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HS6251 TECHNICAL ENGLISH II L T P C  

OBJECTIVES: 
 3 1 0 4  
    

To make learners acquire listening and speaking skills in both formal and informal contexts.   
To help them develop their reading skills by familiarizing them with different types of reading 
strategies.   

To equip them with writing skills needed for academic as well as workplace contexts.   
To make them acquire language skills at their own pace by using e-materials and language lab 
components.  

 
OUTCOMES:  
Learners should be able to  

speak convincingly, express their opinions clearly, initiate a discussion, negotiate, argue using 
appropriate communicative strategies.   
write effectively and persuasively and produce different types of writing such as narration, 
description, exposition and argument as well as creative, critical, analytical and evaluative 
writing.   
read different genres of texts, infer implied meanings and critically analyse and evaluate them 
for ideas as well as for method of presentation.  
listen/view and comprehend different spoken excerpts critically and infer unspoken and 
implied meanings.  

 
UNIT I 9 + 3 
Listening - Listening to informal conversations and participating; Speaking - Opening a conversation 
(greetings, comments on topics like weather) - Turn taking - Closing a conversation (excuses, general 
wish, positive comment, thanks); Reading - Developing analytical skills, Deductive and inductive 
reasoning - Extensive reading; Writing - Effective use of SMS for sending short notes and messages - 
Using ‘emoticons’ as symbols in email messages; Grammar - Regular and irregular verbs - Active and 
passive voice; Vocabulary - Homonyms (e.g. ‘can’) - Homophones (e.g. ‘some’, ‘sum’); E-materials - 
Interactive exercise on Grammar and vocabulary – blogging; Language Lab - Listening to different 
types of conversation and answering questions. 
 
UNIT II 9 + 3 
Listening - Listening to situation based dialogues; Speaking - Conversation practice in real life 
situations, asking for directions (using polite expressions), giving directions (using imperative 
sentences), Purchasing goods from a shop, Discussing various aspects of a film (they have already 
seen) or a book (they have already read); Reading - Reading a short story or an article from newspaper, 
Critical reading, Comprehension skills; Writing - Writing a review / summary of a story / article, 
Personal letter (Inviting your friend to a function, congratulating someone for his / her success, 
thanking one’s friends / relatives); Grammar - modal verbs, Purpose expressions; Vocabulary - Phrasal 
verbs and their meanings, Using phrasal verbs in sentences; E-materials - Interactive exercises on 
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Grammar and vocabulary, Extensive reading activity (reading stories / novels), Posting reviews in 
blogs - Language Lab - Dialogues (Fill up exercises), Recording students’ dialogues. 
 
UNIT III 9 + 3 
Listening - Listening to the conversation - Understanding the structure of conversations; Speaking - 
Conversation skills with a sense of stress, intonation, pronunciation and meaning - Seeking information 
– expressing feelings (affection, anger, regret, etc.); Reading - Speed reading – reading passages with 
time limit - Skimming; Writing - Minutes of meeting – format and practice in the 
 
preparation of minutes - Writing summary after reading articles from journals - Format for journal 
articles – elements of technical articles (abstract, introduction, methodology, results, discussion, 
conclusion, appendices, references) - Writing strategies; Grammar - Conditional clauses - Cause and 
effect expressions; Vocabulary - Words used as nouns and verbs without any change in the spelling 
(e.g. ‘rock’, ‘train’, ‘ring’); E-materials - Interactive exercise on Grammar and vocabulary - Speed 
Reading practice exercises; Language Lab - Intonation practice using EFLU and RIE materials 
– Attending a meeting and writing minutes. 
 
UNIT IV 9 + 3 
Listening - Listening to a telephone conversation, Viewing model interviews (face-to-face, telephonic 
and video conferencing); Speaking - Role play practice in telephone skills - listening and responding, -
asking questions, -note taking – passing on messages, Role play and mock interview for grasping 
interview skills; Reading - Reading the job advertisements and the profile of the company concerned – 
scanning; Writing - Applying for a job – cover letter - résumé preparation – vision, mission and goals 
of the candidate; Grammar - Numerical expressions - Connectives (discourse markers); Vocabulary - 
Idioms and their meanings – using idioms in sentences; E-materials - Interactive exercises on Grammar 
and Vocabulary - Different forms of résumés- Filling up a résumé / cover letter; Language  
Lab - Telephonic interview – recording the responses - e-résumé writing. 
 
UNIT V 9 + 3  
Listening - Viewing a model group discussion and reviewing the performance of each participant - 
Identifying the characteristics of a good listener; Speaking - Group discussion skills – initiating the 
discussion – exchanging suggestions and proposals – expressing dissent/agreement – assertiveness in 
expressing opinions – mind mapping technique; Reading - Note making skills – making notes from 
books, or any form of written materials - Intensive reading; Writing – Checklist - Types of reports – 
Feasibility / Project report – report format – recommendations / suggestions – interpretation of data 
(using charts for effective presentation); Grammar - Use of clauses; Vocabulary – Collocation; E-
materials - Interactive grammar and vocabulary exercises - Sample GD - Pictures for discussion, 
Interactive grammar and vocabulary exercises; Language Lab - Different models of group discussion.  

TOTAL: 60 PERIODS  
TEXTBOOKS 

1. Department of English, Anna University. Mindscapes: English for Technologists 
and Engineers. Orient Blackswan, Chennai. 2012   

2. Dhanavel, S.P. English and Communication Skills for Students of Science and Engineering. 
Orient Blackswan, Chennai. 2011  
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UNIT – 1 

1.1 Listening To Informal Conversations And Participating 

Conversation 

What is conversation? As a starter we can think of it as two or more people talking and listening. 
They may be doing this either face-to-face or at a distance. It can be done via the spoken word or 
via sign or symbol (the most obvious case here is the use of chat rooms on the internet). This may 
sound a bit obvious, but as soon as we begin to think about conversation we can see it is a 
sophisticated activity that we often take for granted. Here we will start by listing some important 
qualities. 
Conversation is a social activity: 

 Apart from talking to ourselves, or to animals, we engage in it with others. To do this we need to 
think about their feelings, thoughts and needs. In turn, they too must think of us. We have to 
consider, for example, whether our words could upset or offend others; or whether they will help 
us in dealing with the matter in hand. Thus, if two or more people are to communicate, then they 
must Co-operate. Think about others' feelings and experiences. Give each other room to talk. 

In other words, talking - conversation - is a reciprocal process. 

Conversation involves people agreeing about the topic: 

 We can often spend a great deal of time trying to locate an agenda. We have to come some sort 
of agreement about what we are going to talk about. 

Conversation involves an immediate response: 

 There is not much of a time lag between the action of one person and the response of the other. 
This means, for example, that what we say may be less thought out. Linked to this is the need for 
us to be tolerant of what is said to us in the heat of the moment. 

Conversation entails certain commitments: 

For it to work, we have to trust in the others involved. When they say they will do something, for 
example, then we tend to have to take it at face value. At a minimum we have to be open to the 
possible truth of their words. We may have doubts - but without a degree of trust or openness to 
the views of others, conversations (or social life) could not happen (we talk about the need for 
such trust and tolerance in our discussion of social capital). 

Conversation involves interpretation - and in filling the gaps: 

To make sense of what others are saying we often have to make leaps forward. People cannot 
give us all the information we need right at the start. We put their words in context, make 
assumptions, and add in material to give shape to what they are saying. In other words, 
conversations often involve people drawing on a large amount of 'background knowledge'. If we 
do not have it then we have to make great leaps of imagination and hope that all will become 
clear as the person speaks, or we ask questions.  

Engaging in conversation: 
Informal educators are accomplished conversationalists. They have to develop their ability to 
make contact and establish the basis for talk; to sustain and deepen conversation; and to deal with 
the tricky area of closing or ending an exchange. Here we want to highlight four crucial aspects. 
In significant part they are to do with the frame of mind with which we approach conversation. 

Being with: 

 To fully engage in conversation, we have to be in a certain frame of mind. We have to be with 
that person, rather than seeking to act upon them. If we enter into conversation with the desire to 
act upon the other participants then we are seeing them as objects - things rather than people. It 
means that we are not able to be fully open to what they are saying. We are not open to 
interaction. 
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Being open: 

Conversation for the informal educator is not, then, about trying to win an argument. 
Rather, conversation is about understanding and learning. This means looking for the 
truth in what others are saying - and linking it to our own understandings. One of the 
fundamental aspects of conversation is that we enter it ready to have our view of things 
changed in some way. This doesn't mean that we have to believe everything we hear. Our 
valuing of truth requires us to ask questions about what we hear (and say!) 

Going with the flow:  

Conversation tends to be unpredictable and we have to be ready to cover a lot of ground. 
We do not know talk might lead. We may start with one subject but that can quickly 
change as we ask questions or express interest. Informal educators have to 'go with the 
flow'. There may be moments when they can bring the conversation back to a particular 
focus, or introduce new material, but a lot for much of the time they will be listening and 
joining in, seeing where the talk will lead (and how best they can make their contribution 
as educators). 

Moving between different forms of conversation:  
Conversations change. We move from one mode of speaking to another. We may shift 
from a chat into serious discussion, from making a joke into argument, from talking about 
soap opera into disclosing something about our personal life. We, thus, have to attend to 
these shifts so that we make the right response. We also have to work at creating an 
environment in which shifts can occur. For example, we need to work giving people the 
'space' to move from casual conversation into exploring some issue or problem they are 
facing. In many respects, this area is one of the great qualities of informal educators. 
They have to be able to switch gear, and be on constant lookout for signals that people 
want to deepen or lighten the conversation. 

1.2. Speaking  In Conversation 

General ways to start a conversation 
If you're meeting someone for the first time, you can always start the conversation by 
introducing yourself. This especially applies to more formal business situations: 

• "Hey, my name's Adam. Nice to meet you..." 
• "Hey, what's your name? ... Cool, I'm James." 
• "Hi. I'm Amy from (some company)." 

That will break the ice, and they may start talking to you after that. If not, you just traded 
names, and you essentially have to use another conversation starter to get it going for 
real. With new people you don't always have to introduce yourself to start talking to 
them. You could start the conversation in another way, and after a while it will only feel 
natural to introduce yourselves to each other - "I'm Kara, by the way" 
 

Ask the person how they ended up in the situation you're all in 
This mainly applies to new people, but you could also use it to start a conversation with 
someone you've chatted to briefly a few times before, but you haven't asked this 
information of them yet. Examples: 

• "How long have you been playing on this team?" 
• "How do you know everyone else at the party?" 
• "How long have you been working here?" 
• "What brought you guys out to this bar tonight?" 
• (At a business convention) "What company are you from?" 
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• (At a games night at a hobby store) "How long have you been playing War 
hammer?" 

 

Comment on the situation 

• "This is a pretty sweet party." 
• "Man, there are a ton of customers in here today." 
• "This class was pretty interesting, huh?" 
• "The last time I was at this bar there were a bunch of rowdy Engineering freshmen 

here on a pub crawl." 
• "Wow, it's so hot out today. I checked the temperature online and it's 37 degrees 

(Celsius) with the humidity." (The weather is kind of an all-encompassing 
situation everyone finds themselves in). 

Ask a question about the situation 
Sometimes you'll actually have a question about the situation you're in, and it's only 
natural to use it to start talking to someone. Though I think of all the ways to start a 
conversation, this is the one where people will 'white lie' the most. They aren't really 
dying to know the answer to something and are just using the question as an excuse to 
talk. 
Some people feel they have to use this type of conversation starter, because it seems more 
spontaneous and natural, or doesn't put them on the line for rejection as much because 
they have the face-saving explanation that they really were trying to find something out. 
In general though, when you're just chatting to people for friendly reasons, it's perfectly 
fine to start a conversation more directly. 

"Do you know what the sauce is with those hors d'oeuvres?" 

• "I missed the first class. Did the prof hand out a course outline?" 
• "Do you know when we need to be back from break?" 
• (at a bar) "Do you know when this place closes?" 
• (at a club) "What's the name of the song that's playing?" 

 

Make a statement about the other person 
An observation about someone can get a conversation going. Compliments would also 
fall into this category. 

• "You look like you're in a good mood today." 
• "Are you into (some type of music)? I get a sense you might be." 
• "I like your hat. Where did you get it?" 
• (To the host of a party) "Wow, you've got a wicked movie collection." Question 

examples: 

• "Have you seen (new popular movie)? What did you think of it?" 
• "What do you think of (the latest development on a popular TV show)?" 
• "You went to that concert last night, right? How was it?" 
• "Did you read that article yesterday about....? 

Statement examples: 

• "I'm thinking of seeing (new popular movie). I saw the trailer for it. It looks 
awesome, etc, etc." 

• "So I heard (something happened on a popular TV show). I think it's crazy that 
(character) is doing that now, etc., etc. 

• "I wish I had seen the concert last night. I love that band. I heard that on this tour 
they're..." 

• "I read a really interesting article the other day. It was saying that...." 
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Saying "Hello" or "Hey" or "What's up?" or "How's it going?" 
Even though this is a really common way to get a conversation rolling, and it often works 
just fine, I put it further down the list because it has the most potential to cause the 
interaction to fizzle out. Saying, "What's up?" or "How's it going?" is notorious for often 
getting back a "Fine" or a "Good, you?" in response, and then an awkward silence settling 
in. I find using a "What's up?" type greeting works in the following circumstances: 

• You're using it simply to get the conversation opened up, and you've got some 
follow-up statements prepared. 

• The person looks friendly and like they want to talk to you. You get a sense that if 
you begin with "Hey" or "What's up?" that they'll take the ball and say something 
substantive back. 

• You're both not rushing somewhere else. It's clear that you can both stick around 
and talk to each other. For example, if you catch a co-worker as they're walking 
out of the break room, they may take your "Hey, what's up?" simply as a greeting. 
However, if they're sitting down at a table, and you join them and say, "What's 
up?" that sends the message that you want to have an actual conversation. 

Turn-taking 
 
A turn is the time when a speaker is talking and turn-taking is the skill of knowing when 
to start and finish a turn in a conversation. It is an important organizational tool in spoken 
discourse. 
Example 
One way that speakers signal a finished turn is to drop the pitch or volume of their voice 
at the end of an utterance. There are many ways that speakers manage turn-taking and 
they vary in different cultures. Areas that can be considered in language teaching include 
pronunciation, e.g. intonation, grammatical structures, utterances such as 'ah', 'mm' and 
'you know', body language and gestures. 

Closing the conversation: 
Useful, civil phrases to remember: 

• I'm afraid I've lost track of the time. 
• I promised I'd meet my (insert significant other's name or relationship); gotta run. 
• I don't want to keep you. 
• This was fun but I'm running late. 
• I wish we could talk some more but I have to go. 

1.3.Developing Analytical Thinking  

How to think critically and analytically 
As a student, you may be asked to think critically or for a critical or analytical analysis. 
This page explains what this means and how to do it. 
Thinking critically 
Critical thinking is a process used to think about and evaluate information and reach a 
conclusion. Used in this context, the word 'critical' is not negative, it merely means that 
you shouldn't automatically accept that information is valid, true, applicable or correct. 
Instead, you should gather the evidence, analyze all aspects rationally and objectively, 
and with an open mind, so as to reach your own conclusion. Here are some guidelines to 
help you think critically:  

Start with all the information you have 

• Make sure you include everything: what you've read, seen, heard, done or been 
told about the topic. 

• Do you have enough information, or do you need to do more reading/research? 
• What are the key points? 
• What are the arguments? 

www.studentsfocus.com



   HS6251                                                                                                              TECHNICAL ENGLISH II 
   

SCE                                                                                                                                                      Dept of English (S&H) 
 
 

12 
 

• Are there any assumptions (things accepted as true without proof)?  

What do you have to do with the information? 

• Identify the problem you have to solve, or the issue you need to address. 

• Write it down - don't worry if you're not sure, this is just a draft. 
• Can you break down the problem/issue into parts? 
• Which part do think you should start with? 

What do you think about the problem/issue? 

• Why do you think what you do? 
• Makes notes: writing things down often clarifies your thinking. Analyse the 

information 

• How do the bits fit together and relate to one another? 
• Compare the various ideas: are there any similarities or differences? 

Evaluate the various views 

• What evidence is there for the various viewpoints? 
• Which points are in agreement, which ones disagree? 
• Make sure you consider all sides of the argument, especially those you disagree 

with. 
• Are there logical connections between the various sources and ideas? 
• Compare what you've found with your initial thinking about the topic? Do you 

still think the same way or have your views changed at all? 
• Which of the ideas you've found are relevant to your needs? 

Synthesize your ideas 

• This means bring your ideas together and develop a reasonable response. 
• Is there more than one response? 
• What works best in this situation? 

Use these ideas 

• Construct an argument. 
• Identify implications. 
• Reach a logical conclusion. 

Apply your understanding 

• Answer the questions, and 
• Write your assignment. 

Thinking analytically 
When you think analytically you examine, or think about, the different parts or details of 
something in order to understand or explain it. 

Analytical thinking may require you to think about some (or all) of the following: 

• Cause and effect 
• Similarities and differences 
• Trends 
• Associations between things 
• Inter-relationships between the parts 
• The sequence of events 
• Complex systems and how they work 
• Ways to solve complex problems 
• Steps within a process 

www.studentsfocus.com



   HS6251                                                                                                              TECHNICAL ENGLISH II 
   

SCE                                                                                                                                                      Dept of English (S&H) 
 
 

13 
 

• Examples of what is happening. 

Techniques to help you think analytically ask questions 
• Where - Where does the information come from? Where can I find out more? 
• Who - Who developed this theory? Who's involved? etc. 
• When - When did it happen? When was the research done? 
• Why - Why did this happen? Why do/did people feel the way they do? 
• What - What happened before this, and after it? What does it really mean? What 

do others think about it? 
• What if - What if it hadn't happened? What if it had been done differently? 
• So what - Why does it matter? 

 

Use diagrams 

• Diagrams can help you see how the ideas relate to one another. 
• For example, diagrams can show relationships such as cause and effect or 

sequence (e.g. using flow diagrams), and hierarchy (e.g. using an organizational 
chart). 

Try mind maps 

• Mind maps are branching diagrams. 
• Start with the topic in the middle and add subtopics and relevant details. 

In science, there are two ways of arriving at a conclusion: deductive reasoning and 
inductive reasoning. 

Deductive Reasoning 
Deductive reasoning happens when a researcher works from the more general 
information to the more specific. Sometimes this is called the "top-down" approach 
because the researcher starts at the top with a very broad spectrum of information and 
they work their way down to a specific conclusion. For instance, a researcher might begin 
with a theory about his or her topic of interest. From there, he or she would narrow that 
down into more specific hypotheses that can be tested. 
The hypotheses are then narrowed down even further when observations are collected to 
test the hypotheses. This ultimately leads the researcher to be able to test the hypotheses 
with specific data, leading to a confirmation (or not) of the original theory and arriving at 
a conclusion. 
An example of deductive reasoning can be seen in this set of statements: Every day, I 
leave for work in my car at eight o'clock. Every day, the drive to work takes 45 minutes I 
arrive to work on time. Therefore, if I leave for work at eight o'clock today, I will be on 
time. 
The deductive statement above is a perfect logical statement, but it does rely on the initial 
premise being correct. Perhaps today there is construction on the way to work and you 
will end up being late. This is why any hypothesis can never be completely proved, 
because there is always the possibility for the initial premise to be wrong. 

Inductive Reasoning 
Inductive reasoning works the opposite way, moving from specific observations to 
broader generalizations and theories. This is sometimes called a "bottom up" approach. 
The researcher begins with specific observations and measures, begins to then detect 
patterns and regularities, formulate some tentative hypotheses to explore, and finally ends 
up developing some general conclusions or theories. 
An example of inductive reasoning can be seen in this set of statements: Today, I left for 
work at eight o'clock and I arrived on time. Therefore, every day that I leave the house at 
eight o'clock, I will arrive to work on time. 
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While inductive reasoning is commonly used in science, it is not always logically valid 
because it is not always accurate to assume that a general principle is correct. In the 
example above, perhaps 'today' is a weekend with less traffic, so if you left the house at 
eight o'clock on a Monday, it would take longer and you would be late for work. It is 
illogical to assume an entire premise just because one specific data set seems to suggest 
it. 
1.4. Effective use of SMS 

Introduction 

Short message service is a mechanism of delivery of short messages over the mobile 
networks. It is a store and forward way of transmitting messages to and from mobiles. 
The message (text only) from the sending mobile is stored in a central short message 
center (SMS) which then forwards it to the destination mobile. This means that in the 
case that the recipient is not available, the short message is stored and can be sent later. 
Each short message can be no longer than 160 characters. These characters can be text 
(alphanumeric) or binary Non-Text Short messages. An interesting feature of SMS is 
return receipts. This means that the sender, if wishes, can get a small message notifying if 
the short message was delivered to the intended recipient. Since SMS used signaling 
channel as opposed to dedicated channels, these messages can be sent/received 
simultaneously with the voice/data/fax service over a GSM network. SMS supports 
national and international roaming. This means that you can send short messages to any 
other GSM mobile user around the world. With the PCS networks based on all the three 
technologies, GSM, CDMA and TDMA supporting SMS, SMS is more or less a 
universal mobile data service.  

Note: The actual limit of size of SMS is 160 characters if Latin alphabets are used. If 
non-Latin alphabets like Chinese or Arabic are used, the limit is 70 characters.  

How does SMS work 

The figure below shows a typical organization of network elements in a GSM network 
supporting SMS.  

 

The SMC (Short Message Center) is the entity which does the job of store and forward of 
messages to and from the mobile station. The SME (Short Message Entity) which can be 
located in the fixed network or a mobile station, receives and sends short messages.  

The SMS GWMS (SMS gateway MSC) is a gateway MSC that can also receive short 
messages. The gateway MSC is a mobile network’s point of contact with other networks. 
On receiving the short message from the short message center, GMSC uses the SS7 
network to interrogate the current position of the mobile station form the HLR, the home 
location register.  

HLR is the main database in a mobile network. It holds information of the subscription 
profile of the mobile and also about the routing information for the subscriber, i.e. the 
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area (covered by a MSC) where the mobile is currently situated. The GMSC is thus able 
to pass on the message to the correct MSC.  

MSC (Mobile Switching Center) is the entity in a GSM network which does the job of 
switching connections between mobile stations or between mobile stations and the fixed 
network.  

A VLR (Visitor Location Register) corresponds to each MSC and contains temporary 
information about the mobile, information like mobile identification and the cell (or a 
group of cells) where the mobile is currently situated. Using information form the VLR 
the MSC is able to switch the information (short message) to the corresponding BSS 
(Base Station System, BSC + BTSs), which transmits the short message to the mobile. 
The BSS consists of transceivers, which send and receive information over the air 
interface, to and from the mobile station. This information is passed over the signaling 
channels so the mobile can receive messages even if a voice or data call is going on.  

Applications 

Some of the common applications of SMS are:  

x Exchanging small messages like "See you at 8.30 tonight at xyz". SMS is 
particularly suited for these kinds of short messages because SMS is much 
cheaper than calling someone and giving the same message. Calling some one to 
give the same message would invariably take more time and hence more cost. 

x Many operators offer e-mail service over SMS. Every user is assigned an e-mail 
address at signup and any message delivered to that email is converted to short 
messages and delivered to the mobile. 

x It is possible to send e-mail messages (less than 160 characters) from a mobile 
phone to any e-mail address via SMS. 

x Information services like news, weather, entertainment and stock prices etc. can 
be availed just by sending a keyword like NEWS, WEATH etc to the short 
message center number. 

x SMS can be used by the network operators to provide services like balance 
enquiry in case of prepaid cards using SMS. 

x Mobile chatting is one more hot application of SMS 
x SMS can be used to notify users that they have received new voice-mail or fax 

messages. 
x It provides an alternative to alphanumeric paging services 
x Using SIM-Toolkit, now a part of GSM specifications, SMS can be used to have 

on the air activation of features. By sending codes embedded in short messages 
from the server network operators can remotely provision the user's wireless 
terminal 

x Internet e-mail alerts. 
x Downloading new ring tones. 

Limitations of SMS 

There is no doubt that SMS has been very popular. The figures in the section above 
support this. What is more interesting to observe is that this popularity has been inspite of 
many limitations of SMS. Many of these limitations are the driving force behind the 
developments and initiatives being taken in the field of short messaging. Some of the 
limitations of SMS are:  

x Messages are plain vanilla in nature. You can only send simple text messages. 
There is no scope for any graphics or audio. 

The messages are limited by size. An SMS message can’t exceed 160 characters. 
(BTW this limitation is due to the limitation in the MAP protocol in GSM) In case 
of longer e-mails or information service messages like news, the messages need to 
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broken down into more than one message. The need to break the messages into 
several smaller segments could make SMS comparatively costlier in comparison 
to GPRS (for the same kind of service). Also, This doesn’t look very appealing on 
a mobile device!  The limitation of easy input mechanisms in mobile devices 
makes it very uncomfortable sending messages larger than even 5-6 words. 
 

x Many proprietary protocols are used by SMS operators and application developers 
need to implement different interfaces for making their applications work with 
different SMS centers. X.25 is used as a popular protocol for connecting with 
SMS centers. 

x SMS protocol data units as defined in GSM 03.40 are also not very efficient. The 
various header fields in the PDU are fixed which puts a constraint on the 
scenarios that can be indicated. 3G specifications are being looked up to look and 
address these constraints. 

x Data rate and latency. GPRS and USSD provide better data rates and lower 
latency compared to SMS. This is because SMS uses the slow signaling channel, 
which is used for many other things also in GSM.   

x The store and forward nature of SMS, though useful in many applications makes 
SMS not very suitable for WAP 

 

 

SMS, WAP, and GPRS? 

Where does SMS go with services like WAP and GPRS? Well, The first thing to 
understand is that SMS is a bearer service. It is a mechanism of sending short messages. 
WAP provides the user with services and protocols that can be used on top of SMS. With 
the increased use of WAP, the SMS traffic in networks should see considerable increase.  

GPRS, on the other hand, is a packet based data service that provides much higher 
throughput. Unlike SMS, it provides a real time data bearer. The users always stay 
connected to the network. But GPRS and SMS don’t really compete with each other in 
the real sense. The costs involved in sending small messages for an end user in case of 
SMS are expected to be lower than that in GPRS (packet data) service because the 
responsibility for sending the message to the recipient in case of SMS lies entirely on the 
short message center as opposed to the user in GPRS. In GPRS there is no concept of 
storage. Confirmation of delivery is a unique feature of SMS because of the very nature 
of short message service. Simultaneous transmission with GSM voice, data, and fax 
services is another distinguishing characteristic of SMS.  

True, GPRS will be a much better option to use for services like WAP, but the 
availability of GPRS and GPRS-compliant handsets will take some time to pickup. Also, 
SMS needs no special network elements and handsets. It is something that almost every 
mobile user has and can use to send messages to any other mobile user without worrying 
about the capabilities of that mobile and its network!  

Tips for sending SMS 
Target your Message 
To get the best response rate target, target, target! Find who you want to contact, and then 
target them using the language they use and with solutions / offers they would want to 
receive. 
Timing 
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As most people have their phone with them over 90% of the day, timing is not much of 
an issue. However, it has being found that if you are sending business text messages are 
mid to late afternoon. 
Doesn’t Use Text Speak! 
Always remember you are sending a business marketing message. U won’t rite text spoke 
on ur website wud u? So don't do it because it is a text message. 

Keep it Clear & Simple! 
The easier you keep the message the more likely your contacts are to respond. You only 
have 160 characters to get your message across, so keep it to one simple single offer or 
news with a clear call to action. 

Be Complete 
Ensure you include everything you want, as well as full instructions on what the receiver 
needs to do. If they have to call ensure you give the phone number. If they need to keep 
and show the text, tell them. 

Use a friendly name your Customers will recognize. 
When you begin to send business sms text marketing messages you will be able to choose 
a friendly name. This friendly name will be shown on your contacts mobile phone when 
they receive the text message. 
Now this is pretty obvious but always ensures you choose a name your customers will 
recognize. Even if you want to do a gimmick and promote an event or music band - use 
their name. 

Grab Attention Straight Away 
Just like any other piece of marketing, try to grab attention straight away. Start your 
message with the word NEWS, OFFER or any of those other words we all like to see. 
This is the part of the message that will also show if the receiver has text preview on their 
mobile phone and will entice them more to open the SMS text message. 

Test, Revise, Test, Revise and Test Again 
Mobile is no different than any other marketing communication method you would use in 
your Business. Always send a test message to your own mobile phone first as this will 
give you a chance to see it on the small screen. However, after that test also keep testing 
and revising the messages you send to your contacts. Each time change a small aspect of 
the SMS message and test if it gets a better response. 

Conclusions 

SMS, because of its very nature has unique advantages that other non voice services do 
not have. It provides a very convenient method of exchanging small bits of information 
between mobile users. The reasons for the enormous popularity of SMS have been the 
fact that this mechanism of sending and receiving messages not only saves time but costs 
less as well. In many situations one is relatively much more comfortable sending a 
message via SMS than talking over phone. With new information services and unique 
value added services being used by the operators the popularity of SMS is increasing 
further. SMS is also uniquely positioned as a very attractive advertisement medium. SMS 
should no longer be treated as a value added service in mobile networks. SMS is not only 
providing a useful mechanism for a host of innovative services over mobile networks but 
it acting as a point of entry for new data services like WAP in mobile networks.  

Abbreviations 

SMTP Simple Mail Transport Protocol 

MexE Mobile station application execution 
environment 

WAP Wireless Application Protocol 
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GPRS General Packet Radio Service 

3GPP Third Generation Partnership Program 

MAP Mobile Application Part 

TDMA Time division multiple access 

CDMA Code division multiple access 

 
 
1.5. Use of Emoticons in Email 
Emoticons--or smiles--can be a lot of fun when emailing people. They can also make sure 
that people don't get the wrong impression. People can't see you when they read your 
email so they don't know if you are happy, sad or annoyed. Using emoticons gives them 
an idea of your mood and therefore there are no misconceptions. 
Email 1: 

Hi Linda, 

I’ll need that memo by 5 today. Thanks. 

Sara 

Email 2: 

Hi Linda, 

I’ll need that memo by 5 today. Thanks  

Sara 

The only difference is a period in one and an emoticon in the other. And yet, how does 
each email make you feel? Quite differently, right? The first one reads as a bit demanding 
and curt. The second has a lighter, more encouraging, feel. In a face-to-face conversation, 
each person would pick up the other person’s facial cues, negating any misinterpretations. 
However, in writing, without emotional cues, humans have a tendency to form a 
“negative bias.” When we read something that is objectively positive, we tend to see it as 
neutral, and when it’s neutral, we see it as negative. 

For this reason, emoticons have a lot of power when it comes to communicating 
effectively. While we often think of business as non-emotional, strong communication 
is all about understanding emotional cues. The best business people in the world are 
those who are able to connect with others. But the fact is, while face-to-face interactions 
are the most successful, we do most of our business communication through writing. 

Instructions 

Decide to use emoticons. When you first email someone you should be careful using 
emoticons; however, when you are sending emails to people you know emoticons are 
usually standard. Business emails shouldn't contain emoticons because you want to look 
professional. 
Set the mood by using emoticons. If you are happy, a happy face can depict this, if you 
are sad use a sad face and if you are in a playful mood use a wink. 
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Convey your emotions when using emoticons. Words can take on a much different 
meaning when you add an emoticon to them. When you write, "What do you want?" if 
you add an emoticon such as a wink, you will send a different message then the words 
say. 

Understand the different emoticons you can use. You can find emoticons in many forms--
they don't have to be smiles. You can find emoticons in animated, holiday or animal 
form, for example. 
Insert emoticons into your emails. Make sure you email provider supports "Rich Text 
Editing." Then follow the instructions for inserting graphics into your emails. Some email 
providers have emoticons on a toolbar that you can use. 
 
Examples:
:-) - basic smiley 
:) - midget smiley 
,-) - winking happy smiley 
(-: - left hand smiley 
(:-) - smiley big face 
(:-( - very unhappy smiley 
,-} - wry and winking smiley 
8-O – Oh my god 
'-) - winking smiley 
:-# - my lips are scaled 
:-* - kiss 
:-/ - skeptical smiley :->- sarcastic smiley :-@ - screaming smiley :-d - said with a smile 
:-V - shouting smiley :-X - a big wet kiss :-\ - undecided smiley :-] - smiley blockhead ;-( - 
crying smiley 
>;->- a very lewd remark was just made ;A) - smirking smiley 
%-) - smiley after staring at a screen for 15hours straight 
):-( - Nordic smiley 
3:] - Lucy my pet dog smiley 
:-&- tongue tied 
8:-) - little girl smiley 
:-)8<- big girl smiley 
 
 
 
1.6.Regular & Irregular Verbs 

A regular verb is any verb whose conjugation follows the typical pattern, or one of the typical 
patterns, of the language to which it belongs. A verb whose conjugation follows a different 
pattern is called an irregular verb.  

In English, for example, verbs such as play, enter and associate are regular, since they form their 
inflected parts by adding the typical endings -s, -ing and -ed, to give forms such as plays, 
entering and associated. On the other hand, verbs such as drink, hit and have are irregular, since 
some of their parts are not made according to the typical pattern – drank and drunk (not 
"drinked"); hit (as past tense and past participle, not "hitted") and has and had (not "haves" and 
"haved"). 

Regular Verbs 
 
What are regular verbs? 
Verbs are a little different from most parts of speech because they can change their form. 
Sometimes endings are added (like -ed or -ing) and other times the verb itself becomes a different 
word (such as run and ran). 

Regular verbs are verbs that form the past tense by adding the letter “d” or “ed” at the end. 
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Here’s a brief review of simple verb tenses to make things a little clearer. 

Past tense: Verbs that take place in the past. 

Present tense: Verbs that take place in the present. 

Future tense: Verbs that will take place in the future. 

Some of the most common verbs are irregular verbs and in order to form the past tense of those 
verbs, you have to memorize them. In the case of irregular verbs, it’s not a case of simply adding 
a “d” or “ed” to the end of the word. 

Examples of regular verbs 
 
ask–asked back–backed 
chase–chased chew–chewed 
depend–depended decide–decided 
employee–employed excuse–excused 

There are thousands of regular verbs in English. This is a list of 600 of the more common regular 
verbs. Some of them were listed below: 

x accept 
x add 
x admire 
x admit 
x advise 
x afford 
x agree 
x alert 

x allow 
x amuse 
x analyse 
x announce 
x annoy 
x answer 
x apologise 
x appear 

x applaud 
x appreciate 
x approve 
x argue 
x arrange 
x arrest 
x arrive 
x ask 

x attach 
x attack 
x attempt 
x attend 
x attract 
x avoid 

x back 
x bake 
x balance 
x ban 
x bang 
x bare 
x bat 
x bathe 
x battle 
x beam 

x beg 
x behave 
x belong 
x bleach 
x bless 
x blind 
x blink 
x blot 
x blush 
x boast 

x boil 
x bolt 
x bomb 
x book 
x bore 
x borrow 
x bounce 
x bow 
x box 
x brake 

x branch 
x breathe 
x bruise 
x brush 
x bubble 
x bump 
x burn 
x bury 
x buzz 

x calculate 
x call 
x camp 
x care 
x carry 
x carve 
x cause 
x challenge 
x change 
x charge 
x chase 
x cheat 
x check 

x choke 
x chop 
x claim 
x clap 
x clean 
x clear 
x clip 
x close 
x coach 
x coil 
x collect 
x colour 
x comb 

x compare 
x compete 
x complain 
x complete 
x concentrate 
x concern 
x confess 
x confuse 
x connect 
x consider 
x consist 
x contain 
x continue 

x cough 
x count 
x cover 
x crack 
x crash 
x crawl 
x cross 
x crush 
x cry 
x cure 
x curl 
x curve 
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x cheer 
x chew 

x command 
x communicate 

x copy 
x correct 

x cycle 

x dam 
x damage 
x dance 
x dare 
x decay 
x deceive 
x decide 
x decorate 
x delay 
x delight 

x deliver 
x depend 
x describe 
x desert 
x deserve 
x destroy 
x detect 
x develop 
x disagree 
x disappear 

x disapprove 
x disarm 
x discover 
x dislike 
x divide 
x double 
x doubt 
x drag 
x drain 
x dream 

x dress 
x drip 
x drop 
x drown 
x drum 
x dry 

 

 
Irregular Verbs 
 
Those verbs that undergo substantial changes when changing forms between tenses are 
irregular verbs. The changed forms of these verbs are often unrecognizably different from the 
originals. For example: 

PRESENT TENSE                                        PAST TENSE 
Go                                                                        ____ Went 
Run Ran 
Think Thought 
There is no way to tell what form an irregular verb is going to take in a changed tense; the only option for 
an English speaker is to commit the changes to memory. With practice, it will become a matter of habit. 
 
Infinitive Simple Past Past Participle 
arise arose Arisen 
awake awakened / awoke awakened / awoken 
backslide backslid backslidden / backslid 
be was, were Been 
bear bore born / borne 
beat beat beaten / beat 
become became Become 
begin began Begun 
bend bent Bent 
bet bet / betted bet / betted 
cast cast Cast 
catch caught Caught 
choose chose Chosen 
cling clung Clung 
clothe clothed / clad clothed / clad 
come came Come 
cost cost Cost 
creep crept Crept 
crossbreed crossbred Crossbred 
cut cut Cut 
 
What Is the Difference between Regular and Irregular Verbs? 

Whether you are dealing with regular or irregular verbs in the English language, they both 
have specific simple past and past participle spellings. The difference lies in how the word is put 
into past tense. Simple past tense verbs always have just one part. Past participle tense verbs have 
multiple parts and usually require an auxiliary verb, such as had, has or have. With regular verbs, 
the past tense simply adds an “ed” to the end of the word, with both simple past and past particle 
taking the same form. However, irregular verbs are the oddballs, the mavericks in the world of 
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verbs; they are the verbs that do not conform to the traditional rules. With these verbs, adding the 
“ed” is not only incorrect, but it often sounds awkward. The patterns for irregular verbs vary, and 
the simple past and past participle can end differently. Consider the following examples: 

Regular verb: I learn easily. I learned that material yesterday. (For the verb “learn,” “learned” is 
both the simple past and past participle).  

Irregular verb: I hurt my foot today. I hurt my foot yesterday. (For the verb “hurt,” “hurt” is 
both the simple past and past participle. You would not write “I hurted my foot yesterday”).  

Different types of irregular verbs 

There are no specific rules that dictate how the simple past and past particle verbs are formed. 
Some irregular verbs all take the same form, such as put (put, put, put). Others take different 
forms but have similar sounds, such as blow (blow, blew, blown). Yet another type has simple 
past and past particle forms that are identical yet differ from the present tense, such as sleep 
(sleep, slept, slept). Then there are those that do not fall into any of the previous three categories, 
such as go (go, went, gone). Consider the following examples: 

Same form:  

x I put learning about irregular verbs at the top of my to-do list today (present tense of put). 
x Yesterday, I put irregular verbs at the top of my list of things to learn (simple past tense of 

put). 
x I should have put irregular verbs on my list of things to learn much sooner (past participle 

tense of put).  

Similar sounds:  

x I drink only occasionally (present tense of drink). 
x I drank socially last weekend (simple past tense of drink). 
x I have drunk socially at most parties I attended in college (past participle of drink). 

Same simple past and past participle forms:  

x I make coffee as soon as I awake (present tense of make).  
x I made coffee as soon as I awoke (simple past tense of make).  
x I had made coffee as soon as I awoke (past participle tense of make). 

Uncategorized:  

x I need to go to the store (present tense of go). 
x I went to the store earlier (simple past tense of go). 
x I have gone to the store already today (part participle of go). 

Learning irregular verbs 

How do you learn irregular verbs? Simply put, you must either memorize a rather exhaustive list 
of them if they are not part of your everyday vocabulary, or you can learn them as you go. There 
are many resources available to study lists of irregular verbs. The 10 most commonly used verbs 
in the English language are actually irregular (be, can, do, get, go, have, say, see, take and will). 
Most often, if English is your native language, you simply know the correct forms of the verb for 
each tense of many commonly used words. In any case, when you learn or use a verb with which 
you are not familiar, you should look up the appropriate form for the tense. Over time, your 
knowledge of how to form the simple past and past participle for those oddball irregular verbs 
expands.  
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1.7.Active Voice & Passive Voice 

Active Form  

In active sentences, the thing doing the action is the subject of the sentence and the thing 
receiving the action is the object. Most sentences are active. 

[Thing doing action] + [verb] + [thing receiving action] 

Examples: 

 

Passive Form  

In passive sentences, the thing receiving the action is the subject of the sentence and the thing 
doing the action is optionally included near the end of the sentence. You can use the passive form 
if you think that the thing receiving the action is more important or should be emphasized. You 
can also use the passive form if you do not know who is doing the action or if you do not want to 
mention who is doing the action. 

[Thing receiving action] + [be] + [past participle of verb] + [by] + [thing doing action] 

Examples: 

 

When to Use the Active Voice 

At least during your undergraduate studies, the nature of your writing assignments generally 
favors the active voice, because you usually write about general interest topics to educated 
laypeople and other scientists or engineers in a reader-friendly fashion. In general, a sentence that 
opens with a concrete simple subject followed by an active verb will serve you well; the rest of 
the sentence can reveal the new (and often necessarily wordy) information. 

Two common circumstances follow where passive voice is too often used, even though active 
voice is completely practical: 

x Generally, use active voice in the topic sentences and the opening sentences of 
paragraphs—that way the topic for the paragraph is clearly announced: 

Crustal rocks contain an interesting historical record. First, they reveal . . .  

Batteries, inductors, and capacitors provide electrical energy storage. In batteries, high internal 
resistance allows for . . .  
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x When referring to another author’s work or introducing a figure or table, it is often stylish 
and interpretive to put the author’s name or the figure or table right into the subject of the 
sentence, then follow it with an active and literally correct verb: 

Feldman explains how the relative brightness of objects depends on the viewer’s angle of 
observation.  

Figure 2 illustrates how fractal geometry can be used to create realistic landscapes.  

The following excerpt from a meteorology paper demonstrates how admirable and efficient the 
active voice can be. This paragraph is especially impressive in that it explains the complex 
concept of vortices through an analysis of the seemingly ordinary phenomenon of smoke rings. 
Note the consistent use of simple exact subjects followed by active descriptive verbs. 

Figure 4 depicts a smoke ring in which the layers of a toroidal vortex ring are visible. As the 
picture shows, the smoke ring moves away from its source and trails smoke from its center. The 
trail of smoke behind the moving smoke ring indicates that the same viscous stress that caused 
the smoke ring to form also causes its eventual destruction. As the smoke ring continues to move 
(Figure 5), the outside boundary of the ring rotates toward the same direction as the relative 
motion of the surrounding air. The inside boundary rotates opposite in direction, and thus the 
change in relative velocity with distance across the boundary produces drag. 

Clearly, this is a paragraph that the writer toiled over, yet, thanks to the clear transitions and 
sensible use of the active voice, it is highly readable and efficient. This writer understood well 
how to marshal active verbs to explain phenomena. Note how, thanks to the active verbs, we can 
readily picture the described phenomena even without the figures being supplied. 
  
One cautionary note, though: even though you are generally allowed to use “I” (or “we”) in 
papers written largely in the active voice, you must beware of overuse. Simple transition words 
can represent the writer’s thinking just as well as the use of “I.” For instance, the word 
“apparently” can do the same job as “I believe that”; the word “however” is much better than “as 
I turn to another way of thinking about it.” Also, using “I” can be distracting, especially because 
it might cause you to inject too much personal opinion or irrelevant subjectivity—technical 
papers are not the place to share digressive speculations or assert your personality. Remember 
that your focus is on information and your considered interpretation of that information. Strong 
interpretive verbs and confident, accurate pronouncements automatically suggest that an “I” is at 
work anyway, so concentrate on choosing simple transitions, concrete nouns, and muscular verbs. 

What is passive voice? 

In English, all sentences are in either "active" or "passive" voice: 

Active: Werner Heisenberg formulated the uncertainty principle in 1927. 

Passive: The uncertainty principle was formulated by Werner Heisenberg in 1927. 

In an active sentence, the person or thing responsible for the action in the sentence comes first. In 
a passive sentence, the person or thing acted on comes first, and the actor is added at the end, 
introduced with the preposition "by." The passive form of the verb is signaled by a form of "to 
be": in the sentence above, "was formulated" is in passive voice while "formulated" is in active. 

In a passive sentence, we often omit the actor completely: 

The uncertainty principle was formulated in 1927. 

When do I use passive voice? 

In some sentences, passive voice can be perfectly acceptable. You might use it in the following 
cases: 
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1. The actor is unknown: 

The cave paintings of Lascaux were made in the Upper Old Stone Age. [We don't 
know who made them.] 

2. The actor is irrelevant: 

An experimental solar power plant will be built in the Australian desert. [We are 
not interested in who is building it.] 

3. You want to be vague about who is responsible: 

Mistakes were made. [Common in bureaucratic writing!] 

4. You are talking about a general truth: 

Rules are made to be broken. [By whomever, whenever.] 

5. You want to emphasize the person or thing acted on. For example, it may be your main 
topic: 

Insulin was first discovered in 1921 by researchers at the University of Toronto. It 
is still the only treatment available for diabetes. 

6. You are writing in a scientific genre that traditionally relies on passive voice. Passive 
voice is often preferred in lab reports and scientific research papers, most notably in the 
Materials and Methods section: 

The sodium hydroxide was dissolved in water. This solution was then titrated with 
hydrochloric acid. 

In these sentences you can count on your reader to know that you are the one who did the 
dissolving and the titrating. The passive voice places the emphasis on your experiment 
rather than on you. 

Note: Over the past several years, there has been a movement within many science 
disciplines away from passive voice. Scientists often now prefer active voice in most parts 
of their published reports, even occasionally using the subject "we" in the Materials and 
Methods section. Check with your instructor or TA whether you can use the first person 
"I" or "we" in your lab reports to help avoid the passive. 

When should I avoid passive voice? 

Passive sentences can get you into trouble in academic writing because they can be vague about 
who is responsible for the action: 

Both Othello and Iago desire Desdemona. She is courted. [Who courts Desdemona? Othello? 
Iago? Both of them?] 

Academic writing often focuses on differences between the ideas of different researchers, or 
between your own ideas and those of the researchers you are discussing. Too many passive 
sentences can create confusion: 

Research has been done to discredit this theory. [Who did the research? You? Your professor? 
Another author?] 

Some students use passive sentences to hide holes in their research: 
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The telephone was invented in the nineteenth century. [I couldn't find out who invented the 
telephone!] 

Finally, passive sentences often sound wordy and indirect. They can make the reader work 
unnecessarily hard. And since they are usually longer than active sentences, passive sentences 
take up precious room in your paper: 

Since the car was being driven by Michael at the time of the accident, the damages should be paid 
for by him. 

Passive voice for all tenses rules: 

• The places of subject and object in sentence are inter-changed in passive voice. 
• 3rd form of verb (past participle) will be used only (as main verb) in 

passive voice. 
• Auxiliary verbs for each tense are given below in the table. 

Present Simple Tense (passive Voice) 
Auxiliary verb in passive voice: am/is/are 
Active voice: Passive voice: 
He sings a song. A song is sung by him. 
He does not sing a song. A song is not sung by him. 
Does he sing a song?            Isa song sung by him? 
 
Present Continuous Tense (passive Voice) 
Auxiliary verb in passive voice: am being/is being/are being 
Active voice: Passive voice: 
I am writing a letter A letter is beingwritten by me. 
I am not writing a letter. A letter is not beingwritten by me. 
Am I writing a letter? Isa letterbeingwritten by me? 
 
Present Perfect Tense (passive Voice) 
Auxiliary verb in passive voice: has been/have been 
 
Active voice: Passive voice: 
She has finished his work Her work has beenfinished by her. 
She has not finished her work. Her work has not beenfinished by her. 
Has she finished her work? Hasher work beenfinished by her? 
 
Past Simple Tense (passive Voice) 
Auxiliary verb in passive voice: was/were 
Active voice: Passive voice: 
I killed a snake A snake was killed by me. 
I did not kill a snake. A snake was not killed by me. 
Did I kill a snake? Was a snake killed by me? 
 
Past Continuous Tense (Passive Voice) 
Auxiliary verb in passive voice: was being/were being 
Active voice: Passive voice: 
He was driving a car A car was being driven by him. 
He was not driving a car. A car was not being driven by him 
Was he driving a car? Was a car being driven by him? 
 
Past Perfect Tense (Passive Voice) 
Auxiliary verb in passive voice: had been 
Active voice: Passive voice: 
They had completed the assignment The assignment had beencompleted by them. 
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They had not completed the 
assignment. 
 

The assignment had not beencomplete by them. 
 

Had they completed the assignment? 
 

Hadthe assignment beencompleted by them? 
 

 
 
 
Future Simple Tense (Passive Voice) 
Auxiliary verb in passive voice: will be 
Active voice: Passive voice: 
She will buy a car. A car will be bought by her. 
She will not buy a car. A car will not be bought by her. 
Will she buy a car? Will a car be bought by her? 
 
Future Perfect Tense (passive Voice) 
Auxiliary verb in passive voice: will have been 
 
Active voice: Passive voice: 
You will have started the job. The job will have been started by you. 
You will have not started the job. The job will not have beenstarted by you. 
Will you have started the job? 
 

Will the job have beenstarted by you? 
 

Note: The following tenses cannot be changed into passive voice. 

• Present perfect continuous tense 
• Past perfect continuous tense 
• Future continuous tense 
• Future perfect continuous tense 
• Sentence having Intransitive verbs 

Active / Passive Overview 

  Active Passive 

Simple Present Once a week, Tom cleans the 
house.  

Once a week, the house is cleaned by 
Tom. 

Present 
Continuous 

Right now, Sarah is writing the 
letter. 

Right now, the letter is being written 
by Sarah. 

Simple Past Sam repaired the car.  The car was repaired by Sam. 

Past 
Continuous 

The salesman was helping the 
customer when the thief came into 
the store. 

The customer was being helped by 
the salesman when the thief came into 
the store. 

Present Perfect Many tourists have visited that 
castle. 

That castle has been visited by many 
tourists. 

Present Perfect 
Continuous 

Recently, John has been doing the 
work. 

Recently, the work has been being 
done by John. 

Past Perfect George had repaired many cars Many cars had been repaired by 
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before he received his mechanic's 
license. 

George before he received his 
mechanic's license. 

Past Perfect 
Continuous 

Chef Jones had been preparing 
the restaurant's fantastic dinners for 
two years before he moved to 
Paris. 

The restaurant's fantastic dinners had 
been being prepared by Chef Jones 
for two years before he moved to 
Paris.  

Simple Future 
WILL 

Someone will finish the work by 
5:00 PM. 

The work will be finished by 5:00 
PM. 

Simple Future 
BE GOING TO  

Sally is going to make a beautiful 
dinner tonight. 

A beautiful dinner is going to be 
made by Sally tonight. 

Future 
Continuous 
WILL 

At 8:00 PM tonight, John will be 
washing the dishes. 

At 8:00 PM tonight, the dishes will 
be being washed by John.  

Future 
Continuous 
BE GOING TO  

At 8:00 PM tonight, John is going 
to be washing the dishes. 

At 8:00 PM tonight, the dishes are 
going to be being washed by John. 

Future Perfect 
WILL 

They will have completed the 
project before the deadline. 

The project will have been 
completed before the deadline. 

Future Perfect 
BE GOING TO  

They are going to have completed 
the project before the deadline.  

The project is going to have been 
completed before the deadline. 

Future Perfect 
Continuous 
WILL 

The famous artist will have been 
painting the mural for over six 
months by the time it is finished. 

The mural will have been being 
painted by the famous artist for over 
six months by the time it is finished. 

Future Perfect 
Continuous 
BE GOING TO  

The famous artist is going to have 
been painting the mural for over 
six months by the time it is 
finished. 

The mural is going to have been 
being painted by the famous artist 
for over six months by the time it is 
finished. 

Used to  Jerry used to pay the bills. The bills used to be paid by Jerry. 

Would Always My mother would always make 
the pies. 

The pies would always be made by 
my mother. 

Future in the 
Past 
WOULD  

I knew John would finish the work 
by 5:00 PM.  

I knew the work would be finished 
by 5:00 PM.  

Future in the 
Past 
WAS GOING TO  

I thought Sally was going to make 
a beautiful dinner tonight.  

I thought a beautiful dinner was 
going to be made by Sally tonight. 

Examples: 
Harry ate six shrimp at dinner. (Active) 
At dinner, six shrimp were eaten by Harry. (Passive) 
Beautiful giraffes roam the savannah. (Active) 
The savannah is roamed by beautiful giraffes. (Passive) 

www.studentsfocus.com



HS6251                                                                                                              TECHNICAL ENGLISH II 
 

SCE                                                                                                                                                      Dept of English (S&H) 
 
 

29 
 

Sue changed the flat tire. (Active) 
The flat tire was changed by Sue. (Passive) 
We are going to watch a movie tonight. (Active) 
A movie is going to be watched by us tonight. (Passive) 
I ran the obstacle course in record time. (Active) 
The obstacle course was run by me in record time. (Passive) 
 
The crew paved the entire stretch of highway. (Active) 
The entire stretch of highway was paved by the crew. (Passive) 

Mom read the novel in one day. (Active) 
The novel was read by Mom in one day. (Passive) 

The critic wrote a scathing review. (Active) 
A scathing review was written by the critic. (Passive) 

I will clean the house every Saturday. (Active) 
The house will be cleaned by me every Saturday. (Passive) 

The staff is required to watch a safety video every year. (Active) 
A safety video will be watched by the staff every year. (Passive) 

She faxed her application for a new job. (Active) 
The application for a new job was faxed by her. (Passive) 

Tom painted the entire house. (Active) 
The entire house was painted by Tom. (Passive) 

The teacher always answers the students’ questions. (Active) 
The students’ questions are always answered by the teacher. (Passive) 

The choir really enjoys that piece. (Active) 
That piece is really enjoyed by the choir. (Passive) 

Who taught you to ski? (Active) 
By whom were you taught to ski? (Passive) 

The forest fire destroyed the whole suburb. (Active) 
The whole suburb was destroyed by the forest fire. (Passive) 

The two kings are signing the treaty. (Active) 
The treaty is being signed by the two kings. (Passive) 

The cleaning crew vacuums and dusts the office every night. (Active) 
Every night the office is vacuumed and dusted by the cleaning crew. (Passive) 

Larry generously donated money to the homeless shelter. (Active) 
Money was generously donated to the homeless shelter by Larry. (Passive) 

No one responded to my sales ad. (Active) 
My sales ad was not responded to by anyone. (Passive) 

The wedding planner is making all the reservations. (Active) 
All the reservations will be made by the wedding planner. (Passive) 

Susan will bake two dozen cupcakes for the bake sale. (Active) 
For the bake sale, two dozen cookies will be baked by Susan. (Passive) 
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The science class viewed the comet. (Active) 
The comet was viewed by the science class. (Passive) 

Who ate the last cookie? (Active) 
The last cookie was eaten by whom? (Passive) 

Alex posted the video on Face book. (Active) 
The video was posted on Face book by Alex. (Passive) 

The director will give you instructions. (Active) 
Instructions will be given to you by the director. (Passive) 

Thousands of tourists view the Grand Canyon every year. (Active) 
The Grand Canyon is viewed by thousands of tourists every year. (Passive) 

The homeowners remodeled the house to help it sell. (Active) 
The house was remodeled by the homeowners to help it sell. (Passive) 

The team will celebrate their victory tomorrow. (Active) 
The victory will be celebrated by the team tomorrow. (Passive) 

The saltwater eventually corroded the metal beams. (Active) 
The metal beams were eventually corroded by the saltwater. (Passive) 

The kangaroo carried her baby in her pouch. (Active) 
The baby was carried by the kangaroo in her pouch. (Passive) 

Some people raise sugar cane in Hawaii. (Active) 
Sugar cane is raised by some people in Hawaii. (Passive) 

1.8.Homonymns & Homophones 
 
Homonyms are words that sound alike but have different meanings. Homophones are a type of 
homonym that also sound alike and have different meanings, but have different spellings. 
Homophones are words that are pronounced the same but they have different meanings and are 
usually spelled differently as well. They usually occur in groups of two but sometimes they can 
be three or four in a group. It’s important to recognize and identify the most common. 

Examples of Homonyms: 
x Aid - to help or 

assist  
Aide - assistant 

x Affect - change 
Effect - result or consequence 

x Air - atmosphere (the stuff we 
breathe), Err-- to make a mistake  

x Allowed – 
permitted  
Aloud - out loud 

x Ant - picnic pest, Aunt - relative, as in your mom's sister 
x Arc – curve, Ark - Noah's boat 
x Ate - chewed up and 

swallowed,  Eight - number 
after seven 

x Bare – uncovered, Bear - grizzly animal 
x Berry - fruit from a bush, Bury -to put underground 
x Be - to exist, Bee - buzzing insect 
x Beat - to pound, Beet - type of edible plant 
x Broach – mention, Brooch - pin 
x Brows – eyebrows, Browse - look around 
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x Buy - purchase by – beside, Bye - short for goodbye 
x Cent - penny coin, Sent - did send 
x Two- I have two cats, To- She ran to school 
x Accept (to receive) and Except (excluding) 
x Acts (things done) and Ax (chopping tool) 
x Ad (advertisement) and Add (short for addition) 
x Affect (to influence) and Effect (result) 
x Aid (to assist) and Aide (an assistant) 
x Air (stuff we breath) and Heir (one who will inherit) 
x Aisle (walkway) and Isle (island) 
x Allusion (an indirect reference) and Illusion (a misconception) 
x Ant (insect) and Aunt (parent's sister) 
x Bald (hairless) and Bawled (cried aloud) 
x Band (a group) and Banned (forbidden) 
x Capital (city) and Capitol (wealth and resources) 
x Climactic (great intensity) and Climatic (weather conditions) 
x Days (more than one day) and Daze (to bewilder) 
x Die (to become dead) and Dye (coloring agent) 
x Elicit (to bring out) and Illicit (unlawful) 
x Emigrate from (leave one country) and Immigrate to (enter another country) 
x Fair (even-handed) and Fare (payment) 
x Fairy (imaginary magic person) and Ferry (river-crossing boat) 
x Gilt (gold-plated) and Guilt (did wrong) 
x Gorilla (large ape) and Guerrilla (military soldier) 
x Knead (working bread dough) and Need (must have) 
x Mail (postal delivery) and Male (masculine person) 
x Principle (a basic truth) and Principal (head of a school/sum of money) 
x Scene (visual location) and Seen (past tense of saw) 
x Than (a comparison) and then (shows time) 
x There (a place) and Their (belongs to them) and They're (they are) 
x To (a preposition) and Too (an adverb) and Two (a number) 
x Your (possessive pronoun) and You're (you are) 

Examples of Homophones: 

accept 

except 
Accept means “to receive.” Except means “to exclude.” 

e.g. Everyone except Joaquin accepted her apology. 

advice 

advise 

Advice is a noun (which rhymes with ice) and advise is a verb (which 

rhymes with lies). 

e.g. I need your advice. 
       I advise you to bring bottled water. 

affect 

effect 

Affect is a verb which means “to influence.” Effect is a noun which means 

“the outcome or result.” When used as a verb, effect means “to produce a 

result.” 

e.g. The injury won’t affect her performance. 
       The song had a calming effect on the baby. 
       The medicine effected a complete recovery. 

all ready already 

All ready means “completely prepared” or that everyone or everything is 

prepared. Already means “before the time specified.” 

e.g. We were all ready for the results. 
       I ate already.        

allude 

elude 

Allude means “to refer indirectly or casually.” Elude means “to avoid or 

escape.”  

e.g. Writers often allude to Shakespeare. 
       The bandits continue to elude the police. 
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allusion 

illusion 

An allusion is an indirect or casual reference. An illusion is false idea or 

image. 

amoral 

immoral 

Amoral means either not subject to or lacking moral distinctions. For 

instance, logic or pure mathematics can be seen as amoral. Immoral 

means violating conscience or public morality: plagiarism and other kinds 

of cheating are immoral. Note that ethical is the term to use when 

referring to practices in professions.  

ante- 

anti- 

Ante is a prefix meaning “before” or “in front of.” Anti is a prefix 

meaning “hostile to” or “against.” 

e.g. anteroom, antecedent 
       antiwar, antipathy 

are 

our 

Are is the form of “to be” used with you, we, and they. Our is a 

possessive pronoun that means “belonging to us.” 

e.g. Our dogs are fast. 

beside 

besides 

Beside is a preposition that means “next to.” As a preposition, besides 

means “in addition to” or “other than”; as an adverb, besides means “also” 

or “moreover.” 

e.g. The notepad was beside the telephone. 
       They offer many flavours besides vanilla. 
       I’m want to go to sleep; besides, it’s late. 

choose 

chose 

Choose means “to select” and rhymes with “booze.” Chose is the past-

tense form of this verb and rhymes with “suppose.” 

e.g. Yesterday I chose pasta but today I choose rice. 

complement 

compliment 

Complement means “to complete” and compliment means “to express 

praise.” Complimentary is an adjective that means “free of charge.” 

e.g. They complimented her on the sash that complemented her 
dress. 

conscience 

conscientious 

conscious 

Conscience (a noun) is the recognition of right and wrong. Conscientious 

is an adjective that means “careful” or “thorough.” Conscious (adj.) 

means “awake” or “aware.”  

e.g. Sharon was conscious that Marty’s conscience was troubled, 
but she conscientiously avoided asking him about it. 

decent 

descent 

dissent 

Decent is an adjective that connotes propriety or respectability. Descent 

refers to a plunge downwards or to ancestry. Dissent means 

“disagreement.” 

desert 

dessert 

As a verb, desert means “to abandon”; as a noun, desert refers to a barren 

place. Dessert is the last course of a meal.  

discreet 

discrete 

Discreet means “tactful” or “prudent” and can connote secrecy. Discrete 

means “distinct” or “separate.” 

elicit 

illicit 

The verb elicit means “to draw forth.” The adjective illicit means 

“illegal.” 

faze 

phase 

Faze, meaning “to worry or disconcert” is a slang term that you shouldn’t 

use in formal essays. Phase has a number of specialised scientific 

meanings, but tends to refer to a stage in a process. 
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of 

off 

Of is often mistaken for the sound of have in compound verb tenses. 

e.g. they must have been, would have been  

Do not use “of” after “off” in phrases like: They walked off the field, 

jumped off the bed, etc. 
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                                                         UNIT - II 
 
 
 

2.1CONVERSATION PRACTICE 
 
 
Find out a few things about the person you'll be talking to (if you can) before you 
actually start a conversation. Websites as well as Facebook and Twitter profiles can be 
good sources of information, as long as you're careful not to come across as a stalker. 
Kick off the conversation with some interesting information that's not too personal.  

x "I was looking at the biochemistry department website and saw that you're 
working on a pretty interesting thesis! How did you come to choose that 
topic?" 

x "I saw on the office memo that you're working on the outreach project for local 
schools. How's that going?" 

x "Is it true that you just went skydiving 

Ask questions so that the other person can talk about himself or herself. "What do 
you like to do?" "What sort of things have you done in your life?" "What is happening 
to you now?" "What did you do today or last weekend?" Identify things about them 
that you might be interested in hearing about, and politely ask questions. People love 
having a chance to discuss their passions or their subjects of expertise.  

x Ask questions for clarification. If your conversation partner is talking about an 
occupation or activity you do not understand, take the opportunity to learn 
more. 

x Make sure that your interest appears genuine. Maintain eye contact and nod 
your head or interject comments like, "That's interesting." 

x Use open-ended questions. Skip the simple "yes" or "no" questions. Instead, 
ask a question that will allow your partner to talk extensively. "So you love to 
go hang gliding. What made you get into it in the first place?" 

x Start superficial. Ask more generic questions at first. Then, gauge your 
partner's comfort level. If your partner seems willing to open up, then you can 
ask some more personal questions. 

Inject invitation and inspiration.  

x An "invitation" happens when you say something that lets your partner know 
that it's his or her turn to speak. Generally, invitations come in the form of 
questions. 

x "Inspiration" means that you come up with a great topic that makes your 
partner want to have a discussion. For instance, you could share a funny story 
that will remind your partner of a similar thing that happened in his or her life, 
or you could share your thoughts about something and inspire your partner to 
respond. 

Listen actively. 
 A conversation will go nowhere if you are too busy thinking of other things, including 
what you plan to say next. If you listen well, you'll identify questions to ask based on 
the other person's statements.  

x Paraphrase back what you heard the person say. "So you're saying that 
skydiving is the biggest rush you've ever experienced?" Doing this shows 
respect for the other person and gives him or her the chance to correct your 
understanding, affirm it or embellish upon it. 

x Encourage the other person to do most of the talking. Your conversation 
partner will feel as though you are attentive and engaged, and you will get the 
credit for being a great conversationalist. 
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Occasionally, ask the question that is looming over the conversation. Humans are 
social creatures, and society has etiquette that's based on rules. There's so much 
etiquette it would be painful to list, but it's worth noting that sometimes people enjoy 
stepping beyond etiquette and talking about the things they thought they weren't 
allowed to talk about. It can be really refreshing, and pave the way for great 
conversation.  

x There's a rule out there about not discussing religion and politics, and it's 
generally a good one. If you think you can have a discussion with someone 
without making them feel threatened by your beliefs, go for it! 

x Love is another forbidden subject. We don't want to pry into other people's 
personal lives, just as we don't want others prying into our own. Sometimes, 
however, people want an excuse to talk about their love life. If your 
conversational partner says something like "I don't think that's an appropriate 
topic", apologize and move onto another subject. 

The  examples for the effective conversations are given below: 

Buying Electrical Goods 

A. Good morning, can I help you? 
C. I hope so. I'm looking for a television. 
A. The Toshiba TV5 is on special offer this week. 
 
C. How much is it? 
A. Only $299.95. 
C.It's a little expensive. Do you have a cheaper one? A. 
Yes. This one's only $150. C. What make is it? A. It's a 
Panasonic. 
C. I like it, but it's still a little too expensive. Is there any chance of a discount? 
A.Hmmmmm, OK, we can do it for $140. 
C. Great, I'll take it. Do you accept credit cards? 
A. Yes we do 
 
Telephone English 
A: Good afternoon, Fowler's, may I help you? 
B:Extension 237 please. 
A:I'm sorry, the line's busy, will you hold? 
B:Yes, I'll hold ................  
A:I'm putting you through. 
C:Marketing, Harry Webb speaking. 
B:Could I speak to Maurice Caine please? 
C:I'm sorry, he's in a meeting at the moment. 
B:Do you know when he'll be back? 
C:He should be back around four. Can I take a message? 
B:Yes, please ask him to call David Jones on 629 3478 
C:629 3478, right? 
B:That's right. 
C:OK, I'll see he gets your message 
 
Banking - Opening an account 
A:Good morning, can I help you? 
B:Yes, I'd like to open a deposit account. 
A:Certainly Sir. Would you like a Silver or a Gold account? 
B:What's the difference? 
A:You can open a Silver account with just $5. The account comes with a cash card so 
you can withdraw your money at any time. The Silver account currently pays 5% 
interest. For the Gold account you need a minimum of $500, and you have to give 14 
days notice to withdraw money. The interest rate is 6.5%. B:I'll go for the Silver 
account. A:How much would you like to deposit? 
B:$500 
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A:And we'll need two proofs of ID; telephone bill, driver's license, credit card 
statement etc. 
B:I'm sorry, I don't have any of those on me. I'll come back tomorrow. 
 
 
 

Finding an Apartment 
A:Hi, what can I do for you? 
M:I'm interested in the apartment in Marine Drive. What can you tell me about it? 
A:It's a conversion on the second floor of a beautiful, four-storey building. It has two 
bedrooms and a large living room overlooking the sea. The kitchen and bathroom have 
recently been re-fitted. M:Is it centrally heated? 
A:Yes, it's centrally heated throughout, and double-glazed too. 
M:Does it have a parking space? 
A:No, but there's plenty of unrestricted parking in Marine Drive and nearby. M:How 
much is it? 
A:It's $139,995, but I believe the owner would be willing to accept an offer. 
M:How long is the lease? 
A:There's no lease, it's a condominium. 
 
Borrowing 
S:Dad. Can I borrow the car tomorrow? 
F:Why do you want to borrow the car? S:I'm 
going to the beach with Tony. 
F:Last time you borrowed it you had an accident and dented the door. S:I 
promise I'll drive carefully this time. F:And the gas tank was almost empty. 
S:I'll fill it up before I get home. 
F:Well, OK then, provided you're home by 8. I'm going out tomorrow evening and I 
need the car. 

S:Great. Thanks dad, I'll be home by7:30 

Bert is starting a new job 
A.Welcome to Smith & Jones, Bert. Do you have any questions? 
B.Yes, what time do I have to start work? A.You have to start work at 
8.30. B.What do I have to do? 
A.You have to type letters, make tea and answer the telephone. B.Do I 
have to wear a uniform? 
A.No, you don't have to wear a uniform, but you must wear a tie. 
B.Can I smoke? 
A.No, you mustn't smoke in the building. You'll have to go outside if you want to 
smoke. 
B.Do I have to work overtime? 
A.Yes, you have to work overtime every other Saturday 

 
2.2WRITING A BOOK REVIEW 

 
A book review is a description, critical analysis, and an evaluation on the quality, 
meaning, and significance of a book, not a retelling. It should focus on the book's 
purpose, content, and authority. A critical book review is not a book report or a 
summary. It is a reaction paper in which strengths and weaknesses of the material are 
analyzed. It should include a statement of what the author has tried to do, evaluates 
how well (in the opinion of the reviewer) the author has succeeded, and presents 
evidence to support this evaluation. 
There is no right way to write a book review. Book reviews are highly personal and 
reflect the opinions of the reviewer. A review can be as short as 50-100 words, or as 
long as 1500 words, depending on the purpose of the review. 
The following are standard procedures for writing book reviews; they are suggestions, 
not formulae that must be used. 
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1. Write a statement giving essential information about the book: title, author, 
first copyright date, type of book, general subject matter, special features (maps, 
color plates, etc.), price and ISBN. 

2. State the author's purpose in writing the book. Sometimes authors state their 
purpose in the preface or the first chapter. When they do not, you may arrive at 
an understanding of the book's purpose by asking yourself these questions: 

 
a. Why did the author write on this subject rather than on 
some other subject? 
 
b. From what point of view is the work written? 
 
c. Was the author trying to give information, to explain 
something technical, to convince the reader of a belief's 
validity by dramatizing it in action? 
 
d. What is the general field or genre, and how does the 
book fit into it? (Use outside sources to familiarize yourself 
with the field, if necessary.) Knowledge of the genre means 
understanding the art form. and how it functions. 
 
e. Who is the intended audience? 
 
f. What is the author's style? Is it formal or informal? 

Evaluate the quality of the writing style by using some of the following 
standards: coherence, clarity, originality, forcefulness, correct use of technical 
words, conciseness, fullness of development, fluidity. Does it suit the intended 
audience? 
 
g. Scan the Table of Contents, it can help understand how the book is organized 
and will aid in determining the author's main ideas and how they are developed -
chronologically, topically, etc. 
 
H. How did the book affect you? Were any previous ideas you had on the subject 
changed, abandoned, or reinforced due to this book? How is the book related to 
your own course or personal agenda? What personal experiences you've had 
relate to the subject? 

 
 
 

3. State the theme and the thesis of the book. 
 
a. Theme: The theme is the subject or topic. It is not 
necessarily the title, and it is usually not expressed in a 
complete sentence. It expresses a specific phase of the 
general subject matter. 
 
b. Thesis: The thesis is an author's generalization about 
the theme, the author's beliefs about something important, 
the book's philosophical conclusion, or the proposition the 
author means to prove. Express it without metaphor or 
other figurative language, in one declarative sentence. 

 
Example 
 
Title: We Had it Made 
 
General Subject Matter: Religious Intolerance 
 
Theme: The effects of religious intolerance on a small town 
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Thesis: Religious intolerance, a sickness of individuals, 
contaminates an entire social group 

 
4. Explain the method of development-the way the author supports the thesis. Illustrate 
your remarks with specific references and quotations. 
In general, authors tend to use the following methods, exclusively or in combination. 

 
a. Description: The author presents word-pictures of scenes and events by 
giving specific details that appeal to the five senses, or to the reader's 
imagination. Description 
presents background and setting. Its primary purpose is to help the reader realize, 
through as many sensuous details as possible, the way things (and people) are ,in 
the 
episodes being described. 
 
b. Narration: The author tells the story of a series ofevents, usually presented in 
chronological order. In a novelhowever, chronological order may be violated for 
the sakeof the plot. The emphasis in narration, in both fiction andnon-fiction, is 
on the events. Narration tells what hashappened. Its primary purpose is to tell a 
story. 
 
c. Exposition: The author uses explanation and analysis topresent a subject or to 
clarify an idea. Exposition presentsthe facts about a subject or an issue as clearly 
and 
impartially as possible. Its primary purpose is to explain. 
 
d. Argument: The author uses the techniques ofpersuasion to establish the truth 
of a statement or toconvince the reader of its falsity. The purpose is topersuade 
the reader to believe something and perhaps toact on that belief. Argument takes 
sides on an issue. Itsprimary purpose is to convince. 

5. Evaluate the book for interest, accuracy, objectivity, importance, thoroughness, and 
usefulness to its intended audience. Show whether the author's main arguments are 
true. Respond to the author's opinions. What do you agree or disagree with? And why? 
Illustrate whether or not any conclusions drawn are derived logically from the 
evidence. Explore issues the book raises. What possibilities does the book suggest? 
What has the author omitted or what problems were left unsolved? What specific 
points are not convincing? Compare it with other books on similar subjects or other 
books by the same as well as different authors. Is it only a reworking of earlier books; 
a refutation of previous positions? Have newly uncovered sources justified a new 
approach by the author? Comment on parts of particular interest, and point out 
anything that seems to give the book literary merit. Relate the book to larger issues. 

6. Try to find further information about the author - reputation, 
qualifications, influences, biographical, etc. - any information that is relevant to 
the book being reviewed and that would help to establish the author's authority. 
Can you discern any connections between the author's philosophy, life 
experience and the reviewed book? 

7.If relevant, make note of the book's format - layout, binding, typography, 
etc. Are there maps, illustrations? Do they aid understanding? 

8.Check the back matter. Is the index accurate? Check any end notes or footnotes as 
you read from chapter to chapter. Do they provide important additional information? 
Do they clarify or extend points made in the body of the text? Check any bibliography 
the author may provide. What kinds of sources, primary or secondary, appear in the 
bibliography? How does the author make use of them? Make note of important 
omissions. 
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9.Summarize (briefly), analyze, and comment on the book's content. State your general 
conclusions. Pay particular attention to the author's concluding chapter. Is the summary 
convincing? List the principal topics, and briefly summarize the author's ideas about 
these topics, main points, and conclusions. Use specific references and quotations to 
support your statements. If your thesis has been well argued, the conclusion should 
follow naturally. It can include a final assessment or simply restate your thesis. Do not 
introduce new material at this point. 
 
 
 

Book Review: Wings of Fire, by APJ Abdul Kalam  

About the  author: 
APJ Abdul Kalam is one of India's most distinguished scientists. He served as the 11th 
President of India, between 2002 and 2007. He was fondly referred to as "The People's 
President" during his term. He has honorary doctorates from over thirty universities 
and is the recipient of the country's three highest civilian awards - the Padma Bhushan, 
the Padma Vibhushan and the Bharat Ratna. 

Review of the book: 
Inspiration comes in various ways. To read a book and be inspired by it is really a 
wonderful feeling. Over the last few days, I have had the pleasure of being inspired by 
few such books. Two of them were written by the man I have had the pleasure of 
seeing two times as well, the eleventh President of India, APJ Abdul Kalam. 
The two books are two parts of his autobiography, and this book, Wings of Fire is the 
first part. 

I'm at my wits end as to how to review an autobiography, but it doesn't feel right 
not to say this book is inspirational and something that needs to be read. It is a journey 
through leadership, through hardships, through the life of a man who inspired the 
nation. It shows a different perspective to things, one that we don't usually see. The 
book has a lot of things that can be quoted, but I choose to share this one... 
"He who knows others is learned, but the wise one is the one who knows himself. 
Learning without wisdom is of no use." 
I chose this particular quote because it tells me to look into understanding the person I 
am too, and not just look to understand others. 

Another excerpt that looks into life was. 

"The trouble is that we often merely analyse life instead of dealing with it. People 
dissect their failures for causes and effects, but seldom deal with them and gain 
experience to master them and thereby avoid their recurrence. This is my belief: that 
through difficulties and problems God gives us the opportunity to grow. So when your 
hopes and dreams and goals are dashed, search among the wreckage, you may find a 
golden opportunity hidden in the ruins." 
I have also got bogged down by failures rather than dealing with it. I guess that has 
stopped me from growing atleast a little bit. Maybe I failed for a reason, and that 
opportunity is still there. I think it's about time I started to search for that opportunity 
now. 
The book is inspiring, but it probably might not sound as much if you aren't Indian. 
Still, there are things to take out of it. 

 
 
 
 

2.3 READING 
Right now you are reading English. That means that you are using your brain in a very 
active way. Reading is a very active process. It is true that the writer does a lot of 
work, but the reader also has to work hard. When you read a text, you have to do some 
or all of these: 
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• imagine a scene in your head 
• understand clearly what the writer is trying to say 
• agree or disagree with the writer 

 

Advantages of Reading 
When you learn a language, listening, speaking and writing are important, but reading 
can also be very helpful. There are many advantages associated with reading, 
including: 
Learning Vocabulary In Context 
You will usually encounter new words when you read. If there are too many new 
words for you, then the level is too high and you should read something simpler. But if 
there are, say, a maximum of five new words per page, you will learn this vocabulary 
easily. You may not even need to use a dictionary because you can guess the meaning 
from the rest of the text (from the context). Not only do you learn new words, but you 
see them being used naturally. 
 

A Model For Writing 
When you read, it gives you a good example for writing. Texts that you read show you 
structures and expressions that you can use when you write. 
 

Seeing "Correctly Structured" English 
When people write, they usually use "correct" English with a proper grammatical 
structure. This is not always true when people speak. So, by reading you see and learn 
grammatical English naturally. 
 

Working At Your Own Speed 
You can read as fast or as slowly as you like. You can read ten pages in 30 minutes, or 
take one hour to explore just one page. It doesn't matter. The choice is yours. You 
cannot easily do this when speaking or listening. This is one of the big advantages of 
reading because different people work at different speeds. 
 

Personal Interest 
If you choose something to read that you like, it can actually be interesting and 
enjoyable. For example, if you like to read about football in your own language, why 
not read about football in English? You will get information about football and 
improve your English at the same time. 
 

Five Tips for Reading 
 

 
1. Try to read at the right level. Read something that you can (more or less) 

understand. If you need to stop every three words to look in a dictionary, it is 
not interesting for you and you will soon be discouraged. 

 
2. Make a note of new vocabulary. If there are four or five new words on a page, 

write them in your vocabulary book. But you don't have to write them while 
you read. Instead, try to guess their meaning as you read; mark them with a 
pen;then come back when you have finished reading to check in a dictionary 
and add them to your vocabulary book. 

3. Try to read regularly. For example, read for a short time once a day. Fifteen 
minutes every day is better than two hours every Sunday. Fix a time to read and 
keep to it. For example, you could read for fifteen minutes when you go to bed, 
or when you get up, or at lunchtime. 
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4. Be organised. Have everything ready: 

x   something to read 
x a marker to highlight difficult words 
x a dictionary 
x your vocabulary book 

a pen to write down the new words 

 
5. Read what interests YOU. Choose a magazine or book about a subject that you 

like. 
 
    Things to read in newspaper 

You can find English-language newspapers in all large cities around the world. 
Newspapers are interesting because they are about real life and the news. BUT they are 
not easy to read. Try reading newspapers if your level is intermediate or above. 
Some British newspapers: 

• The Telegraph 
• The Times 
• The Independent 
• The Guardian 
• The Financial Times (business) 
• The Sunday Times 

Some American newspapers: 

• The International Herald Tribune 
• The New York Times 
• The Wall Street Journal (business) 

Magazines 
Some magazines are published weekly, some monthly. You can find English-language 
magazines in many large cities around the world. If you cannot find the magazine you 
want in your town, you may be able to order it for delivery. Many magazines have 
pictures which can help your understanding. You will need an intermediate level for 
most magazines, but a pre-intermediate level may be ok for some magazines. 

There are magazines on every subject: 

• Politics 
• Sport 
• The House 
• Cars 
• Music 
• Romance 
• Travel 
• Language 
• etc 

 

Books 
Books are divided mainly into: 

• Non-fiction (history, biography, travel, cooking etc) 
• Fiction (stories and novels) 

Some books are easier to read than others. It often depends on the author. Agatha 
Christie, for example, wrote in an easier style and with simpler vocabulary than 
Stephen King. You can buy books in specialised English-language bookshops in large 
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cities around the world. You may also be able to find some English-language books in 
libraries. 
 

Short Stories 
Short stories can be a good choice when learning a language because they are...short. 
It's like reading a whole book in a few pages. You have all the excitement of a story in 
a book, but you only have to read 5,000 or 10,000 words. So you can quite quickly 
finish the story and feel that you have achieved something. Short stories are published 
in magazines, in books of short stories, and on the Internet. 
 

Readers 
Readers are books that are specially published to be easy to read. They are short and 
with simple vocabulary. They are usually available at different levels, 
so you should be able to find the right level for you. Many readers are stories by 
famous authors in simple form. This is an excellent way for you to start practising 
reading. 

 
 

2.4 WRITING SUMMARY 
A summary is condensed version of a larger reading. A summary is not a rewrite of 
the original piece and does not have to be long nor should it be long. To write a 
summary, use your own words to express briefly the main idea and relevant details of 
the piece you have read. Your purpose in writing the summary is to give the basic 
ideas of the original reading. What was it about and what did the author want to 
communicate? 
While reading the original work, take note of what or who is the focus and ask the 
usual questions that reporters use: Who? What? When? Where? Why? How? Using 
these questions to examine what you are reading can help you to write the summary. 

Sometimes, the central idea of the piece is stated in the introduction or first paragraph, 
and the supporting ideas of this central idea are presented one by one in the following 
paragraphs. Always read the introductory paragraph thoughtfully and look for a thesis 
statement. Finding the thesis statement is like finding a key to a locked door. 
Frequently, however, the thesis, or central idea, is implied or suggested. Thus, you will 
have to work harder to figure out what the author wants readers to understand. Use any 
hints that may shed light on the meaning of the piece: pay attention to the title and any 
headings and to the opening and closing lines of paragraphs. 
In writing the summary, let your reader know the piece that you are summarizing. 
Identify the title, author and source of the piece. You may want to use this formula: 
In "Title of the Piece" (source and date of piece), author shows that: central idea 
of the piece. The author supports the main idea by using 
 ______________________ and showing that 
 

Remember: 

• Do not rewrite the original piece. 
• Keep your summary short. 
• Use your own wording. 
• Refer to the central and main ideas of the original piece. 
• Read with who, what, when, where, why and how questions in mind. 
• Do not put in your opinion of the issue or topic discussed in the original piece. 

Often, instructors ask students to put their opinions in a paragraph separate 
from the summary. 

Practice writing a summary for the following short story 

Aesop 
The Ant and the Grasshopper 
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In a field one summer's day a Grasshopper was hopping about, chirping and singing to 
its heart's content. An Ant passed by, bearing along with great toil an ear of corn he 
was taking to the nest. 
 
"Why not come and chat with me," said the Grasshopper, "instead of toiling and 
moiling in that way?" 
 
"I am helping to lay up food for the winter," said the Ant, "and recommend you to do 
the same." 
 
"Why bother about winter?" said the Grasshopper; "We have got plenty of food at 
present." But the Ant went on its way and continued its toil. When the winter came the 
Grasshopper had no food and found itself dying of hunger - while it saw the ants 
distributing every day corn and grain from the stores they had collected in the summer. 
Then the Grasshopper knew: It is best to prepare for days of need. 

 
2.5PERSONAL LETTERS 

 
Personal letters, also known as friendly letters, and social notes normally have five 
parts. 
1. The Heading. This includes the address, line by line, with the last line being the 
date. Skip a line after the heading. The heading is indented to the middle of the page. If 
using preaddressed stationery, add just the date. 
2. The Greeting. The greeting always ends with a comma. The greeting may be 
formal, beginning with the word "dear" and using the person's given name or 
relationship, or it may be informal if appropriate. 
Formal: Dear Uncle Jim, Dear Mr. Wilkins, 
Informal: Hi Joe, Greetings, 
(Occasionally very personal greetings may end with an exclamation point for 
emphasis.) 
3. The body. Also known as the main text. This includes the message you want to 
write. Normally in a friendly letter, the beginning of paragraphs is indented. If not 
indented, be sure to skip a space between paragraphs. Skip a line after the greeting and 
before the close. 
4. The complimentary close. This short expression is always a few words on a single 
line. It ends in a comma. It should be indented to the same column as the heading. Skip 
one to three spaces (two is usual) for the signature line. 
5. The signature line. Type or print your name. The handwritten signature goes above 
this line and below the close. The signature line and the handwritten signature are 
indented to the same column as the close. The signature should be written in blue or 
black ink. If the letter is quite informal, you may omit the signature line as long as you 
sign the letter. 
Postscript. If your letter contains a postscript, begin it with P.S. and end it with your 
initials. Skip a line after the signature line to begin the postscript. 

 

Practice writing a letter to your friend describing your visit to holiday resort 
Chennai, 24th 
July 2005. Dear 
Geetha, 
 
I am fine here, How are you? I have received your letter during 3rd week of May. For 
this year's holidays, I went to Bangalore with my parents and stayed in our uncle's 
house for a week. 
 
We went to Vidhan Sowdha which is one of the famous assemblies in India. Then we 
visited Lal Park, Cubban Park, Zoo, Sir C.V. Raman Museum, Plantorium and also 
M.G. Road Bazaar in Bangalore city. Really I enjoyed going to the capital city of 
Karnataka. 
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Next day we visited Tippr Sultan Palace and Mysore Dam which are very beautiful 
and monumental places. Really Bangalore is a flower city which is good memory in 
my life. If possible please try to go to Bangalore at least one time. Rest in next. 
 
With love. 
Yours loving friend, 
 
R. Uma 
 
Address on the envelope : 
To : 
N. Geetha, 
19, Nethaji Road, 
Thanjavur. 
 

 
 

2.6 MODAL VERBS 
 

Some helping verbs, called modal auxiliaries or modals, such as can, could, may, might, 
must, ought to, shall, should, will, and would, do not change form for different subjects. For 
instance, try substituting any of these modal auxiliaries for can with any of the subjects listed 
below.   

                    (singular)  He can write well. 
                    We, you ,They     (plural)      
There is also a separate section on the Modal Auxiliaries, which divides these verbs into their 
various meanings of necessity, advice, ability, expectation, permission, possibility, etc., and 
provides sample sentences in various tenses. See the section on Conditional Verb Forms for 
help with the modal auxiliary would. The shades of meaning among modal auxiliaries are 
multifarious and complex. 

Uses of Can and Could 

The modal auxiliary can is used 
 
• to express ability (in the sense of being able to do something or knowing how to do 

something): 
He can speak Spanish but he can't write it very well. 

• to expression permission (in the sense of being allowed or permitted to do something): 
Can I talk to my friends in the library waiting room? (Note that can is less formal than 
may. Also, some writers will object to the use of can in this context.) 

• to express theoretical possibility: 
American automobile makers can make better cars if they think there's a profit in it. 

 
The modal auxiliary could is used 

 
• to express an ability in the past: 

I could always beat you at tennis when we were kids. 
• to express past or future permission: Could I 

bury my cat in your back yard? 
• to express present possibility: 

We could always spend the afternoon just sitting around talking. 
• to express possibility or ability in contingent circumstances: If he 

studied harder, he could pass this course. 
 
In expressing ability, can and could frequently also imply willingness: Can you help me with 
my homework? 
Can versus May 
Whether the auxiliary  verb ‘can’ can be used to express permission or not — "Can I leave the 
room now?" ["I don't know if you can, but you may."] — depends on the level of formality of 
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your text or situation. As Theodore Bernstein puts it in The Careful Writer, "a writer who is 
attentive to the proprieties will preserve the traditional distinction: can for ability or power to 
do something, may for permission to do it. 
 
The question is at what level can you safely ignore the "proprieties." Merriam-Webster's 
Dictionary, tenth edition, says the battle is over and can can be used in virtually any situation 
to express or ask for permission. Most authorities, however, recommend a stricter adherence to 
the distinction, at least in formal situations. 
 
 
Uses of May and Might 
Two of the more troublesome modal auxiliaries are may and might. When used in the 
context of granting or seeking permission, might is the past tense of may. Might is 
considerably more tentative than may. 

• May I leave class early? 
• If I've finished all my work and I'm really quiet, might I leave early? 

 
In the context of expressing possibility, may and might are interchangeable present and 
future forms and might + have + past participle is the past form: 

• She might be my advisor next semester. 
• She may be my advisor next semester. 
• She might have advised me not to take biology. 

 
Avoid confusing the sense of possibility in may with the implication of might, that a 
hypothetical situation has not in fact occurred. For instance, let's say there's been a 
helicopter crash at the airport. In his initial report, before all the facts are gathered, a 
newscaster could say that the pilot "may have been injured." After we discover that the 
pilot is in fact all right, the newscaster can now say that the pilot "might have been 
injured" because it is a hypothetical situation that has not occurred. Another example: a 
body had been identified after much work by a detective. It was reported that "without 
this painstaking work, the body may have remained unidentified." Since the body was, 
in fact, identified, might is clearly called for. 
 
 
Uses of Will and Would 
 

In certain contexts, will and would are virtually interchangeable, but there are 
differences. Notice that the contracted form 'll is very frequently used for will. 
 
Will can be used to express willingness: 

• I'll wash the dishes if you dry. 
• We're going to the movies. Will you join us? 

 
It can also express intention (especially in the first person): 

• I'll do my exercises later on. and 

prediction: 

• specific: The meeting will be over soon. 
• timeless: Humidity will ruin my hairdo. 
• habitual: The river will overflow its banks every spring. 

 
Would can also be used to express willingness: 
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• Would you please take off your hat? 
 
It can also express insistence (rather rare, and with a strong stress on the word 
"would"): 

• Now you've ruined everything. You would act that way. and 

characteristic activity: 

• customary: After work, he would walk to his home in West Hartford. 
• typical (casual): She would cause the whole family to be late, every time. 

 
In a main clause, would can express a hypothetical meaning: 

• My cocker spaniel would weigh a ton if I let her eat what she wants. Finally, 

would can express a sense of probability: 

• I hear a whistle. That would be the five o'clock train. 
U se of Shall and Should 

Mainly used in American English to ask questions politely (it has more usages in 
British English). For the future tense, will is more frequently used in American English 
than shall. 

x Shall we dance? 
x Shall I go now? 
x Let’s drink, shall we? 

Often used in formal settings to deliver obligation or requirement: 

x You shall abide by the law. 
x There shall be no trespassing on this property. 
x Students shall not enter this room. 

Often used in auxiliary functions to express an opinion, suggestion, preference, or idea: 

x You should rest at home today. 
x I should take a bus this time. 
x He should be more thoughtful in the decision-making process. 

Used to express that you wish something had happened but it didn’t or couldn’t 
(should + have + past participle): 

x You should have seen it. It was really beautiful. 
x I should have completed it earlier to meet the deadline. 
x We should have visited the place on the way. 

Used to ask for someone’s opinion:  

x What should we do now? 
x Should we continue our meeting? 
x Should we go this way? 
x Where should we go this summer? 

Used to say something expected or correct: 

x There should be an old city hall building here. 
x Everybody should arrive by 6 p.m. 
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x We should be there this evening. 

 Use of Must  

Must doesn’t change its form, whatever be its tense or the number and person of its 
subject. It can refer to the present or future. 

x You must do this now. (Present) 
x He must pay damages. (Future) 
x You must file a petition. (Future) 

Must can refer to the past only when it is used with the present perfect of the main 
verb. 

x She must have gone home. (Here must refers to the past time because it is used 
with the present perfect of the verb go.) 

x She must have reached home. (Past) 

Uses of must 

Must is used to express ideas such as compulsion, obligation or duty. It is much 
stronger than should. 

x We must love our country. 
x They must recognize our rights. 
x He must pay the fine. 

Must can be used to talk about necessity. 

x We must get up early. 
x I must improve my writing skills. 

x Must we go now? 

Must can express probability or logical certainty. 

x She must have already left. 
x He must be mad to do this. 
x Oh, there is the door bell; that must be the postman. 

To signify strong determination 

x I must go now, whatever happens. 

 Use of Ought  

Ought is different from other auxiliary verbs: it is followed by a to-infinitive. 

Uses of ought 

Ought expresses ideas such as duty, necessity and moral obligation. It is not as 
forceful as must, but it is stronger than should.  

x You ought to be punctual. 
x We ought to help the poor. 
x You ought to visit your friends once in a while. 

Ought generally points to present and future time. It can point to past time when it is 
followed by the perfect infinitive (have + past participle). 
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You ought to have helped him. (It was your duty to help him but you didn’t.) 

Uses of Used to 

• The auxiliary verb construction used to is used to express an action that 
took place in the past, perhaps customarily, but now that action no longer 
customarily takes place: 

 
• We used to take long vacation trips with the whole family. 

 
 
The spelling of this verb is a problem for some people because the "-ed" ending 
quite naturally disappears in speaking: "We yoostoo take long trips." But it 
ought not to disappear in writing. There are exceptions, though. When the 
auxiliary is combined with another auxiliary, did, the past tense is carried by 
the new auxiliary and the "-ed" ending is dropped. This will often happen in the 
interrogative: 

• Didn't you use to go jogging every morning before breakfast? 
• It didn't use to be that way. 

 
Used to can also be used to convey the sense of being accustomed to or familiar 
with something: 

• The tire factory down the road really stinks, but we're used to it by now. 
• I like these old sneakers; I'm used to them. 

 
Used to is best reserved for colloquial usage; it has no place in formal or 
academic text. 
 

Uses of Dare 

Dare is used both as a principal verb and as an auxiliary verb. 

Dare as a principal verb 

As a principal verb dare is used in the sense of defy, challenge or face boldly. Note 
that the principal verb dare is followed by an infinitive with to. It also has forms like 
dares or dared. 

She dared to swim across the river. 
How does he dare to do it? 

Dare as an auxiliary verb 

The auxiliary verb dare is followed by an infinitive without to. The auxiliary dare is 
common in questions and negative sentences. It doesn’t have forms like dares or dared. 
Questions and negatives are made without do. 

He dare not do so. (NOT He dares not do so.) 
She dare not take such a risk. (NOT She dares not to take such a risk.) 
Dare she say that to him? 
How dare he do such a thing? 

Notes: 

The expression I dare say is no longer used with its original force. It now merely 
means ‘perhaps’. 
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I dare say he will agree to our proposal. (=Perhaps, he will agree to our proposal.) 
I dare say that she is correct. (=Perhaps she is correct.) 

List of modals  
Here is a list of modals: 

Modal Verb Meaning Expressing Example 

must 

to have to 100 % obligation 
I must stop when the 
traffic lights turn red.  

to be very probable 
logical conclusion 
(deduction)  

He must be very tired 
after such enormous work  

must not 
not to be allowed to prohibition 

You must not smoke in 
the hospital. 

can 

to be able to ability  I can swim 

to be allowed to permission 
Can I use your phone 
please?  

it is possible  possibility 
Smoking can cause 
cancer !  

could 

to be able to ability in the past  
When I was younger I 
could stay up all night 
and not get tired..  

to be allowed to 
more polite 
permission  

Excuse me, could I just 
say something? 

it is possible  possibility It could rain tomorrow! 

may 

to be allowed to permission 
May I use your phone 
please? 

it is possible, 
probable  

possibility, 
probability  

It may rain tomorrow!  

might 

to be allowed to 
more polite 
permission 

Might I use your phone 
please? 

it is possible, 
probable  

weak possibility, 
probability 

I might come and visit 
you in America next year, 
if I can save enough 
money. 
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need 
necessary necessity Need I say more? 

need not 
not necessary  

lack of 
necessity/absence of 
obligation  

I need not buy any 
tomatoes. There are 
plenty in the fridge.  

should/ought 
to 

used to say or ask 
what is the correct 
or best thing to do 

50 % obligation  
I should / ought to see a 
doctor. I have a terrible 
headache.  

to suggest an action 
or to show that it is 
necessary 

advice 
You should / ought to 
revise your lessons  

to be very probable 
logical conclusion 
(deduction) 

He should / ought to be 
very tired after such 
enormous work  

 
 

2.7PHRASAL VERBS 
 

What is a phrasal verb? 
A phrasal verb is a verb followed by a preposition or an adverb; the combination 
creates a  
meaning different from the original verb alone.  

Example : 
 

To get  =  to obtain I need to get a new battery for my camera. 

To get together  =  to meet  Why don’t we all get together for lunch one day? 

Phrasal verbs are part of a large group of verbs called "multi-part" or "multi-word" 
verbs. 
The preposition or adverb that follows the verb is sometimes called a particle. 
 
Phrasal verbs and other multi-word verbs are an important part of the English 
language. 
However, they are mainly used in spoken English and informal texts. They should be 
avoided in academic writing where it is preferable to use a formal verb such as 
"to postpone" 
rather than "to put off". 
 

Transitive and intransitive phrasal verbs : 
Some phrasal verbs are transitive. (A transitive verb always has an object.) Example : 
I made up an excuse. ('Excuse' is the object of the verb.) 
Some phrasal verbs are intransitive . (An intransitive verb does not have an object.) 

Example : My car broke down. 

Separable or inseparable phrasal verbs : 
Some transitive phrasal verbs are separable. (The object is between the verb and the 
preposition.) 
Example : I looked the word up in the dictionary. 
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Some transitive phrasal verbs are inseparable. (The object is placed after the 
preposition.) 
Example : I will look into the matter as soon as possible. 

Some transitive phrasal verbs can take an object in both places. Example : 
I picked up the book. I picked the book up. 
However, if the object is a pronoun, it must be placed between the verb and the 
preposition. 
Example : I picked it up. 
 
The phrasal verb list as follows: 
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verb Meaning Example 

ask someone out invite on a date Brian asked Judy out to dinner and a 
movie. 

ask around ask many people the same question I asked around but nobody has seen 
my wallet. 

add up to something equal Your purchases add up to $205.32. 

back something up reverse You'll have to back up your car so 
that I can get out. 

back someone up support My wife backed me up over my 
decision to quit my job. 

blow up explode The racing car blew up after it 
crashed into the fence. 

blow something up add air We have to blow 50 balloons up for 
the party. 

break down stop functioning (vehicle, machine) Our car broke down at the side of the 
highway in the snowstorm. 

break down get upset The woman broke down when the 
police told her that her son had died. 

break something down divide into smaller parts Our teacher broke the final project 
down into three separate parts. 

break in force entry to a building Somebody broke in last night and 
stole our stereo. 

break into something enter forcibly The firemen had to break into the 
room to rescue the children. 

break something in wear something a few times so that 
it doesn't look/feel new 

I need to break these shoes in before 
we run next week. 

break in interrupt The TV station broke in to report the 
news of the president's death. 

break up end a relationship My boyfriend and I broke up before 
I moved to America. 

break up start laughing (informal) The kids just broke up as soon as the 
clown started talking. 

break out escape The prisoners broke out of jail when 
the guards weren't looking. 

break out in something develop a skin condition I broke out in a rash after our 
camping trip. 

bring someone down make unhappy This sad music is bringing me down. 

bring someone up raise a child My grandparents brought me up 
after my parents died. 

bring something up start talking about a subject My mother walks out of the room 
when my father brings up sports. 

bring something up vomit He drank so much that he brought 
his dinner up in the toilet. 

www.studentsfocus.com



HS6251                                                                                                                    TECHNICAL ENGLISH II 
 
 

SCE                                                                                                                                                      Dept of English (S&H)   
  53  
 

call around phone many different places/people We called around but we weren't 
able to find the car part we needed. 

call someone back return a phone call I called the company back but the 
offices were closed for the weekend. 

call something off cancel Jason called the wedding off because 
he wasn't in love with his fiancé. 

call on someone ask for an answer or opinion The professor called on me for 
question 1. 

call on someone visit someone We called on you last night but you 
weren't home. 

call someone up phone 
Give me your phone number and I 
will call you up when we are in 
town. 

calm down relax after being angry You are still mad. You need to calm 
down before you drive the car. 

not care for 
someone/something not like (formal) I don't care for his behaviour. 

catch up get to the same point as someone 
else 

You'll have to run faster than that if 
you want to catch up with Marty. 

check in arrive and register at a hotel or 
airport 

We will get the hotel keys when we 
check in. 

check out leave a hotel You have to check out of the hotel 
before 11:00 AM. 

check 
someone/something out look at carefully, investigate The company checks out all new 

employees. 

check out 
someone/something look at (informal) Check out the crazy hair on that guy! 

cheer up become happier She cheered up when she heard the 
good news. 

cheer someone up make happier I brought you some flowers to cheer 
you up. 

chip in help If everyone chips in we can get the 
kitchen painted by noon. 

clean something up tidy, clean Please clean up your bedroom before 
you go outside. 

come across something find unexpectedly I came across these old photos when 
I was tidying the closet. 

come apart separate The top and bottom come apart if 
you pull hard enough. 

come down with 
something become sick My nephew came down with 

chicken pox this weekend. 

come forward volunteer for a task or to give 
evidence 

The woman came forward with her 
husband's finger prints. 
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come from somewhere originate in The art of origami comes from Asia. 

count on 
someone/something rely on I am counting on you to make dinner 

while I am out. 

cross something out draw a line through Please cross out your old address and 
write your new one. 

cut back on something consume less My doctor wants me to cut back on 
sweets and fatty foods. 

cut something down make something fall to the ground We had to cut the old tree in our yard 
down after the storm. 

cut in interrupt Your father cut in while I was 
dancing with your uncle. 

cut in pull in too closely in front of 
another vehicle 

The bus driver got angry when that 
car cut in. 

cut in start operating (of an engine or 
electrical device) 

The air conditioner cuts in when the 
temperature gets to 22°C. 

cut something off remove with something sharp The doctors cut off his leg because it 
was severely injured. 

cut something off stop providing The phone company cut off our 
phone because we didn't pay the bill. 

cut someone off take out of a will My grandparents cut my father off 
when he remarried. 

cut something out remove part of something (usually 
with scissors and paper) I cut this ad out of the newspaper. 

do someone/something 
over beat up, ransack (Br.E., informal) He's lucky to be alive. His shop was 

done over by a street gang. 

do something over do again (N.Amer.) 
My teacher wants me to do my essay 
over because she doesn't like my 
topic. 

do away with 
something discard It's time to do away with all of these 

old tax records. 

do something up fasten, close Do your coat up before you go 
outside. It's snowing! 

dress up wear nice clothing It's a fancy restaurant so we have to 
dress up. 

drop back move back in a position/group Andrea dropped back to third place 
when she fell off her bike. 

drop in/by/over come without an appointment I might drop in/by/over for tea 
sometime this week. 

drop 
someone/something off 

take someone/something 
somewhere and leave them/it there 

I have to drop my sister off at work 
before I come over. 

drop out quit a class, school etc I dropped out of Science because it 
was too difficult. 
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eat out eat at a restaurant I don't feel like cooking tonight. Let's 
eat out. 

end up eventually reach/do/decide We ended up renting a movie instead 
of going to the theatre. 

fall apart break into pieces My new dress fell apart in the 
washing machine. 

fall down fall to the ground The picture that you hung up last 
night fell down this morning. 

fall out separate from an interior The money must have fallen out of 
my pocket. 

fall out (of hair, teeth) become loose and 
unattached 

His hair started to fall out when he 
was only 35. 

figure something out understand, find the answer I need to figure out how to fit the 
piano and the bookshelf in this room. 

fill something in to write information in blanks 
(Br.E.) 

Please fill in the form with your 
name, address, and phone number. 

fill something out to write information in blanks 
(N.Amer.) 

The form must be filled out in capital 
letters. 

fill something up fill to the top I always fill the water jug up when it 
is empty. 

find out discover We don't know where he lives. How 
can we find out? 

find something out discover We tried to keep the time of the party 
a secret, but Samantha found it out. 

get something 
across/over 

communicate, make 
understandable 

I tried to get my point across/over to 
the judge but she wouldn't listen. 

get along/on like each other I was surprised how well my new 
girlfriend and my sister got along/on. 

get around have mobility My grandfather can get around fine 
in his new wheelchair. 

get away go on a vacation We worked so hard this year that we 
had to get away for a week. 

get away with 
something 

do without being noticed or 
punished 

Jason always gets away with 
cheating in his maths tests. 

get back return We got back from our vacation last 
week. 

get something back receive something you had before Liz finally got her Science notes 
back from my room-mate. 

get back at someone retaliate, take revenge My sister got back at me for stealing 
her shoes. She stole my favourite hat. 

get back into something become interested in something 
again 

I finally got back into my novel and 
finished it. 
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get on something step onto a vehicle We're going to freeze out here if you 
don't let us get on the bus. 

get over something recover from an illness, loss, 
difficulty 

I just got over the flu and now my 
sister has it. 

get over something overcome a problem The company will have to close if it 
can't get over the new regulations. 

get round to something finally find time to do (N.Amer.: 
get around to something) 

I don't know when I am going to get 
round to writing the thank you cards. 

get together meet (usually for social reasons) Let's get together for a BBQ this 
weekend. 

get up get out of bed I got up early today to study for my 
exam. 

get up stand You should get up and give the 
elderly man your seat. 

give someone away reveal hidden information about 
someone 

His wife gave him away to the 
police. 

give someone away take the bride to the altar My father gave me away at my 
wedding. 

give something away ruin a secret My little sister gave the surprise party 
away by accident. 

give something away give something to someone for free The library was giving away old 
books on Friday. 

give something back return a borrowed item I have to give these skates back to 
Franz before his hockey game. 

give in reluctantly stop fighting or arguing My boyfriend didn't want to go to the 
ballet, but he finally gave in. 

give something out give to many people (usually at no 
cost) 

They were giving out free perfume 
samples at the department store. 

give something up quit a habit I am giving up smoking as of 
January 1st. 

give up stop trying My maths homework was too 
difficult so I gave up. 

go after someone follow someone My brother tried to go after the thief 
in his car. 

go after something try to achieve something I went after my dream and now I am 
a published writer. 

go against someone compete, oppose We are going against the best soccer 
team in the city tonight. 

www.studentsfocus.com



HS6251                                                                                                                    TECHNICAL ENGLISH II 
 
 

SCE                                                                                                                                                      Dept of English (S&H)   
  57  
 

UNIT -III 
 

3.1 LISTENING TO CONVERSATION 
 

Listening is often confused with hearing. While hearing is a process that can be scientifically 
explained, listening is a neurological cognitive regarding the processing of auditory stimuli received by 
the auditory system. 

Roland Barthes, a linguist, distinguishes between hearings and listening, stating, "Hearing is a 
physiological phenomenon; listening is a psychological act." Barthes also states that "whereas for 
centuries listening could be defined as an intentional act of audition...today it is granted the power (and 
virtually the function) of playing over unknown spaces " including unconscious forms. Hearing is 
always occurring, most of the time subconsciously. Listening is the interpretative action taken by the 
listener in order to understand and potentially make meaning out of the sound waves. Listening can be 
understood on three levels: alerting, deciphering, and an understanding of how the sound is produced 
and how the sound affects the listener.  

UNDERSTANDING THE CONVERSATION 

Alerting, the first level, does nothing to distinguish human from animal. At the alerting level one 
merely picks up on certain environmental sound cues. While discussing this level, Barthes mentions 
the idea of territory being demarcated by sounds. This is best explained using the example of one's 
home. One's home, for instance, has certain sounds associated with it that make it familiar and 
comfortable. An intrusion sound (e.g. a squeaking door or floorboard, a breaking window) alerts the 
dweller of the home to the potential danger. 

In a metaphorical way, deciphering, the second level, is to listening what digestion is to eating. An 
example of this level is that of a child waiting for the sound of his mother's return home. In this 
scenario the child is waiting to pick up on sound cues (e.g. jingling keys, the turn of the doorknob, etc.) 
that will mark his mother's approach. 

Understanding, the third level of listening, means knowing how what one says will affect another. This 
sort of listening is important in psycho analysis. Barthes states that the psychoanalyst must turn off 
their judgment while listening to the analyzed in order to communicate with their patient's unconscious 
in an unbiased fashion. 

However, in contrast to the distinct levels of listening listed above, it must be understood that they all 
function within the same plane, and sometimes all at once. Specifically the second and third levels, 
which overlap vastly, can be intertwined in that obtaining, understanding and deriving meaning are part 
of the same process. In that the child, upon hearing the doorknob turn (obtaining), can almost 
automatically assume that someone is at the door (deriving meaning). 

Listening differs from obeying. Parents may commonly conflate the two, by telling a disobedient child 
that he "didn't listen to me". However, a person who receives and understands information or an 
instruction, and then chooses not to comply with it or to agree to it, has listened to the speaker, even 
though the result is not what the speaker wanted. 
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CONVERSATION WITH STRESS, INTONATION & PRONUNCIATION 
 

Energy Control 
There are 4 basic ways that energy can be controlled when speaking a language. 

1 Stress 
 
We change the direction, pressure, and volume of air in our vocal tracts to make letter and word 
sounds. Stress is the amount of energy or effort that we use to make these changes. American English 
is a stress language. More stress, or more energy, is used to pronounce words that are more important 
in a sentence. 

2 Rhythm 
 
Have you ever tapped your foot when listening to music? You tap your foot to the rhythm or beat of 
the musical sounds. Sometimes the rhythm of the music is fast and sometimes it is slow. Spoken 
language also has rhythm. The rhythm of spoken words and sentences change as the amount of energy 
used to pronounce them changes. 

3 Intonation 
 
We change the pitch, or music, of our voice, to put emotion and meaning into our words and sentences. 
The intonation or pitch of our voice can go up or down or stay flat. Often, we change the intonation of 
our voice before (intonation goes up) and after (intonation goes down) we pronounce stressed words. 
More pronunciation energy is used when intonation is going up an less is used when intonation is 
going down. 

4 Pause 
 
We can add a pause, or a moment of silence, between words to add meaning and emotion to what we 
say. Pause = No pronunciation energy. There is a relationship; there is a connection, between stress, 
rhythm, intonation, and pause. Basic prosody is the study of these relationships and how they are used 
to add emotion and meaning to words and sentences. 

 

 

CONVERSATION EXPRESSING FEELING 
 
I'm beat!!! 
 
Bradley:  That was one dozy of a trip. 
Leroy:  I'm beat. Let's get a room and put our bikes away for good.  
Bradley:  I'll rent a scooter so we can go exploring tomorrow. 
Leroy:  Good. Because I wouldn't get on that bike again if my life depended on it. Bradley: 
 Come on, Le. It was fun. 
Leroy:   No. Going to the beach tomorrow will be fun. That bike ride was torture. Bradley:  All 
right. Let's go get some rest. Leroy: I second that notion. 
 
Explanation: 
Beat - worn out, very tired 
 
Example: I worked a 12 hour shift today. I'm beat so I'm going to just stay home tonight  
 
Keep up with!!! 

Glenn: Guys, you've been doing great. There are just a couple of more areas I'd like to show you. 
Randall:  Are we going to look at paintings? 
Glenn:  To tell the truth, that's one area I don't keep up with as much. Randall:
 Why? Do they bore you? 
Glenn:  Oh, not at all. It's just that the museum changes the exhibits every few months. 
 
Randall: I bet keeping up can be quite difficult. 
Glenn:  Yeah, I never feel like I know enough about them. 
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Explanation: Keep up with - staying informed  
Example: 
The pace of change is so fast that we find it hard to keep up with the latest developments. 
 

3.3 CRITICAL READING 

Active, Not Passive 

 
Critical readers are active readers. As they read a text, they ask questions, annotate passages, and take 
notes. They do not passively accept everything the author has to say or believe that the meaning of a 
text rests in the words on the page. Instead, they understand the role they must play as active 
interpreters of the text.  

Meaning-Making 

Critical readers understand that they must question and interpret what they read. Passive, uncritical 
readers believe that the meaning of a text rests in the words on the page. As readers, all they have to do 
is understand the literal meaning of the words and their job is done. Critical readers understand that no 
language is transparent--all language is interpreted. They make a conscious effort to monitor how they 
are interpreting a text’s meaning, actively seeking out other interpretations to better understand the 
material.  

Interactive  

Critical readers interact actively with texts they read and with other readers. They question the words 
on the page, look up definitions, draw connections between readings, talk with others about the texts. 
In short, they recognize the social, interactive nature of reading and knowledge.  

Reflective  

Critical readers think about their own reading process. Before, as, and after they read a text, they 
reflect on the activity itself. They try to understand how their own knowledge, feelings, and beliefs can 
influence their reading of a text. They try to identify effective and ineffective reading strategies. When 
they encounter difficult texts, they draw on their repertoire of past reading experiences to find a way to 
understand the material.  

Analytical  

Critical readers analyze the texts they read and their own thinking. They take little on face value. 
Instead, they carefully analyze what they read to identify the author’s assumptions, biases, or logical 
fallacies. Through analysis, they come to a better understanding of the text’s strengths and weaknesses, 
its faults and limitations, its structure and intent.  

Oppositional  

Critical readers like to play devil’s advocate. They know how to read like a believer, but also read like 
a doubter. They ask tough questions about texts, even when they essentially agree with the writer’s 
position. They have learned that through the critical, oppositional analysis of a text, they come to a 
better understanding of both the reading and their own thoughts. 

 

3.3 SPEED READING 

Time your current reading speed. 

Not only will timing help you to tell if you're improving, but it will also keep you motivated. 
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• You can break out a book and a stopwatch and either time how long it takes you to read a 
certain number of words on a page or find out how many words you read in a given amount of 
time. 

• An easier way to time you is to take an online reading speed test. There are plenty of these 
available: just enter "reading speed test" in your search engine. Many of these have reading 
comprehension tests, as well, so you can see how well you understand what you're reading. 

• Regardless of how you decide to time yourself, be sure to read at your normal speed during the 
timing, and time yourself on a few different pages - the average of your times should 
approximate your average reading speed. 

Get rid of distractions. 
 
Even if you think you read better when you have music playing or when you're in a crowded coffee 
house, you can probably increase your speed if you reduce distractions to a bare minimum. Try to find 
a solitary place to read, and turn off the TV, radio and cell phone. 

• Even being in a room of people talking is distracting. If no solitary place is available, try using 
earplugs to block out any distractions around you. 

Adjust reading speed depending on the material. 
 
Often, we must trade off comprehension for speed, so an important part of increasing reading speed is 
deciding how thoroughly you need to comprehend a particular piece of writing. So before you even 
start reading, decide how fast you intend to go. 

• If you're reading a newspaper article, chances are you just want to get the main ideas, and you 
can skim through the passages quite rapidly. 

• If, however, you're reading a mathematics textbook or a demanding philosophical treatise - and 
you need to fully understand the material - you do not want to rush. 

Learn to separate the wheat from the chaff with pre-reading. 
 

No matter what you are reading, there is frequently a lot of "filler" that you can read quickly 
through or even skim over. With practice, you will be able to identify the most important parts of a 
book as you skim through it. When you get to such a passage, slow down. 

• Before you begin a chapter or book, look over the entire piece very quickly. Try to find patterns 
of repeated words, key ideas, bold print and other indicators of important concepts. Then, when 
you actually do your reading you may be able to skim over large portions of the text, slowing 
only when you come to something you know is important. 

 

Train yourself not to reread. 
 
Most people frequently stop and skip back to words or sentences they just read to try to make sure they 
understood the meaning. This is usually unnecessary, but it can easily become a habit, and many times 
you will not even notice you're doing it. 

• One exercise to help you avoid rereading is to take a sheet of paper or 
index card and drag it down the page as you read, covering each line once you've read it. Try to 
drag the card in a steady motion; start slowly, and increase your speed as you feel more 
comfortable. 

 
Practice and push yourself. 
 
While you may see some gains in speed the moment you start using these tips, speed reading is a skill 
that requires a lot of practice. Always push yourself to your comfort level and beyond - if you end up 
having to reread a section, it's not a big deal. Keep practicing regularly. 
 
Have a clear purpose for reading. 
 
Know what you want to get from a book before you start reading. Are you reading for pleasure (doing 
what pleases you) or for information? 
•If you're reading for information, set your purpose, which will either be 
to find specific information, or 
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x to discover its message, what it's about. 
x Have a SMART purpose for your reading. In business, people are often  
x told to set a 'SMART' goal or purpose. This applies to reading too.  
x SMART stands for: Specific, Measurable, Achievable, Real (WIIFM),  
x Time-bound (or timely) 

 
SKIMMING READING 

Skimming to get an overall impression. 

Skimming is useful when you want to survey a text to get a general idea of what it is about. In 
skimming you ignore the details and look for the main ideas. Main ideas are usually found in the first 
sentences of each paragraph and in the first and last paragraphs. It is also useful to pay attention to the 
organization of the text. 

As reading is an interactive process, you have to work at constructing the meaning of the text from the 
marks on the paper. You need to be active all the time when you are reading. It is useful, therefore, if 
you need to read the text in detail, before you start reading to activate the knowledge you have about 
the topic of the text and to formulate questions based on this information. Skimming a text for gist can 
help you formulate questions to keep you interacting with the text. 

Skimming a text using first lines of paragraphs.  

In most academic writing, the paragraph is a coherent unit, about one topic, connected to the previous 
and next paragraphs. Paragraphs are organized internally and the first sentence of each paragraph is 
often a summary of, or an introduction to, the paragraph. You can therefore get a good idea of the 
overall content of a text by reading the first sentence of each paragraph. This should help you get a 
feeling for the structure of the text. In many cases that will be enough, but if it isn't, you will now have 
a good idea of the structure of the text and you will find it easier to read in detail. Familiar texts are 
easier to read. 

As reading is an interactive process, you have to work at constructing the meaning of the text from the 
marks on the paper. You need to be active all the time when you are reading. It is useful, therefore, if 
you need to read the text in detail, before you start reading to activate the knowledge you have about 
the topic of the text and to formulate questions based on this information. Skimming a text using first 
lines of paragraphs can help you formulate questions to keep you interacting with the text. 

Skimming a text using first and last paragraphs. 

In most academic writing, the text is organized clearly with an introduction and a conclusion. The 
introduction gives you an idea of what the text is going to be about and the conclusion shows that this 
is what it has been about. You can therefore get a good idea of the overall content of a text by reading 
the first and last paragraphs of a text. This should help you get a feeling for the content of the text. In 
many cases that will be enough, but if it isn't, you will now have a good idea of the content of the text 
and you will find it easier to read in detail. Familiar texts are easier to read. 

As reading is an interactive process, you have to work at constructing the meaning of the text from the 
marks on the paper. You need to be active all the time when you are reading. It is useful, therefore, if 
you need to read the text in detail, before you start reading to activate the knowledge you have about 
the topic of the text and to formulate questions based on this information. Skimming a text using first 
and last paragraphs can help you formulate questions to keep you interacting with the text. 

Skimming a text, using section headings. 
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In some academic writing, the text is organized through the use of headings and sub-headings. You can 
therefore get a good idea of the overall content of a text by reading the headings and sub-headings first. 
This should help you get a feeling for the content and organization of the text. In many cases that will 
be enough, but if it isn't, you will now have a good idea of the content of the text and you will find it 
easier to read in detail. Familiar texts are easier to read. 

As reading is an interactive process, you have to work at constructing the meaning of the text from the 
marks on the paper. You need to be active all the time when you are reading. It is useful, therefore, 
before you start reading to activate the knowledge you have about the topic of the text and to formulate 
questions based on this information. The title, sub-titles and section headings can help you formulate 
questions to keep you interacting with the text. 

 

3.4 MINUTES OF MEETING 

1. Minutes are not a description of what happened at a meeting - they are the official record of 
decisions that were taken. So keep them brief and accurate. 

2.Minutes usually cover the following: 

x Apologies for absence - offered on behalf of anyone who cannot attend. 

x Minutes of the last meeting. (If everyone agrees that they are accurate a copy will     be signed 
and filed.) 

x Matters Arising. (This is a report of action taken or progress made since the last     meeting.) 
x New Business. (Here items of new business are dealt with - this is usually the longest part of 

the meeting.) 
x Any Other Business. (This item gives members an opportunity to raise matters of      minor 

importance that have not been included in the agenda.) 
x Date/Time/Place of next meeting. 

 
3. Minutes should include: 

 
• The purpose of the meeting (ie it's title). 
• The date and place of the meeting. 
• The names of those present and those who sent apologies for absence. (If it is a       large 

meeting numbers only will be given.) 
• The business transacted and the decisions taken. 
• Any resolutions passed, or motions defeated. 

 

3.5 WRITING TECHNICAL ARTICLES 
 
Writing good technical articles is indeed a challenge, takes a lot of your personal time, requires doing a 
lot of research. And you should have a passion for writing and reading as well. If you don't like 
reading, trust me you will not be able to write either. Let's get to the 5 tips now: 
 
1. First and foremost, you should have a fair amount of expertise on the topic you are writing. Never 
write an article on a topic which you are not confident. Make sure you work out all steps and give fair 
amount of information to your readers to know what needs to be done when things go wrong. Focus on 
this one topic, and make sure it is to the point. Include lots of working samples, with clear 
explanations. If you really want to write and have no clue where to start with, the best place to begin 
writing is in your own blog. 
 

4. 2. Writing Style and Title. Since you are writing a technical article, make sure the language is as 
simple as possible. This is to make sure readers who are not native English speakers are also able to get 
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a good grasp of your article without going back and forth to the dictionary. Let your article be reader 
friendly. Having a catchy title is very important to get the attention. This doesn't mean When taking 
notes of a meeting don't try to write everything down. Concentrate only on what is relevant and what 
decisions are taken. 

5. Write up the minutes from your notes as soon as possible after the meeting while it is still fresh in 
your mind. If you cannot do this, then at least read through your notes so that you make sure you 
understand them and can fill in any gaps. 

6. When writing the minutes from your notes use plenty of numbered points and subheadings so that 
everything is clear. 

7. Always use the past tense and it is often better to choose the passive rather than the active voice. (It 
was agreed..., it was decided...) These two examples also demonstrate the empty 'it' construction. It is 
useful in minutes because they should be impersonal; so avoid the use of 'we' and 'us'. 

8. When you have finished the minutes and had them typed-up, always check them carefully for 
accuracy of content and also for correct spelling and punctuation. 

9. When complete, minutes should be circulated to all the people who attended. They can then be 
signed at the start of the next meeting if everyone agrees that they are accurate. 
 
10. And a very important point: the format for minutes varies from organization to 
organization. There is no right or wrong way - be guided by what's usual in your 
company. 

 
. 

that you can have a title to grab the attention, and the article itself doesn't even come closer to the title. 
 

3. Write a Rough Draft. We all have learnt in our Language classes that every article should have 3 
sections; introduction, body and finally the conclusion. Make sure you read it 2-3 times before you 
actually send it out for publishing. If you have a family member or a colleague, ask them to take a 
look. Always better to have a second pair of eyes, right? 

4. Comments. Make sure if your readers have any questions or difficulties that you try to respond to 
them as quickly as possible. Always be on top of your article. Even if the comments are not 
appropriate, make sure you don't go into a war of words. Try to convey your message in a polite way, 
and if you think you can't be polite; just don't respond. 

5. Resources: Provide links to all articles you think will be useful for the reader to get additional 
information. This should be either at the end of the article or even better is to provide links when and 
where you are referring to them. If you have referred any books, list them as well. This will give a 
clear idea to the reader to look out for more details. 

 
FORMAT FOR JOURNAL ARTICLES 

 

Summarizing a journal article is the process of highlighting and presenting a focused overview of 
completed research studies. A journal article summary provides potential readers with a short 
descriptive commentary, giving them some insight into the article's focus. Writing and summarizing a 
journal article is a common task for college students and research assistants alike. You can learn to 
read the article effectively with an eye for summary, plan a successful summary, and write it to 
completion 
ARTICLES IN MAGAZINE 

Summarizing a journal article is the process of highlighting and presenting a focused overview 
of completed research studies. A journal article summary provides potential readers with a short 
descriptive commentary, giving them some insight into the article's focus. Writing and summarizing a 
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journal article is a common task for college students and research assistants alike. You can learn to 
read the article effectively with an eye for summary, plan a successful summary, and write it to 
completion. 

 
 

3.6 CONDITIONAL CLAUSES 
 

Conditional Clause and Main Clause 
If I have enough money,            I will go to Japan. 
Conditional clause                     main clause  
 
I will go to Japan, if I have enough money 
Main clause conditional clause 
 
First, Second, and Third Conditional 
1. First conditional:     If I have enough money, I will go to Japan. 
2. Second conditional: If I had enough money, I would go to Japan. 
3: Third conditional: If I had had enough money, I would have gone to Japan. ___  
 

Conditional clause                       Main clause 
1. If + Present Tense        will + if / present tense / imperative 

• If you help me with the dishes (if + pres), 
I will help you with your homework. (Will + if) 

• If the sum of the digits of a number is divisible by three, the number is 
divisible by three (Pres. tense) 

• If you see Mr. Fox tonight, tell him I am ill. (Imperative). 
 
2. If + Past Tense                               would + if 
3. If + Past Perfect Tense                   would have + past participle 
 
We do not normally use will or would in the conditional clause, 
Only in the main clause. 
 
Uses of the Conditional 

• First conditional 
• Nature: Open condition, what is said in the condition is possible. 
• Time: This condition refers either to present or to future time. e.g. If he is late, we will 

have to go without him. 
If my mother knows about this, we are in serious trouble. 

 
• Second conditional 

• Nature: unreal (impossible) or improbable situations. 
• Time: present; the TENSE is past, but we are talking about the present, now. 

e.g. If I knew her name, I would tell you. 
If I were you, I would tell my father. 
Compare: If I become president, I will change the social security system. (Said by a 
presidential candidate) 
If I became president, I would change the social security system. 
(Said by a schoolboy: improbable) 
If we win this match, we are qualified for the semifinals. 
If I won a million pounds, I would stop teaching. (Improbable) 

 
• Third conditional 

• Nature: unreal 
• Time: Past (so we are talking about a situation that was not so in the past.) 
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e.g. If you had warned me, I would not have told your father about that party.(But you 
didn't, and I have). 

Note: 
1. The conditional construction does not normally use will or would in if-clauses. EXCEPTION: If will 
or would express willingness, as in requests, they can be used in if-clauses. 

e.g. If you will come this way, the manager will see you now. I would be grateful 
if you would give me a little help. (= ± please, come this way; please, give me...) 

2. For the second conditional, were replaces was: 

  If I were a rich man... 

3. After if, we can either use "some (-one, -where...)" or "any (-one, -where...). 

If I have some spare time next week ended....or: If I have any 
spare time... 

 
4. Instead of if not, we can use unless. 

 
e.g. I'll be back tomorrow unless there is a plane strike. He'll accept the job 
unless the salary is too low. 

 
5. There is a "mixed type" as well, for the present results of an unreal condition in the  past: 

 
If + Past Perfect - would + if. 
If you had warned me [then], I would not be in prison [now]. 

 
 

3.7 CAUSE & EFFECT 
 

What do we mean by cause and effect? 
Think about when you woke up today. In all likelihood, you were probably woken up by the sound of 
an alarm clock. The loud sound of the alarm was the cause. Without the alarm, you probably would 
have overslept. In this scenario the alarm had the effect of you waking up at a certain time. This is 
what we mean by cause and effect.  

A cause-effect relationship is a relationship in which one event (the cause) makes another event 
happen (the effect). One cause can have several effects. For example, let's say you were conducting an 
experiment using regular high school students with no athletic ability. The purpose of our experiment 
is to see if becoming an all-star athlete would increase their attractiveness and popularity ratings 
among other high school students. Suppose that your results showed that not only did the students view 
the all-star athletes as more attractive and popular, but the self-confidence of the athletes also 
improved. We also found that for the students who did not obtain the all-star status, their popularity 
and self-confidence remained the same. Here we see that one cause (having the status of an all-star 
athlete) has two effects (increased self-confidence and higher attractiveness ratings among other 
students).  

Example 1: 

It had begun to rain so Sally and Jake had to run inside. 

Cause: It had begun to rain. 

Effect: Sally and Jake had to run inside. 

Key word: so 

Example 2: 
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Since it was so chilly outside, Benjamin built up a big fire in his fireplace. 

Cause: It was so chilly outside. 

Effect: Benjamin built up a big fire in his fireplace. 

Key word: Since 

Example 3: 

Elphaba was getting very angry and frustrated because none of her good deeds were being recognized 
as good. 

Cause: Elphaba was getting very angry and frustrated. 

Effect: None of her good deeds were being recognized as good. 

Key word: because 

Example 4: 

A great twister picked up Aunty Em’s house, and as a result, Dorothy and Toto ended up in the 
wonderful world of Oz. 

Cause: A great twister picked up Aunty Em’s house. 

Effect: Dorothy and Toto ended up in the wonderful world of Oz. 

Key word: as a result 

Example 5: 

We went to the grocery store because we needed sour cream, eggs, and milk. 

Cause: We needed sour cream, eggs, and milk. 

Effect: We went to the grocery store. 

Key word: because 

This last example shows the effect being written before the cause. However, you will notice that they 
only went to the store because they needed something. They had a cause to go to the store.  

CAUSE 
She had no other options. 
She was not protected. 
She had no access to health education or medical clinics. 

There was poor sanitation in the village. 
The water was impure in her village. 

She had no shoes, warm clothes or blankets. 
She had no resources to grow food. (land, seeds, tools) 
She had not been given a chance, 

LINKING ADV + EFFECT 
Consequently, she married at thirteen. 
As a result, she had a baby at thirteen. 

Therefore, she was more likely to get HIV. 

As a consequence, she had health problems. 
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For this reason, she suffered from parasites. 

For all these reason, she was often cold. 

Thus, she was hungry. 

So she was fighting for survival. 
When we talk about an effect resulting from a certain cause, we use expressions such as: 
because, since, as, owing to, due to... 

 
Examples 

• The police arrested him because he broke into a bank. 
• The police arrested him since he broke into a bank. 
• She can't read the letter as she is illiterate. 
• He can't run fast for he is too fat. 
• Owing to his intelligence, he managed to solve the problem. 
• Due to the bad weather, they didn't go for a picnic. 

 
 
Other ways to express cause and effect: 

You can also express cause and effect as follows: 

• The cause of ...is... 
• ...is caused by / is due to ... 
• Thanks to ... 

 
 

 
3.8 SAME WORD AS NOUN & VERB 

 
English has numerous word pairs that are spelled alike, but pronounced differently according to 
whether the word is being used as a noun or as a verb. 

Some examples are conduct, digest, escort, insult, produce, and record. 
With each of these words, and others like them, the accent shifts according to the part of speech. 
There are many, many more examples of words that can be both nouns and verbs. Here are a few that 
you're probably familiar with: 
 

WORK: 
Noun- I have a lot of "work" to do today. 
Verb- A person must "work" hard to achieve his or her goal. 
 
HELP: 
Noun- It looks like she needs some "help." 
 verb- Will you please "help" me? 
 
RAIN: 
Noun- We definitely need the "rain." verb- 
When it "rains," it pours. 
 
POLISH: 
Noun- There is too much "polish" on that brass. Verb- 
They needs to "polish" their essays. 
 
SLEEP: 
Noun- I need some "sleep." verb- 
I could "sleep" all ay 
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HEAT: Noun- Turn that "heat" off. 
Verb- The weather will really "heat" up later in the day. 
 
FIGHT: 
Noun- Did you watch the "fight?" 
Verb- Don't "fights" her - she's not worth it. 
 
DRINK: 
Noun- I'm so thirsty, I could use a "drink" of water.  
verb- She needs to "drink" her juice. 
 
LAUGH: 
Noun- You gave me a good "laugh." 
Verb- It's not right to "laugh" at people with disabilities. 
 
PAINT: 
Noun-I like that "paint!"  
verb- Do you want to "paint?" 
 
HOPE: 
Noun- Her pep talk gave me "hope." 
 verb- I "hope" we win! 
 
COUGH: 
Noun- She has a bad "cough." 
Verb- Please doesn’t "cough" in the food. 
 
FALL: 
Noun- I love everything about "fall!" 
Verb- I watched the apple "fall" off the tree. 
 
TASTE: 
Noun- I like the "taste" of chocolate.  
Verb- "Taste" that ice cream. 
 
 
KICK: 
Noun- I got a "kick" out of that! 

Verb- Let's "kick" a ball. COVER: 
Noun- The undercover cop is using a reporter job as a "cover."  
verb- "Cover" the food when you're barbecuing outside. 
 
WATER: 
Noun- This "water" tastes so refreshing!  
Verb-Do not "water" your lawn! 
 
                                 3.9 Homophones and Homonyms 
 
 In linguistics, a homonym is one of a group of words that share the same spelling and the same 
pronunciation but have different meanings. This usually happens as a result of the two words having 
different origins. The state of being a homonym is called homonymy.  

A homophone is a word that is pronounced the same as another word but differs in meaning. The 
words may be spelled the same, such as rose (flower) and rose (past tense of "rise"), or differently, 
such as carat, caret, and carrot, or to, two and too.  

All homonyms are homophones because they sound the same. However, not all homophones are 
homonyms. Homophones with different spellings are not homonyms.  

 
 

 

Homonyms 
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are the words that sound like one another, particularly when that are pronounced the same way but 
spelt differently.  
 
The Concise Oxford Dictionary defines a homonym as: each of the two or more words having the same 
spelling and/or pronunciation or different spelling and/or pronunciation but different meanings and 
origins.  
 
Example: Pole and Pole  
 
The first Pole refers to a citizen of Poland who could either be referred to as Polish or a Pole. The 
second Pole refers to a bamboo pole or any other wooden pole.  
 
The Complete List of Homonyms   
 
 
Bail:  
 
The temporary release of an accused person awaiting trial, sometimes on the condition that a sum of 
money is deposited in the court to guarantee their appearance in the court at a future date  
 
1. To scoop water out of a ship or a boat  
 
2. To make an emergency descent by parachute from an aircraft  
 
3. To rescue someone from a difficulty  
 
Bale: A bundle of hay or dry grass  
 
 
Bait:  
 
Food used to entice fish or other animals as prey  
 
To deliberately annoy, taunt or torment somebody  
 
Bate: (Of a hawk) beat wings in agitation and flutter off a perch (term used in falconry)  
 
 
Bald: A hair less person  
 
Bawled: To have cried loudly  
 
 
Band :  
 
1: A small group of musicians and vocalists  
 
2: A small group of people who have common interests and purposes  
 
Banned: Something that is disallowed or illegal  
 
 
Bard: A poet, traditionally one reciting epics (the Bard is a reference to William Shakespeare)  
 
Barred:  
 
1. enclosed by poles or bars  
 
2. Prohibited to do something and from going from somewhere  
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Bare: Naked or without any covering  
 
Bear:  
 
1. A large, heavy mammal of the family Ursidae, of which there are several species, the largest being 
the Kodiak Bear of the Arctic regions  
 
2. (Stock Exchange) A person who sells shares hoping to buy them back later at lower price  
 
Bear:  
 
1. Manage to tolerate (pain or problem etc…)  
 
2. Give birth to a child  
 
 
Bark: The tough outer covering of a tree  
 
Bark: The sharp explosive cry of a dog, fox or a seal  
 
Bark: To utter (a command or order) abruptly and aggressively  
 
Braque: A sailing ship, typically with three masts  
 
 
Baron:  
 
1. A member of the lowest order of British nobility, minor royalty  
 
2. A powerful person in business or industry( for instance a press baron or a liquor baron)  
 
Barren:  
 
1. (of land) Too poor or infertile to produce much or any vegetarian  
 
2. (of tree or a plant) Not producing any fruit or seed  
 
3. ( of a female animal or woman) Unable to bear offspring or a child  
 
4. Bleak and lifeless  
 
 
Baul: Singing minstrels of Bengal and Bangladesh  
 
Bawl:  
 
1. To shout noisily or angrily  
 
2. To weep noisily  
 
 
Beach:  
 
1. A pebbly or sandy shore at the edge of the sea or a lake  
 
2. To bring into the beach from water  
 
Beech: A large tree with smooth grey bark, glossy leaves and hard, pale, fine-grained wood  
 
 
Berry: A small juicy fruit without a stone  

www.studentsfocus.com



HS6251                                                                                                                    TECHNICAL ENGLISH II 
 
 

SCE                                                                                                                                                      Dept of English (S&H)   
  71  
 

 
Bury:  
 
1. Put or hide understood  
2. {lace a dead body in the earth or in a tomb  
 
3. Cause to disappear or to become unnoticeable  
 
4. involve oneself deeply in something  
 
 
Berth:  
 
1. A ship’s allotted place at a wharf or dock  
 
2. Moor or moored in a berth  
 
3. Provide a berth for a passenger on a train  
 
Birth:  
 
1. The emergence of a body or the young creature from the body of its mother  
 
2. The start of life as a physically separate being  
 
3. The beginning of something, the origin, descent, ancestry  
 
 
Better: Superior, in a more advanced stage  
 
Bettor: A person who plays or places a bet  
 
 
Bite:  
 
1. Use the teeth to cut something into pieces  
 
2. (Of a fish) Take the bait at the end of the fishing net into mouth  
 
3. (Of a policy or situation)Take effect with unpleasant consequences  
 
Byte: (Computing) a group of binary digits or bits (usually eight) operated on a unit  
 
 
Bloc: An alliance or a group (of political parties or countries)  
 
Block:  
 
1. A large solid piece of hard material with flat surface on each side  
 
2. A large single building subdivided into separate flats or offices  
 
3. An obstacle to the smooth or normal progress or functioning of something  
 
 
Boar: A wild pig found in the jungle  
 
Boer: A south African of Dutch descent  
 
Boor: A rough and bad-mannered person, tasteless buffoon  
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Bore:  
 
1. To make a hole in something  
 
2. The hollow part inside a gun barrel or other tube  
 
3. A dull and uninteresting person or activity  
 
4. Make somebody feel weary and uninterested by virtue of being dull and tedious  
 
 
Board:  
 
1. A long, thin, flat piece of wood used for floors or other building purposes  
 
2. The decision-making body of an organization  
 
3. The provision of regular meals in return for payment or services  
 
4. To get into a train or into a ship or into an aircraft  
 
Bored: Weary of or uninterested in something or somebody  
 
 
Bolder: More courageous or braver than somebody  
 
Boulder: A large rock  
 
 
Bole: A tree trunk  
 
Bowl: A dish  
 
 
Boos: Disparaging sounds or calls from fans  
 
Booze: Alcohol or liquor  
 
 
Borough: A town  
 
Burrow:  
 
1. A hole or tunnel dug by a small animal as a dwelling  
 
2. To dig into or through something solid  
 
Bough: A main branch of a tree  
 
 
Bow:  
 
1. A knot tied with two loops and two loose ends  
 
2. A weapon for shooting arrows that is made of a curved piece of wood joined at both ends by a taut 
string  
 
Bow:  
 
1. Lower the head or bend the upper part of the body as a sign of respect, greeting or shame  
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2. Cause to bend with age or under a heavy weight  
 
3. Give in to pressure or demands  
 
4. Withdraw or retire from something(to bow out)  
 
 
Buoy: A navigational aid  
 
Boy: a male child  
 
 
Breach:  
 
1. An act of breaking a law or agreement or code of conduct  
 
2. A gap in a wall or barrier, especially one made by an attacking army  
 
Breech:  
 
1. The part of a cannon behind the bore  
 
2. The back part of a rifle or gun barrel  
 
 
Bread:  
 
1. Food made of flour, water and yeast, mixed together and baked  
 
2. (Informal) Money  
 
Bred: manner of upbringing – the past tense of breed  
 
 
Broach: To raise (a sensitive) a subject for discussion  
 
Brooch: An ornamental fastened to clothing with a hinged pin and catch  
 
This is The Complete List of Homonyms beginning with B. 

 

 

List  of Homophones with examples 

All [everything]                          All the people you invited have attended. 
Awl [a small point tool]                          The wood was carved with an awl. 
Ail [troubles]                                    Mental agony ails her.  
ale [Kind of beer]                                    They were with ale for dinner.  
Altar [Platform for worship]                  Sacrifices were offered on the altar. 
Alter [to change]                   She had to alter her clothes after losing weight.  
Aloud [noisely]                                                              Do not talk aloud.  
Allowed [permitted]                              They were allowed to go out.  
Ascent [The action of going up] Edmond Hillary made his ascent on Mount Everest first.  
Assent [approval]             The President gave his assent to the financial bill. 
Advice [counsel]                                           He gave an advice to his son . 
Advise [To give counsel]                        Teacher advised all the students.  
Adapt [To fit]                        Sachin found difficult to adapt in England.  
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Adopt [accept one as son]                        I want to adopt a child.  
Birth [Born]                                      She gave birth to a female child.  
Berth [With bed]                                      I reserved 4 berths for my family.  
Bare [empty]                                            He went bare footedly.  
Bear [carry]                                            You have to bear the inconvenience. 
Bail [on condition let out]                        He was let on bail.  
Bale [bundle]                        The cotton bale was loaded in the lorry.  
Ball [football]                                         I am watching football.  
Bawl [shouted]                                        The angry man bawled at me.  
Brake [stop]                        The drive applied the brake.  
Break [make into pieces]                        He tried to break the fused bulb. 
Beech [a kind of tree]                              sat under the shade in the beech.  
Beach [sea shore]                             Children were playing in the beach.  
Base [bottom, foundation]                     The base of the tower is broad.  
Bass [notes for singing]                     He sang with base notes.  
Bolder [More courageous]               Abdul is bolder than Rahim.  
boulder [A large smooth rock]               There was a boulder blocking the path.  
Boarder [A pupil who lives at a boarding 
school] Robert was studying as a boarder.  

Border [Line dividing two countries] There is always a dispute about the Indo China 
border.  

Born [Come to life]    Jems was born in London.  
Borne [Carried] She had borne the child.  
Beat [to strike] Donot beat a baby.  
Beet [a vegetable] Beet gives vitamin A.  
Bred [Brought up] He was well-bred.  
Bread [a baked food] Bread is a good food.  
Be [To exist] You should be quiet.  
Bee [Insect] Bees gives honey.  
Blwe [did blow] Police man blew the whistle to stop the car.  
Blue [A colour] I wear the blue trouser.  
By [at] The chair was made by the carpenter.  
Bye [By the way] Good bye.  
Buy [To purchase] I buy a ball.  
Carat [Unit to measure diamond, gold:] Diamond is measured in carat.  
Carrot [A kind of vegetable Vitamin A is rich in carrot.  
Ceiling [To cover upper surface] The ceiling of the rooms must be high.  
Sealing [Stamp]           We use a kind of wax for sealing letters.  
Cereal [food grain rich in 
carbohydrate] Rice is a cereal.  

Serial [forming a series] Serial number comes according to alphabetical order of the 
names.  

Check [Examine or 
control] 

The teacher advised her students to check whether they have attempted all 
the questions.  

Cheque [Bank written 
order] I got a cheque for $100 from my father.  

Cell [small room] The prisoner is locked up in a cell.  
Sell [exchange things for money] They sell the fruits at a high price.  
Cymbal [a round brass plate used in a musical instrument] Rosy plays the cymbal in our school band:  
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Symbol [Emblem] Dove is the symbol of peace.  
Cue [Signal] The director made a cue to the actor to start.  
Queue [a line of people] There was long queue in the ticket counter.  
Council [assembly] There is student’s council in this school.  
Counsel [advice] Teacher guides and counsels the students.  
Carrier [One who carries goods] This lorry is a public carrier.  
Career [mode of living] What is your future career?  
Canvas [Rough cloth] It is a canvas shoe.  
Canvass [Asking for vote] M.L.A. canvassed for the candidate in the election.  
Case [box / enclose] This is a suit case.  
Cash [money] Don’t have cash in the pocket while you are in the bus.  
Dual [double] He bought a dual desk.  
Duel [fight] The boy was hurt in the duel.  
Desease [sickness] He is weak because of disease.  
Decease [death] She is the wife of the diseased.  
Die [death] Many childred die on malnutrition.  
Dye [colour] He applied dye to his hair.  

  

Fair [good] She is a fair lady.  
Fare [charge] The ticket fare has been hiked.  
Flew [past tense for fly] Birds flew to warmer places. 
Flue [pipe in a chimney] Smoke is let out through flue.  
Grate [make harsh ground] The opposition parties grate the ruling party.  
Great [famous] William Shakespeare was a great English poet. 
Hew [chop or cut] The landlord asked the gardener to hew the branches.  
Hue [colour] We can see birds of varied hues at London Wetland Centre.  
Knight [soldier of a cavalry] The Knight fought bravely.  
Night [darkness] He came to our house last night.  
Lessen [to diminish] Machines lessen the burden of me.  
Lesson [task] I learnt a lesson from him.  
Loose [ill fitting] Her garments are loose.  
Lose [failing to keep something] Don’t lose the opportunity.  
Meter [Measurer] Thermometer is used to measure the temperature.  
Metre [Measure in poetry] This poem is of penta metre.  
Not [no] She was not going to school in this summer.  
Knot [tied together] He tied a knot.  
New [fresh] I bought a new car.  
Knew [understood] She knew French.  
Week [unit of time] I will come in next week.  
Weak [becoming pale] She is so weak that she cannot walk quickly.  
Wring [to twist] Wring the clothes after wash.  
Ring [circle to produce a sound] He rings the bell.  
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                                                                  Unit – IV 
 
 
 

4.1Telephone Conversations 
 

Having telephone conversations in a second language can be very stressful. If you don’t 
know what to say, it is very common to feel nervous in any conversation. This is true 
even when speaking in your native tongue. One of the main reasons people get nervous is 
because they aren’t prepared and know they might make mistakes during the 
conversation.  
 
To improve confidence on the phone you must learn what to say. The first thing you 
should do to improve your telephone communication ability is to start out small by 
learning simple vocabulary and phrases. Start by knowing different greetings. It is so 
easy when learning English to try to do too much too soon and then get frustrated with 
not being able to speak as you had imagined. You have to start small, gradually 
developing skills and slowly working up to something more difficult.  
 
Relax and enjoy yourself as well. Everyone knows learning a language can be frustrating! 
Don’t worry if you make mistakes. Native speakers of English understand that you won’t 
say everything the exact same way that they would. You shouldn’t feel that you can’t 
make any mistakes, no one expects you to be perfect.  
 
In the following examples on English telephone conversations, we will give many 
examples of sentences and phrases you should know. From the start until the end of a 
telephone conversation we will go over everything all the way from greetings to 
goodbyes.  
 
Here are a few sets of Telephone Conversations. Read the conversations in each set so 
that you will become familiar with the typical words frequently used in telephone 
conversations. Only over the period of time and after more practice hours, you could 
master how to converse in telephone. You might have had many such telephone 
conversations either in your social life or in your business life. Share your blissful 
moments with us. You will be duly acknowledged.  

 

Telephone Language 

Here are some typical phrases that you can use in a telephone conversation. 

Answering the 
phone 

x Hello? (informal) 
x Thank you for calling Boyz Auto body. Jody speaking. 

How can I help you? 
x Doctor's office. 

Introducing 
yourself 

x Hey George. It's Lisa calling. (informal) 
x Hello, this is Julie Madison calling. 
x Hi, it's Gerry from the dentist's office here. 
x This is she. 
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x Speaking.* 

*The person answering says this if the caller does not recognize 
their voice. 

Asking to speak 
with someone 

x Is Fred in? (informal) 
x Is Jackson there, please? (informal) 
x Can I talk to your sister? (informal) 
x May I speak with Mr. Green, please? 
x Would the doctor be in/available? 

Connecting 
someone 

x Just a sec. I'll get him. (informal) 
x Hang on one second. (informal) 
x Please hold and I'll put you through to his office. 
x One moment please. 
x All of our operators are busy at this time. Please hold for 

the next available person. 

Making special 
requests 

x Could you please repeat that? 
x Would you mind spelling that for me? 
x Could you speak up a little please? 
x Can you speak a little slower please? My English isn't very 

strong. 
x Can you call me back? I think we have a bad connection. 
x Can you please hold for a minute? I have another call. 

Taking a message 
for someone 

x Sammy's not in. Who's this? (informal) 
x I'm sorry, Lisa's not here at the moment. Can I ask who's 

calling? 
x I'm afraid he's stepped out. Would you like to leave a 

message? 
x He's on lunch right now. Who’s calling please? 
x He's busy right now. Can you call again later? 
x I'll let him know you called. 
x I'll make sure she gets the message. 

Leaving a message 
with someone 

x Yes, can you tell him his wife called, please. 
x No, that's okay, I'll call back later. 
x Yes, it's James from Company. here. When do you expect 

her back in the office? 
x Thanks; could you ask him to call Brian when he gets in? 
x Do you have a pen handy? I don't think he has my number. 
x Thanks. My number is 222-3456, extension 12. 

Confirming 
information 

x Okay, I've got it all down. 
x Let me repeat that just to make sure. 
x Did you say 555 Charles St.? 
x You said your name was John, right? 
x I'll make sure he gets the message. 

Listening to an 
answering machine 

x Hello. You've reached 222-6789. Please leave a detailed 
message after the beep. Thank you. 

x Hi, this is Elizabeth. I'm sorry I'm not available to take 
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your call at this time. Leave me a message and I'll get back 
to you as soon as I can. 

x Thank you for calling Dr. Mindin's office. Our hours are 
9am-5pm, Monday-Friday. Please call back during these 
hours, or leave a message after the tone. If this is an 
emergency please call the hospital at 333-7896. 

Leaving a message 
on an answering 
machine 

x Hey Mikako. It's Yuka. Call me! (informal) 
x Hello, this is Ricardo calling for Luke. Could you please 

return my call as soon as possible? My number is 334-
5689. Thank you. 

x Hello Maxwell. This is Marina from the doctor's office 
calling. I just wanted to let you know that you're due for a 
check-up this month. Please give us a ring/buzz whenever 
it's convenient. 

Finishing a 
conversation 

x Well, I guess I better get going. Talk to you soon. 
x Thanks for calling. Bye for now. 
x I have to let you go now. 
x I have another call coming through. I better run. 
x I'm afraid that's my other line. 
x I'll talk to you again soon. Bye. 

Telephone Tips 

1. Speak slowly and clearly 
Listening to someone speaking in a second language over the telephone can be 
very challenging because you cannot see the person you are trying to hear. 
However, it may be even more difficult for the person you are talking with to 
understand you. You may not realize that your pronunciation isn't clear because 
your teacher and fellow students know and understand you. Pay special attention 
to your weak areas (such as "r's" and "l's" or "b's" and "v's") when you are on the 
phone. If you are nervous about using the phone in English, you may notice 
yourself speaking very quickly. Practice or write down what you are going to say 
and take a few deep breaths before you make a phone call. 

2. Make sure you understand the other speaker 
Don't pretend to understand everything you hear over the telephone. Even native 
speakers ask each other to repeat and confirm information from time to time. This 
is especially important if you are taking a message for someone else. Learn the 
appropriate expressions that English speakers use when they don't hear something 
properly. Don't be afraid to remind the person to slow down more than once. 
Keep your telephone in an area that is away from other noise distractions such as 
a radio or television. 

3. Practice with a friend 
Ask another student to practice talking on the phone with you. You might choose 
one night a week and take turns phoning each other at a certain time. Try to talk 
for at least fifteen minutes. You can talk socially, or role play different scenarios 
in a business environment. If you don't have access to a telephone, you can 
practice by setting two chairs up back to back. The most important thing about 
practicing telephone English is that you aren't able to see each other's mouths. It is 
amazing how much people lip-read without realizing. 

4. Use businesses and recordings 
There are many ways to get free telephone English practice. After business hours, 
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you can call and listen to recorded messages. Write down what you hear the first 
time, and then call back and check if your notes are accurate. Use the phone in 
your everyday life. Call for a pizza delivery instead of going out to eat. Call a 
salon to book a hair appointment. You can even phone the movie theatre to ask 
for the listings instead of using the newspaper. Some large cities have free 
recordings you can call for information such as your daily horoscope or the 
weather. (Make sure that you aren't going to get charged for these numbers first.) 
Some products have free phone numbers on the packaging that you can call for 
information. Think of a question you might want to ask and call the free number! 
For example, call the number on the back of the cereal box and ask for coupons. 
You will have to give your name and address. Make sure you have a pen handy so 
that you can repeat the information and check your comprehension. 

5. Learn telephone etiquette (manners) 
The way that you speak to your best friend on the phone is very different to the 
way you should speak to someone in a business setting. Many ESL speakers make 
the mistake of being too direct on the telephone. It is possible that the person on 
the other line will think that you are being rude on purpose if you don't use formal 
language in certain situations. Sometimes just one word such as "could" or "may" 
is necessary in order to sound polite. You should use the same modals you would 
use in a formal "face-to-face" situation. Take the time to learn how to answer the 
phone and say goodbye in a polite manner, as well as all the various ways one can 
start and end a conversation casually. 

6. Practice dates and numbers 
It only takes a short time to memorize English Phonetic Spelling, but it is 
something that you will be able to use in any country. You should also practice 
saying dates and numbers aloud. You and a friend can write out a list of dates and 
numbers and take turns reading them over the phone to each other. Record what 
you hear. Swap papers the next day and check your answers. Click here to learn 
more about numbers. 

Mock Job Interview 

Use this mock job interview to practice for the real thing. The more you practice the 
better prepared and more confident you will be for your interview. We have developed a 
realistic job interview role play for you to use with someone to play the role of the 
interviewer. 

Key to a productive mock interview is constructive feedback. The feedback guide after 
each section ensures the feedback you receive is relevant and helpful. 

Go through the mock interview questions and answers and be ready for your job 
interview.  

1. Have on hand for your mock interview 

x your company research 
x copies of your resume and cover letter 
x a list of job references 
x notebook and pen 
x work samples if relevant 

Know how to research the company before your interview.  
 
Be ready with everything you might need with this interview checklist 
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2. Introduction 

The interviewer introduces him or herself.  

Feedback  - Does the candidate 

x use a firm handshake, make direct eye contact and smile 
x use the interviewer's name in greeting eg. "I am pleased to meet you, Mrs Jones" 
x wait to be asked to sit down 
x puts documents on the table rather than on his or her lap 
x place the handbag or briefcase at their feet 

3. Make small talk 

The interviewer attempts to put the candidate at ease with some small talk such as "Did 
you find us easily?" or a comment about the weather. 

Feedback - Does the candidate 

x sit upright but not too stiffly in the chair 
x lean forward very slightly to show interest 
x answer these informal questions confidently 
x Begin positively by not complaining about the journey or traffic  
x thank the interviewer for the opportunity to discuss the job 

4. Discuss the company and position 

After some small talk the interviewer begins by briefly discussing the company, the 
department and the position itself.  

Feedback - Does the candidate 

x listen attentively and not interrupt 
x display appropriate, interested, body language 
x use the opportunity at the end of this description to demonstrate their research on 

the company with a relevant comment such as "I was interested to read that you 
are opening 3 new branches this year" 

5. Ask common job interview questions 

The interviewer asks standard job interview questions starting with these top 6 interview 
questions: 

 

"Tell me about yourself" 

"What interests you about this position?" 

"What are your strengths and 
weaknesses?" 

"Where do you see yourself in five years 
?" 

"What has been your greatest achievement 

Feedback -Does the candidate 

x answer fluently and confidently 
x provide concise and clear answers 
x make the answers relevant to the 

position 
x display a good understanding of the 

job tasks and responsibilities 
x display a good understanding of the 

company requirements 
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to date?" 

"Why should we hire you?" 

Get help with this standard part of the job interview at mock job interview questions and 
answers. 

Use these free job descriptions to get a clear picture of the job you are interviewing for. 

6. Ask Behavioral Interview Questions 

The interviewer asks behavioral interview questions that explore the competencies or 
behaviors relevant to the job opportunity. 

The most common competencies explored in a job interview include planning and 
organizing, problem-solving, work standards, team work and communication skills. 
These are the sample behavioral questions that assess these competencies. 

"How have you established your work 
priorities in your previous job?" 

"Tell me about a recent time you had to 
solve a difficult problem in your job" 

"Describe a situation where you were not 
satisfied with your work performance. What 
did you do?" 

"Describe a time when you contributed 
more than required to the team" 

"Tell me about a difficult 
customer/colleague you had to deal with." 

Feedback - Does the candidate 

x understand the concept of behavioral 
interview questions 

x provide a relevant and concise 
behavioral example quickly and 
clearly 

x outline the steps the candidate 
personally took to reach a positive 
outcome 

x provide a valid example that shows 
evidence of the required competency 

You can find a complete guide to behavioral interview questions with sample behavioral 
answers at the behavioral interview guide 

7. Ask some difficult interview questions 

These will explore red flags in your resume such as gaps in employment, lay offs and 
dismissals. 

Feedback -Does the candidate 

x stay calm when answering tough interview questions 
x use the right tone of voice and not get defensive 
x give concise responses 
x adequately explain to the interviewer about the problem area 

Get help with answering difficult interview questions at job interview answers to tricky 
questions. 

8. Ask the candidate if he or she has any questions 
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At this point the interviewer asks if you have any questions you want to ask. 

Feedback - Does the candidate 

x have about 5 good questions ready to ask 
x not ask for information that has already been provided during the interview 
x asks questions that show he or she has thought about the company and the job 

opportunity 
x avoid the wrong type of questions such as those about benefits and salary 

This list of the right job interview questions to ask will help you prepare for this part of 
the mock job interview. 

9. Close the interview 

The interviewer thanks the candidate and indicates what the next step in the hiring 
process is. 

Feedback - Does the candidate 

x make a positive closing statement like "I am excited about this opportunity and 
believe my experience and enthusiasm will add value to your company" 

x ask the interviewer if there are any issues still to be addressed 
x thank the interviewer for their time  

Know how to close the job interview.  

10. Provide general feedback for a mock job interview 

Does the candidate 

x use appropriate body language 
x use proper verbal communication skills 
x display enthusiasm for the job opportunity 

Interview questions for specific jobs can be found at job interview guides 

Improve your chances of success with a mock job interview. Keep practicing till you feel 
ready and confident of acing the actual interview! 

 

4.2 Applying for a Job - Cover Letter & Resume Preparation 

A job application letter is written to apply for a specific position. It is a persuasive 

message that sells the applicant's talents to a prospective employer. It persuades the 

reader to believe in his/her suitability for a particular position. It is basically a self 

promotion instrument used by the applicant to boost his/her professional value and career 

prospects. 

Although the basic objective of every job application is to draw a clear connection 

between the job one is seeking and one's qualifications, it serves several specific 

purposes. It: 
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1. Introduces the applicant to the hiring organization 

2. Introduces the applicant's resume 

3. Highlights the applicant's positive personal traits and achievements. 

4. Shows how the applicant's special talents will benefit the organization. 

5. Emphasizes how the applicant is right for the job by matching the requirements. 

6. Asks for an opportunity to be interviewed by the organization. 

So, writing a job application letter may involve a careful self-analysis. The applicant 

should evaluate his/her academic and professional qualifications, learned and intuitive 

skills, special traits and strengths, experience, career goals and interests. Moreover, 

he/she will have to research the company for organization to know their needs so that he 

can match his personal strengths to employers' needs and job requirements. 
 
Bio-Data, CV and Resume 

Bio-data, CV and Resume are basically the same things, i.e. they provide the same 

information but in the different format. The bio-data must contain father's name, sex, 

marital status, etc. The CV should target to the objective related to the post applied for. 

There is no need to write the marks or evaluative academic information. In a resume, 

there is chronological order of the academics required along with marks and percentages. 
Sample job application letter: 

Write a letter of application for the post of a Junior Engineer to the Divisional Engineer, 

Mambalam Division, Chennai Telephones, 786, Anna Salai Chennai - 35. Attach a 

suitable bio-data with the application. 
 
 
 
 
20.01.14 
Aravind samy. S 3/325, Lotus St.,  
Vallabai patel nagar Coimbatore 
The Divisional 
Engineer 
Mambalam Division 
Chennai Telephones 
786, Anna Salai 
Chennai - 35 
 
Dear sir, 
 
 

Your advertisement for the post of Junior Engineer in 'The Hindu' dated 17.01.14 

interested me as I am confident that I possess the requisite qualification and skills. 
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I am a B.Tech Electronics and Communication Engineering graduate. I completed my 

degree with a 9.5 CGPA from College of Engineering, Gundy in the year 2013. I did a 

project in VLSI Designs during my final year. It won the best project award in an inter-

University competition. I have attached my resume for the other details of my 

qualification and skills. 

I hope that my qualification and skills will merit your consideration. I would be happy to 

attend a personal interview to further discuss my skills. 

Thanking 

you yours 

truly, 

Sign 

Encl: Resume 
Resume 

 
Aravind samy. 
S 3/325, Lotus 
St., Vallabai 
patel nagar 
Coimbatore 
Mobile: 
9880040200 
 

Email: samy aravinds@gmail.com 
 

Objective: 

To begin my career as a Junior Engineer in a dynamic environment where I have 

opportunities to get experience and expertise and to further enhance my career 

prospects. 
 
Education: 

May 2013 B.Tech. Electronics and Communication Engineering, College of 

Engg. Gundy, 9.5 CGPA. 

April 2009 H.Sc in K.M. Boys Higher Secondary School, Avadi, Chennai; 95% Project 

Done: 

Did a project in VLSI Designs, which won the Best Project Award in "Tech 

Fest," an inter university technical symposium held in JNK Technical University, 

Delhi in 2012. 
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Computer Skills: 

Languages 

Operating Systems 

Application 

Co-curricular Activities: 

•   Presented a paper titled, "Recent Developments in Mobile Networks" in the Fourth 
International Conference on Communication Networks held in Malaysia, in 2012. 

• One of the Organizing Committee members of the technical symposium 
"Convergence" conducted by our college in August 2012. 

 
Extra Curricular Activities: 

• Student Secretary for University Sports Club. 
• Captain of the Foot ball team. 

• Won several medals and trophies in foot ball in Zonal and    

        State Level.  

       Experience: 

May 2013 - till date: Junior Engineer, SMT Communication Systems, Chennai-

85.    Personal Details: 

Date of Birth : 15.03.1992 

Father's Name : Sundar. K 

Marital Status : Single 

Languages Known       : Tamil, English, Hindi, German 

Interests : Reading books and Blogging on Foot ball 

References  : 1. Dr. Anu Durairaj 

HOD, Dept. of ECE, 

College of Engg. Chennai - 35. 

2. Mr. Peter Francis 

Manager, SMT Communication Systems Chennai - 85. 

 Different forms of resumes 

 

Resumes are like advertisements. As such, it’s important to decide which type of 
"ad" – in this case, format – you will use before you begin the resume writing process. 
Depending on the type of job you are applying to, different resume formats may apply. 
The four standard types of resumes include 1) chronological, 2) functional, 3) 
combination, or 4) targeted. Below are definitions of each type and recommendations on 

: C, C++, Java 

: Unix, Linux, Windows 

: MATLAB, Oracle, Web 

Designing 
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which format works best. Once you have developed your resume, post it online at 
America’s Job Exchange and begin your job search today. 

 

Chronological Resume: 

 

What is it - Chronological resumes are the most commonly used format. They list work 
history in chronological order, starting with your most recent job down to your earliest. 
This resume is preferred by most employers because it provides a quick snapshot of work 
history, with most recent positions up front. 

 

Who should use - If you have a solid work history, your experience is aligned with the 
job you are applying to, and you have no lapses between employment, use this format 

 

Functional Resume: 

 

What is it - Unlike chronological resumes, functional resumes focus on your skills and 
experience first. This type of resume de-emphasizes the dates in which you have worked. 
Employment history is secondary, and is listed under the details of your skills. 

Who should use - If you have lapses in employment, are in the middle of a career 
transition, are a recent college grad with limited work experience, or have a diverse 
background with no clear career path, this is the most effective type of resume. 

 

Combination Resume: 

 

What is it - Combination resumes let you detail both your skills and experience, while 
also backing this up with a chronological listing of work history. Flexible in nature, the 
combination resume lets you tailor to the prospective job opening and tell hiring 
managers a story. 

 

Who should use - Use this resume if you want to detail work experience to show hiring 
managers the type of employee you are. 

 

Targeted Resume: 

 

What is it - Targeted resumes are customized in detail to the prospective job you are 
seeking. Everything from your objective, your qualifications to educational experience 
mirrors the job requirements. 
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Who should use - These resumes are the most time-consuming, but can generate the  

best results as the qualifications and experience you outline mirror the prospective job 
opening closely. Be careful, however When you develop a targeted resume you need to 
be as accurate as possible and not embellish career highlights simply to mirror the job. 

 

  Filling up a resume / cover letter 

 

Make a great impression with a properly formatted cover letter 

 

A properly formatted cover letter attached to your resume is a great way to show a 
prospective employer that you are interested in the job being offered—a cover letter may 
even give you a valuable advantage over other candidates. Whether you fill out an 
official application provided by the employer or you are asked to send in a resume, we 
recommend taking the time to write a cover letter. Remember, in addition to your resume, 
a cover letter is the first impression that a prospective employer will have of you—make 
it a good one! 
 

Take time to present yourself professionally on paper 

It is generally good practice to use a standard business letter format. Remaining 
within the one-page maximum, your letter should be printed on basic, white, letter-size 
paper and typed in a business-style font such as Times New Roman, Calibri, or Arial, 
usually in an 11- or 12-point size. Regardless of the industry in which you seek 
employment, we suggest avoiding fancy colors or lettering, as this may appear 
unprofessional. Remember that you want to encourage the prospective employer to 
review your resume with the mindset that you are a professional; you do not want him or 
her to be deterred by an overly casual approach. 

How to format a cover letter 

When you are formatting your cover letter, remember that you must include a 
header, an introduction, the body, and a closing. These sections can be separated into 
individual paragraphs. Looking at cover letter examples can sometimes help in the 
process of creating a properly formatted cover letter. 

Header 

At the top of the letter, include your name and complete mailing address; leave 
some space, then add the recipient's name, title (if any), and complete mailing address. 
Add the current date as a separate line. 

For example: 
Jane Doe 
123 Spruce Avenue 
Anytown, MI 12345 

  

John Smith, Human Resources Manager 
Acorn Merchandising 
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456 Maple Way 
Anytown, MI 67890 

  

23 June 2009 

Following this, include a reference section (for example, RE: technical position at ABC 
Company). You may also wish to indicate by what means your letter was delivered, i.e., 
Via Fax, In Person, etc., again on a separate line. 

Next, add your opening salutation; for example: 

Dear Mr. Choi: 

or 

Dear Hiring Managers: 

Please note that a full colon is placed after the name or title and not a comma, which is 
used only in casual writing. 

Introduction 

This section should briefly indicate the position for which you are applying; here, you 
can also thank the employer for an earlier conversation you may have had with him or her 
regarding the position or indicate how you heard about the position (i.e., from a website, 
a newspaper ad, etc.). 

Body 

Here, you will list your qualifications, experience, and any specific points of note, such as 
availability. You should also highlight your skills and characteristics as they pertain to 
the position. This part of the cover letter is all about showing the employer what you have 
to offer and why you're the right candidate for the job. 

Closing 

In the closing of your cover letter, thank the employer for his or her time in reviewing 
your application. You should also mention that you look forward to discussing the 
position in more detail with the employer in the near future. Ask him or her to "contact 
you at the number (or numbers) listed below," which will be placed after your signature 
at the bottom of the page. 

The closing also includes the final salutation, which can be written as follows: 

Sincerely,  

or 
Respectfully, 

Note that in each case, a comma follows the final salutation. After the closing salutation, 
double-space and type your name. If you will be printing and mailing this letter, leave 
four lines between the final salutation and your typed name, which will give you room to 
sign your name. On the next line under your typed name, type your phone number(s), 
since you mentioned in your closing for him or her to contact you at the number(s) shown 
below. 
It's important to provide a notation at the end of your cover letter stating there are 
additional documents in the envelope for the employer to review (i.e., your resume). The 
way to make this notation is as follows: 
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x Double-space after your contact phone number(s) and type the abbreviation Encl. 
(for one enclosure) or Encls. (for more than one). This section can also designate 
who else is receiving a copy of this letter and enclosures. This is done by double-
spacing and typing cc: File, or cc: Human Resources, if applicable. This should be 
the final item on the page. 

Here is an example of how the closing salutation would appear with all of the above 
included after it: 

Respectfully, 

Jane Doe  

Home phone: (xxx) xxx-xxxx 
Cell phone: (xxx) xxx-xxxx 

Encl. 

cc: Human Resources 

 
4.2 Numerical Expressions 

In general a numerical expression is a combination of numbers and one or more operation 
symbols. 
Adjectives are mainly words which tell us more about nouns and pronouns. Their 
function is to tell us what kind, which ones, how many, what position or what colour. To 
put it more precisely, a word accompanying a noun to describe or point out, the person, 
animal, place or thing which the noun names, or to tell the number or quantity is called an 
adjective. 
Examples: 

He was first in the race. (What position?) 

She is a brilliant girl. (What 

kind?) Classification of adjectives: 

Adjectives can be classified as follows: 
1. Adjectives of Quality 5. Adjectives of Quantity 
2. Adjectives of Number 6. Demonstrative Adjectives 
3. Distributive Adjectives 7. Interrogative Adjectives 
4. Possessive 

Adjectives 
Numerical Adjectives 

Numerical adjectives are those that express numbers or numerical adjective is 
simply the grammatical term for numbers. They include one, two, three, first, second, and 
many others. 

Numerical adjectives are divided 

into: Cardinal Adjectives: 

The cardinal adjectives show how many. It is used for 

counting. Examples: 

One life,five apples. 

Ordinal Adjectives: 
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The ordinal adjectives show which one of a series. It is used for 

ranking. Examples: 

The third floor. 

The first chapter 
 

Multiplicative Adjectives: 

The multiplicative adjectives show the number of repetitions. It is used for 

multiplying. 

Examples: 

Twice thought Once achieved 

Note: When a numeral is used as a noun, the cardinal, like the pronominal adjectives, 
takes no article. On the other hand, the ordinal uses the article. 

Examples: 
 
Two only were present. The third was lost. 

When a numerical expression is used as an adjective, the singular form should be used. 
So, the plural form should be changed to appropriate singular form before the noun.  

1 The bridge is 2km long. A two km bridge 
2 A team of 9 members A nine member team 
3 A workshop lasting for 2 days A two day workshop 
4 A journey for 10 hours A ten hour journey 
5 A project of 10 lakhs A ten lakh project 
6 3000 rev/min Three thousand revolutions per minute 
7 150 rpm One hundred and fifty rotations per minute 

  
 
I - Expand the following: 

1. A journey of 45 miles - a 45 mile journey. 

2. An expedition lasting for three days - a three day expedition 

3. An interval of 20 minutes - a twenty minute interval 

4. A DC supply of 280 volts - a 280 volt DC supply 

5. A lecture for two hours - a two hour lecture 

6. A monitor with a size of 14 inches - a fourteen inch monitor 

7. A project grant of Rs.60 lakhs - a sixty lakh project grant 

8. A base of 13 acres - a thirteen acre base 

9. A squad of 1000 men - a 1000 men squad. 

10. A project of 10 years - a ten year project. 
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4.3 CONNECTIVES (Discourse Markers) 

Sentence coherence is integral to sentence effectiveness. Appropriate connectives should 
be used to connect words, phrases and clauses in a sentence. In order to achieve 
coherence, technical writers and speakers use several linking devices or connectives. 
There are two types of linking devices, overt and covert. Overt devices are direct and 
explicitly stated while covert devices are indirect and implicit. Covert devices include 
techniques such as repetition of the key word, the use of articles (a, an, the), pronominal 
forms (he,she, it, they, and so on), and the use of synonyms. However, technical 
communication largely uses overt linking devices or connectives to indicate the logical 
progression of ideas in oral discourse or writing. 
 
Following are some examples, in which connectives (bolded) have been used: 

1. When an object is placed on one side or the other of a converging lens and 
beyond the focal plane, an image is formed on the opposite side. 

2. If the object is moved closer to the primary focal plane, the image will be formed 
farther away from the secondary focal plane and will be larger. 

3. Land pollution is due to solid wasters. 
4. Fresh water is a renewable source, but its distribution is uneven. 
5. Asbestosis is caused by asbestos, which is used in making ceilings. 

These connectives include subordinators and coordinators. They can also be classified 
according to their functions. The following table presents  the usage of discourse  
markers: 

 
 

 
 
I. Read the following paragraphs and fill in the blanks with appropriate connectives. 

I. When Hydrogen gas escapes from a cylinder into the air, no change is visible. 
However, if the escaping hydrogen is directed at finely divided platinum, it is observed 
that the platinum glows and soon ignites the hydrogen. In the absence of platinum the 
H2O2 reaction is too slow to observe. In contact with platinum, hydrogen reacts with 
oxygen from the air to form water. As they react, the give off energy, which heats the 

1. Linking: to show 
connection between 
what we are going to 
say and what was 
said previously. 

Talking about... With  
reference to... 

To break into 
conversation 
Formal expression 
used mostly at the 
beginning of 
business letters 

'John came to my 
home yesterday.' 'Oh 
yes, talking about 
John, do you know 
he is going to the 
States next month? 
With reference to 
your letter dated. 

2. Focusing: used to 
focus attention on 
what we are going to 
say 
 
 
3.Structuring:Mostly 
used in formal  

Regarding, as 
regarding, as far as, 
is concerned 
 
 
 
used to   Firstly, 
secondly,  

Can come at the 
beginning of the 
discourse. Normally 
announces a change 
of subject. 
Mostly used in 
formal 
 
 
 

Regarding the sales 
of this month, you 
haven't achieved the 
target. 
 
 
He passed with 
examples 
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platinum. As the platinum gets hotter, it heats the hydrogen and hydrogen with oxygen 
becomes self-sustaining. 
II. Join the following pairs of sentences, using the discourse markers given in the 
brackets against each pair. 

1. My father earns plenty of money. He hates spending money on luxurious living. 
(inspiteof) 

In spite of earning plenty of money, my father hates spending money on 
luxurious living. 

2. I switch off the fridge at night. It saves money. 
(to) I switch off the fridge at night to save 
money. 

3. Asma's suitcase was lost in the transit. She got it back. 
(however) Asma's suitcase was lost in the transit however 
she got it back. 

4. Water could not be supplied by a centralized system. The cost of this would be very 
high. (because) 
Water could not be supplied by a centralized system because the cost of this 
would be very high. 

5. India Mark II has built-in mechanical efficiency. Even children can operate it easily. 
(so 
that) 
India Mark II has built-in mechanical efficiency so that even children can 
operate it easily. 

6. Gold is malleable. We can change its shape by pressing and hammering. (therefore) 
Gold is malleable therefore we can change its shape by pressing and hammering. 

7. Petrol has become expensive. Many people prefer to use cheaper forms of transport. 
(as) 
As petrol becomes expensive, many people prefer to use cheaper forms of 
transport. 

8. Oil is struck in the rock layers. Production wells can be drilled to extract oil. (if) 
If oil is struck in the rock layers, production wells can be drilled to extract oil. 

 
III. Join the following pairs of sentences by using appropriate connectives 

1. The maid must be very tired. She had worked the whole day. 
The maid must be very tired because she had worked the whole day. 

2. I may help you. I may not help you. You are sure to lose the contract. 
I may help you but I may not help you because you are sure to lose the contract. 

3. He said something. I did not hear it. 
He said something but I did not hear it. 

4. The robbery was committed last Tuesday. The man has been caught. 
Since the man has been caught, the robbery was committed last 
Tuesday. 

5. He is illiterate. His parents are illiterate as well. 
He and his parents are illiterate. 

6. He has come here. He will see you. 
He has come here to see you. 

7. I could not attend the meeting. I was ill. 
As I was ill, I could not attend the meeting. 

8. She is a painter. She is a poet. 
She is painter and a poet. 
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4.4  Idioms and their Meanings - Using Idioms in Sentences 

An idiom is a set of expression which has a meaning different from the literal meanings 

of its components. Idioms present a great variety of structures and combinations that are 

mostly unchangeable and often not logical and may not follow basic rules of grammar. 

Idioms can be quite clear (in general; come out; at first; the root of all evil) or pretty 

unclear (on end; pack it in; high and low; hard cash). Some idioms have proper names in 

them (a Jack of all trades; Uncle Sam); some other idioms are comparisons (as clear as a 

bell; as the crow flies). Proverbs and sayings may also have idiomatic character (every 

cloud has a silver lining; still waters run deep). The following is a list of idioms and their 

usage in sentences.  

Sl. 

No. 

Idioms with Definitions Examples 

1. Above board - honest, open Her business dealings are above board. 
2. After all - in spite of the situation; 

nevertheless 

I knew it! After all, I was right! 
He returned to his hometown after all. 

3. All along - all the time I knew about his little secret all along. 
4. All ears - eager to listen I am all ears. 
5. All of a sudden – suddenly All of a sudden, he refused to pay. 
6. All thumbs – clumsy He can't fix anything, he's all thumbs. 
7. As a rule - generally, usually As a rule, we offer a 5% discount. 
8. Big shot - important person He is a big shot around here. 
9. Blow it - lose the chance He understood that he blew it. 
10. Bottom line - main result; main factor The bottom line is, I don't have enough 

money. 
11. By all means - definitely, certainly Do you need my help? By all means. 
12. Carry weight - be important His advice always carries weight here. 
13. Catch someone's eye - attract attention This picture caught my eye. 
14. Come true - become reality His dream came true when he met Kate. 
15. Down to earth – practical He's quiet, sensible, and down to earth. 
16. Every now and then - occasionally Every now and then I visit my old aunt. 
17. Fall out of love - stop loving They soon fell out of love and divorced. 
18. For good – forever After her death he left town for good. 
19. For the time being - for now; at this time For the time being, this house is all right for 

us. 
20. From A to Z - completely; from 

beginning to end. 

He knows this town from A to Z. 

21. Few and far between - rare, scarce Her visits are few and far between. 
22. Get mixed up - get confused I got mixed up, went the wrong way, and 

got lost. 
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23. Have a word with someone - talk to 

someone 

Can I have a word with you? 

24. Hold it! - Stop! Wait! Hold it! I forgot my key. 
25. In care of - write to one person at the 

address of another person 

I'm going to stay at Tom's house in 

Chicago. Write to me in care of Tom Gray, 

321 Main St., Chicago. 
26. In plain English - in simple, frank terms I didn't really like the concert. In plain 

English, the concert was terrible. 
27. The ins and outs - all information He knows the ins and outs of his business. 
28. In the long run - in the end In the long run, it will be better to but it. 
29. In the same boat - in the same situation Stop arguing with me. We're in the same 

boat and should help each other. 
30. It's time - should do it right away Hurry up, it's time to go. 

   
Idioms Meaning Examples 
Just as soon Prefer, would rather I'd just as soon stay home, I'm tired. 
Just in case To be on the safe side Take an extra shirt, just in case. 

Keep    an    eye    on 

someone 

Take care of; watch; look 

after. 

Betty keeps an eye on my sons for me. 

I'll keep an eye on or something your 
dog. 

Keep company Accompany She keeps me company quite often. 
Keep in mind Bear   in   mind,   consider, 

remember. 

Keep in mind that he is not going to 

agree easily. 
Keep one's word Fulfill a promise. You promised, now keep your word. 

4.5 Different forms of resumes 

Sl. Column A Sl. Column B 

No. Idioms No. Meanings 
1. Beat about the bush a. At the last possible moment 
2. Throw cold water on b. Something one can be proud of 
3. Keep one's ear to the ground c. To discourage 
4. At the eleventh hour d. To hope for good luck. 
5. Turn a blind eye to something e. To approach a subject in an 

indirect way, not coming to point 
6. A feather in one's cap f. Loud protest 
7. Cross one's fingers g. Exactly; following every detail 
8. Hard and fast h. To pretend not to see or notice 
9. A hue and cry i. That can never be changed or 

ignored 
10. To the letter j. To pay attention to, and to keep 

oneself well informed. 
Ans.: 1-e, 2-c, 3-j, 4-a, 5-h, 6-b, 7-d, 8-I, 9-f, 10-g. 
 

II Match the idioms in column A with their meanings in column B 
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Resumes are like advertisements. As such, it’s important to decide which type of 
"ad" – in this case, format – you will use before you begin the resume writing process. 
Depending on the type of job you are applying to, different resume formats may apply. 
The four standard types of resumes include 1) chronological, 2) functional, 3) 
combination, or 4) targeted. Below are definitions of each type and recommendations on 
which format works best. Once you have developed your resume, post it online at 
America’s Job Exchange and begin your job search today. 

 

Chronological: 

 

What is it - Chronological resumes are the most commonly used format. They list work 
history in chronological order, starting with your most recent job down to your earliest. 
This resume is preferred by most employers because it provides a quick snapshot of work 
history, with most recent positions up front. 

 

Who should use - If you have a solid work history, your experience is aligned with the 
job you are applying to, and you have no lapses between employment, use this format 

 

Functional Resume: 

 

What is it - Unlike chronological resumes, functional resumes focus on your skills and 
experience first. This type of resume de-emphasizes the dates in which you have worked. 
Employment history is secondary, and is listed under the details of your skills. 

Who should use - If you have lapses in employment, are in the middle of a career 
transition, are a recent college grad with limited work experience, or have a diverse 
background with no clear career path, this is the most effective type of resume. 

 

Combination Resume: 

 

What is it - Combination resumes let you detail both your skills and experience, while 
also backing this up with a chronological listing of work history. Flexible in nature, the 
combination resume lets you tailor to the prospective job opening and tell hiring 
managers a story. 

 

Who should use - Use this resume if you want to detail work experience to show hiring 
managers the type of employee you are. 

 

Targeted Resume: 
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What is it - Targeted resumes are customized in detail to the prospective job you are 
seeking. Everything from your objective, your qualifications to educational experience 
mirrors the job requirements. 

 

Who should use - These resumes are the most time-consuming, but can generate the  

best results as the qualifications and experience you outline mirror the prospective job 
opening closely. Be careful, however When you develop a targeted resume you need to 
be as accurate as possible and not embellish career highlights simply to mirror the job. 

 

 

 

4.6  Filling up a resume / cover letter 

 

Make a great impression with a properly formatted cover letter 

 

A properly formatted cover letter attached to your resume is a great way to show a 
prospective employer that you are interested in the job being offered—a cover letter may 
even give you a valuable advantage over other candidates. Whether you fill out an 
official application provided by the employer or you are asked to send in a resume, we 
recommend taking the time to write a cover letter. Remember, in addition to your resume, 
a cover letter is the first impression that a prospective employer will have of you—make 
it a good one! 
 

Take time to present yourself professionally on paper 

It is generally good practice to use a standard business letter format. Remaining 
within the one-page maximum, your letter should be printed on basic, white, letter-size 
paper and typed in a business-style font such as Times New Roman, Calibri, or Arial, 
usually in an 11- or 12-point size. Regardless of the industry in which you seek 
employment, we suggest avoiding fancy colors or lettering, as this may appear 
unprofessional. Remember that you want to encourage the prospective employer to 
review your resume with the mindset that you are a professional; you do not want him or 
her to be deterred by an overly casual approach. 

How to format a cover letter 

When you are formatting your cover letter, remember that you must include a 
header, an introduction, the body, and a closing. These sections can be separated into 
individual paragraphs. Looking at cover letter examples can sometimes help in the 
process of creating a properly formatted cover letter. 
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Header 

At the top of the letter, include your name and complete mailing address; leave 
some space, then add the recipient's name, title (if any), and complete mailing address. 
Add the current date as a separate line. 

For example: 
Jane Doe 
123 Spruce Avenue 
Anytown, MI 12345 

  

John Smith, Human Resources Manager 
Acorn Merchandising 
456 Maple Way 
Anytown, MI 67890 

  

23 June 2009 

Following this, include a reference section (for example, RE: technical position at ABC 
Company). You may also wish to indicate by what means your letter was delivered, i.e., 
Via Fax, In Person, etc., again on a separate line. 

Next, add your opening salutation; for example: 

Dear Mr. Choi: 

or 

Dear Hiring Managers: 

Please note that a full colon is placed after the name or title and not a comma, which is 
used only in casual writing. 

Introduction 

This section should briefly indicate the position for which you are applying; here, you 
can also thank the employer for an earlier conversation you may have had with him or her 
regarding the position or indicate how you heard about the position (i.e., from a website, 
a newspaper ad, etc.). 

Body 

Here, you will list your qualifications, experience, and any specific points of note, such as 
availability. You should also highlight your skills and characteristics as they pertain to 
the position. This part of the cover letter is all about showing the employer what you have 
to offer and why you're the right candidate for the job. 

Closing 

In the closing of your cover letter, thank the employer for his or her time in reviewing 
your application. You should also mention that you look forward to discussing the 
position in more detail with the employer in the near future. Ask him or her to "contact 
you at the number (or numbers) listed below," which will be placed after your signature 
at the bottom of the page. 

The closing also includes the final salutation, which can be written as follows: 

Sincerely,  
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or 
Respectfully, 

Note that in each case, a comma follows the final salutation. After the closing salutation, 
double-space and type your name. If you will be printing and mailing this letter, leave 
four lines between the final salutation and your typed name, which will give you room to 
sign your name. On the next line under your typed name, type your phone number(s), 
since you mentioned in your closing for him or her to contact you at the number(s) shown 
below. 
It's important to provide a notation at the end of your cover letter stating there are 
additional documents in the envelope for the employer to review (i.e., your resume). The 
way to make this notation is as follows: 

x Double-space after your contact phone number(s) and type the abbreviation Encl. 
(for one enclosure) or Encls. (for more than one). This section can also designate 
who else is receiving a copy of this letter and enclosures. This is done by double-
spacing and typing cc: File, or cc: Human Resources, if applicable. This should be 
the final item on the page. 

Here is an example of how the closing salutation would appear with all of the above 
included after it: 

Respectfully, 

Jane Doe  

Home phone: (xxx) xxx-xxxx 
Cell phone: (xxx) xxx-xxxx 
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UNIT.5 

 
5.1. STRATEGIES FOR IMPROVING DISCUSSION SKILLS 
 
 
     Asking questions and joining in discussions are important skills for jobs. If you find it 
difficult to speak or ask questions, try the following strategies. 

x Observe 

   Attend as many seminars and tutorials as possible and notice what other students do. Ask 
yourself: 
• How do other make critical comments? 
• How do they ask questions? 
• How do they disagree with or support the topic? 
• What special phrases do they use to show politeness even when they are voicing disagreement? 
• How do they signal to interrupt, ask a question or make a point? 

x Practise 

Practise outside to improve your discussion skills. Start in an informal setting or with a small 
group. Begin by:  

x asking questions. Ask for their opinions. Ask for information or 
x ask for advice. 

x Participate 

If you find it difficult to participate in discussion, set yourself goals and aim to increase your 
contribution  
An easy way to participate is to add to the existing discussion. Start by making small 
contributions; agree with what someone has said or ask them to expand on their point (ask for an 
example or for more information); Prepare a question to ask beforehand. You can then work up 
to answering a question put to the group, providing an example for a point under discussion, or 
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disagreeing with a point. 
 
What is an argument? 
To `argue' is to present an opinion through the process of reasoning, supported by evidence. 
An argument seeks to persuade through rational and critical judgement.  
 
How do we argue at? 
The everyday meaning of the term argument implies a fight: an aggressive conflict or 
confrontation between adversaries, where one tries to dominate the other in order to `win'. In GD 
this kind of arguing is not appropriate. 
The aim of GD argument is to explore a question, proposition or an area of knowledge and 
achieve reasoned mutual understanding. It is not important who'`wins'—what matters most is the 
quality of the argument itself. 
When you engage in GD argument in tutorial discussions, you are developing your ideas, 
advancing and clarifying your knowledge and learning to think critically 
. 
Participation: Voicing an opinion and arguing a point effectively 
 
 
1. Voicing an Opinion in a Seminar 
 
Participating in a tutorial discussion can be a bit scary,specially when you want to disagree with 
a point of view and are not sure how to, or of which language structures to use. Voicing your 
opinion and using effective arguing techniques are valuable skills. 
You may have a great idea, but you need to communicate it effectively and support it. The three 
essential parts to a point of view are: 
 
 
 
1. A valid opinion (a believable point of view)  

x I believe that ... 
x I think that ... 
x From what I understand ... 
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x As I understand it ... 

2. A reason why  

x This is due to ... 
x Because ... 
x What I mean by this is ... 

3. Evidence (relevant and up-to-date examples, statistics, explanations and/ or expert opinions). 
If you have actual data, examples or expert opinions on hand, refer to the source. 

1.  
o This can be seen by 
o For instance ... 
o For example ... 
o An example can be seen ... 
o (Author's name) states that ... 
o (Author's name) suggests... 
o Statistics from (give a source) indicate ... 

1. Arguing a Point: How to disagree effectively 

Disagreeing can be problematic as people often speak before they think things through. It is also 
important to disagree politely. You may be trying to disprove another speaker's point, but 
 
 
 
1. Acknowledge their point  

x I can see your point--however ... 
x That's a good point, but ... 
x I see what you're getting at, but ... 

2. Then explain why you disagree  

x That's not always the case because ... 
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x That's not neccessarily true because ... 
x This idea isn't supported by statistics/ evidence ... 
x I thought the author meant that ... 

3. Offer your opinion complete with reason and 

support  

x From what I've read ... 
x The statistics seem to show that ... 
x I think what the author may actually be suggesting is ... 
x Other studies by author/report show that ... 

Now, be prepared for counter-argument and further discussion! 
Remember, confidence is the key. If you do your tutorial preparation and think things through, 
you can speak with confidence and believe that your contribution will 
be valid. 
 
Discussion Etiquette (or minding your manners) 
In order to successfully negotiate discussion, courtesy is important. The following are a few 
ground rules for good conduct. 
 
Do 
 
• Respect the contribution of other speakers. 
• Speak pleasantly and with courtesy to all members of the group. 
• Listen well to the ideas of other speakers; you will learn something. 
• Remember that a discussion is not a fight. Learn to disagree politely. 
• Respect that others have differing views and are not neccessarily `wrong'. 
• Think about your contribution before you speak. How best can you answer the question/ 
contribute to the topic? 
• Try to stick to the discussion topic. Don't introduce irrelevant information. 
• Be aware of your body language when you are speaking. Keep it `open' and friendly. Avoid 
gestures that appear aggressive. 
• Agree with and acknowledge what you find interesting. 
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• Stay with the topic. If the discussion does waiver, bring it back on topic by saying something 
like `Just a final point about the last topic before we move on' or `that's an interesting point, can 
we come back to that later? 
• Try to speak clearly. Don't whisper; even if you're feeling uncertain about your ideas or 
language. 
 
Don't 
 
• Don't take offence if a person disagrees with you. There will be times when other speakers will 
have different points of view. They may disagree with your ideas, and they are entitled to do so. 
• Don't ridicule the contribution of others. Don't use comments like `that's stupid', that's 
ridiculous, or `you're wrong'. 
• Don't try to intimidate or insult another speaker. 
• Don't use a loud or angry tone. Others will not want to listen to you if you are being aggressive. 
Use a moderate tone and medium pitch. 
• Avoid negative body language when speaking. Gestures like finger-pointing and table-
thumping appear aggressive. 
• Try not to dominate the discussion. Confident speakers should allow quieter students a chance 
to contribute. 
• Avoid drawing too much on personal experience or anecdote. Remember not to generalise too 
much. 
• Don't interrupt or talk over another speaker. Let them finish their point before you start. 
Listening to others earns you the right to be heard.  

Note Making 
                                         

        Effective note makers are efficient learners. Effective note making is a skill that each person 

develops over time and with practice to suit their own style of working. You will find some ideas 

to help you start on this path in this section.  

Effective note makers: 

x can recognize the main ideas 
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x know which information is relevant to their purpose 

x have developed a system that works for them  

x can keep it brief and may also use visual diagrams/mind maps/flowcharts  

x mostly use their own words (as well as specialist words)  

x record details of the source (bibliographic information such as author, date etc.)  

x capture the ideas and thoughts that come to mind as they listen or read. This could be 

how it relates to an assignment and how they might use it, questions to follow up, or 

critical comments. 

In summary, here are some 'do' and 'don't' tips: 

Do  

x Practice! Try taking brief notes from a television show you are watching, (e.g. a news 

item; short documentary), or from a short magazine article. 

x Translate information into your own words (paraphrase) and summarize  

x Record the bibliographic details of the source  

x Organize notes in some form (it could be as outlines, flowcharts, diagrams, lists, column 

styles)  

x Review your notes while the text or lecture is still fresh in your memory. Fill in any gaps 

you see or further thoughts. 

x Try other methods to record your notes such as recording your voice or typing on a laptop  

x Research note taking skills and experiment to develop a system that works for you! 

Don’t  

x Don’t try to write every word – select the major points and important information 

(especially if you are taking notes in a lecture)  

x Don’t write complete sentences, streamline with abbreviations and symbols, organise – 

leave out the small connecting words (such as was, the, this). 
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Why do we take notes? 
  To remember information from lectures, talks, books, etc. o  To provide a framework within 

which we can think about, organize and recall relevant points and ideas.  

Key questions to ask when making notes 

What does this mean to me? 

How does this relate to what I know? 

How will I use it? 

What are the KEY ideas? 

What are the important points? 

  

How to make notes 
 
Step 1: The students are required to read the passage to get a gist of the passage, to know what it 

is all about, or what the theme is. 

Step 2: The main idea or the central theme of the passage should be found out. 

Step 3: The important points related to the main theme are noted. 

Step 4: Add the sub-points which supplement the main points. There is no need to give 

examples. 

Step 5: Pay attention to the way you would like to present the notes. There is a proper format for 

note making you have to follow it and make your notes in the proper format.  

Step 6: Use abbreviations wherever necessary. Example: 

 

Read the following passage and make notes on it: 

 
Most robots of today consist of little more than a mechanical arm and a computer 

memory. The memory allows the arm to repeat a simple motion like moving a part from one 

work-bench to another. Because its memory can store a collection of such motions, the robot can 

switch quickly from one simple task to another. It will not complain of boredom, bulk at job 

demarcation lines, takes as tea-break or go sick. 
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This faithful servant is also a stupid one. It has no problem-solving intelligence. Also it 

lacks our senses that would alert it. If say, the part that it was meant to pick up was upside down 

- or not there at all. A robot is less capable than a man groping in the dark. At least a man can tell 

by touch if he merely bumps into something. 

Although robots are gradually gaining more senses and more brains, today's growth in 

robotics has come about largely because industry has learnt how to accommodate these mindless, 

mechanical workers. The automobile industry, which employs some sixty percent of the world's 

20,000 robots, has been leading the way to applications. 

That should be no surprise. Assembly-line production is repeated with the sort of simple, 

repetitive jobs that robots can do so well. Robots are being put to work loading and unloading 

conveyors, welding car bodies together and spray -painting the finished product. Parts of a car 

have long been carried to human workers on conveyor belts. It takes only a bit of careful 

engineering to ensure that the parts sent along to robots are presented in precisely the same 

position each time. Given that accommodation to their senseless, robots can boost productivity 

with their untiring speed, and boost quality with their mindless ability to do the same job in 

exactly the same way every time. 

Even smaller manufacturers are finding, places for robots in their factories. Some are 

simply using robots to perform tasks like loading and unloading moulds and presses, which are 

similar to the jobs, jobs robots do in assembly-line plants. Answer: 

 
 ROBOTS 

 

1. Today robots 

1.a. mechanical arm 1.b. 

computer memory 

1.b. i. repeat simple motions like moving a part from one bench to another 1.b. ii. Store 

collections of such motions 

2. Advantages 
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2.a. Switch quickly 

2.b. no boredom complaint 

2.c. no tea break 

2.d. bulk at job demarcation line 

2.e. faithful servant 

3. Disadvantages 

3.a. no problem-solving intelligence 

3.a. i. if a part is upside down - don't know what to do 

3.a. ii. Not equal to man 

4. Today's robots 

4.a. gain more senses and more "brains" 

4.b. industry learnt to accommodate 

4.c. automobile industry 

4.c. i. employs 60% of 20000 robots 

4.c. ii. Used in assembly line production 

4.c. ii. A. Simple, repetitive jobs 

4.c. ii. B. loading & unloading conveyors 

4.c. ii. C. welding car bodies 

4.c. ii. D. spray-painting finished products 

4.d. i. to boost productivity 

4.d. ii. Care to present parts precisely with their speed and mindless nature 

4.e. smaller manufacturers 

4.e.i. loading & unloading moulds and presses 

 

Read the following passage carefully and make notes. 

 

The work of the heart can never be interrupted. The heart's job is to keep oxygen rich 

blood flowing through the body. All the body's cells need a constant supply of Oxygen, 
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especially those in the brain. The brain cells live only four to five minutes after their oxygen is 

cut off, and death comes to the entire body. 

The heart is a specialized muscle that serves as a pump. This pump is divided into four 

chambers connected by tiny doors called valves. The chambers work to keep the blood flowing 

round the body in a circle. 

At the end of each circuit, veins carry that blood to the right atrium, the first of the four 

chambers 2/5 oxygen by then is used up and it is on its way back to the lung to pick up a fresh 

supply and to give up the carbon dioxide it has accumulated. From the right atrium the blood 

flows through the tricuspid valve into the second chamber, the right ventricle. The right ventricle 

contracts when it is filled, pushing the blood through the pulmonary artery, which leads to the 

lungs - in the lungs the blood gives up its carbon dioxide and picks up fresh oxygen. Then it 

travels to the third chamber the left atrium. When this chamber is filled it forces the blood 

through a valve to the left ventricle. From here is it pushed into a big blood vessel called aorta 

and sent round the body by way of arteries. 

Heart diseases can result from any damage to the heart muscle, the valves or the 

pacemaker. If the muscle is damaged, the heart is unable to pump properly. If the valves are 

damaged blood cannot flow normally and easily from one chamber to another, and if the 

pacemaker is defective, the contractions of the chambers will become un-coordinated. 

Until the twentieth century, few doctors dared to touch the heart. In 1953 all this changed 

after twenty years of work, Dr. John Gibbon in the USA had developed a machine that could 

take over temporarily from the heart and lungs. Blood could be routed through the machine 

bypassing the heart so that surgeons could work inside it and see what they were doing. The era 

of open heart surgery had begun. 

In the operation theatre, it gives surgeons the chance to repair or replace a defective heart. 

Many parties have had plastic valves inserted in their hearts when their own was faulty. Many 

people are being kept alive with tiny battery operated pacemakers; none of these repairs could 
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have been made without the heart -lung machine. But valuable as it is to the surgeons, the heart 

lung machine has certain limitations. It can be used only for a few hours at a time because its 

pumping gradually damages the blood cells. Answer: 

 

 

Heart 

1. Function of Heart 

i. Vital for living  

ii. Supplies oxygen rich blood to different parts of the body. 

2. Structure of the heart 

i. Divided 4 chambers connected by valves 

iii. Blood purified in the lungs 

iii.      Arteries carry pure blood to different parts of the body. 

3. Heart disease - cause 

i. Weak muscles 

ii. Defective valves 

iii. Defective pace maker 

4. History of open heart surgery 

i. 1953 - Dr. Gibbon invented Heart lung machine 

ii. Blood could pass through the machine 

iii. Enabled open heart surgery 

iv. Limitation 

a. Can be used only for a few hours at a time. 

b. Damages blood cells. 
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.3. INTENSIVE READING AND EXTENSIVE READING 

 

  Reading is an activity that can add someone’s knowledge about important news and also some 

new vocabulary items. Realizing the importance of reading, some collages make it as one of 

subject. There are two kinds of teaching reading; Extensive and Intensive. Extensive and 

Intensive are different in some cases. This article provides three differences between Extensive 

Reading and Intensive Reading; therefore Extensive Reading has more important purpose 

compared to Intensive Reading in broadening students’ knowledge. 

The first difference is that Extensive Reading covers large area, while Intensive Reading 

covers narrower area. According to Graham Stanley, Extensive Reading involves students 

reading long texts or large quantities for general understanding, with the intention of enjoying 

the texts. It means that students are given freedom to choose their own topic which they think are 

interested to be discussed. In this case, the students also have to find supported articles related to 

the topic in order to give them background knowledge, so that they know more about the topic 

they have chosen. It is different from Intensive Reading that does not allow the students to find a 

topic they like. The topic is given by the teacher. The students also do not necessary to look for 

supported articles because the topic which is chosen by the teacher is usually short and easy to 

understand. 

The second difference is about students’ activity in class. In Extensive Reading the 

students’ activity is more complex than in Intensive Reading. The students, in Extensive Reading 

class, usually are asked to write a summary after reading an article/ passage. As we know, 

writing summary is not an easy thing to do. It allows learners to assert full control, both of the 

main factual or fictional content of an article/ book, and of the grammar and vocabulary used to 

express it (Bell, 1998). Besides, the students also will do a short presentation on what they have 

read. By doing short presentation, the students will have knowledge of the right preparation, self- 

independence and autonomy (Bell, 1998). While in Intensive Reading, instead of writing 

summary and having presentation, the students are asked to answer some questions related to the 

topic which is given by the teacher. Usually, all of the answers are available on the text, so that 

the students only rewrite it. 
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The last, Extensive Reading will discourage the over- use of dictionary (Bell, 1998); on 

the contrary dictionary is a must in Intensive Reading. It is true that dictionary have an important 

place in reading activity, but as stated by Bell (1998) that the students will focus only on the 

language if they always consult the dictionary every time they find an unfamiliar word. They will 

not pay attention to the message conveyed. Bell also said that this habit will cause inefficient 

reading and destroy the pleasure that reading is intended to provide. Graham Stanley from 

British Council, Barcelona said that by avoiding dictionary, the students are expected to be 

encouraged to jot down the words they come across in a vocabulary notebook and they can look 

them up after they have finished reading. It will make the students guess the meaning based on 

the context. By doing this, the students are able to always remember the meaning of a word 

because they find it by themselves. Meanwhile in Intensive Reading, students have to find 

difficult words while they are reading. The frequency of using dictionary is often because in 

Intensive Reading, a text will be used to answer some questions, so the students have to know 

the meaning of all words in the text in order to make them easy to answer the questions. 

In conclusion, through doing complex activities, Extensive Reading can broaden 

students’ knowledge more than Intensive Reading. In Extensive Reading, students write 

summary and do presentation which lead them to minimize the use of dictionary. In opposition, 

the students’ activities in Intensive Reading are more limited. The activities depend on the 

teacher’s guidance only. This kind of activities wil l not encourage students to explore their 

abilities; they cannot broaden knowledge by themselves as well as in Extensive Reading. 

 
 

5.4. Check Lists - Yes/No Question Form 
  

The check-list ensures a systematic process of activities. It is essential to prepare a check list 

before an individual attempts to perform certain tasks without a hitch. Activities like applying for 

a passport, degree certificate from a university, college admission, attending an interview etc. 

require meticulous planning and minute details. The use of check list will ensure that everything 

is done properly to complete the task successfully. 
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Format 

1. Title of the check list. 

2. The interrogative form should be used. 

3. Yes/No boxes should be provided for each question. 

4. The questions should begin with the 'do verb, to or to have' verb. 
 
Example 

1. Write down a check list containing at least eight items to avert fire accidents in public 

functions conducted in temporary structures. 

1. Have I kept fire extinguishers ready? Yes/No 

2. Have I instructed every one not to burn anything inside? Yes/No 

3. Have I checked whether the structure is strong? Yes/No 

4. Have I inspected whether any highly inflammable items are found inside? Yes/No 

5. Have I checked whether the electrical wires do not touch the structure? Yes/No 

6. Have I told everyone not to smoke inside? Yes/No 

7. Have I nominated some persons exclusively for checking the safety arrangements? 

Yes/No 

8. Have I informed the organizers not to put any enclosures? Yes/No 

2. Write down a check list containing at least eight items to travel to United States of 

America. 

1. Have I taken the visa for travelling? Yes/No 

2. Have I confirmed my date of travel with the agent? Yes/No 

3. Have I changed the INR to rupees for expense? Yes/No 

4. Do I have taken the contact numbers of Indian Embassy? Yes/No 

5. Have I taken all the data that has to be loaded in the laptop? Yes/No 

6. Have I filled the emergency contact details in my passport in case of need? Yes/No 

7. Have I checked my health status with the doctor before I travel? Yes/No 

8. Have I taken a travel guide along with me for further details? Yes/No 
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Imagine you are the team leader of your branch and you are going to Mumbai for an 

industrial visit. Write a checklist. 
 

Checklist for an Industrial Visit 

1. Have I taken identity card? Yes/No 

2. Do I have the tickets safe? Yes/No 

3. Are all the documents taken? Yes/No 

4. Have I taken the confirmation letter? Yes/No 

5. Have I taken the visiting card of the Mumbai official? Yes/No 

6. Do I have enough money and the ATM card? Yes/No 

7. Have I taken my cellphone & charger? Yes/No 

8. Have I given necessary instructions to my team members? 

2. Imagine that you have to go to Bangalore to attend an interview. Make an eight-item 

checklist with a proper title for your own reference. 
 

Checklist for an Interview 

1. Have I taken the ticket? Yes/No 

2. Have I taken all the certificates & testimonials? Yes/No 

3. Have I taken the interview call letter? Yes/No 

4. Are all certificates arranged properly for easy reference? Yes/No 

5. Do I have a set of formal wear neatly packed? Yes/No 

6. Have I taken my project report? Yes/No 

7. Do I have enough money? Yes/No 

8. Do I have my Bangalore friend's contact number and address? Yes/No 
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5.5. Report Writing 
 

A report is an orderly, objective message used to convey information from one organizational 

area to another or from one institution to another to assist in decision making or problem solving. 

Just as letters, reports are a form of written communication. A report gives an account of what is 

seen, heard or observed. Reports convey the required information. There are many forms of 

reports. They are: 

1. Technical Reports. 

2. Laboratory Reports 

3. Research Reports 

4. Feasibility Reports 

5. Progress Reports 

6. Trip Reports, etc. 

In general, reports must be clear, concise and logical. 

Format of the Report 

> Purpose of the report 

> Introduction and statement of the problem 

> Method adopted for data collection 

> Summary / discussion 

> Conclusion / findings / recommendations if any 

> Bibliography 
 
Parts of the Report 
 

A formal report may include the following parts or elements: 
1. Title page 

2. Preface 

3. Letter of transmittal 
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4. Acknowledgements 

5. Table of contents 

6. List of illustrations 

7. Abstract / Executive Summary 

8. Introduction 

9. Methodology 

10. Discussion / Finding / Analysis 

11. Conclusion 

12. Recommendation 

13. Appendices 

14. References and Bibliography 

 

Note: In report writing, you must be as objective as possible. Do not approach the task with a lot 

of preconceived bias. 

 

For example: "I am going to prove that smoking is dangerous to your health." It is better to 

begin with a question in mind and then do the research to find answers to your question. For 

example, "Is smoking really dangerous to your health?" 

Model Report - I 

20.1.14 

To 

The President 

 Cauvery Industries Ltd 
 
Tiruchirappalli. 
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Sir, 
 

Sub: Feasibility of Flexible Working Hours 

This report concerns the feasibility of allowing workers to start and stop work at the times 

that suit them best, a practice known flex-time. Of course, we all understand that everyone would 

still work a total of 40 hours per week, as we do now. This idea of flexible working hours was 

first presented to the directors by some of our workers, many of whom have young children in 

school. 

The Personal Manager was asked to look into the question, and his study had two aspects. 

First, he looked at the experience of other companies, and second, he looked carefully at our own 

working arrangements. 

a. Parents of school-age children were able to fit their work hours to those of their 

children. 

b. Workers could choose to work during hours they could be most productive. 

c. Worker attitude improved because of more choice in work time. 

There were, however, some disadvantages as well. Sometimes there were not enough 

workers in some departments at crucial hours of the day, and it took a while to iron out confusion 

about schedules. 

Next, we asked all employees of our company to predict the hours they would probably 

choose to work. This information was then circulated to all head of department for comment. 

The department heads were asked to look in particular at possible problems and their solution. 

After studying all this information, a committee that included a representative from every 

department decided to try flex-time for a period of 3 months, starting February 1, 2014. At the 

end of that period, the committee will make a final decision. 
 
Yours faithfully, 
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                                       5.6. REPORT OF MEETING 

The two important documents connected with meetings are the agenda and the minutes. A 

few days before the meeting, the secretary circulates among the members a list of the items to be 

discussed at the meeting. This is called the agenda for the meeting. After the meeting, the 

secretary prepares a report on the decisions taken at the meeting. This report is called the minutes 

of the meeting. The minutes of the meeting have to be prepared with care as it is the authentic 

record of what happened at the meeting. It is essential that the minutes are brief and accurate. 

Look at the following agenda and minutes of a meeting of the United Printers' Association of 

South India. 

A) Agenda for the 14th meeting of United Printers Association of South India at Printers' House, 

Chennai on Monday, 06 January, 2014. 

1. Confirmation of the minutes of 13th meeting. 

2. Action taken on the minutes of the 13th meeting. 

3. Proposal to start a journal. (the report of the sub-committee appointed to study this 

proposal is enclosed) 

4. Need for import of printing machinery. 

5. Proposal to send a representative to the World Conference of Printers.) Minutes of the 

14th meeting of the United Printers Association of South India at Printers' 

House, Chennai on Monday, 06 January, 2014. 

Members present 

1. Mr. A.B. Prabhu (in the chair) 2. Mr. P. Narayana Pillai 

3. Mr. M.C. Jacob 4. Mr. K.N. Subramanian 
5. Mr. K.C. Patil  6. Mrs. Revathy Reddy 

Mr. N. Srinivasan could not be present. His telegram, expressing inability to attend the meeting, 

was read out. 
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1. The minutes of the 13th meeting were confirmed and signed. 

2. The members noted the action taken on the minutes of the previous meeting. It was felt 

that the work on the construction of two more rooms at the Printers' House should be 

expedited. 

3. The association, after a brief discussion, agreed to the recommendation made by the sub-

committee. The meeting decided to start the journal from March, 2014. An expenditure of 

Rs. 1 lakh was sanctioned for this purpose. 

4. The meeting decided to make representations to the government of India to allow import 

of printing machinery under open general license. A three-member delegation consisting 

of Mr. A.B. Prabhu, Mr. K.N. Subramanian and Mrs. Revathy Reddy was constituted 

to go to Delhi and make representations to the Ministry of Finance and the Ministry of 

Commerce. 

5. The meeting decided to send Mr. P. Narayana Pillai as its representative to the World 

Conference of Printers to be held at Berlin in June 2014. 

6. Mr. K.C. Patil suggested that the Association should open its membership to smaller 

printers with an investment of Rs.25,000/- and above. After a brief discussion the meeting 

decided to postpone this item till the next meeting. 

7. It was decided that the next meeting of the Association should be held in December 

2014. 

8. The meeting ended at 1.10 pm with a vote of thanks to the chair. 

 

 

 

Notice the following features of the minutes 

1. The Heading: The name of the organization, the number of the meeting, the time and 

place of the meeting are given in the headline. 

2. Names of the Chairman and the members present. 

3. Members absent, if any. Any communication received from them. 

www.studentsfocus.com



HS6251                                                                                                              TECHNICAL ENGLISH II 
 

SCE                                                                                                                                                      Dept of English (S&H) 
 
 

119 
 

4. Decisions of the meeting: Each item is mentioned in a separate paragraph. Decisions are 

recorded with precision. They are recorded in the order in which the items are mentioned 

in the agenda. 

5. Decision about the next meeting. 

6. Vote of thanks to the chair. 

(P)Write a report on a fire accident due to leakage of electric current in a ladies hostel where 

two electrical engineering students died. Also give a set of recommendations for preventing 

such accidents in future. 

21.01.14 

The Warden  

Tamarai Ladies hostel  

CP College of Engineering 

Chennai 
 

The Principal 

CP College of Engineering 

Chennai 

Dear sir, 

Sub: Report on the fire accident in the Ladies Hostel - reg. With reference to the intimation 

No.561/14 dated 19.1.2014, the Committee members constituted by you and I investigated the 

cause for the accident and have prepared a report with recommendations to avoid such 

incidences in future. The report is enclosed for your perusal. Thanking you, 
 
 
Yours faithfully, 

Mrs. Hemalatha Kumar 

 

 

Executive summary: 
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This is the report prepared on the request by the Principal. A committee was formed with 

the Warden of the Hostel as the convener to find about the exact cause of the fire accident which 

killed two final year students of the college on 26th January in the Ladies Hostel premises. The 

committee comprised the following members: 

1. Mrs. Jancy Nelson / Professor, Information Technology 

2. Mrs. Vijaya Krishnan / Associate Professor, EEE 

3. Mrs. Uma Balaji / Member, Parents' Association 

4. Mrs. Hemalatha Kumar / The Warden, Ladies Hostel (Convener) 

 

5. Description of the Incident: 

On 19.01.2014, when the inmates of the ladies hostel had finished their dinner and were 

in the study time, there occurred a sudden explosion. The girls and the Resident Counselor 

rushed out of their rooms. Fire and smoke was seen in room no.15 - the last room in the corridor. 

Screams were heard. Everybody rushed to the room and brought pales of water and poured on 

the fire. Fire extinguisher with the sand available was sprayed. The RC immediately dialed the 

fire service department and alerted the Security also. One girl, with presence of mind, switched 

off the main electrical supply for that wing of rooms. When the fire engine arrived, the fire had 

been almost brought under control. But, unfortunately, the two roommates who were in the room 

had been suffocated and they were brought out dead. The girls started crying on seeing the 

bodies. The bodies were shifted to the Government Hospital for post mortem and the necessary 

formalities. The parents of the girls were informed about the accident. Investigation details: 

The Management formed a Committee the very next morning and the Committee visited 

the site of the accident. The girls in the adjacent rooms were enquired. Their classmates 

confessed that the two girls were very studious and as they both were doing Electrical 

Engineering, they would be always doing something with circuits and wires. Probably, one of 

such experiments would have caused a short circuit and they might have overlooked that. 

During the explosion, heavy black smoke emanated from the room. The girls might have 

collapsed due to the sudden shock and suffocation. 
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It was the presence of mind of Ms. Jancy, that the fire was prevented from spreading to 

the neighborhood rooms. All the girls did their best. The combined effort of the RC, the girl 

students and the Security helped to bring down the situation under control. Management 

Responses: 

The Management immediately took all measure to inform the parents and the authorities 

concerned. They have done their best to give solace to the other inmates and the parents. 

Recommendations: 

More than 60% fires are of electric origin on account of electric short circuit, overheating, 

overloading, use of nonstandard appliances, illegal tapping of electric wires, improper electrical 

wiring, carelessness and ignorance, etc. Proper care should be taken and instructions should be 

scrupulously followed. If not done, it can lead to serious fire and fatal accidents. Also, electrical 

fires spread rapidly especially in buildings and cause loss of lives and property. 

1. The students should be prevented from doing electrical experimental work in the hostel 

premises. In case, they want to do, they should do it in the laboratories under the 

supervision of a tutor. 

2. All hostels should be installed with devices that would spray Carbon dioxide or dry 

powder in case of a fire accident. 

3. Students should be given training on using electrical goods properly. 

4. Training can be given on the ways to handle emergency situations. 

5. Care should be taken to use good quality fuses of correct rating, miniature circuit breakers 

and earth leakage circuit breakers. 

Conclusion: 

The fatal death of two girls has acted as an eye-opener to many living in hostels. 

Precaution should be taken by the authorities to prevent students misusing the facilities provided 

to them. It is also a revelation to students to be careful with electrical equipments. 
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5.7. Use of Clauses 

A group of words containing a subject and a predicate and forming the part of a compound or 

complex sentences are called as clauses. Independent clause 

If a clause can stand alone as a sentence, it is an independent clause, as in the following 

example. 

The Prime Minister is in Ottawa. 

Dependent Clause 

Some clauses, however, cannot stand alone as sentences: in this case, they are dependent 

clauses or subordinate clauses. Consider the same clause with the subordinating conjunction 

"when" added to the beginning. 

When the Prime Minister is in Ottawa. 

In this case, the clause could not be a sentence by itself, since the conjunction "when" 

suggests that the clause is providing an explanation for something else. Since this dependent 

clause answers the question "when", just like an adverb, it is called a dependent adverb clause 

(or simply an adverb clause, since adverb clauses are always dependent clauses). 

Note how the clause can replace the adverb "tomorrow" in the following examples: 

Adverb: The committee will meet tomorrow. 

Adverb clause: The committee will meet when the Prime Minister is in Ottawa. 

Dependent clauses can stand not only for adverbs, but also for nouns and for adjectives. Noun 

Clauses: 

A noun clause is an entire clause which takes the place of a noun in another clause or 

phrase. Like a noun, a noun clause acts as the subject or object of a verb or the object of a 

preposition, answering the questions "who(m)?" or "what?". Consider the following examples: 

Noun: I know Latin 

Noun clause: I know that Latin is no longer spoken as a native language. In the first 

example, the noun "Latin" acts as the direct object of the verb "know". In the second example, 
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the entire clause "that Latin..." is the direct object. In fact, many noun clauses are indirect 

questions: 

Noun: Their destination is unknown. 

Noun Clause: Where they are going is unknown. The question "Where are they going?" 

with a slight change in word order, becomes a noun clause when used as part of a larger unit - 

like the noun "destination," the clause is the subject of the verb "is". 

Here are some more examples of noun clauses: 

About what you bought at the mall. This noun clause is the object of the preposition 

"about", and answers the question "about 

what?" 

Whoever broke the vase will have to pay for it. 

This noun clause is the subject of the verb "will have to pay," and answers the question "who 

will have to pay?" 

The Toronto fans hope that the Blue Jays will win again. This noun clause is the object 

of the verb "hope", and answers the question "what do the fans 

hope?" 

Adjective clauses: 

An Adjective clause is a dependent clause which takes the place of an adjective in another 

clause or phrase. Like an adjective, an adjective clause modifies a noun or pronoun, answering 

questions like "which?" or "what kind of?" Consider the following examples: 

Adjective: The red coat. 

Adjective clause: The coat which I bought yesterday. 

Like the word "red" in the first example, the dependent clause "which I bought yesterday" 

in the second example modifies the noun "coat". Note that an adjective clause usually comes 

after what it modifies, while an adjective usually comes before. 

In formal writing, an adjective clause begins with the relative pronouns "who(m)," "that", 

or "which." In informal writing or speech, you may leave out the relative pronoun when it is not 
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the subject of the adjective clause, but you should usually include the relative pronoun in formal 

academic writing: 

Informal: The books people read were mainly religious. 

Formal: The books that people read were mainly religious. 

Informal: Some firefighters never meet the people they save. 

Formal: Some firefighters never meet the people whom they save. 

Here are some more examples of adjective clauses: 

The meat which they ate was tainted. This clause modifies the noun "meat" 

and answers the question "which meat?" 

About the movie which made him cry This clause modifies the noun 

movie and answers the question "which movie?" 

They are searching for the one who borrowed the book The clause 

modifies the pronoun "one" and answers the question "which one?" 

Did I tell you about the author whom I met? The clause modifies the noun 

"author" and answers the question "which author?" Adverb clauses: 

An adverb clause is a dependent clause which takes the place of an adverb in another 

clause or phrase. An adverb clause answers questions such as "when?", "where?", "why?", "with 

what goal/result?", and "under what conditions?" 

Note how an adverb clause can replace an adverb in the following example: 

Adverb: The premier gave a speech here. 

Adverb clause: The premier gave a speech where the workers were striking. 

Usually, a subordinating conjunction like "because," "when(ever)," "where(ever)," "since," 

"after," and "so that", will introduce an adverb clause. Note that a dependent adverb clause can 

never stand alone as a complete sentence: 

Independent clause: They left the locker room. 

Dependent adverb clause: After they left the locker room. The first example can easily 

stand alone as a sentence, but the second cannot - the reader will ask what happened "after they 
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left the locker room". Here are some more examples of adverb clauses expressing the 

relationships of cause, effect, place, time, and condition. Cause 

Hamlet wanted to kill his uncle because the uncle had murdered Hamlet's father. 

The adverb clause answers the question "why?" 

Effect 

Hamlet wanted to kill his uncle so that his father's murder would be avenged. 

The adverb clause answers the question "with what goal/result?" 

 

Time 

After Hamlet's uncle Claudius married Hamlet's mother, Hamlet wanted to kill him. 

The adverb clause answers the question "when?". Note the change in word order - an adverb 

clause can often appear either before or after the main part of the sentence. Place 

Where the whole Danish court was assembled, Hamlet ordered a play in an attempt to 

prove his uncle's guilt. 

The adverb clause answers the question "where?" 

Condition 

If the British co-operate, the Europeans may achieve monetary union. 

The adverb clause answers the question "under what conditions?" 

I. Combine each of the following pairs of sentences using appropriate relative pronouns or 

adverbs. 

1. This is a powerful motor. The motor is an imported one. 

Ans: This is a powerful motor which is an imported one. 

2. My uncle is a lucky man. Fate smiles on him in all his ventures. 

Ans: My uncle is a lucky man on whom fate smiles in all his ventures. 

3. The jellyfish is an animal. It doesn't have a skeleton. 

Ans: The jellyfish is an animal which doesn't have a skeleton. 

4. That's the girl. Her brother is a famous musician. 

Ans: That's the girl whose brother is a famous musician. 
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5. This is the pen. It was presented to me on my birthday. 

Ans: This is the pen that was presented to me on my birthday. 

6. He is a project leader. Many trainees admire him. 

Ans: He is a project leader whom many trainees admire him. 

7. I visit the park every day. I can get some fresh air. 

Ans: I visit the part every day where I can get some fresh air.  

II. Identify whether the bolded part in the following sentences are dependent clause           

or independent clause: 

1. If you don't fix the car, it will continue to leak oil. (independent clause) 

2. While the car is being fixed, we will need to take the bus. (dependent clause) 

3. I can't go to the movies since I don't have any money. (dependent clause) 

4. Whether he attends the party or not, I have decided to go. (dependent clause) 

5. I will stop playing the drums when you go to sleep. (independent clause) 

 

  

5.8. Vocabulary - Collocation 

Definition: 

Collocation refers to a group of two or more words that go together. A simple way to think of 

collocation is to look at the word 'collocation' itself: co-means together - location means place. 

The combination just sounds right for native speakers. In order to naturalize our language and 

make it seem equivalent to the native speaker, it is important that the second language speakers 

learn the usage of collocations. 

Why do we collocate words? There is no specific reason. In spoken and written 

communication, very often, certain words are grouped together. Most often the verbs 'make' and 

'do' combine with many nouns. 

e.g.     I made a cup of coffee. 

I did my weekly shopping yesterday. 

Types of collocation 
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There are a large number of collocations and learning them will help a new learner to use the 

language frequently. Collocations can be adjective+adverb, noun+noun, verb+noun and so on. 

Below you can see seven main types of collocation in sample sentences. 

1. Adverb+adjective 

a. Invading that country was an utterly stupid thing to do. 

b. We entered a richly decorated room. 

c. Are you fully aware of the implications of your action? 

2. Adjective + noun 

a. The doctor ordered him to take regular exercise. 

b. The Titanic sank on its maiden voyage. 

c. He was writhing on the ground in excruciating pain. 

3. Noun+noun 

a. Let's give Mr Jones a round of applause. 

b. I'd like to buy two bars of soap please. 

4. Noun + verb 

a. Snow was falling as our plane took off. 

b. The bomb went off when he started the car engine. 

5. Verb + noun 

a. The prisoner was hanged for committing murder. 

b. I always try to do my homework in the morning; after making my bed. 

c. He has been asked to give a presentation about his work. 

6. Verb+expression with preposition 

a. We had to return home because we had run out of money. 

b. Their behavior was enough to drive anybody to crime. 

7. Verb + adverb 

a. She placed her keys gently on the table and sat down. 

b. Mary whispered softly in John's ear. 

I . Fill in the blanks with the appropriate collocation given in brackets. 
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1. To take (take/treat/say) someone for granted. 

2. Final (ending/late/final) warning. 

3. To catch (suffer/catch/feel) cold. 

4. To play (make/set/play) tricks on someone. 

5. To keep your fingers crossed (folded/crossed/twisted) 

6. To run (maintain/make/run) a business. 

7. To break (break/crack/clash) a news. 

8. To commit (create/serve/commit) a crime. 

9. To give (make/give/present) an offer. 

10. To reach (hit/reach/achieve) a decision. 

II. Give the correct collocation with the help of the meaning given: 

1. To be fired from an employment - get the sack. 

2. To conduct something that is illegal - break the law 

3. To enjoy oneself greatly - have a great time 

4. To decline some offer - dismiss an offer 

 

 

                                                          QUESTION BANK 
HS6251 - Technical English - II 

PART A & PART B Question Bank 
                   PART - A 

 
 
 
 
Fill in the blanks with the past simple form of the verb in parentheses. 
 
1. A mosquito ___________ (bite) me! 
2. Grandpa ___________ (catch) eight fish on our fishing trip. 
3. When Whitney stepped in the gum, her flip-flop ___________ (stick) to it. 
4. They ___________ (wake) up at 4:30 a.m. to catch their 7:00 flight. 
5. We ___________ (fly) from New York to Atlanta for the conference last month. 
6. My stomach ___________ (feel) strange for hours after I ate that old bread. 
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7. Stephanie ___________ (give) her sister a CD for her birthday. 
8. Ben and Matt ___________ (make) a movie about a really smart janitor at Harvard. 
9. The dog ___________ (dig) a hole in the yard. 
10.I stepped in the hole and ___________ (break) my ankle. 
 
  
Fill in the blanks with the past participle of the verb in parentheses. 
 
 
1. Have you ___________ (see) my keys? I can’t find them anywhere. 
2. I have never ___________ (be) to New Orleans. 
3We hadn’t ___________ (grow) tomatoes before last summer. 
4. Has she ___________ (hold) hands with her new boyfriend yet? 
5.Our team hasn’t ___________ (lose) a game yet this season. 
6. Have you ever ___________ (meet) a celebrity? 
7. Has he ___________ (sell) his car yet? 
8.They haven’t ___________ (speak) in years. 
9.He hadn’t ___________ (throw) a baseball in ages, but he 
still remembered how. 
10.Have you ___________ (find) your keys yet? 
 
Change each sentence into active voice. 
 
  
1. The football was kicked by Luke. 
2. The knife was left on the table by Julie. 
3. The milk had been knocked over by a cat. 
4. The car had been driven into a wall by a naughty child. 
5. The windows had been washed. 
 
Change each sentence into passive voice. 
 
 
1The actors had performed the play by Shakespeare. 
2. A stone smashed the window. 
3. The boys pushed the tree over. 
4. James climbed the ladder. 
5. Sam baked a big cake. 
 
Frame sentences for the given Homophones 
 
1. allowed (permitted) / aloud (spoken)  
2. altar (raised center of worship) / alter (to change)  
3. bare (naked) / bear (animal; withstand)  
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4. bark (outer sheath of a tree) / barque (square rigged sailing ship)  
5. baron (minor royalty) / barren (unable to bear children)  
6. Barry (a man's name) / berry (small fruit) / bury (to take under)  
7. ceiling (top of the room) / sealing (to close a package or envelope)  
8. cell (a small room) / sell (to exchange for money)  
9. cellar (under a house) / seller (one who sells)  
10. dos (opposite of don'ts) / dues (membership payments) 
Fill in the blanks with suitable Modals: 
 
 
1. She _______ drive . (ability) 
2.2. I _______ go(necessity) 
3.3. You _____ call him (advice) 
4. ______ you help me with this report. (request) 
5. You ____ stay here(permission) 
6. I ____ like to see her(desire) 
7. He ___ be at the tennis club now. ( probability) 
8. She ____ leave soon. (possibility) 
9. You ____ have called her. (advice) 
10. Maria ____ go to bank today  
(strong necessity) 
 
Frame a sentence for the given phrasal verbs: 
 
1. ask around 
2. add up tp 
3. blow up 
4. break in 
5. break up 
6. call around 
7. call on 
8. come down with 
9. come across 
10.drop back 
11. cut off 
12.fall apart 
13.get together 
14. give away 
15.get around 
16.find out 
17.go ahead 
18.run over 
19.run awAy 
20.turn down 
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Combine the sentences using cause & effect expressions: 
 
1. you cannot go to America. You know a little English 
2. The film is long . The book is thrilling and well. 
3. He will get the job. He passes his exam first. 
4. The girls stayed out. The godmother is very clear about the consequences. 
5. You can go out tonight. You don't come back too late. 
6. I will send back your money. I find a job. 
7. It rained heavily. I stayed at home. 
8. She took a taxi. She hurried the spot on time. 
9. She was selected. She answered all the questions. 
10. Hurry up. You will miss the train. 
11. Jill went to the mill. She had to pay the bill. 
12. Joe called her loudly. He was in great trouble. 
13. The parents were very delighted. Their daughter was the rank scorer. 
14. Joe went to the store. He needed food. 
15. You must tell the truth. The problem is severe. 
16. The writer was rewarded. The book he wrote was a tremendous hit. 
17. He was in a great trouble. He took things easy. 
18. The stranger decided to go. He did not find out the address. 
19. The machines were repaired. The machines did not work. 
20. The owner lost his hope. The production is less. 
 
 
Connect the sentences with connectives: 
 
1. I don't know ________ 
2. We should speak truth ____ 
3. She had told me _____ 
4. When the sun sets____ 
5. While he is at work ________With Correlating Conjunctions 
6._____ you should go there ___ I should go 
7. Peter can ____ play football ___ do swimming 
8.Not only Kate is good ___ she is honest 
9. They ____bought shares in the market ___ sold it. 
10.He checked ___ he is alive __ not. 
11._____ he is honest 
12._____ she could not attend the examination. 
13.___ cannot succeed in life 
14._____They would fall ill. 
15.____ she would not attend the party. 
16. Rahul knows __ prem is not honest 
17. Prasanth told the truth ____ he knows 
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18. Gopal is the boy ___ broke the window 
19. I do not know __ the train leaves 
20. Arun noticed ___ he went. 
 
Frame a sentence for the given idioms: 
 
1. all off a sudden 
2. all the same 
3. as a rule 
4. as for 
5. be broke 
6. at this point 
7. be in charge of 
8. be on ones way 
9. be in bad shape 
10.be in poor health 
11.do ones best 
12.ecery other 
13.used to 
14.get in touch with 
15.out of date 
16.every now and then 
17.in advance 
18.in other words 
19.keep in mind 
20.make fun of 
 
Change one form to another: verb noun adjective adverb 
 
1. act 
2. affect 
3. attract 
4. Beautify 
5. Brighten 
6. Compare 
7. Construction destroy 
8. Demonstrate 
9. Delete 
10. Determine 
11. Extend 
12. Force 
13. Object 
14. Preferable repeat 
15. Select 
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16. Relax 
17. Succeed 
18. Specify 
19. Unite 
20. Waste 
 
Give the numerical expressions 
 
1. An auditorium with a capacity of 500 persons 
2. A distance of 44 kilometers 
3. A DC supply of 240 volts 
4. An expedition of three weeks 
5. A seminar for 5 days 
6. A workshop for 8 days 
7. a. pipe length of 12 meter 
8. A rod of 5 feet 
9. A tower of 35 feet height 
10. A can capacity of 12 gallons 
11. A drum of 56 liters 
12. A travel of 2 kilometers 
13. A trip for 5 days 
14. A project for 7 months 
15.  A training for 1 year 
16. A visit for 4 days 
17. a  project of 5 lakhs 
18. an awareness programme for 2 weeks 
19. a workshop for 10 days 
20. an inplant training for 2 months. 
 
 
 
 

1.Match the words in column “A” with their meanings in column “B”: 

i)a. Cramped  i) take people into service on contract 

b. Stagnant  ii) variety; having differences 

c. Recruit    iii) confined within narrow limits 

d. Diversity iv) not moving or changing 

   v) a condition caused by magical powers 

www.studentsfocus.com



HS6251                                                                                                              TECHNICAL ENGLISH II 
 

SCE                                                                                                                                                      Dept of English (S&H) 
 
 

134 
 

ii) 

 a) Mandatory- make certain 

b) Ascertain- compulsory 

c) Infrastructure- feasibility 

d) Viability -building 

iii) 

 a) Benevolent - Save 

b) Regulations - Clear 

c) Lucid - System  

d) Redeem - Kind 

iv)  

a) Affluent -deadlydanger 

b) Uranium -bring goods from foreign country 

c) Fatal -abundant: rich 

d) Import- metallic element 

v)  

a) Amalgamation -giving out rays 

b) Chip - Device composed of silicon  

c) Radiation -bring together  

d) Depletion- getting completely exhausted 

vi) 

a) Permeability- not belonging to the earth. 
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b) Core - accumulation of people 

c) Extra terrestrial -passing through 

d) Congestion- inner most part 

4. Fill in the blanks with correct tense forms of the verbs given in the brackets: 

1. Rajesh ________ (work) as a farmer in a village near Salem till June 1990. In July 1990, he 
________ (change) his profession. After the change, he ______ (migrate) to Chennai and 
through hard work he became rich. At present, he _______ (be) the owner of two factories in the 
city. 

2. An interesting problem _____(face) in the early days _____(be) about how they ____(keep) 
the supply of water even when the train _____(stop) at the station. 

3. (set, free, cry, go, discover) 

A falconer, one day------ a partridge in the nets. He------ out to trap some birds. As he------- is 
prey, the bird ----- out, “Please, friend let me ------. If you------ me, I promise, you shall have all 
you want in life.” 

4. From the economic point of view, solar cookers_________(be) the ideal cooking devices for 
rural India. But when one_____(consider) the time factor, they______ (prove) to be very 
disappointing. The community type hybrid solar cooker_______ (design) bearing in mind both 
cost and time as the two deciding factors. 

5. In October 1900, therefore, the Wright brothers were_____(fight) with the mosquitoes and 
cold among the dunes at Kitty Hawk. They _______(choose) this spot because Washington’s 
weather bureau tables ______(show) it to have steady 20 mph winds. 

6. A falconer one day _____(discover) a partridge in the nets. He ____(set) out to trap some 
birds. As he _______(approach) his prey, the bird ____(cry) out “please, friend let me ____(go). 
If you ____(free) me, I promise you, I ____(lure )many other partridges into your nets. “No “, 
_____(reply)the falconer. I_____ (set) you free, but you will deserve your fate. 

7. At Chernobyl,the accident __________(occur)while the operators ____________(carry) out a 
test on the tube generator. There _________(be) some serious violations of basic operation rules. 
No less than seven specific violations___________(take)place. 

8.The rain god ___________(fail)us once again. The paddy crops___________(die).The 
farmers____________(find)it difficult to make both the ends meet. If the situation________ 

___________(continue)like this, they will have to suffer for months together. 
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9.Thinking ahead___________(be)the privilege given to man alone. Man _________(learn)from 
the past experience,___________(analyze)the present and ________(plan)for the future. 

10.Srinivasa Ramanujan_____________(be)a great mathematical genius.He___________ 

(accept)a clerical position in the Madras Port Trust Office. While he __________(work)as a 
clerk, he __________(write)to G.H.Hardy of Cambridge University a letter that was to change 
his life. 

1. Cotton _____(catch) fire easily. 

2. He has _____(never wear) glasses all his life. 

3. If I had received your letter, I _____(reply) . 

4. He _____ (prepare) for the GATE now.  

5. You__________now as Mr.Robert’s assistant,aren’t you(work). 

6. She _______the television continuously for four hours when she 
____________headache.(watch,develop) 

7. How can we _______what he________?He __________a compulsive liar(accept,say,be) 

8. My brother ________a lot of money now but he ___________everything(earn,spend) 

9. Sheela ________college everyday by car but today she__________by bus,as her father 

__________the car to office.(go,go,take) 

10.He _______in New Delhi for 10 years and after that he_________to London(live,move) 

7. Rewrite the following expressions using numerical adjectives: 

a. a tank with a capacity of 2000 litres 
b. a committee of 6 members 
c. a project proposal for 10 crores 
d. an engine with 100cc power 

e. a weight of six quintals. 

f. a distance of three hundred miles. 

g. a dowry of six lakh rupees. 
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h. a speed of five hundred miles 

i a dam of twelve gates. 

j. a tour of two hundred days. 

k. a ship of four hundred meters. 

l a compensation of five lakh rupees 

8. Rewrite the following pairs of sentences into one by using appropriate cause and effect 
expressions: 

1. The price of petrol has gone up. The essential commodities have become costlier. 
2. A nail has pierced the tyre. It has become flattened. 
3. Vertical boilers have been installed in the factory.Only a limited floor space is available. 
4. National criteria for handling wastes have not been fixed.Traders take full advantage of 

it. 
5. Recycling and disposal of wastes require sizable expenditure.In such situations,industries 

Preferred to export their wastes to other countries. 

1. The reprocessing units in our country are far below the standard of efficiency.The 
environmentalists suggest a blanket ban on the import of wastes. 

2. There is a considerable increase in the number of industries.The quantum of wastes has 
also increased. 

3. The earth’s ice cover is melting at high rates.Polar regions are warming faster than the 
planet as a whole. 

4. Safety precautions were not observed.There were many accidents in the factory. 
5. Several new blocks of buildings have been built there.The huge canopy of trees has sia 

8. Combine the following sentences using the expressions to show the idea of purpose: 

1. Safety instructions are given in symbols. People can quickly comprehend them. 
2. Pure feed water is used. This prevents the formation of deposits. 
3. Underground cable: carry electricity to towns. 
4. A telescope: view stars and other celestial bodies. 
5. CTS: conducted a three hour test. 
6. Internet browsing: Information is collected for many reasons. 
7. Tamil Nadu government: scrapped the entrance testto help rural boys and girls. 
8. Improvement examinations cancelled. Such students gain undue advantage. 
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10. COMPLETE THE FOLLOWING SENTENCES SUITABLY:  

1. If I were the captain of the Indian cricket team______________________________. 
2. If there had been drought in Coimbatore___________________________________.  
3. If the weather is good,____________________________ 
4. If the water is pure,____________________________ 
5. If I were a millionaire,_____________________ 
6. If I won a lottery,________________________ 
7. If the work had not been finished on schedule,_________________________ 
8. If the whole operation had not been planned carefully in advance,_________________ 
9. If the pressure in the boiler rises high,__________________________ 
10. If there is a power breakdown,_______________________________ 
11. If the isotopes are not shielded properly,_______________________ 
12. If the plane crashed,_______________________________ 
13. If he contested the election,________________________ 
14. If you had approached him________________________ 
15. If you had rung the bell,__________________________ 

 

12. CHANGE THE FOLLOWING INTO PASSIVE VOICE:  

1. Ramya will present her research topic at the conference. 
2. India defeated Pakistan in 1971 war. 
3. The committee is considering action on the bill.  
4. Oxford has published a new book on Etymology. 
5. Somebody has stolen the spare parts. 
6. We can motorize the pump. 

14. GIVE EXTENDED DEFINITION FOR THE FOLLOWING:  

1. Bacteria 

1. Osmosis 
2. Antibiotic 
3. Triangle  
4. Nuclear reactor  
5. System software  
6. Food processor  
7. Hard disk  
8. Laptop  
9. Satellite  
10. Rocket  
11. Miller  

www.studentsfocus.com



HS6251                                                                                                              TECHNICAL ENGLISH II 
 

SCE                                                                                                                                                      Dept of English (S&H) 
 
 

139 
 

12. Caterpillar  
13. Electronics  
14. Projector  
15. Processor  
16. Submarine  
17. Pillar  
18. Concrete  
19. Miller  

17. MAKE ANTONYMS OF THE FOLLOWING WORDS BY ADDING SUITABLE 
PREFIXES:- 

a. -------- nutrition 

1. -------- reconcilable  

c. -------- accountable 

1. -------- normal  

a. -------- associate 

b. ---------repairable 

c. -------- typical 

d. --------- aided 

1. -------- structure  
2. -----pass  
3. -----confidence  
4. ------division  

1. ----tension  
2. ---apply  
3. -----scopic  
4. -----form  

1. ---lingual  
2. ---assuring  
3. ---critical  
4. ----laterally  

1. -----sales  
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2. ----write  
3. -----cast  
4. -----hold  

      1. --- moral 

       2. --- fortune 

       3. --- suitable 

      4. --- legal  

 

20. GIVE SENTENCE DEFINITION FOR THE FOLLOWING:  

1. A resistor 
2. A Calculator 
3. A computer Program 
4. Thermometer 
5. Robot 
6. Micro flim 
7. Photo copier 
8. Nuclear reactor 
9. Artificial Intelligence. 
10. Lubricant 

 

 
 
                                                   PART –B 
 
Letter Writing 
 
1Write a letter of application to The HR manager, Dell Info Systems, Bangalore for the post of 
Software Quality Tester. 
2.To Ford, Bangalore for the post of Chief Mechanic. 
3.To L&T for the post of Chief Supervisor 
4.To Pentium for the post of Software Engineer 
5.To ABC Computer Centre for the post of System Administrator 
6.To ABC Consultancy for the post of Civil Engineer 
7.To Honda for the post of Chief Automobile engineer. 
8.Post your CV to HR Dept, Exclusive software, Chennai for the post of Marketing agent 
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9.To the Editor of “Hindu” ,Chennai complaining of noise pollution in your locality 
10.To the Editor of “Hindu” ,Chennai complaining ragging in your locality 
11.To the Editor of “Hindu” ,Chennai complaining conveyance problem in your locality 
12.To the Editor of “Hindu” ,Chennai complaining inadequate power  
13.To the Editor of “Hindu” ,Chennai complaining frequent power failure  
14. To the Editor of “Hindu” ,Chennai complaining theft  
15.To the Editor of “Hindu” ,Chennai complaining on using mobile phones while driving 
16.To the Manager of a bank about the problems you face in using your ATM card 
17.To the HR manager of an automobile company in Chennai to visit the manufacturing unit  
18.Application for the post of junior Engineer to the Divisional Engineer, Mambalam Divisions, 
Chennai Telephones. 
19Applications for the post of Chief Engineer of Public works Dept. 
20.TO Chief Engineer of Public works Dept. To make you a member of the technical  
committee on Road Developments. 

20.You happen to live in an area where political meetings are held frequently. Write a letter to 
the editor of a newspaper highlighting the problems experienced on account of noise pollution 
and suggest steps that must be taken to solve the problem.  

21.Read the following advertisement published in “The Hindu” dated 29.3.2004 and write a 
letter of application.  

Hyundai a 50 crorre plus company, the leader in the automobile industry requires the following 
personnel: 

Deputy Manager, Design and Development 

Requirements: B. E/ B. Tech. graduates with 10 to 12 years of experience in industry 

Apply to: 

Human Resources Department 

‘HYUNDAI’ Auto Limited 

14, West Bank Street 

M.M. Nagar  

Chengalpattu District. 

. 
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22.Write a letter to the HRD Manager of Karur Vysya Bank, Anna Salai, Chennai-600 017, 
applying for the post of system Manager. Add a separate resume to your covering letter.  

 23.Write a letter to the editor of a leading English newspaper about the sufferings of office goers 
and school children who use the public transport. 

. 

23.Read the following advertisement. Write a job application letter with a resume. Assume 
suitable address and qualifications. 

PMR Software Technology Pvt., Ltd., 

Anna Nagar, 

Chennai- 600 040 

Phone : 4350042\458998 

Career Opportunities for Engineers/ Software Engineers 

We are a fast growing company in the field of Software. We require qualified Engineers / 
Software Engineers in the following areas:- 

x System Administration  
x Web Server Administration  
x C++,VC++, VB, CAD  
x JAVA services, JAVA Swing etc.,  

 
Required Qualifications:-  

§ B.E/B. Tech with at least 70% marks 

§ 3 years real time work experience preferred 

§ Excellent Communication Skills 

 
 
 
Report Writing  
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1. Write a report on aircraft accident happened in Washington to the manager of  National            
Insurance Agency 
2On a fire accident in a cotton mill 
3. On starting a new showroom for two wheelers 
4. On starting a new showroom for four wheelers 
5. On starting a new course in a college 
6. On starting a new project in a college 
7. Survey report on consumers perceptions towards junk food 
8. To open a food court in the specified locality. 
9. On sales of a specific garments 
10. On sales of a specific mobile phone 
11.On sales of a specific two wheeler 
12. On sales of a specific ball point pen among the youngsters 
13. On improving a result 
 14.  On school drop outs 
15.On road accident near by your home 
16. On leakage of electric current in your hostel 
17. On reading habits of engineering students 
18. On strategies to coach the first graduates 
19. On enhancing the reading habits among students 
20. On starting a course for placement in your college 
21.  On the fire accident that took place the previous week. Invent necessary details. 
 
 
 
Checklist 
 
1. Write a checklist for travel to Ooty 
2. For organising a Conference 
3. For organising a Workshop 
4. For organising a Paper presentation 
5. For organising a Seminar 
6. For organising a TechnicalSymposium 
7. For organising a Sports Day 
8. For organising a College Day 
9. For organising a Science Exhibition 
10. For organising an Awareness programme 
12. To attend an interview 
13. To start a new business 
14. To select a college 
15. A trip to 20 USA 
16. To a friend who has come from USA 
17. To a friend who likes to join an Engineering college 
18. To a friend who stay at hostel 
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19. To maintain a laptop cricket 
20. To maintain a temporary structure 
21. Imagine that you have to go New Delhi to appear for an interview. Make an eight- item 
checklist with a proper title for your reference.  
22.Prepare a checklist that consists of ten items to be checked before you leave your house for a 
long tour. 
23.Prepare a checklist before appearing for the University Examinations.  
24.Prepare a checklist for applying education loan.  
25.Prepare a checklist for applying for a passport. 
26.Prepare a checklist for going abroad for higher education. 
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QUESTION PAPER 
 

 
 
 
 

B. E. / B.Tech. DEGREE EXAMINATIONS 2014 

SECOND SEMESTER 

HS6251 – TECHNICAL ENGLISH II 

(Common to All Branches) 

Regulations 2013 

                                                          MODEL QUESTION PAPER 

Time: Three hours                                                                                                Maximum: 100 marks 

                                                            Answer ALL the questions 

                                                            PART – ‘A’ (10 x 2 = 20) 

1. Rewrite the following as numerical expressions. (4 × ½ = 2) 

a. A team consisting of three men 

b. A bulb with a power of 100 watts 

c. A period of 45 minutes 

d. A book with eighty pages 

 

2. The underlined words in the following sentences are homonyms. 

 Use any two of them in sentences of your own, each with a meaning different from the meaning 
given.                                                                                                             (2 × 1 = 2) 

Names in the right hand column of the register, please! And place your bags under the 

light please! 
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3. Complete the following conditionals with the correct forms of the verbs (4 × ½ = 2) 

a. If I were a pilot, I __________________ (fly) around the whole world. 

b. If she __________ (be) more careful, she would not have been involved in the accident. 

c. If I do not get a bus, I __________ (take) an auto to work. 

d. If it ____________ (not stop) raining, the match will be abandoned. 

 

4. Rewrite the following in their passive form. (2 marks) 

Computers have definitely transformed our classrooms. The use of computers in the 

classroom enhances the learning experience of students. 

 

5. Fill in the blanks with suitable modal verbs choosing from the list given: (4 × ½ = 2) 

can, should, must, may, would 

You __________ come for the fitness camp if you want to get back in shape. You will be 

provided with food at the camp but you ______ bring snacks like whole grain biscuits if you 

wish. However fried snacks will not be allowed. You _______ use cell phones in the camp, but 

you ___________ switch them off during the exercise and yoga sessions. 

 

6. Make sentences using any two of the following phrasal verbs. (2 × 1 = 2) 

(a) break down (b) catch up (c) drop out (d) give in 

 

7. Combine the given two sentences into one sentence using appropriate clause. (2 × 1 = 2) 

a. People live in the Arctic region. They are called Eskimos. 

b. We travelled to a village. The village is near Madurai. 
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8. Choose the right option to complete the given idiomatic sentences. (4 × ½ = 2) 

i. The management of the PSU offered a golden handshake to many of their aged 

employees as they _____________________________________________ 

(a) wanted to be polite to them 

(b) wanted to give them gold 

(c) wanted to cut down on the man power 

(d) wanted to make them happy 

ii. People took Pooja’s words with a pinch of salt because _______________________. 

(a) they found she was not 

completely dependable 

(b) they had a salt deficiency 

(c) they found her words too bland 

(d) they found her too sweet 

iii. He stood his ground in support of his friend ________________________________. 

(a) because there was an 

earthquake 

(b) in spite of several family 

interferences 

(c) since his friend was going to faint 

(d) as there was a flood. 

iv. The film hit the box office with a flying start as _____________________________. 

(a) it had a very poor collection 

(b) the cinema halls were empty 

(c) there was poor reception from the 
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audience 

(d) collected the highest revenue on day 1. 

9. Fill in the blanks with right options to complete the collocations. (4 × ½ = 2) 

i. Youngsters today seem to prefer ___________ food. 

(a) quick (b) fast (c) rapid (d) speed 

ii. She ________ tears when she heard the news. 

(a) burst into (b) blew up in (c) burst away (d) blew away 

iii. Working mothers often find that they are unable to __________ time for their children. 

(a) waste (b) save (c) spare (d) spend 

iv. He wasn’t sure if he would get an appointment but he was willing to go to the CM’s 

office and take a ____________. 

(a) opportunity (b) choice (c) break (d) chance 
(b)  

10. Choose any one word from the following and write two sentences using the same word, one 

in noun form and the other in verb form.                                                    (2 × 1 = 2) 

(a) guarantee (b) report (c) impact 
(b)  

                                                    PART B (5 × 16 = 80) 

11. Answer both sections (i) and (ii) 

(i) Read the following passage and answer the questions given below: (10 marks) 

(1) There are two types of diabetes, insulin-dependent and non-insulin-dependent. 

Between 90–95% of the estimated 13–14 million people in the United States with diabetes have 

non-insulin-dependent, or Type II, diabetes. Because this form of diabetes usually begins in 

adults over the age of 40 and is most common after the age of 55, it used to be called adult-onset 

diabetes. Its symptoms often develop gradually and are hard to identify at first; therefore, nearly 

half of all people with diabetes do not know they have it. For instance, someone who has 
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developed Type II diabetes may feel tired or ill without knowing why. This can be particularly 

dangerous because untreated diabetes can cause damage to the heart, blood vessels, eyes, 

kidneys, and nerves. While the causes, short-term effects, and treatments of the two types of 

diabetes differ, both types can cause the same long-term health problems. 

(2) Most importantly, both types affect the body's ability to use digested food for energy. 

Diabetes does not interfere with digestion, but it does prevent the body from using an important 

product of digestion, glucose (commonly known as sugar), for energy. After a meal, the normal 

digestive system breaks some food down into glucose. The blood carries the glucose or sugar 

throughout the body, causing blood glucose levels to rise. In response to this rise, the hormone 

insulin is released into the bloodstream and signals the body tissues to metabolize or burn the 

glucose for fuel, which causes blood glucose levels to return to normal. The glucose that the 

body does not use right away is stored in the liver, muscle, or fat. 

(3) In both types of diabetes, however, this normal process malfunctions. A gland called 

the pancreas, found just behind the stomach, makes insulin. In people with insulin-dependent 

diabetes, the pancreas does not produce insulin at all. This condition usually begins in childhood 

and is known as Type I (formerly called juvenile-onset) diabetes. These patients must have daily 

insulin injections to survive. People with non-insulin-dependent diabetes usually produce some 

insulin in their pancreas, but their bodies' tissues do not respond well to the insulin signal and, 

therefore, do not metabolize the glucose properly, a condition known as insulin resistance. 

(4) Insulin resistance is an important factor in non-insulin-dependent diabetes, and 

scientists are searching for the causes of insulin resistance. They have identified two 

possibilities. The first is that there could be a defect in the insulin receptors on cells. Like an 

appliance that needs to be plugged into an electrical outlet, insulin has to bind to a receptor in 

order to function. Several things can go wrong with receptors. For example, there may not be 
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enough receptors to which insulin may bind, or a defect in the receptors may prevent insulin 

from binding. The second possible cause of insulin resistance is that, although insulin may bind 

to the receptors, the cells do not read the signal to metabolize the glucose. Scientists continue to 

study these cells to see why this might happen. 

(5) There's no cure for diabetes yet. However, there are ways to alleviate its symptoms. In 

1986, a National Institute of Health panel of experts recommended that the best treatment for 

non-insulin-dependent diabetes is a diet that helps one maintain a normal weight and pays 

particular attention to a proper balance of the different food groups. Many experts, including 

those in the American Diabetes Association, recommend that 50–60% of daily calories come 

from carbohydrates, 12–20% from protein, and no more than 30% from fat. Foods that are rich in 

carbohydrates, like breads, cereals, fruits, and vegetables, break down into glucose during 

digestion, causing blood glucose to rise. Additionally, studies have shown that cooked foods 

raise blood glucose higher than raw, unpeeled foods. A doctor or nutritionist should always be 

consulted for more of this kind of information and for help in planning a diet to offset the effects 

of this form of diabetes. 

1. According to the passage, what may be the most dangerous aspect of Type II diabetes? 

a. Insulin shots are needed daily for treatment of Type II diabetes. 

b. Type II diabetes may go undetected and, therefore, untreated. 

c. In Type II diabetes, the pancreas does not produce insulin. 

d. Type II diabetes interferes with digestion. 

2. Which of the following are the same for Type I and Type II diabetes? 

a. treatments 

b. long-term health risks 

c. short-term effects 
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d. causes 

3. A diet dominated by which of the following is recommended for non-insulin-dependent 

diabetics? 

a. protein 

b. fat 

c. carbohydrates 

d. raw foods 

4. Which of the following is the main function of insulin? 

a. It signals tissues to metabolize sugar. 

b. It breaks down food into glucose. 

c. It carries glucose throughout the 

body. 

d. It binds to receptors. 

5. Which of the following is mentioned in the passage as a possible problem with insulin 

receptors in insulin-resistant individuals? 

a. Overeating causes the receptors to function improperly. 

b. There may be an overabundance of receptors present. 

c. A defect causes the receptors to bind with glucose. 

d. A defect hinders the receptors from binding with insulin. 

6. Based on the information in the passage, which of the following best describes people with 

Type I diabetes? 

a. They do not need to be treated with injections of insulin. 

b. They comprise the majority of people with diabetes. 

c. Their pancreases do not produce insulin. 
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d. They are usually diagnosed as adults. 

7. Your uncle who has diabetes comes to stay with you for a week and you have to look after 

him. Prepare a checklist of 4 items that you should check with respect to his diet and 

medication to make sure that his condition doesn't become worse. (4 marks) 

(ii) Look the following information and graph about Tata Nano. Analyse the given data and give 

a short review of the performance of Tata Nano in a short paragraph of not more than 120 

words. (6 marks) 

12. (a) Read the following passage and answer the questions given below: 

Today, bicycles are elegantly simple machines that are common around the world. Many 

people ride bicycles for recreation, whereas others use them as a means of transportation. The 

first bicycle, called a draisienne, was invented in Germany in 1818 by Baron Karl de Drais de 

Sauerbrun. Because it was made of wood, the draisienne wasn't very durable nor did it have 

pedals. Riders moved it by pushing their feet against the ground. 

In 1839, Kirkpatrick Macmillan, a Scottish blacksmith, invented a much better bicycle. 

Macmillan's machine had tires with iron rims to keep them from getting worn down. He also 

used foot-operated cranks, similar to pedals, so his bicycle could be ridden at a quick pace. It 

didn't look much like the modern bicycle, though, because its back wheel was substantially 

larger than its front wheel. Although Macmillan's bicycles could be ridden easily, they were 

never produced in large numbers. 

In 1861, Frenchman Pierre Michaux and his brother Ernest invented a bicycle with an 

improved crank mechanism. They called their bicycle a vélocipède, but most people called it a 

"bone shaker" because of the jarring effect of the wood and iron frame. Despite the unflattering 

About Tata Nano 

 Tata Nano, one of the most ambitious projects of Tata Motors, started in 
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2003. 

 It was envisioned by the Tata Group Chairman, Ratan Tata himself. 

 Ratan Tata announced this project at the Auto Expo 2006 in New Delhi. 

 Tata Nano was launched in January 2008 at the Auto Expo New Delhi. 

 In Geneva 2008, the Nano made its first overseas premiere. 

 On March 23, 2009, Tata started production of the Nano at Pantnagar 

and launched the car in three variants priced between Rs. 1,23,000 and 

Rs. 1,75,000. 

The Downfall Saga 

Tata witnessed a sequential fall in 2010, the lowest in November – Nano sales 

was 509 units. 

nickname, the vélocipède was a hit. After a few years, the Michaux family was making hundreds 

of the machines annually, mostly for fun-seeking young people. 

Ten years later, James Starley, an English inventor, made several innovations that 

revolutionized bicycle design. He made the front wheel many times larger than the back wheel, 

put a gear on the pedals to make the bicycle more efficient, and lightened the wheels by using 

wire spokes. Although this bicycle was much lighter and less tiring to ride, it was still clumsy, 

extremely top-heavy, and ridden mostly for entertainment. 

It wasn't until 1874 that the first truly modern bicycle appeared on the scene. Invented by 

another Englishman, H. J. Lawson, the safety bicycle would look familiar to today's cyclists. The 

safety bicycle had equal-sized wheels, which made it much less prone to toppling over. Lawson 

also attached a chain to the pedals to drive the rear wheel. By 1893, the safety bicycle had been 

further improved with air-filled rubber tires, a diamond-shaped frame, and easy braking. With 
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the improvements provided by Lawson, bicycles became extremely popular and useful for 

transportation. Today, they are built, used, and enjoyed all over the world. 

 

1)Write a short summary of the above given passage in not more than 100 words. (6 marks) 

 

 2) Complete the following sentences in NO MORE THAN THREE WORDS (4 x 1 = 4) 

a. The draisienne was ____________________ as it was made of wood. 

b. The innovation introduced by Macmillan to make his bicycle more longlasting than 

the draisienne was __________________________. 

c. The other name for velocipede was boneshaker because 

________________________. 

d. The innovation introduced by James Starley that is still used in today's bicycles is 

___________________. 

 

3) Answer the following questions in two sentences: (3 × 2 = 6) 

a. Describe the velocipede. 

b. What are the uses of the bicycle? 

c. What are the innovations introduced by Lawson in his bicycle design? 

                                                        (OR) 

(b) Read the following passage and answer the questions given below: 

The first step towards the creation of computers as we know them today was made by an 

English mathematics professor, Charles Babbage who realized that all mathematical calculations 

can be broken up into simple repetitive operations that could be carried out by an automatic 

machine. Sadly, Babbage never completed the machine. Seventy years later an American 
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inventor, Herman Hollerith, created a computing machine out of necessity. Hollerith’s 

“computer” was the first machine to use electricity. Mathematician George Boole determined 

that all mathematical calculations can be stated as either true or false, and defined the binary 

system – to be used by all future computers. 

The first electronic computers instead of using electromechanical relays, used fully 

electronic switches: vacuum tubes. These were about a thousand times faster than mechanical 

switches, but they were gigantic. This is the most important reason they were replaced by smaller 

transistors in the 1950s. 

As transistors replaced vacuum tubes in the 1950s, computers began to grow smaller and 

faster. Early supercomputers replaced binary codes with programming codes consisting of a few 

letters and had an operating system and a memory, and could store data on disk. Transistors 

created heat, which tended to damage the heat-sensitive components. This problem was 

eliminated by the invention of the integrated circuit in 1958. Another development of the 1960s 

was an operating system with a central program supervising other programs which could run 

simultaneously. 

Since computers were no longer so large, they also became cheaper. In the 1970s, 

computer manufacturers were ready to bring computers to consumers. These computers had 

user-friendly programs and offered the first word processors, spreadsheets, and even the first 

computer games! 

In 1981, the first IBM PCs were introduced into homes, schools and offices. The Apple 

Macintosh was introduced three years later. The number of personal computers soared from 2 

million in 1981 to almost 6 million in 1982, to 65 million in 1992. As their potential grew, new 

ways of using computers were being developed. Computers could be linked together to form 

networks sharing software, memory space and information. The World Wide Web, which was 
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started in 1989, links up computers worldwide to provide people with opportunities to share 

information and to enable communication via e-mail. 

Today computers are an inseparable part of many people’s lives and jobs and are likely to 

continue to be tools that we rely on. 

 

1) Write a short summary of the above given passage in not more than 100 words. (6 marks) 

 

2) Complete the following sentences in NO MORE THAN THREE WORDS (4 x 1 = 4) 

a. Vacuum tubes had the advantage of ________________. 

b. Transistors had the disadvantage of _______________________. 

c. The operating system could _______________________. 

d. The world wide web enables people to __________________. 

3) Answer the following questions in two sentences: (3 × 2 = 6) 

a. How did the invention of the integrated chip help the growth of the computer? 

b. What were the qualities that pioneers of computers looked to integrate into the computer? 

c. When did the computer become suitable for mass production and use? 

 

13. Respond to the following with a job application and resume. (16 marks) 

a. Ved Engineering Solutions is looking for a dynamic engineers from all branches for its 

Chennai office. Incumbent should be an engineer from a reputed institute and should 

have a minimum of two years experience working with 10 – 25 member teams. Send 

your application with your resume to The HR Manager, Ved Engineering Solutions, 

Arignar Salai, T. Nagar, Chennai – 17. 

                                                                (OR) 
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b. Your friend is working as Quality Control Engineer in Shailam Software Solutions. But 

he has now got a job elsewhere and has given notice. He informs you that his resignation 

will create a vacancy in the company, which you could fill in. He advises you to email 

your application and CV to the HR Manager at siva@shailam.com. Prepare an email and 

resume for this purpose. 

 

14. Write a report based on one of the following: (16 marks) 

a. You are heading the Research team of Projections Consulting Services. Image Cinemas 

approaches your company with a proposal to start a new multiplex (cinema hall complex) 

in the nearby town. Prepare a report in about 300 words showing your team's findings 

about the necessary buildings, expenditure, infrastructure etc (feasibility report) and 

stating whether it is possible to start the multiplex there. 

                                                              (OR) 

b. You are the Project Head of an Educational Software company. Your team has developed 

online teaching materials in all subjects in Engineering. Write a report in about 300 words 

about the materials your team has developed in the project to submit to the General 

Manager. 

15. Write a dialogue for one of the following situations: (16 marks) 

a. You have applied from your college for an exchange programme abroad. You are to 

appear for a preliminary interview with the Coordinator of the Exchange Programme. 

You are one of 25 candidates of whom only two will be chosen for the exchange 

programme. Write the dialogue that happened between you and the Coordinator. The first 

exchange is given for you to start the dialogue. 

Coordinator: Why are you interested in this exchange programme? 
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You: I would like to gain some exposure to the academic atmosphere abroad as part 

of my learning experience 

You should have minimum of eight exchanges (16 sentences) between you and the 

Coordinator. 

                                                              (OR) 

b. You are working in a bank. You have developed a new security alarm system that you 

believe will increase the security at the bank. You are called to present your innovation to 

the Manager. Write the dialogue between you and the Manager. The first exchange is 

given for you to start the dialogue (16 marks) 

Manager: We already have an alarm system in place. Why do we need a new one? 

You: Sir, You are aware of the recent surge in the thefts at banks and ATMs. This 

new system will improve the security at our bank. 

You should have minimum of eight exchanges (16 sentences) between you and your 

Manager. 

______________________ 
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