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My                                                                    

Beloved Students 

                     With all warm regards and wishes I am glad to present you this 
fruit of toil taken by the Professors of General Department. This manual is 
designed in such a way that it becomes useful in grooming you in a better way. 
It applies the concept that you study in your theory classes.  

               I hope this labour will inculcate in you the practical wisdom 
which you require in your professional life. This will widen your horizon and 
deepen your knowledge for the subject. 

                    This is the toil taken for you by your professors keeping in mind 
your need as a student. They have tried their level best to form a uniform 
manual which is perhaps the first in Degree side. I am glad to have such a team 
of intellectuals who worked hard and converted the idea into reality. I 
congratulate them all. I feel proud that L. E. College, Morbi is the pioneer in 
generating manual for Degree students in General side. 

                    I wish you the very success in your life and pray to Almighty to 
help us to groom you into a better Engineer…….. 

Prof. P.C.Vasani 

      Principal, 

     L. E. College, MORBI 

 

                                                 ॐ સહના વવત ુસહનૌભનુક્ત ુસહવીર્યમ કરવા વહ ે 

                                               તેજસ્વીના વદી તમસ્ત ુમા ંવવદ્ વવસા વહ ે 

                                                           ॐ  શાવંત શાવંત શાવંત   

 

http://www.google.co.in/url?sa=t&rct=j&q=aum%20word&source=web&cd=5&ved=0CD0QFjAE&url=http%3A%2F%2Fwww.omgayatri.com%2FAUm_O3m%2FOm_symbol_sound.html&ei=bUoFT8urHY7JrAeTzJHuDw&usg=AFQjCNEslEqgofdN082OOxDq3pWSzNXJNA
http://www.google.co.in/url?sa=t&rct=j&q=aum%20word&source=web&cd=5&ved=0CD0QFjAE&url=http%3A%2F%2Fwww.omgayatri.com%2FAUm_O3m%2FOm_symbol_sound.html&ei=bUoFT8urHY7JrAeTzJHuDw&usg=AFQjCNEslEqgofdN082OOxDq3pWSzNXJNA
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Chapter 1 

Application:1 

Observe the pronunciation given in the picture below and try 

to follow the same in your practice. 

 

Exercise: 

1. Now read the above words in the table aloud. 

2. Listen to the pronunciation of your partner. 

3. Find out the rhyming words for each row of the table. 
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Application:2 

Observe the pronunciation given in the picture below and try 

to follow the same in your practice. 

 

Exercise: 

1. Now read the above words in the table aloud. 

2. Listen to the pronunciation of your partner. 

3. Find out the rhyming words for each row of the table. 
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Application:3 

Observe the pronunciation given in the picture below and try 

to follow the same in your practice. 

 

 

Exercise: 

1. Now read the above words in the table aloud. 

2. Listen to the pronunciation of your partner. 

3. Find out the rhyming words for each row of the table. 
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Application:4 

Observe the pronunciation given in the picture below and 

try to follow the same in your practice. 

 

Exercise: 

1. Now read the above words in the table aloud. 

2. Listen to the pronunciation of your partner. 

3. Find out the rhyming words for each row of the table. 
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Application:5 

Observe the pronunciation given in the picture below and try 

to follow the same in your practice. 

 

 

Exercise: 

1. Now read the above words in the table aloud. 

2. Listen to the pronunciation of your partner. 

3. Find out the rhyming words for each row of the table 
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APPLICATION: 6 

Aim:  To help students compare and contrast similar consonant formation.  

Process: 

1. Repeat each line slowly and listen for the minor differences between the vowel and 

consonant sounds.  

2. Repeat each line three times. Each time repeat more quickly trying to keep the sounds 

distinct.  

3. Find a partner and listen to each other repeat the lines.  

4. Try to invent sentences using each sound at least once. For example: The big bat bet he 

could beat the others. - Don't worry too much about the sentence making much sense!  

ih - 

pronounced 

'ih' as in 'hit' 

ee - 

pronounced 

'ee' as in 'see' 

eh - 

pronounced 

'eh' as in 'let' 

ae - 

pronounced 

'ae' as in 'cat' 

big Beat bet bat 

pig Peep pet pat 

did Deal death dad 

tip Teeth tell tap 

gill gee! get gap 

kill Keep kept cat 

sip See set sat 

zip Zeal zeppelin zap 

ship Sheet shelf shaft 

gin Jeep jell jack 

chip Cheek chess chat 

hit Heat help hat 
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APPLICATION: 7 

Aim:  To help students compare and contrast similar consonant formation.  

Process: 

1. Repeat each line slowly and listen for the minor differences between the vowel and 

consonant sounds.  

2. Repeat each line three times. Each time repeat more quickly trying to keep the sounds 

distinct.  

3. Find a partner and listen to each other repeat the lines.  

4. Try to invent sentences using each sound at least once. For example: The man at the bar 

bought drinks for all. - Don't worry too much about the sentence making much sense!  

'long ah' as in 'heart' 'short ah' as in 'got' 

Bar bought 

Par paw 

Dark dot 

Tar taught 

Garth got 

Carpet caught 

Sergeant saw 

Zagreb Zola 

Sharp shawl 

John jot 

Charred chocolate 

Heart hop 
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APPLICATION: 8 

Aim:  To help students compare and contrast similar consonant formation.  

Process: 

1. Repeat each line slowly and listen for the minor differences between the vowel and 

consonant sounds.  

2. Repeat each line three times. Each time repeat more quickly trying to keep the sounds 

distinct.  

3. Find a partner and listen to each other repeat the lines.  

4. Try to invent sentences using each sound at least once. For example: The butcher put on 

his boots but he forgot his hat. - Don't worry too much about the sentence making much 

sense!  

'long uh' as in 'put' 'short uh' as in 'up' 'oo' as in 'shoe' 

Butcher but boot 

Put pup poof! 

(none) duck do 

Tokay tough tooth 

Good gulp Google 

Cook cup cool 

Soot supper suit 

(none) (none) zoom 

Shook shut shoot 

(none) jump June 

Churn Chuck choose 

Hook hup! who 
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APPLICATION: 9 

Aim:  To help students compare and contrast similar consonant formation.  

Process: 

1. Repeat each line slowly and listen for the minor differences between the vowel and 

consonant sounds.  

2. Repeat each line three times. Each time repeat more quickly trying to keep the sounds 

distinct.  

3. Find a partner and listen to each other repeat the lines.  

4. Try to invent sentences using each sound at least once. For example: We ate cake and 

flew a kite on my birthday. - Don't worry too much about the sentence making much 

sense!  

'ay' as in 'day' 'ai' as in 'die' 

Bay buy 

Pay pie 

Day die 

Table tie 

Gay guy 

Cake kite 

Say sigh 

Zany Zaire 

Shape shy 

Jake jive 

Chase child 

hey! hi 
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APPLICATION: 10 

Aim:  To help students compare and contrast similar consonant formation.  

Process: 

1. Repeat each line slowly and listen for the minor differences between the vowel and 

consonant sounds.  

2. Repeat each line three times. Each time repeat more quickly trying to keep the sounds 

distinct.  

3. Find a partner and listen to each other repeat the lines.  

4. Try to invent sentences using each sound at least once. For example: The Pope went to 

the pow-wow and was very poised. - Don't worry too much about the sentence making 

much sense!  

'ou' as in 'home' 'ow' as in 'house' 'oi' as in 'boy' 

bowl bow boy 

Pope pow-wow poise 

don't Dow doily 

toe towel toy 

go gouge goiter 

cope cow coy 

soap sour soy sauce 

zone zowie! (none) 

show shower (none) 

Jones jowl join 

chose ciao! choice 

home howl hoist 

 

 

 



L. E. College, Morbi 
 

General Department (Communication Skills) Page 16 
 

APPLICATION: 11 

Aim:  To help students compare and contrast similar consonant formation.  

Process: 

1. Repeat each line slowly and listen for the minor differences between the vowel and 

consonant sounds.  

2. Repeat each line three times. Each time repeat more quickly trying to keep the sounds 

distinct.  

3. Find a partner and listen to each other repeat the lines.  

4. Try to invent sentences using each sound at least once. For example: The bear went into 

the bar and had a beer. - Don't worry too much about the sentence making much sense!  

Note: The following diphthongs are pronounced differently in British and American English. 

British English drops the 'r' sound and pronounces a slight 'uh' - 'hair' becomes 'hehuh'. In 

American English the 'r' is strongly pronounced - 'hair' becomes 'hehrrr'.  

'ieh(r)' as in 'near' 'ehi(r)' as in 'hair' 

Beer bear 

Peer pear 

Dear dare 

tear (drop of water) tear (rip) 

Gear garish 

Clear Claire 

Seer snare 

Sheer share 

Jeer Jerry 

Cheer chair 

Here hair 
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APPLICATION: 12 

Aim:  Tongue Twisters are lots of fun (and difficult). They often don't make much sense, but they 

certainly exercise your pronunciation muscles. Four tongue twisters are listed below.  

Process: 

1. Repeat each line slowly and listen for the minor differences between the words 

2. Repeat each line three times. Each time repeat more quickly trying to keep the 

pronunciations distinct.  

3. Find a partner and listen to each other repeat the lines.  

Peter Piper 

Peter Piper picked a peck of pickled peppers. 

Did Peter Piper pick a peck of pickled peppers? 

If Peter Piper picked a peck of pickled peppers, 

where's the peck of pickled peppers Peter Piper picked? 

Sea Shells by the Sea Shore 

She sells sea shells by the seashore. 

The shells she sells are surely seashells. 

So if she sells shells on the seashore, 

I'm sure she sells seashore shells. 

A Flea and a Fly 

A flea and a fly flew up in a flue. 

Said the flea, "Let us fly!" 

Said the fly, "Let us flee!" 

So they flew through a flaw in the flue. 

One – two 

One-one was a race horse. 

Two-two was one too. 

One-one won one race. 

Two-two won one too. 

Do you understand? 

If you understand, say "understand". 

If you don't understand, say "don't understand". 

But if you understand and say "don't understand". 

How do I understand that you understand? Understand! 
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APPLICATION: 13 

Give five rhyming words for the words given below in the 

table: 
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Chapter 2 

Application:1 

Develop a story in your own words by looking at the picture given 

below: 
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Application:2 

Develop a story in your own words by looking at the picture given 

below: 
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L. E. College, Morbi 
 

General Department (Communication Skills) Page 23 
 

Application:3 

Develop a story in your own words by looking at the picture given 

below: 
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Application:4 

Develop a story in your own words by looking at the picture given 

below: 
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Chapter 3 

Application:1 

Listen to the audio of the story and attempt the questions: 

‘The Talking Cave’ 

There lived a lion. One day he roamed jungle in search of a prey. But he did not find any animal. 

Finally he was tired and fed up. The sun was almost setting. The lion lost all hope and in his 

heart he thought: “Never mind, I think I have a fast today.”The lion was returning to his cave, 

just then his eyes fell on another cave. The lion thought, “Before I leave, let me peep into this 

cave, it will be nice if I found an animal here.” Thinking this the lion peeped into the empty cave 

but what he found was an empty cave. Once again the lion let out a deep sigh. He thought it 

would be best to leave this cave and return back to his cave. Suddenly, an idea struck him. It was 

nearly evening; the animal living in this cave will surely come back. So let me sit here and wait; 

which means I don‟t have to hunt for a prey. My hunger will be satisfied. So the lion sat quietly 

inside the cave. He waited for the animal living in the cave to arrive. This cave belonged to a 

fox; and a fox is a very smart animal. In awhile after a long day of his hunt, treading cautiously 

finally the fox reached back. Suddenly he stopped in his tracks. In spite of the dusk setting in, the 

fox happened to see the ground and realized: “Oh my! These are the imprints of lion‟s feet. I can 

see the footprints going in the cave, but I cannot see the footprints coming out. Hmm, which 

means the lion is surely sitting inside and is very smartly waiting for his prey to enter the cave. 

It‟s good that I have come back to my cave before sunset. If I had been delayed a bit then he 

would have surely caught me because in the dark, it would not been possible for me to see the 

lion‟s footprints.” The fox thought for a moment and suddenly he got an idea. Thrilled at his idea 

he blinked his eyes and shook his tail. He said in a loud voice, “Cave… O Cave.” Then he was 

quiet for a moment. He said again, “Cave O…Cave, why aren‟t you talking today? When I say, 

cave, cave o cave every day, you tell me, Welcome back, how was your day today?” The lion 

hiding in the cave thought that perhaps the cave talks every day, but since I am here today he is 

scared to talk. Because he is scared, he is not being able to talk. So what if I talk instead of the 

cave……After some time the fox said again, “Cave…O Cave!” The lion hiding in the cave then 

said in a soft voice, “Welcome back, how was your day today?” Now is it possible no to 

recognize a lion‟s voice? His voice echoed in the cave. He roared and there was an echo of his 

voice. Hearing that, the animals in the nearby cave became alert. The lion thought that now the 

fox would surely come in but instead of the fox, his voice answered. “Lion king, can a cave ever 

talk? Ok then, here I go. Bye bye!” As the lion peeped out of his cave, what did he see? The fox 

was running away at full speed saving his life. 

Questions:  

1. What was the condition of the lion in the story initially? 

A. ________________________________________________________________________

________________________________________________________________________

________________________________________________________________________



L. E. College, Morbi 
 

General Department (Communication Skills) Page 28 
 

________________________________________________________________________

________________________________________________________________________ 

2. What did the lion see while returning back to his cave? What did he think about it? 

A. ________________________________________________________________________

________________________________________________________________________

________________________________________________________________________

________________________________________________________________________ 

3. Was he disheartened to see its interiors? Why? 

A. ________________________________________________________________________

________________________________________________________________________

________________________________________________________________________

________________________________________________________________________ 

4. Did he decide to stay? Why? 

A. ________________________________________________________________________

________________________________________________________________________

________________________________________________________________________

________________________________________________________________________ 

5. It belonged to whom? When did he come? 

A. ________________________________________________________________________

________________________________________________________________________

________________________________________________________________________

________________________________________________________________________ 

6. What did he spot on the ground? What did he think about his time of coming? 

A. ________________________________________________________________________

________________________________________________________________________

________________________________________________________________________

________________________________________________________________________ 

7.  What was the trick of planned by the fox? Did the lion fall into trap? 

A. ________________________________________________________________________

________________________________________________________________________

________________________________________________________________________

________________________________________________________________________

________________________________________________________________________

________________________________________________________________________ 

8. Explain the significance of the story and comment on the moral of the story. 

A. ________________________________________________________________________

________________________________________________________________________

________________________________________________________________________

________________________________________________________________________

________________________________________________________________________ 
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Application:2 

Listen to the audio of the story and attempt the questions: 

‘A Donkey with no Brain and Heart’ 

Once upon a time, there lived a lion in the jungle. This lion had a fox as his assistant. The lion 

went hunting and gave a share of his hunt to the fox. One day, the lion had a fierce battle with 

the elephant. In this, the lion was badly wounded and because of this he could not move a step 

ahead. So hunting was not at all possible. The lion was almost starving to death and this affected 

the fox too, which meant in spite being able to eat; he had to starve with the lion. Finally, the lion 

thought of a solution. He said to the fox, “O fox, you are very smart, persuade an animal and get 

him here. Then with one single blow I will kill that animal.” Hearing his master‟s words, the fox 

left in search of a foolish animal. He wandered far and wide but he did not a foolish animal in the 

jungle. Roaming and wandering everywhere, the fox reached a village. There he saw a lifeless 

donkey grazing around. Seeing him, the fox‟s eyes lit up. The fox greeted the donkey. “Hey 

donkey, there is no green grass here. Then what are you grazing on? Huhuhu how weak you 

look! Doesn‟t your owner give you enough food to eat?” For the first time, someone was talking 

so politely and showing concern to the donkey. With a heavy heart the poor donkey said, “What 

can I say fox, I cannot lift as much weight as I used to, so my owner doesn‟t give me food to 

satisfy my hunger.” “Oh no! This not right!” The fox showed sympathy towards the donkey. 

“My friend, then why not do one thing, you come with me to the jungle. Ohhh, there‟s lot of 

green and juicy grass there in the jungle.” The donkey said, “But there are wild animals also in 

the jungle!” Hearing this, the fox became cautious. He said, “Now don‟t worry at all about the 

animals. You should fear men. You know the lion king has sent me here. Our king has thought of 

saving all animals that live in the village from the injustice meted out by the men folk. The king 

has decided, he will protect all the animals living in the village and give them place in the jungle. 

Also, he has decided to make you a minister.” Hearing this great news, the donkey was delighted 

and he immediately got ready to go with the fox. The fox took him to the lion immediately. The 

poor lion was hungry since many days, he was happy to see a prey, the donkey was far and the 

lion tried to pounce on him. The donkey was stunned, he ran away from there immediately. The 

poor lion was left with nothing. Because his planned had failed so badly, the fox also felt terrible 

about it. He spoke I sage Narad‟s tone, “Ohh king, why did you have to show your haste? You 

should have attacked the donkey only after it came close. Never mind, I will get that donkey 

back here. You don‟t worry at all.” Saying this, the fox left from there. Since the lion lost his 

prey, he was very sad. He let out a deep sigh and started thinking, “hmm, that donkey has run 

away from here, why will he come back?” Just then, the fox reached the donkey. He started 

reassuring the donkey, “Really, you have no brains at all. The king of the jungle came forward to 

welcome you and you got scared of him and ran from there! How can coward like you can be a 

minister?” Then he went close to the donkey and said, “If the king really wanted to kill you 

would you be able to run? Tell me, where would you run for life? If the king would have chased 

you, would you be alive? You would die as soon as he would pounce on you. Now come, come, 

come on, it‟s yet not late. Come with me, you still have chance. I will explain to the king that he 

should make only you his minister. Come with me, come, come.” Saying this, the fox fooled the 

donkey and brought him to lion. This time the lion did not show any haste. He let the donkey 

come close. He then pounced on the donkey and killed him. The lion said to fox, “You keep a 
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watch on him, I haven‟t had a bath for many days, I will go and bathe before I sit to eat.” Saying 

this to the fox, the lion limped towards a nearby pond. The fox was very hungry; he could see a 

feast in front of him. He could not resist. He thought for a while and the fox devoured the brain 

and heart of the donkey. After some time the lion finished his bath and limped back. When he 

saw, he wondered; the brain and heart of the donkey was missing. The lion was very angry. He 

roared very loudly. He asked the fox angrily, “What is this fox? I can‟t see the brain and heart of 

the donkey. Why is it so?” The fox said cheekily, “Oh king, if this donkey had a brain and heart, 

would he come back to us to die? The donkey didn‟t have a brain and heart.”  

Questions: 

1. Who was the king of the jungle and his assistant and what was their work? 

A. ______________________________________________________________________________

______________________________________________________________________________

______________________________________________________________________________

______________________________________________________________________________

_______________________________________________________________ 

2. Who fought with whom and what was the outcome? 

A. ______________________________________________________________________________

______________________________________________________________________________

______________________________________________________________________________

__________________________________________________________________ 

3. What was the work allotted to the fox? And what/whom did he find? 

A. ______________________________________________________________________________

______________________________________________________________________________

______________________________________________________________________________

______________________________________________________________________________

_______________________________________________________________ 

4. How did he convince his find to join him? 

A. ______________________________________________________________________________

______________________________________________________________________________

______________________________________________________________________________

______________________________________________________________________________

_______________________________________________________________ 

5. How did the lion react when he saw the animal? As a result what happened? 

A. ______________________________________________________________________________

______________________________________________________________________________

______________________________________________________________________________

______________________________________________________________________________

_______________________________________________________________ 

6. Finally how did the fox convince the donkey to join him? And how did the lion react then? 

A. ______________________________________________________________________________

______________________________________________________________________________

______________________________________________________________________________
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______________________________________________________________________________

_______________________________________________________________ 

7. Why didn’t the lion eat his food directly? In the meantime what did the fox do? And later 

how did the fox justify his actions? 

A. ______________________________________________________________________________

______________________________________________________________________________

______________________________________________________________________________

______________________________________________________________________________

______________________________________________________________________________

______________________________________________________________________________

______________________________________________________________________________

______________________________________________________________________________

___________________________________________________ 

8. Find out the meanings of the words given in the story: 

1. Fierce         :          

2. Wounded   :     

3. Starving     :       

4. Wandering:  

5. Meted         :           

6. Haste          :  

7. Limped      : 

8. Devoured  : 

9. Cheekily    : 
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Application:3 

Listen to the audio of the story and attempt the questions: 

‘No I will Sing’ 

There lived a donkey. The donkey didn‟t know how to sing. But yet he loved to sing. Once he 

would start singing then, no matter how hard anyone tried, nobody could ever stop him. The 

donkey often said, “No I will sing.” This donkey worked with a washer man all day. In the night, 

he would wander around as he pleased and grazed wherever he felt like. He would return back in 

the morning. Wandering around in the fields, he befriended a fox. The fox also needed the 

donkey‟s help to steal in the fields at night. This donkey was quiet swift. He would steal the 

fruits very effectively. He would enter the fields and eat watermelons. This fox also loved 

watermelons very much. Every night they would meet each other. They would enter several 

fields and eat something or the other. In the morning, both the friends would return back to their 

homes. And what happened once, while they were out, the donkey stood in the middle of the 

field and looked towards the sky. He thought for a while and said loudly, “Oh see, how beautifu l 

this full moon looks! It looks so wonderful! It‟s such a pleasant weather. I am so happy that I feel 

like singing away.” Hearing this, the fox was startled. He told the donkey, “You fool! You are in 

someone else‟s field trying to steal their food. One must steal quietly. Nobody should know 

about it. How can anyone sing while stealing anything?” The donkey said, “Who will see us at 

this hour? Everyone must be sleeping peacefully. I feel like singing a song right now. Tell me 

my friend, which song should I sing?” The fox was very angry with the donkey. He said angrily, 

“Have you gone mad or what? On hearing your song the watch man sleeping here will get up. 

They will run and come here. They will beat us up black and blue with their sticks. Look, instead 

you quietly eat these sweet watermelons. Besides what will you get if you sing?” The donkey 

said, “Oh friend, you live in a jungle so you don‟t understand songs. You have no ear for music. 

Now you see, just see how I sing! Hear my song and say, if it is as sweet as melons in this field.” 

The fox understood that nobody could stop the donkey. He understood that it would be best if he 

ran away from there. He told the donkey, “Dear friend, you sing if you wish to, but before that I 

will go away from this field and keep a watch on the guards around. You can sing after I go all 

right?” And then in a moment the fox jumped over the fence and was out of sight. Then the 

donkey sang in a high pitch. Beeeeeeeaaaaaaa . Hearing the loud braying of the donkey, the 

watchman got up. Taking his stick he ran towards the donkey. He started thrashing the donkey. 

With this the donkey fell on the ground. Then the watchman tied a heavy wood around his neck 

and started hitting him over and over again. The donkey was lying on the ground 

groaning…moaning in pain embarrassing. After a while he gathered his strength. 

Slowly…slowly with pain he got up and started to walk with a limp. The fox was standing 

outside the fence and watching. The donkey came close. The fox said, “Oh great and mighty 

singer! You sang very well. Looks like the watchman liked your song a lot. That is why I think 

he has given you a reward. Hmmm he has even put a medal around your neck. Hearing this, the 

donkey started singing in pain. Beeee beeee huhuhuh! 
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Questions: 

1. What was the passion of the donkey? How good was he, at it? 

A. ________________________________________________________________________

________________________________________________________________________

________________________________________________________________________

________________________________________________________________________

________________________________________________________________________ 

2. Give one word to describe his nature. 

A. ________________________________________________________________________

________________________________________________________________________ 

3. What did the donkey do in the entire day? 

A. ________________________________________________________________________

________________________________________________________________________

________________________________________________________________________

________________________________________________________________________

________________________________________________________________________ 

4. Who was the donkey’s friend? What was the reason of their friendship? Describe in 

detail. 

A. ________________________________________________________________________

________________________________________________________________________

________________________________________________________________________

________________________________________________________________________

________________________________________________________________________

________________________________________________________________________

________________________________________________________________________ 

5. What happened one particular night? What was the donkey’s decision seeing the 

beautiful night? 

A. ________________________________________________________________________

________________________________________________________________________

________________________________________________________________________

________________________________________________________________________

________________________________________________________________________ 

6. What was the advice given by the fox? Why?  

A. ________________________________________________________________________

________________________________________________________________________

________________________________________________________________________

________________________________________________________________________

________________________________________________________________________ 

7. What did the fox do when his friend didn’t listen to his advice? Why? 

A. ________________________________________________________________________

________________________________________________________________________

________________________________________________________________________

________________________________________________________________________

________________________________________________________________________ 

8. What happened then? As a result what happened? 
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A. ________________________________________________________________________

________________________________________________________________________

________________________________________________________________________

________________________________________________________________________

________________________________________________________________________ 

9. What happened to donkey afterwards? 

A. ________________________________________________________________________

________________________________________________________________________

________________________________________________________________________

________________________________________________________________________

________________________________________________________________________ 

10. What do you understand by the phrase ‘beats up black and blue’? 

A. ________________________________________________________________________

________________________________________________________________________

________________________________________________________________________

________________________________________________________________________ 

11. Give one word to describe the tone of the fox at later stage in the story. 

A. ________________________________________________________________________

________________________________________________________________________ 

12. What is the moral of the story? And shed some light on the significance of the title. 

A. ________________________________________________________________________

________________________________________________________________________

________________________________________________________________________

________________________________________________________________________

________________________________________________________________________

________________________________________________________________________

________________________________________________________________________  
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Application:4 

Listen to the audio of the story and attempt the questions: 

Bird with two mouths 

There was a lake. A bird stayed near the lake. This bird had two heads, two beaks and two 

mouths but he had only one stomach. One day this strange looking but beautiful bird was flying 

near the lake. Seeing the water of the lake being formed in ripples, he started dancing in joy. Just 

then he happened to find a sweet fruit. The bird was very happy. He tasted the fruit with one 

mouth. “Wow, this fruit tastes like nectar. I‟ve eaten many fruits till now but really nothing has 

tasted as good as this. The second mouth of the bird was also very eager to taste the fruit. That 

mouth said, “Now let taste the other half of this fruit. Let me also know how it tastes.” The first 

mouth said, “What do you mean? It tastes like nectar.” The second mouth said, “But I have never 

tasted nectar. So let me taste it and find out. The first mouth said, “How does it matter who eats 

the fruit? It makes no difference. Don‟t we have one stomach? I eat or you eat, the fruit will go in 

the same stomach.” Saying this, the first mouth ate remaining part of the fruit. The second mouth 

could not bear the trick the first mouth played. He felt humiliated. He had tears in his eyes. He 

decided that he will surely seek revenge for this. This incident had hurt the second mouth a lot. 

He stopped talking to the first mouth. Now he even stopped looking towards him. He was only 

waiting for a chance to seek revenge. One day the second mouth got a chance to seek revenge on 

the first mouth. That day the second mouth found a poisonous fruit. He showed the first mouth 

the poisonous fruit. He said, “Now I will eat this fruit. We have one stomach.” Hearing this, the 

first mouth was scared. He did not expect this would ever happen. He said, “Hey wait, wait 

please don‟t eat this fruit or we would both die because we have one stomach. The second mouth 

said, “Nothing will happen to you because you have already tasted nectar so you have become 

immortal.” The first mouth tried to persuade the second mouth. The second mouth did not listen. 

The second mouth ate the poisonous fruit. Poison went to the stomach. Both the mouths were in 

agony. Thus in this manner both the birds with two mouths died. 

Questions: 

1. What is the moral of the story? 

A. ________________________________________________________________________

________________________________________________________________________

________________________________________________________________________

________________________________________________________________________

________________________________________________________________________ 

2. What was the specialty of the bird? 

A. ________________________________________________________________________

________________________________________________________________________

________________________________________________________________________

________________________________________________________________________ 

3. Where the bird was flying and what was he doing? What happened then? 

A. ________________________________________________________________________

________________________________________________________________________
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________________________________________________________________________

________________________________________________________________________ 

4. What was the request of the second mouth? What was the reaction of the first bird? 

A. ________________________________________________________________________

________________________________________________________________________

________________________________________________________________________

________________________________________________________________________

________________________________________________________________________ 

5. As a result what happened? What was the reaction of the second bird? 

A. ________________________________________________________________________

________________________________________________________________________

________________________________________________________________________

________________________________________________________________________

________________________________________________________________________ 

6. What was the revenge action of the second bird? And what was the outcome? 

A. ________________________________________________________________________

________________________________________________________________________

________________________________________________________________________

________________________________________________________________________

________________________________________________________________________

________________________________________________________________________

________________________________________________________________________ 
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Chapter 4 

Application:1 

Listen to the audio and attempt the exercise: 

The primary factor in deciding on a house is if you like it. When you walk through the house, 

you will either like it or not. But I want you to keep several things in mind when buying a house. 

First, ask yourself how long you are going to live in the house. If you plan on living there for 

more than 10 years, then you don't have to consider some things I am going to mention next. But 

regardless of how long you are going to live there, if you have kids, make sure you live in an 

area with a good school district. I believe in education and I want your kids to have the best 

education available. Location is an important aspect of buying a home. But what is a good 

location? There might be different opinions on this matter, but I think good location are the two 

following things: how close it is to everything, and what school district the area is in. School 

district is important because living in a good school district drives the price of each house up. 

Everyone wants to send their kids to good schools, so the housing price will increase due to the 

demand. Finally, living in an area that is close to everything makes everything convenient. 

Imagine walking downstairs and finding a variety of coffee shops, restaurants, and 

entertainment. Work is right around the corner and you don't have to drive anywhere. This is 

great location and some people love living in this area. This area is usually associated to living in 

downtown. Think about what you want, but keep these things in mind. 

Questions: 

1) What is the passage about? 

A)___________________________________________________________________________ 

2) How is the location of the district important if the buyer has kids? 

A) ___________________________________________________________________________ 

______________________________________________________________________________ 

3) How is the location of the house important? 

A) ___________________________________________________________________________ 

_____________________________________________________________________________ 

4) What do people wish for their kids? 

A) __________________________________________________________________________ 

5) As a result what happens to the house? 

A) __________________________________________________________________________ 
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Application:2 

Listen to the audio and attempt the exercise: 

Fill in the gaps in the passage after listening to its audio: 

The three most popular type of housing here are, single family homes, ___________, and town 

homes. ____________________ homes are houses that are not connected to any other house. 

Condos are ______________________ housing where you own the unit, but there are many 

other units within the same building. ____________________ are in between the house and 

condo where multiple houses are connected, but not in an apartment ____________ with 

different floors. Think of a town home as 4 different houses connected to each other. A large 

_______________________________can have 80 total units which would be 20 different 

buildings all having 4 units in each building. Another thing to remember when making an offer is 

to make sure the offer is _______________________________________. This means that you 

will need to find a house inspector. There are many and your agent can help you find one. They 

will come and _____________ the house. If there are no major problems, then you can go ahead 

with the purchase. But if they find any major ___________, you can request that the seller fix the 

problem or reduce the cost of the house to ____________ for the damages. It is very important to 

get an inspector because damages you cannot see can be very expensive. For example, if the 

___________ is bad, or the roof is damaged, the cost to fix it will be very high. But if you have 

an inspector, they will find the problem before you buy the property. 
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Application:3 

Listen to the audio and attempt the exercise: 

Father: Come and sit on my lap. Ok so once a upon a time there was a… 

Little Girl: About this… 

Father: There was little girl and she came up the stairs with her yellow laptop and she sat on her 

daddy‟s lap and she put her laptop on her lap. But it wasn‟t really a laptop. It was a book. Her 

laptop was a book. And she opened it up 

(the sound of a passing tractor) 

And the first page said the words “dining room”. And on that page there were the words “dinner 

set” and there was a picture of a dinner set. And on the next page there was the word “chairs” 

(the sound of a passing car) 

And there were two chairs and then there was a picture of a table and there was the word”table” 

How many chairs can you see? 

Little Girl: Ten. One two three four five six seven eight nine ten. 

Father: Ten chairs. And how many tables can you see? 

Little Girl: One. 

Father: One table? Ok would you like to turn the page? 

(a pause while the page is being turned) 

Father: Now on the top of the next page you can see the word “kitchen” k-i-t-c-h-e-n. And there 

is a picture of a toaster and there are two pieces of toast sticking out of the toaster and there is the 

word “toaster” and at the bottom of the page I can see four pots and pans. And… 

Little Girl: I want to ..I will count them. One two three four five six seven eight… 

Father: Mm. 

Little Girl: …nine ten. 

Father: Ten pots with lids on them. 

Little Girl: One two… 

Father: One. 

Little Girl: One two three four five six seven eight… 

Father: Eight pots and pans.. 

Little Girl: Nine. 

Father: That is nine. And this one is different. The handle is different. 

Little Girl: One two three four five six seven eight nine. 

Father: These pots have two handles but this pot has only one handle. 

Little Girl: One two three four five six seven ..One two three four .. 

Father and Daughter (together): One two three four five six seven eight nine. 

Father: And this is a kettle. This is a picture of a kettle and here is the word “kettle” k-e-t-t-l-e. 

Look at the kettle. Here is the handle. Here is the spout. And now the next page and you can see 

the words “living room”. And there is a book shelf with lots of different books. It is picture of a 

book shelf. And there is the word “bookshelf”. B-o-o-k-s-h-e-l-f. Bookshelf. And underneath 

there are lots of sofas. I can see a picture of some sofas. How many sofas can you see? 

Little Girl: One two three four five six seven eight nine. 

Father: Ah that is a pillow. I think that is a pillow. You are counting the sofa and the pillow but 

I think that is pillow. I would say: “One two three four five six.” Six sofas.  

Little Girl: One two three four five six… 
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(the sound of a passing motorcycle) 

Father: Seven. There is a big one. There is a big one. What‟s the difference between this sofa 

and this sofa? 

Little Girl: No. 

Father: What‟s the difference? Do you know? Look. Look at this one look at the big one. This 

one is bigger than that one, isn‟t it? This one is smaller than this one. And look at the pillows. 

What is the difference between this one and this one? Look at the pillows. What is the 

difference? 

Little Girl: Sofa. 

Father: Hm? 

Little Girl: Sofa. 

Father: This one has two pillows but this one has only one pillow, doesn‟t it? 

Little Girl: (???) 

Father: How many pillows can you see here? 

Little Girl: Two. 

Father: And how many pillows can you see here? 

Little Girl: One. 

Father: Ah so these two sofas are different. This one has one pillow but this one has two 

pillows. 

Little Girl: (???) 

Father: We forgot the fireplace. The fireplace is the place where the fire is. It is safe. Fire is 

dangerous but the fireplace is safe. It is a safe place to put fire. The house will not burn down. I 

am turning the page now. And what is that word? Do you know? 

Little Girl: Mirror. 

Father: No. That word is “mirror”. This word is “bedroom”. 

Little Girl: “Bedroom”. 

Father: Right. And can you see the mirror? 

Little Girl: Here. 

Father: And is it a magic mirror? 

Little Girl: Yes. 

Father: And what do you say when you look in the mirror? In the magic mirror? 

Little Girl: I don‟t know. 

Father: Mirror on the wall. Who is the most beautiful woman of all? 

Mirror mirror in my hand. Who is the most beautiful woman in the land? 

Mirror mirror on the table. Who is the most beautiful woman in this fable? 

Questions: 

1) What are the speakers doing? 

A) ___________________________________________________________________________ 

2) What is a fable? 

A) ___________________________________________________________________________ 

3) What is the father making the girl learn through the entire activity? 
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A) ___________________________________________________________________________ 

4) What was there on the pages? 

A) ___________________________________________________________________________ 

5) About which story are they referring? 

A) ___________________________________________________________________________ 
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Application:4 

Listen to the audio and attempt the exercise: 

Supply the missing words: 

Mark: Hello. 

The Travel Agent: Good afternoon, Sir. Can I help you? 

Mark: Yes, please, I just quit my job. I am finished here. I want to get out of ___________I 

want to go and live in Mosquito City. Can you sell me a ticket to ___________? 

The Travel Agent: Wait a minute. Let me just check on the computer…. Hi John, have you 

heard anything about Mosquito City? What? Oh! Have you got some tickets? Yes, John has got 

some tickets. I haven‟t _________ because it is a very popular place, but we can get you a 

_________. 

Mark: Ok. Is it a direct flight? 

The Travel Agent: Yes, a direct flight. 

Mark: I only want a one way ticket. I am not ________ back. 

The Travel Agent: No, you have to come back. 

Mark: Can I throw away the other half of the ticket? Can I buy a return and then stay there? 

How can you stop me? I can do what I like. I am free. Once I get to Mosquito City, I can do what 

I like. 

The Travel Agent: Well there are certain rules before you go … obviously by what you are 

________ and the way you are ________ with the situation, Sir, we _______ to have to deny 

you… 

Mark: You won‟t sell me a ticket? Oh no I should have kept my ________ shut. 

The Travel Agent: You are a bit of an ________. 

Mark: How can I get to Mosquito City? If only I had kept my big mouth shut! 
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Application:5 

Listen to the dialogue carefully and then form your own answers for the speaker ‘B’ after 

listening to the it and write it down in the space provided and then speak in the class: 

A: What can I help you with today? 

B: I need to check out this book. 

A: Do you have your library card? 

B: I don't have one. 

A: Would you like to apply for one right now? 

B: That's fine. 

A: I'm going to need you to fill out the application. 

B: All right. All done. 

A: All right, now please sign the back of the card. 

B: Okay. I've signed it. 

A: That's all there is to it. 

B: Great. Now can I check out this book?                                                                                       

A: What can I do for you today?                                                                                                      

B: I would like to use a computer. 

A: Do you have your library card? 

B: I sure do. 

A: There is a wait for the computers. 

B: That's all right. 

A: You need to print your name on this list. 

B: Okay. Now what? 

A: Once a computer is available, I will let you know. 

B: How am I supposed to log on to the computer? 

A: All you do is type in the number on the back of your card. 

B: That's it? Thank you very much. 
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Application:6 

Listen to the audio and attempt the exercise: 

Mark: So I am just sitting in an Indian restaurant with my friend, Arthur. Arthur, you have been 

to India, haven‟t you? 

Arthur: Yes. 

Mark: Tell us about it. When did you first go there? 

Arthur: in September 1969… 

Mark : September…? 

Arthur: 1969. 

Mark: Wow, that was a long time ago. Did you fly or did you take a boat? 

Arthur: No, I flew… 

Mark: You flew. 

Arthur: Yeah. 

Mark: And where did you fly to first? 

Arthur: Tokyo. 

Mark: Tokyo….Tokyo, India? Ha ha ha. 

Arthur: No, Tokyo Japan. 

Mark: And then you flew…to…from…? 

Arthur: We stayed in Tokyo for about a week 

Mark: Um-hm. 

Arthur: We bought all cameras and everything.Â  Everything was really cheap there…my 

friends all bought…I was with about eighty or ninety American students, so we all went 

together…so they all bought really good stereos and had them sent on to India. 

Mark: Wow 

Arthur: So we had good sound systems there. And then we went to Hong Kong and then 

Bangkok for like three or four days…and then we went straight to Calcutta. 

Mark: This was during the Vietnam War, 1969…wow…and then from Calcutta…you flew to 

Calcutta? 

Arthur: We stayed in Calcutta just I think one night and then we flew down to Bangalore. 

Mark: And you went to India to study? 

Arthur: Yeah, I was doing my third year of university. 

Mark : Uhm-hm.. 

Arthur: It was a very liberal arts college that sent everyone abroad…a little bit later they went to 

Japan. When I was going there they were going to India…two or three years everybody went to 

India and we stayed in a hotel in Bangalore and we studied at Bangalore University. 

Mark: And what kind of things did you study? 

Arthur: aah Kanada, the language, Indian philosophy, Indian religion. I studied sitar. 

Mark: …the musical instrument? 

Arthur: Yeah, sitar. 

Mark: Do you still play? 

Arthur: Well, I haven‟t played for a long time. I guess I…I don‟t have a sitar any more. 

Mark: Do you have a favorite raga? 

Arthur: Mmm The first one I learned was Yeman. 

Mark: Uh-huh. 

http://en.wikipedia.org/wiki/India
http://en.wikipedia.org/wiki/Japan
http://en.wikipedia.org/wiki/Calcutta
http://en.wikipedia.org/wiki/Bangalore
http://en.wikipedia.org/wiki/Indian_Philosophy
http://en.wikipedia.org/wiki/Sitar
http://en.wikipedia.org/wiki/Raga
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Arthur: I liked Bhairavi. 

Mark: Bhairavi. I like that one. 

Arthur: I like Bhairavi. Yeman was a little bit difficult. It had a lot of notes. We usually start on 

that. I first started teaching (studying) with a disciple of Ravi Shankar 

Mark: Wow! 

Arthur: So he would stick us on one raga for a long time and I really enjoyed that and I decided 

that I wanted to concentrate more…and then I decided to go to Calcutta for three months to do 

independent study. 

Mark: Right. 

Arthur: So I asked the head of the school and he said that was ok. 

Mark: Uh-huh. 

Arthur: So I went to Calcutta and I found another teacher and his name was Balaram Hatta. 

Mark: Say that again. 

Arthur: Balaram Hatta. 

Mark: I wonder if he is still around. 

Arthur: His son is. He died. 

Mark: Wow. 

Arthur: His son is actually teaching in Belgium now. 

Mark: Wow. 

Arthur: His son‟s name is Ashoka. 

Mark: Uh-huh. 

Arthur: He was my teacher he was the one I spent the most time with and I met…actually I met 

Ravi Shankar. I went to his house I went to a really rich Indians house and there was a small 

house and Ravi Shankar played…and I went around to all the…in Calcutta. 

Mark: Mm. 

Arthur: And I stayed for about five months and then I came back and did a recital, which 

constituted my grade. I passed. 

Answer the following questions: 

Q-1 Who is sitting with whom in an Indian restaurant? 

A -1 _________________________________________________________________________ 

Q-2 Who went to India for the first time in September 1969? 

A-2 __________________________________________________________________________ 

Q-3 How did he go there? 

A-3 __________________________________________________________________________ 

Q-4 Where did Arthur study and in which city? 

A-4 __________________________________________________________________________ 

Q-5 Which musical instrument does Arthur play? 

A-5 __________________________________________________________________________ 

http://en.wikipedia.org/wiki/Ravi_Shankar
http://en.wikipedia.org/wiki/Belgium
http://www.ravishankar.org/
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Q-6 Which is the favorite raga of Arthur? 

A-6 __________________________________________________________________________ 

Q-7 Who was Arthur‟s teacher? 

A-7 __________________________________________________________________________ 

Q-8 What is the meaning of the word „disciple‟? 

A-8 __________________________________________________________________________ 

Q-9 What was the name of another teacher of Arthur and where did he live? 

A-9 __________________________________________________________________________ 
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Application:7 

Listen to the audio and attempt the exercise: 

Match the dialogues of A with B: 

1) B: The current owners will be moving out on Tuesday, so technically you could pick up the 

keys and move in on Wednesday. 

2) B: I think that I have something else really important to do on that day. I just can't remember 

what it is. 

3) B: My grandmother needs me to help her trim her roses that day. 

4) B: You need to contact the utility company and make arrangements to transfer the utilities to 

your name. 

5) B: I think that will work out just fine. It will help when you move your groceries in and need 

to keep them cold. 

6) B: Make sure that you transfer the utilities to your name and tell them when you will be 

moving in. 

7) B: That would be perfect. That way, someone will be there, but you will have them right 

away. 

8) B: If I were you, I would take a few days to take care of those things before you move in. 

9) B: An empty house is easier to paint and clean. Take a few days to take care of those things 

before you start moving your furniture in. 

10) B: You can pick up your keys on Tuesday night. When you actually move in is up to you. 

 

A: When can I move into my new house? 

B:  

 

A: Will the utilities be turned on? 

B: 

 

A: I really want to paint the walls right away and get the carpet cleaned. 

B:  

A: I was thinking that I should have my new appliances delivered as we are moving in. 

B:  

A: Can you help me on my move-in day? 

B:  
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A: What would be a good day to finally move into the house? 

B:  

A: Will the electricity and water be on, or do we need to do something to get it turned on? 

B:  

 

A: The carpet needs to be cleaned, and I want to paint the walls a different color. 

B:  

 

A: I want my appliances to be delivered as we are moving into the house. 

B:  

 

A: Would you be willing to help me do a few things on the day I move in? 

B:  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



L. E. College, Morbi 
 

General Department (Communication Skills) Page 50 
 

 Application:8 

Create, write, speak and then listen a dialogue based on the situations 

given below and then answer the questions asked by the teacher based 

on it: 

Situation 1  

A student in your school has obtained first rank in your school in science. Assume that you are a 

principal in this school. Ask him about his future plans and guide him as a principal. 
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Situation 2 

Joseph, Kartik and Anup are three friends. They are standing at railway station and waiting for 

the train. They talk about less frequency and irregularity of timings. Kartik and Joseph are angry. 

They think that taxies and buses are more frequent and easily available. Anup doesn‟t agree. He 

thinks that railways are cheaper when compared with taxies and buses. Think on other points and 

converse. 
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 Application:9 

Create, write, speak and then listen a dialogue based on the situations 

given below and then answer the questions asked by the teacher based 

on it: 

Activity 1 

As a senior, you follow a tradition. Your whole class this time is giving fresher‟s party to juniors. 

Go and invite your juniors and also invite faculties as special guests and principal as guest of 

honor. 
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Activity 2 

A patient is suffering from fever and severe stomach pain. He tells about other symptoms and is 

afraid of jaundice. Doctor advises him to relax but he can‟t control his worries. Prepare a 

conversation on this. 
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 Application:10 

Create, write, speak and then listen a dialogue based on the situations 

given below and then answer the questions asked by the teacher based 

on it: 

Activity 1 

You have got a job abroad. Your friends congratulate you and ask you for details of the job. 
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Activity 2 

You have recently bought a washing machine, which doesn‟t function properly. The automatic 

temperature control doesn‟t work. Ring up the dealer from whom you bought it and explain your 

problem. 
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Chapter 5 

Objectives: 

To enhance vocabulary, reading speed, comprehensive skill and to improve the ability to 

understand information presented in written form. 

Process:  

 Skimming & scanning 

 Structure of the text or paragraph 

 Punctuations 

 Non – verbal signals 

 Author‟s view point 

 Reader‟s anticipation 

 Summarizing 

 

 Application:1 

Comprehension 

Aim: to acquire the ability to perceive over all idea and to locate necessary details. 

Exercise 1 

Dear editor – I am writing on behalf all my fellow commuters about the problems we face with 

auto rickshaw drivers. The general public is resigned to the demands that the auto rickshaw 

drivers make. There are over 3000 autos in this metro city difficult and ask for a flat rate or a 

sum over and above the charge on the meter. Very often one has to pay double or triple charge to 

travel a very short distance. Waiting charges are paid as to the whim or the impatience of an auto 

driver. People in a hurry to reach a hospital or the railway station are charged high amounts. We 

seem to be at the mercy of the auto drivers because buses are either packed at all hours or are 

very infrequent. The minister for Transport suggested recently that the public should complain to 

the police when they are thus harassed. I feel that this is not a solution. The answer seems to be 

to throw open the transport sector to private operators who can provide. But we do not feel their 

presence. In spite of the government order regarding the fitting of the electronic meters, the old 

meters are still in use. Some kinds of bargaining have to take place. The auto drivers are minibuses 

or minicabs in all main areas. Once profit is the aim, courtesy and reasonable fares might also 

follow. 
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Questions: 

1. What solution to these problems is suggested by the writer? 

…………………………………………………………………………………………………

…………………………………………………………………………………………………

…………………………………………………………………………………………………

…………………………………………………………………………………………………

…………………………………………………………………………………………………

…………………………………………………………………………………………………

………………………………………………………………………………………………… 

2. What solution was suggested by the minister for Transport? 

…………………………………………………………………………………………………

…………………………………………………………………………………………………

…………………………………………………………………………………………………

…………………………………………………………………………………………………

…………………………………………………………………………………………………

…………………………………………………………………………………………………

…………………………………………………………………………………………………  

3. What does the writer think of the Minister‟s solution? 

…………………………………………………………………………………………………

…………………………………………………………………………………………………

…………………………………………………………………………………………………

…………………………………………………………………………………………………

…………………………………………………………………………………………………

…………………………………………………………………………………………………

………………………………………………………………………………………………… 

4. Is the writer confident that his own solution is a good one? 

…………………………………………………………………………………………………

…………………………………………………………………………………………………

…………………………………………………………………………………………………

…………………………………………………………………………………………………

………………………………………………………………………………………………… 

5. What Solution do you like to put against this problem of irresonable charges in your city? 

…………………………………………………………………………………………………

…………………………………………………………………………………………………

…………………………………………………………………………………………………

…………………………………………………………………………………………………

…………………………………………………………………………………………………

………………………………………………………………………………………………… 
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Exercise 2 

A quiet, diminutive man, P. K. Ghosh spelled a different universe. He was a literature buff. 

Fairly late in life he chose to set up a printing press, the money for which was provided by the 

relatives, and yet with a difference. 

At the time he interested himself in the printing business, the letterpress was the staple means of 

typesetting. Ghosh‟s Eastned Press catered, by choice, exclusively to printing in English. For 

Ghosh, printing as much a mission as a profession. He would insist on advancing the cause 

quality and quality alone. He revolutionized letterpress printing in the country. The relatives who 

had originally financed him had mean while suffered financial vicissitudes. He therefore, was not 

able to arrange the resources necessary for crossing over to either linotype or offset printing. 

What was the constraint P. K. Ghosh turned into an advantage? He picked his types with 

meticulous care, visiting smithies and forge men in remote Calcutta slums, spending hours with 

them, advising and exchanging information and suggestions. Beautiful type sets were the result. 

This was his way out since funds were limited; moreover, imports were difficult because of 

foreign exchange restrictions. 

He was not an ordinary printer. He kept chasing the latest developments in printing technology. 

He was, at the same time an editor, an advisor and a scholar rolled into one. He would not flinch 

from admonishing the author of a manuscript if the style happened to be slipshod or verbose. The 

business was not money spinning in any sense, but it satisfied his love for quality.  

P.K. Ghosh did not make money; he still had a sense of fulfillment. As the years rolled, he 

watched the printing technology pass him by, even as the book fairs did. He knew the days of 

Eastned Press were numbered. It did not however diminish his quota of satisfaction. At least in a 

little corner of this odd, haggard society of ours, he had established quality; quality was the only 

thing he dealt with. Not just the computer revolution in the printing technology, but a family 

tragedy too wore him down in recent years. In early December, this man Prabhat Kumar Ghosh 

died in his Culcutta house quietly, as quietly as he had lived. 

Questions: 

1. Who was P. K. Ghosh? What was the staple means he was interested in the printing 

business? 

………………………………………………………………………………………………

………………………………………………………………………………………………

………………………………………………………………………………………………

………………………………………………………………………………………………

………………………………………………………………………………………………

………………………………………………………………………………………………

……………… 

2. How did Prabhat turn difficulties into opportunities? 

………………………………………………………………………………………………

………………………………………………………………………………………………

………………………………………………………………………………………………

………………………………………………………………………………………………

………………………………………………………………………………………………
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………………………………………………………………………………………………

……………............................................................................................................................ 

3.  On what did he always insist? Why? 

………………………………………………………………………………………………

………………………………………………………………………………………………

………………………………………………………………………………………………

………………………………………………………………………………………………

………………………………………………………………………………………………

……………………………………………………………………………………………… 

………………………………………………………………………………………………

………………………………………………………………………………………………

…………………………………………………………………………………………….... 

4. Give the appropriate title to the passage. 

………………………………………………………………………………………………

………………………………………………………………………………………………

………………………………………………………………………………………………

………………………………………………………………………………………………

………………………………………………………………………………………………

………………………………………………………………………………………………

……………………………………………………………………………………………… 
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Exercise 3 

Readers have been attracted to the electronic media, in some cases to the exclusion of 

newspapers. In general, however, the two media are supplementary and complementary. The 

news papers are indispensible. The primary function of a newspaper is to provide information. It 

is eye and ear of the society as it presents a real picture of the world. In addition to this, it is 

cheaper. They perform the function that television can‟t do. Infect, in America videotext 

companies have failures because it is very boring to sit in front of a TV set and look at text being 

scrolled past you. There is a great deal of serendipity in how people read newspapers. People like 

to leaf through and discover things. In addition, the printed word leaves an impression that you 

don‟t get with any other visual medium. People like to be well informed with international news 

which e-media gives in capsules while newspapers give better explanation. 

Questions: 

1. What is the passage about? 

………………………………………………………………………………………………

………………………………………………………………………………………………

………………………………………………………………………………………………

………………………………………………………………………………………………

………………………………………………………………………………………………

…………………………………………………………………………………………….. 

2. Why do America videotext companies fail? 

………………………………………………………………………………………………

………………………………………………………………………………………………

………………………………………………………………………………………………

………………………………………………………………………………………………

………………………………………………………………………………………………

…………………………………………………………………………………………….. 

3. What will you prefer to get news, E-media or newspaper? Why? 

………………………………………………………………………………………………

………………………………………………………………………………………………

………………………………………………………………………………………………

………………………………………………………………………………………………

………………………………………………………………………………………………

……………………………………………………………………………………………..

………………………………………………………………………………………………

………………………………………………………………………………………………

……………………… 

4. Give meaning of supplementary and complementary. 

………………………………………………………………………………………………

………………………………………………………………………………………………

………………………………………………………………………………………………

………………………………………………………………………………………………

………………………………………………………………………………………………

……………………………………………………………………………………………… 
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Exercise 4  

Do birds know how to come back home after a long flight? Bird scientists, known as 

ornithologists, say that birds know exactly where they are and where their nests are. Even the 

young ones can fly hundreds of nautical miles without losing their way. How do they do it? God 

has given them a tremendous sense of direction; possibly they have a compass of sorts in brain. 

Every year, we can see birds from north India fly to the south. In India we have several bird 

sanctuaries where birds from both parts of the globe come, spend few months and return when 

the climatic conditions in their homeland are more favorable. When it is winter in the northern 

hemisphere, it is summer in the southern hemisphere. The birds which cannot stand the cold 

climate fly to the warmer regions. They are called migratory birds. They can fly nonstop up to 

twenty hours or so in one stretch and cover a few hundred miles in one stop. The migratory birds 

always fly in group. 

Questions: 

1. Who is an ornithologist? 

………………………………………………………………………………………………

………………………………………………………………………………………………

………………………………………………………………………………………………

………………………………………………………………………………………………

………………………………………………………………………………………………

………………………………………………………………………………………………

……………………………………………………………………………………………… 

2. Why do we call some birds migratory birds? 

………………………………………………………………………………………………

………………………………………………………………………………………………

………………………………………………………………………………………………

………………………………………………………………………………………………

………………………………………………………………………………………………

………………………………………………………………………………………………

……………………………………………………………………………………………… 

3. How long the migratory can birds fly? 

………………………………………………………………………………………………

………………………………………………………………………………………………

………………………………………………………………………………………………

………………………………………………………………………………………………

………………………………………………………………………………………………

………………………………………………………………………………………………

……………............................................................................................................................ 

4. The birds come back without losing their way. How? 

………………………………………………………………………………………………

………………………………………………………………………………………………

………………………………………………………………………………………………

………………………………………………………………………………………………

………………………………………………………………………………………………

……………………………………………………………………………………………… 
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Exercise 5 

After inventing the dynamite, Swedish-born Alfred Nobel became a very rich man. However, he 

foresaw its universally destructive powers too late. Nobel preferred not to be remembered as the 

inventor of dynamite, so in 1985, just two weeks before his death, he created a fund to be used 

for awarding prizes to people who had made worthwhile contributions to the humanity. 

Originally there were five awards; literature, physics, chemistry, medicine and peace. Economics 

was added in 1968, just 67 years after the first awards ceremony. Nobel‟s original legacy of nine 

million dollars was invested and the interest on this sum is used for the awards which vary from 

$ 30,000 to $ 125, 000. Every year on December 10, the anniversary of Nobel‟s death, the 

awards are presented to the winners. Sometimes politics plays an important role in the judges‟ 

decisions. Americans have won numerous science awards but few literature prizes. No awards 

were presented from 1940 to 1942 at the beginning of World War II. Some people have won two 

prizes but this is rare; others have shared their prizes. 

Questions: 

1. Why Alfred became a very reach man? 

………………………………………………………………………………………………

………………………………………………………………………………………………

………………………………………………………………………………………………

………………………………………………………………………………………………

………………………………………………………………………………………………

………………………………………………………………………………………………

……………… 

2. What did Alfred do just before two weeks of his death? Why? 

………………………………………………………………………………………………

………………………………………………………………………………………………

………………………………………………………………………………………………

………………………………………………………………………………………………

………………………………………………………………………………………………

………………………………………………………………………………………………

……………… 

3. In how many fields the prizes are bestowed? Which field was later added? 

………………………………………………………………………………………………

………………………………………………………………………………………………

………………………………………………………………………………………………

………………………………………………………………………………………………

………………………………………………………………………………………………

………………………………………………………………………………………………

……………………………………………………………………………………………… 

4. Why no awards were presented from 1940 to 1942? 

………………………………………………………………………………………………

………………………………………………………………………………………………

………………………………………………………………………………………………

………………………………………………………………………………………………
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………………………………………………………………………………………………

……………………………………………………………………………………………… 

5.  What is the main idea of the passage? 

………………………………………………………………………………………………

………………………………………………………………………………………………

………………………………………………………………………………………………

………………………………………………………………………………………………

………………………………………………………………………………………………

………………………………………………………………………………………………

………………………………………………………………………………………………

……………………………………………………………………………………………… 
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Application:2 

Précis Writing 

Aim: to acquire ability to grasp important details and represent it in condensed form.  

Read following passages carefully and reduce it to one third of their lengths, giving title to 

each. 

Exercise 1 

When we exercise rational thinking in the course of our day to day functions and perform actions 

that are good natured, positive, civil, and responsible, we show commonsense. Positive actions 

spring from rational thinking processes that have visible signs, natural, and spontaneous. 

Commonsense, although not always deliberate, make us mindful of our actions when we interact 

in business, at home, in social settings, and even in the most mundane tasks that we do. 

In our everyday affairs commonsense is at work. It does not occupy the deep conscious processes 

of our minds, but instead it works in the conscious level of conversations, simple planning, and 

even day dreaming. When initiated commonsense activates our problem solving abilities. It 

summons both logical and intuitive reasoning which in turn is guided by judicious insights and 

impels by our conscience to do what is right. Looks simple, or is it? Obviously, commonsense 

does not require us to delve into the deep recesses of our subliminal thoughts, nor does it compel 

us to expend some unspent neural reserves so we can think critically. Commonsense is just that: 

common. It is possessed by any human being who bears even a modicum of sanity and 

rationality. The regular "Joe Blow" has it; captains of industry have it. 

What is it then that makes people up and down organizational ranks and in their professional 

lives-accomplishments and erudition notwithstanding-succumb to behaviors and actions that 

reduce them to asinine and unthinking nincompoops? History reveals that doltish behavior is 

commonplace among the privileged, the holy, and the powerful-a true equal opportunity trait. 

………………………………………………………………………………………………………

………………………………………………………………………………………………………

………………………………………………………………………………………………………

………………………………………………………………………………………………………

………………………………………………………………………………………………………

………………………………………………………………………………………………………

………………………………………………………………………………………………………

………………………………………………………………………………………………………

………………………………………………………………………………………………………

………………………………………………………………………………………………………

………………………………………………………………………………………………………

………………………………………………………………………………………………………

………………………………………………………………………………………………………

………………………………………………………………………………………………………

……………………………………………………………………………………………………… 
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Exercise 2 

Personality development is essential because of a host of reasons. The main reason being is that 

it is exceedingly important for one to have a sharpened image and personality to be able to have 

an efficient socially viable, multi-faceted and impressive personality. Who will not want to have 

the former listed personality traits? I‟m certain everyone who reads this will find it desirable to 

have those qualities in their personality! 

Personality development is gaining so much importance, that today, offices stress on motivation 

and personality development almost as much as the work structural requirements of the office. 

Personality development is important in any environment. At office: Personality development is 

essential, because with the right personality and social skills, one can interact effortlessly and 

well with colleagues and team-participation becomes simpler, as everyone dwells into matters 

with positive approaches, due to the personality development. 

At educational institutions: Students and teachers have good rapport, students have the capacity 

to make more friends and be more affable. The students interact and present themselves well. 

Teachers have different and multi-talented capacities that get enhanced by personality 

development. At home: The home environment is pleasant when a person has a vibration of 

positivity and when your personality is interesting and fun. Every environment gets benefitted by 

a good and developed personality. 

………………………………………………………………………………………………………………
………………………………………………………………………………………………………………

………………………………………………………………………………………………………………

………………………………………………………………………………………………………………
………………………………………………………………………………………………………………

………………………………………………………………………………………………………………

………………………………………………………………………………………………………………

………………………………………………………………………………………………………………
………………………………………………………………………………………………………………

………………………………………………………………………………………………………………

………………………………………………………………………………………………………………
………………………………………………………………………………………………………………

………………………………………………………………………………………………………………

………………………………………………………………………..............................................................
..........................................................................................................................................................................

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

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

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

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

............................................................................................................................. ................................. 
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Application:3 

Skimming & scanning 

Aim: to enable students to analyze and recognize grammatical structure and sentence 

coherence. 

Exercise 1 

Read and complete the text with the words in box. There are two extra words. 

 

 

Getting a/an ……………………….education is important because, either straight after college 

or after getting some experience in a science or engineering setting, you may want to change 

careers. For instance if your field is biochemistry, you may eventually decide to work for a /an 

…………………………services institution as a biotech ………………………..analyst. 

Increasingly, employers are realizing that the …………………………skills and computers 

experience that students acquire learning science  and engineering can be put to use in a/an 

…………………………range of other professions like sales, marketing and business consulting. 

If you have mastered ……………………..physics, you probably treat something like stock 

market analysis as a/an ………………………break. And if you have good social skills and other 

interests outside of science, you may find it easier to make such a career change.  

 

 

 

 

 

 

 

 

 

 

 

Analytical enjoyable financial industrial quantum safety  stock

 well-rounded wide  
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Exercise 2 

Read the text and number the paragraphs in correct order. 

The rest of her life was a kind of constant giving. To the war wounded she gave her advice, her 

wisdom and all the hours of her time to her pupils, to future scientists who came to her from all 

parts of the world. When her mission was accomplished, she died exhausted, having refused 

wealth and endured her honors with indifference. 

At the moment, when the fame of scientists and benefactor was spreading through the world, 

grief overtook Marie-her husband, her wonderful companion, was taken away from her in an 

instant. But in spite of distress and physical illness, she continued alone the work that she had 

begun with him and brilliantly developed the science they had created together. 

One would like to tell the story of the life of Marie Curie like a legend. She was a woman. She 

belonged to an oppressed nation. She was beautiful. A powerful vocation summoned her from 

her motherland, Poland, to study in Paris, where she lived through years of poverty and solitude. 

She met there a man, whose genius was akin to hers. She married him; their happiness was great. 

By the most desperate effort, they discovered a magic element, radium. This discovery provided 

mankind with the means of treating a dreadful disease, cancer.  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



L. E. College, Morbi 
 

General Department (Communication Skills) Page 68 
 

Exercise 3 

Read following passage. Identify the mistakes (spellings, grammar, punctuations, articles, 

capitals etc.) and rewrite it with necessary changes. 

The Cinema is a outstanding wonder of these modern age. Apart from a great pleasure it gives us 

as a means of entertainment it are in many ways an education itself. And no regular patron of the 

cinema can be called illiterate. The cinema is also a very valuable asset to educationist in 

imparting knowledge. The film companies from time to. Produce historical pictures, and this 

pictures are of great assistance to the teacher of history. A couple of hours spent in the company 

of historical personages dressed in the proper dress of the period can teach us far more than we 

can learn form a whole weeks study of a historical textbook. Even some of Shakespeare‟s dramas 

have been filmed and we gain much better idea of the play than would be possible from a casual 

reading of it but of far greater importance is the teaching of science and industry. There are 

educational film companies, which devote their time to the filming of the habits and customs of 

animals insects fish germs and numerous other branches of scientific life such special pictures is 

interesting and are a very great help in the cause of education  

………………………………………………………………………………………………………

………………………………………………………………………………………………………

………………………………………………………………………………………………………

………………………………………………………………………………………………………

………………………………………………………………………………………………………

………………………………………………………………………………………………………

………………………………………………………………………………………………………

………………………………………………………………………………………………………

………………………………………………………………………………………………………

………………………………………………………………………………………………………

………………………………………………………………………………………………………

………………………………………………………………………………………………………

………………………………………………………………………………………………………

………………………………………………………………………………………………………

………………………………………………………………………………………………………

………………………………………………………………………………………………………

………………………………………………………………………………………………………

………………………………………………………………………………………………………

……………………………………………………………………………………………... 
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Application 4 

Vocabulary building 

Aim: to enhance word power and its correct usage. 

Exercise 1 

Read following lines and do as directed. 

The science book uses many special words instead of the common words you learnt at school. 

Instead of top or top-point, the science book uses the word apex. In the same way, the bottom is 

the base. 

There is reason for this. Think of the word flat for example. The word „flat‟ sometimes means 

level that is horizontal. But we can also say that the face of a wall is flat, that is smooth. Science 

writers do not like using common words which have more than one meaning; they prefer special 

words with more exact meanings. Let us take another example. The word hole has two meanings 

also, a person may have a hole in a tooth, a hollow place and also a hole through the ear (for ear 

ring). A scientist would call the first hole, a cavity and second a perforation. 

However many scientists have the habit of using special words even when the common words 

are just as good. 

1. Find similar words from above passage. 

a) Apex: ………………. 

b) Bottom: …………………. 

c) Horizontal: ………………… 

d) A hole through ear: ………………. 

2. Find opposite words from above passage. 

a) Common: ………………. 

b) Rough: ……………… 

c) Approximate: ……………. 

d) Less: …………….. 

3. Give any five scientific words with their exact meaning. 

………………………………………………………………………………………………

………………………………………………………………………………………………

………………………………………………………………………………………………

………………………………………………………………………………………………

………………………………………………………………………………………………

…………................................................................................................................................ 
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CONFUSABLE WORDS` 

English is full of words, which sound the same or similar yet have different meaning and are 

easily confused. If you are uncertain about the correct spelling of a particular word, the only way 

to be certain is to look the word up in a dictionary and check the definition so you know you are 

using the correct word. Below are some commonly confused words with their definitions and 

examples of their use. 

 

1. Whether - is used in indirect questions to introduce one alternative. 

     Weather - is a noun meaning the state of the atmosphere at a given time                                            

and place. 

I'm not sure whether he is from Bolton or from Blackpool. 

I am certain that the weather is going to be fantastic tomorrow.  

2. Affect - is a verb meaning to have an influence on 

      Effect - is a noun meaning a cause of change brought about by an agent. 

Poor grammar may affect your essay marks. 

Poor grammar had a huge effect on his academic achievements. 

3. Uninterested - means to find something boring or dull. 

Disinterested - means impartial. 

I am uninterested in this book; it is totally boring. 

The judge and jury are personally disinterested in the outcome of the case. 

4. Loose - is an adjective meaning not fastened, contained or restrained. 

Lose - is a verb and has many meanings such as not to win, to mislay etc 

That roof tile is loose and might fall at any minute. 

You must not lose that cheque.  

5. Cite - is a verb meaning to quote as an authority or example. 

Sight - is a noun meaning the ability to see or something that is seen. 

Site - is a noun meaning a place or setting of something. 

In a good essay, it is important to cite expert opinion. 

In his old age he had poor sight. 

This would be a good site for a new golf course. 

6. Allowed -this is the past participle of the verb to allow and means given permission. 

Aloud - this is an adjective and means using a (loud) voice. 

You are not allowed to go to the cinema this evening. 

He was asked to read the poem aloud. 

7. Accept - is a verb and has many meanings among which are to receive something.  

Except - is a preposition meaning 'with the exclusion of'. 

I would like you to accept this gift. 

All his friends came to the party except Jim who was in hospital. 

8. Elicit - is a verb meaning to bring or draw out/gather information. 

Illicit - is an adjective meaning not sanctioned by custom or law. 

I tried to elicit information from my interviewees. 

The football manager was involved in an illicit affair. 

9. Incredible - so implausible as to elicit disbelief/astonishing 

Incredulous - sceptical of disbelieving. 

The golden tower was utterly incredible. 

When I first saw the tower I was utterly incredulous. 
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10. Passed - this is the past tense of the verb to pass. 

Past - the time before the present, no longer current. 

He passed the ball to the striker. 

He hoped that the unfortunate incident was now firmly in the past. 

 

 Read words given below. Give meanings and use them in your own sentence. 

 

1)Historic & historical  

 

 

 

 

 

 

 

 

 

 

 

 

 

2)Ensure & Assure  

 

 

 

 

 

 

 

 

 

 

 

 

 

3) Complement & Compliment  
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4) Precede & Proceed  

 

 

 

 

 

 

 

 

 

 

 

5) Advice & Advise  

 

 

 

 

 

 

 

 

 

 

6) Loath & Loathe  

 

 

 

 

 

 

 

 

 

 

 

7) Dependent & Dependant  
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8) Council & Counsel 

 

 

 

 

 

 

 

 

 

9) Imply & Infer  

 

 

 

 

 

 

 

 

 

 

 

 

10) Comprise & Compose  

  

 

 

 

 

 

 

 

 

 

 

 

 

 



L. E. College, Morbi 
 

General Department (Communication Skills) Page 74 
 

Chapter 6 

APPLICATION 1 

Aim:   To enable the students to draft his own cover letter for the resume.  

 

Process:  

 

 

 

Format for cover letter
Sender’s Address

Date

Recipient' Address

Subject: An application for the post of …….

Respected Sir/Madame

(main Text)

(Conclusion)

Complementary close

Signature block

Enclosure : Resume.
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Question: 

(1) Now write a similar letter applying to any firm you are interested in, giving the firm 

information about yourself. Discuss your letter with your partner. Would you give your 

partner the job? Would your partner give you the job? Be ready to report this to the class. 
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APPLICATION 2 

Aim:   To enable the students to draft his own the resume.  

 

Process: 

 Personal profile
Name:
Residential Add.
Correspondence Add.
Contact no. 
Email add.
 Objective (purpose)
 Academic profile
Education (putting recent degree at first level)
Other courses (should be suitable to the mentioned post)
Research or project during study
 Work history (experience)
Training
Projects 
Past experience
 Achievements
Awards
Paper presentation
Activities
 Skills
 Interest
 Reference (minimum two)
Name
Designation 
Address
Contact details

Format for resume

 

 

Questions: 

(1) Wanted a Plant Manager (Operations) at our new factory in Ghaziabad, UP Engineering 

Graduates with minimum 5 years experience in manufacturing industries as Plant 

Managers can apply. Salary is negotiable. Apply with particulars to Box 650, The Hindu, 

Chennai - 600004. 

(2) Prepare your own resume based on the format given above and detail your achievements 

to highlight your abilities. 



L. E. College, Morbi 
 

General Department (Communication Skills) Page 77 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



L. E. College, Morbi 
 

General Department (Communication Skills) Page 78 
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CHAPTER 7 

APPLICATION 1 

 

Aim:   To enable the students to draft business letter in Block Layout.  

 

Process: 

 

 

BLOCK  LAYOUT
HEADING

DATE

INSIDE ADDRESS

SALUTATION

BODY

COMPLIMENTARY CLOSE

SIGNATURE BLOCK

ENCLOSERS
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HARJEET INDUSTRIES LIMITED 

2\11, Sector 10 

Chandigarh-172004 

September 14, 2010 

The Financial Manager  

National Housing Corporation 

109, Rajiv Gandhi Road 

Delhi-110038 

 

Dear Sir, 

Sub: Error in the Cheque 

Thank you for your letter no. TR-43\30008 of September 5, 2010. Your cheque No.P4328 of 

September 4, 2010 is for Rs. 20,000 whereas our bill no. KLN 1009 of August 20, 2010 was for  

Rs 20,500. It appears to be a copying mistake; the writer of the cheque has forgotten to write the 

last Rs. 500. 

I am sorry to bother you for a small amount but you will appreciate that we have to account for 

the goods supplied. I, therefore, hope you will not mind sending another cheque for the correct 

amount. I am returning your cheque No.P4328. 

Yours faithfully  

B. R. Gupta 

Materials Manager 

 

BCT/lg 

Encl: 1 
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Question: 

(1) In response to your order you have received some steel furniture from Vishal furniture 

Mart, Nagpur. It is found that some tables and chairs are in damaged condition and book 

cases and partitions are not as per your specifications. Write a letter of complaint asking 

them to send man to look into the things and replace furniture at their cost within a 

month. 
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APPLICATION 2 

Aim:  To enable the students to draft business letter in Modified Block Layout.  

Process: Carefully notice the difference between the Block Layout and Modified Block layout 

and try to answer the question given below. 

 

 

 

MODIFIED BLOCK LAYOUT
HEADING

DATE

INSIDE ADDRESS

SALUTATION

BODY

COMPLIMENTARY CLOSE

SIGNATURE BLOCK

ENCLOSERS

Questions: 

(1) Now arrange the above sample letter into Modified Block Layout in the space provided 

below. 

(2) Draft a letter to the bank manager of SBI of your area asking him to open a new current 

account in his branch. 
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Answer (1) 
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Answer (2) 
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APPLICATION 3 

Aim: To enable the students to draft business letter in Block Layout.  

Process: 

              Carefully notice the difference in the layouts compare and contrast the layouts. 

 

SEMI-BLOCK LAYOUT
HEADING

DATE

INSIDE ADDRESS

SALUTATION

BODY

COMPLIMENTARY CLOSE

SIGNATURE BLOCK

ENCLOSERS

 

 

 

 

Questions: 

(1) Note down the difference between : 

(I) BLOCK LAYOUT AND MODIFIED BLOCK LAYOUT. 

(II) SEMI BLOCK LAYOUT AND BLOCK LAYOUT 

(III) SEMI BLOCK LAYOUT AND MODIFIED BLOCK LAYOUT. 
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APPLICATION 4 

Aim: To enable the students to draft business letter in Block Layout.  

Process: 

            Carefully notice the difference in the layouts compare and contrast the layouts. 

 

 

SIMPLIFIED LAYOUT
HEADING

DATE

INSIDE ADDRESS

SUBJECT LINE

BODY

SIGNATURE BLOCK

ENCLOSERS
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Questions: 

(1) Write a letter of inquiry addressed to the supplier, giving him the details of the material 

you require and requesting him to state his terms and conditions. Write the letter in 

Simplified layout. 
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CHAPTER 8 

APPLICATION 1 

Aim: To make the students enable to write technical reports in a better way. 

Process:  A report is usually a piece of factual writing, based on evidence, containing organized 

information on a particular topic. 

 Elements of Structure of Technical Report: 

(1) Cover 

(2) Title page 

(3) Certificate 

(4) Acknowledgements              Prefatory Parts 

(5) Contents 

(6) List of Illustrations 

(7) Abstract 

 

(1) Introduction  

(2) Discussion 

(3) Conclusions        Main Text 

(4) Recommendations 

 

(1) Appendix/Appendices  

(2) References/Bibliography  Supplementary Parts 

(3) Glossary 

 

(1) Frontispiece 

(2) Letter of Transmittal 

(3) Copyright notice 

(4) Preface    Optional Elements 

(5) Summary 

(6) Index 
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Types of Technical Report: 

(1)  Analytical Report 

(2)  Memo Report 

(3)  Letter Report 

 

ANALYTICAL REPORT 

Cover page 

 

A REPORT 

ON 

ROLE OF YOUTH IN INDIA 

 

BY 

ARJUN TRIVEDI 

SECRETARY 

THE HINDUSTAN CORPORATION LIMITED 

24 NOVEMBER 2010 
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Questions: 

(1) Bharat Textile Mill, Kanpur, manufactures several kinds of cotton and synthetic clothes. 

For the last five years, there has been a gradual decline in profits owing to various causes, 

including fall in sales. The Managing Director has asked the marketing manager to 

investigate the causes, make suitable recommendations, and submit a report. Assuming 

you to be the Marketing Manager, prepare an outline for this report. 

 

(2) The General Manager of your company is anxious to note that “absenteeism” is growing 

among the employees. He has asked you, the Personnel Manager, to study the causes and 

suggest measures to check absenteeism. Write a memo report highlighting the trend of 

absenteeism, the causes related to the problem, and measures to reduce the problem. 
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CHAPTER 9 

APPLICATION 1 

There are questions that employers commonly ask at job interviews and it's important to be 

prepared to respond to those interview questions. You don't need to memorize an answer, but do 

think about what you're going to say, so you're not put on the spot during the job interview.  

Review the top 10 interview questions you'll most likely be asked at a job interview, plus the 

best answers. Also, review the other questions you may be asked, so you're prepared to ace the 

interview.  

Top 10 Interview Questions  

1. What is your greatest strength? 

2. What is your greatest weakness?  

3. How do you handle stress and pressure?  

4. Describe a difficult work situation / project and how you overcame it.  

5. How do you evaluate success?  

6. Why are you leaving or have left your job?  

7. Why do you want this job?  

8. Why should we hire you? 

9. What are your goals for the future?  

10. Tell me about yourself.   

 

Question 

A mock interview session will be conducted in the class. 

 

 

 

 

 

 

 



L. E. College, Morbi 
 

General Department (Communication Skills) Page 106 
 

CHAPTER 10 

APPLICATION 1 

Group Discussion 

The class will be arranged into small groups and discussion will take place. 

General topics for group discussion 

(1) Is the price rise in petrol recommendable? 

(2) Mid semester exam must be taken. 

(3) Internal marks in the hands of professors may be partial. 

(4) Global economy is facing recession. 

(5) Technical subjects are creative. 

(6)  All education should be job oriented. 

(7) There‟s no need for women reservation. 
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