  It is used to formulate someone else’s ideas in our own words without 

changing the meaning of the original text.  It is enables us to express our arguments or ideas 

clearly and concisely. It is just like a summary because e we are rewriting the source in our own 

words. In fact it is the opposite of quoting, where we copy someone’s words word-for-word and 

put it in the quotation mark. It accurately conveys the author’s meaning and opinion. 

  In paraphrasing process we need not prove that we are correct, but have to reveal and 

explain the details and arguments presented by the author of the text. It does not matter yet 

whether we agree or disagree with the passage; it only matters that we comprehend what the 

passage says.   

The following points are to be considered while paraphrasing a passage: 

1. Read the passage carefully to understand its meaning. 

2. Confirm meaning of any terms you do not understand, and substitute synonyms for the 

passage’s more challenging terms. 

3. Re-state the passage sentence by sentence in your own words. 

4. Fine tune the sentence construction to make it read easily. 

5. Read well and see that we are able to present the same length as the original. 

Types of Paraphrasing: 

There are three types of paraphrasing.  They are:  

1. Acknowledging Paraphrase 

2. Organizing Paraphrase 

3. Abstracting Paraphrase 

Exercise:1 

Paraphrase the following passage in the box given below: 

The Antarctic is the vast source of cold on our planet, just as the sun is the source of our heat, 

and it exerts tremendous control on our climate," [Jacques] Cousteau told the camera. "The cold 

ocean water around Antarctica flows north to mix with warmer water from the tropics, and its 

upwelling help to cool both the surface water and our atmosphere. Yet the fragility of this 

regulating system is now threatened by human activity." From "Captain Cousteau," Audubon 

(May 1990):17. 
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Exercise:2  

Paraphrase the following passage in the box given below: 

Dolphins are regarded as the friendliest creatures in the sea and stories of them helping drowning 

sailors have been common since Roman times. The more we learn about dolphins, the more we 

realize that their society is more complex than people previously imagined. They look after other 

dolphins when they are ill, care for pregnant mothers and protect the weakest in the community, 

as we do. Some scientists have suggested that dolphins have a language but it is much more 

probable that they communicate with each other without needing words. Could any of these 

mammals be more intelligent than man? Certainly the most common argument in favor of man's 

superiority over them that we can kill them more easily than they can kill us is the least 

satisfactory. On the contrary, the more we discover about these remarkable creatures, the less we 

appear superior when we destroy them. 
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3.  SPOTTING ERRORS 
 An error is an action which is inaccurate or incorrect. In some usages, an error is 

synonymous with a mistake though in technical contexts the two are often distinguished. For 

instance, a cook who misses a step from a recipe might describe it as either an error or a mistake. 

Error-spotting is not an art that one can master. It is just a matter of swearing by some guidelines 

and practice. Errors in sentences which is referred to as grammatically incorrect happens with or 

without our knowledge. Sentences may become grammatically incorrect not because of wrong 

usage of semantics but wrong framing of sentences in relation with various topics like parts of 

speech, articles, tenses, types of sentences, active and passive forms of voice, direct and indirect 

forms of speech, so on and so forth. Therefore, awareness of basic rules of grammar is required. 

 

 Common errors make the learner use the language effectively both for speaking and 

writing. It also helps them in attempting various competitive examinations. 
 

Exercise: 1 Correct the common errors on daily conversations: 

1. This room is filled with furnitures. 

2. He has not given me the informations. 

3. I have a good news for you. 

4. She broke the table’s leg. 

5. This is the boy book. 

6. These are the boy books. 

7. There is no place in the compartment. 

8. There are less students in the classroom. 

9. She knows the CM too well. 

10. I met him at a fast foods center. 

11. For what you are here? 

12. Where you went? 

13. I feel myself feverish. 

14. The student is difficult to learn English. 

15. What time of a day now in your country? 

 

Exercise: 2 Correct the common errors on Parts of speech: 

1. The teacher asked a number of questions to the students. 

2. The mother took a roll of thread to tie the packet. 

3. I, you and Sheela can do any kind difficult task 

4. The children enjoyed the picnic. 

5. The student entered into the class room without the permission of the teacher. 

6. The climate is too cold today. 

7. I saw them to work. 

8. The girl looks cheerfully. 

9. The ship drowned. 

10. Anyone has stolen my pen. 

11. The lady wore a beautifully saree. 

12. I prohibited him to smoke. 

13. She prefers chocolates than biscuits 

14. The man was accused for murder. 

15. I do not agree with your proposal. 

16. He is angry on her dad 
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17. Produce good crops have become very difficult today 

18. The company demonstrated a great deal of successful in developing client 

relationship 

19. A good business person should be proactively. 

20. She ready agreed to give her presentation. 

21. The matter has become of great important for discussion 

22. My older brother is very polite. 

23. The climate of Kashmir is different from Shillong. 

24. The boss availed the opportunity 

 

Exercise: 3 Correct the common errors on tenses: 

1. It is raining for two hours. 

2. I had posted the letter yesterday 

3. She is always coming late to college. 

4. Look !the baby dances. 

5. The train already left the station. 

6. The girl spoke to someone when I went to her house. 

7. See that you will not do any damage. 

8. The officer will call you when the letter will be ready. 

9. The teacher cum dancer have come 

10. She is ill for two weeks. 

11. The boy completed his examination by now tomorrow. 

12. If you pay her reasonably, she would serve you well. 

13. The boy escaped even before the teacher caught. 

14. He asked me if I can help him 

15. The little girl is drinking coffee since 4o’clock. 

16. Listen, how the girl is singing! 

17. She has swam across the river. 

18. The king slayed .the minister for nothing. 

19. He gave a speech. 

20. If she had written the poem, I published it. 

21. I was happy to see the dog run away. 

22. The murderer was hung. 

23. The locusts were already eaten up the green field. 

24. 24. I did not see you for a long time. 

25. He asked me if I can lend him money. 

 

Exercise: 4 Correct the common errors on subject- verb agreement: 

1. Bread and butter are a good food. 

2. Here come their daddy 

3. The United States are a big country. 

4. Sixteen miles are a long distance. 

5. Each of them are honest. 

6. Either of the two friends are at fault. 

7. Roshan don’t know you. 

8. Physics are a interesting subject, 

9. Every one has to do their work. 

10. The painter and the dancer has died. 

11. One of the student have won the prize 
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12. Each of the boy is punish 

13. The rich is generally unkind 

14. The Arabian Nights were written Arabia. 

15. The room with all its desks were set on fire. 

16. More than one goat was killed,. 

17. There is a boy and a girl in the room. 

18. The clerk and accountant are sitting in the room. 

19. Roshan or his brother are guilty. 

20. Success and failure depends on lock. 

21. The people of Panjab wants Chandigarh for them as capital. 

22. Milk and eggs ate a good food,. 

23. A black and a white dog is barking in the street. 

25. I as well as my brother is going to Agra. 

26. She no less than you are responsible for it. 

27. Each of these books consisted of 200 pages. 

28. The clerk and accountant is in the office. 

29. Fire and water does never agree. 

30. Neither ram nor is sister where there. 

31. Rama are his brothers has done this. 

 

Exercise: 5 Correct the common errors on Articles 

1. He is a M.A 

2. I saw an one- eyed man. 

3. She is very humble girl 

4. The cows are milch animals. 

5. Dog is a faithful animal. 

6. Ganga is a holy river. 

7. Himalayas are the highest mountains . 

8. The Mount Everest is the highest peak 

9. The earth revolves round sun. 

10. The gold is a costly metal. 

11. The poverty is the curse. 

12. The father and son were present 

13. A black and white goat were grazing. 

14. I have read the first and second chapter 

15. The English is the popular language. 

16. English are generally very kind. 

17. I have never seen a such man. 

18. There are good many tigers in this forest. 

19. He has spent all money he had. 

20. A man a mortal. 

21. I have sent him a word. 

22. Do not make noise. 

23. The both friends died. 

24. I told you about it some day. 

25. I caught him by his arm. 

26. He arrived here day before yesterday. 

27. This is a news to me. 

28. My uncle is SDO. 
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29. Pacific ocean is the largest. 

30. The Ramayana is epic. 

 

Exercise: 6 Correct the common errors on voice: 

1. Nurses must be trust and accept patients. 

2. The company should consider how much profit can gain by introducing this new 

product. 

3. Only 24% of respondents were correctly answered this question. 

4. Nurses experience in caring for cancer patients in pain may be influenced their 

attitudes toward pain management. 

5. The amplified light wave divide into two parts by the coupler. 

6. The collected data have coded and checked by comparison with the results of 

other researchers. 

7. The broken pipe was first appeared last month. 

8. Martin’s accident was occurred on the TuenMun Highway. 

9. We were questioning by the immigration officer at the airport. 

10. The painting was painted by the boy. 

11. I was made this doll for my friend. 

12. The room decorated by the girl. 

13. My teacher will be permitted the student. 

14. The shop had opened by the shopkeeper. 

15. The clerk has been submitted the file. 

16. The building should completed by now. 

17. The maid is mopped the floor. 

18. The mail dropped by the officer. 

19. Promises should kept. 

20. The contract signed by them. 

 

Exercise: 7 Correct the common errors on Direct and Indirect form of speech: 

1. She said that her mother prepares delicious dishes. 

2. I told my friend that the teacher has already taught the lesson. 

3. She asked us what were we doing. 

4. My friend asked me if could I lend her some money. 

5. She said to me that she wasn’t able to do it. 

6. She told me that she is looking for her hand bag. 

7. She told me she will see me later. 

8. She told me that I am singing very melodiously. 

9. The teacher asked the student when would he submit the record. 

10. He said to me that I had done the work well. 

11. Johnny asked Mary whether she has seen his book. 

12. The captain told the followers that they have been following wrong path. 

13. The teacher said the earth revolves round its orbit. 

14. The thief asked him if he has seen him in his house. 

15. She said, “ How I solve the problem?’ 

16. The little boy said to me, ”Why you shout so loudly?” 

17. Sheetal said to her sister that why has she worn her dress. 

18. She said that she likes the weather. 

19. My parents said to me, ”When I completed the project?” 

20. He asked me shall he open the window. 



 

96 

 

Exercise: 8 Correct the common errors on numbers and genders: 

1. He gave me many abuses. 

2. The road is under repair. 

3. I brought five dozens bananas and six scores mangoes. 

4. Ten deers are there in the park. 

5. This book gives many informations. 

6. This Miss Browns lives in Park Street. 

7. Here is a ten-rupees note. 

8. The sceneries of Kashmir are very charming. 

9. The peoples of India are honest. 

10. Athletic is so dear to me. 

11. She is a windower. 

12. The girl’s mum is a villain. 

13. The lady is a wizard and so no one mingles with her. 

14. She grew into a ferocious tiger. 

15. She wanted to become an actor. 

 

Exercise: 9 Correct the common errors on the use of vocabulary: 

1. She died in a road incident. 

2. He admits his fault openly. 

3. He has altered school many times. 

4. Women were highly respected in old India. 

5. I have got no answer for my letter. 

6. A painter is an artisan. 

7. He avenged himself on his enemy. 

8. The Red Fort is a great fort. 

9. Bring me a glass of water. 

10. Murder and theft are sins. 

11. Who can refuse that a mother’s love is selfless? 

12. He is a famous drunkard and gambler. 

13. Wood swims on water but iron does not. 

14. I have listened to her tale of woes. 

16. He is an adopt photographer. 

17. He is a man o f great metal. 

18. My eyes are soar. 

19. The water was waste deep. 

20. Thulasidas lived during Akbar’s rein. 

21. The house is for sale. 

22. I have know money at all. 

23. The servant is ceiling the parcel. 

24. He deals in stationary. 

25. This storey is very interesting. 

26. The accused was sent to goal. 

 

Exercise: 10 Correct the following sentences: Miscellaneous 

1. Doctor suggested patient to take vacation. 

2. Learning the French isn’t easy. 

3. I need good sleep. 
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4. We had great time on the top of mountain. 

5. I am going to hospital to see a friend who has undergone the operation. 

6. More you read less you understand. 

7. On a way home, I saw old beggar accompanied by child. 

8. Will you please lend me copy of ‘Old Man and Sea’? 

9. A man who knocked at a door was stranger. 

10. What is difference between these cars? 

11. Give me an another pen. 

12. Honest man is noblest work of the God 

13. When you come from Germany? 

14. Look! It is a pig the garden. 

15. I need any money to buy lunch today. 

16. She ordered for tea. 

17. You should discuss about the problem with your mother. 

18. The boy requested to the conductor to stop the bus. 

19. He has immense love with music. 

20. I love listening music. 

21. I born in 1962. 

22. I could to go to the store tomorrow. 

23. The last year I didn’t know much English. 

24. Are you agree with me? 

25. I’m afraid to the dark. 

27. Always, I study before I go to bed. 

28. I can’t eating when it’s late at night because I get sick. 

29. I’m not very good for cooking. 

30. I 3. Love that movie because is funny. 

31. I’m thinking of to go home because I’m tired. 

32. I’m a doctor. So do I. 

33. I go every day to school. 

34. Do you have a dog? Yes, I have. 

35. Do you like to go to the movies tomorrow night? 

36. What are you doing? Right now I cook dinner. 

37. I don’t dance good. 

38. Where did you went yesterday? 

39. When did you born? 

40. Is very windy today. 

41. I love Brazil because it’s too beautiful. 

42. What you can do in New York City? 

43. I have a daughter. I am too. 

44. I’m glad we’re practicing grammar because I do a lot of mistakes. 

45. Before make a presentation, you should practice a lot. 

46. Things went really good today at work. 

47. My mother always told me a bedtime history when I was a kid. 

48. There isn’t a lot of cars on the road today. 

49. Class today was really bored. 

50. I don’t have no money. 

51. The small child does whatever his father was done. 

 

 


