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About the University

Rajiv Gandhi University (formerly Arunachal University) 19 2 premier institotion for higher education in the state
of Arunachal Pradesh and has compleicd twenty-five years of its existence. Late Smit. Indira Gandhi, the then
Prime Minister of Todia, Jxid tye oumdalion stooc of the Lniversity on 4th February, 1984 at Rooo Hills, where the
present campus is located.

Ever since jts incepting, the university has been trying Lo achieve excellence and fulfill the objectives as
envizgaged in the Dniversity Act, The university received academic recognition under Seclion 2{f} from the
University Grants Commission on 28th March, 1985 and siarted fundtioning from L st Aprl, 1985, It got finaneial
recognition woder sechion 12-R of the TGC on 24th March, 1994, Since then Rajiv Gandhi University, (then
Arusachal University) has catrved a niche for itself in the educational soenaro of the country following, its
selection a5 a Uniyeraity with potential for excellence by 2 high-level expert committee of the University Granis
Commizsion Bom among udiversities in lndia

The Univecsity was convened into 3 Centrai Umverslty with effect rom Hth Apwil, 2007 us per notificabnon
of the Minjstry of Human Resource Development, Government of Tudia.

The University Is [ocated atop Rono Hills on & picoaresque tableland of 302 acres sverlooking the tiver
Dikyong. Tt is 6.5 ko from the Natioual Highway 52-A and 25 km from Nanagar, the State capital, The camgus
i3 linked with the National Highway by the Dikrong bridge.

The teaching and rescarch progratenes of the University are designed with a view o play a positive mole
in the socic-coonomic atd cultural development of the State. The University offers Underpradusie, Posi-
graduste, M Phil and Fh.D. programumnes, The Department of Edueation alse offers the B Ed programene.

There are fificen colleges affiliated 1o the University. The University has heen extending educational
facilities 1o shudents from the neighbouring states, pacticularly Assam. The strenpth of sludents in different
departments of the Daiversity and it alfiliated colleges bas een steadily increasmg.

The facuity members bave been actively cogaged m reseanch activities with financial support from UG
and other funding agencics, Since meepdiog, 4 number of proposals on research projects have been sapcloned
by various Fmding agancies (o the University,  Various departments have organized mmenons seminars, workshops
and conferences, Many faculty members have participatsd in national and inlemarional confersnces and seminarms
held within the country and sbroad. Eminemt scholars and distinguished persoaalities have visited the University
and delivered lectures on varicus disciplines,

The 2cademic year 20002001 was a yoar of consolidation for the Oniversity, The switch over from the
annual to the semester sysiem took off smocthly and the performance of the studenis registered 2 tnagked
improvement, Various sytlabi designed by Boards of Post-graduate Studies (BPGS} have been implemented.
WEAT facility ingtalled by the ERNET Indie, New Delhi vader the UGC-Infosel program, provides Internet
BCCESS,

In spite of infrastructural conatraints, the University has been maintaining its academic excellence, The
University has stricily adhered 1 the academic calendar, conducted the cxaminations and declared the resalis on
lirne. The students from the University have found placements not only in Siate and Central Governmept
Services, but also in verows § stittions, industrics and crganizations. Many studenis have emerged successfgl
in the Mational Eligibility Test (NET).

Simce inception, the University has made significant propress in teaching, research, imbovations in curriculum
devetopment and developing inirasine e,
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UNIT 1 IMPORTANCE OF SPOKEN
ENGLISH IN VARIOUS
CONTEXTS

Structure

1.0 Introduction

i.l Unit Objectives

1.2 Dictionary Reference Skill: An Introduetion

1.3 Phonemic and Phonetic Trmaseniption of Simple Words in Common Use in
IFA Symbals

13 Word Stress: Rules for Macemeu of Frimary Stess oo Wards
132 Itonation: bitroductory Motions about the (sed of Falliog and Rising Tone

L4 Speaking Poliecly in English: Using Sorry, Thanks, Please and Excuse Me
in Expressing Requests
141 Granitude

tal
143 Agreement and Disagresment .
|44 Biodals: Usage of Cam, Could, Mey, bMiglt axd Wonkd

1.5 Telephome Conversation
151 Situational Conversalions: Grectings
152 Mecting People and Totroducing Yousd{
1.6 Introducing People
16,1 Sayiog Theok You
1.7 Sutnmary
1.6 Key Terms
1§ Answers to ‘Check Your Progrss’
1.10 Questions and Exerviscs
L1l Funher Reading

1.0 [NTRODUCTION

In this unit, you will learm about dietionary referemce 5'.llr.i]Js amd _mn:l.r:rsaﬁun skills. The
it bighlights the importance of sonversalion practbe b our daily Lifc. 1 also sheds light
on the significance of courtes)y 0 Conversanons. There are certin basic mquem that
every person, living io a socicty, follows, Grecting and {:q:rnndmg_ma grecting are oG
oF hesc basic eriquettes. This unit described the YAnous ways 18 which we greet &
pmm#gmmufpemnnﬁandrﬁpuudmagﬂnqgwhm we meet them. T also dissugses
ke use of modals, jntroducing people, introducing yourss1f and how to say thanks.
Good communication skills can make a person successful o 'll'lﬂl"l:ln‘pers.nrm.l a5
well as professional HiE- Comnmunication cen be dooe through speech or through wriling.
Emverﬂﬁﬂ'ﬂisanjmpﬂnmtpﬂnnfnwdailylim% Jse 8 numiber of senlrnces
b combtUmicate our thoughts, feclings anid opinions. Al conversations are different. A
axpICEs difforent feelings and emutions. Good vocabulary

Uﬂﬂﬂtjfﬂf‘ﬁ'ﬁ!l-d&ﬂﬂuﬂﬂdtﬂ ; dem bl
can be uted 0 make quality conversitions. A conyersanon involves communication

Imoorizace of Sooken
Erg it I Frlaps
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el fanirertomg]
Aarerim 1



Impotsomice of Spakan
Emglak i Fariowy

NOTES

Uttwreen twy or make people. Conversabions al)

N D s tﬂ' H -
topic and to Yeam from cach other present different views oo a

:ﬁmﬂﬁmﬁ 1t is recognized 8 & branch of umk“ﬁﬁ”ﬂﬂ.an&mmuﬁﬁ
ofsig Inmenans, A g ool Speech and sy the varj study
H5 anguage. As 2 widely recognized fielg vancus modulabons

it the physi : ' of study, phopers
o s PO OF O S0 orign s s e

are arsnged alphabetically; iLis also used o look up for meanings of a particulay wetd,
proounciztion and otber mformahon such as wsape pudelmes, ete. Wikipedia defines

- dictionaryas ‘Collection of words mone orspecific langwage, often ananped alphobetically

which may inclede information on definitions, wsage, ctymologies, phonetics,

- propuncatons, translations, ete, or abook ofwords in one language with eir equnmlants
- in another, sometimes kngwn as Lesicon.”

(A} Understanding your Dictionary
1. Always purchase specialized dictonary if they areusefitl in yvour study: lustrded
dictionaries are good tounderstand sciance concepts.
2. Some colleges and universities prefer one panticular type of dictionary to ensore
consigtant style and understanding,
3. Use the right dictionary that is approprate for your shudies, assignments and
reports.
Go Throwgh the Twiroduction
1. Thesmart way to leam to use 2 dictionary ia tharcugh browsing of the inroduction
gection. It will give an insight it the umage of abbreviations smd prommeiation
syrabods. '
2. Thissection will explain how entries are amanged and hovw to scamch for words.
3. hwillalso give you information about prommeiation of wonds with similar soumcds,
Farexample: Knipht and Night soumd somilar when proncunced. In the first wond
the: lgller K is silet.
Lean the Abbreviations
L. The list of abbreviations are given in the mtroduction section.
2 ‘Adj’ denotes adjective whernas “v* stands for verb and *advh' is for adverb.
Promunciation Gaide
1. Befare you pa through the dictionary, Butniliariza voursalf with the promanciation
gufde. Having an idea about the guide makes the vask easier.,
2. The pronunciation of'a word will be placed between two obligue () and will be
proted in ilics.
3. The main of primary stress of 2 word is shown by (he relevant syllable,
{B) To Fimd » Word
In ocder to locale & word in & dietionary, find the section of the dictionary with the first
Lettar af your word.
ineamd that it will be it the scction befere *e”.

« Dion'tget confused by words like ‘paychology” starting with 'p', “wrought'
witha 'w', or ‘lour’ with *h' as the first letter,

Tmportarce o Sqabem
Eglich in Havions
oty

NOTES




Inparzance of Stdem
Erghah in Yarious

NOTES

. lf}'uumrunsurewhauheﬁrstleue.i&,mﬂmmm letier i .
you can’t find the word under that sep e letler it sounds like.

cxampke if you ate unsure that ‘wrought” be L e )

i Lot . s with a "w' you mighe tast
lu-u!s‘:mgmtl:}e I section, When vay i the ¥ 2h -
ﬂi'-.":_w section next begagse

ocate; die wond in the dic fonary. teferred a3 gyige words; they guicde you W0
. Thﬂndltf:wmd 'Ih ’ ‘R r .
ﬂﬂwlﬂpnfﬂl&wgﬁ;ﬁr:cﬁ oo, Take help ofthe gride words situated
entsberusea el end ivenon tatpape pr LY Whilesarcling sl
and 30 scan the faxt s&ctinn f'ﬂi'[h; S.a.]:l-:,EEI ]ht"ﬂu'mﬂ lizard bﬁgmﬁ‘ﬂ-’iﬂl ll—i-f:

* As amatter of fact, the dipge o
lizard (1-4-z) “ﬂlﬁimadﬁl;t:h&wmﬁ?mme dlphabeyicy| order, thud, the word
et ‘et o e of gy SYAmple,inarder tolook 2f
Wil b5, pass hrough the opgis 20 Chatity’. Since the word begin®

mﬁnﬂlﬁdﬂlﬂlﬁ[}naumauh : Wilh 4:_h_ﬂ‘r_gp apd *e-h-a-r-i° in the |
“mlﬂl:iemﬂ: AS you g e *C-bgapapy Partof the page.
han mers han ot meaning it wildl ) e worg, it“’illshuwup its meanings (apd ifFf
SEES6 Upon, what you the w

" Mg :
hclmdmmd,beﬂl:tmafmh““m 5000, &r PUBrOne firgt), which sytlable 2

firter v €Y YOIV worg mﬂ“ﬁ;‘;’:ﬁ:gm Meaning given may
L

. S‘“E_lﬁﬂfﬁ: o omprehend apd require® -

and fourth letiers are the same as the letter nexty to *m’. The meating of this word is
‘ultimate’. Mow tell who am 17

Brainstorming

Shudents put topather their creativity and imagimeticn Lo work to creats new words for
clazs dictionary. This functicns s a fun activity o the students whale leamning.
Diefonary with imapes

Create your personal picture dictionary, The dictionary becomes interesting as well as
colorful by gon theough .

1.3 PHONEMIC AND PHONETIC TRANSCRIPTION
OF SIMPLE WORDS IN COMMON USE IN IPA
SYMBOLS

Lt s discuss the phonefic and phonetic transcription of Smple wonds in eovnem nse In
[FA symbols,
{a)} Phonetic Trapieription

In phonetic transcription, a larger set of symbals is used to capaure more phenetic details
reparding the tangible prodoction of the tterance.

There are two types of phiotetic transcription: (i) broad phonetic transeription and
Broad Phonetic Transcriptiom

Tn broad phonetic transcriptios of speech, it is not attempted to recond the buge mmber
of pomisenal or idiosymoratic variations in proounciation that thke place in normal speech.
Further, it abtempts 16 deacribe the individual variations occurring among the speakers of
adialect orlanguage.

The ohjective of a brnad transcription is Lo recond the phonemes used by a speaker
sather than (he real spolen varjantz of those phonemies i get produced when a speaker
gpeals 8 word

We can say that & “broad phouetic transcription’ classifics speech sounds into
broad eleszes of aotually spoken sovwads. On the other hand, & *phonemic’ ranscription
classifies speech sounds in terms of the phonstnes which a speaker is intending to
COIMTMTHCAte.

However, it practice, (he expressions ‘broad phenstic’ and “phonemic’
transcriptions are usually used mterchangeably and mean the transcription of phanernes.

Narrow Phonetic Transcription

A nairow phenetic ranseription conprises phonetic details that can waually be predictad
h-yﬂ]g ‘mlgg’f]'hmmmmakﬂ}"ﬂﬂﬂ’ W0 convert lbmti[l'lﬂﬂcﬁpﬁnn Lo & HiRmrow
transcription. It shenld be rernembered that sy tanconw phonetic iramseription shoutd be
emclosed in [ }brackets.

Trapoetates of Spoken
Eogiizh in Hardows
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Irlr Fapiveenlang)
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Rules for Narrow Transerpdon

Th:guidelinesmumnwmmFﬁmm':mtrmll ‘mules’ ]
Ie sarre ) v ‘rules” but more pf; IOS, i-&n
them::nuual alipl&aug ofsuch g:n:hel:inesduesnutalmys r-:s.-thi: amm
TAnSCTiption, I i }
: . mnakmt_a are at freedom to change yefr pronunciationy i
Sptakm'-'aryﬁnmeanhuth:riuﬂmir gt same speaker might
chungeth:prmunninﬁnnufﬂmsamn mlﬂmmﬂm

{k) Phoemle Transcriptiog
In phemesitic ranseription, g recir: _
Fetd coptrasts nfalangmg:?nmmuﬁmb‘m 15 used to caphure the meaningful

o example,
eat v My
KELY vs tty

Symbols for Phoneméc Tamscription

Sy yesPbonetc Altabet )

geuerally seleot the st popmun. Lo W GeSTiption suage orch
Phunerueaslhe:hﬂmnerjyjca]] mmmmmﬁiwl}'diﬁ:hﬁm urchnl::ct.ﬁ
l'wntmphm':m“a '-"Ph.‘.lﬂﬁl:lfﬁjﬂt mdugﬂu ﬂiﬂ-ph:ﬂﬂaﬂt:trlm
ale, Ehonzetc sym

teéalby e "“Pftuntmg,;ml
the transctiptions gre a|wt2:: I fymbo| e y, ¥ allophone), it possessed 3
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1.3.1 Word Stress: Rules for Placement of Primary Stress on

Words

a
a

Sote Definitdons of Slress

onoeyllabic, the stress is an the syllable ‘2’ But

there i5 more stegs 00 “al” than the syllable *most".

= “Stress is the Force vsed in Speaking.” - Palmar

= *Stress s the relative degr
Joties

oy

* 'Stress s the degree of loudnacg gp e
Iouder and mere prominen Ehﬂs ot NteOsity upon some syllable which makesit -

Dunstested syllables . Bloch & Trager |

sllableiana word, the speaker ofthe

the other{s}. From the ;
PeTeeptive prin
arc keveral fﬁﬂl:lrﬂtﬁpﬂn_g.jb!g for sue

. l-wmmwﬂ;m}-ﬂu ak,

* Pitth change: 11, Patlem

the prominemy Spllable of the

“xample, in the :
Butat the sagug gor oL

) APiich ¢k :
& MTLIDGRE emiphiasiy g, the f;..i.'ngtgc " the first syilable from high*°

VO] 0und Wil be myre
. Qll“ﬂt:,r: Sm’ﬂ:ﬁm

€5,
Stross af n avilab| iuawu;;[

Sll‘css s “HPfﬂiil:thle, s

niles ean be framed Pecially jy 4

Db Gty
words, However, ;¢ can “THIN tegyly

o &v :
"‘rl'.yﬂr:mgmﬁl:mmag 3 be saig

it Engligh,. These miles arp 4 L]

~ Wil ‘o g s

RSty g *hich il ave S0P

mrﬂﬂkﬂ:ﬂgm

2e0f foree with witich a syl[able s uHered, ' - Daniel

tzfdfﬁt:ﬁ Mmote Fromincree (o gne syllzble thal
" HAessed syl lahles ara prominenl. Ther

Defee or “.I'n[d_ Nirems
RLTE [ i

e . :
fl_lirsy“; tha s¥llables gpp hm' Vhen the I

\ eard with Ereater loydness ..;:r
:]’-:‘hﬂre are four syl lables—'cal r
+ 18 Peceives usuaily the |

O 208 Wmstressed gyiables,

ofa :
“‘:“ﬂ:gl 8 Waid alsg becomes clearer whe®
¥ ﬂ,sﬁmm“*d_‘ﬁith a pitch change. FO°

e firat syllable js not galy i0wde

5¥llable.

mm
t m:':;;ﬂia 3¥lable i aword also ‘iﬁpﬁn#
“ble containg i compasisn i

he cage

. din providing sress
dersrang theat 1 % Alwayy g in cvery ¢3%. |
"FE 3¢ cortain patperns of SE

1. The bfirst mic which can be exemplified is that all English words, more or less,

have some stress {whether primary or secondary) on the first or second syllable,

For cxample, in the word “calculation” which has fivr syllables, the prirnary stress

ts on the third syllable bt the first sylfable bas ot the secondary stress,

» Two-sytlable words are nermally stressed on the first sylloble: forcign,
monntqin, legal

* Three-syllable words are normally siressed on the first syllable: charscrer
family

* Words of more than three syllables are normaiy sressed o he antepeoultioate:
original, curigsity

2. The inflectional morphemes ar suffixes are o4 stressed and do not affect the

stess ond word. The wond ' mistake " becomes "mistaken ' by sdding an inflectional
miorphemea but that docs not affect the stress in the word,

3. The following dertvational morphemes or suffix es ane not stressed and do not

affect stress. They arc given in Table 1.1,
TaMe 7.1 Examples of Derlvarioma! Uorphene

Derivational Example

morphens
ape Poglage, ieakage
Ance Appearanoe, povernance
N Soflen, brighten
EnCE Subsistence
.y Dwoer, keener
e Lioness, goddess
.l Duvifid, faithfinl
-fy Braunify, classify
-hoad Childboed, manhood
-ice Coveardice
-ish Childigh, Faglish
-ve Creative. aftraclive
=less Anmless, careless
i Faithfully, happily
-ment {fovemment, postponement
-ness Boldness, heaviosss
-ar OvETTHE

_ship Scholarghip

-ter Lauphter i
we Enchtore, failue
- Cilizen

4, Some derivalionil su flees wierve stress and some others affect word siress, [n
case of these suffixes, the sbroes is shifted when the suffix is added to the stew,
For example, in the v ord “"employ’, the primary stress is in the second s¥llable
“-pley”, but when we add the suffex -ee' to the stem *employ”, the new word
‘employee’ is formed where there are three gyllables and the prmary sireys
shifts to Gie *hird 5v]1 1ble,
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Anm]:mrimpl:l'lamfenhuﬂ ralaved b stress is the “we
functiongl or prammetical words ig English which cap b
and weak formes, Thers are abont Eorty such werds

The most cormon weak-form Wwords are as fallgas-
* THE -
A

" ANMD

+ BUT

* THAT(as3 conjunciion of relative
s THAN

« AT

+ FORE

v FROM

* OF

PEODOWEN}

Word), of word coggiug Vou|
COUBE van go up b sever, mmuﬂﬂfhmur %ﬂlﬁ:mbcmesyﬂahic
promi L AN tho syjtappeg o O Syliableg o
mmmﬂﬂwﬁjghm in the fﬂﬂﬂl'lemmﬂ:esyllahlﬂ

EXamples arg 5o, | the s g 2 Spreay

vms.:d, " Baglian g, Bees, “";L‘.;““ Ar from the lungs

thto L ® ¥oog| Ve, thigy A8 vl ess soutwds
ugh it, it makee ybe cosely

e, whr e i pass
“eated in this panmer

ak forms’. Thers ate many
& PRONQUNCEd in strong

—_————

are called voiced souncls. For 2xample, the consonantal sounds in Eoglish such as veil,
these, roo, meo, mose arc all voiced sounds,

Dhuring the course of our speech, the spoken sounds ocourtogether, one after the
other, to produce meaning in terms of what the individeal words (meorphs) mean They
also create meaning by the music that is created in the tone in which we uiter those
words. Based on the wibtation of ihe vocal cords, 8 certain musical thythm and moge 15
created. This determines the pitch of aur vaice, The higher the frequency of vibraton,
the higher is the pitch of the voice; and the lower the fraquency, the Towet is the pitch.

Woumusl have noticed that the pitch of your voice is not consiant ag you speak
There 18 modulation, it the sense that the pitch keeps changing In every kind of
conversation (barring a few, such as the prayers i church which i in a momotons) there
is always the modulation of voice, Accordmg Lo Kreidler {1959}, Enplich uberances s
zeldom spoken in monotones, For onc, native Eoglish speakers produce imelodies of
varying kinds, with the rising and falling voice, Such melodies are techmically calied
mtonation. Thess pattemns of vanation are calked tomes, These tones bring about a chanpe
almeaning of an uiterance or 2 change of meaning in 3 word, Langrages in which tooes
can bring abowt & chemge inthe meaning of sn uberance ot word are known &8 intedation
lanpuszes.

Marry phooologists believe il ancbber impontant compotent of Dnbonalicn is Lhe
phenomencn called prominence. Speakers make some syllablcs more noticeable than
others. Such action is usually sccorplished by propouncing syitables louder and longer,
assigning themn a differont piteh, oranticulating their phonemes—especially the vowels—
mere digtinetly. Promimence is &lao relorred to as emphasis, focus, main sregs, pucleus,
or bonic accent. It is equally important to sioess that pateh 1ewval, piteh movement and
prominesice are all relative values,

Intanstional Fapetions
Imtonational chiices made by speakers cary linpuiztic informartion and perform a veriety
of functions. Though researchers of mtonation suggest various functions of intonation,
yet the common practice is to take Halliday's mode] of three functions of intonation ag 8
general practice, s are as Tollows:

+ JGramnatical

# [nformational

» Altinedinal
Grammatiral Intonaton,

Grammatical intonation helps Lo ideniify the grammatical strochoe i speech. This is

similar to the role of punciuation in writmg. Grammatical intonacon alsa helps us in
dentifying clause and simtence units and contrasts questions/statements. According ko
Halliday, grammatical intonation telstes io the grammancal moed {qoestion/stalement
ete.] ay well as the modality (possibility, vahidity, cte. ), Roach believes, *Grammatical
intoration helps language speakers and leamers 1o recognize the pratmar and syntaciic
struclupes, ¢.g., boundaries berweet phrasce, clauscs and senlences. It also faciliatey
o knowledge of the differences betweoen questions and statements as well as the
ittricacics of grammatical subordination,”
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Imporionce of Spotar .
Engltrh in l'&l;-uu mlﬂﬂm or Infortations) Intnpatipy » It resulis in the Fomm where any done cin mean anything, depending oo the contexd. }% gm
Cormenm D.w or i'ﬂfﬂ-l'f!-'lﬂtfﬂﬂ cotails the kind of respense 4o b This iz 3 serious problem for @ systematic descrphon. ot
. mﬂﬂmmun_lcatmn. in!_n;maunu is used af the plage of SYDtax Eszt'::::? :; I;E?: » Themeaning of an intonation choice may depend on associated geswres on facial
NOTES mnLera mamatily through language, intomtion shoy ot i CA[ESSIONS.
Recent ooologiea . shoubd be shedied gt discourse kevel . NOTES
Ehm;:: Wﬁmm WONAN0N a5 8 gpeaker Fway afﬂm,mmg:;d " In fuct, almast any emotion can be accompandad by any tone, Without lexical or
various “ﬂ-'lllgbgﬁ hmﬂhﬂ*:het Edlmt More significantly thig approach int " | comtexmal information or other vocal clues, it becomes almost impaossible to reliably
are tieg mmeummmmﬂ mlﬂhichtu]:ml::s of the speaker Almost all intogari umal chuI i label a tone az displuying & paricular arbtude or emoton. Genera].'ll}rspeaki.ng, discussions
grammta, it imypossibic i o p €¥ occur In conimst 1 the linguistic universality of | ofthe function of intonation io Englsh often u::en'r.lreuntherelauﬂn between ntonation
amd, hemcr, make reasomable mﬂhpfnachmmhmé, k rom its context 1 and attitudes, In fact, the main funetion of infonation is analysed by many phonologsts
that ’ i ﬂnﬂr g:;amralizahnns ahout intomationg] meéanin ‘n:fe 3: :: a5 conveying attitudes. biany other factors, such as loudness, quality of voice, speed of
prominence, tone, key atfi z::n: a tool for the foyr UMHIOOS associsted mg[h bonc umﬁ}r delivery, facial and bodily gesturss, erc., also contribute Eigﬂjﬁﬂﬂl_lﬂ}' o the n:nn?.reﬁng of
These arc explained ety . B0on. Each qpe: addaa-l:l.llfet'cnltype of information attitude. The result of all this is that we cannot really say anything constructive abont
. . i intonation and attitide,
Prominence is & syllable op which there %3 major pitch MNow, ket v diselss the four tone pitch tevements—ial ing rooe, nsing ione, @lling-
- 'I_'u_l:le Piich movements . distinguihed _ PLtch movement ! rising; ke and rising-Falling towe b understand how they wirk: in 8 day-to-day conversmbion,
rismg, Bll-rise rigs. 18hed by their partic|lar dieaort e fold |
K : fall, P Ldﬂrd"ﬂl:tlﬂﬂ. falling, | F!].“ﬂg Tome
& L the n;!.ﬁ[“rﬁ ]J".l:]'l IE'I."E.-] [ . . , .
: th a falling fome:
chaices are proposed; | w, mﬂ‘::;; E.;lpukm for each tonc uit. Thee The folloming types of sentences are penerally said with a falling
. 'IEJ.TJ:|1|:|_ i Iﬂliﬂrl:isalml.r, middle Dl'high . Beecements (mattec of | He is slways punchual
0 o0 0f'a tong ynp Mitch level chgiea Tade by speakers at the E?: ni:ii:;pl:!:and
\ . there igash.i.ﬂlﬂf;x—ua Commanls Sha the door
F'_ﬂl'hﬂulﬂ‘r]y'm[?aghjugnm] mﬁ!ﬂkadnpung the: i viewofi Invitabions Dnr came o aod 51t down
Whiwy' Dflﬂtﬂnﬂtlﬂﬂ fendz ka Wicwr spench ag He“"{[l.gg{]ggs apin ittonatin, Exrlemahons What a beanrsful pii.lll'l:l_:lﬂ
and FE COOPEIRHE (0 Teach the oy %8 A PUDOse-di ey PIEshat the discourse ' Wh Qucstions Where bas he gong”
o e common gronad thay o 1060 2041 of sharag w1 Where speakers [ Tag Questions She is rathe lake, 501 3be?
world views converge, *la betwen Beaker and hgqre, ﬂl:dlﬂg’- Italzarefers
: % inwhi i Rising Tone
Although disconpge , aréa in which their sing
. Intong e .
and Maqﬂpmmshrﬂﬁﬁm ,,.H:m has oy diffi:ulﬁns for The following types of sentences are generally said with & Nsmg bone:
A Covincing ofall inteaiaga) g S IDE purpoges |- EoBical application
oped Mode| FTo%ides ug wiih 5 Avalable the % IL8ems 1o be most viable Ves or pa type polarity Are they poming for dinmer
ﬂlldﬂudﬁntﬂmamdy tonaijop stromg Yilernag, fmmawtmmmut Moreover, ite well- i‘;“m'“_ - Do rou Tike 123 or cofee?
: S . termative ¢ ikegthons
Atticuding] Intonatipy ithin which tcachcrs Requesis Comna heve for 2 moment
E‘?‘-‘- hmﬁnnfalsmfﬂhi:f o | Mon-terminul wie ooit E:;:ﬂn as e arvived -———— Lol let you
: Merarchiers o WOt ahing o N Dy gy i i Wh Haw' farher?
Yanationg, Thesp ars th Pﬁmtumﬂmﬁ: Eﬂumd& e Hen-polarity type or 5 your fa
ditect € ThosE Feilte ' 1oh2 andd 1howghis. ! guestins cxpressing
mtll?ﬂ ﬂ_:‘:ﬁnem“}, IHg p]eﬂmpl- ant Iy E'UI'E.&rg i::“uarmw IE-HEE Dfﬁ'ﬂl Enﬂj' | p{ﬂitﬂﬂ:ﬁi, briendlitseas,
' 3':"'3131_ ‘E[IJL & B . - HIED po ¥ : £ Em'lﬂth ch , g i E!ﬂﬂ.al interest
with ﬂllﬂlera final rig, m&uﬂiﬁlt:gﬂry '_:'f'[hl.‘. w“::tu“t Ges iﬂth:!jug,;:]es :—Lﬂ:ts i Repohtion qluggﬁm] Raro 1014 roe about it Whe old you?
final ns<{Fry, 147 e Ukt O0ce 5 Judge | Comunands imemded to sound | St the door.
follows: POIMEd gt g e, - T Ny Wiy Pleasapy only with 2 ! Satement intended 1o be He'a noe oming.
I nﬂb]ﬂﬂ'ﬂ HH]-: -H".'htlxh ﬂffﬂ_ﬂiﬂg}rgs b‘}"Cr_'p’EW] ! questinds
-:‘h:“ﬂm'&cisiun of . i "“lmﬁngﬂﬂnnea:ﬂﬂi I
uances, Fp PlIoms- Tt ic
R T eRample, it s it [t m AL 0 b _ |
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| ' o, “"':-umniu:tn “arings *detached, :
o L Comment deached |
Soffdusirweiiamal
i Margrrl 15

_ j



'm

impartmece of Spoke . . . )
Engilch i Kby The Fﬂ“lng'ﬂlﬂllg Tl]]]_e Impartoece w‘m
e The fotlowing typies of sentences are . 1.4 SPEAKING POLITELY IN ENGLISH: USING Exg ik i aricus
encesare geuerally said with a Bulting-rising tome: SORRY, THANKS, PLEASE AND EXCUSE ME IN Come
NOTES Che sehich picks ot oo
Statement which 518 basn' dons Cmurbesy mesms being polite lo people. A courtaous COnversaton does ot require much;
shows patial _ very well (you nuust 3dmry, it only needs some commoa sense. The use of Sir, Madarm, Dear, Mr, Mrs, thank yon,
of mmﬁﬂﬂ  kind please, sorry, all areelated to courtesy. For example, after you have said *“hello” and
of the wfu part inroduced yourself by name, you may stan by saying, ‘Good fo see you', “Nice to meet
Stalemen inended | ¥y WIE] ot eame o — _ you', or "Nice to see yoo again’.
w eome late {warmiag), ! We et many people every day, Sometimes we fail to be courttous. Letus now
.ﬂfgﬁ__lﬁm understand common courtesy we can use while mllang.
Statement iMended 1 | s coerpr—r——— —- » When inroducing ourselves, we donot use 'Mr, "Miss' or ‘Ms’. People
:i:m of the "l Inguages). e speaks foop, ' may call us Mr Boy; however, we inlroduce surselves as Shiv Roy or Shiv.
resived ! v [fwehave tointroduce ourselves ta a new person, we capn start with “Hello
_-_-_-—-—-—__ ! . N - - .
NoB-immiinal {gne. ! My name is Shiv’, or "1'm Shiv {or Shiv Roy), or ‘1 would Like 1o introduce
| Generally we 57 gur e ! Ie 15 S
%& W & Whenina group, a handshake in addition to the name is acceptable.
Th _'“—'—--—-—._._____________ - » When we are in a military environment, it would be safe if we address both
¢ Rislnz-Falking Top,. : current and retired military, ambassadorial, clerical and judicial peaple by their
Th= following types of | peofession (Colunel Diwakar, and Justice Gavasker) ot stmply, "Sir'or ‘Ma'am”.
mmmmmwlym% - ! s When being inroduced, make cye contack. Alsa, offerto shakc hands. If the
e rising. fa)l; ) ) e
Staterents 3howing w introducet confixses the name, repeat it again clearly.
“thusiastic You like this “ﬂtﬂtﬂ'} Yes s Wher we have to reintroduce surselves to somen e wWhomm we may hawe mel
%—'—‘—'—-— I sarlier briefly but do not remember the naeme of, jtis betterto say, “Hello, ray
“Pl'tssingx,c M tanie iz ..., Then Ihep-:rsmwﬂlmustlikeljrr::qmﬂdwiﬂlhiﬁur}m’mme.]f
"E‘EL—-—-—.:T;_ " lronieal . not, we cansay, ‘| remermhaer you, but Fve forgotien your iame”, or Yo may
Dueestiongs showing W _. ot remermber me; 1'm Shiy'.
immhm!.j,;i% hat bag e been up pp — | s When we mect someane who is alder than us, it 1§ good manners W say,
hﬁ::mu"’ ) (uepiciogs) ‘Good moming, Sir. My name is Raghav Nayak; I'm your neighbour”,
,t!mr ! . %&nwerw:mihagruup,heginhymmducingﬂwniderpersmurthc
| higher-ranking perso.
three thilﬁvm ! The following arc some toee ps 10 use while tallang:
BS2 Bre ag il Dhongtiog o - + Show approciation
¢ Presont secqngeq ¥ tguage gy it perfors ! v Smilewhils talking
Check Ye » E mmmmamﬂ'hngm ] s Recognize the achievements of others
i ur Piugrens valiais o begryep . B¢ Which learpers arg 1@ | = Be polits to your family members
' L) .
Whi ur the types Display a loammer - [ l'ltEﬂn:Il_-umch, WNeverundercate th power of courtesy. The soallest act of courtesy may light up
- ufd’c"'-iﬂﬁm-l ”'D]Ulm: and e .
e Tiptinng T mpo gomeotes life,
. Why i it “Breed-on sertings '
v by 1
-?11 the intofiakign
a L prisgre? _,| |
|
. |
! SeifInriruertonal
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Politeness Markers

Politeness markers constitute the use of Please, Thank You, and Excuse Me in our

daily conversation. Politeness markers not only reflect good manners but also show the
development of our social graces.

“.'re learn tosay Flease, Thank You, and Excuse Me early in ehildhood, However,

E,' .t]:ln: h"ﬁ we grow older, vmk} few people remember to use these in conversation.
sing politeness markers makes our daily interactions pleas i '

L : s pleasant and friendly, It also

An honest and well-timed Please shows respect i i i

. s and helps in getting things done

ﬂiciﬂaﬂhﬁ Saying Thank You shows thoughtfulness and consideration, Savin 5%",?1‘{.‘::’.‘5&'

e refieets concemn for the personal space of others. It should be used whenever we

wish to catch :a;_ummrrr:‘s attention, need to pass someone who COMmes in our way and
want to apologize for inferrupting someone, !

effective and pleasant.
Usage of Excuse Me

‘Manners makes a man’ is a sayving that rmeans that we shou] ]
: _ shold exhibit respectfil behay:

mwa:d:;.ull with whom we come in contact as our behaviour 1'3':: o S
=i representation of pur
Good manners showease the tp-bringing, The yse

mers, These are not taught

* "Excuse me is used 8s apoli
; ! pelite apolopy £ :

laughing, coughing, or burping,* e fora minor fault or offense, such as

* [tisusedas g polite w :
ay of trying 1o )

you kinow where I can fing Maple E:iﬁ;r:enne Sattention Exeyse me, do
* A polite way of stariin £

; r tn, 28 5 b

if T shut the Wity ? = ¥ something |ikg Excuse me bt o you mind

Itisused as a polite
me, please why don ¥ Yo

1.4.1 Gmﬂmdc

Wiy of startin

. B 1o interpyp

; Y ar good thing ;
life. Practicing gratitydp g ﬂmﬁ" YOUT appenac becomes nac:. ,
| ing, Practicng o Pl health benagigs o - 7 cvery walk of
dare Eh m".n:ﬂl W.E__Irls_ to ll.'bl_‘:ul.;_._ﬂ-.. %m“ud& [l.:q“il.ES }"l:"ll_n_'mlal asg |]'_|g Drl.'l"_"E Ii_l-_csty-l‘:
BRS040 your e sg nony e - | HESE Methads gy OFYCment and there
needs to develop their ou UM 1 weap i atitade “Ourage you to integrate
mr.ﬁmduiug_j,f With miy E'Tlﬁtn:J 1 ;aﬂtfd."d gratitude. Everybody
; EHCy,

How to Practice Gratitude

(@) Begin the day with Positive AfTirmations

These affirmations help you set the goal for the day which in tum brings out goodness in
you and others. It also gives the strength to deal with unpleasant situations throughout
the day.

Some of the affirmations are as follows:
[am grateful for being alive.
[ am grateful that all me and my loved ones desires are fulfilled.

[ am thankful for the job,

Thankful for supportive family,
You can pin them up in your room so that you can go through them often.
(b) Make place for ‘gratitude chair® in your home

Mark one of the chairs in the house as Gratitude Chair. Once in a day all the family
members sit on it one by one and talk about what they are grateful for.

(ey Maintyin a pratitude journal
Keeping a track of vour life by recording cach and every event in the joumal gives you

an insight and ways to rectify vour mistakes at the earliest. You can record your thoughts
online also.

(d) Don’t take life for granted

We are privileged to lead such a wholesome life. We all take our loved ones for granted
especially parents, We overlook their hardships and struggle to meet the ends to keep us
going. We ridicule their experiences and ignore their constant support and affection.
Adversities are a part of human journey and it can strike anyone anywhere according o
its whims and fancies, One must take utmost ¢are of health. We are often in fool's
paradise overlooking the warning signals our body flashes af frequent intervals

{e) Acknowledge everybody®s efforts

IMake sute you give a tinkle to your close fricnds and relatives on special occasions like
birthdays and anniversaries. This gesture of yours touches the inner chord of the person
and it also makes the person feel appreciated and important.

Saving Thark Yeu for simple things in life is a very courageous act, some of the
things for which you can be grateful are as follows:

# Cupofhotica

e Allowing you to enjoy *ME TIME
(h  Vow not to gossip for a week
You can use trial period to notice the changes. Gossip brings out all the negative emotions
when done oceasionally but when this becomes a habit then the trouble starts. Bringing

others down discussing their personal and professional life will leave you exhavsted and

eventually you will lose your peace of mind. Instead, vou put your energies to inspire and
transform people's lives.
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the setitences ‘Jane is bere™ and “Taoe is ot here™, ihe first is affemative. while the
second i negative,” 1

Whit Are Positive and Negative Statements

E::wduﬂmﬂgrwmﬂm svent you say *no’. For example, 1 do vot like listening 0

Both the scotences give us information b ga

want to g, Zaltve: sgdiences ell us what we dnn”r'

Whex you ayree with a sitwation you say “ves”. Forexample, *1 Jike listening to music.”

14.4 Wudals; Usage of Can, Cﬂlllﬂ, Mﬂ}f,

Might and Would :
The modsl verbs are as folloys;

nay m'ld
shall D“#'[t
shoaikd
il
st wiold
tell us whep SOk r)
bout ahiliry, Mh'gmg 15 Certhin, probablc or possible. We 315”@

e third pe CHpress mimi n':“ﬁﬂ'll:m or for requests, etc. They 8¢~

PETRUD S gy 0] Cessity ang state certainky. The a%

n“h’mr:fcm ‘ V& B0 - Y
Usage b “’“dﬂlatniliariesul B80d-2d forms, Modals are part of

{1} Can

CAR i

g

}

I3
Fi5
.
g

a Can we bring in the chlldeen now?
() can isused for Offers and invhations:

= Can I get soms tes For you?
= Can F sing 4 song [or the guesis?
() Could

(n) cowkd is used ac the past tense of can
# We conld be in prison because of false statement by the wimess,
« You could hone your speaking skills io the Academy.

{b) could is used bo snpress possibility in fubuare, bul with incertaing
» We pondereed over the facts whother it conld be e,

i) camld is wied to talk about past Lifne:
+ Sie could jupgle bier job amd bomee very well,

{d) cowdd denoles Eprmal and prliteness.
» Couidd [ ask you for a Favour, please?
» Could we discuss aur business dead naw?

{iiy Might or May
{a) wodght and may both cxpress the idea of possibility:
» We might leave for Londaon womight.
» | may beave oy London tonight,
(b) may isused to seck permisskon
= May we go to the market?
{This rmeans "do 1 have permission fo go to the market?’)
{c) uwsing may can lead o oonbusion:
Forexample:
# [ may go to the market.
Thiz is unceriainty. Docs it mean *I can go to the marker” or it means °T
mmigchl oo to the: maarket™t
Whet snch protlem arizes one should use might Lo remove confusion.
For example:
o | might g0 t the market.
# We are permmitted to go to the market.
{d) Might i3 used in Past Tense:
[n the present soenario may and might can be used interchangeably with
much easze,
For axamyple:
+ We might have finished with assigimient 1Fyou hadn’s fallen sick
= Wi may bave fnished with assigoment if you badn’t Fallen sick.
{The second part isalse correet but docs not sound nanual to the cars, it ghves
the tition of sornething amiss. Especially when the event did not take place,
[n this evet, the: assipnment td nat complele.)
¥ o feels comfortable using "may have’ then you should pitch for i withowt
EnY TCICrra ons,

e R I R ==,
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Check Yoor Progren |

5 What do vou
Lty eyrxiand
palitraeag Korkemwt

8. Define the L
"o Lt

1. What are the
charmeserintics of
modal viatn?

—

Eiﬂlr-.ﬁl'l.'rl'l'.-;uﬂm
Maturia

1)

V) Wanld
(Al Would isusad for maginary sinations:
* ]| workd love to play piang at (he oncert

* She 'i'lruuld like t0 meet the Obarnas al the White Housa.
(L] wniﬂlsusbdﬂspaﬂtem:

w ]
ﬂﬂﬂlﬁm]uﬁ“hﬂ[ﬁh_m. ¢ i)
* Md"&"" Eaid thar be
{£) Woaly isu&wdfmpmwhwﬂ;mm;;.}e tate. (Reported speech)

Wﬂ]}ﬂ 13.1&.“1 -

85 msed fo; mmammmﬂmrﬂpﬁﬂlﬁimtb&pﬂt Sgme USE

* Whey Wewere kids .

* During holids 1 " would elimb brets to pluck mangoes

¥e Larnld a]“'ﬂ}'ﬁ hmdmmymtﬁ]ﬂrﬂuh'hﬂﬂﬂ
by
thmi hﬂ[ﬁ Ih."ff-' hﬁtﬂmg anmﬂ]_‘}l‘ _______.-""'
ArE CefTain Bt of gy 15 .
praictice ang Ehll;ﬂﬁﬂm Should ge fﬂllnﬁ:ﬂ_ A 5 For praper relephone conversa™
ofour vijce hm’ﬁ‘:ﬁm taje telephone conversation W‘I“’;:
Having Phone tonversation we need to adjost
2 pmpere .
ﬂ]l:l Pemn at “u an on
A mih m over ﬂt’E F , .
Mmﬂph}mmmw“ﬂm L gy face Mall]s 0ot am l:'ﬂi}l' task. '1:']1]5 ].il:'m:ﬂ?;
Gubeline f“rTEIl:ph & ¥ tompanies provide it
O
Tﬂlﬂphungmm mmrs;ﬁ“
0§ L

Py wp™
Hance. g, Bxu;-lg =21, we shoyld jdentify owr €0 pdf ]

1II""*fl'!HJnt[;.:,J,:..w ey,
Fp Whoth, t}l.lﬁhecau“hﬂﬂnntrmmﬁdhjsidﬂ?ﬁtfﬁ

"W Should o
mql]jﬂg?‘ oblain hig pame and de

+ Planthe cali: Itisa good practice to provide the reason for maling the call_
Bdake a list of poinis. [t saves time and money. Tt is bad maners to keep
somebody waiting on the line while searching for information.

= Avoid interruptions: We should avoid makimg calls when we are buey.
Instead, calls should be made when chances of distraction are minitnm.

* Have afriendly volce: As only sound is invglved, it is important to make
aure that the voice kas a ftiendly ione. A friendly woice is important, Remenoher,
1 3 belephone cnly our voice is being bearnd Ohr voice should be cheerfist and
faendly,

= Explain the reason for the call: When calling, we should immediately
inmroduee qurselves and ten agk for the person we want to talk b, Forexample,
“This is Sandip Adhikan fom Punc. May [speak with Mr Anuj Nayar?®

3. Durimg a call: During a telephonic conversation, the following guidelines should
e kept inmnd:

» Be pelite: We should show courtesy For example, *How are you today
Raman?*; ‘Did you enjoy your holiday?

¢ Smibe: Sinca it is not [ace-to- foe communicadon, the olber person will find it
difficalt to understand the real mmeaning of our words, This is because people
see facial expressions to understand the meanings of words. Since body
lanpuage eannct be of help here, try to sound confident, decisive, helpfil and
interested. Smile while talking The friendliness will make the voice sound
measant.

» Listen eavefolby: Do tot interturst, [t 15 advisable to lisven with attention,
piving feedback like ‘T see’ and ‘yes',

+ Cover alk the points; We should deliver the message quickly but clearly.
This saves g and money. Checl: the: nobes to see thal everything 18 coveraed
1fthere are 2 number of things that need bo be sad, tell the listener by saying;:
*Thave soeme things to say. Qe

« Leaviog a message: When we wish to lcave amessage, it is important to
eay 20 and give a few seconds to the receiver to get réady. Messages shoutd
be accurate]ly audible, If it is important, repeal it Also, the listencer should be
asked 1o repeat bo confinm that the meszape has beon cortectly understond.

# Obtain feedback: 1t iz important to engyure that the caller undersionds the
message correctly, especially where deadlines and achons are involved, We
shonld encourage fecdback by asking mnd setting deadlines,

4. Closing a ¢all

w Chase comrtesusly: We should always finic™ by thanking the: caller for his or
her time and troutde.,

When closing a cull, the following phtases should be used:
o “Thank you for calling.’

o “Thauk you for your concern and help "

o *Thank vou for your time
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o “Sec youw,
o *Good day.*
* Make notes: A good communicator makes it 2 habit to make totes of catls.
* Take scthom: 1f there is a need to send 2 letrer of confirmation or inform
somveone in the organization about any details of the call, we should do it
|

immediatehy: Onberwise, important peints may got lefl out
Taking t-lephone massages nequiras both-oral and writen commmicanon shilks Thepefore:
elephone message pad should always

ol : - i g
of the erganizalion and the manager. Cowrtesy and hancsty urs important. Here are 3 P enghah i
few tips for secrelanes; Comwerts
« ldentity yoursell: Immediately after lifting the phone, wdeotifiy the company or
! affice. Then in a soft and friendly vone offer help, For example, NOTES
*Jay Insurance Company. bay [help you?
*iir Jay Sharma's ofRce. May Thelp you?
* Kivow the purpaese of the call: The response of the caller may be “May T alk
o Bdr 207 o T would ke an appoinment with Mr X' A sscretary musi connect

Taking mwssages
+ Keepwriting matexial rendy: A pencil ang
b2 kept near the elephone.
+ Give feedback: Repeat the given informarion tocheck th
anc spellings. Politely sk questions to get the right details, Message, nurmbers
sbould be passed ta its recipient
IMCIEaam 15 nodt in the ﬂﬁm_m}r
Eﬁ w‘“ﬂ ﬂ:l: ﬂfﬁw iS

- Phhih_ut:mﬂmutdela}r:AL:l:phummasmge
mumedialely, or placed on his or her desk ifthe
offices use angwering machines 1a record impertant
. mEssa
tlosed These machines huve a system for Ereeting a caller. One can record s

1o the appropriate person. In cace the executive does not want to take the cal], e
secretary has to politely divert or postpoe the call. The secretary should alzo

offer help by sugpcsdng o alk to another manager who can answer the caifer,
+ Be cowrteaus: Secretaries should always speak in 4 soft voice and be smilinp

evety Whils talking. They should never ba rude with callers
Cruestions Such as "“Who iz calling? followead by *[am sorty, bt Mr Shamma is not
1’ leaves the impression that bMr Sharma may be in but does not want to talk with
this particular ¢aller, A better way 15 to say clearly, "Mr Sharma iz oot in right
now, May [ ask him to return your call?*
» Be comsiderate: Anathercormmon mistke 15 Laking: mors than one phooe call at
a ime. When answenng many calls, oné of the cellers 15 putl ot hold fora limg

tirne. This is not carrect. Do pot put the caller on hold for a long time. A calleris
not interested in listening to silence or music. Also do oot speak on two lines

simuliancously, it 15 confusing Lo the hisleners.

Improving Telephonle Skills
» Practlee: This is the best way to improve conversatonul skills over the tetephone.
An effective way of practicing iz by recording 4 telephone conversation. By

Tips for Managers and Secretarios
¥ busy People, In their Touling work, tiey noed 10
the office. Telephone

Mol ofico Managers are extremsi
communiczte pratly with differeny s thi
; Ple within and ouge;

con _ e

verstions m,mw? wsed for iniemal ag wal] 32 extemal commupica

Here are a fow guidelines for Lelephoic TonveTsatioms: ) o
* Voice: Use a friendly fone. Speak clearky |
Ifiheze is & word which is

* Language: Use simple WS and nhaqy senicoges
hortforms,

dhfelt, spedl ii o, D natuge s
.ﬂﬂ_"&vﬁ'mdhlm_ied

* Feedbaek: If the

‘okeay’ ot
" :::rn-:_h: Be courterns i all Sityarion;
] . .
nomy: [n ot engnge the velephione longer thay ;
18 Bt cessary

Feli-fmatrmoti g
o Mg

abtznbively 1o the cajler
E3EAfe i5 |n |["E| i
e Emcmkﬂrh}rga}qng yes

Ti[“ for Aecretaries
In corporats offices mgn B: Ofcourse. [ iz 123,
. ) AEeTs '
thmmmgmnﬁ;ﬁmb?m%ﬁﬁmammtg Lsendare | A Thank you. ['will give her the message.
BY SDEAK i gy L O B -
Ythat improves the image -
|
I
. Batf-fnsirmeifanal
I‘ Murteriml n

doing 50 we can judge pur strengths and weakmesses avd accordingly work o
themm )
» Obeervation: We can also Jearn by observing others.
» Training progeams: Many personadity developrent instinntes offer programmes
o this subyject.
The following is an example afa praper telephone conversation:
A+ Hello, Pawan Telecommunications. How may 1 belp you?
B Good afternoon. Mynameis | May | please speak with M Pillay?
A- I’'m sorry, Mrs Pillay is in a meeting right now. May | take 2 messpge?
B: Y3, Fleaze tel! bar that Mr More from the local Chamber of Commesce
calted, and I vould like to set up a meednp with her ar ber carliest

convetience.
A And may [ have your l:lephone pumber, pleage?




B Thank you Gocd-bye,
A rood-trye,

Using Cell Phones

Cell phones can cause a lot of disturbance, Every day, people nse cell phones while
riving, while bistenimp 1o Jectimes in chussmomns and whilesitting in meetings. The following
15 a list of poddelimes for using cell phoses:

1. Vibratlon:

St the ringer of the c¢l! phone to vibtation mode when in public
places,

2. Mmica ssunds: [ze saft, melodions rng tones. Lowd ringtones are disturbing,

3. Lew, soft valee; When speaking, do pot ghot

mda'-mdmmdinghmh.ﬂqummurhm o oie voioe when speaking

speakimg.

phote calls while Inmeelings, ina
ghtglamtutulk. Ifm abusy place like a
d taking or making cally. Wart until in a
about 20 fact gway from people if there is gn

elassrgom o while driving. Find the 5
market or travelling, we should avoq
comfoniable place to speak. Step
Wgency to Answer,

5. Confidential ealke: Comemmisae confidential informatiog in

aprivate plage_
& Foema: Focus on the conversation, Avoid dyg ;
cell phone. It can be dangerous, iy things whmn lkngns

7. Dem’t use fonl languame: Male: Sute that whatever

uﬂlm-Nwerumuffmsi%ﬂrfﬁul IEnguag;, yeu do docs ot offend

1.5.1 Situstionsl Comversatipns: Gﬂ:tti[lgs

Creeting is the act of weleoming or salngg
E S0Teone g . .
the first - Toeeti .

mt ! tmm eomstiCation you make with ghe ;ﬁ:ﬁm A greeting i
bei ® EDSUMR coLversation. Some pe PEISO0 you meet. 1t conld very

mg!;'ﬂﬁlﬁd properly. Older ; ) PEOfHe Ape VEIY partjcular about
ZEBETRINON J0oes o m}r showr i
pecple bolding s high position in the socy

) SOCicty o,

mmwd‘mﬁﬂmﬂi’mnﬂumm‘“hﬁ:ﬂ
Whatis a Respomse?

Respunse, in this case, is the snswer 10 g precn:

}rmlrﬂbhguhnnlurﬁhunfhtmslhs.lﬁtisma 0t greey
_ Primey mm!uamﬁng amﬂ]ﬂ ,theniﬂlfﬂ“-']d
hmm_'mmﬂfmm "
Imlmlnilhﬂpﬁ;uﬂ,m
mdmmnpcmmjm]aﬁmm AR b g,

be ruder Lo nat give

g5 0 daily lfe ¢,
M;memm Leacringho¥

Table 1.2 Top 2F Oreerings and fielr Bxpacied Rasponces

Cireetiog Expected Regponse
Oood maming Good BAoriacy 100 ol Kt
G evening Good evening
Good afternonn Gaod afternoon
Giood day Goad day 1 you Lo
Crood night Cood night eod sweet drmims
Hello Hellz
Hi Hi thete
Haw do you do? Foe, thamk yeru
Hizw are yaw diing ! Fine and how ar wou dolopg?
Hivwr it & veryllring? Fine and How 1 everylbing 1 yons 4nel?
How's everything gring? Crext and what about yout
What's up {man‘dudeg' el onme) T Fremy good {rosa dudebmdbeir omme )
Chomcdl 00 308 Y. Sarne e,
How are thimgs [with yai)t Wary el thankn
How'a it peing? Fmie, thamks.
How'a 11Fe bean treating yoa? Mo bad. Hosw about yoa?
Whet s crocking? Mothmy marb
[1 has beon & Joog Bme Indeed, it s been o Tong bme
s been eon lomg o5, i"F boem e Iong
What bave poo beeo ug 1o 88 theas yean? Tve been hanging in there
IF alweys & pleagure b ags The pleaswe is afl mice
Loop fime oo s Yes, Hiv tee bog wom
Where bave you been hidmg? That"s what I"ve baet weadering abom you
It"s bew agee {sinoe 1've seen pou) Yes, T have noigsed you
How 've you pezn? I have Tamen wedl, thonks

Stages in Greeting and Responding To 3 Greeting

Stage I: Declde—Decide whether you really wish to mrect of respond to the greeting
of the person or nod. Rather than giving him/her a half unweleome grocting, it is advisalble
1o ignore hirvher completely as iIfyou have not seen or naticed bimvher. ldeally, such a
siaticon shoukd not arise.

Stuge 1t Content—Be sure of what you are going 10 say to the person. Do nolmix ewve
different prectings of responses. [Ewill cause unheeded panses or stammering m extyome
cages.
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Hoalerial an

trporiance o Tpoken Stage 3: Delvery—Deliver your grecling of response as per what you had decidad Why do you need to be good at introductions? I%ﬂhwm
Cantexr befiore. I you fail o da so, then you shall aot only appear to he dumb in front of the I e introdhuctin, the person you are giving the introduction to, expests you to b hanest, Carers
peraon but alse may lase confideace in greeting of responding to a greeting in future. knowledgeable and confident. I you show dishonesty, ipnorance or lack of confidence
Sape 4 R-Fspunse—‘r’au should expect 2 responss Lo your greeting from the ather !hr_:n yau sl:la'll_ I-I:I:SI: mdibilfit}' thar ":'-"lll 1I:nz very hard to earn back. As ihe saying gocs— NOTES
Pperson. Wait for 3-6 seconds for the person ackmowledge Your greeting or respond to it Firstimpression is the Jast nnpression,
Stage 5: Conclusion—Adfter you have received an acknowledpernent from the ather What deaails should be knawn t2 you about the person you are infroducing?
Dersat, You may move 00 to your path or strke a conversation with the person if you so The details ibat should be known ate as follows: .
vish, Mame, age, address, contact number, e-mail id, religion, caste, height, weight,
Rules Ta Be Followed While Greetins oy R . qualifications, experience, family background, conveyance, languages known, marital
. g £5ponding To a CGreeting status, number afdependants,
The follgwing rales should be followed white responding to 3 greting
Precavtions
. ?Emprmwml;:i;p:mun conlbidently with a penuine smile oq your face. A snileis fihe . torake _ )
bt mot o Ehuﬂgﬁand Ul:ﬂﬂﬁhﬂﬂd_mh,aml ‘The stmile should be broad Let us study same of the precautions one needs to take in sa introducon.
n m'-:: -Awrysmile ot a smirk may actually commuicate a pegative: # Be properly dressed: There is an old saying, *Clothes maketh a man'. "The
meszage such as ascolf, scorn ar rebuke, person you are inraducing yourself io or intreducmg someone #lse b7 should see
+ Mainiain a propereve contagt forat least 5.6 saconds with the but do yoruan the persor you ere IMTOUGINg, Prope ¥ dfessecl Your gitire shauld meke
“m“ﬂ“““mﬂﬂmfmlmnghem:mmaymmnm 1 prrson but a prod inapeession on the persom, This will make him/ber more receptive towards
cys should focus an the are of hisher face betwren |y Somsciols. Your you and the persan you are intraducing, A simple atfice with limited accegsonies
tose. Most people are not able wo make o proper 15 =yes and tip ofthe ik car-ringx, bracelets, can ke a better impression than an overtly high fachioned
unwanted psychological handicap, One can get WTh;m This is 80 and loud cotoured clothing. Make sure that your clothes are chean free from any
 With a complee stanger, maintain 2 distance of ot fugat gy 1 fypes 0F culs tam parts.
proximity can decrease with the increase in the closen cast 50 inches, The + Physical ailments and deformities: Al the initial stage of the introduction, do
with him/her, Youcan be at a distance of 40 ilh:lmsﬁﬂfufmm mla'_inm ; e vefer toyour or the perscn's (whemm you are introducing) deformities ocailments
. P‘EH&E}ﬁuamhakmgmmlh“w “m“‘q“ﬂlﬂlﬂﬂﬂ& | mirﬂﬂﬂﬂy.Manypmpl:dnngﬁ:uditac:ﬁﬁtnbl&ifynustaﬂmﬁamt
13 Brm, strzipht and confiden Al A, mmmmﬂmhamw . like —“¥au must be bMr Hardy. Sir, ["ve heard a low about you and your rise to
bight are most ur.'twelnmn:mdﬁ, op mhﬂke of & handshake that js poo : suceess despite your blindness.” This is ot a compliment. It is rude and
s Withdye 0 U5 avoidahle. i unaceeptable. Many people who are physically challenged, wans ko lead 3 nomal
mhmrmhm m“*“mﬁtpﬂluﬁnnwm Your voi e lifeand reot be rerminded of their deficiency: Similarly donat start by —bdadam, 1
If possible W00 lowd. Please gy alking |}y ':'-thuld]:.;aud!b : know that be is Jooking a bit dull eeday because of the cold he has caught but he
&2 10 the person and prpgy B, dly ing crowded sivation. | iz quite well quatified otherwise,” Aitments and physical deformitics should oaly
Impovtagee of Greefings ang Respon be discussed with a physician or Doctor,
g . , . N .
We need mmm that whog we . m-nlid qnﬁdy_hnhlt&. Dun_ngan muudmmdqnmangagelmunml:l}rhahlts such
sctually wishing for their wielltes Efﬁﬂtpeuph OF pes . as picking your twse, apping your feel, scratching your hair, rubbing your face.
instance, i yon mret u person, “being ang hope that lhm“'i_t“'fh'ﬂtr greelings, we 8¢ They may appear navsealing and repulsive. ldentify such bad babits and try to
'Wh_n sand it weas E“Dﬂ?‘,th;:;hnw t youy ‘Eﬂc:ly ""'""_have a good me. Fof petrid of them as soen as pnssihle-_
hlll'l‘Fn.;g-WE ATE Nt rigin sl:hl'-'ﬂh&., i lakey . el “‘"“‘}Dg,’ with alinc Sll-l':’t' as = Keep covl, do not freeze: We find this advice on top of jam bottles— to keep
that it should be 2 pogd MOty st MOTDing a5 Bt ¥, besides being rude, i3 "'Fn'r thejam bottle ina coul place like 2 refrigerator butnos to freezs it in the freezer,
L5.2 Meetin & +Tather we are simply Wi The zame halds true in case of an intraduecton. Youneed to look reserved and
X & People and [“tl‘mi eomyfident bur if vou overdo i then you may Appear b be snobbish and mada. Dre
What would yoy 4o when “ﬁng Yoy Csell wiould like to e inhudu.]c:ed_ toor by 8 gregarious yel respectable person. So, thiy
Other persop, Properly g Ptrlh:m Wilegg ¢ balance needs fo be mantained.
or ] [ . . . .
Afier Dreeting iy ands ﬂfﬂmd:ﬁ& first time'? e usually grﬂﬂlth ! * Mind your lieguage: Lise of foul Ianlguage and abusive words are unaccoptabie
Whatis an | Wa leny] - Hueties, | in decent society. They should be avoided despite the knowledge that the person
_ nhm’“fﬂﬂu? b uCE fyr : towhom you arg introducing yourself te (s known to uze such a language or iz
E 'J'l“l:ductiun 13 fonpy pr sehves. i comtortable with i
OtheT Persan’s g SNyt
Sulfmriructlonal e and M“‘Tﬂhraﬁrum BEMSOn 10 amother. i whi his ok |
W Materiol mdﬂta"i &r, Lt which eac | Belf-Imateuctiona!




w of Gpokan » {pen l_nln_dedntas‘. Ta a great degree, huve an open mind for the [rerson you
Vardrus are takitr 1.1:|.1I1:ud1.11:1'.i|::u irom. Beware if you bave been advized fiom reliakle !
BoUTCEs tegarding the barmfil qualities ofthe person bur courtesy demands that
oS you give the person a chance to prove your sources right or WTong, -
16 INTRODUCING PEOPLE |
— |
_ :h““?':' Bes in the way of inroduction, It's not just |
et and expenencing the warmath

eliquetic should be right so

Here are some ways nf'ilitn::rdmh:g:
1. Initial sieps tomards imraodociog somenge:
A, Enow whe should he ;
inreciane oo ! s mtmdu.l:ed to Wh%[; The common rule j5 o
B. Ifyauareuntawareufthcd It i

kot =ignatica then imtroduce the person

. Ilikis a business Pany, the client shoyld pe introduced firg

D Inacavsal settie 5
E}’ﬂll.kﬂ.l:lwﬂ'b:m P’Eﬂ'ﬁﬂﬂﬂ]l}' usﬂﬂﬂ:jj'ﬁm

Friends thiz is Rav
F. Make syre 40 make:
€78 Comtacy with
@ fim handehag e Plﬂ}ﬂ&pimm ru]-:jih? Fﬁmn_.hneyc contact and
MO g people.

. Keep the gender in mind while introducing: When introducing a rrun

Impartance of Spoken
English n Firicus

Fomnal setting
» Customer to sénior executive: Mr Singh, please mest owr Senior

Exceutive, hir Koy
and woman 2t workplace, always keep in mind their senionity and designaticms:.

Iviz common prachce to Inroduce A LY & Wottka,
6. Appropriate body language: The aglity and alertness of mind confirms
your intepest in the person and it isan indication of genvinemess of mformation.
Slouchitip and yawntng indicate non-interesting and boring roments. A

confident personaliry speaks volume about the person and leads o an wkpirng

mbmducticn.
7. Break the ice: Itiz important to get them It convETSalion, 8 WaITD $E550n
eeds to be planped bele you [zave theon io each other's company. Aavaid
indulging in serons discussicn abot wopies which will lead to emberrassmg
mNTIETE
§. Go slow when you do not remember a person’s osme: T sometime
happens that vou suddenly forget the name and credentialy of the pevson

you are going to introduce, Thers ways to tackle this peoblem, For example:
s You gan alweys apologize and say ‘[ am sormy that { am umable 1o -

recall your narne, Please introduce yourself”. Be humble and polite in

handling such situAtons.
» Here you need make use of your presence of mind, oo prelext of
SOME ETETECOCY You Gan request the puest (o introduce thom.

1.6.1 Saying Thank You

Thank you is a word used to express one’s appreciation and gratitude towards the
perscn who helped you in diffieult times. You can say thank you in person, over the

phote, o in writitg. Follow these casy steps (0 find out bow o do it the nght way:
He Genuine. When saying thank you in person, be outhful. Teshould give the receiver
the feeling of geniuses, it's not a [ormality. It can be dope m the following manner:

s Speak clearly with an even tone, and show thal you mean every word, Don’t

furntie.
+ Usesincere words. Be original and show it with weprnth and affecton like "Thank
you so much for deopping me home.” L never could have made it without your

guidance.

2. Choose the wirdy carefully
When i“h'ﬂduciug
Someene be wanr, lfectionme and have 3 pleagant tone-

[ Plﬂﬂﬁﬁm:ﬂ _____

& May] callupon ,
* lem honoyreg 19 ntyodye,

* Mayl mimdy e

Inaq mfurmnlaﬁhng_

! a0 nap
1.

with full nagmeq Iushuwtf]:ﬁ::t} th
I detaj)g
be chopy- Talk apy $UME commog, i
in

3, ;;hn intrn-ﬂuttin Shog g
Al they share Which wily help th
Neadoah

B, Saate tba irtoge ineo
wharh selephand
mmm:. : -,
be divided. 4 mhﬁ“’“hPmmﬂimgm
% How woald you - n.fm,,zmﬂym which will coma hady
Mg E tbe i trod e
* Guests in g, birs Sharr, e

define the term
———

* Friend iy
Areeting Colleagy,. Rohan thiz i3 Reena

| T T TE T
3 koverral

Chweck Your Frogres

Menlion they, ﬁttl:g_]jkch.{n Mrs, DI

I » Bespecific.
Correct body Language. Maintaining the rightbody lenguage showcases the fact thar

wour really mean il
» Eye contack is very necessary.

» Face (he person you'Te thankiag,

» Hug the person itheshe is a close fiend ot a relative.

» Shorw your erwions,
Make o phone eall. 1t°s not casy to commumetate over ihe phone as you are net face

perest
Lo face with the person. You need to pay aICTHON 10 SOMe important points in such

ealthy

Cages, these ane as fallows:

EelF ot iona)
Marriy!
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Therek Your Progrem

10, What jg the
Sgmificance o upng
‘Urmnk your' i g
FORVETSEL 0T

11, Whay e 1he
chercteridtics of a

iwad phose co(H

Felf-Meatruptiomar
M Moo

D

* Llaty in voice: Speak with case and compose your voice .see to i that the | I el ) Aent
network is cléar with po disturbances, ! 1.7 SUMMARY Ewghis
R mﬂl?"fﬁm;l'm. acall st a time when the veceiver is not busy. and » Wikipediadefines dictionary as* Collection of words in one or specific language,
mm 5 "ds,-mﬁ,mi eI resting time. [f making long distance call take into oftcn ammanged alphubetically which may include infarmation on definitione, Lesge, NOTES
m = chvimolegics, phonctics, prosunciations, ranslations ete. ora book of womnds in oot
* Ketpthe conversation shortand previse. \anguage with thei cquivalents in another, sometimes known as Lexicon,
Send an email. An email is an informal means for et is themmgh browsing of the introduction
acknowledgement it may ot have + The smartwary to leagn to use a dictionary 19 gh browsing of the i et
Eﬂe samnllmpaﬂasntale!:rhnmc comyersation. However, it definitely doeg Pf';t Forward gection, it will give an insight into the usage of abbreviations and protunciation
mmmmmﬂn recelver. An email can be used to say thank you in the following symibols.’
. # Refore vou go through the dictionary familiavize yourself with the proaurcialion
= Make it personalized. Begin with ‘D‘Eﬁr'mdmﬂ]ﬁitprwise guide_ Haviog an idza about the guide makes the task easier. .
.Mlmmmmmgmﬂmmdmmms ntalot oftime + Some of the dictionaries alse give the synonyms and the antonyms of 8 word.
mgmnplel:mtﬂmthﬂclﬁad}rsml:mruﬁng& i : » [n phonetic transeription, a larger 8¢t of symbols is used to captutre more phonetic
= Make use ofthe -_,;:ﬂ. Send somg phiotos of the gift to show the nemmon that hoW details regarding the tangible produchon of the uiterance.
Send }WM ] I:;Eﬂﬂmdhnwm“ﬂh;:j“smm_ F s In broad phonetic transcription of spesch, itis notatiempted toreeond the huge
I A S, Tthecames eacy o send mumber ofcontextual or idiosyncratic variations in proounciation thar take place
inhibitions. Tf you text the pﬂmﬁmﬁ::;@“g“ﬂ?ﬂu can go ahead without any in r;;':ﬂh ariee F
peTRMOA mesgy | his/hes bame theq it a )
facd . &, for examgple Atnit, thank mﬁumchml::h:::ri:hmmn a » The chjective of a troad transcription is to record the phonernes wsad by & speaker
* Avoid being over cothusigee Keep the megsa rather than the real spoken variants of those phonemes that get produced wheo a
around the bush, frRealing the same thing again sicdt: the point and don’t beat spealcer speaks a word,
* Serd ameaningful text. Be sopseiq usof prammay dgam' . » A narraw phonetic wanseHption compriscs phonetic details that cam wsually bo
Dom'tuse too mmuch flowery language; kwpitsunﬁe Fiicmaon whilstextiog predicicd by the *rules’,
Mﬂﬂhﬂﬂhibt-lﬂw mmmlﬂﬁ: - LE“BEE iEt-hﬁ n:laul‘re deme nfm wim Whiﬁhﬂ_‘jjl'llﬂhle 1..5- lJItEIEd.'
* That was so thowghum] of you, » Siress is usually studied from twa points of view: production and pereeplion.
* You=awesome. Me = graieful + The inflectional morphemes or suffixes are not stressed and do nol affect the
* You are invalusble 15 me, stress un 4 word.
* You're alifesaver. « Allthe syllables in the word do not receive s:lm.ﬂarlund of protainence or Stress
'hmﬂlmﬁmitmm“,mln : whi:hnmkesthelmguag:rhythmmurmmuriﬂ- o 1
!?uumwawmm:bﬁ * Thank you! » [nicngtionst choices mads by speakers carmy bnguistic information and perform a
; ng. ety of futictions,
+Ih Appresi vanety o
) ?mﬂ:l,im m]. ll'“'-“cﬂuna-n_ » Grammatical ittonation helps to idenotify the gromatical strocturs in speech,
+ Thank yay |; | : Petson. » Caurtesy means being polite to people,
T, * mhﬁmgﬂ‘m For me. a Faoliteness matkers constimle the wse of Please, Thank You, and Excuse Me in
¢ TOuETemy parachpa owr dlaily covetsation.
* Your gestures iy touched our fiyes « When you ase prateful [or good things your approach becomes positive in every
* Yourkind deeds kecp mg gy " TADY ways walk of lifs. Practicing gratinude has shown remarkeble bealth benefiis boostng
* - You for your e : - ome's lifestyle and overall well-being.
. “’Eﬂrch]mad that « Merriam Webster defines 3 compliraent 43 “an expression of estcem regpect
¥OM arE part ;¢ affection or admiration, especially an admiring revnark’,
» Compliments ar: extraordinary expressions which create positive eneray.
Self fmrtraetiont
it kL)
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* Acompliment should be wholesome to have the impact ATICE |
. and relevance it deserves.
Some of the attributes of a compliment are as follows:

()} Speak your mind.
(b) Donet expect anything in return,
(c) Do not exaggerate with fancy vocabulary which make no sense.
" A:mdmg 0 Wikipedia, *in linguistics ang ETarmmar,
lerms of opposite menn g which
phrases, clauses, or other utterunces,
# The modal verbs 121] us when something is certain, probakble
= A pood telephone can VEPRALEO o) s
1 ! SUTeS pirRctice and
telephone conversation we need tg adjust the tone ::-f‘
- f]]’-l:t:ﬁng'ﬂﬂ}l: act of welcomin

affimmative and negative ar
muy be applicd 1o statements, verd

orpossible

skeill, Also, foran effective
T ¥oice,

* Anintroduction is a forma] i
told the other person” Presentation of one PEISON to another, in which each 18
o Atthe initi * fameand other relevant detailg :
¢ mittal stage of tha i :
" . do not .
1::11 :Lemh'udl.mllg} deformities or ailmens er:ﬁﬂi::];' the person’s (whor
® Tha }ruui.sawurdus:dmex 3
presg iati .
person who helped you in diilﬂi:ullutir{:w:]lm:;S PR and gratiude towards 0%
= Anemail is an informa] Tean I
5 fi :
Impact as a telephonic cﬂnWr:ar?inacknW]%m“t‘ tmay not have the samé
1.8 KEY TERMS
* Intonation: | ; N
R trefiers to changes in the tong or freguency oF sounds dug
ress: 1115 the depree ul."pmmmm,;;cm syllables _ dLH‘mg e
= Syllable: It is the smallest unit of :
L it of
distinct sound element withing mnﬁmh ther formally oceurs i 1solation, o 3
= Conversation; It e inf; l |
o p:uplcl fﬂd"ﬁ-[l.‘l ]t'l]mm] til[!.: i“'ﬂ_:.h-ing a Emﬂ“
* Gestures: Th e
S ese r:f‘r:rlumnvﬁmnmfa i
mieariing, Partofthe body (hand, heag) 1o cxpres®
* Posture: It refers 1o particylar |

Position of the body,
1.9 ANSWERS 10

CHECK YOUR PROGRESS’

often armn : lection of A

El}“"“'”ﬂifpgﬁ?malbfw““ may imlud: e e OF specific languoE®
. L o P

langrage wigy g, 5',|’I'I'“'3L"'rfhmsm3~ translati OMation on definjtions, usa2®

Manother o, 'H:t:]: thI;:nDI a book of words in 07
7 H?'ﬁ uwn a5 L.E . .
as Lexicon.

10,

The two words at the top of the page are referred as guide words; they guide us
to locate the word in the dictionary.

. There are two types of phonetic transcription : (i) broad phonetic transcription

and (ii) narrow phonetic ranscription.

. It is advantageous to leamn the intonation of any langnage as it performs the

following three functions,

= Presenting recorded ullerances in the target language which learers are to
imitate

= Evaluating a leamer's response in regand 1o pitch, volume and lempe
e Displaying a leomer's degree of desvaation from :'Ip[‘l'l:_':nl:l;f-i_'lll .'i.l.‘I_IiI'IE.,!:i

. Politeness markers constitute the use of Please, Thank You, and Exeuse Me in

our daily conversation. They not only refleet good manners but also show the
development of our social graces.

. Merriam Webster defines a compliment as “an expression of esteem respect

affection or admiration, especially an admiring remark”.

_ The modal verbs tell us when something is certain, probable or possible. We also

use modals to talk about ability, secking permission or for requests ete. They are
used before verbs. They express permission, necessity and state certainry.

. Telephone conversations can be divided into the following three stages:

e Receiving

» Speaking
L] Ckﬁiﬂg

. Greeting is the act of welcoming or saluting someone on meeting them. A greeting

is usually the first verbal commumication one makes with the person one meets.

“Thank you' is a word used to express one’s appreciation and gratitude towards
the person who helped hinvher in difficult times,

The characteristics of a good phone call are as follows:
» Voice should be clear.

s Timingshouldbe suitable.

e Conversation should be short and precise.

1.10 QUESTIONS AND EXERCISES

Short-Answer Questions

1. How would you follow the guide words ina dictionary?

2. Differentiate between voiced and voiceless sounds.

3, What are the attributes of a compliment?

4, State the guidelines that should be kept in mind duning a telephonic conversation,
5. List the steps to be followed while introducing someone.
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Loup-Answer Queshiany | Frmer g
L. DEﬁﬂ"f the:temms “siress. Discuss the rulcs for placement of primary stress o6 - UNIT 2 FEATURE WRITING
2. Deseribe the Hallidsy's Model of fanctions of intonati | Structure
1 Wh af fanctions of ficmal. - 20 - NOTES
- What is e cone : A Inmeductia
advantiges of E";T;L ﬂ:mplemenung people? Identify the attributesand | 2.1 Unit Objectives
- i ' 1.2 Article Writing for Magarines
4. Dracuss thr guidebines b be Rllowed 22) Artick Writ
: Imang A ; phigers
commversifions, by mangersandsecratarics during elepharié 2.3 Asticle Writing for Newspapers
' 231 Aricle Writing
111 FURTHER READING i i:; Interpretation of Charts, Diagrams, Graphs and Tables
— 28 Key Terms
Thnrnmn.hlnnﬂhlarﬁmg.&,vlg ¢ "
36, Prars, : , 17 Ans to “Check Viomr Propress
Press. fical English Grammap. Onford University ; 25 th::?:m and Exprrises o
Tockoo, C., Shashikymar .. 149 Further Reading
Catford, 1., 1992, 4 Hﬂ;i:':j:fifmduci He Ef with purpoze. O ford University Prass.
Hockst, Charles, 1938, 4 0% to Phonetics. Oxford: Clagendon Prest | 20 INTRODUCTION
Crystat, Bavid o1 UFEe In AModerm Liﬂgﬂi.g!‘fc.g_ Mew Yopke: Macinillan I
El, - A Dictionary of Linguistive gng Phonetics Ca brid Mﬁ ' Article writing for newspapers and magazings requires some specifie sel of skills to be
Iackwell mhbridge, i honedand developed, Thisunit highlights socme of such skills to help stodents uaderstand
Eﬁwﬁﬂci; 993, mcmlbnﬂ‘ge Encyclapedia of Eng the imporiaece of feahurs wriling,
- bridge University Pregs, Mg Lamenoge, Camhridgts Pictorial or graphical presentation is an camemely valuable component of wiitten
-Kathy, IBH.AMEH'LWEH;'“E and Speckd communication that ofien substitkes or complements wiitten staiemenis and mikes the
- Hadfield, 311 and Chayles, 1999, Simple Lister; AEUK: Oxford Univergity Press: communication focused and appealing, Eye catching and expressive graphe and pictires
Otfard Unive rsity Prage tening Acttvitivs (Oyforg Basics), UK | als0add value o audic-viswal presentations.
Tanka, Judith
U;If_ Paul Moat .l 995 Interactions One: 4 Livten; :
Book ISA: MeGram-Fil, tening/Speaking stats | 2.1 UNIT OBJECTIVES
« Dhscuss the origin and growth of magazne; and tewspapers
» List the siops and proceas of arficle writing for magazines and newspapers
5 # Drscribe the process of interpredation of charts and diagrams
i s Explain the intorpreiation of graphs and tables with the help of sxbubits
" 332  ARTICLE WRITING FOR MAGAZINES
The first ine was published in the lale eighteenth cenbury i Lindon for ihe affivent
class, 1t was named ‘The Gentieran's Magazine®, The editor was Edwan] Cave who,
for the first time, uscd the term ‘magazine” for bis periodical. The tenm *magazine” hag
its roots in the Arabic wotd *makhazin' meaning a place to store: things or 8 storehouse.
In Russizn, shops where things are kept or stored for selling, are Inown as magazines.
Mapazines are media that pressnt opinions and analyzes of issues in depth, which
ispracticelly mot pocsible in case of newspapers. As ey are not prislished daily, magezine
| getenough time Lo work upon the issurs to presenl research-basad atticles atd stories
" indetail. Mapazines help masses in buikimg opinions on specific social, political and
1 Culhural isswes concerning Mhem and their sociedy, Felf-fanrecitensl
Maperusl £
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1. Wt are the yix
sagentlal guuemtinte
ol artk e writing for
i gErhy T

2. When wim e frg
magExm published
and what wa it

Felfinmruc ol
W} Marerun

- l_tUmnll:,r, MAEAZites cover a variety of subjicis Like at, cinemna, politics, relighod |
o iteratare. They cater ko '.h': necds of everyote, There are some pther magazingd .
Lfe concertied aboul specific subjects like poliics, cinema, dalits, tribals, literziure |

and s0 on, Such miapazines are iargeted Lowards : i .
1 Iﬁ -
m%m,mdﬁ]uhms: -I}T,EII:E_?:“ f:lla“dll!:ﬂn&, Magazines for

Megzzines are also available on the 1
They shars some feanires with blogs Ilnil al?ul:i.gm known as gnline ragaznes.

magszes fhot ooline newspapers. The onlind
BAZ “I€ & part uf,lh""_ World Web Web are calleg weﬁz:;: The suffix

. mhution cam _
abbreviation of the ward magazise “amed out electronically” whare ‘zina’ is a0 i

w252, i till importantin this form a0 |9 DEWSTaper articles. In g0

Wha? oumalism to amspor the i quEstingg:
What (or whtat happeacdy?
When?
Whire?
Why't
How?
Thertstofs Magsrine g
A feature article ml’“m#uhrm-mh elaborates on these .
And perspestive on “ihg sxm-_;,rw] #730 depiby o, asuhjﬂtm’ ORED in somme derail
YPe of feature artigle. g bediind 2 iy O "the per o+ 108 Feaders backgrouod
might ke o g0 {orjugr e mm;lc, ocuses o mﬂb:rhmd 8 Story” Ancthe?
~ Mapazine artjp)aq ine I event where reade’®
lrtEl:lES. Sﬂmmmsamawh;#:i:?:m and Eraphic apy More
A Imponant persap, m’ﬂ]‘lil]{m':gﬁng bs M extar o intEndgw:?:? than newspap®
Persen, ith a famous pereoi
23 ARTICLF. ‘W‘RITm G

phm]]s aI \ '5
A TEWSPaDer coyers Enown g ot 'S'“TUB of its contents. It !

mmamﬂﬂ [{mi:ﬁ;a_ﬁtt}' of 1Opics,. Th - !
%3 busings,

regarding business and cconomy and issues that affect the business or are essential for
business. A newspaper of peneral inferesi caters to the needs of everyone by covenng
atories on national, inlernational and potitical 25 well as social events, talzo informs us
onbusimess, crime, spons, literature, fashicn, films and other entertainments like puzzles,
eftie Snps and featares on food, places, personalitits and Ane aris. Weather eports,
forecasts and horoscopes are other attractive features of & nowspaper.

A newspeper is known by its editorial writing. In face, the editorial page reflecis
the policies and ideology of a newspaper. Editorial puge containg editorials written by the
cditor or by the editorial team on current isswes, articles by gucst wrilers cxpressing their
OpiLIOoNE oo certain i5sues and leters to the editar column,

 Newspapers can be categorized on the basis of iheir periodicity. A daily newspaper
iz issued everyday and a weekly newspaper appears once a week. Weekly newspapers
are usually small tewspapers appearing from districts or small towns. They depend on
mainsreain inajor papers for their cottents on internatiosal atwl nationa) fysues,

U the basis of their size, pewspapers can hroadly be slassified into twa categonies
namely, breadsbeets and tabloids. The size of a broadsheet is 23 5 by 15 inches. Most of
ke dailies are of this size. A tabloid iz 11.75 by 15 inches, i 2, halfthe size ofa broadskeet
There is pne mare type namnely Midi, which is not common i India.

Newspapers that cizculate nationwide are known az a natiooal nevspaper. Most
ofthe by spapers have their regional offices at various cides in arderto cxtend their
reach. Local oewspepers are arca specific. There is shill another category of intcrnational
newspaper the contents of which are repackaged as par the needs and taste of foreign
readers. This fype is unconwnon in India but as alotest every nebonal newspaper is
available oninternet, they too can be read worldwide.

In the lest decakes, due tothe growmg markets, rewspapers have become more
calenrful with a bundle of advertisements and celebrity news, Most of the newspapers
are cimiag with various pypes of supplements bo cater Lo the needs of varous sections
of the society and also to keep up with 1be recent trend of value additicn,

Origin ad Growth of Newspapers

The privting press immediately after its invention pointed the Bible, and lalerwas used to
publish books that became the basis of various debates and prowth of knowledge, It was
many years tater that penodicals were published. Though the firtl ever example of such
a pertodical was the monthily NMotizie seritte of govermmment of Venics m 1556, Thess
were hendwtitten newsletters that conveyed political, military and ccopomic aews to
Ttalimn cities 61t sevenmesnth contury.

As has boen stated, Relation alfer Furnemmen und gedenchwurdipen Historien
in considered to be the first neaspaper. In 1618, de Dvich Cowrante published from
Amsterdam was the first to ap ear in the foliv size. The firstwwspaper of France was
La Ciazenz {originally calied Gizette de France) published tn 1631 Tn Portugal, it was 4
Gazels {1645} and in Spain it sas Gacete de Madrid (1661). The Daily Courant was
the first Enplish daily to be pu bhihed during 1702- 1730, though some oiher sources
describe London Gazetie of 1566 s the first true newspaper in Englizh,

The actual growth of (4e press or the nowspapers started after ihe Indusiral
Revolution oo one hand and phe emergence of democracies in Extope, America and
Canada on the ot er. The press grew in leaps and bounds with the rapid technological
growth in the developed world, where the printing technology saw a quick shift from
lemer iypasciting and peddia press o revolutionary desktop publishing in less than a
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cetitury. Prnt media joamalisrn is still gving strong in spite of the pegrudarity oFtelevisin
I;mdlhﬂhlmltﬂﬂﬁfﬂrﬂl“ﬂiﬂﬁ‘ﬂmpﬁutlumdin, television and cnline are included
In the tetin press, a5 it represents jotrmalism,

The growth of journalism and media bas reposed new respansibilities and i

expectations on this profession. Tt has been by
EWArSLESS amnngciﬁz:mhypmﬁding them

Newspaper as the Fourth Estate

In the mid-niticteenth co
parliamenis and other

and large fulfilling its role in creating
Deeeseary news and mfmztion.

otury, the press assumed the stang of fiuh estate, with mast

Bovemment bouses setting aside areq specifically for the press.

Fdmund Burke, first coined . _
debate in the House of Commang, Ighe term Fourth cstate in 1787 in a parliamentary

while: referring to lawyers, mtﬂ-f!lﬂngqm]_ Earlier writers applied this ten® |,

luthepresemﬁm tive ang | BeS herween
8, we fing ; ; P59 pattizan,
dectocracy called chanbhamp, E,"d ‘0 Indlia thar g[f e gy, o
Al are aspiring for gneps - - ELIBS) by Ram hgap 1 1o COMPOREALS
SeED CToasing intancos ogian B0 e e gy OB e at 1085
Stiudicial & 0fhe constimtion, Weho*®

conte o mﬁhﬂndlndcm?“isim!’? tprmgmﬂhﬂ?] 2150 $een oxoassive 1S of

Origin and growth of newspapers o India

The higtory of newspapers in India is also very intersting. The spreading sende
vlobalization and the spread of western education amongst many such Indians who
wisheed io be abreast oF contermporarny developrments in the world hasiemed the imroduction
afnewspapers in India. The frst newspaper of the country, Cafentta General Advertise
or Hickey's Bengal Gazette, was intreduced ia Calentta (now Kolkatz) during the
17805, Along with English newspapers, newspapers m regional langnapes, such as Bengali
and Hindi, made its way much later during the second helf of the nineteenth century,
Samachar Darpan and Bengal Gazere (both in Bengali) and Samachar Sudfa Frshum
(in Hindi} were the prominent vemacular newspapers, The Hindu became the first
pationel pevapaper of the country and so0n it established itSelf as the voice of the naticn
dhuring: the establishmet perind.

Since then, many popular newspapers have been introduced, such as The Tires
af India, The Telegraph, Hindy, Hindusian Times, The Rateskan, Ecoromic THHes,
Anadabazer Patrike and The Tribuns,

2.3.1 Article Writing

Gemeral Information

1. Colleet information: Doce you have decided what you are gowng ta wmic
ghiul, gather the information needed to write the article. Presenting a slory Lo

readers whe may etherwise have no knowbedps olthe subject is a big responsibiliry,
s callect as much well-researched and firsi-hand mfesrmation as possible,

7 Conduct interviews: Mews stories are enhanced by accounts from first-hand
wiltiezees and peaple with expert opinions. Identify the main players in the story
and ask them shott, specific guestions sa that their answers suppiement the
information you resent i your pews arbicle, .

3. Performa fact check: When you wiite a news article, you et a rgpemeability
to your readers o present completcly gocurale information. Getting a fact wrong
may secrn insignificant, but it has consequences; aside from rouble that could be
caused by mismfoming the public, your reliabilivy a5 2 joumalist conld come inta
faestion,

Process and Steps

1. Write a Readlime; The hepdline of your story should be & semtence Gragtrent that
succincily stuns up its main point. Use catchy words bo attract alicniion, but maks
sure the headline is representative of the actual conlent of the awory.

7. Create 3 Lead: The first sentence of 8 mews afticle is called the lead (also spelled
‘lead") and contains th 2 story’s most essential detanls, Even if people don't read
pﬂ!-tﬂ:lﬂ‘ﬂﬂ'd. wmﬂdmgawa}r ﬁmnthesmryhm'mngthenﬂin giET_ThI:
lead is writton it thind -7erson and answers the classic s story questons; who,
what, when, where, wity and bow?

3. Follow up with detatls: Fill out the story with detils that provide context, the
opinions of prople yo winterviesved, sod any othor necessary facts that readsrs
should know o complately understnd what happened, Each fllow-up
has its own main poist, and no parasraph is longer than about 50 words,

Bl Sroanmaertan]
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in muind. Tables and charts can be inserted slong with the text or towards the end as
anmexures. When the tables ara lepgthy and constinue additional information, they are
carried as an annexure. The skill of the sominunicator, however, lies in introducing an
adequate sumber and variety of charts, graphs and pictures along with the textinsuch a
way that the overall impactis high.

Choosing the Right Chart

Aswe havenoted, there are tnany types of charts, praphs and pictures. Each of them
s advantages ormenit: and limilatons. Sometimes, there is scope ot Sine Ay oo of
the bwo or Wuree types of chans in the context, The business writer bes to decide on the
most appropriate one. In doing so, the following guidelines may be kept in view,

The appeopriateness of the chart or graph would essentialby depend on the context
or subject covered and the Larped graup addreszed by the communicator. While tables
and pictires are widely understond, corain kinds of chants, graphs and dragrams cell for
2xtra efforts, and may not ga down well with the lay reader, When the target group s
the peneral public, and not a highly literate asd well-versed section, simpher tables, charts,
oraphs and pictures would be appropriate,

The second important aspecd relevant to choosing tve right graphic is evnphagis oF
forcefulness. A table or & chart is often usad bath For Information and anaiysis, The table
or char may mubstitule or complernent the written 121 The table, chart or pacture may
be in black and white or colour. It is important to choose the chart which readily brings
out the core message. The size of the bar chart, for exarmple, readily brings oul the
prowth aspect Similarly, the line graph clearly brings out meoverrent or fuctuation. The
pie chart gives the share of each cormponent wn the table, Choose the graphic thal is
televant 1o shaw those areas that need emphasis.

Pictures oflen camy more appeal than words. 4 good picha: appeals w0 all scenons
al people—illiterate, serni-literate and highly literate. A good chan or table nvets abiention
and gets registered in the mind of the reader, When tables, charts and graphs are uzed
effectively, the reader is in & position ko remember the message much better. The
positioning of the image should al§e be very appreptiate. it should be introduced al the:
right comizxt it the text, Fqually imporant, it shonld have the night eize and froquendy to
erhance the valug of e written text Too frequent and repetitive graphics, howrever,
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T have to he avoided, Well-inseried tables and ¢harts also serve well in breaking the
T onotony of text reading,
2.4 INTERPRETAT] 0N OF CHA Yet another point to be noted while choazmg the right graphic is the specific
G HS AND TARI, RTS, DIAGMS _ nature of the subject maticr. Whes the matier is ofa techical or seientific nature, and
ES ' : ihe literaiure is fecact 7 reseanch onganizations, professional or mdustnal sstablichiments,
Ledus amalyse the iﬂlﬂm\____/ rebevant details will have to be covered, Keeping in view the target sections, more
i Fhans, di i % atvd drawings may have to be used.
Check Your Pragress ln.trﬂdnr.mg Tahles, Charts ang . \ATams, graphg and tables cnmplﬂ.:i c]]::t:, gt;rnl:;hS,dl-‘ﬂ-Erﬂm £9 may
3. What way the G || 1175 DECES5ATY t0 have Blear , : Adttention fo deta _ _
Crpupet of PRCURes are | m“ﬁu;'ldmmmmg T the mag In presenting tables, charts and graphs, dugattcniion should be given 1 all the relevans
s ey ||| 272 menable to pictorig ang ion. Bugipeee - #hich fables, chartsa8d | details which make the message clear and complete. Every lable and chart shouid bave
& Naresnmm orane ||| O CBNB0cE extengive oy Sraphical presantay,, I fap < Comstinute an | acleartitle or caprion. The heading should be bricfand cléar.
popular bUml:ljtss Tepony. Apay rmm?ﬂm”s“mﬂmhlﬁ Atwl Chan_gt?m '“ﬂﬂ}"shu.sincﬁswﬂﬂd‘ The quantity md amount biave tobe clearly raentioned, Decimal points need 1o be
e souced ?rﬁ: e, booklers, ';Z;L“hhs d chang gre m{:" 2atal reports and 6 | given only where relevant, Simitarly, rounding off figures shouldbe cvnsidered whenever
xfier The Hindu, mﬁﬂ:f;‘: :;’ _':_han has 15 be cgy :ﬁﬂu]j:z:'f‘ PRI g ﬁmm:u’:l:ns!w]y in bm_n:l_iﬂ'f“;; ; there i_sm;nem;l to be very presise, For exataple, whe.n we refer to the growth in bank
extent thp tuh;lmn takj-ng Dlace g5 4 e Med, | du’i]]gm ™ Kﬂhmm Fﬁﬁlmﬂh ! depe:ats, il may not be uecessary 10 say that the depasits fmraw ﬁq;rm? 489126 crore in
Sl P ten e efpera ) & U'l'l:han iESLIhEIjl‘“‘[' 5“![ ur“m il'ﬁ':l"[jn , cwml mkmm | ' mzml tﬂfﬁ-l.ml-ﬂ-ﬁmm hmchzml ':h'.lﬂ'l.l: Uu"ll'.-'l.'htlﬂd, lt"-'-'ﬂuldhuappmpriat-: M ) et (!
G Msierit g ar eom nofthe table or chart, To ¥1°* | o a

ling the wWritten taxt js to be b0




Kot faprewciion )

Lo sy That 1he deposit growih of the bauk improved from 13,6 pet cent jp 200001 o
lE_~.E p-:.mfntlm 2001-01. Such attention to detail trakes the table or chart more reader
friendly. Similarly chents, graphs and raps witl have to be drawn toscale, and the scale
(ory) hould be memicoed at the hrtiom. Yot anaiher detatl that needs much amention i

the sonrce Dfﬁtdﬂl&ﬁemmtﬂf&damhu -
310 be cleard
ofthe table. For exarmple, EClearly mentioned at the bottom

L Buurce Annual Repores of Public Seetar Banks.
3 L
wg Feport on the Trend and Propyess of Banking in India, RB1, June

3. Soorce Armualﬁupuﬂliﬂ]l—ﬂi, Coffec Board.

: _ o quality, amveunt and preriod ma the
nture table or chart moaningless. Stmilarly, mention of the snum::;::}?udnf::t: the

will al o ,
or seeondary sources of data. alio sufpest whether it iz buged Cily PIUmACyY

1. They break menatony.
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Exhilbit 2.1 Growth af Unfversities in India

. Voiverslty! University -

1 Yerr bevel Tnstitutlons Cullegea

I 19:90-11 32 fa5
19 B0 i 1,542
1970-71 102 3,604
| 5 34-B1 135 4 12z
1901k ] Eod T.3d5
PLIL D 234 11,542

Saurce; Reports ofthe Univecsity Grants Conumission.

! Exhiit 1.7 AN India Growth of Sindewrr Envolimeny Since FO50-3F

| Incrense Oiver
Year Tuinl Eoelineonf Frevious

) Yoar (%

i 145051 1,731,696 —

i 134041 5,56,559 15

! 18710-11 L5353, 700 9.0

. 1980-K] 2,752,437 3.9

! 190-01 4924 868 1.0
100801 6,199 443 43

Sounree: Reports of the University Grnts Comumission

The decadal growth in the rurnber of universities, university-level insinmions and colleges
in the country during the last ¥ years is presented in the table given below:

Exhibit 2.2 Bramches and ATk of Scheduled Commercial Banks (28 on March JA0R)

Hara Geup Korikar of BayoH s s hu trrivie = A TRA O - i .q'.l'llh
P Sambk | Wrban | Meme- T | Onehia |[CH-mha | Tolal AT -
nkan pxilichy (1] =]
T nias.
af of
il Ebirothen
Al
q 2 1 4 5 B T [ [ 10 m
gpeA | &MEv | BOTL | WeYM | WX\ | BT TREM) A -k
| amti O _-MM_LJ&JJEJ.H'_EE___ P 3]
1554 | 194 ma| sEm| BN | MAd) 28T4) 31g [* 1
appd | 1271|1478 | d42na ) sael| Tam| gl B0
miFcmipnbents | 4 a =, 2| M| W TR 05| Tus wra |
Niried 4a b by = OBl -||3_1.|a| 26T | 13T | M | 2adeS | 1ROM| 4385 415 E-ﬂ_

Sowrce: Trend qnd Propress of Bemiking i fmffe, Resenve Bank of India, 200205
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Charis

Charts constitute yet another popular mode of visual communication in business, ¢ harts
can he u_se-i errceﬁvclymdepic_iurganlmlinna] structure, decision-making process,
E::::cunn process and flow of information. Quite often, authors do not differentiate

en charts and graphs and uscmmn_hh:rcimgr:nh]y. In our study, we have discussed
charts and graphs under separate headings,

The following organization chart shows the hi

relationships prevailing in an organization. erarchical position and reporting

Exhibit 2.4 Organization Chare

Chéel Expotive

Sk
[ m

| ot
VP
Flitance Ve

Markaiing Fer;:i-m

AP
Mﬂﬂng
= AP i
A
Salas P
Training Products

Similarly, the following chart clearly brings out the scheduled banking structure in
Indtia covering the various categories ofbanks and the number of banks under each category.

Exhiliy 2.5 Schediled Sanking Sruchure in Mndia {ds on 37 March 2002}

Echoduled
Banks im ndla
Scheduled Scheduled
Camimarea Banks Conpesative Bamka
kL
Publiz Secioe Peivata Sactor Famign Banks Regional Fual
Barks (27} Barks (30} in il {d0] Eanks (195}
Scheduled Scheduled
Lkban Coopambive Stale Cooperaiee
Banks (53] Banks [16)
"
| ! !
S Bank ol i Private Py Privals
“:"T;::‘;" idia and s Sedar Baris Secior Banks
b L Ansnoies B (22 )

zraphs

Graphs are commeonly used to present volumes, proportions, ratos and relationships.
They can be used gainfully in presenting historical or time-series data. Graphs are of
different types, ranging from the simpler and ubigquitous ones to the complicated ones
used in technical reports. Graphs commonly used are as follows:

Apart from these, combination graphs {or charts) such as bar chart cum line
graph are also used. It should be noted that in presenting the graphs, due attention is
given to details such &s:

o Heading or caption

e Descriptions of legends
s Neamess and propartion
s Clarity of composition

o (Class intervals

s Drawing toscale

s Source acknowledgement

If any of the key details are missing, the graph or chart becomes confusing and
useless. For example, if the amount of the figure (¥ lakhs, $ million) or the quantity
(mietrie tons, lakh bales) orany particular year in a time-series data 15 missing without
any reason, the graph will fail to serve the intended purpose. Further, if need be, a * note”
may be used to ¢laborate or clarify any specific point relating to the table,
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Line graphs are used to show changes over time of one

following exibit llustrates the use o s ity or more variables, The!

Exhibit 2.6 Financial Asxistance fy

12,000 5
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G B0
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All India Finaneial Instinivtions

E£.000
7.000
E.O00
5000
4,000
3000

108607 1
196708
198849
TEIR=2000
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== SEmclens = —g -

Pie charts are eireular g
| AETams penernl| d
components of the whole, The d.ittiurmry mnan:in}; zﬁl

divisible into shares® Pie charts are commonky used to de
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Bar charts are perhaps the most commonly used graphs or charts in business
communication. They are simple and casy to draw. In view of their versatile feature,
they readily fit into almost every context. Pick any annual report or study report relating
o any organization or industry and you are more than likely to see a few bar diagrams.
Increases and decreases over a period of time, ratios and relationships, proportion and

composition and many other such details can be very clearly presented by way ofbar
charts.

Exhibit 2.8 illustrates the use of bar charis in business communication in particular,
and any written conumunication in general,

Pictograms

Pictograms, also called pictographs, are diagrams representing statistical data by pictorial
forms. In other words, pictograms are bar charis made with pictures. Pictures being

more eye catching than lines or bars, pictograms tend to be more reader friendly. Some
examples relating to the wse of pictograms are given below:

s Production of cars over the vears—picture of a car
s Housing units financed by a housing finance company—picture of a house

e Number of coconut plantations planted by horticulture department—picture of a
coconul tree

Maps

Maps are used to show geographical positions and locational relatienships, Maps help in
showing distances and locations. There are road maps, railway maps and tourist maps.
Maps may be specific, covering limited aspects such as:

# Maps showing rivers in South India
= Maps showing important tourist places ina state
Exhibit 2.8 Banks' Profits From Secerities Trading (Tin Crore), During 2001-02
SARAA |17 e ——— e A | - ¢ B

Funjan alional Bank S < | i 1,474

Bank af indiz T | ¢ 7 1,404

Bzak o Bamon e - - 1, No@

LG Barth e | 47a

Central Bank af India S 1 | & Tid

Crigntal Bank of CoMMENs | | | 819

United Bani ol iIndia @ - i | BT

indianChersess Sank S T 814

Ingian Bonk n - - 107

Dena Honk S - - 1 138

Alhahed Bank IS 1 G Frafis Dus ana

Bari of Maharashics EIS | i ko Securlies 418

Linicn Eanturg:ﬁ—u.c Trading 4:
Andhea I T i 2

Corporation Bank EE— ; s ToBl  e— g2

Pubjab and Sind Bank m— i - ¢ Cxpirating 1464

Viaya Bank pamm ;- Frofite i53

Syndicate Bank s 7 g 55

s Maps showing holiday resorts

» DMaps showing training institutes

» Maps showing bank branches in a city

# Maps showing automated teller machines {ATMs)
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: Including oo many features may l'ﬁullt in crowding and overlapping. Whenll  Other graphics Froure Fitting
It is worth noting that although we bave caversd, in the feregoing paragraphs, most of

NOTES ko be made, 1he methods ol visusl commmunication, there are indeed many mors wineh ars used in
Diagrams and drawings busimess commeumicabion Prezentation of facts and ﬁgulres through charts, pictures and NOTES
Di athor graphics has been done with conswleralle creativity in business literabre. Inthis
Agrns and drawings are genorali books, in fact, we have nsed nurnercus exhibits and illustrations to make the tokt reader
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* Diagrams and drawings are penerally used to show hinv 2 product works or how
to w3+ & gadget and other such elucidation. A diagrem may describe a product, a
cancept or A process.

2.6

KEY TERMS

* Pletagrams: Fictograms, atso celled pictographs, are diagrams representing
siatistical data by pictotial fiorms. In other words, pictoprrams ape bar charts made
with picturea,

* Walk-thoughs: Walk-throughe constituse the Laiest developrment in communicating

with pictures. Walkc-throughs are pictarial presentations developed especially by
people like architects, builders and developers, mterioc designers sie., to showrasa
their ideas. '

2.7

ANSWERS TO ‘CHECK YOUR FROGCRESS®

1

. The six imporiant questions ofarticke writing for magazioes are;
« Whe!
» What {orwhar happened)?
+ When?
& Whers?
v Why?
* How?

2. The first mapazine was published in the late eiphteenth cenmiry in Lenwdom for the

3

affluent class, 1twas named “The Gentleman’s Magazine®,

The first newspaper of France was Lo Gazetre (originally called {azete de
France) published in 163 1.

. Mamy popular newspapers have been introduced after The Hirmifu, such as The
Times of India, The Telegroph, Hindu, Hindustan Times, The Siotesmion,
Economic Timas, Anadobazar Farrika and The Trihune.

. Five examples of praphical of puetoral mpresentation are:
+ loons
+ [Amoons .
» Break-even chants

Fish bone (cause and effect) charts

Scatiered diapram

]

]

- Walk-throughs are pit torial presentations developed especially by people like

ar¢hiteets, builders s developers, interior designers, ete., to showcase thair
ideas,

- Pictograms, als called pictogrephs, sre diagrams reprosenting Fiatistical data by
pictorial farms., [n other words, pictograms are bar charis madz with pictures.
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28 QUESTIONS AND EXERCISES

Shart-Answer Questions

1. Which are ihe ?ﬂﬁﬂl&h’p&ﬂﬂfﬁﬂﬂﬁﬂﬂ&iﬂn’ﬁaﬁ ? |
Moyiloys ons? How do we choopse the
2. What are tablesT When are tables relevany?
3, Giﬂ.ret"imEump'lesﬂftablﬁusedin}rnurmnupaﬁmmpmfessinn.
4. Writ= shnrtﬂutemn{l]pictﬂ-gmms{h} maps [c) diagruugand{d] drawings. !
3. State ihe steps recqired for anticle writing for magazines, :
Long-Answer (Questons

1. It is said thar omicsion af cema
mesningless. Substantiate.

2. Mnﬁbwnriuuat}'pmﬂfchamandgraphsumdinbushms-

3. Chants and graphs can e used both
passages. Discugs,

4, ﬁl:tun'ﬂlprtﬁentaﬁnn with its ol ,
; out and variery add . .
world of written and audio-visual commyyi .E'Fﬂu; . :‘:‘-’f dimension o e

Drigenss the onigin apd Browth of newspapers ang magazrings,
2.9 FURTHER READING

Berger, A A, 199] Weitlng for R
Miller B and Wilber
Wadsworih

[
m relevant deigils renders a table or chart i

s Sulbtitutes a0 sueplememts to degcriptve !

5.

——

—

R. 2003 Mﬂndr&{#mﬂn London: Sage Publications.
: ™ Media Writing, Melbourne: Thamgon asd |
Dalgleish, Walter Scott, 300,

. - Bty
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UNIT 3 WRITTEN
COMMUNICATION-I

Smhacture

30 Inwroducaon
31 LnitCbjectives
3.2 Memorandwm
331 Motice, Aganda and Minutes
3.3 Advertisements
331 Twpes of Advertesemends
132 Examples of Writing for Advertising
3.4 Paragiaphs and Precis
315 Spmmary Writiog
346 Summary
3.7 Key Terms
3E Answers oo 'Check Your Progress'
39 Questions and Excreiscs
310 Further Beading

3.0 INTRODUCTION

Iy this unit, you will keam about the basics of memerandum, advertising and its types,
and the impontance of paragraph and precis writing in written communication. You would
also get acquaimted with the uss of lanpuage and creativity in these fields, The varions
types of advertisements in different media would also be dizcussed with oxamples, The
sdvertising business and the writing of advertizements changed drastically after the
smergetce of new media technologies in the second half of the bwentizih cenniry ard
tivc beginmng of an erm of libcralization and globalization around 1990, Text-bazed copy
writing, which used to be the challengs in carlier days, was replaced by aesthetically
designed visual coptes with peryuasive photographs.

3.1 UNIT OBJECTIVES

Adfber going through thiz unit, you will be abie to:
» Discuss (he importance ol memorgndum, notice and agenda i written
et micatior
+ Understagd advertising and interpret the different types of adverisements
» Explain paragraph and orecis writing
« Digcuss the impontance: of sommary wribing

3.2 MEMORANDUM

The memorandwm (o menms, a5 it is commonly knewn) is an imponant tool of intra-
organizational communicatica, It is anly used inketnalky. A memmo muay be from ome officer
W another or betwean junion s and seniors, It travels upward, downward, laterally, and

Comeymicatine |
NOTES
Enlf- Trentractiaweal
Maserial L
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NOTES

ey riar il wal

diaganally within the otganization. It is mors irformal hen a proper letter, and is a quick
and precise way of mfﬂrrmlng people or getting things done, Memos have a twofold
pm?mn—t'h;:l,r bring attention to problems and they solve problems, They accomplish
their goals by informing the readar about new information [ike policy changes, price

: ' : action, such a; attending a meeting of
¢hanging an existing procusction procedure. Regardless of the specific goal, m:n‘m&gﬂfﬂ
with the interests and
small ¢vents and requests

increases, or by persuading the readerto take an

most effective when they connect the purpode of the sende

i )
neods ofihe reecivens]. Some TERAREFANIONS Nsicl that gyven
be recorded in the: form of memes,

Few ofits advantages are mentioned below:

. :tis 8 simplified form of commmnication sn
+ Itenay be addressed o mnltiple recejvers.
- }tis]mfnnnnlfhmmﬂmlj
nreqﬂendishihut&dﬁitbinmﬂtgmizaﬁnninﬂ mam form

[t helps in fixing the azcourtability of the sender 3 CCEIYEr

+ ltmay bu delivered by hand, by the pozta| Service, o threuph an e-me;)
. Tl?r,rmmver Btz titie anvd the facility to think and act, 1

e v ., ﬂnmﬁfﬂﬂ i
nmmm;fsm +# Memorandun OF Shipment’, ﬂra‘Mﬁr::;:m
Thmstration 3.1 5 rofa
thullrlpamn:.l;:l Pusinsts Leters Semtiblock {ndented) Farmay
338 New Markes, Mohal
Tl X%z wex Far: gy ooy
Sultana Lamps Py, Ltg,
Guovt. Cirdder Suppliers
338 New bMarket
Miohali
1B March 2012 '
M Falk & Co
Paugh Paragr
T
Dar Sirw
Saeet; Exploring Hutioag Opporty
e
CEN Corbag , Bl L
O ot S IR Thrs 0 ot gt o
arket and oo comp el g B PVl gy g e Pty
in giving wide pabliclsy T famy frpke

D e gy o b DUr gy F “PESTES, s el g in the
whi Bt -
h e el gy ?m"ﬂ“?":im ¥ou considerably
B them.

It takes legs ime 1o compose than

Ihanlv::ters,lnﬁumul, muﬁm,nrbﬁerrqmns

A bookl coplaining our terms for operating an agency for us is stteched. We ane sare 1hat you
will avail of ibis apportunity and sstablish business teletions sath us, We assure you of our
coopcration.

We ok forward to bearing From wou Soon.

Thaoking you.
. Yours faithfully,
xxx
Satheer Singh
Enc. Az abpve Matnger = Sales
Farts and Format of a Memwo

Memos can ba broadly divided mbo following seoments:

+ Heading seprent
# Opeting, context aird task sgpvmenis
» {losing segment (including necessary attachmenis)

= Heading segraent: The beading sepment follows the peneral format as given
helow:

Tor: (readers’ rames and job tides)

From: (sender's name and job tife}

Crate: [compdete and curment date)

Subjecl: (what the meme is about)

Here, it iz itmportant fo address the reader by his or her comrect name and job tifle.

You mipght call the company president A oo 8 gobf omirse orm an iformel note,
*Anurag bMinal, President” would be more appropeiate fos 6 formal metnd. The subject
line alsa niecds Lo be speci fic atwl concice. For example, "Clothes' a< a sabject line could
mean aoything froen & diess code update to a production issue. Instesd, use something
like, ' Winter Clathes: Line Promotion”.

» Opeping, context and task segments: The purpose of o tnemo i3 usually
stated 1 the opening paragraph to belp the resder pet 2 bref overview of
what the meny is sbout before getting to the details. The context is the ¢vent,
circumstance, or background of the problem ope seeks to solve, Here, o
patagraph or a few sentences may be vsed to ssdablish the background and
state the problem such as, “Through market rescarch and analysis,,," A tagk
segment, oo ibe other hand, 13 20 essential part ofa meme which desprbes
what i5 being done o help solve the problem. LE the aclion was fequested,
your tazk may be indicated by 2 sentence opening, "You asked that T loak
al...." Howeyer, if wau wunt o explait wour intentions.

= Chsing segment: After the reader has been given all the information, the
memno is closed with A courteous ending stating wiat sction is expected althe
reader. Far exomyple, you mught say, “[ will be glad w discuss this

recomimmendation with you in owr Wednesday mesting at the corporate office
and fiilkoow throupgh on any decBions you make."

Lomneremrea ilom-f
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T 1

I: [ -
| ionalhi 3.2.1 Notice, Azenda and Minutes e
Camamanicationi Necessary attachwients (optional} is included only when supporting document : ication used i
Buch a2 lists, graphs, tables, ete. are attached with the memo. It iz necessary that o€ Notices, agendas and minutes are some formal fonms of writen commmicanom n
refers to his'her attactoments in the o : L odl i|  organizations Though they are primarily intra-organizational in nature, they can als be
(betow the clos meme and add a note about wha is being attach . 1 Lot { o ench of - | NOTES
NOTES \ chosing segment), sach as, “Atigohed: Fotus Group Results, July ~ November : used for inber-organizational purposes. Letus soe these ar drafied OTE
.l E ,
. Molice
“rhl.tEdfﬂ 1 am'hﬁ“n“- M \ \ :
w0t ﬂm short and _ & Plts should be kept in rmind: | A notice i @ picee of information sonceming a fact communicaled to plmun{s}—
. to the point employee(s), clicnt(s), customen(s), suppliet(s) or any other business HSE_'-DCIIEW{HHT
& I csheuald Edﬂﬂﬂdllﬁ:t styleof ; cation at athorized persen of wo ofganization. [n an inlra urwlll'ﬂ“-“ﬂ“] COTMOMTCATOn CoTiked,
# Unlike a letter, it shoul] DO bave 3 salutars ' where holding routine, fupctional, departmental, or board mechngs is a ﬁ-equent
* Unlikea letter, it should pot ha. Hadion. phenomenon, natices of meetings along with the agenda are sent to all memters i
’ Ve B COmplinentary close audvance.
* [tmmstbe suthentic . ' ) . L g
= Tt shoul and duly signed by & competent authority. . A nptice is alzo an unpuﬂmﬂmmemmtmmdmlegalmhuunﬂps.&tmh
dzothe more ‘hﬁnﬂpﬂﬂe g . the notice given tosby an employee for quitting a job on a Ea:tam datcisa 1n:l_ifl'l’clﬂl
| = Itsbould Be single-spaced 1 befioiiacy: . polification given either by the employee to the employer, of vice yersa Many kinds of
; ShOW New paragraphs, 2 i; ustified. Instead of ysing indentagon®@ oo onts Fedquire that similar potice be given to either renew or end be contrachusl
_' ' _ Soe Ehustrasion 3.2 for 0 should be left after each paragraph. || retationship.
|'. IﬂnimﬁnnlIFﬁﬂﬂﬂnfaanﬁ ta“dﬂlush-aﬁm 33 furasmnplcﬂfalﬂemo' 4, While drafting a notice ol a meeting, the fellowing points sholbd be lept in mmmd-
Memo *e Memoraadyn | + Itshould be writtea/typed onthe organizatonal lener head.
: ! ' fday, date, time, and venue of the mesting
Ta (readeps e 26 job tifhesy 1 . [tshmﬂdbecmlnpletemm'uﬁn ¥, e
From: (Your name apd jgh file) o It -gh:?ujd tnention the name ﬂfth.l: members who would participate m
1 Chutp: (mlﬂ!: &d oy | mﬁmg' .
. Subject: (what the eny ; dake) 1 + It should mention the name of the members who would presids over the
Body Paragraph 153000, bighlighteq I Some g mesting (under whose chairpersonship the mesting would take place).
| . " » It should be single-spaced and |eft-aligned, Instead ofusing indenlation to
................... e 3 shows niew paragraphs, & line shauld be left between parmgraphs,
Body Prngragty e 3 = Tt must inclute the agenda of the meeting.
2 T ' See Dlustration 3.4 for & possible fomas of 4 meeting notice auﬂlll?mtmiun A5
R I e 1 for sample of a mesting nofice.
- Aftchmens {opggngy — _ ................................... # 1 Agenia
............................ ; The agenda i a List of issues maluaadtnhﬂlakenupiuam?ﬁn?in a specific owder,
{ln 33 SI9"1"'\|!l=3= r ] usually pre-ammounced Tt usually includes pne or more specific items th_.at ngadmhe
Tmter-sfrice Mm.-an;. j g [|  discussed inorder wlake decisions. 1t may als inchide allament of specific time slots
Tac ALl sea e ; forong of more activites. [t is waually distribuied toa mesting’s pﬂﬂlclpmt&pnurl:u the
. 4 mesting zhong with the potice of the meeting, 50 that they m!lfhﬂ?‘-'m ﬂfﬂiltﬂ subjects!
LTI Demdlmw ' topics going (o be discussed, and arc able To prepans for the me=ting accordingly,
Enh,.,-:; 22 i While drafting an agenda, these points shoukd be kept 1o mind:
- S10ppig . ' .
I has boen o, “E tilml Em‘“ﬂ}' By, s Tt should be concise and complete.
hﬁﬁi’ fues sod |1I'“':‘['“:Iill;g.ﬂtalfr Tnbery ' w [t should not be aore than one page long,
o electriciby b Mhtry M T £ \ ' . .. \
A R syt | ket ot e
COMmpany 'y ﬂhf EuEsey o, e L TEY tnn;_'lﬂlla has i anly added to the show rew paragraphs, a line shoy Ben |:. g
- g TR Eugr;“ Tk g Hn::.mmm energy wastAg® o Tt must be siged by its writer with the pame and dee gnation below it,
i i , §
(Sigmaics of g . “ity and contribute toward J—
SeiC tasirveanal '“Eamhun Muterlm! L
¥ Maserlat b




r v ke el of . ..
_ iare invited for the mecting,

by a.lst.ﬁes of points oulli
meetmg.
Mustraton 3.4 Format of 2 Meeting Notice
Mahenlel & Soms Py, Ltd
102, LA Toad
Mumbai 900007
Tk o000, For 1o0son

NOTES

LLEEEE TT] P
L LT T T,
L

Frferencs Tnigg|; {if required)

Musyatiog 3.5

Mekankil & Sous Py,
102, M.A. Road

Munchai 400 047
Tel: xxx 137 Far; 4y, -

v Iimustbe clearly marked bo the cone

LLE T TT] P
LRI
............
||||||||

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

----------------
_____________________________
------------
--------

emed personiz) or department(=) who-

ning the order of the itens 1o be discuzzed in the:

Matice
Dals: 14 May 2013
Subject: Salay g -
The Etﬂf[‘me:rin:ﬂ{“ung loBe Helg Thlﬂ".ﬁda
) wil
P in the ':mfmmihrfmhﬂd““’fh 2 ['-'Iayh 1 May 2012
ml k
Tb“’""ge"dﬂfﬂrllﬂxmﬁn' i EI:"2"':”‘:"'“ll:'llilflla_m 1o 12:30
*  Toreview
. T djmmtﬂﬂlu trRe oy Previoy
Tuarte:
. Tor chailk ot g yg pjlﬂ H‘JEEI]'[.E the 1
" Anhy other A7) iy
Bl tmatrucei Miatfer the
6 K by the Eha_“fﬂquanﬁ
ir

. r l
¢ Mshould clearly mention the date, time, and location of the meeting, followedi

Youw are all requested to be prescnt in the meeling,
Wk (Sigmatute of the issuing suthonoy)
Abhay Saxenza
Secmébury
Minnres

Minures are the writien records of a meeting, They often give an overview of the
struchure of the esting, starting with a list of those prescnt, a statement of the vorious
155ues before the panticipants, and Lheir espective responses, They are ofien drafted by
A sevTetary or personal assistint presant at the meeting, who may repond the meeting in
shorthand, and then type the minutes and send them te all the partiéGipants and Gomcertad
piople a Retwards.

The mitntes of certain entties such us o corporate boerd of directors can be used
as imporiant legal docoments.

While drafling & mintle, these points shoald be kept in mind:

o slould begin with the orpanization name, place, date, list ofpeople presont,
and the time when the mestng was held

» ltshould mention who presided aver the meeting.

» Irshould mention the names along with desipnations and deparimenis of all
the people preseol 34 the mesting.

a Tt should alzo mention the names and desighations of the people who were
no? preseniat the meeting in spite of betnyz infonned about it

« Since the primary function of minutes is to record the decisions made, all
oificial decisions taken or resobved to be taken must be inchided,

s Ttshould record what acbaslly happened ata meeting, usualby in the onder that
it aciually heppens, regardless of whether the meeting follows (or ignones)
any writien sgenda.

= Iimay beas deteiled and comprehensive as a transeription, or a3 shott and
concise a5 a bare list ofthe rezolutions adopted ar decizions made.

+ Ivis written in simple past tense such as: 'The Chairperson infermed the
merbers” or “The meeting ended with 2 vobe of thanks'.

e Itmay use the passive voice (if required) such as: “The members were ssked
to shave their experience’ o “The presentabion was piven by Mt A Rama,
the Assistant Manager, Marketing”,

Se Tllustration 2.6 for the format of a ruioute and Wustratdon 3.7 for a sample of
A MECing minue,
Ilosiration 1.6

Mcohenkal & Soos Pl Lid.
108, MLA. Rapd

Mumbsi 48907

Tek xxx vz Fax:exx exx

Mames and Jemgnitions of te meribers presenk in the theeting
1. A Tkmgnnlmn of the Chairpersom oif ihe Mecting
2. H Designation

Lo b fea rom-f
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L
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CODACt 1he 0 iy g IV he
Th.,-:y oot o chag PO WD the gy - 1 t2ke achion, for insta?
e diff; B2, Vertisement o change a bohavio!
mue which diffzront; 5009 fop
bien observed 0 e b ‘et - Themp ¥
that Bchvertising i apmﬂﬁsmg from the m%mﬁﬂmt necspect "BE;
- caw
lhl& Eﬂ].lser E’[ﬂjEiarﬂ Emﬂting d-l'E-'-‘:'lIng i'“ e minﬂﬂ ur
G the o o4 & product of this "‘ﬂfﬁ
Wing of advertizemyent, we "

“&ve a workably d:ﬁnjtimlzf?:é:kﬂdlfm'ﬂirm g

“An advertiserment i & paid-fior commumication intendsd to inform and/or persuade
0% or more people™

Adefinition of advertising s found im the Compautication Gloseary by Corporate
Communication Produet Group of Commission on Edueation and Communication, and
The Warld Congervation Union explajas advertising in & much more comprebensive
Wy

“Those forms of PR and marketing commumication aimed at milluencing andor
Prometing purchasing bebaviour with regand b the services end praducts of the

WEanization, Successful advertising 15 based o1 ptinciples such as ‘pe.l:ﬂ:p-’fm:'.r the
only -"Eﬂli.[‘_'f', ‘one picture [ more Fawmﬁ.rf thar & thousand wonds’, ‘emotion i

what rriggers action”. " |
(Commamiration (Hossary Ed. Frils Hesselink, Urecht, April 2003)

Copywriting

Act of writin for the purpose of advertising af Mars :
Person, ﬂPﬂ?ﬂﬁf{dﬁa, The addressee (readnr,l listener, ‘-'IH“'H,_EE.}I of lh: eopy is
cant o be perzuaded to buy the pmduntummuwdﬁm of subseribe to the mmmm
the: text sharcs, The folke of a capywriter 110 work 35 a part of & agn:a:ive tgmm
Utimately be responsible for writing the text 0T contgnt of Hﬂt:t A vertisemmet,
responsibility oftelling the mﬁmmmymmﬂnﬁuﬁ responae rosts with the
for vicwers; and effective enough 1© produce ad e ool
Copywriter With the [nternet, the Tange ufmp}"ﬂfﬂﬂﬂﬂw . :-fI tmcpenmdhu $
W incliyde web content, advertisements, e-meils and oter oaline medsa, 500
Brought new upwm]n“;iﬁg for coprywriters o e iheir crafl and conduct resarch.
Copywriting in advertising is i way the mst difficult of ﬂ;' Eﬂ writing. 3t
ol caly invglves creative thinking, but it alan dcmmmﬂ'ﬂhﬁ.ﬂmﬁn o Tmseﬁem ._.i:
Tiessage capable ofnot just intereating W@F'ﬂ:’ﬁﬂﬂﬁ g him, This s
facy, the bippest challenge fnruW.Thm i Z,dnﬂttﬂiiﬂnﬂe famuus_ . ﬂp}mﬂerl :
and ndﬁrqﬁsingnmmﬁnd,ﬂaﬂd (gilvy has also 3 _ “itw'“s_ 'ﬂ"-"_ V1EWs
‘One of the ﬁfﬁgullwmmﬁﬁugnvmm}'m s o

- ials are short You can't write mmch
shorl, Print ads and TV commar axk] that in taslf, the breviey of

. al,
mere than 100 words B 'T"rcm:;f:ln do. If you've written 2 fot of

. it &1 _ i
;I:!c'vmrﬁ:::ni:xn}r::umr::h ;'ﬂurirnlftﬂ write very shott and tight, so if pon
try bo wnte £ Iclmger thing it's difficult to do.

- - iting is eatively different from what

The creativi Wjj:ﬁﬂ ] gd\fﬁrﬂﬂmﬂﬂw . _ .
we find in I‘:?te m;ymm& 1 4z fior this reasod that Wter_s_lﬁ:? Hemingway and Shaw
Wﬁenmmmmg,umwnuu" g advert . Of vourse, if it Every SOmPEIETe Writer
WO orants to vt ads it the st plaoe: [ris very difficull oy rite:2 good advertisement
M was pnhaptildm *uxley who stabed that writing pagsable sonnet is cesiet than

Whiting n passable adverisement.

Creativity in copywritivg
L s lmgmﬁﬁ[yuwdinnmferﬁsingisquitcdiﬂbmt
'Ermu:;:y ;ﬁf;?:;.h:?:rﬂmjm ndl in, lilerature. Hﬂwgm.r, the creativity and
erstaing of sesihetics as we fnd then 0 ftersnue, arl, music, datce and ot ar
is ﬂwaﬁwumﬁﬂf@rwcwmtﬂ? visualizer or designer in mg. The

o roariod -1
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o Haterim!

creativity in advertising is a habit of looking at allernatives, breaking away from the cage
ofset patterns of thinking and the capacity of taking unimaginable flights of fancy. There
are many great copywriters who have shown enough of these qualities.

I the copywmting is not creative, the products won't sell, Every brand is different
and needs unique and fresh ideas to sell its product. Therefore, it is necessary for the
writer to know the intricacies of buyer behaviour, and alsa the type of message that
would reach the buyers to make them take favourable decisions. Before writing a new
picce, & copywriter must first gather information about the market and then start with
the basic selling idea. Copywriting also needs tobe simple, humorous and appealing &
the buyers.

Activity 3.1

Suppose you are 4 copywriter, what are the factors that vou would consider while
writimg?!

Hinig:

» Copywriting is the act of Writing copy for the ising of
L : purpose of advertising
marketing a product, business, person, opinion or idea,

* Analyse the content of diffepent advertisements that vou see on the televisiof:
3.3.1 Types of Advertisements

While describing the growth of adverticing 3 :
Atz v Beventising in Europe, Julian Petley, in her book:
At the beginning of the 19th century, the main

magazines—were less important tg advert;
L':a.ﬂ:lﬁn, ek

ack in hi o
snc}::i;?M: Advertising was even maore different. [t W8
| Lo simpe ortell h:":]'afﬂ the Fr_lfﬂjucc_-r Ufﬂ][‘: E‘:“:IIIE., who Was alﬁﬂ'

B 0T e ¥ ahout his procuet, 1t was not very old whe?

fra wmtr:a;?]a}rdudﬁar Nagari where he 12

_ However, if we look b
in the oral form in the feudal
his own salesman
an Indian writer

However, in the 1ast
- . CEnty
*-mm:ea for advertisers, apg the !':31;
radio in the 204k CEnfi

. Ty, which
Pieﬂfﬂﬂml'[ﬁl:ia] !'E'I.I'Enm. i

The concept oy
types have chanﬁlﬁd;::;mg has mﬂhﬂngud overthe ce
e W : .
WeIuwradm}mﬁlﬁmdndwni:e?wpnmwm“‘i“miﬁtmamsw'th ot visnat
e have added another mﬂjnr,yp&mm“m have televising advert] Stsierg cerl
1:= POSIETS, handbills i Efﬂdﬁ.&ﬂimﬁﬂlcallcdnm ?Em,mﬁmﬂlﬂ'ﬁ'
advertisements in the o ORKS on highways gy ro AR
nﬁimﬂmgliu:mfmu Work wondergy,| remain, Meon sigh
Owms.

i E!u' 0 Ayt a
P s ang ¢ vertise the product, they
rint media advertisem g

Print media a4
days, the pring

FeWSpapers 4
B Ehiﬂﬁd a3 Im

fd magazines had become the MY

ects of print media and prabhed a 1"

nturies, but the fnrmf"“]d'

'-’Eﬂjﬁmnenu_ﬂ
: I the olde
meédia advers: Stofg i Lz
Bdvertisemany, usmlnhﬁlllrul;?ﬂ' of advertisements. In the i01"
15 - |

N Newspapers and maga™

AHE the emergence of television 8"

and they were loaded with a heavy body copy. "111: picture clements Wlmkmﬁk‘;lﬁ
line arts and there were no photographs. Later, with 111[3 inclusion of black a :
photography in newspapers and magazines, the advertisements also h?ﬂn toc n?:dg_,:
their formats. Then, the ea of coloured photography began that m:zmngcdh}. ﬁ Empl::
advertisements all l:":geﬂ‘rcf.-i'htplul:ﬂnfhﬂd}' copy was almost :; mdzr ; p i m:dja_l
of products and models. Let us new take & ]nc-]-_: at dlffﬁrc::F :dv;i::mﬁ g
advertisernents. If you wish to learn about copywriting m-:n::l I:fa e siguiﬁ;m!
best way is to look at as maty advertisements as possible an VS

elements that comprise them.

Images of two advertisements from the very early days of the newspaper are
furnished as follows:
ANTHEW g par et ‘wl ““

£ BOJOUX, .

05 e gasiciatesd with

¥ ¥ F R ETU has sasices .

Allbll?ll {ha mhorye Tumkme A, ROJULX.
thar okl ptand w

i Iy
p——r ANDREW MERETO aro it
Hﬂ-ﬂl 'f‘-ﬂllll .
- _l-f.-'l'EEﬂS.-dﬂrﬂ JEFELLERSY

RETO £y WATCH- RS
Fig 3.1 f.*.f . -‘IJ"'"{: if-dfgﬂq],,-mr Memphis, Tennessee Shedby Conunty
(Tenmessee Shelby Couaty February 23,

sty - [ copy writing. Longer copies
. {15 a VETY hasic Lype @
As is clear from the figure. |

Were unknown then.

F‘wi? I.-TFFIH."IFRH-{] iv i II-"IM v, A KM'S
! f:'.iir.' |r| Hﬂ]EL (hEs I ity .-'1 ] UMII ,
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; i ! o t
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coloured photography. Letus take a look at some examples:
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Commumleation-1 of T‘TW{WFIWI"" b=l R i ilili«l i lie | |
th': F'I'l'l'll.I'I'IL. Press, Simibkar wiorl dir T t ; — I el Spuls fre Bisg sl very B el to communicate s ral
1 I LRI [ e y PRt % 3 LA Tl LN L s ifEC = fry I! T
Calhgraphy hasanich tradition n Latin-based seripts as wel ) I ' The |'-l||-.-.':1u-i... amnaicn and recently theaidsa et ol 3 A i ]
Jaihik 1 e R hear nehinsast cripts s | a5 Arabic kangunges, Chinese, sl yipaign and recently the aids awirensss campaign are good examples Cotmanipion.
T - o -ll BVE & Special relations . I Sl TR e ] " [} | e
NOTES there is no such tradition of calligraphy, -4 | lationship with calligraphy though I i
strokes and are s rich 25 far 2 the vi ; I|I mges are wrilten with the help of Effective radio copy writing
; . 2 At 2 2 ovisisd gualil ' Pl ! ! ' - .
mm]“ﬁmlrﬁ\'r“:” : I.;."':_.,l_l;l g i LS i i L rEE i I thal ! hﬂTF-S
= HHE & Diintmao i [ [T ivie 11wl | 441 FREN LT m Tt ; 3
Billboard advertisi : il g > you emback on writinga éppy for the oo, AL NS urdlerstand a few things
rlising o e fadeing of ogood copy. O IS df::ul-:".-ln'-r“-'i" b the duratio:
il L I - e i n of your
Billboards are larpe strict spot or jingle. The duration of radioudvertising FNEES from 13 seconds to 1 minute: You
s piit an in poal; : TLILE: i 07 K. sember i inne
- T"":‘T‘J“Siﬁﬂl'llipl_dnrn-m: I-I|: .||I-| blic places dismlaving sdveriicsments 16 passing nust know that for & spot of one Iiule you see, 22 W5 LN n1"'n.er11J]|:|:|¢glm1mgnF
oueh. mao fe ) - LsiapreEnis WO passily ATV ST atian docides the 4 s T e |
large amount of pedestrian traff | 5t often, they are located on main roa 1_-_ i 3 nln |||l||||1 stion decides the seeces .I Fud e of thit commumication and that 15 troe
: sinan R e and possing vehic AL EN R  rndio advertising oo, You sl Spea {ime and creanve e i
put up in any location, Wk |.-.I g vehiewlar teo » However thevean b % ; i ie -I LTIt !-\.. 1 il CCreaive Snerey to thank and write a
axa Pl':-.ﬂ.iﬂ.‘-iliuns L EL IEmmber al viowe rvasathg | .I- i l i |-1. I-Ii”! OICEME, SLT TR H Wl s ver vl :||._.|,'_|| { 1= b0 LadersLan { th II}l.‘uaE:uuidhE:glj]
; : ¥ REZErmsitvEhicles & ot hat e EG, It with sormethine which silows the Hstenee i relate himsewitk
e eheles, s il ol ce buildings o I':.l-|-i||--|:'i|I|w- (A2 LEhE JECHE oS LS N=fence 1 pmeewe bt the by Coame
= I o ' Sy a lI_“‘-I"'II [ Ly il i1 i e} y elecirecht bl
Copywriting for billhoards should b ; | i foi]
o s LU & ATE YOLE AsHanic | 08 yiOLIT Tel |.|!.|1_.' hipirtine?
* Cnsp o Are you strugling to fit mia yolr fvourife dresses?
* Precise These are few opening Hnes that are sure to adlract lizteners. Once they come to
4 i listen to vou e sttt to what you Wisti LS y torsell your prod fuct and give a punch line
| Afew words scattered | it the ¢
| Scattered hame and 1 &k thie enl,
| examplenfan imh‘-‘“ill'rbu'ﬁ 11'- I'. o there gl uld he ?
B WEDHATTL St § = WUk T 1 . i T T |
I arc usdly based on films gl |! ! |II!_:I.. 1t o Al By | cary the messige, AT lelevision Advertisement
[ ¢l13ng&d31n = FRO i | 1A ul Btar | hese billbe |.| STl A
R T L EEEY ol L - 1L - = - A
' Sreyeck. -Selebritics and popular events, and are I'he meost difficult type of writing and viemlization is the one done for television
. : advertisements. It is difficult simply because the s spols v to be generally made for
W0 seconds, In the terminology ol tele VIS [ ul"-“”" ane second has 24 frames which
- means that o 30 second advertisemenl wotld I 2{) frames. Therefore, the whole
;.‘-ﬁ %ﬂ-‘fﬂ ned story has to be told and the pf pELRSTVE EASIEC J if -“'l ¢ given within these 720 frames.
The language i st hy advertisements really AL maore than anywhere else.
el nme spots depend hen yv |y 0 VIS nl4 and the nguaEs 1 5 in the form of slogans, songs
Or jingles. Some spots tu|||||-_ chort end ceisp ii@EWES well asa cateh line. Astory
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and the I.:H:'Il'.lgl.lu* (] |IL:-l.|'-' R,
Here are a lew cumiphes of palchwuords thal adil to the recall value of the
lvertisement:
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New Media Advertisements Covsimioation-1
Sh ; - REr e i It has
s endorsernent for the product to be sold. Ifyou re writing an ad fora retail store sale, for New madia. especially the Internet opened up new vistas for advertisements .
oy : . started using ditier : : -
Here iz an example of a story board of a television commercial {for a biscuit). 47 E 4 enit copies for the Internet 15 quite different than those in other NOTES
rifing adverise o very crispy form. The message must
- : : : rrite i @ very crispy 10T e
TREES e I1<Lr;d. :;::m :;:;F:::jn; (s copywriters can do a wonderful job if they
have very few words. On the 0 Moot % ava ik Weaver, Flash
are th?iruem 1 Java, Visual Basic, C Visual, and sofiware lll:.f.‘- ?[J:dﬂ?ia'f%]:s"
Plaver and many other software that are helpful in creating anim r: i ]ﬂ-r ks
- - - g i
There are two major types of web :L-ﬂ-u.-n:rhsr:mf:}"”‘ sz Ej:;ncrn
\ : anpear ¢ side bars.
apatt from the other smaller hanners Ll 1. . ]
; - - Here are some of the 8% amples of such advertisimg:
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she proceeds io ssk the teddy bear GUIDE LONDON
whaihar sha shauld twist Tar him. H-1H|:k Dark Wgh Denims
re.3500 (ENIGED
= -. o, =
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Activity 3.2

Make 2 report of the writine stvle af -
= '}]f- L.-lj' lh{!‘ d]lh:mnl i e . ;
Hiﬂi:!'.' Ypes of Ild'l'lzﬂmum':n'_q.
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ik ! Otoeraph
| 1slon advertisemnents g newp e
» Try to practically warch or reg] the differe
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9. Mass Communication

Mass communication i5 essentially a game of numbers. The objective here is to reach

out with the purpose of providing specific or general information, influencing the thinking
of the target group, and eliciting & certain action or Tesponse.

Newspapers, periodicals and other products of joumalism essentially seck to infonn
and influence. On the other hand, advertiserments, hoardings, posters, etc. strive to inform,
mfluence and also elicit response or action. Questionnaires, pheervationzl methods and
research siudies are other types of communication that sim at eliciting information from
i_mruﬁmus target individuals, lowards making well-defined assessments. These are
mtermEatony n nature,
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13, Importance of Public Relations

Public Relations (PR) is the practice of managing the flow “ﬂﬂﬂiﬂﬁf ;m
atganization and the public. Public relations gairs a0 urgam_ztah that do not require direct
to their audiences using topics of public interest m:'l m;'ihﬁﬁﬂrd-ﬂﬁ? outlets, iroffers
payment, Because public relations P,hl,mﬁ Mh:: f l |
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forgotten, but still very important. d:puﬂ?:w;m the agency. It is typically headed by
The traffic department regulates (he flowe }“
Atraffic manager (or system adminISEEOR: Ly i through thereduction of
Traffic increnses 40 agency s efficiency Fﬂ;m information sharing, over and
Traffic ne iate iubiniﬂaﬁnn,nmnmp] o e of the bigeest commercil
ﬁI;EJUbEmn51 ngmlrﬂli';l‘“w : "ﬁ]mﬂmmﬁmim Pressman India, Thomson
: imation, &1 ~ : :
ur Lrﬁim“"mgn‘.. India include Muda Comimun o ing the bestof clients with
advertising companies in boast 0
Associates, Lintas, and Perce

pl Holdings. They
excellent reputation attach

ed to ther. 2

i Evie Seenal
15, Relevance of Epeucll in Evt ryday it W coapurr ¢ "
Speeches canbe delivered as an extempore or Imp

i ject matter
it at a seminar; 4 subjec .
inyitod 105peok 0 e lain cerain 1Ssucs
delivered. A person may be 1Y ped i< subject and explain

S g Ii ﬂn‘ 3 i1 ‘:-I a]
expert or professor can be ﬁﬁkﬁ::;eﬁ stident; 418 ﬂ'ﬁémr]ﬂ?: :;:;F‘E:;m
; : ‘e alot0 ; wenrils at the end o s
“‘Ti"md T he MU0 o Jled upon to SdY a flw worlk new entrant to the group or o
dinner may be casually cate o0 5P glcome 8 director may be asked to
: : fi FLvE H = “ihaee toRiT, & GLET
:ﬂh:mhcr . E‘T’i':fewegllm an old mermber O “:I a board meeting, 8 CEO may be
TIIE,. praise or bn ¢ the progress of a company oss conference. Whatever be the
asked to speak to the ffective, S )
g e T o be € : a strncture that he finds
-1'='l'|-lﬂl1u|:| OF pccasion, 1:%.;“ i up to the E‘P“"‘k”mdﬂmdd SHE
e strugtured in many Vs

INost convenient oF Suitabie

Like any other org
people who create the achual ads

Mext comes the account

Wrinies
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Précis Writing

A précis is a shortened version of a long passage. While writing a précis, one has 1w take
care that the meaning of the onginal passage bus been effectively conveved, According
torthe Oxford dictionary, précis is defined a5 “a suny nary or ahstract of o text or specch %

How to Write a Précis
Towrite a good précis, go through the following steps:

& [ead the pesspgng I3.!-il'l'tl"|.'|.|||_'|' i ey tor nderst amd what the writer is trving o Sas

o T o 1 - i TE ; 5 -.

Read l__l“* passuge more than ance if you have not been able to understand the
writer's meanimg the first time.

* Form & clear idea of the author's meanine
b —

L |:-'.] e 2 ﬁﬂf-: Ilﬂ'l- ll:le [II l.i‘.l:' ] I_'."r.'u'| I (SN -! i | E:I'l Ll i ] || g !l
- .I ] I.I.I l: EII |1. I‘ 3 .
; ; T i -'.‘-F-EI'.’.'I,_."I.JI.'.II_"II II."I.-L EIII' L]

™ M - 7
Go through the passage once g and make 4 note of the main points
» From the points you hive noted we .
Rcmtmhgram use 1-.'|_11:.T'i-: r!t'ul' write a short passage which covers all the points
sl 3 Wi words and noy copy the language of the original.
WL 5 Préets. ormi A e j by h e
1 r iy Examples or iustritions that the original contaits
« & Compare the précis wi : . e
Precis with the orip;

points have been included,
= Count the words in the

Ral passage to make sure that all the imporant

[} DI IL'”‘I'H I :ﬂld i Il'.' |.--. [ il [+ L I I o
Sl'll'.HJ!ud |_‘.|._' i'l'll.'lghl'-.'{lﬂ -t % it ::|-L'm ; Ll o *
b, 2=t ||'|I_' |'§.' hgjrrl -;_||'ﬁ'|.1 Vi1 .
L] LFTigllfl.L I

s Write AL S
rite the final précis neatly on another shee of
& = ¥ i 2T,
Atthe endof the PIECKS, mention in brackets tf =p

A ] . ey T
Points to Rememler ¥ number of words it contdins

While writis I
"B APTECTE, Some import POS shiyld e
= w

T |."-|'|-3-:'._-"-5 ofih

L I'l:'-'|'I';I"‘!"-"|.‘T'|.|'||:' PRt o4
PErSon in Midiree e

ept in mind, These are:

EOnging|, write the FI'I'IEEi?i i 1|1|.|"d

Check Your PFrogresa

5, Dgfine paragraph,
. Which polnis

shipald e kepi m
mind whtle winling

8 précia’

* Write the pracis O Lo e,

R

A LT AT
Mararlo

LA i,

» r'l'[?ﬂs.'l:: sUTe th e
3 il the Precs i
Pas=aRe has mgre 1 e g BLAINE Ty o Margrapnh. ¢ i t:lriﬂ-i“‘"l
s 5 - Py h s Ceven i i@
L [-I'IL: I;'.I[I."”'::Ll'l " & T| :
u['l[..‘. Ofiirin:
i Eirka] dither
ner of the prguis Do it S shoylg B Conveyed ; g of the
WUT LI il'l “l-E-I ks "!"F‘T'E'!i:n '_,'|_:-L.r o : I'- " ! ||'|¢ |hl"-"';-.-|-ﬁ. ”[1,‘_“““
AL [ wn l:_.r!-I o o make anv "|:1|'|1|I'!|'-’"1 a
_‘_—‘__ i F L . L=
———
3.5 wl | —
-;-_EL NIMAE‘.F “rﬂl'l‘_\_\____‘—-—____ _,—-—'—'"_FFH-
———— - T IING e
STy wei o =y -
Writin u:f WEiling is [h"-"T:'I"i]L'I."'-:n; v —— -
B ICSE Idens in o ¢ Gl 1 Ty —
410 3 fagy =, . 'I‘S-',“_...I .
-":-h'-“ld-l-dc fuqes - RN q.'..”.r._! ¥ = LE |;.|1.'|'|'!I ] e ) '|ﬂ]‘
e POray li'?. ol ¥ays b Hying the main ideas and ! i
i Uity TS DM N b 3 Y
be 2 :““'Imdry"rw&':i"-i e ok | AN I our own words
.l'_'l:p||'|p BE i ity e sty
".!;rl_-’ J III':-I"lI"" y
It shoug e ahj o i A pass uld
b R .- _1::|_||1|::||j 5'.'.|'|'|'|'|'|i.lr_'l"5:|:llr:l _Il

the id

i . i . I
4% eXpressed in the ongt

passage so that a reader who does not have enough time o read the original should have
o trouble getting the message
The following are some points to keep in mind while writing a summary, A good
SUITHTEAT Y
e Should be brief, clear and precise _ |
¢ Should give ideas, facts or points in the order in which they appear in the
o Should not contzin poinis notmentioned
s  Should be written in simple language; avoid lengthy sentences
o« Should be written in the fewest words possible |
Should diention only the importart points and leave out all unnecessary details

examples of summary writing:
R lawly shuffled across the crowded

in the original

The following are
1. The bent old lady with the tattered saree 5

road, " :
The old lady crossed the oo . . i
2 H ::mvlcd slowly, somefimes on his s’mman:l:jl: sum.:u:w_g 11:':] ::E side.
i : the heather down Lo e 5 , Omee
enving himself a path through .

:;'I";:;“:]E decided that he had ampli cover .m-I:E m:r:ﬁ:l 1o r?:d Efm E} I:E:
i, bullets were S000 whistling past him, He droppe i

erred, for ted up to: hundred and then began crawling aga.?_uiﬂh?{:.

F-mnll-lﬂ"d- I:Ej“nd as silently as he could to his camp at the foot o ill.

oriuous

Very stealthily, he moved foveards fhe foothill camg,

2 Theste are as follows:
: Friting & SUmmary. e
“1TFEF:ITZ S ﬁ:}:n‘:r:bl:r ﬂig'wurds of the whole passage to about one-third its
. Reducing th

length '
2. Writing a specific puIiue
Modem summany writing 15 551

ber of words on the hasis of the questions asked
- i prally of the second type.

Exercise 3.1 utll.‘rmﬂl'lﬂin"f folk tales.

: g nassape abo :
Writea summary of the followingP l¢ collection of stories called

kab ;

Nine hundred years ag.ftéu 3_;::“3;5 produced in K ashmir. Somadeva, ils

Kathayarir . the ‘Ocean @ Ilﬂ" L i e which he had heard from others
author fee o e neliuled i iz book many SiCCES

: i, ret, which ma
- origin in foll Higrre: Fhe Kathasaritsage G ¥
and which, in fact, had thetr 088~ 1 ox had considerable in fluence on countries

Justly be called a treasure of Eﬁ& dguring the middle-ages

which were in close touch Wit n English w15 brought out by the late

] = flk tales | _
R The first m"ﬂumffﬁ ﬁgﬂ?rm end of the [asl cenfury. Sometime later, &
&v, John Hinton KnoWIEs '

: - - hed another collection of this kind.
:l:nl:.:ﬂ.-.r?eu:l scl!n!ar, the :ﬂﬁr’ii: :‘;Eif::fcﬁugh:::ﬂ prose recited in Kasr'r:;irj fu;r' 1_}:2
51?;:: ETHIEE' i cﬂ:‘rﬁz wrag an oilman by pro EEES':D“%TE}_*E[?['W? '1"32 ﬂfﬂ"l:“: ¥ °
y one Hatim h_mﬁmm,rugmwred in the fertile minds peop:
means be said to exbaust (1° : rgd to vollect sOme of the monre u11¢.:r¢5t:lng tales in the
I;E Fm?_el?r Esj“_"' h‘::‘f: d]_i T;Lw axceplions, have not appeared earlier.
ey of Kashmar Wit
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Tales, myths, sagas and other narratives comprise perhaps the most interesting
part of the literature named ‘Folklore®, a term coined m 1846 by W.J, Thoms to designate
the traditional leaming of the uncultured classes of civilized nations. This is not the place
o go into minute details on the subject. Suffice to say that folk tales comprise a respectable
volume of literature in all languages which is being explored with increasing interest
everpuhare, The earliest tales of this kind are traced 1o nbout 2800 B.C. in Egypt

There i an unmistakable similanty in many folk tales of countries as far apart as
Kashmir and France or China and Sweden. The obvious conclusion is that they have all
been influenced by a common stock of tales which appear as variants in different
lm:gua.ges. Apar{ frn-m this there is the same affinity between the folk tales of different
countries as in their fables, legends, myths, apologues, ete. Therefore, it is not surprising
if some of the folk tales of Kashmir are found to have close parallels in other countries.
and large, however, the tales portray a large variety of men and women, hoth individuals
and types, and project peoples' beliefs, customs, ideals, preferences and prejudices inall
their rich variety as few other literary forms can do. Aga matter of fact, they impart
meaning and substance to culture as if i5 crystallized i oy this
sense, they are allied to myths. “Myths,' aceandin i s da}"‘”“?“ tYiEg 4 d
Ethics, "are not created out of F 810 the Encyclopaedia of Religion a”

nothing... It (a myvth) iz 2w : . 1o
a kernel of truth contained inside, Folk I;ai&s e o hd ooeciag the AheS

arc the myihs of the '
Answer the following guestion: .
Write about the journey of the Kashmiri
60 wiords) i folk ale, ( Your answer must not be more thar

Exercise 3.2

Read the following pissage and answer fhe

Sita went o ber arandfath
me,’ she said, ‘and T will make

questiog that f‘““l:l".".'g_
the bread * tbeside him, “When you are hungry: tell

[t . kr."
. MOMming, | w; ¢ forest, at the leaden 5%
will know bow to make her well you o+ K° Ber tothe haspital, in Shahguni. g
n for two or three days. Y
Sﬂa nﬂddml E.I'H-'I-'E!
rains with the riy ; ad been 1oy, ;
Grandmother n;-.‘:I 0 high. But e knew (hay © before; bt not in the middle of th®
e well and ghe WIHEGI'[E]H lis & . - g
across the river when the EW o slay behind. She W

¥ G i
AW 50 ey, E-fﬂﬂdfaqhu could take the small b

being legy along by,

¥—she k

Sita was not afraig
of
That evening it b ;

x ; CEAN Lo rajy : Eshe d; ; e
river. But it was warm rgi, a:];: ?ml Big peliets of rain H.l notTike the look of the n;;.::
wet, she rather liked ity the s LT i : 1_1?'._:3113 scarring the surface © 7
washing the dusty leaves 4f the 1-1-1.:“5 motith, When ¢ e was not afraid of 8%

had exulted in it, hag he monsoon showers had arive
Pk TIR g : rin showers had
5

; *he good smell of the earth-®
Would 3000 dryin e gy S5t ey oV USed 10 oy, even a it I

Ewe ;
of ; Mty )
the kitehey, fire, 45 steamy ndoors and her thin

She walked about barefooted, bare legged. She was very sure on her feet. Her
toes had grown accustomed to gripping all kinds of rocks, shippery ErlAh R oo
thin, she was surprisingly strong.

Brown hair streaming across her face. Black Ej'n?s. Slim brown arms. A scar of
her thigh: when she was small, visiting her m otfer’s village, a hyena had entered the
house where she was sleeping, fastened on to her leg and tried to drag her away but her
sereams hod roused (he villngers and the hiyena had run off:

She moved abaut in the pouring rain, chasing the hecs i“mf-“ 5!1|:I.Ler o
hut, A harmless brown snake, flooded out ::1'{'15 _haJr.:. Was mov !Jng E;ss Tsu.: 21:3
ground, Sita took a stick, picked the snake up i Md-dj?:ppﬁrig :ru:l !J&:':'al: She
rocks. She had no quarrel with snakes. Th_e:r' kept down 1] ¢ frogs amﬂ bum::;rinu
wondered how the rats had first come t0 the island—probably m some
sack of grain, : : llings and

isli « black scorpions that [cft their i
l:riedm.SZTq :?&Lﬁf:rz:eﬁ ﬁut. It was 50 casy 10 Step onone z::: :::l s;;l.:. E;J;:isﬁn::]:i
painfisl, She had been bitten hyamqmgﬁﬁﬂiﬁ Eill-ffd living creatures but now,

d { pain. Lol :
e i mon e S L i
mdoors, she was hungry. She ate 59

; the br
Grandmother woke once and asked for watet, and iGrandfather held the brass

umbler to her lips.

' smallp
The roof was leaking and a 5ma
the kerosene lamps alight. They did potnee
safer,

[t rained all night.
Answer the following question:
What kind of girl was Sita? Describe he
el Rt e =
3.6 SUMMARY

father kept
dle formed on the fieor: f]ram!
udd. the light but somehow it made them fieel

it 60 words.

nly kneown) is an impaortant tool of
s The memorandum (0
intra organizational com . oo only when supporting
s (optional s CIUAEC B ¥ with the mermo
. dN“csmwa"ﬂ;h:;Tillts graphs, ibles, etc. are AUACHEC ¥ ;
OCIUTEnts SCH A5 B

) 5 font
- putes A SOME TS
= Notices, agﬁridﬂﬂjﬁ_"#lﬂughmcy are peimari

: nizational purpos:s.
3 ||5cd ﬁll' ,mer—mgﬂ \ . . i 5.'_.
AR 1.:“- i farmation concerning a fact mmmuhl:lt:'ﬂcd “ﬁﬂéﬂ_
* Anotice is a piece ?T-',Im'"-ﬂ"'”"“ms" supplicr(s) or any other business a: 5
emplovee(s), clientlsh"

o,
by an authorized perscil of an OrgantEl

o] forms of written communication
ly intra-organizational in nature,
used in organizat
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Check Your Progress
1. Giae the peocess of

. o rigsues that need to be taken up in 8 ﬂ'lil.‘ilnlr'{. [I_ na apecll}fﬁ
* The agenda isa list @ ;,Iun-:eef'- it »ssually meludes one or mare specific mems
order, usually pre-a10

(SIS,
need to e dizcussed i arder tu take dec

surmmary writng.
B, Which are the ton

witys of witing a
summary?

aft Puséructional
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» Minutes are the written records of a meeting. They often give an overview of the
structure of the meeting, starting with a list of those present, a statement of the
various issues before the participants, and their respective responses,

e An advertisement is a form of communication through which an audience is

influenced and persuaded to buy a particular product or follow a particular message.
Advertisements or ads, as they are popularly called, are usually found in the mass
media, such as television, newspapers, radio and billboards.

» Copywriting is the act of writing copy for the purpose of advertising or marketing
a product, business, persan, opinion or idea. The addressee (reader, listener, viewer,
etc. ) of the copy is meant to be persuaded to buy the product advertised for, or
subscribe to the viewpoint the text shares,

® Thej:reurjv'tt:,' and undeﬁmndipg of aesthetics as we find them in literature, art,
music, dance and other art form is always very useful for any copywriter, visualizer
or designer in advertising. !

_ ¥ changed the field of advertising
altogether. The headlines and photographs became the major signifying elements
and the body copy was slowly relegated 1o the background E

s All India Radio started its commercial service e
¢ called - - b
commercial success of Radio Ceylon, Vividh Bharti, after the big

means that a 30 second advertisement w:}ull one second has 24 frames which

whole story has (o be told and the eSS,
these 720 frames. !

s Whether a paragraph contajns :
_ A Ser]
things, describes a place, di &5 of events, COMpares two incidents 07

: : ISCUsSE; an indiv :
definitely have isatopic sentence, dual or an Opinion, one thing it will

meaningiil semtences that are : Ompriging g o
developed unit of thougly, Propery |Jn!t-|'.eq;|gu-lm_w3 Ontinuous series

® Al::u::-rdmg to the Oxford

dictionary, praci. ;
i + PT 3
of a 1ext or speech’, PIECs s defineg A5 "3 summnary gr ghstrac!

& ASUMMATY OF précis is the «
be complete in itself o {orm of
elf. It should be gh Ssage. A 200d summary 3hmﬂ*d

original passage so thay 5 1 10 conye i !
e o B e e 0
ng th ough time to rea

have
ape,
37 KEY TERN

* Memo: A uwally'hﬁw%\\\—/
“age f

2le, by am—“hl:[-_
i:-ill LEET T |
TPOSE O i+ PUON, O iy .

g l['IE ita s lltlE_l the action Ufﬂhﬂﬂﬁlmg a
3.

* Designation: An offic

H : >
' person o department I an
place for a special pu

Pecia) Staty

» Handbills: A small printed advertisement o other notice distributed by hand.

s Sandwich man: A human billboard who wears a sandwich board.

e Jingle: A short slogan, verse, or une designed to be easily remembered, especially
a5 used in advertising.

» Endorsement: The action of endorsing someone or something.

o Target audience: In advertising, the segrment of the population for whom the
product or service has an appeal.

—

38 ANSWERS TO ‘CHECK YOUR PROGRESS'

1. Memos can be broadly divided into the following SEEments:

o Heading segment

e Opening, context and task segments

luding necessary attachments) . -

d to be taken upin ameeting in aspecific nrﬂc;,
i ific items that need to

usually pre-announced. Tt usually meludes ome o more specific iems

] ma inchud nt of specific
g ; £ : 11' E]ED mc E:ﬂil.ﬂ{l'l'lﬂ 3 :
b Gacusmed i der 0 8 :.-T:::ss (§H I.IJIIIS-IH]]}' distributed 1o a meeting s

time slots for one or more 4ct with the notice of the meeting, so that they

icinants prior to the meeting along! e e
;‘mwg:?v:rpcﬁ‘mc subjects/topics gOME o be discussed, and are prepare

for the meeting accordingly. . vy
¥ ile prepan sertiscrnents certain factors need o b‘-‘:!:a]'lmmtf:cmﬂ ,_-m- o
i i ,rlis-umxtshﬂutd be successful in catching the
iy {hat, interesting logns, slogans orjingles can

o Closing segment (i<
2. Agenda is a list of issues that nee

o First and foremost, an i
attention of the viewers and [©

be included. o of the e
Selm :ﬂl il dvertisement should not only catch the attention O EIE PEOE
- cond, the adieris :

bt should also maintain the interest ul'llu:t ml:;h“; b

" Wﬂ,itslmuhihenhlctﬂsrimu]uu:medmmﬂ u
buying that particular product

® Last but not the leass, the ad shou
contact the one who had puttP t
they need to change _

4. Different Lypes afadvenisemmls arc:

* Print mcdia.:l.{f-.'n:rti.semunls

* Photography

* Typography

s Billboard advertising

* Radio advertisement

s Television Advertisemeit

* New Mudiaﬁdwnisrmmts

: - : (o a layman©
ity il pmagaplhmu” connecic
and organized sentences that &

lic 5o that they consider

1o take action, for instance,

e blic
I fovite sl or change a behaviour

he advertisement,

an be given asa series of coherent
d to a single specific theme/topic,

Hapten
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6. While writing a precis, some important points should be kept in mind. These are:
» Whatever the person or form of speech of the original, write the précis in third
person in indirect speech.

o Write the précis in one tense only.

» Make sure that the précis is contained in one paragraph, even if the original
passage has more than one paragraph.

s Theopinion of the original author should be conveyed in the précis, not that of
the writer of the précis. Do not express your own opinion or make any comment
of vour own in the précis.

7. Summary writing is the process of reading a text, identifying the main ideas and
then writing these ideas in 2 few words, It should always be written in our oW
words and should contain all the important poins,

8. There are two ways of writing a summary. These are as follows:

. R;;ng the number of words of the whole passage to about one-third its

» Writing a specific number of words an (b ' '
cific 1 e basis of the questions asked Mode™
Summary wTting is generally of the second type.

e

3.9 QUESTIONS AND EXERCISES

e

Short-Answer Questionsg
1. What is a memorandum? What are ity advantages?
2. Whatis creative COpywriting? |
3, Write a short note on {he process of

Paragraph writi
4. State the procedure 1o Write precis *
5. What are radin Spots?
Long-Answer Questions

1. Expl

; A: a0 notiee, apenda apg ninutes along wigt, thei

2. "Anadvertisement is 5 o ana

: Fﬂid-rﬂrmmj“ 1 =

S A ool R s Ui oy mtended 1o i i rsuﬂ"-!
R borate the Statemeny Explain Efm;f:?;ﬁ;?‘:“ n

3. Evaluaic the EI]&IP&CB.[IETIES ofa good py

i ; ; ra -
What are the differen Lypes ul'para!-mph E::Iph along with a sujtable ex amp!

5, What i Wit i

! 1 SUTMMAry writ mE? Explain in det
6. Discuss ihe developmen of pri 3

Practical [,m:-r:ini

1. Create sepqmip Precis for
(a) Tourism Corowth jy
A geographical gr
generally called 5

) MH}I}I Rul:lﬂ'ni

F i i
B Meceg o Mformation.

a

Sellestrnctionn
Mmterial

mu'i'gm (L, '1_l| o

'ally g
oy “Voted 10.4)
T ':"m""'*”.e“.v f'\len,:m [ {'J

TI'"““'““.EI “

purpose -:11'mu|'isﬁf 11
HC0try or jis tourism b -.h
Usloric traits designates

on the basis of «

regions, Those regions either arc named after its administrative or geographical
: | : nAmEs Sugpest

dentities orare given special names forthe purpose oftourisn. The fames HEBse

some tmique ar positive troits inherent 0 he re3 i i apart

: : qm guthor :

idea attached to travel DFJ'}“mE}"ThF e i j

from drawing the attention gfpmumml mu_nssstn those reg:;ms Fr'wﬂfg ?“.f:

ravellers who have no idea of the region with some explorabic-ophons ieing

them to better know the place. 1 |
i Mexico are some of the famous tounsm FEEIoNs

' 1 and Yucatan| ome oft s tourism regi
2:; :E:nu{;?igﬂimd after their current adminSIaive ar h:s.mr:..:}i Lﬁg:;;:i;
[rnportant examples of tourtsm regions created by the governmett

or its tourism bureau are Lake District of the United Kingdem or the Wine Country

of Califormia. ! “di £
4th the term “discourse 0
Jaarko Saarinen, a tourism scholar, has come P Wi

- e i bined
: al qualities of a region are combt
1 LLI- 1 -h_ ﬂ'lﬂ- Emlﬂluﬂdgcwmt: ;. i dth_ t “‘I‘:E
"':'_E]lf"::l I':! “;ll:lg-ﬂna] and familiar fﬂtﬁmﬂlmhﬂﬁ nf&le Ie'ij:lﬁﬂle I.:gf}ﬂ 3
T n the place. This dialogue on djsn_:usm : 1
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The travellers, however, thanks to the development of faster mode of transportation
and started o explore longer distances in thel 9th century, During this period sea
sides also began to be developed as space for “mass tourism” that saw the
development of some coastal regions as tourist hot spots, The mountains began to
grow popular among in the winters among elite groups. Tyrol in Austria turned out
to be one of the most popular regions. Tourism however, became class conscious
and acquired a class identity when upper class elites abandened places, such as

the Catskill Mountains of Mew York and Bath in England, when those places
started to atiract more and more middle class visitors.

With the advent of the Romantic Movement in the 19th century appreciation of
places of scenic beauty led to the flourishing of nature tourism or scenic tourisim
wn‘_n tourism regions, such as the En glish Lake District and the Niagara Falls
region becoming popular among travellers. As per Peter Murphy, “increased
Emn;l:-:tmc-n" led 1o the establishment of private hotels, resorts, and facilities to
provide entertainment, such as “municipal investments in parades, parks, piers
;ru:l I:m:!.,?-_ The other aspect of this phase in tourism development is that the
intervention of state 1o further the cause of estab; shing a tourism region became
more and more evident. '

BI'_?' lhl: end ﬂfﬂ'l-l'!:l Yih century and !lli: b-[:Ei“n mg of the 20th century g':“r-cnm]m'llﬁ
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(by Contemporary Trends in International Tourism

There has been an up-trend in tourism over the last few decades, especially in
Europe, where international travel fm’ﬁhﬂll't breaks 15 :mmnm.izli:im!hﬂutﬂ
wide range of budgets and tastes, and a wide vanety ﬂfmmlg' .. n-t;: EI-}I "-’]':
developed to cater for them. For l:}'.ﬂ.rl'!]'llf.’:., some people prefer simp :;:Em l:aic
vacations. while others want more specialized holidays, quieter TESOIS, {BImLY

oriented holidays or niche market-targeted destmahon hotels. ks iombo jets

The developments in technology and ”?“5‘“’” mrl‘ﬂsh':-;m: it 335,] ﬁnm!ﬂm
low-cost airlines and more accessible airports have m Em::ﬂ!l' qlrl;inund il
more affordable. The WHO estimated, i 2-I:H:Ilﬂ;h'It']-uhlal have:j:utreen changes

million F’EﬂF'JE on board aireraft at any oven time. 1here

' i d tourism.
in lifisstyle, for example some retirement-age people sustaim year roun

s z 1l Vi o
This is facilitated by the Internet sales of tourist SETVICES. Some sites ha

RS : ice is quoted fora
started to offer dynamic packaging, il Ml 1n‘:hi-lrf:'-’§]§:“ iy
tailor-made package r:quﬂstﬁdhjfﬂm wmeruwn 3 FS e
There have been a few setbacks 10 1{:‘.*5115:'-1. ot ?;E;Tia;]zlmf:mlEmPW“
and terrorist threats to tourist destinalions, mch:;cd by the 2004 Indian Occan
cities. Also. on 26 December 2004, a tsunani, € e o foding e Maldives.
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Thousands of lives were Lost imuﬁiﬁ? i I ;ﬁurism in the area for a time.
clean-up operations, stopped aF ¥ become more popular

- - pvernight stays have :

Individual low-price ar even ZET0H i h fm: h:’;:tulmmkﬂmﬂ services like
in the 2000s, especially with  str0"2 £2
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50me ﬂ'['lhf.' ncﬁtip’fg Eﬂmlﬂml‘: ﬂrﬂ E‘D':la] Fmad]', to l:u“ﬁldﬁ mﬂ'ﬂ [Jlﬁl'l-h

(1985) advocates the use ofan ecolog tainahle tourism development process.
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long term.” Thus, *sustainable tourism development” is seldom considered as an

autonemous function of economic regeneration as separate from general economie
growth,

Ecotourism: Ecotourism, also known as ecological tourism, is travel responsible
for fragile, pristine, and usually protected areas that strives to be low impact and
(often) small scale. It helps educate the traveller; provides funds for conservatio:
directly benefits the economic development and political empowerment of local
communities; and fosters respect for different cultures and for human rights.
Take only memories and leave only footprints are a very common slogan 0
Hcaed i Tourist destinations are shifting to low carbon emissions following
%:LI;ET:;: ;ﬂ?ﬂmﬂ!‘:mﬁ focused in being environmental responsible adopting
:,,T:“Tﬂum'?“ Pro-poar tourism, which seeks to help the poorest people

mngmuutn:s-, has been Teceiving iﬂl:ﬁ'-lﬁi.l‘lg attention by those involvedin
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and crafits tourism, known as sustainable Lo -].sm'.ThEF hawﬁcﬁi'mtlht -ul;];':
touriem” as tourism related to the active ];llartl[:l]:lﬂul}n Mm?. E.i'_l'S in i :::rm
of the host community, through interactive workshops afd Iniomma nE

EXPEFIENCES.

 Write the summaries for the following twa gections of information,

{a) Centralization and Decentralization of Management

: e vears over the issue of ‘centralization”
Considerable debate hos taken place OVCTHIESES 5 00 - ved at the top of the
that means that the athority formost decisiOnsis B0 e 0 hority to be
managerial hierarchy versus Idmﬂu?][mhrn:ﬁ lovels of mopssement. There

i : joon throughe
dispersed by extension and deleganan B _ e e
of satalign w403 W&E‘icq]tﬂxﬂguﬂmﬁﬁpﬁumr@mﬂ tional structure
izat] fuever Exists. i TG
dwc]rétjlmtltgzzgﬂwu ofcentralization or the degree of dmmmahl:zfulun
wWoul aterm ey by e:-;parlﬂ'ﬂﬂ- mcrgﬂls or ;11_‘.|:|'|_'|15Il.'l:'|:|-1']5,
2 gﬂmwgs ary and practical. For example, if an
company that makes refrigerators, then
:Jrﬂ.lﬂu[cmni: sitice policics and decisions in
mav not be similar. The important E;E:l:;g
TH ization 0w EETEE.
ization, bl decentralization :
-re should be mﬂmﬂhzﬂ- . . o it 14 also advocated by
;lu;;v;?htzm'{;iz:ﬁra]izaﬁun I:lr.:'lng]ﬂﬂnsl:uca“.'-' SHPEEEEI:;T;IE"-‘ highly morale
1n : t t:ellr:lt.-it;::m] scicntists as being i dﬂn‘fucg;v ifall decisions are made at
o itivel uﬂﬁﬂ'ﬁwucuww'aﬂm - end up onlyas workers and
ey mﬂtﬂ:ﬂ ]Emw :;rl:\fﬁluigﬂnji'ﬂﬁﬂrlﬂ! members e mpm:d eoelspment of
g lower e i
:::::lt;? i::::irtmms ar thinkers and that inhibits the gF

personnel.

As the organizations g
decentralization DeCcOmEs hf:m
automobile company ACqUIres
decentralization would b the na
these two distinetly different #ree®

{jmate, whereby taking
. o rion tends to creake & B bers receive
.+ hand, decentralizatic . jzatiomal membeTs e
Hndnd!:"e I:::l‘-ltl:;ﬁhlnsjhllities and ﬂh““““‘ﬂbfﬂj:ﬁn‘-\*hﬂh“' cenftaltzalian o
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executive train = sye woul R :
ST 2 : riables a5 beng
decentralization '*"'"'?"'I‘ih;f e jes bave solated mﬂﬂ[!ii:;mcmm Some
NI agd ﬁ;:::,ft]h:f‘»ﬁd fior 3 centralized ar decentd
primary i det :
of these variables are: - as of the organization: Certain T:I:::i:;
. and objectl¥ : ve i demecrilic pUwWer
Mission, gn::ih - universities anid mﬂﬂﬂfﬂm other hand, the goals and
Organizations such lized form.

enira e wioni]d Tequire a more
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: || busing
PUTPOSES pfsma i . £
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: il : involved im die
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+ Competency of top level management: If the top level managers are more

knowledgeable and highly expenenced as compared to lower level subordinates,
then the tendency of the organization would be towards consolidation of decision
making power at the central management level,

Competency of subordinates: The prerequisite of effective decentralization
i5 the availability of trained, experienced and lmowledgeable subordinates who
can be entrusted 1o evaluate the situation objectively and make necessary
decisions. If subordinates are not sufficiently trained in this area then
decentralization would not be advisshle,

* Desirability of ereativity in the o
all levels of the organization is de
would be more appropriate beca
innovative and develop better w
motivational factor that encours

rgankzation: If creativity and innovation at
sirable and necessary, then decentralization
Use L gives the subordinates freedom to be
4ys 0f doing things, This freedom is a highly
Zes creativity.

= The time frame of decisions: The 1;

g g mmittee establishing 1 lanning
Heies. i £ long range plann
policies. Where quick on-the-spot decisions must be mndrnl%thc: Eutl;;ﬂﬁi!f o

mke them must be delepated thus eng :
that such subordingtes musl be . Eng deccnralization, It s understood

authonity is delegated, h:ﬂdlijﬁmlmmnd '0 make such decisions before the

z
2
=
3
z,
g

purehasi d
Existence of sig i chasg selling and i, lasing. Some tasks €0
adin :
2oals and ohijectiy, & Plans: If e,

€5 can be decentralized.
¢5 and prec; s

_ 1515 4 ¢]e e ul
T se] ; ar description of clear ©

I Problems and majing o oo UEUFed proged,, : . solving
the outcome o ECEnain sif) s Ies and plans for §

Fa suborg; onal
. Inate* g and : . gn
decentralizating would hﬂ:n:fms decisigy , Operational decisions, &

Clfectiye, S 2asily predicted and henc®

-

CIvironmentfy, d actiy;

TeMain Ach vifine , al
relate 10 dealing i 1ot PRty o 195 that deal with the exte™
EUNETNmIcht, Mat BT 0y

§ ! tery e | I'J]-::um-,_,‘ ‘:ﬂ}n;_s:::ﬂfl I'I'.Ial't':_lgl:m:ml: These FUH:ITE
Loessitate l:'l‘:nll'aﬁzalim MG lo dhe fep o l_m[}l ﬂ'“ltiME, lobbying "j i
From organizationg . . "aetsand so on, These f°
highly Motivatioy,| zu:j VIour pojy of i -
PUPEIVISOFS the autheyiy, ol bogsting 1 oSeentralized responsibilities ™
take deciginy, SVes the junior level managers

MV 0 their pgjes and withi? 1

cemneal npeanizationa! polisy midelines and geneeally their decisions are highly
relevant because they are close to the theatre of operations. Subordinates usually
respond to delegation of authority wi@t‘nvnurahle attitude. Thc; h:f;:_m: mere
responsible and more dedicated to their w:_;:-r_k and 'hff" feel PO g Eﬂ‘;i:
the autharity. They alsa fee] that such decision making E'“thm:t_}’ Pm"';l;ms .

for upper level executive positions and if they are able to handle probiems at the

lower level successfully, their chances o promofions to “igh,”"*”f;‘:‘*}:““:;
higher. The freedom to make decisions also EWEEH"E? mburd-:jﬁ nging Hn.'?h:
status and recognition and this resultin Toyalty, E':‘m““t'm“:u? e Py
hehavioural scientists argue that such commitment leads to higher productivity.
(b) Rural Leadership

its v ; lation lives
It s rightly said ‘India lives n s villages’. More then 70 per cent popu

g faren oyment. At
in rural areas, There is mare pressure o0 e Tmﬂlﬂ; i b:fnz'ﬂp;mfw :1.::
present over 1-'.t‘r3.r percent of the EEUFE];mm Lok ity of :;:I:PUF‘UIatiunH‘rﬁ m rural
In developing countries like Indie, il lihood and where problems like
areas and is dependent ”“gﬂ'w‘hm mﬂﬁ-;mlm’ exist more pronouncedly
nent, social an Em, ioteteatinm i miral
{:;:ﬁmummpl‘fi the role of publie d.:h.elnprr:_ent}adnhzz::l;g:ﬂ&w i
oo 4;_ Ll’.‘lul::i'E;'] : 1.';[31 n India, rurdl mnsfﬂnnatmn_tjsm Srqesss aeasrally
naforma - ; i :
spectacular features during the pl:lst-lnﬂ':[':ndmf:t- peni

I ent of rural conditions.
implies a change for the overall EBEAT .

1 hatn he poli makers, govermmett
Rural leadership createsa very strone St saﬂ ;-:;ran:r' researches were
admi 'ﬂ-.u-zltl:cunlz:lnd the society, as well e I“Bnd_r.itl1 the rural Indian society.
iz - A te :
aimed at identifying new ﬂﬂdﬂ“;“:g'“g“fﬁﬁum of a few selected social,
H . ' ||'|'|'FHIJ: '
g ﬂan;:jﬁ;u;mﬁm i area of rural leadership.

- - ent,
= npcmted b}'tht g-m_rmm

cis and programmes 3o mes in many Indian states,
£

educational and cultura

There are several proje : E—— y In
{0 evaluate the effect of a leadersip = 1ge|:1! of Panchayati Raj, attitude of the

' fstate mmmtnﬂrmﬁmm iveness of female leadership
i i male I:ﬂdﬁﬁhlr'-'mdcfﬁm seek todesign and evaloate

village people towards fe ! s :
o i ke TR B0 el

additional negotiation nﬂi“j“fﬂr:::;mirwr}ing:fﬁfimwy for better leadership
cquip new leaders by strengt as good leaders.

and improve the perception of watnct
The key objectives of these Pre

h eing-making
: ity af decIoN : including
o Improvement prucemmuli q“nf::bﬁ: mmes at thevillage level, including
mﬂﬂl]ill‘lﬂ

iciency ini i lagers’ reported
s Efficiencyin ﬂprl.mnﬁw oFpublic a0ods provided and villagers' rep
the quality a i i
satisfaction with public program

. Wil
» Creating a good iMAg ot - rred specifically by womeD
* Better provision 0 L i Ptn:
|c = .
o Tntervention at ground ¥ Itk factors promoting and enCOUrEINg
Development is an m‘ﬁﬂﬂ fected by the overall sifuatic ; ek
change, It is, there fbfb] * fact, if viewed with ah{ﬂﬂdli:l"dj":m' Ilﬁtplmsn ST
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perspective, developn
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which are working directly for it, rather Regulatory Administration, Management
for Infrastructure Instintion and Agriculture Administration are also integral parts
ofit. Relatively, the authoritative functioning of the Patwari and the police, have
heen relatively less successful in the field of electrification, transportation and
comrmunication, mutual trust 2nd distrust relationship between the co-operative
agriculture and administration functionanes (the VEW and the co-operative
societies) and the people itself is a matter of coneern in the field of development
administration. During the 1950s and | 960s, development administration was
influenced by the carly theoretical approaches 1o development

Administration believed that:

= Development was desirable

* Development could be planned, directed, and controlled by public agencies
= Poverty could be eliminated

: by improving the quality of public goods and
EErvices

s Obstacies to development could be overcome
Development am:! a:lrninie.:tr:all.lun were primarily viewed as economic, with litle
coneern EJT f:l:Puﬂublﬁ distribution of social benefits. Today development
administeation is less bound to westem appronches of development, The focus 3
the people, During the British rale tainable and that meets the basic needs of
involvedinkeepingup wiﬁlﬁﬁeﬂm?' o stnti o dnnistation MG
o OHthe rules, However. it di nee

el s ok e “Mles. ver, it did not take the €™

oprhent administration into consideration, with the results that it could %

s ~oclo-economic change. With the advent o
. the massive omus .;,mwm nd size of bureaucracy underwent a r||:IL1'-::E:J-'|1'l*=
noti-development duties ]ikﬁﬂmﬂqﬁ:z?ﬂ-%:ch Was 50 far convened merely W

from the people. While view: g law and order or collecting reven™

a colonial system ﬁfaiiiﬁlﬁwt::ﬁﬁn from this angle, one wnndfm whﬁmfr
CATTYINE Ut Hom-dl o HEheame into exjstey ose
CEocmniting md e “'-m"“’“5ﬂﬂ“‘ﬂmfsluﬁlde;fnmﬂ:qﬂih“”
rural leadership and D;I__._'i_:?zﬂ'fﬁ POgrammes conneeyeg w:h demé]upl'ﬂe'“ of
mobilization, b iy Ll'l'lhﬂ.'n]-"E the Spitit of democratic values ar

One of the impartany
This system has algg

of religious Sacrame

elements of the 4.
: Indian snp : i
PUL restrictiong g, int Social structure is the caste SYSt°

d BT Caste 2 ne
MES and deg > mamiages and performa”™
53’5'“[:- Djﬂ& ofthe importay F:;dn.;n:t? Tﬂi: “en defined jngy ltnnf of the cﬂw:
Heen Its close association wi olthe cagta R ia

: with : system in traditional Ind! ;
45 paare and UTipmyrge and “'H:S-l: hﬂT‘:UPﬂllﬂn- Dccﬂm“ﬂﬂﬁ. h[l‘r'l: bian -Eﬂ.t'.‘gﬂﬂ : d;

on castes, ethnie & begp hicrarch; i
A T : call : a
majonty, if ;e;gpﬂndcsf :r“l:: '“E'-tfr Occupatiy Y grouped. The infor™e,

1
agrieultural actiyip : Nging to 4 N8 reveals that an m'e:r'l.'.'h‘:m“im
ofthe region %:E:I?:h OCCURY 4 prg Werent cagtes, i5 associat o

& last stugy hant plage ; - €€
AS a resyly ¥w ; nthe agrarian
of Gireen ed o
ward CHstey t1|:'_'|r|_ in ”THE.' of
. . 0 Miipe are: }1]-1
This is due 1g s it for thip; A, the schaduled castes and ! o)
system jg 01 the d‘“‘:ﬁtle W'-"IETl]:IELsLﬁm cim l:h’l-}"lﬂﬁﬂ[ mn ﬂﬂi

Tevolution as the traditional JA™

The striking feature of information on castes, ethnic groups and mz_ljuruuﬂ_urﬂﬂnns
indicates that the majority of respondents are goncerned with agri |::u|l1_1|:'a]
operations, one way or the other, while respondents ::ul:m_cm-n;iu with um:e,
carpentry, tailoring, etc., are the lowest in m}mhe:r. The Jjoint fi -..; s:.r::jnm ﬂ:s
been a very commen feature in the rural SH:I.CEI:I:!.' of India. In recent l:|:]-| £s, ;
phenomena of modernization and mhanizaﬁﬂl_] iy bmuﬁﬁb:@mmﬁ“::mi“fﬂm
the social scene, The rapid growth ﬂrwm el ?massr.:s.. Im tuerm, it
agricultural sector, the main source 0l SUSIENARES b ,

causes breakdown of the joint family system.
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| 40 INTRODUCTION

A report is a *structured written doc yment” inwhich 4 sg‘.l.l::-:i fic igsue 'lIS ﬂﬁia]'mimEdE f.EJr ﬂ]l;:
Purpose of conveying information i arderto report findings, 10 a0SW ::.r.a WI‘]“"" i dSP'“
forward ideas and make recommendations ot to offer solutions. In simp .Er -.;..;:.r .8
report is a document characterized bY information or other -::-:mtenlln::ﬂccm ¢ ofinguiry
and audicnce. This unit will

' e SibLAON
U Ihvestipati : pun[cxlnfﬂ given siua : i .
A oy volved In formulating & report. It will also discuss |

EXplain the various stages whichare!
the main structural components 0 f a pepoft |

A curriculum vita, larly knowrt a3 C‘fpﬂﬂ*‘ll ot ;
description Df}'ﬂmmﬂﬂﬂdeﬁmdcmialﬁ and afhm-ﬂuv:.tlliﬁz Tﬂlﬁ’;'?::;hlﬂlzl:ﬁ::c{;mn:
his qualifications and achievements it 8 ::ln:ﬂr.lwn: ise -:: 31::::111'-3“ s
ik beglug itk ohie’s academic rl]'l:p-B.FETlﬂﬂ- ra't-;_ mgvnilinn a CV. In this wmt,
. individual needs 1 avoid E‘amu'lﬂ.tlﬂiil m-'?ﬁ “n; its 1'ari-:|:13 types. The types
¥ou will study about the pmpamimuf curriculum vitaca

- .re in this unit.
“fc."l"lﬁ al ; i |ag are d|5|r‘;|_'|5.g-l’_‘!.'] e &
- ong with their exampie: e it
: pmmiLmication in which dig
E-mail is one of the most 1P

e 1 [tis
58 ters, mobile photies and tablets,
Sages :changed thro ygh the help of comi _ e
PR I s fast and effective way.
omsidered as an m:s; way which helps 1o commE vigate 10 d 5 Y

. i1a have been highlighted in this
The fa : oy examples of 704 !
S ail and 8 €7 : s defined as a
it l"am;I;ztfaniT;u writing has have peen discussed Pamphletis qeBnec s
: and slog

: oyl Lopic OF AN 1850, [tisacost
_ s gign about @ partici !
Sall booklet which contails i fonna - of productsan A services. On the other

Bffective - b hel ,-mh{-pmmnrim . ) |

hand, 5 '-.I:I fth!ndd:; H:S as ap:mnumbw. phrase whichs used ’“3'113' for advertisement
slogan is defined as . T - als0 discusse

PUTposes. The steps i.1.'|‘-'l.'.'lhl-ﬂ:| i writ.ng o slogeamn are S0

s o detailed and chrrl.'prchEﬂsiw

—

griant means ofc
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4.1 UNIT OBJECTIVES

Alfter going through this unit, you will be able t:

» Tdentify the stages involved in writing a report

= Explain the importance of a CV

* Discuss the aspects related to the preparation of a CV
® Jdentify the main types of CVs

= Explain the importance of e-mails in the eXisting times

* Discuss the concept of pumphlet writing and slogan writing

42 REPORT WRITING AND EDITING

1. Planning stage:

It requires carefi] i
effective report, I planning to belp one write a clear,

concise and
The four areas worth congider
# considering at the Planning stage are enymerated in table

Table 4.1 Fopr Areas ol Cﬂhs.‘rkrfhg

at the Planiing gy
Sage of Reporr Weitin
I, D’Irﬂ-hgﬂl-e purpose = 2

R:&chhnd&rﬂumd the brig
lidentify key words

Fearefiulty
L Defining the audience

E""""‘-‘""lpunu:tm

Svered i th Jopgy, e report and what can b?

Make .
cong e the Infor

4 Gathering information

; Mstiog i LS
i iry ang factuslpy E:ﬁ:ﬂ?ﬂthﬂ G
2 [ E'ME

that yoy ¢
e FAngcr $
Data collection stage: In Uﬂir.tnwmy. nicribe facts and figure

: _ vani MCE 8 hiph. oo
wide variety of corers . H-{0-date iy eh-qualipy

“‘fli'ﬂrat is essential 10
S Mary : at ;

INErYiews or discussjong with @ Surge mfﬂlmntis;mwnﬂh can be collected from
studying company of indusiry g,y o Y5 Obsoryag ¢ collected by conductin®
can also be donig for free with ghe ith the g tons, compiling statistics &0

www.kwiksurveys com A 'h‘a_;“P Twebsifes “intechnology, online survey®
F‘ﬁlﬂf Ei'.lf-:h facilities as h“]_]:l'l-'ld.ﬁ ul'ﬁﬁylmgﬁed:th 25 Wiy, mﬁ}P!ﬂﬂ'ﬂ-ﬂﬂ]ﬂ'
|nfﬂmﬂ-tlﬂn which g m“ﬂlﬂd Wi, G‘C_Ig |d.l.:'."§F Gm‘glE and Microsoft gls?
collect secondary sq

2,00
ﬁnmsuth i httpz'f"lik}'dﬁ‘m.liv: com. THe

urce jnf; ; &5

conference :;::i;n fro ﬁn:;c:#&d Primary data, One may al5°
A broghyr.. o oS the Internet. journals o

s, T type ﬂfil]fﬂ]‘l‘r;.éiil knoWwn

as secondary data. It is always useful to notonly quote secondary sources but also refer
to them directly in the body of the report.

3. Organizing stage: In order to organize your c:nﬂ:ctf:ed data, ong should bagm with an
outline, The list of the topics should be jotted down which one wants to add in the report
The following points should be kept in mind while creating an outline:
» (iive structure to your brainstorming by deciding on the topics you wish to
cover
s Create sub topics under your main headings
* Arrange the topics and sub topics in 4 logical sequence
*  Add appropriate introduction and conclusicn to your struchure
Ohreders fo hrganize Diata in Reports

Table 4.2 Differest
y e ihe o E.'Eh ]
Chronslogical Adnl:u“]i!rum ;Emwim in time until another
ting the approach
Inductive f"j“I_!’ com the particular to general
ing the ap{nuﬁﬂh: 1
Deductive J:ldug-tmggﬂﬂﬂ“l {0 the particular
] pach: - :

g Mnﬁ:ﬁﬂ?ﬁ:ﬁd or ifcm of discassion to the

2 :

nexl

. pach: .

Problem/solution based Adopting e SPPE T tionsioptions are...ihe

o ‘the problem M

gulcOme wnll ba...

e problem wis. (ke action taken was...the

pesull was...’ ;
the approactt
Prog/ Adopling
cons based 2 Ad'lulﬁag‘:i are. .«
o Disadvantages 8-
3 hﬁﬂppmich 1 :
Location hased G [n-E' arenfcam]ﬂus-'mcrim@’-m":““"n? gz
e froma
another i
iy the approas T
Query based A:dnpt;;;ning the ‘what', "WRETS. WR PR
% E:u* and spow” of the 185LE
o
; nrpach
) Mptl.‘l‘lgﬂ"u By e d
]&al‘r““ht!' hased ¢ sgur current teplily 15:-
L] i
i L e equence by followingany OEEE
Nm I'I_’,.ﬂdi-ﬂ-ﬂg i"tﬂﬂ]ﬂ‘gﬁa‘ H:'q lﬂr}rﬂmwmtﬂ-ﬂﬂTﬂhlbq'-zl
Biven grdo e he ‘flow of presentation & xt step is 10 create a
rﬁ-dﬂpﬁﬂdﬂ]ﬂ ot : "-Ilﬂj an ,Du_ﬂll'lﬂ. the ne? mu{gdﬁ‘[ﬂ“&.
. Fjl':“'l draft stage: Once you B e o ophasis should ot h:ﬁ:fnnizer;in mind that
It has heen ghserve:| that 100 gther, it s EmPC

s stuge- B pave sufficient evidences 1o

thu:h“ﬁlnmuntimj or sp Z1lings & flow and one should
Content should have a logical 10
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:__*:":;mm“_“_” support the ide:a:i_::me i presenting. For each section and sub-section, ensure a summary | s |5 the sequence of topics appropriake to your reader’s expectation? fdulmmicanmmﬂ-ﬂ
sentence that delivers value to the readers, For this, vour report should be organized in a

' 1561 i ati e Is each unit coherent in your report?
clear and logical structure distinetly differentiating the three main structural components: 15 each unit coher y p

: : ; . : i ion in each unit?
me_npmrng. the middle, and the closing. The main structural components are discussed ' * Do you guide your readers through your discusSI : . : :
NOTES ] as follows: Depending on the answers one gets for the above questions, consider adding to, NOTES
: : : : 15 of your report.
2 GPE['E“E: The opening should orient the readers to the detailed discussion that ':IE]-E“T]E from, or rearrangimg the nl:rnl:EmJ:l'l.ﬂ‘Eﬂ-"E“ i ; po iy

fiollows in the middle of the message. Determine the kind of preliminary information Review the surfirce features of your firstdraft by getinig @ conVInGIng ARSWETLD

L R "."'J"‘“ mformation should you provide upfront to guide the readers the following: : e

1o the detailed information that follews? Depending on how familiar the readers s Doyouuse segment headings. lists, topic sentences, and manageable-si

arc ‘r‘i"l'thalhE: :-'_.uhject of the ]'E.fu':ur.l_I ORE MY meel your readers’ apen i_ng I!'lﬂ‘f-'lji h,!rl p:ﬂfﬂg!‘ﬂpflﬁ [hj‘{.l-l.lgllﬂ"ﬂt !,u;mt' ]'l:pﬂﬂ?
addressing four features: the circumstances that prompied you to write, your

x & fﬂ'l .

& Middle: The middle, or body, 18 where ape should e Docs each sentence of your report CONVEY

s Do youuse format features consistently” _ _ .
key topics and points by reading the message!

ihe core idea clearly and conciselyT

ok , : devel discussion of key Y ; indicate where
i : op your discussion o : ographic reference mdicale Wer

e cha!ltnlge: i the middle is to shape the message by selecting and In addition to these, text citation Gl tip B mp tion, Clearly, distmgnishing
sequencing the topics in such a way that the resdere , ideac - e the readers o locate that i T ot
logical rlationship betwreen lupiu::fa ; He readers can easily understand the x‘deaf-‘mﬂﬁ““ﬂ“‘ig‘“dﬁ e iS00 mpummrﬁpﬂnsihuttt}'ﬂiﬂwmﬂmmm
Wmmms'“b“t{'PiﬁRSLIb-E!:irll&Etll.d;Iu fifferentiate the main topics and main tween original and borrowed 14628 7 your readers which ideas are your own and

PROrting detail and elaboration. Generate One can ensure this by making it elear 1o dary source. For example, say a reader

& midd] . whig . m primary or sccom - i intelli 3
tentative answer to Your goveming ques; - ﬂf}'ﬂle report. After giving your "—E.i are hcrl_-rmw.‘l fro . Fm have acquired information about emutmrtai intelligence
| addresses), determine how be Equestion (the main issue that your repo wants to know from where y gt jnformation by citing {he author in the text and
: , W DEsLIo state, shape You can indi the source of that 18 +of your report.
' an audience-centric message by stracturing v - TPOTL 1k answer. Create ol s e aferenge inthe bibliography oFthe appended parteLyo
the readers. In other words, atie should Eyour topics according o the needs of £a matching re Erﬂ_ {iie il sitation s referencing the source at
}Wtﬂi‘jmﬂin the order yolL d],l:ﬂ,]gh[ ofth no ftl.]'HE"IJI'I: tha report b},- sequenc ing The first step in creating a8 CIE'E“F e Je showsa pexiual citation on emotional
them, Instea ENLOr in the order i wh SR the end The following exame
| . I;I_I strIcture ::'ﬂ“.l' fﬂ]il'lfl‘th}r . Lo i w]'Imh VOu dls‘:ﬂyerﬂd ; end of the sentence,
Ty wngd 3 ERquenc ] ] i A :
; :FEI erstand, accept, and act on your key id“il-;ﬁurtﬂp!c.s so that your readers wilelligence; st Business Review (Goleman, 1998).
compietion. Rather than merely siopp; the readers with a sense of closure OF The textual reference 10 Goleman Iﬂm?alﬁ :!'r-.- A comresponding bibliographic
k? 19pics in the middle of your me:ﬁp;pmg When you are through discussing the Citation can be found elsewhete 10 the bibliograpity
of wa e ge, the i : : :
it !;Z;LT'E:;IS L]Dﬁlng by Hdd]"-‘-'&:&ing nmtf:‘;lﬂ':'ﬂ-ﬂﬂn bE. concluded in g variely reference should t'-ﬂ plesﬂﬂifﬂ a8 Yiakind [eader? Hervard Busines
2 g general courte HEPE, mentioning who does what o] (1098), What
BSSIStance fo your resder 5123 such ag thypyiy i S g " Goleman, Danict{
your key ideas, P “nphasis by regtg aﬂ t?{ll 125 nﬂﬁn“g foetle Review, 76(60), s uged in the reports 10 uphold an argument by
should he "8 and re-drafting stage: 3 Providing a detailed, formal reference ¥ s 1mmmrpm‘“ the quote into the body of
reviewed and if necessary ; ¥ou haye compl X, it I - ; lines of texl. Simply I uch as: According to
0 oY, it should he r. : Pleted your first drafl, Fyour quote is less than four .11 in quotation marks s
* Considering how ¥OU might impr “ revised too, This i Atma b the report and set off the quotcd mate! !ﬂlT:J’:;’El e evolved in acToSpace and was used
CONEENE, Sty Vi . &+ : ; 1atrin s 1y sl 1o a project,
SUCture, and conclugigy, orie YOI YDOHt’s suubstamtive features such 8% Mohrman et af, *The coneep n.f rtr‘:-i.se peeded o be temparéct ¥ mlgl'wi‘ Ex
L] Cnnﬁtd.t-ﬂng ]'!D'.Ilu' e Eh |'|.T".']_t|,u|-| (e, whEl’l: F‘:U‘P]': with ﬂl]'lﬂ-‘-lmal ;L‘F‘L “,ﬂ“!d he rtﬂimmj i ﬂ_ﬂl'l‘ﬂ'lﬂr PfD‘J:'; .
kit 3 tight im a : er, they i . into the quotation
. Buage accuragy, EEﬂtﬂnv::Hm.;mW YOUF Feports ;0.0 foc b 88 id once the project got 0ven ™ more fhan four H0cs of text, lead lnlﬂm q ok
- ﬂ_::.fu:w ||.-m,.,-“h."mrn}€ﬁﬂ“w _ €, and gq e ace fealures SUC However, if you are quoting +at feast ten gpaces and run the quote as
following: Talyour first drag by getr s With a colon, leave two “ne_ti' inden .
* Does Mg a convincing answer 1€ Separate (o your text such a5 _ e to effoctiveness in work
YT RPN present appen 2 - ication skills cantriiy fthe samne skills
n::mu:]um-:.ngam recomme F"Tﬂ.pl'lal;: ﬂ'iﬂﬂlﬂﬂ ) Enphisncﬂtu‘d l_:m“’"" Atexts in severdal m":’s e nr f 1;,.;;.5 on the
* Does your r Ndatinggy 2 SUppart and illustrate your .;hlﬂf and .mng,:a.nLﬁi!“'”‘“f’l L drc_afillgilﬂl'i marriage have thelr e
: Parthave Y Signif that are valuable 11 chil i 1fcllmdl:ﬂﬁ','-'”-“d persuade effectivety,
* Does it addrese Enificant gy, : < o, being abie 10 12 risals, and regulating
5& 1rpe] Vait fop; tent Laps? joby, too. Iy addino. kin rloamance 3PP - qetl <
L i : - I WK S0 B
P ® Do differen; SegmEns of PICS 0r provyig, Unnece . provide and artend 10 e demonstrably aluable in work selling: G
08 idateriol Your MEpogi Ssary details anu:l.:xampl'ﬁ' and motivating others* Mzrerival [

OVerlap?
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Check Your Progress

1. What are the rradn
simactural
compomeris of a
regort?

1. Stale the
parameiers which
should be kept in
mirl while creating
A aithne ola
reprl

SedInatenctionm
[ beierio!

S s e

Individuals with these skills more effectively manage the performance
ofuthers and advance through the organizational ranks more successfully,

In this example, quotation marks are unnecessary, They should only be
used when the quotation is quoted within the body of the text.

: After you qua\?-e wicluded/revised the report on all the areas mentioned, proofread
a printed copy of the report, and correct grammar or mechanics related errors (if any}.

43 CV WRITING

ALY iz an abbreviated form of Curticulum Vit
a_:bf life’. 1t is a detailed cutline of your qualifica
intended to tell a prospective employer about y
jobsearch. Generally, while applying for a vac
covering letter. It is important that while writin
of view of the emplover,
Curriculum Vitae vis-a-vis Résumé
Very often the term curriculum vitse and ré

8 .
serve the same purpose and the gam e et interchangeably, Though both

thern, tlhere 15 a slight difference between the twy, Th
résume. A résumé is a shon acoou g

ntof one’ :
El:mra!]y TEE[.TiE*E‘d tﬂﬂpﬂgﬂ_ one s qualifica

e. Curriculum vitae (Latin) means list
tions, education and work experience
ourself. A CV is an essential tool in your
ney one should send a CV along with a
BaCV, it should be written from the point

length ofa CV is longer than @
ons, career and position. Itis

-ACY LTHA 5

OF Teseirch-or; W
Purpose of preparing a Cy ch-oriented position,

A CV s the primary document whigh
: hich is

Tt helps you project : W *'“-’:Edlﬂﬂi‘mmne* s _

Fouur M“'i“'pm]m qhﬁ?ﬁ!rﬁmwmﬂp““ﬁ Canddickas fﬂf:”lm_!:u]ﬂ_}. t_hr a job Fm!_“.ﬂn'

servethe fﬂ!hw ; 10Ms, work Expﬂ'iﬂhtq ski ]]'ﬂﬂll:tllﬂrj ol h:l'l {jgg.r_-ﬂtl-ilng

PROIMOLE youralr

* A Em::lf"v’ brings out the basjc Stren pihs inthejnh arket.
thes ; ' medig

:l:h on ofthe recejypy, B Ofthe individual whiop should catch B

® LH mpst OCCEs i ]
ACY is the ;
and shoubd, they r" : st fomy o
. Contact
o Wyougrein e PSR g e i the patential employer®
Fiuare invited for gy inte “ehiation as wel|
onwhat is on yoyr oy W, you : .

] F DO As L= |r-| ) i
- - !I"El. - T . h‘
by > 5 Poding aj 1-..llE:'n?..'., it hE]p.s '-hu;ﬂ i~;t h-l;': Camn dﬂ 25 W
'ﬂ'l‘lﬂﬁ': FI-TI::EII.: 'Ijl:llﬁ."s HTH | g “ : - . di : - ]

il : 15 . T Lyl
Freparation of 4 Cy the job 'E'?t'ﬂircmb-.n?ﬂm omintervigwing candidat®

Your Cy L4 the :
: _ only thing g,
unpr'mmmmhnul YU, Hij;lwﬂ '-mlpll:r * " i|1 I
; Et'!r'tlrll'lg may E-Il:lmd which wil] give her/him an
a8 the paper, the presentatio™
. the presenta

@ principles are applicab]e while writing both of

the language, and the overall looks describes you. Itis generally belicved tat theem ide .
the receiver, and for this utmost care should be taken in prepanng &% ¥, 115 ”Cﬁvﬁfmm:r
hecessary that your CV should stand out out in relation to the numeraus othier Cv's that
the employer receives. .

While preparing a CV, the following are two of the mostim
need to be considered while PI“E]Jﬂ['iﬂE aCWV:

s Contents/essential componenis of the cv

portant aspects that

= Appearance of the CV s
These two aspects have been discussed in detail.

Essential components of a CV

o urpose CV, which fits
Broadly speaking, there are two types e ﬁﬁ::r':hg:ﬂmcdmsliﬂﬂd is & custom-made
With the requirements of a number of companes ]

on. i urpose. The
: it a particular organization, job OF PUIPOSE. X
or specific purpose CV that is made to suitd particular [V as they deseribe you Itis

Contents are considered as an essentil r:uﬂlpﬂnemﬂf ﬂJ;nd ok b by
therefore, necessary that the content should be El?mr:::ulhﬁ or her qualifications and
thatthe person should be honest WhiIS MERIITEES Loy vords whichare specific
schicvements. While framing e OIS V0 ) Ly shonidbecompliely
10 your ares or industry. It is equally important 0 €%

] T'I.EE nl-ﬂal'_
erTor-free in terms of content, format, spelling ® e crespective of whether itis

i ofaCV¥1

The following are the Em_:nhalcnrn]zmﬂﬂlﬂ
A general purpose CV ora specific purpos 1
Personal details: This includes the fio

[owing:

» Name

s Date of birth

®  Address apd contact details

= Nationality (if required)
Dhlm“*'ﬂ{ﬂpﬂﬂnall: This may include the natu

. e doh s sought. SR
¢ type of organization in which e 17 ific s gIveD
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passing is sufficient. It is desirable to do the listing in reverse chronological arder. Details
of any other courses or training modules attended can also be provided.

Sample of Educational Qualifications
Ph.D. Indian Institute of Science, Bangalore, in 2001,

Master’s degree in Speech and Hearing in 1986 from All India Speech and Hearing
Institute, Bangalore, India, with 69 per cent,

_ Eﬂthl’.l‘ltr!"s degree in Speech and Hearing in 1986 from All India Speech and
Hearing Institute, Bangalore, India, with 69 PeT Cent,
Academic distinction (Optional)

: tInclude this, if you have some significant academi¢
achievement 1o EmT‘r'Ej-'iikE: ¥o SO Elgl.'ll.j'll.-

medals won, scholarships received, and so on.
Sample of dcademic Distinctions

Gold medal for standing first in arder of meriy during MBA

Best Academic Achiever award for record marks in B Ba

Best paper award for present

o T ;
School of Management Sd S LTIl a N

s, Nagpur
Work experience: This section is likel
prospective emplover. Thus, it should
necessary to mention whether the prioe

onal Conference organized by

h: 'o attract the maximum attention of thlf
WHtten earefully and well-presented. It1s

J05 experience i -time.
Bref details shout each job, the Period v

and sddress of the employer and 2 hﬁ':*-fuutlin:?:,.:-hem the position, the job title, the !I]m:
in this secti Your responsibilities should be enlist®
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L X Experie
WORK Emm““"—-"‘ﬂ'lﬂ:ﬂh;uﬁ}ﬁm ==
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Uhaziabad. The jog ;
shidents (MEA),
Worked 5155 Resp: .
J!'l!"‘:n] Eml ino ]'1-_11{_. 1'3"5]
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' 10 give you a reference bel?

Testimonials: Testimonials refer to letters of t‘ﬁcm'rlm&l'lﬂﬂﬁ““ of appreciaton.
Testimonials are different from references. References are in TESPHEEEET *I'IS_P?ETJ::
request by an employer whgmg,satd:sljmclniﬂllﬁ_n_ﬂt ﬁca]]}'_addreﬁd h;;i Ei inth

seeking employment.

Sample of a Testimortial

Tir sefooran S0 @ver il muay COTCETT]

; - i fi
M Aditya Chopa s servd inousorganizatcn s Ciera SRBR Pl
the last five years, He joined as Assistant lermﬁ.?::hi:f o ition DISEr.
his high pecformance be was promoted 12 mpﬁﬁm J hus & pleasing persoaality
Mr Aditya Chopra is a very sincere and hardw He 3

s ipnaad be. He took the initiative
and willingly shoulders additional m“mhlmf lEﬂd ream worker and actively
1o g“i;,;“_ﬁsfu”}.- Enmputﬂﬂ-zl.' "1:-' .I!hnu-_'l'. ]]l:' 13 E

. : sxful
cooperates with both his SUETHOTS and subordinates o iake the task 10 sRCCEssll
cornpletion,

Polr Chupﬁl. 5 leaving ihe urg:nmzall{rn
asset to any organization he joins.

due to personal reasons. He will bz an

VTS
1 wish him success in all his furre caded

H. 5. Badi

Director

Appearance of the CV
The appearance of the CV is as io1pd

il
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Samiple of a Suniriary

[or Sujata Mehta, Director, College of Engineering and Management, Woida, hasa
rich expericnes of 25 vears in the academic field. Starting ber career as a lecturer in
management with LM 3 School of Managernent, Jxipur, she hos served in some of
the leading institutions of the country like FM3, Delhi, XLRI, Jamshedpur, and
Bajay School of Manngement, Mumbar,

Dir Mehta has 3 doctoral degree in managernent from Qusens University, Canada.
She has an MBA degree from FMS,; Delhi, and a Bachelor of Enginering degree
from 11T Roorkee (formerly University of Roorkee). Her area of work and interest
include business planning, vision building. stratepy formulation, knowledge
management and public relations. She 15 the suthor of two books on knowledge

management. She has over 30 publications in leading journals of el g
inlernational repute.

Dr Mchua is a Fellow of 1IM, Ahmedabad. and is in the A

disory
Trehian {3} ¥isary Board of the

—

Furmli and l..a].rnllut ofa CV: Asit has already been mentioned, the first im‘p]'::iﬁ.i_-ﬂﬂ is
formed in half a minute spent on the initial screening of the resume, The space should bé
attranuwly_umd and the resume 5]1-:::ullr.l be extremely legible, neat and clear]y readable:
The following general rules can contribute towards making a resume attractive:

# Leave at least one inch margin on all sides of the page

» Use fonts which are clearly readable, Do ot
: nse e
page. Do not use fonts with embellishments, more than two font styles on 3

= Limit the font size to ten to twelve §

hEaJ:Engs or the bﬂd!,-' of the text and to fourteen for

* Avoid using colours and special effects to decorate the Oy
e Lse bullets to arrange the subparts of g heading clear| .
" F‘
* Leavea lot of white space on the CV, otherwise it Appears d
cramped,
5 2 bold/ italic font style or maY

Pﬂﬂapt 10 remember that the areas
ghted in A photocopy,

a standard size envelope and will
end. It is thus, important to yse 5
free. Itis advisable to use white
should not be used as they do

: Ml make it di yin
50 Create : ifficult to fit the C

Eond qUaiTh?n]; Ao while filing at the receiver *
PEper as it Phurﬂ-:up?nﬁ::mh is clean and wrinklé”

0t photocopy cles | and dark coloured pap®’
The printing quality should also e Eood ag otk e

CV readable. Use hip : = Printing ;
L tl.'l.l:.h 'I:I,U.El!ﬂ'_l,' laser Pring NE S0 ag uﬂ-E 15 whag :muuauy makes }Iﬂ'l.l-r

. : _ i 1
Avoid coloured inks and restrict YOuTSelfiq bagy P Elve the (y professional Jook:

your CV through e-mail, it js advisak Ly i t
' . n i
meet the concerned employer. Elocarry g by, A k. In case you have 56

P¥ with you when you 20
Use n standard-sized envelo :'

ndvisable 1o use a large-sized enyve
unifiolded. This is especially usefy] i

Pe and jy shoulg o

hr:ft-ﬂr.”“ P X1 jl:,e Mapled. In a fow cases, it
fhe Y mit:"glhy ang whlt:ll‘l'?. E':Irtmlltp_': n;;iif
I'enclosyres, Moreo¥s"

Bz gy

Sample of a CV i Chvomplogical Forta!
Ritilka Mishra
Al pa:

Summw

-
iy Management: panjara Hills. Hyderabad
Pt . Aug 2004 till date
i i ures ents
it S 59 ial manigement (0 MBA stud
"sibilitiey Teuching finanes

' inti " is heavy, i alo

if the paper that has been used for printing the CV is heavy, it may causc creises aiong
fold lines making the print illegible in that area. [Fyou are sending the CV by post make
SUTE to write the correct address clearly and legibly.

Types of CVs

CVsare of various types such as the chronological CV, functional CV, :-m‘_lb!_]'jalilﬂﬂc‘l-'r
and scannable C'V, These C'Vs serve a different function and have different impacts 0%
the receiver. It iz essential to keep their characteristics in mind hﬂfﬂrﬂ chm;ﬂﬂ;l:.lg a;u}im
them, For example, broadly speaking, 2 functional OV would wmj'h;-. egm E:iml:e
Tather than experience and would be thus, betier suited to A PErsOT e i |

The major types of CVs are discussed as follows!

4. Chronological CV
this format.
Thlg_ is ﬂiﬁl{_‘l called the u'ﬂd.'i.ﬁﬂ‘ﬂﬂ-l format ﬂfﬂ. i Iost of the CVs follow . [;l;lam

& chronological CV shows the progression and growo ‘uation, This kind of CV is
moves from the beginning of your career 10 the F‘TEE““::F e ry. Your most recent job is
®35¥ to read and one can easily go through the GrEEt T: . is followed. However, it
Blven first at the start of the CV, that iS,ﬂm‘EmE chronoiegy

There are no major gaps in your career path. S
- - n =

* Your responsibilities have increased !I_1 fﬂ-‘-‘? ;-;_.-

* The job advertisement speci fies thus kind ot LV

* Youhavea continuous career fustary
L]

G 1T .
o Pimis@Eyahoo.co.in

Yo of Experience in teaching
n:s'-!amh publications in }nurnﬂlﬁ of repule
:J:d:::d in statistical mf't'witlt.

MDPs for 4 organizations
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Chairperson of the BBA programme Editor of the
institute journal ‘SYNERGY"

Organization T Roorkes
Daeration ¢ Jan 2001-Aung 2004
Desigration o Lecturer
Responsibilities

¢ Teaching financial management to MBA students
Administrative responsibilities

Member of a research team carryving out 4 natjon.

PISpAring Teports, organizing short-term courses

Academic gualification

MBA (Finance) (78%) from Osmania University, Hyderabad, 2000
B.Comy{ 75%) UTKAL University, Bhubneshwar, {097
X1lth (74%) CBSE Board, Orissa, 1994

wide study on dividend capture strategl,
and seminars,

Personal Details
Date of Birth : 29th Tunc 1979
Marital Status © Married

References

Available on request

B. Functional Cv

done rather than when ang Where, that i POSItOnS held, It focuses on what you b

the job. You career histgry v 15 it describes you 4 itability 2
. v will 'I'Bn‘gﬂ:'lﬁ and suit
usefulin the following cases. Eenerally come at the endofthe CV It is p:lﬂl'ti";“m'd]'r
L ]f}"ﬂ'l-'l do not ]:Iﬂ"u"'..".. oo mich ﬂf"-’mrk -
L] I:'ﬂl'w:pl;- mﬂh—-“lg l:Elree‘-Qh“E_E& mmt
® Forthose Who nieed t bt
away from werk, Fnl?:;.l;:h;;lf the skils g achievements they have deve! pﬁd
> & particula Fﬂs?m;n through .0 4V developed most of the /
regular f:r‘e::lmcﬂma ghve unteer work or part-time wo
Saﬂfﬂ:ﬁ‘ﬂ!" OV
ok Staseng TCF iy Femeriogr Formgt
Flat Mo 453
Ciandhi Magar
Pune
0123456372

E-muil pu@gmlilmm

‘

OBJECTIVE

To obtain a position where [ can utilize my technical know-how and witieh sl affer 2 high

level of challenge, opportunity and continued career growth and stability
SKILLS

COMPUTER

Languages: Java, C++, XML, PL/SQL

O8: UNIX and Windows

Databyse: Oracle, MS SQL Server

Bug tracking tools: Perfect Tracker, Star team, Silk Radar

Prepared g report on Virtual Classrooms for NITT

D“igﬂﬂd a Web site for an IT organization

MANAGEMENT )
Majored ip marketing management: Minored in International Business
':H'Trjt'i DUL & survey on customer needs for NIIT

inars and workshops of
w”? Part of the team that organized several conferenices, 6

A2higmng| Mportance.
e worked on multiple concurrent projects
"mMIWJST'.t.qTIﬂN
Ssisted ip, OTEanizing training programmes RS
5 the editor fye the newsletier

; ippt for
the % Member in the execution of an mtemsational pro)
Rl population

fenm
B8C85 {he ability o work independently or 88 & part of

professionals from the industry

reating awareness Of TT for

EI}EE,dﬂ']ﬂN et Managﬁmtmm'
Ly Eraduage Programme in Management (MBA] frem 2

Ckno, in 2004, - tuﬂnfmﬂlilriﬂﬂ'l'ﬁrhlw]ﬂﬁ"r
”Eu.-uum Diplomg in System Management from National Instit
F .Ihl" :in. 2{'“3:

PERIENCE

e thap 2

. Years in the IT industry Coordinator
L& " : hnical
Fumnﬂ’" Working with HCL technologies Noida 85 & I¥¢ applications

B
Rp "5 Cxberience in interacting with customers
A E_ERENCES

Vailap), On request

O _
= “Mbinatigy CV (Hybrid CV) i mal CV. !t1n¢hﬂ$

"8 Com: jcal as well 38 akills. Youcand
¥ “Mbinatien fhoth chronolog : ghells.

Oy ; ofthe besto omplis il ser type of CV

U 5y w}:&ﬂtmn and experience and also your 86¢

: ibilities A1
A each position or job had unigue respons!
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wanld not be sufficient. It tends to be longer than both chronological and functional. It
can also be repetitive.

Sample of a C¥ in Combination Format

AMRITA KAPDOR

Adidress:

H Mo 369, Sector 37, Arun Vihar

Moida (Uttar Pracdesh)

Phone: 91—120-2430T07, 09313366363
E-mail; kapooriayahoo com

DATE OF BIRTH: 25 Apni 1974
EDUCATIONALQUALIFICATION :

» Bachelor’s degree in Engincering (B.E., Mech.) from Osmania University, Hyderabad,
India in §995 with Distinction {73%)

» Master's degree in Business Administration (M.B.A.) from Rohilkhand University
(mow MIP University), Bareilly, India m 1997 with [st Divigian,

Major area of specialization: Human Resource Managemen
Minor area of specialization: Markefimg Management

WORK EXPERIENCE: Abous 7 viars

# Cumrently working (Since April 2005) ug faculty

Science, Ghaziabar. n Institute of Technology and

* Worked as Research Fellow ‘A’ in QIP Ce e
of Roorkee) from February 2000 tn?une zﬁﬁ,éi‘,&ﬁgﬁfﬂﬂ'l}' Un"“'”?;i
i5 o nation-wide survey covering degree-Jevel engineering hstimﬂt?:u Eﬁﬂﬂﬂﬂ

O l.l.'urhad as & Lecturer in B.R. Instibute of Profétsioeat e simt s
famary 1999 to Junuary 2000. The job involved teaching e e ond
E:mutivemﬁ- Eurruzerci];;nnl.qmame responsibilities in e Il.'l!-'..lih.lll:'.. ‘;.lﬂ:;rkel:llas a Sales
The it b cunu'ulHnML Eare:IE}'a from December 1997 16 D | 998

2 g and coordinating a reg : enemh_zr
schieving the sales tarpet, ™ of sales representatives nd

Responsibilities Undertaken
Research and Administrative responsibilities:

o Carried out a five project on Com
i |
Continental Carbon India Limijed. peiency Profy

* Undertaken 8 comprehensive survey of 13 Mational [ng; ’
Regional Eni',mu:nngl‘.”:un'leg:ﬂ}, Hotes UfTﬁ:hnnhgy I[fnrlﬂﬁ‘:"
« Prepared a report on “Virtual Classraoms® for

» Undertook a project on * Inteamuey|
a proposal for the same.

* Organized a National Lavel event
Roorkee.

ling of Senins Level Managers

- nr Roorkps.
Barch | i
M Technigg) hstlhsliunn‘ and P"Pgﬂd

‘A Date with myze.r:
e with Dlsﬂhilﬂ},. o0 06 s OF .

o Hud been a team member in the organization of several Conferences/Seminars |

Workshops of national impartance.

inine courses, especially in
s Have assisted in the organization of several shori-term rainifig b 4

the area of Educational Technology.
Teaching Responsibilities

* Taught management subjects o B.E.A and M.B.A. level

; _ . |
* Taken lectures during short-term COUrSEs organized by

shdenis.
IT Roorkee for teachers of

- . "R S, Fi L i COuUnLy:
various degree-level engineering institutwons M the COURETY

® Taken lectures during a faculty development

programme orpanized by 11T, Roorkee,

i logy, Agrit.
for teachers of Hindustan College of Science and Technology. AF

® Part-time trainer for GRE, GM
Additional Activities

* Was the editor for the souvenir takent L
Emerpence as a Global Hub: The March A:Eihn;%% i
India Habitat Centre, New Delhi, on 16-17

* On the advisory panel of Sigma HE Splutions

i |

* Associated as a volunteer with R*-"l"’kl"-"ﬁ S"""t}n;i
of IIT, Roorkee and was involved ‘Iarf -
“m““EEmI:nt, administration and fignd ratsmE.

* Was a team member in the execution of a Retary
for deaf children o

* Have assisted in the coordination :}fTﬁﬂﬂh m;::;:micﬂ
National Abilympics and Intermational A

; pat

* Have been the Master of Ceremony FoF Ay

p‘“"-""*“h amd other universities

P
APER PRESENTATIONS / Funumﬂuﬂﬂ

pomal

* Paper cntitled * Performance Manﬂgemﬂm; i
Cﬁf"”“k}'ﬂ. the journal brought oul by Ro

Hissa, Vol V1, Tssue 1, Jan—June 2006.

* Presented  paper entitled "Knowledge

Stitutes” ap SMVD University, Jammth, ot

Creation 1
-7 January

Pmmi"g in a Manufacturing Concer s

1 d, organt
Ergence as a Global Hub: The March Ahed

H‘“"‘Jﬂal Conference of Indian Eumm:hnir::ﬂ Society -

Project an

Holistic Vie
ela Imslitute

. [ ﬂ]ﬂ
. entitled Modus
Got the hest paper award for the paper © \ the National Conf

AT. TOEFL, IELTS and other compelitive exams.
Sy

wational Conference Of India's
pbcdtysion zed by ITS, Ghaziabad, ot

pyt. Lid, Nowda.
s
e Deaf located on the camp
i:crﬁiriﬁss of the scheol including

wCooking and Catering”

pants of the !i'a:g;ir:mﬂI.-'-'u.I.'lilg.rrn._]:ﬂ'|:s;=
{Ahilymp'u:s iz an Olympic &

_jovel events organized i 11T,

w' Was published in ?’ﬁe
of panapement Sodies,

i P
rch in Educafiond
gh Res<o

2007,

' ptency
gandi of Compeiett:
et 01 India’s
by ITS, (haziabad, 8t

TIONAL INFORMATION : IIT.
Aibeyy the f'uilu-v.-hg: Lol Education ﬂfg.'-ﬂlllz:ﬂ by 111,
N Nnﬁﬂml Conference on ' Human Values i i imad by 1T,

rkeg e organized 0¥
. Ellﬁrl-term course op ‘Human Vahies i Professic
. [T, Roorkes
. anized DY rkee
. shul'l-ln:rm - o Greel DesIgn oTE 3 Fﬂ‘lﬂdh‘““‘lm
L]
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etk s All capital letters are percéived as shouting and the excessive use of the Once you have signed in successfully, you can access your g-mail account as 5 Nt
Commugication-I{ uppercase is considered bad netiquette. shown in the following figure. i “
s F-mails need to be specifically checked for prammatical mistakes as alotof
pople fieel offended if thev receive mails whic
VIS peap ey ails which are full of errors. | Add a mail account NOTES

= E-mails are a permanent record of what one has written and can casily be

. Enter the mail sottings for you@yourdomain.com. LAAMm mofe
forwarded to other people. Therefore, onc has to be extremely cautious about |

what and how one is writing, | Ermail address: youiyourdamain.cam St a’
* Another major advantage of e-mails is the ease at which different typesof | Usemame: you@yeurdomain.cam .

ﬁl [WﬂId. Excal ﬂ.'l'll.l ]P‘E{]}l CaLn ]:Il: a.tmcheﬂ_ Password i T il-ll!-.‘l

L : I e SR o |

. :emndm :f;: ;:1 all Eﬁght to send Very heavy files before you actually go about FOP Server | mail yourdemain.com Port [ 095 W8]

i Ej afs ey take long to download and yss a lot of disk space. A Leave a copy of retrieved message on §8 Ayt LERRIS
. Ue Torwarding messages, puta leof corn - sacurs connactian (S5L} when ratriaving mail.
= Overuse of acronyms should b '-'*'1'“11 d 0N top of ths 0 L ﬂm.rﬁﬂ';;a die s s

e avoided. : [ youliveurd _.:mﬂ._:_n_gﬂ_*#_]

7 Label incoming messEgas- [ —

Reading and Writin

E-muil is extensively used by people _
writing an e-mail is not a very _qpmqmpimiﬁ;l’: f'lfﬁﬂ‘i- The procedure of reading a7 . o) (A Acount ]
+ M€ Steps involved are as follows: (tneed) (I e

E - ur Inbos, The inbox folder contains all

The e-mail account can be a Clicking on the Inbox icon lets you 0pen o es, You also |
. : coessed at any Your i A ghlcs you @ read the new 0Nes. I
particular e-mail account, as mentioneg g a::::‘;d fom anywhere by logging on 10 the e E"E'"ﬂlus e-mail messages and ﬂm:fﬁ nges}:T iransferring them to some ather |
?’Elﬁ]ﬂﬂm'aﬂ}“mrmggtgpﬁ: Lo read Or Write Eh-:-mai!, you ngcd [ Fal mn:phu:" ﬂfdelﬂmgthﬂ: I}I‘:TITE; i box can he read by Cli.l:ki.ﬂE. on the g-mail [
Type i alE0, An e-mai apEe 1 5 glo i
® Typothe URL hitp:/iwww google. com th Pubiect or any n’:h?:rr::::r]k:l;i?itam iherein. Thisdisplays the conien’s ﬂfﬂﬁiﬁiﬂjgns !
* Enter your user I and the Sl 1N the address bar of a Web browser ® read and allows  to take appropriate action accordingly. _::lnm;: t:x]::m S r
&5 shown i the Tﬂﬂﬂ‘ﬂﬂng figure. livered ﬂlﬂﬂgiﬁiﬂ] mmchmmm_ﬁmﬁ?mﬂ.ﬂﬁ 1'ﬂfil1]1|-;z::;;$:-rl - |
— Elaphics, pictures, videos, sounds or acombination @ . i the message itself which |
Sign tn_it}.'. el ithy o O hei The e-mail message depicts an ﬂﬂwwhtl b:::;::::m i relevant applications of
fiﬂug‘ Dugle 2 g elick ither open 1€ 2
s Aﬂﬂl.il‘l.t : ched enables you to either 0F i

Vi
"t on your computer to be opened 5P

Wr
'ting an E-mail message ot Towrite |
5 Meng; sedb ]ﬂ@ﬂgﬂn'ﬂ&mmlm'm
Mionced, e-mail account can be BCCEs Y ikE

"l youneedo e il sen enables yoU tp write an ¢
The : hand side of the = e-mail messages
Mag] mm;l"umpnﬂe option o the I::} S along with the |
Wher ge. Attachments can a compose optio

g they are required. On selection of the and sending ar -l MEssaEe:
W 'ju n i = .
The following steps are to be followed for W : . ufthe recipient ke User

i i e- % il
- Mewi g, ' * To: It isa field in wl ich the "'“]':JI ¥ :::: message can he dg]wgn:tl:l} ;;J:iT:n t tl:e
e ' ID@domain,com is yped m, 59 1al ;  recipient 18
1 Th"‘“'-—--_ rhﬁ fﬂ? I case of multiple 1t i';ii;m e.maﬂﬂdﬂ“:'-"ﬁ‘:'f gac
Ce: It signifies the ¢-mail addressis)of the recip i .L-'{ﬁ}ap:tlﬁﬁ'j in "To

. T o The reet PR e messages
% . o Copy of the messagy 15 hrhﬁi'=“5r'“m'd o peciptents it Chpir IESSES

" o i ﬁ] ] "I |_|_-|.,£ gﬂlnﬂ
i i R LTk . dfﬂﬁi‘(ﬂ i) : "'E'l"l'ﬂ-{l—"-
Self-Instrmesiamal hw leld also roceives 128 e-mal ad \ 1 the Ce field also 1E€

112 Materiad jlldjcaﬁug that e-1r ail addjlﬂﬁ&._.'[_i_ in e

1. @ scTedh will appear.

:illl_r-]lu-.':u._-m;m_rl
Murerio
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it s Bee: It denotes the e-mail address/{s) of the reciptent/{s) to whom a copy of

Crmummicoion-fi the message is transmitted. However, in this case, the recipient/{ 5) in both
“To’ and *Ce” field remain oblivious of the other e-mail addresses, to which
the message is sent. Bee stands for blind carbon copy.

» Subject: This box enables the sender to write the subject of the message, so

that recipient/(s) on receiving the message, could have a clear idea of what
the e-mail message is about,

NOTES

* Message box: Itis the field in which you type your message which is to be
transmitted.

o nl'lai:lzmenlcm also be appended to the e-mail message before sending it
There exists an *Attachment button® within the compose mail box. On clicking on ihe
Dutton, you ar asked to provide the location of the desired file to be attached.

Une then clicks an the Browse button which enables you to select the desired file from

your computer. Finally, clicking on the Attach or OF |
with your e-mail message, ton attaches the document along

Your message with or without

attachy -+ g
following steps needs to be followed: nent is now ready to be transmitted. The

“-mail shing 0the forma) letger of offer on ¢
. pmﬂdjfﬁnntmn details like the job ﬁ[]‘:__,lj,?.tﬂ
al informgy s of offer and the actiof
tion, qualification proofs or ather

required (in terms of fiiy,
documents),

The &-mail shoulg
concerned candidate {

concerned employer
letterhead and send ;

Accepting Offery

Skate I-hal ﬂ_":

o $pecified date) o OFOET Would be handed over t0 19
¥ even SCan the harg Sshe gives o positive response. L

s anattachmen, - OPYofth

e offer letter on the company ®

lletter

]i'll_m_c-ﬁ“er letler comes vig E-Tnaj]
mail itsclf. Even ifthe o s Youwi .

fie
send an c-mail 1 Bl I |E'|1|3I'|'m3

WHFN Feceijpg e tg o Dected

i 0 send an acceptance Vid
You
and genp back. WIitten f 3 h”;d Copy, it will be agﬂﬂdiﬂﬂaw
.lemn”ﬁ FI-I]]E,E‘:“%{ Ol he job offer and also to in

08 i1 th, riglltpl'u-tl:"']"s‘E of informing the emploY®
d“'E-:!.inT! or is making FVDENESI

tht the process of sy

SeifInssemeivanal
124 Marerinl

Sample af an E-mail Accepting a Job Offer

Dear Mr Sharma,

I received your formal job offer earlier today. I have carefully gone
through the mail and 2m sending you this mail as acceplance of the
SIMe. o "
I thank you for giving me this wonderful oppartunity and ook forw

to joining A-One Lid. on 26 November 2008. Sorm.
Please let me know if you need any other information from my €EQrT
there is any paperwork to be completed.

Regards

Anita Mayar

SR1EBS3006

a.nayar@gmail.com

Declining Offers
to decline ajob affer, make sure you do

Offers may not always be accepted. Iyou b8V 0 80 oy which willbeofuse

it gracefully, This helps to maintain good relation

10 you in your professi
professional career. ive staternent
that no negauve
The letter should not be too long. You Ehfjum al[ﬁr?:ﬁﬁs pot necessary for you to
AZAInst the organization or the post is made il ﬂl; E,[.lnl:rlhl.!f offer in hand, you could
(s on o explain why you have declined. I Tﬂ S meed fo dos thank the sender for
Mention it but even that is not really nﬁﬁmﬁg ;:JH formal mannet.
the offer amd for their effort and decling the O i

Sample of ah E-mail Declining @ Job Offer

Diear Mr Sharmma,

Thank you very much for oftering the psitic
v much foro i

Ltd. While | am quite sure that the positon s

' Tld i
employee, | happen to have another offer tﬂﬁ]’:m 4ol
Therefore, afier much thovght, 1 have dec

and your coOmnpany
I thank vou for your time and effort apd wisht Yol

n of Execulive A ssigtant with .!;.qn.;
(me offers g ol 0 AP

: hat matches iy profile hedter.

i this ofter.

well-

Yourg ﬁinntn.-l.:,.-
M':E:r.'a M.

Plavjn B Orders Judmgall relevant details.
< i ot NG it
Er;.h']? Placing orders via e-mail, care hﬂﬁmh‘?mﬁl‘:zﬂd be stated clearly. The quantity
s regarding the product or service require
“Wality should be specitied oo,
Sample of an k-
Dear Mg Sharma,

I have gone through the catalogue on
E“““‘-"-'ilm books via CODL

Phe details of the titles | require are 3

1 rder the
wiehsite anid would |k b0
_'|-"'I.'-'IIF

¢ follows:
Jblishing House]

; oP
Leszong on Cartooning by Revin Ken (AB

Commuraication-I7
- NOTES
Gl fofmaracthanal 25
Mierial

Frraitem
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SefSmstwe nanal
126 Adverar il

e Cartooning with A. Mayar (XYZ Publishing Company)
* Howto Draw Carloons { A-One Pub ishimg L)~

You are requested to ship them to the addre ; .
& mentioned .
know by when the parcel would arrive. oned below. Kindly let me

Hegards
Meora M.

A-32, Sector 5, Noida
Mobile oo, 981 7742005

gﬁ:ted date of delivery which make it
rder.

Responses

If you, a5 a candidate. ape .
L “ale, are contacted by the R
respond via e-mail itsel bocausg by employer Un e-mail, it is alright for you to

x ; *H15 quite an
that vou read the miil carcfully and follaw tTl"':itPlﬂ'j LK) 3| nowadays, Just make suré

information that vou have been 3
sked 1o
sought; and the same is stated in the f pm_"lliﬁ ar n:t*rr.u:m clarifications that have been

to each of those points in a similey st and in the same d;tmﬂke SR
Order,

: the e-mail wap
- : ts
this ST ot headIJE;:i-ﬂn attachmen '[““uhily%;;nﬂ-ﬂm Ltd, for example,
Sr. Human Re M Instruct yay ip the ma: ned copy of the offer on
i BEr. Therefore, gy Ml 1o send your acceptance to the

replying o an il Tt : shoul : ; .
il B st ISy 10 tead the g :afféjf i any Kind of hurry whil
; : tasked fo pe et
time. Ithe mail has been forwargeg i Responding *i: i tho o
ot inerpretthe message and the g L% IMWiltake g o0 A TS
. : Feacti : i G
Justrespond to the sender of i1 M|mh going through e |-_l-! _ulﬁzlrj_mu to understan :
respoiid to the tight persor, IMstesd should read tyy ﬂ['|mml- One should ¢
- g Malls carefully and then:
While respond o ; Y
Itis also advisable i r!;im;ﬁ:? S0 tht the g

the trouhle of checking his old mil’::ﬁﬂflhc Previ
LA

The following is the
From: Apipy Mayar
To: Rahy| 5

Sent Hnrhdayjﬂ.-’tpril. 2008 13.
Buhject: Résumgs for gy I
Aftachmenty: Risumg)
FHelln Fahul,

b am enclosiy,
12ke 1 logl

Guhjﬂﬂ[ﬂf'l:hg mail remains the same:-
S majl. Thie .. - :
Uniderstang -.:.-haT 2L This il save the receivet

ﬂﬂdnpje; ﬁt‘a.u E'mﬂil_ ¥ou are mﬂi}-'lng T,

25 P
oe; Reame Moo

E W nisgpe by
L

il |.':L” tll':||'| - 0

i 0F o e VMg

52 ETL iy : LT

Regards Vit 11y, Fing ¥ some friends, Pleasc

Anitg them Suilh|e

The following is an example of the response to the mentioned mail:
From: Rahul S{srahuli@aone.com]
Sent: Mon 4/30/2008 12:50
To: a pavan@maone com
CC: Virendra Singh
Subject: Re: Résumés for suitable positions
Anita, thanks for the résumeés.

Virendra, please call them for an interview if they are found suitable for
any of the vacancies we have currently. We need one sccretary, one

administration assistant and one receptionist,

Thanks,
Bahul

c“‘“"‘-’-&'ing regrets

Mails v . to job seekers who cannot be absorbed by
hich conveys regret can be written 0] can be written to express regret at the

ons regretting some slip on their part such as

gubscriber, and so 0n.
by an organization regretting

:l'n duﬂl'.lmem can be written by organizati

Magazine failing 1o send a particular issue 104

ther ; Hc.m 18 & samiple mail written 1o hopeful candidate
Tinability to appoint him/her,

i <y interest in
On behalf of the hiring team, | want 10 thank }fﬂlutzﬂr }"ﬂl;; “;,.-nu i
joining A-One L td, However, we would be unable o empiey

ELWay, B4
that we are quite impressed

All the same, we would like to iﬂwaﬁuhaw placed your name at the

by your qualifications and expericnee that we have prepared for
top of the eligibility list of teft F“d!d . if 4 vacancy comes up
similar vacancies, We will definitely inform }rmms. T yon wish to have

in any of our branches in the next couple e reasons, please letus
Your name deleted from this eligibility list for 7

know at the earligst.
’ f,com regularly for
You could also check our website s a0n€lt

tion on vacancies.
I hﬂnk’mg you for }rgurcmpcra!:inn.
Yours sincerely,
Rohit Mehta
Sr. Manager HRM
02222678
Besia
hd'“g Firm Reminders

In g,
The

H {13

quite often.

ng reminder Jetters crops U ind them

¥business organization, the need for sendi stomers [0 rem!

i o Ci
Eredit collection department may have to send letiers

Firriteor

Communicanion-iT

NOTES

Sl stractivma!
Masrin

it
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of pending payments, customers may have to be reminded about renewing their annua!
maintenance contracts, and 50 on. Reminder lctters may have to be sent internal ly to
emplovees of an organization. The human resource department, for instance, may have
to send reminder letters to employees regarding documents to be submitted by them, a
Senior MAanager may write to an executive reminding him about a pending report, team
leaders may write reminder letters to their team members aboul various tasks and their
dexdlines.

‘When a reminder is sent for the first time
as it would be like any other letter. It would be in the for of a request. However, when

the reminder has to be sent a secand time, it would have 1o be crisp and firm, The idea

is to sound polite and at the same time strict and firm, While writing 1o a customer, 8

remindet letter has to be worded very cautiously, However, use of e-mail is rare when it
COMES 10 Wriling o customers,

-1t isnot difficult to compose the letter

E-mail reminders are most commonly used within the otganizations
]EHMIL':’: usnow look at the points that one shoulg keep inmind while writing reminder

* Your letter should sound conlid

Your instructions shold be clear -
exactly what he/she i fequired o dg
o  The mail should have a tone ofu

s ITitis a reminder fir :
late pending Piyment, let the reader know

what the conscquences of |5
; : €O non- . . '
without using legal language, On-payment will be in a simple manne?

& Reminders sent 1
details of the seq
but it would he »
postal address

Attach all releyvay toc

k‘rmws what is being re

bill can be attached

* In case of a third Teminde
directly and stg e aflong = A po
(ke ;,m ¢ the consequenes g b lesg Polite. Get to the topi®

S UNEENCY it Your top,, “FNE the mail. O should, thus:
Sometimes, youy iy send g Feminder i

H0 your earlier reminder or done (he PETS00 wh
! Ay havie sl e =
request to ignore the conten if 11:.;-1_'&'2!”.. In sugh ¢ Vhave already responde

tuati ; it
needfial, SEep has ﬂh:;;m$;1|LE mail 5h1_:.|,||1,|_1:1:[1[ﬂ!t|;|z
the pa 1e
If you find that the Payment or dot

sent off the mail, ensype tha
W ignore the mail and thg,

rgency,
Pavment gr

# Customer :

der. The e-mai]ﬂa-rdilhmmal- Eniity should contain all contac!
Bood idea o gen, 1J1r:EE "1l 80 10 the receiver augomaticallys
e numbers 88 well as the mﬂjpl.ﬂ'c

eyt wi ;
ferred g, |I:I:}|!:'1|l;c "eminder maj 54 that the receiver
"¢ ol paymens, copy of the origind!

addressp, has Laken
L¥0U Send gy,

: " Appr
King him for hig

YEY Withoy 5 'Priate action afjer you have
PONse o icting uesting the add

Acknowledging Receipt

Itis very important to acknowledge receipt of any mail that you receive, whether in the
written form or in the electronic form. Acknowledgements are especially significant in
the service industry where customer service is of utmost importance.

Similarly, you should acknowledge the receipt of a job offer or an interview call.
Itisalways co l-l r[r.;-{:.u:.-, to send a receipt of acknowledgement o a ﬁrmm:l e Eh'_“m]. o
FeCeiving a pift, or an invitation to a wedding or birthday party. Within an orgamzation,
acknowledgement of receipt is sent on receiving the agenda for an important meeting of
o being informed of the last date for submitting certain documents,

e

45 PAMPHLET AND SLOGAN WRITING
e

Letus analyse the essentials of pamphlet and slogan writing.
Pamphiet Writing

UNESCOys nstitute of Statistics defines a pamphlet as anon-periodic pﬂ“lﬂd puuzhbcﬁzil
ofat |eget forty-nine pages exclusive of the cover pages. A qu_phiet -Iig an: of paper,
eoklet which daes not have a hard cover, It may consist of 8 SI?EETJE bc'f:'thc- matter
Printed on by, sides and folded vsually in half. According tothe ¥0 E;‘IE information
size of the paper, it may be folded in thirds or in kg i

00Ut & proguyey OF Service. mobiles, we geta
When we buy an electric appliance, medicines, mm-pmcﬁ:h an ad-ma;!isemmt
fﬂ]ded sheet of paper mentioning on it "how touse” insIUICHOTS business. They do not
b Pamphet, Pamphlets play an important role inAcket 5 I

. ook ed easily to customers, They
Uire mygh money in their production and can be distribuic

i o as [eallets.

I:rJititu'l‘lET'lls-a.ﬂd educational instons.

While composing a slogai:

i Ig ]'II: =t | I 'EF'S‘\-
& L] 5 i
: ﬂ!:.Et]lE.r fDd“EI' il IFE ﬂ'.ll&ﬂ ﬁ.:'“':""ﬂ-" 1]]':. ' bt

b : | i
Ehl‘l-u]d ih ink about the ]}-I:I'Hiﬁ iz atiributes {}f[hﬂ < This would highftfih’

lovee
* Take teedback about the pmmu:t,fmmpﬂn.'r' ffﬂ: i:nhpilghvﬁgh'-fﬂ hefore and would
Hﬁ_me kind ol attribute which would not have bes -
M2 More creativity too. o heing and

; ctcame it
® Invegiy, ; iin which e company/prod
Algate the circumstances imw

this g, EY can lead o  slogan. -+ eolid punchling for the product
" u h‘-“n’.‘ltﬁ. on the — vl enhance il with & 5e
L] I ]
I P
- rough Ogper Slogans
L - with
Elu{fl;::-; the f-i_':.|||:|'|.l.r||¥ alar glogans are i aleswl
5 | p

: . ] st po
ne himulu! ILL"-?P.I in mind the fact that the OSSP

L v P H
by phrases, It is thus, necessary the
Mgty tagline,
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g = KFC'S *Finger licking Good' resonates the positive feeling that you will come
Commwnication-Il back for it again and again. i
» Similarly Pepsi’s tagline *Pepsi Thi Pi Gaya' denotes the fact that the product is

" . s irresistible you gulp it without thinking at all.

Narrow Down On Sell Written Slogans

This step includes the following procedural:

» Once you shorilist your chservations, then start working on them. This will initiate
new ideas which will help in the promotion of the brand.

» Scribble the new found knowledge and trv to associate wi k. This will
help you to build interesting slogans, : g

Tips To Write a Slogan

The following guidelines will help you to write 2 perfect slogan:

» Tell the advantage of the product: The mote the
slogan Magline hel
. : P you pro
product .Cne needs to aggressively showcase the beacfits of the product.

* Short and sweet: The thumh :
Y rule while com

& Make the emotional bond: It i - :
will help to establish 5 bond ':-rsith i i build an emational connect 1:l.fhu:h
LMT““E Company says, *

ca mmt symbolizes the | e :
; Wwas not only likeq hrzﬁmmmlm“fm company, 1%
cannects with everyone.

L S'i'l'u-i.ﬂ' th I‘ight hﬂhn " -
there in the mﬂhe,mﬂ;ﬁéﬁ;ﬁ;ﬁmﬁ,mﬂ? that right kind of balance should
inténded, the thyme and rhythin, Hmh’t Placed on the word count, the me
used as it may lead to confusion g Ever, ambigyoysg language should 00t

. !Hal-l:r. it sayable: T S ekmess

The rhyme ang p :
LISIANCE, the wordings of Ajrge) ad‘mr}?;l ofthe slogan makes it hummab1é: 17

ismmulahtmﬂfmh Ment, *Har Ek Fyj i Hal

| d o Friend Zarori Hota

thus, hmﬁﬂs]tmﬂkﬂth&'rﬁ pﬂuplll:;:_:E-’“E . Such kind of taglines shot
1

Different Styles of Taglies Popular,

Bl lis racripean
I Mmerid

e o

iFrideen

Some convey action, for example; Communication-if

® Red Bull's ‘gives you wings’
» Nike's ‘Justdoit’
= Snapdeal’s ‘unbox zindagi’

Besides these, advertisements showcase leadership qualities, or are thought
Fm"-'li."l'.'.'lhg and some of them are filled with humour too, for instance ‘centerfresh candy

dimag ki baiti jala de”.

——

4.6 SUMMARY

e e

NOTES

* The planning stage requires careful planning to help one write & clear, congise
and effective report. vl

* Primary source infarmation can be collected by conducting mierviews i e
"-'I-'JI.1.|'|_ EXPerts, surveys, phseryations, {:-[I-]'l_'l.]‘.li].'iﬂg gtatistics and studying company ar
mdustry data.

* Ohie may also collect secondary source information from books, theses, the Intemet,
Journals or newspapers, reports, conference papers and brochures. .

® In order to organize your collected data, one should begi with m.ﬂm_:- ol I

* The report should be organized in a clear and logical slr.rur:tlu'ﬂ dﬂ:ﬁﬁ
diﬂam"tiﬂﬁ@ﬂl@ﬂm main structural componenis: the opening e mICCE:
the Closing, .

. ;hiif ening should orient the readers to the detailed discussion

dle of the message. :
* The middle, or hndjr':gjs where one shuuld develop your discussion of key topics.

- letion.
* ¥ closing should provide the readers with & sense of chosure or COmPIEH

A : ¢ indicate where
* In addiyj itation and the bibliographic reference 1
on to these, text citation locate that informatioa. -

“Nidea comes ides the readers to
s omes from and guides : by citing the author in the text and
O cam indicate the source of that information oY £

' - ri of your .
Neluding matching reference in the pibliography of the appended part G130

“pont rgument by
P T e ; widana
Likewise, quotations can also be used in the reports 10 i nd/or

PTowg ' ' writing &
iding a detailed, formal reference to an authorized prece of g
| ; i 5 in work and
2 Enpmm‘:ﬂtﬂd communication skills contribute (o effectivenss
mgn"‘lzﬂliﬂl‘ml contexts in several ways. :
L] a4
:ﬂ‘-{' Visan abbreviated form of Curriculum Vitae, Curnicd
list of [jfe:
] T :
&8 imporiant tha while writinga CVs it
L] .
Arésumg ig a short account of one s qu

that follows in the

fum vitae (Latin) means |

dhould be written fram the point o 9. What is 3

aliﬁmtmus.cmmaﬂdpusiiian]; 2
's ification, job-Te
i ' lod account of 0DE s qualification. } :
h? other hand, a C'V is a detailed 3¢ $ol s
Petience, the responsibilitics shou red, skills,
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. AEE"._-' i5 the primary document which is used to assess one’s suitability for a job
position.

* Ema:!l}r speaking, there are two type of CVe, firstisa general purpose CV, which
fits with the requirements of a finmber of companies and jobs and second 15 8
f‘:ustnm-made of specific purpose CV that is made to suil & particular organization,
job or purpose.

o Testumonials refer to letters of recommendation or a i i :
reciation. Testimonials are
different from references, o T

® Itis important that the -C'h"hﬂss::::m: amount of eye appeal so that it pets selected
From among the many CVs received by the prospective emplover.

* CVsare of variows types such asthe
CV and scannable CV.

s Electronic CVisaCV sent through e-mai :
- : ail attached i ication-
Ane-CV is stored in a computer datahae as part of an online applice

52,
g ch can be casiby zes i a
graphic image and then converted into text weally scatmed. I g spanuslas

* E-mails, as they are popularly cq

lled, are m .
and usually read on the computer mmmfsﬁagﬂ that are composed, transmitted

chromological CV, functional CV, combination

= The e-mail account can hE.' A

; cessed at i "
o to the particular e-mail acoount, as “?:“b;iﬂ:::dﬁ]?::m anywhere by logging

47 KEVTERMS  ——
* E-mails; ltr&fm\\_\__/’

Ees thag
om the cnm]mle:surnens._ dre l:'i‘ﬂ'lpns:hd, h‘ﬂnﬁrniucd and uﬁu«ﬂ“!'" re.ﬂd

* Electronic Cy: [t ref

ers to ;
as part of an online Eu‘:qﬂi-:a["1 Y of Cy

Which i t..f,d
Ho, 5 5em = :
] SE:nndar&. data: H"Irﬂ'llgh e-maal atiad

It refers 1 B lype of dita

ich ag b00ks, thege, ﬂ-,w.hiﬂh is eollected from secondd”
P A brohy,  MCTOR, journals or newspaPe

E ANSWERS TO ‘CHECK YOUR PROGRESS’

L. The main structura] components of 2 report are as follows:
* The opening
® Themiddie
® Theclosing
2. The parameters which should be kept in mind while creating an outline ofa report
are as follows:
®  Give structure to vour brainstorming by deciding on the topics you wish to
‘Cover )
® Create sub topics under your main headings
® Arrange the topics and sub topics in 2 logical sequende
® Add appropriate introduction and conclusion to your structure _
3. The factors which determine the length of a CV are qualification and expenence
of the individual and the nature of the position applied for _ :
- Arésumé is a short account of one's qualifications, career and posttion. lt::_
Eenerally restricted to a page. On the pther hand, a C‘.n.-’ is @ detai h,lmit] |
One’s qualification, job-related experience, the responsibilities shou 5,
and 50 0p, | |
The fol lowing points should be kept in mind while making an attractVe FeSUIE:
" Leave at least one inch margin on all sides of the page.
® Limit the font size to ten to twelve for the body of the texta
]'II.'}"dd-i]-lgEI H
* Avoid using colours and special effects to decoratc the CV.
Use bullets to arrange the subparts of 2 heading clearly. ]
" Leave a lot of white space on the CV, otherwise it appears cramped.
5. The following steps will help to compose or read an e-mail: g
* Type the URL httpy//www.google.com’ in the address l:wtt'ﬂi:& We :
* Enter your user TD and the password as shown in the f-:nlluwmg_ ﬁgm'.'f«
" The Purpose of the Message box in an c-mail is that it is the field in which you
7 ¥pe Your message which is to be transmitted.
* The Parameters that should be kept inmind while w

“MUmerated as follows:
o

nd to fourteen for

riting reminder letiers are

o the letrer is sericusly
Your letter should sound confident and authoritative S0 :—E;g:w

The mail should have a tone of urgency: 2
Your instructions should be clear. The readers shou
€xactly what he/she is required to do. exclusive
1 54}
" Apamphje, is a non-periodic printed publication et ﬁﬁqﬁﬂﬂﬁmﬂ cover.
*Hhe cover pages. It is an unbound booklet SRR nembered phrese,
1 :11& Cambridge dictionary has defined slpgan asa meuF %
*Pecially ane used to advertise an idea o4 product.

kenow and understand

9
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4.9 QUESTIONS AND EXERCISES

—

Short-Answer CJuestions
1. Why is it important to use quotations in a report?
2. What are the various features of an =-mail?

3. What are the steps involved while preparing a slogan?
Long-Answer (Questions
1. Discuss the importance ofa CV,

2. Explain the important aspects that need to be considered while preparing 2 V.
3. Explain the main types of O,

4. Explain how repret e-mails are written

5. Identify the uses and Purposes ol writing e-majls,

6. Identify and explain the varioys stages of writing a report
4 ;
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5.0
>0 INTRODUCTION

From times unkrown, storjes have been a vital part ofour lives and_ilis thislaﬁF"E“t thu_u
Makes g humarl.We::ravc for them in all shapes and sizes. It s e mﬂ?aﬁ
8 5004l animal, they like to hear stories. Such is the im of stories that they
L truth even when they are totally made up or Rifaricatel 3 ughts
in.. . Creative writing is the art of written expmiﬂ"‘f‘“‘““““‘mﬁmufmd
nrﬂn inative way. It includes prEE':ﬂ*iﬂE [ee?ltng!. “nagr.lmﬂ“ - vels, posms,
METE facts and figures to express something in a form which couid bano
Ort BlOTies screenplays, songs, sﬂﬂpti. el
Think of a white canvas and any form of art could be e
EVE Writing kriows no boundaries like the white canvas and 0¢per
b ectof the writer and his or her scope of imaginator. e
&1 the world of creative writing. : jsm (itis
tobe | T2 iLis to be noted that an academic fﬁ“”hwm¥~'cxﬁﬂﬂgﬁgwm}iiﬂ
"oted here that joumalism is not a part of creative o iting. Creativ®

b e Ve W
"-'-'rir“ Journalism), and technical writing are not incl 'g;mﬁwﬂpﬁ
Wopl oS 5 10t dependent on language or medium and e w:ﬂiﬂé is being ¢
4 of creative writing is huge. Different forms of creative

¢ days through various sources, Writen

Tigeg , 215, amateurs, bloggers or maybe frec! that
Ming, " 10uld the words and language inSuch 2 WoY Ll i
ofthe reader by offering them something of their :

rmed creative. Similarly

depending O Tm’ughts
s

Erﬁﬂl‘i

Creatéve Writing
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5.1 UNIT OBJECTIVES -

After going through this unit, you will be able o,
* Understand the essentials of creative writing
= Analyse the style of various creative writi tig forms
* Evaluate the important tips to develop a good style of writing

* Discuss the various forms of ereative writing like, story, poctry, drama, etc

5.2 CREATIVE WRITING: AN INTRODUCTION

We come acress all sorts of examples . _
Ples of ereative writing siars: : -
school as well as e ; NE starting from our experience 1
project b-u: dl T:a.Tn F'”r]}T]DI_Essmnnl life. These days a log of importance is given to
g g Where students are made aware abou the i sance of
presentation and clear |:|;:||_'|_'Lmu“|_|_-.atjun at C lmporia

an carly age at school, Atcollege, business
. £ courses whered
the practical use of their learning. This serves nm.-:: RWots ire mas aw“&'ﬂf

e

reader can relate to, which ignites the R::::::;l:ﬂﬂ:ﬁ ::e m;:sagr.: in a way, which ﬂ'l_f:1
i Tg4 ' o & 1
e niasn o ot o < T olves Bheking ot e
ofastary with sufficient mamp]:f w;n P oI ViEW erto presen ghe I'&ctf inglhn: form
Rave yon everwondered Wh}'snmua:lh Parallels to explaiy, the content to the reader, BU!
these days? Because it is nnt 4 v IMportance ig g VeI 10 presentation of the conte!

3.2.1 Necessity of Creative WI'iling Necessity these days.

Creative writing iz required i
0 il walks of it
work place or at the market | % oflife be it i school ar i :
ace, : 1 ¥ ;, at the
across from moming 13]) e-.r:n e Ii'-'l'i‘i“-_l PaY attention 1 the w:l;:a:-,f:'hmﬂ :lu:llﬂi; Z:,;:rﬂ
m Entyo

: gh side
breakfast with a newspaper in hand " YOUF house whey you sit and have yoUr

all the text you can read ' When yoy A
i diffkront forme. I =000 Your way, yo wil EPout and walk on the road, look &

151 ] I'E']I- N
151 AR ghe R
wriling is required: i Partand pargey of oy ddh“ Creativity is delivered to YOV
= To COMIMLINical s

Y10 day life, To sum up creative
* Toentertain

= Tosell a produc

* To create AWarenesg
* Toprab your attention
* Tobring up artissiy XIS
* Tostimulate pegy ideas ang j
® Toclarify the thoughi proee

L ETERS
H

® To search for identity

& To read and write

These days creative writing is offered as a full time course at few universities
across the globe. Few other courses may include crealive w:TJhIng as a |:IE'I1II nf’rhmlr
curriculum such as mass media and communication, but what 15 Impuﬂlﬂnt 15 thgt t.hm
should not be seen like just any other subject. A proper environment of leaming, prCUCINE.
discussion, feedback and assessment process should be in place soasto haone the skills
for creative writing.

You may have come across student publications in schools from children andlaisn
hewsletters in work places. They are good platforms for one o express milcummu:311:a?:
'0a larger group, While at one hand for a student writing ina schu-::lﬂ publication E.'IEfErS
Sense of pride and achievement to him/her, on the other hand it also gives an “PF'UIF“J“”};;
toan extra bit ofrevision, proofreading, et which they otherwise might benot like to-do.

Importance of Creative Writing

. : : Cp ; O 10 PTOVE
Creative writing is the foundation stone of innovation and ideas hich goes onto pro

the famaus saying. ‘It was impossible until someone did it

. [ | al? § | r
i PP Al asi 5 the individual’s powers 0
Creative writing is an important glkill as :tdwEiﬂThc :f‘ﬂ-.e e o

E'-':]]rﬂlﬁs:mnl empathy and eritical thinking, While ﬁm T d. well that may be
Creative wri ting is needed only for the ones in the liberal arts field, waﬂ ﬁ;b&ilil.:lllhc
HNinse because to communicate effectively it is important in all aspecis 0

SIness or the non-business world.

_Mﬂﬂ}' people, especially in the business world, ==1F'13|'1_":':’ﬂl Il worded creatively
™M in a concise way as much as they would appreciate a we { corporate
Wiitten newsletter. Be it internal memos, cmails or any ather tl"r:lrm o .
mmmunim“ﬂn‘ it will be appreciated more when it is tailored to their n:-qu!["-‘elﬂ‘lﬂ T-iﬁ“g
AL
i On a very individual level, creative writing is LI:iF|_i Inln:xplure and ﬁﬁ;w od"
h I that you never knew you had and the process of wriling twmtm}lu,,.ﬂﬁrjg eloping the
um?'“ being, While some education systems tend o work more 10 de; lr:ﬁ-; more
Side of the brain with numbers and logic and neglect the G NF]E '-l'li'll":':: &ndllmh:t
ti the creqti vity and emotions, This discrimination creales nii
Ve Wwriting is imporiant, : : ject, ot
When students pursuing higher eduycation take crealive ““:;:EE:[R:T::::;;’%
W .“.hatEESEHHEmy emotionsand creative aspects in thﬂméndm:”mt entators, problem
ngskills, produces historians, researchers, critical thinkers, i o1y, For a better
“:' Nd communicators. It helps us to analyze humian 1-.Em1rE * m'@&aﬁlrﬂamlc.
“PHOR 10 one’s creative writing it is important to be original, authentic

in Lreative Writing

o information shared with
them

3. .
- Tips to Develop, Improve and Excel

| . : otk the moment

:;:ﬁm “',Tl[ers who intend to «o creative writing will luke m?‘w"!I{i‘: l]:::i they are bor™
®Y think they have a pen : nd a paper. While they are of the uww ,

L lﬁm At work and hence need no preparation. Hﬂ“iﬂul:;slﬁzrsl ol t

W % they would be writi ng upon. This approach plagl

Would sy abruptly ar d would seon be wail o,
.y

1% 'E.h{n
By

- hich
ot with an asst %
t requires plan
ke 1o keep them

g and (etting star ted: [you :-u'u;.‘phll'lt'l-ll!g to 5t .
' term but stil) demar ds high on creative |:1:i&:r~:1|1d;1c1l!_1 .
twe have 1o think alout the reader and what WOUE!

Creative Wrifing
NOTES
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2 A ; Creative Writing
Creaive Writing {a) Forexample if you are writing for an exam , an essay that would be read by the dead and rofting grandenr: Q:r{y then did we dare go m.1:|'rrﬁn;ir ;f::.:;?ﬁ
teacher and evaluated, you have to bear in mind that if you write the same routine the crumbling walls of reinforced stone, i the more i I_”'E J_ﬂ y g ;
stuff then there are chances that you would be marked averagely . For you to and without nsing oxbows te knock the main dear aff its Frmg:.—-.-.,_m of IE‘I';
stand out you have to write something different which awakens the teacher because had proposed. because all that was needed was for someone {0 give d pus L
NOTES

she is going to read multiple pieces of writing. If the style is different and the
language is simple, the plot is catchy and the message is clear chances are that
you would be marked better than the rest of the usual crowd.

(b) Since the teachers would also be prossed for time, they would also be impressed
with short, clear, precise, and well written preces of rich content.

¢ Create time for readli.ng and writing: As a young budding creative writer, we
need to d:.!,‘ﬂﬂ:!uplar habit of r::admg literary works; to develop a taste for literature
and ereative writing. Nothing can better foed creativity than reading books. We

need not be selective about the genre. Butat the same time we should read books
that drive our imagination, and make s thin

and the grear armored doors that had resisted the lombards af William
Dampier during the building & herofe days gave way. .
Abridged from Nobel laureate Gabriel Garcia Marquez” Awtumn of the Pu:J-.rrran:'h

* Breaking the punctuation rule: At times you can break the punciuation rule
and still be a good writer, .

s Poetic Justice: At times youmay not understand the langu.‘ag: and the meaning
that you are reading or writing. But you should leamn to enjoy the beauty of the
language.

kabout life and people. Self-Evaluation of Creative Writing

monotony of our lives and the routines
to gather experiences, The more risks
fie more we will have to write about.

» Gather experiences: ITwe pet stuck in the
that come along with it free then we faj]
we take, newer experiences we create, t

7 IECe
Many a times you need not have someone else to tell you how g;mﬁ Fﬂi'ﬂ mﬂ'::iup;ncy
of work is or how it could have been better. There aremany Pmm-cE;;nfﬂt: :{1 i
O your creative writing which will show them their improvements. ;

i - nts yourself | read
stirred up the SAERGR{ fi s 1 s and see for improveme E ; o, We all re
: ; ! M gl ¥ ang the 2 S ed: Here is a big one- a higand 8
Salt Tstciondl oul of ity lethargy of centypipy : and gy ething 30 'Hﬁﬁumg of their W% 3. Your guest post is publish d write eritically If you follow m,,gm a5 B a':r.f.r._mn.ufm-ﬂf §39
138 Muserinl o With the ., : .."I h'”“dﬂ.v the city awo™ blogs and tend to comment an | instincts, post some com
Y0 breeze of g great MO fa in your natura :
i a gred mous blog and you o

» Interacting with people: While it may, geamm di : :
o - : ) n diffi ied
walks to life, it's advisable to haye BVE ficult to interact with var

. G i rsatile group of people in our lives that will
ntroduce us to various aspects in our ife and hone uunl.-ll:}iﬁng skills as a whole-
= Watch movies: Nowadays with the onset of the digita) age, movies have a lotof

impact o our lives and they are easily accessible as well. We should be able 10
and dialogues with high quality dramati¢

each character vou ereate,

Tips for Quality Creative Writing

feling thay they are not good enough. This is especially self-discouraging as they fail 1o

the merits and the sirengths n their own words. But the point is they have condg
M again and again,

jler or ¥ou are on
Here are some pointers that can reassure that you are a good wn ¥

A definite path of mprovement.

L. Positive peer review: If you come across any peet o :1 mdh:mﬁf
been impressed with your writing and have u;nugﬂmi;;e D:hygfpmmﬂ-
creative writing you can mﬁl“““ﬁdmﬂl S fellow writers
This can also be sought by showing a piece uf‘ﬂ:ﬂ:_lrk = }I“|I:-'T can be one of
and seek an opinion, It could be a risky proposition but this
surest way to seek impartial feedback.

of
2 Lok hnck aiud i mpare: Whether you are a poet, COmpOser, blogger

your old work with

for d . i ! ll:ﬁ].tc
writmg not merely a matter of tgleg We 4l - eYEr changing ang hence good creati¥® 4 prose writer, from time to time you need tocon t and how you are
This could be achieved either o eonecd o lean) ood creqt; ot il the new & to sec how you have written in the pas
& hymmy_eﬁm"imm B Creative writing sl s newer Qne: ’ d-mngetﬂ.l'[}'ﬂ'ﬂ can

by arganizeq keaming institutions-

: . Ising or any o e lack of it express wheth

abad communicator. Singe the requireme Bl position makes ne & good OF

LG, AN trained 2 MEand the gy . it e
e, any mmmumculnr.;.m.mi“g evenit " Tequired for each position 1%

Writing today. Youmay not see that there is a-pﬂﬂﬂall strugture of your
always compare to check for [mprmr:m{:rﬂi_l“ R
work or basic things like sentence construction.

: , ament iz that if
3. Better grasp of basics: One of the surest signs of iMpro

g ; +on which are an important
m & unique way, Thus industries 1: : 002 1% ey P / i nar spelling and puncusation formally i
ﬂﬂt-‘ﬁt‘li.jngrﬂ - "huﬂmd_u-_..:.-;i:s M:f]:'“h]""’"’ﬂg.]ﬂun-.a]'tmjm"lmsm underga tm"fmg 2 hah'l‘:lmpn.h:'Ed gme.,:,-jTi;pe‘-.'hu nced not always be formally« hat it
them th e il and orientatie, "SI0, Creative communication: part ofe good piece 0 F h therm with an infuitive MEnRaes. 1
em firough a special training " Hetice it bogg s necessary to 1ak® about the usage but if you approach WM WF B L ile the editors
B R i s ' wil . Most writers concentrale on te & -tuntion.
ey o e A O Tewardy , winih;::irtﬂ;l]g‘ T s look for the grammar Eljlr:"mgEml-mmmj: atothers
take care of certaiy things For o pem.““ and as a pmﬁ:ssiﬂﬂal' 4. Police v H‘-'f t‘w | - work: We arc smart at finging 28 Ilsri.mna you
" LOME PATALEADh and rich ety Ie i creative fiction writing’ " 2 tenct o veronk o con badly written picces ofwotk ADY S50
understand but a skl i : Shor it 1 and tend to overlook our ow bit of work, do not holc
el '-I:‘l":lj lﬂﬂﬂ it 'i 2 phh arg Eﬂ-‘ii:ﬂf 4 ) rﬁ&d E]-ﬂ et a ] - l li:[j_cﬂu}' ﬂ'l.rﬂlu-i-“-': :rID"“I oW n]'r‘l-'l'l L'Frl-l-l-q“E
Over the weekend gh Vitlture et Picturisasiq ST % hat. You will find that you can be yoU
through the screens gp the .r-_.,ilrl3 Bl intg gy e and wear the editor s hat.

leany 4 : Bresidensiar palace by Ft.,;-_-,k:'u,,ﬁ.’
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guest and this guest post gets published, eonsider that your writing skills
have improved so much so that it is being acknowledzed by others. Famous
blogs just don't take comments from anyone and publish them. It takes
some finesse to be published.

6. Shortlisted in a competition: They say—vou can’t win, or get shortlisted
~if you don’t enter. There are plenty of writing competitions from major
national ones to focused writers competitions. Many magazines call for
maonthly entries at various levels. You might not win — in the first few
attempts but even il you reach the shortlist, forget worrying about how
tough the competition is, or how good other writers are, you put your best
piece forward.

1. Get paid: None of the professional would hire you as a writer or pay off
your piece of work if vour piece is not worth it and you are not confident
about it. You need not always make a living from Your creative writing, you
tan also be a freelance who can make some extra ineome from which will
be a revalidation that vou are a zood writer,

Distinguishing: Good from Ordinary

As a reader of literature or fiction, one does not lgak
is looking for a great story, Well, that does not me
meticulously check for grammar, diction, and symitax

What differentiates the amateur from .
writers go thatextra mile by conceiving, planning, s drafting, w:l_g 13 that PTDTES‘“;‘RL
proofreading and so on. g, rewriting, edinng

for a preat writing style; he or she
an that making an extra effort 1o
should ever e regarded redundant.

i : ks alomg hoth g
double doors leading into the Sanciiary, :ﬁkh:.ﬂw& hefe wers
There was a carpeted main aisle that rar fi i i
altar; There were neaf roves of o the doprs
Secomdary aisles ran ._-g.l'r,.ﬁ.g hoth +i
pews and the windows. On the pajse
Fhdivedd pf el

an n_I!m: a lectern, mmr_hc-;m..:r thart ||-mieﬂrl1!vf3]a:1i-”ﬁm”' fhm? e
r.-hr.ur‘. Tﬁrelrf.' Was a falrly mew Mann o = Dfﬂm“?‘rﬂr e

platform.. " " e lefi side af the
Taken from Gorcha! A Murder iy W

: i arrensiy
hatp-A/bit /2 ki T & by Wayne Hapcgek

This is a piece of ordinary writin

picture for the reader is not kept
written are in focus.

£ because of j
in ming wﬂ]u;:fnj’.mp’ﬂ "0n because the large’
U2 the piece by jugt phe words

This excerpt contains ten cj

b, There h: 5 Which haye .
E:: shnh?::‘j?: :ht:ii:': |:‘:jﬂfWarﬂ  Politions and the 3:2:: ¢ has or have for the mai®
: H : v [ 5] rI"J1. !'lﬁ!fl 1-]1:[[ E“Eh ME DpE“in" ]Ik W EL it ha
hook will speal the enti Paragrant, _ i ke
Since thﬂT':rd fh:;::i:?m Ofthe reader b g gy LE?&E’E 8 while in the whol®
 Inaginai ; & el 5y
connett the seengs in the hnuf_ e Passage: i Witer being underrated

Almes, E'igh[ of

This is one just concrete
: = Cxample, *
differences s great piece from ordinary PIE. There coug be 1

B0Y instances which

In a drama, dialogues are the blood and characters are broughi t lifie and depending
on the scene readers can be in tears. In prose, the words, the perspective, the characters,

and how closely the story is knitted. So as a writer of fiction or nonfiction, your focus
should not only be on your subject but also on the reader.

Hem are some common pitfalls that you can avoid to take yourself away from
the ordinary.

1. Repetition: Repetition of words, sounds, letter combinations and word forms

can lead to disinterest and permanent rejection from the readers

2. Direet dialogue: Sometimes in a creative piece of work where you wint
o poriray the characters through dialogue. -
ltis hat veu can avoid direct questions and Answers i st
fn:s?m;ifjltn Ei‘h!l:‘::ﬁ the biggest di miwﬂun for the roader. Ratherit1s
sometimes a good idea to be subtle, inrlii‘e::t.ﬂnd dcr:hgmte antagonism
between characters. But only sometimes and n perspective

3. Uninterrupted dialogue: Stories succeed because they are umn-mtm:t&m}.
dialogue, exposition, conflict and so on. When any element takes 6ver o s
stretehed then this is noticed by readers and becomes a drag,

4. Usage of flowery language: Usage of adverbs, adjc-:tivn-? and Iuﬁ'_-.rlwurd:t

n place of simple language where it 18001 required is not advised. Thisdoes

not appeal to the readers today. : .

Avoiding fillers: 1f the story or the plot is simple and straight t.t”"""“'ﬂ- i

has been noticed that the writers tend to use a lot of ﬁ_l.]sr:c- Simple ar.";:

straight if we want to differentiate the good from the ordinary then we will
have to put the dialogue to-work. Avoid the fillers and 2o for the substance

with purposefial talk. _y

Words that don’t fit the era: Many contemporary writers in modem day

times are able to churn quality literature because they have usil:ri a modem

style of writing which the readers are used to heaﬂng_ﬁ“d reading. Alsothe
choice of words has to be relevant rather than archaic,

7. Frecdom to characters: A good writer would let the characters be &3
they are supposed to be and not curb for the want of political ﬁnfrﬂcm:ss.
The characters should have the freedom to express whatever itis.

8. Dialogue with a subtext: A good writer will n!waﬁ_understmld that
importance of dialogues with an underling meaning. Ifitis all surface ﬂ'ui:l;
the charm of the creative writing is lost and readers will quickly Eﬂhﬂﬁ ;

e. Pﬂ!m:hing political /religious beliefs: One of the surest ways o h:_'n it “1[:

teaders and ensure that they don’t come back is wlten!ypustﬂlilmﬂ?‘“:é .
characters your mouthpiece of the political and the religious belicfs tha ﬂﬂ
carry, That could be done through the dialogues that we use and lhl? :::mﬂﬁ
that can be donz with our piece of wiiting. You will have readers W Bk
agree with your theories but then you will have a hnrld_tmmcunwmﬂg E?ﬂg
unbiased genui ne readers. This is similar to the spiritual gurus F";_Ia'f[ 2
their pet theories. You definitely want the readers to experience thal you
are teaching or preaching.

tle the above was more focused to fictional writing, some o

uc? ' non-fiction w riting as we il However here are SO caved

Ug some great nonfiction work. : i s naEeD
| Sponcancity: While this couldl be a great plus for fiction Writing &,
welcome in r on-fiction writitz, Non-fiction requires lotef1ene

aleulated.
Planning and nence it is a good idea to be well-planned and calet

LA
W

=al
I|

fthem arc also

. Wh
*]“N tg that can help
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2. Lack of purpose: Many a times writers start with a preat focused tanget,
while on the way they lose sight of the original purpose. This is an easy
pitfall. Writers in genres of joumnalism and memoirs should try and write to
the pnilntandnat let the plot go haywire, Things like the plot, the points that
thﬂf"ﬂtﬁf 18 trying to convince the readers should be kept in mind. Each
portion of the writing should be well planned so that readers don’t lose
interest while reading it. For example, while planning an autobiography it is
imporiant to plan each chapter and do justice to the chronological layout of
the gvents,

- Unconvincing statement and poor arguments: Lot of non-fiction
research work and cssays are all flat because of the simple fact that they
Fm:sr:ntll:u:ﬂelyhmmd statements and unconvincing armuments, Such a piece
is bound to be less appreciated by the readers, ES-]:I-:.::]':IH v, when all such
statements should be backed h}' l'm{.'lﬁ'lﬁ]ge‘ reseanch and ﬁli‘d_iw Ttis better

o be conservative in the claims that :
i ; present poor ; an be
outrightly rejected by the readers, poor arguments which ¢

4. Lifeless writing: Though the

email or a well-researched ex
and lifeless,

genreis non-fiction, even a straight forward
4y can be lifalesg if this iz ot well worded

ﬁfﬁ;l:r:fusingn?d noBexistent transitions; Be it a book, chapten
theTeadersifthe ideass mli] Erhﬂta-t' v o mail nothing is more confusing
s eIt Cleatty secia: : 5

s nportant lo bring zhot amnmd-:ra;lzﬂﬂ} eiplained, That is why editing

are not left confused angd don't ik th::?:uh?:-: tyinthe Writing so that pelers

Commaonly referred fome _-_‘_-_-_-_‘_h-_'_—'_'_'_‘—'—-———-—-""
of creative wrig
endiess scope of creative writin, HIME AT Proge apy o sven e
them are mentioned belgy: 5 mEEﬂdfﬂf’““’Dﬂs u!!]c:;:n}tlji st g'iw: :c“
. : W, Sl
o Story Telling ;
o Fiction and Non-fictigy,
0 MNovels
0  Essays
o Dharies ! Joumals
o Essays
0 thiﬁfﬂiﬂmphiti
& Poetry
Poems

& Drama

0 Comedy
o Tragedy
o  Farce

0 Musical Drama
® Translation

©  Literary
0 Techmcal
* Ohers

0 Blogging
0 Jounulism

5.3.1 Fiction (Story)

E-,:‘:;:L};mff*f“ﬁ'i“g i Eﬂﬂﬂrﬂ"::-' the most lucrative form of writing. It is mostly an

true, of 5 “ITEE-‘“ﬂll_ﬂﬂ and creativity. This is often a description of events that are not

and E’lﬂgc:m?rﬁsnd things crafed out of an unreal world. This involves imagmary events

that the n:ad v:’nlml needs to master the art of weaving 'da}'dreamst in such a manner

Such an ex ers / audience are often “lost in the book™. Here the writer should create
nPenence while reading that the reader should be lost in the book.

the rua.jﬂ.:nm this is very subjective whether the writer is able to cast a magical spell on

the EUhjtl:t ‘3']:;101. It allblﬂ- depends a lot on the writer s ability and his/her command over
R mu‘ﬁ"-:]_lpmh-erﬁJl the plot is, whether the writer has been able to develop the
"Tate the of e plot, and the form ;?nd.:uj,rle of writing that has _h-e.:cn gdﬂptud Lo
story. It depends on how effectively the writer has described his plot and

o
Controljeg . ;
the settings of his plot to influence the readers mind and let them understand

€ Wy .
Ay he wants them to.

ithin .4
L1 i
. on there ig world of genres for the readers to enjoy,
Novels: Modem

dm“'iﬂf;'. romms are witnesses to a rack full of novels, Hence we
E55Ume that the .

iven the yag ¥ donot need any mtroduction. HI.IJlIhL'LI j.u_SI staysa mere assumption
e the mog Dpfn e Mm]‘f’ HeLS F'f‘“Eﬂ“'"'E writing presentations. Novels
by sind g FI'E'[JLII ar torm alj fiction \vn?mgﬂndquiic difficult to define. This form,
Slories g » 15 @ long narrative sequential prose with characters persomified. These

¥ or may not have any connection with the real life, The writer has the

m i z
4 o Paint, predict, presume, present, and plot the entire story,
| 'U'Tmﬂ]_l}- nn"fﬁjﬁ hﬂ.'l.l'E I

ﬁ“ﬂlﬂm}fﬂm the len
¥lery, SCience fict

Sume ul:"l'l .
.1
-l I : WIS

epgthy storylines presented in the form of chapters, Some
gth fa novel should be upwasds of 40000 words, Romance,
on, fi tasy and erime thrillers are all examples of novel genres.

conte mporary Indian novelists and their works are mentionsd

o RK Na:l Roy — ihe {:fu:.rcfr.;.l”i'_-mi.’.f Things
& Ao I.a.ijlf-u:__ T.fr: Gmr.i'a'
agat — Revelution 2020
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= Fssays and Story Telling: These are other forms of fiction writing which are
popularly used to bring about some point of view across. Historically, al mostall
cultures have used story telling form of fiction work very effectively. This has
been used to make an emotional connect and organize our thoughts property.
Instructions to large socictics are usually made in the form of essays and storytelling.

£.3.2 Non-Fiction

Non-fichon writing are literary forms of work which are based on real events, These

events ( facts may not be portrayed in total trath by helps one understand the world

around them. Most non-fiction writers use their work to express, inform or analyze
certain events or facts but one thing that neces

around person’s, places or events,

Almost everyone has access to th
have casy access to information such as
etc at almost every step in life,

¢ inlernet these days. This means that people
nCWspapers, journals, documentaries, biography

Forms of Non-fiction Writing

Literary non-fiction which is moge

Popularly termeq a5 Cragti 3
adopted by writers to use literary i i SHTon-f

iction is the style

chromicles, and personal essays fall |

50 ina way, creatjve o=
adopts & creative literary style tg

Let's look at each form one by o

niler the CAlEEOTY Creative
fiction ix almost similay
COMmMunicate mformat
ne:

ionfiction.

10 reporting where the writer
on,

= Blography: A detailed account of ;
Thieine T SOMEONe’s | person s life wri 4 ¢
s e s o s vl e
s overs| pemnn%w:avm.lﬂmulldlhc subject’s Ji vivid des ho
writes the biography iz called the hiy sHieevents, The permn

ETapher,
Some ofthe famous wWork of

biogmphies o
o Marendra Mod;- A Palitical 3

0 Amilabh Bachchan: The Ly

® Autﬂhi&graphy: This f .
awn account of his i, hiE;DJ O0-Fictio ig i e wy i ns his
form of a big ang inglud =l Meﬁ”mgm ay, if e the wnlar g in
il o oy H‘ul © EVeNts, ingide elxp::t Wiite your own MT:W’

e 5 i nees knitted arcund t
that it i5 uhuait}ruhrnm[.;.gi,:a“}, hﬁ.u,-:t am;'-"'k'.rﬁi'.lh].-'. One tvpical characteristic 1%

! ple iy Usually siare -ainning
ug:al_ty SHAIE recounting b, inmm:lm . T i ﬁwn_lhe e uld
his high : A formg Autobiography, he wo

115 gher education gy, the hardee. - V€ Years and they p: . then
this personal lifs ol rilsh uis schooling and

Prnfessi:;n:r Might haye faced, then a bit abo™"
logi o CXPerienceg 1, sharing his caree’
Hife why EVETIls thyg he would be following

Eraphy, Pﬂﬁmmhinkmhat this is the ﬂpf’”rmnﬁ

highlights, S¢ the
Thizis usliglly
time to pen d

PE 25 & chirgyy
Writlen Jage i,
W Ay Wik

0 Long Walk fo Freedom - Nelson Mandela

o Dreams from My Father — Barack Obama

0 An Autohiography - Jawaharlal Nehr

0 Truth Love and a Little Malice — Khushwant Singh
o The Race of My Life— Milkha Singh

» Memuirs: Memoirs arc events written or recorded by an individual whc:ir-h-:]il:'-:l:d
to have complete knowledge about the subject. This includes more ul"n'!emc:r]es
and remembrances. This could be one part or small episode of the entire set of

events that could have taken place, Readers might confuse memoir with an
aumokiography,

Taking the same example of the doctor. Ifhe wrote just a bunk—MyAqulfng“ﬂph}'
which is an end to end narrative of the sequence of cvents, lh:_'.n "hj.ﬁ is a real
autobiography. However if he chooses to write only abeut his experience in ﬁghtu:lg
an epidemic in a remote area for two years, then this piece becomes a Memoir
andnot an Autobiography, This piece of memaoir could bea part of his Autography.
0 Nine Lives by William Dalrymple
0 Mevcimumn City — Bombay Lost and Found by Suketu Mehta

o Climbing the Mango Trees: A Memair of a Childhood in Tndia tyy Madhur
laffrey

* Travelogues: One of the most popular styles of non-fiction writing and is Em“i}"
enjoyed by the readers of all AZes across generations. .-ﬂltrﬂ\'elngu_e 158 ]H:I'ﬁﬂﬂ &
Account of a journey ora travel expericnee to another place, new region, unfarmiliar
terTitory, or a new te FrtoTY.

This can be in form of a detailed factual report or a narrative story abmft 5'3_1 i-
'Mpressions and rejoinders of the travel appended with piﬂ!“rﬁ?-W'mﬂ?‘”hﬂ“f"
ofabsorbin g the readers so much so that they reader lives the experience first-

For a good travelg BUe, il is important that the writer researches about the P|ﬂl':]ﬂ
ugh loca) people and it legends, or self~trave] 1o unrave] all the hidden tn ;
and secrets that could ignite an interest among the tourists. Pictures, loca

Informatign, things to do and things to avoid tips will be useful and handy for
Possible tourists and visitors reading the travelogue.

?Mﬁ ke writers are painters through words, there is a very old sny’iqlglhiﬂa Pi_'ilmjf
- Worth a thousand words, If the writer is able to include some pictures “’hlﬂh’j
5110 aftract readers and get immersed in the experience . These pictures coul

ﬂlsnlhclp highlight various attractions and could prlet SRR
“Stnation al] the way:

it stand ogut in 4 travelogue, is the faet that this could become a ready reckoner
*eaders or people to fallow / visit to the place. If the writer could gw;a
*ural background of the place, weather conditions, guide readers Lo maclh_ =
Place, Mention a few good hotels on the way, highlight the various top most -..-15|:[cl:l

“Test points, for the readers fo explore if they are mterested and not (o menion

lor
il

nd
WIMe dogs and don 15,

Some Examples of famous travelogues are as follows

® Aroung Tnclia in 80 Trains by Monisha Rajesh
O Ciy W Dfinns: A Year in Dethi by William Dalrymple
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Creative Wrirkg o Goa-Reason to Return by Rajiv Buialia | Here arc some of the diTerene Srsms o oo i e e .
; literature
o Tibet: Kailach Mansarovar Yatra by Sumanta Rov Chowdh '
" : y s . ; : : " I ® Epic: A long narrative poem in a flamboyant language celebrating the
* Literary Journalism: Literary journalism is a form of non-fietion where fact | - . :
s e . Y e Srias _ achievements of a legend or a hero, NOTES
NOTES sed reporiing is combined with narration included in it, Literary journalism is a %) ; it Rameharitamanas and Mohabharata
: : s 4 : . - 1 _ The : - mehar |
journalistic text which almost reads like a novel. In this style the authar needs to | Eximiple:- The Ravkqwan it Saneka, omol
E-:-:;rllc e Huh]mw;‘: any journalist would have handled thig subject but the | John Milton - Paradise Lost
ifferentiator would be b 5 ] : 2 ; £ i
A e uses the literary techniques so that it reads like a * Free Verse: A form of poetry where the lines rhyme without any pattern but
noveland 15 as interest engrossed like any novel would b
H " o £ follows a natural thythm.
OWEVET every senfence and eve o i ; ; Al - I ;
horild hvhe gt Ty Word used in any piece of literary journalism | e Ballad: [t isa form of narrative poem which narrates a story on folk or legendary
g necessanly be true. Nodialogne should be made n d , od | :
Like any newspaper journalism literary journalism g Hpandna scene mvented. . tales. It may take a form of moral lesson or a song.
| - stirnalism depicts moments in time as
|'I ;:E:mu:ri.tf s r..:ﬂdmnnul ?awnlm add”ﬂ“ﬁ who, what, where, when, and | E‘Emrqﬂe
€8 MEMmOIT 18 Written in frsg BrSonE T w. L Y ;
J|'I should be written a2 (He / she ] !}I'I.SET-_] m“::ﬂ:hwas. .. aliterary journalism | The Rime of the Ancient Mariner
5 : : ET person's li ‘enis or
=Apenences extemnal to the writer's gwp life story P ife or ev | PART [
What makes a literary joumalist « ; ' i i
of facts™. One can choose from 23:::-? I8 I0E how well e can write “literature | 'tisan ancient Mariner,
& A il X -
events or idea like Jallikettu or Iy El{.‘}nl: Iﬂ;?iL-ﬁ including persons, places, And he stoppeth one of three.
the key ingredient is thas in g liters OFany other mundane Lopic, but ‘By thy long grey beard and glittering eve,

Observations, personaj Interyie

WE, quotes 3 ; Now whercfore stopp st thou me?
of figures of speech, and key i ; “dmmﬂh"“:‘lpﬂﬁnmtmns,&lrmlg use | PR

i : I I
Tl Eredients fiyr 5 Strong and impactfil literary
et - The Bridegroom’s doors are opened wide,
%m'“:fm:m;fl““mmea of IJlr;ral}'Jﬂllmnlism are as fol] | And] = fki '
B A oF :I:ln' ¥ j_|| L.I i i x s AN next o 103
/Life by Ryszang Kapuoecigisk; I

o e Empemay by Ryszard H“l L The Euests are met, the feast 15 se4:

o India Afier Gandi

iz The History of May'sthear the merry din.". ...,
Ramac 3 Y of the Wopiey oy o - : i ik
a2 FMF!"H'llmffulm ¥ Largest Democracy bY | © Somnet: A lyrical poem containing fourieen lines with usmg.ﬂﬂfﬂmb""'“ffc'ml
o e tdea of Tndia by Syn;) Khilnarg thyming schemes,
* Lharonicles: Chronicle i in E.
s . Secount wii Xamplp
!mTh m chronological Sequence ofh tten abeys EvEnts Mportant and historical: D
in form ofa dossier or regisier T 0CCUrTene. These are detailed and facius] | onn By The River
0 The Lord of the Rings by 1 g g - : !
0 The Shavwshant g olkien She told me to meet hey by the viver "

ove to give her

ephen i ' I : s
54 TOBTHY ing | Jown in the gentle streers of San Antone
J’Ir;.l:f.::_l.-ru.ur” cowboyy |

M, ; 8
ow Sl hepp n the rain all alones
LEranme jgp Which e !
; = = means ‘making
auid M‘E-il.l'l!:iln;_' qqujl"-_.E of En:"-m ﬁf'-,',.. mak E
Ih '-J : o : § ._Thﬁl ;jl:-”. ! )
Check Your P VErse or & thyming raarturnk[c? g 10 eXprogg | g Efm“-" which applies riyythm!® | Rut | @ heart of purest gotd they say
- b l | - r o - B = L 1 - " R 1]
3 5% breaiking for the simple I‘l:u'-:cll1pt]]-1m|t'm e hu”qllth of f"’ﬂltﬂnh. This form uses e - "€ Warned she is fickle thronigh and throued
s AT = = H | gy ¢ : = e i 3 e " .
" Ir:luntnrf:rlrnxd::”::.:u:.n the language used L serypg 835 ]J'j.:hilmufn'ﬁﬂnm' This form is Fﬂm I said deegy y MIHter imcl efther Wy
. Loy 1 | : CWith ; % o] 1 ]
g The key idea of POCLTY is 1 AMhosal embediied My heart tells e v fovin ' time is die
4. What are language. Attentiog SPAN of fh, Uhvey an id
. : the e, ; Caar g ) _
chromniches'! LIEIEE & R Aderg je ., thoyg : . 7
lanEnegs ang dﬂrlnr!,_ The canyy, of Egl.dhhﬁ by the .EJ" N the most beautl_r‘ Now 1 stand here b i oy
E'I!II'.:I hundreds of WEIters woy)g hs Ty jy prey lseg ﬁfi]]-mg[_-]'l.‘rl Egm‘ﬂll"'ﬂ ve by the rollin' river
Self- fsrrmerinm difficult to ncompass al] e d""ﬁ”h'i.' A :

1 he

; ; Bem itge)p Hundreds of poet Wer and cold as o VOURE comibins

146  Meiterian e ﬁ:lrr” ] L I::'I.II‘-"I.‘L !| dreds o P = E COW ! 0V &
Hhdregds of styles. It is very And § have o chyekle when I ohi
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jd Material

Beware of the fickle woman, my friend
Broken hearts are slow -oh, 5o slow - to mend
. Elegg.l:ﬁsad poem which is a serious reflection in which poet laments the death
of a subject, however, consoles towards the end is called an elepy.
Example
0 Caprain! My Captain!
Walt Whitnean

& Captain! my n! o il i i

_ aptain’ my Captain! o Searful trip is done,
The ship has weather'd EVERY Fack e

Prize we soupht is won,

Lhe port is near, the belly | near, the peaple all evulting,

While '
ite follow eves the steady keel, the yesgel arim and daving;

Bt O heary! heart! heare!

O the bleeding drops of red

Where on the dect ey Captain fies
Fallen cold and 4
: e
s E iltge y
: pltaph generally means shon te;;lh-mmring i  Tiarg e
158 small poem used ag in g persion but i e

| SCription ;
o Pon on tombstone of a dead persofl.

May 14, 20)4
May 14, 2014
He weny LTy,

O a beaurify .-;pr':'-ug ey,
ROt a cloud in g sky,
and I often Wirdep Wiy,

e -H:ﬂﬂﬂ!ilt'n" Was 30 nice -:m-'.-;' ol
Wik the flowey il iy h!ﬂumm

y .
i the Bipde SNBing their

Taken from ih!tn:.f.--.-,-.;,-w
* Hymn; This e ;:.r-l]:,n-pmt .
. i pog

L 5 i L] I L3
h I:I‘I:- I'

Example

An Hymn in Honour Of Beauty
A whither Love, wilt thou now carry me?
What wontless fury dost thow now inspire NI
Inta my feeble breast, oo full of thee?
Whilst seeking to aslake thy raging fire,
Thow in me kindlest much more great desire,
And up alofi above my strength dost raise
The wondrous matter of my fire fo proise,

o Limerick: Ashort five line poem generally humourous where the first third and
fifth line rhyme and the shorter third and the fourth line rhyme with each other,

Example
There was an old man with a beard
Who said, “its fust how I fecved!
Two owls and a fen
Fowr lavks and a wren
Have all built their nexts in my beard

- Anoimymous

55 PLAY AND DIALOGUE

This form of creative writing is the most impressive creative jwiiing wchniqm.lllrmu
iz a fictional composition in verse or prose prescniing a story in munﬂingihlc Er malnglul:
imitating some action, This word is derived ﬁum IL1r.n::r:InL.'.=-'-:r1'-:l drao’ w L.meca::: "
do”. This is often referred to as play in c::l]ﬂquml_hng]mh which means the s

gt the play in front of the audience and the one

: - rhich ena
drama. There are characters whic : ! i -
who writes the play and directs it on the stage s known as the playwright or dramatist.

T S 18 gesera Ty Toproasabed by the commonly recognized biack and white masks

which is a representative of comedy 01l tragey, i.

Letus see a few genres | ypes of drama, A
5.5.1 Cmneﬂy

SOEUCS. This usyally

; 2w ! has i by
P]ﬁlr'“"'lght. aitid the laughier quatient, the begper 8 Py

115 for thye

Sop .
e of the famous works of shakespearean comedy are:

* Al Wel ell : 4
rat Endy Well - Aplay by William Shakespenre Witk

LU 1A%

Ccomedy

em playy’ ;

be exacy),

lot 1
Ji:L . amllr“ddrer;nlulmn, g
]. Iq,ul_mdm ed to be gne of
Play is se1 4 France {Roy

TGN
0 tragedy, ang

. The action of the
a5 wel| ge Italy

witches the lipe betwe
H|.‘rl'||u.:!-;|‘.ll..'ilm'5 “probl
sstllon apd Paris, to




Croamw Wrkms
-~ E:mrrlp]-e

i H‘-"”"Jn’qfﬁr:'e 1ckle WorRa, rn_L'_,.".'l'.'EHd

Crpguive IFriting d

An Hymn in Honour Of Beauty
Broken hearis are slow -obi, so slow - fo mend AH whither. Love. wilt thou now carry me? 1 "
& Elegy: A sad poem which is a sertous reflection in which poet laments the death What wontless fury dost thou mow Inspire NOTE
of a subject, however, consoles towards the eng is called an clegy. S
NOTES

[
Example

fito my feeble breasr, oo full of thee?
|
0 Captain! My Captuin!

Whilst seeking ro aslake thy raging fire,
|
Walt Whinnan

O Captain! my Capiain! our Tearful iip is done.
The ship hay weather'd every rack, the py
The pori is near, the befly 1 e

Thou in me kinclest much more greatl desire,

And up aloft above my strength dost raise
; | The wondrows meater of my fire
T2e we songht iv won,

ar; the people il exufiing, |
While follow eyes the steady kee|

o praise,

® Limerick: A short five |ine poem generally humourous where the first third and
the vessel grim and daring; fifth line thyme and the shorter third and the fourth line rhyme with each other.
B att! ey ;
O heart! hear! hea # | Example
ke sy drops b.re | There was an ofd man with a beard
Where on the deeg "y Captain lies, Who said, “it’ just how ! foared!
: e ol nd dead ; | Two owls and o hen
i .El.llmph: 4 generally mean short text h‘]“":'fjﬂ‘.ﬂ Adeceased person but in literatur® Four larks and a wrey
15 small poem used as ap jnger: PHON 0n tombstgne ofa dead person. : )
Example Have all built their nests in my beard,
- Anonymous
May 14, 2014 ym
May 14, 20)4 '
e 3.5 PLAY AND DIALOGUE
He Weny Ty, —
4 beautifir “Pring day, - This form of creative writing is the most Lmpressive creative writingtuchuiquc_ Drrama
ROt a clayd iy the gy 15 a fictional COmposition in verse or PIOSE presenting a story in manologue or dialogue
afd | ooy Woikider ; mitating some action. This word is derived from Greek word *drag® which means ‘o
fhe weather g do’, This is often referred to as play in colloquial English which means the same g5
" S0 nice gng dry, drama. There are characters which engct the play in front of the audience and the gpe
with e flowery @ in blagm

: . Who writes the play and directs it on the stage is know
and the bipgy Singing theiy '

The form i¢ generally represented by the commonly
cheerfy ting Which is g representative of comedy and tragedy.

nas the playwright or dramatist.

recognized black and whie masgks
You see g fancer haa IMVade

Let us see a fow genres / types of drama
Fris fingry i

h ol 3.5.1 Cl}m{ﬂ}f
i% Voo Choyedy HA .

o Emmmmm This gjms to provide a Ii ehter environment and laughter 1o the audience hyusmg quaint
o el oni r:Lerngtuncus tunusual characters ang Witty comical dialogy

¥es, jr SRod oy hap

\ ] g
L "aining,

A more the fun and the laughter udlient, the he t
b o pla}l“ﬁ‘g‘hl' i -
"oty ang Eray,

'f'll;ll:" |:.'lll'-l:l' .r_.||:

Some ofthe famous works of Shg

Kespearean comedy are- Check Yoy, Progress
LT | Mle ,.mr:s. £ - SAT . 2 1TH -
Taken ff"“thm'-'-".mu- Passed gy, e | Well T.i'm.'ﬁ.rm‘l.': IFgfL ﬁ_uplay by ‘l.’n._-’nlimm S]u!-:c.bpmrc:- With its unusna) 5. What is 5 by
: . POCtrysouy, : Mt and odg resolution, it switches the line betwee - '
* Hymn: This 1¥pe of: e w]“mi"‘lﬂwemm h) 15 COngidare ~en comedy apyg ragedy, ang % What ure th
' ' *POCM prajse -“'l]irilua]itym God : play rithldﬁr-uj]m i one of Shakespeare®s problem Plays” The action :::I't!m diffcrent types o
'S splendor S8 setn France (Roy sillon g is Vipa it try”
SedfEfpriructiomal £ e * sshien and PE.“‘I. o be Exact), 45 well i Ilﬂ]'_‘r'. L-Ml_________-
(FL] Afrtartal

Felf WS ety
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.\'P._I:i':..l'.l.l erredi il
I=h Afaraeial

s As You Like J.’r: It is known for the dramatic characterization and wit. The
play, a splendid comedy on love and life, consists of many elements, and the
mndar.z. can also enjoy some of Shakespeare’s loveliest pﬁmr}-_ Ay You Like It
?grtlii;]w;:a upto the promise of its ttle, Tte characters have o areat admiration
sk ;If;.]iﬂl ﬁxﬁ?, and themselves, The play has freshness and vitality
:ipn;mnci;:gund sy ram.an older story full of artifice, suggests a world of

= The Comedy of Errors: The Comed
mmL and fastest-paced plays, relyin
I51apsl_nrk comedy and wordplay bring
identity is the key driving plot and 15 1

humor and wordplay. The Comedy
and bizarre humaor,

3.5.2 Tragedy

'of Ervors is one of Shakespeare's
E hEEl".l'i!}' ot double entendre words,
aut humour. A funny idea of mistaken
he foundation for mest of the play’s
of Errorg depends on impossible situations

o cope with

Example of the famous tragedy dramas

Romeo and Juliet-Tt is :
5% % 5. E;”“; {!ltél-‘;tlch:{mmmc Tagedy sel in Verong Italy, where
The play starts with :?.:n-am:ﬁ#n o Montague ang CEF";]ET 1}2 s
that eventually draws in 111...-, fum'lmu.I fouses Cngaged in g utr::: ]rh.: ;
including Pince Escalus This fgh, o221 #d thecity ofisl,
Egﬁ:‘ﬂ in the play, Romeo,gng g, o8 results for the
Bewith love and 5 11, The events contrast

star-crossed couple lovers tg MHEE@ Tariage, foreing the yvoung
-3 Farce N sadly die in despair.

I this penre are:

comedy is different fron
1ﬂ'l.'|.g|!]., This EEnre -L'l-f::}
physical movements, )

" Nﬂi‘ii‘."{{Wh}' Michael 1
. ! €l Frayn:
i’ulkg 4nd he decides iyt he wym I:lu; Play deg)q With . res
audience. Set with inideaofy ) lﬂ‘lab:e a the mistakes of the thea! .

n.f e shows the biehing 1y, E E.:t UL of it to showease it 01
cues of dialopueg which | s Bvente ;. o, - Bthor of this farce Ecliff
leaves the audi #ads 1g " the 1} jsse
audience With g ). Lghts 12atrp ﬂl‘iﬁing from miss
o What the Buatfer Sang 1, J-’r" ethorg lﬂ“%htﬂrtﬁn the: ¢qg of the drama- This
action l&._cnnljnmms__“gd :;E : The il ® udience gallery.

: ) Mracgi. : B
only aim ofthis comegy g 1 1 IMEMVigye ot DI, Premice. o psychia®
1o mﬂktu_m Wit go. rentice, a payc he
H'u.[hl'-:lb;_'.;_n lnl;-ttﬁr‘_lr" thh Eﬂl'ﬂiﬂd}'i "|_|_‘|_'I:E
er

Comedy, 5 ir Arce, & subcategory of dramat®
charactey. n_rd:,- 4lms at making the audien®®

“E“I’”“‘WT'tEtleriugd Elj !-1”- ':lfl::l'll,'-_"j'g:r-,‘ and require quie
n'lih[ulﬂ:“ id'ﬂ][:il:il.'::«j and confusion Wl

medy necds

5.5.4 Musical Drama

Normally referred to asan Opera, in this forma the dramatic clements and the musical
overtones are equally important and together they make as one offering.
Some of the examples of the Musical Drama are as follows:

o Ofiver! is a 1968 British musical drama film directed by Carol Reed and
based on the stage musical of the same name, with book, music and lyrics
written by Lionel Bar.

a Les Misérables is a 2012 British-American musical drama film directed by
Tom Hooper,

5.6 OTHER FORMS OF CREATIVE WRITING

Let us analyse some other/arms of creative writing.

Translation

Translation is considered a form of non-fiction writing because it involves re-writing an
existing form of writing wherein the translator has 1o convert 2 pre-existing write-up
from one language into another by retaining the form, order, sequence, presentation, etc.
of the original work of writing, In the world of translators, the c:rigitmftmhs_ﬁ._ﬂ:rr?d to
a5 the source text or the source language. After the source text is translated itis snln;l o
be converted into the target language. In today’s world translation can be done either
manually or automatically NS VAFIOUS linguistic tooks integrated h:tﬂ_ﬂ:-mputer mfm'zlm
However, the securscy of machine translation neads ml:nerlm_nrmaﬂy wnﬁn::ld and depending
wpon the type and complexity of the text heing translated, it mvolves considerable amount

of re-work. : i

When we talk about ranslation as a form of nan-fiction wriing, WEHre mt‘-’“;“ﬂ
to the process of conversion of a text from one language 140 ﬂ:;ur?sr;::ﬂzcg:;:m?
example, translation of a book ora document from Genman ko gl -

readers of another language so that they are E'!J]‘T R son-fiction work into
language, Literary trai wlation involves HHlI?lHlllIE L"":'“} t“*“‘f':::;l volves trnslating
another language where:s, the focus of tecmucallu-xlamlahm pr : :fth:: original textto
facts and figures into another language by relaming the meznm cga o R
the extent possible without localizing the content, The wor

while defining any form of manslation.

Types of translations -
ation consisis of the rranslation of poetry.

well ag songs, Thymes, literary articles,

s Literary translation: Literary trans]
to. A pood translator ghould have a

plays, literary books, literary veis, A a5
fiction novels, novels Hhﬂﬂsmrm'ﬁ:ﬂﬁ,ﬁ languages, be able to identify with
e ledoe of the Source @ _ : : : loya
t::lm'ﬁh klﬁr:itk of poern uniclerstand his culture and eountry, and emproy
e author o '
good method for translating Hierey s

: : . afthe text, its style, the
The literary (ranslaior bas o inke info aceount the beauty ol the

vk STe of these may ol be the
I‘-I-I:i II HIIIIL: Il. ..|..1.|_'I I ! il

lexical, grammatical and [!iIDIHP}UEW“Il H
same in the farget language
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Sl fesiras ol
Marerial

In general, in literary translation we translate messages, not meanings, The text
must be seen as an integral and coherent piece of work.

Cultural muances and nitty gritty needs to be taken into sccount while translating
a literary text.

+ Transiation of Poetry and Prose; Translation of poetry is more complicated
than other literary forms as it involves retaining the original form of the poem
such as form, rhythm, register, meter, tone ete. It is important to maintain the
flavor of the source text, Similarly while wanslating prose, the translator must try
to retain the original !‘pnntu- the extent possible, however it is often quite a task 10
do so without getting influenced by the style of the target language, The translatoss
need o maintain the original expression as far ae possible,

» Technical Translation:
It involves high level of
and writing convention
of & user manual, u
catalogue.

In order to translate a literary
translator is required to would

For our purpose, to understand transiati .
2 : 100 &5 g : e
writing we will elaborate on] aform of non-fietion form of creativ

: ¥ inanual translation and it 3 ich is then
converted into and the translaged textis called the mr:lelt[ Ij:::l;i::: whie

T'-’:“h“iﬂl iranslation is a type of special ized translation.
subject knowledge and mastery of the relevant terminology
- Aeommon form of technical translation i the conversion
5ers’ guide, instructions manual, product description, or 3

Piece of work from one language to another, the

84, whlll‘.‘-‘h &ﬂm' F'I:I]'I"I_ F‘:":'d- hlﬁg:-. o Iﬁﬁhmlﬂg:rl W
i .ﬂm author itis a medium and Platform o e Presents an endless audience scOP®
hmn;ari-n be ahrrt'ast r?.ﬂ_h: latest trends imhﬂ:;rlﬁsmn,_ for thn? audience itisa I'H:
and followers to stant something ney, WAy, This also inspires the reade”
There are various kinds of b,
* Food Blogs
|. Haly Cow Vegan hitp-/ihg
2, Cl.l]j]'lilr_'r' E}."_Fl[ﬁl,‘g m’ﬂ; J1E
W el
* Travel Blogs —hﬁh%ﬂ
. Travelure bt e _
L India Travel gng Pho i
* Tech Blogs in Indi vl paitedoror com/blog!
1, Bahil Parikh Tech Rl
- g i, S
2. Media Namahgip,; hﬂp——"‘-_‘“ﬁ_@_@m% com/
* You Tube Blogs
hittps: i .
mn]'*fﬂggtmﬂgﬁ'mliuhﬂrﬁhj &

Bs that can he Written;

Wy

Jourmnalicm

A hot eup of tea often goes with newspaper, a typical morning setting in almost every
housebold! [sn't it? We are too impressed with the breaking news variety that is presented
to us, However, this is not restricted to just breaking news, The activity of collecting,
collating, writing, editing, and presenting for newspapers and television and other media
put together forms good jourmnalism.

Jommalism is that form of writing or profession where indviduals, ﬂﬁﬁiﬂﬂﬁﬁﬂmﬂs'
write for newspapers, magazines, or news websites to be published or broadcasted. The
purpose of joumalism is to provide information that needs to be free and self-goverming

Joumalism 15 very important as this is considered as one of the pillars of democracy
o make it function properly on the principles of accuracy, balance, and eredibility which
IS Important while reporting. Now you may ask why is it considered as a form of creative

™ reporting. Now you may ) ! sreat

Writig, Well, this is because journalism is presentation on news and views and if this 15
mot done properly the objective is lost,

Journalism drives public critical thinking discourse mﬂhlnwtgﬂge. Unfortunately
Lmd'afﬂ day journalism doesn’t represent these qualities at all, While the good and the

adalways coexist, some joumnos do not believe in the values and want the world tobum
‘-’-hu:_h_ ‘s very sad in the modemn day journalism. There are forms of journalism that ofien
sensitize the audience and the priorities shift form information to entertainment.
irieds A tomedian, Bill Hicks has very aptly said that the ‘there is an agenda mainstream
i to keep the people stupid, docile and apathetic.”

Some of the types of journalism are as follows
Broadeast journalism: mainly for the air, online, and the TV media
Foreign correspondent; as the name su goests this is often done as offsite.
offshore foreign cormespondents.
Freelance writing: this is done by individuals without any bias out of sheer
Interest for the subject or expertise on the same.
Investigative journalist: form of journalism where going to the base ofthe
145Ue to uncarth which is otherwise not known to the world at large.
Nmﬁpﬂ.’pﬂr I_"E'I]l]]‘[g.]-: one Uf thﬂ mosl common 1_}|'I:||:'5 ﬂijlJ.lTlﬂll:Sm \'-"hEI'E
the print media newspapers, journals, magazines benefit o
Photojournalism: specialized field of media where pictures are i .,,,m““"”"ﬂ?ﬂ
reporting, Singe, there are pictures that speak or make up for the !

“eryimpactfill where the understanding and absorption is far better amaong
E"'—-—-._________ g T
]
i _ . thoughts
* Creative WIILng 15 the ant of written expression which cOnveys ideas and

nan imaginative Way.

] L o B,
Creative Writing knows no boundaries like the white €

2;'::1“8]113 Ilnnlj in,?encct 1_:-{ th_e writer and his or her ""':DF."E;E

- everything is possible in the world of creative writing. sgh varOus

* Different forms of creative writing is being churned ""“.huwdﬂm blogger
SUUrCes, written by different peaple who may be pmliesﬁbffmls.‘ E.'mq s monld the
T maybe freelancers who use their literary and creative

anvas and dEPm!dmg-En
Fimagination, anytiiE

Crgesive Wiy

NOTES




Craaie WrifiMg words and lanpuage in such 3 way thai it leaves an impact i
reader by offering them something of their inkerase pact on e minds ofte 5.8 KEY TE
|\ » Lt ipvolves thinking outside the hox, SEpRite ﬂm'ﬁdcthﬂﬂxiﬁﬁHEMME:{plﬂn RMS Fymmtive i
L any fmiven poimt of view or o present the facts in the f; - . . B¢ . - ]
.rH NOTES examples and parallels o explaio the content (6 lh;;l:dtzta slary wit sufficicnt | | . F::Plz}’;;[:ﬂ script of a file, including acting instructions and scepe diractions
: e . - i ack: Information ah ;
_ » Creative wnhng 15 ired . - ) . | bkl about reacboons o a '
!, e work place%:ur atwtq]::'; m;“i::ﬂm oflife be it in school or higher studies, At | :HEJ{. £, which iz used at 2 hasis for impmpmd"h“":cnl; 3 person’s performance of NOTES
1 * A proper envooument of keanting, practicing, discuss) sﬂr]:i‘:::ﬁ :kh persott who works as a writer, designer, performer, or the like
i process should be in plage 5085 1p hone the seussion, fecdback and agsess e regul Ir or services by the howr, day, job, etc., rather than wark1 ing on ,
: « Many peaple, especially in the busi slalls for creative writing. . "t safary basis for ane employer. ' :
with _them 11 A COnCise Wiy as m.f:;'::: $m1d’ appreciate i_" fortnatien shared 2.9 ANSW
ereatively written newsletter. ¢y would appreciate a well worded ERS TO ‘CHECK YOUR PROGRESS®
creative wriling i not mmif;;‘ :L;ng ar¢ ever changing and hence good Fxpression, m_:_lng ll; an irnportant skill ag it develops the individual's powers of
m'mhm writing skills This could be T ﬂftal_mt. Wr also need ro leam Eﬂﬂd skali Drmﬁ‘«tp:q-jt:{nm-d eritical thinking, While some maybe of the idea that the
organizad lexing inctintins, i hicyed either by proactive apprentics or by Eﬂ}fh% u“wahﬂea“éi:mﬂeﬂ;{lﬁrﬁc u_n:.sin_ lI_l:_Iil:n:raJ arlslﬁeld, well that
+ Whan differentiates the: amateur frg fe be itin the business or the Py ectively it is important in all aspects of
writers go thal exirs O prolessions] i nal 2 E : non-business world.
i : W'*’-hrﬁmcmﬁu& * writing is that professic® YEIV Wrler nends ko d; ;
ting, proofreading and 5o o phanming, and drafting, writing, rewritRE becanse the ‘o discover his or hier niche while atempting to succeed
+ Every writer ' and comy generalist writers® arena is flooded with freelanee writers, bl
b I]EEﬂE_tﬂ d]m:l'l.l'ﬁ]_' his o he h el crcators. Qe nceds to di . . ﬂEﬂFI’S
soause the generalist writers roiche while atlcmpting to sugggﬁd bt they have (ha sets i o her scover their ?wnspl:cm!tjr and expeeriize
atid eontent creators, “0a £ Bonded with freslance writers, Hlogeers E":_d weaknesies can alsg hel dﬁp*;teﬁ'umum writers. Knowiig Mmﬂﬂﬁ
« Commonly referred for this they would do a graat “l:l,-':c what work to take and what to avoid. By
given the endless scope f5 T crealive Writing are However realize this because they hye mlce to the readers. It is also imgrortant that they
writing CleIRative wriling, the e Hr]:'g?;::eﬂ pocity. ) :ﬁ e 3 Different types nfnon Ficti Pley an mprtant ol inopinion L5

= Ficlon (5 often 3 dl:ﬂf:l-j_Fﬁ ” 1 an}’Pt‘S o¥ o R!'Ugrapl-l}. ~hchon 'I-'-"J'II].I'IES ame;
crafied out 0L of even - .

N oFanuealword. gy 2 A€ 10t e, of peogle and P * Authiography

OVl are the most VES IMagingry, * Mamoi
This form, by ang popular fﬂmﬁfﬁmm - events and placss frs
s O 0 1rge, 5.3 o namimﬂ; and quite difficult tﬁﬂ * Travelogycs

= Mot Nop Fiction wri ential prose wilh ch i L““‘ﬂl?jmumljmn
cwmmmmb L .mﬂl&ir“’n . o Fﬂh'ﬂ]l‘lﬂlﬁ:g
E-I'El'lll'bdpﬂ-mrsu mﬂthmg that MEEEF: to HPTESEH mfonm or analyve® Gc'[l-ﬂr‘n |r 4, Chrapj le;

; 'phﬁﬁmﬁ‘r’mts Bty slandg gt j jmvolve ! CI 13 A BCoount wri : L :

» Poctry iz a form of i . 1t 1= that they 10 Ci’mmiﬂgical ) [ writen about evants inponant apd hiziorical, hath In
applies rhythei NEFATUE which . of'a dogs] Suence: of their peowrence. These are detailed and factual it
emctiong, . T Sestetic 5633 group of se5 WU 5, At T OT Feglster '

Walities gf 3 F words or phrase? = gr - Al is (¥po ofa ;

» Drama is a firig,y 5 ¢ language to cxpress ! 6. The differeg poem which praises spirituality or God's splegdor.
mmﬂ“ﬂmmml immin”ﬂ'ﬁﬁm gﬂ“ﬁ = pic types of poetry that cen ba enlisted are;

* When we ik ahey,, ®2Ltion, P‘“*’*’-‘Pl‘:stmmgasmryinmnﬂl || -
m*‘h"‘“’mnfmn ﬁm“”ﬂnn.:.f _ TEC Verse

" Ao mnengrege e OF K B g R WG, WE B g s
wn €atrics, Ennwmm“'mi“ﬂ Onth e Iangmﬂﬂ into anather ] . ' * Sounet

) m{“‘“'ﬂl‘l ﬂ]ﬂll' Ep‘lﬂ 1T il ag :’n“"ﬂb m“m'ﬂmg {Ifd.i!iﬁrﬂtﬂ ?‘“d,_,;hllﬁ ] E]':El'r

03 g P a¥emue for pergonal diari®® * Epitaph
Wiile for B o to follgy, : P
S PEpers, s . subscribe and : + H

ﬁemuf mﬂgahn mrml:q] ‘il'hm' .. M Ton
Fetfdmatructioan! i mumﬂ-]ism ; Bfe.urmrs ' MMME.UMF * Limer

w ]H-tﬂ-g-m‘_i.dfl “rtbsmtﬂhﬁ h]_[;ghed S:I.F . E'I'H:]'L

I.'Il-l:m_ ﬂmpu or s.l'fd | T, S':'ml: ofthe Tha Wit WEI’H#
tneeds to be frE€ kespearean comedies arc: As You Like Jt AILE
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Self-Imprructicac!
15 Mool

B. Musical drama is normally referred to as an Opem where the drarma is set to the
music. Here in this format (he dramatic elements and the musical overtones are

equally important and together they aake a3 one offering
9. The different kinds of blops that arz availale noviracdays are-
+ Fpod blogs
Travel blogs
» Techblops
*  Youtubs blogs, et

10, Literary translabion consists ofthe
literary texts, as well 35 songs, th
short skories, poems, ete, frym 3

trans!al,icrn of poetry, plays, literary books,
es, ]Jtﬂl'&r}’ E!'lii:lﬁm, fiction novels, novels,
seuree language into another

5.10 QUESTIONS AND EXERCTSiS

Shork-Answer Questlons
1. What is creative writing?

5. State iﬂhﬁeflhﬂtﬁmﬁlsnfhlugginﬂ_
Long-Answer (estdons
1. 'Itwa_mimppa_;sihle kil SO e dig jy 2

Creative writing, Explain the At ment with mefercaes 10

ofpoamy :
4. Analyze the different genra o fdm::: Elaboratg With suitable examples.

5. Explﬂinﬂﬂrilnpﬂﬂm::.rmﬂm_ Whyis

mportant?
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