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AWordwith You

Welcometo the Senior Secondary English Courseat NIOS!

Dear Learners,

You' vejust taken an exciting step on apath that ismore than just about studying alanguage—thisjourney
will open doorsto new ideas, expand your worldview, and transform theway you connect with theworld
around youl.

You may comeacrossliteraturethat challengesyour imagination, ingpires new thinking, and connectsyou
with cultures and storiesfrom acrossthe globe. Asyou diveinto your lessons, remember thisisnot just
about memorising; it’sabout discovering your own voice. Asyou explore, you' || sharpenyour critical
thinking skills, learnto argue persuasively, and, perhapsmaost importantly, appreciatethe beauty of expression.

At NIOS, weunderstand that each of you hasaunique story, aunique pace, and your ownway of learning.
That’swhy our courseisdesignedto giveyou theflexibility tolearn onyour ownterms. You arethearchitect
of your learning journey. Takeyour time, explore, ask questions, and et your curiosity lead theway.

EnglishisT'tjustalanguage; it' syour gateway togloba connections, new opportunities, andinfinitepossibilities.
Asyoulearn, you' re building the confidenceto expressyour ideas, share your thoughts, and ensureyour
voiceisheardintheworld. By mastering English, you' renot just earning asubject—you’ regaining atool
that will help you achieveyour dreams.

So be bold! Embrace every challenge, and know that with each lesson, you' re getting one step closer to
becoming the person you aspireto be. We are so excited to be part of thisincrediblejourney with you.

So, let’sget started—explore, express, and excel!

Happy learning!

Warm regards,

NIOSTeam




HowtousethelL earning Material

Congratulations! You have accepted the challengeto be aself-learner. NIOSiswith you at every step and has
devel oped thematerial in Geography withthe hel p of ateam of experts, keeping you at thefoca point. A format
supporting independent learning hasfollowed. You can takethe best out of thismateria if follow theinstructions
given. Therdevanticonsused inthemateria will guideyou.

Title: will giveaclear indication of the contentswithin. Doreadit.
Introduction: Thiswill introduceyou to thelessonlinking it to the previousone.

Objectives. Theseare statementsthat explain what you are expected tolearn from
thelesson. The objectiveswill also help you to check what you havelearnt after you
have gonethrough thelesson. Do read them.

Notes: Each page carriesempty spaceinthe side margins, for you to writeimpor-
tant pointsor make notes.

I ntext Questions:. Very short answer self check questions are asked after every
section, theanswersto which aregiven at theend of thelesson. Thesewill helpyou
to check your progress. Do solvethem. Successful completionwill allow youto
decide whether to proceed further or go back andlearn again.

What You HavelL ear nt: Thisisthe summary of the main pointsof thelesson. It
will helpinrecapitul ation and revision. You arewel cometo add your own pointsto
italso.

Terminal Exer cises. Thesearelong and short questionsthat provide an opportu-
nity to practicefor aclear understanding of thewholetopic.

Do You Know: Thisbox provides additional information. Thetext in boxesis
important and must be given attention. It isnot meant for evaluation, but only to
improveyour genera knowledge.

Answers: Thesewill help you to know how correctly you have answered the
questions.

Activities: Certain activities have been suggested for better understanding of the
concept.
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READING WITH UNDERSTANDING
(Thimmakka and Biomedical Waste M anagement)

Thislesson delvesinto theinspiring story of Thimakkaand exploresthecritical topic
of biomedi cal waste management. Thimakka, an environmentaist from India, has|eft
anindeliblemark with her remarkable effortsin tree plantation. Born in Karnataka,
Thimakka, along with her husband, began planting banyan treesinthe 1950s, despite
facing numerous challenges. Over the years, her commitment to environmental
conservation hasresulted in an astounding legacy of hundreds of trees, earning her
widespread recognition.

Wewill draw ingpiration from her story aswe shift our focusto the crucial aspect of
biomedica waste management, understanding itssignificancein preserving both public
health and the environment. Biomedical waste encompasses materialsthat, dueto
their biological nature, pose potential threatsto human health and theenvironment if
not handled appropriately.

Through thisdual exploration of Thimakkasenvironmental |egacy and biomedical
waste management, weaim not only to gain knowledge but also to cultivate asense of
respong bility towardsour environment.

LEARNING OUTCOMES

After studying thislesson, thelearner:
e  Anadysesandevauaesdifferent passageswrittenin English;

° | nterprets short theme-based passages by closereading, and answersquestions
on those passages.
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Reading With Understanding (Thimmakkaand Biomedica Weaste M anagement)

151 THIMMAKKA

Thimmakkaand her husband Bikkau Chikkaiah, achildiesscoupleof Hulika village
in Karnataka, decided to adopt children. But the children they choseto rear were 284
banyan treesalong a3 km stretch of what isnow National Highway 48 in Karnataka.
Thetreesfilled up avoidintheir lives. Andjust recently, Thimmakkareceived the
Nationa CitizensAward (for social forestry) fromthe PrimeMinister.

Inthe 1950s, it wasa Thimmakka, whotired of her neighbour'sjibesdirected at her
childlessness, hit upon the plan. "Why not plant banyan treesand rear them like our
children?' shethought. So thelonely couple decided to plant trees. Thimmakka's
husband was adisabled person, hence she had to work asalabourer every day and
did not havethetimefor much else. But firmintheir resolve, they took great painsto
dig pitson either side of theroad. Their next task was to choose suitable banyan
saplings. They findly planted 300 saplingsand put up thorny bushesaround, to ensure
that the cattle did not eat up thetender trees.

Thimmakkabrought water in potsfrom along distance and poured it at thefoot of the
saplingsevery day. During therainy season she poked at theroots of thetreesto make
them go degp and, asthe areawas not fenced, she kept aconstant vigil and nursed the
plantsfor 10years. It wastime spent well, asit gave her fulfilment and pride. Evenas
the couple nursed the saplings, shewasworking in aquarry for their hand-to-mouth
existence. If she could not go to the quarry they would have nothing to eat that day.
True, her work was back-breaking, but she could not neglect thetrees either. She
would go to the Kudur road and attend to the saplings beforethe break of dawn. And
thetrees, likechildren who livein an atmosphere of love and caring, responded to her
call and grew up. Now inthe prime of their lives, the 284 that took root provide a
green canopy for 3km, nestsfor birdsand prevent soil erosion. They arealsoworth
an estimated Rs. 85 crore.

- exrquEsTIoNsis:

1.  Chooseandtick thecorrect answer:
a Thecouplelook after the saplings because:
i.  they earned money fromit

ii. itgavethem happinessand satisfaction

SENIOR SECONDARY
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iii.  itwould gettheman award ReadingWith

b Thet ot Understanding

) Thetreesprovided: (Thimmakkaand
i.  employment to somepeople Biomedica Waste
. . Management)
ii. foodfortheanimas
iii.  shadealongthe 3 km stretch of road.
2. Sdectthecorrect information fromthebox and writeit in theblanks:

1950s 10 284 Notes

3km 300 85

a) Treeswereplantedalonga stretch of road.

b) Thetreeswereplantedinthe

€) Thimmakkaplanted saplings.

d) Theylooked after thetreesfor years.

€ _ treesgrewaongtheNationa Highway.

f) Theapproximate cost of thetreesare Crores.
3. Answerthefollowingquestions:

ad Why did ThimakkareceivetheNational CitizensAward?

b) What made Thimmakkaand her husband decide to plant banyan trees
aongthehighway?

¢) What did Thimmakkado to ensurethe safety of the plants?
4.  Completethesentences:.

a) Totakegood careof the saplingsafter ensuring their safety Thimmakka
hadto:

(i)
(i)
(iii)

ENGLISH COURSE (302)
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Reading With Understanding (Thimmakkaand Biomedica Weaste M anagement)

b) Thimmakkasbanyan treeshave benefited the environment by:
(i)
@y____
@y

5. Findawordinthepassagewhich means'acover'.

15.2BIOMEDICAL WASTE MANAGEMENT

Animportant solid wastewhichisnoteworthy isbiomedica waste. Thiswasteincludes
anatomica waste, syringes, gauze, absorbents, glass, etc. Thehugedumpsof biomedica
wastes disposed of by hospitalsand clinics cause serious health problems. It isnot
uncommon that in some places, these biochemical wastesrot either infront of clinics
or instreet corners. Rag-pickers, mostly children, pick up thesewastesby hand and
are vulnerableto attack by the hepatitis virus (jaundice causing virus) and other
dangerousviruses. Ordinances have been promul gated not to dump thewasteand for
safetrangportation in specia containers, and subsequent incinerationin Australiaand
other countries.

Why are solid wastes cause for such serious concern? The dumping of solid wastes
spoilsthebeauty of citiesand townsand causeshealth problems.

The garbage mountains become breeding groundsfor disease-carrying vectorssuch
asflies, mosquitoes, rats and cockroaches. Reportsindicate that about 8,00,000flies
can be produced in one cubic metre of garbage. Theflies, which carry pathogenic
organisms, cause diseases such asdysentery, diarrhoea, etc. Rats, which arecarriers
of insectsand other bio-organisms, areresponsiblefor causing plague aswasrecently
witnessed in Surat in 1994. It isreported that about 25 human diseases are associated
with the solid wastes. Accumulation of litter refuse and junk posesfire hazardsand
may |ead to accidentstoo.

Theaccumulation of solid wasteisamounting problemwith no easy solutioninsight.
Unlike other typesof pollution, preventive measures cannot be adopted inthiscase.
Several solutionsto the disposal problem have been proposed. The present mode of
management isto collect the refuse from various parts of thecity, transportitto a
remoteplace, whereit isincinerated or composted or s mply dumped again. Themost
easy solutionistorecycleor reusethewaste. Thissolvesthedisposal of wastesand
asoyieldsrevenue bes descompensating for the expenditureincurred onitscollection
and trangportation.

SENIOR SECONDARY




Reading With Understanding (Thimmakkaand Biomedi ca Waste M anagement)

- lrexrquEsTIoNsis

1.  TickTrue(T) or False(F) against thefollowing statements:

a)
b)
©)

d)

Nearly 25 human diseases are caused by accumul ating garbage.
Preventive steps can betaken to reduce accumul ating garbage.
Recycling and reusing of garbage can bring revenue.

Fliesarecarriersof bio-organismswhich cause plague.

2. Fllintheblanksinthefollowing sentencesusing theinformation giveninthe
passage;

a)
b)

Heaps of garbage can causethe breeding of

One cubic metre of garbage can have flies.
Diseaseslike are caused by pathogenic organisms.
Firehazard leading to accidentscanbedueto

What does bio-medical waste consist of ?

Whoismorelikely to be affected by the bio-medical waste?

A suitabletitlefor the passage can be:

i. Gabage

ii. Garbagemountains-anuisance.

iii.  Protectionfrommedica waste.

iv.  Pathogenicorganisms.

Thereisaserious concern about solid wastes because: (Tick all the correct

answers)

a)
b)
©)

d)

They causealot of expenditure.
They spoil the beauty of thecity.
They areathreat to health.

They bring revenue.
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A
‘ I ANSWERSTO INTEXT QUESTIONS

151

b)

ii) it gavethem happinessand satisfaction
iii) Shadea ong the 3k.m. stretch of road
3km

1950s

300

10

284

85

For planting 284 banyan trees along a 3 km stretch of a National
Highway.

They didn't have children so they decided to adopt treesastheir chil-
dren.

put thorny bushes.

i. bring potsof water from along distance

ii. poked at therootsduring therainy season.
iii.  kept constant vigil/nursed themfor 10years.
i. providingagreen canopy for 3km.

ii. providing nestsfor birds.

iii. preventing soil erosion.

5. Canopy

15.2

a)
a)
b)
c)
d)

3.
b)
©)

4,

True b) Fdse c) True d Fdse
disease carrying vectors.

8,00,000

dysentery, diarrhoea

accumulation of litter, refuseand junk.

anatomical waste, syringes, gauze, absorbents, glass.

Rag pickers.

i) Garbage mountains-anuisance.

b, o
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READINGWITH UNDERSTANDING
(StressBefore Examination)

Understanding stressisthefirst step towards conquering it. Stressisnot inherently
negative; it’'sour body’snatura responseto demanding Situations. However, when left
unmanaged, it can hinder our ability to think clearly and perform at our best. Inthis
session, wewill delveinto practical strategiesto copewith pre-exam stress, equipping
you with toolsto maintain composure and focusduring thiscritical time.

From effective time management and study techniquesto rel axation methodsand
mindful nesspractices, wewill exploreahoalistic gpproach to tackle stress. Remember,
examsare not just assessments of knowledge; they are opportunitiesfor growth and
learning how to navigate challenges.

LEARNING OUTCOMES

After studying thislesson, thelearner:
e  Anadysesandevauaesdifferent passageswrittenin English;

° | nterprets short theme-based passages by closereading, and answersquestions
on those passages.

16.1SECTION |

Before examinations, many studentsare under tremendousstress. But itisnot just the
studentswho are stressed, teachersand parentstoo face the same situation.

Why do people get stressed? Adolescents are faced with the demands of their
developmental tasks and that of acomplex society. They need to acquire skills of
adjustment to emergeinto adulthood unaffected by thesedemands. If they lack these
skillsor if too many demands are made onthem, they fail. Studentsare anxious, as
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they areworried about whether they would be ableto live up to the expectations of
their peers, parents and teachers. Optimal anxiety motivatesand keepsthem ahead
whileover-anxiety isdisabling.

Anxiety is contagious and passes onto other students, teachers and parents.
Adolescents, when stressed out, tend to perceive everything asan emergency. Some
of thereasonsfor increasein stresslevel areidentity crisis, the need to make career-
oriented decisions, teachers’ and parents’ attitude and peer pressure. Theinability to
communicate with parentsalso playsamajor role.

Good memory dependsupon agood brain. Thebrain needsagood supply of oxygen,
glucose, calcium, phosphorusandiron. So make sureyou sitinawell-ventilated place
when studying. Your diet should include milk, cheese, walnuts, wheat germ, green
leafy vegetables, ragi and dates. Do not forget that * breakfast isthebrainfood” . Fatty
meals, sugar and acidstake away caciumfromthesystem. Dietsrichinfibrelikefruits
and vegetableshelp to reduce stress.

Good concentration isimportant toimprovethememory. Learning and memorising by
understanding and recalling what one haslearnt ishelpful. Organising and framinga
logical relationshipisimportant. Mastery not just of the content of the subject, but aso
the process of answeringisequally important.

Anxiety and fear hamper recal and resultinamenta block during examination. Wetching
televisionfor along time could lower academic performance. It * steals away the
reading time. Timemanagement isabout saf-discipline. Timemust bemanaged between
filled and unfilled time, Filled timeisthetime spent deeping, bathing, eating, dressing
and attending school. A student has 10 hoursof unfilled time. How best isthe student
going to utilisethis?Makeatimetablefor the 10 hours.

Seventoeight hoursof degpisnecessary for optima physica rest and brainfunctioning.
A positivethought isthe seed of apositiveresult. Alwaysfed positive.

Thiswill helptolessen stress.

If astudent has symptoms of anxiety or depression, seek medica helpimmediately.

¥ INTEXT QUESTIONS16.1

1.  Saywhether thefollowing statementsare True (T) or False (F). Correct the
fdsesatements:

SENIOR SECONDARY




Reading With Understanding

a Only studentsget stressed before examinations.

b) Failureto copewith developmental tasksisone of the sourcesof stressfor
adolescents.

C) A personshouldlead atotaly stress-freelife.
d) Youcanreducestressby sharingyour fedingswith parentsand friends.
€) Adopting good study habitscan help reduce examination fever.

Read the passage again and fill in the blankswith the most appropriate word:

Almost everyonein society today suffersfrom—————(i) Perhapstheworst
affected are———(ii) Thisisbecause adol escents haveto copewith
two setsof problemsat the sametime :- the———— (iii) tasksthat they
need to do asapart of their growing up; and ——— (iv) into acomplex
Society.

Furthermore, young peopl e haveto live up to the——— (v) of their
peers, —— (Vi) and teachers. They haveto makedifficult

(vii) oriented decisions. Sometimesthey suffer from———(viii) crigis.
However, all stressisnot bad. An (ix) level of stressis
motivating. One can keep anxiety and fear away by good (X)

skills, good eating and study habits.

Select asuitabletitlefor the passagefrom the optionsgiven-
i) ExaminationFever

i) StressinModernLife

iii) Today'sYouth

16.2SECTION 1|

You havejust read about stress. Below you will read stress preventive measures:.

A.

To avoid or reduce stress, you must manage your time properly. You must
preparea‘ TODO' task list. However thesetasksare not static. They undergo
changeover aperiod of time. Itisuseful to dividetasksinto three categories:
Important —A; lessimportant-B; and routine-C. IntersperseA and B taskswith
C tasks such asironing clothes, reading newspaper etc. Thiswould provide
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relief from constant pressure of important tasks.

Itisalsovery important to al ocate aredistic amount of timefor eachtask. You
may maintainadiary to monitor tasksdone/still to be done.

Exerciseisbeneficial in reducing anxiety and improving sleep. So you must
buildahabit of regular exercise. Brisk walking, swimming, jogging, aerobics
areeffectivein keeping the heart healthy. Whenever possible, you should walk
or cycleto cover short distances.

Travellingisvery stressful. Therearefew smpleexercisesthat you candowhile
travellinginabus. You can strengthenyour wrigt by rolling your handsbackwards
and forwardswhilegripping therod over-head.

You can also place your fingertipson the bar and push hard so that thefingers
bend back, thenrelax. Repest thistentimestoincreaseflexibility of your fingers.

Hobbies help to reduce stress. Hobbies can become asrefreshing as sleep.
They help boost self-image and forget thetensionsand failuresthat onefacesin
life. Very often the work one does may not give the person any pleasure.
However, since one chooses one's hobbies according to one'sown temperament
and aptitude, they givegresat pleasure. They are healthy mood enhancers.

Inorder toremaincalmand at peace, you need totrain yoursdlf tothink pogitively.
Every year studentswho are unableto cope with the di sappoi ntment caused by
failureor performancelower than expected, takethe extreme step of committing
suicide. Thisisof courseavery negative step and showslack of positivethinking.
Falingintheexaminationisnot theend of theworld. Furthermore, many geniuses
likeRamanujan and Eingeinfailed examinations. Failureisnever find and success
isnever an end. Talk about your problems.

¥ INTEXT QUESTIONS16.2

1.

Here are some headings. Match the headingswith thefour texts—A, B, Cand
D.

e WhatisStress e Thinking Pogtively
e TakingExercises e IncreesngHexibility
e Causesof Stress e ManagingTime

SENIOR SECONDARY
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e DeveopingHobbies e Removingdress ReadingWith

. Understanding
2. Hereareanumber of peoplewho suffer from stressfor avariety of reasons.

Which of thefour measures discussed inthetextswill yourefer to each. Also
briefly state your reasonsfor making the choice.

i. Hemaisaquietwomanwholivesaonein Delhi. Her family isinIndore.
Sheworksfor 10 hoursdaily inan export company at asewing machine.
Sheisdepressed and sad.

ii. Rohantravelsforthreehoursdaily. Heworksat acomputer andisbecoming
sofat that peoplelaugh at him.

Notes

iii. Ritaisbusy running around all day but her work isnever over. Shelooks
stressed and overworked.

iv. Rimahasdready faledtwice Sheissureshewill fail yet again. Shetriesto
study for her examsbut isso worried that she cannot concentrate.

A
‘ l ANSWERSTO INTEXT QUESTIONS

16.1
1. a8 Fase students, teachersand parentsare stressed.
b) True

c) Fase lifecannever betotaly stressfree.

d True
e True
2. i) dres

i)  students’adolescents
iy  developmental

iv) adjusting

V)  expectations

Vi) parents

ENGLISH COURSE (302)
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Vii) career
viii)  identity
iX) optimd
X)  communication

3. Examination Fever

16.2

1. A—ManagingTime
B —Taking Exercise
C—Developing Hobbies
D —Thinking Positively

2. i) Shemust develop hobbies. She hasno oneto talk to reduce stress.
Hobbieswill giveher pleasure.

i)  Hemust do exercises. He can do spot walking, bending exercises.
Also hecan cycleor walk part of thedistance.

i) Shemust managetime better. Shemust divide her work intoA, B and
Ctypetasks.

iv)  Shemust think positively. Communicating her fedlingswith parents,
teachersor friendswill help her.
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KABIRAND THIRUVALLUVAR

Today, let’sdelveinto the profound wisdom of two eminent mediaeval poet-saintsof
India—Kabir and Thiruvalluvar. Both Kabir and Thiruvalluvar advocated for cultural
and religiousharmony. Their works emphasi se universal human values, fostering a
sense of unity and understanding among diverse communities. During their time, the
dissemination of knowledge was primarily through oral traditions. Kabir and
Thiruvaluvar’ sverseswere passed down through generationsverbally before being
transcribed, contributing to the preservation of their wisdom. Theversesof Kabir and
Thiruvaluvar haveinspired variousformsof art and music. Kabir’'sdohasaresungin
bhajans, and Thiruvalluvar’s coupl ets are set to musi ¢, demonstrating the enduring
influence of their literary creations. This adds layers to the legacy of Kabir and
Thiruvalluvar, showcas ng therichnessand complexity of their contributionsto Indian
spiritudity andliterature,

LEARNING OUTCOMES

After studying thislesson, thelearners:
° Recognisestherichnessof cultureand heritagein Awadhi and Tamil literature;
° Describescharacteristicsand styleof Medieva literature;

e  Andysesthewisdomimparted by Kabir Dasand themora preachingsimparted
by Thiruvaluar inther couplets,

° Constructsabasic knowledge of the commonalitiesamong some of the major
Indianlanguages,

° Comparesthethemesin poetry by thesetwo mediaeva saintsand appreciates
their effortsin socid awakening and nationd integration.
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Kabir And Thiruvaluvar

Kabir And Thiruvaluvar 17.1 KABIR

Notes

Kabir was a 15th-century
Indian poet and mystic known
for his devotional and
philosophical verses. His
couplets, oftenreferredto as
“ Kabir keDohe” or “Kabhir’'s
couplets,” are written in a
simple and profound style.
Kabir’s poetry isfilled with
mystical symbolism. He
frequently used metaphors
from everyday life, such as
weaving and blacksmithing, to
convey profound spiritual
truths. Kabir's verses Fig.17.1

resonate across religious

boundaries. His poetry isnot confined to aspecific faith but encompasses universal
themesof love, humanity, and spirituality. Thisinclusivity hasmade Kabir arevered
figurenot only in Hinduism but soin Sikhism and Sufism. They explorethemessuch
asspirituality, the nature of God, human existence, and the path to enlightenment.

SECTION 17.1.1

Tranditeration:

Chalti Chakki Dekh Kar, Diya Kabira Roye
Dui Paatan Ke Beech Main, Sabit Bacha Na Koye

Trandation:
Looking at the grinding stones, Kabir laments;
Intheduel of wheels, nothing staysintact.
LET USUNDERSTAND 17.1.1

This couplet by Kabir holds a deep metaphorical meaning, reflecting upon the
impermanent and transgitory nature of life and existence.
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Kabir beginsby describing a“ chalti chakki,” whichisagrinding mill usedto crush
grains. When Kabir looksat thisgrinding mill, hefed sasense of sorrow. Thegrinding
process symbolisesthe rel entl ess passage of time and the experiencesthat shape our
lives

The* dui paatan” mentioned in the second linerefersto thetwo grinding stonesthat
crushthegrainsinthemill. The metaphor isused to represent the opposing forcesor
circumstancesthat pressuponindividuds, grinding away their senseof self and identity.
These forces could beinterpreted asthe dualities of life, such asjoy and sorrow,
successand failure, birth and death, and various challenges.

Thecouplet’scentral themeisimpermanence and theinevitability of change. Kabir is
pointing out that nothing remainsunatered or unaffected when caught between opposing
forces, just asgrainsare crushed between thegrinding stones. Thisreflectsthetransent
nature of life, where everything undergoestransformation and change.

- irexrouesTionsirit

1.  Whatisthecentra themeof Kabir’scouplet “ Chalti Chakki Dohe’?
a Joy and sorrow
b) Impermanenceand change
C) Pdienceandtiming
d) Compassonatecommunicetion

2. What doesKabir lament about whilewitnessing grinding stonesat work?

SECTION17.1.2

Tranditeration:

Bura Jo Dekhan Main Chala, Bura Naa Milya Koye
Jo Munn Khoja Apnaa, To Mujhse Bura Naa Koye

Trandation:

| set out to find thewicked, but nonedid | find.
When| searched mysdlf, ‘1" found thewicked one.

ENGLISH COURSE (302)

MODULE - 17

Kahir And
Thiruvdluvar

Notes




MODULE - 17

Kabir And Thiruvaluvar

Notes

Kabir And Thiruvaluvar

LET USUNDERSTAND 17.1.2

Inthiscouplet, Kabir reflectson the nature of judgement and introspection. The couplet
teachesaprofound |esson about salf-awarenessand theredli sation of one' sown flaws.

Inthefirst two lines, Kabir describeshow he embarked on ajourney to find someone
he deemed wicked or bad (bura). However, he couldn’t find anyone who fit that
description. Thispart of the couplet emphasisesthe ideathat when welook for the
negativein others, weoftenfail to seeit. It suggeststhat wetend to judge othersbased
ontheir perceived faultswithout acknowledging our ownimperfections.

The couplet takesaturnin thelast two lines. Kabir reveal sthat when hewasintrospective
and looked within himself (jo mann khojaapnaa), he found that no oneis more wicked
than he is. This shift in perspective highlights the importance of self-awareness and
recoghizing our own flaws and shortcomings bef ore passing judgement on others. Kabir
acknowledges his own imperfections and points out that self-judgement and self-
improvement are essential steps toward personal growth and spiritual understanding.

| rexrouesrionsirie

1. WheredoesKahir find theevil inthisworld?

2. Whatisthelesson heimpartsthrough thisobservation?

SECTION17.1.3

Tranditeration:

Aisee Vani Boliye, Mun Ka Aapa Khoye
Apna Tan Sheetal Kare, Auran Ko Sukh Hoye

Trandation:

Speak such words, that you lose the ego of your mind.
Let your own body be cooled, and |et othersfind joy.

LET USUNDERSTAND 17.1.3

Inthiscouplet, Kabir provides guidance on how to communi cate and conduct oneself
inaway that leadsto harmony and well-being, both for oneself and others.
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Thefirst two linesencourage speaking wordsthat are humble, truthful, and without KabirAnd
ego. Kabir advisesspeaking with kindnessand humility, shedding the sense of persond Thiruvdluvar
pride and ego. When one speakswith such an attitude, it leadsto thedissol ution of the

ego-driven tendenciesof the mind. Ego often leadsto conflicts, misunderstandings,

and negativity, so speaking without ego hel psto maintain peaceful relationships.

Thelast two linesoffer ametaphorical instruction. Kabir suggeststhat one’ sown body
(tan) shouldremain cool, implying agtateof inner calmandtranquility. Whenanindividua
isat peacewith themselves, their interactionswith others become more harmonious.

Furthermore, Kabir advisesthat by speaking kindly and without ego, one can bring Notes
happinessand comfort to others (auran ko sukh hoye). Thisimpliesthat our words

and actionshaveasignificant impact on the peoplearound us. Positive communication

can uplift othersand creste an atmosphere of positivity andjoy.

| rexTouesTionsiris

1.  Whatistheprimary messageof Kabir’'scouplet “ Speak suchwords’?
a Silenceisgolden
b) Spesk softly and kindly
c) Truthhurts
d) Loudnessispower

2. What kind of words does K abir suggest to speak?

SECTION17.14

Tranditeration:

Dheere Dheere Re Mana, Dheere Subj Kutch Hoye
Mali Seenche So Ghara, Ritu Aaye Phal Hoye

Trandation:

Slowly, dowly, O mind, everything happensat itsown pace.
The gardener watersthe plants, and when the season comes, they bear fruit.
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LET USUNDERSTAND 17.1.4

Inthiscouplet, Kabir impartswisdom about patience, timing, and thenatura progresson
of events.

Thefirst two linesemphas setheimportance of patience and theideathat everything
unfoldsinitsowntime. Kabir advisesthemind to moved owly and not rush things. He
encourages acceptance of the natural pace of life, suggesting that trying to force or
hasten events canlead to frustration and imbal ance.

Themetaphor of the gardener isused inthelast twolines. Kabir comparesthe process
of lifeto agardener tending to plants. The gardener watersthe plants consistently,
caring for themwith dedication. However, even with thegardener’ sefforts, the plants
do notimmediately bear fruit. Itisonly when theright season comesthat the plants
yiddther fruitsnaturdly.

The couplet teachesthat just asthe plants require time and care to bear fruit, the
outcomesin lifea so require patience and theaignment of right conditions. Trying to
rush or control eventsmay not yield the desired results. Instead, it isimportant to act
patiently and trust the natural progression of life.

¥ INTEXT QUESTIONS17.1.4

1.  Why doesKabir suggest themind to have patience?

2. What metaphor does he useto convey the essence of patience?

SECTION17.15

Tranditeration:

Sayeen Itna Degjiye, Ja Mein Kutumb Samaye
Main Bhi Bhookha Na Rahun, Sadhu Na Bhooka Jaye

Trandation:

OLord, givemeonly asmuch asissufficient to sustain my family.
May | never be hungry, and may no saint go hungry.

SENIOR SECONDARY




Kabir And Thiruvaluvar MODULE - 17

LET USUNDERSTAND 17.1.5 Kabir And
Thiruvaluvar

Inthiscouplet, Kabir offersaprayer that reflects hisunderstanding of contentment,
selflessness, and thewell-being of al.

Thefirst twolinesexpressKabir’ shumblerequest to the Divine (Sayeen or Lord). He
asksfor enough sustenanceto providefor hisfamily’sneeds. Kabir’ sfocushereisnot
on seeking abundance or weal th, but on asking for just enough to maintain thewel |-
being of hisloved ones.

Inthelast two lines, Kabir extendshisprayer toincludethewell-being of others. He Notes
desiresthat he himself never experiencehunger, and also that no saint or ascetic should
ever go hungry. ThisreflectsKabir’sconcern for thewelfare of everyone, regardless
of their socia or spiritual standing. He emphasi sesasense of shared humanity and
compassi on, suggesting that no one should suffer from lack while othershave plenty.

- irexrouesTionsitis

1.  AccordingtoKabir’'scouplet “ Sayeen ItnaDegjiye,” what doesKabir desire
for saintsor ascetics?

a Abundanceof wedlth

b) Never experiencehunger
c) Worldly pleasures

d) Powerandauthority

2. Howmuchisenoughfor Kabir to sustainthefamily?

SECTION 17.1.6

Tranditeration:

Bada Hua To Kya Hua, Jaise Ped Khajoor
Panthi Ko Chaya, Nahi, Phal Laage Atidoor
Trandation:

What'sthe use of being big, likeadatetree?
Thetraveller findsno shade, and thefruit remainsfar away.
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LET USUNDERSTAND 17.1.6

Inthiscouplet, Kabir usesthe metaphor of adatetreeto convey aprofound message
about the significance of substance over outward appearance.

Thefirst two linesimply that being big or outwardly impressive (likeatall datetree)
does not necessarily equate to meaningful value. Kabir suggeststhat mere size or
appearance doesn't inherently providetrueworth or substance.

Themetaphor of thetraveller seeking shadeand fruitisusedinthelast twolines. Kabir
indicatesthat despitethetree’ ssize, atraveller doesn't find shade under it, and thefruit
issituated at adistant point. Thispointsto theideathat even though something may
seemimpressiveonthesurface, itspractical utility or valuemay belacking.

The couplet’ sessenceisthat materia possessionsor external appearancesaren’t the
solemeasuresof worth. Trueva ueliesin offering practica bendfits, providing sustenance,
and being genuinely helpful to others. Kabir encouragesfocusing on qualitiesand
actionsthat providetangible benefitsand not getting lost in thealure of appearances.

¥ INTEXT QUESTIONS17.1.6

1.  What doesKabir want to teach with the example of the datetree?

2. What istheessence of Kabir’'scouplet “BadaHuaTo KyaHua’?

SECTION17.1.7

Tranditeration:

Kabira Khara Bazaar Main, Mange Sabki Khair,
Na Kahu Se Dosti, Na Kahu Se Bair

Trandation:

Kabirastandsin themarketplace, wishingwell for all,
Neither seeking friendship, nor holding enmity towardsanyone.

LET USUNDERSTAND 17.1.7

Inthiscouplet, Kabir conveysamessage of equanimity, impartiality, and compassion
foral beings.
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Kabir describeshimsalf standing inamarketplace, aplace of diverseinteractionsand
exchanges. Hewisheswell (khair) for everyone he encounters, regardless of their
backgrounds, beliefs, or intentions. Hisintention isto blessand wish good for all,
without any biasor discrimination. The next two linesemphasi se Kabir’sstanceon
human rel ationships. He says he doesn’ t seek friendship (dosti) from anyone, nor
does he harbour enmity (bair) towards anyone. This means that Kabir does not
differentiate between people based on persond likesor disikes. Hedoesn't establish
relationshipsdriven by personal gainor grudges.

The couplet embodies Kabir’s philosophy of treating everyonewith an open heart and
without any prejudice. It reflects his message of universal love, compassion, and
acceptance. Kabir’ sposition inthe marketplace symboliseshispresenceintheworld,
interacting with peoplefrom all walksof life, and yet holding aneutral and loving
attitudetoward all.

| rexrQuEsTIoNS 7L

1.  AccordingtoKabir'scouplet“Kabirastandsinthemarketplace,” whatisKabir's
wishfor everyone?

a Weathand prosperity

b) Goodhedth

c) Spiritua awakening

d) Happinessandwell-being

2. What doesit reveal about hisapproach to human relationships?

SECTION17.1.8

Tranditeration:

Pothi Padh Padh Kar Jag Mua, Pandit Bhayo Na Koye,
Dhai Aakhar Prem Ke, Jo Padhe So Pandit Hoye

Trandation:

Reading books and scriptures, the world dies; no one becomes a sage.
Theessenceof loveisfoundintwo and ahalf letters, onewho readsit, becomeswise.
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LET USUNDERSTAND 17.1.8

Notes

K abir emphasi sesthat true wisdom and reali sation do not come from mere bookish
knowledge.

Reading numerous scriptures and texts does not make onewise or enlightened. The
trueessenceof spirituaity and understanding liesintheexperienceof loveand devation,
represented by the phrase“two and ahalf letters’ (referring totheword* prem” which
meanslovein Hindi). Thosewho understand the depth of loveand cultivateitintheir
heartsarethe oneswho attain true wisdom.

Thiscouplet underscorestheimportance of experiential knowledge, particularly the
knowledge gained through the practice of |ove and compassion, as opposed to the
superficia knowledge acquired from reading bookswithout genuine understanding. It
reflectsK abir’ semphasison the spiritual and experiential dimensionsof learning.

¥ INTEXT QUESTIONS17.1.8

1. InKabir'scouplet“Pothi Padh Padh Kar Jag Mua,” what isthekey to wisdom
accordingto Kabir?

ad Extensvereading

b) Deepcontemplation

C) Memorizationof scriptures
d) Practica experience

2. How doesKabir suggest to becomewise?

SECTION 17.1.9

Tranditeration:

DukhaMain Simran Sab Kare, Sukh Kahi NaKoye
Jo Sukh Mein Simran Kare, Tau Dukh Kahe Ko Hoye

Trandation:

In suffering, everyone remembers and meditates, but no onedoessoinjoy.
Onewho meditatesin happiness, why would they experience sorrow?
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LET USUNDERSTAND 17.1.9

Inthiscouplet, Kabir contrasts how peopl e approach meditation and remembrance of
the Divineduring timesof suffering and happiness.

During timesof suffering (dukh), people often turnto spirituality and meditation asa
sourceof solaceand relief. Thefirst lineimpliesthat in momentsof hardship, people
aremorelikely to engagein simran (remembrance of the Divine) in order to find
comfort and strength. Conversely, during times of happiness (sukh), peopletend to
become engrossed intheir joyful experiencesand often forget to engagein spiritual
practices. The second line pointsout that when one isexperiencing happiness, they
may not prioritisespiritual remembrance.

Kabir’steaching in this couplet emphasi sestheimportance of consistent spiritual
practiceregardlessof life'scircumstances. Theideaisthat if onepractisesssmranand
meditation during both suffering and happiness, they can attain astate of equanimity
andinner balance. Thisbaance helpsto transcend thefluctuations of joy and sorrow.
If aperson can meditate during momentsof joy, they arelikely tomaintaintheir inner
peace and not be overwhel med by sorrow when challengesarise.

¥ INTEXT QUESTIONS17.1.9

1.  Why doweexperience sorrow in Kabir’'sopinion?

2. Whatishisguidanceon achieving astate beyond sorrow?

SECTION 17.1.10

Tranditeration:

Akath Kahani Prem Ki, Kutch Kahi Na Jaye
Goonge Keri Sarkra Baithe Muskae

Trandation:

Theuntellabletaleof love, wordsfall short to express.
A mute person eating araw mango, smiles.
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LET USUNDERSTAND 17.1.10

Inthiscouplet, Kabir isdescribing theineffable nature of divinelove. Hesuggeststhat
thedepth andintensity of love are so profound that they cannot be adequately described
throughwordsor narratives. The* akath kahani” (untellabletale) of lovereferstothe
Spiritual experiencethat transcendsverba communiceation.

The second part of the coupl et uses ametaphor. Kabir describesamute person (a
person who cannot speak) eating araw mango. Despite theinability to speak, the
person’sjoyful expressonand smileconvey their experience of themango'stasteand
delight. Similarly, Kabir ishighlighting that the experience of divineloveisbeyond
wordsand language. Just asthe mute person’ssmile communicatestheir experience,
thelovefor thedivineisfelt degply within, eventhoughit cannot befully explained or
narrated.

¥ INTEXT QUESTIONS17.1.10

1. Kabir'scouplet “ Akath Kahani Prem Ki” suggeststhat love'sstory is:
a Impossibletonarrate.
b) A universd truth.
Cc) Bestexpressedinslence.
d) Full of joy and sorrow.

2. Why doesKabir refer toamute person’ssmile?

17.2THIRUVALLUVAR

Thiruvalluvar wasaTamil poet and philosopher
who lived around 2,000 years ago, and heisbest
known for hiswork called the “ Thirukkural .”
Thiruvaluvar’smagnum opus, the Thirukkurd, is
structured in 133 chapters, each focusing on
various aspects of life, ethics, and governance.
What' sfascinating isthat these chaptersarefurther
dividedinto couplets, totaling 1,330 verses. The
meticulousorganisation reflects Thiruvalluvar’'s
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commitment to providing acomprehensive guideto virtuousliving. Each coupletis
writteninaconciseand poeticform, making it easy to remember andimpartingwisdom
to thereaders. Thirukkural hasbeen trand ated into numerous languages, gaining
international acclaim. Itsuniversal principlesand practical insightshaveledtoits
recognition not only in Indiabut alsoin countrieslike Japan, where Thiruvalluvar is
celebrated asasage of ethical wisdom. Whiletrandating poetry can be challenging
and may not capturethefull depth and beauty of theoriginal, asimplified English
explanation of some of the coupletsfrom Thirukkural on varioustopicshasbeen
offeredfor thelearnersinthissection.

SECTION17.2.1

Tranditeration:

VaiyaththuL vaazhuvaangu vaazhpavan vaanu raiyum
TheyvaththuL vaikkap padum

Trandation:

Who sharesdomestic life, by household virtuesgraced,
Shall, mid the Gods, in heaven who dwell, be placed

LET USUNDERSTAND 17.2.1

Thiscoupletisfrom Thirukkural’s chapter on“Wealth” (Vanjakathil). Inthiscoupl e,
Thiruvalluvar impartswisdom about the nature of wealthanditssignificanceinone's
life

Thefirst part of the couplet speaks about a person who lives by earning through
honest means or through legitimate trade and occupation. Thispersonisknown as
vaazhpavan, which can betransated as“aperson who liveswell” or “arighteous
person.”

Second part emphas sesthat thewedl th earned through honest meansand righteousness
iscapable of reaching even the heavensand can be offered to the gods. In essence, it
suggeststhat weal th obtained through ethical and virtuous meanshasadivineand
enduring quality.

| lexrouEsTIoNS 21

1.  Whatqualitiesdoes Thiruvalluvar associatewith aperson who sharesdomestic
life?
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Notes

2. What doesthe couplet from Thirukkural’s chapter on “Wesalth” convey about
the significance of wealth earned through honest means?

SECTION 17.2.2

Tranditeration:

Iniya uLavaaka innaadha KooRal
Kani-iruppak Kaaikavarnh thatru

Trandation:

When pleasant words are easy, bitter wordsto use,
s, leaving sweet ripefruit, the sour unripeto choose

LET USUNDERSTAND 17.2.2

Thiscoupletisfrom Thirukkura’schapter on“ The Essentialsof aState”. Thiscouplet
providesguidance on the characteristics of agood and effectiveruler or leader.

Thefirst part emphasi sestheimportance of aruler or leader (KooRal) who possesses
) the* pleasant qualities’ or “noblevirtues.” (IniyauLavaaka). In other words, aruler
should haveadmirableand virtuousqudities.

The second part of the coupl et (Kani-iruppak Kaaikavarnh thatru) suggeststhat a
ruler should work diligently and striveto eliminate (atru) the sufferings (noy) faced by
the people, just asafarmer tendsto the cropsin thefield (Kani-iruppak Kaaikavarnh).

| exrquEsTIoNs 722

1.  InThiruvaluvar’scouplet“When pleasant wordsareeasy,” what quditiesshould
aruler possess?

a Cruety anddominance

b) Indifferenceand arrogance

c) Pleasantqualitiesanddiligence
d) Deceptivenessand cunningness

2. What quditiesdoesThiruvaluvar emphasisefor aruler or leader?
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SECTION 17.2.3

Tranditeration:

Theeyinaar suttapuN ulLLaarum aaRaadhae
naavinaaR sutta vadu

Trandation:

Inflesh by fireinflamed, nature may thoroughly hedl the sore;
Insoul by tongueinflamed, the ul cer health never more.

LET USUNDERSTAND 17.2.3

Thiscoupletisfrom Thirukkura’schapter on“Avoiding Anger”. Thiscouplet imparts
wisdom on thetheme of anger and its consequences.

First part of the couplet (Theeyinaar suttapuN uL L aarum aaRaadhae) describeshow
individua swho have been harmed or wronged (Theeyinaar) should avoid harbouring
anger and seeking revenge. Instead, they should refrain from responding with anger
(aaRaadhae). Second part (naavinaaR suttavadu) underscorestheideathat individuals
who have been harmed or wronged should not seek vengeance or harm thewrongdoer
(naavinaaR). Instead, they should avoid responding with harm (sutta) in return.

e QuEsTIoNs 25

1.  Thiruvaluvar’sadvice” Theeyinaar suttapuN uL Laarum aaRaadhae’ suggests:
a Revengeisnecessary.
b) Ignoreharmand wrongdoing.
¢) Respondwith greater harm.
d) Seeklega action.

2. What advice does Thiruvalluvar provide regarding responding to harm or
wrongdoing?
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SECTION 17.2.4

Tranditeration:

Edhilaar kutrampoal thangutranG kaaNkiRpin
theedhuNtoa mannum uyirkku

Trandation:
If each hisown, asneighboursfaultswould scan,
Couldany evil haptoliving man?
LET USUNDERSTAND 17.2.4

Thiscoupletisfrom Thirukkura’ schapter on“ Avoiding Slander” . Here' san explanation
of the couplet. Thiscouplet addressesthe harmful effects of dander and gossip and
theimportance of avoiding them.

First part of the couplet comparesdander (kutram) to aweapon (Edhi) that can harm
others. It suggeststhat dander isas damaging asusing aweapon to harm someone.
Second part emphasi sesthat those who engagein dander or spread harmful rumours
will ultimately suffer the consequences. Theword KaaNkiRpin impliesthat they will
facetheharmthey intended for others. It a so suggeststhat such actionsare detrimental
not only to the person they target but also to their own soul (uyirkku).

¥ INTEXT QUESTIONS17.2.4

1.  WhatdoesThiruvaluvar comparedander tointhe context of governance?

2. What doesThiruvaluvar adviseregarding dander inthiscouplet?

SECTION 17.2.5

Tranditeration:

PuRaLthooimai neeraan amaiyum aganthooimai
vaaimaiyaal kaaNap padum

Trandation:

Outward purity thewater will bestow;
Inward purity from truth alonewill flow.
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LET USUNDERSTAND 17.2.5 Kabir And
Thiruvaluvar

Thiscoupletisfrom Thirukkural’schapter on“The Importanceof Just Rule’. This
couplet highlightstheimportance of just and fair governance.

Thefirst part underscorestheideathat aruler or leader who governswith justiceand
fairness (PuRalL thooimai) will beableto maintaintheir rule (amaiyum) effectively. In
contrast, aruler who governsunjustly and unfairly (aganthooimai) will facedifficulties.

The second part suggeststhat theruler’sjust ruleand fairnesswill become evident
(kaalNap padum) through their actionsand decisionsbased onintegrity (vaaimaiyaal). Notes

| lexrQuEsTIoNs 725

1.  Whatistheessenceof the couplet asexplainedinthe provided passage?

a Theimportanceof water for rulers

b) Justandfar governanceiscrucial for effectiveleadership
C) Thedifficultiesrulersfaceinmaintainingrule

d) Thesgnificanceof outward purity

2. What does Thiruvaluvar say about theimportance of just rulein governance?

SECTION 17.2.6

Tranditeration:

Padaikuti koozh-amaichchu natparaN aaRum
utaiyaan arasaruL ERu

Trandation:

Anarmy, people, wedlth, aminister, friends, fort; six things—
Who ownsthemall, alionlivesamidthekings.

LET USUNDERSTAND 17.2.6

Thiscoupletisfrom Thirukkural’schapter on“Onnot SumberinginonesDuty”. This
couplet offersguidance on the qualitiesand responsibilitiesof aruler or leader.
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First part describesaruler or leader whoislikethe* koozh-amaichchu”. Koozhisa
traditional South Indian dish madefrom rice or millet, and amaichchu refersto the
personwho preparesit. Inthiscontext, it symbolisesaleader whoworkstirelessy for
thewell-being of their people, just asthe cook preparesfood diligently.

Later part highlightsthat aruler or leader should have loyal friendsand advisors
(natparaN) who offer valuable counsel. Such advisors help the ruler make wise
decisions.

“ ArasaruL ERu” emphasi sestheimportance of theruler’s compassion (ERu) and

benevolence (arasaruL). A good leader should rulewith kindnessand concernfor the
welfare of thepeople.

¥ INTEXT QUESTIONS17.2.6

1.  WhatdoesThiruvalluvar emphasisein®Padaikuti koozh-amaichchu natparaN
aaRum*’ regardingaruler?

a Military prowess

b) Empathy andcare

c) Deceptioninwar

d) Isolationfromthepublic

2. What quaitiesand responsbilitiesof aruler does Thiruvadluvar highlight?

SECTION 17.2.7

Tranditeration:
Thothanaith thooRum maNaRkaeNI maandhar kkuk katranaith thooRUm aRIVu
Trandation:

In sandy soil, when deep you delve, you reach the springsbel ow;
Themoreyoulearn, thefreer streamsof wisdom flow.

LET USUNDERSTAND 17.2.7

This couplet isfrom Thirukkural’s chapter on * Seeking the Right Place” (Kural
Arasaanigal). Thiscouplet advises on theimportance of choosing theright placeand
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acquiring knowledge. KabirAnd

. . : Thiruvdluvar
The part in the beginning (Thothanaith thooRum maNaRkaeN|) suggeststhat one

should leave or move away (thooRum) from aplace (maNaRkaeNI) wherethereis
no opportunity or scopefor growth or development. It advises peopleto avoid staying
inplacesthat do not offer the potential for progress.

Second part (maandharkkuk katranaith thooRUm aRIVu) suggeststhat one should
leave or move away (thooRum) from people (maandharkkuk) who lack knowledge
or areignorant (katranaith). It encouragesindividual sto distance themselvesfrom
those who do not possess wisdom and seek knowledge. Notes

- exrquesTIoNsi2

1.  InThiruvaluvar’scouplet “ Thothanaith thooRum maNaRkaeNI,” what does
Thiruvaluvar adviseregarding seeking theright place?

a Becontentwithwhereyouare.
b) Congantly seek change.

Cc) Movetoaprosperouscity.

d) Findsolitudeinnature.

2. What advicedoesThiruvalluvar give about seeking theright place?

SECTION 17.2.8

Tranditeration:

Perumaikkum Enich chiRumaikkum thaththam karumamae kattLaik kal

Trandation:
Of greatness and of meannesstoo,
The deedsof each aretouchstonetrue.
LET USUNDERSTAND 17.2.8

Thiscoupletisfrom Thirukkurd’schapter on* Fortitude” (Kura Perumal). Thiscouplet
emphas sestheimportance of maintaining equanimity and self-control in both success
andfailure.
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Thefirg part (Perumaikkum Enich chiRumaikkum thaththam) conveysthet truestrength
(thaththam) liesin one’ s ability to maintain equanimity and composurewhether they
experience success (Perumaikkum) or face adversity or failure (chiRumaikkum). It
suggeststhat aperson’s character istested in both situations.

Second part (karumamae kattL aik kal) emphasisesthat restraint (karumam), which
involves maintaining self-control and not being swayed by extreme emotions, isa
vauablevirtueor discipline (kattLaik kal).

¥ INTEXT QUESTIONS17.2.8

1.  InThiruvalluvar’scouplet “ Perumaikkum Enich chiRumaikkum thaththam
karumamaekattL aik kal,” what isthe contrast presented?

a) Greatnessand mediocrity
b) Wedthand poverty

c) Strength and weakness
d) Wisdomandignorance

2. What does Thiruva luvar emphasi se about greatness and meanness?

SECTION 17.2.9

Tranditeration:

vel Lath thanaiya malarnheetham maandhardham uLLath thanaiyadhu
uyarvu

Trandation:

Withrisingflood, therising lotusflower itsstem unwinds;
Thedignity of menismeasured by their minds.

LET USUNDERSTAND 17.2.9

Thiscoupletisfrom Thirukkura’schapter on* Thelmportance of Sdf-Control” (Kurd
Kudimai). Thiscouplet highlightstheimportance of self-control and inner qualities
over external appearances.

Thefirst part (Vel Lath thanaiyamal arnheetham) refersto the external beauty and
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appearance, specificaly thebeauty of aperson’sbody or physical attributes (Vel Lath) KabirAnd
and the blossoming of flowers (malarnheetham). It suggeststhat physical beauty is Thiruvdluvar
fleeting and subject to change.

Second part (Maandhardham uL L ath thanaiyadhu uyarvu) emphasi sesthat thereal
greatness (uyarvu) liesin aperson’sinner quaities (Maandhardham) and character. It
underscorestheideathat one' strueworth isdetermined by their inner virtues, such as
kindness, compassion, integrity, and wisdom.

*  INTEXT QUESTIONS17.2.9 Notes

1.  According to Thiruvalluvar’s couplet “vel Lath thanaiya malarnheetham
meandhardhamuL L aththanaiyadhu uyarvu,” what isThiruva luvar’ sperspective
onexterna beauty?

a Itisimportant for success.

b) Itisasignof inner purity.

c) Itfadeswithtime.

d) Itdeterminesone’ scharacter.

2. What messagedoes Thiruvaluvar convey regarding external beauty andinner
qudities?

SECTION 17.2.10

Tranditeration:
Netunheer maRAvi matidhuyil naankum ketunheeraar kaamak kalan
Trandation:

Delay, oblivion, doth, and deep; thesefour
Are pleasure—boat to bear the doomed to ruin’sshore.

LET USUNDERSTAND 17.2.10

Thiscoupletisfrom Thirukkural’schapter on“The Importance of Control” (Kural
Araththuppadl). Thiscouplet highlightstheimportance of controlling one'sdesiresand
urges, particularly inthe context of sexua desire.
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Thefirst part (Netunheer maRAvi matidhuyil naankum) suggeststhat apersonwho
can control their sexual desire (Netunheer) and remain chaste (maRAvi) evenwhen
faced with temptationsor opportunitiesfor indulgence (matidhuyil) istruly disciplined
and virtuous. Itimpliesthat chastity and self-control arevirtuesto beupheld.

Second part (ketunheeraar kaamak kalan) emphasizesthat thosewho giveintotheir
sexual desires(kaamak kalan) and act impulsively or recklessly in mattersof passion
are prone to suffering or negative consequences (ketunheeraar). It suggests that
uncontrolled desirescan lead to harm.

¥ INTEXT QUESTIONS17.2.10

1.

2.

Accordingto Thiruvaluvar’ scouplet “ Netunheer maRAvi matidhuyil naankum,”
what isthevirtueassociated with controlling sexua desire?

a) Courage
b) Chestity
¢ Amhition
d) Passon

Wheat doesThiruva luvar say about controlling one'sdesires?

? DO YOU KNOW

Kabir wasinfluenced by both Hindu and Idlamic traditions. Hisversesoften
incorporate elements from both, reflecting a synthesis of diverse spiritual
influences

Theexact origin of Kabir remainsuncertain, adding an air of mystiqueto his
persona. Heisbelieved to have been bornin Varanas, but legends surround his
birth, including themystical discovery ontheriverbank.

Thiruvaluvar’sThirukkura providesacomprehensiveguideto ethica living.
Thework isorganisedinto three books—Aram (Virtue), Porul (Wealth), and
Inbam (L ove), covering various aspectsof life.

The exact appearance of Thiruvalluvar remainsunknown, leading to artistic
interpretations. The 133-foot-tall stonestatue of Thiruvaluvar in Kanyakumari,
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India, isaniconic representation, but historical accuracy regarding hisphysical
featuresisuncertain.

e  Thiruvaluvar’sinfluence extendsbeyond Tamil literature. Hiswork hasbeen
trand ated into several languages, making it accessibleto awider audienceand
highlightingitsuniversa gpped.

LET'SDO

Compareand contrast thethemes, styles, and messagesreceived from the coupl ets of
these two poets.

LET'SLEARN

abc
« GRAMMAR

Direct and Indirect Speech (I mper ative Sentences)

Inlesson 11, welearnt about Direct and Indirect speech and somerulesto convert
them into statement sentences. Inlesson 13, we got acquainted with theinterchanging
of Direct and Indirect speechininterrogative sentences. In thislesson, wewill proceed
with theinterchanging of Direct and I ndirect speech inimperative sentences.

Imperative sentences arethosethat give commands, make requests, adviceor offer a
proposa . When converting imperative sentencesfrom direct toindirect speech, there
arespecificrulestofollow. Consider thefollowing direct speecheswithimperative
sentences:

a Aloksad,"Pleaseclosethedoor.”

b)  Theteacheringtructed, “Completeyour TMA by thisweek.”
C¢)  Mridulasaidtoher friend, ‘Work hard so that you succeed'.
d) Fahadsaid,‘Let’'sgotowatchamovie!’

Inthefirst sentenceAlok isrequesting; inthe second sentencetheteacher isingtructing
or ordering; inthethird sentence Mridulaisgiving advice; and inthefourth sentence
Fahadisproposing or offering.

Whenwe changean imperative sentenceinto i ndirect speech wereport what someone
instructed, ordered, advised or suggested.
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To changean imperative sentenceinto indirect speech, thereporting verb (said, told,
saidto, etc) ischanged to areported verb which conveysthetone of acommand or a
request. A few examplesof thereported verbsto be used when changing animperative
sentenceintoindirect speech aregiven below:

Command: ordered, instructed, told

Request: begged, requested, pleaded, asked, told

Advice: advised, recommended, urged, suggested, recommended, told
Offer: offered, proposed, told

Now, let’s convert the above-mentioned imperative direct speechesinto indirect

Speeches:

a Aloksad,"Pleaseclosethedoor.”
Alok requested to close the door.

b)  Theteacheringtructed, “Completeyour TMA by thisweek.”
Theteacher instructed usto complete TMA by that week.

€)  Mridulasaidtoherfriend, “Work hard so that you succeed”.
Mridulaadvised her friend towork hard so that she could succeed.

d) Fahadsad,“Let’'sgotowatchamovie.”

Fahad proposed that they go to watch amovie.

Noticethat wehaveused ‘to’ instead of ‘that’ followed by the reported verb except
thelast sentencein which thereporting speech startswith“Let’s .

- irexrouesrionsits

Changethefollowing direct speech sentencesintoindirect speech:
i. “Pleasecleanyour room,” Mother said.

ii. “Don'teatall thecookies,” shewarned.

iii. “Let’'sgotothepark,” hesuggested.

iv. “Closethewindow,” theteacher commanded.
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V. “Bequietduringthemovie,” theusher requested. Kabir And
: : . Thiruvdluvar
vi. “Don'tforgettocall melater,” Sarah reminded him.
vii. “Handinyour assignmentsby Friday,” the professor instructed.
viii. “Let meknow if you need any help,” sheoffered.
ix. “Pleasedon’tbelate,” he pleaded.

X. “Finishyour dinner beforedessert,” Mom insisted.

2. Rewritethefollowing sentencesfrom indirect speech to direct speech. Notes
i. Shetoldhimtobequiet.
ii. Theteacher asked the studentsto submit their assignmentsby Friday.
iii. They suggested that wetakeabreak.
iv. Hetold her not to openthedoor for strangers.

V. Themanager instructed the employees to finish the project before the
deedline.

vi. Sarah’smother advised her to eat morefruitsand vegetables.
vii. Thedoctor recommended that he get morerest.
viii. Thetour guidesuggested that they visit themuseumfirst.
ix. Thecoachtoldtheteam to practise harder.
X. My friend asked meto help him with hishomework.
LITERARY DEVICES
Paradox

A paradox isastatement, proposition, or Situation that appearsto be sdlf-contradictory
or logically absurd, but upon closer examination, revealsadeeper truth or meaning.
For ex,

™ “| set out to find thewicked, but nonedid | find.”

Theline presentsaparadoxical situation wherethe speaker setsout tofind the
wicked but failstofind any. It contrastswith theexpectation of finding wickedness
when actively searchingfor it.
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e  ‘“Insuffering, everyoneremembersand meditates, but no onedoessoinjoy.”

The statement presentsaparadoxical situation where peopletend to remember
and meditate during timesof suffering but not during timesof joy. Thiscontrast
highlightsacommon tendency in human behaviour that may seem contradictory
or unexpected.

Oxymoron

Anoxymoronisaliterary devicethat juxtaposestwo contradictory or opposingwords
or conceptswithin aphrase. For ex,

“ A mute person egting araw mango, smiles’

Theline presentsan oxymoronic situation whereaperson whoistypically unableto
speak (“mute’) expressesjoy or satisfactionthrough aphysicd action (“smiles’). This
contrast crestesavivid and striking image.

Antithesis

Antithesisisarhetorica deviceinwhichtwo oppositeideasarejuxtaposedinaparale
dructureto cresteacontrasting effect. Itinvolvesthe useof contrasting words, phrases,
clauses, or sentencesto highlight the contrast between them. For ex,

e  “Naither seeking friendship, nor holding enmity towardsanyone”

Thelinejuxtaposestwo contrasting ideas: seeking friendship and holding enmity.
The antithesisin the statement highlights a balanced way of dealing with
relationships. It suggests not getting too involved in making friends or holding
grudges against others. Instead, it promotes staying neutral and calm in
interactionswith people.

° “Outward purity thewater will bestow;
Inward purity fromtruth aonewill flow.”

Thecontrast between* Outward purity” and*“ Inward purity” highlightsopposing
ideas, emphasising theimportance of both external and internal purity, albeit
achieved through different means.

e ‘“Infleshbyfireinflamed, naturemay thoroughly hedl the sore;
Insoul by tongueinflamed, the ulcer health never more.”

The contrast between thetwo lines, one describing the potential for healingin
naturefor physcal woundsand the other emphasising theirreparable harm caused
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by hurtful wordsto the soul, createsan antithesis. Thiscontrast highlightsthe Kabir And
different outcomesof physical and spiritua afflictions. Thiruvdluvar

¥ INTEXT QUESTIONS17.4

1.  Identify thefigureof speech usedin each sentence.

i. “Sowly, dowly, O mind, everything happensat itsown pace.”

ii. “What'stheuseof beingbig, likeadatetree? Notes
Thetraveller findsno shade, and thefruit remainsfar away.”
iii. “Arepleasure—boat to bear the doomed to ruin’sshore.”

iv. “Of greatnessand of meannesstoo,
The deeds of each aretouchstonetrue.”

V. “Insandy soil, when deep you delve, you reach the springs bel ow;
2. Createasentencefor each type of figure of speech:

i. Smile

ii. Metaphor

iii. Personification

iv. Hyperbole

3. Explanthemeaningorimagery conveyed by thefigureof speechinthefollowing
sentences:

i.  “Timeisathief inthenight.”

ii. “Thewindwhispereditssecretsthrough thetrees.”

iii. “Her smilewasaray of sunshineonacloudy day.”
LET'SWRITE

Read thefollowing conversation between Bappaand Nitu and writeashort paragraph
based onit.

“Hey, how'sit going?’ asked Bappaas he entered theroom.
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“Not bad, just catching up on somereading,” replied Nitu, not looking up from her
book.

“What areyou reading?’ Bappainquired, curious.

“It' sabook onancient Indian philosophy,” Nituanswered, finaly lifting her gaze. “It's
quitefascinating.”

“I’veheard about that! What'sit al about?’ Bappaasked, settlinginto achair.

“Well, it'sincredibly diverse,” Nituexplained. “ Therearedifferent school sof thought,
each with itsown unique perspectiveon lifeand existence.”

“Interesting,” mused Bappa. “ Can you give me an example?’

“Sure,” Nitu said. “ Takethe concept of ‘ dharma’ in Hindu philosophy, for instance.
It'snot just about duty; it’sabout living in harmony with thecosmic order.”

“Fascinating,” remarked Bappa. “ And what about Buddhism?’

“Buddhism focuseson theimpermanenceof everything and theideaof ending suffering
through enlightenment,” Nitu elaborated. “ I1t'sabout understanding the nature of redlity
andfindinginner peace.”

“Wow, ancient Indian philosopherswereredly ahead of their time,” exclaimed Bappa,
impressed.

“Absolutely,” Nitu agreed. “ Their insights still resonate today and offer valuable
perspectivesonlifeand the human condition.”

@" WHAT HAVE YOU LEARNT

WHAT YOUHAVE LEARNT

° Both Kabir and Thiruvaluvar emphas setheimportanceof humility and smplicity
inlife. Kabir’sdohasoften criticise ego and pride, highlighting the value of
humility. Thirukkural advisesthat modesty and humility bring respect and peece.

° Kabir advocatesfor universa |ove and compassion, urging peopleto transcend
religiousand socid divides. Smilarly, Thirukkural underscorescompassionasa
fundamental virtue, sating that acompass onateheart bringshappinessand mora
integrity.
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° K abir emphas sesself-reflection, urging individualstolook withintofind truth KabirAnd
and God, rather than seeking external validation or ritualistic practices. Thiruvdluvar
Thiruvalluvar, too, speaks of self-control and inner purity, suggesting that a
virtuousinner lifeiskey to external success.

° Both texts caution against excessive attachment to material wealth and
possessions. Kabir highlightsthetrangent nature of lifeand thefutility of meaterid
pursuits. Thirukkural advisesmoderation, Stressing that truewedth liesinvirtue
andwisdom rather thanin material accumulation.

e  Thirukkura placesgreat emphasison the acquisition of knowledge, wisdom, Notes
and the pursuit of truth. Kabir also highlightsthe need for spiritual wisdom,
urgingindividuasto go beyond superficia learning and seek degper understanding
and enlightenment.

° Both Kabir and Thiruvaluvar stresstheimportance of ethical conduct and mora
values. Kabir’s dohas encourage truthful ness, kindness, and non-violence.
Thirukkura offersacomprehensiveguideonmora living, covering topicssuch
asjudtice, charity, honesty, and family values.

®
TERMINAL QUESTIONS

1.  What doesKabir lament about when witnessing grinding stonesat work?

2. WheredoesKabir find theevil inthisworld, and what isthelesson heimparts
through thisobservation?

3. According to Kabir, how muchisenough for sustaining thefamily, and what
vauesdoesthisreflect?

4.  Why doesKabir refer to amute person’s smile, and what profound message
doesthisconvey about divinelove?

5. What does Kabir want to teach with the exampl e of the date tree, and what
message doesit convey about substance over appearance?

6. Inthecouplet discussing the qualitiesof aruler from the chapter on“On not
Sumberinginone sDuty,” what virtuesand responsbilitiesdoes Thiruva luvar

highlight?
7. Inthecouplet advising on* Seeking the Right Place,” what does Thiruvalluvar
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recommend regarding the environment one should choose?

8.  Inthecouplet from the chapter on* The Essentialsof aState,” what qualities
doesThiruvalluvar emphasisefor agood ruler or leader?

9.  What isthemessagein the coupl et from the chapter on “ The Importance of
Sdlf-Control” regarding theenduring va ue of inner strength and goodness?

10. Explain the wisdom conveyed in the couplet from the chapter on “The
Importance of Self-Control” regarding the significance of inner virtuesover

external beauty.

[
‘ l ANSWERSTO INTEXT QUESTIONS

1711

17.1.2

17.1.3

b) Impermanence and change.

Kahir lamentsabout thetrang ent nature of lifeand theinevitability of change.

Kabir findstheevil within himself, not in theworld around him. Through
introgpection, herealizesthat thetrue source of wickednessliesinhisown
mind and heart.

Thelesson Kabirimpartsisthat saf-reflectionisessentid. Instead of judging
others, we should examine our own flawsand work on self-improvement,
astrue understanding and growth comefromwithin.

b) Speak softly and kindly

K abir suggests speaking wordsthat are gentle, compassionate, and uplifting
to others.

Kabir suggeststhemind to have patience because hebdievesthat everything
inlifeunfoldsat itsown pace.

Kabir usesthemetaphor of agardener watering plantsto convey theessence
of patience.
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17.1.5

1.

2.

17.1.6

b) Never experience hunger.

According to Kabir, 'enough’ means having just sufficient to carefor his
family and ensuring nonegoes hungry.

1.  Kabir usestheexampleof the datetreeto convey theideathat merephysica
szeor grandeur isnot inherently vauableif it doesnot serveapractica purpose
or provide benefit to others.

Theessence of Kabir’'scouplet “BadaHuaTo KyaHua” isto emphasisethe

inggnificance of materia wealth, power, or physical statureif they do not bring
about positive change or benefit others.

17.1.7

1.

2.

17.1.8

17.1.9

d) Happinessand well-being.

Thiscoupl et revea sthat Kabir’sapproach to human relationshipsisone of
neutrality and benevolence. He neither seeksfriendship nor holdsenmity
towardsanyone, indicating astance of equanimity and goodwill towardsall
individuds

b) Deep contemplation

Kabir suggests becoming wise not merely through extensivereading or
memori sation of scriptures but through deep contemplation. Thus, Kabir
emphasi sestheimportance of introspection and understanding rather than
rotelearning.

Kabhir believeswefed sad becausewefocustoo much on our troublesand
bad times. We often think about them, making ourselvesfedl evenworse.

Kabir suggeststhat if welearnto et go of both happinessand sadness, we
canfind peace. Instead of only meditating when we' re sad, we should a so
do it whenwe' re happy. Thishelpsusunderstand that joy and sorrow are
just temporary fedings, and we can rise abovethem by finding inner peace
through meditation.
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17.1.10
1. &) lmpossibletonarrate.

2. Kabir referstoamute person’ssmileto emphasisetheideathat expressons
of love cantranscend verba communication. Evenwithout words, themute
person’ssmilecommunicatesjoy and contentment, highlighting the power
of non-verba communication and the depth of emotion that love can evoke.

17.21

1. Thiruvdluvar associatesquditieslike sharing domestic lifeand possessing
householdvirtueswithafulfillinglife.

2. Thecouplet highlightsthe significance of wealth earned through honest
means, suggesting it bringsrespect and spiritud fulfilment, eventotheextent
of being honoured among thegodsin heaven.

17.2.2
1. c¢)Pleasantquditiesanddiligence.

2. Thiruvaluvar emphasisestheimportance of possessing pleasant qualitiesand
diligencefor aruler or leader.

17.2.3
1.  b)lgnoreharmandwrongdoing.

2. Thiruvdluvar advisesagainst responding to harm or wrongdoing with further
harm or retaliation. Instead, he advocatesfor maintai ning one' scomposureand
not stooping to thelevel of thosewho havewronged you.

17.2.4

1. Inthiscouplet, Thiruvalluvar comparesslander to aform of governance or
leadership. Specificaly, helikensslander to aruler or authority figureinthe
context of governance.

2. Regadingdander, Thiruvaluvar advisesagaingt it. Hesuggeststhat if everyone
focused on their own faultsinstead of malicioudy scrutinising those of their
neighbours, no harmor evil would befall anyone.

17.2.5

1. d) Thesgnificanceof outward purity.
SENIOR SECONDARY




Kabir And Thiruvaluvar

2. Justandfair governance, rooted in truth and integrity, iscrucial for effective
leadership and societa well-being.

17.2.6
1.  b) Empathy andcare

2. Thiruvdluvar highlightsthequalitiesof aruler such asmilitary prowess, wedlth,
ministeria competence, and the support of friendsand fortifications.

17.2.7
1. d)Findsolitudeinnature.

2. Theadviceisto continuously seek knowledge and wisdom, asit leadsto a
better understanding of one'ssurroundingsand finding theright placeinlife.

17.2.8
1. @) Greatnessand mediocrity.

2. Thiruvdluvar emphassesthat the deedsof each, whether they aregreat or mean,
serveasatruetouchstone. Thisimpliesthat both greatnessand mediocrity are
tested or judged by their actions, indicating the importance of one’'s conduct
regardlessof their status or achievements.

17.2.9
1. c)ltfadeswithtime.

2. Thiruvdluvar emphasisestheimportanceof cultivatinginner virtues, asthey
areenduring and contributeto one strue greatness.

17.2.10
1. b)Chastity.

2. Thiruvaluvar advisespeopleto resist thetemptations of pleasure-seeking
behavioursand instead focuson discipline, diligence, and mindful actionto
avoiddownfall.

17.3

1. i Mom asked himto clean hisroom.

i. Shewarned not to eat all the cookies.
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Vil.

Viil.

Vil.

Viil.

174

He suggested going to the park.

Theteacher commanded usto closethewindow.

Theusher requested to be qui et during themovie.

Sarah reminded him not to forget to call her later.

The professor instructed usto hand in assgnments by Friday.
Sheoffered tolet her know if sheneeded any help.

He pleaded not to belate.

Mominsisted onfinishing dinner before dessert.

“Bequiet,” shetoldhim.

“Submit your assignmentsby Friday,” theteacher asked the students.
“Let’stakeabreak,” they suggested.

“Don’'t openthedoor for strangers,” hetold her.

“Finishtheproject beforethedeadline,” the manager instructed the
employees.

“Eat morefruitsand vegetables,” Sarah’smother advised her.
“You should get morerest,” the doctor recommended.
“Let’'svistthemuseumfirst,” thetour guide suggested.
“Practiseharder,” the coach told theteam.

“Help mewith my homework,” my friend asked me.

Repetition, Personification

Simile, metaphor, imagery, irony, symbolism
Symbolism

Antithes s, parallelism, metaphor
dliteration, metaphor, imagery

2. Individud answer

3. Individud answer
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READINGWITH UNDERSTANDING
(Nation buildersof India: Vallabh Bhai
Patel and Bal Gangadhar Tilak)

Thislessonisabout thetwo prominent nation-buildersof India: Bal Gangadhar Tilak
and Sardar Vallabhbhai Patel. Thislesson aimsto provide an understanding of the
contributionsof theseleadersin India sstrugglefor independence and nation-building.

LEARNING OUTCOMES

After studying thislesson, thelearner:
e  Anadysesandevauaesdifferent passageswrittenin English;

° | nterprets short theme-based passages by closereading, and answersquestions
on those passages.

18.1LOKMANYA BAL GANGADHARTILAK

Ba Gangadhar Tilak wasbornon July 23, 1856, in Ratnagiri, Maharashtra. Hehailed
from aBrahmin family and received an early education rooted in Indian cultureand
heritage. Hisquest for knowledgeled him to pursue higher education in mathematics
and law. Tilak’ sentry into politicswas marked by hisdeep senseof nationa prideand
acall for Swarg. Hebecameapart of the Indian National Congressbuit later founded
the extremi st wing within the Congress, advocating for amore assertive approach
towards achieving independence. His newspaper, “Kesari,” and later “Maratha,”
became powerful platformsfor spreading nationalist idess.

Oneof themost famousincidentsfrom Bal Gangadhar Tilak’slifeisthe story of how
he popul arised the Ganesh Chaturthi festival asapublic celebration. When Tilak was
ayoung boy, hewitnessed agroup of childrenin hisneighbourhood playing outside
during the Ganesh Chaturthi festival . These children were upset becausethey couldn’t
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openly celebratethefestival dueto restrictionsby the British colonia authorities. Tilak
wasdeeply moved by thisincident and felt that the cultural and religioustraditions of
Indiawere being suppressed. In response, he had a brilliant idea— he decided to
makethe Ganesh Chaturthi celebration apublic event. Hebelieved that by celebrating
thefestiva openly and bringing peopletogether, they could assert their cultura identity
and build asense of unity and pride. Thisinitiativeled to the public celebration of
Ganesh Chaturthi, atradition that continuesto thisday in many partsof India, where
communities cometogether to worship L ord Ganeshawith el aborate processions,
music, and dance.

Another notableinitiative hetook wasthe cel ebration of the Shivaji festival .1n 1895,
Tilak organised agrand Shivgji festival in Puneto commemoratethe Marathawarrior
king, Chhatrapati Shivaji Maharg. Thisfestival wasnot just about remembering the
past but also about inspiring peopleto take pridein their culture and history. The
festival included processions, historical exhibitions, and cultural eventsthat brought
the community together.Tilak’ svision wasto remind peopleof thevaour and bravery
of leaderslike Shivgi and toingtil asenseof patriotisnand prideinther Indianidentity.
Hiseffortsto revive and celebrate India srich history contributed to the cultural
awakening of thetime.

Ba Gangadhar Tilak wasapass onateleader who believed indirect actionto achieve
independence. Bal Gangadhar Tilak wasknown for his powerful speechesand his
ability to mobilisethe masses. Inamemorabl eincident during apublic gathering, Tilak
declared, “ Swargjyaismy birthright, and | shall haveit!” Thispowerful statement
becamearallying cry for theindependence movement and inspired countlessIndians
tojointhestrugglefor self-rule.Tilak’ swordsresonated deeply with peoplefrom all
walksof life, igniting asense of national pride and determination to work towards
achieving Swarg (sdf-rule). Thisdeclaration becameaniconic momentinIndiasfight
for independence and ga vanised the spirit of freedom among themasses.His ability to
mobilisethemassesand hiscall for non-cooperationwith the British authoritiesduring
the Swadeshi M ovement and the boycott of foreign goodshad aprofound impact on
thefreedom struggle.

Tilak wasnot only anationalist but also areformer. Heworked to promote education
among the massesand emphasi sed theimportance of cultural and linguisticidentity.
Hiseffortsin thefield of education and his contributionsto the devel opment of the
Ganesh Chaturthi festival asapublic celebration were notable. Tilak’sunwavering
commitment to the cause of independenceled to several imprisonmentsby the British
colonid authorities. Hespent asignificant part of hislifebehind bars, enduring hardships
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for hisconvictions. Despitethis, heremained asteadfast and inspirational figurefor
many.

Onesignificant aspect of Bal Gangadhar Tilak’s prison lifewas hiscommitment to the
causeof Indianindependencewhileincarcerated at Mandalay Central Jail in Burma.
Despitethe challenging conditions, Tilak continued towrite prolificaly. Heauthored
severa works, including “ TheArctic HomeintheVedas’ and“ GitaRahasya,” during
hisimprisonment. Theseliterary worksnot only showcased hisintellectual prowess
but aso played avitd roleininspiring thelndian massesto jointhestrugglefor freedom.
Hiswritingsweresmuggled out of prison and publishedin newspapers, anplifying the
cal for independence and demonstrating hisunwavering dedi cation to the cause even
from behind bars.

Bal Gangadhar Tilak’slegacy ismultifaceted. Heisremembered as apassionate
nationaist whoignited thespirit of self-ruleamong themasses. Hiscontributionstothe
Swadeshi Movement, the promotion of education, and the assertion of cultural identity
continueto influence India ssocio-political landscape.Bal Gangadhar Tilak’slifeand
work exemplify the power of unwavering determination and theability of oneindividua
toinspireanation. Hiscall for Swaraj and hisrolein shaping India’s strugglefor
independencemakehim areveredfigurein Indiashistory, atrue patriot who dedicated
hislifeto the cause of freedom.

> INTEXT QUESTIONS18.1

Choose the correct option for each question.
1.  What werethe namesof the newspapersstarted by Tilak?
ad Kesari andMaratha
b) TheTimesof Indiaand Hindustan Times
c) SwargyaandYoungIndia
d) ThePioneer and TheTribune
2. Whichfedtivd did Ba Gangadhar Tilak start to celebratein public?
a) Hdl b) Ganesh Chaturthi
c) Diwdi d Ed

ENGLISH COURSE (302)

MODULE - 18

ReadingWith
Understanding

Notes




MODULE - 18

ReadingWith
Understanding

Notes

Reading With Understanding

3. What did Tilak mean by the statement “ Swarajyaismy birthright, and | shall
haveit?’

a Hedemanded asdary increasefor government officials.

b) Heasserted hisright to celebraterdigiousfestivalsopenly.

¢) Hedeclared hisunwavering determinationto achievesdf-rulefor India

d) Heingsted onbecomingthe President of thelndian National Congress.
4.  What did Tilak do when hewasimprisoned?

a) Heorganised acricket tournament.

b) Heauthored literary workslike*TheArcticHomeintheVedas.”

¢) Hewentonahunger strike.

d) HetravelledtoLondontomeet with Britishofficias.
5. WherewasTilak imprisoned when hewrote hisbook “ GitaRahasya’ ?

a Alcatraz Prison, USA

b) Tihar Jal, India

c) Mandday Central Jail, Burma

d) Robbenldand, SouthAfrica

18.2SARDAR VALLABHBHAI PATEL - THE IRON MAN OF INDIA

Vallabhbhai Patel wasborn on October 31, 1875, in Nadiad, Gujarat, India, intoa
humbleagriculturd family. Fromayoung age, he displayed remarkabledeter mination
and athirst for knowledge. Patel’sjourney led himto study law at theMiddle Temple
InninLondon, England, where hehoned hislegd skillsand devel oped akeen sense of
justice.Upon returning to Indiain 1913, Patel began hislegal career asabarristerin
Ahmedabad. Hissharplega acumen, coupled with hisdeep concernfor social issues,
quickly gained himrecognition. Patel’ slega practice becameaplatform throughwhich
he advocated for the rights of the underprivileged and disenfranchised, setting the
stagefor hisfuture politica career.

Patdl’ sgrowinginvolvement in India sfreedom struggle drew him towardsthe Indian
National Congress. Histirelesseffortsand unwavering commitment to the cause of
independenceled himto risethrough the ranks of the Congress, earning respect and
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admirationfor hisleadership.Sardar Patel’scommitment to India sindependencewas
unwavering. Hewas not only avocal proponent but also a staunch practitioner of
nonviolent resistance. During the strugglefor independence, Sardar Va labhbhai Patel
played acrucia roleinthe K heda Satyagraha, ahistoric episode of nonviolent res stance
againg theBritish colonia adminigtration. In Kheda, Gujarat, poor farmerswerefacing
a severe crop failure, and they were unable to pay land revenue to the British
government.Sardar Patel, known for hisempathetic leadership, took up the cause of
thesedistressed farmers. Heled the Kheda Satyagraha, urging thefarmerstowithhold
their taxesand demanding relief from the oppressiverevenuepolicies. Hisparticipation
invariouscivil disobedience movementsearned him numerous prison sentences, but
heremained resolutein hisconvictions. Sardar Vallabhbhai Patel’ sleadership during
theBardoli Satyagrahaisaremarkablestory. In 1928, the British government increased
land revenueratesin the Bardoli region of Gujarat, causingimmense hardshiptothe
locdl farmers. Patel took up the causeand led the Bardoli Satyagrahato protest against
thisunjust policy. The Bardoli Satyagrahaof 1928, under hisleadership, standsasan
iconic exampleof hisdedication to thecause, earning himthereveredtitleof “ Sardar”
or“Leader.”

Duringthefina stagesof India'sstrugglefor independence, Patel played apivota role
innegotiationswith the British authorities. Hisstrategic acumen and diplomatic finesse
wereinstrumenta in securing India shard-fought independencein 1947. Henot only
played akey rolein convincing the British to grant independence but dso in persuading
the princely statesto accedeto the newly independent India.

After India sindependence, Sardar VValabhbhai Patel assumedthecrucid roleof Indias
fira Deputy PrimeMinigter andtheMinister of HomeA ffarsintheinaugura government
led by Prime Minister Jawaharlal Nehru. In this capacity, he faced monumental
chalenges. Patel’ sleadership wasparticularly evident in theintegration of the princely
dtates. Hisskillful diplomacy and persuasiveabilitiesplayed acrucid rolein peacefully
assmilating over 500 princely statesinto thelndian Union, ensuring India sterritorial
integrity.

Sardar Vallabhbhai Patel faced another daunting challenge — the integration of
Hyderabad, aprincely statewith aMuslim Nizam who wasreluctant to accedeto
India. The Nizam of Hyderabad wanted to remain independent or possibly join
Pekistan.Sardar Patel embarked on amission to peacefully integrate Hyderabad into
India. However, negatiationswiththeNizam proved chalenging. TheStuation escal ated,
leading to the *“ Operation Polo” military action in September 1948. Indian forces
quickly and effectively defeated the Nizam’sarmy, leading to theaccess on of Hyderabad

tolndia
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Another remarkableincident from Sardar Vallabhbhai Patel’slifeisrelated tothe
integration of theprincely state of Junagadh into the Indian Union. Junagadh, located
in present-day Gujarat, wasaprincely statewith aMudim ruler, Nawab Muhammad
Mahabat Khan I11, who decided to accedeto Pakistan after Indiagai ned independence
in1947. Sardar Patel wasfaced with the chalenging task of bringing Junagadh, which
had aHindu-mgjority population, into the Indian Union. Despitethe Nawaly' sdecision
to accedeto Pakistan, Patel wasdetermined to ensuretheterritoria integrity of India
Heinitiated negotiations, and when diplomacy failed, he decided onabold move.lnan
unexpected turn of events, Sardar Patel organised asuccessful policeaction, sending
Indian forcesto Junagadh to securetheregion. Thismoveled to theintegration of
Junagadh into India, ensuring that theterritory stayed united with the newly formed
nation. Thisdemongtrates hisdetermination and strategic thinking in pursuing hisgoals
like securing theunity of anewly independent India.

That iswhy Sardar Vallabhbhai Patel’s most enduring legacy ishiscontribution to
nationa unity andintegration. Hisnickname, “Iron Man of India,” symbolisesnot only
hisunwavering determination and strong leadership but dso hisroleinforging aunited,
democratic, and federa India.ln honour of hismemory and lasting impact, the* Statue
of Unity,” theworld' stallest statue, wasinaugurated on October 31, 2018, in Gujarat.
Thistowering statue, standing at 182 metres (597 feet), representsnot only Patel’s
physical staturebut also hismonumenta staturein Indian history.

Sardar Valabhbhai Patel’slifestory servesasaninspiration for generations, illustrating
the power of determination, diplomacy, and leadership in shaping anation’sdestiny.
Hiscontributionsto India’sfreedom struggle and the consolidation of the country
post-independence make himan enduring symbol of national prideand unity.

¥ INTEXT QUESTIONS18.2

1.  WhatwasSardar Patel’s profession before entering politics?
a Doctor
b) Lawyer
c) Enginesr
d) Teacher

SENIOR SECONDARY




Reading With Understanding MODULE - 18

2. Whichhigtoriceventisassociated with Sardar Vallabhbhai Patel’sleadershipin ReadingWith
Gujarat? Understanding

a QuitIndiaMovement
b) JdlianwaaBaghMassacre
¢) KhedaSatyagraha

d) Non-Cooperation Movement

3. Whatroledid Sardar Valabhbhai Patel play intheintegration of princely Sates
intolndia?

Notes

a Heopposedtheintegration of princely states.
b) Heplayednoroleinthisprocess.

¢) Hewasinstrumenta in peacefully integrating over 500 princely statesinto
thelndian Union.

d) Heledtheprincely statesinarevolt against Britishrule.

4.  Which princely state posed asignificant challengeto Sardar Patel’seffortsat
integration dueto itsNizam'’sreluctanceto accedeto India?

a Kadmir
b) Hyderabad
¢) Junagadh
d) Travancore

5. What significant action did Sardar Patel taketo integratethe princely state of
Junagadhintothelndian Union?

a Heinitiated negotiationswith Pakistan.
b) Heorganised areferendum.
¢) Heconductedapoliceaction.

d) HeappealedtotheUnited Nationsfor intervention.
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Understanding ﬂANS\NERSTO INTEXT QUESTIONS
18.1
1. @ KesariandMaratha
2. b) GaneshChaturthi
3. ©) Hedeclared hisunwavering determinationto achieve sdf-rulefor In-
Notes dia

4. b) Heauthoredliterary workslike® TheArcticHomeintheVedas.”
5. ¢ Mandalay Central Jail, Burma.
18.2
1. b) Lawyer
2. ¢ KhedaSatyagraha

3. ¢ Hewasingrumenta inpeacefully integrating over 500 princely states
intothelndian Union.

4. b) Hyderabad

5. ¢) Heconductedapoliceaction.
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(International Fight against Drug
Abuseand lllicit Trafficking)

Thislesson focuseson theinternational fight against drug abuseandillicit trafficking.
It explorestheglobal effortsaimed at addressing thispressing issue, understanding the
challengesinvolved, and examining strategiesemployed to cresteasafer and hedlthier
world. It delvesinto the complexities of the problem and discovers how nations
collaborateto combat the menace of drugsandillicit trafficking.

LEARNING OUTCOMES

After studying thislesson, thelearner:
e  Anadysesandevauaesdifferent passageswrittenin English;

° | nterprets short theme-based passages by closereading, and answersquestions
on those passages.

19.1SECTION|

OnthisInternational Day against DrugAbuseand Illicit Trafficking, we cel ebratethe
choicethat millionsof peoplearound theworld have madeto live healthily, and we
applaud the courage shown by thosewho have stopped using drugs. In doing so, we
send a positive message to al people who use or might be tempted to use drugs:
‘Vaueyoursdf... make hedlthy choices’

Thisday isaso an occasionto highlight thefact that nearly 200 million peoplearetill
consumingillega drugs. Thesedrugsmight have namesthat sound colourful or enticing,
suchascrack, pot, junk, crystal meth, and disco biscuits. But thesearelittlemorethan
ticketsto adead end. For thosetrapped by addiction, treatment isaway out, and the
choiceto seek trestment isnot only courageous, but often life-saving. Thosewho have
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not ventured down the path of drug abuse should |earn the lesson from those who
have, and firmly choose not to.

Making hed thy choicesa so meanschoosing alifestylethat hasapostiveeffect onthe
body and mind, including, for example, participationin sportstoimprove health and
well-being, teach theval ue of teamwork and discipline, and build salf-confidence.

[Message by The Secretary General, UN on the occasion of theInternational Day
againgt DrugAbuseand lllicit Trafficking, 26th June, 2005]

> INTEXT QUESTIONS19.1

1.  Basedonyour understanding of themessage given above, answer thefollowing
questions.

ad Whatistheoccasonfor thismessage?

b) What message has been conveyed through this passage? Towhomisthe
message addressed?

¢) Why doesthewriter say that those who are not drug addictsshould firmly
choosenot tofall victimto drug addiction?

d) Towhat healthy choicesdoestheauthor refer?
€) What should peopleresolve onthe occasion?

f)  What doestheauthor meanwhen hesays, “ L et usencourageall our fellow
human beingsto make personal choicestolead hedlthy lives?’

2. Whichwordsinthe message meanssimilar tothefollowing:

a notalowedbylaw (Paral):

b) toexpresspraise/appreciation (Paral):

c) falingvictimtoanevil desgn(Para2):

d) takingstepintodanger knowingly (Para?2):
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19.2SECTION 1|

Drug addictionisatreatabledisorder. Through treatment that istailored toindividual
needs, patientscan leavetheir condition and livenormd, productivelives. Likepeople
with diabetes or heart disease, peoplein treatment of addiction learn behavioural
changesand often take medicationsaspart of their treatment regimen.

Behaviourd therapiescaninclude counselling, psychotherapy, support groups, or family
therapy. Trestment offershelpin suppressing thewithdrawa syndromeand drug craving
and in blocking the effects of drugs. Studiesshow that treatment for heroin addiction
using methadone at an adequate dosage level combined with therapy reduces death
rates and many health problemsassociated with heroin abuse.

In general, the more treatment given, the better the results. Many patientsrequire
other servicesaswell, such asmedical and menta health servicesand HIV prevention
services. Patientswho stay intreatment longer have better outcomesthan thosewho
day lesstime. Patientswho go through medically ass sted interventionswith minimised
discomfort but do not receive any further treatment, perform about the sameinterms
of those who were never treated. Over the last 25 years, studies have shown that
treatment worksto reduce drugsand crimes committed by drug-dependent people.
Researchersa so havefound that drug abuserswho havetreatment are morelikely to
havejobs.

Theultimategoal of al drug abusetreatment isto enablethe patient to achievelasting
abstinence, but theimmediate goalsare to reduce drug use, improvethe patient’s
ability tofunction, and minimisethe medical and social curseof drug abuse.

Thereare several typesof drug abuse treatment programmes. Short-term methods
last lessthan 6 months and residential therapy, medi cation therapy, and drug-free
outpatient therapy. Longer term treatment may include for example, methadone
mai ntenance outpatient treatment for opiate addicts and residential therapeutic
communication trestment.

¥ INTEXT QUESTIONS19.2

1.  Completethefollowing passagewith theinformation containedinthe passage.
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Drugaddictionis 0] can betreated. Thetrestment givento
theaddictsisaccordingto (i) needs. After treatment the
patient can (i) life. Thetrestment makescertain behavioura
changes. This therapy includes (v) , and
(vi) . Thistrestment suppresses (vi) and
(viii) . Use of adequate dose of methadone combined with
behavioural therapy reduces (ix) and (x)
associated with heroin abuse.
If the patient getstreatment (xi) theresultsare better. Asa
result of treatment, the number of (xii) committed by the

drug addicts comes down. Main aim of drug abuse treatment

5 (xiii) and (xiv) function.

Whichwordsinthe passagemean similar tothefollowing:

i) asystematicplanor setof rules(Part1):

ii)  mostimportant/main (Para4) :

iii) Tohaveeffectfor alongtime (Para4) :

iv) Enoughinquantity (Para2):

A
‘ = ANSWERSTO INTEXT QUESTIONS

191

1. 8 Internationa Day against DrugAbuseand llicit Trafficking

b) Message: ‘Vaueyourself ‘— make healthy choicesto peoplewho
arenot yet drug addicts but might be tempted.

c) Drugaddictionleadstoadead end.
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d) Choosingalifestyleleadingto postiveeffect onthemind and body or
they may participatein sports, learn values of teamwork and disci-
pline

€)  Thatthey would creaste and livein adrug free society and that people
shouldlead hedthy lives.

f)  That peopleshould create environment that would encourage people
to lead healthy lifeand adopt positive outlook

2. @ llidt
b) Applau
C) Trapped
d) Ventured

19.2

1. i. adisorderthat
ii.  individud
iii. leadanormal
iv. counsdling
V.  psychotherapy
vi. familytherapy

vii.  withdrawa syndrome
Viii. drugcraving

iX. deathrate

X.  many hedlth problems

xi. forlong
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ReadingWith Xi. crimes
Understanding
(Internationd Fight Xiii. toreducedruguse
against DrugAbuseand . o
it Trafficking) xiv  improvethe patient’sahility to.
2. i. Regmen
ii.  Ultimete
iv. Adeguate
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READINGWITH UNDERSTANDING
(L osar and Bihu)

Ladakh, oftenreferredto asthe Land of High Passes,” isaregionin the northernmost
part of India, known for its breathtaking landscapes and vibrant culture. Among its
many cultural events, the Losar Festival standsout asacaptivating celebration. Losar,
meaning“new year” in Tibetan, holdsimmense significancein Ladakh asit marksthe
beginning of the Tibetan New Year. Thisfestival, celebrated with great enthusiasm,
featuresthe cleansing of homes, colourful decorations, and the mesmerising Cham
Danceperformed by monks. Theentireregion comesaivewith colourful lights, cresting
amagica atmosphereduring thisjoyousoccasion.

Inthe northeastern state Assam, the Bihu Festival isacultural extravaganzadeeply
rootedintradition and agriculture. Bihu, cel ebrated with fervour, signifiesthe stages of
thefarming calendar. The most important among thethree Bihu festivalsis Bohaag
Bihu, aso known asRongali Bihu, which heraldsthe Assamese New Year and the
arriva of spring. Farmersbathetheir livestock, performritua s, and engageinmerriment
marked by music and dance. Kati Bihu observesthemiddleof theagricultural cycle,
whileMagh Bihu markstheend of the harvest season, focusing ontraditional cuisine,
bonfires, and cultural danceslikethevibrant Bihu dance.

LEARNING OUTCOMES

After completing thislesson, thelearner:
e  Anadysesandevauaesdifferent passageswrittenin English;

° | nterprets short theme-based passages by closereading, and answersquestions
on those passages.
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21.1LOSAR

Ladakh, known asthe“Land of High Passes,” isindeed aregion of mesmerising
beauty and charm. Located in the northernmost part of India, Ladakh’s unique
landscapes, pristinescenery, and vibrant culture continuesto alurethousandsof tourists
every year. Oneof themost captivating cultura eventsin LadakhistheLosar Festival.

Losar trandatesto Lo meaning year and Sar meaning new. Thefestiva holdsparticular
importancein Ladakh, asit marksthebeginning of the Tibetan New Yesr. Itiscd ebrated
with much pomp and show and holdsasignificant placein the hearts of the people of
Ladakh asit typically fallsduring thewinter monthswhentheregionisoften coveredin
snow. Losar inIndiaisce ebrated with al thefervour that thefestival seesin Tibet and
Ladakhisafineexampleof it.

Thefestivitiesbegin by peoplecleaning up their homesand starting preparationsfor
the performancesthat take placein various monasteries. Old itemsarediscarded from
homes, and bright and colourful decorations adorn each house. The gompas, or
Buddhist monasteries, are decorated as part of the celebrations.

Anintegral feature of thefestival isthe * Cham Dance’, a masked dance usually
performed by monks, where the dancerswear colourful and elaborate costumesand
masksand performthe* devil dance’ signifying thetriumph of good over evil. They
perform and dance for the entertainment of the gods and followers who visit the
monasteriesto pray during Losar.

Oneof theattractivefeaturesof Losar istheway Ladakh lightsup during thistime.
Theentireregion comesdivewith colourful lightsand prayer lampsadorning buildings,
houses, monagteries, and shops. Thevisud spectacletransformsLadakhintoamagica
wonderland, creating amagica atmosphere

Few daysbeforethefestival begins, theoccasion of * khepa' isobserved, when people
fetch small branches of athorny bush and keep at their house doorsto seek protection
fromtheevil spirits

Losar isn't limited to just oneday of festivities; rather the cel ebrations extend for
fifteen daysas peoplewelcomethe New Year and cel ebrate agricultural prosperity.
During this period, the community comestogether to engagein variousritualsand
celebrations. Peoplegather to offer prayersfor blessngsand good fortune, participate
intraditional dances, and sing songs. They decorate the doors, wallsof thekitchen
and wooden columns with auspiciousimages of the Ibex deer and other symbols.
Someindividua sembark on pilgrimagesto sacred siteslike M ount Kailash as part of
their spiritua journey.

SENIOR SECONDARY




Reading With Understanding (L osar and Bihu)

Thefirst day of thefestiva ‘LamalL osar’, meaning ‘ theFestival of theGuru’, ismarked
by processionsand grand feaststhat are al so offered to the gods and ancestors. On
the second day peoplevisit their relativestaking with them traditiona giftsasthe New
Year’ sgreetings. Thethird day ismarked by visitsto monasterieswith offerings of
herbs, animal sand demonsmadefrom akind of dough. Intheevening of thethird day,
thereisatradition of sky-gazing, where peoplelook up to spot thefirst moon of the
year, and offer prayersfor aprosperous harvest.

During thefestival time, the Ladakhiswitness ancient ceremoniesto represent the
between good and evil, one such ceremony isthe Metho ceremony wherein hundreds
of peoplewith flaming torches and chanting prayers parade on the streetsto ward
away the negative spiritsand hungry ghosts.

What makesthe L osar Festival even more gppedlingtotouristsisthat vistorshavethe
opportunity towitnessand participateintheuniquerituas, songs, dances, and cultural
performancesthat makethisfestival so specid. It providesanimmersive experience
into Ladakh'srich cultural heritage and enrichesone’sunderstanding of the culture of
thisland.

Losar Festival hasdeep rootsin Ladakh'shistory and culture, serving asaunifying
forcewithinthecommunity. The celebrationskick off with familiescoming together to
offer prayersand sharing in thefestivities. This sense of togethernessand shared
traditions strengthensthe social bondsamong the people of Ladakh

In essence, the Losar Festival in Ladakh can be described asagrand, colourful, and
exciting cel ebration that spansmany days. Itisatimeof illumination, traditiona dances,
heartfelt prayers, and cherished customsthat bring joy and unity to theentire Ladakhi
community. It showcasestheregion’srich cultural tapestry and offersauniqueand
memorable experiencefor both localsand touristsalike.

It'sAlso afascinating fact that L osar festival isnot limited only to Ladakhonly bitis
aso celebratedin Kinnaur, Spiti, Sikkim, and Arunachal Pradeshwith fervour andjoy,
atimewhen people cometogether to welcomethe New Year with prayers, traditions,
and culturd fedtivities.
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¥ INTEXT QUESTIONS?20.1

Completethefollowing statementsby ticking the correct option fromthegiven choices

1.

Losar festival iscelebrated to mark

a thesnowfalinthewinter months

b) theseasonfor crossingthehigh passes
c) thebeginning of theTibetan New Year
d) thearrival of touristsin Ladakh
Theword chamrefersto

a amonastery

b) atypeof dance

c) aneaboratecostume

d) amaskworninadance

Which of the following does NOT happen before the start of the Losar
celebrations?

a) peoplecleaning and decorating their homes

b) peoplegetting ready for performing in monasteries
c) peoplekeeping thorny bushesoutsidetheir doors
d) peopletryingto spot thefirst moon of thetear
Themetho ceremony involves

a vigtingmonaderieswithofferings

b) decorating homeswithimagesof thelbex deer

¢) holding processonsand grand feasts

d) parading streetswithflaming torches
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5. Tourissswho cometovisit Ladakhfindthe Losar festival very appealing asthey
can

a) experiencetheritualsand cultura performances

b) goonapilgrimageto sacred siteslike Mount Kailash
C) enjoy visitinggompasand monasteriesof Ladakh

d) wear thecolourful and unique costumesof Ladakh

6.  WhichwordinParagraph 1 meansextremely fresh and clean asif newor in
a very good condition?

a mesmeisng
b) prigine
c) vibrant
d) captivaing
7. Whichwordin Paragraph 4 meansthe opposite of defeat?
a triumph
b) integrad
c) eaborate
d el
8. Whichword can replace theword spectaclein Paragraph 5without changing
themeaninginany way?

a vison
b) wonder

c) peformance

d) sgt

Farsandfestivasareanintegral part of Indianlife. Many of these cel ebrationsrelate
to harvest farming being the predominant occupationin India. Most of thesefegtivals
havether distinct cuisine, gpparel, and festivities. Onespecia festival fromAssam, the
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Bihufedtivd, isceebrated by dl theethnic (culturd) and religiouscommunitiesacross
the state. Bihu celebrations are said to date back to many centuries when people
performed fire sacrificesto improve harvest. It isalso said that thefirst Bihu dance
was performed in 1694.

Theword Bihu hastwo distinct meanings. Thefirst meaning comesfrom the Sanskrit
word bishu that means*to ask blessngsand prosperity fromthe Gods’ during harvesting
season. Thesecond meaning, asper belief, isby breaking theword Bihuinto two, bi
meaning“ask” and humeaning“ give'.

Bihuisthe soul of Assameselifeandiscelebrated acrossthe state with tremendous
zedl andfervour to mark important phasesin thefarming calendar of Assam. Thereare
three Bihu festival swith each of them having their own significanceand their special
traditionsor cel ebrations.

Bohaag Bihu, dso caled the Rongali Bihu,isthemost important of dl theBihu festiva st
heraldsthe Assamese New Year and the onset of spring. Theword rongin Rongali
denoteshappinessand thefedtival fallsat atimein Baisakh (mid April) whenthereis
not muchwork for the cultivators, and thereisaplentiful storeto enjoy. Therefore, it
isafestival of merriment marked by music and dance. Farmerstaketheir livestock to
apond or river to bathethem, whichisregarded asaholy process. They then makea
Mah-Haldi paste from turmeric powder and pul ses, whichisapplied to the body of
thelivestock. Theanimalssubsequently fondlethetwigsof Makhiyati and Dighal ati
plants.

Kati Bihuiscelebrated in mid-October, during themiddle of theagricultura cycleand
marksthe completion of sowing and transplanting of paddy (rice). Itisatimewhenthe
farmersarefacing ascarcity of food itemsand money. They hopethe cropswill be
hedlthy so that they areableto reap agood harvest. Unlikethe other Bihus, Kati Bihu
isamodest festival and isacelebration of the poor. That iswhy itisaso known as
Kongaali Bihu. An earthenlampislit near the Tuls plant whichiscalled Tuls Bheti.
Lamps arelit in the paddy fields and prayers are offered to the Goddess for the
wellbeing of thefamily and for agood harvest.

Magh Bihu marksthe end of the harvest season. Thisfestival beginswith afeast
known as bhoh (bhoj). Magh Bihu, also called Bhogali Bihu, isbasicaly thefestival
of traditional cuisine. Theeveof theMagh Bihuiscalled the Uruka, when family and
friends get together and feast around abonfire by offering special dishes, namely,
Maah Khorai, adish madewith rice, sesame seeds, gram and peanutsand Pitha, a
sweet madefromrice. Young boysbuild mgji, atemple-like structureinafield, with
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green bamboo, dried bananaleaves, and hay. The cowherdsbuild ahut-like structure
known asbhelaghar wherethey passthe night warming themselvesby afire. Onthe
day of Magh Bihu, the breakfast Jalpaan, ameal served with Chira or flattenedrice,
Akhoi or puffed rice, Bora Saul, Kumol Saul (formsof native glutinousrice) along
with fresh creamor curd and jaggery isshared with friendsand family.

Themogt fascinating feature of thefestival isthedanceform, Bihu, whichistraditionaly
done on the beats of drum, taal, pepa, toka, baahni, xuluni and gogona. People
also sing traditional songsaround abonfire.

Anather interesting feature of Bihu celebrationsisbullfighting and bird fighting. These
animal fightsarevery gtrictly guided and aretraditionally asymbol of good luck.

Bihu dance has become extremely popular in various regions of the globe. On a
memorable occasion for the state, in 2012 trained Bihu dancers presented the Bihu
danceat the London Olympics.

¥ INTEXT QUESTIONS20.2

1.  Based onyour understanding of the passage given above, answer thefollowing
questions.

i.  HowisBihudifferent frommost other festivalscelebrated in India?
ii. How didthecelebration of Bihu originate?
iii. What isthemeaning of Bihu?
iv. WhenisBohaagBihu celebrated?What isitssignificance?
v. HowistheKati Bihu celebrated?
vi. WhenisMagh Bihu celebrated? What isthe significance of Magh Bihu?
vii. Whatisabhelaghar?What isit usedfor?
viii. What doanimdl fightssignify aspart of Bihufestiva?
2. Tickthecorrect option

i.  Which of thefollowing wordsfrom Paragraph 1 meansa style of cooking
shared by a group of people.

a Appad
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b)
c)
d)

Cuidne
feast
ethnic

ii. Which of thefollowingwordsfrom Paragraph 3 means eagernessand
ardent interest in pursuit of something?

a)
b)
©)

d)

soul
tremendous
zed
calendar

iii. Which of thefollowing wordsfrom Paragraph 6 isthe oppositeof modern?

a)
b)
c)
d)

harvest
traditiona
netive
bascdly

iv. What isthefeast consumed around abonfirewithfamily and friendsonthe
night beforeMagh Bihu called?

a)
b)
c)
d)

bhoh

Maah Khorai
Jalpaan
Uruka

3. Completethefollowing passageswith words/ phrasesbased ontheinformation
contained inthe passage

Bihuisbasically acelebration of the (i) . Each of
the(ii) Bihu celebrations marksan important phasein the
(iii) calendar of Assam.

Bihu has two very different meanings. The first meaning is to ask for

(iv)

from God and the second meaning isby breaking the

word Bihuinto two, bi meaning (v)

and hu meaning (vi)
. Thefirst meaning ishowever amodified version of the

term (vii)
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Themost fascinating feature of thefestival isthe danceform, Bihu, whichis ReadingWith
traditionally done on the beats of (viii) taal, Understanding
(ix) toka, (x) xuluni  and (Losar and Bihu)
(xi) People also sing their traditional songs around this

(xii)

Bihu dance has become extremely popular in variousregionsof theglobe. It
wasamemorableoccasonfor thesatein (xiii) whentrained

Bihu dancersrepresented Bihu dance at the (xiv)

Notes

A
‘ = ANSWERSTO INTEXT QUESTIONS

20.1

c) thebeginning of the Tibetan New Year

b) atypeof dance

d) peopletryingto spot thefirst moon of thetear
d) paradingstreetswithflamingtorches
experiencetherituasand cultura performances
b) pridine

a) triumph

d) dgt

©@ N o g b~ 0w NP
&

20.2

1. i.  Whilemost festivalsare specifictorace, community andreligion, the
Bihufedtival iscelebrated by dl theethnic (culturad) and religiouscom-
munitiesacrossthe state.

ii.  Bihuoriginated many centuriesago when people performedfire sac-
rificestoimprovether harvest.

iii.  Theword Bihu hastwo distinct meanings. Thefirst meaning comes
from the Sanskrit word bishu that means*to ask blessingsand pros-
perity fromthe Gods’ during harvesting season. Thesecond meaning,
asper belief, isby breaking theword Bihuinto two, bi meaning “ask”
andhumeaning“give’.
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ReadingWith iv. ~ TheBohagBihuiscelebratedin Baisakh (mid April).
Understanding
(Losar and Bihu)

It marksthe onset of spring and bringsinthe Assamese New Year.

V. OnKati Bihuanearthenlampislit near theTuls plantwhichiscalled
‘Tuls Bheti’.Lampsarelitinthepaddy fieldsand prayersare offered
to the Goddessfor thewe Ibeing of thefamily and for agood harvest.

vi. MaghBihuiscelebratedin Magh or themiddleof January.
Magh Bihu marksthe end of the harvest season.

vii. Bhelaghar isahut-likestructurebuilt by the cowherds. They passthe
night warming themsalvesby afire.

Notes

viii. Animal fightsaretraditionaly asymbol of good luck.

2. i. Db cusne
i. ¢ zed
iii. b) treditiona
iv. d) Uruka
3. i.  changeof theseasons
ii. Three
ii. Faming
iv.  Prosperity
ask
Vi. gve
vii.  bisu
viii. - drum
iX. pepa
X.  bashni
Xi. gogona
Xi. Bonfire.
xii. 201

xiv. LondonOlympics
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KALIDASA

Kalidasa was arenowned
ancient Indian poet and
playwright, believedtohave |-
lived during the 4thor 5th =+
century CE. Heisoften | = -
regarded as one of the = = = @
grestest Sanskritpoetsand © © :
playwrights in Indian =~
literature. Two of hismost |/
celebrated works are the | &
Meghadutam and g
Abhigyan Shakuntalam
that have left an indelible
mark onIndianliteratureand
continueto be celebrated for
their eloquence, poetic
beauty and philosophical
depth.

Fig. 21.1

Both Meghadutamand Abhigyan Shakuntalam can lead to a deeper appreciation
of classcd Sanskritliterature, their e oquent use of language, vividimagery, andtimeless
exploration of human experiences, making Kalidasaarevered figureintheworld of
classical Indianliterature. They also have aprofoundinfluence on Indian cultureand
art, and continueto be studied, performed, and cherished for their timel essthemes
and exquisite poetic craftsmanship.
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Kaidasa

Notes

e Cousdlor: guide,
advisor

e lllustrious:
eminat

Kaidasa

LEARNING OUTCOMES

After completing thislesson, thelearner:
° Recognisesancient Indian cultureand val ues,
° Discussesthevastnessof cultureand heritagein classical Sanskrit literature;

° Demongtratesabas ¢ knowledge of thecommonaitiesamong someof themgjor
Indianlanguages,

° Interprets characteristicsand style of early Sanskrit literature.

21.1 MEGHDUTAM

Meghadutam, also known as The Cloud Messenger, isalyric poemin Sanskrit. It
tellsthestory of aYaksha(acelestia being) whoisexiledintheHimaayasandlongs
to convey amessageto hisbeloved wife. Unableto do so personally, he persuadesa
passing cloud to carry hismessageto her inadistant city. The poemisknownfor its
wonderful descriptionsof nature, landscapes, and seasons, aswell asitsdegp emotiona
connection between separated lovers. Here are some sel ected versesfrom the poem
trandated into Englishby H. H. Wilson.

SECTION21.1.1

Hail, friend of Indra, cousdllor divine,
[lustriousoffspring of agloriousline!
Wearer of shapesat will; thy worth | know,
And bold entrust theewith my faded woe;
For, better far, solicitation fail

With high desert, than with the base prevail.
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LET USUNDERSTAND 21.1.1

Theverseopensin greeting the cloud messenger asadeity or supernatural being. The
speaker, Yaksha, isaddressing cloud messenger asafriend of Indra, aking of godin
Hindu mythology whoisassociated with rain and thunderstorm. Yakshadescribesthe
cloud messenger asadivine advisor. Heisal so regarded asapart of adistinguished,
prestigiousand noblelineage of clouds. Yakshaacknowledgeshisability totransform
itsshapefreely, whichisacharacteristic of clouds. Yakshaal so expresseshistrustin
thecloud by revealing hissorrow to him. Yakshabelievesthat it isbetter to seek help
from someone nobleevenif successisn't guaranteed, rather than relying on someone
baseor mordly inferior.
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Notes
e Verdant:
agriculturdlyrich

e Sward: vast grassy
land

e Veering: sudden
changeindirection

e Lofty: mgedtic

Kaidasa

- rexrquEsTIoNszit

1.  Whoisthespeaker addressingintheselines? Whoisheaddressing?
2. How doesthe speaker emphasi sethe cloud’simportance and noblelineage?
3. Whatisthesgnificanceof theepithet “friend of Indra’ inthegiven passage?
a Ithighlightsthespesker’sadmirationfor therecipient.
b) Itsuggeststhecloud-messenger’scloserelationship with apowerful deity.
c) Itggnifiestherecipient’slineageand heritage.
d) Itemphasisesthecloud-messenger’sroleasadivinecounsdlor.
4.  How isthecloud-messenger associated with Lord Indra?
5. How doesthe speaker convey histrust inthe cloud?
6. Whatistheoveral toneof theselines?
a Disrespectful andcritical
b) Reverentand respectful
¢) Ironicandmocking

d) Indifferentand casud

SECTION 21.1.2

Thy fertilegifts, which looksof lovereward,
Where bright-eyed peasantstread the ver dant sward.
Thencesailing north, and veering tothewest,

OnAmrakuta'slofty ridgesrest;
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LET USUNDERSTAND 21.1.2

Theselinesprovide apleasing description of arich, lush and green landscape by the
cloud-messenger who ison hisvoyage. The happy inhabitants of thiscountrysideare
rewarded with bountiful harvests and prosperity. The verse paints a picture of
hardworking and happy farmerswho cultivatethefields.

Thenthe cloud isdescribed asmoving north and then changing direction to the West.
Thisisajourney or exploration starting fromthisfertilelocation and arriving at aplace
named Amrakuta, arange of mg estic and towering mountains.
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Notes

What isthe central theme of theverse?

a Thejourney of acloud-messenger

b) Thedescription of alushlandscape

c) Thesgnificanceof Amrakutamountains

d) Thehardworkingfarmersof thecountryside
Who isdescribed asbeing on avoyageinthisverse?

How isthelandscape described in termsof natural resourcesand agricultural
productivity?

What isthe cloud-messenger’srolein the landscape?

a Itbringsrainand nourishment tothefields

b) It movesfrom Northto South

C) Itexploresvariouslocations

d) Itbringsprosperity tothecities

What doesthe verse suggest about theinhabitants of the countryside?
a) They areunhappy duetolack of rainfall

b) They arecarelessabout theland

¢) They enjoy bountiful harvestsand prosperity

d) They movefrom NorthtoWest

Accordingto the verse, what direction doesthe cloud-messenger takeonits
journey?

a SouthtoNorth

b) NorthtoWest

) WesttoEast

d) EasttoWest

SENIOR SECONDARY




Kaidasa MODULE - 21

SECTION21.1.3 Kaidasa

Herethe soft dewsthy path haslost resume,
Andsipthegelid current’srich perfume,
Wherethewild Elephant delightsto shed

Thejuiceexuding fragrant from hishead.

Then swift proceed, nor shal theblast haveforce

To check with empty guststhy ponder ouscourse. Notes

e Gdid: extremely
cold

Current: (here)
flowingweter

e Exuding:
discharging

e Ponderous. dow
andclumsy

Fig. 21.4
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Kalidasa LET USUNDERSTAND 21.1.3

Theselinesevokeavivid and picturesque description of apeaceful natural landscape.
The soft dewdrops on the path have reappeared. It conveysasense of rejuvenation or
renewal. The dewdrops are sipping therich and refreshing fragrance of acold and
flowing stream. Then the cloud-messenger describesawild € ephant rubbing hishead
against trees. Theelephant isenjoying shedding afragrant juicefromitshead. This
addstothenatura beauty of the setting and encouragesthe cloud-messenger to continue
hisjourney swiftly. Heisassured that even the strong wind will not bean obstacle.

- exrquesTiovszis

1.  Whatisthesignificanceof the soft dewdropson the path?

Notes

a They represent danger and obstacles.
b) They symboliseasenseof renewal or rejuvenation.
¢) Theyindicateadry and arid environment.
d) They depict apolluted stream.
2. What doesthefragrant stream convey intheverse?
a Itrepresentsatoxicenvironment.
b) It symbolisesarefreshing and pleasant stream.
c) Itsgnifiesaturbulentand muddy river.
d) Itrepresentsabarrenandlifelesslandscape.
3. What message doesthe poet convey to the cloud-travel ler?
a) Tobewareof thestrongwindand storms.
b) Toturnback and avoid thenatural setting.
c) Tocontinuetheir journey without fear of the elements.
d) Towaitforthewild elephant to passbefore moving forward.

4.  Whatimagery isused to depict theflowing stream?
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5. What assurance doesthe poet provide about the strong wind?

6.  What emotionsor fedingsdoesthisverse convey?

SECTION?21.1.4

Therewhen the Sun restorestherising day,
What deedsof love histell-tale beamsdisplay;
Thewither ed garlandson the pathway found,

Thefaded lotus prostrate on the ground,
The pearlsthat bursting zones havetaught to roam,

Speak of fond maids, and wanderersfrom home.

LET USUNDERSTAND 21.1.4

Inthisverse, thecloud-messenger describes how thenatural world, asilluminated by
the morning sunlight, refl ectsthe emotions and experiences of love, longing, and
nostalgia. Asthe sunrisesand bringslight to theworld, it shinesupon wilted flower
garlandslying ontheground. Similarly, thesunlight showsalotusflower that haslogt its
freshnessand islying ontheground. The poet al so described the pearl sthat have been
takenfromtheir origina places, perhapsby travellersor merchants. He suggeststhat
thesevariousobjects, likethe garlands, lotus, and pearls, speak to usabout thefedings
of longing and nostal giaexperienced by loverswho are separated from each other or

by wandererswho arefar away from their homes.

¥ INTEXT QUESTIONS?21.4

1.  What dotheSun’sbeamsreveal about the deedsof love?

2. Whatisfound onthe pathway according to the stanza?

3. What isdescribed as prostrate on the ground?

4.  What dothebursting zonesteach the pearlsto do?

5. According to the stanza, what do the pearls speak of ?

6.  How doesthe stanzacharacterisefond maidsand wanderersfrom home?

ENGLISH COURSE (302)

MODULE - 21

Kaidasa

Notes

e Withered: to
becomedry and die

e Prostrate ina
humbleand
ubmissvedate




MODULE -21

Kaidasa

Notes
e Writhing: twisting

e Succour: aid,
support

Kaidasa

SECTION21.1.5

Fromwrithing boughsshould forest flamesarise,
Whose breath theair, and brand theyak supplies;
Instant affordtheaid ‘tisthinetolend,
Andwithathousand friendly streamsdescend.
Of all thefruitsthat fortuneyields, the best

Isstill the power to succour thedistress.

LET USUNDERSTAND 21.1.5

Thepresent stanzahighlightstheclouds rolein providing relief to aparched land and
adintheform of rainto extinguish forest fires. Astheverse opens, firesspreading in
theforest have been noticed. Thebranchesof treesaretwisting and trashing dueto the
fire. Thefiregetsitsfuel fromtheair and burnswood likethat of ayak’sbody. The
cloud-messenger isbeing urged to provide immediate assi stance to extinguish the
fires. Heisasked to pour down rain generously to put out theflames. Thisversea so
emphasi sesthat the most valuable and cherished gift that nature can provideisthe
ability to help thosein need. Therefore, having the power and ability to aid thosein

distressisthemost meaningful and virtuoususe of one’scapabilities.

- rexrouesrionsars

1.  Whatistheprimary roleof cloudsinthe stanza?
a Providingshade
b) Givingrelief toaparchedland
c) Credtingforestfires

d) Noneof theabove

2. Whatisthemain message conveyedinthefinal lineof theverse?

a Cloudsshouldavoid helpinginemergencies

b) A meaningful useof one' scapabilitiesisto assist thosein need

c) Forestfiresareanatural occurrence
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d) Noneof theabove Kaidasa
What havethe cloudsnoticed in theforest?
How intense aretheflamesof thewildfire?

Why arethe branches of thetrees described astwisting and writhing?

o v A~ w

Why isit emphasised that helping thosein distressisaduty?

? DOYOU KNOW Notes

° Meghadutamis separated into two parts—*“ Purvamegha’ (Previouscloud) § e Looms: to appear
and* Uttaramegha” (Consequent cloud). asashapethat isnot
Clear

° Kalidasawrote Meghdutam asalyric poem.

. . : , . e Cleft: anopening
e  Thispoemiswrittenin Mandkrnt metre, which means'dowly advancing'. madeby spliting
e  Thispoem isone of the pathfinder of the sande[ akvya] or message poem

genre.

21.2ABHIGYAN SHAKUNTALAM

Abhigyan Shakuntalam, often referred to smply as Shakuntala, isone of Kalidasa's
most famousworksand atimeless masterpiece of classical Indian dramawith seven
acts. Itisbased on the story of Shakuntala, abeautiful maiden raised in ahermitage,
whofalsinlovewith King Dushyanta. Theplay exploresthemesof love, separation,
and the consequences of forgetfulness. It is renowned for its poetic beauty, rich
characterisation, and portraya of human emotions. Here are someexcerptsfromthe
play trandated by ChandraRajan.

SECTION21.2.1

What was minute suddenly loomslarge;
what’scleft down themiddle seemsto unite;
theeye seesasstraight what'snaturally curved:
the chariot rushing aong, nothing stays

near or far, even for amoment.
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e Plunge tojump
suddenly andwith
force

e Revd: enjoy onesdlf
inalively andnoisy
way

e Puddles: asmall
pool of water

e Repose: toliedown
orrestinaparticular
place
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LET USUNDERSTAND 21.2.1

Theverseisabout how our perception of thingscan bedistorted or dtered by distance,
speed, and theway our eyeswork. It openswith describing aseriesof optical illusions
or paradoxes: how something very small can suddenly appear much bigger thaniit
actualy is, and how something divided or splitinthemiddie canlook likeit'sjoined
together when seen from adistance. Sometimes, eyescan play tricksand makethings
that areactually curved appear straight. Then the speaker, King Dushyant, arguesthat
when somethingismoving quickly, likeaspeeding chariot, everything around it seems
to changerapidly. Thingsthat were once close suddenly becomefar away, and vice
versa, intheblink of an eye. They highlight the complexitiesof human perception and
theillusonsit can creste.

| rexrouesrionsatz

1.  How doesthe perception of something cleft down the middlechangeaccording
totheverse?

2. How doestheeyeperceivenaturally curved objectsintheverse?
3. Whatisdescribed as“rushingalong” intheverse?

4.  ldentify theoverarchingthemeof theverse.

5. What optica phenomenonisdescribed inthefirst lineof thestanza?

6.  How doesthe stanzachallenge conventional notionsof perception?

SECTION21.2.2

Let bisonsplungeinto forest-poolsand revel splashing,
griking thewater repeatedly with their mighty horns;
let the herds of antel opesclustering in groupsin the shade,
chew the cud undisturbed;
andlet wild boarslining up round puddles
wherethe marsh-sedge growsfragrant, root peacefully inthe mud:
and | et thismy bow withitsloose-knotted string

beallowedto enjoy itswell-earned r epose.
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LET USUNDERSTAND 21.2.2 Kaidasa

These lines describe a serene scenein nature where various animal s are depi cted
enjoyingther peaceful activities. The gpeaker, King Dushanta, talksabout bison, which
arelargeanimalshappily divingintoforest poolsand splashing around with their strong
horns. Antel opes are seen resting together in the cool shade, peacefully chewingtheir
food without any disturbance. Wild boars are described aslining up near muddy
puddles, cheerfully rooting around in the mud. Finally, the speaker, King Dushant
mentionshisown bow, saying that it deservesarest after itshard work.

Notes
sgnthat something
1.  Whatactivity arebison depicted engagingin? isgoing to happen

2. How dotheantelopes spend their time? Soon

3. Wheredothewild boarsroot peacefully? e Vicissitudes: one

of themany changes
4.  What isthestate of the bow inthe passage? andproblemsina
ad Tautandready for use Stuation

b) Broken
¢) Restingwithaloose-knotted string
d) Hiddeninthebushes

5. Describethe scenewith thewild boars.

6.  What arethe marsh-sedgesassociated withinthetext?

SECTION21.2.3

Here, themoon, lord of healing herbs
snksbehind thewestern mountain,
there, onthe other, Dawn heralds
the advance of therising Sun.
Theriseand setting of thetwo Lightssmultaneous

regulatethevicissitudesof lifeon earth.
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Kalidasa LET USUNDERSTAND 21.2.3

Intheselines, there'sadescription of therising and setting of the moon and the sun,
which aresymbolically referred to asthe“two Lights.” First, it mentionsthe moon
etting behind thewestern mountain. Itindicatestheend of thenight. At thesametime,
it talksabout the dawn, when the sun isabout to rise on the eastern horizon. Then, it
suggeststhat thesmultaneous movementsof themoon and the sun control the changes
and fluctuationsof lifeon Earth. Thismeansthat theregular cyclesof day and night,
governed by themoon and the sun, influencethe natural rhythmsand eventsthat occur
Notes intheworld.

| exrQuEsTIoNs2125

1.  Whoisreferredto asthelord of healing herbs?

2. What doestherising Sun advance?

3. What regulatesthevicisstudesof lifeon earth?

4.  How dothemoon and Suninteract according to the stanza?
a They moveindependently of each other
b) They both set at thesametime
¢) Therriseand setting are smultaneous
d) Oneriseswhiletheother sets

5. Whatisthesgnificanceof themoon sinking?

6.  Whatisimplied about therel ationship between themoon and Suninthe stanza?
a Theyareantagonistic
b) Theyaemutualy exclusve

¢) They haveaharmoniousand regulatinginfluence

d) They operateindependently
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SECTION21.2.4 Kaidasa

The same moon who, stepping on the crown of Sumeru,

Parent of Mountains, dispelled the darkness, and tr aver sed
themiddleregionsof Vishnu'sabode,
now fallsdownthesky inapitiful glimmer of light:

the ascent too high of eventhegreat endsinafall.

LET USUNDERSTAND 21.2.4 Notes

First, the verse talks about the moon ascending to the peak of Sumeru, whichis § ¢ Traversed: tocross
described asthe” Parent of Mountains.” Thisindicatesthe moon’sbrightnessand or travel through an
power, asit dispelsdarkness and travel sthrough the sky. Then, it mentionsthemoon areaof land or water
passing over the middleregionsof Vishnu'sabode, which symbolisesits movement

through the heavens. However, thetone changesinthenext line, asit describesthe

moon'ssetting with a“ pitiful glimmer of light.” Thissuggestsadeclineinthemoon’s

brightnessand glory. Finally, it reflectson theideathat even themost gloriousand

powerful entitieslikethe moon can experience momentsof declineor weakness.

¥ INTEXT QUESTIONS?21.2.4

1.  What doesthe moon step on according tothelines?

2. Whose abode doesthe moon traverseinthe middleregions?

How isthe moon described at the end of thelines?

What doestheline*theascent too high of eventhegreat endsinafal” suggest?

What contrast isdrawn between the moon'’ s ascent and descent?

o v A~ w

What isthetone of the description of the moon’sdescent?

SECTION21.2.5

Treesbend downwhen laden with fruit;

rain cloudsfilled withwater
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Kaidasa hanglow amost to theground;
weslth does not makethe good haughty:

thisisthetruenature

of thosewho do good to others.

Notes

LET USUNDERSTAND 21.2.5

Inthisverse, there’ sacomparison made among the behaviour of treesladen withfruit
and rain clouds heavy with water, and the nature of good peoplewho help others.
Treesbending downwhenthey havefruit meansthat they lower their branchesbecause
of theweight of thefruit. Thisshowshumility. Rain cloudshang low becausethey are
full of water, almost touching theground. Thisillustratestheideaof abundanceand
generosity. Thelinesthen talk about how wealth doesn’t make good peoplearrogant
or proud. Thissuggeststhat true goodnessisnot affected by material possessionsor
status.

| rexrQuEsTIoNsz125

1.  Whatisdescribed asthetrue nature of those who do good to others?

| 86 | SENIOR SECONDARY




Kaidasa MODULE - 21

2. Whatisthephysical manifestation of treesladen with fruit? Kaidasa
3. Howdoraincloudsbehavewhenfilled with water?

4.  What dothelinessuggest about therel ationshi p between wedl th and behaviour?

5. What anaogy isused to describethe behaviour of treesladen with fruit?

6.  What behaviour doeswedthfail toinducein good people?

? DOYOU KNOW Notes

e  Abhigyan Shakuntalamisoriginally written asaplay in Sanskrit language.

e  The other two plays written by Kalidasa are: Malavikagnimitram and
Vikramorvasiyam.

e  According to the Mahabharata, Bharata, the son of Shakuntala and King
Dushyantaisan ancestor of thelineagesof the kauravas and Pandavas.

° Itispopularly believed that after this Bharatathat Indiawas given the name
Bharatvar sha or the Land of Bharata.

LET'SDO

Identify the other literary devicesthat we havelearnt in our previouslessons, usedin
each verse of our lesson written by Kalidas. Then, writeacritical appreciation for
each of them.

LET'STALK
1.  Discusswithyour friend the presentation of naturein thesetwotextsby Kalidas.
2. Takabout theother great poetsof ancient Indiaand their classicwritings.

LET'SLEARN

abc
«\ GRAMMAR

Active Voice and Passive Voice (I mper ative Sentences and Quazi-Passive)

Inlesson 12, welearnt about A ctive and Pass ve voice and somerulesto convert them
for statement sentences. Inlesson 14, we proceeded with theinterchanging of Active
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Kaidasa and Passive voice in interrogative sentences. In this lesson we will explore the
interchanging of Active and Passivevoiceinimperative sentencesand quasi-passive
voice.

Imperative sentences are a crucial aspect of communication, often used to give
commands, instructions, or requests. We have been acquainted with such sentencesin
lesson 17 whilechanging the speech of imperative sentences. Voicechangeinimperative
sentencesinvolvesaltering the structure and tonewhile preserving the meaning and
intent of theorigina command.

Notes l. Let’'sconsder thefollowing example:
a Closethedoor.
b) Telhimtogo.
¢) Don'tteasethedog.

To changethe voice of such imperative sentences, theword ‘Let’ isusually
placed at the beginning of the passive voice. Then the subject followed by the
verb‘be’ and the Past Participleform of themain verb. Therefore, the passive
form of the above-mentioned sentenceswould be:

a) Letthedoor beclosed.

b) Lethimbetoldtogo.

c) Letthedog not beteased by you.

The sentences could be converted likethefollowing aswell:
a Youareorderedto closethedoor.

b) Youaretoldtotell himtogo.

€) Youareinstructed not to teasethedog.

II.  Whenthereisaready ‘let’ inthe sentencein activevoice, the passive structure
isthesameasinabove:

Activevoice: Let mewritealetter.
Passivevoice: Let aletter bewritten by me.

1. If thesentence consistsof ‘ Please’ inActivevoice' You arerequested to’ is
used inthe Passvevoice. In such casesan Intrangitive verb may a so be changed
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into PassiveFor ex.,
Activevoice: Pleasepassthesdlt.
Passivevoice: You arerequested to passthe salt.

If the active voi ce expresses some advi ce, the passive voicewould bewith the
theverb‘should’ and‘be':

Activevoice: Keep your word.
Passivevoice: Your word should be kept.

Another kind of voiceisthe Quasi-passivevoice. Thisisactiveinform but
passivein sense. For ex.,

Activevoice: Honey tastes sweet.
Passivevoice: Honey issweet whenitistasted.
Activevoice: Therosesmellsswest.

Passivevoice Theroseissweet whenitissmelt.

|- rexrouesrionsats

Changethevoicesof thefollowing imperative sentences:

1.
2.
3.
4,

5.

Pleasewash the dishes.
Openthewindow.

L et theletter be mailed by noon.
Bring meacup of coffee.

Thebook isgood.

LITERARY DEVICES

Par adox

We have learnt Paradox in Lesson 17. In section 21.2.1 of thislesson, you came
acrossthefollowingline:

“what’s cleft down the middle seemsto unite’
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Kaidasa

Thispresentsacontradiction or seemingly absurd situation where something
that isdivided appearsto cometogether.

Hyperbole

Hyperbol e often involves extreme exaggeration to make apoint or to emphasisea
particular quality or aspect of something.

° “nothing staysnear or far, even for amoment”

Thisexaggeratesthetransent nature of existence, emphasising thefleetingness
of timeand distance.

Epithets

These are descriptive phrases expressing aquality or characteristic of the person or
thing being described.

° “Friend of Indra’ describesthedivine nature of the cloud-messenger

° “Illustrious offspring of agloriousling” describesthe and lineage of the cloud-
messenger

Apostrophe

Apostropheisapoetic deviceinwhich the speaker addresses an non-human entity as
if it wereaperson.

For example:
° “Hail, friend of Indra, counsdlor divine.”

Thisisaform of direct addressto the cloud-messenger whichisanon-living
object. Hence, itisan example of Apostrophe.

¥ INTEXT QUESTIONS?21.4

| dentify the poetic devicesused inthefollowing lines.

1.  “Likeaflegtingmoment, day turnsinto night”
2. “coundlordiving’

3. “Upright, noblesouls’

SENIOR SECONDARY




Kaidasa

10.

12.

13.

“Hail, friend of Indra, counsdllor divine,
[llustriousoffspring of agloriousline!

Wearer of shapesat will;”

“May thisserene sceneunfold”

“Oneside, the Lord of herbs, ascendsthemountain’screst,
While ontheother, the Sun, aradiant orb, takesitsquest.”
“Deep asthetouchstone sgloom”

“dpthegdid current’ srich perfume”’

“looksof lovereward”

“Let themgestic elephants, their tusksglistening bright,
Find restinthiscool and tranquil pool, asoothing delight.”
“bright-eyed peasantstread the verdant sward”
“Wheninthisworld, swiftly onegoesout of sight,
Likeafleetingmoment, day turnsinto night.”

“brand theyak supplies’

@" WHAT HAVE YOU LEARNT

Kalidasadraws upon Indian mythology, folklore, and history in hisworks,
gtuating hisnarrativeswithinabroader culturd and rdigiousframework. Studying
Abhigyan Shakuntala and Meghadutam enabl es usto expl ore connectionsto
Hindu mythology, historical events, and cultural traditions, enriching their
understanding of Indian heritage.

Both Abhigyan Shakuntala and Meghadutamare exemplary worksof classical
Sanskrit literature. They showcaserichlanguage, intricate poetic forms, and
sophisticated literary techniques. Thesetextsallows studentsto appreciatethe
beautty of language and literary craftsmanship.

Bothtextsreflect Kdidasa sprofound aesthetic sensibility, evident inhisportrayd
of beauty, harmony, and elegance. These works can cultivate students

ENGLISH COURSE (302)

Kaidasa

MODULE - 21

Notes



MODULE -21

Kaidasa

Notes

Kaidasa

appreciation for aestheticsin literature and art, encouraging themto recognise
and valuebeauty invariousforms.

e  They emphasisethebeauty of natureand itsprofound impact on human emotions.
Through vivid descriptions of landscapes, seasons, and natural phenomena,
studentscan devel op an gppreciationfor thenatura world anditssignificancein
literature and human experience.

®
TERMINAL QUESTIONS

1.  How doesthe poet emphasi sethe transient nature of human interactionsand
time's passage?

2. What do themoments of connection or presence symbolisein“your chariot’s
shade’?

A
‘ l ANSWERSTO INTEXT QUESTIONS

2111

1.

Thespeaker inthislineisYalsha

Heisaddressing the cloud as heisregarded as a deity or supernatural
being.

The speaker emphasi ses the cloud’'s importance and noble lineage by
describing it as part of adistinguished, prestigious, and noblelineage of
clouds.

b) It suggeststhe cloud-messenger’scloserelationship with apowerful
deity.
Indraisaprominent god in Hindu mythology whoisassociated withrain

and thunderstorms. The cloud isassociated with Indrabecauseit playsa
ggnificantroleinbringingrain.

By addressing the cloud asadivineentity and describing it asafriend or
aly of Indra, the speaker expresseshisbedlief that thecloudisareliableand
trustworthy figure.

b) Reverent and respectful
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21.1.2

21.1.3

o o~ w N P

21.1.4

o g » w N P

b) Thedescription of alushlandscape
The cloud-messenger isdescribed asbeing on avoyageinthisparagraph.

Thelandscapeisdescribed asblessed with rainfall and possessing abundant
natural resourcesor agricultural productivity.

a Itbringsrainand nourishment tothefields
¢) They enjoy bountiful harvestsand prosperity
b) NorthtoWest

b) They symboliseasenseof renewal or rguvenation

b) It symbolisesarefreshing and pleasant stream

¢) Tocontinuetheir journey without fear of theelements

Theimagery used to depict theflowing streamisthat it iscold and fragrant.
The poet assuresthat even the strong wind will not be an obstacle.

Thisverseconveysfedingsof serenity, beauty, renewa , and encouragemen.

The Sun’sbeamsreveal thedeedsof love.

Withered garlandsare found on the pathway.

Thefaded lotusisdescribed as prostrate on the ground.
The bursting zonesteach the pearlsto roam.

The pearls speak of fond maidsand wanderersfrom home.

Fond maids and wanderersfrom home are characterised asbeing represented

by the pearls.

21.15
1.
2.
3.

b) Givingrelief toaparchedland
b) A meaningful useof one'scapabilitiesisto assst thosein need

The clouds have noticed spreading wildfires (forest flames) and trees
branchestwisting and writhing duetothefire.

Theflamesof thewildfirearesointensethat they heat up theair and provide

ENGLISH COURSE (302)

MODULE - 21

Kaidasa

Notes




MODULE -21

Kaidasa

Kaidasa

Notes

21.2.1

21.2.2

asourceof heet likethat of ayak’sbody.

Thebranches of thetreesare described astwisting and writhing dueto the
fire becausetheintense heat from thewildfireis causing them to contort
andwritheinagony.

Itisemphasi sed that hel ping thosein distressisaduty becausethe clouds
arereminded that itistheir responsbility to provideimmediate assistance
toextinguishthewildfires.

According to theverse, something that appearsto be split downthe middle
can actually seemto cometogether or unite.

Theverse describeshow the eye percelves naturally curved objectsasif
they arestraight, indicating adistortioninvisua interpretation.

‘Rushing along’ symbolisestherapid passage of timeor swift progression
of events.

The overarching theme exploresthe deceptive nature of perception and
how our sensescan alter our understanding of redlity.

Theoptica phenomenon described i sthe sudden enlargement of something
minute, highlightingashiftin perceived scde.

It challenges conventional viewsby demonstrating how perception can be
unreliableand inconsistent, leading to adistorted understanding of familiar
phenomena

Thebison aredepicted plunging into forest-poolsand reveling by splashing
and striking thewater withtheir horns.

Theantel opes spend their time chewing the cud in groupsand inthe shade,
undisturbed.

Thewild boarsroot peacefully in the mud around puddleswhere marsh-
sedgegrows.

¢) Resting with aloose-knotted string

Thewild boarsare described aslining up around puddieswhere marsh-
sedge growsfragrant and rooting peacefully inthemud.

The marsh-sedges are associated with thefragrant, muddy areaswherethe
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21.2.3

21.2.4

A WD F

21.2.5

a b~ w D

wild boarsarerooting.

Themoonisreferredto asthelord of healing herbs.
Therising Sun heraldsthe advance of the day.

Theriseand setting of thetwo lights (the moon and the Sun) regul ate the
changesand fluctuationsof lifeon earth.

b) Their riseand setting are Ssmultaneous

Themoon g nking behind thewesternmountainSgnifiestheend of itsinfluence
for thenight, making way for thedawn and therising Sun.

¢) They haveaharmoniousand regulating influence

The moon steps on the crown of Sumeru, the Parent of Mountains.
Themoon traversesthe middleregionsof Vishnu'sabode.
Themoonisdescribed asfalling down the sky inapitiful glimmer of light.

It suggeststhat eventhegreatest achievementsor heightseventudly lead to
adeclineorfal.

The contrast is between the moon’sgrand and illustrious ascent and its
eventual, diminished descent.

Thetoneisoneof meancholy and regret, highlighting themoon’sdiminished
stateand theinevitabledecline.

The true nature of those who do good to othersis humility and lack of
haughtiness.

Treesladen with fruit bend down under theweight of thefruit.
Rain cloudsfilled withwater hanglow, amost to the ground.
Thelinessuggest that wealth does not makethe good haughty or arrogant.

Theanal ogy used isthat treesladen with fruit bend down, symbolising
humility and modesty.

Weadlth failstoinduce arrogance or haughtinessin good people.
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21.3

214

o > w DpoRE

10.

11.

12.

13.

You arerequested to wash the dishes.

L et thewidow be opened.

Mail theletter by noon.

You areordered to bring meacup of coffee.

The book isgood whenitisread.

Simile; it comparesthetransition from day to night to thefleeting nature of
amoment, emphasising the quick passage of time.

Metaphor; it iscomparing the character’ swisdom and counsel to something
divine

Apostrophe; isaddressing anon-human entity (soul) and giving it human
qudities(being upright and noble).

Personification; thecloudisqualified with human qualities.

Alliteration; therepetition of the* s’ soundin“serene” and “scene’.

Imagery; thedescriptionsof Lord of herbsisascending themountain and
the Sunisembarking onitsquest. It alowsreaderstovisuaisethese celestia
events.

Simile: 1t suggeststhat the darknessisas deep asthe gloom associated with
atouchstone, emphasising its profound obscurity.

Metaphor; It to describesthewater ashaving a®rich perfume,” comparing
itsquality to apleasant scent.

Personification; It personifiestheland, suggesting that it rewardsthosewho
cultivateit withlove.

Imagery; It vividly describesascene of mgjestic e ephantsfindingrest. This
description createsvivid mental imagesfor thereader.

Imagery; createsaclear mental pictureof alush, green countrysidewhere
happy peasantsarewa king.

Symbolism; it symbolisestheflegting natureof lifeand time, withthechariot’'s
shederepresenting abrief respiteor moment of reflectionwithinthistrangtory
journey.

Symbolism; representing asource of fuel or danger
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FACETO FACECOMMUNICATION

Notes

Aslearners, you al havefaced certain situations, at homeor inapublic space, where | ¢ Involve: toinclude
you have had to speak with or listen to someone for some purpose. Many of you asanecessary part
might have al so felt nervousor happy or sad in such situations, given the nature of the
communication. For example, when you have met afriend after along timeand spoken
facetoface, you must have been so happy and perhapseventhefriend. Similarly, you _
could havea so beenin asituation, where arelative hastal ked about agreat personal siopping
loss. No matter the topi c or the Situation in which communi cation hastaken place, all
face-to-faceinteractionshave certain e ementsthat go beyond wordsand requireyou

to be observant and aert. In thislesson, wewill learn about the different factorsand

possibilitiesin face-to-face communication situations. Thereby, wewill try to prepare

for and face such situationswith confidence!

LEARNING OUTCOMES

After completing thelesson, thelearner:

e Congantly:
continuoudy, without

™ Practices for red-lifestuationsin faceto face communication;

° | dentifiesthe nuancesof BusinessEnglish;

Inferstheextra-linguistic cuesin faceto face communication;

Arguesto persuadethrough logic and argument.

22.1WHAT ISFACE-TO-FACE COMMUNICATION?

Communication, ingeneral, isatwo-way processwhichinvolvesaspeaker anda
listener who constantly keep changing their roles. If two people are communicating,
then person A isaspesker and person B isalistener. The moment person B responds,
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e Derive: obtain
somethingfrom

e Extensive
coveringalarge
portion

Face To Face Communication

then B becomesthe speaker and person A becomesthelistener.

For instance, you aretelling your mother what you want to egt for dinner. You arethe
speaker and your mother isthelistener. Now, after you have said what you want to
eat, your mother tellsyou that the mainingredient to preparethe dishisout of stock.
So, your mother becomesthe speaker as shetakes her own turnto reply to you and
you becomethelistener.

Hence, to understand communication well, we must understand the processfirst and
accept that turn-taking isvital. Communication will not be possibleif everyoneisa
speaker or everyoneisalistener.

Now, moving on, the process of communication involvesfour major components.

Message

Receiver

Feedback

Fig.: 22.1 (source: Google)

The speaker framesamessageand trandfersit viaamediumto thelistener. Thelistener
triesto understand it, derivesameaning out of it and replies back to the speaker.
Therecan besevera typesof communication, such astel ephonic conversations, video
cdlls, face-to-face communication, etc., depending onwhich mediumisbeingused. In
thischapter, wewill focusonthelast one, i.e., face-to-face communication.

Face-to-face communication isone of themost common and most important means
of communication. Itinvolvesextensve cuesfrom non-verbal communication. This
iswhy it isnot sufficient to s mply understand the meaning of thewordsbeingused. As
aspesker or asalistener, you need to follow anumber of different non-verbal cues. In
thisway, youwill be ableto make perfect sense of what isbeing communicated. (For
instance, if afriend congratul ates you on scoring the highest marksin apaper, witha
frown on hisor her face, then he or sheisnot happy about it and the congratul atory
messageisnot agenuineone).
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- exrquEsTIoNszz:

1.  What doyou understand by face-to-face communication?

2. Twofriends, Shyam and Rohit, are quarrelling astheir other friends, Surg,
Vishnu, Mohit and L akshit watch them. Who isthe speaker and who isthe
ligener?

3. Howisturntakingimportantin communication?

4.  Why dowe need to observe non-verbal cuesin face-to-face communication?

26.2\WHAT ARETHE DIFFERENT NON-VERBAL CUESIN FACE-TO-
FACE COMMUNICATION?

Useof eyecontact: Any individual must maintain eye contact when speaking to the
audienceor hisor her listeners. Proper eye contact shows confidencein the speaker
whilelack of eye contact denotes|ow self-esteem and in certain casesfal sification
andinsincerity. If you avoid eye contact with the speaker, it showslack of interestin
thetopic or the person whois speaking.

=L - )
¢ )

Fig.: 22.2 (source: Google)

Facial Expressions: During face-to-face conversations, we use wordsto convey
our thoughts but facial expressionsconvey our emotions. Even without talking, you
can understand the mental state of a person, like whether a person is happy, sad,
angry, surprised, etc. Pleaselook at theimage below to understand the variety of
facia expressonsand how they convey several emotions.

ENGLISH COURSE (302)

MODULE - 22

FaceTo Face
Communication

Notes

e Denote: indicate
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e Intimacy: being
familiarwithor having
a close personal
relationship with
someone
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Face To Face Communication

Surprise

o

Disgust Sadness

Fig. : 22.3 (source: Google)

Touch: Peoplea so communicate through the sense of touch. It signifiesthelevel of
intimacy you have or can have with aperson. For instance, you can hug and convey
something to your own siter, but for astranger, you haveto adopt adifferent approach.
Some of themost common formsof communi cation through touch arethefollowing:
shaking hands, apat on the back, holding hands, hugging etc. So, according to the
level of familiarity, you shake handswith people whom you are most formal with.
However, you would hug aperson withwhomyou areleast formal. Theimage below
showsdifferent kindsof touch.

4

Body language: Body language is a very important part of face-to-face
communication. Sometimes, it can beintentional but most of thetimeitisunintentiona.
But eventhoughitisunintentional, your body language reveal s something about you,
likeyour attitude, your interests, your current state of mind, etc. For example, dightly
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leaning forward showsthat thelistener isinterested in the conversation, whilefol ded Face To Face
handssuggest adefensiveattitude or that you are not opento theideasbeing sharedin Communication
the conversation.

Body language comprises.

() Handgestures

Notes

Fig.: 22.5.1 (source: Google)

(i)  Body posture

EA% AP
BO¥QbLL

Image 22.5.2 (source: Google)

(i) Facid expressons

Image 22.5.3 (source: Google)
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Face To Face Communication

\(iv) Eyemovements

-~ 8

7 iy [y iy
e W g &

> .

s L

Fig.: 25.5.4 (source: Google)

Per sonal appear ance: How you dressrevealsalot about you. For example, the
way studentsdresswhilegoing to school isdifferent from how they dresswhenreaxing
a home. Every occasion demandsadifferent kind of dressing; formal occas onsdemand
formal clothesandinformal occasionsallow casua clothes. Peopleare not expected
togototheir workplaceintheir pgamas. Clothing a so showsalot about one' scultura
traditions and behavioral traits. Wearing neat and clean clothes enhances your
confidence, people’s perception of you and makes you more presentable in a
professiona setup.

Hr

A

Fig. : 26.6 (source: Google)

Let’'sDo 23.1
M ake complete sentenceswith thefollowing words.

1 Denote:

2. Self-esteem:
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3. Convey: Face To Face
L Communication

4.  Signify:

5. Intimacy:

6. Traits

7. Enhance:

w Notes

1. Dhananjay hastoattend an official meetingwithhisbossinhisoffice. Hedecides | @ Strategy: anaction
to wear a colourful vest and a low-waist jeans trouser. How will the plan usedto do
communication process beaffected by this? omething

successfully

2. TheMathematicsteacher isasking Manoj whether he hascheated whileanswering
the questionsin theexam. Manoj is constantly breaking eye contact with the
teacher and at times|ooking away whiletalking to the teacher. How will the
interaction beimpacted by Manoj’snon-verbal communication?

3. Sushmaand Sushed, who havejust met at abirthday party, arehavinganinformal
conversation. Sushma ssister, Neha, isa so there. Can Sushmahug and kiss
both Sushed and Nehato convey how much shelikesthem both?1f yes, why?
If no, why not? Explain the consequences of non-verba communicationwith
referenceto touch and leve of intimacy.

4.  Rahul and Mohan are having asecret conversation while being surrounded by
other family members. Cong dering your own experience, think about how Rahul
and Mohan can usefacia expressonsand eye movementsto convey messages
to each other.

22.3 HOW DO POLITENESS AND BEING POLITE INFLUENCE
COMMUNICATION?

During face-to-face communication, it isequaly important to be politewith the other
person. Politenessisasmplestr ategy used in everyday communicationwhich respects
the other person. For instance, asIndians, we arevery polite and considerate when
gpesking to our familial elders. Even outsidethefamily, werespect senior citizensand
interact with them politely. Beyond age, other factorslike socid standing, professional
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status(likeapoliceman, adistrict magistrate, etc.), organisational hierarchy (whois
the senior versuswho isanintern), etc., determinewho isgoing to act politely ina
communicative exchangewith whom. A polite person will haveapositiveimpact on
thelistener, compared to an impolite person who might get anegative reaction.

LET USDO 222

Choosethepoliter version fromthe set of statementsgiven below:
Examplel.

StudentA: Will you takeaclasstoday?

Student B: Greetings! Would you betaking aclasstoday?
Example2

TeacherA: Closethedoor!

Teacher B: Wouldyou mind closing the door?

Example3.

StudentA: | was absent yesterday. Explain the poem again.
Student B: Could you please go over the poem again?| was absent yesterday.
Example4.

Teacher A: You didn’t understand the concept.

Teacher B: You seem to have misunderstood the concept.

Key: Inall theabove examples, option B usesthe politer version. You will noticein
certain exampleslikeno. 2, adifferent structuring of the same sentence makesit sound
polite. Here, Teacher A issuesan order (animperative construction) whereas Teacher
B asksaquestion.

- exrquesTionszzs

1.  What doyou understand by politeness?

2. Thinkaout your ownfamily. Consder how you spesk to your immediatefamily
members. Next, consider how you speak to your relatives. Isthereadifference?
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What did your parentsteach you about speaking to elder people? Thereisalso
the convention of charan sparsh (touching the elder’ sfeet) before greeting and
talking to one's elders. What do you think about this? Does this have any
sgnificanceasanon-verba gesture?

3. Beyondage, what arethefactorsin an Indian setting that influence politeness
norms? Now think of your own state within India. Arethere any particul ar
congiderationsinyour own state (like Gujarat, Tamil Nadu, Madhya Pradesh,
West Bengdl, etc.) that you haveto keep in mind whilebeing politein face-to-
face communication? Discussafew suchissues.

4.  Rephrasethegiven sentencesintheir politer forms.

a Asyoudo not have acurrent account in the bank, | cannot processyour
request.

b) I wantyoutogivememoreinformation.
c¢) Thefoodiscold. | want hot food to be served!

d) Givemeabetter roomor | will never useyour serviceagain!

22.4 EFFECTIVE WAY SOF FACE-TO-FACE COMMUNICATION

Therearecertain thingswhichwemust keepin mind whiletaking partin face-to-face
communication. Not paying attention to these things can lead to misunderstandingsin
communication. Thesefactorscan create obstr uctionsin the processof communication.
For example:

Useof inappropriateexpressions:. Useof inappropriatetermslike slang, urban
expressions, and use of specialised termslikejargons, should be avoided in any
conversation. Not using the correct form of greeting or expression can aso hamper
the processof communication. You must useexpressionslike, hello, thank you, excuse
me, Sorry, €etc.

Socio-psychological state: Pay attention to thelistener’smood and psychological
state while speaking to the person. He or she may not bein agood mood or facing
some personal problemswhileyou speak. You need to be considerate about other
people sfedings.

Distractions: Avoid getting distracted or having something el seon your mindwhile
engaging in face-to-face communication. Pay attention to the spesker and beagood
listener. For example, you should avoid looking at the phone or multitasking when
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the other person isspeaking.

Respond and don’t react: You must becareful whilespesking. Written communication
givesustimetothink, butinoral communication, especialy face-to-facecommunication,
we often react ingtinctively without careful consideration, or even react abr uptly in
momentsof anger. You must keep calmin these situationsand think before speaking.

Let'sDo 22.3
1.  Summarisethe pointsgiven aboveinyour ownwords.

2. Discusssmilar situationsmentioned abovethat you havefaced inyour ownlife.

¥ INTEXT QUESTIONS22.4

1. Farhanand Namanareinan officia meeting when suddenly onaminor issue,
they disagreeand say thefollowing:

Farhan: What anidiotic thing to do, you moron!
Naman: Don't behavelikean ass, Farhan!

Do you think Farhan and Naman have behaved appropriately in face-to-face
communication? What is problematic here? Change the sentences used by
Farhan and Naman on the basis of what you have learned so far about the
effectivewaysof face-to-face communication.

2. Paya hasrecently received newsabout her father’ saccident and hospitdization.
Gautam wantsto speak to her about animportant project where he needs her
ass stance. Congidering hisurgency, should Gautamtalk to Paya immediately?
If yes, why so?1f no, why not?

3. Basedonyour persona experienceswithyour friends, sharetwo storieswhere
you think afriend responded versus astory where he or shereacted. In our
own lives, should werespond or react to asituation? Where doesthedifference
lie?

4.  Raviisplaying Clashof Clanson hisAndroid smartphoneasPramod istalking
about hislast trip to Ladakh, both sitting opposite to each other in acoffee
shop. How do youthink their face-to-face communication will go?Givereasons
for your answer and suggest waystoimprovethequality of their conversation.
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22.5HOW TO GREET IN FACE-TO-FACE COMMUNICATION?

As aready discussed, in face-to-face communication, your body language is as
important asspeech. Wherever you communicate, it isimportant that you dressnestly,
St or stand er ect and have an dert, smiling face. When you speak, you should speak
softly yet clearly, and you should be politeand cour teous.

Every timeyou meet someone, there are certain expressionsto be used. We choose
them onthebasisof certaincriteria

° Degreeof intimacy —friend/family member/recent acquaintance

° Natureof relationship—friendly/officia

° Status of speakers—equal/seniors

Theexpressionsto be used can bedivided into two categories. They are:
Informal: those used with friends, long time colleagues, team mates, etc.
Formal: those used with strangersand seniors

Itisimportant to understand the degree of formality and respond accordingly. While
greeting others, we use afixed set of greetingsand corresponding responses.

Greetingsand their Responses

Greetings Responses

Good morning, Mr. Das! 1. Good morning, Sir!

Good afternoon (sir/ma am)! (from 2. Good afternoon, Mohan/ Miral
12 noontill theend of aworking day)

Good evening (gentlemen/ladies)! 3. Goodevening

(6 p.m. Onwards)

Hello! Hi! How areyou? Hello! Hi! Fine, thank you!
Hi therel Long timeno see! Yeah, long timeno see!
What apleasant surprise! Sameherel

° Greetingsaregenerdly repliedtointhesameform. Whileresponding, thelistener
usualy usesadightly different intonation.
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e  Theresponsefor agreetinglike“How areyou?’ should be* 1’ mfine, thank you.
And you?/How about you?’. Do not give along account of your illness or
problems.

e  Wesay “goodevening” whenwemeet apersonlateintheevening at like 8 or
90’ clock. Weuse*good night” only at thetimeof parting.

- irexrouesrionszs

1.  Study and practisetheshort exchanges/dia oguesgiven below. | dentify whether
therelationshipis(a) formal or (b) informal.

i) A: Goodmorning, Sir!
B:  Good morning, Harish! Didn't seeyouin officeyesterday. Isevery-
thingdright?
A:  Yes, gir, thank you. | had to take aleave because afriend had come
from Chennai.
i) A: Goodmorning, sister. How areyou?
B:  I’'mfinethank you, doctor,
i) A Hello,Abdul. How areyou?
B:  Fine, thanks. How areyou?
A:  I'mfine
iv) A:  Goodmorning, Sir.
B:  Good morning, Ms. Singh. | hopeyou arefeeling better now.
A: Much better, thank you.
v) A:  Hi,Anjuyouarejust theperson | waslookingfor.
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B:  Helo, Suresh. Why, what'sup? Face To Face
Communication

vi) A Goodmorning, Mr. Rilla. Isn'titalovely day?

B:  Good morning. Yes, it'sniceand cool.

2. Matchtheresponsesto thegreetingsin thetable below:

Greetings Responses Notes
i) Hi,Rahul! Longtimenosee. a I’'mvery well. Thank you.
ii) It'sgreattoseeyou again. So, b) Hello, Rg. Yes, I'vebeen
how'slife? very busy.
i) How areyoufegling now? C) Much better, thank you.
iv) Helo, Mr. Guptal And how d) Not bad.
areyou keeping these days

3. Youhavegoneto seeasenior colleague who has been admitted to ahospital .
Which expressionwill youuse?Tick the correct response.

i)  Good morning. Ingood shape, areyou?

i)  Good morning, Sir. How’ reyou fegling now?
i)y Hi!' How'slife?

iv) Hey! How areyou, old boy?

4.  Anew employeegreetshisManaging Director at ameeting, saying, “Hi! Mr.
Sharmal Longtime, no see. What'sup?’ The Managing Director isnot at all
pleased. Why?What should he have said?

22.6 HOW TO INTRODUCE YOURSEL FAND OTHERS?

Weoften introduce peoplewho do not or may not know each other. We oftenintroduce
ourselvesto peoplewho do not know us.

In moreformal situations, it isalwaystheyounger person whoisintroduced to the
older, thewoman to theman and thejunior tothe senior.
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Exchangeswhen introducingothers

Introducing
FORMAL

Good morning, Mr. Saha.

May | introduce (toyou) Mr. Lal?

Mr. La, our new finance Manager.

Let meintroduce our new Finance
Manager, Mr. Lal.

INFORMAL

Nita, meet Mukesh. Mukesh

isour new Programmer.

By theway, do you know each other?

Nita, Mukesh
Mukesh, Nita

(Pointingwith hand)

Responses

It'sagreat pleasureto meet you,
How do you do?

Pleased to meet you.

Welcometo our office, Mukesh.

Nicemeeting you.

Yes, good to meet you again.

Exchangeswhen intr oducing your salf

Introducing
FORMAL

Good morning, I’'m Jaideep
Sehgd fromAccounts.
from Personndl.

I’dliketo introduce myself.

I’m Mukesh Kohli from JK tyres.

SENIOR SECONDARY
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INFORMAL

Hi! I'mMrityunjay Singh Hello, how doyou do?
How do you do?

Hello, youmust be Nita Yes, I’'m Nita. Nice
Singh. I'm Mukesh Kohli. mestingyou.
Excuseme, aren’t you Yes, I’'m. Good to meet
NitaSingh?l’m Mukesh. youagain.

Remember me?

REMEMBER

1.

Welcomeyour guest toyour city or place of work whilemaking introductions.
For example:

A:  Good morning, Dr. Rao. Welcometo NCL. I’ m Unikrishnan, Research
Associate.

B: Thank you. I’vebeenlooking forward to meeting you.

Informal meetingswith strangers, usethe appropriatetitle, likeMiss/Mr./Dr.
and the correct surname. When you know each other well, usethefirst name
like, Nita, Mukesh, etc. Do not usetitle and first name. For example, use Mr.
Kohli or Mukesh, not Mr. Mukesh.

After getting anideaof how tointroduce ourselvesand others, itistimefor usto
now understand why social communication and building relationshipsarevital
for usto participatein larger human networks. But beforewemoveforward, let
uslook at themeaningsof some of thedifficult wordsand revisit what wehave
learned inthispart of thelesson by answering afew basic questions.

¥ INTEXT QUESTIONS22.6

1.

Study and practisethe short exchanges/dial ogues given bel ow. I dentify whether
therelationshipis(a) very formal, (b) formal, or (c) informal.

i) A:  Goodmorning. How do you do?You'reVeenaYadav, aren’'t you?

ENGLISH COURSE (302)

MODULE - 22

FaceTo Face
Communication

Notes

111




Face To Face Communication

I’'mNehaBga.

How do you do, Neha? Pleased to meet you.

Pardon me, your nameisRahul Sharma, isn’tit?
YeS, itiS ANAdYOUAre€?......cccveveeereieeeeeeieneens

Igbal Judgefrom the Delhi office.

Ladiesand gentlemen, I’ d liketo introducethisevening, Bill Gates,
the man who has brought about the I T revolution.

MODULE - 22
FaceTo Face

Communication

B:

i A

B:

Notes A

i) A

v) A

Rahul, I'dlikeyou to meet my colleague, Anjai. Rahul-Anjai, Anjali-
Rahul.

Rahul: Hello, Anjdi. Niceto meet you. Welcometo Delhi. I sthisyour
firsttrip?

Anjdi: Thanks. Yes, itis.

2. Completethediaogue:

i)  Mukesh: Hey, Shyam. Haveyou met Jim before?

Shyam:

Jm: How doyou do?

i) Kiran: Meera, thisisNeha. Neha-Meera.

Meera

Neha Fine, thanks. And how areyou?
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3.  Afteratalk youareintroduced to the speaker. Which of thefollowing would
you say?

i) Héelo,Bill!

i) Hi, Mr. Gates!

i) How doyoudo, Mr. Gates.

iv) Pleased to meet you, Mr. Gates.

V) It'sanhonour to meet you, Mr. Gates.

Givereasonsasto why you would rej ect the other responses.

4.  Whenwouldyousay this.

Itgivesmegreset pleasureto welcomeMs. Yasmeen Lukmani, President, Lions
Club.

i) toyourfriendat aparty in her house?
ii) toafriendat anairport whereyou havegoneto receive Ms. Yasmeen?

iii) tomembersof theclub at aLionsClub meeting?

22.7THOW TO BUILD RELATIONSHIPSAND BEALERT TO SIGNALS?

Social behaviour isan important aspect of dealing with people face to face. Our
social behaviour hel psus connect with new people, devel op new rel ationshipsand
eventually form human networksthrough which we can do so many different things.
However, we need to be aware of some broad rulesthat are univer sally followed in
termsof social behaviour and face-to-face communication.

It isimportant not to start talking about business or thework at hand, immediately
after thegreeting. To build awarm, friendly relation, you must show someinterestin
your client or colleague without becoming too personal. Generally, thiskind of
conversationiscaled”smal talk”. You can talk about your client or client’sjourney,
family or common friends. It isoften best to offer somedrink (tea/coffee) or offer to
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doany littlejob like making aphonecall, fetching something needed inthe situation,
etc. Similarly, before ending the conversation and bidding goodbye, small talk about
coffee, lunch, snacks, travel, etc., often occur. At aparty or at alunch, it isbest to
avoid palitics, rdigion and other persond, privatedetails. Itissafetotalk about weether,
holidays, travel, traffic, public transport, tourist interest, etc. The purpose of asocia
exchangewith anew personisto discover what you havein common, so that you can
exchange experiences. With asenior or an older person, it isbest to respond politely
toqueries.

22.7.1BEINGALERT TO SIGNALS

Speakerssend out signalsinavariety of ways: sighing, clicking thetongue or pen,
tapping the foot, looking at a watch, clock, etc. These show the extent of
concentration, mood, desiretoleave, etc. An adert and efficient speaker must respond
tothesenon-verba signals.

Statementslike:

“Shall weget started?”’

“Now tobusiness............. "

“Right, let’ sget downto business, shall we?’

“Wewon't finish by oneif wearen’'t brisk”, etc., usually signal achangefrom small
talk to thework/task at hand. Similarly, looking at thedoor or thewrist-watch, sgnals
aneed to end or break. The switch can be signalled with statementslike:

“Shouldn’t that be donefor now/today 7’

“Don’'tyouthink weshould call it aday?’

“I’dliketo stretch my legsfor abit.”

You will noticethat these signalscomeaspolite suggestions.

After our discussion covering so many different components of face-to-face
communication, wewill finaly try to understand how to end conversationsand take
leave politely. But beforewe moveto thefinal part of thislesson, let uslook at the
meaningsof someof thedifficult wordsand revisit what wehavelearnedinthispart by
answering afew basic questions.
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- rexrquEsTIoNsz2?

1.  Think of someoccasioninyour family (likeapujawith havan, awedding, an
anniversary celebration, etc.) whereyou had tointeract with several outsiders
and sociaisewith them. How did you begin these conversations? How did you
continue further? Remember and describe two memorable conversationson
such occasions. Areyou il intouch with thesetwo peopl€? Think of how your
relationship with these people has changed.

2. What are some of thetopicsthat we can usein face-to-face communication
with almost anyone? Now think of your own village or zillawhereyou were
born and have spent severa yearsof your life. What type of topicsdo common
people usein regul ar face-to-face communication? Share astory of such a
conversation that you have had with ane ghbour or ashopkesper inyour locality.

3. AbhishektoVinod: Let'sgofor dinner and call it anight?
What isAbhishek trying to convey to Vinod?

4.  Think of Rakesh asyour best friend. You generally have long face-to-face
conversationswith Rakesh. However, at times, you somehow know that Rakesh
isnolonger listening and you haveto say something like®“Hello, areyou even
listening to me?” to bring him back. What are some of thegeneral signalsthat
you need to observeto know that Rakesh’s concentration isbroken?

22.8LEAVE TAKING

Ending aconversation normaly involvestwo steps: signalling that the conversationis
coming to an end, and the actual leavetaking.

Signasof ending usually consist of thanking aperson. Often you may giveareason or
make an excusefor leaving. Itisimportant to beableto recognisethesesignals, for it
would be considered rudetoignorethem.

While parting, like the process of greeting, we use set phrases. People who meet
regularly, leaveinformaly.

Formal leavetakingsare more elaborate. Onleaving ameeting or at agathering, you
must seek out the organi ser, thank him/her and bid him/her goodbye.
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Pre-Closing

Thank you very muchfor

your attention/interest/support
FORMAL

Well, | think that'sall.

Thank youfor givingme
thisopportunity.

WEell, I’ d better begoing.
INFORMAL

It' sbeenvery interesting talking
toyou, but ....................

Wl | must leave/be off now.
Great seeing you.

Sorry I’ vegot to go now.
Comeover. Dropin sometime.
Closing

FORMAL

Good bye! Hopeto seeyou again.

Look forward to seeing
you soon. Good night.
INFORMAL

Bye! Seeyou soon/later.
L ook after yourself.

Solong. Takecare.

SENIOR SECONDARY

Responses

Thepleasure hasbeen mine.

It'sbeenapleasure.

Thank you for coming.

Oh?Wheat apity. Thanksfor coming.

Yes, I'veenjoyedit too.

Samehere.

SurefYes, | will.

Responses

Good bye!

Good night

Bye! Takecare!
Andyou.

Youtoo!
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1. Weusudly repeat theexpress on used by theleavetaker, whilebidding goodbye.

2. For“Takecare” and“Look after yourself,” theresponseis® Andyou” or “you
too”.

®
TERMINAL QUESTIONS

1. Readthethreepiecesof didoguegiven beow and answer thefollowing questions
for each of them:

ad Whendoesthe conversation take place?

i)  aftergreetings

i)  beforetakingleave

iy whileworking
b) Arepeople meeting each other for thefirst time?
c) Whatisthetopicfor small talk?Isit appropriate?

i.  Deepa How doyoudo, Ms. Nagpa?1’ ve beenlooking forward to meeting
you.

Veena Oh! Pleasecall meVeena
Deepa: And I’ m Deepa. Well, Veena, did you have agood journey?

Veena: Well, not too bad. Therewasaminor fault inthelineand wewere
delayed by half an hour.

Deepa: Yes, delaysareirritating..........ccoveeve.

ii. Deepa: We vebeenworking very hard. | think weneed abresk. Let me
get you adrink.

Veena: Yes, I'dliketes, thanks.
Deepa: Sure. With milk and sugar?

Veena: Yes, please. Let’'sgo to the canteen. I’ d liketo stretch my legs.
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iii. Deepa Well, that’squitealot of work done; don’t you think?
Veena: We' Il call it aday. Shall we?
Deepa: Yes, of course. Caretojoin mefor lunch?
Deepa: Never mind. Would you like some coffee beforeyou leave?

Veena: No. thanks. | should beleaving........

Some sentencesare missing in the dia ogue given bel ow. The missing sentences
aregiveninabox after thedial ogue bel ow.

Completethe dial oguewith sentencesfrom the box.

Please Note: There are more sentencesthan you need, so choosewith care.
Habib: Haveyou been to Pune before?

Lekha No, it'smy firstvisit.

Habib: (a)

Lekha: I'msurel will.
Habib: So, do you have much time herein Pune? Areyou staying long?
Lekha No, | haveto go back tomorrow afternoon.

Habib: (b)

You'll haveto comeback again.

Lekha: (c)

Habib: So, what timeisyour flight tomorrow?

Lekha Early evening 18.35.

Habib: Well, | can book you ataxi if you like, to get you thereinagood time.
Lekha: (d)

(i) 1don’'tknow for sure.
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Face To Face
(i) Youaregoingtohaveagreat timehere. Communication
(iii) Tha'svery kind. Thank you.
(iv) Hopeeverythingisaright?
(v) Oh,that'sapity. There'ssuchalot to see.
(vi) Thatwill betoo muchto ask of you. Notes

(vii) Dependsonwhen| get called for the next project.
(viii) W, | hopeyoulikeit.
(ix) That'sgood.

(vi) Yes I'dloveto.

3. ldentify the unacceptable sentencesin thefollowing exchanges. Also say what
makesit so.

A. () Manage:Isthisyourfirstvisthere?

Thomas: No, infact thefirst timel cameherewasfor atradefair. It
wastheAuto Tradefair at Pragati Maidanin 1999.

Manager: Shall we havealook around the plant beforelunch?

(i) Manager: Isthisyour first visit here?

Thomas: No, infact thefirst timel cameherewasfor atradefair. It
wastheAuto Tradefair at Pragati Maidanin 1999.

Manager: Ahyes, | remember the exhibition well. So, it wasvery
successful for you, wasit?

Thomas; Well, we madealot of useful contacts.

Manager: Of course....... Now, shall we have alook round the plant
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4.  ldentify theunacceptable sentencesin thefollowing exchanges. Also say what
makesit so.

A. (i) Vistor: Hello,I'mN K Bajg from Bakson. | have an appointment
with Ashok Sahani.

Receptionist: Oh, yes, Mr. Bgjgj. Welcometo Telco. Mr. Sahani will
Notes bedonginafew minutes. Can | get you something to drink?

Visgitor: Nothanks, I'mfine. But | wonder if | could useaphone?

Receptionist: Yes, of course. And anything else

(i) Visitor: Hello, I'm NK Baja from Bakson. | have an appointment
with Ashok Sahani.

Receptionist: Just amoment, please.............. I’msorry, Mr. Sahani is
notin.

Vigtor: Well, I think I’ [l wait. Could you give the messageto hissec-
retary?| have another appointment to catch up with.

Receptionist: Yes.

A
‘ l ANSWERSTO INTEXT QUESTIONS

22.1

1. Face-to-face communication is the process that takes place in the
smultaneous physical presenceof both the speaker(s) and thelistener(s) at
the same spot. Depending on the rel ationship shared by the speaker(s) and
thelistener(s), the space between them varies and one hasto be careful
about the non-verbal cues as the speaker(s) and the listener(s) can see
each other directly.

2. Shyamand Rohit will aternately assumetherolesof speaker and listener
asthey taketurnsinthe processof quarrelling with each other. Surg), Vishnu,
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22.2

22.3

Mohit and L akshit arethe observers or the extended audience, who cannot
directly jointhe process.

Turn taking isimportant in communication as speakers need to be heard
properly for further communication to befruitful. If everybody isspeaking
at the sametimewithout taking turns, then nobody will belisteningandin
such ascenario, communication will bemeaninglessand chaotic.

We need to observe non-verbal cuesin face-to-face communication to
understand whether the speaker or thelistener isbeing sincere, interested,
authentic or hiding something or being deceptive. Non-verbal cuesgo
beyond wordsand reveal important information about themessage sender’s
personality, state of mind, intent and purpose.

Dhananjay iswearing inappropriate clothing for aformal occasionlikean
official meeting. Hence, others' perception of Dhananjay will be affected
and hewill not be taken serioudy inthe communication process.

Breaking eye contact constantly isanindication of Manoj not being truthful
and the Mathematicsteacher will disbelieve hisstatements.

Sushmacan hug and kissher sister Neha, of her being Sushma ssister and
them sharing adeep leve of intimacy. However, Sushmashould not hug
and kiss Sushee! asheisarecent acquai ntance and shedoes not sharethe
leve of intimacy that would approvesuchanon-verba gestureinatraditiond
Indian setting.

Useyour own experience: think of use of hand gestures, lip movements,
eyemovements, facia expressions, etc.

Politeness, inthe context of communication, isabout the use of appropriate
words, showing regard for the person oneiscommunicating with, longsde
the consideration of the person’sfeelings, sentimentsand position. One
needsto bekind towards and patient with otherswhile being politeina
communicative context.

Useyour own experience; Charan sparshisan Indiantradition of showing
respect towards and seeking blessings and guidance from an elder or a
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senior person by touching hisor her feet. Asanon-verbal gesture, it sets
thetone of the communication processto follow, wherethe person will be
willing to obey and holdin high regard theelder’ sopinion. So, thefeedback
will show agreement with the el der’ sstatementsand therewill bevery little
or no resistanceto the elder’ssuggestions.

Beyond age, other factorslike socia standing, professiona status(likea
policeman, adistrict magistrate, etc.), organisationa hierar chy (whoisthe
senior versuswhoisanintern), etc., influence politenessnormsinan Indian
setting. Use examplesfrom your own stateto answer the second part of
thequestion.

a ladviseyoutokindly openanaccount inthebank, for metobeable
to processyour request.

b) Pleasegivememoreinformation.
c¢) Thefoodiscold. Canyou pleaseheat it oncefor me?

d) Isthereabetter room available? It isdifficult for meto beinthis
room.

No, Farhan and Naman have not behaved appropriately. Their useof dang
and colloquia expressionsisproblematic here.

Farhan: That isan unwisethingto do!
Naman: You need to trust me, Farhan!

No, Gautam should not talk immediately about the project. It would not
fulfil Gautam’s purpose as Payal isnot in the mental stateto think about
work and responsibilities. Rather, Gautam should practise empathy and
communicate regarding what sort of help Paya might need at the moment
and how Gautam canassist her inthissituation. Later on, after thecrisshas
been dealt with, Gautam can talk about the project and Payal will respond
favourably asshewill acknowledge Gautam’shelp during thedifficult period.

Useyour own experienceto answer; the differenceliesin the approach:
when werespond, weact with aproblem-solving mindset. Onthecontrary,
when we react, we don't try to solve anything, rather it's an emotional
outburst that further complicatesthe metter.
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22.6

22.7

1.

Theface-to-face communication will beafailure, asRavi isnot paying Face To Face
attention to and hence not listening to Pramod. Much of theinformation Communication
sharedisbeinglogt. Toimprovethequdity of their conversation, Ravi should

stop using hissmartphone. Ravi should pay full attentionto Pramod, with

periodic non-verbal cueslike nodding one'shead, smiling, using hand

gestures, etc., and verbal messages or questionsto show how heistaking

interest in what Pramod hasto share about hisLadakh trip.

Q) formd (i) formd (i) informal Notes
(iv) formd, (v) informa (i) formd
@ b (i) d (i) c iv) a

(i) Goodmorning, Sir How'reyou feding now?

Theremark isvery informal, thereforeinappropriate. He should have said:
Good morning, Sir,

() formd (i) formd (i) Veyinformd

(iv) informd

() No.Pleasedtomeetyou, Jim. (i) How areyou, Neha?
Accept

(v) It'sanhonour to meet you, Mr. Gates
Because, it expressesthe pleasure of meeting aspecia person.

Reject
() & (i) forbeingtooinformal
(i) and (iv) wouldbequiteacceptable.

(i) tomembersof theclubat aLionsclub meeting

Useyour own experienceto answer theanswer.

2. Useyour own experienceto answer theanswer.
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Face To Face 3. Abhishekistryingto signal aswitchtoVinod and end thework-related
Communicetion communication for theday.

4. Rakeshhaslooking at hiswrist-watch frequently, or looking at thedoor, or
breaking eye contact randomly and intermittently, or getting distracted by
something inthe surrounding environmen.

Notes
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Notes

Communicationintheofficeisquitedifferent from personal communication. Inthe
office, weneed to keep in mind office proceduresand rules. Written communicationin
the officeismeant asmuch for record asfor reference. Two very important kinds of
written communicationin the officearememosand letters. Theaim hereisto provide
you with acomprehensive understanding of how to write effective memosand | etters
for various purposes.

LEARNING OUTCOMES

After completing thislesson, thelearner:
° Recognisesdifferent stylesof letters;
° | dentifiesdifferent componentsof effectiveletters;

° Developstheahility to useclear, concise and professional languagein memos
and |etters.

° Composesmemosand | ettersbased on real-life situations,

23.1 MEMO

TheLong man ConciseDictionary of BusinessEnglish definesmemo as

“aninformal written or typed message to someonein the same officeor organisation,
sentinplaceof aletter.”

Or
“ashort informal note or report-on somedeal or event or conversation.”

A memoisabrief written message used primarily for internal communicationwithinan
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Writing Memosand L etters

organization. Memos are used to shareinformation, updates, or instructionswith
colleaguesor subordinates. A memoisgenerally used for sending messagesfrom one
department to another within the same organization.

STRUCTURE

Heading: Includestheword“Memo” or “Memorandum,” date, to, from, and
subject.

Opening: Briefly statesthe purpose of the memo.

Body: Providesdetailed information, including background, discussion, and any
actionrequired.

Closing: Summarizesthememo’smain pointsor actionsneeded, and includes
apolitesgn-off.

Given below isan example of amemo.

MEMORANDUM
4 th Nov. 2000
From:- Director (Building)
Subject:- Security Measures
To:- The Security Manager

After threeincidentsof theft of scootersin the previousweek from our parking
shed, itisimportant that security measures should betightened withimmediate
effect. A strict check at the entrance and exit gatesisrequired. Only permanent
token holders should be allowed to park their vehiclesin the parking shed.

(&) Pleaseissueidentity cardstoall theemployeesof the establishment with
their recent photographs.

(b) Eachemployeeshould begivenatokenfor higher vehicle.

A full-time parking shed caretaker should be appointed with immediate effect.
Financial sanction be obtained. Manager (Personnel) be consulted about the
recruitment rules.

Please discussthese and other security measureswith membersof the staff. Their
suggestionswill bewelcome.

S/
Director (Building)
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Theshort form of memorandumismemo.

So, officememosare:

neither lettersnor notices

providesingruction andinformation.

23.1.1HOWTOWRITEAMEMO?

Whilewritingamemo you should keepin mind thefollowing points:-

State the subject clearly and precisdly.

Get to your main messagedirectly.

Makeyour sentencesshort and smple.

Give preferenceto direct statementsusing personal pronounsif necessary;
e.g., instead of saying,

“Thechairman hasdesired that al section heads prepare monthly reportson the
implementation of the project and submit the same to the undersigned for
compilation.”

You cansay:

“1 have been asked by the Chairman to compile all monthly reports on the
implementation of the project. Please send meareport pertaining to your section
by the 7th of the month.”

Break up your messageinto points.

Makeit brief becauseyour reader may beabusy person and may not havetime
to read along message.

- e uEsTIoNszs:

1.

Given below isajumbled-up memo. Put the sentencesin their right order and
rewrite thememo in your exercisebook.

ENGLISH COURSE (302)

MODULE - 23

Writing Memosand
Letters

Notes

127




MODULE - 23

Writing Memosand
Letters

Writing Memosand L etters

Notes

128

MEMORANDUM
From:- Supervisor
Subject:- Misuse of Computers
To:-Mr XYJ
Computersare shut down properly after use.

Games and other means of personal amusementsare not played on office
computers.

Pleaseensurethat thefollowing measuresarefollowed strictly by membersof
the staff.

Computersin the common pool are not switched off after use.
Computersare used for playing games.
Onthe subject stated aboveit has been observed that:-

s/

Supervisor

You areorganisingacommunity service project for thewefare of the street kids
inyour locdity and need volunteers. Writeamemoto your classmatesexplaining
the project, its significance, expected outcome and requesting volunteers.
Mention the date, time, and how they can signup to help.

AsaClass Representative, you need to remind students, on behalf of your
teacher, about the upcoming deadlinefor aproject submission. Writeamemo
that detail sthe submission date, project requirements, and whomto contact for
questions.

Imagineyou arethe Head of the Student Council, and you need to informyour
fellow studentsabout an upcoming school event to showcaseHonourablePrime
Minister NarendraModi’ svisionfor Viksit Bharat. Writeamemo announcing
theevent, including the date, time, location and any preparationsthey need to
make.
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232LETTER

A letter isawritten messagefrom one party to another containing information. L etters
canbeformd or informa and areused for avariety of purposesincluding communication
with externa entitieslike businesses, inditutions, or individuas.

STRUCTURE
e  Sender’sAddress: Your addressat thetop right corner.
° Date: Below the sender’saddress.

° Recipient’sAddress. The address of the personyou arewriting to, placed on
theleft, starting below the date.

° Salutation: “Dear [Name/Title],” to greet therecipient.

° Body: Introduction, main content, and conclusion.

° Closing: “Yourssincerely,” followed by your signature and name.

° Enclosures: Mention any documentsyou areincluding with thel etter.
TIPSFOREFFECTIVEWRITING

° BeClear and Concise: Usesimplelanguage and get straight to the point.
° UseProper Format: Follow thestructurefor |ettersclosely.

° Proofread: Alwayscheck your writing for spelling and grammar mistakes.

° BeCourteous Maintain adignified tonethroughout your |etter.

2321LETTER OF COMPLAINT

A letter of complaintisaformal way of communicating your dissatisfactionwith a
service or product. It'simportant to be clear, concise, and respectful, even when
you' reunhappy with something.

Weoften havetowritelettersof complaint to variousorganisations. Thisskill isvery
useful when you need to convey our issueswith aproduct or aservice, inaformal and
congiructive manner.

Whiledrafting lettersof complaint we haveto state the complaint clearly and be polite
without blaming anyone. We also haveto giverelevant referencesand details. We
must state very clearly what wewant the company to do.
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WritingMemosand ADDITIONAL POINTERS

Letters : . .
° Say Politeand Respectful: Evenif you reupset, apolitetoneismorelikely
toresultinapositive outcome.
° ProvideEvidence: Attach or mention any receipts, warranties, or photographs
that support your complaint.
Hereisan example:
From:- 24th Dec, 2023
Notes
Rocky Pens

Mayapuri Industrial Area, New Delhi
To-
Neverlock Fountain Pens
OkhlaEstate, New Delhi
Subject:- Defective supply.
Dear Sir,

We wish to complain about the 500 ball point pens supplied vide your invoice
letter No. NL/RP/. FP/ 2023 dated 28th Nov, 2023.

We regret to inform you that only 100 pens are in working order. Rest of the
supply hasoneor two of thefollowing defects:

Cracksincaps

Looseclips

Dry rdfills
Pleasereplace the 400 defective pensat the earliest.
Looking forward toyour early action.

Your sncerely

A D Gupta
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Theaboveletter containsthefollowing:
’ Sender’'sName Date
and Address
Addressof person
or firmintended for
Subject
Body
references
nature of defect
request for replacement
Closng
1.  Imaginethat you arethe Manager of VXT Textiles, Ludhiana. You had placed
an order for the supply of 16 boxes of Silk Sareeswith Shree Cloth Mills,

Chennai. But you havereceived 16 boxes of Chennai Cotton Sarees. Inyour
exercisebook, writealetter of complaint and request for replacement.

2. Imagineyou bought anew Samsung smartphone onlinefrom Amazon, but it
stopped working within aweek. Write aletter to Amazon complaining about
thefaulty product. Request areplacement or refund. Provide evidence of your
purchase and the problem being faced.

3. Writealetter tothe Manager complaining about the poor serviceyou received
at the Swagat restaurant, Ahmedabad, on your birthday. Describetheissues
with the serviceand how it affected your celebration. Suggest how they might
improvether serviceinthefuture.

4.  Youreceived abill fromyour internet service provider, Airtel, charging youfor
aplanthat you did not subscribeto. Writealetter to theAreaManager, Customer
Service, Airtd, highlight theerror, provideevidence of your actud plan, and ask
for thebill to be corrected.
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27.22LETTER OF ENQUIRY

A letter of enquiry isforma communication asking for specificinformation or details. It
should beclear, concise, and to the point, ensuring the reci pient understands exactly
what informationyou' reseeking.

Thistypeof |etter isused when you seek information, clarification, or detail sabout
something. It could be about acourse, product, service, or any general information.
By mastering the art of writing enquiry letters, you can effectively communicate your
curiosity and obtain theinformation you need.

Hereisasampleletter of enquiry.

[ From:
International Correspondence College, 21st Jan. 2001
New Delhi
To-
M/s. Eagle Offset Printers.
NarainaVihar,
New Delhi
Subject:- Enquiry about the progress of printing and supply of lessons.
Ref.- (i) Yourletter No. ICC/L/Eagle/2000, date 19th Dec.
(i)  Your letter No. ICC/L/Eagle/2000, date 12th Nowv.
Dear Sir,
Withreferenceto theabove subject you arerequested to let usknow thefollowing:
No. of lessonsyet to be printed.
No. of illustrationsyet to be made.
Dateof dispatch of theprinted material.
Wewould liketoinformyou that you are aready late by two weeks.

Asper clause 3 (b) of the agreement afine of Rs. 100/- per day will be charged
for delay in completion of the assignment.

Kindly treat thismatter asmost urgent and send usthe material immediately.
Yourssincerely,
(Vinod Mankad)

Dy. Director
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Whilewriting aletter of enquiry remember thefollowing points:-

the contents of theletter should mention references (lettersand agreements) of
both parties (sender and addressee)

theenquiry should be specific
it should makeclear that the matter isurgent and needs special attention

| rexrQuEsTIoNS2322

1.

Hereisanincompleteletter of enquiry. Completeit by filling up theblanks. you
can usethewordsgiven inthe box.detail s, terms, requirement, manufacturers,
reference, enquiry

[detai |'s, terms, requirement, manufacturers, reference, enqui ry]

[ From:

Trendy FurnitureLtd.,
Bhopal
To:
ThePrincipa
SJSchoal,
Ddhi
Subject:__i_about detailsof furniturerequirement.
Dear Sir,
Thisiswith__ii__toyour advertisement inthe Indian Express, inviting tendersfor

sted /woodenfurniture.

We happento beoneof theleading_iii_of steel furniturein Bhopd.
Couldyoupleasegiveus_iv_of your_v_andother_vi_and conditionsif any.
We offer a10% discount to educationd ingtitutions.

We hopeto hear from you soon.

Yousincerdly,

SK Jha
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Writing Memosand 2. Imagineyou areinterested in aspecific course offered by the Ramakrishna
Letters Mission Institute of Culture, Kolkata. Write aletter to the Program Manager
enquiring about the course details, such asduration, fees, digibility criteria, and

the admission process.

3. Youwantto buy alaptop from Lenovo and have shortlisted amodel. Writea
letter tothe Lenovo Retail store enquiring about thelaptop’savailability, price,
warranty period and any ongoing offersor discounts.

4.  Writealetter tothe NGO, Akhand Uday Foundation expressing your interestin
Notes volunteering with them for rural development activitiesand poverty alleviation
and skill development workshops. Ask for information about their upcoming

projects, volunteer rolesand how you canjoin.

@" WHAT HAVE YOU LEARNT

° Lettersarewritten on aletter head but memos arewritten on aplain sheet of
paper or on amemo format.

™ Theformat for lettersand memosisdifferent.

e  Thestyleof writingisindirect inlettersbut isdirectinmemos.

®
TERMINAL QUESTIONS

1.  Givenbelowisanincompleteletter of complaint. Completeit by using the
followingdues-

e Anorder of 1200 silky blankets packed in 12 wooden boxeswas placed-
only 900 blankets packed in 9 boxes has been received-remaining 300 to
be sent as soon as possible so that the same can be distributed before
month end.

Dear sir,

We havereceived your consignment of silky blankets against our order No. AK/I/
231, dated 16th March, 2000.
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Weregret

Yourssincerely,

XYZ

2.

Givenbelow isthetext of amemo sent from the Manager to Mr. Rakesh Kumar
confirming the decision reached at ameeting. The meeting washeld to discuss
Mr. Kumar’sleave application aswell asnecessary follow up action. Number
the sentencesintheright order.

(| amwrit ng thisto confirm the decisionsreached yesterday at our meeting.

through thelunch hour to partialy make up for thetimelost in themorning.

You will beallowed toleave office one hour in advance, i.e. at 4.00; p.m.

Youwill begivenleavewithfull pay for tendaysfromMay 1% toMay 10thto
enableyouto takethe CSexams.

FromMay 11th youwill follow theworking hoursexcept that you will putin
three hoursof extrawork on all Saturdaysin May to completethe Annual

Report.
Thisarrangement will continuetill April 30th, when your CSexamsbegin.

Youwill henceforth beat your desk no later than 10.00a.m. and shall work

Imagineyou arethe Head of your school’s Student Cultural Committee. Write
amemo to your committee membersinforming them about an upcoming event
andtheir responsibilities.

Writeaformal letter to the Principal of your school requesting permissionto
organise ascience exhibition on World Students Day, October 15, late Dr A P
JAbdul Kalam'’shirthday. Includethe purpose of the exhibition, the proposed
dates, and how it will benefit the students.
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A
‘ I ANSWERSTO INTEXT QUESTIONS

231
1.

From:- Supervisor

Subject :- Misuse of Computers

To:-Mr.-XYJ

Onthe subject stated aboveit has been observed that:-
1. Computersinthecommon pool arenot switched off after use.
2. Computersareusedfor playing games.

Please ensurethat thefollowing measuresarefollowed strictly by members
of thestaff.

1. Computersare shut down properly after use.

2. Gamesand other means of personal amusementsarenot played
on officecomputers.

sd/-

Supervisor

2. Individud answver

3. Individud answer

4. Individud answver

2321

1. Individud answer

2. Individud answver

3. Individud answver

4. Individud answver

23.2.2

1. i.enquiry ii. reference iii. manufacturers iv. details

V. requirement vi.terms

2. Individud answver

3. Individud answver

4, Individud answer
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WRITING E-MAILS

Notes

E-mail, asowritten asemail, isan abbreviation for electronic mail. Itisdescribed as
datakept onacomputer and shared between two peopleover theinternet. E-mail, in
itsmost basic form, isacommunication that may contain text, files, photos, or other
attachmentsand istransmitted acrossanetwork to aspecificindividual or group of
individuas. Email issomething you type on acomputer, but aletter issomething you
write by hand. Email ismore efficient and speedier sincetyping and sending email
takessignificantly lesstimethan writing and posting. Moreover, whileusing e-mail,
differencesinlocation and time zone do not remain an obstacle. For example, if you
send ane- mail fromIndiatoafirminAmerica, they will get itimmediately.

LEARNING OUTCOMES

After completing thislesson, thelearner:

Recognisesdifferent stylesof communicationsthrough e- mail;
Composese-mail based onred-lifesituations;
Classfiesdifferent Dosand Don' tsof effective communication through e- mail;

Assessesthe use of technology in communicating idesseffectively.

241 WHAT MAKESE-MAIL DIFFERENT

Electronic communicationisfundamentally different from paper based communication
because of its speed and broadcasting ability.

On paper, itisessential to make everything clear because your audience may not have
achancetoask for darification. Withe-mail, thereceiver can ask questionsimmediadly.
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Writing E-Mails

E-mail thustendsto beloosdly structured, like conversation. Thishasitsadvantages-
you savetimeand effort. Why should you spend hours on correct spellings, perfect
grammar and appropriate wordswhen the messageisonly totell your colleaguethat
you areready to go to lunch. Of course, you must know when you can be carelessand
whenyou haveto be meticul ous.

Another difference between e-mail and older mediaisthat what the sender seeswhen
composing amessage might not look likewheat thereeder sees. Withe-mall, thesoftware
and hardwarethat you usefor composing, sending, storing, downloading, and reading
may be completely different fromwhat your cor respondent uses. Thevisual quality
of your message may be quitedifferent by thetimeit getsto someone el se'sscreen.
Sincethesedifferencesexigt, itisnecessary for youtotailor your messagetothisnew
medium.

¥ INTEXT QUESTIONS24.1

|

1. Howisanemall different from awritten letter?
2. How isdectronic communication different from paper-based communication?

3. Mention someimportant feeturesof communicating through e-mail.

242 HOW TOWRITEAN E-MAIL

Inthissection youwill learn some of themgjor features of communicating through e-
mall.
Ways Of Establishing Context

With e-mail, you cannot assume anything about asender’slocation, time, state of
mind, and profession, interest or future valueto you. Thismeansthat you need to be
very careful about giving your receiver some context. Furthermore, your receiver may
get afew hundred messages all at once. This section will give specific waysfor
establishing context so that your message becomes meaningful and receivesattention.

2421 MESSAGE HEADER

The message header containsinformation concerning the sender and recipients. The
exact content of email headerscan vary depending upontheemail system that generated

themessage.
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Generdly, headerscontain thefollowinginformation:

Subject: Subjectisadescription of thetopic of themessageandisdisplayedin
most email systemsthat list email messagesindividualy. A subject linethat relates
clearly tothebody of thee-mailswill hel p people mentally shift to the proper
context beforethey read your message. The subject line should be brief, and
needsto be acomplete sentence. It should give aclueto the contents of the
message. For example:

Please send one copy of thefollowing CUPtitlesby 26th March |atest.

SUBJECT: BOOK ORDER -TEACHER TRAINING

Dear Mr. Mishra,

Here, the subject line summarisesthe most important detail s of the message.

When you know the person getsalot of mail and you want him/her to act on
your messagewithout delay:

[ Subject: URGENT: Book Order- Teacher Training ]

If you are offering non-urgent information that requires no responsefromthe
other person, prefacing the subject linewith FY | (For your information) isnot
abadides, asin

[ Subject: FYI: Passesfor TheWild Duck ]

21 passesfor the 18th 3 p. m. show are at the Reception Desk, First come,
First served!

Donotuse‘ information’ for your subject line. Instead ask clearly for the specific
pieceof information you need.

Sender (From). Thisisthe sender’sinternet email address.
Dateand TimeReceved (On). Thedate and timethe message wasreceived.
Recipient (To:). First/last nameof email recipient.

Reply-to: If your messageisin responseto another piece of e-mail, preface
the subject linewith Re: or RE: (for Regarding). For example:

[ Subject: RE: Book order-Teacher Training ]
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Thisisthelnternet email addressthat will becometherecipient of your reply if
you click the Reply button.

Recipient email addr ess: Thelnternet mail addressof therecipient, or where
themessagewas actually sent.

Attachments: Filesthat are attached to the message.

24.2.2 Body Of TheE-Mail

Thebody of amessage containstext that you want to sharewith the other party. The
message body may also include signatures or automatically generated text that is
inserted by the sender’semail system.

Quoting References:

If youarereferringtoapreviouse-mail, you should explicitly quotethe document
used for reference. For example, imagine, you arereferring to thefollowing
mall:

Subject: FYI: Passesfor TheWild Duck

21 passesfor the 18th 3 p. m. show are at the Reception Desk, First come,
First served!

Here, you can make your e-mail specific by beginning with the subject line
followed by your query asin:

Re: Show on 18th

Hedlo!

Arepassesfor 18th, 3 p.m. show gone?

Referring to the previous document becomes necessary because you may have sent
the message on Friday and might not remember it on Monday morning when you see
theresponse.

However, you must al so avoid giving too much context. Look at the two examples
given below and decidewhichisbetter and why?
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ExampleA:

>|'vetalked to Rakesh about

> pricequoted by BPL . Hethinks
>itstoo high. Nehapromised

>to contact HL and LG> Any news?

>What do | do now?

ExampleB:

> Rakesh has Bp: quotation. Compare
>itwiththoseof HL and LG available
>with Neha

> Respond withtheline of action.

Thesecond (B) isbetter becauseitisshorter and isaction oriented. It tellsthereceiver
precisely what he should do-

0]
(i)

compare pricesfrom different sources
decideand convey subsequent action.

You must remember that the greater than sing (>) appearsonly whenyou are
forwardingamail or replying to amail without going through the process of
composing areply afresh. Thissign (>) appearsonly at therecipient'send.

PageL ayout

Wordson acomputer screen ook different from thewords on paper and usualy
peoplefindit moredifficult to read thingson ascreen than on paper. For instance,
youmay haveput someof your informationinboxesbut your recipient'scomputer
may not receiveit inthat form. Thismeansthat agood e-mail pagelayoutis
different from agood paper document pagelayout.

Shorter Paragraphs

Frequently e-mail messageswill beread in adocument window with scroll
bars. Itisdifficult toread avery long paragraph because half of it will beoutside
the screen. Therefore, it will bedifficult toremember theinformation.
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Writing E-Mails

LineLength

Most softwaresthat reads mail does not automatically wrapi.e. adjust what
wordsgo onwhét line. Thismeansthat if thereisamismatch between your
software'sand your correspondent'sin how they wrap lines, your correspondent
may end up withamessagethat doesnot ook good; especidly informa business
communications.

If alineislonger than 76 characters (Anything typed including aspaceisa
character), itissplit after the 75th character and thelineendswith anequal sign.
Somee-mail reading software can automatically reconstruct your message but
othersmay completely changetheaignment. You shouldtry to keepyour lines
under seventy characterslong. Why seventy and not, say seventy Sx?Because
you should leave a little room for the indentation or quote marks your
correspondents may want if they need to quote piecesof your messageintheir
replies.

Clear and Precise Prose

Keep everything short. Keep your linesshort, keep your paragraphs short and
keep the message short. If your correspondentswant moreinformation, they
can ask for it. Also notethat some of your correspondents may havelimitson
how much disc spacetheir email canuse.

If you are sending areport to many people then you may need to put more
detailsinto thee-mail so that you aren't flooded with questionsfrom everyone
ontherecipientslist. You should ask yourself carefully, if al the peoplerealy
need to beonthelist.

Thefewer the peoplethere are on therecipient list, the shorter the message
should be. Keep everything on one"page’. In most casesthismeanstwenty five
linesof text.

Greetingsand Signature

Every new medium developsitsown rulesfor opening and closing. Because
email isso new, therearen't firm customs on how to open and close.

Most often start with 'Dear-(First name) and closewith 'Regards or "Thanks
and your signature. Inthe USA, they often beginwith 'Hi' Many people do not
giveeither asalutation or asignature becausethe addressing informationisa
part of ane-mail message. Thee-mail messageitsalf sayswhoitistoand from.
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All thesame, itisgood to havegreetingsand Sgnatures. Many e-mail programmes Writing E-Mails
alow youto set up adefault signatureto beincluded at theend of every message.

Many peopleusethesesgnaturesasan easy way to givetheir nameand dternae

waysof reaching them. For example:

R. Swaminarayan
Training Officer

Trandation Project

Malgudi Publishing House, malgudi Noes
Contact: (+91) ***** xxxx*
melgudipublishinghouse@gmeil.com

Of course, you haveto decidewhether al thisinformationisnecessary with aparticular
message. Such aheavy signature may beinappropriatefor aone-linecasua e-mail.

™ | dentification:

Itisimportant to identify yourself especiadly whenyou aree-mailing astranger.
Your e-mail must answer the questionsthat will cometo the receiver'smind.
They are:

How did she/hefind out about me?
What does she/hewant from me?
Whoishe/she?
Why should | pay any attention to hinvher?

Itisbest to put al identification information at thetop instead of the bottom
because;

Your identity isanimportant clueto the context of the message.

If thereisaproblemwith thetransmisson of themail, theendismuchlikely
to get lost than the beginning

If you don't establish quickly whoyou are, your correspondent may delete
your message before he getsto the bottom.
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e Spam: Digitd junk
mail sentinbulk
over theinternet

e Confidential:
Intended to keep
secret

e Jargon: Keyterms
relatedtoa
particular
occupation or
subject

Writing E-Mails

|

1.
2.
3.

¥ INTEXT QUESTIONS24.2

What arethe basic componentsof an email?
How do youwriteagood e-mail ? Explainitsconstituents.

Why isidentification of apersonvita inwritingane-mail.

243THINGSTO REMEMBER

Thesubject lineshould bevery clear. It should simply state the subject of the
email so that the reader knowswhat to expect. Also, the subject line should
never beinal capsor all small letters. The reader might misunderstandit for a

Spam message.

Only public matters should be discussed over emails. Mattersof confidential
nature can bemisused if theemail getshacked.

Emailing with any kind of bad newsor expressing anger over theemail isalso
not advisable. Faceto face communication (if possible) isawayspreferablein
such cases.

The use of emoticons, slangsand jar gon not known to the receiver should
be discouraged whilewriting aprofessond email.

Whilehitting reply, beware of the'Reply dl' option. Thiswill send your email to
al thepeoplewhowereinthemailer list of theorigind email and thismay not be
what you intended.

Using BCC isaways advisable when you do not want peopleto know who
othershave sent thee-mail. BCC standsfor blind carbon copy. When you put
the email addresses under BCC, those addresses will not be visible to the
recipientsof theemail.

Sometimes, when wearetoo lazy to composeanew email, wejust openanold
email and hit reply. Thisshould never be done because by doing this, you are
sending amessage that has nothing to do with the previousone.

A littletime saving trick for someonewho hasto send alot of emailsistoinclude
aggnatureintheir emails. Thesignature containsyour first nameand last name
followed by your title/des gnation, email addressand tel ephone number etc.

SENIOR SECONDARY




Writing E-Mails MODULE - 24

° Peopleusualy use short formswhen sending e-mails. Hereare afew of them: Writing E-Mals
BBL - beback later IMO-inmy opinion
BFN - byefor now IOW - in other words
BRB - beright back LOL - laughing out loud
BTW - by theway NBD - no big deal
FY1 - for your information RPFL -rolling onfloor laughing Notes
<g>-grin TIA - thanksin advance
<G>-biggrin TIC - tonguein cheek
HSIK - how should | know? TTFEN - tatafor now
IAE - inany event TTYL -taktoyoulater
IMHO: InMy HumbleOpinion ASAP: AsSoonAsPossible

WY SIWY G- what you seeiswhat you get

RSVP: Répondez sil vousplait,French for "Respond, if it pleasesyou”

¥ INTEXT QUESTIONS?24.3

|dentify thefollowing statementsaretrue(T) or false (F) Correct thefal se statements.
1.  Withe-mall,thereceiver canask for and get clarifications.

2. Sincemany messagescomeadl at oncewe must usewaysto make our message
stand out and beread.

3. Referenceto previousletter/mail iscarried below the subject line.
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Writing E-Malls 24.4 SAMPLE E-MAIL

Samplel

anamika@gmail.com
Request for work from home due to Covid

Dear Ma'am,

This is to let you know that | have not been keeping well for the past few days and as far
as the symptoms are concerned , | suspect it could be covid. | will be getting tested for the
same and it will take a few days till | get the reports. Until then, please allow me to work in
Notes the online mode as it is best for me and others that | isolate myself.

Will update you as soon as | have the results.

Thank you

Regards,
Paul

“ ~ SansSerif ~ ¥+ B T

c
>
| q

(1

4

i
i

4

Sample?2

Bcc: radhika@hotmail.com
Notification: International Conference on Language and Culture
Dear Colleague,

We are pleased to announce the 4th International Conference on Language and
Culture to be organised on 14th and 15th May, 2022. The conference will be hosted by
Star Glory University Madhya Pradesh, India.

Please find the details of the conference attached with this email. We look forward to your
active participation.

Thank you.

Best

Usha Lal, PhD

Assistant Professor

Department of Humanities and Social Sciences
Star Glory L'niversit;{

Conference announcement.pdf (1,627K) x

«“ ~ Georga <~ [~ B I U A~ =~ = = -~
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il

INTEXT QUESTIONS24.4

=

You receivethefoll owing message on 21/04/2024

[ Dear Harish,
L ast night the new central cooling systeminstalled by AquaCool exploded.
Our completespring stock hasbeen destroyed. Damage-minimum Rs. 41akhs.
Adviselineof action.

| Manish.

You areHarish. Now, writeareply to Manish.

Writeto Rg Travels, asking themto cancel your air ticketsto Bangaloreand
hotel accomodation they had booked for you. Youwill inform about the changed
dateinthenear future.

Mention some Dosand Don'tsof writing an email.

@" WHAT HAVE YOU LEARNT

Notes

N

w

e Anemailisdifferentfromolder media
e Towriteagoode-mail onehasto provide adegquate context
° Using meaningful subject lines, pagelayout, Greetingsand signature, I dentifying

arevery important inwriting an effectivee-mall

®
TERMINAL QUESTIONS

1.  Writeane-mail toyour friend giving him sometipsandtrickson how to prepare
for termend examinations.

2. Yourfriendwastesalot of timeontheinternet visiting sitesand playing online
games. Writean e-mail advising him not to do so.

3. ImagineyouareVanshikalVivek, writean emall toyour teecher asking permisson
to remain absent from school for 2 dayson account of your sister'swedding
ceremony.

4.  Writeanemail toyour younger brother Ashishto give himtheright guidanceto
choosetheright career option after class12th.

5. Youareaformer sudent of Mr. Mitta, your tutor. Writean email withaminimum
of 80 wordsusing phrasesto thank Mr. Mittal for hisguidancethat contributed
toyour overall development.

6.  Youareaproject manager for ABC company, writean email to your company
membersenquiring about delay in submitting their weekly planner and stressing
theimportance of meeting deadlines.

ENGLISH COURSE (302) 147




Writing E-Mails

MODULE - 24

Writing E-Mails
Notes
148

A
‘ l ANSWERSTO INTEXT QUESTIONS

241

24.2

24.3

24.4

1. Anemail isinstant and electronic, whileawrittenletter is physical and
typically dower toddiver.
2. Electroniccommunicationisfaster, editable, and alowsfor instant delivery
compared to paper-based communication, whichisphysical and dower.
3. Important featuresof email communicationincludeinstant delivery, easeof
editing, attachment capabilities, and the ability to communicate with people
worldwide.
1. Basiccomponentsof anemail includethe subject line, recipient(s), sender's
email address, message body, attachments, and signature.
2. Towriteagood email, includeaclear subject line, provide context, use
conciselanguage, ensure proper formatting, and proofread carefully.
3. ldentification of apersonisvital inemail to establish credibility, clarity, and
professionalism, ensuring thereci pient knowswho thesender is.
1. 7T 2. F 3. F
1. Individua answer : Contact Aquacool and ascertain cause of explosion-
any casualties/contact insurance- use stand by systemfor timebeing.
2. Individud answer
3. Dos
e Douseaclear and concisesubjectline
e Doaddresstherecipient appropriately
e Do providecontext and background
e Douseaprofessiona tone
e Doproofread beforesending
e Douseproper formatting
e Dorespondinatimely manner
Donts:
e Don'tusevagueor mideading subjectlines
e Don'tforget to proofread
e Don'tuseanunprofessiona tone
e Don'tusedl caps
e Don'tforget attachments
e Don'toveruseCCandBCC
e Don'tuseemail for sengtiveor confidential information
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REPORT WRITING

Notes

A report isafactual account to present factsabout aparticular event, topic, or issue.
Itiswritten so that peoplewho areunfamiliar with agiven subject canfind everything
they need to know about it. Sinceareportisfactual, it isadescription of what has
been said, seen, doneetc. It containsfacts, figures, information, anaysis, opinion,
suggestions, recommendations, maps, graphs, charts, pictures, statistical tables
especialy compiled for aparticular purpose.

Reportsareavitd method of communication. Firmsand government officesusereports
to objectively communicate information about some aspect of businessor certain
situations. Students a so need to submit reportsas part of their assignments.

LEARNING OUTCOMES

After completing thislesson, thelearner:

° | dentifiesthe Who, What, When, Where, Why and How in areport;
° Discussesdifferent componentsof report writing.

° Recognisesdifferent stylesof report writing for specific audiences,

° Composesreportsbased on given clues,

25.1SECTIONI: HOW TOWRITEA REPORT

Circumstances:
Reportsarewritten under following circumstances:

e  Writtenatyourinitiative;

ENGLISH COURSE (302) 149




MODULE - 25

Report Writing

Notes

150

Report Writing

e  Writtenasaresponseto other'sletter;

e  Wirittenregularly or at specific timeinterval for smooth functioning of an
organisation;

e  Writtentoreport anincident or happening;

° Provide an account of something.

Purpose:

Themain purposeof writing areportisasfollows.

e  Areportisapreciseaccount or description of aspecific subject;
e Thedatainareportisfactua andreliable;

° Informationispresentedinalogica flow;

e  Asaresult, areport helpsthereader makecrucia decisions.
Howtowriteareport:

e  Areport must becomprehensivebut brief. All theinformation must be about the
sametopic.

° Reporting isthe accurate and truthful coverage of an event. Audience should be
provided with factsand evidencerather than personal opinions.

° Reportsmust be set out clearly with aheadline, introduction, paragraphs, and
images.

e  They shouldbewritteninaformal tone. Itisusually writtenin third person and
indirect speech. Often passivevoiceisused.

e  Thelanguageissmpleand easy to understand; ornamental languageisavoided.

25.1.1 Writing Your Report

Towriteyour report, follow the processgiven below:

Collection of idess. Analysethesituation and collect information by researching the
topic.

Organizingidess. Itisimportant to carefully organiseyour writing asit
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. : . Report Writing
Guidestheaudiencethrough your reasoning process

J

Offersaclear explanation of each argued point

J

Demonstratesyour credibility asthewriter of thereport

J

Drafting thewriting task. Select theright medium

J/ Notes

Organisetheinformation

e Credibility: the
\l/ quality of being

Adapt to your audience trusted and believed

L n

K eep thetone appropriate with the audience, purpose and situation o Conciseness the

\l/ quality of being short
Usebiasfreelanguage and clear

J

Haveapositiveattitude and be polite

Editing thewriting task. Review your written report and evaluate content. Edit for
conciseness and clarity. Check for errorsin spelling and grammar. Ask for peer/
teacher feedback.

Rewriting thewriting task. Study thefeedback and rewritethereport.
Submitting thereport.

Theway areport iswritten depends upon two major considerations:
a whoisgoingtoreadit

b)  whyis(s)hegoingtoreadit
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Report Writing
writer —> Obsaves > event
reportsto
v N
General reader Defined reader
No specific purpose For aspecific purpose
Mainly publishedin Usually not published or
newspapersand magazines published only in specid places
Fig.: 25.1

|- rexrouesrionsess

1. Whatisthepurposeof areport?

2. Whoisthetarget audiencefor areport?

3. How canyou ensureclarity and consciousnessin your report?

25.2 FORMAT OF A SCHOOL MAGAZINE REPORT/ NEWSLETTER
NEWSPAPER REPORT

Let usfirstlook at reportsthat are published. Theseinclude
° Report for aSchool Magazine

° Report for aNewd etter

e  Newspaper report

Headline

Every newspaper report has a headline to attract the attention of the reader. The
headlinemust statethetopic of thenewsinastrong, short phraseor statement. Heedline
must be:

° catchy
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° brief - leave out articles, prepositions, etc where possible, use abbreviations/
shortened word-formswherever possible

Byline

Sincethisisyour newspaper report, you need to | et the reader know who wroteit.
Thelinewithyour nameonitiscdledthe"By" linebecauseit tell sby whom thereport
iswritten.

Writetheword"By" followed by your name.
L ead Paragraph

A lead paragraph usualy answersthe questions: Who? What? Where? When?Why?
Remember to write about thesein your |ead paragraph.

e  Theday, date, andtimeof theday whenit happened

° Name/namesof the person(s)/ event(s) etc the newsisabout.
e  Theplacewheretheincident happened

° Detallsof theincident

° Reasonswhy theincident happened

Paragraph 2

The second paragraph isan elaboration of thelead paragraph. Narratetheincidentin
the chronological order.

Paragraph 3

Eyewitnessaccountsadd to the authenticity of the news. Also, they may interest the
reader. | nclude some quotesfrom the eyewitnesses comments. Also describewhat
they felt about theincident.

Paragraph 4

Describethefuture course of action being planned. Remember to usesmple, clear but
forma language.

25.2.1 Differences Between A School M agazineAnd Newspaper Report

While school magazines/newd etter offer in-depth analysisand targeted content for
specificinterests and demographics, newspapers providetimely newsupdatesto a
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broad audience. Bath formsof print mediaplay essentid rolesininforming and engaging
readersin different ways.

Notes

Features School M agazine/Official Newsletter | Newspaper
Mainobjective| To providein-depthinformationon To providenewsand
specifictopics current events
Frequency of Weekly/Monthly/Quarterly/Annud Daily/MWeekly
Publication
Layout and Morevisudly appedingwithafocuson | Moretext-oriented,
Dedgn photosandillustrations lessemphasison
visuds
Content Type Specific, focusng onaparticular topic Broad, coveringa
or genre widerangeof topics
Writing Style Detailed, descriptive, and engaging Factual, concise, and
draightforward
Audience Specificdemographicor interestgroup | Generd public
LifeSpan Longer, can beretained for reference Shorter, oftendaily

Table 25.1

25.2.2 Sample School M agazine Report

Inorder toraisefundsfor thevictims of recent floods, Alpine Public School, Kochi
organized acultural night inwhichthe student artistsof your school and thosefrom
nei ghbourhood school s presented various programmes. Nishtha Basu, the Deputy
Commissioner wasthe Chief Guest.

Study thefollowing report published inthe school magazine.
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Heedline CULTURAL EVENING TO RAISE FUNDSFOR Report Writing
FLOODVICTIMS
«— Sapna, Alpine Public School, Kochi
Reaching Out, thecultura galaorganised by Alpine Public Schooal,
WhatWhen N Kochi on4thOctober, to gather fundsfor rehabilitating theflood
Why affected communitiesof thecity, wasan entertaining eveningwith
anoble cause. Thegalaevent was held at Kaloor Stadiumin
Ernakulam with more than athousand participantsfrom fifty
Notes

Second

Paragraph
More
information

Third Paragraph

Commentsof
peopleinvol vedI

Last Paragraph
Commentsof

Chief Guest

schools.

Schoolsfrom morethan fifty schoolsinthe District took partin
the cultural galaorganized on Saturday at the Kal oor Stadium.

K Thebrilliant performance of studentsasthey presented songs,

dances, fancy dress shows, and one act playskept the audience
spell-bound for four hours.

Thefundsraised from sale of ticketswere handed over to the
district magistrateto be sent asrelief for the victims of recent
floodsthat devastated the state. Themoney collected fromticket
sales was handed over to Ms Nishtha Basu, the Deputy
Commissioner of Kochi. It wasthe school's contribution towards
providing essentials such as reconstruction of homes and
reconstructing schools. " Asafellow-humanitistheduty of each
one of us, to extend ahelping hand,” said MsAmbikaMenon,
thePrincipa of the school. Asshehanded over the chequetothe
Deputy Commissioner on behalf of the students, DhanyaNair,
theHead Girl of the school added, "Thisisour way of reaching
out to the hapless victims-to let them know that wefeel their
pain, too."

MsNishthaBasu, Deputy Commissioner Kochi, who wasthe
chief guest, thanked the students for their contribution and

applaudedtheir efforts.

LET USDO 25.1

'Each One Plant One' campaign was organised by your school to celebrate Van
Mahotsav Day on 10th November. As Cultural Secretary of your school, write a
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Report Writing report for your school magazine.

Headline

oo Js

Lead Paragrap
What When
Why

Notes Second
Paragraph M ore.
information
about activities
Comments/ I
Eyewitness
accounts

Conduding
Paragraph
Summingup/
Futurecourse
of action

25.2.4 Newdletter

A newsdletter isatool used by businesses and organisationsto share relevant and
valuableinformation. It isaprinted or electronic report (in the form of an email)
containing news concerning the activities of abusinessor an organisation - or, evena
residential colony - that issent to its members, customers, empl oyees, residents or
other subscribers. Newd ettersgenerally contain sometopic of interest toitsrecipients.
Thenewd etter isthe most common form of serid publication, published at aregular
interval. Newdettersarelargely internal publications, aimed towardsemployeesand
volunteers, though at timesthey are externally sourced when specid interest groups
collaborate.
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SampleNewsletter Report Writing

The National Disaster Management Authority conducted a series of Awareness
Workshopsin varioustownsand citiesaround the country to rai se awareness about
natural and man-made disasters and what to do in an emergency to reducethreat to
life

Study thefollowing report published inthe NDM A Newsdl etter, SAMVAD.

Heedline DISASTER MITIGATIONAND PREPAREDNESS
WORKSHOPS Notes

£
@
A

-- S Suresh, Inspector.

Nationa Disaster Management Authority (NDMA) conducted a
series of Awareness Workshopsin some disaster-prone areas
acrossthe country to makelocal communitiesmore aert and
responsivein times of disasters on 29th October, to mark the
occasion of theNational Reduction Day.

NDMA personnd focussed on capacity building and community
awareness programmes in simultaneous sessions across the
country. Thetraining sess onswereorgani sed to hepthemembers
of thecommunity understand the stepsto be adopted to respond
to various disaster situations. To create awarenessamong the
communities about the rescue techniques and medical
emergencies, mock drillswere carried out.

Second
aragraph More
information
about activities

m Speaking to the news agencies on thetopic, the Chairman said,
Comments || “Community isfirst responder in any emergency and disaster.
K With the shifting of paradigms from reactive emergency
management to disaster risk reduction, thereisneed of more
stresson proactive pre-disaster interventions, which areusually
categorized as prevention, mitigation, and preparedness by
Conduding (| community to reducelossof life."

Eyewitness
accounts

Paragraph
Summinguy’ & NDMA plans to increase its scope and conduct more such
Futurecourse || @varenessandtraining programmesinthefuture.

of action
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AYogaShivir wasorganized by your colony on 21st June, International Day of Yoga
Writeanewsclipping for the Residents Welfare A ssoci ation about the event in about
120 words.

Headline

Byline |«

Lead Paragrapq
What When

Why

Notes

Second
Paragraph M ore'
informetion
about activities
Third Paragraph
Comments/
Eyewitness
accounts

Futurecourse
of action

25.2.3 Newspaper Report

Newspapers are designed to share important information with people about what is
goingonintheworld.

A newspaper report must be comprehensive, yet brief; factua, yet interesting. Itisa
brief review of a situation or a process that includes all the relevant points and
information.
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Thereportiswritteninformal language, asit iswrittento inform. Chatty, friendly Report Writing
language must be avoided, and thereport must bewrittenin third personandinthe

past tense. Use aphoto with acaption to givethereader moreinformation. Provide

your readerswith both factsand opinions.

Youmay findit interesting to notetheinverted pyramid of newsarticlewriting.

Theinverted pyramid makes newspaper report writing more organised. Thelead
paragraph contains most detail sand thefollowing paragraphs support thelead with
other paragraphs offering details of decreasing importanceto the story the farther
downit gets. Notes

[NVERTED PYRAMID
Main Pcl'nf: of the article
- the 5§ W's plus the heck

The lead paragraph, which
cantainz who, what, where.
whan, why, and how.

Additienal eszential
mfenmation -‘_— Merg important infarmation

abeut the teple.

Lass
esgantial
datails

< Less enzantial details that may
be cropped by the editor [fo
Fi# in the nﬂw:pnper'] without
lozing meaning.

Fig.: 25.2

SampleNewspaper Report

Read thefollowing report about the sighting of some Unidentified Flying Objectsin
Ddhi.

m 'FLYINGOBJECTS SIGHTEDINCITY

m < --By our Staff Reporter

June21, 2023 03:37 am Delhi

Le@‘ilparaﬁrapi ] Residents of Najafgarh claimed to have sighted an unidentified
What When & 1ing abject (UFO) on Thursday night at about 11:55pm.

Why
Around 11:55 pm on Thursday, Vijay Ahlawat, abank officer,
Second and hiswife and daughter were returning from awedding when
Paragraph ) they saw fivespecksof bright orangelight moving fromthesouth
More to the northin the sky. "The spots appeared in batches of five
information ]| and disappeared after afew seconds,” said Mr Ahlawat. His

wifeand daughter and some of their neighbourstoo witnessed
the spectacle.

ENGLISH COURSE (302) 159




MODULE - 25 Report Writing

Report Writing Third Paragraph [ "Therewasno sound at all and thebright object wasflying higher |
Comments’ || than an aeroplane. Some of our neighbourstoo saw it,” said
Eyewitness il Prerna, Ahlawat'swife.

aocounts According to Vasudha Ramani, executivedirector, New Delhi

’W‘ Science and Technol ogy Centre, the bright objectscould bea

Paragraph result of meteor showers. "But the season for meteor showersis
Summingup/ b usually in November and December,” he said. Theair traffic
Futurecourse || control officidsat Delhi'sIndiraGanahi Airport saidthey did not
Notes of action receiveany reportsof foreignflying objects.

LET USDO 25.3

Mangalyaan -2, India'sunmanned Marsorbiter waslaunched on May 23, 2023 from
Sriharikota. Write areport about thelaunch and Mangalyaan's proposed activity on
Marsin about 125-140 words.

Headline
o s
Lead Paragrap
What When

Why

Second
Paragraph M ore'r
informetion
about activities
Third Paragraph
Comments/ I
Eyewitness
accounts

Conduding
Paragraph
Summingup/ p
Futurecourse

of action
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1.  What dementsshould beincludedintheheadlineof aschool magazine report?
2. How doyou structurethe lead paragraph of anewspaper report?

3. How doyouchooserelevant content for anewd etter?

25.3WRITING OFFICIAL REPORTS

Purposeof officia reportsis

e topassonreevantinformationaskedfor;

° toandysetheinformation;

e tomakecertain observationsand predictionson the basisof the analysis of
informetion;

e tooffer suggestionsrelating to the observationsand predictions.

Sample Report 25.3.1

M/sRavi Industries, Nehru Place, New Delhi, wish to shift their office premises. The
Office Manager isasked to check out some proposed buildingsand submit hisreport.

Read thefollowing report submitted by him.

Ravi Industries

Company

|etterheed 16, Pragati Tower, Nehru Place, New Delhi.
Recipient & . . .

desigration ToMr SK Singh (Managing Director)

Writer & From: C Rao (OfficeManager)

designation

Date: 7 May 20xx
Date
Subject: Report on suitablepremisesfor shiftingtheoffice

Subject of thecompany.
satement

TNl

As suggested in your letter of 4 August, 20xx, | inspected a
_ number of buildingsin South Delhi. After careful consideration, |
Opening recommend Jain Building, whichissituated in Kailash Colony.
Siatement \ Thebuilding | feel would bemost suitablefor our requirements. )
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[ Opening
Satement

Disadvantege;
how it can be
overcome

Actiontaken

|

@)
2.
3

' Thebuilding consstsof two storeys, and has15roomsind. The ‘

NI hetoilet facilitiesfor both men and women are adequate. There

roomsarefairly large (30" by 20'), well-lit and airy. Sincethe
roomsarefairly large, weshall be ableto put partitionsin some
of them.

are also watchmen's quarters comprising two roomseach, and
Stuated totheleft of themain gate.

Theonly disadvantagethat | visualizeisthat thereisnot much
open space around the building and the parking space may be
inadequatefor al thecars. But for thejunior office staff thereisa
bus stop two hundred yards away and the metro station isabout
fivehundred yardsaway.

| havegarted preliminary negotiationswiththeowner, Mr Anupam
Jain. Heislikely to accept the offer. Restructuring thebuilding to
suit our specificationswill cosno morethan Rs.40,000/-.

TheDirectorsmay liketoinspect thebuilding beforeany decison
istaken.

Sgnature

Sd/-

CRao

—
m

2 1=||&] |&
C

® |3
O |
O

N

o1

D

AsPurchase Officer for M/sVEE ENN Industries, Industrial Area, Patna, you wish
to change the vendor who supplies packaging material to the company. Submit your
report to the Managing Director listing why the new vendor would be better for the

9§
é?

|etterhead
Recipient &
designation

Wiriter &

I

g
:
S

Date

VEE ENN Industries

To (Managing Director)

From: ( )

Date:
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Subject Subject: : Report Writing
Satement
Opening
Satement
N
| Advantages | otes

Disadvantege;
how it can be
overcome

Advantages

Sgnature

e

Sample Report 25.3.2

Mr Rameshworksinafirmin Delhi. He hasbeen asked tovisit thefirm's Prayagrg)
officeand submit areport on how that officeisfunctioning.

Read Mr Ramesh'stour report.
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ToMr JPSingh (Joint Director)

desgnation J1 From; Ramesh Tulsi (Assisstant Director)

Subject: Report on theworking of our Prayagr aj office.

Notes Asper instructions| |eft for Prayagrg) on 7th March and arrived

Opening there on the 8th. | spent two daysat Prayagraj. My report isas
satement follows.

i) Attendance: Althoughthestaff isrequiredtoreachtheoffice
by 9 am, generdly, no one observesthetiming and members
of the staff arruve after 9:30 am.

(i) LeaveRecord: Theleaverecordisnot maintained asper
Office company manual.

Procedures | (iii)y Cash Book: The Cash Book had not been updated since
28.02.20xx. It was behind by about two weeks.
\o

Officemaintenance: Theofficewasgenerdly well-
Recommendeations: Regiona inchargeand somesenior associates

should becalled to the Head Office and given briefing on office
procedures and normsas per company manual.

j

Sgnature Sa/-

Name

]

RameshTuls

LET USDO 25.5

You areAbhishek Garg, Marketing Manager in M/s Fashionista, acompany that
manufacturesand marketsfashion accessories. Your company sent youtoamultinationa
company that manufacturesawell-known brand of fashion accessoriesto study how
your company can market your productsoversess.

Writeareport about what you learnt about the required procedures and standards.

SENIOR SECONDARY




MODULE - 25

Py)
g
=
é

Date ( ) Report Writing

To

From:

Subject _ Notes
satement || Subject:

Office
Procedures

Sgnature

Name

il

Sample Report 25.3.3

Thefollowing report on the condition of Thelndian Bustard was submitted to Ms.
Meena Shukla, Minister For Environment, Ragjasthan.
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Report Writin
0 J TheIndian Bustard comprisesagroup whichisthe most threatened species of

birdsand isnow on the brink of extinction with an estimated popul ation possibly
aslow as600-700. It hasbecomelocally extinct in almaost 90% of itsformer range
and, hasdisappeared from two sanctuariescreated especially to protect the species.
Previoudy, it wasmainly poaching and habitat destruction that resultedinsucha
pitiful stuation, but now mismanagement of the habitat, sentimental protection of
certain problem animal's, and apathy are creating havoc.

Worried about the declining popul ation of Thendian Bustard, Ms Shuklawritesto
Notes Shri Bikram Meena, Director Horticulture, Rgjasthan desiring him to study the present
condition of thelndian Bustard and itsfuture.

Read thefollowing report submitted by him.

Writer & From: Bikram Meena, Director Horticulture, Rgjasthan.

desgnation
Recipient &
designation [t To: Ms.Meena Shukla, Minister For Environment, Rgjasthan.
Date 19 duly, 20xx
Subject Critical Condition of Thelndian Bustard
Satement
Opening Asdesired by you | submit my report onthecondition and hedlth
Satement of The Indian Bustard. The following are my findings and
recommendations.
Fndings

Statement 1. TheCurrent Problem:

3
lg

of problem TheBustard populationisdeclining rapidly. Whereaseventill
2015, flocks of morethan 20 birdswereacommon siteon
Indian grasslands but today groupsare unlikely to number
morethan 3individuas. Their numbersaredecreasing rapidly.
131 birdswererecordedin 2010, 97in 2012, and just 85in
2013.

2. Reasonswhy thisproblem hasarisen:
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Habitat destruction and habitat deterioration and conversion | Report Writing
of grasslands and so-called ‘wastelands into cropfields.

Poaching is still widespread in parts of the Thar desert in
Rajasthan.

Increase in Blackbuck Antelope cervicapra and Nilgai
Bosdephustragocamelusnumbers.

Corruptionin, and mismanagement of, bustard sanctuaries

. Recommendations:

Notes

3.1. Toedtablish, withthe cooperation of the state
government and local people, morebustard conservation
aress.

3.2. Tosuperviseand coordinate management of bustard
conservation aress.

3.3. Tocoordinatelong-term studieson bustardsand their
habitatsin different states.

Conclusion- || 4- Condusions
andysingthe | strongly fedl that effortsshould be made on awar footing to
problem protect the bird and to chart out a future course for their
conservetion.
Bikram Meena
Director Horticulture

LET USDO 25.6

Around 26 per cent of India's girls between the ages of 6 to 14 are not in school.
Gangapur accountsfor alarge proportion of this percentage with morethan 40 percent
of itswomen beingilliterate. Themale-femaleliteracy ratioliesat 58.6 per cent women
of Gangapur areliterate asagainst 80.5 percent of men.

Shri Hiten Desai, Education Minister, Gangapur wroteto Ms. Malti Patel asking for
thehighilliteracy rateamong women of Gangapur. AsMdti Patel, writeyour reportin
about 200 words using the hintsgiven bel ow.
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Traditiona and orthodox attitude

o
H

e

Conclusion-
andysingthe
problem

Few schoolsfor women
Early marriage
Poverty
[ Writer & o
designation || O™
Recipient& || 1o
designation '
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Report Writing

1.  How should dataand evidence be presented in an official report?

Notes
2. Whatistheprimary purposeof theofficia report?

3. Whatisthesgnificanceof recommendationsin anofficial report?

@“ WHAT HAVE YOU LEARNT

Whilewriting areport, you should keep in mind thefollowing Do'sand Don'ts.

Do's Don'ts

e  beobjective. e don'tletyour persond fedings
interferewhilewriting thereport.

° provide substantia evidence. e don'tbaseyour analysisonasingle
pieceof evidence.

° usevaid arguments. e don'tgeneraisewithout proper and
logical evidence.

e don'tjumptoconclusons.
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Report Writing

Typesof Reports:

External Reports- Theseare public documentswritten for an external audience or
audience outsideyour organization.

I nter nal Reports- Thesearenot public documentsand are meant for peopleinside
the company.

RoutineReports- Thesereportscover day to day aspectsof any organization. They
arewritten at regular timeintervalslikedaily, weekly, monthly, annually etc.

Special Reports- Mattersthat cannot be covered under routinereportsare addressed
inspecial reportslikemajor decision making of an organization.

Financial Report - It givesaccount of thefinancial mattersof an organization. Matters
involving money likesales, purchase, cost of production, interest, taxation come under
it.

Review Reports- Thesereportsarewritten to decidethe usefulness of other reports.
Oral Reports- Thesereportsinvolve presentation of written matter beforeagroup.

Long Reports- Thesearealso called formal reports becausethey arewrittenina
large number of pages. Long reports providean in-depth analysis on specific matters.

Short Reports- Thesereports are also called informal reports because they are
writteninlessthan 10 pages. Thesearemostly written for internal audiences.

®
TERMINAL QUESTIONS

1. Whataretheessential componentsof the5 Wsand H inreport writing?

2. What aresome common pitfallsto avoidin report writing?
3. How canyoumaintain objectivity and neutrality in newspaper reporting?
4.  Whatistheroleof quotationsinareport?

5. What should beincluded in the conclusion of areport?
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6. How doyou maintain aconsistent tone and style across multiple newsl etter Report Writing
issues?

7. How doyou ensurethat newd ettersare distributed effectively to reach their
intended audience?

A
‘ = ANSWERSTO INTEXT QUESTIONS

25.1 Notes

1. Thepurposeof areportisto convey information, findings, or analysisona
particular topic, issue, or project to aspecific audience.

2. Thetarget audiencefor your report depends on its purpose and could
include stakehol ders, colleagues, superiors, or thegeneral public.

3. Toensureclarity and concisenessin your report, use clear and concise
language, avoidjargon, and structureyour content logically with headings
and subheadings.

25.2

1. Theheadlineof aschool magazine report should be catchy and summarize
themain point of thereport.

2 Structurethelead paragraph withthemostimportant informetion, answering
the"who, what, when, where, why, and how."

3. Relevant content for anewd etter should align with theinterestsand needs
of thetarget audienceand convey useful information.

253

1. Dataandevidenceinan official report should be presented clearly and
logicaly, often using charts, graphs, tables, or textua explanationsto support
argumentsandfindings.

2. Theprimary purposeof an official report isto communicateinformation,
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Report Writing findings, or andysisonaspecifictopic or issueinaformal and structured
manner.

3.  Recommendationsin official reportssuggest actionsto betaken based on
thefindingsand analysispresented in thereport. They are often acritical
part of thereport.

Notes
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Notes

Thejob application isperhapsthe most important piece of writing for each oneof us.
With theincreasing competitioninthejob market today, it isespecialy important that
wecraft animpressiveréesumeor curriculumvitae(CV inshort). InIndia, weoften use
theword'bio-data for aCV. InthisUnit, you will learn to write good job applications.
Thisisacrucid skill for your future, asit'sthefirst stepin seeking employment. A well-
crafted job application can open doorsfor you, soit'simportant to learn how to do it

right.

LEARNING OUTCOMES

After completing thislesson, thelearner:

Recogni sesimportant components of ajob application;
Composesdifferent kind of job application;
Createsacovering | etter to suit different job requirements,
Preparesgood resumesand CVs;

Assessesthe use of technology in communicating idesseffectively.

26.1 UNDERSTANDING JOBAPPLICATIONS

Ajobapplicationisaformal |etter that you send to apotential employer, applying for
aspecificjob postion. It usually accompaniesyour resumeor CV and highlightsyour
qudificationsandinterestintheposition.
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Writing Job Applications

26.1.1 Structure

1.  Sender'sInformation: Start with your contact information et thetop left corner:
your name, address, phone number, and email.

2.  Date Writethedate of sending the application bel ow your contact information.

3. Employer'sinformation: Below thedate, writetherecipient'sname, title,
company name, and address.

4.  Salutation: Use"Dear [Recipient'sName],” If you don't know thename, "Dear
Hiring Manager," isasafedternative.

5. OpeningParagraph: Clearly statethejob you're applying for and whereyou
foundthejoblisting.

6. MiddleParagraph(s):
Highlight your qualificationsand how they match thejob requirements.

Mention relevant experience and skills, focusing on achievementsthat are
pertinent to thejob.

7. ClosingParagraph:
Expressyour enthusiasm for the opportunity.
Statethat your résumeéor CV isattached for further information.

Mention that you look forward to the opportunity to discussyour application
inaninterview.

8. Complimentary Close: Endwith"Yourssincerely,” followed by your name.

9.  Signature: If you're sending ahard copy, sign your name above your typed
name,

26.1.2 Tipsfor drafting an effective job application

e  Tailor Your Application: Customizeyour application for eachjob, focusngon
how your skillsand experiencesalign with thejob description.

° Be Concise: Keep your application brief and to the point, ideally one page.

° Focuson your education: Detail your academic qualifications, especialy if
you lack professiona experience. Highlight any coursework relevant tothejob
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you'regpplying for, showing you havefoundationa knowledge.

° Highlight Achievements: Use specific examplesof your achievementsto
demongtrateyour skillsand vaue.

° | dentify skillsfrom your non-work experiences. Skillsdeveloped through
volunteer work, internships, or even school projectscan bevery relevant. Skills
such asteamwork, leadership, communication, and timemanagement arehighly
vaued by employers.

° Showcaseextracurricular involvement: Participationin clubs, sportsteams,
or societiescanillustrate valuable soft skills. Leadership rolesinthese activities
can highlight your ability to manage, lead, and collaborate.

° Bepostive: Instead of apologizing for your lack of experience, focusonwhat
you can bring to the company. Be enthusi asti c about |earning and growing with
theorganization.

° Format car efully and proofread: Useaclean, professiona format for your
résumeéand cover |etter. Ensurethereisplenty of white space, and use bullet
points for easy reading. Ensure your application is free from spelling or
grammatica errors. Thisshowsattention to detail and professionaism.

Given below isan example of ajob application by afresher who hasjust passed his
Senior Secondary/Higher Secondary/X11-th board examination. Without any prior
work experience, heisapplying for the position of aStoreAssistant inthe Reliance
SMART Chain of Grocery stores.

[Your Name]
[Your Address]
[City, Sate, Zip]
[Phone Number]
[Email Address]
[Date]

[Recipient'sName]
[Recipient'sTitle]
Reliance Smart
[StoreAddress]
[City, Sate, Zip]
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Wiriting Job , Dear [Recipient'sName] / Dear Hiring Manager,
Applications
| amwriting to expressmy interest inthe StoreA ssistant position advertised onthe
Reliance Smart Careerswebsite. Asarecent high school graduate with akeen
interest intheretail industry and astrong commitment to customer satisfaction, |
am enthusiasti c about the opportunity to contributeto the success of Reliance

Smart.

Although | havejust passed out from high school, | havebeen actively involvedin
variousschool eventsand projectsthat have equipped mewith theskillsnecessary
for thisrole. During my timein school, | waspart of the organizing teamfor annua
cultura festivals, wherel wasrespons blefor coordinating with vendors, managing
inventory, and assisting in setting up the event spaces. These experienceshave
honed my organizational, communi cation and teamwork skills, making mewell-
prepared to handletheresponsibilities of aStore Assistant.

Notes

| am particularly attracted to this position at Reliance Smart because of your
commitment to providing customerswith high-quality productsand exceptional
sarvice | sharethiscommitment and am eager to bring my enthusiasm and dedlication
to your team.

| am excited about the possibility of joining Reliance Smart and contributing toits
reputation asaleading grocery retailer. | look forward to the opportunity to discuss
how my background, skills, and enthusiasms can meet the needs of your store. |
amavailablefor aninterview at your earliest convenience and can bereached at
['Your Phone Number] or viaemail at [ Your Email Address).

Thank you for considering my application. | am eager to bring my passion for
customer serviceand retail to the StoreAssistant position at Reliance Smart.

Yourssincerely,

[Your Name]

Remember, practice makes perfect. Use the following questions to refine your
application writing skills, and you will bewell onyour way to securing thejob you
want after completing high school. Good [uck!
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¥ INTEXT QUESTIONS26.1

1.

Imagineyou are applying for ajob at alocal bookstore. Writeajob application
highlighting your passionfor books, any customer service experienceyou have,
and why youwould beagrest fit for thejob.

Writeajob application for aninternship under the Digital IndiaCorporation
initigtiveof theMinigiry of Electronics& Information Technology, Government
of India. Focusonyour computer skills, any projectsor coursework relevant to
thetechnology field, and your eagernessto learn and contribute.

Apply for aTeaching Ass stant position with the Noida-based NGO, Parkshda
Dedicated to transforming livesof childrenwho hail fromthelower strataof the
society, Parksha aactsasan after-school support group to bridgethe educeationa
and moral gap between the underprivileged children and their affluent peers.
Emphasi se your academic achievements, any previoustutoring or mentoring
experience, and your desireto help studentslearn and grow.

You areAniruddh Vyas/ Sheetal Agarwal, arecent pass out from the National
Institute of Open Schooling. You are seeking asuitablejob. You comeacross
an advertisement in The Times of India, inviting young and dynamic fresh
graduates as SalesAssistantsin areputed car manufacturing company. Apply
for thesaid job to Box No. 8365, C/o The Timesof India, New Delhi.

26.2 DIFFERENCE BETWEEN RESUME AND CURRICUL UM VITAE

Your job application will waysbe accompanied by your résumeéor your curriculum
vitae(CV). Thetermsrésuméand curriculumvitae (CV) areoften used interchangeably,
but they servedifferent purposesand are prevaent in different contexts.

A CV basicdly describesone's" courseof life" - that is, acomprehens ve document of
your life.

A résume, on the contrary, isashort and crisp summary of your qualification and
experience. WhileCV isconsidered Britishin style; résuméisconsidered Americanin

dyle.

Understanding the differences between arésumeéand aCV iscrucial for youasa
future applicant.
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L ength and Detail

Résumé Typicdly concise, arésumeéisusudly onetotwo pageslong. It provides
abrief overview of your skills, experiences, and educationd background relevant
tothejobyou areapplyingfor.

Curriculum Vitae(CV): A CV ismoredetailed and longer. It coversyour
entire career, including education, academic and professional achievements,
publications, awards, ffiliations, and other details. In many countries, thereis
no pagelimitforaCV.

Purpose

Résumé Used primarily inthe United Statesfor most job applicationsoutside
of academia, research and medicine, it istailored for specific positions by
highlighting themost relevant experiencesand skills.

CV: Commonly used in Europe, the Middle East, Africaand Asiafor job
applications, and inthe United Statesfor academic, educational, scientific, or
research positions, aCV providesacomprehensivelook at your career path.

Content

Résumeé: Focuses on work experience, skills, education, and relevant
achievements. It often startswith acareer objective or summary statement and
emphasi sestheresultsand accomplishmentsin previousroles.

Example: A résumeéfor amarketing professional might prominently feature
their most successful campaigns, the growth metrics achieved, and specific
marketingkills.

CV: In addition to detailed information about academic history, it includes
publications, research, grantsand fellowships, professional associationsand
licences, awards, and other detailed information relevant tothefield.

Example: A CV for an academic might start with their education, followed by
detail ed sectionson teaching experience, published research articles, conference
presentations, grantsreceived, and courses devel oped.

Customization

Résumé: Highly customizablefor thejob you're applying for. It'scommon to
adjust therésuméfor each application, emphasising the experience and skills
that are most relevant to thejob description.
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e  Whilecustomization islesscommon dueto itscomprehensive nature, some
individualsmay tailor their CV'semphasisfor different academic or research
positions, though thedocument remainslargely exhaustive.

Format and Style

° Résumé: Often formatted with bullet pointsto make the document easy to
scan. Stylistic variationsare common, with applicantsusing different layouts
and designsto stand out.

e  CV:Gengdly,followsamorestandard format, listing information chronologically.
Thefocusison completenessand clarity rather than designflair.

The CV isnow outdated and an increasing number of companiesare demanding a
résuméto get afar clearer picture of a candidate. Also, because of innumerable
applicants, it iseasier to screen résumes. Study the formats provided in the boxes
below.

CURRICULUM VITAE
Name : NiveditaV. Chandratreya

Address : 'PoojaGargi Society'
Flat No. 15, Happy Colony
Road No. 2, Kothurud Pune 41009 Maharashtra, India

Dateof birth : 17 January 1967.

KEY QUALIFICATIONS:

A thoroughin-servicetraining in child education.

CELTA (Certificateof English Language Teachingto Adults)

Eight yearsof teaching experience.

Possessexcellent knowledge of English, Hindi, Marathi, Indonesian and French
EDUCATION:

Bachelor of Arts(English Literature) Fergusson College, PoonaUniversity (April
1998)
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WORK EXPERIENCE:

Pogtion : Assistant Teacher (June 1989 to September 1990)
Employer : Abhinav VidyalayaPre-Primary School, Poona, India.
Classestaught : Kindergarten

Assisted inthedevel opment of dramatics, art and graphics;
attended various seminarson 'Early Childhood'

Pogtion : Classroom Teacher (October 1990 to October 1996)

Employer : Gandhi Memorid International school, Jakarta.

Classestaught : Grade 3and 5 (Primary School)

Subjectstaught: English, General Science, History, Geography, Health
Education -Responsblefor CASClub apart of internationa
Baccd aureate Programme.

Attended English Language Seminar in September 1994 at
Bandung

Attended Seminar on introduction of international
Bacca aureate (GMIS-Jakarta)

Reference Mr. Jakos Carlos, Principal
Gandhi Memorid International School, Jakarta.

Now that we havelooked at aCurriculum Vitae, let uslook at arésumé.

RESUME

GeorgeD'Silva
275 Tabot Street, Pune-411004, Maharashtra
020-74563992
E-mail: georged@gmail.com

EMPLOYMENT OBJECTIVE
Financia research assstant, leading to amanagement positionin corporatefinance.

PERSONAL DETAILS

| Birth: 29-08-1976
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r EDUCATION

Bachelor of BusinessAdministration (1998) PuneUniversity
Major: Finance Minor: Computer Science

Grade: 3.88 grade point average out of 4.0
EMPLOYMENT EXPERIENCE

First Bank (KhadakwakaBranch, Pune)

Research Assistant, May 1998 to A pril 2000

Assisted Manager of Corporate Planning and devel oped computer model for long
rangeplanning.

SPECIAL SKILLSANDACTIVITIES

Associate Editor, Business School Newd etter.

Wrotetwo articleson financial planning with computer models; surveyed business
periodicalsfor potentia articles; edited submissions.

What did you notice? In essence, aCV isno different from arésumé. They both
includeyour personal details, detailsrelated to your training, education and work
experience.

There are, however, differencesin format, headings used, sequencein presenting
information, etc. Sincethe CV includes severa more headingsthat résuméusually
doesnot include, wewill concentrate on writing good résumes. M oreover, résumés
arecrisper and focuson role-specific detail sand skillsthat make the applicant agood
fit.

¥ INTEXT QUESTIONS26.2

1.  Whatistheprimary difference between arésuméandaCV intermsof length
and detail ?

2. Where areresumeéstypically used, and what purpose do they servein job
applications?

3. How doesthecontent of aréesumeédiffer fromthat of aCV, especialy interms
of focusandinclusion of information?
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4.

Describethelevel of customization typically applied to résumés compared to
CVs, andwhy thisdifferenceexists.

26.3 CREATINGAN IMPRESSIVE RESUME

Whilecreating arésumeé, study thekind of job you areapplying for. Ask yoursalf what
information about you and your background would be most important to an employer.
Onthebasisof your answer to this question, decide what sort of detailsyou should
include and how you can effectively present them.

A number of different formats can be used. Themost important thing isto make sure
that your réesumeis:

atractive
well-organised
easy toread, and

freeof errors

A common format containsthefollowing:

@

(®)

Heading

Persond details
Employment objective
Education

Employment experience
References

Heading: Start with your name, address, telephone number and e-mail ID.
Theseareusudly centred onthepage. Useformeiting conventionslikeunderlining,
bold, different font size and spacing to makeit appear like aheading. Do not
includeadate or youwill haveto keep changingit.

Per sonal Details: Personal information includes detailsof age, nationality,
passport number (if thepogitionisinaforeign country), eic. Sometimescandidates
choosenot to provideall of these because they may have anegativeimpact on
theemployer.
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©

()

You should, however, seeyoursdf fromthe eyesof your employer and provide
whatever information that would honestly and effectively represent you.

Employment Objective: State not only your immediate employment objective
but the direction you hopeyour career will take.

For example: "A postionthat dlowsmeto usemy Computer Sciencestraining
to solveengineering problems’.

It enablestheemployer toidentify your purpose quickly. You may excludeit if
you do not have aclear objective. On the other hand, if you have experience
and knowledge, the employment objectivewill allow youto display this. For
exanple

[Housekeepi ng dutiesin afive-gtar hotel ]

Education: Whether you list education or experiencefirst, dependsonwhichis
stronger in case of your background. If your education and professional training
arestrong, list educationfirst. If you have one or moreyearsof job experience,
list experiencefirgt. For both education and work experience, move sequentialy
down from the most recent one. For example:

EDUCATION:

PRE DEGREE Sc. Fergusson College, Pune 1975 64%

PGDPM & amp;IRXLRI, JAMSHEDPUR 1982 5.67/8.00

B.Sc. NDA, Khadakvasla, Pune 1978 3.00/10.00

If educationisyour strong point and your marks have been good, you may list
them and nametheinstitutionsyou have studied in. Youmay alsowishtolist
ACTIVITIESAND HONOURS you have achieved - Posts that you have
held; gamesand sportsyou aregood at, can also beincluded.

You can aso choose to have details listed under SPECIAL SKILLSAND
ACTIVITIES. Thiscategory usualy comestowardstheend. You may include
skills such asknowledge of foreign languages, writing and editing abilities,
gpecidised technica knowledge, community activities, etc. Be selective, do not
repeat information you have already provided. Include only thoseitemsthat
support your employment objectives.
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1.

Employment Experience: Lig dl your full-time, part-timeand temporary jobs,
starting with the most recent and working backwards. Provide brief descriptions
of your dutiesif they aresimilar tothejob you are applying for.

Specify any promotion or award youreceive. If you have been with acompany
foralongtime, highlight your achievements.

If youwishto stressthe skillsyou have gained from your work experience, you
canlist jobsby thefunctions performed. For example:

FRONT LINE
SALESMARKETING
TRAINING
PROJECT DEVELOPMENT
Example:
TRAINING
Advised and trained novice computer users.

Wroteand maintained the UNIX operating system.

> INTEXT QUESTIONS26.3

What formatting conventions can you useto make the heading of your résumé
stand out?

Why might candidates choose not to include certain personal detailsintheir
résume?

What isthe purpose of including an employment objectivein your résumeé, and
whenmight you consider excluding it?

How should you decide whether to list education or work experiencefirstin
your résumé, and what factors might influencethisdecison?

26 AWRITINGAN EFFECTIVECOVERLETTER

Often called a"covering letter," acover |etter must precedeyour CV or résumé. Study
the cover letter in the box below. What do you notice?
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Milind Padhye,
7,Anandvan,

A-6 PaschimVihar,
New Ddhi.
110063

Date: October 2, 1994,

TheAdminigtrative Manager,

British Council Divison,

New Delhi

Ref: Your advertisement in the Pioneer of September 18,2004.

Sub: Applicationfor the post of "Personal & Unit Assistant”

S,

| have morethan 9 years of composite experiencein Word Processing
Databaseand DTP. | have completed my graduationin Scienceand a so
possessgood knowledge of spoken and written English. | haveedited a

number of bookson computers. | can handle PCsand related hardware
withease.

With thisbackground, | would liketo submit my candidaturefor theabove
mentioned post. | hope the above meets your requirements. | will be
availablefor interview, at adatethat suitsyou.

Thank you,
Yoursfathfully,
Milind Padhye

MODULE - 26

Writing Job
Applications

Theletter of gpplicationisessentialy asaesletter. Your immediate objectiveisto have
your letter read sothat you will becalled for theinterview. Therefore, your letter must

dothreethings:

e  Cachthereader'sattentionfavourably.
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Writing Job Applications

° Convincethereader that you are qualified for the post; and

° Reqguest for aninterview.
Providethefollowinginformation:

1.  Identify thejob by title and state how you heard abouit it.

2. Listyour qudificationsfor thejobin summary form. Stresseducation and /or
work experience according to your own situation/need. Then refer the reader
to your resuméfor the other important details.

3.  Saewhereyou can bereached and whenyou will beavailablefor aninterview.

¥ INTEXT QUESTIONS26.4

1. Whatarethethreemain objectivesof acover letter asoutlined intheprovided

text?

2. Accordingtotheguiddines, what key information should youincludeto identify
thejobyou'reapplyingfor?

3. How should you summariseyour qualificationsfor thejobinthe cover | etter,
and what should you emphasise?

4.  What crucia information should you provideregarding your availability for an

interview inthe cover letter?

@" WHAT HAVE YOU LEARNT

Inthislesson, you have studied samplesof CV, resuméand | etter of application. You

have also learnt how to write these and tailor them according to the jobs you are
applyingfor.

OVERALL QUESTIONS

1.  Thepopular ethnic clothing store chain of Manyavar isseeking, for itsL g pat
Nagar outlet, aSaesAssstant with stronginterpersona skillsand aninterestin
fashion. Thejobinvolvesass sting customers, managing stock, and hel pingwith
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visual merchandising. Writeajob application letter that highlightsyour interestin Writing Job
fashion, your ability towork with people, and any relevant experienceyou might Applications
have (including informal experienceslike helpinginafamily business). Your

réesumeéshould list any skillsor experiencesthat demonstrate your suitability for

therole.

2. Theleading telecommunicationscompany inIndia, Reliance Jio, hasposted a
job opening for aCustomer Service Representative. Therolerequiresexcel lent
communication skills, problem-solving abilities, and acustomer-first attitude.

Notes
Writeajob application |etter explainingwhy you areinterested in thisposition.

Include examplesfrom your lifethat demonstrate your ability to communicate
effectively, solve problems, and put customersfirg. Attach arésumeéthat highlights
any relevant experiences, evenif they arefrom school projects, volunteer work,
or extracurricular activities.

3. Theonlinenewsporta of Republic Bharat isin search of aContent Writer with
excellent writing skills, akeeninterest in current affairs, and theability towork
under deadlines. Thejob requireswriting articles, conducting research, and
occasondly interviewing subjects. Draft ajob application | etter detailing your
passion for writing and current affairs. Mention any relevant writing experience,
including school projects, blogs, or articles. Attach arésuméthat includesany
writing or research skills, and consider including linksto your work if available.

4.  Thepopular coachingingtitutefor entrance exams, Career Launcher, islooking
for an Office Assistant to hel p with administrative tasks, manage records, and
interact with sudentsand parents. The advertisement seeks someone organised,
detail-oriented, and proficient in basic computer applications. Composeajob
application |etter explaining why you aretheideal candidatefor thisposition.
Includeinstancesfrom your school lifewhereyou demonstrated organi sational
skills, attentionto detail, or proficiency in computer applications. Make sure
your résumereflectsyour skillsintheseareas.
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A
‘ I ANSWERSTO INTEXT QUESTIONS

26.1

26.2

A W poE

Individua Answer
Individua Answer
Individua Answer
Individua Answer

Theprimary difference between arésuméand aCV intermsof length and
detall liesintheextent of information provided. A résumeistypicaly concise,
spanning oneto two pages, whereasa CV ismore detailed and longer,
covering anindividua'sentire career without astrict pagelimit.

Résumésareprimarily used inthe United Statesfor job gpplicationsoutside
academia, research, and medicine. They servethe purpose of providinga
brief overview of an applicant's skills, experiences, and educational
background rel evant to aspecific job position.

The content of arésuméfocuses onwork experience, skills, education,
and relevant achievementsin aconcisemanner. It often startswith acareer
objective or summary statement and emphasises results and
accomplishmentsin previous roles. On the other hand, aCV includes
detailed informati on about academic history, publications, research, awards,
and other achievementsrelevant tothefield.

Résumes are highly customizable for each job application, allowing
applicantsto tailor their document by emphasising experiencesand skills
that alignwith thespecificjob description. Thiscustomizationislesscommon
in CVsdueto their comprehensive nature, athough someindividualsmay
adjust theemphasisfor different academic or research positions.
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26.3

26.4

To makethe heading of your résume stand out, you can use formatting
conventionssuch ascentering thetext, employing underlining, bolding, using
different font sizes, and adjusting spacing.

Candidates might choose not to include certain personal detailsintheir
résumeif they believethat providing suchinformation could haveanegeative
impact ontheemployer'sperception of them, or if the detailsarenot relevant
tothejob positionthey are applying for.

The purpose of including an employment objectiveinyour résumeéisto
quickly communicate to the employer your career aspirations and the
direction you hopeyour career will take. Youmight consider excludingit if
you do not have aclear objectiveor if your experience and knowledge
already speak for themselves.

You should decide whether to list education or work experiencefirstin
your résumé based on which aspect isstronger inyour background. If your
education and professional training are strong, list educationfirst. If you
haves gnificant job experience, list work experiencefirg. Factorsinfluencing
thisdecisionincludetherelevance of your education or work experienceto
thejob you're applying for and the emphasisyou want to place on each
aspect of your background.

Thethreemain objectivesof acover |etter, asoutlined inthe provided text,
ae

Catch thereader's attention favourably.
Convincethereader that you are qualified for the post.
Reqguest for aninterview.

Toidentify thejob you're applying for, you should state thejob title and
mention how you heard about itinthe cover | etter.
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Writing Job 3. Inthecover letter, you should summariseyour quaificationsfor thejob by

Applications stressing education and/or work experience according to your own situation
or need. Then, you shouldrefer thereader to your résuméfor other important
detalls.

4. Inthecover letter, you should state where you can be reached and when
youwill beavailablefor aninterview, providing crucid information for the
employer to contact you for further discussions.

Notes
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APPEARING FORAN INTERVIEW

| nterviews have become animportant part of our lives. From early childhood weface
interviews. Whenyou areyoung your parentsare eager that you performwell. Asyou
grow older, youyoursdf wishtodowell at interviews. Inthislesson youwill begiven
someguidanceinfacinginterviews.

LEARNING OUTCOMES

After completing thislesson, thelearners:

° Recognisestheimportanceof extra-linguistic cuesin faceto facecommunicetion;
° Preparesthemsel vesbetter for aninterview;

° Organisesto persuadethrough logic and argument;

° Plansto open and closean interview appropriately.

27.1 PREPARING FORAN INTERVIEW

To prepareto performwell, you must engage in some pre-interview activities. Pre-
interview planninginvolveslearning something about thecompany/organisation, andysing
your strengths and weaknesses and making sureyour gppearance and behaviour create
theright impression. Given bel ow are some of thewaysin which you can prepare
yoursdlf for aninterview.

(@ StudyingtheCompany

Youmust gather information about the company. Thiswill convincetheinterviewer
about your sincerity. Theinterviewer will not waste preciousinterview time
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Appearing For An providing you with information that you should have gathered. Your sources of
Interview informationare:-

i) theadvertisement
ii)  employeesof thecompany
iif)  other candidateswho have beeninterviewed

iv) newspaper andjournals

Notes V) Internet

(b)  Studyyourself

After you have gathered information about the company the next stepisto
assessyour own abilities. Do | liketowork with peopleor do | prefer towork
onmy own?Dol likedetailed work? Can | develop acareer planthat | can
achievewith the company? The answersto these questions about yourself can
provideyouwith lotsof material to useduring theinterview. If you can't seea
rel ationship between yourself and the job or company, youwon't be ableto
demonstrate theinterest or enthusiasm necessary to market yourself. A good
methodisto list the company and job characteristicsin one column and attempt
to place your qualificationsin acorresponding column asin the following
illugration:

Company and Job Requirements My Qualification and Needs

i) Dol liketowork with peopleor
dol liketowork alone?

ii) Istherescopefor advancement?

iii) Isthe pay scale adequate?

iv) Dol havethenecessary
educationd requirements?

v) Dol liketotravel?

vi) Doesit offer job security?
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Of course, you' Il probably never find thejob and the organisation that will satisfy Appearing For An
all your needsand meet al your requirements. Thisanalysiswill helpyouwith Interview
eschinterview.

() Planyour appearance

You should dressin such away that you do not create anegativeimpression.
For exampleyour finger nailsmust be neat and clean, your shoeswell polished
andyour hair well groomed.

Avoid gaudy, casua or party wear. Find out the company’sdresscode. If you
dressandlook likethe peoplewho aready work at the company, theinterviewer
will find it easier to seeyou working there.

Notes

(d) PlanYour Time

Oneof theworst thingsyou can doisbelatefor aninterview. Plan your time so
that you arrive early. Thisplanning allowsyou to unwind and prepare yoursel f
fortheinterview.

At thesametime, don't just Sit around making yourself nervous. Movearound
alittleand talk to the other candidates. Should something prevent you from
reaching ontime, do telephoneyour apol ogy.

- irexrouesrionszr

1.  Saywhether thefollowing statementsaretrue(T) or false (F). Correct thefa se
statement inthelight of what you haveread:-

i) Topreparefor aninterview, wemust buy new clothes.
i) Knowing about the organisation isamark of aseriouscandidate.
iii) Youshouldaimto get ajobthat givesyou ahigh pay.

iv) A study of your own skillsagainst thejob requirementscan giveyou useful
work.

V) Beingpunctua for aninterview may givetheimpressionthat you areout of
work.
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Appearing For An Interview

2. Study the advertisementsgiven below and makeatableliketheonegivenin
section 27.1. Havetwo columns: i) Company and job requirementsandii) My
qualification and needs. Do thisexercisein your exercise book.

Shristi FinancelL td.

Taralnternational Pvt. Ltd.

Wearetheleading DSA of HD finance
incarloans& Personal loanshaving our
branchesin Delhi, Noida& Ghaziabad.
Werequire:

e  Marketing Executive(10)
e TdeMarketing Executive(5)
e OfficeAssgant (10)

(Knowledge of computers necessary)
The remuneration will be best in the
industry Experience, conveyancewould
be an added advantage. Meet Mr. M.
Sharmafor awalk-ininterview on 2
& 392uly 2001 at E-914, Kailash colony
between 10 am. and 1 p.m. Phone
26246719.

Walk-ininterview (team members)

Wearelooking for enthusiastic and seif-
motivated young men and women who
enjoy having funwhile delivering our
world-wide standards of service and
hospitality. You should be between 18
and 25 yearsof agewith asenior school
certificate, good communication skills
and ateam player. (having avalid two-
wheeler licence would be an added
qudification).

Walk-in for an interview with your
resume on 3rd or 4th May, 2001
between 10am. and 4:00 p.m. at, Hotel
Hindustan 31, Community Centre, New
Alipore, Kolkata, Phone 24740477

271.2MEETING FACETO FACE INTERCHANGE

Now that you have gonethrough the planning stages, you areready for theinterview.
Your jobistosdl yourself so successfully, that you are selected at theinterview.

Given bel ow are some pointsto remember whilefacing aninterview.

(@ OpeningFormalities

When you meet theinterviewer, greet him/her and addresshim/her as* Sir/
madam’. If theinterviewer initiatesthe handshake, wait for theinterviewer to
inviteyouto sit down. Carry your certificatesin afileand placethem onthe

table,

(b) Interviewingguideines

Much of theinformation about you will appear on your resume or company
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gpplicationform, already availabletotheinterviewer. Thus, theinterviewer will Appearing For An
most likely seek to assessyour attitudestowardswork and the probability of Interview
fitting you successfully into the organisation.

Thebest way to preparefor theinterview isto answer such questionsasthese:
1. Why doyouwant towork for us?
2. Why shouldwehireyou?

3. What areyour greatest strengths?

. o Notes

4. What isimportant toyouinajob?

Your answersto theseand other variations of the same questionscan helpyou

proceed to the next step. First of all, your educationisyour foremost attributeif

you areastudent. You should point out itsrelationship to thejob for which you

arebeing consdered. Even moreimportant, thefact that you havesucceeded in

school indicatesthat you have the ability to learn, because most companies

expect you to learn something on thejob. So your most important responseto

theinterviewer’ squestionsmay beabout your ability tolearn. Evenno experience

may be an asset.

Second, adegreeof humility isimportantinal interviews. You should not make
tall claimsabout your previousjob or what youwill doif you get the present
one. Anyonewho sayshewill turn the company around in six months, proves
hislack of experience. Makeredlistic and achievableclaims,

“ Why do you want towork for us?” isreally not adifficult question. While
answering thisquestionrefer toinformation you have gathered fromtheliterature
of the company or speaking to someone who worksfor the company or the
informationyou havegatheredwhilevisting oneof their offices Thiswill convince
theinterviewer that you are strongly interested in the company and not just
taking aninterview for practice. Note, theinterviewer not only attemptsto develop
animpression of you, heor she also evaluatesyou in comparison with others
being interviewed for theposition.

Why should the company hireyou?

You havethe proper education, you have proved that you havethe ability to
learn, and you are enthusi asti ¢ about working for the company. Relate your
skillsand knowledgetothejob.
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Appearing For An When asked about your greatest strengths, your study of yourself will help.
Interview Your greatest strengthsprobably are easy toidentify: (1) theability tolearn (2)
theability towork with othersand to assumeleadershiproles, (3) skill inproblem

olving.

Finally, what isimportant to youinajob?Whileweareall interested inagood
salary that should not beyour primary concern. Rewards such aspersonal job
satisfaction, thefeding of accomplishment, and making acontributionto society
arethingsyou should discussin aninterview. You should look forward to a
challenge. A job that will satisfy these needsisimportant to almost everyone.

Notes
(00 Handling Salary discussion

For most entry-level positionsthe beginning salary isfixed. However, if you
havework experience, excellent scholarship records, or added maturity, you
may beableto obtainalarger salary. Theinterviewer shouldinitiatethesalary
topic. What you should know isthe general range for candidates with your
qualifications so that your response to aquestion about how much you would
expect isreasonable. If your qualificationsare about averagefor thejob, you
canindicatethat you would expect to be paid the going rate or withinthe normal
range. If you have added qualification, you might say, “With my yearsof work
experience, | would expect to Sart at the upper end of thenormal saary range.”

If you have other job offers, you arein position to compare sal aries, jobs, and
companies. Inthiscase, you may suggest to theinterviewer that you would
expect acomptitive sdary and that you have been offered X rupeesby another
firm. If salary hasn’'t been mentioned, and you really want to know about it,
simply ask courteoudly how much the salary would befor someonewith your
qualifications. Inany casethough, don’t attempt to make salary amajor issue.

(d) Closingtheinterview

Theinterviewer will providethe cuesindicating that theinterview iscompleted
by rising from the chair or making acomment about the next step to betaken.
At that point, don’t prolong theinterview needlessly. Simply rise, thank the
interviewer for the opportunity to meet, and close by saying you look forward
to hearing from the company. The neatnesswith which you closetheinterview
may beamost asimportant asthefirst impression you made.
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(e) Practisingfor Interviews Appearing For An

. . . . Interview
Although most of ustend to be nervous during our first interview, we gain

confidence with experience. Therefore, practice and rehearse. Work with
someonedseinmock interviews, dternating rolesasinterviewer and interviewee.
Thenfollow each practiceinterview with acongtructivecritique of each other’s
performance. A few such mock interviewswill give you some experience and
will makethefirst red interview moreeffective.

Thejobinterview may betheimportant face-to faceinteraction you will have.

Youwill besdling yoursdlf in competition with others. How you listen and how Notes
youtalk will bemeasured by theinterviewer. Since practiceleadsto perfection,

youwill never regret thetimeyou spend rehearsing your interview.

- rexrouesrionsr

1.  What key areas should you focusonwhen preparing for an interview?

2. Whyisitimportant to demonstrate humility during aninterview?

@" WHAT HAVE YOU LEARNT

Thejobinterview isoneof themost important eventsinyour life. Inthislessonyou
have learnt how to prepare for successin thisevent. You haveto plan your dress,
posturesand answersto likely questions.

®
TERMINAL QUESTIONS

1. Statewhether thefollowing statementsare True (T) or False (F). Correct the
Fasestatements.

i)  Openaninterview by calingtheinterviewer by higher first name.
i) Situpstraight and bend forward dightly to show interest.

i)  Oneof themainamsof aninterviewer isto assessthe candidate’ sattitude
towork.
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Appearing For An iv) Beprepared to answer questionson your strength.
Interview

v) A candidate who makes tall claims will be considered dishonest and
ingncere.

vi) Theprimary and only motivating factor in choiceof jobsisthe pay cheque.

vii) Don’'tbeinahurry tocloseaninterview.

2. Study theadvertisement given below. Imaginethat you have been calledfor the
interview. Givebrief pointsfor your answer to thefollowing questions -

Notes . .
i) Why should the company hireyou?

i)  What isimportant toyouinajob?

i) What areyour greatest strengths?

A
‘ I ANSWERSTO INTEXT QUESTIONS

27.1
1. i) Fase Dressinnest, cleanclothesisneeded.
i) True
i) False. Thereareother criterialikejob satisfaction, career path, so-
cialy useful work.
iv) True

v) Fdse Youwon'tbelateor nervousandwill get timetofind out more
about the organisation.

2. Individud answer
27.2

1. Whenpreparingfor aninterview, focuson key areassuch asunderstanding
why you want to work for the company, highlighting your strengthsand
abilities articulatingwhat isimportant toyouinajob, and practising resoonses
to common interview questions.

2. Demonstrating humility during aninterview isimportant to avoid making
unrealistic claimsabout your abilitiesor achievements. It sessential tobe
honest and redlistic about what you can offer and achieveintherole.
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English (302)
I ntroduction

Intoday’sglobal world, theimportance of English cannot be denied or ignored since Englishisthe most common
language spoken everywhereand a soit istheofficial languagein many countries. With the help of developing
technol ogy, English hasbeen playing amajor rolein many sectors, including medicine, engineering, and education.
Itisthe dominant businesslanguage, and it hasbecomea most anecessity for peopleto spesk Englishif onehasto
enter aglobal workforce.

Rationale

Inaplurdistic society likelndia, the coexistence of diverse culturesinameaningful, secular manner to achievethe
highest principlesof multiculturalism depends upon effective communi cation among peopleand states of the union.
Thus, astudy of Englishwithinthe context of contemporary Indiabecomesessential not just for the purposes of
communicationwithin the country but also for purposesof communication acrosspolitica boundaries. Knowledge
of English aso enableslearnersto aspirefor job opportunitiesin the present scenario of the globa economy and
accessthewealth concealed intime-tested great works of literature produced in English. Thus, for practical and
utilitarian purposesaswell asfor pleasure, learning English becomes necessary.

Objectives

After completing thiscourse, thelearner will beableto:
® devdopligeningkills,

® deveopspeskingKills;

® deveopreadingKills;

® deveopwritingskills,

Thiscoursewill sofocuson € ementsof language grammar and vocabulary. Specid effortswill bemadetoenrich
thevocabulary of students.

Scopeand Job Opportunity

English being aninternational |anguage has opened doorsfor jobsin India. Intheeraof media, TV channelsin
English and Hindi are opening up. English print mediaisa so not behind theraceinrecruiting candidates. Thereis
agreat scopeasEditor, Sub-editor, Ass stant Editor, Associate Editor, sub-editor, ass stant editor, associate editor,
consulting editor, etc., both inmediaand other organisations. Englishtrandatorsand interpretersarea soin demand.
Lucrative career optionsarea so availablein school s, colleges, and universitiesasteachersand lecturers.
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Eligibility Conditions

Age: 15years

Qudification: 10th pass

Medium of Ingtruction: English

CourseContent

Listening skills

Approach: Thismoduleamsto develop thelistening skillsof thelearnersby exposing them to awide range of
themes and topi cs spoken at normal speed and with representatives of English accentsheardin India. Thismodule
will beaccompanied by audio texts of amaximum 90 minutes.

At theend of the course, thelearner should beableto:

acknowledgeindividua wordsand sentences
explicate spoken Englishat normal conversational speed
interpret and €l ucidate connected speech
discern overlapping speech

identify basic English accent/pronunciation
annotatethetext in detail

interpret and explicate cross-cultural information
discern arange of topics
promoteactivelistening

elucidatequestions

follow directions

appreciate and recognisethe main ideaof academictexts

Speaking Skills

Approach: Thismoduleisdesigned to educatelearnerson how to respond simply and meaningfully in English
while performing redl-time speech activities by exposing them to spokeninteraction model sand encouraging them
to repeat along suggested lines.

At theend of thiscourse, thelearner should beableto:
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®  Spesk English (sounds, words, phrases, sentence patterns) intelligibly
® UseEnglishinfamiliarlifestuaions
Reading Skills

Approach: Thismoduleamsto develop reading skillsinlearnersby exposingthemto avariety of textsrepresentative
of different text types.

Themodulewill beexploredto devel op thefollowing abilitiesinthelearners:
locateimportant facts
grasp themeaning, factsand ideas
skimatexttoobtainitsoverall idea
scan atext tolocate specificinformation
get the central ideaof atext
follow the sequence of ideasand events
identify the rel ationship between characters, factsand ideas
comparefactsandideas

infer meaning

o

o

®

®

®

o

o

o

®

® evaluateidess, eventsand actions
® enjoyapieceof literatureand credtive use of language

® identifytheliterary form

® identify literary devices(rhythm, imagesetc)

® interpretthefunctionsof theseliterary devices

® infernon-verba formsof presentationsasgivenin chartsand tables
® deveopthehabit of reading for information and pleasure

® usedictionary tofind meaningsand usage of words

o

useother referencematerial likeanencyclopedia

Grammar

Approach: Thismoduleaimsto develop the ability to use selected grammar items appropriately by exposing them
to grammar and usagein sel ected contexts.
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Writing SKills

Approach: Thegod of thismoduleisto hel plearnersdevel op the ability to writesmply. coherently and briefly in
English by exposing them to theme-based writing tasks and encouraging them to write along the lines suggested.

The content areas areintended to makethelearner ableto:

write simple sentenceswith correct punctuation and spelling
present and devel op smpleideas coherently

organiseideasinto paragraphsus ng appropriate sentencelinkers
narrateeventschronologicaly

describe obj ects, people and processes

makenotes

writesummaries

Skill Development

Approach: Themodul€e€ sgod isto teach studentshow to use Englishin specific Situations. Theemphasisisnot on
teaching a subject such as science or literature but on the various waysin which languageisused in various
Stuations. Thismodulewill teach studentshow to use English effectively and appropriately intheworkplace.

MarksDivision

[ Sr. No. Units Marks )
1 Prescribed Text 30
2 Non-prescribed Text 20
3 Grammar 15
4 Writing ills 20
5 Englishfor Specific Purpose 15
TOTAL 100
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